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Spreadsheet Tools and Techniques 
Learning aim A

Complete the table below: 

	Tool/Technique 
	Description 
	‘Mark book’ spreadsheet
	‘Pizza World’ spreadsheet

	Conditional formatting
	You can set a colour to a cell based on a particular rule or value. For example cell D9=70? Change cell to the colour blue.

	Conditional formatting was used to change the colour of the cell if someone typed in more than 69 its green if some on typed less than 25 its red.
	If free gift was typed in the cell goes green if it says no gift  the cell is red

	Filters/sorting
	Filter is you can change what you see for example you just want to see table 12 click on the filter then click table 12  you will only see table 12.
	Filters was used  on the male/ female Colum you can select if you only want  to see male or you only want to see female.
	filters was used on the tables for example if you want to only see table 10 click on the filter then click on table 10.

	Formulae (+/*-)
	A formula is an expression which calculates the value of a cell. Functions are predefined formulas and are already available in Excel.

	=IF(I5>=70,"Excellent!","You need to try harder.") A formula was used like this.
	=IF(10<M7,"Free Gift","No gift") this is how they use formulae 

	Functions (sum, average, Max, Min)
	The most used functions in excel is auto sum.
	Functions  is used by  auto sum to add numbers 
	Functions is used by auto sum too add numbers

	Labels
	Entering data into a spreadsheet is just like typing in a word processing program, but you have to first click the cell in which you want the data to be placed before typing the data.
	Labels id used on it by it has people’s names on it. 
	Labels is used to write peoples names 

	Data validation
	Helps to restrict values put in a cell. If the incorrect value is entered an error message appears on the screen.


	Data validation is used as they putted their own value
	Data validation 

	Boxes (list, drop down)
	Combines a text box with a list box to create a drop-down list box. A combo box is more compact than a list box, but it requires the user to click the down arrow to display the list of items. Use a combo box to enable a user either to type an entry or to choose only one item from a list. The control displays the current value in the text box, regardless of how that value was entered.

	Their used boxes as a table 
	Their used boxes as a table

	Cell Formatting 
(currency, wrap text etc)
	Enter the value 0.8 into cell B2. By default, Excel uses the General format (no specific number format) for numbers. To apply a number format, use the 'Format Cells' dialog box.
	Their used pounds
	Their used pounds

	Charts & Graphs 
	Microsoft Office Excel 2007 no longer provides the chart wizard. Instead, you can create a basic chart by clicking the chart type that you want on the Microsoft Office Fluent user interface Ribbon. To create a chart that displays the details that you want, you can then continue with the next steps of the following step-by-step process.

	Their used graphs and charts
	used tables

	Macros 
	A Microsoft Office Macro (as this functionality applies to several of the MS Office Applications) is simply Visual Basic for Applications (VBA) code saved inside a document. For a comparable analogy, think of a document as HTML and a macro as Javascript. In much of the same way that Javascript can manipulate HTML on a webpage, a macro can manipulate a document.

	Their used macros
	Used macros

	Worksheets 
	An Excel worksheet is a single spreadsheet that contains cells organized by rows and columns. A worksheet begins with row number one and column A. Each cell can contain a number, text or formula. A cell can also reference another cell in the same worksheet, the same workbook or a different workbook.

	Their worksheets 
	worksheets
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