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Basic Skills Checklist

Additional Guidance -
Iwhat does it look like?|

fx

Spreadsheets

ALL Formulas start with =

Formulas

Knowledge

Showing Data Graphically

Ishows the average

NS ADMIN STUDENTS BY

NS ADMIN STUDENT UPTAKE INYEAR

GENDER GROUPS

Sort data verticaly on
ne  or 2 columns
fiter)

Use advanced | 47
sort p

|condition i true

Right Cick =AVERAGE(A1L:A27)
Hiding rows/columns | Mouse AVerage (ot alues ina range
RigheChek | o Diplays the bigges
Inserting/deleting rows | Mause. Max falue from s range | =MAX(A11:)11) ; '
- Bptars the
Aligning data/ earelm . fmalest
ening deta/merens Min et from a range | =MIN(ALL:111) >
Cell formattin ladds up the tosal Key Elements of a Chart
g
l(currency, date etc, Sum value ofthe celisin | =SUM(A11:H11)
. g farange [Think carefuly about the title given - consider
ecimal places) I hat it is showing - key the title in UPPERCASE.
[Gives the number |Atways insert a suitable title even if not
Count |entriesin range— | =COUNT(A11:C11) Cretcted
Link cels n worksheets |=JuLy_BOOKINGS!820 jcontaning numbers P lLabel both horizontal and vertical axes - make
Ieives the namber e ure that all info is visible.
ER T lentriesn range— | = K
Name cels AN || CountA COUNTA(ALL:F11) Insert this if required (bar line/colurn).
: fontanng numbers Legend ke sanes ot ot sorts 1 et
AS4 I [A ogical functon tol
Aosote cel reference | ¥ F(cieyEs o ||Data  [These should be inserted if instructed - pay
IF [fest o see fa LA NESNOY |l abels  fatention to whether it is vale or piPage ayout

Print charts/using
lpatterns Embedded or
Iseparately

Look carefuly at printing
nstructions to see fFjust
chart or c hart within
‘worksheet

INumerical Operators
> greaterthan

>=

Greater than

or equal to

Create and label charts

See key elements of
charts

Format textand cels

[change sze/embolden e

Calculating % Change

(NEW-OLD)/OLD
(FORMAT TO PERCENTAGE!)

Ctrl + Printing
less than
Itis crucial you pay attention to the instructions with
Less than or Iregards to value view and formula view. Also make sure
equal to fthe entire formula is visible and no truncation!





