Sacred Heart Canossian College

S5 Information and Communication Technology
Spreadsheet I

7.
Create the invoice by entering suitable formulae in column E.
	
	A
	B
	C
	D
	E

	1
	Discount:
	5%
	off
	
	

	2
	
	
	
	
	

	3
	
	Unit Price
	Quantity
	Discount
	Total

	4
	Lemon Tea
	4
	3
	Y
	11.4

	5
	Orange Juice
	4.5
	2
	N
	9

	6
	Coke
	6
	5
	N
	30

	7
	Coffee
	5.5
	4
	Y
	20.9

	8
	
	
	
	
	

	9
	
	
	
	Total:
	71.3

	10
	
	
	
	
	

	11
	
	
	
	
	


8.
S2 students are going to the school picnic site by taxi. Each taxi carries 5 passengers. The following spreadsheet is used to calculate the minimum number of taxis needed for each class.
	
	A
	B
	C
	D

	1
	Class
	No. of Students
	No. of Taxis
	No. of Vacancies

	2
	2A
	30
	6
	0

	3
	2B
	32
	7
	3

	4
	2C
	36
	8
	4

	5
	2D
	35
	7
	0

	6
	2E
	29
	6
	1

	7
	2F
	38
	8
	2



(a)
Enter a formula in C2 to find the number of taxis required.

(b)
Enter a formula in D2 to find the number of vacancies.

Sacred Heart Canossian College

S5 Information and Communication Technology
Spreadsheet II

1.
The following figure is a spreadsheet that stores the working hours of a group of workers.
(a)
Enter a formula in the cell G6 to find the total number of working hours in a week for Jane Au. (i.e. the sum of working hours from Monday to Friday)

(b)
If the total number of working hours is greater than or equal to the number stored in the cell F2, then a bonus of amount equal to the value stored in the cell B2 will be given. Enter a formula in the cell H6 to check whether Jane Au will get the bonus.

(c)
Enter a formula in the cell I6 to calculate the salary of Jane Au. The salary can be found by using the following formula:

Salary = hourly pay * total number of working hours + bonus

(d)
Enter formulae in the cells J6, B15, B16, B17 and D19 to calculate the corresponding statistics.

[image: image2.png]A[B] C |D[E[F]G|H[I[JT]K[L[M]N

i

12

Weight ERAEDE
(ClasHo. Neme Test MC 1Q Total Grade Raxk Mark Grade Count Percent
26 1 CandyHo I 7 A
26 2PasyCheng 6 51 0 c
26 3FontweHw 45 3% 52 0 F
2G4 GrreLan 2 o 6
2G5 Anylo o1 e Sum
G 6TenyCha | 54 &2 4
Avenge
Maxinuum
Minimuz,




2.
With reference to figure 1, create the mark sheet in figure 2 by setting up suitable formulae in Excel.
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3.
Write down a suitable formula for each of the following queries:

(a)
Convert the names of the students to uppercase letter.

(b)
Create an email address for each student (e.g. candy_ho@shcc.edu.hk).

(c)
Find the date that is 1000 days after today.

(d)
Find the number of days you have been alive in this world.

(e)
Plot the graph 
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 from x = -6 to x = 6 using 0.1 as the step value.
(f)
Generate a random integer between 0 and 9 inclusively. Hence, randomly select a student from a group of 10 students.

4.
Sorting is a process of arranging data records in ascending or descending order. Filtering is a quick and easy way to find and work with a subset of data in a range. A filtered range displays only the rows that meet the criteria you specify for a column.
5.
Creating a set of letters, envelopes, or labels would take hours. That's where mail merge comes in. Using mail merge, all you have to do is create one document that contains the information that is the same in each version. Then you just add some placeholders for the information that is unique to each version. Word takes care of the rest.

(a)
Choose the main document that you want to merge information into.

(b)
Connect to a data file (e.g. spreadsheet, database files) and select records. 

(c)
Add fields to the main document and preview the merge results.

9.
The scores of students in the annual athletic meet are stored in column A – F of the following spreadsheet.

(a)
Write a formula in the cell I2 to find the total score of Bronte.

Hint: SUMIF( range, criteria, [sum_range])
(b)
Write a formula in the cell J2 to find the average score of Bronte.

Hint: COUNTIF( range, criteria)
	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	1
	CL
	No
	Name
	House
	Event
	Score
	
	House
	Total
	Average

	2
	3E
	4
	Cheng Ella
	Bronte
	400m Race
	31
	
	Bronte
	31
	31.0

	3
	3C
	9
	Choi Angela
	Nightingale
	High Jump
	22
	
	Keller
	25
	25.0

	4
	3E
	7
	Ho Amy
	Nightingale
	Relay
	29
	
	Nightingale
	137
	27.4

	5
	3C
	11
	Ho Natalie
	Teresa
	100m Race
	23
	
	Teresa
	57
	28.5

	6
	3E
	13
	Lam Kelly
	Nightingale
	Hurdle
	25
	
	
	
	

	7
	3E
	19
	Lee Jessica
	Nightingale
	javelin 
	30
	
	
	
	

	8
	3C
	17
	Lee Wendy
	Keller
	Shot Put
	25
	
	
	
	

	9
	3E
	28
	Tam Coco
	Teresa
	100m Race
	34
	
	
	
	

	10
	3D
	28
	Wong Winnie
	Nightingale
	Long Jump
	31
	
	
	
	


10.
There are two papers in an examination. The pass mark is 50. If a student passes in both papers, she will get grade A. If she passes in one and fails in another, she will get grade C. If she fails in both papers, she will get grade F. Write a formula in D2.

	
	A
	B
	C
	D

	1
	Name
	Paper 1
	Paper 2
	Grade

	2
	Ho Yuen Yee
	83
	45
	

	3
	Cheng Pui Yan
	62
	75
	

	:
	:
	:
	:
	


A teacher uses Excel to calculate the marks of a group of students in an assessment. The assessment consists of 3 parts: Paper 1, Paper 2 and Homework. She stores the marks in the worksheet ‘Result’ and puts the grading system in the worksheet ‘Criteria’. Formulae are set up in these worksheets to find the total mark, grade and rank of each student.

Result
	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	1
	Class
	No
	Name
	Paper 1
	Paper 2
	HW
	Total
	Grade
	Rank
	Rank_1

	2
	3A
	1
	Chan
	16
	18
	10
	
	
	
	

	3
	3A
	2
	Chan
	18
	13
	10
	
	
	
	

	:
	
	
	
	
	
	
	
	
	
	

	191
	3F
	33
	Yeung
	26
	23
	10
	
	
	
	

	192
	3F
	34
	Yuen
	41
	33
	10
	
	
	
	


Criteria

	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	1
	Mark
	Grade
	
	
	
	
	
	
	
	

	2
	0
	F
	
	
	
	
	
	
	
	

	3
	50
	E
	
	
	
	
	
	
	
	

	4
	60
	D
	
	
	
	
	
	
	
	

	5
	70
	C
	
	
	
	
	
	
	
	

	6
	80
	B
	
	
	
	
	
	
	
	

	7
	90
	A
	
	
	
	
	
	
	
	


Total



=D2+E2+F2
Grade



=VLOOKUP(G2,Criteria!A$2:B$7,2,TRUE)
	
	G2




(

The cell you consider

Criteria!A$2:B$7

(

Lookup table (grading system)

2




(

Return the second column

TRUE



(

Not exact match


Rank



=RANK(G2,G$2:G$192,0)
	
	G2




(

The cell you consider

G$2:G$192


(

Cell range

0




(

Descending order


Rank_1



=IF(I2<=100,I2,"---")
	
	I2<=100



(

Condition


The teacher is going to use mail merge to generate the individual result slip for each student. It can be done by using the following procedure.

	1.
Select document type (( Mailings ( Start Mail Merge ( Step-by-Step Mail Merge Wizard ( Directory)

2.
Link Word file to Excel file (( Use the current document ( Use an existing list ( Select table)

3.
Insert Merge Field (( Insert Merge Field ( Finish and Merge ( Edit individual documents)


	S3 Computer Literacy (2015 – 2016)

	Class
	3A (1)
	Paper 1
	16

	Name
	Chan Hei Man Kristy
	Paper 2
	18

	Grade
	F
	Homework
	10

	Rank
	160
	Total
	44
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The teacher is going to generate the statistical report using pivot table. It can be done by using the following procedure.

(( Insert ( PivotTable ( Drag Class, Grade and Count of Grade to Column Labels, Row Labels and Values respectively)
Click (( Options ( Refresh) to refresh the report after you have changed the marks.

	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	Count of Grade
	Class
	
	
	
	
	
	

	2
	Grade
	3A
	3B
	3C
	3D
	3E
	3F
	Grand Total

	3
	A
	0
	0
	4
	1
	3
	2
	10

	4
	B
	1
	2
	8
	7
	9
	9
	36

	5
	C
	1
	1
	8
	8
	9
	6
	33

	6
	D
	5
	1
	4
	5
	4
	6
	25

	7
	E
	14
	13
	5
	6
	8
	9
	55

	8
	F
	9
	13
	3
	5
	0
	2
	32

	9
	Grand Total
	30
	30
	32
	32
	33
	34
	191


Figure 1





Figure 2
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