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Unit introduction

Unit Overview

This unit introduces the learners to spreadsheets. They will be supported in organising data into columns and rows to create their own data set. Learners
will be taught the importance of formatting data to support calculations, while also being introduced to formulas and will begin to understand how they can
be used to produce calculated data. Learners will be taught how to apply formulas that include a range of cells, and apply formulas to multiple cells by
duplicating them. Learners will use spreadsheets to plan an event and answer questions. Finally, learners will create charts, and evaluate their results in

comparison to questions asked.

Overview of lessons

Lesson

Brief overview

Learning objectives

1 Collecting data

Learners will collect and organise data in a format of their choice. They will then
explore how data can be structured in a table. Finally they will input data into a
spreadsheet.

To create a data set in a spreadsheet
e |can collect data
e | can suggest how to structure my
data
e | can enter data into a spreadsheet

2 Formatting a
spreadsheet

Learners will develop their understanding of the structure of a spreadsheet. They
will be introduced to cell references, data items and the concept of formatting

To build a data set in a spreadsheet
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3 What’s the formula?

4 Calculate and duplicate

5 Event planning
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cells. Learners will see data items formatted in different ways, they will then
choose formats for data items before applying formats in their own spreadsheet.

Learners will begin to use formulas to produce calculated data. They will
understand that the type of data in a cell is important (e.g. numbers can be used
in calculations whereas words cannot). Learners will create formulas to use in a
spreadsheet using cell references and identify that changing inputs will change
the output of the calculation.

Learners will calculate data using the operations of multiplication, subtraction,
division, and addition. They will use these operations to create formulas in a
spreadsheet. Learners will then begin to understand the importance of creating
formulas that include a range of cells and the advantage of duplicating in order to
apply formulas to multiple cells.

Learners will plan and calculate the cost of an event using a spreadsheet. They
will use a predefined list to choose what they would like to include in their event,
and use their spreadsheet to answer questions on the data they have selected.

Unit overview

| can explain what an item of data
is

| can choose an appropriate
format for a cell

| can apply an appropriate format
to a cell

To explain that formulas can be used to

produce calculated data

| can explain which data types can
be used in calculations

| can construct a formulaina
spreadsheet

| can identify that changing inputs
changes outputs

To apply formulas to data

| can calculate data using different
operations

| can create a formula which
includes a range of cells

| can apply a formula to multiple
cells by duplicating it

To create a spreadsheet to plan an event

| can use a spreadsheet to answer
questions
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Unit overview

Learners will be reminded of the importance of organising data and will then
create a spreadsheet using formulas to work out costs for their event.

| can explain why data should be
organised

| can apply a formula to calculate
the data | need to answer
questions

6 Presenting data

Learners will gain skills to create charts in Google Sheets. They will evaluate the
results from their charts to answer questions. Finally, learners will show they
understand that there are different software tools available within spreadsheet
applications to present data.

To choose suitable ways to present data

| can produce a chart

I can use a chart to show the
answer to a question

| can suggest when to use a table
or chart

Resources are updated regularly — the latest version is available at: ncce.io/tcc.
This resource is licensed under the Open Government Licence, version 3. For more information on this licence, see_ncce.io/ogl.
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