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About this homework: 
Please note - Students have not yet completed their spreadsheet work in computing lessons. This homework is 
designed to reinforce what they are learning  and to prepare them for challenging concepts! 
 

On average the tasks should take about 30 minutes each. Do 
not leave it till the last night to do them all. 
 

How spreadsheet work is assessed: 

Basic Intermediate Advanced 

 

I can state examples of different 

types of computer model 

 

I can state some possible 

applications of a spreadsheet model  

 

I can state some advantages of using 

a computer model and explain why 

it may not give accurate results 

 

I have entered numbers, text, 

formulae and functions such as 

SUM, MAX, MIN in a spreadsheet 

 

I have used both relative and 

absolute references in a 

spreadsheet and I can explain the 

difference 

 

I have used conditional functions IF 

and COUNTIF in a spreadsheet to 

enhance my model 

 

I have developed a simple financial 

model using a spreadsheet 

 

I have used a spreadsheet model to 

explore “what if” scenarios 

 

I have used a spreadsheet model to 

find and suggest a solution to a 

problem 

 

I have formatted text and numbers 

to improve the appearance of my 

spreadsheet 

 

 

I have used conditional formatting 

to change the format of cells 

depending on their value  

 

 

I have used validation to ensure 

data is entered correctly  

 

I have created a simple chart 

 

I have selected a suitable chart type 

and customised it 

 

I can explain why a particular chart 

type is suitable for a given situation 

 

I can display the formulae in my 

spreadsheet 

 

I have recorded a macro to perform 

a useful task in my model and 

attached it to a button 

 

I can explain what a macro is and 

why it might be useful in a 

spreadsheet model 
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Task 1: Read the notes 

What are spreadsheets? 

A spreadsheet program is used for performing calculations and drawing 
charts. 

Each sheet is divided into cells. You can type information into each cell. Going 
across the sheet are many rows each of which is identified by a number. Going 
down the sheet are many columns each of which is identified by a letter. 

 

Each cell is identified by a cell reference. The 
cell reference is made up of the letter of the 
column followed by the number of the row 
e.g. C4. 

Groups of cells are known as a range. A range can be described by writing 
down the cell references of the cells at the top left and bottom right corners of 
the range with a colon to separate them e.g. E4:F5. 

You can enter three different types of information into a cell: 

• Numbers: Any number.  
• Labels: Combinations of letters and numbers used as titles or labels to make 

the sheet clearer.  
• Formulae: Used to carry out calculations with the numbers that are entered 

into the sheet.  

  



4 | P a g e  

Task 2 

(a) Features of spreadsheet software 
 
(The icons below are from Microsoft Excel, but Google Sheets is very similar) 

 

Complete the table to explain what the different icons are 
and what they do.  
 

 

Function What does it do? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

          [9 marks] 
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What are formula? 

Calculations using 
spreadsheets 
A formula carries out a calculation. 

• The answer appears in the cell.  

• Formulae always start with the equals sign. 

Examples: 

Formula Explanation Formula Explanation 

=A1+B7 
Add up numbers 
in A1 and B7. 

=A2/C8 
Divide number in 
A2 by C8. 

=B2-C2 
Subtract number 
in C2 from B2. 

=A1*B1 
Multiply numbers 
in A1 and B1. 

=A1+B7-
C2 

Add number in 
A1 to B7 then 
subtract number 
in C2. 

=(A1+A2)/B7 

Add together 
number in A1 and 
A2. Then divide by 
number in B7. 

 

When you change any numbers the results of the 
formulae that use the numbers will be recalculated. 
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Task 3 

Write the formulae in the gaps below 

 
The first one is done for you.   
 
 

Do not work out the actual answer to the sum! 

 
 
Remember: 

 divide is / 

 multiply is * 

 
 

  [11 marks] 
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Two advanced features: 

1. Similar formulae using the ‘fill handle’ 

Often you will want to use several similar formulae. In the spreadsheet 
below a formula which is nearly the same is used to calculate each 
student’s total mark.  

 

To avoid the need to type a similar formula it can be generated 
automatically using the formula in row 2. To do this you must: 
 

• Type =B2+C2 into cell D2 

• Drag the ‘fill handle’ down  (The little black square bottom right!) 
 

2. Functions within formulae 
Formulae can sometimes become very long. Consider a formula to add 
up fifty numbers in column A: 

= A1 + A2 + A3 + A4 + … + A50 

Using the ‘sum’ function is more efficient: 

=SUM(A1:A50) 

Other important functions supported by most spreadsheets include: 

Function  Explanation  

=SUM(A1:C2) Adds up the contents of the cells in the range A1:C2.  

=AVG(A1:C2) Averages the contents of the cells in the range A1:C2. 

=MIN(A1:C2) Finds the smallest number in the cells in the range A1:C2. 

=MAX(A1:C2) Finds the largest number in the cells in the range A1:C2. 
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Task 4 

1. What is the purpose these three functions? 

 SUM()___________________________________________________ [1] 

 AVG()___________________________________________________  [1] 

 MAX()___________________________________________________ [1] 

2. What is the ‘fill handle’? 

______________________________________________________________[2] 

3. Look at the spreadsheet below. Jenny is using it to calculate how much 
money she spends each week on different items 

 

 

(a) Which cell contains the number £1.60 ? 

__________________________________________[1] 
(b) Jenny has selected a range of the spreadsheet using a mouse. This 

range is surrounded by a box like this :  
 

What is the range that Jenny has selected? 

_____________________________________[1] 
(c) Jenny wants to work out how much money she spends in total each 

week 
(i) Into which cell should the formula to calculate the total be 

placed? ________________[1] 
(ii) What should the formula be? 

_______________________________[2] 
 


