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Prior Learning: 

▪ understand that ICT can be used to store and sort information, to add a record to a file in a spreadsheet, to 
produce bar charts from a spreadsheet. 

 

Key Facts and vocabulary 
What is a spreadsheet? 
▪ A spreadsheet is a powerful tool for organising in formation. 

They are used to carry out calculations quickly and to store large amounts of information for a range of purposes. 

Cell references 
▪ Everything in a spreadsheet goes into a cell. 
Each cell is named by the row and column in which it is located. 
Making calculations using spreadsheets 
▪ One advantage of spreadsheets is the ability to do calculations quickly. 
▪ As well as typing text and numbers into a cell, we can instruct a computer to add the contents of two cells automatically. 
▪ This is done using the SUM function. 
▪ The function then appears in the formula bar. 
▪ A formula is always shown by using the ‘=‘ sign first , followed by sum. 
▪ The calculation then goes inside the brackets. 
▪ You can multiply and divide using this function. 

Other functions you can use are AVERAGE, MIN and MAX. 
Creating graphs to present data: 
▪ A number of different graphs can be created in to present your data. 
Below is an example of a simple bar graph. 
Average 
▪ this function aids in finding the central or typical value in a set of 

data. 
Min 
▪ the lowest value in the cell range used 

Max 
▪ the highest value in the cell range used 

Formulae 
▪ an expression telling the computer what mathematical operation 

to perform 

Questionnaire 
▪ a set of printed or written questions with a choice of answers. 
Data collection 
▪ the process of gathering and measuring information on variables of 

interest. 
Survey 
▪ a research method used for collecting data from a pre-defined group of 

individuals. 

 

By the end of this unit pupils will be 
able to: 

▪ Use the whole data 
process – generate, 
process, interpret, store, 
and present information 
– realising the need for 
accuracy and checking 
plausibility.  

▪ Select appropriate data 
tool.  

▪ Identify and present 
results.  

▪ Interrogate a database, 
refining searches to 
provide answers to 
questions.  

▪ Plan investigations using 
the outcomes from a 
data logger to show 
findings. 
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