Analysing collected data

Open the file spreadsheet personal details.xls and save it with a different name.

1. Make headings bold.

2. Freeze column headings and rows

3. In new column add the age of the learners.

4. Use conditional formatting to highlight suburbs.

5. Sort by class, then surname.

6. Perform autofilters to note learners in different suburbs.

7. Perform advanced filters and save on new sheets. Rename the sheets.

8. Create pivot tables on new sheets.  Save each sheet with clear names.

9. Use sub totals to count how many learners are in each class.

10. Add a background to the sheets.

11. Create a switchboard on the first sheet linking to information on different aspects of analysis.

12. In properties indicate what is to be found and author.

13. In Word list all the features in Excel you can use and you used to analyse data.  Elaborate on the lists above.

14. Submit spreadsheet and list.
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