Tutor Module for Key Skills IT Level 2 Test

Skill Area 3 – Enter, develop and derive information

3.2  Develop information in the form of text, images and numbers

1Skill Area 3 – Enter, develop and derive information


13.2  Develop information in the form of text, images and numbers


1Questions may, for example, require candidates to:


1Develop information


1Page setup prior to printing


1Changing margin and page orientation


2Headers and Footers


2Word
 View, Headers and Footers


3Excel
 View, Headers and Footers


3Access
Design View, Page Header and Footer


4Viewing document prior to printing


4Word, Excel and Access


4Developing images


4Copy and Paste words and images


7Developing tables


8Mergering cells/erasing lines in a table


9How to undo a mistake


11Excel spreadsheet


11Cells


11Formula bar


11Entering data – Do’s and Don’ts


12Development of Excel spreadsheet


13Tip: Inserting date/row or column into Excel or Access


14Excel Formatting toolbar


14AutoFormat


15Printing gridlines, column and row headings


15Development of Access database


16Tables


17Primary key


18Validation rule and text


18Queries and Reports


18Create a Query


19Create a Report


20Format Report


21Sorting data


21Sorting data in tables - Word


22Excel - Sorting data


23Access - Sorting data


25Practice questions



Skill Area 3 – Enter, develop and derive information

3.2  Develop information in the form of text, images and numbers

Candidates should be able to identify the different types of information they are dealing with and the best structures for further developing that information. They should recognise information and processes that are best suited to word processing, spreadsheet, database or graphical applications software.

Questions may, for example, require candidates to:
a. identify suitable applications software for developing given information (including word processing, database, spreadsheet and graphics software);
b. identify suitable methods of amending, inserting and deleting information (including copy and paste, cut and paste, move (drag and drop), find and replace);
c. identify why and how to insert, crop, size and position images;
d. identify why and how to adjust table structures (including column width, row height, add rows, add columns, merge cells, split cells);
e. identify techniques for ordering information (including sorting on two or more alphabetic, numeric or date fields in ascending or descending order);
f. identify suitable field names and data types (including text, number, currency, date), sizes and primary keys to develop information in the form of records;
g. identify improvements or corrections to the content of database queries and reports;
h. identify suitable organisation of given information in a spreadsheet structure (including cells, rows, columns, headings);
i. identify suitable spreadsheet cell contents for developing given information (including text, number, currency, percentage, date).
Develop information

Many of the skills required for this section have already been included in Skill Area 3.1.  This element will further guide you in the development of text, image and number in spreadsheets and databases, as well as word processed documents.

Page setup prior to printing

It’s important to get your margins set up correctly to give the information the best advantage.  Skill Area 4.1 (you can link to this from the IT Toolkit Home Page) gives suggested layouts for various types of documents.  This section will give you the skills to be able to do this.

Changing margin and page orientation

The same method is used for all programs although the menu may look slightly different.  You’ll find more on this in Skill Area 4.1.

Word:

File, Page Setup – Margins or Paper Size

Excel

File, Page Setup – Margins or Page

Access
File, Page Setup – Margins or Page

Headers and Footers
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Word

View, Headers and Footers
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It is useful to add a time, date or page number to your work.  With Headers and Footers, this will be outside of the body of the work and can be positioned at the top or bottom of the page, and in any position you would like it to appear.

You can also add time, date or page numbers using the Insert menu. This gives you more control of page numbers, as you can format them to start with a number other than 1.  You can also miss a page number from the first page if this is a cover sheet.

[image: image4.png]Document licrosoft Word L=12]x]
T i e o e S i i |
DFRERAY 5 BBI 0| OE=8@q v 0.

Clipboard (4 of

. O Besen @
: HlEES
[N

lelof»]«

Joaw~ Iy & | agoshapes - N N OO E 48| & £-A -
[Page 1 sect Ui (i e o1 [Ec [i0 b0 [ [ngsh(uk | A |

) stan] | ) Topic area 32 - Mictosot. | B8] Documenti - MiciosoltW...[[ ) Documentz - Micraso. @

<« s





[image: image5.png]L=18] ]

Ele Edt Vew Insert Format Tooks Table Window Help

]
DBE(ERY¥|[izad- aHE>EE=ES|E T v
I

Bl
jormal = arial BERE A O-2-A-
[sla R = e
] 3
Temnperatures for holiday
destinations - New Year
- 2004
Destination Sunlight Hours. AvMinTemp | Av Max
- Temp
Barbados (Bridgetown) 8 77 78
N Jamaica (Kingston) 8 21 31
Hong Kong 3 15 20
Paris 2 2 7 =
v Sydne 8 17 25 B
o]
B
»
[ o= Iy G | auoshepes- \ N OO EI 4L[H|[&-2-A- EB@ .|| Brese tons- &
S it e
) Stant| | ) Topic area 32 - Mictosot. | ] Document’ -Micosolt .. [ Document2 - Microso. | @ [« 2 ose





Excel

View, Headers and Footers
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This looks quite different to the Header and Footer menu on Word.

To add a header, select Custom Header. It is now more familiar with similar macros in Word.  It is even easier to manage position of text.
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Adding rows/columns to tables

We need a heading in the table so we need to insert two rows at the top of the table.

Place your cursor in the top row (it doesn't matter where in the top row). Select Table
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Access
Design View, Page Header and Footer
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You need to be in the Design View of a Report to access the Page Header and Footer, as Access is designed to be printed in Report View only.

Formulae are used for the date (bottom of page).  These are automatically added to all Reports by the Wizard:

=Now()

and page numbering:

="Page " & [Page] & " of " & [Pages]
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To add text, a Label box should be drawn in one of the areas, using the Label macro on the Toolbox toolbar.

Viewing document prior to printing

Word, Excel and Access
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File, Print Preview
- this will show you what your document looks like overall.

This can also be accessed on the Standard toolbar: 
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Zoom – This is a better way to view your document, as you can move text or images around.
View, Zoom or change the percentage on the Standard toolbar (click inside and type your own percentage, or select from the down arrow).

Developing images

Copy and Paste words and images
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There are several ways to copy and paste.
a. Right-click over the image (or highlight word or words).  Select Copy.  Right click the destination of where you want the image or words to be.  Select Paste.  This will give you two occurrences of the same word or phrase.  If you want to move the image, word or phrase, select Cut and then Paste.

b. Highlight image or words. Ctrl + C to Copy.  Ctrl + V to Paste.
c. Highlight image or words. Hover over the word/s with your mouse pointer and drag and drop where they are required.

Cut and Paste
As for Copy and Paste.  However, this will cut the image, word or words and move them to another place in the document.

Move (drag and drop)

[image: image14.jpg]


Highlight image or words. Hover over the image or word/s with your mouse pointer and drag and drop where they are required.

Find and replace

You can find a particular word, a number of the same words or find a series of words you want to replace.  This is very useful when you have used the wrong name, or want to change the name of something that appears several times within an extended document.

Select Edit toolbar, Find, Replace or Go To
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Developing an image

Much of this is covered in Skill Area 3.1 (you can link to this from the IT Toolkit Home Page). However, to give you further information on developing images we will now cover the Picture menu more fully:
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Text Wrapping can help with positioning.  If your picture has black handles it is unlikely your picture will go where you really want it to go.  You must select Text Wrapping Square in order to get white handles.  This will allow you to position your picture more accurately.
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Cropping images
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Position your cursor over the picture.  Double-click with left-mouse to call up the pull-down menu.  Select Picture.  The ‘Crop from’ section allows you to crop your picture in order to cut out pieces that you don’t want. 

However, if you can master the art, it’s quicker to use the cropping tool on the Picture toolbar:

[image: image19.bmp]Click on the picture, select the cropping tool, drag on the white handles around the picture to crop the information you want to lose.  This sometimes takes a bit of practice to achieve, but it’s well worth it.
In the next set of pictures you will notice that the above picture has been cropped, cutting out the sides to get rid of unwanted legs!

Lock aspect ratio/Relative to original picture size
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Size - Note that you can change the height and scale on the picture.  However, at the moment, the Lock aspect ratio, and Relative to original picture size have been ticked.  This means that pictures you insert will keep the same proportion as the original picture.

If you unlock these, you will be able to ‘play’ with the picture and change the proportions to your own specifications:

[image: image21.bmp]
Right side cropped

     Picture stretched 

Colour, brightness and contrast

Image – you can change the way the picture looks.  By changing the colour, brightness and contrast, an image can look quite different: 

[image: image22.bmp]
Before brightness and contrast change
After brightness and contrast change
Developing tables

Let’s now look at how we can develop tables further (see Introduction to Tables in Skills Area 3.1 - you can link to this from the IT Toolkit Home Page).
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Firstly we need to add a table.  We will use the macro on the Standard toolbar – 4 columns by 6 rows.  Click and hold mouse as you drag down to get the 6 rows.

We are going to record information about countries we’d like to visit for New Year 2004:

	Destination
	Sunlight Hours
	Av Min Temp
	Av Max Temp

	Barbados (Bridgetown)
	8
	22
	28

	Jamaica (Kingston)
	8
	21
	31

	Hong Kong
	6
	15
	20

	Paris
	2
	2
	7

	Sydney
	8
	17
	25


Moving lines in tables

To enhance the look, we will first drag and move some of the lines - more room is required in the ‘Destination’ column and there should be about the same amount of space between all the other columns:

	Destination
	Sunlight Hours
	Av Min Temp
	Av Max Temp

	Barbados (Bridgetown)
	8
	22
	28

	Jamaica (Kingston)
	8
	21
	31

	Hong Kong
	6
	15
	20

	Paris
	2
	2
	7

	Sydney
	8
	17
	25


[image: image24.bmp]Adding rows/columns to tables

We need a heading in the table so we need to insert a row at the top of the table.  Place your cursor in the top row (it doesn’t matter where in the top row). Select Table menu, Insert Rows Above, insert row.  You can also insert rows below and columns to the left or right.

Type in the heading ‘Temperatures’ for holiday destinations - New Year 2004.
	Temperatures for holiday destinations - New Year 2004
	
	
	

	Destination
	Sunlight Hours
	Av Min Temp
	Av Max Temp

	Barbados (Bridgetown)
	8
	22
	28

	Jamaica (Kingston)
	8
	21
	31

	Hong Kong
	6
	15
	20

	Paris
	2
	2
	7

	Sydney
	8
	17
	25


Mergering cells/erasing lines in a table

The heading should be merged across all the columns.  Therefore, the Tables toolbar is required:  View, Toolbars, Tables.  (See Skill Area 3.1 for more details of this - you can link to this from the IT Toolkit Home Page).
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Merging Cells:  There are two ways of doing this: 
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Highlight cells so that the macro becomes active.  Click to merge cells.

[image: image27.png]£ Microsoft Excel - Book1

[B) e £ o foet Famat Took Dota window tob

L=18]x]
JRETEY

DA ERY sR@F o - [@ = & 8l 2|1l 8w -

s BERIE R

B9 %, @

Al =l =

A B ©

D

E F

G

4
47413 T¥iN\sheets { sheets / Shests
Readly

2 Stan] | [ wiorovort Eve... |3 Level2 1T

| @) Tosc a1 | ) Topoaea 32, | @ ocument b | | @

-
Jﬂg-ﬂr‘

INOM [

<«



[image: image28.png]Sort by

Then by

Tupe: [rext

Thenby

My st has
€ Header row

& Noheader ron

ok

Cancel

 gscending
€ pescending

5
2

options,




Erasing lines: Click on the eraser on the Tables toolbar (to pick it up).  Move cursor to the line next to the heading and erase by ‘rubbing’ it on the line by holding down the right mouse’s ear.  The line should change colour. When you release the ear, the line should be gone.  Delete the remaining lines using the same eraser.
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Tip on erasing lines: If you delete from the right (inside lines only), it will be easier to erase lines - the smaller the space between lines, the more difficult it is to erase.  

Another way of making it easier is to add some returns in the box, erase the line, and then remove the returns.

	Temperatures for holiday destinations - New Year 2004

	Destination
	Sunlight Hours
	Av Min Temp
	Av Max Temp

	Barbados (Bridgetown)
	8
	22
	28

	Jamaica (Kingston)
	8
	21
	31

	Hong Kong
	6
	15
	20

	Paris
	2
	2
	7

	Sydney
	8
	17
	25


How to undo a mistake
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If you delete the wrong part of the table, click Undo on the toolbar.  This can also be achieved by Ctrl + Z.  To redo: Ctrl + Y.

Enhance table – embolden and colour

To enhance the look of the table, embolden the heading and change to font size 16.  Highlight the words and use the Format toolbar to change, or use shortcut keys:

Ctrl B 





= Bold

Ctrl ] (next to return on keyboard) 
= Increase fonts one point at a time:

Also embolden the headings (you may need to adjust your lines if the words wrap) and colour the table yellow, using the paint-pot on the Tables toolbar.

	Temperatures for holiday destinations - New Year 2004

	Destination
	Sunlight Hours
	Av Min Temp
	Av Max Temp

	Barbados (Bridgetown)
	8
	22
	28

	Jamaica (Kingston)
	8
	21
	31

	Hong Kong
	6
	15
	20

	Paris
	2
	2
	7

	Sydney
	8
	17
	25
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You can also change the look of your table by splitting cells or drawing lines.  The Split Cells macro is on the Tables toolbar.  This splits cells by the number you select. The original table can be changed, should you need to add or delete data.
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Click on the pencil on the Tables toolbar and move to where you want the new line/lines on your table. Hold left mouse’s ear and draw your line or lines.  Remember that you can undo if you make a mistake (Ctrl and Z).

AutoFormat
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If you want to take a short cut, you can use the Format menu, AutoFormat on the Tables toolbar. Ensure you are inside of your table before you select this function: 

Select the format you require and click OK.

	Temperatures for holiday destinations - New Year 2004

	Destination
	Sunlight Hours
	Av Min Temp
	Av Max Temp

	Barbados (Bridgetown)
	8
	22
	28

	Jamaica (Kingston)
	8
	21
	31

	Hong Kong
	6
	15
	20

	Paris
	2
	2
	7

	Sydney
	8
	17
	25


Horizontal and vertical text alignment
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You can align your text by using the Align macro on the Tables toolbar.

What it looks like:

	Bottom left
	Top left
	

	Bottom right
	Top right
	

	Centre


	Centre top
	Centre bottom


Borders
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Draw your own borders by selecting the type of line you want and clicking on the pen macro.  Draw over the top of lines or create new.

If you make a mistake, pick up the eraser and ‘rub’ it out.
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Shading
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On the Tables and Borders toolbar, select the following macro.  There is an option to select more colours.  Try this to see what’s available.
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Excel spreadsheet
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Many of the functions in Word can be used in Excel.  Therefore, only the functions peculiar to Excel will be shown in this tutorial.

Parts of a spreadsheet include the following:

Cells

Each ‘box’ in the spreadsheet is called a cell.  Each cell has a ‘reference’ number.  This is A1, as the name in the box above shows.
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These are column headings

These are row headings

Formula bar
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This is the formula bar, where you can check that you have entered the correct formula

Entering data – Do’s and Don’ts

Don’t mix words and numbers

[image: image45.bmp]
When you enter data, don’t mix words and numbers. For instance, if you are including the number of hours sunshine, put the word ‘Hours’ in the heading and not with the number. If you don’t stick to this golden rule, you will find it difficult to sort the spreadsheet and add formulae.

Don’t split headings – use wrap text

If you have two rows of headings, one below the previous, it will be difficult to sort data, as the computer won’t know this is another heading – it will think it is part of the contents of the table.  It’s better to wrap text – Format menu, Cells, Alignment, Wrap Text (see below).

Don’t leave spaces after column headings

If you leave a space after a heading, the computer will think that it doesn’t belong to the data it’s trying to manipulate.  If you want to separate a heading why not use a Header in View menu Header and Footer.

Do highlight heading

It’s always best to highlight the heading with bold or shading so that it’s visually clear which is the heading and which is the text.

Do use Merge and Wrap text

Do use the functions available in Excel, including Merge and Wrap text 

[image: image46.bmp]
Merge cells – highlight cells and click on Merge macro (on Format toolbar)

[image: image47.bmp]
Wrap text – Format, Cells 

Development of Excel spreadsheet

Use the knowledge you’ve learnt from Word to develop the format of your spreadsheet.  In addition, there are other functions on the Format toolbar to further enhance your work.  Formula and graphs will be covered in Skill Area 3.3. (You can link to this from the IT Toolkit Home Page.)
Field names

· Chose the names carefully so that they’re not too long (or they will take up too much room in cells). Make the meaning clear.  Planning field names can save you a lot of time later.

· Include words such as ‘hours’, ‘inches’, ‘average’, ‘meters’, etc, in headings so they don’t have to appear in cells with numbers.  Abbreviate these to save space, i.e. ‘hrs’, ‘ins’, ‘av’, ‘mtrs’, etc.

· Embolden or highlight field names so it’s clear they are headings and not part of the body of the work.

Example

	Currency
	Value

	Australian Dollars
	2.3021

	Canadian Dollars
	2.255

	Cypriot Pounds
	0.8011

	Euro
	1.3775

	Hong Kong Dollars
	13.2281

	South African Rand
	11.69

	Swiss Francs
	2.1421

	US Dollars
	1.7121
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Data types

Excel and Access allow you to change the data type.  This allows you to input figures only and the computer changes them to the correct type, including currency and the date or time.

Format menu, Cells, Number:

You can also access Alignment (Wrap text, Merge cells, Center, etc.) through this menu.

Tip: Inserting date/row or column into Excel or Access
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A quick way to insert today’s date is to hold down Ctrl and press ; (semi-colon). 

Insert a row or column by right-clicking in the column or row heading (where a double-headed arrow appears).  You must be to the right of the column or below the row you want to insert. You can also access the Format Cells menu by right-clicking.

Example of a formatted spreadsheet

The spreadsheet below shows how currency has been used to show the £ sign.

The column title ‘Engine’ is shown with a decimal point.

In the ‘Av MPG’ column, one cell has a decimal point although this should be rounded up to a full number.  See below for increase and decrease of decimal places.

	Car
	Make
	Model
	Price New
	Price S/Hand
	Age
	Depreciation Per Year
	Engine
	MPG low
	MPG high
	Av MPG

	1
	Vauxhall
	Corsa
	 £ 8,900.00 
	 £ 4,995.00 
	2
	 £    1,952.50 
	1.6
	26
	46
	36

	2
	Seat
	Ibiza
	 £ 5,995.00 
	 £    795.00 
	7
	 £       742.86 
	0.9
	32
	53
	42.5

	3
	Volkswagen
	Golf
	 £ 9,524.00 
	 £ 3,695.00 
	7
	 £       832.71 
	1.4
	33
	49
	41

	4
	Renault
	Clio
	 £ 7,403.00 
	 £ 1,495.00 
	9
	 £       656.44 
	1.2
	41
	61
	51

	5
	Ford
	Fiesta
	 £ 7,875.00 
	 £ 1,495.00 
	11
	 £       580.00 
	1.8
	32
	50
	41


Excel Formatting toolbar
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This part of the toolbar is the same as found in Word and should need no explanation.
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Merge and Center – highlight cells and click this macro.  It will merge cells together and center the content.
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Changes contents of a cell/cells to UK £’s or default currency.
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Changes contents of cell/cells to percentages.
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Comma style – adds commas to numbers.  Also removes the £ sign.
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Increases and decreases decimal places.
[image: image58.wmf]
Gives the choice of how you would like borders (gridlines) to be shown.
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Fill colour and font colour.
AutoFormat

You can format your spreadsheet using AutoFormat as in tables – Format menu, AutoFormat.

Printing gridlines, column and row headings
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File menu, Page Setup, Layout allows you to print:

Gridlines

Row and column headings

Repeated column headings

Being able to select rows or columns to be repeated on every sheet is useful if there is a page break.

Development of Access database

[image: image61.png]2l Document] osoft Word

50 e o [ o sl ) o) T
D2Ea8RY|iaad -~ REOR=4EDT = -0,

| Wormal = Arial vm-‘nlg‘L, O-2-A-.

|2 2| B AENER EIEERIEEE R

s e AT

mf
L)
Ll
Ll
L]
a

BT [ R T IS T

[Page 1 seci U [aasm 2z a1 [ec i B b ek | G|

Asart| @ A S |[@p.. #1535 |Evi3a. B0 BT [FeOBES 12




One thing that must be remembered about Access is that it is:

· A very powerful database.
· It saves automatically as you input information.
· Tables, Queries, Reports and Forms are all connected – make a change in one, and the others are affected.

· Delete information … and it’s gone forever.

· If using AutoNumber and data is deleted, that number will never appear again!

Having said that, Access is a versatile, adaptable, sophisticated program that, once you have learnt how to use it properly, is the preferred method of storing data.

It comes in 4 important parts:

Tables 
– for designing the database.
Queries 
– for interrogating and sorting the database.
Reports 
– for printing the data.
Forms 
– for inputting data (not always used, and generally not asked for in a
   Key Skills Level 2 test).

Tables

Planning size and headings

Plan your headings (including Primary key) and the size of your fields before you start entering data into the database.  The same rules apply to headings as they do for Excel.

Create a table using Design View.  Add your headings and formatting in this view.

Format text in Design View

In Access, create a table.  Change to Design View.  In Data Type select appropriate format.
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Each menu on the Access database comes with its own explanation as to what its function is.  On the right-hand side of the menus, the font colour is blue to help identify this help.

Currency
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Number: 
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Decimal places: 
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Date: 

Ctrl and ; (semi-colon) will insert today’s date.
Size of fields – Design view
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Access databases can grow to a size too large to save on disk (although you will be able to save large databases on CD/Zip files, etc).

Therefore, it is important in the design stage to ensure that fields are only as big as the largest piece of data to be included.  For instance, the ‘Tutor Group’ section in this table will only ever be 4 character spaces.  

Primary key

A primary key is essential, as there must be at least one field in the table that has data that can’t be replicated.  In other words, if you have two Sarah Smiths you need something to help identify which is which.  An ID field therefore must be added.  It can take the form of:

· 3 initials of surname and 1 of first name followed by an identity number, i.e. Sarah Smith could be SMIS1 (Smith S 1);
· if the primary key is set on this field, there will only ever be one Sarah Smith with this reference number;
· the next Sarah Smith could have the reference: SMIS2.

An AutoNumber can also be the primary key as with each entry, the computer automatically gives the next number.  This is beneficial in another way – you can always re-sort your information under this number no matter how many other sorts you carry out. 
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Validation rule and text

Access has a function that can limit the information that is input into its database. This is called a Validation Rule.  In the example, the Validation Rule is that only ‘Male’ or ‘Female’ are typed into the field.  If anything else is typed, a pop-up message appears.  This stops mistakes being made:
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Queries and Reports

Printouts of data in Access should always be done in a Report.  Behind every Report should be a Query to allow sorting of data at a later date.

Create a Query

In Queries, use a Wizard.  Select the correct Table and chose the information that’s required in the Query/Report.
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Name your Query carefully so that it’s clear what it is for.  When you have many Queries, it can be difficult to know which one relates to which Report.
Create a Report
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Using a Report Wizard, select the correct Query.  Select only the data you want to show on your Report.
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Select any grouping – this Report will show students by their ‘Tutor Group’ (TG).
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Select any sorting 
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Select Layout (Align Left 1 and Align Left 2 is generally the best way to layout work).
[image: image76.png]2 Front Page - [tbiStudentDetails2002-2003 : Table] =18|x]

| e edt yow st Fomak Rocords Toos Window Heb

SRY|smevo|e 8 Zav

Preferred_Name Ad StudentD 7 T
* 9816024 39000000775089 20022005 8]
+/ Louise 9816025 3900000775086 | 2002-2003 o
+ Tiftany 360G 9816530 39000000788522 | 2002-2003 o
+ Gemma 360G 9815429 3900000740967 | 2002-2003 o
+ Emilie 360G 9816196 3900000778306 | 2002-2003 o
* Lynn 360G 9815863 3900000771459 2002-2003 o
+| Claire 360G G14609 3900000010363 | 2002-2003 o
o 360G 9815684 3900000768023 | 2002-2003 o
+ Haley 360G 9816949 3900000814902 2002-2003 o
+ Natasha 360G 9816159 3900000777793 | 2002-2003 o
m]

Recod: 14l [T > Lot [oa] of 10 Ferec) K] >l

Datashest vew Rl [ [ [ o

1t | 4 Vst~ [T © widows .| 5 Levl2iT | [0 st [Tz wror~ | @ [« 28 1352





Choose the style of layout

[image: image77.bmp]Format Report

To format the Report, you should be in Design View.
Right-click on the section of the Report you wish to format (see pull-down menu to the right of the screenshot).  You can add colour, effects or go into the properties.

If you wish to add colour to the whole report, click in the top left-hand corner to activate the pull-down menu.  On the right-hand side of this screenshot, you can see the properties of the Report.

[image: image78.bmp]
Sorting data

There are many ways of sorting data

Ascending – from A to Z

Descending – From Z to A

This also covers numbers from the lowest to the highest and the other way round.

Sorting data in tables - Word
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Each column can be sorted into order.  Select Table menu, select Sort, select which section you want the table sorted by.  Note that the table should be highlighted when this happens. This is necessary to ensure that the whole table is sorted and not just one column … or all the data will be out of line!

Note that you can sort in order of more than one option. 

Sorting on 1 field 

You can sort data in order by highlighting the required information then selecting Table, Sort:

Australia

Sweden

India

Cyprus

USA

England

Australia

Cyprus
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England

India

Sweden

USA

Sorting on more than 1 field

If you want to sort data that appears in more than one column, it is better to use Tables to input the information and remove all the gridlines for printing: Format menu, Borders and Shading, None.

Excel - Sorting data

Sorting on 1 field
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To sort data, click in the column you want to sort and click on the macro on the Standard toolbar.
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You can add a filter to help sort data – Data menu, Filter, AutoFilter. Once the filters are on (shown by down arrows on the field headings) you can select any part of the data. In the example, it is TG 209W. Notice that the Filter arrow is now blue.  This indicates that it has been used as a filter and there is more data hidden.
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The filter can also be used to sort on more than one field.

Sorting on 2 or more fields

Using the Data menu and Sort, select which fields you would like the work sorted by

Access - Sorting data

Sorting on 1 field in Tables


To sort data in Tables, in Table View, click into the field that requires sorting, and select the Sort macro.  This will sort the data under the one field heading.


You can also Filter by selection by clicking on this macro when you are in Table view.  Whichever word or number you are on when you click it, it will filter out everything else other than occurrences of this piece of data. In the example, it’s the TG No.


To remove the filter, select the Remove filter macro.
Sorting on more than 1 field in Tables


Go to Design view.  Click on the Index macro, and decide which fields are to be sorted first, second, third.


Sorting on Queries

This is by far the most powerful sorting facility.  You should, however, have some knowledge of Excel calculators to help get the most out of this.  More will be shown in Skill Area 3.3. (You can link to this from the IT Toolkit Home Page).

Simple sorts include selecting the A to Z alpha/numeric sort in the Sort row or by typing text into the Criteria section on the Design View of the Query.  

Note that quotation marks appear each side of the word in the Criteria section to show that JONES is text.  All occurrences of JONES will be shown.  If you were to add the word NOT in front of JONES, no Jones’ would appear.

Note that the word NOT would have no quotation marks.  This is because it is recognised as an expression rather than a word.

Practice questions

1) Identify the following from the letter below:

a. What is the date of the letter?

b. What is the company name of the people sending the letter?
c. What are the three incorrect totals?

	
ENGLISH CARPENTERS LTD

Proprietor:  LE Henry

2396 Winchester Road

Waltham Chase, SOUTHAMPTON

Hampshire, SO32 2NN

15 April 2004

Construction Industry Scheme Processing Centre

Freepost

LIVERPOOL  L69 9HL

Dear Sirs

Re: 
CONTRACTORS TAX REFERENCE AS PRE-PRINTED ON CIS25 VOUCHERS, 45510 991278 004

I wish to notify you of an error I have made on the following CIS25 I Voucher and would request that this Voucher is cancelled.  I have now issued a replacement voucher, details below:

Voucher No

To 5th of

Error made

Incorrect totals

Correct totals

Tax Paid

0 Y034408245

09/2003

Gross amount

£1530.00

£1530.00

Less materials

£459.00

Amount liable to deduction

£1530.00

£1071.00

Amount deducted

£192.78

£192.78

£192.78

Please accept my apology for these errors.  Should you have any queries regarding the above, please contact the undersigned.

Yours faithfully

Carina Henry

Mrs C Henry

ENGLISH CARPENTERS LTD



Encs 

Tel: 01489 888888
    Fax: 01489 888888
   Email: Englishcarpenter@BW.Co



2) Look at the following graph and answer these questions:

a. The year which had the most sunshine in the month of July was:


A
2003

B
1996


C
1976



D
1966

b. The year which had the least sunshine in the month of July was


A
2000

B
1996

C
1976


D
1966

c. The X-axis title is

A
50.0, 100.0, 150.0, 200.0, 250.0, 300.0


B
Year


C
No of Hours


D
Hours of Sunshine in England and Wales - Month of July


[image: image1.wmf]Hours of Sunshine in England and Wales - Month of July
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3) In the following article, to move the image prior to printing, how is it best to view it?

4) How have the following numbers been formatted?

a. £3,000

b. 3.00

c. 15/4/04

5) Look at the following design view of a database table and answer the following questions:


a. Which field has the Primary Key?

b. How is Race Result Time field been formatted?

c. How has the Position field been formatted?

Answers

1)
a.
The date of the letter is 15 April 2004

b.
The company name is English Carpenters Ltd

c.
The three incorrect totals are: £1530.00, £1,530.00, £192.78

2)
a)
The year with the most sunshine was 1976.

b) The year with the least sunshine was 2000.

c) The X-axis title is Year.

3)
The best way to view a document prior to printing is to use Zoom. In Zoom you can move the picture as well as see how the whole page will look.

4)
The formatting used for these numbers is:

a. £3,000 
= currency

b. 3.00 

= 2 decimal places

c. 15/4/04 
= date

5)
In the database table design view:

a. The ResultID is the Primary Key field.

b. The Race Result Time field has been formatted with Date/Time.

c. The Position field has been formatted with Number.
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Sunshine AprMayJunJuly

		1966		1966		1966		1966

		1976		1976		1976		1976

		1986		1986		1986		1986

		1996		1996		1996		1996

		2000		2000		2000		2000

		2003		2003		2003		2003



Apr

May

Jun

Jul

Year

Number of Hours

England and Wales Total Hours of Sunshine

91.2

216.4

164.8

162.4

153.6

166.2

244.2

252.5

127.8

187.3

199.5

164

131.3

179.7

239.7

221.5

137.8

194.7

165.2

158.7

192.5

184.8

214

177.1



SunshinJul

		1966

		1976

		1986

		1996

		2000

		2003



Jul

Years

Total Hours

ENGLAND AND WALES SUNSHINE

162.4

252.5

164

221.5

158.7

177.1



Rain AprMayJunJuly

		1966		1966		1966		1966

		1976		1976		1976		1976

		1986		1986		1986		1986

		1996		1996		1996		1996

		2000		2000		2000		2000

		2003		2003		2003		2003



Apr

May

Jun

Jul

Year

Total Hours

ENGLAND AND WALES RAINFALL

100.7

69.9

81.6

73.9

20.1

62

18.1

30.6

82.7

85.2

42

54.1

49.3

56

29.1

40.6

132.5

83.8

47.6

62.3

43.3

72.5

66.5

71.6



Rain July

		1966

		1976

		1986

		1996

		2000

		2003



Jul

Years

Number of Hours

ENGLAND AND WALES RAINFALL

73.9

30.6

54.1

40.6

62.3

71.6



Chart1

		1966

		1976

		1986

		1996

		2000

		2003



Jul

Year

No of Hours

Hours of Sunshine in England and Wales - Month of July

162.4

252.5

164

221.5

158.7

177.1



All

		ENGLAND & WALES SUNSHINE (TOTAL HOURS)

		AREAL SERIES, STARTING FROM 1961

		Allowances have been made for topographic, coastal and urban effects where

		relationships are found to exist. Data is provisional from January 2001 onwards.

		Year		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec

		1966		31.6		36.3		115.2		91.2		216.4		164.8		162.4		168.6		141.2		83.7		51.3		38.4

		1976		47.8		48.0		106.2		153.6		166.2		244.2		252.5		251.7		101.5		63.8		62.6		52.7

		1986		55.1		73.0		115.9		127.8		187.3		199.5		164.0		132.8		165.0		108.6		72.8		50.6

		1996		20.8		86.7		63.1		131.3		179.7		239.7		221.5		191.7		137.5		108.1		82.8		49.4

		2000		66.2		93.4		118.2		137.8		194.7		165.2		158.7		191.4		115.2		90.7		58.1		45.5

		2003		72.9		97.2		172.4		192.5		184.8		214.0		177.1

		ENGLAND & WALES RAINFALL  (TOTAL HOURS)

		Year		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec

		1966		55.5		121.5		37.7		100.7		69.9		81.6		73.9		99.5		51.5		121.1		80.9		113.2

		1976		61.3		41.9		46.5		20.1		62.0		18.1		30.6		25.3		147.9		148.3		81.9		87.8

		1986		119.8		16.5		78.5		82.7		85.2		42.0		54.1		115.8		24.1		95.2		122.4		142.0

		1996		62.1		81.6		42.1		49.3		56.0		29.1		40.6		78.7		33.7		88.3		124.5		51.7

		2000		54.5		96.1		38.0		132.5		83.8		47.6		62.3		66.4		121.5		180.1		174.8		136.6

		2003		83.7		38.5		39.0		43.3		72.5		66.5		71.6





Sunshine

		ENGLAND & WALES SUNSHINE (TOTAL HOURS)

		AREAL SERIES, STARTING FROM 1961

		Allowances have been made for topographic, coastal and urban effects where relationships are found to exist. Data is provisional from January 2001 onwards

		Year		Apr		May		Jun		Jul		Average over 4 months		More than 180 hours

		1966		91.2		216.4		164.8		162.4		158.7		0.0

		1976		153.6		166.2		244.2		252.5		204.1		High

		1986		127.8		187.3		199.5		164.0		169.7		0.0

		1996		131.3		179.7		239.7		221.5		193.1		High

		2000		137.8		194.7		165.2		158.7		164.1		0.0

		2003		192.5		184.8		214.0		177.1		192.1		High

		Min		91.2		166.2		164.8		158.7

		Max		192.5		216.4		244.2		252.5





Sheet3

		MOBILE PHONES FOR SALE

		Product Ref		Talktime		Weight gms		WAP Phone		Price		Discount %		Discount Available		Sale Price

		TM140		2		140		No		$49.99		5%		£2.50		$47.49

		PG151		2.5		151		No		$49.99		7%		£3.50		$46.49

		HY135		3		135		No		$69.99		5%		£3.50		$66.49

		RI172		3		172		No		$89.99		5%		£4.50		$85.49

		RI163		3.25		163		No		$99.99		4%		£4.00		$95.99

		TJ146		4		146		No		$129.99		5%		£6.50		$123.49

		DC163		4		163		No		$89.99		5%		£4.50		$85.49

		MN120		4.5		120		Yes		$149.99		8%		£12.00		$137.99

		MN127		4.5		127		No		$79.99		5%		£4.00		$75.99

		WS150		5		150		No		$89.99		5%		£4.50		$85.49

		TM150		5		150		No		$109.99		6%		£6.60		$103.39

		TB170		5		170		No		$129.99		5%		£6.50		$123.49

		TJ109		5.25		109		No		$119.99		5%		£6.00		$113.99

		HY130		6		130		Yes		$149.99		8%		£12.00		$137.99

		Average Cost								$100.70

		Cheapest Model								$49.99

		Most Expensive								$149.99






