Guide for Spreadsheets, Computer Drawn Graphs & Diagrams – MAC Calculation policy
Pupils throughout the school should be able to use Excel or other spreadsheets to draw graphs to
represent data. Because it is easy to produce a wide variety of graphs there is a tendency to
produce diagrams that have little relevance. Pupils should always be encouraged to write a
comment explaining their observations from the graph.
Formulas
Every formula that you use in Excel must start with “=”
Each entry into the spreadsheet has a cell reference, eg. cell B13 which has a value of £55.
The advantage of using formulas in Excel rather than writing in the values is that the answer
changes if the original data does. All calculations are then done automatically for you.

Simple formulas
To work out the total price of G and E (column D), which will be £45 +£34, you need to find out the
cell reference for each part of the equation. £45 is B2 and £34 is C2. You are going to write the
formula in D2.
So the formula that you will input into cell D2 is “=B2+C2”, which will produce the answer.
You are going to use the same formula for the whole of column D.

If you click on the little black dot in the corner
of cell D2 and drag it down to cell D13, the
formula will replicate, saving you from inputting
the formula into every cell.

The following formulas have the same format as the addition formula.
Subtraction example: “=B2-C2”
Multiplication example: “=B2*C2”
Division example: “=B2/C2”
To work out the Total Price
of Gas used that year. You
need to use the formula
“=SUM(B2:B13)”
To work out the Total price
of electric that year
“=SUM(C2:C13)”

Average, Minimum and Maximum Formulas

To work out the minimum value of a set of data you need to use “=MIN(_:_)”.
Eg. To find the minimum value for electric that year, you use the formula “=MIN(C2:C13)”
To work out the maximum value of a set of data you need to use “=MAX(_:_)”
Eg. To find out the maximum value for gas that year, you use the formula “=MAX(B2:B13)”
To work out the average value for a set of data you need to use “=AVERAGE(_:_)”
Eg. To find out the average value for gas used that year, you use the formula “=AVERAGE(B2,B13)”

Creating graphs in Excel
To create a graph in Excel you need to highlight the data that you wish to have in your graph. You
do this by holding the left hand button on the mouse and dragging over the data.
Eg. You want to create a graph that shows you the gas and electric prices all the months in the year.

1. Once you have selected the
data, you need to click on
insert on the toolbar.

2. Select the graph you wish to create.

Once you have selected the graph type, the graph will automatically come up on your spreadsheet.

To label the axis, and change the colours of the graph you need to click on the following buttons in
the toolbar.

Clicking on the design button will enable
you to change the colours of the graph.

Clicking on the layout button on the
toolbar will enable you to label your
graph and axis.

2. Double click on ‘Chart title’ and enter
your title.

1. Select chart Title and
select where you want
your title to go on the
graph

Select axis title from the toolbar and
select which axis you wish to label, then
select where you want to put the label.

2. Double click on ‘axis title’ and enter
your axis title.

