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THE OPEN UNIVERSITY OF KENYA

DESIGN PLAN

The Design Plan presented below reflects the CUE suggested Plan but goes beyond that to specify how each outcome will be handled. All modules are based on this Design Plan.
Note: The principle of constructive alignment informs this Design Plan.


	Programme title
	BACHELOR OF TECHNOLOGY EDUCATION

	Course title
	CIT 122 Computer Applications

	Learning Module number
	CIT 122-06

	Learning module title
	Introduction to Spreadsheets Applications

	Module Developer
	Dr. Mary Mwadulo

	Module duration in hours
	6 Hours

	Instructional Hour Equivalent (Divide duration by 2)
	

	Reviewed by
	

	Vision
	The innovative university for inclusive prosperity

	Audience description
	The target audience for an introduction to spreadsheet applications can vary, but typically it includes individuals who are new to using spreadsheets or have limited experience with them. This could include students who are learning spreadsheet applications for the first time, business professionals who need to use spreadsheets for their work, or individuals who want to improve their personal productivity by using spreadsheets. 
The audience may have a basic understanding of computers and software applications but may not have a technical background in programming or database management. It is important to tailor the introduction to the specific needs and experience level of the audience to ensure that they can effectively learn and apply the concepts presented.

	Instructions to learners
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	Designer:Provide an audio with  the followed prerecorded informations 
Welcome to Introduction to Spreadsheet Application module! As your facilitator, I'm here to guide you through this learning experience.
Here are some instructions to help you get started:
1. Familiarize yourself with the course materials: Ensure you understand what you'll be studying in this module, what the learning outcomes are, and how the course is structured.
2. Manage your time effectively: Set aside a specific amount of time each day or week to work on this module. Make a schedule that works for you, and stick to it as much as possible.
3. Stay organized: Keep track of your progress by taking notes, using a planner, or using an online tool to keep track of your assignments and deadlines.
4. Participate in the online discussions: Take advantage of any online forums or discussion boards that are available to you. Engage with your fellow learners, ask questions, and share your own experiences and insights.
5. Complete all assignments: Make sure you complete all the assignments and quizzes associated with this module. This will help you reinforce what you've learned and prepare you for any assessments that may be required.
6. Seek help when needed: If you're struggling with any part of the module, don't hesitate to reach out to your facilitator or the support team for help. They're there to assist you and help you succeed.

Remember, learning is a process, and everyone learns at their own pace. Don't be discouraged if you encounter challenges along the way. With persistence and effort, you can master the material and achieve your learning goals.

 Good luck!


	Learning module description
	This learning module is designed to introduce learners to the basic concepts and features of spreadsheet applications. Learners will develop an understanding of spreadsheet applications and how they can be used to store, organize, and analyze data. 

	Module objectives:

	The module seeks to facilitate learning about:
1. A spreadsheet, its purpose, types of data entered and organization, applications in data management and analysis and features of Ms Excel.
2. Differences between absolute and relative cell referencing
3. Creating a new spreadsheet format cells, columns, rows and cell referencing
4. Applying critical thinking skills to analyze and interpret data using spreadsheet applications

	Module learning outcomes:


	By the end of the module  you should be able to:
5. Describe a spreadsheet, its purpose, types of data entered and organization, applications in data management and analysis and features of Ms Excel.
6. Explain the difference between absolute and relative cell referencing
7. Demonstrate ability to create a new spreadsheet format cells, columns, rows and cell referencing
8. Demonstrate ability to apply critical thinking skills to analyze and interpret data using spreadsheet applications


	Planned Learning Resources
	A Computer, course modules, online based materials, virtual lab, recorded lecturers, assessment tools, online videos, case studies, LMS, eBooks, books, interactive quizzes, Smart phones, virtual tools such as Zoom , google meet

	ACTIVITY 1: INTRODUCTION
VIDEO 1: Pre-recorded lecture on topic emphasizing LEARNING OUTCOME 1:
 Factual knowledge.
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	Designer: Provide a video with  the following prerecorded information

“Welcome to "Introduction to Spreadsheet Application “module. My name is [*******] and I will be your instructor for this module. 
This module introduce the use of spreadsheet application. Before we begin I want to make it clear that there are very many software applications on the market, but for purpose of explanation and practical exercise, we will execute them using Ms-Excel.

Let’s Get started!

Spreadsheets are computer programs used to organize, analyze, and manipulate numerical and textual data in a tabular format. They are commonly used in business, finance, accounting, and other fields where data analysis and manipulation are essential. A spreadsheet is made up of rows and columns, with each cell containing a piece of data, such as a number, text, or formula. A way to refer to a specific cell or range of cells in a formula is called cell referencing. Spreadsheets allow users to perform a variety of calculations, such as adding, subtracting, multiplying, and dividing, and to analyze data using charts, graphs, and other visual aids. 

Examples of popular spreadsheet software include Microsoft Excel, Google Sheets, and Apple Numbers.

The purpose of a spreadsheet application is to help users organize, analyze and manipulate data in a structured and efficient way. Spreadsheets provide a grid of rows and columns that can be filled with text, numbers, formulas, and functions, allowing users to perform various calculations, create charts and graphs, and automate repetitive tasks. Spreadsheet applications also offer features such as sorting, filtering, formatting, and conditional formatting, which enable users to visualize and interpret data more easily. Some common uses of spreadsheet applications include creating budgets, tracking expenses, managing inventories, analyzing sales data, and preparing financial statements. Overall, spreadsheet applications provide a powerful tool for data management and analysis that can benefit individuals and organizations in many different fields.

There are several types of data that can be entered into a spreadsheet:

Text: This is any alphanumeric information that is not intended for mathematical calculations. Examples include names, addresses, descriptions, and labels.

Numbers: These are numerical values that can be used for mathematical calculations. They can be whole numbers (integers) or decimal numbers (floating point values).

Dates and times: These are values that represent specific points in time. They can be used for scheduling, project management, and other time-related calculations.

Formulas: These are expressions that perform mathematical or logical operations on other values in the spreadsheet. Formulas can be used for calculations such as addition, subtraction, multiplication, and division.

Functions: These are pre-built formulas that perform specific calculations or tasks. Functions can be used for tasks such as finding the average of a set of values, counting the number of cells that meet a certain criteria, or formatting data in a specific way.

Hyperlinks: These are clickable links that can take you to a different location within the spreadsheet or to an external website or document.

Images: These are graphical representations that can be inserted into a spreadsheet. Images can be used to enhance data visualization or to provide additional context for the information in the spreadsheet.

Overall, spreadsheets can handle a wide range of data types, making them a versatile tool for organizing and analyzing information.


Example of an application of spreadsheets in data management and analysis?
Spreadsheet software has numerous applications in various industries and professions. Some common applications of spreadsheet software are:

Accounting and Finance: Spreadsheets are widely used in accounting and finance to track income and expenses, create financial statements, and analyze financial data.

Budgeting: Spreadsheets can be used to create and manage budgets, track actual expenses against budgeted amounts, and generate reports on budget performance.

Data Analysis: Spreadsheets are used to organize and analyze data, calculate statistics, and create charts and graphs to visualize trends and patterns.

Project Management: Spreadsheets can be used to create Gantt charts, track project timelines and progress, and monitor resource allocation.

Inventory Management: Spreadsheets can be used to manage inventory levels, track stock levels, and generate reports on inventory performance.

Sales and Marketing: Spreadsheets can be used to track sales and revenue data, monitor marketing campaigns, and analyze customer data.

Human Resources: Spreadsheets can be used to manage employee information, track employee attendance, and calculate payroll.

Overall, spreadsheet software is a versatile tool that can be used in many industries and professions to organize, analyze, and manipulate data in a structured and efficient way.


Data in spreadsheets is typically organized into rows and columns. Rows run horizontally, while columns run vertically. The intersection of a row and a column creates a cell, which is the basic unit of data storage in a spreadsheet. Each cell can contain different types of data, such as text, numbers, formulas, or functions.

Here are some key concepts related to how data is organized in spreadsheets:

Headers: The top row of a spreadsheet often contains headers, which are used to label the columns and provide context for the data in each column.

Rows and Columns: Data is entered into cells located in rows and columns. Rows are typically used to represent individual records or entries, while columns are used to represent specific data fields.

Worksheets: Spreadsheets often contain multiple worksheets, which can be used to organize data by topic, department, or other criteria.

Formulas and Functions: Spreadsheets allow users to perform calculations on data by entering formulas or functions into cells. Formulas are expressions that perform mathematical or logical operations on data, while functions are pre-built formulas that perform specific calculations or tasks.

Sorting and Filtering: Spreadsheets allow users to sort and filter data based on specific criteria, making it easier to analyze and visualize large datasets.

Overall, the organization of data in spreadsheets is flexible and customizable, allowing users to structure data in a way that best suits their needs. By using headers, rows, columns, and other tools available in spreadsheet software, users can efficiently manage and analyze data, make informed decisions, and generate valuable insights.

 Features of Ms Excel

Microsoft Excel is a powerful spreadsheet program that offers a wide range of features for organizing, analyzing, and presenting data. Some of the key features of Microsoft Excel include:

1. Spreadsheets: Excel is built around the concept of spreadsheets, which are collections of rows and columns used to organize and manipulate data.

2. Formulas and Functions: Excel includes a wide range of built-in functions and formulas that can be used to perform complex calculations and automate tasks.

3. Charts and Graphs: Excel includes a variety of chart types that can be used to visualize data and make it easier to understand.

4. Conditional Formatting: Excel allows you to highlight cells based on specific conditions, making it easier to identify patterns and trends in your data.

5. Data Validation: Excel includes tools for validating data to ensure that it meets specific criteria, such as a minimum or maximum value or a certain format.

6. PivotTables: PivotTables allow you to summarize and analyze large amounts of data quickly and easily.

7. Data Analysis: Excel includes a range of tools for data analysis, such as regression analysis, data mining, and scenario analysis.

8. Macros: Excel allows you to automate repetitive tasks by recording macros, which are sets of instructions that can be executed with a single click.

9. Collaboration: Excel includes features for sharing and collaborating on spreadsheets, such as track changes and co-authoring.

10. Customization: Excel allows you to customize the program to suit your needs, such as by creating custom functions or adding macros to the ribbon.

	
	1. Click the link below to watch the three videos that describe a spreadsheet and features of Ms Excel.
2. Write your own notes to summarize what you have watched. This notes will guide you in responding to the questions that follow.

Video 1
Title: What is a Spreadsheet
Video Link: https://youtu.be/XYGubkLrRtA
Source: Tristan Nuyens
Time taken to watch the video (minutes: seconds):  3:58

Video 2
Title: What is a spreadsheet? 
Video Link: https://youtu.be/FYt27lgyplk
Source: 60-second ELI5
Time taken to watch the video (minutes: seconds): 0:59


Video 3
Title: Introduction to Spreadsheet | Features of Microsoft Excel 
Video Link: https://youtu.be/vm6YaK82jjg
Source: Shawetas Ecletic World
Time taken to watch the video (minutes: seconds):  5:32




	ACTIVITY 2: READING
READING MATERIAL 1
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	1. Access the reading material below to understand a spreadsheet, its purpose, types of data entered and organization, and applications in data management and analysis.
2. Make your own notes as they will guide you in answering the questions that follow.
Title: Spreadsheets
Link: https://ncert.nic.in/textbook/pdf/leca102.pdf
Page 1 to 3

Title: Use of spreadsheets in business applications
Link: https://ncert.nic.in/textbook/pdf/leca103.pdf
Page 1 to 18

Title: Investigate common uses of spreadsheets
Link: https://www.fess.ie/images/stories/ResourcesForTutors/Resource_Lists_Level_5/InvestigateCommonUsesForSpreadsheets.pdf
Page 1 to 2
Designer: avail the reading materials for the learner.

	ACTIVITY 3:  Comprehension questions:
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	1. Having watched the videos and read the book chapter on spreadsheet, its purpose, types of data entered and organization, and applications in data management and analysis. Attempt ALL of the following multiple choice questions. 
2. You are expected to get at least eight questions correct in order to proceed to the next activity.
3. This Activity will be graded



Questions
1. What is the primary purpose of a spreadsheet?
A) To store and organize data
B) To create graphs and charts
C) To perform calculations
D) All of the above

2. What type of data is typically entered into a spreadsheet?
A) Text
B) Numbers
C) Dates
D) All of the above

3. How can data be organized in a spreadsheet?
A) By sorting
B) By filtering
C) By grouping
D) All of the above

4. Which of the following is an example of an application of spreadsheets in data management and analysis?
A) Budgeting and financial planning
B) Inventory tracking
C) Project management
D) All of the above

5. What are the two main types of spreadsheets?
A) Online and offline
B) Personal and professional
C) Open-source and proprietary
D) Electronic and manual

6. Which of the following is not a common spreadsheet program?
A) Microsoft Excel
B) Google Sheets
C) Apple Pages
D) LibreOffice Calc

7. What is the purpose of a formula in a spreadsheet?
A) To enter data into a cell
B) To perform calculations using data from other cells
C) To apply formatting to a cell
D) To sort data in a column

8. Which of the following is an example of a function that can be used in a spreadsheet?
A) SUM
B) MULTIPLE
C) DIVIDE
D) All of the Above

9. What is a cell reference in a spreadsheet?
A) A label assigned to a cell
B) A code used to encrypt data in a cell
C) A way to refer to a specific cell or range of cells in a formula
D) None of the above

10. Which of the following is an advantage of using a spreadsheet for data management and analysis?
A) It allows for easy organization and manipulation of data
B) It can perform complex calculations and analysis quickly
C) It can be shared and collaborated on by multiple users
D) All of the above.


Designer: What is highlighted in red is the correct answer. Each question carries one point. If a learner does not get atleast eight correct answers then the learner should be referred back to watch the videos and re read the book chapter


	LEARNING OUTCOME 2: Conceptual knowledge


ACTIVITY 4: Video to be used.

	1. Click the link below to watch the three videos on the difference between absolute and relative referencing
2. Take notes to guide you in answering questions that will follow.


Video 1
Title: How to Cell Reference in Excel
Video Link: https://youtu.be/oSNuRasYl60
Source: Kevin Stratvert
Time taken to watch the video (minutes: seconds): 9:01

Video 2
Title: Excel Cell References: Link or Refer to the Cells Across Different Worksheets | Excel in Minutes
Video Link: https://youtu.be/tMQslI8sjgs
Source: 3 Minutes Tutorial
Time taken to watch the video (minutes: seconds): 1:51

Video 3
Title: Excel: Relative and absolute referencing
Video Link: https://youtu.be/iDg9s7BJ2m4
Source: GFCLearnFree
Time taken to watch the video (minutes: seconds): 5:24




	CASE 1:
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	1. Read the case scenario below on absolute and relative cell referencing
2. Write your notes to summarize what you have understood from the case scenario. These notes will guide you in responding to the questions after the case.
3. Respond to the questions after the case
4. Each question carries one point
5. Upload your answers to the LMS.
6. Each answer you  give should not exceed twenty (20) words

Case Scenario
Let's say you're an accountant and you're creating a budget for a small business. You have a table with expenses for each month, and you want to calculate the total expenses for the year. Your table looks like this:

	Month
	Rent
	Utilities
	Payroll

	Jan
	$1000
	$500
	$2000

	Feb
	$1000
	$500
	$2000

	Mar
	$1000
	$500
	$2000

	Apr
	$1000
	$500
	$2000

	May
	$1000
	$500
	$2000

	Jun
	$1000
	$500
	$2000

	Jul
	$1000
	$500
	$2000

	Aug
	$1000
	$500
	$2000

	Sep
	$1000
	$500
	$2000

	Oct
	$1000
	$500
	$2000

	Nov
	$1000
	$500
	$2000

	Dec
	$1000
	$500
	$2000



To calculate the total expenses for the year, you need to add up the expenses for each month. You can do this by using the SUM function in Excel. Here's how you would do it:

In cell D2, enter the formula =SUM(B2:C2) to calculate the total expenses for January.
Copy the formula in cell D2 to cells D3:D13 to calculate the total expenses for each month.
In cell D14, enter the formula =SUM(D2:D13) to calculate the total expenses for the year.
Now, let's look at the difference between absolute and relative cell referencing in this scenario. Assume that you want to apply the formula in step 2 above, to calculate the total expenses for each month, but you want to keep the column references to Rent and Utilities fixed. This means that you want to copy the formula in cell D2 to cells D3:D13, but you don't want the formula to change the column references.

To do this, you need to use absolute cell referencing. Here's how you would modify the formula in step 1 above to use absolute cell referencing:

In cell D2, enter the formula =SUM($B2:$C2) to calculate the total expenses for January.
Copy the formula in cell D2 to cells D3:D13 to calculate the total expenses for each month.
Note the use of the dollar sign ($) in front of the column reference B and C in the formula in cell D2. This makes these column references absolute, which means that they won't change when you copy the formula to other cells. In contrast, the row reference 2 is not absolute, which means that it will change when you copy the formula to other rows.

In conclusion, absolute cell referencing is used when you want to keep a specific cell reference fixed when copying a formula to other cells, while relative cell referencing is used when you want the cell reference to change relative to the new location of the formula.

1. After reading the case scenario, answer the questions below.
2. The write-up of your answers should not be more than 200 Words
3. Upload the write-up of your answers on to your E-Portfolio on  the LMS 

Questions

1. Highlight other scenarios where absolute cell referencing might be useful?
2. Explain scenarios where relative cell referencing might be preferred over absolute cell referencing?
3. In the scenario above, what would happen if you accidentally used absolute cell referencing in the formula in cell D2, but you actually wanted the column references to change when copying the formula to other cells? How could you fix this mistake?

	[bookmark: _Hlk131239802]ACTIVITY 5: READING MATERIAL 
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	1. Click the link below to access the reading material on the difference between absolute and relative referencing
2. Summarize your understanding of the read material and post it on the blog. 
3. The write-up should not be more than 500 characters.
4. Upload the write-up on the LMS 

Title: Intro to Excel Spreadsheets
Link: https://www.epa.gov/sites/default/files/2015-06/documents/UsingExcelREV.pdf

Title: Intro to Spreadsheets
Link: https://profiles.uonbi.ac.ke/peterkyalo/files/lecture_89_and_10_-_introduction_to_ms_excel_2010.pdf

Designer: Download and make the reading material accessible to learners. 


	ACTIVITY 6: ONLINE DISCUSSION
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	1. Join and participate on this discussion forum on absolute and relative cell referencing
2. Form groups of five learners
3. Ensure you post your discussion on the forum and critique at least two posts posted by other learners.
4. Your answer should be brief and to the point, not more than 50 words per answer
5. This activity will be graded.

Questions
1. Discuss any common mistakes that people make when using absolute and relative cell referencing in Excel? How can these mistakes be avoided?
2. Discuss tips or best practices that you would recommend for working with formulas and cell referencing in Excel?
3. Explain the important of understanding the difference between absolute and relative cell referencing in Excel?

Designer: Create a discussion forum and Provide a mechanism to award points to those who participate in this discussion. Award  five points for participation


	 LEARNING OUTCOME 3: PRACTICAL SKILLS
VIDEO 3: 
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	1. Click the link below to watch the three videos on creating a new spreadsheet format cells, columns, rows and cell referencing
1. Based on what you have watched, write your own short notes
These notes will guide you in performing the task that follow.


Video 1
Title: Excel 2007: Create a Spreadsheet
Video Link: https://youtu.be/M6yGaPvJcuA
Source: GCFLearnFree
Time taken to watch the video (minutes: seconds):  5:21

Video 2
Title: Excel: Modifying Columns, Rows, and Cells
Video Link: https://youtu.be/9s0OdXiuqL0
Source: GCFLearnFree
Time taken to watch the video (minutes: seconds):  4:47


Video 3
Title: Excel Cell Reference: Absolute, Relative or Mixed?
Video Link: https://youtu.be/FRu48zy-Djk
Source: Leila Gharani
Time taken to watch the video (minutes: seconds): 7:45



	
ACTIVITY 7: Learner practice sessions
	1. After watching the videos creating a new spreadsheet format cells, columns, rows and cell referencing, practice the skills learnt by performing the tasks below.
2. You will require a computer installed with a spreadsheet software
3. You will be required to self-recorded yourself as you perform the tasks
4. Ensure you explain the activity as you conduct it
5. The self-recorded video should not exceed 60 seconds 
6. Upload the self-recorded video showing you, performing the tasks to your E-Portfolio
7. This activity will be graded.

Task

Open a new Excel workbook and create a table with the following data:
	
	A
	B
	C
	D
	E

	1
	Fruits
	Quantity
	Price
	
	

	2
	Apple
	10
	$0.50
	
	

	3
	Pineapple
	3
	$0.45
	
	

	4
	Banana
	5
	$0.25
	
	

	5
	Oranges
	7
	$0.75
	
	

	6
	Straw Berries
	8
	$0.05
	
	

	7
	Avocado
	6
	$0.65
	
	

	8
	Watermelon
	4
	$0.35
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	



1. Enter the formula to calculate the total cost of Apples.
2. Copy the formula in cell D2 to cells D8 to calculate the total cost of the other fruits.
3. Enter the formula to calculate the total cost of all the fruits.
4. Assume that tax rate of each fruit is 2%, use absolute cell referencing to calculate the tax on the total cost of the fruits.
5. Calculate the tax on the total cost of the fruits.
6. Copy the formula to calculate the tax on the total cost of Bananas, and calculate the tax on the total cost of Oranges.

	ASSESSMENT OF PRACTICAL SKILL:

	Marking scheme for the practical
· Award two  points  each for successfully carrying out the six  activities
· Award two points for following instructions


	LEARNING OUTCOME 4: KEY/TRANSFERABLE SKILLS
	1. Click the link below to access the reading material on analyzing and interpreting data using spreadsheet applications

Title: Introduction to Data Analysis Handbook
Link: https://files.eric.ed.gov/fulltext/ED536788.pdf
Page 91 to 95 

Title: Excel for statistical Data Analysis
Link: file:///C:/Users/Mary%20Mwadulo/Downloads/ExcelforBusinessStatistics.pdf
Page 3 to 30

Title: Data Analysis with Excel
Link: https://www.tutorialspoint.com/excel_data_analysis/excel_data_analysis_tutorial.pdf
Page 12 to 18

Title: Data Analysis Using Spreadsheets
Link: https://web.stanford.edu/class/cs102/lectureslides/SpreadsheetsSlides.pdf


Designer: Make the reading materials accessible to the learner

	ACTIVITY 8
	1. This activity aims to demonstrate transferable skills on analyzing and interpreting data using spreadsheet applications
2. You will need a computer installed with a spreadsheet software
3. You are  required to carry out the tasks given below
4. The video presentation should exceed 120 seconds
5. Upload the video presentation on your E-Portfolio
6. The Activity will be graded

Task
1. Prepare a video presentation explain how Ms Excel is an excellent software for analyzing and interpreting data.
2. Highlight (show on the worksheet) some of the best features within Ms-Excel 

	QUIZZ: 
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	Having watched videos read materials, responded to a case study and performed practical exercise. Undertake the following quiz to test your knowledge and skills acquisition on this module.


Quizz

1. Which of the following is NOT a common spreadsheet application?
a) Microsoft Word
b) Google Sheets
c) Apple Numbers
d) Microsoft Excel
2. What is a cell in a spreadsheet?
a) A row and a column intersecting
b) A formula that performs a calculation
c) A chart or graph
d) None of the above

3. What is a formula in a spreadsheet?
a) A chart or graph that visualizes data
b) A cell that contains text or a number
c) A set of instructions that performs a calculation
d) None of the above

4. What is the purpose of a spreadsheet application?
a) To create and edit text documents
b) To organize and store photos
c) To perform calculations and analyze data
d) None of the above

5. Which of the following is an advantage of using a spreadsheet application?
a) It is easy to use for beginners
b) It allows for complex calculations and data analysis
c) It is only useful for creating charts and graphs
d) None of the above

6. Which of the following is a common file format used for saving spreadsheet files?
a) .docx
b) .pdf
c) .xlsx
d) .jpg


7. What is the purpose of absolute referencing in Excel?
a. To allow you to enter formulas that reference cells that change relative to the formula
b. To allow you to enter formulas that reference specific cells that do not change when the formula is copied
c. To allow you to enter formulas that reference cells that are located on another worksheet
d. None of the above

8. What is the purpose of relative referencing in Excel?
a. To allow you to enter formulas that reference cells that change relative to the formula
b. To allow you to enter formulas that reference specific cells that do not change when the formula is copied
c. To allow you to enter formulas that reference cells that are located on another worksheet
d. None of the above
9. When copying a formula with absolute referencing, what happens to the cell references?
a. They stay the same
b. They change relative to the position of the copied formula
c. They change to reference cells on another worksheet
d. None of the above

10. When copying a formula with relative referencing, what happens to the cell references?
a. They stay the same
b. They change relative to the position of the copied formula
c. They change to reference cells on another worksheet
d. None of the above

11. Which symbol is used to indicate absolute referencing in a cell reference?
a. $
b. #
c. %
d. &
12. Which symbol is used to indicate relative referencing in a cell reference?
e. $
a. #
b. %
c. None of the above
Answer: None of the above
Designer: What is highlighted in red is the correct answer. Each question carries one point. If a learner does not get atleast ten correct answers then the learner should be referred back to watch the videos and re read the materials provided


	TAKE HOME MESSAGE
	On the blog, post your take home message about this module

	Reference list
	1. Webb, L. (2022). Excel 2023: The Easiest Way to Master Microsoft Excel in 7 Days. ISBN-13-13: 979-8360854005
2. Vic. M. (2021). Microsoft Excel & Access for Beginners and Pros. 
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