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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 122-07

	Learning module title
	Spreadsheet Formulas and Functions

	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 a spreadsheet formulas and functions module typically includes individuals who have some basic knowledge of using spreadsheet applications but want to improve their skills in using formulas and functions. This could include students who have completed an introduction to spreadsheet applications module, business professionals who need to perform complex calculations and analysis using spreadsheets, or individuals who want to develop their skills for personal productivity or hobby purposes. The audience may have a basic understanding of computer software applications, mathematical concepts, and formula syntax but may not have a technical background in programming or database management. It is important to tailor the module 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 Spreadsheet formulas and functions 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 provide learners with an in-depth understanding of spreadsheet formulas and functions. Learners will develop skills in using formulas and functions to perform complex calculations, data analysis, and manipulation tasks. 
The module will cover essential topics such as working with basic and advanced formulas, using logical, text, date, and time functions, and applying formulas and functions to large data sets.

	Module objectives:

	The module seeks to facilitate learning about:

1. Differences between formula and functions citing appropriate examples
2. The concept of formulas and functions in performing calculations and manipulate data in a spreadsheet
3. Application of formulas and functions in manipulating and analyzing data in a spreadsheet
4. Trouble shooting skills in finding and fixing errors while working with formulas and functions

	Module learning outcomes:


	By the end of the module  you should be able to:
5. Differentiate between formula and functions citing appropriate examples
6. Explain the concept of formulas and functions in performing calculations and manipulate data in a spreadsheet
7. Apply formulas and functions to manipulate and analyze data in a spreadsheet
8. Apply trouble shooting skills in finding and fixing errors while working with formulas and functions 

	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 " Spreadsheet formula and functions “module. My name is [*******] and I will be your instructor for this module. 
This module introduce the use of spreadsheet formula and functions. 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.

What are formulas in Ms-Excel?
In Microsoft Excel, formulas are equations that are used to perform calculations on numerical data entered into cells. Formulas use operators such as +, -, *, / to carry out mathematical operations and functions such as SUM, AVERAGE, MAX, MIN, and others to perform specific tasks on the data.

For example, the formula =A1+B1 would add the values in cells A1 and B1 and display the result in the cell where the formula is entered. Formulas can also include cell references, constants, and other functions, and can be combined to perform more complex calculations.
In summary, formulas in Microsoft Excel allow users to perform calculations and manipulate numerical data in a dynamic and efficient way.




Uses of MS-Excel formulas
Microsoft Excel formulas are incredibly versatile and can be used for a variety of purposes. Some of the most common uses of MS-Excel formulas include:

1. Mathematical calculations: Excel formulas can be used to perform basic arithmetic calculations such as addition, subtraction, multiplication, and division on numerical data. More complex mathematical operations, such as trigonometric functions and logarithms, can also be performed using Excel formulas.

2. Data analysis: Excel formulas can be used to analyze large amounts of data quickly and easily. For example, formulas such as SUM, AVERAGE, COUNT, and MAX can be used to calculate various statistics on data sets.

3. Financial analysis: Excel formulas are widely used in financial analysis for tasks such as calculating interest, loan payments, and depreciation.

4. Conditional formatting: Excel formulas can be used to apply conditional formatting to cells based on specific criteria. For example, a formula can be used to highlight cells that contain data above or below a certain threshold.

5. Charting: Excel formulas can be used to create charts and graphs based on data entered into a worksheet. Formulas can be used to manipulate the data in a variety of ways to create different chart types and styles.

6. Automation: Excel formulas can be used to automate repetitive tasks, such as data entry and calculation, using macros and other advanced features.

In summary, Excel formulas are essential for anyone working with data and can be used for a wide variety of tasks, from simple calculations to complex data analysis and automation.




How to manipulate formulas in Ms-Excel
In Microsoft Excel, there are various ways to manipulate formulas. Here are some of the most common techniques:

1. Editing formulas: To edit a formula, simply click on the cell containing the formula and make the desired changes to the formula in the formula bar at the top of the screen. Press enter to apply the changes.

2. Copying and pasting formulas: To copy a formula, select the cell containing the formula and press Ctrl+C or right-click and select Copy. Then, select the destination cell or cells and press Ctrl+V or right-click and select Paste. The copied formula will adjust to the new cell references automatically, based on the relative or absolute referencing used in the original formula.

3. Dragging and filling formulas: Excel allows you to drag and fill formulas into adjacent cells automatically. To do this, select the cell containing the formula and hover your cursor over the bottom-right corner of the cell until it turns into a plus sign. Then, click and drag the formula across the cells you want to fill, and release the mouse button to apply the formula.

4. Using functions: Excel includes a wide range of built-in functions that can be used to manipulate formulas. To use a function, type the function name into a cell and open the parenthesis. Then, enter the required arguments separated by commas and close the parenthesis. For example, the formula =SUM(A1:A10) would add up the values in cells A1 through A10.

5. Using named ranges: Named ranges allow you to give a specific name to a cell or range of cells. This can make it easier to manipulate formulas by replacing cell references with named ranges. To create a named range, select the cells you want to name and click the "Define Name" button on the Formulas tab.

These are just a few of the ways to manipulate formulas in Excel. By mastering these techniques and learning more advanced Excel features, you can become a proficient Excel user and make the most of this powerful tool.

Commonly used Formulas/ functions in Ms-Excel
Microsoft Excel includes a wide range of built-in formulas that can be used to perform calculations and manipulate data. Here are some of the most common Excel formulas and a brief explanation of their uses:

1. SUM: This formula is used to add up a range of cells. For example, =SUM(A1:A10) would add up the values in cells A1 through A10.

2. AVERAGE: This formula is used to calculate the average value of a range of cells. For example, =AVERAGE(A1:A10) would calculate the average value of the numbers in cells A1 through A10.

3. COUNT: This formula is used to count the number of cells that contain numerical data in a range. For example, =COUNT(A1:A10) would count the number of cells that contain numbers in cells A1 through A10.

4. MAX: This formula is used to find the highest value in a range of cells. For example, =MAX(A1:A10) would find the highest value in cells A1 through A10.

5. MIN: This formula is used to find the lowest value in a range of cells. For example, =MIN(A1:A10) would find the lowest value in cells A1 through A10.

6. IF: This formula is used to perform conditional calculations based on specific criteria. For example, =IF(A1>10,"Yes","No") would return "Yes" if the value in cell A1 is greater than 10, and "No" otherwise.

7. CONCATENATE: This formula is used to combine text from multiple cells into a single cell. For example, =CONCATENATE(A1," ",B1) would combine the text in cells A1 and B1, separated by a space.

8. VLOOKUP: This formula is used to look up a value in a table and return a corresponding value from another column. For example, =VLOOKUP(A1,A2:B10,2,FALSE) would look up the value in cell A1 in the table range A2:B10 and return the value in the second column of the table.

These are just a few examples of the many Excel formulas available. By mastering these common formulas and learning more advanced Excel features, you can become a proficient Excel user and unlock the full potential of this powerful tool.


Next we look at Functions

In Microsoft Excel, a function is a pre-built formula that performs a specific calculation or operation. Functions can take input arguments, which are typically cell references or values, and return a result based on those inputs. Excel includes a wide range of built-in functions that can be used to perform various types of calculations, such as mathematical operations, statistical analysis, and text manipulation.


Uses of functions in Ms-Excel
Functions are an essential component of Microsoft Excel, and they are used for a wide range of tasks. Here are some common uses of functions in Excel:

1. Mathematical operations: Excel includes many mathematical functions, such as SUM, AVERAGE, MAX, MIN, and others, which can be used to perform calculations on numerical data.

2. Statistical analysis: Excel includes functions for statistical analysis, such as COUNT, STDEV, and CORREL, which can be used to analyze and interpret data.

3. Financial calculations: Excel includes functions for financial calculations, such as PV, FV, and NPV, which can be used to analyze financial data and make financial decisions.

4. Text manipulation: Excel includes functions for text manipulation, such as CONCATENATE, LEFT, and RIGHT, which can be used to combine, extract, or modify text.

5. Date and time calculations: Excel includes functions for date and time calculations, such as DATE, NOW, and MONTH, which can be used to perform calculations based on dates and times.

6. Logical operations: Excel includes functions for logical operations, such as IF, AND, and OR, which can be used to evaluate conditions and make decisions based on those conditions.

7. Lookup and reference: Excel includes functions for lookup and reference, such as VLOOKUP, HLOOKUP, and INDEX, which can be used to look up values in tables or arrays and return corresponding results.

Functions can greatly simplify and automate complex calculations in Excel, saving time and reducing the risk of errors. By mastering Excel functions, you can become a more efficient and effective Excel user and improve your ability to analyze and interpret data.

How to manipulate functions in Ms-Excel
Manipulating functions in Microsoft Excel allows you to customize the way that Excel processes data and calculations. Here are some ways you can manipulate functions in Excel:

1. Edit function arguments: To change the arguments of a function in Excel, simply click on the cell containing the formula, and then click on the formula bar. From there, you can edit the arguments of the function and change the cell references or values used in the calculation.

2. Copy and paste functions: You can copy and paste functions in Excel to quickly apply the same calculation to multiple cells or ranges. To do this, select the cell containing the function, then use the copy and paste commands to apply the function to other cells.

3. Nest functions: You can nest functions in Excel to perform more complex calculations. This involves using one function inside another function. For example, you can use the SUM function inside the AVERAGE function to find the average of a range of values.

4. Use array formulas: An array formula is a special type of formula in Excel that allows you to perform calculations on multiple values at once. This can be useful for performing complex calculations and analyzing large data sets.

5. Create custom functions: In addition to the built-in functions in Excel, you can create your own custom functions using Visual Basic for Applications (VBA) programming language. This allows you to create functions that are tailored to your specific needs and automate tasks in Excel.

By manipulating functions in Microsoft Excel, you can customize your calculations and perform more advanced data analysis. With practice, you can become proficient in using Excel functions and create complex formulas that automate your work and save you time.

In conclusion, there is need to differentiate between functions and formulas.
In Microsoft Excel, formulas and functions are two types of calculations that can be used to perform various calculations and data analysis. Here is how they differ:
Formulas: A formula is an expression that calculates a value by performing mathematical, logical, or text operations. Formulas in Excel are typically constructed using mathematical operators (+, -, *, /), cell references, and values. Here are some examples of formulas in Excel:
=A1+B1: Adds the values in cells A1 and B1
=C2*D2: Multiplies the values in cells C2 and D2
=IF(E1>50,"Pass","Fail"): Checks if the value in cell E1 is greater than 50, and returns "Pass" or "Fail" accordingly.
Functions: A function is a pre-built formula that performs a specific calculation or operation. Functions in Excel are built-in and can be used to perform a wide range of calculations, such as mathematical operations, statistical analysis, and text manipulation. Here are some examples of functions in Excel:
SUM(A1:A10): Adds up the values in cells A1 through A10
AVERAGE(B1:B5): Calculates the average of the values in cells B1 through B5
COUNT(C1:C20): Counts the number of cells that contain numerical data in the range C1 through C20.

The key difference between formulas and functions is that formulas are constructed by the user using mathematical operators, cell references, and values, while functions are pre-built and have specific syntax that must be followed.

Both formulas and functions are useful tools in Excel, and they can be used to automate calculations and perform data analysis. Understanding the difference between the two can help you to construct effective formulas and use the built-in functions efficiently.


	
	1. Click the link below to watch the three videos on difference between formulas and functions in 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: Excel Difference Between Formulas and Functions
Video Link: https://youtu.be/C8YsUJKwCbc
Source: Syed Shah zahurullah hussaini
Time taken to watch the video (minutes: seconds): 2:52


Video 2
Title: Functions vs. Formulas in Excel - What is the Difference Between Functions and Formulas?
Video Link: https://youtu.be/8KpTW5XznqA
Source: Excel Board
Time taken to watch the video (minutes: seconds):  8:24





	ACTIVITY 2: READING
READING MATERIAL 1
([image: Shape
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	1. Access the reading material below and read on the differences between formula and functions 
2. Make your own notes as they will guide you in answering the questions that follow.

 Title: Formulas and functions in Microsoft Excel 
 Link: https://biostat.app.vumc.org/wiki/pub/Main/TheresaScott/Excel.FnsFrmls.pdf#

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 the differences between formula and functions, attempt ALL of the following multiple choice questions. 
1. You are expected to get at least eight questions correct in order to proceed to the next activity.
2. This Activity will be graded


Questions

1. What is the main difference between formulas and functions in Microsoft Excel?
a) Formulas are built-in while functions are created by the user
b) Formulas perform specific calculations while functions are constructed by the user
c) Formulas are constructed by the user while functions are pre-built
d) Formulas and functions are the same thing
2. Which of the following is an example of a formula in Microsoft Excel?
a) SUM(A1:A10)
b) IF(A1>10,"Yes","No")
c) A1+B1
d) COUNT(B2:B20)

3. Which of the following is an example of a function in Microsoft Excel?
a) A1+C1
b) MAX(B1:B10)
c) 2*E1
d) D1>50

4. How are formulas and functions different in terms of syntax?
a) Formulas and functions have the same syntax
b) Formulas have pre-built syntax while functions are constructed by the user
c) Functions have pre-built syntax while formulas are constructed by the user
d) Syntax does not apply to formulas or functions

5. Which of the following is an example of a formula that uses a cell reference?
a) =5*3
b) =SUM(A1:A10)
c) =IF(D1>50,"Yes","No")
d) =B2/C2


6. What is the difference between a formula and a function in Excel?
a) A formula is a pre-built calculation, while a function is a user-built calculation
b) A formula is a user-built calculation, while a function is a pre-built calculation
c) A formula and a function are the same thing
d) None of the above

7. Which of the following is an example of a formula in Excel?
a) =SUM(A1:A10)
b) IF(A1>50,"Pass","Fail")
c) =A1+B1
d) None of the above

8. Which of the following is an example of a function in Excel?
a) =A1+B1
b) IF(A1>50,"Pass","Fail")
c) =COUNT(A1:A10)
d) None of the above
9. How are formulas and functions different in Excel?
a) Formulas are pre-built calculations, while functions are user-built calculations
b) Formulas and functions are the same thing
c) Formulas and functions both use mathematical operators and cell references
d) Functions are pre-built calculations, while formulas are user-built calculations

10. Which of the following statements is true about formulas and functions in Excel?
a) Formulas and functions are interchangeable terms
b) Functions are built using mathematical operators and cell references
c) Formulas and functions both perform the same type of calculations
d) Functions are pre-built calculations, while formulas are custom calculations constructed by the user

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 video on how formulas and functions work together to perform calculations and manipulate data in a spreadsheet
2. Take notes to guide you in answering questions that will follow.


Video 1
Title: Excel Formulas vs Functions
Video Link: https://youtu.be/xgoC5FIulOU
Source: Excel in a Minute
Time taken to watch the video (minutes: seconds): 2:49


	CASE 1:
[image: Shape

Description automatically generated with low confidence]
	1. Read the case scenario below how formulas and functions work together to perform calculations and manipulate data in a spreadsheet
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
Suppose you work in a sales department of a company and you need to create a sales report for the last quarter. You have a spreadsheet that contains the following data:

Column A: Salesperson Name
Column B: Sales Region
Column C: Sales Amount
You want to calculate the total sales for each salesperson and the total sales for each region. Here is how you can use formulas and functions to perform these calculations:

Calculate the total sales for each salesperson:
To calculate the total sales for each salesperson, you can use the SUMIF function. Here's how:
Insert a new column D and label it "Total Sales"
In cell D2, enter the formula: =SUMIF(A:A,A2,C:C)
Copy the formula in cell D2 and paste it down to the rest of the rows in column D
The SUMIF function adds up the sales amounts in column C, only if the salesperson name in column A matches the name in cell A2. This formula will give you the total sales for each salesperson.

Calculate the total sales for each region:
To calculate the total sales for each region, you can use the SUMIFS function. Here's how:
Insert a new column E and label it "Region Total"
In cell E2, enter the formula: =SUMIFS(C:C,B:B,B2)
Copy the formula in cell E2 and paste it down to the rest of the rows in column E
The SUMIFS function adds up the sales amounts in column C, only if the sales region in column B matches the region in cell B2. This formula will give you the total sales for each region.

By using formulas and functions in Excel, you can quickly perform calculations and manipulate data in a spreadsheet. In this example, the SUMIF and SUMIFS functions are used together with formulas to calculate the total sales for each salesperson and region, respectively. This saves time and effort compared to manually calculating each total.
1. After reading the case scenario on how formulas and functions work together to perform calculations and manipulate data in a spreadsheet, 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 functions in Excel that can be used to calculate the total sales for each salesperson and region?

2. Explain other types of data could be analyzed using Excel functions and formulas?

3. Explain how can the use of functions and formulas in Excel be applied to other areas of business or personal life?

4. Explain best practices for using functions and formulas in Excel, such as error checking and documentation?

	[bookmark: _Hlk131239802]ACTIVITY 5: READING MATERIAL 
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	1. Click the link below to access the reading material on how formulas and functions work together to perform calculations and manipulate data in a spreadsheet 
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:  Data Manipulation with Excel
Link: https://www.degroote.mcmaster.ca/files/2014/08/DeGroote-Data-Manip-Pres-2014-08.pdf

Title: Manipulating data in spreadsheet
Link: http://datalit.sites.uofmhosting.net/wp-content/uploads/2016/01/Chapter_5_Stuit.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 how formulas and functions work together to perform calculations and manipulate data in a spreadsheet
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.

Discussion Questions
1. Discuss advantages of using functions and formulas to perform calculations and manipulate data in Excel, compared to manual methods?
2. Discuss potential challenges or drawbacks of using functions and formulas in Excel, and how can they be overcome?
3. Highlight three scenarios where formulas and functions could be used to perform calculations and manipulate data in a spreadsheet?

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 two videos on formulas and functions
2. Based on what you have watched, write your own short notes
on major things to consider when operating the keyboard and mouse. These notes will guide you in performing the task that follow.

Video 1
Title: Excel Formulas and Functions Tutorial
Video Link: https://youtu.be/Jl0Qk63z2ZY
Source: Kevin Stratvert
Time taken to watch the video (minutes: seconds): 12:28

Video 2
Title: Excel Functions
Video Link: https://youtu.be/-9d4m79twdA
 Source: GFCLearnFree
Time taken to watch the video (minutes: seconds): 5:15


	
ACTIVITY 7: Learner practice sessions
	1. After watching the videos on formulas and functions, practice the skills learnt by performing the tasks below
2. You will need a computer installed with a spreadsheet application
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
Scenario
You work for a company that sells products online. You have a spreadsheet with data on the number of orders and the revenue generated from those orders. You want to calculate the average order value and the total revenue generated. Here's how you can use functions and formulas to do that:

1. Open a new Excel workbook and create a table with the following headings: Order ID, Order Value, Order Date.
2. Populate the table with some sample data for orders, including the order ID, order value, and order date. You can use the RANDBETWEEN function to generate random values for the order values, and the TODAY function to generate random dates for the order date.
3. Create a new column titled "Revenue Generated" next to the "Order Value" column. In the first cell of the new column, enter the formula =B2*0.8. This calculates the revenue generated by taking 80% of the order value.
4. Create a new cell titled "Total Revenue" below the "Revenue Generated" column. In the first cell of the new column, enter the formula =SUM(C2:C100). This calculates the total revenue generated by adding up all the revenue generated from each order.
5. Create a new cell titled "Average Order Value" below the "Total Revenue" cell. In the first cell of the new column, enter the formula =AVERAGE(B2:B100). This calculates the average order value by taking the mean of all order values.
6. Once you have completed these steps, you will have calculated the total revenue generated and the average order value. This exercise demonstrates how you can use functions and formulas in Excel to manipulate data and perform calculations, saving time and effort compared to manual calculations.

Note: The cell references in the above example assume that your data is located in cells B2:B100 for the order value and C2:C100 for the revenue generated. If your data is located elsewhere, adjust the cell references accordingly.

	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
	Click the link below to access the reading material on trouble shooting skills in finding and fixing errors while working with formulas and functions 
Title: Using Formulas and functions
Link: https://wiki.documentfoundation.org/images/c/c7/CG6207-FormulasAndFunctions.pdf
Page 26 to 29 

Designer: Make the reading materials accessible to the learner

	ACTIVITY 8
	1. This activity aims to demonstrate transferable skills on trouble shooting skills in finding and fixing errors while working with formulas and functions 
2. You are  required to carry out the tasks given below
3. Upload your response to your E-Portfolio on the LMS
4. The Activity will be graded

You will need:
· A computer with appropriate software for data entry e.g. Word Processor
· A keyboard and mouse
· Sample data for entry
Task
1. Prepare your monthly budget on Ms-Excel

	QUIZZ: 
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	1. 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.

Questions
1. Match the function on the left with its correct description on the right hand side.
2. Each function is matched to only one description

	Functions
	Description

	SUM 
	Calculates the sum of a range of cells that meet a specified criterion.

	AVERAGE 
	Joins two or more text strings into one string

	IF 
	Returns the number of cells in a range that contain numbers

	COUNT 
	Returns a specified value when a condition is true, and another specified value when it is false

	ROUND 
	Calculates the arithmetic mean of a range of cells.

	MAX 
	Returns the smallest value in a range of cells.

	MIN 
	Returns the largest value in a range of cells.

	CONCATENATE 
	Searches for a value in the left-most column of a table, and returns a value in the same row from a specified column 

	VLOOKUP 
	Rounds a number to a specified number of decimal places

	SUMIF 
	Adds values in  a range of cells.




Marking Scheme
	Functions
	Description

	SUM 
	Adds values in  a range of cells.

	AVERAGE 
	Calculates the arithmetic mean of a range of cells.

	IF 
	Returns a specified value when a condition is true, and another specified value when it is false.

	COUNT 
	Returns the number of cells in a range that contain numbers.

	ROUND 
	Rounds a number to a specified number of decimal places.

	MAX 
	Returns the largest value in a range of cells.

	MIN 
	Returns the smallest value in a range of cells.

	CONCATENATE 
	Joins two or more text strings into one string.

	VLOOKUP 
	Searches for a value in the left-most column of a table, and returns a value in the same row from a specified column.

	SUMIF 
	Calculates the sum of a range of cells that meet a specified criterion.





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 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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