
MS-EXCEL:  SCHOOL MARKS 
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Action 

1  Type the heading into cell B1.  Change Bart Simpson to you! 

2  Type out headings in row 2.  Change font colour and size  
required. Rotate some cells up on their edge. Make BTT BIG! 

3  Input cells B4 to M16.  Last names are size 8, First names are size 10 and bold.  
You will realize you can double click the first name to select it. 

4  Input column A but only 1,2 and 3.  Next, highlight these 3 numbers.  Let go of 
your mouse!  Next, hover in the lower right corner of this range and drag the + 
down.  This action will copy the sequence to the rest of the column. 

5  Key ‘Average’ into cell L17 and press enter.  Bold it and increase the size a bit.  
Next, highlight L17 and M17.  Now you can use the Merge and Center button 
found on the Home tab to combine these two cells.  Next, key in Maximum 
and Minimum.  Bold and merge as required.   

6  Key in formulas for cells N17,18 and 19. Here is a hint on the first one: 

=AVERAGE(N4:N16) 

7  Ensure borders are appropriate. 

8  Key in the supplied formula for cell N3: 

=SUM(D3:M3)/SUM($D$3:$M$3)*100 

9  Copy this formula to the rest of the students. 

10  Flip the colours in column N as required. 
11  Let’s tackle the chart.  Highlight B4 to B16.  Let go of your mouse button.  

Now hold the left Ctrl key with your non-mouse hand.  Next, highlight a 

second range; N4 to N16.  Now let go of Ctrl and continue by clicking on 

the Insert tab, Column, 3D Column. 
12  Size everything so it fits nicely onto one page. Did you save it? 

13  Time for fun!  Put some Conditional Formatting on the Total Assignments.  
3 arrows (Gray) is what you want. 
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Let’s do an IF statement.  Specifically, type the following formula into cell O4 
and then copy it down:   

=IF(N4>79.4,"Yes","") 
Can you describe in words how this function works? 

YES YOU WANT TO DO THE BONUS!  GO FOR IT! 
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