
Spreadsheet Assignment #1 

Project name: Spreadsheet 1

In this assignment, you will learn how to enter, organize and format data. 
You will learn the formulas to find the total, average and count of a group of 
data. This is a quick way of finding mathematical solutions, and a very 
important skill!

Directions:

1. Open a new blank numbers file.

2. Immediately, click file<save. Name the file YourLastName.Partnerʼs 

LastName.SS1, and save it to your desktop. 

3. Click the “caps lock” button to write in all capital letters.  Copy the 

information in the spreadsheet below.                             

4. Click cell B9 to make it active.  Youʼll notice a blue outline when the cell 

is active.  Type the equal sign (=) then click on B3, B4, B5, B6 AND B7.  

Click the green check mark to accept the formula. 



5. Click cell C9 to make it active.  Type the equal sign and click each of the 

cells in Column 2.  

6. There is another way to find the total or sum of a group of numbers.  

Click D9 to make it active.  Type =sum(D3:D7) and click the green check 

mark to accept the formula. This formula is especially helpful if there is a 

long list of numbers. 

7. Click on E3 to make it active.  Type =sum().  Click your cursor in 

between the parentheses.  Now click on B3,  hold the mouse button 

down and drag to D3. Notice this types the cell addresses into the 

parentheses!  Click the green check mark to accept the formula.  Do you 

see the tiny dot, called the handle, in the bottom right-hand corner of the 

active cell, E3?  Drag that handle down to E9.  All the totals for that 

column will automatically be calculated for you!  

8. Click B10 to make it active.  Type =average().  Click in between the 

parentheses. Now click on B3 and drag to B7.  Hit the return key or the 

green check mark to accept the formula. 

9. Click on B11.  Type =count().  Click in between the parentheses.  Now 

click on B3 and drag to B7.  The count, or total number of numbers in 

the column will appear in B11.  

10.Click on B10 and drag to B11. Grab the handle in the lower right-hand 

corner and drag to the right, to E11.  All the answers will be calculated 

for you!



11.Now itʼs time to change the font, style, and size of text.  Click on A1 and 

drag to E11.  Select Times, size 12, and center the text.  Click on Row 

Heading 1 to select the entire row.  Make this text bold.  

Part 2

1.Before we select the data for our charts and graphs, we must get rid of 
the empty row of cells in Row 2.  Move your cursor over Row Heading 2 

and you will see a small arrow.  Click the arrow and select “Delete Row”.  
2.Now click on A1 and Drag to D2. Click the Charts menu and select the 2 
dimensional pie chart.  Notice that the Inspector opens with the pie chart.  

Change the Font to 
Times.

Change the Size to 12. Change the Alignment to 
Center.

Change the Style to Bold.

Charts, Graphs and Sorting Data!



Drag the pie chart just below the spreadsheet data.  Double click the 
default title and type “Student 1”.  Drag the legend from below the pie chart 
to the upper right hand corner.  Click the handle and resize the legend to 
look like the example below. 

3. Now click on A1 and drag to B6.  In the Charts menu, select the 3D bar 
graph.  Stretch it out so that the titles for all bars are visible.  Rotate the 
graph so it looks like the example below.  Move the legend to the right side 
of the graph and resize it to fit the space.  Rename the graph, Test 1.



4.Type your name and your partnerʼs name in cells F1 and F2 and your 

period number in F3.  Save!

So far, 
yours 
should look 
like this!



5.Now change the labels in Column A to the student names in the chart 

above. Type the last name, a comma, space, then the first name.

6.Select the student data (click on A1 and drag to E6).  Click the 

“Reorganize” menu. (Itʼs called “Sort and Filter” if youʼre working on an 

eMac). 



7.Under the Sort menu, choose “STUDENT”, “ascending”, “Sort selected 

rows”.

8.Notice how the students are sorted in alphabetical order from A to Z.  

Now try sorting in descending order.   Notice how the are sorted in 

alphabetical order from Z to A!  Change back to ascending order. 

9.Save your document and put it in the Drop folder!! Congratulations, you 

are finished!


