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To modify a mini chart:

> Select from cell D3 to cell D10, where the mini chart is. 1

> On the Sparkline tab, in the Style group, click Sparkline
Color 2  and click on a color of your choice. 3

You can also click 
Marker Color to 

color your markers.

Smart Tip
Mini charts are created in small spaces, so be careful not to use unnecessary formatting.

1

2

3

 The sparklines in 
column D depict the 
performance trends 

for each team by 
showing their wins 

and losses in a 
compact line graph.
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Conditional formatting
Conditional formatting allows you to change the layout of cells based on their content. By 
specifying certain conditions, the cell's formatting will automatically adjust to meet those conditions.

To apply Conditional Formatting:

> Select the cells where you want to apply conditional formatting, e.g., B3 to C10. 1

> On the Home tab, in the Styles group, click Conditional Formatting. 2

> Click New Rule. 3

> You can select the criteria you want to use, e.g., click Format only cells that contain. 4

> Type "10" and "20". 5

> Click the Format button 6  and format the cells accordingly. 
> Click OK. 7

1

2

3
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Use Format only 
cells that contain
to create rules and 
format your cells 
based on these. 

4

5

6

7

If a value is 
between 10 and 
20, the cell color 
is filled with an 
orange color.
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Lab data collection
In a science lab, you can perform many different experiments. Some of these experiments 
involve taking measurements. Data loggers are specifically designed for this purpose. They 
are devices with sensors that help you measure and record data, such as light, sound, and 
temperature measurements. 

A data logger can take repeated measurements and then transfer the data to your computer 
for analysis. Just connect the data logger to the USB port of the computer and download the 
recorded data.

Displaying data as charts
With a data logger, you can capture and display real-time data continuously or at regular 
intervals over long periods of time. One kind of data logger is a weather station, which 
records everything about the current weather conditions. Scientists can then use this data to 
predict changes in the weather. Using data logging software, you can display the data as a 
chart.

After you take your measurements 
with a data logger, you can 

download the data to the data 
logger’s software on your computer.

59



1.
  C

o
ll

ec
ti

n
g

 i
n

fo
rm

at
io

n

What can you do with a data logger?
1. Accurately measure sound and light as well as temperature.
2. Take measurements that are too slow or too fast to record by traditional means.
3. Collect data anywhere and then download the data to a computer for analysis.
4. Get visual representation of your measurements such as charts or graphs.

Experiment
Use a data logger to take measurements of temperature, light level, and sound level in different 
parts of your school. 

After analyzing this data, you will be able to answer questions like:

• Which is the hottest place in school?

• Which is the noisiest place in school?

• Which is the darkest place in school?

Let’s import our data to Microsoft Excel in order to analyze it and answer our questions.

To find the hottest 
place, e.g., you can 
sort your table by 
Temperature and 
check where the 

highest temperature 
was recorded.

To import your data:

> Using the data logger 
software, you should be 
able to display your data 
as a table by clicking the 
Display Table button. 1

> Select the values displayed 
in the table and copy them.

> Open Microsoft Excel and 
paste your data in a new 
worksheet. 2

1

2

Hands on!
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1. Read the following sentences and put a check mark for True or False.

True False

1. You can move a chart as an object only to an existing 
worksheet.

2. You can fill the shape in a chart with a picture.

3. To add a "Mini" chart next to a data table, you have to 
determine the data range and the location range.

4. When you change the title of a chart, the centered overlay 
operation changes the size of the title.

5. When you apply "Conditional formatting," you can create 
rule types that apply only to values in a certain range.

6. The "Pie" chart displays the changes in data over a period of 
time.

7. Data loggers are used to record only sound and 
temperature measurements.

8. By using a data logger, you can get visual representation of 
your measurements.

2. Complete with the missing words.

1. A Line Chart is used to display  over a period of time.

sensors chart trends "Add Chart Element"

"Centered Overlay"repeated
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2.  To change the title of a chart, click on the chart, go to the "Chart Design" tab, and click 

.

3.  Use  when you want to center the title over the chart, but don’t 

want to change the size.

4.  A data logger can take  measurements and then transfer the 

data to your computer for analysis.

5.  Data loggers are devices that use  to measure and record data, 

such as light and temperature.

6.  Scientists can use data logger software to display data as a  for 

analysis.

3. Imagine you are tracking the sales of different types of snacks over time, and you want to 
compare the changes in sales for each snack. Which chart type would you choose, and 
why? Explain how using the wrong chart type could confuse or create misleading data.

4. Create the following table. Add a pie chart and a column chart. Change the fill colors and 
the names of the axes in the chart.

Organizing and analyzing product inventory
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Project

Open a new spreadsheet and complete the following tasks:

1. Data setup
• Set up columns for Product Name, Category, Price, Stock Level, and Supplier. 

•  Create your own data for at least 10 products of your choice. Include the category (e.g., 
electronics, groceries), price, stock level, and supplier. Use the screenshot provided as a 
reference example.

2. Data organization
•  Format the data as a table. Next, sort the table by price to display products from the cheapest to 

the most expensive. 

•  Apply a filter to display only products within a specific category, such as electronics.

3. Using functions
•  Use the LEFT function to extract the first three letters of each product name. 

Set up a database to organize a list of products, including product names, categories, 
prices, stock levels, and supplier names.

Organizing and analyzing product inventory
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• Use the MID function to extract the middle part of each supplier's name. 

• Use the RIGHT function to extract the last two letters of each product category. 

• Use the SUBSTITUTE function to replace a word in the Category column (e.g., replace "Groceries" 
with "Food"). 

4. Advanced calculations
•  Create a formula to calculate a 10% tax on each product’s price using the appropriate references. 

•  Find the percentage of each product's stock level according to the total stock level. 

•  Create a column chart to display the stock levels of different products and a pie chart to display 
the percentages of products' stock levels. 
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Reflect

1. Which Excel feature did you find the most challenging to use, and how did you 
manage to use it efficiently?

2. How did using filters and sorting help you quickly locate information within your 
database?

3. How did creating charts help you recognize patterns or trends in your data that might not 
have been obvious from examining the numbers alone?

4. Reflecting on the project as a whole, how has learning to use Excel changed the way you 
think about managing information and making decisions based on data?

65



Discover more
1.

  C
o

ll
ec

ti
n

g
 i

n
fo

rm
at

io
n

Google Sheets
You can have a spreadsheet 
program in any platform. If you 
have a Google Android device, 
you can use Google Sheets.

Tap the menu and insert all the 
known functions or new rows 
and columns.

LibreOffice Calc
LibreOffice Calc is a free 
spreadsheet program that you 
can download from the Internet.

It has all the tools that you’ve 
learned in this module. Create 
charts, use formulas, and play 
with numbers.

Edit your tables and print them 
to present your data.

Apple Numbers for 
iPad OS
Apple Numbers will help you 
create your own tables and 
charts on an iPhone or iPad. 
The interface is similar to 
Microsoft Excel.

One difference you may notice 
is that the spreadsheet tabs 
are at the top of the window.

Take a moment to reflect on your progress.
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Wrap up
How confident are you in your ability to apply the following skills?
>  I can differentiate between data and information.
> I can create a simple database to organize information.
> I can apply filters to show only specific data in a database.
> I can sort data, including using multiple sorting levels, to organize it in a 

helpful order.
> I can import and export data as CSV files.
> I can convert data into percentages, apply formatting, and calculate powers 

using Excel functions.
> I can extract parts of strings using LEFT, RIGHT, and MID functions and 

replace text with SUBSTITUTE.
> I can use relative and absolute references appropriately in formulas.
> I can identify the different types of charts and know when to use each one.
> I can create a chart in Excel and add titles, labels, and colors to make it clear 

to understand.
> I can add sparklines to a worksheet to show data trends in a compact way.

Key Terms
absolute reference

area chart

bar chart

column chart

conditional formatting

CSV

database

doughnut chart

error message

export

formula

gradient

import

LEFT

line chart

MID

mini chart

percentage

pie chart

POWER

relative reference

RIGHT

scatter chart

sparkline

SUBSTITUTE

Take a moment to reflect on your progress.
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