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Resource Metadata 
Level Undergraduate 
Duration 11 practicals (approx. 1.5–2 hours each) 
Software Required Microsoft Excel  

 

Learning Outcome 

Through these practical exercises, students gain comprehensive, hands-on experience with 
Excel’s essential features for data entry, calculation, analysis, and validation. 
They develop proficiency in using formulas, functions, and data validation tools, enabling them to 
create accurate, reliable, and user-friendly spreadsheets. These skills are foundational for academic, 
professional, and personal data management, supporting informed decision-making and effective 
communication of quantitative information. 

Prac.cal 3 – Using calcula.ons   

  

Prac.cal 4 – More on forma9ng   
Retrieve PracEcal 2 and copy the table ‘Budget Spreadsheet’ into a new file   
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Prac.cal 5 – cell references   

  

Prac.cal 6 – Using Date Func.ons   
Copy the table ‘Exports’ PraEcal 3 into a new file and perform the following:   
   

  

Save your work   
  

Prac.cal 7 – Using Formulas in Excel   
Info: Cells should be named   
Create the spreasheet as shown below.   
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Prac.cal 8 – Formulas - Mean, Median and standard devia.on (based on 
en.re popula.on)   

   
Create the Spreadsheet as shown below.   
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Note:    
Today’s Date – Today()   
Mean is the average; Median – use formula with Median and Standard Devia,on use the 
formula STDEV.P   

   

Prac.cal 9 – Using IF func.on   
Write down the Excel formulae for the following tasks.   

Given that:   
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Prac.cal 10 – More on IF func.on    
Create a new sheet in same document and perform the following:   
Note: An IF Func:on is required for ques:ons 1,2 and 3.   

  

Prac.cal 11  – More on IF func.on   
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Prac.cal 12  – More on IF func.on with discounts   

  

Prac.cal 13  – Data Valida.on   
Info: If you are crea,ng an Excel spreadsheet that will be used by other people it is important 

to make it as easy to use and reducing the possibility of errors can make a workbook easier to 
use and this is where Excel’s data valida2on feature can be useful. Data Valida2on can be used 
in the following ways:    

- Restrict the data that can be entered in to certain cells.    
- Provide a list of accepted values to assist in data entry.    
- Provide prompts to assist a user in data entry.    
- Produce meaningful error messages.   

   
1. Create a new worksheet with the following table:   

Info: Use Alt 131 to display the â for age for ‘l’âge de Glace3’.   

  

Save your work  


