
Exam Results – GCSE Short Course Modelling

Section 2 – Entering data on a spreadsheet (5 marks)

In this section you will:
• Enter data (Title case for labels and no decimal places for integer)
• Format the spreadsheet (bold and centre the column headings and add borders)
• Add a validation rule
• Check your typing is accurate and applies rules of convention
• Make ready for printing (including headers & footers, rename sheet landscape 

view)

1. Load up Excel and create the following spreadsheet, adding a grid 
where appropriate. You should also make the labels bold. It would be helpful to wrap 
the text in cells in row 3. Highlight the row, and then click on Format, Cells, Center, 
Center, Wrap text, OK.

2. Adding formulas – Do not type data into columns E & F for the 
students

Cell Formula
E4 =B4+C4+D4
F4 =E4/3

Total Student Average
=B4+C4+D4 =E4/3
=B5+C5+D5 =E5/3
continue continue

A. Thomas 06-07 version

Click in CELL E4 and then click on the 
white formula bar and enter the formula.

Highlight the rest of the 
column and use CTRL D 
to replicate the formula 
down.
Use  to make the average 
into a whole number.

What 
marks do 
I get for 

Entering data – 1 mark
Formatting – 1 Mark
Accuracy – 1 mark
Validation – 1 mark
Headers & footers – 1 mark
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3. Validating the percentages for each student’s scores.

To help with accuracy we can validate the data. All percentages must be between 0-100.

Add a text box and explain what you have done in order to get the mark for validation.

4. Adding headers and footers

a) Add your name to the header of the spreadsheet
b) Add Printout No 1 to the left hand section of the footer. Label it as showing 

‘Total marks and Student averages’ in the right hand section of the footer.

  
• Click on OK when you have finished your custom header.

A. Thomas 06-07 version

Highlight the English, Maths 
and Science scores for each 
student.
Click on Data, then Validation.
Allow: Whole Number
Min = 0, Max = 100, OK

2

3

You will need 
to alter your 

page set up to 
landscape. Go 
to FILE, then 

1
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• Now add your footer in the same way.
• To see your headers and footers you will have to go to Print Preview. You cannot 

see them in normal edit view.
• You will need to add headers and footers to all of your printouts. It is not 

automatic in Excel.

5. Renaming the sheets

Rename Sheet1 at the bottom of your spreadsheet.
 Point at Sheet1 and press the right hand mouse 

button.
 Click on rename on the menu.
 Type in Exam Results

You will be asked to rename other sheets as you develop 
your spreadsheet.

Check everything is correct. Print out this sheet and hand in for marking.

Congratulations. You have completed section 2. Go to section 3.

A. Thomas 06-07 version

This is what the sheet should 
look like in print preview.
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