Prerequisite
1. If you haven’t already got a folder called Year 9 ICT create one!
2. Inside of the folder called Year 9 ICT, create a new folder called Lesson 3
3. You should save all work from this lesson into Lesson 3
Tasks: (no more than 30 seconds each!)
1. Open Excel Worksheet Lesson 3 - Worksheet 1
2. Open Excel Worksheet Lesson 3 - Worksheet 2
3. Switch to Lesson 3 - Worksheet 1
4. Sort the data from B3:B12 into Ascending order
5. Sort the data from C3:C12 into Descending order
6. Sort the data from E3:E12 into Ascending order
7. Sort the data from F3:F12 into Descending order
8. Use the autofill tool to copy the data in H5 to H6:H12
9. Use the autofill tool to increment the data in J5 to J6:J12
10. Use the copy handle tool (CTRL plus click and drag) to copy the contents of J3 to L3

11. Use Copy & Paste to copy the contents of L3 to N3
12. Use the Copy & Paste to copy the contents of L3 on Sheet1 to L3 on Sheet2
13. Use the Copy & Paste to copy the contents of L3 on Sheet1 in Worksheet 1 to L3 on Sheet1 in Worksheet 2

14. Switch to Lesson 3 - Worksheet 1
15. Use Copy & Paste to copy the contents of B3:B12 to R3:R12
16. Use the Copy & Paste to copy the contents of B3:B12 on Sheet1 to B3:B12 on Sheet2
17. Use the Copy & Paste to copy the contents of B3:B12 on Sheet1 in Worksheet 1 to B3:B12 on Sheet1 in Worksheet 2

18. Switch to Lesson 3 - Worksheet 1
19. Use Cut & Paste to move the contents of L3 to P3
20. Use Cut & Paste to move the contents of P3 on Sheet1 to P3 on Sheet2
21. Use Cut & Paste to move the contents of P3 on Sheet2 in Worksheet 1 to P3 on Sheet1 in Worksheet 2

22. Switch to Lesson 3 - Worksheet 1
23. Use Cut & Paste to move the contents of B3:B12 to V3:V12
24. Use the Cut & Paste to move the contents of V3:V12 on Sheet1 to V3:V12 on Sheet2
25. Use the Cut & Paste to move the contents of V3:V12 on Sheet2 in Worksheet 1 to V3:V12 on Sheet1 in Worksheet 2

26. Switch to Lesson 3 - Worksheet 1
27. Delete the contents of D3 on sheet 1 of Worksheet 1
28. Save and close both worksheets


End of lesson skills audit:
	[bookmark: _GoBack]Skill
	Tick

	I can sort a cell range by one criterion in ascending numeric order
	

	I can sort a cell range by one criterion in descending numeric order
	

	I can sort a cell range by one criterion in ascending alphabetic order
	

	I can sort a cell range by one criterion in descending alphabetic order
	

	I can use the autofill tool to copy data entries
	

	I can use the autofill tool to increment data entries
	

	I can use the copy handle tool to copy data entries
	

	I can copy the content of a cell within a worksheet, between worksheets and between open spreadsheets
	

	I can copy the content of a cell range within a worksheet, between worksheets and between open spreadsheets
	

	I can move the content of a cell within a worksheet, between worksheets and between open spreadsheets
	

	I can move the content of a cell range within a worksheet, between worksheets and between open spreadsheets
	

	I can delete cell contents
	



