HODDESDON HIGH ST 1890s Teaching and Learning Resources


USING MICROSOFT EXCEL

TEACHERS’ NOTES USING MICROSOFT EXCEL

TEACHERS’ NOTES

What you can do with an Excel List or datasheet:such as the 1891 census return for the High Street:

· Hide columns of data that you don’t need 

· Sort the list alphabetically, numerically or create a custom sort 

· Show a subset of rows by filtering to see just the data you want

HIDING COLUMNS YOU DON’T NEED:

You can hide columns of data that you don’t need. This makes the worksheets simpler for the pupils and this can be set up in advance of the class so that the pupils are only presented with the data you want them to work with. 

To do this:

Select the column you don’t need by clicking on the column at the top and it will change colour. To select more than one column hold the control key down as you click on the top of the next column. Each one selected with be highlighted. When you have selected the columns to be hidden, go to the Format menu. Select COLUMN submenu and click on HIDE. The columns selected will disappear. You can also do the same with rows.

TO SORT THE LIST:

Alphabetically (eg by Surname): Click a cell in the column and then click the Sort Ascending button

TO FILTER DATA: 

In order to sort data to see only what you need (eg Heads of Households only), first click on the column heading eg RELATION to HEAD of family and then go to the DATA menu, FILTER submenu and click on AUTOFILTER. Arrows will appear on the top of the columns like a pull down menu. When you click on one of those (eg Relations to Head) a pulldown menu with all the terms in that column will appear. The worksheet will then only display the data that you wish to see – that is, all the Heads of Households. If you then wish to see how many of them are FEMALE you can do a further filter. Click on SEX and select FEMALE from the pulldown menu. 

You can sort according to:

Surname eg CHRISTIE

Relation to Head eg HEAD or WIFE or BOARDER

Condition eg. WIDOW or M(ARRIED)

Sex eg F(EMALE)

Age eg a Custom filter on all those equal to and less than 13

Profession eg all BLACKSMITHS or DRESSMAKERS

County of birth eg HERTS 

City/Place of birth eg HODDESDON

You can combine filter sorting eg FEMALE and HEAD or FEMALE and SINGLE

You can also exclude data by using a CUSTOM FILTER. 

USING A FILTER: (Show all the Heads of families)

1. Click on the top row of the spreadsheet page. The row will be highlighted.

2. Go to the DATA menu and the FILTER submenu. Click on AUTOFILTER. 

3. Arrows will appear on the top of the columns along the top row.

4. Click on the arrow of the column from which you want to get the information. A submenu of all the terms in that column will appear. 

5. Select the term eg. HEAD that you want.

6. The screen should now list all the HEADS of families.

7. To return to the original unfiltered data go back to the DATA menu and select SHOW ALL.

USING A CUSTOM FILTER: (Show all the houses which have less than 5 rooms)

1. Click on the top row of the spreadsheet page. The row will be highlighted.

2. Go to the DATA menu and the FILTER submenu. Click on AUTOFILTER. 

3. Arrows will appear on the top of the columns along the top row.

4. Click on the arrow of the column from which you want to get the information eg. Number of rooms if less than 5 (Column C). A submenu of all the terms in that column will appear. 

5. Select (CUSTOM). A CUSTOM AUTOFILTER window will appear which offers several boxes after a statement such as "Show rows where number of rooms if less than 5". 

6. Select the arrow on the first box. You will be offered a number of choices from a dropdown menu eg. EQUALS or IS LESS THAN OR EQUAL TO. Select which choice you need.

7. In the box to the right select a further term eg. 4. You have further choices in the boxes below. Then click on OK.

8. The screen should now list all the houses which have 4 or less rooms.

9. To return to the original unfiltered data go back to the DATA menu and select SHOW ALL.

USING A MORE DETAILED CUSTOM FILTER: (Show all the people who are aged between 13 and 20)

1. Click on the top row of the spreadsheet page. The row will be highlighted.

2. Go to the DATA menu and the FILTER submenu. Click on AUTOFILTER. 

3. Arrows will appear on the top of the columns along the top row.

4. Click on the arrow of the column from which you want to get the information eg. AGE (Column I). A submenu of all the terms in that column will appear. 

5. Select (CUSTOM). A CUSTOM AUTOFILTER window will appear which offers several boxes after a statement such as "Show rows where age is". 

6. Select the arrow on the first box. You will be offered a number of choices from a dropdown menu eg. EQUALS or IS LESS THAN OR EQUAL TO. Select which choice you need eg. IS GREATER THAN OR EQUAL TO 

7. In the box to the right select a further term eg. 13. 

8. Go to the next box below. Select the further term you want eg. IS LESS THAN OR EQUAL TO. 

9. Go to the last box. Select a further number eg. 20. Then click on OK.

10. The screen should now list all the people between the ages of 13 and 20.

11. To return to the original unfiltered data go back to the DATA menu and select SHOW ALL.

USING TWO FILTERS: (How many Heads of households are women?)

1. Click on the top row of the spreadsheet page. The row will be highlighted.

2. Go to the DATA menu and the FILTER submenu. Click on AUTOFILTER. 

3. Arrows will appear on the top of the columns along the top row.

4. Click on the arrow of the column (in this case F) from which you want to get the information. A submenu of all the terms in that column will appear. 

5. Select the term eg. HEAD that you want.

6. The screen should now list all the HEADS of families.

7. Click on the arrow of the second column that you want (in this case H). Select F from the submenu.

8. The screen should now list all the HEADS of families who are FEMALE.

9. To return to the original unfiltered data go back to the DATA menu and select SHOW ALL.
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