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Senior 3 ICT (New curriculum) 

Vote Dr. Bbosa Science President of Uganda 2031→ 

 

Time, t, is now!!! 
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Senior 3 

Term 2 

THEME: DATA MANAGEMENT AND SHARING 

Topic 1/1: SPREADSHEET II 

Competency: The learner processes data using advanced spreadsheet features for quick and 

easy interrogation. 
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This a practice lesson  

A student is expected to 

1. Enter data provided in a table and:  

o Generate bar / column, pie and line charts  

o Work with chart formatting; title adjustment, positioning, legend 

and data label formatting.  

o Use varying scales on graph axes.  

o Customize chart appearance (e.g. color, design) 

2. Load a mark sheet with at least 20 (fictional) students and 3 subjects, e.g. 

Maths, English, History populated with marks out of 100. 

o Filter the data in various ways, e.g. students who scored more than 

30% in Maths, between 25 and 50 in English 

o Work with the functions of IF, Sumif, Countif, Rank, Vlookup and 

Hlookup (up to 4 outcome for nested functions) 

o Reference using absolute/relative/mixed referencing. 

o Toggle between formula and value views 

o Set print area 

o Deliberately create the following errors, explain and fix them: #N/A, 

#Value!, #REF!, #DIV/0!, #NUM!, #NAME? or #NULL!, ### 
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The following typing exercises may be used for your practice 

1. How to filter data in Excel 

To filter data in Excel, use the AutoFilter tool: select your data range, go to the “Data” 

tab, click “Filter,” then use the drop-down arrows in column headers to choose 

specific values, text, numbers, or conditions. This lets you quickly hide irrelevant rows 

and focus only on the information you need. 

Step-by-Step Guide 

(i) Enable Filter 

Select any cell in your dataset. 

Go to the Data tab → Filter. 

Small drop-down arrows will appear in each column header. 

(ii) Filter by Values 

Click the arrow in the column header. 

Uncheck (Select All), then tick only the values you want to see. 

Press OK to apply. 

Example 1 

The following is an end of term marksheet in percentage of term 1 of Balunywa 

Secondary School 

 
Name Sex English Maths Hist 

Ali M 58 63 40 

David M 40 16 47 

Sarah F 60 52 45 

Abdul M 25 43 67 

Mary F 80 50 56 

Pius M 75 72 34 

Moses F 72 56 56 

Mariam F 28 42 60 

Ivory F 56 72 80 
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Enter the above information into appropriate worksheet and use it to filter the data 

in the following ways,  

(i) Male students only to get 

Name Sex English Maths Hist 

Ali M 58 63 40 

David M 40 16 47 

Abdul M 25 43 67 

Pius M 75 72 34 

 

(ii) Female students only 

Name Sex English Maths Hist 

Sarah F 60 52 45 

Mary F 80 50 56 

Moses F 72 56 56 

Mariam F 28 42 60 

Ivory F 56 72 80 

 

(iii) students who scored more than 50% in Math’s,  

Name Sex English Maths Hist 

Ali M 58 63 40 

Sarah F 60 52 45 

Mary F 80 50 56 

Pius M 75 72 34 

Moses F 72 56 56 

Ivory F 56 72 80 

(iv) students who score more than 50% in both math and English 

Name Sex English Maths Hist 

Ali M 58 63 40 

Sarah F 60 52 45 

Pius M 75 72 34 

Moses F 72 56 56 

Ivory F 56 72 80 
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(v) students who score more than 50% in both math, English and Hist 

Name Sex English Maths Hist 

Moses F 72 56 56 

Ivory F 56 72 80 

 

2. How to create a pie chart in excel 

To create a pie chart in Excel, select your data, go to the Insert tab, click the Pie Chart icon, 

and choose either a 2-D or 3-D pie chart. You can then customize it with labels, colors, and 

styles to make it clear and professional. 

Step-by-Step Guide 

(i) Prepare your data 

Arrange data in two columns: one for categories (e.g., subjects, expenses) and one for 

values (e.g., marks, costs). 

(ii) Select your data 

Highlight the table including headers. 

(iii) Insert the pie chart 

Go to the Insert tab → Charts group → Click the Pie Chart icon. 

Choose 2-D Pie, 3-D Pie, or Doughnut Chart. 

(iv) Customize the chart 

Add Data Labels: Right-click slices → Add Data Labels. 

Show Percentages: Format labels → check Percentage. 

Change Colors: Right-click slice → Format Data Series. 

Add Title: Click default title → type a meaningful one (e.g., “Monthly Expenses 

Breakdown”). 

Style Options: Use the Chart Design tab for professional layouts. 

(v) Move or resize 

Drag chart to a new location or resize using corner handles. 
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Example 2 

The table below show the size of land in acres owned by each of the three people A, B, C 

People Size of land in acres 

A 50 

B 30 

C 20 

 

Enter the information into a spreadsheet and use it generate the following pie charts 

(i) 

 

(ii) 

Size of land in acres

A B C
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(iii) 

 

3. How to create a bar chart in excel 

Creating a bar chart in Excel is straightforward and very useful for comparing values across 

categories. Here’s a clear guide: 

Step-by-Step Guide 

(i) Prepare your data 

Size of land in acres 

A
B

C

Size of land in acres

A

B A



P a g e  | 9 Download free primary notes from digitalteachers.co.ug website 
 

Arrange data in two columns: one for categories (e.g., subjects, products) and one for 

values (e.g., marks, sales). 

(ii) Select your data 

Highlight the table including headers. 

(iii) Insert the bar chart 

Go to the Insert tab → Charts group → Click the Bar Chart icon. 

Choose Clustered Bar, Stacked Bar, or 100% Stacked Bar depending on your needs. 

(iv) Customize the chart 

Add Data Labels: Right-click bars → Add Data Labels. 

Change Colors: Right-click bars → Format Data Series. 

Add Title: Click default title → type a meaningful one (e.g., “Student Marks 

Comparison”). 

Style Options: Use the Chart Design tab for professional layouts. 

(v) Move or resize 

Drag chart to a new location or resize using corner handles. 

 

Example 3 

The table below show the number of fruits sold on Monday by a trader 

Fruits Number sold 

Orange 14 

Mango 10 

Apple 25 

Lemon 5 

Pineapple 12 

Enter the information into a spreadsheet and use it generate the following bar charts 

(i)  
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(ii)  

 

Example 4 

The table below show the number of fruits sold on Monday and Tues by a trader 

Fruits Number sold 

Mon Tues 

Orange 14 10 

Mango 10 15 

Apple 25 20 

Lemon 5 8 

Pineapple 12 8 
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Enter the information into a spreadsheet and use it generate the following bar charts 

(i)  

 

 

(ii) 
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4. How to create a line graph in excel 

Creating a line graph in Excel is perfect for showing trends over time, such as student 

performance across terms, rainfall patterns, or business sales growth. Here’s a clear 

breakdown: 

Step-by-Step Guide 

(i) Prepare your data 

Arrange data in two columns: one for categories (e.g., months, years, terms) and one 

for values (e.g., marks, rainfall, sales). 

(ii) Select your data 

Highlight the table including headers. 

(iii) Insert the line graph 

Go to the Insert tab → Charts group → Click the Line Chart icon. 

Choose Line, Stacked Line, or Line with Markers depending on your needs. 

(iv) Customize the chart 

Add Data Labels: Right-click line → Add Data Labels. 

Change Line Style: Right-click line → Format Data Series → adjust thickness, color, or 

markers. 

Add Title: Click default title → type a meaningful one (e.g., “Monthly Rainfall Trend”). 

Style Options: Use the Chart Design tab for professional layouts. 

(v) Move or resize 

Drag chart to a new location or resize using corner handles. 
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Example 5 

The table below show the temperature of a place A for seven consecutive days at noon 

Days Temperature (0C) 

Mon 20 

Tues 22 

Wed 21 

Thu 28 

Fri 24 

Sat 23 

Sun 26 

 

Enter the information into a spreadsheet and use it generate the following line graphs 

(i) 

 

(ii) 
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Example 6 

The table below show the temperature of a place A for two consecutive weeks at noon 

Days of the week Temperature (0C) 

Week 1 Week 2 

Mon 20 23 

Tues 22 20 

Wed 21 21 

Thu 28 24 

Fri 24 26 

Sat 23 24 

Sun 26 27 

 

Enter the information into a spreadsheet and use it generate the following line graphs 
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TOPIC 1/2: ELECTRONIC PUBLICATION 

Competency: The learner uses desktop publishing software (e.g. MS Publisher) to design and 

produce simple publications such as business cards, flyers, calendars, invitation cards, 

letterheads and certificates. 
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Electronic publishing 

Electronic publishing (e-publishing) is the process of creating, distributing, and accessing 

publications in digital form rather than on paper. It covers e-books, online journals, 

magazines, newspapers, and interactive content that readers can access on computers, 

tablets, smartphones, or e-readers. 

Meaning of Electronic Publishing 

(i) Electronic publishing (also called digital publishing or online publishing) uses 

Information and Communication Technology (ICT) to produce and share information 

electronically. 

(ii) Unlike desktop publishing, which prepares documents for print, e-publishing keeps 

the final product in digital form. 

(iii) Content can include text, images, audio, video, graphics, and interactive features. 

Key Features 

(i) Digital formats: PDF, EPUB, HTML, multimedia files. 

(ii) Accessibility: Available 24/7 globally via the internet. 

(iii) Interactivity: Hyperlinks, embedded videos, quizzes, comments. 

(iv) Searchability: Full-text search makes information retrieval faster. 

(v) Dynamic updates: Content can be revised instantly. 

(vi) Analytics: Publishers track reader engagement and optimize content. 

Advantages 

(i) Instant access: Readers download or stream content immediately. 

(ii) Lower costs: No printing, shipping, or storage expenses. 

(iii) Wider reach: Global distribution without physical barriers. 

(iv) Self-publishing: Authors can publish independently. 

(v) Adaptability: Content can be resized, reformatted, or translated easily. 

 

Challenges 

(i) Digital divide: Limited access in rural areas without internet. 

(ii) Copyright issues: Piracy and unauthorized sharing. 
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(iii) Technology dependence: Requires devices and electricity. 

(iv) Reader preference: Some still prefer printed books. 

 

Summary Table 

Aspect Description Example 

Meaning Digital publication of content E-books, online journals 

Features Multimedia, interactivity, searchability Kindle, Google Books 

Advantages Instant access, low cost, global reach Online newspapers 

Challenges Piracy, digital divide, tech reliance Rural Uganda schools 

 

Ugandan Context 

(i) Universities and schools increasingly use e-publishing for textbooks and research 

papers. 

(ii) Government agencies share reports online instead of printing. 

(iii) Local authors can self-publish e-books, reaching wider audiences without costly 

printing. 

(iv) Mobile phones dominate access, with students reading notes via WhatsApp, Google 

Drive, or PDF apps. 

 

This a practice lesson  

3. Designing a business card 

Step-by-Step Process 

(i) Open Publisher 

Launch Microsoft Publisher → Select Business Cards from the 

template gallery. 

(ii) Choose a template 

Pick a ready-made design or start with a blank layout. 
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Templates save time and ensure proper card dimensions (standard 

size: 3.5 × 2 inches). 

(iii) Insert business details 

Add your name, job title, company name, phone number, email, 

and address. 

Example: 

John Okello 

Marketing Manager 

Okello Enterprises 

Tel: +256 700 123456 

Email: john.okello@company.com 

(iv) Add branding elements 

Insert your company logo (Insert → Picture). 

Use consistent colors and fonts that match your brand identity. 

(v) Format the card 

Adjust text size and alignment. 

Use bold for your name and job title. 

Keep fonts simple and readable (e.g., Arial, Calibri). 

(vi) Add design features 

Shapes, borders, or background colors can make the card stand out. 

Avoid clutter—keep it professional and minimal. 

(vii) Preview and print 

Use Print Preview to check layout. 
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Print on thick card stock for durability. 

You can also export as PDF for digital sharing. 

Exercise 1 

Use electronic publisher to generate a business cards shown below 

 

 

 (ii) 
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4. Designing a business card 

Designing an invitation card using electronic publishing software (like Microsoft 

Publisher) is a creative way to produce attractive, personalized invitations for events 

such as birthdays, weddings, graduations, or school functions. 

Step-by-Step Guide 

(i) Open Publisher 

Launch Microsoft Publisher → Select Invitation Cards from the template 

gallery. 

You can also start with a blank page and set your preferred size (e.g., A5 or 5×7 

inches). 

(ii) Choose a template 

Pick a design that suits your event theme (formal, casual, festive). 

Templates include placeholders for text and images. 

(iii) Insert event details 

Add the event name, date, time, venue, and host information. 

Example: 

You are cordially invited to 

Sarah’s Graduation Party 

Date: Saturday, 25th July 2026 

Time: 2:00 PM 

Venue: Gyomat School Hall, Kampala 

RSVP: +256 700 123456 

(iv) Add decorative elements 

Insert images, shapes, borders, or clip art to match the occasion. 

Use soft colors for formal events and bright ones for celebrations. 

(v) Format the text 
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Choose elegant fonts (e.g., Times New Roman, Gabriola, or Calibri). 

Center the main message and use italics or bold for emphasis. 

(vi) Add background and logo 

Apply a gradient or patterned background. 

Include a school or business logo if relevant. 

(vii) Preview and print 

Use Print Preview to check alignment and spacing. 

Print on high-quality paper or export as PDF for digital sharing. 

 Exercise 1 

Use electronic publisher to generate a invitation cards shown below 
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(ii)  

 

  

 

Vote Dr. Bbosa Science President of Uganda 2031→ 

Time, t, is now!!! 

 Thank you  

Dr. Bbosa Science 


