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                                IT-Final Study Guideline - Grade 6
The exam will be completely practical in the following topics:
1- Using WPS sheets to make calculations using functions and formulas.
2- Representing a collection of data using charts.
3- Using Google Drive to make folders and add files.

The worksheets below will show you the pattern of questions. 

Calculations using functions and formulas:
1. Basic Functions and Operations
· Sum: How to add numbers in a range of cells.
· Example: =SUM(A1:A5)
· Subtraction: How to subtract numbers in cells.
· Example: =A1-A2
· Average: How to calculate the average of numbers in a range of cells.
· Example: =AVERAGE(A1:A5)
· Min/Max: How to find the smallest (Min) and largest (Max) numbers in a range.
· Example for Min: =MIN(A1:A5)
· Example for Max: =MAX(A1:A5)
2. Cell Operations
· Naming Cells: How to know the name of a specific cell (by row and column numbers).
· Merge Cells: How to combine multiple cells into one.
· Steps: Select cells, right-click and choose "Merge Cells".
· Example: Merging a title across columns.


3. Mathematical Formulas
· Multiplication: How to multiply numbers in WPS Sheets.
· Example: =A1*B1
· Division: How to divide numbers in WPS Sheets.
· Example: =A1/B1
4. Writing Formulas
· Be able to write basic formulas using:
· = (equals sign): Always start a formula with =.
· Basic operations such as + (addition), - (subtraction), * (multiplication), and / (division).

Preparation Tips:
· Practice typing formulas and using functions like SUM, AVERAGE, MIN, and MAX.
· Make sure to understand how to use cell references and naming.
· Practice opening the program and applying the above skills to a blank worksheet.








WPS Sheets Worksheet
1. Basic Functions and Operations
Task A: Enter the following numbers in cells A1 to A4:
· A1: 12   A2: 7    A3: 10     A4: 5
Tasks:
· In B1, write a formula to calculate the sum of the values in A1:A4.
· In B3, write a formula to find the average of the values in A1:A4.
· In B4, write a formula to find the maximum number from A1:A4.
2. Merging Cells
Task D:
Enter the following text in cells G1 to G3:
· G1: "Math"   G2: "Science"  G3: "History"
· Merge cells G1, G2, and G3 into one large cell, and change the text to "Subjects".
7. Challenge: Creating a Gradebook
Task G: Create a gradebook for three subjects. Use the following template:
	

Student Name
	math
	Science
	History
	Average

	Student 1
	80
	90
	70
	

	Student 2
	85
	75
	95
	

	Student 3
	90
	80
	85
	


Tasks:
· In E2, write a formula to calculate the average grade for Student 1 (use the formula =AVERAGE(B2:D2)).
· Apply the same formula to E3 and E4 for Student 2 and Student 3.


[bookmark: _heading=h.gm8gtb1i4cxu]Practical Worksheet : Representing a Collection of Data Using Charts in WPS Sheets
[bookmark: _heading=h.fz2ou8lysfp5]Objectives:
· Create a data table

· Insert a chart

· Format and label the chart


[bookmark: _heading=h.96mxvm1i9kuy]Instructions:
Step 1: Enter the data below into WPS Sheets
	Sport
	Number of Students

	Football
	12

	Basketball
	9

	Volleyball
	7

	Cricket
	6

	Badminton
	4



Step 2: Create a chart
· Select all the data.

· Go to the Insert tab.

· Click Chart, then choose Bar Chart or Pie Chart.




Step 3: Customize your chart
· Add a Chart Title: “Favorite Sports in Class”

· Change the color of the bars or pie sections.

· Make sure both axes (if using bar chart) have labels.
[bookmark: _heading=h.4hxzwn2n8sua]Practical Worksheet : Using Google Drive to Make Folders and Add Files
[bookmark: _heading=h.coenx4g8gxfk]Objectives:
· Create folders in Google Drive

· Upload files

· Move files into folders


[bookmark: _heading=h.yx95flknbg47]Instructions:
Step 1: Open Google Drive
 Go to: https://drive.google.com
✅ Tick once done: ☐

Step 2: Create folders
· Click on + New → Folder

· Name the folder: Science_Project

· Create another folder: Math_Work





✅ Tick once done: ☐

Step 3: Upload files
· Upload two files from your computer into Science_Project

· If no files exist, create a new Google Doc and name it Experiment Notes.

· Upload a picture if possible.

✅ Tick once done: ☐

Step 4: Organize
· Move the uploaded files into their correct folders by dragging them.

· Open the Math_Work folder and create a Google Sheets file called Homework.

✅ Tick once done: ☐

Step 5: Share a file
· Right-click Experiment Notes, choose Share

· Type your partner’s email and click Send
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