Instruction Guide of Assignment 5
You need to prepare three worksheets. They are name conversion, academic results and ranking.

In name conversion, you need to type in 20 names. They are all surname first. And then you need to convert them to last name first. The following Excel function can be used. They are =FIND( ), =LEN( ), =RIGHT( ), =LEFT( ) and =CONCATENATE( ).

In academic results, you need to use those names in name conversion again. You should in the first column, type in the class number. The second column is the name. And then marks of six subjects should be input. They are Chinese, Mathematics, English, R.S., Physics and History. The full marks of Chinese, Mathematics and English are all 200. The full marks of R.S., Physics and History are all 100. The passing marks of Chinese, Mathematics and English are all 100. The passing marks of R.S., Physics and History are all 80. Those passing marks should have the blue font color while the failed marks should be red font color. The subject average, subject highest mark and lowest mark of each subject among students should be prepared. The total marks of all students should also be prepared. The passing mark of the total mark is 420. 
Finally, the worksheet about ranking should be completed. All data in academic results should be copied to this ranking worksheet. And then they are sorted to find out the ranks of each student.
Tasks:

1. 
Set up Table 1.

Type in the Title (Academic Perfonnance) & Headers ( No, Name, Eng, etc..') into the particular cells.

2. 
Use command RANDOM to fill in marks for different subjects. Example: =RAND( ) * 300

3. 
Use command SORTING from the Data menu to sort the data according to the alphabetical order in Name column.

4 
Find out the average marks, maximum marks and minimum marks of each subject. e.g. =average(D5:D14) , =max(D5:D14) , =min(D5:D14)

5. 
Find out the total marks and average marks of each student e.g. =sum(D5:15), =15/11

6. 
Use command conditional formatting to set the failed marks in RED and the passed marks in BLUE.

7. 
Use command COUNTIF to find out the no. of fail and the no. of pass in each subject. e.g. =countif(D4:D15,"<150") , =countif(D4:D15,">=150")

8. 
Set up table 3.

9. 
Use command IF to test the marks in each subject. Use IF command to fill in "pass" or "fail" in the table. e.g. =If(D6>=150,"pass","fail")

10. 
Use command COUNTIF to count the no. of subject pass and fail. e.g. =countif(D5:125,"fail") or =countif(D5:I25, "pass")

11. 
Use command conditional formatting to set the text "fail" in RED and the text "pass" in BLUE.
12.
Use command RANK to set the ranking of each student in the last column. (Hint : use absolute addressing for the whole region of all students.)
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