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Overview

Whet are Spreadshests?

fpreodshests

-Chot is raw number: and figures. Infarmation is whot we can

D umderstond from amnalysing dota.

— ~Thare are lots of different way: thot we can collect, loo and
+ o o— .| interprat dioto, including by wing sprecdhests.

" Fipreadshests arganise and skore data in meaning$iul ways so Hhat it
an be aomily accessed and amalysed. Computer spreadiheet o

particulary useful for powerful coloulations, grosh and chorks.

Formulas, Calculeating and Duplicating

Formulos & formiula can t2l o computer which mathematical operction to we for o cakulotion: odd,

Fuitiply, divide, or subfroct. (tolie telk the compuber wiich oata to e

+=zodd  -=-wbbract  ® = multiply i = divide
Sedect vowr cell. Lhe cell reference: (o oreote vowr formulon

=& spregdiheset it 0 computer opplicotion that allows users to i — e

arganise, analyie mnd fore doto in o bable. Progroms such o

Microsoft Excel and Google Dacs heldp user: to moke spreadshests.

-4 spreadshest con be maode up of multiple workshests, Thay ' —— i &

car ke reordered and renormed. Eoch cell ho: o unique reference, | |

mads up of o number (Ehe row) ond letber GEhe columng.

-DOoto heading: ollow data to be stared in a meaningful way. sepl jewAs BEl 0
-To select o cell, we clidk on it. To enter dota, we dowble cfids on [Le o L :

it. Data con be byped divectly into a o2l ar inta the farmula bar. e

-By clicking an a calumn ar rowwr, wee com sart infarmotion in T T [F (e

different wonps (=0, alphobetioolly, O-3, =bc

All fermadleg mup beglin Wik ihe = flga. =

E.g. |1 O3, you enter the formulo zDHEOZ. The ansser will app=ar in D%

Other Functions

Using Spreadshects

-Calculotions: Sormetime: thers are laros
amaunts aof doto Bhat reguire multiple or
cormplex sum. The ' or Sigrma’ oo (e
o=l depending on the program wvou are
wiing) can helg vou to find overaoses
{AVERAGE) add rmany c=lls tagether
{5UMY ond mary ather caloulatians.

U] &

~-Duplicating: Duplicating allews vou ba
create copies of the saome dobao, withowt
hiawing ba type i out multiple tirmes. The
copy and paste function {CirlC and then
Ctr+\) cam duplicate individuwal cells. You
can duplicate whole workshests by clicking
an the worksheet nome and selecting

Fricwe ar copy' then tick Screoate o copy’

-Forrmatting malee: o jprecdihest sosier ta
reod. Howvering the mouse batween bwo
colurmmyf rows allows the wer to drog them
ta the desired size. Right-clicking on o cell
amnd selecting Yormot cells' presents o number
aof optians, mcluding fonts, bord=rs, fill =tc.
-Charts ond graph: can be created wsing the
dotao in the ipreadihest. Selzct the charts
con (e below) and which fizlds o display in

Fhe w-ouis ond y-oous. |68 0= S ode o 3

~Tpreaddieaty are correnorly used by indradwak
and busmeses acrms Hee worid. They ore mest
comnoniy wed for orgonbing ond pressrting
finances, for sxormple budgets and finonoe
reports.

~Epraaduieaty oy be used by bwirese: to look
ok on pott incoeme ond expenciture ord to

forecot future pedformance, They ore ohi wed

for colouloting toxes and deduction. a
- Dptois oftes preepked inctobles or
graphs.

Importont Yooabulamny

Spreadiheet Dobo Heoding Cells Dota Colusnns cnd Rowes

Daoba Formot Cormmon Attribate

Evaluate Resul® Comporison

Fornula Colculation Cell Reference Operation Ronoe Graph Chort




