Spreadsheet Basics


Organization of Spreadsheets:
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 Spreadsheets are comprised of a series of cells organized in rows (1, 2, 3, etc.) and columns (A, B, C, etc.)
 Cells are named by column first, followed by row, i.e. B3 (indicated in blue above)

  Electronic spreadsheets can be set-up to automatically calculate formulas using data entered into each cell. A cell may contain data, formulas or both.

Math Operators (not just symbols):
Electronic spreadsheets use the following mathematical operators to create formulas:

     + (addition)
     - (subtraction)
     * (multiplication)
     / (division)
     ^2 (exponent—“raised to the power of” in this case 2)
    ( ) (group)
 

Note: The following are symbols, not operators:  ∑   √   ≠   ≈ 
Order of Operations:
 1. Operations in parenthesis, inner to outer, left to right
        2(3+ (4 * 5))
 2. Exponents 
 3. * & / Left to right
 4. + & - Left to right

Formulas in Spreadsheets:
   = indicates a formula to be calculated (comes before the formula)  
               =2(B3)/4
 : (colon) indicates all cells from the first cell to the last cell, inclusive ( B1:B3 means cells B1, B2, and B3
 
Introducing Excel:
 The most well-known spreadsheet software is Microsoft Excel®.
 Excel organizes cells into worksheets which are saved as files called workbooks. By default, Excel opens with 3 worksheets in a workbook (see picture below).
When you save an Excel project, the workbook is given a name (see red circle below). Excel workbook files end with the extension .xls.

Worksheets are selected by clicking on the appropriate tab (circled in green below). These tabs can be renamed--and each must be named differently from any other worksheet in that workbook. Rename a tab by right-clicking on the tab and choosing the appropriate item from the context menu.

[image: image1.jpg]&)

|vome | e pagelwost  fomuis  Dats  Revew View Avonat = x
ot i -l -[& x| Wiap Tet Geners B 7 s e i N o 5( H
33 Copy ] Fin -
e Bz uE |5 A e 8 1] Conationsl Fomat Cel | nsert Deite Format sota Fna
5 Fomatraie | (B £ 1 ~|[ L[| &0~ A | b ns e B (G | 5 SR DS T D e saea~
G Font 5 signment 5l e s sy cons cating
A -G £ v
L [ wm [~ ol » [ alxs s

I e [ c | o [ & [ [ o [ [ [ [«
s
:
s
5
;
f
s

&)





Entering data into an Excel worksheet:
Enter data into a worksheet in three basic ways: type it in directly, copy and paste from another document or import it from another file using "open" under the File (Home) menu.

Formatting data in an Excel worksheet:
Data in a cell can be formatted to automatically appear--and function--in a certain way. Formats for dates, money, and basic types such as numerical data and textual data can be selected from the Data menu. Data must be numerical in order for functions to act upon them. Textual data can be sorted and located, but not be the subject of a formula.

Creating formulas in Excel:
Create functions in Excel in two basic ways: 

  1) Type it in by selecting a cell and typing the formula into the textbook at the top labeled fx.

  2) Use the formula wizards under the Formulas menu.

Manipulating data in Excel:
Excel can sort and rearrange data using the sort functions found under the Data menu. You can sort using up to three parameters at a time.

Graphs and Charts in Excel:
Excel can create various charts and graphs automatically using the data in each worksheet. Charts and graphing functions are found under the Insert menu. You must select the data to be graphed or charted and then insert the chart. Charts can be formatted and modified after they have been inserted by right clicking on any element of the chart and choosing the desired action from the context menu ("It's as easy as PIE").
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