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SPREADSHEET 

DEFINITION OF SPREADSHEET; is a computer application that enable the use 

tabulate and collect data which can be used to make calculation, show graphical 

representation or analysis, it compromises of group of cells arrange in rows and 

columns  

 

EXAMPLE OF SPREADSHEET; there are different examples of spreadsheet  

(1) lotus 123,  

(2) start view,  

(3) Microsoft excel,  

(4) Quattro pro, 

(5) super Cal and VisiCalc. The more powerful spreadsheet application support 

graphic features that enable one to produce chat and graph from the data. 

 

MS EXCEL; this is a powerful spreadsheet program which helps to organise data, 

complete calculation, it has rows and columns  

 

Uses of spreadsheet application; this is a program use to manipulate numeric 

data, you can even use spreadsheet program as a database, entry and storing 

records. 

OTHER USES INCLUDE; calculation, petty cash, recording and totally, cash 

flow, forecasting projection for future sales from past result, setting and keeping 

records of budget expenditure, statistical analysis of figure and examination 

result, daily sales and store date  

EXAMINATION RESULT; students examination result can be processed or 

computed using a spreadsheet package, also pay-roll; it can be used to calculate 

workers’ salaries in an organization before dispatching it to their accounts, 

features include; format, formula, recalculation, window size, row and columns  
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Spreadsheet terminologies;  

(1) Work book,  

(2) Word sheet,  

(3) Cell  

(4) Sheet tabs  

(5) Selector  

(6) Formula  

(7) Column heading 

(8) Row heading  

WORK BOOK; this is the collection of at least 3 work sheet or at most 255 

worksheets which are like pages in a note book. Work book is made up of 3 work 

sheet 

 

FEATURES OF SPREADSHEET;  

(1) It is very easy to use  

(2) It has strong analytical capability  

(3) It performs calculation easily  

(4) Versatile presentation of tools  

(5) It is made up of rows and columns  

(6) It has users interface form  

(7) Friendly importer of lotus 123 worksheet  

(8) It has an automatic calculation formula  

(9) It sorts data easily 

 

EXPLANATION ON SPREADSHEET TERMINOLOGIES; 

 (1) WORKSHEET; this is the working environment (areas) of the workbook. It 

is a rectangular grid of rows and columns  

(2) CELLS; this is the interception of rows and columns.  
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(3) ACTIVE CELL; a highlighted rectangular block in the spreadsheet. 

 (4) SHEET TABS; these are separate work sheet within a workbook windows. 

 (5) SELECTOR; it is the outline (circumference) that indicates the active cell  

(6) SCROLL bar; these are two scroll bars in the work sheet the the horizontal 

and vertical scroll bars, the scroll arrows is locate at the end of both bars 

 (7) STATUS BAR; it is always at the bottom of the excel window. 

 

EXCEL INTERFACE (THE WINDOW IN STARTING EXCEL) 

 File Tab: click to see Back stage view, where you can open or save files, 

create new sheet, print sheet and do other file related operations. 

 The Quick Access Toolbar: this includes save, undo and repeat commands, 

it gives access to common command, customise this tool based on your 

preference. 

 The Ribbon: Excel 2013 makes use of a tabbed ribbon system. The ribbon 

contains commands organized in three components: (a).Tab which 

contains a group of related commands e.g. Home, insert. Page layout are 

examples of ribbon tools. (b). Group which hosts organised related 

commands e.g. commands related to fonts, bold, underline and alignment. 

 Formula Bar: in the formula bar you can enter or edit data or a formula. 

 The Name Box: This displays the local or name of the selected cells in the 

image below, B4is selected, cell b4 is where column B and row4 intersect. 

 Worksheet View: View the workbook before printing, it can be page layout 

view or page break view. 

 Zoom Control: View buttons, page layout view. 

 Row Bar:  Number from 1 onwards, entering data maximum limit is 

1,048,576 rows. 

 Column: These are numbered from A onwards entering data from A-z, it 

starts the series of AA, AB and so on. Maximum limit is 16,584 columns. 

 Status bar; display the sheet information, contain, the total number of pages 

and and words in the document  

 Dialog box launcher; clicking this button opens dialog box or task pane 

that provides more options about the group. 

 The scrolling button; it display the first and last grouping of sheet tabs and 

are locate to the left of the sheet tabs calculation in excel  
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                              STUDENT RESULT SHEET 

NAME     ENG MATHS BIO ECONS GOVT SUM AVG 

Lucy 99 60 78 89 68   

Mark 78 99 59 79 99   

Mich 55 56 57 59 57   

Ify 32 23 78 50 78   

Anyi 45 56 78 90 58   

Dapo 90 65 34 87 45   

Hary 78 84 79 70 76   

 

(1) To get the sum>formula = sum (B2;F2) select G2 and type formula above 

_ press enter from keyboard. 

_ drag down to get the sum of other student. 

(2) To get the average> formula= average (B2;F2). 

-enter 

-type the formula as above 

-press enter from keyboard 

-drag down from H2 to get average of the students   

 


