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What is Spreadsheet with respect to computer? 
It is the computer equivalent of paper ledger sheet and other accounting related 
books. 
By Definition, Spreadsheet is a computer program or application software that 
allows easy entry, organizing, storing and manipulation of figures, equations and texts 
used commonly for analysis and other financial –related tasks.  
Spreadsheet is an application software that allows for entering, analyzing, and 
calculating data. 
One importance of using a spreadsheet is that one can experiment with numbers 
without having to redo all the calculations. They are instantly updated if one of the 
entries is changed without using erasers, new formulas or calculators. They are very 
valuable tool in business. 
 
Uses 
Although the common uses of spreadsheet include analysis, charting, and budgeting, 
it can also be used in the following ways 

 To store and organizing data  
 To performing Mathematical operations such as summing, columns and rows of 

figures, finding the average, maximum and minimum values in specified range 
of values 

 To produce Graphs and charts (bar chart, pie chart etc.) to assist users in 
identifying data trend 

 It is used to carry out statistical analysis 
 Sorting and filtering data to find specific information 
 It is use to create budgets and forecast future performance  
 It is used to prepare payroll, business account, academic analysis calculate tax, 

profit, loss and revenues. 
 
Examples  
Microsoft excel, VisiCalc (which is the oldest), lotus 1-2-3, Quattro pro, Microsoft Work 
spreadsheet, write excel, Kingsoft spreadsheet, Numbers (developed by Apple), 
Google Sheet (which is used online and it is free) and so on. 

 
MICROSOFT EXCEL 

This is a spreadsheet program used for storing, organizing and manipulating data 
(mostly numeric data). It is made up of workbook which holds worksheets that consists 
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of columns and rows and their intersections are called cells. It is an environment that 
makes number manipulation easy. 

 
DEFINITION OF WORDS ASSOCIATED WITH CREATING MICROSOFT EXCEL 

Workbook: this is a combination of several worksheets and charts and saved as one 
file.  
Worksheet: this is the total collection of cells in a workbook. The worksheets 
generally contain related material. A worksheet is an electronic spreadsheet that lets 
you enter, analyze, and calculate data. These can be deleted or more worksheets can 
be added. 
 
Column in spreadsheet is defined as the vertical space that is going down the window 
in a worksheet. It can also be referred to as the vertical divisions of a worksheet 
identified by letters. Alphabet/letter is used to designate each column location. 
Example A, B, AA, BZ, AAK, XFD etc. 
Row is the horizontal space that is going across the window in a given worksheet. It 
can also be referred to as the horizontal divisions of a worksheet that are identified by 
numbers. Numbers are used to designate each row location. Example 1, 2, 3, 2000 
etc. 
Cell: the intersection point between a specified row and column is a small rectangular 
box known as cell. It is a basics unit for storing data in a spreadsheet. It can contain 
a label, a numeric value, or a formula. Because an excel spreadsheet contains 
thousands of these cells, each is given a cell reference or address to identify it. 
Cell referencing/Address is the column letter and row number where the cell 
intersects. Example B4 is the intersection of column B and row 4. The combination 
begins with first, the columns (in alphabets) and then the row (in numbers) examples 
A3, B6, AA345 etc. There are two types pf cell referencing; Absolute and relative cell 
referencing. 

Absolute Cell Reference: An absolute address in a formula refers to a specific 
cell location. Absolute references do change when you copy and paste or fill 
them down or over. Absolute references are created by adding a $ sign in front 
of each character in the cell address. For example, $B$4 will always refer to cell 
B4. 

Relative Cell Reference: A relative address is a standard cell reference. 
Example: B4, U2. A relative cell references changes when copied and pasted 
to a new cell or is filled down a series of rows or across columns. 

 
Active cell: this is the current or selected cell that is being worked on. Its address 
(location) is shown in the name box.  
AutoFill: AutoFill is the Excel feature that allows you to automatically copy cells and 
fill them down or across a series of cells. 
Borders: Lines around your cells or range of cells to enhance the readability and/or 
appearance of your spreadsheet. 
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Formula Bar: The formula bar is located under the toolbars at the top of the working 
screen. It contains the edit line for working with formulas, or other content of a cell 
and provides information contained in a cell. 
Wrap Text: Wrap Text is a cell formatting option that forces text to break into lines 
within a cell. 
 

TYPES OF DATA IN A SPREADSHEET 
There are three basic types of data that can be entered here 
 
Labels: these are text entries and do not have values associated with them. They are 
used to identify the subject matter. Labels are not for the computer but for the users. 
Examples wages, names, age, day etc. 
Constants: these are entries with specific fixed values or fixed number data. They 
are typed into the computer with just the numbers. Example 5, 3.75, -7.5 etc. 
Formulas: A formula is a mathematical statement usually containing cell references 
and/or numbers and mathematical operators. These are entries that have an equation 
that calculates the value to be displayed. We do not type in the numbers we are 
looking for; but the equation, using the cell reference of where the data is stored. This 
equation will be updated upon the change or entry of any data that is referenced in 
the equation. Formulas are mathematical equations. Example 8*5+3, A1+B2*C5, B2-
B4, AX12/XFD12 etc. Formulas always starts with an equals sign (=). 

 
METHOD OF SELECTING CELLS 

Selecting cells in an equation is a very important concept in spreadsheet. To do this, 
it is important to know how to reference the data in other parts of the spreadsheet. 
When entering selection, the mouse or keyboard may be used. Several cells are 
selected if the starting and stopping cells are known. This will select the entire cell 
within the specified block of cell. If the cells to be worked on are not together, commas 
are used to separate the cells involved or hold down the ctrl key and select the cells 
required. This will automatically insert the commas. 
NOTE: ALL formulas MUST begin with an equal sign (=) and they also use the 
BODMAS Principle in Mathematics. 
 

Basic math’s functions 
Spreadsheet has math’s functions built into them. The most basic operations are 
multiplication, division, and addition, subtraction, maximum and minimum.  
Arithmetic Operators: The characters used to calculate numbers within a formula. 
Addition (+), Subtraction (-), Multiplication (*), Division (/) 
 
Functions: A function is a pre-set formula. The function name tells Excel what 
calculation you want it to perform. 
 
Sum function: this takes all of the values in each of the specified cells and totals 
them. The syntax is: =SUM (first value, second value, etc.) in the first and second 
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spots, any of the following can be entered (constant, cell, range of cells). Blank cells 
will return a value of zero to be added to the total. Text cells cannot be added to a 
number it will produce an error. 
The average function: finds the average of the specified data. The syntax is as 
follows. =Average (first value, second value, etc.) Text fields and blank entries are not 
included in the calculations of the Average Function. 
Maximum (max) function: This will return the largest (max) value in the selected 
range of cells while Minimum (min) function return the smallest (Min) value in the 
selected range of cells. Blank entries and text are not included in both functions. 
Sorting: Sort is a command which automatically arranges selected data 
alphabetically or numerically in either ascending or descending order, to do this, it is 
important to highlight all of the data you want included in the sort. 
Filter: with this function, you can eliminate data that are not required thus leaving the 
user with the required. 

Examples 

 A B C D 
1 2 4 6  
2 1 3 5  
3 5 4 1  
4     

  
To sum the first row i.e. 2, 4, 6 
Make D1 the active cell and type in    =SUM (A1:C1) OR =SUM (A1, B1, C1) OR = 
(A1+B1+C1) then press enter 
 
To fill the others, you either drag down from D1 or select the required and use fill down 
feature. 
 
For average of 2, 4, 6 
=AVERAGE (A1:C1) OR =AVERAGE (A1, B1, C1) 
 
For maximum of 2, 4, 6 
=MAX (A1:C1) OR =MAX (A1, B1, C1) 
 
For minimum of 2, 4, 6 
=MIN (A1:C1) OR =MIN (A1, B1, C1) 
 
To multiply 2, 4, 6 
= (A1* B1*C1) 
 
To divide 6 by 2 
= (C1/A1) 
 
To subtract 2 from 4 
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= (B1-A1) 
 
To add and multiply, enter the formula having in mind the BODMAS principle. 
Example to multiple 4 and 6 and add 2 
= (A1+B1*C1) 
 
But to add 2 and 4 and then multiple by 6 
= ((A1+B1)*C1) 
 
To find grade (A, B, C, D, F) in Microsoft excel 
=IF(C2>69,"A",IF(C2>55,"B",IF(C2>50,"C",IF(C2>45,"D","F")))) 
C stands for the column you want to grade,  > stands for the logic operation together 
with “if”  
 
To find rank (position) 
=RANK(R2,$R$2:$R$51) 
Where R is the column for the average or total and the numbers is the row reference 
label 2 and 51 the range of people in the worksheet 
 

 
LOADING MICROSOFT EXCEL 

The processes used to load Microsoft word applies to Microsoft excel but after clicking 
or selecting Microsoft office, click or select Microsoft excel (not Microsoft word). 
 
For saving, retrieving and exiting of Microsoft excel spreadsheet; the process is 
exactly the same as that used in Microsoft word document both when using a mouse 
or keyboard. The keyboard shortcut keys remains Ctrl + S (to save), Ctrl + O (to open 
and Alt + F4 (to close or exit the program).  
Note: some of the shortcut keys used in creating Microsoft word document also apply 
in creating Microsoft excel spreadsheet. Example Ctrl + B, Ctrl + C, Ctrl + U, Ctrl + I, 
Ctrl + Z, Ctrl + Y, Ctrl + V 
 

ADVANTAGES OF SPREADSHEETS 
Spreadsheets are preferable to manual calculation and recording of data for a 
variety of reasons, one very obvious reason is the unlimited space allowed to the 
user. 
Other Advantages are: 

• Information is organised and easy to access 
• Calculations are correct 
• Information is easy to edit if a mistake is noticed by retyping or using ‘undo’ 
• Calculations are completed automatically 
• Data can be easily sorted, filtered and quickly analysed 
• Reports can be made more visual by using charts and graphs 
• It makes information easy to transfer 
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DISADVANTAGES OF SPREADSHEET: 
• Power supply is usually required 
• Devices and software used are expensive 
• It requires a trained person to use it 

 
 
To print out a whole work in excel 
Go to page layout 
Set the margins, orientation, size 
Go to scale to fit on same screen and select page one for both width and height 
Go to sheet option and tick on print under gridlines if u want the lines wen printing 
Preview page before printing 
 

BELOW IS AN IMAGE OF A SPREADSHEET ENVIRONMENT 
(This is what a spreadsheet environment look like) 

 
 
 

 

PRACTICAL CLASS ON CREATING FILES, FORMATTING, APPLYING 
FORMULAS, USING BUILT IN FUNCTIONS, PRODUCING CHARTS, SAVING, 

RETRIEVING, AND PRINTING USING MS EXECEL. 

 


