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How spreadsheets work

The most popularspreadsheet programis Microsoft Office
Excel. Free alternativesinclude OpenOffice Calcand Google
Docs, which runs in a web browser.

* Aspreadsheetfileis made up of one workbook and
multiple worksheets. Worksheets appear as tabs at the
bottom of a workbook. They can be reordered and
renamed.

* Everycellinaspreadsheetorworksheethasaunique
cell reference, which consists of aletterand a number.
The letterrefers tothe columnand the numberrefersto
the row.

» Data can be typeddirectlyintoacell orintothe formula
bar. To the left of the formula bar you will find the name
box. It shows the selected cell.
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Summary of key information:

Formulas and functions

Formulas

=A1+A2
Addstwo cellstogether

=A1-A2
Subtracts one cell from another

=A1*A2
Multiplies one cell by another

=A1/A2
Divides one cell by another

Functions

=SUM(A1:A5)
Addsupthe valuesincellsAlto A5

=MIN(A1:A5)
Finds the smallestvalue fromthe cells A1to A5

=MAX(A1:A5)
Findsthe biggestvalue fromthe cells A1to A5

=AVERAGE(A1:A5)
Findsthe average of the valuesincells A1to A5
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Worked Examples
C D E

18 £6.99 1 6.99
19 £14.99 2 29.98
20 £6.99 1 6.99
21 Sub Total £201.83|
22 VAT £40.37|
23 Total | =E214£22 |
24 ' '

Example 1: In thisexample, you can see a formulawrittenin cell E23to add the
cellsC21 and E22

C D E
13 £12.99 1 12.99
14 £9.99 2| 19.98
15 £12.99 3|=C15*D15
16 £12.99 1 12.99
17 £12.99 1 12.99

Example 2: In thisexample, you cansee a formulawrittenin cell E15to multiply
the cells C15 and D15
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