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- Spreadsheets in a Nutshell

Spreadsheets in a Nutshell

Computer spreadsheets are a useful way in which to organize and calculate a variety of information dealing with numbers.  They can be used to help a storekeeper keep track of their stock, or calculate taxes applied to goods that they are selling, or by individuals to organize their own finances.  Often teachers will use spreadsheets to keep track of test scores and calculate student’s marks.

The most common spreadsheet used by personal and business users alike is Microsoft’s Excel.

What do Spreadsheets Look Like?

Spreadsheets are essentially tables that look and operate like the “Battleship” game that you used to play as a kid.  The spreadsheet has columns (up and down) usually labeled with letters and rows (left to right) labeled with numbers.


Within the “cells” or the blank boxes, a person can type words, insert numbers or create a equation that can be applied to other cells or boxes.  This is the important and neat thing about spreadsheets.  A person can insert a bunch of numbers and then create a column that will use those numbers in an equation to calculate sales tax or even calculate a student’s test score.

In order to use a spreadsheet you must first know how to identify a particular “cell” or grid block using the same format that you would use in “Battleship”.  Identify the Column first (using a letter), then the row (using a number).  See if you can identify the following numbered cells, the first one has been done for you.



For example:  Mr. Trickey creates a spreadsheet to keep track of his student’s test scores and calculate their average marks.  In the first column he places the student’s names, the other three columns are used to store or enter test scores, the last column is used to calculate the average of those test scores.  His spreadsheet would look something like this;


Notice the formula in cell block D2; =B2+C2/2.  The formula is telling the spreadsheet to add the numbers in cell B2 and cell C2 together and then divide the result by 2.  This is the formula for finding the average, adding all scores together and dividing by the number of scores you added together. 

The hardest part of understanding spreadsheets is recognizing the different symbols for multiplication and division.  Addition and subtraction are symbols that you already recognize ( + - ), and division is similar to the fraction sign ( / ) but the multiplication sign is  *.  Take the time to look at the number pad on your computer keyboard and familiarize yourself with the your multiplication and division symbols.

Use the following chart to help you memorize the different symbols that help perform simple calculations in Excel.

	Symbol
	What it does
	Example
	Explanation

	+
	Addition
	=B5+C5
	Adds the values in B5 and C5

	-
	Subtraction
	=C8-232
	Subtracts from the value in C8

	*
	Multiplication
	=D4*D5
	Multiplies the value in D4 by the value in D5

	/
	Division
	=E6/4
	Divides the value in E6 by 4

	^
	Exponent
	=E6^4
	Raises the value in B3 to the fourth power

	
	
	
	


Functions

Function formulas are special formulas that do not use symbols like +, -, *, ect.. to calculate a result.  There are more than 300 function formulas in Excel to help make complex calculations easier to complete, but you need only memorize a few basic ones.

	Function
	Description 
	Example

	SUM
	Adds all the values for the specified cells
	=SUM(B1:D1)

	:
	Range.  Instead of typing out each individual cell in a range, you would specify the range in the formula using the first cell and the last cell, separated with the :
	=SUM(B1:E1) would add the values in B1, C1, D1 and E1

	AVERAGE
	Calculates the average value of all the cells specified.
	=AVERAGE(A2:A6) would calculate the average values of the numbers found in cells A2, A3, A4, A5 and A6.

	
	
	


Your turn…

Answer the following questions

1. What value would be inserted into cell C3?


a. $0.95

b. $1.40

c. $12.57

d. $15.16

2. Which formula would be inserted into cell E2?

	
	A
	B
	C
	D
	E

	1
	EI
	CPP
	Provincial Tax
	Federal Tax
	Total Deductions

	2
	89.00
	72.15
	141.39
	256.27
	

	3
	
	
	
	
	


a. =A2+C2+D2

b. =A2+B2+C2

c. =SUM(A2:D2)

d. =AVERAGE(A2:D2)

3. The formula for cell E5 is =1.5*C5.  The formula for F5 is =B5*C5=D5*E5.  What is Serena’s gross pay?  Answer in dollars and cents and show your work.

	
	A
	B
	C
	D
	E
	F

	1
	Name
	Regular Hours
	Regular Pay Rate ($)
	Overtime Hours
	Overtime Pay Rate ($)
	Gross Pay

	2
	Jimmy
	40
	8.00
	7
	
	

	3
	Sean
	40
	7.50
	5
	
	

	4
	Angie
	40
	9.00
	12
	
	

	5
	Serena
	40
	9.60
	8
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Identify the cells labeled 1, 2, 3, and 4.





1.  B2		3. _____





2. ____	4. _____
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