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Spreadsheets 

 

Wouldn’t be great if you had a software program that could do all 

your math homework for you?  Wouldn’t it be nice to just list your 

grades and always know you average in a class?  (Well, maybe that’s 

not a good thing—all the time!)  If you planned a trip, wouldn’t it be 

nice to list all your costs and have the computer figure out how 

much it is going to cost?   

 

Spreadsheet1 is software that helps people answer “What if” 

questions.  Spreadsheets arrange information into columns and rows 

on a grid.  You can do mathematical calculations like adding, 

subtracting, multiplying and dividing.  By combining these 

operations, you can answer complex questions.   

 

Once you get the answers, spreadsheets can create charts and 

graphs to show your answers.    Charts and graphs make your 

information easier to understand.  They look great in research 

reports and class presentations, especially when they can be printed 

in color and 3-D. 

 

A spreadsheet’s columns2 are vertical arrangements of information 

and identified by letters.  The letters are in alphabetical order.  

The letters continue until the columns run out.  At the end of the 

alphabet, the letters start over AA, AB, AC and so on. 

 

A spreadsheet’s rows3 are horizontal arrangements of information 

and are identified by numbers.  The numbers continue in order until 

the rows run out. 

 

Where a row and a column meet, a box called a cell4 is formed.  The 

cell is identified by the column letter and row number, this is called 

the cell address5.  So the black cell below is cell B3.  The cell 
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address of the cell marked with the cross lines is D6.   A7 is the 

Active Cell6, or the cell in which the entry will be made.   

 

 
  A B C D E 

1           

2           

3           

4           

5           

6           

7           

8           

 

 

 

Find the address of the active cell in the upper left corner of the 

screen.  This is called the name box7.  It shows the cell address of 

the active cell.   

 

Next to the name box is a box that begins with an “=” sign.  This 

box is called the formula bar8.  This is where we type formulas that 

will work on the numbers we put in the spreadsheet. 

 

Excel is made up of Books9 like Word has documents.  Books are 

divided into sheets10, like documents are divided into pages.  At the 

bottom of the worksheet are the sheet numbers.  Sheets may be 

added or deleted as needed.  To change the name of the sheet, just 

click and highlight the word “sheet”.  Type a new name. 

 

A group of cells next to each other are called a range.11  Highlight 

the cells to form a range.   
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Words or Numbers? 

 

Did you know that Excel can have either words or numbers in the 

cells?  Words are called labels12 or text13.  Numbers are called 

values14.   Dates are special numbers.  Dates can be written with 

words, like September 11, 2000, but they are treated like numbers.   

 

Excel cannot add, subtract, divide or multiply labels.  Labels are 

automatically left justified in a cell.  That is, the program’s default 

is to place the letters starting on the left side of the cell.  You can 

change alignment by clicking on the justification icon in the toolbar 

OR formatting a cell.   We will discuss the format menu in another 

lesson. 

 

Sometimes, the text or label is bigger than the cell.  The label will 

spill over into the next cell if the cell is empty.  If the neighboring 

cell is not empty, the label will seem to disappear.  But it is still 

there!  It is just hiding since it does not have room to appear. 

 

Values can be added, subtracted, divided and multiplied in Excel.  

Values are automatically right justified in a cell.  This is how you 

would write the number on a piece of paper.  Just as with labels, the 

alignment can be changed. 

 

When the value is too big for a cell, it does not spill over into the 

next column, whether the column is empty or not.  You might see 

the number expressed as Scientific Notation; or you might see the 

several #### signs in the cell.  Simply increase the size of the 

column. 
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Formatting the Spreadsheet 

 

Let’s discuss how to make the spreadsheet look like we want.  You 

can change the gridlines, font, number style, alignment, or shading 

to create a special look.  You find all these commands under the 

format command.   

 

 
 

This is the format cell dialog box that appears when you click on the 

format command, on the home ribbon. We will discuss each tab. 

 

Number…this tab offers different styles for numbers.  You can add 

currency signs, decimal places, change the way a date appears, or 

add percentage signs.   
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Alignment determines where the entry appears relative to the cell 

borders.  In this tab you find the command slant the font.  You will 

also mind the Merge Cells15 command that will join several cells 

together and treat them as one cell.  Shrink to Fit16 makes the 

entry fit the cell no matter how big it is.  Wrap Text17 causes the 

cell to grow vertically to show all the words in a cell.   

 

The font dialog box is the same as found in Word.  It allows you to 

change the font, font size, color and add attributes to the text or 

values. 

 

You can truly customize with borders.  This is where you indicate 

how you want the gridlines to appear.  By making different gridlines 

appear on your spreadsheet you can create many effects on your 

spreadsheet.  

 

The cells can be shaded or colored in the Fill tab.  You can bring 

attention to specific cell by coloring it.  

 

What if that column is too small?  Again go to format, choose 

column, width.  Also under this command is Autofit.  Use this column 

to make the column automatically widen to fit the entry!  

Sometimes you need a column to calculate an answer but you don’t 

want it to show on your spreadsheet.  So you might want to hide it.  

Find that command here too. 

 

You can do all those things to rows too!!!  Just go to format, choose 

row, and the command you want. 

 

Now you can customize your spreadsheet and give it your special 

touch!  
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Let’s get down to business! 

 

There are lots of uses for spreadsheets…create forms, sort lists, 

or just play with it!  But spreadsheets are also tools that should 

work for us.  The basis of the spreadsheet’s work is the formula.  

Let’s learn to create formulas. 

 

All formulas begin with an equal sign.  Add numbers and math 

operations, and you’ve created a formula.  Now let’s look closer. 

 

If we want to add numbers, we simply enter them.  But if we want 

to change those numbers, we have to change the formula!  Click in 

the formula bar and edit the formula.  Isn’t there an easier way?  

Yes! 

 

Put the numbers you want to add in cells. Then tell the spreadsheet 

to add the contents of the cells.  You do this by putting the cell 

address in the formula.  For instance =B1 + B2.  This means add the 

numbers in B1 to the numbers in B2.  Now if you have to change one 

of the numbers, you just change it in the cell.   

 

Now lets go one step further.  Suppose you decide to add another 

number.  Insert a cell between B1 and B2.  Write your formula using 

a function18.  A function is a shortcut that Excel sets up to do a 

specific math operation.  To add numbers, the function is called 

SUM.  Also add a range.  Rewrite your formula to read:  

=SUM(B1:B3).   Sum is the function.  B1:B3 is the range.  Now as you 

add more and more cells between B1 and B3, they are automatically 

included.  Now your formula is in the best shape!  You can make 

changes easily without changing your formula!
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Name _________________________  Teacher ___________________ 
                                                           

1 Spreadsheet _____________________________________ 

 
 

_________________________________________________ 
2 Column _____________________________________ 

 
 

_________________________________________________ 

 
3 row _____________________________________ 

 
 

_________________________________________________ 

 
4 cell _____________________________________ 

 
 

_________________________________________________ 

 
5 cell address _____________________________________ 

 
 

_________________________________________________ 

 
6 Active cell _____________________________________ 

 
 

_________________________________________________ 

 
7 Name box _____________________________________ 
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Name_______________________Teacher_______________ 

 
8 Formula Bar_____________________________________ 

 
 

_________________________________________________ 

 
9 books _____________________________________ 

 
 

_________________________________________________ 

 
10 sheets _____________________________________ 

 
 

_________________________________________________ 

 
11 range _____________________________________ 

 
 

_________________________________________________ 

 
12 label _____________________________________ 

 
 

_________________________________________________ 

 
13 text _____________________________________ 

 
 

_________________________________________________ 
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Name ______________________ Teacher _______________ 

 

 
14 value _____________________________________ 

 
 

_________________________________________________ 

 
15 merge cells _____________________________________ 

 
 

_________________________________________________ 

 
16 Shrink to Fit _____________________________________ 

 
 

_________________________________________________ 

 
17 Wrap Text  _____________________________________ 

 
 

_________________________________________________ 

 
18 function _____________________________________ 

 
 

_________________________________________________ 

 


