Spreadsheet Concepts

· Cells with a unique address – identified by its row and column location as in a matrix.

	
	A
	B
	C
	D

	1
	A1
	B1
	C1
	D1

	2
	A2
	B2
	C2
	D2

	3
	A3
	B3
	C3
	D3

	4
	A4
	B4
	C4
	D4


· A range of cells is any rectangular block of contiguous cells
A1:D2 – the first two rows of cells in the above table,

B3:C4 ?




· A cell is a data holder!

· Each cell can have (hold) three data types – text, numbers, and formulas;

Text – words, numbers as identifiers, symbols

Numbers – for computational purposes

Formulas – use to express mathematical relations


Entering Data
· Must tell software package (EXCEL) where you want data to appear by going to a particular cell uniquely identified with a cell number then click with Mouse;

· Type in data, text, numbers, or formula;

· Press enter to submit data for storing in that cell address.
Editing and Deleting Data

· Go to a particular cell uniquely identified with a cell number then click with Mouse;

· Overwrite with new data if editing;

· Press delete key if deleting;

· Use format bar to change the appearance of the cell’s content.


Entering Formulas

· Go to a particular cell uniquely identified with a cell number then click with Mouse;

· Precede all entries with a “=” sign to signify a formula submission;

· Type in formula and press enter.

· Mathematical operations:

1. Exponentiation  “^ “;

2. Division “/” ;

3. Multiplication “*”;

4. Addition “+”;

5. Subtraction “-“;

6. Bracketing expressions “(  )”.

· Hierarchy of Operations

(  ), exponentiation, multiply/divide, add/subtract

Relative Addressing
Operations performed in column C are referred to values of addresses above and to the left of the cell of interest. 

· Example:  the value of C2 is the sum of C1 (above) and B2 (left) so is the value of C3, C4, C5, and C6.

· This is the result of copying the formula in C2 and pasting it to C3, C4, C5, and C6.   

· Relative addressing is applied to the copying and pasting procedure!!!

Absolute addressing:
Whenever a value in a given cell must be used,  we must indicate our intentions by using “$” symbol:

	
	A
	B
	C

	1
	
	
	0

	2
	1
	4
	=C1+$B$2
	4

	3
	2
	
	=C2+$B$2
	8

	4
	3
	
	=C3+$B$2
	12

	5
	4
	
	=C4+$B$2
	16

	6
	5
	
	=C5+$B$2
	20


· Here the value of address B2 is always used by putting “$” sign in front of B and of 2.

Naming Ranges

· Another convenience feature in EXCEL

· A group of cells can be given a “name” and the “name” represents that group of cells.

Example:  Suppose the group cells A3:F3 is called “Rich”, then the sum of the values in A3 to F3 can be computed using 
“= Sum(Rich)” instead of  “= sum(A3:F3)”.
Workbooks
· Separate window in application.

· Open a new workbook from File menu or Standard toolbar.

· Number of open workbooks limited only by memory.

· Workbooks may contain multiple worksheets.

Formatting Worksheets
· Changing the font color
· Changing (painting) the back color

· Setting Width/Height

· Creating a border

· Column Headings

· Labels

· Merging Cells

Cell References (Ranges)
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Reference Number of Cells Description

A1 1 References a single worksheet cell.

C3:G6 20 References a contiguous range of

worksheet cells.

A1,A3 2 References two worksheet cells.

I:I Up to 65.536 References an entire column.

12:12 Up to 256 References an entire row.

C3:G6, A8:C9 26 References two contiguous blocks

of worksheet cells.

Worksheet Cell References

Reference Number of Cells Description

A1 1 References a single worksheet cell.

C3:G6 20 References a contiguous range of

worksheet cells.

A1,A3 2 References two worksheet cells.

I:I Up to 65.536 References an entire column.

12:12 Up to 256 References an entire row.

C3:G6, A8:C9 26 References two contiguous blocks

of worksheet cells.


Cell Formatting
· Data Types:

· General

· Number

· Currency

· Accounting

· Date

· Time

· Percentage

· Fraction

· Scientific

· Text

· Special
PAGE  


11








