Spreadsheets

Spreadsheet software: About 75% of users learn how to use Spreadsheet software. Spreadsheets allow a user to work with numbers. (The slang is number crunching). Spreadsheets have been around since the days of the Egyptians; what is new is computerized Spreadsheets. Spreadsheet software allows a user to play "what-if" analysis, which means the user can enter new data values and have the formulas automatically reflect the changes. A user would use Spreadsheet software to create documents like invoices, budgets, or other number-based work. The two most commonly used packages sold are Lotus 1-2-3 and Microsoft Excel. Like the two Word Processors, if a user learns one brand name Spreadsheet, he or she can easily learn the other. Spreadsheet software also has the ability to do analytic graphing, which is pictorial representation of the numbers. A user can create bar, pie, line, or a variety of other types of charts.

The first spreadsheet software was created for the Macintosh computer and it was called VisiCalc. When IBM decided to come into the PC market, the impetus for the success of their PC and other clone IBM's was the creation of a spreadsheet made for the PC. It was by a company called Lotus and they called their product Lotus 123. The 1 stood for spreadsheet. The 2 stood for database. (Lotus 123 had limited database ability). The 3 stood for graphics. Not only could you work with numbers via the spreader portion of the program, but you could create a visual representation of those numbers by the use of graphics.

Spreadsheets allow you to work with numbers. We call this number crunching. Any time you need to add columns of numbers, to create mathematical formulas, to create things like budgets, income statements, or things like grade sheets, you will want to use spreadsheet software. The most popular spreadsheet application today is Microsoft's Excel.

The real power of electronic spreadsheets is their ability to have what-if analysis. What-if analysis means that a person can change a data value and have the formula automatically update its answer. An example of this would be adding two numbers together. Say that the data values for those two numbers were 4 and 5. The formula to add the numbers together would show an answer of 9. What if I changed the first data value from a 4 to a 25? As soon as I enter the 25, the formula would change the answer to 30. Examples of what-if scenarios are: "What if I add more sales persons? How will that reflect on my sales figures?" "What if the costs of my raw supplies change, but I want to keep my retail price the same? How will that change my revenues?" What-if I spend less on entertainment this month? Will this help me meet my budget figures?". There are number of other what-if scenarios shown on page 389 of your textbook.

All spreadsheets are set up in rows and columns. The intersection of a row and a column is called a cell. The cell is referred to by its cell address. A cell address is the column letter and then the row number. In the spreadsheet below, the cell address of the number 3 would be A2. The cell address of the number 8 would be A4.


	Row
	Column A

	1
	Test Sheet

	2
	3

	3
	5

	4
	8


In word processing, we can see where we are on the document by use of the cursor. In spreadsheets, we call it a cell pointer. The cell that your cell pointer is on is called the active cell. You can have three things in a cell. Those items are labels, values, and formulas. Labels are words or things that we treat as words. The word Christine would be a label. The zip code of 96326 would also be a label. That is because the zip code is treated as a word, not a number. We would never want to add zip codes together. Other things that we treat as labels are phone numbers and social security numbers. Labels are always, by default, left aligned in a cell. Values are actual numbers that we will want to do math with. Values are always, by default, right aligned in a cell. Formulas are just what you think they are. If I want to add two numbers together and then multiply that result by 3, I would write the math formulas as

(num1 + num2) * 3 =

The only difference in writing formulas with spreadsheets is that we will never use the actual numbers. Instead we refer to the cell addresses. To add the numbers 3 and 5 in the spreadsheet shown above, we would not say 3 + 5. Instead, we would place the cell pointer in the cell where we want to see the answer and then write the formula. Using Excel, that would be written as = A2 + A3. The formula is called the actual value of the cell. The number that we actually see when looking at the spreadsheets (the 8) is called the displayed value. Formulas are always, by default, right aligned in a cell.

Because spreadsheets are almost always used for math, there are a number of commonly used formulas that the programmers have set up for you. For example, it is very common that a user would want to add a column of numbers together. Instead of having to write the formula to do this, a user can use one of the built in formulas called SUM. There are built in formulas for every common thing that you can think of: showing an average, showing a monthly payment for a loan, showing the absolute value of a number, showing a standard deviation, etc. These built in formulas are called functions.

A range is a square or rectangular an area of your spreadsheet that you select or refer to for some purpose. You might want to copy a selection of cells to another part of the work area or to another spreadsheet. You might want to delete selected cells. You might want to select the cells that you wish to add together. The cells of a range must be in adjacent cells. In the spreadsheet example shown below this paragraph, I could select the cells A2, A3, B2, and B3. It would form a square shape. All of the cells are adjacent to each other. I could not select cells A2, A3, B2, and C1 because the cells are not all adjacent and the form is not a square or a rectangle. Ranges are always referred to from the top left cell to the bottom right cell. The range that includes the words test sheet and the values 3, 5, and 8 would be A1:A4. (The colon key means through). The range that would include the numbers 3, 5, and 100 and the words my data would be A2:B3. The range that would include the numbers 100 and 250 and the empty cells of C3 and C4 would be B3:C4.

	Row
	Column A
	Column B
	Column C

	1
	Test Sheet
	
	1,500

	2
	3
	My data
	

	3
	5
	100
	

	4
	8
	250
	


When you use a spreadsheet, you just type the labels and values in without worrying abut any formatting. For example, if I want to type the words Test Sheet and I want that to be centered, I would just type it in. Later, I would use one of the formatting features to center the label. If I wanted to have a data value be $1,500, I would just enter the numbers 1500. I would then use the formatting to make the number show a comma and the dollar sign. If you are entering numbers that have decimal points, you will type the decimal. To show 15.75, I would type just that, 15 decimal point 75. You do not have to type leading zeros. If I want to have 4.50, I would only need to type the 4.5. My later choosing number of decimal places to show will display the leading zero. You can change the alignment of text in a cell to center or right, but it is advised to never change the alignment of values and formulas. Keep them right aligned. 

A very good rule of thumb when working with spreadsheets is to do it in this order:

1. Plan it on paper first

2. Type in all the labels and data

3. Save the spreadsheet.

4. Enter the formulas by either entering them yourself or using a function

5. Save the spreadsheet

6. Use the formatting features to make it look "pretty"

7. Save the spreadsheet.

What you book calls Charting (page 144) is also known as Analytic graphics allow you to create pictorial presentation of numbers. Your spreadsheet software allows you to create a large variety of graphics. These include bar charts, line charts, pie charts, area charts, surface charts, and bubble charts. Although you can create all of these types of charts, in the business world, the three most commonly used ones are the bar, line, and pie charts, with bar charts being the most popular. Excel makes a distinction between a bar and a column chart. One is vertical and one horizontal. Even though Excel calls one type column, it is just a vertical bar chart. The software allows you to add formatting to the charts, to place them anywhere you wish to on the spreadsheet on another page, and to make them 3-D. When a spreadsheet is created on your spreadsheet, it is saved with the spreadsheet. If you create a spreadsheet and then add a chart to it, don't forget to save the file again.

You should know the difference between the line, bar, and pie charts and what each would be used for.

Label





Values





Formula


=A2 + A3
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