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1) Spreadsheet is a type of software application that allows text, numbers and complex functions be entered into a matrix of thousands of individual cells. The application will change formula results as numeric data is changed. Capable of performing mathematical and statistical functions and generating charts and graphs. The difference between spreadsheet and word processing are word processing enables to create document that is not numerical data compared to Microsoft Excel where numbers and complex functions can be entered.
2) Difference between worksheet and workbook is worksheet is a single spreadsheet that contains rows and columns of data. In Excel, a worksheet willhave a little white tab at the bottom of the screen. A worksheet is treated like a database table.However, workbook is one of the most common Excel object. Everything that we do in Excel takes place in a workbook which is stored in a file with xls extension. An Excel workbook can hold any number of sheets. Most important are worksheets and chart sheets.
3) To move or cut cells, select edit and then select cut from the menu bar or click the cut button on the standard tool bar. Select edit paste to where thecells to be moved. To copy cells, select edit copy from the menu bar. Select edit paste to where the cells to be copied.

4) Fill handle method can be used to copy data.First, move the mouse pointer over the square in the lower right corner of the selected cell/cell range.The mouse pointer changes to a cross-hairsymbol,+.Then, hold down the left mouse button and drag to copy.Fill handle can be used to increment up to any number desired.To do this,simply select two cells which consist of no 1 and no 2 and then hover your mouse pointer over the fill handle.Left click and drag in the direction that we want the incremented numbers to show.Ascending and descending sequence are types of sequence that can be created using fill handle.
5) To create Custom Header, go to view and menu and select Header and Footer.Select the Header/Footer tab.Click on Custom Header.The window opens with the cursor blinking in the text button marked Left Section. Do the command and insert header and footer.
6) Relative cell address references are the default in Excel.Example B12.Addresses are automatically adjusted when calculations are copied to newcells.Occasionally, a cell address must not be adjusted if a correct answer is to occur.These cells must be specifically identified to the program by placing a $ sign before the part that is not to be changed. Relative cell address can be changed to absolute cell reference by selecting the formula. Mixed Cell Address References has either an absolute column and relative row or absolute row and relative column.If the position of the cell that containing the formula change, the relative reference is change,and the absolute reference is not change.
7) Formula bar displays the formula or value entered into the currently selected cell.Name box displays the name or reference of the currently selected object or cell.
8) When erasing the contents of a column, the contents will be gone but the cell still there and ready to be inserted with other contents.If you delete the column, the entire column and the contents on that column will be gone.

9) To freeze a part of the worksheet, first click the cell where we want to freeze.Click window in the menu bar and then click freeze panes.
10) The maximum number of significant digits posibble in Excel is 15.

11) Bar chart is used to graphically summarize and display the difference between groups of data.Histogram is used to graphically summarize and display the distribution of a process data set.

12) To put the error bars in the x-y plot, click the data series to which we want to add error bars.Then, on the format menu,click selected data series.Lastly, on the X error bars tab or Y error bars tab,select the options we want.
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