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What can you do with a spreadsheet?
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A spreadsheet is designed to display and process numbers. It consists of a grid into which numbers are entered. A spreadsheet program contains many mathematical, statistical and financial calculations which can be applied to the numbers. The spreadsheet offers a range of charts and graphs for displaying data and the results of calculations.
Spreadsheets are powerful tools designed to hold numeric data and perform arithmetical functions on this data on the basis of formulae entered into the spreadsheet. Calculations can be carried out across a number of related spreadsheets, and, as long as the formulae have been entered correctly, answers will be totally reliable.
	Calculations


A spreadsheet can calculate much faster than a human operator. Its power comes from this ability to calculate, which allows us to use it to ask ‘What if…?’ questions. For example, a spreadsheet could be used to calculate the forces that would operate on a car IF it were travelling at a certain speed, say 70 mph, and IF it crashed head on into another vehicle travelling at, say, 50mph.

The contents of certain cells can be calculated from data contained in other cells in a spreadsheet.

	Formulae and functions
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Spreadsheet packages include a library of formulae and functions. Formulae are designed to handle financial calculations, dates and times, to carry out mathematical and statistical work, and for logical expressions. 
One of the commonest functions is the SUM function, where a cell can show the result of adding up the figures displayed in a specified range of other cells. The IF function is also widely used. Depending on the contents of a related cell, a cell can be instructed to display a certain result. For instance, if the contents of a cell F3 were below 20, cell G3 could be instructed to display NO while if the contents of cell F3 were 20 or above, G3 could be told to display YES.
	Recalculation


It is very common for the contents of certain cells in a spreadsheet to be dependent upon others. When the contents of one cell change, the spreadsheet may need to recalculate the values in other cells. The spreadsheet can be set to perform this recalculation automatically or manually.

For a small spreadsheet, it is best to allow recalculation to take place automatically. In a large, multi-page spreadsheet, recalculation may take several seconds and it is often best to set it to manual recalculation to allow faster data entry.

	Additional functions of spreadsheets


Formatting spreadsheet cells
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Spreadsheet cells may contain numbers, text (in the form of letters or words), dates and formulae. Each cell, or a block of cells, can be formatted to display the contents in a certain way. You can specify whether decimal places are to be shown, and how many decimal places should appear. You can specify whether a comma should appear to separate thousands, and you can tell the spreadsheet what type of currency to display in (for example £ sterling or euros). You can also alter font, font size, style (bold, italics, underline, etc.) and alignment (left, centre, right). A border can be placed around the whole of the spreadsheet, or just around part of it.

Spell checker

As with a word processor, you can check the spelling of text.
Print preview
You can see what the spreadsheet looks like on the page before printing it. This can be particularly important with a spreadsheet because its size may mean that you have to be careful when you set the print area and page breaks. It may be necessary to reduce the size of the spreadsheet before you print it, if you do not want it spread over too many pages.
Colour
You can choose from a range of colours to highlight areas of the spreadsheet such as certain columns or lines of totals. This helps to make the spreadsheet easier to read and gives it a more professional look.

Autofill

You can instruct the spreadsheet to enter data such as days of the week or months of the year automatically. You can also start from a certain value on one axis, tell the spreadsheet what interval you want, and it will fill in up to a final value. For example, you might start at 0 and want to go to 200, in intervals of 10.

Multiple sheets

Several sheets that relate to the same project can be kept together. Formulae and references can apply across all sheets.

Import data from other packages

You can import documents from other packages into a spreadsheet. You might, for example, want to import a logo created in a graphics package.

Macros

You can create a series of commands that the spreadsheet will perform automatically.
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