Computing - Knowledge Organiser

Year 7- HT4 - Spreadsheets

Keywords:

Spreadsheets

a computer program that can capfture, display and manipulate data
arranged in rows and columns

Cell

an area on a spreadsheet where data can be entered

Row

a series of data placed out horizontally in a table or spreadsheet

Cell reference

a cell or arange of cells on a spreadsheet page

Function

a self-contained routine that performs a given task

Absolute cell
reference

a cell reference in which the column and row coordinates stay
constant while copying a formula from one cell to the other.

Relative cell
reference

These are references that change when a formula is copied to
another cell

Format

the layout of a document, spreadsheet, efc

Conditional
Formatting

creates rules that decide the format of cells based on their values

Bar Chart

a graphical representation of data [horizontally]

Column Chart

a graphical representation of data [vertically]

Pie Chart

a graphical representation of data [as segments]

Line Graph

a graphical representation of data [as lines based on plotted points]

Cells and Columns:

Formulae:

Formulae are used in spreadsheets to perform calculations.
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e.g.=B1 + B2
The following operators are used within formulae for calculations:
+ Addition
Subtraction
Multiplication

Division
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Creating a formula:
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Note that a formula always begins with an = sign

Cell references:

Relative cell references change based on the cell references for that row.

Absolute cell references are used when you want a cell reference to stay the
same when copying cells — a dollar sign is used in front of the column
reference (e.g. $A$1)

Functions:

Functions are available in spreadsheets allowing us to easily carry out
calculations.

Examples of functions are:

e =SUM

e =AVERAGE
e =MIN

¢ =MAX

e =COUNT

o =|F

E.g. =SUM(AT:AS)
The function above will add together the values in the cellrange AT:A5
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IF Function:

The IF function checks whether or not a condition is met and returns one
value if the condition is True and another value if the condition is False.

Value returned if Value returned if
Logical test the logic test the logic test

\idmon is True condition is False

f =IF[{A1=10, "Yes", "\ICI”

B C D
=IF(A1>10, "Yes", "No")
IF(logical_test, [value if true], [walue_if_false])

The logical test as identified in the image above makes use of Boolean
Operators:

> greater than
greater than or equal to
less than
less than or equal to
equal fo

not equal to

Formatting:

Formatting cells helps to make a spreadsheet presentable and easier to read
and understand.

The following formatting options can be used:

Font type e Alignment

Font size e Border (colour, thickness, etc)
Font colour ¢ Number formatting

Fill colour
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Formatting options can be found under the ‘Home' tab:
£ Search

Home Insert Page Layout Formulas Data Review View Help

Calibri 1A= 'E\P/‘V gE;\“.'rapTad: General v ﬁ %
Conditional Format as

= 3= Merge&Center - EH- % 9 %8 _)UE X
- Formatting ~  Table ~

< Format Painter
Clipboard ] Alignment ] Mumber ]

Conditional Formatting:

Conditional formatting allows the formatting of a cell based on the contents
of a cell.

B 5 o |m

Conditional | Format as | I
Formatting ~ | Table~

Styles

& Highlight Cells Rules >
i >
Top/Bottom Rules

ﬁ Data Bars >

ﬁ Color Scales >

=n

Lcon Sets

B NewRule...

E’o Clear Rules

[E Manage Rules... Manage Rules
Create, edit, delete, and view all
conditional formatting rules in the
workbook by using the Conditiona
Formatting Rules Manager.

Charts/Graphs:

Charts and Graphs allow data to be presented visually.
A number of graphs/charts can be used:

e Barchart e Scatter graph
e Pie Chart e Line graph
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