`What is a Spreadsheet?
· A spreadsheet is a grid that organizes data into columns and rows

· Spreadsheets make it easy to display information, and people can insert formulas to work with the data.

· People use spreadsheet programs to learn about different kinds of things and to make decisions.

· Spreadsheets are based on different varieties of subjects

· Most commonly used in business and finance

Advantages of spreadsheets include the automatic calculations using formulas and makes graphs, organization of data and much more.
Components of a Spreadsheet:

Titles – So user knows what the spreadsheet is about.
· Include a Main title (16 point bold)

· Subtitles may also be included (13 or 14 point bold)

· Centre titles horizontally 

Column Headings

· Identifies the information in a column (e.g. age)

· To be aligned identical to the data (e.g. left justified)

· Bold and 12 to 14 point
Data

· Body of the spreadsheet should be in a 10 to 12 point font

· Do not use script font

· Rarely centre numbers
Column Totals

· One formula (or function) can be placed at the bottom of a column or at the right of a row to calculate the total numbers

Values

· Can be a number, date, formula, or result of a formula

· numbers which can be mathematically manipulated:
	Add (+)
	Multiply(*)

	Subtract (-)
	Divide (/)


**Enter as raw data without dollar signs, commas, percent signs, spaces, etc., but you must include decimal points.
Formatting Values

· Numbers: add comma as a thousand separator

· Currency: add dollar signs beside the number and decimals

