
Spreadsheets – Revision Booklet 

 

Spreadsheets can be used to: 

 Record data 
 Sort data (in ascending A-Z, 1-10 or descending (Z-A,10-1) order 
 Search for particular items of data 
 Perform calculations based on data 
 Produce graphs and charts 

 

Cell References 

Spreadsheets are divided up into rows and columns to create cells. Each 
column is labelled with a letter and each row with a number. When a cell is 
clicked, it becomes the active cell. The active cell is displayed with a thick 
black border (green in newer versions of Excel). Each cell has a unique 
cell reference. To identify the cell reference, you can use the row 
numbers and column letters as coordinates.  

Cell reference = (column letter)(row number)           (brackets not 
included in actual cell reference) 

The cell reference can also be seen in the name box which is in the top 
left corner of Excel.  

What are the cell references of the highlighted cells below? 

 

 

 

     

 

Entering Data 

Each cell can contain one of the following things 

NUMERICAL DATA: e.g. integers (whole numbers), fractions, numbers 
with decimal places, dates, times, money, percentages 

TEXT (ALPHANUMERIC) DATA: e.g. names, book titles 

FORMULAS: allow results of calculations to be displayed inside of a cell. If 
any numbers are changed, the results are automatically updated 

Data can be entered directly or with controls 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Drop down list 

Tick Boxes

Radio buttons
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Formatting Data 

Data can be formatted to improve its appearance. 

Data in spreadsheets can be formatted in similar ways to a word processor 

1. Bold type, italics, underlined text, different fonts, colours, sizes 
etc. can be used to make data stand out 

2. The alignment of data can be changed – left, right and centre 
(horizontal alignment) and top, middle and bottom aligned (vertical 
alignment) 

3. Cells can also be formatted – different fill colours (shading) can be 
applied to cells as well as borders of varying thicknesses can be 
drawn around them – can help show data more clearly or to clearly 
define different sections of the spreadsheet 

4. Conditional formatting – the format of a cell is automatically 
changed if its contents meet certain conditions.  

 
 
Here, the cells turn red if a 
person owes money 
 
 
 
 

 
 

5. Cells can also be merged – two or more cells become one. It’s 
useful for labels that apply to more than one row or column.  

6. To display data over many lines, you need to turn on the text wrap 
option – the data will fill up each line (as wide as the cell) and then 
start a new one.  

7. Printing a spreadsheet – a useful feature to use is to print certain 
rows and columns on every page. You can show labels, making 
the hard copy easier to read 
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STEP 1 – Click the cell where you want the answer to be displayed 

STEP 2 – Type an equals sign (=). This tells the computer to expect a formula. 

STEP 3 – Type in the formula. Here it is =C3+D3+E3 

STEP 4 – Hit the Enter button and the answer will be displayed in the same cell. 

 

You can click on the cell and the formula will be displayed in the formula bar at the 
top. Double click the cell to see the formula shown inside of the cell.  

 

 

Every formula must start 
with =

Simple Formulas 

A formula is an instruction to the computer to process data held in specific cells 



The table below shows the most basic formulas.  

Instruction Operator Example What it does
Add + =A1+B2 Adds the 

values in cells 
A1 and B2 
together

Subtract - =A1-B2 Subtracts the 
value in cell 
B2 from the 
value in cell 

A1
Multiply * =A1*B2 Multiplies the 

values in cells 
A1 and B2 
together

Divide / =A1/B2 Divides the 
value in A1 by 
the value in B2

 

More complex more formulas include 

=SUM – example =SUM(A1:A6) – this adds up all the values in the cells 
A1 to A6 

=AVERAGE – example =AVERAGE(A1:A6) – finds the mean average  

=ROUND – example =ROUND(43.2,0) – rounds the number to a specified 
number of decimal places 

=ROUNDUP – example =ROUNDUP – like =ROUND, but only rounds up 

=MAX – example =MAX(A1:A6) – finds the largest value in a cell range 

=MIN – example =MIN(A1:A6) – finds the smallest value in a cell range 

=RANK – examples =RANK(C4,C3:C7,1) / =RANK(C4,C3:C7,0) – finds 
the position of a number in a range of numbers after it has been sorted in 
ascending (1) or descending (0) order 

=COUNT – example =COUNT(A1:A6) – counts the number of cells that 
contain numerical data (only numbers) 

=IF – example =IF(C7>40,”Yes”,”No”) – checks if data matches a condition 
– the result depends on the match being true or false 

IF Statements 

The IF function gives different results depending on whether data in other 
cells matches a condition. 

Example: 

 

 

 

 

  

Some students take a maths exam and their results are recorded in 
a spreadsheet, as shown above. The test is out of 100 and a 

student has to score 50 or more in order to ‘pass’ the exam. An =IF 
statement has been used in order to see whether the student has 
passed. Conditional formatting has also been used – green if they 

have passed, red if they’ve failed. 



 

 

  

The formula has to start 
with =IF and then an 
open bracket. The cell 
reference C3 has then 
been entered as this is 
the cell containing the 
result. 

C3>=50 

If the value in cell C3 is 
greater than (>) or equal 
to (=) 50 (the score 
needed to pass)… 

...”Pass” if true and 
“Fail” if false.  

The VLOOKUP function 

The VLOOKUP function displays data from another part of the spreadsheet. 

It can be used to look up the price of an item. See the example that follows… 

Some items and their prices are 
recorded in this spreadsheet. The person managing the spreadsheet 
hasn’t entered the prices manually but has used an =VLOOKUP formula 
in order to search for the prices which are stored in a different part of the 
spreadsheet. 

  Another worksheet has been 
created and this is named ‘prices’.  

 These prices have been entered manually.  

 All of the cells have been highlighted and 
renamed as ‘item_price’.  

 

 



 

The formula =VLOOKUP(A3,item_price,2) has been entered into the cell 
in which the price is to be displayed.  

 

 

  

=VLOOKUP(A3,item_price,2) 

This is the name of the 
function and has to be 
entered so the computer 
knows which formula it is 
expecting. Remember to 
include the equals sign 
as all formulas must 
start with this! 

This is the cell 
reference of the 
cell containing 
the products. 

This is the name that 
we gave the cells that 
we highlighted and 
named earlier. You 
need to include this 
so the software 
knows where to look 
for the prices. 

The price is in the second 
column of the table so you 
enter a number 2 – telling the 
computer to look in the second 
column.  

If the value was in the fifth 
column, enter ‘5’ instead. 

Charts and Graphs 

Creating charts in Excel are really easy.  

STEP 1 – Get all the data you want to put in to the graph 
into a single block. It’s best if arranged in columns.  

STEP 2 – Highlight the data you want to use – you might 
need to highlight the column headings as well. 

STEP 3 – Select the type of chart you want  

STEP 4 – Add a title to the chart and label any axis. You 
may need to include a key (also called a legend). This step 
is important if you’re producing lots of charts so you know 
which is which or if you’re going to present it to somebody. 

Different types of charts 

There are several different kinds of charts that you can 
produce on Excel and you need to be able to select an 
appropriate graph type which suits the data you’re 
presenting.  

Bar graphs – display a category on the x-axis and a value 
on the y-axis. Use a bar graph when each category is 
separate from the others – for example, number of people 
with certain shoe sizes 



 

Line graphs – are used 
when the data on the x-
axis isn’t in categories  

 

Scatter graphs – show the relationship between two sets of data – plot 
one set along the x-axis and plot two set along the y-axis. A trend line 

shows the relationship 
more clearly. 

 

 

 

 

 Modelling using spreadsheets 

Why do spreadsheets make good models? 

1. They use formulas to try to describe the rules that a real world 
phenomenon seems to follow. Input values can then be processed 
using these formulas to produce output values. 

2. They can be used to carry out a what-if analysis. This is when the 
user changes input values to see the effect on the output of the 
model.  

3. The output can be in the form of charts and graphs to make the 
predictions of the model easier to understand. 

 

Examples (taken from the CGP GCSE ICT Revision Guide) 

1. Queues in a school canteen 

A school canteen manager could build a model to represent the 
relationship between the number of pupils wanting to eat in the 
canteen, the number of staff and the queuing time.  

The model could be used to find out the number of staff needed to 
keep waiting times to a minimum. Taking this one step further, it could 
be used to find out the minimum number of staff needed to serve all 
meals in less than an hour.  

The formula in cell B5 is =B1*(B3/60)/B2 – the total time needed for 
one person to serve all the pupils is equal to the number of pupils (in 
cell B1) multiplied by the time taken to serve each pupil (in cell B3, 
divided by 60). This is then divided by the number of staff to find out 
how long it takes for everyone to be served, using four people. It’s 
assumed that two people can serve meals twice as quickly as one 
person, three people cans serve three times as quickly and so on.  

A weakness of the model is that the assumption about serving times is 
questionable – the time saved by having extra staff serving may not be 

Pie charts – show the 
contributions of 
categories to a total



this simple. The model also assumes that serving staff can be added 
forever – but having 100 serving staff would create obvious problems.  

 

 

 

2. Profitable Pizzas 

A pizza business could build a model to show its profit from selling 
pizzas. The owner enters data into cells B1 to B4, then the model 
calculates the data in cells B5 to B7. 

The firm could then change any of these variables to see the impact of 
these changes on its profit – e.g. the effect a reduction in sales to 400 
and an increase in production costs of 50p per pizza would have on 
profits 

This could be extended to give a direct link between the price of pizzas 
and the number sold.  

 

  

=B1*(B3/60)/B2 

=B2+(B1*B4

=(B3*B4)-B5

=B6/B4



Revision Questions 
 

 

 

1. List 3 things that spreadsheets can do [3 marks] 

 

 

 

2. How is the cell reference identified?  [2 marks] 

 

 

 

3. What are the three types of data that can be entered into a cell?  [3 marks] 

 

 

 

4. Give an example of a ‘control’ [1 mark] 

 

 

 

5. Name 3 ways that spreadsheets can be formatted [3 marks] 

 

 

 

 

 

 

 



 

6. What sign must every formula begin with? [1 mark] 

 

 

 

7. =A3*A7*A8    What will happen when this formula is entered into a spreadsheet?  [1 mark] 

 

 

 

8. What does the VLOOKUP function do? [1 mark] 

 

 

 

9. Name two graph/chart types which can be produced in Excel [2 marks] 

 

 

 

10. Give three reasons why spreadsheets make good models. [3 marks] 

 

 

 

 

 

 


