RSA Spreadsheets

Assignment notes


Spreadsheet programs

On most courses you will be using Microsoft Excel. The other programs you might encounter are: Microsoft Works spreadsheet, Lotus 1-2-3 and Corel have a spreadsheet too. If you have none of these on your PC then get hold of Star Office from www.sun.com – the software takes a while to download, but it’s free and largely compatible with Excel.

These notes are based on Excel97 but should generally apply to other versions and, to a large extent, other programs. Lotus formulae are slightly different and Works does not yet offer several sheets in each file.

A spreadsheet title

For assignment purposes only, put whatever title you’re asked for in the first cell. (If you were doing a task normally the header is a much better place for most titles).

Entering headings

Leave a blank row and then place the headings in cells C1, C2 etc across the sheet. Don’t leave any blank columns between headings. If the column isn’t wide enough for the heading adjust it.

If the text provided is in capitals it is a good idea to use capitals too.

Change column width

Position the mouse at the junction of two columns and it should turn to a double arrow. Drag, with the left button held down, the boundary on the right side of the column heading until the column is the width you want.

The displayed column width is the average number of digits 0-9 of the standard font that fit in a cell.

An alternative is to click in the column somewhere and go to Format / Column / Width and type in a bigger number.

Alignment

There will be instructions as to how the headings (and, later, other entries) are to be aligned. Text will naturally be left aligned and numbers right aligned but you may be asked to change something. Use the alignment buttons on the toolbar for Left, Centre and Right.

Entering data

Just enter the information shown. Don’t change it until you’re asked to. This includes leaving odd decimal displays as they are!

Appearance

Apart from correcting mistakes and setting column widths and alignment as required, avoid adding personal touches to the sheet. The only additions worth thinking about are to change the font style / size and maybe make some elements bold.

Totals

To place a total in a cell, select that cell then type a formula like this:

=SUM(D4:G4)

where D4:G4 indicates the start and end of the range to be added.

Sometimes the Autosum button  ( will work when clicked twice but, unless you are familiar with how to change the area it wants to add up, use the direct formula shown.

Replicating formulae

This means copying a formula from one cell to others. For a total, it may be in order to total other rows or columns. To do this without retyping the formula, click on the cell containing a formula to be copies and you should see a small black blob at the bottom right corner. Move the mouse over this point and it should change to a black cross (instead of a white one). When it changes to black, click and drag down or across the other cells for this formula. As you drag a dotted or shaded line will indicate where it will be copied to.

Let go of the mouse button and the formula should be copied and the results shown in the other boxes. Check that they are correct. You can see the formula in the space just above the spreadsheet. It should look similar to the one you entered but with different references.

Saving files

Only one file is needed for the assignment. Remember to use File / Save as . .  and select your disk on the A drive. Choose any sensible name.

Printing

Always use print preview before printing! This not only saves wasted paper but allows you to put your name in a footer, decide between portrait or landscape etc.

Don’t just type your name in a spare cell. That’s not good practice. Spreadsheets should contain just relevant information.

Changing things

If the first print is OK, or after you’ve amended things if it wasn’t, make a copy of the sheet. In Excel, use Edit / Move or Copy sheet to do this. (Or hold the Ctrl key down while you drag the sheet tab with the mouse to a new position)

Make your changes in the copy, not the first sheet.

(In other programs you may have to save the sheet with a new name as a separate file.)

Changing entries

Spreadsheet entries will seldom be very long and the easiest way to change anything is to go to the cell and just type over the top of the old entry. Don’t press backspace or delete first – it’s not necessary.

Deleting a row or a column

Click anywhere in a row or column to be deleted and use Edit / Delete . .  and then select entire row or column as required.

Inserting a row or column

New rows go in above where you click. New columns go to the left. So click in the appropriate row or column and use Insert / row or column.

Formulae

Remember to start any formula with =
To divide entries in a column headed TOTAL by entries in a column headed SIZE this formula will work in most recent versions of Excel:

=TOTAL/SIZE

If it doesn’t then you will need to use the cell references to get the same result. If the TOTAL was in H4 and the SIZE in C4 then the formula required is

=H4/C4

To replicate, or copy, this formula, use the procedure outlined above for totals.
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To change a cell or a group of cells containing numbers so that more or less decimals are shown use the buttons like this one. One will increase the decimals displayed, the other reduces them.

Integers

These are numbers with no decimals showing, like 4, 56, 1 etc. Use the decimal display for any to be changed and click until you get what you want.

Second print out

Print preview and then print. It may be necessary to change to landscape if you have added columns.

Displaying and printing formulae

Copy your second sheet (as described above). Work in this third sheet. Use Tools / Options  to bring up this window:
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Tick the Formulas box and press OK.

The screen will look pretty messy but that’s fine.

Go to Print preview and adjust the layout to landscape if necessary and also use the Fit to page option 
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In the Sheet section tick Gridlines and Row and Column headings.

This will make the print out better. The text may be small but, provided that it is legible and all the formulae can be seen in full that’s what’s required.

Don’t try to change the alignment of anything! It’s set out the way it is to make checking entries easier.

Print this sheet.

Check and save everything and, with luck, that’s it!.
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