Spreadsheets - Notes by Nigel Tennant for talk given 26th January 2011

Spreadsheets Intro

Referring today to Excel but others are available - for example there is a spreadsheet in Open Office the free office software package

What is a spreadsheet? Basically a grid of rows and columns, these are called cells. Terminology.   A cell at A1 is at the top left of the sheet.

How many rows and columns, in this version Office97 there are 256 col and 65,536 rows but in Excel 2007  16,384 col and 1,048,576 rows giving a total of a shade over 17 billion cells - enough for most peoples' spreadsheets!

A History

The electronic spreadsheet first appeared in 1978 with a program known as "VisiCalc." In the 1980's, Lotus 1-2-3 appeared and then Microsoft's Excel. When Microsoft launched its Windows operating system in 1987, Excel was the first program released for it

What do you use it for?

Accounting

You can enter mathematical functions into cells and turn a simple spreadsheet into an accounting page. On it you use functions to add things up, produce averages and dozens of other mathematical manipulations. You can use spreadsheets to plan and project into the future,  eg you can enter income and expenditure data and project into the future using various values of inflation. You can decide whether a particular savings scheme is worthwhile or whether you should just go out and spend the money now.

Lists

You can create lists, eg names with their contact information, such as addresses telephone numbers. These lists can be sorted easily and used either as a direct reference or as a source for other programs such as Word where they can be used in a mail merge.

Database

The list idea can be extended. Although not specifically designed for such use they are very useful for small databases being rather easier so set up change and see what’s going on than using true database software.

Chart Creation

You can also produce lots of different sorts of charts and graphs from your data there are wizards which make their production very simple. 

Notes on examples

Formatting 

Simple accounts for a Club

Looks a bit unclear so lets improve the look by doing some formatting

1. widen B and D

Do this by dragging the width of the columns individually. Or select the column, choose the ‘Format’ menu and then ‘Column, and then ‘Autofit Selection’ 

2. align col C

Do this by selecting the column, choose ‘Format’ menu and then ‘Cells’, and then the ‘Alignment’ tab, choose  ‘Horizonta’ then ‘Center’.

3. copy format of one cell in C to a cell in col E

Select a cell, click the format painter brush on the Toolbar, then click the cell in Column E you want to make the same.

4. copy the format of column C and all column E

Select column C, click the format painter brush on the Toolbar , select column E and click.

5. widen A then copy format from C as above. Undo, use anticlockwise arrow on Toolbar.  Showing different formats illustrates all dates are held as numbers so can calculate difference between dates.

6. Not easy to see when club was insolvent so re-format col F to highlight negative values. 

Do this by select column, Format, Cells, Currency, and choose one of the options shown.

7. Modelling the future. Cells can contain formula values or a reference to another cell. By referring to a fixed value instead of entering that value in each one change to that fixed value will change all its occurrences in the spreadsheet. This allows you to easily model changes in circumstance, eg a possible increase in the shed rent. Naming cells is a useful way of referring to fixed values as it helps you remember what you did last week.

Naming a cell. Do this by Typing a description in one cell eg ‘A name’ and selecting the adjacent cell. Choose the ‘Insert’ menu of the toolbar, then ‘Name’, then ‘Define’. Dialog opens and the selected cell is shown click ok. Now instead of entering the value in a cell you can just type, =A_name. 

8. Modelling can also be used to look at what happens to income and expenses when taking into account inflation.

9. NB All cell formatting options that were obtained from the ‘Format’ on the toolbar can be accessed by right clicking when the cursor is on a cell.

Simple Database

This membership database is the one I use for the Science and Technology group. Although useful in itself it can with the addition of some simple programming (Macros) be used to enter data and process it and undertake tasks such as printing name badges.

Using a spreadsheet as a small database like this but also containing addresses means it can be used as the data source for a mailshot using a template in a word processor such as Word. A mailshot program uses a standard letter or text object which you produce and automatically inserts any data you choose from your spreadsheet The merged documents produced can then be printed the number depending on the number of entries in your spreadsheet. 

Loading and manipulating external data

1. CSV Files. You can download bank account entries from the web they come as csv files. These are comma separated variables. Excel will load these into a spreadsheet assigning each variable to a cell and coping with line returns to form rows and columns. When downloaded  they have a suffix .csv . As they are not spreadsheet files to see them when you ‘Open’ the dialog box ‘Files of Type’ must be set to “All”. 

2. Web pages containing rows and columns of data

Lists of data on the web sometimes come in the form of rows and columns these can often be copied and pasted into a spreadsheet. They can of course be pasted into a word document but advantage of using a spreadsheet is they can be manipulated by being sorted on summed etc. Example a BT usage bill.

Examples of charts

Simple spreadsheet showing dates, number of customers, turnover and average spend. By selecting various columns of data and drawing graphs it is possible to see things that are not immediately obvious. Eg date against total customers shows a fairly random pattern whereas dates against average spend shows a build up to Christmas and January and then a tail off. 

Charts are formed by selecting the ‘Graph Wizard’ on the tool bar, the green yellow and red columns next to the globe. First choose the type of chart, line or bar etc. and then the sub-type. Click ‘Finish’ and the chart appears. You can make any number of changes at this stage by right clicking the chart and choosing any of the options.

Charts can be used for all sorts of data eg bird observations over a period of time and in various locations.

Example of Function writing

If there is not a function available to you on the comprehensive list then you can write your own. These are written as Macros and then become part of the spreadsheet so can be used at any time in the future.

In this example if you have the value you want to convert in say cell G4 then you type in the cell where you want to show the conversion,  =ValueToMe(G4)

For any who are interested the macro is as follows:-

	Function ValueToMe(Amount As Currency) As Currency

Dim temp As Currency

Dim VAT As Single

Dim FixedCost As Single

Dim Commission As Single

Dim ValAfterVat As Single

VAT = 20 / 100

FixedCost = 3.42

Commission = 15 / 100


	ValAfterVat = Amount * (1 – VAT)

temp = ValAfterVat - FixedCost

If temp < 0.01 Then

    'No action

Else

    temp = temp - (ValAfterVat * Commission)

    If temp < 0.01 Then temp = 0

End If

ValueToMe = temp

End Function


