Brief introduction to Spreadsheet programs

Spreadsheets are often used for keeping track of information, and being organized.  Often people will use spreadsheet for mathematical purposes because they have so many neat functions to help you calculate information.

This introduction is to give you some definitions that you will use in the program.

Worksheet – is the screen displayed when you open a spreadsheet program.  It is made up of rows and columns.

Workbook – A group of worksheets (when you open a document, the default is set to three sheets)

Column – is a horizontal (up and down) section.

Row – is a vertical (left to right) section.

A cell – the squared off area that is made up by one row, and one column (example A1).

Formula – this is an equation that you will enter in order for the program to calculate an answer (example =SUM(A1:A5), will add cell A1+A2+A3+A4+A5)

Alphabetize function – in a spreadsheet program you can put lists in alphabetical order (from A-Z) or reverse alphabetical order (Z-A)

Mean or Average – this is calculated by adding everything you want and dividing by the number of things that you added.

Median – is the middle-most number

Most – is the number that occurs the most number of times

Max – is the largest number

Min  - is the smallest number

