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Structure  

Uses of spreadsheets 

1. Create Charts to analyse 

and present data 

2. Financial Analysis of 

business data 

3. Computer Modelling such 

as  Weather Forecasting 

4. Project Planning and Time 

Management 

To use basic formula, you must 

always begin with the = sign.  

You can then use the following 

symbols: 

Add  + 

Subtract - 

Multiply * 

Divide / 

Every cell in a spreadsheet can be for-

matted to accept  different types of data. 

Highlight the cells and then select the 

data format you want such as currency. 

You can also use the SUM func-

tion o add up more than one cell 

such as =SUM(B2:B5) 

The formula bar gives you access 

to more complex functions  


