Al-Mustagbal University

Class one - first semester
Lecture 7

| Spreadsheet Basics

d - i I
' Department of Artificial Intelligence Techniques Engineering @ =izzzs I |2

REE W ;\..\.a.a ;L.A.ué\ e




What is a spreadsheet, and why is it
important in data analysis?




Introduction to Spreadsheet Software

Spreadsheet software is a type of application software used to
organize, store, analyze, and manipulate data in a tabular form. The
data is arranged in rows and columns, forming a grid of cells. Each
cell can contain text, numbers, formulas, or functions.

Common spreadsheet software includes:

Microsoft Excel

Google Sheets

LibreOffice Calc

Apple Numbers




Spreadsheets are widely used in education, business,
engineering, and scientific research for tasks such as
calculations, budgeting, data analysis, and visualization.
Key features of spreadsheet software include:

Large data storage capabillity
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Cell Manipulation: Entering and Editing Data

A cell is the basic unit of a spreadsheet and is identified by its column letter and row number (e.g., A1,
B3). Users can also format cells by changing:
Font type and size

Text alignment Entering Data Editing Data
Number formats
(currency, percentage) Data can be entered into a cell by clicking Modifying existing cell content
Cell borders on it and typing:
and background colors Dates and times

Text (labels, names) Deleting data

Numbers (integers, decimals) Copying and pasting data

Dates and times Using AutoFill to repeat or

extend data patterns
Formulas




Formulas and Functions: Basic arithmetic,
statistical functions.

A formula is an expression that performs calculations using values in cells.
Formulas always begin with an equal sign (=).

Example:

A1+ B1=

This formula adds the values in cells A1 and B1.

Basic arithmetic operators include:

Addition (+)

Subtraction (-)

Multiplication (*)

Division (/)




Functions

Functions are predefined formulas that simplify complex calculations.
Common functions include:

*SUM(): Adds a range of values.

*AVERAGE(): Calculates the mean value.

*MAX() / MIN(): Finds the highest or lowest value.

*COUNT(): Counts numeric values in a range.

Example:

SUM(A1:A10)=




Data Analysis Techniques

Spreadsheets provide powerful tools for analyzing data, including:

Sorting:

Arranging data in ascending or descending order based on one or more columns.

Filtering:

Displaying only the data that meets specific criteria (e.g., values greater than a certain number).
Charts and Graphs:

Visual representation of data such as:

*Bar charts

Line charts

*Pie charts

Pivot Tables:

Pivot tables summarize large datasets by grouping, counting, or averaging data, making complex
data easier to understand.

Data analysis techniques help users identify trends, patterns, and relationships within data.
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Printing Spreadsheets

Printing spreadsheets requires proper formatting to ensure clarity
and readabillity.

Important printing options include:

*Setting print area

*Adjusting page orientation (portrait or landscape)

*Scaling the spreadsheet to fit on one page

*Adding headers and footers

Displaying or hiding gridlines

*Page breaks control

Before printing, users should always use Print Preview to verify the
layout.
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Applications of Spreadsheets

Spreadsheets are used in:

*Academic research and data analysis
*Financial accounting and budgeting
*Engineering calculations

Statistical analysis

*Project management




Importance of Spreadsheets

Spreadsheets are powerful tools because they:

*Increase accuracy in calculations

*Save time and effort

*Support data-driven decision making

*Allow easy modification and updating of data




What is the difference between a
workbook and a worksheet?




What is the difference between a workbook and a
worksheet?

A workbook is the entire spreadsheet file. It contains one or more
worksheets and is saved as a single file (for example, an Excel file).

A worksheet is a single sheet or page inside a workbook where data
IS entered, organized, and analyzed using rows, columns, and cells.
A workbook is the file, and a worksheet is a page inside that file.




Worksheet Workbook

A Worksheet is basically a A workbook is a file that
single-page spreadsheet contains multiple
containing information. spreadsheets.

) ) A workbook contains one or
A worksheet contains a matrix of

rectangular cells, organized in a
form of rows and columns.

more worksheets,
consisting of related
information.

Worksheets are best for an Workbooks are mostly used
educational or learning to work in a professional
environment environment.

A worksheet can be converted A workbook can be created
into a workbook within a worksheet
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