Spreadsheet Helpsheet

The spreadsheet lets us store, sort and calculate data.

Each box is called a CELL

We can SORT data into different orders

We can create FORMULAE to calculations automatically

To SORT data, HIGHLIGHT the data you want to sort then click –
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 DATA, then SORT
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This will appear –

Choose the COLUMN you want to sort then click on OK.

The spreadsheet will the change the order of the data.

Spreadsheet Helpsheet (2)

Formula
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To create or FORMULA, click where the answer should be shown – 
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Type in to the cell      =PRODUCT(B14,C14)    

The cell numbers should be the cells you want to multiply together - 
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The computer will then automatically multiply the cells you have chosen! Well done!

