
Week 1 & 2 

Topic: Spread Sheet 

SPREED SHEET 

A Spread sheet application is a productivity software in which a computer user can manage 

personal and business finance with the help of a spread sheet program. 

A spreadsheet is an interactive computer application program for organization, analysis and 

storage of data in tabular form. Spreadsheets developed as computerized simulations of paper 

accounting worksheets. The program operates on data represented as cells of an array, 

organized in rows and columns. Each cell of the array is a model–view–controller element that 

may contain either numeric or text data, or the results of formulas that automatically 

calculate and display a value based on the contents of other cells. 

Spreadsheet users may adjust any stored value and observe the effects on calculated values. 

This makes the spreadsheet useful for “what-if” analysis since many cases can be rapidly 

investigated without manual recalculation. Modern spreadsheet software can have multiple 

interacting sheets, and can display data either as text and numerals, or in graphical form. 

Productivity software is a software that assists people to gain more efficiency and 

effectiveness while performing daily activities. You can use a spread sheet program to 

perform calculations, analyze data and present information. 

Example of spread sheet 

1. LOTUS 1-2-3: This is a spread sheet program from lotus software (now part of IBM) which 

has added integrated charting, plotting and database capabilities 

2. STAT VIEWS: This is a spread sheet program than can perform many analyses by template. 

It creates presentation quality graph and table with a singles of the mouse. 

3. MICROSOFT EXCEL: This is powerful spread sheet that allows you to organize data 

complete calculate take decision, graph data and develop reports. It is also has basic 

features to help you create, edit and format worksheet 

 

GRAPH IN EXCEL 



A graph is a great way of representing your data. With graph, data are easily understood and 

also they are easily edited for better data presentation. You can create dozens of different 

charts, from pie chart to bar chart and more. 

DATA SENSE: This is the foundation of any chart in the worksheet that you use to create. 

Chart data is the content of a group of related cells, such as one row or column of data in 

your worksheet. 

CUSTOMIZED CHARTS: Any chart created can be customized and can also change to the 

formatting of the chart, text, change the chart type and much more. 

CHART TYPES 

1. COLUMN 

2. BAR 

3. LINE GRAPH 

4. PIE 

5. SCATTER 

6. AREA 

7. DOUGHNUT E.T.C 

 

USES OF SPREAD SHEET 



• do calculations on data 

• visualize relationships with dynamic graphs 

• build and use analytical models 

• build and use numerical models 

Spreadsheet programs also include software that creates graphs and charts from the data 

provided within the table. This is good for presentations, such as business meetings and 

research projects, and offers a fresh view of the data. These graphs and charts are 

customizable and can be specific or general depending on the settings and options chosen. 

Topic: Creating and Editing Graphs 

Charts are used to display series of numeric data in a graphical format to make it easier to 

understand large quantities of data and the relationship between different series of data. 

To create a chart in Excel, you start by entering the numeric data for the chart on a 

worksheet. Then you can plot that data into a chart by selecting the chart type that you want 

to use on the Insert tab, in the Charts group. 

 

1. Worksheet data 

2. Chart created from worksheet data 



Excel supports many types of charts to help you display data in ways that are meaningful to 

your audience. When you create a chart or change an existing chart, you can select from a 

variety of chart types (such as a column chart or a pie chart) and their subtypes (such as a 

stacked column chart or a pie in 3-D chart). You can also create a combination chart by using 

more than one chart type in your chart. 

 

Example of a combination chart that uses a column and line chart type. 

Get to know chart elements 

A chart has many elements. Some of these elements are displayed by default, others can be 

added as needed. You can change the display of the chart elements by moving them to other 

locations in the chart, resizing them, or by changing the format. You can also remove chart 



elements that you do not want to display.

1. The chart area of the chart. 

2. The plot area of the chart. 

3. The data points of the data series that are plotted in the chart. 

4. The horizontal (category) and vertical (value) axis along which the data is plotted in the 

chart. 

5. The legend of the chart. 

6. A chart and axis title that you can use in the chart. 

7. A data label that you can use to identify the details of a data point in a data series. 

Modify a basic chart to meet your needs 

After you create a chart, you can modify any one of its elements. For example, you might 

want to change the way that axes are displayed, add a chart title, move or hide the legend, 

or display additional chart elements.To modify a chart, you can do one or more of the 

following: 

• Change the display of chart axes    You can specify the scale of axes and adjust the 

interval between the values or categories that are displayed. To make your chart easier to 



read, you can also add tick marks to an axis, and specify the interval at which they will 

appear. 

• Add titles and data labels to a chart    To help clarify the information that appears in 

your chart, you can add a chart title, axis titles, and data labels. 

• Add a legend or data table     You can show or hide a legend, change its location, or 

modify the legend entries. In some charts, you can also show a data table that displays 

the legend keys and the values that are presented in the chart. 

• Apply special options for each chart type    Special lines (such as high-low lines and 

trendlines), bars (such as up-down bars and error bars), data markers, and other options 

are available for different chart types. 

Apply a predefined chart layout and style for a professional look 

Instead of manually adding or changing chart elements or formatting the chart, you can 

quickly apply a predefined chart layout and chart style to your chart. Excel provides a variety 

of useful predefined layouts and styles. However, you can fine-tune a layout or style as 

needed by making manual changes to the layout and format of individual chart elements, 

such as the chart area, plot area, data series, or legend of the chart.When you apply a 

predefined chart layout, a specific set of chart elements (such as titles, a legend, a data 

table, or data labels) are displayed in a specific arrangement in your chart. You can select 

from a variety of layouts that are provided for each chart type.When you apply a predefined 

chart style, the chart is formatted based on the document theme that you have applied, so 

that your chart matches your organization’s or your own theme colors (a set of colors), theme 

fonts (a set of heading and body text fonts), and theme effects (a set of lines and fill effects). 

You cannot create your own chart layouts or styles, but you can create chart templates that 

include the chart layout and formatting that you want. 

Add eye-catching formatting to a chart 

In addition to applying a predefined chart style, you can easily apply formatting to individual 

chart elements such as data markers, the chart area, the plot area, and the numbers and text 

in titles and labels to give your chart a custom, eye-catching look. You can apply specific 

shape styles and WordArt styles, and you can also format the shapes and text of chart 

elements manually.To add formatting, you can use one or more of the following: 



• Fill chart elements    You can use colors, textures, pictures, and gradient fills to help 

draw attention to specific chart elements. 

• Change the outline of chart elements    You can use colors, line styles, and line weights 

to emphasize chart elements. 

• Add special effects to chart elements    You can apply special effects, such as shadow, 

reflection, glow, soft edges, bevel, and 3-D rotation to chart element shapes, which gives 

your chart a finished look. 

• Format text and numbers    You can format text and numbers in titles, labels, and text 

boxes on a chart as you would text and numbers on a worksheet. To make text and 

numbers stand out, you can even apply Word Art styles. 

Reuse charts by creating chart templates 

If you want to reuse a chart that you customized to meet your needs, you can save that chart 

as a chart template (*.crtx) in the chart templates folder. When you create a chart, you can 

then apply the chart template just as you would any other built-in chart type. In fact, chart 

templates are custom chart types — you can also use them to change the chart type of an 

existing chart. If you use a specific chart template frequently, you can save it as the default 

chart type. 

	


