
/Using spreadsheets

Term Definition

Spreadsheet An electronic document in which data is 
arranged in rows and columns. This data can 
be manipulated and used in calculations.

Cells A box in which you can enter a single piece of 
data. Usually identified with a column letter 
and row number.

Rows A range of cells that go horizontally across the 
spreadsheet. 

Column A range of cells that go vertically across the 
spreadsheet.

Formulae A formula is a mathematical operation you can 
tell the computer to perform. 

Data Data in spreadsheet is text or numbers 
organised into rows or columns.

Function A function is a preset formula in Excel and 
Google Sheets that is intended to carry out 
specific calculations in the cell in which it is 
located.

Key Vocabulary

National curriculum objectives:
• use sequence, selection, and repetition in programs; work with variables and various forms of input and output
• select, use and combine a variety of software (including internet services) on a range of digital devices to design and create a range of programs, systems and content that accomplish given goals, 

including collecting, analysing, evaluating and presenting data and information 
• use technology safely, respectfully and responsibly; recognise acceptable/unacceptable behaviour; identify a range of ways to report concerns about content and contact.

What is a spreadsheet?

A spreadsheet is a piece of software on our
computers that allows us to input and
manipulate large amounts of data quickly and
accurately. Though we will be using Microsoft
Excel, there is also Google Sheets and Apple
Numbers

What is a formula?

This is a series of cell references and
operations that we will use so that the
computer can complete a calculation.
=SUM(B5+B6) would tell the computer to
add the numerical values in cells B5 and
B6 and then give us the answer.

What is a budget?

When planning for an event, such as a 
party, people often set themselves a 
limit on the amount they will spend. 
Using a spreadsheet to organise and 
calculate costs is a quick and effective 
way of ensuring we don’t overspend.


