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Spreadsheets: Excel 2013 
 
 
 

What is a spreadsheet? 
 
Origin of the word ‘spreadsheet’ from en.wikipedia.org: 

 
The word "spreadsheet" came from "spread" in its sense of a 
newspaper or magazine item (text and/or graphics) that covers 
two facing pages, extending across the center fold and treating 
the two pages as one large one. The compound word "spread-
sheet" came to mean the format used to present book-keeping 
ledgers—with columns for categories of expenditures across the 
top, invoices listed down the left margin, and the amount of each 
payment in the cell where its row and column intersect—which 
were, traditionally, a "spread" across facing pages of a bound 
ledger (book for keeping accounting records) or on oversized 
sheets of paper ruled into rows and columns in that format and 
approximately twice as wide as ordinary paper. 

 
Excel 2013 supports up to 1 million rows, and 16 thousand columns 
per worksheet! 
 
 
What can spreadsheets be used for? 
 

• Calculating financial information, eg budget, cashbook, payroll, sales. 
• Basic database which can be sorted, searched or filtered. 
• Record of results, eg sports, schools, elections. 
• Changes over time, eg weight loss/gain, temperature etc. 
• Recording and analysing statistics. 
• Other: 
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Grid Coordinates (Cell References) 

Along the top of the spreadsheet there are some letters. The letters are the Columns. 
If you click on any of the letters, you'll highlight (select) an entire column. In the 
picture below, the letter B has been clicked on, highlighting this column. 

 

Down the left hand side of the spreadsheet are numbers. The numbers are the 
Rows. Click on any of the numbers to highlight (select) an entire row. In the image 
below, the number 5 has been clicked on, highlighting the entire Row. 

 

In a spreadsheet, you combine a Column letter with a Row number. This gives you 
an individual Cell in the spreadsheet. Eg, the B column plus Row 5 will give you an 
individual Cell of B5. The D Column plus Row 6 will give you an individual Cell of D6. 

Notice two things: first that your mouse pointers turns into a white cross when it 
moves around the spreadsheet; second that the coordinates of the cell are displayed 
at the top left.  

When we click on a cell, that cell is selected and it has a thicker black border around 
it. This means that it is the Active cell. The coordinates of the Active cell are 
displayed in the top left - in the Name Box.  
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Household Budget 
 
By the end of this tutorial you will have: 

® created a new spreadsheet,  
® entered labels, values and formulas 
® used Auto Fill 
® formatted labels and values 
® saved and printed the spreadsheet 

 
 
Instructions 
 

• Open Excel. 

• In cell A1, type Household Budget, then press Enter. 

• In cell B2, type January, hold down the Ctrl key and press Enter. Ctrl Enter lets you 
remain in the same cell. 

• Move the cursor over the lower right corner of cell B2 until a small, dark cross 
appears. Click and drag across C2 and D2. February and March will automatically 
appear, this is called ‘Auto Fill’. 

• In cell A3, type INCOME. 

• In cell A4, type Main Job. 

• In cell A5, type Second Job. 

• In cell A6, type TOTAL INCOME. 

• In cell A8, type EXPENSES. 

• In cell A9, type Rent. 

• In cell A10, type Groceries. 

• In cell A11, type Electricity. 

• In cell A12, type Telephone. 

• In cell A13, type Clothing. 

• In cell A14, type Entertainment. 

• In cell A15, type Petrol. 

• In cell A16, type TOTAL EXPENSES. 

• In cell A18, type BALANCE. 

• Click once on cell A3, hold down the Ctrl key, and click once on A6, A8, A16 and A18. 
Let go of the Ctrl key and click on the Bold toolbar button. Holding the Ctrl key allows 
you to select non-adjacent cells. 
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Widen Column A 
 
Move the cursor to the vertical line between A and B column header until a double arrow 
appears, click and drag towards the right until you can see all the text. Double clicking the 
vertical line will automatically make the column as wide as the widest entry. 
 
 

 
 
 

Format the heading – Household Budget 
 
1 Select cells A1 to D1. 

2 Click on the Merge and Centre 
button on the toolbar. 

3 Click on B to bold, change the font 
size to 18. 

4 Select cells B2 to D2, then bold. 
 

Format the values 
 
1. Select cells B3 to D18, click on the $ toolbar 

button.  
 
2. Enter the values as shown in the 

example. The fastest way to enter 
values is to use the Numeric keypad.  

 
Note: you don’t need to type in commas, 
or zeros after the decimal because they 
have been formatted to appear 
automatically, eg in cell B4 type in 2000. 
 

 
 



Excel 2013 - handouts 
5 

Enter Formulas 
 
1. To total the Income, in B6, type =B4+B5, then press Enter. The number shown should be 

$2,750.00. 
 
2. To total the Expenses, in B16, click on the AutoSum button on the 

toolbar.   
 

Make sure the dotted line is around cells B9 to B15, then press Enter. (If not, reselect 
the correct cells to be added). The correct answer should be $1,670.00. When you click 
in cell B16, you will now see =SUM(B9:B15) in the formula bar (just above the column 
headers). 

 
3. To enter the balance, in B18 type =B6-B16, then press Enter. The answer should be 

$1,080.00. 
 
4. Enter some figures for February and March. Use Auto Fill to continue the formulas along 

the totalling rows.  
 
5. Save your file. 
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Household Budget - Charts 
 
By the end of this tutorial you will have: 

® created a column chart,  
® created a pie chart 
® formatted charts 
® added and edited chart labels 

 
 
Column Chart 
 
Create a column chart to compare the expenses for the month of January. 
 
1. Open the Household Budget 

spreadsheet. 
 
2. Select cells A9 to A15, hold down the 

Crtl key and select B9 to B15. 
 
3. Click on Insert, Column Chart, and 

select the first 2-D Column option. 
 
4. Your chart will appear on your 

spreadsheet. Click and drag it to 
reposition it. 

 
5. Select a design from the Design 

toolbar. 
 

6. The Design tab is where you can add a title and labels.  
Click on the Add Chart Element button, select Chart Title, then the Above Chart option. 
Triple-click on the chart title and type in January Expenses. You can format the label text 
on the Home 
toolbar. 

 
 
 
 
 
 
 
 
 
 
 
Different types of data suit being displayed in different types of charts. 
You can change the type of chart from the Design tab, Chart Type button. 
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Pie Chart 
 
Create a pie chart to compare the income for the month of March. 
 
 
1. Select cells A4 to A5, hold 

down the Crtl key and 
select D4 to D5. 

 
2. Click on Insert, Pie Chart, 

and select the first 2-D Pie 
option.  

 
3. Your chart will appear on 

your spreadsheet. Click 
and drag it to reposition it. 

 
4. Add a title and format it. 
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Printing 
 
Use Print Preview to see if your spreadsheet and charts will fit on one page. 
 
When you close the Print Preview, you will see your spreadsheet now has dotted lines to 
show the edge of the page. You can resize and move your charts around so they fit within 
the dotted lines. 
 
You may prefer to change the Orientation to 
Landscape, this can be found on the Page Layout 
toolbar. 

 
You may also wish to change your margins to 
Narrow, this is also on the Page Layout toolbar. 
Smaller margins will allow you more page space. 
 
For more options, go into Margins, Custom Margins. 
Here you can scale your spreadsheet to fit to 1 page wide by 1 page tall. In the Margins tab 
you can also select to position your spreadsheet so it is centred horizontally or vertically (or 
both) on the page. 
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Formulas 
 

Add, divide, multiply, and subtract 
Type an equal sign =, use math operators (signs).  
 

 + (plus sign) to add  
 - (minus sign or hyphen) to subtract  
 * (multiplication sign or asterisk) to multiply  
 / (division sign or forward slash) to divide  

 

Formulas are visible in the formula bar  when you select a cell that 
contains one. If the formula bar is not visible, on the View (Show/Hide) menu, click 
on the Formula bar check box. 
 
 
Use cell references in formulas 
Entering cell references lets Excel automatically update formula results if cell values 
are changed. For example: 

 Type =C4+C7 in a cell.  
 Or type the equal sign (=), click cell C4, then type the plus sign (+), and 

finally click cell C7, then press Enter.  
  

Cell references Refer to values in 
A10  the cell in column A and row 10  

A10,A20  cell A10 and cell A20  

A10:A20  the range of cells in column A and rows 10 through 20  

B15:E15  the range of cells in row 15 and columns B through E 

A10:E20  the range of cells in columns A through E and rows 10 through 20  
 
 
Add the values in a row or column 
Use the SUM function, which is a prewritten formula, to add all the values in a row or 
column: 
1. Click a cell below the column of values or to the right of the row of values.  
2. Click the AutoSum button .  

To add some of the values in a column or row:  
1. Type an equal sign, type SUM, then type an opening parenthesis.  
2. Type or select the cell references you want to add. A comma (,) separates 

individual arguments that tell the function what to calculate.  
3. Type a closing parenthesis, and then press ENTER.  

Examples: =SUM(B2:B4,B6) and =SUM(B2,B5,B7) 
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Find the average, maximum, or minimum 
Use the AVERAGE, MAX, or MIN functions. 

1. Click a cell below or to the right of values for which you want to find the 
average, the maximum, or the minimum.  

2. Click the arrow next to AutoSum . Click Average, Max, or Min.  
To see more functions, click More Functions on the AutoSum list to open the Insert 
Function dialog box.  
 
Understand error values 

 #####    The column is not wide enough to display the content. Increase 
column width, shrink contents to fit the column, or apply a different number 
format.  

 #REF!    A cell reference is not valid. Cells may have been deleted or 
pasted over.  

 #NAME?    You may have misspelled a function name.  
 
Cells with errors such as #NAME? may display a color triangle. If you click the cell, 
an error button appears to give you some error correction options.  
 
 
Use more than one math operator in a formula 
If a formula has more than one operator, Excel follows the rules of operator 
precedence instead of just calculating from left to right. Multiplication is done before 
addition: =11.97+3.99*2 is 19.95. Excel multiplies 3.99 by 2, and then adds the result 
to 11.97.  
Operations inside parentheses take place first: =(11.97+3.99)*2 is 31.92. Excel adds 
first and then multiplies the result by 2.  
Excel does use operators from left to right if they have the same level of precedence. 
Multiplication and division are on the same level. Lower than multiplication and 
division, addition and subtraction are on the same level.  
 
 
Select the format for types of values  
Select your range of cells. On the Home (Number) menu tab you can choose 
Currency, Percentage, Comma Separator, Decimal places button, or click on the 
drop down arrow next to General for more options eg Date, Text. 
 
 
Absolute References 
When you copy formulas across or down using autofill, the cell references in the 
formula will change accordingly. 
An absolute cell reference is used when you want a cell reference to stay fixed on a 
specific cell. Use a $ sign in front of each letter and number eg $A$1. 
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Absolute Reference 

 

An absolute cell reference is used when you want a cell 
reference to stay fixed on a specific cell.  

This means that as a formula is copied and pasted to other cells 
(eg when using autofill), the absolute cell reference in the 
formula does not change.  

An absolute cell reference consists of the column letter and row 
number surrounded by dollar signs  $ (but it has nothing to do 
with money!) 

An example of an absolute cell reference would be $C$4, 
$G$15, or $A$345.  

Tip: An easy way to add the dollar signs to a cell reference is to 
click on a cell reference and then press the F4 key on the 
keyboard.  

 

adapted from www.spreadsheets.about.com 
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To calculate the amount of GST to be added to an exclusive price: 
 
Multiply the figure by 0.15 to get the GST amount only, Then add to the original figure to get 
the full GST inclusive amount. 
 
OR multiply by 1.15 to get the full amount with GST included. 
 
Example: 
 
Value of goods $1,500.00 
 
GST at 15% $225.00   (1500 x 0.15) 
 
Total Price $1,725.00   (1500 x 1.15) 
 
 
If you don’t have a calculator here’s how to work out 15%: 

1. Calculate 10% by dropping off the last dollar digit, rounding as necessary.  

2. Calculate 5% by halving the 10% figure already calculated.  

3. Add the 10% figure and the 5% figure together. 

Eg 
10% of $1,500.00 = $150.00 

5% of $1,500.00  =  ½ of $150.00  =  $75.00 

10% + 5%  =  $150.00 + $75.00  =  $225.00 

 
 
 
 
To calculate the GST component of an inclusive price: 
 
Multiply the figure by 3, then divide by 23. 
 
OR divide by 7.66666666. 
 
Example 1:      Example 2: 
 Value of goods $1,725.00    Value of goods $1,725.00 
  
 1725.00 x 3 = 5175.00     1725 / 7.66666666 = 225.00 
 
 5175.00 / 23 = 225.00 
   

 


