
Key Skills 
 

• To create and build a data set in a 
spreadsheet. 

• To explain that formulas can be used to 
produce calculated data. 

• To apply formulas to data. 
• To create a spreadsheet to plan an event. 
• To choose suitable ways to present data. 
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Concepts 

Information Technology 

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. 

 

 

 

Enquiry Questions 

• How do I format a spreadsheet? 

• What’s a formula? 

• How do I use a spreadsheet to calculate 
and duplicate data? 

• How can I use a spreadsheet to plan an 
event? 

• What is the best way to present my data? 

Key Vocabulary 

cell - A rectangle or block on a worksheet; any data that is entered onto a spreadsheet must be 
placed in a cell. 
cell reference - A unique combination of a letter and number to identify columns and rows on a 
spreadsheet. 
data - A letter, word, number that has been collected for a purpose, but stored without context. 
data set - A collection of related data. 
format - The appearance of a document. 
formula - A combination of symbols that process and output. 
information - Data put into context that provides meaning. 
input - Data that is sent to a program to be processed. 
output - The result of data processed by a computer. 
spreadsheet - An electronic document in which data is arranged in rows and columns; the data 
can be manipulated used formulas. 
 


