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SPREADSHEETS

	Feature
	What you need to know

	Alter cell

format/attributes
	When you set up the attributes of a cell you are defining

the properties of that cell, the format of the data it will

hold. Common cell attributes are: time, scientific,

percentage, date, currency. 

	Formula
	A formula sets out the calculation that has to be carried out

on data. You should be able to recognise and use simple

formulae such as:

A4 + A5 (add)  B6 –B7  (subtract)  C6/C8 (divide) D6 * D9 (multiply)

= SUM(A1:A6) 

This calculates the total of the values in cells A1 to A6.

= AVERAGE(B3:B12).

 This calculates the average of the values in cells B3 to B12.

= MAX(A4:A10) 

This finds the largest value in the range A4 to A10.

= MIN(B8:B16) 

This finds the smallest value in the range A4 to A10.

	Replication


	This simply means copying a formula down a column or

across a row, usually by moving the cursor to the corner of the cell containing the formula – it will change to a black + and then click and dragging to the required cells


Comparing printers

When we compare printers we should look at the following characteristics.

Comparison table

	Printer
	Set-up cost
	Running cost
	Speed
	Resolution

	Laser
	High
	Low
	Fast
	High

	Colour laser
	Very high
	High
	Fast
	High

	Inkjet
	Low
	High
	Quite fast
	Very high


Backing Storage 

Backing storage devices are hardware that is used to store the programs and data that the computer can access. Unlike RAM (or working) memory the contents of backing storage will not be lost when power to the computer system is turned off.

Comparison of backing storage

The table below compares the storage capacity, access speed, portability and media cost of different types of drive
	Drive
	Capacity
	Transfer speed
	Portable
	Drive cost
	Media cost

	Floppy disk
	Low
	Slow
	(
	Very low
	Very low

	Hard disk
	Very high
	Very fast
	X
	Low/medium
	NA

	Tape
	Very high
	Fast
	(
	High
	High

	CD
	High
	Fast
	(
	Low
	-R very Low 

-RW Low

	DVD
	Very high
	Fast
	(
	Low/medium
	-/+R Low

-/+RW Low

	USB
	High
	Fast
	(
	Low/medium
	NA


Sequential access to data

Sequential access means starting at the beginning of a sequence of data and going through it one part after another until the computer finds the data it is looking for.

A magnetic tape drive, often used for backing storage, is the best example of sequential access. It starts at the beginning of a tape and has to wind forward

through the tape until it reaches the part it needs. This takes time and is not suitable for many computer applications that demand fast access to data.

Random or direct access

Hard disk drives, floppy drives, CD-ROM and DVD drives use direct or random access. This means they go straight to the data they need. Unlike sequential access tape drives, they do not have to go through all of the disk surface one part after another to find the data. Because it gives instant access to the data, direct or random access is used by computer systems that need to process data straight

away, unlike sequential access, which takes time to go through all the data in the sequence.

Examples of use: updating bank accounts as money is taken out of a cash point

machine, booking seats on a plane.

MEMORY

Memory is the hardware that allows the computer to keep track of what it is doing. It is a store for things the computer must remember. There are two kinds of memory:

1. Random Access Memory, or RAM

2. Read Only Memory, or ROM

The computer needs two different types because each has a different job to do.

Random Access Memory or RAM

This type of memory works like our own: the computer uses it to hold the instructions

contained in programs, to hold any data that has been input, and ‘remember’ any changes it has made to them. Like us, the computer can also ‘forget’ what is stored in RAM – when it is turned off all the contents of RAM are lost because it is only temporary storage.

Read Only Memory or ROM

ROM is permanent memory – it does not lose what is stored in it when the computer is turned off. All computers must have some ROM.  If they didn’t they would not know what to do when they were turned on.
ROM is ‘read only’ memory: this means you can’t load new programs or new data into it. This is to protect the data that it holds. If you could, then the important information it stores could be lost.

THE HUMAN–COMPUTER INTERFACE 

The Human–Computer Interface (HCI) is the part of the computer system that people use to interact and communicate with the computer. When you ask your computer to load a file, save to disk or to open a file, you are using the HCI.

Customising the HCI 

If you customise something you change it to suit your own needs. You can  customise the HCI of your computer by opening the control panel and changing features such as: 

• the appearance of the icons 

• the speed or appearance of the pointer 

• the colour of the desktop.

ON LINE HELP

Online help is a help feature available within a package. Online help is very easy to use. Simply open the help window, type in the topic you need help with and the software will display the information.   Help in the form of information screens that you can call up while using the package.

ON LINE TUTORIAL

If you want to learn how to use an application package you can also use an online tutorial. An online tutorial teaches you how to operate a package; leads you though examples and then sets you some exercises.

TEMPLATES

Templates are very useful. They are the skeletons of a document with much of the format of the document already laid out, for example headings, colour, fonts, tables and text boxes already set up.

WIZARD

A wizard is a feature in a package that guides you through a complicated task. A popular use of wizards in general purpose packages is to take you, step by step, through the process of setting up a document. 

INTEGRATED PACKAGES
Integrated packages have three or four GPPs in one package. They usually have spreadsheet, graphics, database, and word-processing packages available. 

The advantages of an integrated package are as follows. 

· Transferring data between packages is quite easy. It is usually a simple cut and paste. 

· All the GPPs have a common HCI. 

· Integrated packages cost less than buying a series of individual GPPs. 

They do have a disadvantage: each of the GPPs in the integrated package has fewer features than an individual package would have, for example the database part of an integrated package would have fewer features than, and would not be as powerful as, an individual database package.

SEARCH AND REPLACE 

This is a really useful feature. It looks for a word or phrase you want changed and then changes it for you automatically.   For example if you wrote the name David and you wanted to change it to Daniel throughout a document, you would search for ‘David’ and then change it to ‘Daniel’.
STANDARD PARAGRAPH

A piece of text which has been saved and can be used over and over again in different documents.  This can save a lot of time as it has the benefit of being spellchecked and proof read for accuracy.

BENEFITS OF USING GENERAL PURPOSE PACKAGES

It enable us to complete our tasks quickly and efficiently. 

Keeping your documents and data accurate and up to date is made easier using these applications because entering data and updating it is straightforward. 

Changing or adapting your documents is made easy. You can easily change the content, style or layout of a document any time you need to. 

Using these applications you can produce a whole range of different types of documents that you can use to communicate ideas and information to people.

Using the applications means that businesses can reduce their costs. The applications can be expensive but the increase in productivity they bring will reduce costs in the long term.

SPELLCHECKER

It compares the words in a document with the words in its dictionary and highlights those words not in its dictionary.  It will then produce a list of alternative words to choose from. 

Limitations

It may highlight words that are correctly spelt like names of people, places or technical jargon.

It will not highlight correctly spelt but words used in the wrong context such as ‘there’ instead of ‘their’, two instead of to and see instead of sea.

THE LAW

Data Protection Act

A Data controller is the person, business or organisation controlling the collection, contents and use of personal data. The data controller must:

· register with the Data Protection Commissioner

· apply for permission to keep personal data on computers

· state what data they want to keep, what it will be used for and who has access to it.

Data subjects, the people who have data held about them, have the right to:

· know if data is held about them on a computer and to have a copy of the data

· inspect that data and to have it changed if they think it is inaccurate

· be given access to it

Copyright Designs and Patents Act 

Software copyright is protected by law for 50 years after it is published. The Copyright Designs and Patents Act makes it illegal to: 

· make unauthorised copies of software that is copyright protected 

· run unauthorised copies of software 

· transmit software over networks and copy it without licensed permission. 

The Computer Misuse Act 

This makes damaging a computer system by hacking into it illegal and subject to penalties. This act makes it illegal to: 

· gain unauthorised access to a computer system (hacking) 

· make unauthorised modifications to computer materials. 

What is modifying computer material? It means: 

· damaging a computer system by inserting a virus 

· preventing authorised access by changing or deleting passwords 

· making unauthorised changes to software or data. 

What are the penalties? – Up to five years’ imprisonment and fines. [image: image1.png]
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