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What is a spreadsheet? 
 
It is a number of columns and rows, making a grid. Each oblong in the grid is 
called a cell.  You can enter information into these cells for different purposes.   
One of the main uses for Voluntary Groups is to use a spreadsheet for 
bookkeeping. The Columns would include receipts and payments headings 
and the Rows would show each transaction entered under those headings. 
For more information on headings see our Good Practice Guide No.4 – 
Bookkeeping. 
 
Why not just use a sheet of lined paper or a cashbook? 
 
Entering information into a spreadsheet is quick, easy and a lot more accurate 
(as long as it is entered correctly).   Spreadsheets can add up columns 
automatically, they can perform other automatic calculations that could for 
instance show : 
 

� What you have in the bank at the beginning of the month  
� Add to that what the total receipts are during the month  
� And take away the total payments for the month 
� Which would leave you with what you have in the bank at the end of 

the month 
� All done automatically, once you have entered the transactions, saving 

you time to get on with other tasks. 
 
How do spreadsheets work? 
 
You enter information into the cells, this is called data.  The data can be in the 
form of words, numbers or formulae.  Words are known as text. 

� Examples of Text would be for headings for your income and 
expenditure 

� Examples of Numbers would be the figures you type in for how much 
you have received and paid out 

� And an example of a Formula would be telling the spreadsheet to add 
a particular set of numbers and give you the total. 
 

Is it easy to learn? 
 
Yes!  All you need is a computer with a spreadsheet facility, such as Microsoft 
Excel, a little background knowledge on how to turn on and off your computer 
and save and print files.   Don’t worry if you don’t have the background 
knowledge, WYCAS can give you training and support that will get you up and 
running with your spreadsheet work 
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How do I start a spreadsheet? 
 
Click the icon on your desktop; if you are using Microsoft Excel, it will be a 
green cross on a white square 

Microsoft Excel 

Worksheet
 

 
What will I see on my screen? 
 

� At the top of the screen you will see a grey area showing the Menu Bar 

 
  
 

� A Toolbar, which shows icons that provide an alternative quick way of 
performing some of the tasks above.  All you need to do is click the 
icon.  Some of the other functions on the toolbar include; 

o Changing the font style 
o Changing the font size 
o Changing fonts to bold, italic and underline 
o Centering and aligning the information that you enter 
o Putting borders around your information  
o Changing the colour of the font 
o Shading the cell(s) you are working in 
 

� Below the toolbar is a Formula bar, which shows the cell you are 
working in on the left and the information that the cell contains on the 
right 

THE MENU BAR- What you see on the top row 

File Edit View Insert Format Tools Data Window Help 

When you click the buttons on the MENU BAR these are some of the things you can do 

Open/Close Files Cut Normal Rows Cells Spelling Sort Freeze Pane Excel Help 

Save Copy Page Break Columns Column Protection Filter  This will  

Page Set Up Paste Header/Footer Worksheet Sheet     become  

Print Fill  Comments      your best 

  Clear        friend - 

  Delete       Use it often  
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Tell me more about the menu bar 
 
For most of these functions follow the onscreen instructions, many are from 
drop down lists. 
 
File 

� Open and close - this is used to open existing files and close all files 
� Save – once you have started a spreadsheet you should save it 

regularly, you will be asked to give the spreadsheet a name the first 
time you save it, which then becomes its file name 

� Page set up – here you can change how the sheet looks, for example 
whether it should be portrait or landscape, you can also change 
margins, headers and footers 

� Print area – you can select which part of the spreadsheet you want to 
print 

� Print – use this if you want to print all the spreadsheet 
 
Edit 

� Cut – allows you to cut the data from one or more cells – this removes 
the data 

� Copy – allows you to select data in one or more cells and make a copy 
– the original data remain in place and is not removed 

� Paste- allows you to paste into another area the data from cut or 
copied cells 

� Fill – lets you fill a range of cells with the same data that is in your 
source cell or sequential data for example if you type January in the 
source cell you can fill in the rest of the months automatically using fill 

� Clear  - lets you select one or more cells and clear them of all data and 
formulae 

� Delete – does what clear does, but also allows you to delete whole 
rows or columns 

 
View 

� Normal – is how you see your spreadsheet 
� Page break – shows blue solid lines around the pages and dotted lines 

to let you know where breaks are occurring 
� Header/Footer – allows you to put header/footers that will appear on 

each page, this can include page numbers and file names 
 
Insert 

� Rows – click on the row below where you want to insert and click 
insert row 

� Column – click at the right of the column and click insert column 
� Sheet – inserts another sheet (we have not covered working with 

multiple sheets in this guide) 
 
Format 

� Cell – you can perform different functions for individual cells, for 
example changing size, style and colour.   You can also say whether 
the cell should be in a number format, word format or date format 
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� Column – determines the width of the column 
� Row- determines the size of the row 
 

 
Tools 

� Spelling – allows you to check the spelling in the spreadsheet 
� Protection – allows you to protect all or part of the spreadsheet, so 

that data isn’t overwritten by mistake 
 
Data 

� Sort – you can select an area of the spreadsheet and re-sort it.  For 
example, you could enter names in randomly and then sort them 
alphabetically. 

� Filter – allows you to filter out only the data you want to see on screen 
 
Window 

� Freeze pane – you can select an area that will remain visible on the 
screen, even when you scroll right down to the bottom of your 
spreadsheet.  This is very useful when working with cash book 
headings and you want to see the headings at the top of the screen all 
the time 

 
Help 
This menu item brings down different ways of accessing help 

� Click Office Assistant and type in a word.  Next click search; the topic 
opens up in a box.  You can then click other topics that are highlighted. 

� Use help as often as you like, the more you use it the more you learn 
� Not quite the Beatles, but you will ‘get by with a little friend called 

Help’ 
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What will the spreadsheet look like? 
 

� Below the grey area is the spreadsheet.  This is made up of columns 
and rows (the grid).   The columns are headed A, B, C, D etc and the 
rows are numbered 1,2,3,4,5, etc.  Each block in the grid is called a cell 
and each cell has a cell reference which is where the column meets the 
row. 

 
A B C D E F G H 

 

1 This is cell A1        

2     This is cell E2    

3 
  

This is cell c3 

      

4       This is cell G4  

5 
 

This is cell B5 

       

 
This is what your spreadsheet might look like when you put some information 
into it. 
 
Example  
(you can use this information later to build your own spreadsheet) 

� This is a Funder report, which shows amounts received in, paid out 
and the balance on each of three restricted funds. 

� Other information shown is the total of Restricted Receipts, less the 
total of Restricted Payments giving the Total Restricted Balance 

� We have even added a column for our Unrestricted funds and when 
this is added to the column for Restricted funds, we know exactly how 
much we have received and paid out and therefore what our total 
balance is at that date. 

 
A B C D E F G H 

 

1 Funder Report Date  SRB fund Community 
fund 

Local 
Council 

fund 

Total 
restricted 

funds 

Unrestricted 
funds 

Total 
Funds 

2           

3 Received In  5000 10000 1000 16000 4000 20000 

4 Paid Out  -4000 -9000 -500 -13500 -3000 -16500 

5 Balance in 
Fund   1000 1000 500 2500 1000 3500 

 
Tip: All figures in the grey shaded area have been automatically 
calculated.
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Tell me more about entering information  
         

� The information entered into Row 1 in our example, is called text as it 
is all ‘words’ 

� The information in Column A is also text 
� The Funds Received in cells C3 to E3 are numbers 

o The figure in F3 is a total of C3 to E3 and has been 
automatically calculated 

o The figure in G3 is another number  
o The figure in H3 has added G3 to the total in F3. This is also 

automatically calculated. 
� The Funds Paid out on Row 4 are similar to the row above but they 

have a minus sign before them because they are taken away 
� The Fund Balances in C5 have been automatically calculated by 

taking C4 from C3 
o The rest of the fund balances on Row 5 have been 

automatically calculated in the same way. 
 
How do I make automatic calculations? 
 
Easy!  You can do it different ways.  Try it using the example above. 
 
Method 1 
Type in the information above except shaded areas, leave these blank for 
now 
In cell f3 type in the following formula:  =c3+d3+e3 (then press return) 
F3 should now show £16000 
Tip: All formulae start with the = (equal sign). 
 
 Method 2 
Type in the information above except shaded areas, leave these blank for 
now 
In cell f3 type in the following formula: =Sum(c3:e3) 
F3 should now show £16000. 
 
Method 3 
Type in the information above except shaded areas, leave these blank for 
now 
On the toolbar in the shaded area find the Autosum Tool 
Click cell f3 now click the autosum tool above. See the dotted line around the 
cells being added together. Press return 
F3 should now show £16000 
When using autosum, you may sometimes need to ‘drag’ across the cells 
being calculated. To do this, click in the cell where you want the answer to be.  
Next, hold down the left mouse button whilst you drag the dotted line across 
the other cells in your calculation.   Release the button and the answer will 
appear. 
Tip: Dragging means holding down the left mouse button whilst 
selecting a number of cells. 

 

M
 



GPG No 8: An Introduction to Spreadsheets for Finance 
 

 Copyright: WYCAS This Document may be reproduced in whole or in part subject to 
acknowledgement of source 

9

Spreadsheet Quiz – based on Example on page 7 
 
Write what you think are the correct cell references in the quiz below, then try 
out your answers on your spreadsheet and check results against the example. 
 
Remember to use the right cell references in your calculations and also that 
there are more ways than one of making the calculation. 
 
Quiz 

What would you type in 
cell? 

type or or 

H3 (example) =f3+f4 =sum(f3:f4) Use autosum 
F4    

H4    
C5    
D5    
E5    
F5 can be calculated more than one 

way 
   

G5    
H5 can be calculated more than 

one way 
   

 
Tip: Remember you may need to drag the dotted line across the cells 
being calculated, when using ‘autosum’. 
 
 
Where can I find out more? 
   
Support and Training  
 
WYCAS can help you to set up simple bookkeeping systems on Excel  
If you would like to know more call the advice line detailed below. 
 
 
 

 

WYCAS Advice Line: 0113 270 6269 
Website: www.wycas.org.uk 


