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Other Functinns: Formatting makes a spreadsheet easier to read. Howvering the mouse between two columns) rows allows the user to drag them to the desired size, Right<licking on a cell and selecting
‘format cells’ presents a number of options, including fonts, borders, fill etc. Charts and graphs can be created using the data in the spreadsheet. Select the charts icon (see below) and which fields to
display in the x-axis and y-axis.

Lising Spreadshests: Spreadsheets are commonly used by individuals and businesses across the world. They are mest commenly used for organising and presenting finances, for example budgets and
finance reports. Spreadsheets may be used by businesses to look back on past income and expenditure and to forecast future performance. They are alse used for calculating taxes and deductions. Data is
aften presented in tables or graphs.



