Star Office Spreadsheet

What you need to know

	Function / Formula
	How to use it
	Purpose
	Example / notes

	+ - * /
	
	Basic mathematical calculations
	

	Average

Max

Min
	
	Find the average of a range of cells

Find the highest value in a range of cells

Find the lowest value in a range of cells
	

	Naming Sheets
	Right Click on Sheet name – Rename Sheet
	
	

	Inserting Hyperlinks
	Insert – Hyperlink - Target in Document
	
	

	If statements
	IF(Test; Then_value; Otherwise_value)

Test is any value or expression that can be TRUE or FALSE.

Then_value (optional) is the value that is returned if the logical test is TRUE.

Otherwise_value (optional) is the value that is returned if the logical test is FALSE.


	
	

	Vlookup


	=VLOOKUP(Search criterion;array;index)

=vlookup(what you are looking up, array / table name where you are looking it up, column in table that has value to be returned)


	
	

	Absolute / Relative references
	Relative means that the reference to this area will be adjusted automatically when you copy the formulas.

A dollar sign is placed before each letter and number in an absolute reference, for example, $A$1:$B$2.
	
	

	Sort


	Highlight area to be sorted.

Data – Sort – (select column to sort by)
	
	

	Autofilter
	Data – Filter -  Standard
	Select / Query certain records (usually a database function)
	

	Validation
	Data - Validity
	Range checking (do before results entered)


	

	Conditional Formatting
	Format Font or Background etc (select colour)

Format Stylist (opens Style window) – Add Style

Format – Conditional Formatting (choose style you have created)
	
	

	Template
	Save As – File xxx.sxc

Save As - Template xxx.stc
	Template can be used and reused. After opening template, Save As - file
	

	Protection of Cells
	Format – Cells – Protection

(remove tick form Protected check box)

Tools – Protect – Sheet  
	To protect formulas from accidental deletion or change. Can also hide formula from view.
	

	Conventions for SS / Graphs etc.
	See text and handout
	
	


