
Spreadsheet skills 
and tools 



Drop Down Lists 

 A drop down list is a list of items that appear 
when clicking on a button for choices for the 
user to select from. 

 In my spreadsheet I used drop down lists for 
the title, gender, type of ticket, requested 
seating area, application successful and 
allocated seating area fields. 



Conditional Formatting  

 Conditional formatting lets you alter the 
appearance of the cells depending on what it 
contains. E.g. if you want to change the colour of 
the cell to green for something good such as 
making a profit and red for something bad such 
as making a loss. 

 I have used conditional formatting in my 
spreadsheet for the title, gender, ticket type, 
requested seating area, application successful 
and allocated seating area. 



COUNTIF 

 A countif formula will add up numbers 
that are needed for the specific column. 

 I used the countif formula in the summary 
of information to calculate things such as 
how many adults, children and concession 
applied for the season tickets. 

 



VLOOKUP 

 VLOOKUP allows you to look up things 
and find the value within a table when a 
description is given. 

 I used VLOOKUP in my ticket holder 
details to look at the price of tickets for 
adults, children and concession. 

 I used VLOOKUP in season ticket type 
details to look at prices of the tickets. 

 

 



Graphs and charts 

 Spreadsheets can become very complex. 
By using graphs and charts it makes 
easier to interpret data. 

 I have used graphs and charts in my 
summary of information sheet. 

 The benefit of using graphs and charts are 
that the football team gets to see what 
seating area is popular and what they can 
improve and who are the applicants. 



Macro buttons 

 In macro button the instructions are 
running inside an application. Its like a 
language of the computer. 

 I have used macro buttons in all my 
sheets, such as ticket-holder details, 
summary of information, season-ticket 
type and the main menu. 



Logical Functions (AND,FIND) 

 I used two logical functions in one formula 
(AND,FIND). 

 The FIND function allows me to search for 
certain items, such as a full stop or a @ 
symbol. 

 I used the AND function, which allows me to 
search for more than one item. 

 I used this is my spreadsheet to validate the 
email addresses by the formula ensuring it 
has an @ symbol, a full stop and there are no 
space. I also created an error message to 
alert the user. 
 



Data entry form 

 A data entry form is used to input data, 
which has been collected in a database. 

 I used data entry form in my ticket holder 
details, which makes it easier to type the 
details into the season ticket holder 
details. 

 



Password 

 A password is a string of characters to protect 
anyone from accessing anyone else's data. 
Password ensure that people don’t have access to 
things they have been authorized to. 

 I used a password for my spreadsheet to protect 
it, from anyone editing my spreadsheet. 

 A benefit of putting a password on the 
spreadsheet is that it cannot be changed unless 
the person knows the password so the 
spreadsheet would be protected. 


