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Foreword Textease Branch CT - a powerful and imaginative way to sort

and classify

Textease Presenter CT - create top-notch presentations to be

proud of

Textease Turtle CT - flexible, progressive on-screen turtle

graphics

All of the above tools except Textease Movies CT         share a

common interface and therefore the same desktop icon         .

In addition to the Textease Studio CT tools, you will also be able to

open Textease Timeline and Textease IdeasMap from the toolbar.

These additional products are available to you for 30 days from

installation so you can experiment away and get a real flavour for

their classroom potential. If these additional products are not

purchased, the demonstration versions will expire after 30 days.

Community @ Home Licence

Don’t forget our Community @ Home licence is a great way to

provide pupils and teachers with the same software they have in

school for use at home. 

For further information about any of our products visit

www.softease.com, call sales on 01335 343421 or email

sales@softease.com.

Textease Studio CT is the single biggest Softease development

since the company’s launch of Textease in 1994. We have listened

to thousands of teachers who use Textease every day to drive this

development.

Textease Studio CT is a fully integrated set of software tools. This

revolutionary principle means that all the tools have the same easy

to use interface and, because they all work in a similar way, having

mastered one the others are easy to pick up. Textease Studio CT

has been carefully thought out to give you NINE KEY TOOLS in a

single application making it ideal for embedding ICT throughout

the curriculum.

Textease Movies CT - produce inspirational and exciting movies

in minutes

Textease Draw CT - a revolutionary vector drawing tool that will

turn your world around

Textease CT - best in class for creativity and enjoyment

Textease Database CT - the first multi-user database with

attitude!

Textease Paint CT - a vibrant paint package to inspire creative

young minds

Textease Spreadsheet CT - power and flexibility - you can count

on it!
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Introduction 

Textease Spreadsheet CT is an easy to use, yet powerful

spreadsheet program. It enables you to create multiple

spreadsheets and charts on one page, and annotate them with

text and graphics around the spreadsheets and charts. In addition,

when data is changed within a spreadsheet any associated charts

are automatically updated too.

Textease Spreadsheet CT allows you to create a spreadsheet

containing only the cells you need. It includes a range of formulae

which can be applied to data entered as well as many charting

options, making this application suitable for use in Key Stages 1 to

3. It is also compatible with other spreadsheet programs allowing

for pupil progression.
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Remember that you are working within Textease so all the usual

functionality of Textease in terms of effects and links etc. are

available to you. (See the Textease CT Getting Started Guide for

further details.)

Producing a Spreadsheet

Create a New Spreadsheet

• Click on the ‘New spreadsheet’ button         (on the

‘Spreadsheet’ toolbar). 

• Click anywhere on the page, then

holding down the left mouse

button, drag the crosshairs

across the page until you have

created a spreadsheet

containing the number of rows

and columns you require (Fig.4).

• As you are working on a Textease

page you can create several spreadsheets on a single page by

repeating the above procedure.

Younger or less able pupils may find it easier to work with a table

rather than a spreadsheet. Graphs and charts can be created from

a table, but formulae cannot be applied to cells. (NB. You will need

to have Textease CT installed on your computer to access this.)

• Open the ‘Table’ toolbar from the ‘Toolbar control’ window

(Fig.2) then click on the ‘New table’ button         . 

Textease Spreadsheet CT6

Getting Going

• Go to the ‘Start’ button on your

desktop and in ‘All Programs’

select ‘Softease’ and then

‘Textease Studio CT’ (twice).

Alternatively double click on the

shortcut on your desktop.

A Textease page will be

displayed, with the ’General’

Textease toolbar already open (Fig.1). 

• Open the ‘Spreadsheet’ toolbar by clicking

on the ‘Toolbar control’ button         , then

click in the appropriate box (Fig.2). 

The ‘Spreadsheet’ menu will be added to the

menu bar, and the ‘Spreadsheet’ toolbar

(Fig.3) will open containing the ‘New

spreadsheet’, ‘Formula editing

window’, ‘Autosum’, ‘Sort up’, ‘Sort

down’ and ‘Chart’ buttons.

• Close the ‘Toolbar Control’ window.

• Additional toolbars can be opened or closed at any time from

within the ‘Toolbar control’ window. (Click on the ‘Toolbar

control’ button to access this window.)

Fig.2

Fig.1

Fig.4

Fig.3
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• Click anywhere on the page, then

holding down the left mouse

button, drag the crosshairs

across the page until you have

created a table containing the

number of rows and columns you

require (Fig.5). 

Enter Data into a Spreadsheet

• Click in individual cells to input your

data. You do not need to enter units of

measurement at this point (Fig.6). 

• Move between cells using the arrow keys

on your keyboard, or by clicking in cells

directly with the mouse pointer.

Insert Images

Images (clipart, digital photos or images taken with a digital

microscope) can easily be inserted into Textease Spreadsheet CT;

however a cell cannot contain both text and an image. (See the

‘Rationing’ example in the ‘Resource Bank’.)

• Click on the ‘Resource Bank’ button         (on the ‘General’

toolbar) to open the ‘Resource Bank’. 

• Select the image you want, then drag and drop it into a cell.

• The cell will automatically adjust to the size of the image placed

in it.

• To resize the image: select it, hover over a corner with the mouse

pointer until the sizing arrow appears, then click and drag it to

www.softease.com 9

the required size (Fig.7).

Enter Formula into a

Spreadsheet

A key function of a spreadsheet is

to manipulate the data contained

in it. Within Textease Spreadsheet

CT you can either write your own formula, or

use a pre-written formula contained within the formula editing

window. The notation used in Textease Spreadsheet CT is similar

to that of other spreadsheet programs so skills learnt are

transferable.

(a) Using Pre-written Formulae within the Formula Editing

Window

(See the ‘Long Jump Distances’ example in the ‘Resource Bank’.)

For example; to use a formula to calculate an average:

• Click in the cell you wish to apply the formula to.

• Open the formula editing window by clicking on the ‘Formula

editing’ button         (on the ‘Spreadsheet’ toolbar), or press the

‘=’ button on your keyboard.

• Click on the black triangle to open the drop down menu.

• Select ‘average (range)’ from the drop down menu by clicking on

it.

• The words ‘average (range)’ will appear in the formula box.

• Now, click and drag the mouse pointer over all the cells you wish

to be included in this calculation (i.e. the range). They will now

Fig.5 Fig.7

Fig.6
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replace the word

“range” in the formula

box (Fig.8). 

• To apply the formula

click on the green tick.

(The formula window

will close

automatically.)

Alternatively click on the red cross and start again.

• Click in any other cell, or press enter on your keyboard, to

continue.

(b) Entering Formulae Directly Into a Cell

• Click in the cell you wish to apply a

formula to, then type in your formula

(for example, “a1+a2”).

• Press ‘enter’ on your keyboard or click in

another cell.

• The formula will be hidden except when

that cell is clicked on (Fig.9).

Autosum

The ‘Autosum’ function is a quick way of adding together the

numerical values within selected cells in a column or row.

• Select the cells to be included in the sum.

• Click on the ‘Autosum’ button         (on the ‘Spreadsheet’

toolbar). 

• The sum of the values will be placed in the cell below the
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column, or to the right of the row (Fig.10).

Replicate Formula

You can apply the same formula to a

column or row of different data without

writing the formula over again. (E.g. in the

‘Long Jump Distances’ example in the

‘Resource Bank’ a formula was written to

calculate the average jump for pupil 1 and

then replicated for all the other pupils.)

To replicate a formula:

• Select the cell with the formula already in it.

• Hover over the white box in the bottom right hand corner of the

cell. The mouse pointer will change to a black cell replicate cross.

• Click on the cell replicate cross and drag it across all the cells you

wish the same formula to be applied to.

Apply Units of Measurement or Currency

Any units of measurement or currency can

be applied to cells. (See the ‘Rationing’

example in the ‘Resource Bank’.)

• Select the cell(s) you want to apply a unit

of measurement to.

• Click on the ‘Effects’ button         (on the

‘General’ toolbar) to open the ‘Effects’

window (Fig.11).

• Select ‘Cell’.

Fig.8

Fig.9

Fig.11

Fig.10
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‘Spreadsheet’ on the menu bar then ‘Insert Column’.

Alternatively, if your computer has Textease CT installed open the

‘Table’ toolbar. Place the caret in a cell, as above, then click on the

‘Add row’         or ‘Add column’ button         .

Delete a Row or a Column

• Select the row(s) or column(s) to be deleted by clicking on the

number or letter headers on the edge of the spreadsheet.

• Press ‘backspace’ or ‘delete’ on your keyboard.

Alternatively, if your computer has Textease CT installed open the

‘Table’ toolbar. Select the row or column to be deleted then click

on the ‘Delete row’         or ‘Delete column’         button.

Resize a Row or Column

• Hover over the line for an individual row or column until the

mouse pointer changes to a column or row resizing arrow. 

• Click and drag the resizing arrow until the row or column reaches

the desired dimensions.

Reposition the Spreadsheet

• Click once in the top left hand corner (the mouse pointer will

change to a hand) and drag the spreadsheet to a new position

on the page.

Textease Spreadsheet CT12

• Either:

-Select a unit of measurement from the

‘format’ drop down menu by clicking on

it (Fig.12).

-Or, add a unit of measurement not listed

by clicking in the format box and

entering a 1 followed by a space then the

unit required. For example: “1 ml”.

• Close the window.

Autosort

The ‘Autosort’ function is a quick way of sorting data in a column

or row into ascending or descending order.

• Select the cells to be sorted,

• Click on the appropriate ‘Autosort’ button                  to sort the

selected data into ascending or descending order.

• The data will automatically be sorted into the order selected. (NB

all other cells in the spreadsheet will re-arranged in line with the

sorted row/column.)

Add a Row or a Column

• To add a row beneath a cell, first place the caret in a cell.

• Then, either press ‘Ctrl’ and ‘Return’ on your keyboard, or click

‘Spreadsheet’ on the menu bar then ‘Insert Row’.

• To add a column to the right of a cell, first place the caret in a

cell.

• Then, either press ‘Ctrl’ and ‘Tab’ on your keyboard, or click

Fig.12
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and delete the number that is there then enter a new number,

for example 37. The number in the second cell will automatically

adjust so that the total of the two numbers is 100. 

Creating a Graph or Chart from a
Spreadsheet

Data contained within a spreadsheet (or table) can be represented

in a graph or chart. Any number of graphs or charts can be

produced from a single spreadsheet and placed on the same

Textease page. You can choose to graphically represent all the

data contained within the spreadsheet, or just some of it.

Select Data

• Create a spreadsheet. (See the section ‘Producing a

Spreadsheet’ on page 7.)

• Select the cells containing the data (numbers and/or text) which

is to be included in the chart or graph by clicking in the first cell

to be included then, keeping the left mouse button held down,

drag the caret across all the other cells to be included, releasing

the mouse when your selection is complete.

• Alternatively, select a single row or column by clicking on its cell

heading. Then select additional rows or columns, if required, by

holding down the ‘Ctrl’ button on your keyboard as you click on

the additional row or column headings.

Create a Graph or Chart

Within Textease Spreadsheet CT there are four different chart or

Textease Spreadsheet CT14

Creating a “Function Machine”

(Based on the ‘Number Bonds to 100’ example in the ‘Resource

Bank’.)

Textease Spreadsheet CT can be used to create a wide range of

“Function Machines”. Pupils could use these to test themselves, try

to work out what the “machine” is doing, or create their own

machine for a given function. There are two examples of a

“Function Machine” in the ‘Resource Bank’ (‘Times Table

Calculator’ and ‘Number Bonds to 100’).

To create a number bonds “Function Machine”:

• Create a spreadsheet with one row and

two columns (Fig.13).

• Write a number of your choice into the

first cell, for example 23.

• In the second cell enter your formula, for

example 100-a1 (Fig.14). 

• Edit the cell colour, font style and colour

if desired (see the ‘Cell Effects’ section in

this guide for details).

• Hide the cell headings (see the ‘Cell Effects’ section).

• Lock the second cell in place to hide the formula. (Select the cell,

click on ‘Tools’ on the menu bar

then ‘Lock to page’.)

• The “function machine” is now

ready (Fig.15). Click in the first cell

Fig.13

Fig.14

Fig.15
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‘Columns’ (Fig.18).

Include Column and

Row Headings

• If the first row or column

of the selected data is a

heading rather than a

value to be included in

the chart tick the box

‘First row is heading’ or

‘First column is heading’

within the ‘Chart’ window.

Add a Grid to the Chart Background 

• A grid background can be added to a graph or chart by clicking

in the box next to the word ‘Grid’ within the ‘Chart’ window

(Fig.16).

Display the Data as a Percentage

• Data can be displayed as a percentage rather than as a

numerical value. With the graph or chart selected click next to

the word ‘Percentage’ within the ‘Chart’ window (Fig.16).

Display the Frequency Data Occurs

• The frequency with which data occurs within a column can be

displayed. Create a graph or chart from a single column of data,

then click next to the word ‘Frequency’ within the ‘Chart’

window (Fig.16).

Textease Spreadsheet CT16

graph types: a pie chart, a bar chart, a line graph and a scatter

graph. Selected data can be graphically represented in different

chart types on the same page. This could prompt pupil discussion

regarding which graph type best represents their data. (See the

example ‘Favourite Colours’ in the ‘Resource Bank’.)

• Select the data as above.

• Click on the ‘Chart’ button         (on the ‘Spreadsheet’ toolbar)

to open the ‘Chart’ window. A chart or graph containing the

selected data will automatically appear on

the page. 

• Change the displayed chart or graph by

clicking on different graph types within the

‘Chart’ window (Fig.16). 

Changes can be made to existing graphs at any time by selecting

them with a single click, then opening the ‘Chart’ window.

Change the Data Series

• Depending on which

data is selected from

within the spreadsheet

the graph or chart will

be organised in either

rows or columns. To

organise the chart in a

different way (by

changing the ‘Data

series’) click next to the

word ‘Rows’ (Fig.17) or

Fig.16

Fig.17

Fig.18
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Resize or Reposition the Chart

The chart can be resized or

repositioned at any time.

Resizing the chart may

change how much

information is shown on the

scale. For example, a scale

showing the units 4, 8 and 12

may adjust to show the units

2, 4, 6, 8, 10 and 12 when the

chart is enlarged

• Select the chart with a single click. A selection box will appear

around the chart outline (Fig.19).

• To reposition it elsewhere on the page move the mouse pointer

over the chart so that it changes to a hand. Click on the chart

and drag it (keeping the left mouse button held down) to a new

position on the page.

• To resize the chart, move the mouse pointer over one of the

corners until it changes to the sizing arrow. Click and drag

(keeping the left mouse button held down) the sizing arrow

inwards or outwards until the chart reaches the desired

dimensions.

Edit Chart Text

The text in chart titles, axis headings and keys can be edited in the

same way as text within other Textease software. Words can be

replaced and the font style, colour and size adjusted (Fig.20).

• Click once with the mouse pointer to place the caret within the
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existing text. Delete

unwanted words then type in

your new text.

• To change the font style,

colour and size select the text

with a double click then click

on the ‘Effects’ button 

to open the ‘Effects’ window.

(See the ‘Textease CT

Getting Started Guide’ for

further information on text effects.)

Textease Spreadsheet CT Special
Features and Tools

Cell Effects

The Cell Effects window enables you to change the colour of cells,

change the colour, size and style of text within a cell, hide or show

cell headings, justify the contents of the cell and set the number of

decimal places displayed within a cell. Effects can be applied to the

whole spreadsheet, rows, columns, multiple cells or individual cells.

To select the whole spreadsheet:

• Click once in the top left hand corner to select the whole

spreadsheet.

• When selected the spreadsheet will be surrounded by a red

dotted box.

Fig.19

Fig.20
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• Select ‘Typeface’ to

change the font style

and/or size (Fig.22).

• Select ‘Colour’ to

change the font

colour.

• Close the two

windows.

Set the Number of Decimal Places

The number of decimal places

displayed can be set from zero

to fifteen. (See the ‘Long

Jump Distances’ example in

the ‘Resource Bank’.) (Fig.23).

• Select the cell(s) you want to

apply the number of decimal places to, as explained above.

• Click on the ‘Effects’ button         to open the ‘Effects’ window.

• Select ‘Cell’.

• Click on the up/down arrow (to the right

of ‘dp’) to increase or decrease the

number of decimal places (Fig.24).

• Close the window.

Hide/Show the Cell Headings

Once a spreadsheet has been created you may wish to hide the

cell headings (row and column headers). Most of the examples in

the ‘Resource Bank’ have the cell headings hidden.

• Click anywhere in your spreadsheet.

Textease Spreadsheet CT20

To select a row or column:

• Click on the number or letter buttons on the edge of the

spreadsheet.

• The selected row or column will be coloured grey.

To select multiple cells:

• Click and drag the mouse pointer over all the cells to be included.

• The selected cells will be coloured grey.

To select an individual cell:

• Click in the cell.

Change the Cell Colour

To make cells stand out or to simply produce a more colourful

spreadsheet you can change the cell colours. (See the ‘Favourite

Colours’ example in the ‘Resource Bank’.)

• Select cell(s) to colour, as explained above.

• Click on the ‘Effects’ button         to

open the ‘Effects’ window.

• Select ‘Cell’ then click on ‘Fill colour’

(Fig.21). 

• Choose a colour then close the two

windows.

Edit the Text

The font style, size and colour of text within a cell can be easily

changed.

• Select the cell(s) you wish to edit the text in, as explained above.

• Click on the ‘Effects’ button         to open the ‘Effects’ window.

Fig.21

Fig.24

Fig.23

Fig.22
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Change the Colour of Columns, Lines and Sectors

• Click on the corresponding colour within the key

to select a column, line or sector (Fig.27).

• Click on the ‘Effects’ button         to open the

‘Effects’ window, then ‘Fill colour’ or ‘Line

colour’.

• Select a new colour.

• Close the ‘Effects’ window when

you have finished adding chart

effects (Fig.28).

Page Effects

As Textease Spreadsheet CT uses a Textease page, objects (text

and images) can be added around the spreadsheet and charts.

(See the examples in the ‘Resource Bank’.) The additional

text/images could be purely decorative or could provide

instructions for a pupil activity.

Remember that you are working within Textease so all the usual

functionality of Textease in terms of effects and links etc. are

available to you. (See the Textease CT Getting Started Guide for

further details.)

Textease Spreadsheet CT22

• Click on the ‘Effects’ button         to open the ‘Effects’ window,

then ‘Cell’.

• Click on the ‘Cell headings’ button         to hide (or show) the cell

headings.

• Close the window.

Chart Effects

The colours of the graph columns and lines, pie chart sections, key

and chart background can all be changed. (See the example ‘How

Far Does a Toy Car Travel on Different Surfaces’ example in the

‘Resource Bank’.)

Change the Background Colour and Outline

• Select the chart or key background by

clicking on its outline.

• Click on the ‘Effects’ button         to

open the ‘Effects’ window, then ‘Fill

colour’ (Fig.25).

• Select a new background colour.

• To change the colour of the outline click

on ‘Line colour’ and select a new colour.

Change the Colour of the Axis

• Select the axis by clicking on it (Fig.26).

• Click on the ‘Effects’ button         to open the ‘Effects’

window, then ‘Line colour’.

• Select a new colour.

Fig.25

Fig.27

Fig.28

Fig.26



Design and Technology 

to calculate the costs of a project

depending on the type and amount of

resources used.

Physical Education

to record and compare pupils’

achievements in athletics, circuit training

or sports fixtures.  

…use across the curriculum.

Resource Bank

There are a wide range of resources that can be accessed through

the ‘Resource Bank’         . It is divided up into four sections:

Resources – Contains clipart, digital photos, videos, sounds, word

banks, curriculum examples and templates.

Digital Pictures – Import images directly from a digital camera

or microscope.

Internet – Provides a quick link to the Internet in the same way

as clicking on ‘Internet Explorer’.

Textease Spreadsheet CT24

Curriculum Examples

A number of curriculum examples using Textease Spreadsheet CT

can be found in the ‘Resource Bank’        (on the ‘General’ toolbar).

Use Textease Spreadsheet CT in…

Numeracy

to create interactive spreadsheets,

graphs and “function machines”.

Science

to graphically represent data collected in

scientific investigations.

History

to model how a family would have

budgeted in the past.    

www.softease.com 25
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support and extend pupils of all abilities visit

www.softease.com/downloads where you can download ‘Using

Textease to Promote Inclusion and Accessibility’.

Sharing Ideas

We would love to see examples of how your school has used our

software tools to create resources of your own. If you have any

examples you would like to share with us, and other schools, please

email them to customercare@softease.com and we will add them

to our website.

Technical Support

Softease products are designed to be easy to use, but from time to

time everyone needs some help. You can access online support at

www.softease.com/support where you will find a list of frequently

asked questions, the answers to which we hope will solve your

problem. If you still need help call our Technical Support team

between 9am – 5pm, Monday to Friday. Outside of office hours

you can email support@softease.com and our support team will

reply as soon as possible.

To contact the Technical Support team:

Tel: 01335 301200

Email: support@softease.com

Visit: www.softease.com/support
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My Resources – In addition to the Textease Resources you can

also access you own resources (such as those saved within ‘My

Documents’). To locate an item either navigate through the folders

or use the keyword search.

Keyword Search

• Click in the ‘Search’ box and type the name of the item you are

looking for, for example “house”.

• Click on the ‘Search’ button. All items containing your search

word will be displayed within the ‘Resource Bank’ window.

NB. The search looks for all words that contain the given word, for

example if you search for “cat”, “cathedral” will be included within

the list of items 

Further Help

This guide and all other ‘Getting Started Guides’ are available

from the ‘Help’ menu.

Over 70 cross-curricular examples for all year groups in KS1&2 are

included in the Textease Studio CT ‘Resource Bank’. A series of

short ‘Getting Started’ video demonstrations can also be found

on our website (from within the product select ‘Help’ on the menu

bar, then ‘On the website’ and ‘Getting Started videos’). For

further examples and ideas on how to use these software tools

effectively in the classroom, including a regularly updated ‘Top

Tips’ section, visit our website at www.softease.com. 

For further information about how Textease can be used to
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For further information on these resources, please visit

www.sherston.com and www.croftdouglas.co.uk

Certain images provided are copyright Nova Development and its

licensors.  Images ©1997, 1998, 2004 Nova Development and its

licensors; ©1996 Cliptoart; ©1995 Expressions Computer

Software; ©1997-98 Seattle Support Group; ©1999 Software

Syndicate Inc.; © Management Graphics, Ltd.; © 1996-99 Hemera

Technologies, Inc. All rights reserved.

Oxford Reading Tree Clip Art Story Characters, © Sherston

Software Limited and Oxford University Press 1997.

Development Team

Development Manager: Steve Taylor

Product Development: Richard Cunningham, Rob Davies, Jane

Doran, Mark Harrison, Mark Ingram, Craig Robson, Ian White,

Matthew Wilcoxson

Graphic Design: Paul Gowdridge

Educational Consultants: Doug Dickinson, Fiona Panni

Project Manager: Heather Purdom
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Stay Up to Date

Don’t forget to sign up for our regular email updates which give

details of the latest product releases, twilight seminars in your

area, new Top Tips, and lots more.  Visit

www.softease.com/register to submit your contact details.

Online Updates 

Your software includes a new feature to make installation of future

updates quicker and easier than ever before. The software now

comes with an online update button         that automatically

appears on the toolbar when there is a new version available. This

button can only be accessed by administrators, otherwise it will

appear greyed out. The online update is downloaded via the

internet, and will automatically update any previous version 6

releases installed. See the ‘Installation Instructions’ for further

details.

Credits

© Copyright Softease Limited 1994, 2005.

Certain clip art files provided are copyright Sherston Software

Ltd. For further information on these resources, please visit

www.sherston.com.

Certain Digital Video samples included are taken from the Digital

Video Clips collections published by Sherston. These files are

copyright Sherston Software Ltd and Croft Douglas Education Ltd.
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Notes

Textease Spreadsheet CT30

Minimum System Requirements

Windows 98SE, 300 MHZ, 64 MB (128 MB recommended), 300 MB

HDD space (600 MB recommended), resolution of 800 x 600.

Textease Resources

700 MB HDD space.

Additional Requirements

Windows NT requires Service Pack 6.
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F: 01335 343422

www.softease.com

Sales: sales@softease.com

T: +44 (0)1335 343421

Customer Care: customercare@softease.com

T: +44 (0)1335 301201

Technical Support: support@softease.com

T: +44 (0)1335 301200

Includes:

Textease Movies CT

Textease Draw CT

Textease CT

Textease Database CT

Textease Paint CT

Textease Spreadsheet CT

Textease Branch CT

Textease Presenter CT

Textease Turtle CT

www.softease.com/studioct


