
Using Excel 
to Calculate 

DataBe sure to have your 
formula bar open, as well 
as your “Standard” and 
“Formatting” Toolbars.



When you input your data 
into Excel you usually use the 
first line for column headings. 
However, you can use the header 
for this (see bottom) and start 
data on the first line. Hitting 
Return or Enter takes you to a 
new line. Tab moves you across. 

Basic formatting of 
cells can be done 
on your formatting 
palette, above. Hit 
the little arrow and 
the box below it will 
open allowing you to 
set line weight, which 
cells to highlight, etc.

Note: The Header may only be 
seen in “Page Layout” view

Inputting data, and 
formatting cells



In Order to calculate data, 
you need a formula. All 
formulas begin with an equal 
sign in Excel. Select a cell 
for the result, see below, and 
type an equal sign, or, select 
a cell and click the equal sign 
in the equation bar.

Once you have typed in an 
equal sign, to designate a 
formula in the cell, to the 
left is a pull down menu with 
several common calculations. 
Select one and it will appear 
after the equal sign.

Creating Formulas 
and Calculating Data



Once you make a selection 
from the formula menu, 
Excel drops it into the 
formula and makes a guess 
about which cells you want 
to use (the range of cells is 
separated with a colon). If 
you started your data on line 
2, or if you are calculating 
several things in a row like 
Mean, Mode, StDev, Excel 
sometimes gets the range 
of cells wrong, so be sure to 
look at the formula before 
you hit the enter or return 
key, or the green Check 
Mark. The green check mark 
means you are done with 
your formula and you want 
to test it. The red X cancels 
the operation. 

Note: You can slide the box 
that appears to the side and 
check your cell range to be 
sure that Excel was correct. If 
the range of cells is incorrect, 
just highlight the correct 
cells with your mouse or type 
them into the formula box 
correctly.

Often, when you stack 
several formulas, such as 
this, the default guesses 
on the cells will include the 
box directly above where 
you want to place the result. 
Thus, you need to check the 
cell range to be sure, in this 
example, that you get cells 
1-10, rather than 1–11, 1–12, 
etc. 

Selecting Formulas 
and Selecting Cells



More Functions and 
Advanced Statistics

At The bottom of the formula 
menu, is an option for “More 
Functions” which will open up 
another menu (below) that will 
give you access to hundreds of 
financial, logical, mathematical, 
statistical, and  other options 
(date & time, COUNTIF, etc.).



Copying Formulas 
to Other Cells

As Mentioned above, you 
can calculate any number of 
things and place them below 
the columns, however, you 
may also return the results to 
anywhere on the page that you 
like, as long as the range of 
cells needed has been properly 
selected. Thus, your results 
could be placed, to the side, top, 
or bottom of the page.

Copy cells with the formulas and click 
once in the area where the yellow 
highlighting is, at right. Excel will 
automatically figure out that you want 
a new range of cells: C1–10, rather than 
B1–10 again. If you had another column 
to the right with data, Excel would 
assume you mean D1–10, E1–10, etc.

Very often, when you have 
several columns of data, 
each calculating different 
information, you will want to 
place labels to the side, and 
then apply each of the formulas 
to a new column of data. Excel 
make this easy. Simply copy 
the block of formulas
and then place the cursor in 
the cell where you want the 
results to be copied to.



Copying Formulas 
to Other Cells, cont.

Once you have clicked in a box to copy 
a set of formulas to, see above, (and you 
can also highlight the boxes to copy, 
and select the boxes to paste into—as 
long as you select the same number 
of boxes each time), the formulas will 
update in the new cells, Be sure to take 
a quick look at each pasted cell formula, 
after doing this, to be sure that the 
range of cells was updated and correctly 
anticipated by Excel. 



Earlier I talked about how 
to format cells using the 
menu on the formatting 
bar. Excel will actually do 
all of your formatting for 
you when you are finished. 
Simply go to “Format,” 
select “Auto Formatting,” 
and select a style. If you 
do not like the result, 
simply “undo” it and try 
again.

Note, be conservative 
when selecting these 
auto styles. Be very 
conservative! Do not use 
the options with bright 
colors just because you 
have them, give some 
thought to how the 
table will be read in a 
presentation from the 
back of the room, or 
how it will print. Stick 
to the conservative style 
options throughout your 
data presentation. 

If your presentation will 
be placted into slideware 
like Notes or PowerPoint, 
be sure to bring up the 
point size of the tables 
to at least 18–24 point 
before you create your 
slides.

Finally, make sure all 
of your tables have the 
same “house style.” You 
do not create multiple 
tables each with different 
formatting.



Conditionals 
and Logic

In order to count 
categorical data, or 
data that has been 
assigned labels, 
use the COUNTIF 
command. You 
can return results 
from a range of 
cells based on the 
categories used.

Note: If your data 
for Male and Female 
has been input as 
1s and 2s, or 0s and 
1s, you do not need 
quotation marks. If 
you are examining 
data with Labels, 
I.e., “Male/Female,” 
etc., be sure to 
include quotation 
marks.


