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Using Microsoft Excel Spreadsheets with Data 
This step sheet will help you build a data table and an accompanying 
chart using a ranking activity as an example. Think of a data table as a 
grid or matrix. There will be column headers along the top, possibly 
row headers along the left side, and data in the cells framed by these 
headers. By their nature and because of this format, data tables are 
rectangular (2 x 4, 6 x 6, 3 x 5, etc.).   
 
Using Microsoft Excel  
To set up a document for your data and charts, follow these steps. 
 
� Opening Microsoft Excel 
 
Step 1  
Click the Start menu icon at the lower left of your screen. From the 
menu that appears, navigate to Programs. A sub-menu containing a 
list of installed programs appears.   
 
Step 2 
Navigate to the Microsoft Excel icon and click to select and open this 
program. 
 
Step 3 
When the new Workbook opens, you will have a blank spreadsheet 
ready to accept your text and data. 
 
� Setting Up the Data Table 
 
Step 1 
Create a row of column headers. Each of these headers should 
describe the data that will be placed in the column beneath it. 
 
Step 2 
Create row headers as needed along the left side of the data table.  
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� Entering Your Data into the Table 
 
Step 1 
However you have obtained your data, enter it into the table so that 
the appropriate data resides in the appropriate cell.  
 
Step 2 
Repeat this process of entering data until the table is complete.  
 
 
� Summarize the Data 
 
Step 1 
As appropriate, create a data summary section below your table. 
There are numerous ways to summarize data; the one or several you 
select depend on the type of data in the table and what you are trying 
to ascertain or summarize. You may want to count the number of 
particular responses for each column for each entry (row). You may 
want to calculate averages, obtain totals or differences.  
 
Step 2 
You may want to leave an empty row between your data table and 
your summary table. You may also want to copy and paste the column 
headers immediately below the row of empty cells to serve as headers 
for the summary table; this will provide useful labels when you create 
your chart. Add appropriate summary descriptors to the rows at the 
left of your summary table.  
 
Step 3 
Select the cell where you first wish to summarize data in your table. 
This is typically where the first column and first row of your summary 
table intersect.  
 
Step 4 
Click the Paste Function button on the Standard toolbar (a lower case f 
and x close together). The Paste Function window appears. 
 
Step 5 
Select a category from the Function Category list at left then find and 
select your desired function from the Function Name list at the right. 
Click OK. 
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Step 6 
Follow the directions for selecting cell ranges and entering variables to 
utilize your selected function. Click OK.  
 
Step 7 
A value should appear in this cell reflecting the result of the function 
you selected. For example, if you were using the function CountIf, and 
were using “5” as the count criteria, you would see the number of 
times that “5” appeared as an entry in your data table above in that 
particular column.  
 
Step 8 
Repeat this process for additional summary cells. A tip: If you will be 
applying the same types of summarization to ALL columns in your data 
table, work DOWNWARD first to paste functions for each of the rows in 
the first column of your summary table. Once you have completed this 
process, you can extrapolate these functions to the other columns. 
Select all the cells in the first column containing the formulas you just 
applied. Point your cursor to the handle at the lower right corner of the 
bottom cell of the selected cells. Press and drag to the right across the 
summary cells for the remaining columns. The functions are 
automatically applied to these columns, with corresponding results 
displayed. 
 
� Create a Chart Based on this Summary Table 
 
Step 1 
Select the cell range so that the entire summary table you just created 
is selected. 
 
Step 2 
Select the Chart Wizard from the toolbar. 
 
Step 3 
In Step 1 of the Chart Wizard, select the desired Chart Type and Chart 
Sub-Type. Click the View Sample button at the bottom of this window 
for a sneak preview of your chart. Click Next.  
 
Step 4 
In Step 2 of the Chart Wizard, toggle back and forth between the Row 
and Column radio buttons to see the two ways you can view the data 
in the chart. Choose your preferred view.  
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Step 5 
In Step 3 of the Chart Wizard, you can add titles, labels, and legends 
information to your chart. Enter a chart title and axis labels on the 
Title tab. Note how the Wizard provides a small preview of your 
changes as you make them. On the Legend tab, select Show legend 
and Placement. On the Data Labels tab, select Show values. Click 
Next. Select other options as desired. 
 
Step 6 
In Step 4 of the Chart Wizard, choose whether to place the chart as an 
object on the same worksheet as your data or to place it on a 
separate, new spreadsheet. Click Finish and your chart appears in your 
selected location. 


