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Symbols Used in Formulas 
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Add Subtract Divide Multiply  

+ - /  *  

When working with formulas in Excel you will use basic keyboard 
symbols to type in formulas. 
 
ÅWhen adding mathematical data in cells the plus sign will be used. 
 
ÅFor subtraction of  totals in cells the formula would call for a minus 
sign. 
 
ÅTo divide  numbers in cells the slash forward button below the 
question mark is used. 
 
ÅTo multiply use the asterisk above the number eight in the top row 
of number keys. 
 



 Formulas 

1. We will click inside cell B2 and enter the= 
sign. 
 

2. Then with your mouse click on cell A2. 
3. (watch A2 appear in cell B2.) 

 
4. In cell B2 after (A2)type in the plus sign 

 
5. Type in the number 10 

 
6. Press Enter 
7. Note Cell B2 (20)  

 

Always begin a formula with an = 
sign.  
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Notice the formula 
appears in the formula 
bar when we click on cell 
B-2 



Auto fill 

After you have one answer filled in 
using a formula, you can use auto fill 

to fill in the rest. In cell C-2 the 

answer is 5. Place mouse in lower 
right hand corner of cell C-2, and you 
will see a plus sign (+) (Auto fill plus). 
Click on the sign and draw mouse 
down the row of cells, and the 
answer will automatically fill in for 
the rest of the cells. 

Numbers filled in using auto fill. 

4 



CƻǊƳǳƭŀǎΣ ŎƻƴǘƛƴǳŜŘΧΦ   !ǳǘƻ {ǳƳ .ǳǘǘƻƴ 

Then click on the cell that you 
want your answer to appear 
in. Then click on the  Auto 
Sum button in the function 
library group of the Formulas 
Heading. Notice that the 
formula appears in the cell 
ready for the answer. 

Then press the enter key and 
your answer appears. 
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total 

The Auto Sum button will add figures for you. Just type in 

your numbers.  



Insert Function Button 

The Insert Function Button can be used to insert formulas for calculating data. Above, we have prepared a 
worksheet to calculate yearly expenses. The first thing we do is to highlight the cells which we wish to add. 
Above it would be cells A2-L2.   Then, choose a cell where we will put in our formula. (Cell L-6) Then, type 
an = sign. 

Then, click on the Formulas 
Tab on the Ribbon and click on 

the Insert Function button. 

When the Insert Function dialogue 
ōƻȄ ŀǇǇŜŀǊǎΣ ƳŀƪŜ ǎǳǊŜ ǘƘŜ Ψ{ŜƭŜŎǘ ŀ 
CǳƴŎǘƛƻƴΩ ƛǎ SUM. Then, click o.k. 



¢ƘŜ CǳƴŎǘƛƻƴ 5ƛŀƭƻƎǳŜ .ƻȄ ŀǇǇŜŀǊǎΦ ¦ƴŘŜǊ Ψ{¦aΩ  ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊΣ ƛƴ ǘƘŜ ƴǳƳōŜǊ м ǘŜȄǘ ōƻȄ 
make sure the cell parameters which you are adding are correct. We want the sum of cells A2 through L2. 
Click O.K. 
 

Your totals are shown in cell L-6. Notice the formula is shown in the formula bar. If changes are made  to the 
cells containing the numbers, it would reflect the tot al in cell L-6. 

LƴǎŜǊǘ CǳƴŎǘƛƻƴΧ ŎƻƴǘƛƴǳŜŘ 



Working with Multiple Sheets in a Workbook 

To save time and work, you may want to be able to fill in information on one worksheet and 
have it show up on all worksheets in an Excel workbook. To do this: 
 
Hold down the control key, and click on each workbook that you want to have multiple 
entries in. (Control key, click on workbook one, workbook two, and workbook three.) 
 
Release the control key 
 
Type into each cell on workbook one what you want  to appear on subsequent workbooks. 
Format as desired. Each will have the entry which you typed into the first workbook. (SEE 
NEXT PAGE) 



²ƻǊƪƛƴƎ ǿƛǘƘ aǳƭǘƛǇƭŜ ²ƻǊƪǎƘŜŜǘǎΣ ŎƻƴǘƛƴǳŜŘΧ 

Sheet Two 

Sheet Three 



Practice Sheet 

1. Practice putting together everything that you have learned. 
2. Working with Multiple Worksheets: 
3. Hold down the control key, click on sheet 1, 2, and 3 while holding the key down. 
4. Type in your heading. (See above, Yearly Grocery Expenses) 
5. Format with colors, bold , etc 
6. Type in January in cell A-3 
7. Use auto fill symbol to fill in months across columns B-3 through L-3 
8. Type in numbers for each month.  
9. Click on a cell you want the totals for all twelve months to appear in 
10. Type in = sign.  
11. Fill in the rest of the formula for the sum of all above cells using insert function key 
12. Click on all three worksheets to make sure that everything was filled in. 



To make tables for any data on your 

spreadsheets, highlight your data, (Cells A-1 

through cells L-1, above.). Then, in the Home 
ǘŀōΣ ŎƭƛŎƪ ƻƴ ΨŦƻǊƳŀǘ ŀǎ ǘŀōƭŜ ƛƴ ǘƘŜ ǎǘȅƭŜǎ 
group. From the drop down menu (right), 
choose the style you want . 

After you choose your table style, you will 
see that  your highlighted da ta has 
marching ants around it, and the format as 
table dialogue box comes up with your cells 
ƛƴ ǘƘŜ ΨǿƘŜǊŜ ƛǎ ǘƘŜ Řŀǘŀ ŦƻǊ ȅƻǳǊ ǘŀōƭŜΩ ǘŜȄǘ 
box.  
Click on ok tab if cell info is correct. 

Finished Table 
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Inserting Charts 

Type your data that you want to appear in a chart. (Above.) Then, highlight  the entire 
chart. (Above, we highlighted starting in column A3 through D6) 

Then, click on 
the Insert Tab 
on the 
Ribbon. 

Then in the Charts Group, 
choose the chart type that 
you want to use. (We 
clicked on Column above.) 
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/ƘŀǊǘǎΣ ŎƻƴǘƛƴǳŜŘΧΧΧΧ 

Clicking on Column chart, we have a large sample of styles  to choose from. Point 
to the preferred column style and left click. 

Your chart appears with the your data displayed. You can move 
your chart around on the page by dragging it. 



Labeling Charts 

Click on your chart. You will notice another sub menu open up in your ribbon. 
This would be the Chart Tools menu with Drawing, Layout, and Format tab. 
(Above, circled.) 

In Chart tools, Design tab you can  change the chart layout, style, or re-arrange data. 


