Basics on How to Use Excel

1. Open excel program
a. you will have a blank sheet available when it opens

2. At the top of the screen find the “formula box”

a. it is the open space just to the left of the “fx” symbol and above all the letters A to O.

3. Place an equal sign in the formula box
a. you MUST do this prior to entering your formula

4. Then, without spaces enter the formula
a. enter the formula as written with the constants in place; instead of writing the variables (such as 
speed, height, weight, etc) you will direct the computer to where it can find this information.

i. for example in a formula that requires weight, instead of entering the person’s weight in the 
formula bar, you will enter where weight can be found.  Such as A3

ii. you can tell the computer to look anywhere for the information, however, the easiest place is 
to start in column A3; then next variable that should be entered would be A4 and so on. 

b. use the * symbol for multiplication

c. use the ^ symbol for squaring a value

d. use the / symbol for dividing

e. use must use parenthesis to separate mathematical formulas

**this places the formula in the box A1

5.  Now enter your variables into the appropriate boxes and the computer will do the calculations; your

     answer will come out in box A1

Remember the purpose of excel is so that you don’t have to do ANY calculations.  So create as many conversions as needed.  For instance many formulas ask for weight in kilograms.  Since you will not be familiar with these values, enter a conversion into one of the boxes that takes you from lbs into kilograms.  Make sure all conversions needed for the formula are on the same sheet.  In an open area on the sheet, write down any instructions necessary to do the test.  Make sure you LABLE boxes so you know where to place values and what the values stand for

6.  Finally, right click at the bottom where it says SHEET1 and then click on “rename”.  Name it

     something that represents what the formula is calculating.

a.  if creating multiple formulas for a similar topic, rather than opening up a new file, put the next

    calculation on another SHEET.

Always remember to save it so that you can easily find it again.

