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Stat 200: Introductory Statistics

Using Excel for Statistical Analysis

Chapter 3: Excel Basics

Cells

Unless otherwise stated, all examples in this chapter will be based on Problem 17, page
44 of Bluman’s text, Elementary Statistics: a step by step approach, (5th edition). Since
this is in section 2.2, the file name for the data file on the textbook CD is P-C02-S02-
17.xls
At your computer, open Excel and then open the data file as shown in the last chapter.
Save the file on your computer so that it is no longer read only.
Once you have done this, your Screen should look something like this:

You will see that the data is listed in one column, column A. The data name, Heights, is
in the first cell (cell A1). The data set is listed, one observation to a cell, in the cells A2 to
A43 (A2:A43)
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Selecting and Moving Cells

You can select any cell in an Excel worksheet by clicking on it. If you click on one cell,
the cell is marked by border and the row and cell coordinates are highlighted in the
margins of the workbook. Here, cell A33 has been selected.

To select a group of cells, click in the first of the required cells and, holding down the left
mouse key, drag your mouse in the direction of the remaining cells that you wish to
highlight. To select cells A33 to A42, for example, click on A33, hold the left mouse key
down and drag the cursor to cell A42.
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Cut and Paste

Just like selecting text in Word, the marked cells can be edited using the standard
Windows cut and paste functions. To copy cells to another position in the Worksheet,

 Highlight the cells required, click the right mouse key and select Copy.
 Move the cursor to new position of the first cell, click the right mouse key and

select Paste.

In the screen shot below, the cells A33:A42 have been copied to cells D33:D42.
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If you wish to move a set of data,
 Highlight the cells required, click the right mouse key and select Cut.
 Move the cursor to new position of the first cell, click the right mouse key and

select Paste. The cells in the previous location of the data set revert to empty.

To delete data from cells without relocating it elsewhere in the
worksheet,

 Highlight the cells required, click the right mouse key
and select Delete.

 Select the required option from the dialog box and press
OK.

Don’t forget the Undo function! To undo anything you have just done in an Excel
worksheet, click on the Undo icon in the tool bar (an arrow pointing back.) This will
reverse your last action. Clicking Undo repeatedly will undo your previous actions in
reverse order (last done, first reversed.)

Insert a New Worksheet in the Workbook

To insert a new page in the Workbook, click on Insert in the tool bar and click on
Worksheet. The new worksheet will be inserted. To reorder the worksheets in the
workbook, click on the worksheet’s tab at the foot of the page and drag horizontally to 
the new location.

Renaming Worksheets

To rename a worksheet, right click (i.e. click using the right button on the mouse) on the
tab at the bottom of the worksheet. Select Rename. Type the new name, then click
anywhere in the worksheet to finalize the change. Save your worksheet.


