Epidemiologic Methods (EPI 203)		
Some tips for working with MS Excel 
(mostly applicable on PC computers but also relevant for Apple)

Note:  The on-line HELP features of Excel are very useful.

1. Creating functions.  In any given cell within the spreadsheet, you can create functions that are calculated using values (numbers) from other cells.  For example, in cell D1, you can display the standard deviation of a group of numbers in three cells (say A1, B1, and C1).  To do this:

· Select (click on) the cell (say cell D1) where you want to display the final derived value (in this case the standard deviation)	
· In the toolbar under “Insert”, select “Function”.  This takes you to a dialog box that lists all of Excel’s built-in functions.  Peruse the “function category” list to see what is offered.  In particular, the functions in the “Statistical” category are very useful. 
· Choose the “Statistical” category.  
· Under “Function name” a list of functions will appear.  Choose STDEV (for standard deviation).
· A dialog box will appear for the STDEV function.  This asks for the list of numbers to be used for calculating the standard deviation.  Select the cells (say A1, B1, and C1) you wish to analyze.  
· After the cell references appear, click “OK”.
· The standard deviation of the three numbers listed in cells A1, B1, and C1 should now appear in cell D1.

2. Creating custom functions.  In addition to the built-in functions that Excel possesses, you can also create your own.  To do this:

· Go to the row just above the A, B, C, D column headings of the spreadsheet and click on the “=” sign.  
· In the area just to the right of the equal sign, you should see an “=” appear.  To the right of this, you can write your custom function.
· Functions are written by referring to cells (just as was done above with the built-in functions) and by performing mathematical operations.  For example, to square the number that exists in a given cell, you would write down the cell reference followed by “^2” (i.e. raised to the second power).  To square the contents of cell A4, you’d write A4^2.  Other acceptable mathematical operators are +, -, / (for division), and * (for multiplication).


3. Pasting functions into other cells.  Once you have created a function for one cell (which uses values in other cells to calculate some derived value), there is often the desire to repeat this process over and over again for other sets of cells.  Say you now want to calculate the standard deviation of the numbers in cells A2, B2, C2 and place this standard deviation into cell D2.  To do this:

· Place the cursor in the lower right-hand corner of the cell (say, cell D1) where you have already created a function.  The cursor should then turn into a “+” sign.
· [bookmark: _GoBack]Keeping the cursor looking like a “+” sign, drag the contents of cell D1 into the adjacent cell D2, where you desire to calculate the same formula.  A new number should appear in cell D2 which is the standard deviation of numbers contained in cells A2, B2, and C2. 

4. Pasting the resultant values of functions into other cells.  Say that you have created a cell that contains a function and now you want to paste this numerical result into another cells, rather than the function per se.  To do this:

· Select the cell you want to copy
· Right click and copy the cell
· Select the cell in which you want to paste the numerical result
· Right click and click on “Paste Special”.  Click on “Values” and then click on “Ok”.

5. Making scatterplots.  Any group or groups of cells can be used to create graphs.  If, for example, you have two adjacent columns of data and you want to make a scatterplot of one column versus the other, do the following:

· Select the columns of data you want to graph.  (It is easiest, although not essential, for these columns to be adjacent to each other).  
· In the toolbar under “Insert”, select “Chart”.  (Note: Experimenting with these graphing options is a good way to get ideas of the most effective ways to display data).
· Select the Chart type called “Scatter”.
· Work with the various dialogue boxes to add axis labels and other features.
