
Spreadsheet Information

Writing Formulas: A formula is a mathematical 
statement you write that tells the spreadsheet to perform a 
calculation.   To enter a formula in a cell, you must select the 
cell and then type in your formula beginning with an equal (=) 
sign.  You cannot leave off the equals sign! For example, 
to enter a formula in cell B8 that adds the values in cells B2 
through B6, you would:

(1) Click cell B8.
(2) Type =B2+B3+B4+B5+B6.
(3) Press ENTER. 

TRY IT NOW.

Division: To enter a formula in cell B8 that divides cell 
B4 by cell B2:

(1) Click in cell B8.
(2) Type =B4/B2.
(3) Press ENTER.

TRY IT NOW.



Multiplication: To enter a formula in cell B8 that 
multiplies cell B3 by cell B4:

(1) Click in cell B8.
(2) Type =B3*B4.
(3) Press ENTER.

TRY IT NOW.

Subtraction:  To enter a formula in cell B8 that 
subtracts cell B5 by cell B4:

(1) Click in cell B8.
(2) Type your equals (=) sign, but this time instead of 

typing B5, click on that cell.  Then type a - sign.  Finally, click in 
cell B4.  =B5-B4.

(3) Press ENTER.

TRY IT NOW.

Special Formula: Your spreadsheet has many built-in 
formulas called functions. One of them is SUM.  This formula 
will add a set of cells for you without you having to type in the 
cell names.  To enter a SUM function in cell B8 that calculates 
the sum of cells B2 - B6, do the following:

(1) Click in cell B8.
(2) Type =SUM(. Then take your mouse click on cells B2-

B6.  Type ).  =SUM(B2+B3+B4+B5+B6). 
(3) Press ENTER.

TRY IT NOW. 



Finding the mean: To type the formula in cell B8 for 
finding the mean quiz score for Tyler:

(1) Click in cell B8.
(2) Type =SUM(B2+B3+B4+B5+B6)/5.
(3) Press ENTER.

TRY IT NOW. 


