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C&NS Spring ’07 Software Training

Microsoft Excel 2003:  
Summarizing and Analyzing Data

Part 1: 
The Basics of Summarizing 

Data
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Session Breakdown
• Handouts
• The Parts

– Summarizing Primer
– Working with Ranges
– Calculating across Worksheets
– Excel Workspaces
– Consolidating Data
– Linking Cells

• Review
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Summarizing Primer

• Navigating
• Selecting Cells and Worksheets
• Formula Basics
• Inserting Functions
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Working with Ranges

• Using Ranges
• Creating a Range Name
• Calculating with Named Ranges
=SUM(bird_cost,cat_cost,dog_cost) or
=SUM(Birds!D7:D20,Cats!D7:D20,Dogs!D7:D20)

• Deleting Names of Ranges
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Calculating Across Worksheets

• Working with multiple Worksheets:
– Three-dimensional (3-D) cell reference

=SUM(Birds:Dogs!E7:E20)

Start End Cell Reference

©
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Excel Workspaces
• Working with multiple Workbooks:

– Creating a Workspace
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Consolidating Data

• Working with Multiple Workbooks:
– The Consolidate function

©



Fairfield University - Spring '07 8

Linking Cells

• Working with Worksheets or Workbooks:
– Creating Links
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The Basics of Summarizing Data

• Questions??
• Please fill out the Training Survey!

http://data.fairfield.edu/cns/workshop/
• www.fairfield.edu/cnstraining for reference 

materials.
• cnstraining@mail.fairfield.edu for comments and 

questions.

Thank You!!
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