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6.4: Entering Data

Learning Outcomes
¢ Add data to a table.

Excel workbooks are used to organize data very clearly. Numerical data can be used in a variety of ways, some of which we will
examine in later modules. The first step, however, is simply to enter data into a table.

First, open a blank workbook. Next, click on the first cell for your data: this will almost always be A1.

Insert Page Layout Formulas Data Review View Foxit PDF Q Tell me 2 Share
X Calibri lnoe == = E—é‘ General v Cnnditional Formatting = E‘I'In;ert = E = ‘;Y'
D - B I U~ A A = - $-9% 9 gFormat as Table~ E" Delete ~ m' P~

Paste I —
. ¥ |H- D-A- E=3= - w8 [ Cell Styles - &lFormat- & -

Clipboard 1 Font & Alignment G Number & Styles Cells Editing A

Al - f v

Sheetl (O] <] 1 []

BEN i} mo- 1 +  100%

If you wish to organize your data in a column, you will hit ENTER to move to the next cell down. In this case, A2.
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If you wish to organize your data in a row, you will hit the Tab key to move to the next cell over. In this case, the next cell over is
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Enter all of your data into each individual cell until you are ready to save your workbook.

Practice Question
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