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Layering Formulas 
 
 You can layer formulas, building one to use as part of another.  Be cautious, 
however.  The symbol #VALUE means you have deleted an important component of 
your formula. 
 
 

EXAMPLE OF LAYERED FORMULA 
 

 
 
 
 
 

EXAMPLE 
 

=3*6+12/4-2 is read as 
=(3*6)+(12/4)-2=19 

not as 
 3*(6+12/(4-2)=27 
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Copying Formulas 
 
 
 Formula in A3    Copied to B3 
 =A1+A2    =B1+B2 

    
   Copied to C3  
   =C1+C2 
 

             Second Formula in A3  Copied to B3 
 =$A$1-A2    =$A$1-B2 
       
      Copied to C3 
      =$A$1-C2 
 

EXAMPLE OF COPYING A FIXED FORMULA 
 
 

1. F4 is Mexican population in Titus County.  F126 is Mexican population in Texas. 
2. The formula is entered as $F$126 so when it is copied, each county will  

show its own percent of the state’s Mexican population. 
 
             

 
 
 
 3. The search result is a decimal. 
 

 
 



 4

3. Change the search result to a percent. Highlight H4 and copy. 
4. Then highlight the remaining cells in the column. 

 

 
 

 
5. Paste the formula. 

 
 
 
 
 
 
FORMATTING CELLS 
 
 You can format the numbers, alignment borders, font, colors, and patterns by first 
highlighting the cells you want to change (or CONTROL-A for the entire spreadsheet) 
and then using the FORMAT/CELLS menu. 
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Numbers  
 

1. Highlight the cells 
2. Choose FORMAT/CELLS 

 
 
 
2. Choose the type of number; look at the samples when available; click OK 
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3. Revised cell format 
 

 
 
 
Alignment 
 

 
 

 
 
 
 
 
 

The default 
for text, 
including 
column 
headings, is 
the left. 

Use FORMAT/CELLS/ 
ALIGNMENT to change 
alignment to the right, as in the 
column headings above. 
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Wrapping Text 
 

 
 
 

 

 
 
 
 

Note that the text in those two columns is now wrapped even though the word 
break can be awkward. 
 

 
 
 
 
 
 
 
 
 

Check off Wrapped Text.  Then click on 
OK 
 

You can also use 
FORMAT/CELLS/
ALIGNMENT to 
wrap the text in a 
cell to a second line 
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Fonts 
 
 
 
 Fonts can be changed from the toolbar or the FORMAT/CELLS/FONT Menu 
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Borders 
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Colors and Patterns 
 
 1. Highlight the rows or columns you want to color; then FORMAT/CELLS 
 

 
 
 2. Choose a color or select a pattern 
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Conditional Formatting 
 
 Allows cells to be formatted if their contents meet certain criteria. 
 

1. Highlight cells. Then choose FORMAT/CONDITIONAL FORMATTING. 
 

 
 

2. Use second pulldown box in pop-up menu to create condition  
      (e.g. equal to, greater than) and type number in third box 
 
3. You can add another condition at the bottom 

 
4.   When you have finished with the conditions, click on FORMAT. 
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4. Cells can be formatted with a different FONT, BORDER, or  
      PATTERN/COLOR. 
 
 

 
 

5. Choose a font, border, or color and CLICK OK. 
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 6. The conditional formatting tool will reappear. Click OK. 
 

 
 
 7. Search result colors cells which meet the criteria above. 
 

 
 
 
COLUMN WIDTH 
 
 You can change the column width in one of three ways. 
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DELETING AND INSERTING ROWS AND COLUMNS 

 
Inserting Rows and Columns 

 
USE THE INSERT COMMAND TO ADD ROWS AND COLUMNS.  ROWS ARE ADDED ABOVE YOUR 

 CURSOR AND COLUMNS TO THE LEFT OF YOUR CURSOR. 
 

INSERTING ROWS 
 
1. Place your cursor below the row you want to insert. 
 

1. Double-click on the 
line to the left of the 
lettered column 
heading. 

2. Use the format/ 
autofit selection 
command.  The results 
are the same as 1. above. 

3. Use the format/width 
command and change 
the column width 
manually. 
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2.       Click on the INSERT menu at the top. Then click on ROW.  A row  
will be inserted and the remainder of the  
column will move down a row. 
 

 
 
 

Inserting Columns 
 

  
 

 
 
 

 

 
1. Highlight a cell to 
the right of where you 
want a new column. 



 16

 
 

Deleting Rows and Columns 
 
CLICK ON ONE CELL IN YOUR ROW OR COLUMN.  THEN USE THE EDIT/DELETE COMMAND TO  
DELETE THE ROW OR COLUMN. 
 

 
 

 
 
 

 
 
 

2.      Click on the INSERT menu at 
the top.  Then click on COLUMN. 
A new column will be inserted to
the left of the column you 
highlighted. 
 

 
EDIT/DELETE 

DELETE ROW 
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CUTTING AND PASTING TABLES 
 
 American Factfinder produces separate tables rather than combining them on 
screen, so it is often necessary to cut and paste the tables together using Excel.  A good 
example: separate tables for whites, blacks, and Hispanics by age in Wayne County 
combined on one Excel spreadsheet for comparative purposes. 
 
 

 
 
 

 
 

 
In the example below, we copied the cells with data for the black population and 
pasted it into the new column using the tool bar. 

DELETE 
COLUMN 

These three tables 
would be downloaded 
on the same 
spreadsheet but as 
separate tables. 

 
When you opened the spreadsheet,  
you would delete the rows you didn’t 
need. You would eliminate the word  
Wayne County which appears in the 
cell to the right and above male. You 
would rename the cell White, then add 
columns for Black and Hispanic. 
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You could have COPIED the cells and INSERTED them instead of PASTING them. You 
could have also CUT the cells and INSERTED THEM. 
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FILTERING RESULTS    
 
 Filtering allows you to only look at the parts of the spreadsheet that meet a certain 
criteria, such as cities between 25,000 and 100,000.  The following example shows Texas 
counties with over 250,000 in total population that have also have over 100,000 Mexican 
Americans. 
 

1. Highlight any column. 
2. Pull down the Data menu. 
3. Click on Filter; then choose Auto Filter in the pop-up box 

 

 
 

 
 

 

4. Click on 
the pulldown 
box in E3 
and choose 
custom. 
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5. In the new pop-up box/first row 

 
a. Use the pulldown box to change the word from equals to 

greater than or equal to 
b. Type in 250,000 
c. Click on OK. 

 

 
 

         
 
6.  Click on the pulldown box in F3 and choose custom. 
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       7. In the new pop-up box/first row 
 

a. Use the pulldown box to change the word from equals to 
greater than or equal to 

b. Type in 100,000 
c. Click on OK. 

 
 

 
 
 
 
 
 

Filtered Results 
 

All counties over 250,000 
Mexican population over 100,000 
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FREEZING/SPLITTING WORKSHEET 
 

Freezing Windows 
 

 Saves column and row endings when you page down or across the spreadsheet. 
 Highlight cell to the right and below your desired split; then choose WINDOW 

 

   
 
 

Splitting Windows 
 

 Creates four windows that can be moved independently of one another. 
 Highlight cell to the right and below your desired split; then choose WINDOW 
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HIDING COLUMNS/ROWS        
 

 
 

 
 
 
       
  

1.Click on the row or column you want 
   to hide. 
2.Use the FORMAT menu to  
   select either ROW or COLUMN. 
3.Then click on HIDE. 
 
The spreadsheet retains the row and 
column numbering of the original; you 
just won’t see the hidden material. 
Click on FORMAT/Row or Column to 
UNHIDE.  
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RANKING/SORTING    
 
 You can do the same type of ranking found in Statistical Abstract by using the  

Data menu in Excel. Your columns should be named before you start the  
procedure. 

 
 

1. Highlight the entire table because it will keep the rows together when the 
columns are sorted.  VERY IMPORTANT. 

 
2. Click on Data menu in the top toolbar. 

 
3. Click on SORT. 
 

 

 
 
 

4. In the pop-up box 
 

a. First sort – use the pulldown box to highlight a column name; then  
      choose ascending (A-Z, least to most) or descending (Z-A, most to  
      least). 

 
b. You can choose a second and third sort. 

 
c.    Click on OK. 
 
 



 25

 
 

Results Ranked by Column B and then Column A 
 

 
                 
 
 
TRANSPOSING ROWS AND COLUMNS      
 
 Transposing spreadsheets (switching rows and columns on the original to the 
opposite orientation on your spreadsheet) may be necessary if your spreadsheet is too 
wide to print.  Geography in rows and subjects in columns is advisable for many of the 
statistical manipulations with EXCEL.   
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1.  Highlight the entire table.   
 

 
 

2.  

 
 
 
 

 
                                                                               

 

2. EDIT/COPY or single 
click on the copy symbol 
(double sheet of paper) on 
the toolbar. 

3.Click your cursor once 
on underneath your first 
spreadsheet so you will 
have enough space to 
paste your revised 
worksheet. 
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6.      On the pop-up menu, click in the box next to the word Transpose. 
      Then click OK. 
 

 
 

 
 

 5. Click on the EDIT menu at the top 
and then PASTE SPECIAL. 

7. Highlight, edit, and delete 
your old spreadsheet. 
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GRAPHS              
 
 Although the CHART WIZARD makes graph creation easy, you may spend a lot  

of time fiddling with your spreadsheet and the chart style to make sure you are  
representing what you want in the best possible manner.  For example, it is very  
difficult to represent all 50 states or 1% on a  chart and make the chart look  
meaningful. 

 
Pie Charts 
 
 Good for representing percentages as part of one whole, e.g. federal budget by  

broad function. 
 

 
 

 
 
 
 
 

1. There were too many 
counties with 1% 
Mexican population so 
they were grouped as 
OTHER.   
 

2. Highlight cells and click 
on the CHART 
WIZARD symbol in the 
toolbar. 

3. Choose the type 
of chart from the 
middle box.  The 
default is column 
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 3. Once you choose a type of chart, you have your choice of subtype. 
 

 
 

4.You can also choose the title, location of the legend (perhaps on 
bottom), and data labels. 
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 5. You will probably want your chart on a new sheet in the same workbook. 

 
 
   

6. Finished Product 
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Bar Graphs 
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Line Charts 
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IMPORTING SPREADSHEETS 
 
 Microsoft’s Excel is compatible with numerous formats displaying Census data. 
 
 
 
 
 
  
 
 
 
 
 
 
 
 Name  Abbreviation    Census Source             Import Process 
 
 Excel    .xls     Census DVD   Opens automatically 
 
 Comma      .csv     American Factfinder  Opens automatically 
 Separated      Census DVD                         if has extension .csv 
 Value       Geolytics 
        1990 Census CD 
 
            ASCII Flat   .lst     American Factfinder            Requires column 
              Tab Delimited        manipulation 

 
ASCII Flat   .txt     1990 Census CD              Requires column  

 Fixed Width         .sdf                                                                  manipulation 
 
 
Database   .dbf     American Factfinder  Opens automatically 
                    Census DVD                         if has extension .dbf 
       Geolytics 
       1990 Census CD 
 

 
Lotus 1-2-3   .wk1     1990 Census CD             Opens automatically 
 
 
Perl    .pl     Historical Census              Opens automatically  

                                                                 Browser                                      but you will want to  
                                                                                                                               eliminate misc. web  

            frames 
 

Adobe     .pdf     Various web sites             Imports depending on  
Acrobat             data’s original format  

                                               and manipulation with  
                                             full Acrobat version;  

            still requires some  
                                                                                                                               manipulation 

TIP: When in doubt about choosing a format to download, 
choose 
 
    .XLS 
    .DBF 
    .CSV 
           
 and make sure your filename has the extension affixed to the 
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IMPORT ILLUSTRATIONS 
 
 
ASCII Comma Delimited (.csv) 
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ASCII Flat – Fixed Width (.txt, .sdf) 
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ASCII Tab Delimited (.lst) 
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Database File (.dbf) – imports directly 
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Historical Census Browser – perl (.pl) 
 

1. Use your web browser to save as ALL Files 
 

 
 

2. Open up EXCEL; look for ALL Files; then .pl extension 
 

 
 
 

3. Spreadsheet opens up immediately but you may need to delete some 
miscellaneous rows at the top. 
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Adobe Acrobat (.pdf) 
 
 See HOW TO EXPORT A TABLE FROM A PDF FILE INTO A SPREADSHEET  
<http://www.library.mcgill.ca/edrs/services/publications/howto/PDFtoXLS/PDFtoExcel.html> by Tira 
Cohene and Anatassia Khouri for instructions on preparing pdf files into ANSI text. 
 
 

Page down past the column headings, which could throw off your import. 
 

 
 

Importing at Row 9 rather than the beginning will probably work. 
 

 



 40

 

 
 
 
If the text doesn’t wrap correctly, you may need to run it through the Acrobat Distiller. 
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ASCII (FLAT) – Manipulating with Textpad 
 
 Excel has a limit of about 250 columns and 65,000 rows.  Some of the files 
available from the Census Bureau via ftp are too large for both EXCEL and Microsoft 
Word.  If you need to cut them into smaller segments for spreadsheet manipulation, 
consider using Textpad <http://www.textpad.com>. 
 
 

 
 
 
 

Ultimately opens like this in Excel 
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USING EXCEL FOR FLOOR PLANS 
  

  
 

 
 

 
 

http://www.lib.umich.edu/govdocs/census2/xlguide.pdf 
 
Grace York, University of Michigan 
May 2, 2002 
 

1. Highlight the entire table 
(CONTROL-A.) 
2. Format/Column – change 
column width to 1.75 

3. Change the row 
height to 14. 

4. Highlight cells; then 
choose 
Format/Cells/Border. 
 
5. Color parts of floor 
plan by highlighting 
cells; then choose 
Format/Cells/Patterns 
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