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Using Microsoft Excel XP, you can create data tables that show how changing variables in a
formula can affect the outcome. These allow you to view and compare a range of results for a
specific formula. You can then use lookup functions to retrieve data from these tables. By the time
you complete this guide, you will create one and two input tables and use lookup functions to
retrieve results.

Check It Out!

For more information on working
with Excel, refer to the Meet Me
At A & 25th guide.

Tip!

You can use spaces in
worksheet names, but cannot
use special characters such as
:, \, /, ?, *, [ or ].

Reference!

A data table is a range of cells
you set up to show you the
impact on a formula of changes
to either one variable (a one
input table), or two (a two input
table). In this example, you will
set up a one input table.

Review Raw Data
1. Open the Excel workbook Unit Four Scores, provided with this

guide.

2. Observe Column C. This column displays raw scores out of 16 on
the Unit Four test.

3. Observe Column D. This column is set up to display the
corresponding adjusted score for each raw score.

4. Observe Column E. This column displays class participation
scores out of 5 for Unit Four.

Add A Worksheet
1. Go to the Insert Menu, to Worksheet. A new worksheet named

Sheet1 will be created.

2. Double click the Sheet1 tab to
select the sheet name.

3. Type “Adjusted Scores”.

Set Up A Table
1. Select cell A1 and type “If raw score is…”.

2. Press Tab and type “Adjusted score is…” in cell B2.

3. Select cell A2 and type
“1”.

4. Press Tab to select cell
B2.

Data Tables and Lookups

© 2002 Using Microsoft Excel XP Vol. 279 issue 3


