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Microsoft Office consists of several applications that perform specific functions. Using
these applications together allows you to take advantage of each product’s particular tools. By
the time you finish this guide, you will be able to move data between Word, Excel, and
PowerPoint to summarize, chart, present, and report data.

Tip!

Data can be calculated more
easily and with a wider variety of
options in Excel than in Word. If
you are going to perform
complex calculations, consider
bringing the data into Excel.

Tip!

You can also press ctrl + c to
copy, and ctrl + v to paste.

Check It Out!

For more information on using
Excel, refer to the Meet Me At A
& 25th Guide.

Move Data from Word to Excel
1. Open the Microsoft Word document “scores.doc”, provided with

this guide. This file contains a table listing student test scores.

2. Click inside the table.

3. Go to the Table menu to Select to Table.

4. Go to the Edit menu to Copy.

5. Open Excel.

6. Go to the Edit menu to Paste.

7. Return to Word and close it.

8. Return to Excel.

Manipulate Data with Excel
1. Press Ctrl + A to select all the text in the worksheet.

2. Go to the Edit menu to Clear to Formats.

3. Type “Student Average” in cell H1.

4. Type “=Average(C2:G2)” in cell H2. The
average score will be displayed in the
cell.

5. Click the fill handle in the lower right
corner of cell H2 and drag down the rest
of the list to fill the formula through row
41.
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