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ICT Audit
Did you know that Microsoft Word can be used to calculate figures? The table below was created with a formula entered to work out the total number of computers in a school. Nice and simple! Read the instructions below to see how it is done.
	Department
	Desktops

	Mathematics
	878

	Biology
	6

	Chemistry
	5

	Physics
	4

	TOTAL
	893


Placing Formulas into a Table
Word has the capability to calculate numbers within a table. Two important terms in formulas are ABOVE and LEFT. The word ABOVE takes the cells above the formulated cell and performs the calculation. The word LEFT takes the cells to the left of the formulated cell and performs the calculation.

In Word, each cell is designated by a column letter and a row number. For example: if your table has 3 columns and 3 rows, the first cell would be A1 (A is the column 1 is the row). The second cell across would be B1 (B is the column and 1 is the row) and so on.
	A1
	B1
	C1

	A2
	B2
	C2

	A3
	B3
	C3


To insert a formula within a cell, follow the directions below.
1. Click inside the cell where you would like the formula. 

2. From the menu at the top, click on Table. 

3. Click Formula. 

4. Type in the formula. 

Example1: =SUM(ABOVE)
This formula will add all of the rows above the formulated cell.

Example 2: =a1-a2
This formula will take the number in cell a1 and subtract the number in cell a2.

5. Choose the Number Format. 

6. Click OK. 

Symbols for common calculations: SUM or + (addition), - (subtraction), PRODUCT or * (multiply), / (Division), and AVERAGE.

NOTE: When a number is changed in one of the cells contained in the formula, Word does not automatically update the formula. To update the formula, press the F9 key.
