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How to Perform Simple Table Calculations Directly in Word 
 

MS Word 2003 MS Word 2007 
1. Click or place the cursor in the cell in which you want the calculated 

value to appear. 

 
 

2. In the Menu, select Table Tab and choose Formula… 

1. Click or place the cursor in the cell in which you want the calculated 
value to appear. 

 
 

 
2. In the Menu, select Layout Tab. From the Layout menu, Click 

‘Formula’ . 

 
 



ICTP_005_02022011                                       Page 3 of 7 
ProductivI.T.y tip 25_Performing Simple Table Calculations Directly in Word_02022011 
 

 
 

3. The Formula window will pop-out. 

 
 

4. In the Formula field, enter the formula with the equal sign then Click 

3. The Formula window will pop-out. 

 
 

4. In the Formula field, enter the formula with the equal sign then Click 
OK. 
 
NOTE:  
 Word’s default formula is the SUM Function. 
 If the cell you selected is at the bottom of a column of 

numbers, Word’s default formula is =SUM(ABOVE).  

 
 

 If the cell you selected is at the right end of a row of numbers, 
Word’s default formula is =SUM(LEFT).  
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OK. 

 
NOTE:  
 Word’s default formula is the SUM Function. 
 If the cell you selected is at the bottom of a column of numbers, 

Word’s default formula is =SUM(ABOVE).  

 
 

 If the cell you selected is at the right end of a row of numbers, 
Word’s default formula is =SUM(LEFT). 

 
 

 You can also use basic formulas and function (e.g. AVERAGE, 

 
 

 

 

 

 You can also use basic formulas and function (e.g. AVERAGE, 
COUNT, MIN, MAX, etc.) by using the Paste function field: 
 
1) Enter equal sign in the Formula field, then select a particular 

function in the Paste function field (e.g. AVERAGE). 
 

 
 

2) The function will be copied to the Formula field. Supply in the 
parenthesis the column/row (e.g. ABOVE, LEFT or RIGHT) to 
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COUNT, MIN, MAX, etc.) by using the Paste function field: 
 
1) Enter equal sign in the Formula field, then select a particular 

function in the Paste function field (e.g. AVERAGE). 
 

 
 

2) The function will be copied to the Formula field. Supply in the 
parenthesis the column/row (e.g. ABOVE, LEFT or RIGHT) to 
be calculated, depending on the position of the cell where you 
place the cursor in which you want the calculated value to appear. 
 

 
 
 

be calculated, depending on the position of the cell where you 
place the cursor in which you want the calculated value to 
appear. 
 

 
 

 

5. Now, you have your calculated field/value. 
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5. Now, you have your calculated field/value. 
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Whenever a numeric value in your row or column is updated (e.g. in the example above, Sample 10 value is changed from 20 to 30), the calculated 
field can also be updated by: 
 

 Highlight and then right click on the calculated value within the table. Select (Update Field) . Notice that the calculated field 
is also updated. 

           
 

 


