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HOW TO CALCULATE TOTALS IN EXCEL REPORTS

There are two ways different methods to calculate totals using Excel, manually and

automatically. This tutorial will describe the steps on how to do this function.

I. Manually

1. After you have had respondents take your survey, export an Excel report with Values and labels.

We have this sample survey for this tutorial:

9 Publish options

= Email report

= Print report

¢ Exportto Excel [T Incude Unique Survey URL
{" Export labels anly
= Export values only
{* Export values and labels

" Exportto SPES

= Exportto G5

9 Export to Excel Export completed!

Please click here if nothing happens

2. Your exported report will appear like this:

A B C ] E F ]
1 |Survey Nam!
2 |Survey Desc
i
4 |Respondent Submit Date | E-meail Fick one of th
5
5]
7 1 RARRRRRR Anzoeer] 1
g 2 RARRRAAR Answersd 2
9 3 RS Anzwers 3
10 4 RS Anzwerd 4
11 S AR Anzaverd 2
12 B RAsad Anzverd 1
13
14
15
16
17

»
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3. The widths of the columns may be adjusted by dragging the column separators at the tops of the

columns.
A, B C ] E

1 |Survey Mame !
2 |Survey Description
3
4 |Respondent # Submit Date E-rmil Pick one of the following answers
b
a
7 1 105572007 5:02 Answer] 1
g 2 105572007 5:02 Answyers 2
9 3 105572007 5:02 Anzwyers 3
10 4 10052007 802 Anzvverd 4
11 s 10052007 8:03 BnEvver? 2
12 g 10052007 8:03 Anaver] 1
13
14

4. Next, you will need to type in the cells you that you are looking to calculate totals for, and create
cells where totals are calculated with the following expression: =COUNTIF(range, criteria). In the
example below, we decided to calculate the number of fields for which the value in the D column
was equal to the “DSLR”, “Compact”, “Other” or “I do not have a digital camera”. For each of the
desired totals you would create an expression such as “=COUNTIF(D9:D15, “=DSLR”)”

»
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A B C O E
1 |Survey Name
2 |Survey Description
i
4 |Respondent # Submit Date E-tmail Pick one of the following answers
5
&
7 1 105572007 5:02 Anzwer] 1
a 2 105572007 5:02 Anzwer? 2
9 3 105572007 8:02 Anzwers 3
10 4 1052007 802 Anzvwwerd 4
11 5 10052007 803 Anzvyeer? 2
12 ] 10452007 8:03 ristver] 1
13
14
15
16 Totals:
17 Answer] 2
18 Answers 2
19 Answard 1
20 Answerd =COUNTIFDT: D12, "=Answerd")
21 | COUNTIFirange, criceria) |
a2

Here, “D7:D12” is the range selected with a blue border, and the other parameter for “COUNTIF” is the
expression that starts with the “=" sign and the value the cell should be equal to be counted. In the above example the
expression means “Count all values in range D7:D12 where the value in the cell is equal to ‘Answer4’.



5. Next we will need to calculate the sum of these totals. For this, the “=SUM(range)” expression is
used. In our case it would be “=SUM(C17:C20)":

5l Export ToExcell 458.1ls

A, B [ O E F
1 |Survey Mame
2 |Survey Description
3
4 |Respondent # Submit Date E-tnail Fick one of the following answers
5
G
7 1 105572007 5:02 Anzver] 1
g 2 105572007 5:02 Answwers 2
9 3 105572007 5:02 Anzwerd 3
10 4 10052007 502 Anzwerd 4
11 5 10052007 503 Anzers )
12 g 10052007 803 Anzver] 1
13
14
15
16 Tatals:
17 Angwer] 2
18 Answer? 2
19 Answerd 1
20 Answard 1
21 [=5umic17.c2a)
22 T




6. To calculate percents in this instance, we will need to divide the value in the C column by the total
sum which is in the C21 cell. So into the D17:D21 cells we put the expression “=Cx/C21 * 1007,
where Cx is C17, C18, C19 or C20 respectively:

A B C ] E
1 |Survey Mame
2 |Survey Description
i
4 |Respondent # Submit Date E-tnail Fick one of the following answers
5
5]
7 1 105572007 5:02 Anzvver] 1
g 2 105572007 5:02 Ansvwers 2
9 3 105572007 5:02 Anzverd 3
10 4 10052007 &:02 Anzaerd 4
11 5 10052007 &:03 Anzivers 2
12 g 10052007 8:03 Anzver] 1
13
14
15
16 Tatals:
17 Answer] 2 0.333333333
18 Answers 2z 0.333333333
19 Angwerd 1 (. 1666EERG7
20 Ansyrerd E 1]=C20/C21] |
21 5 1
A




7. We will then need to format the cells so as to make them display as percents instead of as fractions.
To do so, select the cells, right-click them and select Format Cells...:

=1

£ ExportToExcell458.xls
A B © - - :

Survey MName
Survey Description

Respondert # Submit Date E-mail Fick one of the following answers

105552007 5:02 Ansvver]
105552007 5:02 Ansvverd
105552007 8:02 Ansverd
105552007 8:02 Answerd
10852007 8:03 Answerd
105572007 5:03 Ansywer]

00| =4 | O30 || b | LD RO | —

—
O
mth = k=
= k3 k=

16 Totals:

17 Angwer]
18 Angwars
19 Angwerd
20 Answerd

T
0.333333333
0.1BGEF=== _
O.1BEG| #

23 Copy
22 B Paste L

24 Paske Special. ..

o — —= kR

25 Inserk...

Delete. .. 1

75 Clear Contents

29 . Insert Comment |

31 ||§ Format Cells... . 1
32 Pick From Drup-d-:ﬁn List...

4 4 » M|\ Results / Create List,.. L

Hywperlink. ..

Loak Up. ..
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In the dialog that opens select Percentage and then click Ok.

Hurnber |.C'.Iignment I Fant I Border I Patterns I Protection |

Cateqgory: ample

General :| 42, 86%
Murmber

Currency Decimal places: |2 5‘

Accounting
Drate

Scientific
Texk
Special

Custom LI

Percentage Farmats mulkiphy the cell walue by 100 and displays the result with
a percent symbal,

(0] 4 I Cancel
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8. The result will look like this:

5H ExportToExcell 458.xls

Fis B C ] E F
1 |Survey Mame
2 |Survey Description
3
4 |Respondent # Submit Date E-tnail Fick one of the following answers
i
G
7 1 105572007 5:02 Anzver] 1
g 2 105572007 8:02 Anzvvers 2
o 3 105572007 8:02 Ansverd 3
10 4 10052007 8:02 Anzverd 4
11 s 10452007 8:03 AnEver? 2
12 E 10452007 8:03 Anzver] 1
13
14
15
16 Tatals:
17 Answer] 2 33.33%
18 Answear? 2 33.33%
19 Answard 1 1667 %
20 Answard 1 1667 %
21 B 100.00%
22
23
24

»
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II. Automatically

1. Export the report to Excel with labels and values

9 Publish options

= Email report

= Print report

¢ Exportto Excel [T Incude Unique Survey URL
{" Export labels anly
= Export values only
{* Export values and labels

" Exportto SPES

= Exportto G5

9 Export to Excel Export completed!

Please click here if nothing happens

2. Your exported report will appear like this:

A B C ] E F ]
1 |Survey Nam!
2 |Survey Desc
i
4 |Respondent Submit Date | E-meail Fick one of th
5
5]
7 1 RARRRRRR Anzoeer] 1
g 2 RARRRAAR Answersd 2
9 3 RS Anzwers 3
10 4 RS Anzwerd 4
11 S AR Anzaverd 2
12 B RAsad Anzverd 1
13
14
15
16
17
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3. The widths of the columns may be adjusted by dragging the column separators at the tops of the

columns.
A, B C ] E

1 |Survey Mame !
2 |Survey Description
3
4 |Respondent # Submit Date E-rmil Pick one of the following answers
b
a
7 1 105572007 5:02 Answer] 1
g 2 105572007 5:02 Answyers 2
9 3 105572007 5:02 Anzwyers 3
10 4 10052007 802 Anzvverd 4
11 s 10052007 8:03 BnEvver? 2
12 g 10052007 8:03 Anaver] 1
13
14
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4. Click on the Tools menu and select Macro -> Visual Basic Editor...

B Microsoft Excel

© Fle Edit  Miew Insert

NEHR S SR %V swelng.

L

B8 FxportToExcel1458.x1s

A

Farrak

Data  indow

Help

‘@ Error Checking. ..

4 Research.. Al+Click

Shared Workspace...

O[O0 | T b | R —

Survey Mame
Survey Description

Fespondent #

mth B L k=

- 5}l 100 - @ B : Arial

»

Share Workbook. ..
Prokection
Opline Collaboration |
=u - Pick one of the followwing answers
Farrmula Audiking -
Macro b Macros.., ale+Fs
Customize. .. @  Record Mew Macro...
options. .. Security...
b s
& | ¥ Wisual Basic Editor AlE+F1L
104502007 503 "
1052007 603 @8 Micrasaft Scripk Edikar L"E'.It+5hiFI:+F11
Totals:
Angwear] 2 33.33%
Angwers 2 J3.33%
Answerd 1 16.67 %
Answerd 1 16.67 %
B 100.00%
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5. Inthe screen that opens double click the Sheet1 (Results) in the tree on the left:

;.Micrusu t ¥isual Basic - ExportToExcel 169369 (2 ).xls

: Fle Wiew  Insert  Format  Debug  Run Tools  Add-Ins Windomw  Help
ME-d Y RRAIc ] 0 a I EEFT R @]
Project - ¥BAProject
[E] B

El@ ¥BAProject (ExportToExcel169369 (2).xls)
E-E5 I Sbic

Sheet1 (Results)

1]
Propetties - Sheetl
ISheetl worksheet

L] 1=

Alphabetic |Categurized I

Sheet1
DisplavPageBreaks False
DisplavRight ToLeft False
EnableAutoFiker  False
EnableCalculation  True
EnableCutlining  False
EnablePivotTable  False
EnableSelection O - xIMoRestrictions
Mame Results
Scrollérea

Skandardwidth 843

Wisible -1 - xISheetVisible
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Sub

totals")

%ll)

End

»

6. Copy and paste the following code to the window that will open:

GetTotals ()

szStart = InputBox("Please enter starting row")

szEnd = InputBox ("Please enter ending row")

szColumn = InputBox ("Please enter Column number")

CellForTotals = InputBox ("Please enter the cell (row, column) where to start writing

sCellForTotals = Split(CellForTotals, ",")

nBeginRow = sCellForTotals (0)
nBeginColumn = sCellForTotals (1)

Dim Values As New Collection
counter = 0
Dim found As Boolean
For nRow = szStart To szEnd
For Each Value In Values
If StrComp (ActiveSheet.Cells (nRow, Val (szColumn)), Value) = 0 Then found = True
Next Value
If Not found Then Values.Add (ActiveSheet.Cells(nRow, Val (szColumn)))
Next nRow

Dim Totals As New Collection
For Each Value In Values

Totals.Add Item:=0, key:=Value
Next Value

For nRow = szStart To szEnd
Let ¢ = Totals (ActiveSheet.Cells (nRow, Val (szColumn))) + 1
Totals.Remove (ActiveSheet.Cells(nRow, Val (szColumn)))
Totals.Add Item:=c, key:=ActiveSheet.Cells (nRow, Val (szColumn))
Next nRow

ActiveSheet.Cells (Val (nBeginRow), Val (nBeginColumn)) = "Totals"

nTotalsRow = nBeginRow + 1

For Each Value In Values
ActiveSheet.Cells (Val (nTotalsRow), Val (nBeginColumn)) .Value = Value
ActiveSheet.Cells (Val (nTotalsRow), Val (nBeginColumn + 1)) .Value = Totals (Value)
nTotalsRow = nTotalsRow + 1

Next Value

Sum = 0

For Each Total In Totals
Sum = Sum + Total

Next Total

ActiveSheet.Cells (Val (nTotalsRow), Val (nBeginColumn + 1)) = Sum

nTotalsRow = nBeginRow + 1

For Each Value In Values
Dim div As Double
div = Val (ActiveSheet.Cells (Val (nTotalsRow), Val (nBeginColumn + 1))) / Sum
ActiveSheet.Cells (Val (nTotalsRow), Val (nBeginColumn + 2)).Value = Format (div, "##.##

nTotalsRow = nTotalsRow + 1
Next Value

ActiveSheet.Cells (Val (nTotalsRow), Val (nBeginColumn + 2)) = Format(l, "# %")

Sub
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7. In the main spreadsheet window click the Tools menu, select Macro -> Macros...

B Microsoft Excel

© File Edit Wiew Insert Format Data Window  Help
NEHR S GR|T |V Pl 7ol 4l - @ [ e
2 ﬁi Research...  Alt+Click
‘$ Error Checking. ..

&l ExportToExcel 1458.xls Shared Workspace. ..
A Share Warkboak, ..
1 |Survey Mame |
2 |Survey Description Brotection /
3 Orline Collaboration v
4 |Respondent # S N Pick one of the following answers
= Formula Auditing [
B Macro ¢ || s Macros... _ AkeFE |
g 12 Customize.. @ PRecord Mew Macro.., L'\}E. -
0 3 Optians. .. Security. ., |
1d 4 Y #  wisual Basic Editor Ab+F1L |
11 5 T0S2007 5103
12 p 1052007 503 @5 Microsoft Script Editor  Alk+-Shift+F11 I
13 '
14
15
16 Totals:
17 Angwear] 2 33.33%
18 Angwers 2 J3.33%
19 Answerd 1 16.67 %
20 Answerd 1 16.67 %
21 B 100.00%
22
2




8. In the dialog box that appears, select “Sheet1.GetTotals” Macro and click Run

pooo B

Macro name:
[Ehestt. GetTotals EY u

| sheett Gettotals |

Ix

Al

Pl EREr

Cancel

Skep Inta

Edit

Zreake

Delete

=
Macros in: all Open Workbooks j Opticns. ..

Description

9. Inthe input box that will appear, enter the number of the first row for your calculations. In this
tutorial, we will use ‘row 7’ for our starting row.

@I ExportToExcell1458.xls
A B £ D E F €] H I

Survey Mame
Survey Description

Respondert # Submit Date E-rmiil Pick one of the following answers

)l 10/5/2007 802 Anzwer] il
2 10/5/2007 &:02 Answer? 2
3 10/5/2007 &:02 Answers 3
4 10/5/2007 802 Answerd 4
3 1052007 505 Answeers 2
B 1052007 505 Answeer] 1

Microsoft Excel x|

Please enter starking row
Cancel |

[ S S ) PSSR R PR N U UV PRI DS P Y
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10. In the next input box input the number of the last row for your calculations. In this tutorial, we will use
‘row 12’ for our ending row.

A, B & ] E F ] H

1 |Survey Mame
2 |Survey Description
3
4 |Respondent # Submit Date E-tnail Pick one of the following answers
5
=)
7 1 105572007 8:02 Answer] 1
g 2 10/5/2007 §:02 Anzweer? 2
a 3 105572007 8:02 Answwer3 3
10 4 1052007 5:02 Ansyverd 4
11 5 10572007 5:03 Anaver? 2

G 105552007 5:03 Anzweer] 1
13
14
15 x|
1? Please enker ending row
18 Cancel |
19
20
21 |12|
22
23
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11. In the next input box input number of the column where the text values for responses are located. In
this tutorial, we have used column D, which is number 4.

'-;:l ExportToExcell458.:11s
A B

Survey Mame

Survey Description

Respondent # Submit Date

100552007 502
100552007 502
100552007 502
100552007 502
100572007 503
100572007 503

L= 4 BT R SRR N
= kW R =

Microsoft Excel

Flease entet starking row

K .

Cancel | |




WorldAPP

WORLD STANDARD WEB APPLICATIONS

»

12. In the last input box enter the number of the first where you want to start showing totals. In our
example here, we have started the output for our totals in cell C17, and will need to input “17,3” into
the input box

EH ExportToExcell 458.:ls

A B C ] E F € H

Survey Mame
Survey Description

Respondent # Submit Date E-rmail Pick one of the following answers

1 1055052007 5:02 Answwet] 1
2 108552007 &:02 Answwers 2
3 1052007 502 Answwers 3
4 105502007 §:02 Anzswerd 4
3 1052007 5:03 ANEwers 2
-] 105502007 8:03 Answwer] 1

:I Microsoft Excel x|
L]

Please enter the cell frow, column) where to start

writing toktals
Cancel |

R [ ) ) Y N N N
T el ) o M I e e e = Rt e IS R ot R e

]
=

(o]
—

[
R}

{17.4

[
(Y]

2
=

J
2
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13. Once you click Ok, the totals will be automatically calculated and put into the specified location.

»

5H ExportToExcell 458.xls

Fis B C ] E F
1 |Survey Mame
2 |Survey Description
3
4 |Respondent # Submit Date E-tnail Fick one of the following answers
i
G
7 1 105572007 5:02 Anzver] 1
g 2 105572007 8:02 Anzvvers 2
o 3 105572007 8:02 Ansverd 3
10 4 10052007 8:02 Anzverd 4
11 s 10452007 8:03 AnEver? 2
12 E 10452007 8:03 Anzver] 1
13
14
15
16 Tatals:
17 Answer] 2 33.33%
18 Answear? 2 33.33%
19 Answard 1 1667 %
20 Answard 1 1667 %
21 B 100.00%
22
23
24
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