
Using “If, Then” Statements in Excel

“If, Then” statements provide logic in Excel, and are an excellent way to summarize 

data.  In this example, we’ll be looking at CAHSEE data to determine who passed 

and who did not.

Step 1: Insert a column into spreadsheet and label the column.  In this case, I’m going 

to use the label “Passed CAHSEE?”
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Step 2: In the first cell in your new column, 

type the following formula:

=IF(

Step 3: 

specific cell you’ll be including in your test.  

In this example, we’re using the logical test: 

I2>349.

Note: Make sure you type in a comma after your logical test.  This will enable you to 

enter your “then” statements.
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Step 4: Enter your “then” statements, separated by a comma.  

The first “then” statement is what you’d like the cell to read if the statement is true; 

the second “then statement” is what you’d like to cell to read if the statement is 

false. 

In this case, I’m going to use “Passed” as my true 

statement and “Not Passed” as my false statement.  

An example is seen to the right.

Note: Make sure you put quotation marks around your statements!

Step 5: Hit your “Enter” key and see the results.  If the “If, Then” statement worked, 

copy and paste your formula until the end of the column.

2

Enter your “then” statements, separated by a comma.  

The first “then” statement is what you’d like the cell to read if the statement is true; 

the second “then statement” is what you’d like to cell to read if the statement is 

In this case, I’m going to use “Passed” as my true 

statement and “Not Passed” as my false statement.  

Note: Make sure you put quotation marks around your statements!

Hit your “Enter” key and see the results.  If the “If, Then” statement worked, 

copy and paste your formula until the end of the column.

2


