Microsoft Excel:

Formulas and Functions

Create a Formula
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5 Click in the cell where NOTICE:
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i you want the total to I You can check a formula

o appear and press =. when you are done by looking
me; B - in the Formula Bar.

Clipboard = Font Alignm% /
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Click in the cell with
the second value you
want to add.

Include as many cells as
you need. When you are
done, press Enter.

Click in the cell with the
first value you want to
add, and press +.

Functions

Functions are preprogrammed formulas in Excel to make calculations easier.

AutoSum
AutoSum is a function used to add together values in a range of cells.
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Order of Operations

Mnemonic Component Symbol

Please Parentheses ()
Exponents

Excuse (Powers & 2?
Roots)

My Multiplication *orx

Dear Division /or+

Aunt Addition +

Sally Subtraction -

Step Example formula How the Math works.

1 1+2°*3/(4-T7+6) Math inside the parentheses is done first.

2 1+22*3/3 Then the Exponent

3 1+4*3/3 Then multiplication and division.

4 1+4 Finally, addition and subtraction.

5 5 Answer
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If Statement
An IF statement allows you to return different values in your cell depending on IF conditions are met.
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW CTCStaff ~
B E% Gl ST p— E e B (O FRESEE Ay
Fy -
Paste B I . . b - % . . pd &
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. Value if true is what vae mrae [ :
- shows up in the cell if - adverise:
or . . ecks whether a conditio & if FALSE.
s =4 the logical test is true.
11 |For
12 |Toyota 2011 Truck racoma
13 |Toyota Formula result = Advertise
14 | Toyot, . . Help on this function
15 Ford | Value if false is what
oyo!
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18 |Ford

o the logical test is false.
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Named Ranges

You can use Named Ranges in Excel to shorten functions, easily reference a range of cells, or even
just for quick navigation.

Create a Named Range

H - = Formulas and Functions - Excel ? H - 0O x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kristen Mueller -
o s .
E—f‘WrapText Custom - = D‘J j)'} EEED Ex El ZAutDSum %Y H]
Fill -
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14 | Toyota 2014 Truck Tacoma 21,554 10/11/2015
15 |Ford 2014 Truck Ranger 5 22158 9/17/2015
16 [Toyota 2015 Car Precis 5 22521 9/14/2015
17 |Toyota 2014 Truck Tacoma 5 23552 9/4/2015
18 |Ford 2015 Car Taurus 5 24520 10/10/2015
19 | Toyota 2015 Truck Tacoma 5 25211 10/8/2015
| 20 |Ford 2015 Truck F250 3 25421 9/6/2015
21 |Toyota 2015 Truck Tundra 5 25441 10/9/2015
22 | Toyota 2014 Car Precis § 25855 9/13/2015
Ford 2014 Truck F250 £ _26,468 9/13/2015
Tundra 3 Adal |10 | A A § - % oo
. . Mustang ¥ i, €0 o0 \or
Right click. o |8 | T2 7| RewHops
[l ——aiaaiaass — ~ Choose a
ki g | b Cut HName: Price|
29 [Toyota 2015 Truck  Tundra | § . EB Copy name.
L= Scope: Workbook
30 |Ford 2015 SUV Explorer $ ' I Paste Options:
31|Ford 2014 Car Mustang [ § | %_‘ %- Comment: r
32 |rord 2015 Truck  F250 5 “ )
33 [Toyota 2014 Car Avalon $ Paste Special..
34 |Toyota 2015 Car Avalon $ | Insert...
5 |Ford 2014 Truck F250 $ Delete...
plorer $ { Clear Contents ClICk OK.
alon $ :._.I
& Quick Analysis 5 s .
Select Define  fumer |5 & 2ocie Refersto: | _-auto Inventory'ISES2:SES47
0 § Filter 3
Name--- ner |§ Sort » [ OK Cancel l
ﬁ : |__p| Insert Comment L
N, xpel |
43 |Ford 2015 SUV Expeditio | [l Eormat Cells..
44 |Toyota 2014 SUV Sequoia | § Pick From Drop-down List...
45 [Ford 2015 SUv Expedition [ § . Define Name...
46 |Toyota 2014 SUV Sequoia b CE Hyperlink...
47 |Toyota 2015 SUv Highlander| § 4,00 | AUy ep ouLs
a3
49 -
Practice | Auto Inventory (O] < »

AVERAGE: 527,751 COUNT: 46 SUM: 51,276,566 i fl -———+ 100%

Use a Named Range

1. Use the name of a range in a function instead of the cell addresses themselves. For example:
=sum(price)

2. Use the dropdown arrow in the name box to quickly move to relevant data in your workbook.

H - = Formulas and Functions - Excel T EH - 0O x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kristen Mueller ~
=] - 3 -
fx E h IE Im l! @ =] Define Name gx:Tra(e Precedents @Shnw Formulas m Calculate Now
— 4?} Use in Formula = =f Trace Dependents Y4 Error Checking ~ =
Insert  AutoSum Rece ookup 8 Math &  More Name Watch  Calculation E‘El Calculate Sheet
- - TR - reate from Selection emove Arrows ¥ (7x) Bvaluate Formula i i -
Function Use eference~ Trig~ Functions~  Manager [i=Ne i Selecti R A Eval F L Window  Options
Defined Mames Formula Auditing Calculation -
v
B C D E F G H 1 J K L M N ] P Q R -

2014|Car Focus 5 16585 9/3/2015
2014|Car Focus 5 17,110 8/25/2015
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Other Functions

Name Sample Formula What It Does Example
_ . Add all the numbers in a Determine the total value of the
AutoSum  =SUM(A1:AS) range of cells. inventory | have in my store.
. Determine the average salary
Averade =AVERAGE Ehnrgt;[(r;?s?xear?gﬁ oef ca):cl the employees in a division of my
9 (A1:C5) cells 9 company make so | can assess
' pay increases.
, . Determine the highest salary of
Maximum =MAX(E:E) Find the largest number in any of the employees in my
a range of cells. divisi
ivision.
Today =TODAY() Inserts and automatically ~ Use to determine the age of a

updates today’s date

vehicle based on the date.

Logical Functions

Name Sample Formula What It Does Example
=IF gesg datrz) I:ef’tjunr?wtlgi?fgrggr | need to have a visual notice
If (G6>15,” Advertise”, results based on the whenever | have any inventory in
“ ) my store for more than 60 days.
outcome of your data.
gg;z}ttﬁgfgii(: ae\:,leu%gglrl itr$ Determine the number of events |
Count =COUNT(B:B) it then returns the number organized for my company where
o’f cells that do at least one person showed up.
=SUMIF(A1:A35 ﬁ;?% r;l;n:r?eeyrsn;‘(r;rpaa list as | want to know the total number of
Sumif “>65”, B1:B35) criteria you set in the ztfubsjsents in'my class over the age
formula. '
f‘nuntc a\lnry coll that | wantto kngm‘ thg ni |mbg; gf
Countlf =COUNTIF(A:A, 16) meets a criteria you setin times | have all the seats filled in
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Absolute vs. Relative Values

Relative Reference

In a normal formula or function, Excel doesn’t see an exact cell address. Instead, Excel sees cells in
relationship to where the total is going to show up. E.G. If we select C1 and type in the formula
=A1+B1, we are not actually asking Excel to add together the values in cells A1 and B1. Instead, we
are asking Excel to add value in the cell 2 columns to the left to the value in the cell 1 column to the
left of our selected cell.

Absolute Reference

Instead of looking at cells as they are situated in relationship to a selected cell, we need Excel to
see “cell C1”. The “$” symbol tells Excel that a cell should be seen as a specific cell instead of as a
relative reference. This looks like this

=$C$1+B1

WHERE TO GET MORE HELP:

The Library: come to the desk and ask for help or attend more classes.

LearningExpress Library & Gale Courses

e Available at www.deerparktx.gov/library with your library card
e Select E-Library | Online Courses | One of the Above
« Both have tutorials for Word and other Office products.
Microsoft Support:

o Go to https://support.office.com/
Select Excel—Offers multiple training videos, tips, and templates.

Adapted, with permission, from Denver Public Library’s Computer Class curriculum.
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