I can give you a six-word formula for
success: Think things through - then follow

through.

Sir Walter Scott

Module Seven: Using Excel Functions

This module introduces Excel functions, which are a little like templates for common formulas. There are
many different types of functions. First, we’ll look at the SUM function. You’ll learn about using
AutoComplete for entering formulas. We'll look at other basic common functions as well. We'll take a
look at the Formulas tab introduced in the Ribbon for Excel 2007. Finally, we’ll take a look at the
function names.

Formulas vs. Functions

To open the Insert Function dialog box, use the following procedure.

1. Select the Insert Function tool right next to the Formula Bar.
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Investigate the different categories and functions in the Insert Function dialog box. Point out the bottom
part of the screen where the syntax and description of the function appear.
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Search for a function:

Type a brief description of what you want to do and then
click Go

Or select a categorny: | Most Recently Used W

Select a function:

AVERAGE

IF

HYPERLIMK

COUNT

MAX

SIN v

SUM(number1,number2,...)
Adds all the numbers in a range of cells,

Help on this function oK Cancel

Using the SUM Function

Review how to use a SUM function to add the total for each category in the sample file, use the
following procedure.

1. Select the Total —First Six Months column for the first category (cell H5).
2. Select the AutoSum tool in the Editing Group on the Home tab of the Ribbon.
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3. Excel enters the function with a default selection of the cell references you want to use in the
function highlighted.

A B C D E F G H | J
1 |Household Budget
2 2013
3
Total -
first six
4 January February  March April May June months
5 |Mortgage E 290 250 230 290 230 8901=5UM(B5:G5)
6 |Heat 250 250 175 125 a0 0 | SUM{number1, [number2], ...)
7 |Power 225 225 175 75 150 150
o, A o O g e kA, T S g e S Al e b o RS,

4. If the cell references are not accurate, you can drag the highlighted area to include additional
cells or remove cells you do not want used in the function.
5. Press ENTER to complete the function.
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Excel performs the calculation and moves to the next row. In the following illustration, the cell with the
function is active, so that you can see the function syntax in the Formula Bar and the result in the cell.

H5 - Je =SUM(B5:G5)
A B C D E F G H
1 |Household Budget
2013
Total -
first six
4 January February March April May June months
5 |Mortgage 890 890 890 890 890 SE!Dl 53-’-'IEIIII
& |Heat 250 250 175 125 80 0
B O P BRI S TNVOR L R L [P
Using AutoComplete

To use the AutoComplete feature, use the following procedure.

1. Begin typing the SUM function. As soon as you type the Equals sign and the letter S, Excel
displays a possible list of matching functions.

$685.75 $2,057.25

Total =su

&

() SUBTOTAL

() sum

() SUMIF

(#) SUMIFS

(#) SUMPRODUCT

#) sumsQ

() sUMX2MY2

(#) sumxzpy2

Sheet2 {‘

K () SUMXMY2

2. To select the SUM Function from the list, double-click on the SUM function.
3. Excel enters the function, but you must still enter the arguments. You can simply click on
multiple cells, or click and drag to select a cell range. You can also type in the cell references.
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1 Inventory
2
. Unit Total #leftto
Part No. #In Stock ! Reorder level
3 Price Value rearder
4 Q512578 26 5248.89 1 56,471.14
3 D5P4543 14 512450 § 51,743.00
& |DS45248 2 $588.00 § $1,176.00
7 15512566 18 5224.67 1 54,044.06
2 |55p2777 12 $118.00 | $1,416.00
9 Q512585 5 §555.22 [ 52,776.10
10 |DS12566 2 547099 | 5 941.98
11 |D512556 8 5430.37 1 53,442.95
12 |[K5P4333 4 585,00 1 $2,340.00
13 |aQP133 12 5255.23 1 53.062.76
14 |KS36678 3 $685.75 § $2,05%5 | 1
15] Total  |=SUM(D4:D111q,, 1c
16 |Tax rate 10% SUM({number1, [number?], ...)
17
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4.
5.
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Enter the final parenthesis mark to end the function.
Press ENTER to enter the function in the cell.




Using Other Basic Excel Functions

Review how to use the AVERAGE function as an example of another function, use the following
procedure.

1. Add anew label in column I: Average.
Select the cell in the Average column for the first category.

3. Select the arrow next to the SUM function on the Home tab of the Ribbon to see the list of other
common functions.

3 AutoSum * Ay H ;
2. sum 1d &

Average ect
Count Mumbers

Max

Min

More Functions...
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4. Select Average.

Excel enters the function with the most likely cell references.

Total -

first six
4 January February  March April May June months Average
5 |M0rtgage i 830 830 830 890 830 890 5340 :AVERAGE{BS:HSb
& |Heat 250 250 175 125 B0 1] AVERAGE(number1, [number2], ...)
7 |Power 225 225 175 175 150 150
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5. Replace the cell references so that cell H5 is not included in the average.

Total -

first six
4 January February  March April May June months Average
5 |M0rtgage | 830 830 830 290 8901 890! 5340|=AVERAGE(B5:G5)
o |Heat 250 250 175 125 B0 1] AVERAGE(number1, [number2], ...}

7.P 225 17! 175 150 0
-*ﬁ%* MM...M& "““"—"““ﬂ‘?"‘\ B “"‘"""‘“‘““r o I It e e

6. Press ENTER to complete the function.
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Understanding the Formulas Tab

Explore the Formulas tab on the Ribbon.

B H S - Budget.xlsx - Microsoft Excel Preview 7 =2 - x
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f"x z I IE I I IE Im 9 =] Define Name n.uTra:ePrecedants [ Show Fermulas ’_| Calculate Now
T — fx Usein Formula o3 Trace Dependents Y0 Eror Checking = ©OC)
Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  Mare Name . Watch  Calculation 2 Calculate Sheet
Function * Usedr v - + Time- Reference~ Trig~ Functions< Manager [ Createfrom Selection 1%, Remove Amows - (&) Evaluate Formula  \yindow  Options =

Function Library Defined Names Formula Auditing Calculation ~

Understanding Function Compatibility

Explore the icons that appear when entering a function name. The old names have a yellow warning
triangle next to them.

:beﬂ I

3] BETA.DIST Returns the beta probability distribution function
() BETAINV

(%, BETADIST
(£, BETAINY
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