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Functions

Excel 2007 Functions

e Open a new blank workbook.

e Click on the Formulas tab and you will see a group called the Function Library.
As you can see this is divided into different function categories.

Haome Insert Page Layout | Formulas ‘ Data Re

f X AutoSum = ﬁl Logical = ﬁ Lookup & Reference =
[ Recently Used - [A Text - [ Math & Trig -
Insert
Function ﬁ Financial = E Date & Time ~ @ Maore Functions = I‘
| Function Library [|

e Clicking on the AutoSum icon will display commonly used functions, such as
Sum and Average.

Do)\ 9 - )+
)
Home Insert Page Layou

¥ AutoSum) Logical *
Je

¥ Sum

Insert
[ Function Average

Count Mumbers

Max

Y. Min

More Functions...

2

e Clicking on the Insert Function icon will display the Insert Function dialog box,
which allows you to easily locate a particular function.

SAMPLE
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Insert Function

Search far a funckion:

vpe & brief description of what wou wank bo do and then click, E0

Or select a category: |Most Recently Used w |

Select a function:

F

Dk
DrIM

WLOOKLP
HLOCKLP

DCOUNT{database,field,criteria)

Counts the cells containing numbers in the figld (column) of records in the
database that match the conditions you specify,

| €

Help on this Function [ (a4 ] [ Cancel ]

e To see alist of all available functions, click on the down arrow nextto the Select
a category section of the Insert Function dialog box, and select All.

Insert Function

Search for a function:

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

Or select a category: | Statistical F
Mosk Recently Used

Select a function:

Financial
[Date & Time

e You can then scroll down the entire list of functions.

lick on th
| button.

g unction.
on the Logic
and.

m the
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t0n ) |- )=

ﬂ. -~ E——
~ Home Insert Page Layout | Formulas | Data Rev

ﬁ ¥ AutoSum ~ [ﬁ lugjq:al-ﬂ} ﬁ Lookup & Reference =

i Recently Used - AND E‘Trig -
Insert
Function [ Financial - FALSE unctions = |
1|
Al "\ IFERROR !
LA B NOT E | F |
1
! OR
2
3| | TRUE
4 | S Insert Function...

e This will displaythe Functions Arguments dialog box for the IF function.

Function Arguments

IF
Logical_test | =: logical
Yalue if_true | | = any
Walue_if_false | = aAny

Checks whether a condition is rmet, and returns one value if TRUE, and another value if FALSE,

Logical_kest is any value or expression that can be evaluated bo TRIE or FALSE,

Formula result =

Help on this Funckion L 0] 4 J [ Cancel ]

e Click on help on this function (bottom-left within the dialog box). This will
display help relevant to that function.

SAMPLE
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¥

) Excel Help -5
00 @) o AL @
» B Search -

0

Tahli; of Contents s | Ewcel = Function reference = Logicsl
w\'“”ﬂ\:ﬁ new Fr
@Getting help = I F
@Iﬂsmﬂiﬂg
@Accessibiuty s
@File conversion and compatibility Show All
@Woddmck management
@Wm’ksheetand Excel table basics Returns one value if a condition you SDECify’ evaluates to TRUE and anothervalue if it evaluates
to FALSE

>

@Formula and name basics

|{}jFunction reference
(igh List of worksheet functions (by categary]| |
@Add-ﬁ"l and automation functions

Use IF to conduct conditional tests on values and formulas.

@ Cibe Syntax
3
& Datobase and st management IFlogical_testvalue_if_truevalue_if_false)
t«gDzite and time
@}Eﬂgineam Logical_test is anyvalue or expression that can be evaluated to TRUE or FALSE. For example,
& Finandil A10=100 is a logical expression; if the value in cell A10 is equal to 100, the expression
& Information evaluates to TRUE Otherwise, the expression evaluates to FALSE This argument can use any
() Logical comparison calculation operatar.
@) Logical functions
@) AND Value_if_true is the value thatis returned if logical_testis TRUE. For example, if this argument
@ FALSE is the text string “Within budget” and the logical_test argument evaluates to TRUE, then the IF
@I v function displays the text "Within budget”. If logical_testis TRUE and value_if_true is blank, this
£ | 1J argument returns 0 (zero). To display the word TRUE, use the logical value TRUE for this |

em—— | 0ffline_;;

e Take a quick look at the help available and the close the dialog box.

Using date and time functions: TODAY
e Open a workbook called Date and time functions.
e Click on cell B3. To have Excel automatically insert the current date into a cell,

select the cell and enter the following into the cell:
ed Ihn the ceI

FOR USE AT THE LICENSED SITE(S) ONLY
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The date today is: I 6/21/20071
The day is:

The month is:

The year is:
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Using date and time functions: DAY
e Click on cell B4 and enter the following function:

=DAY(B3)

e Press the Enter key. You will notice that the current day of the month is
displayed:

| B4 - # | =DAY(B3)
A B C D
1 Please enter the correct functions below:
2
3 The date today is: 6/21/2007
4 The day is: I 210
5 The month is:
& The year is:

Using date and time functions: MONTH

e Click on cell B5 and enter the following function:
=MONTH(B3)

e Press the Enter key. You will notice that the currentmonth is displayed:

| BS - fe | =MONTH(B3)
' A B C D
1 Please enter the correct functions below:
2
3 The date today is: 6/21/2007
4 The day is: 21
5 The month is: I 6l
6 The year is:
=

Lising date/and time functions: YEAR
o Clickon cell B6 and enter the following function:

—YEAR(B3)

e Press the Enter key. You will see that the current year will be displayed:

FOR USE AT THE LICENSED SITE(S) ONLY
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| B6 - fe | =YEAR(B3)
' A | B [ ¢ D
1 Please enter the correct functions below:
2
3 The date today is: 6/21/2007
4 The day is: 21
£ The month is: [
EThe year is: I 20071

T

e Save your changes and close the workbook.

Using mathematical functions: SUMIF
e Open a workbook called Function SUMIF.

e The SUMIF sums the values within a range that meet specified criteria. In this
case, we want to see the total value of all sales, where the salesperson earned
over 6000 a month.

e First, we would need to click on the cell in which we wish the result of our function
to be displayed, in this case cell C14.

e Click on the Formulas tab and from within the Function Library group click on
the Math & Trig button. From the drop down list displayed, click on the SUMIF
function, as illustrated.

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
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(Ca ) = Function SUMIF.xlsx - Micrasof
. ﬂ.‘ T ——
- Home Insert Page Layout | Formulas | Data Review View Developer
l f Z AutoSum ~ [ Logical ~ [, Lookup & Reference ~ = -~ Define Name ~
[ Recently Used = [A Text - B Math & Trig - —F £ Use In Formula -
Insert Name
Function @ Financial = ﬁ? Date & Time = ROUMDUP 4 Bnager EH Create from Selecti
[ Function Library SERIESSUM | Drefined Names
| c14 - £ | ik
4 A | il | < | D |
1 Monthly Sales SINH
2| SQRT
J Salesperson Mo. of units so t Value of sales
4 Dave 25 = 6250
5 Elliot 12 SUBTOTAL 3000
6 Rowan 15 37560
ket SUM
T Lou 10 2500
8 Alistair 27 | SUMIF | 6750
10 |Joan 3 e
_1..1.| SUMPR SUMIF{range,criteria,sum_range}
P Adds the cells specified by a given
E SUMSQ condition or criteria.
] SUMX2
Total value of sale @ LA Belp-
SUMK2PYZ b
where each salesp
sold over 6000 wor SUNMXMYZ
14 sales in the month TAN A
15 |
16 TANH
17 | TRUMC - |
18 :
19 | J= | Insert Function...
an

Function Arguments

SUMIF

i

Range FEIEFrENCE

riteria

Sum_range

Adds el

Formula resul; =

Help on this funckion [ 0] 4 J [ Zancel ]

¢ To selectthe range you would use the mouse to select the cells D4:D10.

FOR USE AT THE LICENSED SITE(S) ONLY
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¢ Inthe Criteria section of the dialog box, we would enter >6000. The screen
should now resemble the illustration:

Function Arguments @

SUMIF
Range |D4:D10 = {6250;3000;3750;2500;6750;2250;7"

Criteria -:=-E-EIIZIEI|

Sum_range

Adds the cells specified by a given condition or criteria,

Criteria is the condition or criteria in the Farm of a number,
expression, or text that defines which cells will be added.

Formula result =

Help on this Function [ a4 ] I Cancel ]

e Clicking on the OK button would display the result within the active cell. You can
see the actual function displayed in the Function Bar:

Total value of sales,
where each salesperson
sold over 6000 worth of
sales in the month 13000

e Save your changes and close the workbook.

Using mathematical functions: ROUND

e Open a workbook called Function ROUND.

¢ Click,on cell C4 that contains the formula C2/C3."Asyou can see, the resultis
displayed using alarge number of decimal places. We are|going to redo this
formula and/use the Round function to display the result with no decimal places.

ey - & =czc3: L
W N

2 Total family income 1094
3 No of family members 3
4 Income per family member | 3134.131313131313?!

e First, click on the cell C4 and press the Del key to delete the cell contents.

e Click on the Formulas tab and from within the Function Library group click on
the Math & Trig button. From the drop down list displayed, click on the ROUND

FOR USE AT THE LICENSED SITE(S) ONLY
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function, as illustrated.

iﬁ Math & Trig = = £~ Use in Formula

T lame
= ‘nager EEF Create from Sel
RAND Defined Mames
5 RAMDBETWEEN
3 ROMAN
D
| ROUND |
1 ROUND Anna
ROUND({number,num_digits)
] ROUND

Rounds a number to a specified
SERIESS| number of digits.

SIGN | (@ Press F1 for more help.

SIN —

e This will displaythe Function Arguments dialog box.

Function Arguments

ROUND
Number | Cz/c3 = 3646666667
iy |
Murm_digits i|:|| @ =0

= 3A5
Rounds a number ko a specified number of digits,
Mum_digits is the number of digits ko which vou want to round,

Megative rounds to the left of the decimal point; zero ko
the nearest inkeger,

Formula result = 365

Help on this Function [ Ok 1 [ Cancel ]

¢ Inthe Number section of the dialog box, enter the formula C2/C3.
e Inthe Num_digits section of the dialog box, enter O.

No of family members 3
Income per family member | 365[

e Save your changes and close the workbook.

FOR USE AT THE LICENSED SITE(S) ONLY
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Using statistical functions: COUNT

Open a workbook called Function COUNT. This sheet contains examination
results and grades.

Click on cell C9.
Enter the following function to count each variety of letter-grade:

=COUNT(C5:C8)

The result will appear in cell C9. Use the nomal drag and drop techniques to
copy this function to cells D9 and E9. The results should be as illustrated:

| G21 - £ |
A B C D E
1
2
3
4 Grade A | Grade B | Grade C
5 Mathematics 1
B History 1
7 Geography 1
8 Economics 1
g Totals 2 1 1

Save your changes and close the workbook.

Using statistical functions: COUNTA

Open a workbook called Function COUNTA. This sheet contains examination
results and grades.

Click on cell C9 and enter the following function to count each of the three letter-
grade types:

=COUNTA(C5:C8)

The'result willappear in cell C9. Use the namal drag .and drop techniques to
copy this function to cells D9 and E9. The results should be as illustrated:

c9 @\ | % \=colnTa(es:cs)

- Wl Woll B

Grade A Grade B Grade C
Mathematics
History

Geography
Economics

mmwmmhmm-—:F
b

a
3

FOR USE AT THE LICENSED SITE(S) ONLY
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e You can drag this function across the range D9:E9 and the table will look like
this.

| E9 - fe | =COUNTA(ES:E8)

Grade A Grade B Grade G
Mathematics
History

Geography
Economics

WD 00| = | | o=

Y
>

e Save your changes and close the workbook

Using statistical functions: COUNTIF

e Open a workbook called Function COUNTIF. This sheet contains examination
results and grades.

e Click on cell C9 and enter the following function to count the number of "A's" each
student earned:

=COUNTIF(C5:C8," A")

e Use the nomal drag and drop technigues to copy this function to cells D9 and
E9. The results should be as illustrated:

| E9 M f | =COUNTIF(ES:E8,"A")
A B c D E
1
2
3
4
5] Mathematics
6§ History
7 Geography
8 Economics
e,

e Save your changes and close the workbook.

Using text functions: PROPER

e Open a workbook called Function PROPER. This worksheet contains the
following textin cell B2:

FOR USE AT THE LICENSED SITE(S) ONLY
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THIS is a test of the PROPER FUNCtion

e Click on cell B5 and enter the following function:

=PROPER(B2)

e The screen should resemble the illustration.

| BS - f: | =PROPER{B2)
' A B

THIS is a test of the PROPER FUNCtion

ITI]is Is A Test Of The Proper Function |

o e L R —=

e Save your changes and close the workbook.

Using text functions: UPPER

e Open a workbook called Function UPPER. This worksheet contains the
following text in cell B2:

THIS is a test of the UPPER FUNCtion

e To convert the text into upper-case lettering, click on cell B5 and enter the
following function:

=UPPER(B2)

¢ When you press the Enter key, you will see the text as illustrated:

1
2 1l-ll5 isa_test ufge I.E'PER_FUII_Ctinn

NN

BS - . | =UPPER(B2)
Q: [ A% B 5 A F NN

4
5 ITHIS IS ATEST OF THE UPPER FUNCTION |
e

e Save your changes and close the workbook.

Using text functions: LOWER

e Open a workbook called Function LOWER. This worksheet contains the
following textin cell B2:

FOR USE AT THE LICENSED SITE(S) ONLY
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THIS is a test of the LOWER FUNCTION

To convert the text to lower-case lettering, click on cell B5 and enter the following
function:

=LOWER(B2)

When you press the Enter key, you will see the text as illustrated:

BS - £ | =LOWER(B2)

A B | <

THIS is a test of the LOWER FUNCTION

Itllis is a test of the lower function |

| L =

Save your changes and close the workbook.

Using text functions: CONCATENATE

Open a workbook called Function CONCATENATE.
Click on cell B5.

Click on the Formulas tab and from within the Function Library group click on
the Text button. From the drop down list displayed, click on the CONCATENATE

function, as illustrated.

BT [ Poaage cugpassas | v eeesssea [ES— P — r—

i f % AutoSum - ﬁ Logical - ﬁ Lookup & Reference = ~=] Dl
[ Recently Used - [[A Text = B Math & Trig - st

Fl.].::':sci:fm &7 Financial ~ BAHTTEXT 4 fctions = M::F:;er B Cre
CHAR Define

BS - (]
A

i

The Function Arguments dialog boxis displayed.

FOR USE AT THE LICENSED SITE(S) ONLY
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Function Arguments

CONCATEMATE
Text1
Textz |

| i

Joins several kext strings inko one kext string.

Text1: textl, textZ, ... are 1 to 30 text strings ko be joined into a single text
string and can be text strings, numbers, or single-cell references.

Formula result =

Help on this Funckion [ Ok, ] [ Cancel ]

Click within the Text1 section of the dialog box and then click on cell Al.

You will see the following.

Function Arguments
CONCATEMATE
Textz | ~ e

Click within the Text2 section of the dialog box and then click on cell A2.
Click within the Text3 section of the dialog box and then click on cell A3.
Click within the Text4 section of the dialog box and then click on cell A4.

Your dialog box should now look like this.

Function Arguments

i

= "This iz a test "

Click on the OK button, and you will the see result as illustrated:

FOR USE AT THE LICENSED SITE(S) ONLY
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- fe | =CONCATENATE(AL,A2,A2,A4)
| B | C D E

=| &

1 This
2 |is
J |a
4 test
5| [This is a test |

e Save your changes and close the workbook.

Using financial functions: FV

e Open a workbook called Function FV. This contains data relating to the
following scenario. Let's saywe have a lump sum of 2500 and we want to invest
this in a bank thatis paying out 6% interest. We will invest a further 150 monthly.
We want to know how much the account will be worth after three years. We can
enter the following information into a worksheet.

e Clickon cell C10.
e Click on the Formulas tab and from within the Function Library group click on

the Financial button. From the drop down list displayed, click on the FV function,
as illustrated.

f Z AutoSum - ﬁ Logical ~ ﬁ Lookup & Reference ~ 3 Defit
[ Recently Used = [A Text~ & Math & Trig - £fE Usei

Insert MName
Function @ Financial ~ ﬁDate & Time = ﬁjMore Functions = Manager ES Creal
A prary Defined

— EFFECT |
I = |

. : | B c |

IRR interest rate.

1 FYSCHEDUL

FW(rate, nper, pmt, pv,type)
2 INTRATE

Returns the future value of an

3 a IPMT investment based on periodic, | 0.50%
4 no constant payments and a constant | 36
5
6

@ Press F1 for more help.

FOR USE AT THE LICENSED SITE(S) ONLY
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Function Arguments |E||z|

Rate

Mper

P

|
|
Pmt |
|
Twpe |

Returns the Fukure value of an investment based on periodic, constant pavments and a conskant interest rate,

Rate is the interest rate per period, For example, use 6%4 for quartetly payments
at 6% APE.

Formula resulk =

Help on this funckion [ 04 J [ Cancel

Click within the Rate section of the dialog box and then click on cell C3.
Click within the Nper section of the dialog box and then click on cell C4.

Click within the Pmt section of the dialog box and then click on cell C5. Then
prefixthe value with a minus sign (-).

Click within the Pv section of the dialog box and then click on cell C6. Then
prefixthe value with a minus sign (-).

Click within the Type section of the dialog box and then click on cell C7.

Function Arguments |E| |z|

Rate |3 &
MNper |C4 = 3G

Type is a value representing the timing of payvment: payment at the beginning o
the period = 1; payvment at the end of the period = 0 or omitted.

Formula result = 8921.62

Help on this Function [ 04 J [ Cancel

FOR USE AT THE LICENSED SITE(S) ONLY
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e When you click on the OK button your will see the result as illustrated:

c10 - fe | =FV(C3,C4,-C5,-C6,C7)
A B T Y

1 Using the FV Function

2

3 rate  Interest rate per monthly period 0.50%
4 noer  Total number of payment periods (in months) 36
5 pmt  Payment {fixed for each monthly payment period) 150
B o Value of initial lump sum invested 2500
i fype  Payment is due at the end of each month 1
B

9

Total value of savings at the end of 3 years| 8921.62

"

—
L=

e Save your changes and close the workbook.

Using financial functions: NPV

e Open a workbook called Function NPV. This contains data relating to the
following scenario. We are going to make an investment that will pay 4000 up
front and in the following two years will provide an annual income of 3000 and
2000. We will assume an annual discount rate of 5% percent.

e Clickon cell B11.
e Click on the Formulas tab and from within the Function Library group click on

the Financial button. From the drop down list displayed, click on the NPV
function, as illustrated.

ﬁ ¥ AutoSum - ﬁ Logical = ﬁ Lookup & Reference - @ &

[ Recently Used ~ [ Text - [{® Math & Trig ~ i
Insert . Mame
Function @ Financial = fﬁDate&Time' ﬁjh‘lore Functions = Manager B
NOMINAL - pray

payments (negative values) and
income [positive values).

@ Press F1 for more help. 3%

PEMT
: v oot A000
PRICE lue? Year | annual income 3000
lue3 Year 2 annual income 2000

PRICEDISC

I

e The Function Arguments dialog boxwill be displayed
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Function Arguments

MRy
Rate | Rzl = numbe
Yaluel | = RirEer
Yalusz | Gl = number

Returns the net present value of an investment based on a discount rate and a series of Fukure
payments (negative values) and income (positive values),

Rate: is the rate of discount over the length of one period,

Farrmula result =

Help on this Funckion [ 0] 4 ] [ Cancel J

Click on the Rate section of the dialog box, and then click on cell C4.

Click on the Value 1 section of the dialog box, and then click on cell C5, as this is
an upfront, initial payout, prefix this amount with a minus (-) sign.

Click on the Value 2 section of the dialog box,
and then click on cell C6.

Click on the Value 3 section of the dialog box,
and then click on cell C7:

Function Arguments

[P

Rate |C4

Es:
Yaluel |-CS = -4000

Yalue? i | 3000

I
=
o
]

(5|

|

a distount rate and a serig fukure

1 waluel,walues, .., are 1 to 254 pavments and income, equally
spaced in time and occurring at the end of each period.

Formula result = 639,24

Help on this Funckion [ 0] 4 ] [ Cancel J
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e When you click on the OK the result should be as illustrated:

| B11 - fe | =NPV(C4,-C5,C6,C7)
A | B | C D
1 |Using the NPV Function
Used to calculate the Net Present
Value of an investment, using a

discount rate and a senes of fufure
payments (negative values), plus

2 income (posifive values).

3

4 Rate Interest rate 5%
5 Value1 Initial investment 4000
) Value2 Year | annual income 3000
7 Value3d Year 2 annual income 2000
8

9

10

11 Het Present Value ‘ 53924l

49 ]

NOTE: If you do not get a result as below, it may be because you forgot the
minus symbol in front of C5.

Net Present Value ‘ 8,258.29J

e Save your changes and close the workbook.

Using financial functions: PMT

e Open a workbook called Function PMT. This sheet contains data for the
following scenario. We wish to calculate the monthly repayments for a loan of
6,000, spread over 10 months, assuming an annual rate of 5%.

e Click on cell C8.
Click on the Formulas tab and from within the Function Library group click on

the Financial button From the drop down list displayed, click on the PMT
Sn‘as II \ M I L E
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ﬁ Z AutoSum ¥ i Logical ~ [, Lookup & Reference ~ g
[ Recently Used - [A Text ~ & Math & Trig ~
Insert MName
Function ﬁ Financial ~ ﬁDateB{'ﬁme' ﬁjfv‘lore Functions Manag

LALST PR
4 prary
ODDFYIELD |
i ODDLPRICE ] C D
1 Usi ODDLYIELD ion
2 | PRT [
3
FPIT
4 PMT(rate, nper,pv.fv.type) | 5%
FRICE
5 Calculates the payment for a loan | 10
6 PRICEDISC | based on constant payments anda | 6000
7 constant interest rate.
:I FRICEMAT —
g @ Press F1 for more help.
9 v r .

e The Function Arguments dialog boxwill be displayed.

Function Arguments

PMT
Rate | ﬁ o
- | E = number
Py | —
. | = numbei
Type | e

Calculates the pavment For a loan based on constant payments and a conskant interest rate.

Rate is the interest rate per period For the loan, For example, use 6%'4 For
quartetly payments at 6% APR.

Formula result =

Help on this funckion | Cancel
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Function Arguments

PMT
Rate |C4/12 | = 0.004166667
Nper |C5 | = 10
Pv 5 Fez| = s000
Fre | = numbei
Type | = number

-613,8357565
Calculates the payment for a loan based on constant payments and a constant inkerest rate.

Rate isthe interest rate per period For the loan, For example, use 6% /4 Far
quarterly payments at 6% APR.,

Formula result = -613.84

Help on this funckion [ 2K, ] [ Cancel ]

¢ When you click on the OK button the result will be as illustrated:

| BOL LRI LR ROy

| ca - (2 e | =PMT(CA/12,C5,C6)
A B C D

1 |Using the PMT Function
2
3
4 Interest rate 5%
5 Mo of months that the loan is spread over 10
6 Total loan amount 6000
7

8 PMT[ -613 84
a

e Save your changes and close the workbook.

onth

e Click on the Formulas tab and from within the Function Library group click on

the Financial button. From the drop down list displayed, click on the PV function,
as illustrated.
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ﬁ ¥ AutoSum ~ ﬁ Logical ~ ﬁ Lookup & Reference ~ é

[ Recently Used = [A Text~ [[& Math & Trig ~
Insert Mami
Function |2 Financial = 57 Date & Time ~ (] More Functions ~ Manag
PMT & prary
PEMT |
4 PRICE | L. ¢ | C

PRICEDISC
PRICEMAT

| 2% | | Interest rate 0.05

b Inan is enread nuer 25

211 PV(rate,nper,pmt,fv,type) 500

RECEIVED) Returns the present value of an

1
2
3
4
5
6
7
EI SLN investment: the total amount that a

series of future payments is worth

SYD NOW.
10
11 TEILLEQ | (@) Press F1 for more help.
L R L ¥

Function Arguments

Rate | = pumber
MNper | = number
Pmt | = number

Fy | = numibet
Twpe | = number

Returns the present value of an investment: the total amount that a series of future pavments is workh now,

Rate is the interest rate per period, For example, use 6%4 for quartetly payments
at 6% APR.

ick in the Rate section of the dialog box and enter C4/12 (to calculate the rate
on a monthly basis).

e Clickin the Nper section of the dialog box and enter C5*12 (to account for the
length of the term in months).

e Click in the Pmt section of the dialog box and then click on cell C6:
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Function Arguments

Rate |C4f12 F&| = 0.004166667
Nper |C5%12 = 3m
Pmt | Cg = 500
Fv | = number
Type | %] = number
= -85530.02352

Returns the present valie of an investment; the tokal amount that a series of fukure payments is workh now,

Pmt s the payment made each period and cannot change over the life of the
investrent.,

Formula resulc = -85,530

Help on this funckion [ 04 J [ Cancel

When you click on the OK button, you will see the following:

cs e fe | =PV(C4/12,C5%12,C6)

A B G [
Using the PV Function

Interest rate 0.05
Mo of years that the loan is spread over 25
Amount paid at the end of each month 500

;
2
3
4
5
6
7
8] PV[ 85530

9

=5}

Save your changes and close the workbook.

e will calculate the

amonthl

IS example,

Click on cell A8.

Click on the Formulas tab and from within the Function Library group click on
the Financial button. From the drop down list displayed, click on the RATE
function, as illustrated.
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ﬁ E AutoSum - [ Logical - [, Lookup & Reference - g |
[ Recently Used = [A Text ~ & Math & Trig - =
Insert MName
Function [ Financial = [ Date & Time = (i More Functions ~ Manager E5
PRIT 4 peiy De
PPMT |
- PRICE L B
j? | Us' PRICEDISC tlun
|
3 | PRICEMAL of payment penods (in months)
4 | Py ide each period
5 | == san
6| |
e RECEIVED | RATE(nper,pmt, pv,fv,type,guess)
_ﬂ SLM Returns the interest rate per period
g i of a loan or an investment. For
ml SYD example, use 6%/ for quarterly
- 11 I TBILLED) payments at 6% APR.
12' TBILLPRICE '.@ Press F1 for more help.
|
L2 SRS T

The Function Arguments dialog boxwill be displayed.

Function Arguments

RATE
r|"'II:'E"| q‘.‘: = =
Pmt | -

Pv|

Fv| =
Tva| =

-

Returns the inkerest rate per period of a loan or an investment, For example, use 6%/4 for
quarterly pavments at 6% APR.

Mper is the tokal number of pavment periods For the loan or inveskment,

Formula result

lalog box and then click on ce

Click in the Pmt section of the dialog box and then click on cell A4. Then prefix
the value with a minus sign (-).

Click in the Pv section of the dialog box and then click on cell A5.
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Function Arguments

RATE
Nper | A3 e .
Pmt |-a4 = -150
2 = 7000 =
P | =) ]
izl fE] = number 3

= 0.001155724

Returns the interest rate per period of a loan or an investment, For example, use 6%/'4 far quarkerly
payments ak 6% APR.,

Pmt is the pavment made each period and cannot change over the life
aof the loan or investment,

Formula result = 0,12%

Help on this Funckion [ 04 J [ Cancel J

e Click on the OK button, you will see the following:

| Ag - fx | =RATE(A3,-A4,A5)
| A | B
1 |Using the RATE Function
2
3 48 Total number of payment periods (in manths)
4 150 Payments made each period
5 7,000 Value of the loan
6
7
5 | 0.12% |Rate
9
10

. This exam
. The functi_

appropriate mailing type row:
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D20 - £ |
A (Bl ¢ (B E |

1
~ 2 Enter Package Size (A, B, C) a
~ 3 Enter Mail Type 2 Land, 3 Sea, 4 Air) 2

4
5| Mailing Cost [ |

6
]
8 1 a b [
29 2 3.5 4 6.66
10| 3 5.53 6.75 10.5
11 4 107 10.33 16

12

e Click on cell C5.

¢ Click on the Formulas tab and from within the Function Library group click on
the Lookup & Reference button. From the drop down list displayed, click on the
HLOOKUP function, as illustrated.

L«’E:Fij u o . Fumchion HLDQKLUR i - Microiol Excel - = =
- Humr  mied  Pagelauud | Fumubes | Tats fesiow Wew Breclope =X
ﬁ T sutosum - Briepoic [0 Lesn & Retwemce 1| g I D#tine Hame = Lo Truce Prececents ) sowFemuy | P Ib-'] @
> ‘} Mecrerity Uimd = (4 Tort = | ABCRESE et L v b i (3 tami Chngimnatents Y Firnt Chedting == =
Function [ finendal = [ Dabe & Time = LRERE Maruger B Create trom Selection. [} Remove Arrows - ) Cealnte Formuts | yandow | Optiant * o
. Funcmn g | [ietinea Hame Farmesa dunding Catruiation
| om - Gl | | counm ¥
A & L E F G H | ] K L L
| { | 1 l 1
- CouMng |
2 [Entor Package Size (A, B, C) GETPIVETORTA
1 Endar Mail Type 2 Land, 3 Sea, 4 Air) HBoEUn
4 |
HATPCRLING 1
: Malling Cos{ S NLOORUPEookUE vl table_aray.fow indes_ numEange_iookiugl
; e
] e A Pres F1 o mone heip.
L

RASTCH Lkt
o T |

] :
g 8 ) 2w

e The Function Arguments dialog boxwill be displayed:
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Function Arguments

HLOCK LR

Lookup_value |

Tahle_array |

Row_index_num |

& =] [#) | =
Il

Range_lookup |

Looks for a value in the top row of a table or array of values and returns the value in the same column From a row
wou specify,

Lookup_value is the walue to be Found in the First row of the table and can be a value, a
reference, or a bext skring,

Formula result =

Help on this Funckion [ (0] 4 ] [ Cancel J

Click on the Lookup_value section of the dialog box, then click on cell C2.

Click on the Table_array section of the dialog box,
and then select the cell range B8:E11.

Click on the Row_index_num section of the dialog box,
and then click on cell C3:

Function Arguments

HLOOKLIP

Lookup_vyalue | z a

Table_array iBS:Ell 41,"a","p""c"2,3.5,4,6.66;3,5.53,6.75

Row_index_num | 3 2

5
=
(=] -
B3

= |ogical

Fange_lookup |

Lo rawalue i or array a row
il iFye,

mula resi
Help on this Function [ 0] 4 ] [ Cancel ]

When you click on the OK button, you will see the following. Notice the formula
in cell C5:
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cs - f | =HLOOKUP(C2,B8:E11,C3)
A Bloce | D | E |

1
~ 2 Enter Package Size (A, B, C) a
3 Enter Mail Type 2 Land, 3 Sea, 4 Air) 2

4
% Mailing Cost I 3_5_|
7]
8 1 a b c
2o 2 3.5 4 6.66
10| 3 5.53 6.75 10.5
11 4 107 10.33 16

12

e Try entering other values in cell C2 (i.e. b or c).
e Try entering other values in cell C3 (i.e. 1, 3 or 4).
e Save your changes and close the workbook.

Using lookup and reference functions: VLOOKUP
e Open a workbook called Function VLOOKUP.
e Click on cell B3.

e Click on the Formulas tab and from within the Function Library group click on
the Lookup & Reference button. From the drop down list displayed, click on the
VLOOKUP function, as illustrated.

SAMPLE
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T | m—
‘—/f Home Insert Page Layout | Farmulas | Data Review View Developer
ﬁ ® AutoSum v i@ Logical - [Ei Lookup & Reference *'] g ~=) Define Name ~ T3 Trace Precedents 13 5h
ﬂz Recently Used ~ @ Text v ADDRESS ' Use in Formula D:E Trace Dependents @ En
Insert . . ~ . Name . )
Function @ Financial ~ fﬁl}ate G Time ~ AREAS Manager B Create from Selection ¢{w Remove Arrows ~ @E\r
Function Library L Defined Names Formula &
CHOOSE
[
B3 - £ | COLUMN
A B L D E F G H
1 COLUMNS
2 Packet Size Normal Post GETPIVOTDATA
3 Small HLOOKUP
HYPERLINK
INDEX
Packet Size Normal post INDIRECT rice
: o
Lar_ge 2.00 LOOKUP
Medium 1.50
Small 0.50 MATCH
OFFSET
ROW
ROWS
15 Example of using VLOOK  rm
16 TRANSPOSE
17
18 I VLOOKUP I
19 S Insert Function i
20 V0LOOKUP{lookup_wvalue,table_array,col_index_num,range_lookup)
21 Loaoks for a value in the leftmost column of a table, and then
22 returns a value in the same row from a column you specify, By
23 default, the table must be sorted in an ascending order.
24 i@ Press F1 for more help.
25

WLCOKLP

[#]

Lookup_value |

row From a col wou specify,

Lookup_walue is the value ko be found in the first column of the kable, and can be a value, a
reference, or a kext skring,

Formula result =

Help on this funckion [ 0] 4 J [ Cancel
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Click in the Lookup_value section of the dialog box and then click on cell A3.

Click in the Table_array section of the dialog box and then select the cell range
A7:C10.

Click in the Col_index_num section of the dialog box
and then enter 2:

Function Arguments

YLOOELP
Lookup_value .ﬁ.3 E = "Small"
Table_array ..ﬁ.?:cm = {"Packet Size","Mormal post price","Prior
Col_index_num .2| e
Range_lookup [ ==
= 5

Looks for a walue in the leftmost colurmn of a table, and then returns a value in the same row From a column wou
specify, By default, the kable must be sorted in an ascending order,

Col_index_num is the colurn nurber in kable_arrayw Fram which the matching wvalue
should be returned, The first column of values in the table is column 1,

Formula result = 0,50

Help on this funckion [ 6] 4 ] [ Cancel

Click on the OK button and you will see the following:

PR ey e

| B3 - fe | =VLOOKUP{A3,A7:C10,2)
A B C D
Packet Size Normal Post Priority Post
Small | 0.50

o m e L RS =

Packet Size Normal post price Priority Post price
Large 4.00
Medium % 3.00
Small 50 1.00

Click on/cell C3 and enterthe following:

=VLOOKUP(A3,A7:C10,3)

You will see the following. Try entering different values into cell A3, such as
Medium or Large:
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C3 - B =VLOOKUPAI ATCI0.3)
A B | C |
Packet Size Normal Post Priority Post
Small 0.50 | 1.00 |

Packef Size Normal post price  FPriority Post price

arge 200 400
3.00

1.00

00|~ |00 | P | LD D —

Save your changes and close the workbook.

Using logical functions: IF

Open a workbook called Function IF. This example calculates a discount based
on order quantity. The company offers its customers a 5% discount if the value
of an order is above 500. There is no discount if the value is below 500. Away
of simplifying the above statementis as follows: If the sale value is greater than

500 give 5% discount otherwise give no discount.

Click on cell C3.

Click on the Formulas tab and from within the Function Library group click on
the Logical button. From the drop down list displayed, click on the IF function,

as illustrated.

|'..n§'-| H" B .P y
[ |

Home Insert Page Layout Formulas | Data

i .fr X AutoSum ~ ﬁ Logical -'| ﬂ Lookup & Reference =

| Insert

ﬁ} Recently Used = AND Emg ¥
Function @ Financial = FALSE

unctions ~

Function IF.xlsx

Review View

=) Defil

£ Use
MName
Manager ES Crea

Defined

The Function Arguments dialog box will be displayed:
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Function Arguments

IF
Logical_test || el = logical
Yalue if_true | %_ = any
Walue_jf_false | = MYy

Checks whether a condition is met, and returns one value if TRUE, and another wvalue if FALSE,

Logical_test is any walue or expression that can be evaluated to TRUE or FALSE,

Formula result =

Help on this Funckion [ 04 J [ Cancel ]

e Click on the Logical_test section of the dialog boxand enter B3>500.
e Click on the Value_if true section of the dialog boxand enter B3*5%.
¢ Click on the Value_if false section of the dialog boxand enter 0.

Function Arguments

IF
Logical_test |g3=500 B | = False
Yalue if_true iBS*S% ﬁ_ = 225
Yalue_if_False I|2|| @ =10
=0

Checks whether a condition is met, and returns one value if TRLUE, and another walue if FALSE,

Yalue_if_false isthe value that is returned if Logical_kest is FALSE, IF amitted,
FALSE is returned,

Formula result= 0

the valuelin cell B3

| c3 - fe | =IF(3>500,83%5%,0)
A B C D
1
2 Sales Value Discount Value
3 450 0
4 501
5 750
6 399
7
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e Copythe formulain cell C3 to cells C4:C6 using the typical fill handle technique.

e You will see the following. As you can see where the sales value is above 500, a
discount value is displayed:

| 6 - (- fe | =IF(B6>500,86%5%,0)

' A B C D

Sales Value  Discount Value
450 0
501 25.05
750 37.5

.
2
3
4
5
6| 399 0
7
8

(=3}

e Save your changes and close the workbook.

Using logical functions: AND

e Open a workbook called Function AND. In this example, we have the results of
a two-part examination; candidates must achieve over 50 in EACH part of the
examination.

e Click on cell D3 and enter the following:

=IAND(B3>50,C3>50),$ F$2,$F$3)

¢ When you press Enter you should see the following, as the candidate scored
less than 50 in the first part of the examinations:

|npuuang = (IS e oLl IR TS i PO e JLYITY

| D3 v (> fe | =IF(AND(B3>50,C3250),$F52,$F$3)

A B c D E F

Exam resu

Elliot

ebe
Ariel
Anora
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LS TTIvLTE- TT [RTIRTS e FANY e e PO T e JLyIT:

D6 - fx | =IF(AND({B6>50,C6>50),5F$2,5F53)

A B E B} E F
1
2 Exam results for part 1 Exam results for part 2 Passed (yes/No) Passed
3 Elliot 40 60 Not passed Not passed
4 Hebe 60 40 Not passed
5 Ariel 40 40 Not passed

EI Anora 75 75 IPassed I

7 =5

The only person to get more than 50 in both parts of the examination is Anora,
who is the only person to pass the entire examination.

Save your changes and close the workbook.

Using logical functions: OR

Open a workbook called Function OR. In this example, we have the results of a
two-part examination and candidates can pass the entire examination by
achieving ascore of > 75 in either part of the examination.

Click on cell D3 and enter the following:
=IHOR(B3>75,C3>75),$F$2,$F$3)

When you press Enter you should see the following, as the candidate scored
less than 75 in both parts of the examination:

D3 - fe | =IF(OR(B3>75,C3>75),$F$2,5F$3)
A B C D E F

1

2 Exam results for part 1 Exam results for part 2 Passed (yes/No) Passed
3 Elliot 40 40 Not passed Not passed
4 Hebe 78 20 &,

5 Ariel 50 B0

89

I | =IF{OR(B6>75,06>75),5F52,5F53)

po

A B c D E F
1
2 Exam results for part 1 Exam results for part 2 Passed (yes/No) Passed
3 Elliot 40 40 Not passed Not passed
4 Hebe 78 20 Passed
5 Ariel 50 80 Passed
6 Rob 89 79 Passed
7
A
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e The onlyperson to getless than 75 marks in either part of the examination is
Elliot, who is the only person to not pass the entire examination.

e Save your changes and close the workbook.

Using logical functions: ISERROR

e In the example shown below, we have a formula in cell B2 as follows:

=D2/E2

e However, cell E2 is empty and this generates an error:

B6 - A =ISERROR(EZ)
A L. B | ¢ | 0 [ E |

The cell to the right |~
contains an error #OMAA0 5

Does the cell B2 |
contain an error? TRUE 1

e We have used the ISERROR function in cell B6 to pick up the fact that this cell
contains an error, using the syntax:

0| = | LD B2

o

-

=ISERROR(B2)

Using database functions: DSUM

e Open a workbook called Function DSUM. In this example, we will sum up the
totalvalue of all'sales pe@ple whose sales are:aboveitheir sales targets!

e Clickon cell D14.

e Click on the'Formulas tab and from within the Function Library group clickson
the'lnsert Funetion button.

Wﬂ!" - A B W B B
il /
— Home Insert Page Layout Formulas Data R
f‘ = AutoSum ﬁ’.? Lagical = i;{ Lookup & Reference ~
[ Recently Used = [[A Text - B Math & Trig ~
Insert | - - -
Function [2? Financial ~ ﬁ‘_r Date & Time ~ l}_;'i_] More Functions =

Function Library
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e This will displaythe Insert Function dialog box. Use the Category control to
display Database functions.

Insert Function

Search far a funckion:

Type a brief description of what you want bo do and then click 50
[ETa]
Or select a category: | Database g

Al .

Select a function: Financial

Dake 2 Time
DCOUMT Makh & Trig
DGET LI:II:IkJ.IE & Reference
DA
DMIN Texk
DPRODUCT Logical
Information
DAVERAGE(databalrqineering L
Averages the values i| Cube * ronditions wou
specify,
Help on this function [ (a4 ] [ Cancel

e Selectthe DSUM function and click on the OK button.

Insert Function

Search for a funckion:

Type a brief descripkion of what you want to do and then click @0
G0

Cr select a category: |EEEEE

Select a Function;

DMIM
DPRODLCT

| >

E4

e that match the

Help on this Function [ i ] [ Cancel ]

e The Function Arguments dialog boxwill be displayed:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



Excel 2007 Advanced - Page 41

Function Arguments

(BT g

Database | =  reference

Field | Bl = number

Criteria | A )

Adds the numbers in the figld (column of records in the database that match the conditions wou specify,

Database is the range of cells that makes up the list or database, A database is a lisk of
related data.

Formula result =

Help on this Function [ o 4 J [ Cancel ]

e Click on the Database section of the dialog box and then select cells A7:C12.
e Click on the FHeld section of the dialog boxand enter “Sales”.
e Click on the Criteria section of the dialog box and then select cells B4:B5.

Function Arguments

Dalr
Database |.ﬁ.?:C12 Fz| = {"Sales Person","Reqgion”,"Sales";"Ell. ..
Field |"Sales" = "Sales"
Criteria |B4:E5] f%| = B4:BS
= 55

Adds the numbers in the field {column) of records in the database that match the conditions wou specify,

Criteria is the range of cells that contains the conditions vou specify. The range
includes a column label and one cell below the label Far a condition,

E =
to see sults illustrated:
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[ e ] Fpe— s rmmaen

D14 - fe | =DSuM(AT:C12,"sales" B4:B5)

A | B | C | b | E

1 |Example using DSUM
2 |
| = |
4 Sales
| & | Sales Target 20

6
7 | 5ales Person Region Sales
8 | Elliot  South 18
| 4 | Hebe  South 34
10 Ariel Morth 4
1] Anora East 21
12 Dave  West 19

13
T The total values of sales

for sales people above

14 target is ... 55

15

e Save your changes and close the workbook.

Using database functions: DMIN

e Open aworkbook called Function DMIN. In this example, we will use the DMIN
function to see what the lowestsales figure of any of our sales people is.

e Clickon cell D14.

e Click on the Formulas tab and from within the Function Library group click on
the Insert Function button.

a9 -® )+ |

Home Insert Page Layout | Formulas | Data Re

f Z AutoSum ¥ ﬁ Logical ~ ﬁ Lookup & Reference ~
[ Recently Used ~ A Text - B Math & Trig
[[ Insert |
Function [ Financial = [ Date & Time = [ More Fundtions =

Functio mpkilaga ry

gory cont
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Insert Function

Search far a funckion:

Type a brief description of what you want bo do and then click 50
[ETa]
Or select a category: | Database E
; all ”
Select a function: Financial —

Dake 2 Time
D OUMT Math & Trig
DCaUNTA, Skatistical
DGET Lookup & Reference
Db A m_
DiMIN Text
DPRODUCT Logical

Information
DAVERAGE(databalrqineering

Averages the values i| Cube * ronditions wou
specify,
Help on this Function [ (a4 J [ Cancel

e Selectthe DMIN function and click on the OK button.

Insert Function

Search Faor a Function:

Type a brief descripkion of what you want to do and then click 50
CTa]
Or select a category: |Data|:uase W |

Select a function:

D
DTN
DPRODLCT
D3TDEY

D3TOEYF

[ >

,criteria
nber in the Field (oalumn)/af recards i
specify,

[_OK _] ’ Cancel

Helo on this Funckion
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e The Function Arguments dialog boxwill be displayed:

Function Arguments

DMIN
Database || = reference
Field | BE] = number
Criteria | fE) = tex

Returns the smallest number in the field {column’ of records in the database that match the conditions you specify.

Database is the range of cells that makes up the list or database, A database is a list of
related data.

Formula result =

Help on this Funckion [ 0] 4 J [ Cancel ]

e Click on the Database section of the dialog boxand then select the cell range
A7:C12.

e Click on the FHeld section of the dialog box and then click on cell C7.

e Click on the Criteria section of the dialog box and then select the cell range
C8:C12.

Function Arguments

DI
Database |.ﬂ.?:|:12 %] = {"Sales Person","Reqgion","3ales";"3u. ..
Field |C? = "3gles"
Criteria | C&:C12] B%| = caiciz
= 4

Returns the smallest number in the field (colurmnd of records in the database that match the conditions wou specify,

is the ran cells
includes nla

e When you click on the OK button, you will see the result, as illustrated:
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D14 - fe | =DMIN(A7:C12,C7,C8:C12)
A B | C D |

1 [ Example using DMIN
_2 |
3 |
4 Sales
| & | Sales Target =20

6
7 | 5ales Person Region Sales
8 Sue South 24
| & | James South 22
10 John Morth 4
1 Kate East 45
12 Robert West 19

13
T The lowest sales figure of

14 any sales person is ... 4

4L

Save your changes and close the workbook.

Using database functions: DMAX

Open a workbook called Function DMAX. In this example, we will use the
DMAX function to see what the highest sales figure of any of our sales people is.

Click on cell D14.

Click on the Formulas tab and from within the Function Library group click on
the Insert Function button.

- e |
Home Insert Page Layout | Formulas | Data Re
f Z AutoSum ¥ ﬁ Logical ~ ﬁ Lookup & Reference ~
ol Iﬁr Recently Used = [[A Text - B Math & Trig
nse

Function [ Financial = [ Date & Time = [ More Fundtions =
Function Library ‘

Thiswill di Inse ction og box. Use category control to
' nctions.
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Insert Function

Search far a funckion:

Type a brief description of what you want bo do and then click 50
[ETa]
Or select a category: | Database E

Al .

Select a function: Financial

Dake 2 Time
D OUMT Math & Trig
DCaUNTA, Skatistical
DGET Lookup & Reference
Db A m_
DiMIN Text
DPRODUCT Logical

Information
DAVERAGE(databalrqineering

Averages the values i| Cube * ronditions wou
specify,
Help on this Function [ (a4 J [ Cancel

e Selectthe DMAX function and click on the OK button.

Insert Function

Search Faor a Function:

Type a brief descripkion of what you want to do and then click 50
CTa]
Or select a category: | Dakabase W |

Select a function:

DAYERAGE
DCOUMT

Helo on this Funckion

[_OK _]’ Cancel ]

e The Function Arguments dialog boxwill be displayed:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



Excel 2007 Advanced - Page 47

Function Arguments

(B FeRs

Database || = reference
Field | BE]l = nawabet
Criteria | .

Il
x

Returns the largest number in the field (column) of records in the database that match the conditions wou specify,

Database is the range of cells that makes up the list or database, A database is a lisk of
related data.

Formula result =

Help on this Function [ o 4 J [ Cancel ]

e Click on the Database section of the dialog boxand then select the cell range
A7:C12.

e Click on the FHeld section of the dialog box and then click on cell C7.

e Click on the Criteria section of the dialog box and then select the cell range
c8:C12:

Function Arguments

Cipide
Database |.ﬂ.?:|:12 % = {"Sales Person","Reqgion”,"Sales";"Ell. ..
Field |C? = "Sales"
Criteria | C&:C12] B&| = caciz
= 45

Returns the largest nurmber in the Field (column) of records in the dakabase thak match the conditions wau specify,

Criteria is the range of cells that conkains the conditions vou specify, The range
includes a column label and one cell below the label for a condition,

(B ] (B

e When you click on the OK button, you will see the result, as illustrated:
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[ e ] PR . -

D14 - (‘ I | =DMAX|A7:C12,C7,C8:C12)
A [ B | C . D |

1 |Example using DMAX
2|
3|
4 Sales
5 Sales Target =20

6
7 | 5ales Person Region Sales
8 Elliot  South 24
| & | Hebe  South 22
10 Ariel Marth 4
1] Anora East 45
12 Dave  West 18
13

The highest sales figure of
14 any sales person is ... 45
15

e Save your changes and close the workbook.

Using database functions: DCOUNT

e Open a workbook called Function DCOUNT. In this example, we have a
number ofsales people, and their targetsales should be above 20. We wish to
use the DCOUNT function to show the sales people who are above target sales.

e Click on cell D14.

e Click on the Formulas tab and from within the Function Library group click on
the Insert Function button.

e 9= ) |
Home Inzert Page Layout | Formulas | Data Ri
% AutoSum - ﬁ Logical - ﬂ Lookup & Reference =
I% Recently Used = [[A Text [ Math & Trig
]nsert
Function i@ Financial = @ Date & Time @ More Functions «

Function Library
This IId|s > ctio x. Use t Igorycontr
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Insert Function

Search far a funckion:

Type a brief description of what you want bo do and then click 50
[ETa]
Or select a category: | Database E

Al .

Select a function: Financial

Dake 2 Time
D OUMT Math & Trig
DCaUNTA, Skatistical
DGET Lookup & Reference
Db A m_
DiMIN Text
DPRODUCT Logical

Information
DAVERAGE(databalrqineering

Averages the values i| Cube * ronditions wou
specify,
Help on this function [ o J [ Cancel ]

e Selectthe DCOUNT function and click on the OK button.

Insert Function

Search for a funckion:

Type a brief descripkion of what you want to do and then click 30
G0
Or select a category: | Dakabase W |

Select a Function;

DAYERAGE

| >

DCOUMTA
DGET

aof re

Help on this Funckion [ Ik J [ Cancel ]

e The Function Arguments dialog boxwill be displayed:
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Function Arguments E|[E|
DiZOUNT
Database | ﬁ. = reference
Field | AR
Criteria | Fe) = tex

Counts the cells containing numbers in the field (column) of records in the database that match the conditions you
specify,

Database is the range of cells that makes up the lisk or database, & database is a lisk of
related data.

Faormula result =

Help on this Furickion [ 0] 4 ] [ Cancel ]

¢ Click within the Database section of the dialog box and then select cells A7:C12.
¢ Click within the Held section of the dialog box and then click on cell C7.
¢ Click within the Criteria section of the dialog box and then select cells B4:B5:

Function Arguments

DZOLNT
Database |.ﬁ.?:c12 FRz| = {"5ales Person","Reqgion”,"Sales";"su. ..
Field |C? = "Sales"
Criteria | B4:65 = B4:ES
= 3
;:;:g;:;l:he cells containing nurnbers in the Field {column} of records in the database that match the conditions you

Criteria is the range of cells that contains the conditions wou specify. The range
includes a colurnn label and one cell below the label For a condition,

LE

illustrate
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| D14 - I | =DCOUNT{A7:C12,C7,B4:B5)

A B C D
1 Example using DCOUNT
2
3
4 Sales
5 Sales Target =20
6
7 Sales Person Region Sales
8 Sue South 24
9 James South 22
10 John Morth 4
11 Kate East 45
12 Robert West 19
13

Number of sales people
14 reaching their targets 3

AC

e Save your changes and close the workbook.

Using nested functions
e Open a workbook called Nested functions.

e This workbook contains sales results for the North and South region, along with
total and average sales results for the two regions.

e The average sales target of a region is 25 (per sales person).

e We wantto be able to sum up onlythose sales of the region thatis above the
sales target.

e Click on cell B13 and enter the following formula:

=IF(AVERAGE(B3:B6)>25,SUM(B3:B6),0)

e Once you have entered this formula, use drag and drop to copy this formula to
cell C13. The result should be as illustrated.

e Sales for the North region exceeded their targets, (i.e. the average is over 25) so
in‘cell B13 you see the sales summed, while in“cell'C18, you see a O figure'as
sales'for the South region were below an average of 25:
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10 2 e 1 BT r——

B13 (> f« | =IF(AVERAGE(B3:B6)>25,5UM(B3:B6),0)

| e T

|
= A | B | c |
1
2 | Sales person Sales (North Region) Sales (South Region)
3 | Nyah 20 20
4 Carla 30 10
5| Rowan 50 10
B | Gina 10 40
T
_8 | Average Sales 28 20
09 Total Sales 110 80
10|
11
12 | Sales target average is 25
13 |Total (if average sales are achieved) I 110l
14

e Save your changes and close the workbook.

SAMPLE
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents
at the beginning of this document to see the full list of topics covered in the full
course.

To purchase the rights to use the full training manuals at your training centre please
see our web site at:

http:/MWwww.cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training
centre.

The IT Computer Courseware Library

e
A complete library of quality training courses ﬂa ’ G

Includes Windows 7 and Office 2010 Courseware ' M ' : f \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES  * ADD YOUR OWHN NAME AND LOGDS
* PRINT AS MANY COPIES AS YOU NEED * INTRANET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included with our printable courseware.

Investin a complete Computer Courseware
Library, including Windows 7 & Office 2010
st cost effecti are solutien forye

urses releas
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