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Introduction

Advanced math problems using simple math can be very time-consuming to solve. Excel
has created many sophisticated functions for you to use instead; all you need to do is
enter the data.

Create and Apply a Name for a Range of Cells

A range name is a text reference for a range of cells. Range names help to determine
which data range is referenced in formulas instead of guessing at cell references.
Create a Name for a Range of Cells:
1. Select the range of cells to name.
2. Click the Name Box to the left of the formula bar. (Alternative from Menu bar:
Insert— Name— Define.)
3. Type the name for the range.
4. Press Enter.
Microsoft Excel - Sample modified.xls

IEJ File Edit Wiew Insert Format Tools Data  Window  Help  Adobe PDF

NTEHRSISAIYH ¥ BR-F/9-0-@ = -4] ][

Arial -0 - B I 0 == % % * 3% EE|
@5naglt &' | window "5
- f 87

SN A B | ¢ | b | E | F | G |
1 5 Exp 5 January | February | March April May June
2 | Office Supplies $150 Pl 575 575 575 575
3 | Trawal §a7 137 $163 $129 $129 $129]
4 | Printing $29 $a pa2 $30 $30 $30
5 |Postage & Freight F45 $20 F36 F34 F34 F34
5 |Telephone $120 $120 $120 $120 $120 $120
7 |Lhtilities $100 $100 $100 $100 $100 $100
8 |[Maintenance & Repairs $a0 $a0 Fa0 Fa0 Fa0 Fa0
)
10 Total $551 $435 $a9E $a3v7 $a38 $a38
11
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Calculating with Named Ranges:
1. Select the cell where you want the answer to the formula to appear.
2. Click on the Insert Function button located on the formula bar.
3. Select the desired function.
4. Click OK.
5. Type the Named Range in the Number 1 box of the Function Arguments dialog
box.
6. Click OK.

SLIM ~ X J[Z] =SUM(Travel) B
A B [®¢ [ D [ E [ F [ 6 [ H [ 1
1 Expenses [N x| Total
2 |Office Supplies $450
3 |Travel ol A _?h('l'ravelj
4 |Printing Number1 |Travel * ] = {87,137, 163,129,12 = 5175
5 |Postage & Freight Number2| ik_l = $203
G |Telephone 20
7 |Utilities =774 $B00
8 |Maintenance & Fe adds all the numbers in a range of cells. $300
[ 9 |
% Numberl: numberl,numberz, ... are 1 to 30 numbers to sum. Logical values and Eext 43,225
W are ignored in cells, included iF bvped as arguments,
% Farmula result = $774
f Help on this function K I Cancel
1

Calculate Across Worksheets

When you want to create formulas that pull data from several worksheets, this can be
accomplished by calculating across worksheets. A 3-D (three dimensional) reference is a
cell reference that is in the same location on every worksheet. And can only be used in a
workbook with multiple worksheets. A 3-D reference contains a start point (the first
worksheet), end point (the last worksheet) and a cell reference. 3-D references can be
used in some functions and certain formulas.

[ Start Point End Point
Y\ \, /[ Cell Reference I
138 vl e =5UM WDE)@ 5800”39 135)
Al c\ [ o [\e [ F 6 | H [ W [ J [ K | L [ M [ W | o |

4 \ STATUS OF BUDGET SHOULD H&YE | 33%  LEFT

5] SPEMT

B ORIGINAL COMTROL | CLURRENT CONTROL SPENT TO DAJE BALANCE BASED ON | PERCENT | PERCENT |REMAINING FIMAL

7 (5= of sbove date) | (incl encumbranbes) | CURRENT CONTROLS |REMAINING |REMAIMNG| MOMNTHS |EXPENDITURES
8 1999/2000 | 2000 1999/2000 | 200001 | 199972000 | 200001 | 19992000 § 2000001 | 200001 | 199942000 [ 19992000 | 1999/2000

9 1] FacULTY aSAFF | 10413410 114348 1041 841 1170756 1483286 1594310] 441,345 523504 -4 -] 401,914 1,081,372
10 03] cLassFED | 1,758,777 199230 1,758,777 1992374| 1 7453400 1 91 907 13,937 20 467 0 0 14,203 1,760,042
11 foa)* LTE | 24 500 24,30 24,500 16,400 15,069 1,055 9,731 -4 fi58 -2 0 2520 12,449
38 [40]* PERM PROPERTY 0 0 0 67 556 raoval  Whres|  raaval i 715 T 1125 60,345
39 [43)* LIBRARY ACGUE B47 368 o7 sdd(\ S4vgesi  o4a9vs|  seggs0] eesgndl  2rsamsi  Ua1054 2 2| 1E6,08S 734,345
40

41 |NON-PERS SUBTOTAL 21920671 2,337.278| Y,261,550] 2,267993| 18060651 1576455 4554821 691,543 507 713] 394144 2,200,211
12 T

43 [GRAMND TOTAL \ [ s225720] 5.855207| 5X65,712] 5800,334] 5353,820] 5653,531] 1,883]  236,803] 504] 714] 1,071,620] 65,425 449
4

45| * [CONTROL TOTAL 2413018) 2716476 2,504,971 2699211 2056122 1936141 448349 763,070 507 712| 500,784 2,556,906

6 S
AT
W 4 » W[NIT TOTALS ¢ 1050 £ 1052 {1054 {1056 £ 1058 ¢ 1600 4 1700 41725 f 2000 4 2050 4 2100 2200 4 3400 4 3410 f 3420 4 4080 4 5000 4 S5003 /5100 /5200
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Calculate Across Worksheets

1. Select the cell where the formula will appear.

2. Start writing the formula until you need a cell reference or cell range.

3. Select the first worksheet that will be included in the formula.

4. Select the cell or range of cells you will use from each worksheet.
(The cell or range of cells will be the same on each worksheet used in the
calculation.)

5. Complete the formula by pressing Shift and selecting the last worksheet that will
be included in the formula.

6. Release Shift and press Enter.

Calculating with Date and Time Functions

When you enter a date or time in a worksheet as text, you cannot perform calculations.
The date and time need to be entered as a special code. Rather than trying to determine
how many days are in a month and adding that to a formula, you can use a date function
to automatically calculate that for you.

There are nine categories of functions in Excel and each category has a specific use:

Financial: Performs common business calculations including
accounting and finance.

Date & Time: Performs functions involving date or time data.

Math & Trig: Performs simple to complex mathematical functions.

Statistical: Performs statistical analysis on ranges of data.

Lookup & Reference Finds values in a corresponding table or list and
incorporates the data into the calculation.

Database: Performs a function only on data that meets a criterion.

Text: Allows text to be manipulated within a calculation that also
contains data.

Logical: Performs what-if analysis to see if a condition is true or
false.

Information: Performs an analysis on a range of data to determine the

type of data contained in a cell.
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Date & Time Functions
The Date & Time function assigns a serial number to date and time data so it can be

calculated. The date and time is still displayed as text in the worksheet. Two examples of
Date & Time functions are:

[Insert Function 2% Insert Function 2|
Search For a Function: Saardh For a Function:

Emegzbuefdemmﬂmmnmmmmtm o |:meszhe¥demmﬂmmwwtnmmtm go

O ssdect & gategory: |Dste & Time =| Or sebect & gategory: |Dste & Time =|

ONTH |
TODAY() DAYSIE0{start_date end_date,method)
Retums the cument date Formatted a< a date, Risturns the rumber of days betweesn o dates based on & 360-day yesr
{twedve 30-day months),
Help g0 this function [ ] conce | Hslp on this function oK concel |

To calculate with a Date & Time Function
1. Select the cell where you want to place the formula.
2. Click the Insert Function button.
3. From the “Or select a category” drop-down list, select Date & Time
4. From the “Select a function” list, select the Date & Time function you want.
5. Click OK to display the Function Arguments box.

Function Arguments il

BYS560
Start_date || fﬂ =
End_dal:el :K_j =
Methu:u:ll :n_j =

Returns the number of daws between bwo dates based on a 360-day vear (bwelve 30-day
ranths],

Start_date start_date and end_date are the bwo dates between which vou want ko
know the number af days,

Farmula resulk =

Help on this funckion Ok I Cancel

6. Enter the function arguments.
7. Click OK.
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Calculating with Financial Functions

To calculate with a Financial Function

1. Select the cell where you want to place the formula.
2. Click the Insert Function button.
3. From the “Or select a category” drop-down list, select Financial
4. From the “Select a function” list, select the Financial function you want.
5. Click OK to display the Function Arguments box.
6. Enter the Function Arguments.
7. Click OK.
B5 A =PMT(E3/125712,51) [ x|
A . B | C L
1 |Cost of Car 525 00 [P
3 |Length of Laan 5 years Rate [B3/12 ] = 0.005416667
3 |Interest B.50% Nper [5#12 =60
4
P¥ |61 ] = 25000
5 |Monthly Pmt $489.15
g onthly Pm I ! |_| Fv| f".]=
Type | -

= -459,1557055

Rate is the interest rate per period For the loan, For example, use 6%:'4 for
quarterly payments ak 6% APR.,

Calculates the payment For a loan based on constant pavments and a constank interest rate,

Faormula result = ($459.15)

Help on this funckion Ok I Cancel
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Calculating with Statistical Functions
To calculate with a Statistical Function

Select the cell where you want to place the formula.
Click the Insert Function button.

From the “Or select a category” drop-down list, select Statistical.
From the “Select a function” list, select the Statistical function you want.

Click OK to display the Function Arguments box.
Enter the Function Arguments.

Click OK.
AYERAGE  » X +/[F] =AVERAGE(B8:B12)
A 1B |y x
7 Grades
8 |English ' 2.75) [AVERAGE
3 |Math ' 3,50} Number1 |E5:B12 ] = {2.753.9;3.5,2.5;3
10 |Science ' 3604 Humberz | =] -
11 |History ] 2,500
12 |Music L. 375 =3.28
13 Returns the average (arithmetic mean) of its arguments, which can be numbers or names,
12 |GPA arrays, ar references that conkain numbers,
U5 Mumber1: number1,numberz, ... are 1 o 30 numeric arguments For which wou wank
16 the average.
17
18 Formula result = 3.28
14
an Help on this Function oK I Cancel
k|

To calculate with a Lookup & Reference Function

NogakowhE

Select the cell where you want to place the formula.
Click the Insert Function button.

Calculating with Lookup and Reference Functions

From the “Or select a category” drop-down list, select Lookup & Reference.
From the “Select a function” list, select the Lookup Reference function you want.

Click OK to display the Function Arguments box.
Enter the Function Arguments.
Click OK.

YLOCKLP - X J =VLOOKUP{A5,A3:E7,2)

] Book1 Function Arguments
i A | B | WLOCHKLIP
T Jenny Lookup_value | A5 = "Math"
3 |English 275 Table_array AZ:E7 = {"English",2.75,0,0,(
4 |Science 3.90 Col_index_num 2 =2
5 |Math 3.60
0 R, loakyy eyl =
B |History 2.50 SE=Eet
7 |Music 375 =35
g Looks Far a walue in the leftmost column of a table, and then returns a value in the same row
g from a column you specify . By default, the table must be sorted in an ascending order.
10
1 Lookup_value is the value to be Found in the first column of the table, and can be a
W value, a reference, or a text string.
i F | IE= 3.5
14 armula resulk = .
15 Help an this function [ oK ] [ Caricel
16
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