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Functions

What are functions?

e Afunction allows you to calculate a result such as adding numbers together, or
finding the average of a range of numbers. Functions are located under the
Formulas tab.
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g Home Insert Page Layout Formulas Data Review View 4
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Insert AutoSum Recently Financial Logical Tevd Date & Lookup &  Math Mare
Function % Used = > . = Time * Reference ~ & Trig = Fundions =

Function Library

Common functions

e Some commonly used functions indude:

(& =
g Home Insert Page Layout Formulas Data Review View
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Insert AutoSum Recently Financial L:lt_.jll.'al Tex‘t Date & Lookup &  Math Mare
Function % Used = X ¥ Time = Reference > & Trig ~ Fundions =

Funcioh tirary.
AVERAGE: Used to detemine the average value of the selected cells contents.
COLUMNS: Used to return the number of columns within a reference.
COUNT: Used to count how many numbers are in the list.

COUNTA: Used to count the number of cells that are not empty and the values
within the list of arguments.

COUNTBLANK: Used to count empty cells within a cell range.
MAX: Used to return the maximum number from a list.
MIN: Used to return the minimum number from a list.

ROUND: Used to round off numbers to a specified number of decimal points.
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SUM: Used to add the contents of selected cells.

To display the available functions, press Ctrl+N to display a blank workbook and
then click on the Formulas tab and within the Function Library group click on the
Insert Function icon.

EH9-®-|=
Home Insert Page Layout Formulas Data Review View

T P E@AB @ (0

Autosum Recently Financial Logical Text Date & Lookup & Math Mare
% Used = 2 2 = Time = Reference = & Trig ~ Functions =

Function Library

This will display the Insert Function dialog box.

Tn&ert Function | 7 ?

Search for a function:

ype a brief description of what you want to do and then dick Go
Or select a category: | Maost Recently Lised IEI
Select a function;

HYPERLINK
COUNT
MAX

|SIN Il

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

Help on this function | Ok | I Cancel

e Scroll down the list which as you will see is extensive.

Sum function

e Open a workbook called Functions.
e Ifnecessary, click on the Sum worksheet tab.
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23
24
44> M| Sum JAverage . Max Min Count . Counta .~ Counthlank  If %3
Ready |
Click on cell C8.
A B | c | b
1
2
3 Sales Region No of sales
4 North 34
5 South 11
& East 84
7 West 38
B TOTAL
9

In this cell we need to sum the values in the column above.

Click on the Formulas tab and within the Function Library group click on the
AutoSum icon.

- |s

Home Insert Page Layout Formulas Data Review View

LAlZPE@EEE R @ @
Insert Futosum Recently Financial Logical Text Date & Lookup & Math Mare

Function % Used = 2 2 = Time = Reference = & Trig ~ Functions =
Function Library

TIP: Click on the AutoSum icon, not the down arrow under or beside the icon.

You will see the following displayed on your screen.
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Home Insert Page Layout Farmulas Data Reviey
= = o =
F T B E @O

Insert AutoSum Recently Financial Logical Text Date & Lookup & Matl

Fundction % Used = X

2 4 Time ~ Reference = & Trig
Function Library

| SUM(numberd, [number2], ...} |

suM ~C % v & | ssumcacr)
| & | B ! c | D

1 4

2

3 | Sales Region [ ____Noof f,a,lffl
4 North i 34
5 South ! 11
5 East ! 84!
2 West s 38|
8] TOTAL [=sum(RS) |
5

10|

Press the Enter key and you will see the AutoSum resultin cell C8.

[FRIN™ B R Rt

Home Insert Page Layout Formulas Data Revit
fF ZEBE@E

I

Insert AutoSum Recently Financial Logical Text Date & Lookup& Ma

Function % Used ~ > 3 i Time * Reference~ & Tr
Function Library
E19 & £
| A B € D
1 4
2
3 Sales Region No of sales
4 North 34
5 South 11
6 | East 84
7 | West 3
g | TOTAL 167
g

i
3

Click on cell C8, and you will see the function displayed in the bar just above your

worksheet.
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Insert Page Layout Formulas Data Revit

Insert AutoSum Recently Financial Logical Text Date & Lookup& Ma
Fundction ¥ Used ~ X X id Time = Reference ~ & Tr
Fundchion Librap
C3 - J‘:'c =sun.-1{c4:c:r}'
| A B C D

i

2

3 Sales Region No of sales

4 North 34

5 South 11

] East 84

7| West 38

8 | TOTAL 167

q

As you can see the function is:
=SUM(C4:C7)

e This function tells Excel to sum the values in the range C4:C7.

Average function

e Click on the Average worksheet tab.

24

M 4+ M| Sum | Average ./ Wax . Min . Count . Counts [ Countblank 'If
Ready |

e Click on cell C8.
A B C D

1

2

3 Sales Region No of sales

4 North 34

5 South 11

6 East 84

7 West 38
El Average no. of sales per regjon

2,
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In this cell we want to display the average number of sales within the regions.

Click on the Formulas tab and within the Function Library group click on the arrow
under (or next to) the AutoSum icon.

(]| bl 9~ |5
Home Insert Page Layout Formulas Data Review View

I B E@EEE @ M0

Insert Agtosum Recently Financial Logical Text Date & Lookup & Math Mare
Function = Used = 2 2 = Time = Reference = & Trig = Functions =

Function Library

You will see a drop down list displayed. Click on the Average command.

A= R R

Home Insert Page Layout Farmulas Data Review v
fFIZB@EAE @ I

Insert !#.UtaSurn|Recently Financial Logical Text Date & Lookup & Math 18

Function = __'_Used' i X i Time * Reference ~ & Trig = Func

| X | Sum Function Library

Average _ Jr

A_ Count Numbers B | c |
1| wax T
2 Min
3 Mare Functions... No of sales
4 North 34
5 South 11
6 | East 84

7 West 38

8 | Average no. of sales per region

=]

You will see the following displayed on your screen.
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E 9=

Home Insert Page Layout Formulas Data Review View

F P EBEE @ @

Insert AutoSum Recently Financial Logical Text Date& Lookup &  Math Mare

| AVERAGE{numberl, [numberl], ... |

Function % Used = o .3 = Time * Reference = & Trig = Functions =
Functian Library
SuM_ v (° X « fe| AVERAGE(C4:CT)
™21 |Functions B | c | D E
1 |
2
3 Sales Region ,,,HE,ET, Ef!?fl
4 North ! 34]
5 South F 11}
6 East F 84§
7] West b e 38!
8 | Average no. of sales per region| =AVERAGE( )
9
10

Press the Enter key and you will see the average value displayed in cell C8.

FIN™ B AR
Home Insert Page Layout Formulas Data Review View

F IR EBEB @ 0

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Function ¥ Used ~ i 7 i Time = Reference ~ & Trig ~ Functions =

Function Library

cs - £ | =AVERAGE(C4:C7)
| & | B -

1 {

2

3 Sales Region No of sales

4 North 34

5 South 11

6 East 84
7| West 38
il Average no. of sales per regi&n 41.75—‘

g |

Click on cell C8, and you will see the function displayed in the bar just above your
worksheet.
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[P A |=
m Home Insert Page Layout Farmulas Data Review View
F IR EBAE QPG

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mar
Function = Used~ > ¥ x Time = Reference = & Trig =~ Functio
Fundion Library
ca - fe | =AVERAGE(C4:CT7)
| A | B é c :
i
2
3 Sales Region No of sales
4 North 34
5 South 11
& East 84
7 West 38
8 | Average no. of sales per region 41.75
g

As you can see the function is:

=AVERAGE(C4:C7)

e This function tells Excel to sum the average in the range C4:C7.

Max function

e Click on the Max worksheet tab.

£2

24
W 4+ M| Sum .~ Averagd | Max . Min - Count  Counta . Countblnk . If ~ %

Ready |

e Clickon cell C8. In this cell we want to display the highest number ofsales within a
region.

e Click on the Formulas tab and within the Function Library group click on the down
arrow under (or next to) the AutoSum icon. You will see a drop down list displayed.
Click on the Max command.
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FAI™ B SRSt

Home Insert Page Layout Formulas Data Review View

AL ol -

Insert
Function

8@

!Au:tuSum!Recently Financial Logical Text Date& Lookup & Math Mare |

] lsed ~ * 2.3 = Time ~ Reference ~ & Trig = Functions~ | M
2 sum Function Library
Average ] ._ﬁ-',
Count Numbers 3 C
Max | -
TN
Mare Functions... No of sales
North 34
South 11
East 24
West 38
Highest no of sales in a region

You will see the following displayed on your screen.

X H9-0-|z

Home Insert Page Layout Formulas Data Review View

Je

> Pe@Ee @ 0

AutoSum Recently Financial Logical Text Date & Lookup &  Math Mare

| MAX(numberl, [number2], ...) |

Insert
Function % Used ~ > 2,3 o Time = Reference~ & Trig = Functions =
Functien Library
SUM ~ (" W & K| =MAX(C4:CT)
| B | c !
1 4
2
3 Sales Region [ No of saleﬂ
4 North ; 34
[3
5 South ! 11
3 4
6 East ] 34,
! ] T
) West sl 38,
g | Highest no of sales in a region |=MAX(m [
9
10

Press the Enter key and you will see the maximum value displayed in cell C8.
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| D14 v fe |

' A B C
1
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
8 Highest no of sales in a region 84

Click on cell C8, and you will see the function displayed in the bar just above your

works heet.

PRI i |=

File Home Insert Page Layout Formulas Data Review View

F T EEBFAE A @@

Insert AutoSum Recently Financial Logical Text Dated Lookupd Math Mare

Function = Used ~ = 2 = Time = Reference = & Trig = Functions =
_F_un-:'[i-jn Library
C8 - Fe | =MAX(C4:C7)
[ A | B ' <

i

2

3 Sales Region No of sales

4 North 34

5 South 11

& East 84
7| West 38
i! Highest no of sales in a region 84

g

As you can see the function is:

=MAX(C4:C7)

This function tells Excel to display the maximum value within the range C4:C7.

Min function

The MIN function will display the minimum number within a range.

Click on the Min worksheet tab.
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e

24
M 4 » M| Sum . Average . Max|| Min . fount . Counta , Countblank If ~#3

Ready |

Click on cell C8. In this cell we want to display the lowest number of sales within a
region.

Click on the Formulas tab and within the Function Library group click on the down
arrow under (or next to) the AutoSum icon. You will see a drop down list displayed.
Click on the Min command.

PN R |=
m Hol Insert Page Layout Formulas Data Review View
FIZDEBAEE A @D

Insert iAutoSum'Recently Financial Logical Text Dated Lookup & Math More

Function : | Used = - ¥ v Time » Reference = & Trig~ Fundtions~ | |
E  Sum Eunaich Loty
Ayerage ﬁf
h Count Numbers B C I

1 . s - .

2 Min !

E More Functions... No Of SE'ES

4 North 34

5 South 11

& East 84
7| West 38
8| Minimum no of sales in a region

9

You will see the following displayed on your screen.

| & B c | b

1

2

3 Sales Region L ;;;;;; N P,Efﬁa,lfﬁl

4 North ' 34

5 South 5 11}

b East 5 84E
7] West T 38]
8 | Minimum no of sales in a region |=MINm [

9 | MIN(numberl, [number?], ...) |

10

Press the Enter key and you will see the minimum value displayed in cell C8.
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A B c | o
1
2
3 Sales Region No of sales
4 North 34
5 South 11
& East 84
7 West 38
El Minimum no of sales in a region 11
9

iy

Click on cell C8, and you will see the function displayed in the bar just above your
worksheet.

|1_T.|'H"7’ =
m Home Insert Page Layout Farmulas Data Review View
F IR E@CAE PR @EB -

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare M
Function % Used = 2 5 . Time * Reference =~ & Trig = Functions = | Mz
F_L_I_I'I-."t:-jl'l Library
c8 - B | =MIN(C4:CT)
| & | B I < |
i
2
3 Sales Region No of sales
4 North 34
5 South 11
6 East 84
7 West 38
8 | Minimum no of sales in a region 11
q

As you can see the function is:

=MIN(C4:C7)

This function tells Excel to display the minimum value within the range C4:C7.

Count function

The Count function will count up the number of cells which contain numbers.
Click on the Count worksheet tab.
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21
Sk S, S AR T,
Beady |

n|| Count /|Counts . Countblank If “#J

T T ——tr . T 0 —

e Clickon cell C19. In this cell we wantto display the number of cells in the column
above that contain a number.

e Click on the Formulas tab and within the Function Library group click on the down
arrow under (or next to) the AutoSum icon. You will see a drop down list displayed.

Click on the Count Numbers command.

FRIN™ B Al e
Home Insert Page Layout Formulas Data Review View

AZpB@RE BB S

Insert !AutaSurn!Recently Financial Logical Text Date & Lookup & Math Mare Mame
Function | Used = = # = Time * Reference ~ & Trig ~ Fundions = | Manag
= sum Function Library
. ( Average f-‘-f
7[\_ Count Mumbers | C | D
1] Tax
2 Min ading the meeting
3 More Functions...
4 Delegate country Present Not present
5 Australia 1
6 Brazil 1

¢ You will see the following displayed on your screen.
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m Home Insert Page Layout Formulas Data Review View
F I E@FE 0 @ @

Insert AutoSum Recently Financial Logical Text Date & Lookup &  Math Mare

Function % Used = = 2.3 = Time ~ Reference = & Trig = Functions =
Function Library
SUM (" XK =COUNT(C17:C18)

| A B c ! D
1
2 Delegates attending the meeting
3
4 Delegate country Present Not present
5 Australia 1
& Brazil 1
i Canada 1
8 China 1
: Cyprus 1
10 Greece 1
11 India 1 1
12 Ireland 1
13 New Zealand 1
14 Pakistan 1
15 South Africa 1
16 EOFREY ., 00 1
17 UK ] 1 i
15 USA B it

» ~counT(EHRET)

20 | COUNT(valuel, [value?], ... |

WARNING: In all the previous examples, there was a column containing values

immediately above the cell into which we inserted the function. In this case some of

the cells within the column are empty and Excel, as you can see, has only applied

the Count function to the range C17:C18. The reason for this is that the next cell up,

i.e. cell C16 is empty.

We need to tell Excel that the range we are interested in actually extends from

C5:C18.

To do this, click on cell C18 and while holding down the mouse button drag up to cell

C5. Then release the mouse button. Your screen should now look like this.
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Home Insert Page Layout
e T BB @G

Insert AutoSum Recently Financial Logical Text Date & Look

Function

- |5

X Used = X

Formulas Data

Function Library

Review View

B @

up & Math Mare me
z Time = Reference = & Trig = Functions = | Manac

sum v (C X « & | =count(csicis)
| A B | ¢ | D

1 {

2 | Delegates attending the meeting

3

4 Delegate country L”Pfrfe’rfﬂ" J Not present
5 Australia ! 1 'f

6 | Brazil 5 1 E

7| Canada 5 1 E

8 China ! | 1
5 | Cyprus E 1 E

10 Greece E 1 5

11 India E 1 5 1
12 ireland ! 1 !

13 New Zealand ! 1 |

14| Pakistan E 1 E

15 South Africa 5 1 E

16| Turkey E E 1
17| UK E 1 !

i UsA fosltugs
19| =COUNT(C5:C18)

20 [ COUNT(valuel, [valuez], . |

a
3

Press the Enter key and you will see the count value displayed in cell C19.

R

i

U - LY R

-|':.

B n
Delegates attending the meeting
Dalsgate country Prasant Mot presant
Australia 1
Brazil 1
Canada 1
China 1
C'!mms 1
Greece 1
India 1 i
Ireland 1
MNew Zaaland 1
Pakistan 1
South Africa 1
Turkey 1
UK 1
usa —
Tu*tll:! 12
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e Click on cell C19, and you will see the function displayed in the bar just above your
worksheet.

X d9- |=
m Home Insert Page Layout Farmulas Data Review View
F I P EBAE R @B S

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare MName
Fundction ¥, Used = ¥ X x Time ~ Reference = & Trig = Functions = | Manager
_F_L_|_|:|-:'t:-3 n Library
C19 - £d | =COUNT(C5:C18)

| & | B r c ! D f
i
2 Delegates attending the meeting
3
4 Delegate country Present Not present
5 Australia 1
6 Brazil 1

As you can see the function is:

=COUNT(C5:C18)

e This function tells Excel to display the number of cells containing a value within the
range C5:C18.

NOTE: If you made a mistake, click on cell C19 and press the Del key. Then try
again.

o Use the same technique to count up the number of people who could not attend, and
display the value in cell D19.

The COUNTA function

e Used to count the number of cells within a range that are not empty.
e Click on the Counta worksheet tab.

21

N*"_'P_!' Sum .~ Average . Max . Min . Count|| Counta . fountblnk If ~%J
Ready |

¢ You will see data that contains a mixture of numbers (1) and letters (x).
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X9 |=
Home Insert Page Layout Formulas Data Review Wiew

f P EAEE R BB L

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare Mai
Function = Used ~ * 7 = Time * Reference ~ & Trig = Functions * | Man

Function Library

c19 - € £ |
| A | B I c

1

2 Delegates attending the meeting

3

4 Delegate country Present
5 Australia X
6 Brazil 1
7 Canada 1
8 China

5 Cyprus X
10 Greece 1
11 India 1
12 Ireland X
13 New Zealand 1
14 Pakistan 1
15 South Africa X
16 Turkey

17 UK 1
18 USA 1
_l?l.! Number of delegates attending:

20

The Count function would only count up the number of cells containing numbers,
whereas Counta will count the number of cells containing numbers and letters.

Click on cell C19.

Click on the More Functions icon (contained within the Function Library section of
the Formulas tab).

X]| = 9~ =
Home Insert Page Layout Faormulas Data Review View

F I P EBPE B B @

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Funition T Used ~ - ¥ 4 Time = Reference = & Trig 7 Functions = [ k

Fundtion Library

From the drop down displayed, select Statistical. From the submenu select
Counta.
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& 9~ |+ Functions - Microsoft Excel

m Home Insert Page Layout Formulas Data Review View
5 43 Define Name ~ FiaTrace
£ IR E8CE 8 8@ S :
= ein F ia ‘-CjTrace

Insert AutoSum Recently Financial Log|ca| Text Date & Lookup &  Math Mare Mame
Function - Used = - e Time = Reference = & Trig ~ |Functions || Manager EE'Create from Selection | /iy, Rem
_ Fungtion Library \r B swatistical > AVEDEV -l
C19 il - f;-f | i@ Engineering AVERAGE |
| & | B I C 5 gube 3 AVERAGEA _B
1 @ Information » I —
2 Delegates attending the meeting [& Compatibility AVERAGEIFS
3 ' -
BETA.DIST
4 Delegate country Present
z BETA.INV
5 Australia X
- BINOM,DIST
6 Brazil 1
iR 5 BINOM.INY
7 anada
= CHISQ.DIST
8 China
CHISQ.DIST.AT
g Cyprus X CHISQ.INV
10 Greece 1 CHISQ.INV.RT
i1 India 1 CHISQ.TEST
i Ireland X COMNFIDENCE.NORM
13 New Zealand 1 COMFIDENCET
14 Pakistan 1 CORREL
15 South Africa X COUNT
16 Turkey _ COUNTA =
17 UK 1 S Insert Function...
an TiICcA 4

This will display the Function Arguments dialog box, as illustrated.

-

Function Arguments T @
COUNTA
Valuel

= {1}

] [#]
] .

Value2

Counts the number of cells in a range that are not empty,

Valuel: wvaluel,value2,... are 1to 255 arguments representing the values and cells
you want to count. Yalues can be any type of information.

Formula result = 2

Help on this function l Ok J | Cancel |

If necessary move the dialog boxto one side and then select the cell range C5:C18,
as illustrated.

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



Excel 2010 Basics

Page 121

£ = ¥
[ swame  inse 3 Dats  Bewiew
fx b2 2 i
Sanisure
COUNTA # o fe| SCOUNTACSCIS)
A & €
1
2 D ding the L3
. Delegatecountry | present |
= I x |
5 Brazil 1
7 Canada 1
China
] |Cyprus x
1w Greece 1
1 India 1
i Ireland b
= New Zealand 1
14 Pakistan 1
it South Africa "
16 Turkey
17 UK 1
1

Vakeed  C5iid
ok}

Courtts e raember o ok i range that e vt vty

Malied; wshis Loshor, .. e § 0 155 arguementis repredening the walies and cels
Vo mear 0t Yk 2 eyt of infarmadon.

Pormus reslt s 12

i B A

it} usa
1 Number of delegates attending: sCOUNTA(CS:C18)

]
i

it | Counta - Countii:

A4S N S e MaE M
Fant
Ble o]

EV-TES

The Function Argument dialog boxwill look like this.

Formula result = 12

Help on this function

Function Arguments
COUNTA
Valuel cCs:C18
Valuez |

@

Rl = nmumber

= 12

Counts the number of cells in & range that are not empty.

= LU0 LLNGLL NGO L L

Valuel:; valuel,value2,.., are 1 to 255 arguments representing the values and cells
you want to count. Values can be any type of information.

oK ] [ Cancel

Click on the OK button and you will see the following.
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A B | c D

1

2 Delegates attending the meeting

3

4 Delegate country Present

5 Australia X

6 Brazil 1

7 Canada 1

8 China

3 Cyprus X

10 Greece 1

11 India 1

12 Ireland X

13 New Zealand 1

14 Pakistan 1

15 South Africa X

16 Turkey

17 UK

18 USA 1
El Number of delegates attending 12

fed
=

)

e As you can see the function has counted everyinstance of a number or letter within
the specified cell range.

The COUNTBLANK function

e Used to count empty cells within a cell range.
e Click on the Countblank worksheet tab.

o

21
4 4 » M| Sum  Average . Max . Min  Count . Countal| Countblank I %]
Ready |

e Click on cell C19.

e Click on the More Functions icon (contained within the Function Library section of
the Formulas tab).

(X b 9~ |5
Home Insert Page Layout Formulas Data Review View
A I E8RNE O @ @

Insert AutoSum Recently Financial Logical Text Dated& Lookup &  Math Mare
Function % Used = 2 2 . Time = Reference > & Trig 7 Functions = || M

Fundtion Library
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From the drop down displayed, select Statistical. From the submenu select

Countblank. You may have to scroll down the listto see this function.

A= R B |= Functions - Microsoft Exc
Home Insert Page Layout Formulas Data Review View
; - | : = [ 2= | 5 g Define Name ~ £ET
. I 5
kX @ e g 8@ s -
Insert AutoSum Recently Financial Logical Text Date& Lookup& Math Mare Name g 7
Function i Used ~ - s .d Time ~ Reference - & Trig ~ |Functions || Manager B Create from Selection JuR
: Functich lipiary 2 statistical ¢ AVERAGEA e -
E13 T 5 | fiir Engineering ¢ AVERAGEIF
| A B [ € || cube ' AVERAGEIFS 5
1 @ Information Ty B i
2 Delegates attending the meeting i Compatibility » N
- ! :
BINOM.DIST
4 Delegate country Present
= BINOM.INY
5 Australia 1
B _I 1 CHISQDIST
6 razi
CHISQL.DIST.RT
7 Canada 1 Wk W
8 China '
CHISQLINWV.RT
L Cvprus 1 CHISQ.TEST
10 Greece 1 COMNFIDENCE.NORM
i India 1 CONFIDENCET
12 Ireland 1 CORREL
13 New Zealand 1 COUNT
14 Pakistan 1 COUNTA
15 South Africa 1 COUNTBLANK
16 Turkey COUNTIF .
17 UK 1 S Insert Function...
18 USA 1
19| Number of delegates absent
20

This will display the Function Arguments dialog box, as illustrated.

rFi.rrttti«:}rt Arguments |i ﬁ
COUNTBLARNE
Range STEARE [l - wo
=0

Counts the number of empty cells in a spedified range of cells.

Range is the range from which you want to count the empty cells,

Formula result = 0

Help on this function QK Cancel
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e Ifnecessarymove the dialog boxto one side and then select the cell range C5:C18,
as illustrated.

£l = 7 =

i Heme ' L L Q=

Jo | X i

COUNTELAN - E o f | SCOUNTBLANK]CS:C18) =
[T ] MR i o 3 F G H | i K 1 ] N [ 0 IS
1
2 Del fing the meeting
3
4 |Del country |Present|
: |Australia | } i _—

[ =)
o Brazil 1 ~ m—
COUNTELANE

L m 1 : Hange |C5:C15 ":il-. = ELEE LN LN L
B China -
3 \Cyprus 1§ | Couwnn te muster of wryty ol n o i range of calls.
in Greece T Mange & P rangt fom sbich you wact 5 cotret e anply ol
1 india 1
2 Ireland o
a New Zealand 1 I
71 | Pakistan ; DR |
1 |south Africa ol
18 | Turkey !
17 UK 1 ;
L usa 1 1
u | Number of delegates absent|5:C18)
20
21 -
Wi W | mum aweage  ME M © Corts | Coonthbtank - 65 inLl

e 5 Cl=[alol=]

e The Function Argument dialog boxwill look like this.

‘Function Arguments B
COUNTELANK
Range |C5:C18 = {LL40;514111;1: 101,13
=2

Counts the number of empty cells in a spedfied range of cells.

Range is the range from which you want to count the empty cells.

Formula result = 2

Help on this function [ QK J I Cancel l

e Click on the OK button and you will see the following.

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



Excel 2010 Basics

Page 125

What are 'IF functions'?

A B C

1

2 Delegates attending the meeting

3

4 Delegate country Present

5 Australia 1

& Brazil 1

7 Canada 1

8 China

9 Cyprus 1

10 Greece 1

11 India 1

12 Ireland 1

13 New Zealand 1

14 Pakistan 1

15 South Africa 1

16 Turkey

17 UK 1

18 USA 1
E Number of delegates absent 2

Pl
=

As you can see the function has counted everyinstance of an empty cell within the

specified cell range.

Excel has a number of functions which allow us to evaluate values and make

decisions based on the result of the evaluation. The IF( ) FUNCTION is one of these.

IF() SYNTAX

The format (Syntax) of the IF( ) function is as follows:
IF(LOGICAL_TEST, ACTION_IF_TRUE, ACTION_IF_FALSE)

LOGICAL_TEST

The logical_test evaluates an expression to see if it passes the test, i.e. is TRUE or

does not pass the test, i.e. is FALSE
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Logical Values for Evaluation Resuilt
operators A=10 B=5
C=15 D=10
= (Equal to) A=B FALSE
A=D TRUE
> (Greater than) A>B TRUE
_______ A>C FALSE |
< (Less than) A<B FALSE
A<C TRUE
>= (Greater than or Equal | A>=B TRUE
to)
A>=D TRUE
—  m=c FALSE
<= (Less than or Equalto) | A<=B FALSE
A<=C TRUE
A<=D TRUE

e ACTION_IF_TRUE
Action_if true can be a value or an operation. Whichever, the resultis placed in the
cell which contains the IF( ) Function if the logical_testis true.

ACTION_IF_FALSE

Action_if false can be a value or an operation. Whichever, the resultis placed in the
cell which contains the IF( ) Function if the logical_testis false.

Using the IF function

e Click on the If worksheet tab.

oAb M| Sum . '.;'wemgé ; ‘Max  Min - Count Counta ; “Countblank | If ’T“E_;J
Ready | =3

e Incells J8:J13 we need to display the word PASS or FAIL, depending on whether
the average is over 70%.

a a c o L F G M 1 i
|
2
]
4
3
5 “SUBJECTS
' STUDENTS |Mathematics Englinh]Hlstnry Geography Average gradn' Passed?
5 Hadiya [if:] 78 58 58 L]
4 Dai B8 83 69 BT €9
10 Aaron 76 78 78 87 B0
1 Rowan 67 86 58 65 (1]
12 Aaliyah 85 T a7 78 a2
13 Gabriela 549 B8 T8 B4 T4

e
LT

To pass a student needs an average grade of over 70%

b
o
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Click on the cell J8.
Click on the Logical icon within the Function Library group of the Formulas tab.

& 9o fs
Home Insert Page Layout Formulas Data Review View
F T P @A 8 @ @

Insert AutoSum Recently Financial Logical | Text Date & Lookup & Math Maore
Function % Used ~ 2 i i 4 Time * Reference ~ & Trig = Fundtiions =

Function Library

This will display a drop down list. Selectthe IFcommand.

& 9

Home Insert Page Layout Farmulas Data Review View

£ I B8 0 @ @

Insert AutoSum Recently FinanciaIiLog'tcaI

Function % Used = 2 = Time = Reference = & Trig = Functions =
B il = FALSE L
LA | B . l IF | % . E
1 . IFERROR .
2
| MOT
3 4
4 oRrR
5 . TRUE |
s | I ) £ msetfuncion..  [SINN |
7 STUDENTS|Mathematics  [English [History |Geography
_ O Fs

{ B RU TR ~

This will display the Function Arguments dialog box.

Function Arguments A

i

- .
4

Logical_test || Bl = :
Value_if_frue | = an
Value_if_false | =

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

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function Ok J | Cancel
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¢ Inthe LOGICAL_TEST section of the dialog box, we enter the logical test, i.e. 18>70

In the VALUE_IF_TRUE section of the dialog box, we enter the word PASS.

In the VALUE_IF_FALSE section of the dialog box, we enter the word FAIL.

e Your dialog box will now look like this.

-~

Function Arguments @
TF

Logical_test 13>70 @ = FALSE

Value_if_true | “PASS® [ - ass”

Value_if false |FaIL| [Eil =

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

Value_if false is the value that is returned if Logical_test iz FALSE. If omitted, FALSE
is returned.

Formula result =

Help on this function [ oK J | Cancel I

e Click on the OK button to continue. Your screen will now look like this.

rl = = Funttrons - Mcrosedl bl
m ame Fiien Faje | poiit Farm

F ZEBNOB A8 ST Dno

Dats Efvies Wiew

| AdoTum Beconlly Financial lagical Ted Dale & Llookup & Mally Knir Hamr
Fundign Lied = L . = Time = Reference = & Trig = Fundiond = | Manages BB Create Fioom Salection |, Remdve Armow
I . £ | =F{18370,"PASS" "FAIL")
A i (4 o i F G H [ i
1
r )
4
5
6 | ‘SUBJECTS : "
) STUDENTS |Mathematics English | History | Geography Average grades |Passed?
(] Hadiya| GE 78 &9 &9 66 FAIL
L Dal| 68 69 68 &7 L]
0 Aaron| 76 78 79 87 B0
11 Rowan | &7 86 58 65 69
12 Aaliyah] B5 77 87 78 B2
13 Gabriela| o8 ] T8 g9 74
ia
15
16 To pass a student needs an average grade of over T0%%
ir
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e Use the nomal Excel drag techniques to extend this function to the cells 19:J13.
Your screen will now look like this.

[FRN™ e S AR £

Home Insert

Page Layout

Formulas

F I EEAE

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare

Data Review View

@

8

Functions - Microsoft Excel

E‘%_ =) Define Name ~
F2 Use in Farmula

Time * Reference = & Trig ~ Functions = | Manager B Create from Selection

a
j:':' Trace Precede

cf,'fTrace Depenc

Function - Used~ = - - fu Remove Arroy
Function Library Defined Names
k23 - £ |
A B C D E = 1 J -
1 4
2
3 4
4 4
5
6| |  SUBJECTS |
7 STUDENTS |Mathematics English |History |Geography Average grades |Passed?
8 Hadiya 68 78 59 59 66 FAIL
3 | Dai 69 69 69 67 69 FAIL
10 Aaron 76 78 79 87 80 PASS
11 | Rowan 67 86 58 65 69 FAIL
12| Aaliyah 85 77 87 78 82 PASS
13 Gabriela 59 68 78 89 74 PASS
14 |
15
16 To pass a student needs an average grade of over 70%
17

e Save your changes and close the workbook.
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