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Microsoft Excel - Tutorial 3, Session 3.1
“Working with Formulas and Functions”
Skills Checklist and Notes

· Excel Function Basics
· An Excel function is a special “built-in” formula for performing a common operation, such as finding the sum or average of a range of cells

· Excel provides over 300 different functions from the fields of statistics, finance, business, engineering, science, etc

· All Excel functions have this general form (or, “syntax”)


=name( argument(s) )




where name is the function name and argument(s) is/are the value (or values) upon which the function operates

· Excel function arguments consist of one or more cell ranges, cell references, or constants, separated by commas 
Recall that a cell range is a rectangular block of cells.  We specify a cell range by using the references (“addresses”) of the upper-left-hand cell and the lower-right-hand cell, separated by a colon (:)

Examples:
=SUM(B7:G13)

(computes sum of values in cells B7 through G13)

=AVERAGE(C10:C22)


(computes average of values in cells C10 through C22)

=MAX(D8:D20)

(finds largest value in cells D8 through D20)
=MIN(B7:G13)

(finds smallest value in cells B7 through G13)
=COUNT(C10:D16,G10:H16)


(counts the number of cells in the ranges C10:D16 and G10:H16 that contain numeric values)

· This last one shows that functions may have multiple arguments - here there are two - separated by commas

(
Entering a Function Range by Dragging
We can enter the range of cells upon which a function operates by dragging.  This is less prone to mistakes than typing the range.

1. Select the cell that will contain the formula

2. Type the “=” sign, followed by the function name and opening parenthesis
3. Drag to select a range of cells (or multiple ranges)
4. Press [Enter] (no need to type the closing parenthesis!) 
(
Inserting a Function ( Formulas | Function Library )
The Insert Function command provides an easy way to enter functions into a worksheet.  It also minimizes typing mistakes and provides complete information about each function.

1. Select the cell where you want the function to go

2. On the Formulas tab, in the Function Library group, click on a category to insert a function from that category, or click the Insert Function button to search for a function by description or name
3. In the Function Arguments dialog, there is a text box for each argument, along with a description of the argument

4. For each argument, click in its text box and then drag to select the cell or range

5. You can also type in the text box if, for example, you need to enter arithmetic operators
6. Click OK 
· Verifying Functions Using Range Finder

To check that a formula references the exact range of cells you intended, just double-click the cell containing the formula.  Excel will show a colored border around the range referenced by the formula
· Relative and Absolute Cell References


See online document, “Relative vs. Absolute Cell Referencing”
· Copying Formulas and Functions

Once we have mastered relative and absolute cell referencing, we will be able to enter a given formula/function into a sheet once and only once, and then copy it to other cells as necessary.
· Copying Formulas and Functions using the Clipboard 

1. Select the cell containing the formula or function

2. Right-click and choose Copy
3. Select the destination range (all cells to which you wish to copy the formula)

4. Right-click the destination range and choose Paste
· Since data copied to the clipboard stays there after pasting, this method has the advantage of being able to do multiple pastes

· Copying Formulas and Functions Using AutoFill (i.e., by Dragging the “Fill Handle”)
Simply select the cell containing the formula/function and drag its fill handle over a range of destination cells!
· The “fill handle” is the little black square in the lower right-hand corner of the active cell
· This method is faster, but can only be done when the destination cells are adjacent to the “source” cell

· When the mouse pointer is correctly positioned on the fill handle, it will look like this:






· If it looks like two crossed arrows instead, then dragging will move the formula/function instead of copying it
