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Microsoft Excel - Tutorial 3, Session 3.2
“Working with Formulas and Functions”
Skills Checklist and Notes

· Copying Formulas and Functions Using AutoFill (i.e., by Dragging the “Fill Handle”)
(See online notes from Tutorial 3, Session 3.1)

· Using the AutoFill Options Button 

· By default, AutoFill copies both the cell contents and the formats

· However, if you wish to copy only the contents, or only the formats, these options may be chosen via the AutoFill Options button which appears when the mouse button is released

· Using AutoFill to Create a Series 

In addition to copying, AutoFill may also be used to automatically create a series of months, days, times, dates, values, and certain patterned text values

· Enter the first value in the series and then drag the fill handle over adjacent cells

· In some cases, you must enter the first two values of the series, then select both cells and drag to generate the series


(Examples will be done in class and also appear on page EX 134)

· Date Functions:   =TODAY() and =NOW()
The TODAY() function displays the current date in a cell and the NOW() function displays the current date and time
· The values returned by these functions are updated automatically whenever a sheet is opened or a new calculation is done

· These function take no arguments, but empty parentheses are still required (as is the equal sign (=) before the function name)!

· The IF Function

(See handout, “The IF Function”)
· The PMT Function (“Payment”)
Computes the “equal payment amount” (the amount you must pay each period) on a fixed-rate loan such as a mortgage or auto loan
· Requires 3 Arguments

1. The interest rate per period
2. The number of periods (i.e., payments)

3. The amount borrowed (as a negative number)

· Example, a fixed-rate mortgage:
We borrow $137000 for 30 years, with an interest rate of 5.5% per year (“APR”), and payments to be made monthly
=PMT(5.5%/12, 360, -137000)

· Note:
1. The first argument is the interest rate per period. So we divide the APR of 5.5% by 12 to get the monthly rate, since payments are made monthly.  (We could have used .055 instead of 5.5%)
2. The second argument is the number of pay periods (30 years = 360 months)

3. In the third argument, the amount borrowed is negative, as required

4. For illustration, the arguments used above are constants, but we usually use cell references

· The FV Function (“Future Value”)
Computes the future value of an investment after a given number of years, given a constant rate of interest, and constant periodic payments

· The arguments are the same as for the PMT function (except the third one is the amount invested instead of amount borrowed)

· Example, a 401(k): 

Suppose B14 contains the amount invested every two weeks, B15 contains the annual interest rate (APR), and B16 contains the number of years we plan to contribute. To compute the future value of our investment, we use


=FV(B15/26, B16*26, -B14)

· Note:


1. The interest rate in B15 is an APR so we divide by 26 to get the interest rate per period (since we invest every two weeks there are 26 periods in the year)
2. The number of periods is the number of years (in B16) times 26

3. The amount invested in B14 is positive so we must negate it (i.e., -B14) in order to use FV
· Examples of the IF, PMT, and FV functions will be shown in class

