Formulas

Basic Formulas

Formulas in Microsoft Excel require three things in order to work.  All formulas require an equal sign, cell references and a math operative. Every formula must have all three parts.  The equal sign is a warning to the computer that the next entry in the cell will require math.  Cell references are, literally, what cells you are doing the math to.  Math operatives are the signs for addition, subtraction, multiplication and division.  The “+” is for addition, “-“ is for subtraction, a “/” is for division, and an “*” is for multiplication.  

[image: image1.png]sample - Microsoft Excel = & =
Inset  Pageloyout Fomulas  Data  Review  View @@

S i I e

¢ 218 Sk o ot Tabie - shyis - | EFomat - | @ Fiter” seect~
Ciipboard_ Alignment 5 Number 5 Styes ceis Editing

sum - v
] B E F G H T 7 K C [0 N o]
1 B
2|
3|
4 Titles Jan Feb Mar Totals
5 | When Harry Met Sally 300 300
6| Boondock Saints 740 400
7 Memento 100 740
8] [=C5+C6+CT
o L
0
11 Totals
2|
13 Average
4
15
16
a7
18
19,
20
21|
2|
23
2|
2%
2
27
2 L
29
30 -
W 4> ¥i| Sheet1 Sheet2 ~Sheets /%3 gl m |

B
;





The primary complaint with this kind of formula is that it requires a lot of typing.  There is something inefficient about this style of doing formulas.

Functions

A function is a formula that requires less typing.  A function will also need an equal sign, cell references and a math operator.  This time the math operator is called a function name.  Each function has its own name.  You must have the right name for the function you would like to perform.  For example, the function name for addition is “SUM.”  A sample function appears below.

[image: image2.png]= @ =

Insert  Pagelayout  Formulas  Data  Review  View @@=
General - E=nsert -
o, B g A
S | e as Tavie- Styies - | BlFomat - | 2+ Fiter- select
Cipbosra s 5 Aignment S humber 5 styes ceis ating
sum =sum(C5:C7) v
4 B D E F H 1 J K L M N 0‘f
1] Lynn's Video Store. =
2] First Quarter Sales
3
4 Feb Mar Totals
5| 00 300 300
6 740 400
7 00 100 740
| cscrl
o 7
10
11 Totals
12
13 Average
14
15
16
7
18
19
20
21
2
23
2
2
26
27
2 U
29
30 -
W4 ¥ | Sheet1 /Sheet2 Sheets /3 “ I 30}

5





Notice that the math operative has been replaced by the single word “SUM” only typed once.  The cell references are represented as a range instead of single cells.  =SUM(C5:C7)  The colon represents the range.

The Paste Function

There is really no way to memorize every function name that there is to do.  In fact, Excel is capable of over 300 functions.  So that you don’t need to memorize, there is a feature called the Paste Function.  There is a button on the ribbon this is the symbol for the Greek E, Sigma.  Next to it is a drop down arrow for a list.  At the end of the menu is list an option for “more functions;” that choice will launch the function palette.  Like every other palette, it will have a list of options for you.  It will have a list of every function that you can create.
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You will notice that the panel is cut in half.  On the top of the box is an option to search for a function.  Below that is the drop down list of categories that you can choose from.  On the bottom are the function names.  Notice, too, that even if the function names do not seem intuitive, the palette will tell you what the selected function does in bold at the bottom of the dialog box.  
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Once you have decided upon a function, the paste function feature will talk you through it.  Select the one you would like to use and then click the button that says “OK.”  Follow the prompts through the rest of the wizard to complete the math.
