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Section 3
Formulas and Functions

Absolute Cell
References

In earlier exercises, you used Relative Cell Addressing to move
and copy formulas from one part of aworksheet to another.
Relative cell addresses update as they are moved from one area of
aworksheet to another. In contrast, absolute cell addresses do not
change. They absolutely remain the same no matter their position
on the worksheet.

In this exercise, you will learn to apply absolute cell addressing
using the absolute key (F4 function key).

Open thefile Sales Contest Revised.

Save as Sales Contest with Goals.

In cell G5 typethetitle % of Goal Met.

Use the Format Painter to duplicate the formatting from cell F5
to G5.

The title should word wrap and appear in bold text.

. Incell Al4, type Sales Goal.

6. Incell B14, type $700.

poODNPRE

Ed Microsoft Excel - Sales Contest with Goals

File Edit Mew Insert Format Tools Data  Window  Help

ik = S z - % |10}
Arial 10 L
SUM > X & =FBE/B14
A | B [ ¢ | D | E | F |6 ]
Exploding Portable Brick Rubber Total " of
| 5 |Sales Rep Birdseed Holes Walls Bands  Sales Goal Met
| B WY, Koyote 220 127 155 123 625|=F6IEI14|
| 7 |B. B. Waolf 120 236 175 246 i
| & |B. Bear 275 245 180 210 810
| 9 |C. Sam 250 200 185 200 545
|10 |T. Devil 225 155 150 155 7BG
11
| 12 |Totals 1080 1,003 855 974 | 3922
| 13 |Average Sales 218.0 2006 171.0 184.8 784.4
| 14 |Sales Goal [ %700 ¢
15
16
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7. Create aformulain cell G6 that will divide the actual salesin
cell F6 by the salesgoal in cell B14.

The answer $0.89 appears in the cell.

Format the answer for % with no decimals.

Copy the formulato cells G7 through G10.

The answers appear as an error message #DI1V/0 (no division
by zero allowed).

© ©

Fd Microsoft Excel - Sales Contest with Goals

File Edit ‘Wew Insert Format Tools Data  Window Help

DEEday @RV BB - % = -2] %l il 45 o
il 10 - B I U === B %, | EEE .

513 - b
A | B c | D E F c | H
Exploding Portable Brick Rubber Total % of

| 5 [Sales Rep Birdseed | Holes Walls Bands  Sales Goal Met
| B [W. Koyote 220 127 185 123 B25 $0.89
| 7 [B. B. Waolf 120 236 175 246 777 #0Nl
| 8 [B. Bear 5 245 180 210 9107 #0Nal
| 9 [C. Sam 250 200 195 200 8457 #0ONAI
|10 |T. Devil 225 195 150 195 765" #DIMI
11
| 12 [Totals 1,050 1,003 855 974 3522
| 13 [Average Sales 218.0 200.6 171.0 194.8 7a4.4 1

14 |Sales Goal §700

As the formula was copied from row 6 to row 7, the cell addresses
in the formula updated from F6/B14 to F7/B15. Since B15isan
empty cell, Excel returns an error message indicating that division
by zero is not mathematically defined. It is necessary to create an
absolute cell reference for cell address B14 in the formula so it will
not change as you copy the formula. Absolute cell references
display adollar sign ($) in the cell address. For each of the sales
representatives, the sales goal of $700 is located in the same cell,
B14. Inthisexercise, you will create an absolute cell reference to
correct the problem.

1. Double-click on cell G6.
The formula opens for editing.
2. Click anywherein the cell address B14.
3. Pressthe <F4> key (the absolute key).
The cell address is updated to $B$14.
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A | B | ¢ | o | E | F | & | H
Exploding Portable Brick Rubber Total % of

| 5 [Sales Rep Birdseed Holes Walls Bands  Sales Goal Met
| B [W. Koyote 220 127 155 123] 625 =FEI$EI$1JH
| 7 [B. B. Walf 120 236 175 246 7777 #DIOI
| 8 [B. Bear X5 245 180 210 910" #DMD!
| 9 [C. Zam 250 200 195 200 845" #DIvII
| 10 [T. Devil 225 195 150 195 7EE " #DIOI

11
ETntals 1,050 1,003 a55 974 35922
| 13 [Average Sales 218.0 200.6 171.0 194.8 784.4
| 14 [Sales Goal

15

Press <Enter> to complete the edit.

Copy theto cells G7 through G10.

The correct percentages appear in the column,

Save the file Sales Contest with Goals with the changes and
leave the file open for the next exercise.

Icons

Y ou may have noticed an Information Icon appear if you clicked in
acell when the #D1V/0 error message was displayed. If you point
to the Information Icon, it will notify you that division by zerois
an error. If you click on the icon, more information will be
displayed about the error and options will be displayed for
correcting the error.

Information

Complex
Functions

b [ E | F [ &6 | H |
Brick Rubber Total " of
Walls Bands  Sales Goal Met
155 123 G5 $0.89
175 245 < vl' |
L]
180 210 = ';Imb ZI 5
195 EDD IWIde DY Lero Error
150 195 Help on this error
Show Calculation Steps, .,
855 o974 E
1710 1948 Laners Error
Edit in Formula Bar
Error Checking Options. ..
Show Formula Auditing Toolbar

Complex functions require multiple “arguments” to complete the
function. Arguments are individual pieces of information that are
required in order to process alogical calculation. In this section,
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IF Function

you will learn to create alogical |F statement and afinancial PMT
function.

When you create an =IF formula, three arguments are required.
Commas must separate each argument. The syntax (punctuation)
for an =IF statement is as follows:

Function name condition trueresults falseresults
=IF (cell >=1, “Yes’, “No")

In the following exercise, you will create an =IF formulato
determine whether a sal es representative met the established sales
goal. Inaddition to basic functions, the AutoSum button also
provides alink to More Functions. Y ou will use this feature to
create the IF formula

Thefile Sales Contest with Goals should still be open.

Click on cell H5 to activate.

Type Sales Goal Exceeded.

Format the text to word wrap in the cell and place in bold font.
Click on cell H6 to activate.

Click on the AutoSum list arrow and choose M ore
Functions...

ok~ wphE

Insert Function 2|
Search for a function:
Tvpe a brief description of what vou want to do and then [ETa] |
click Go
Or select a category: |Most Recently Used j

HYPERLIME
COLMT
&

SIM d
IF{logical_test,value_if_true,value_if_false)

Checks whether a condition is met, and returns one value if TRUE, and
anather walus iF FALSE,

Help on this Funckion QK I Cancel |

7. Select the I F function from the Insert Function list.
8. Click [OK].
The Formula Arguments dialog appears.

“% P O Box 5218 e Charlotte, NC 28299-5218 & Phone: 888.274.0004 & Fax: 877.274.0004

“& Web site: www.solutionsrus.com “% E-mail: cpi@solutionsrus.com



Section 3 — Microsoft Excel 2003 Intermediate Page 5

Function Arguments _ il |
IF
Logical_test [g6>1 ] = Farse
Value_if_true I"'-fes" :&J = "yes"
Yalue_if_false INu :u_] =

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

¥alue_if_false is the value that is returned if Logical_test is FALSE, IF omitted, FALSE is

returned.
Farmula result =
Help on this function CE I Cancel

9. InthelLogical test text box, type: G6>1
10. Inthe Value if truetext box, typeyes
11. Inthe Value if truetext box, type no
12. Click [OK].
The word No should appear in the cell.
13. Copy the formulato cells H7 through H10.
The word Yes should appear in the remaining answer cells.

B | C | D | E [ F \ G [ H
| 1| ACME Corporation
| 2 | Sales Contest
| 3 | September 19, 2000
| 4|

Sales
Exploding Portable Brick Rubber Total % of Goal

| 5 |Birdseed Holes Walls Bands  Sales Goal Met Exceeded
| 6 | 220 127 155 123 625 89% Mo
| 7 | 120 236 175 246 TiT 111% Yes
| 8 | 275 245 180 210 910 130% Yes
EN 250 200 195 200 845 121% Yes
| 10 | 225 195 150 195 765 109% Yes
1
12 1080 1003 855 974 3922 | ]
113 | 2180 2006 1710 194 8 784 4
14| % 700

14. Save thefile Sales Contest with Goals and close.
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Part One

Part Two
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Section 3
Summary Exercises

Open the practice file Division Sales.

Select the January sales.

Use the AutoCalculator to calculate the total salesfor January.
Write the total sales for January here:

Use the AutoCalculator to calculate the total salesfor February.
Write the total salesfor February here:

Use the AutoCal culator to calculate the total sales for March.
Write the total sales for March here:

Use the AutoCal culator to calculate the average sales for
January through March.

. Write the average sales for January through March here:

Close the Division Salesfile.

Open thefile Stats.

In cell A14, create aformulathat will count the number of
studentsin the A column.

Use the AutoCalculator to verify the count formula.

Save the Stats file with the formula

A new enhancement to Excel XP added more functions to the
button located on the Standard toolbar.

To change functions on the AutoCalculator, -
on the AutoCalculator button on the status bar to

display the context menu.
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3. Toview additional functions added to the AutoSum feature,

click on thelist arrow to the right of the button.
( True/ False)

4. A relative cell addressis convenient when you want cell
addresses to update when you copy or move formulas on the
worksheet but an cell addressis used when a cell
address should not change.

5. The function key makes it easy to add dollar signsto
acell addressin aformula, changing it to an absolute cell
address.

6. Complex functions require more than one range or
in order to perform the calculation or logical operation.

7. Inacomplex function, the symbol isused to
separate arguments within the parentheses.

8. An formula allows you to set up a conditional
statement which will compare two values.

9. A function will assist you in calculating the amount of
payments required to pay off a Present Value with added
interest over a set number of periodic payments.
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