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Objectives

« Create a complex formula
* Insert a function

* Type a function

« Copy and move cell entries

« Understand relative and absolute cell
references
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Objectives

* Copy formulas with relative cell
references

« Copy formulas with absolute cell
references

« Round a value with a function

Microsoft Office 2013-Illustrated



Create a Complex Formula

A complex formula is an equation
that uses more than one type of
arithmetic operator

« Example: formula that uses both
addition and multiplication

 Arithmetic operations are performed
according to the order of precedence
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" Create a Complex Formula

Complex formulas in worksheet
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1 Tour Expenses by Quarer, FY 2016

1 GQuarer 1  Quarer2 Ouarterd CQuarerd Total

4 | Australia T2 e0Tam TIOTBE 652419
5 | Brilain 351099 392148 43374 455811
i Carada 478776 437198 487021 400,05
i |France 40321 448874 457906 485392
B |Gemary G082 7T 90486  3561.12 arizs
o |india 1468 25 2810.3 266504 890,95
0 Japan 32715 355614  E24035 3764
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12 Teotal JB2463  J4460.76 43301.2  IT80.33
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' Create a Complex Formula

* QOrder of precedence in Excel
formulas

« Operations inside parentheses are
calculated first

« EXponents are calculated next

« Multiplication and division are
calculated next (from left to right)

 Addition and subtraction are calculated
next (from left to right)
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Insert a Function
f
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il

« A function is a predefined worksheet
formula that makes It easy to perform
a complex calculation

« Can be used by itself or within a
formula

* |f used alone, begins with the formula

‘
‘ prefix (=)
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Insert a Function

Expanded Function Arguments dialog box

Function in
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| Tour Expenses . FY 2016
j 1 Quarter2 Quarter
2 5978.2 807382 7107
Insert Function S A ek
button 428776 437198 4570
7 France 40321 448974 45739
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' Type a Function

* A function can be typed manually into
a cell

 You must know the name and initial

characters of the function
« Can be faster than using the Insert
Function dialog box

« EXxperienced Excel users often prefer
this method
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' Type a Function

« While manually typing a function, it is
necessary to begin with the equal
sign (=)

* Once you type an equal sign, each

letter you type activates the
AutoComplete feature
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' Type a Function

MAX function in progress

13

14 20% rise 41789.556 41352912 51961.44 44516.396
15 Average 4353.0788 4307.595 541265 4B64T7.5413
16 |Maximum  [=MAX(
17  Minimum MAK smbeer 1, [number?]
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' Copy and Move Cell Entries

* You can copy or move data within a
worksheet or between worksheets
using:

« Cut, Copy, and Paste buttons

 Fill handle in the lower-right corner of
the active cell

« Drag-and-drop feature

« Clipboard temporarily stores
Information that you copy or cut
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Copy and Move Cell Entries

« Pasting an item from the Clipboard

* Only need to specify the upper-left cell
of the range where you want to paste
the selection
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" Copy and Move Cell Entries

Copied data in Office Clipboard
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' Copy and Move Cell Entries

e Use a relative cell reference when
you want to preserve the relationship
to the formula location

 Calculations are performed based on
cell relationship

' « When a formula is copied, the cell
reference changes to preserve the
relationship of the formula to the
referenced cells

« The Excel default
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' | Understand Relative and Absolute
Cell References
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' Understand Relative and Absolute
4§ Cell References

b
) |

| ", « Use an absolute cell reference when
‘ you want to preserve the exact cell
‘

address Iin a formula

‘
o « Reference does not change even if the

L
|

formula is copied to another location

' | » Created by placing a dollar sign ($)
" before both the column letter and the
row number for the cell’'s address
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Understanding Relative and
Absolute Cell References

/

Formulas containing absolute and relative references
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' Understand Relative and Absolute
\ Cell References

« Using a mixed reference

* A mixed cell reference combines both
relative and absolute cell referencing

« Example: When you copy a formula, you
may want to change the row reference but
keep the column reference

« Created using the [F4] function key
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Copy Formulas with Relative Cell
References

 Reuse formulas you have created

« Use Copy and Paste commands or
the fill handle to copy formulas

| « Copying a formula to a new cell

' » Excel substitutes new cell references
' so that the relationship of the cells to
“ the formula remains unchanged
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Copy Formulas with Relative Cell
References

Formula pasted in a range
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1 Tour Expansas by Quarter, FY 2016

Cuarter 1 Cusrier2 Custerd Ousrierd  Tolsl
L siralia 5976 2 BV3.82 7107 68 E-!E'.-IIB'__Eﬁ-H:'IﬂJ'I

s |Betain M08 8148 43374 qm.-1| 16327 96 i
& |Camnds A28TTE 437108 4STO.21 410006 lr:m.ui] — s e D
' France 40321  44ERT4  4ETROE 4653 v
Germany S0B2TT 299488 36112 aTI2A
| il 146828 25103 266504 18094
10 MEpan 22715 J55E 14 8240 35 372169
1 USA TINEOE 684278  B24008 7018
12 Total ME3483  J480.70 423012 3718033
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' Copy Formulas with Relative Cell
“f References

 Auto Fill feature can be used for
filling cells with sequential text or
values

« Months of the year; days of the week;
or text plus a number (Quarter 1,
Quarter 2, etc.)

» Drag the fill handle to extend an
existing sequence
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' Copy Formulas with Absolute Cell
"I References

* Apply absolute cell reference before

copying a formula if you want one or
more cell references to remain

unchanged in relation to the formula
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' Copy Formulas with Absolute Cell
References

Absolute reference created in formula

e T Absolute cell
4 A N G H X \ X "
Yot G PV 8 reference in formula pastet
| 11
Ouarter 1 Quarter2 Quarter3 Querterd  Total Whati?
4 |Avstrana 50762 GOTIA2  TIOT66 642419 2668187 F4'363
Britan 351099 92148 43374 4858811 1632796 0
Canace 420776 437190 487021 410008 1733001 0
France 40321  44BDT4  45TOO06 465392 1778482 0
| Germany 277 29945 386112 7125 1536096 0
) Indle 1468 28 25103 266004 200095 953454 0
Jopen 1RTIS  ISE6 14 824038 IT2169 1878068 0
USA 719506 654276 824036 701891 28997.09 0
2 Tots 482403 3440076 433012 3710033

4 20% rise 41789556 4135212 51961.44 446183 Incor_rect valuesfmm
Aversge 43830788 4207595 541265 44754 relative referencing

6 Maximum 719506 654276 824036 7018, . :

! Mamimum 48825 25103 2sesos  2aso N Previously copied

formulas

. Quarter! Quarter2 Quarter3 Quarierd
1 30 rise 45272019 44796968 5629156 48334429

Microsoft Office 2013-Illustrated




,3
'

' |
il ]

Y

‘

T

Round a Value with a Function

« (Cells containing financial data are
often easier to read if they contain
fewer decimals

« Use the ROUND function to round
down your results
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' Round a Value with a Function

ROUND function added to an existing formula
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13
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opening parenthesis
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Summary

« Create a complex formula
* Insert a function

* Type a function

« Copy and move cell entries

« Understand relative and absolute cell
references
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Summary

* Copy formulas with relative cell
references

« Copy formulas with absolute cell
references

« Round a value with a function
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