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LESSON 1 -
USING OTHER FUNCTIONS

In this lesson, you will learn how to:

Use function arguments
Use financial functions
Use logical functions
Use date functions
Format dates

Revise formulas



Lesson 1 - Using Other Functions Excel 2002 - Lvl 2

USING FUNCTION ARGUMENTS

] Discussion

Excel functions serve as shortcuts for worksheet computations. A function is a
prewritten formula that takes one or more values, performs an operation on them, and
returns a value. Functions simplify and shorten formula creation by performing
lengthy or complex calculations with a single command.

The values that a function uses to perform a calculation are called arguments.
Arguments can consist of cell addresses, values, text, cell names, or a combination
thereof. Other functions can also be used as arguments; this is known as nesting
functions.

Functions require a set of parentheses around the function itself. More complex
functions may also require additional sets of parentheses around the arguments within
it. No matter how many sets of parentheses are included in a function, they must
always appear in pairs; if you include an opening parenthesis without a matching
closing parenthesis or vice versa, Excel cannot calculate the function and will display
an error message.

The syntax of a function is its required structure; if the syntax of a function is not
correct, Excel cannot perform the calculation. The basic function syntax requires an
equal sign (=), the function name, the opening parenthesis, the required arguments,
and the closing parenthesis.

The Insert Function dialog box provides an easy and accurate method of creating a
function containing several arguments. This dialog box allows you to browse
functions and view an explanation of each one. When you select a function, the
Function Argument dialog box opens and guides you in creating the function
arguments in their proper order.

1] Text can be used as a function argument. When text is used in
a function, it must be enclosed in quotation marks.

iy Function tooltips are provided to help you in creating
functions. A function tooltip displays the function syntax and
appears as soon as you type the equal sign, the name of the
function, and the opening parenthesis.
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USING FINANCIAL FUNCTIONS

] Discussion

Excel organizes its functions into categories. The Financial category includes a large
number of functions that can be used to create calculations such as the payment on a
loan, the interest rate on an investment or loan, the interest payment on an investment

over time, and the

future value of an annuity or investment.

Financial function arguments must be entered in the proper order. Most financial

functions include required arguments and additional optional arguments. The
definitions of some common financial functions and the syntax of their required

arguments are listed in the following table:

specified period.

annuity will be worth given a series of
payments invested at an interest rate over a

Function Syntax

PMT (Payment) calculates the payment on a =PMT (rate,nper,pv)
loan, such as a mortgage, based on a constant

interest rate payment.

FV (Future Value) calculates the value an =FV/(rate,nper,pmt)

PV (Present Value) calculates the current value | =PV/(rate,nper,pmt)
of a series of payments.

RATE calculates the interest rate of periodic =RATE(nper,pmt,pv)
payments to an annuity or loan.

Some of the common arguments required by financial functions are defined in the

following table:

Arguments

Definition

rate

The amount of interest charged yearly for a loan or
investment. The interest can be entered as a decimal or
percentage. For example, 10% can be entered as 0.1 or
10%.

nper

The number of payments it will take to repay the loan or
investment.

pv

The value an annuity is worth at the present time if a
series of future payments are made. In the case of a loan,
this would be the full amount of the loan. You should be
careful not to include a comma in the amount.

Organizational & Staff Development, U of T
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Arguments | Definition

fv The value that an annuity will be worth in the future
after the last payment has been made. You should be
careful not to include a comma in the amount.

pmt A fixed payment made each period.

The entries for rate and nper should be in consistent units. When calculating the
payment on a loan of $170,000 at 10% annual interest over 30 years, the result of the
function =PMT(10%0,30,170000) is payments of approximately $18,000 per year. To
calculate the monthly payments, divide the interest rate by 12 and multiply the
number of payment periods by 12. The result of the function
=PMT(10%/12,30*12,170000) is payments of approximately $1,500 per month.
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Creating a financial function

Procedures

1. Select the cell into which you want to enter the formula.

Click the Insert Function button Jﬁ‘ on the formula bar.

2

3. Select the Or select a category list.
4. Select Financial.
5

Select the desired function from the Select a function list box.
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Select OK.
Select the cell or type the value for the first argument.

Continue entering arguments as necessary.

© © N o

When you have finished entering arguments, select OK.

USING LOGICAL FUNCTIONS

] Discussion

Logical functions make decisions based on criteria. If the criteria evaluates to false,
one action is taken; if the criteria evaluates to true, a different action is taken. This
decision-making capability makes logical functions one of the most powerful groups
of functions in Excel.

Logical functions can be applied to many different situations. For example, if a
salesperson meets his or her quota, he or she can get a bonus in addition to his or her
regular commission. You can use a logical function to test whether or not the sales are
greater than the quota. If the sales are greater, the function adds the bonus to the
commission; if not, the bonus is not added to the commission.

The IF function returns one value if a condition is true and another value if a
condition is false. For example, you can compare the values of goods shipped to a
customer. If a shipped value is greater than a set figure, the customer receives a
discount. If a shipped value is less than a set figure, the customer does not receive a
discount.

You can also use the IF function to display text as a result of a logical test, but you
must enclose the text in the formula in quotation marks.

The syntax of an IF function is:
=IF(logical test,value if true,value if false)

The IF function arguments are described in the following table:

Organizational & Staff Development, U of T Page 5
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Component Description

logical test This component is the test condition. It can contain
cell references, text in quotes, cell names, and
numbers. You can use one or more of the following
comparison operators:

= equal to
<> not equal to
> greater than
>= greater than or equal to
< less than
<= less than or equal to
value if true The result produced if the logical test is true. It can

be a number, formula, cell reference, cell name, text
in quotes, or another function.

value if false The result produced if the logical test is false. It can
be a number, formula, cell reference, cell name, text
in quotes, or another function.

Some examples of the IF function are listed in the following table:

IF Function Result

=IF(B7>10,C7*.1,0) The function tests if the number in
cell B7 is greater than 10. If this is
true, the number in cell C7 is
multiplied by 0.1 and the result is
entered into the current cell. If it is not
true, a zero is entered into the current
cell.

=IF(B7<>10,"GOOD","NO The function tests if the number in
GOOD") cell B7 is not equal to 10. If this is
true, the text GOOD is entered into
the current cell. If the number in cell
B7 is equal to 10, the text NO GOOD
is entered into the current cell.
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Creating an IF function

M

If you want a function to display a blank cell as the result of

either the true or false argument, you can enter two quotation
marks with no intervening text (“”). For example, if you use

the function, =IF(B6>10,""GOOD",""""), no message will

display if cell B6 is not greater than 10.

Procedures

1
2. Type =if and an open parenthesis ( ().

3. Type the logical test.

4. Type acomma (, ) to separate the arguments.

5. Type the action to be taken if the logical test is true.
6. Type acomma (, ) to separate the arguments.

7. Type the action to take if the logical test is false.

8. Type a closing parentheses () ).

9

Press [Enter].

Select the cell where you want the result of the IF function to appear.

Organizational & Staff Development, U of T
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USING DATE FUNCTIONS

] Discussion

When you enter a date into a cell, Excel formats the date and stores it as the serial
number that represents that date on the calendar. Excel treats dates as numbers so that
it can perform calculations on them, such as determining how many days a bill is past
due.

You can either type a specific date into a worksheet or use a date function to enter a
date. For example, you can enter the same date by typing 2/20/99 or by entering the
function =DATE(1999,2,20). The date function is often used when the year, day, and
month information already exist in separate cells in the worksheet.

Excel also provides a date function that inserts the current date as a field that
automatically updates each time you open the workbook. Some formulas require an
updated current date to increment. For example, to calculate a person’s age, you need
two dates: the birth date and the current date. The birth date is an absolute date, since
that date cannot change. The current date, however, would have to change each day
for the formula to calculate the result correctly.

Similarly, to calculate how many days a bill is past due, you also need two dates: the
date when the bill was due and the current date. The date when the bill was due is an
absolute date, since that date does not change. The current date, however, would have
to change each day for the formula to calculate the result correctly .

The most commonly used date functions are described in the following table:

Function Description

=DATE(year,month,day) | The DATE function is used to enter a
specific date into a cell. You enter the
number of the month, day, and year as the
arguments. You can also reference cell
addresses, if one or more arguments are
stored in a cell.

=TODAY() The TODAY function displays the current
date in a date format. This function does
not use arguments. The serial number for
this function is a whole number.

=NOW() The NOW function displays the current
date and time in a date format. This
function does not use arguments. The
serial number for this function displays
the time of day as a decimal.

Page 8
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Creating a DATE function

] If you type a year between 1900 and 1929 as two digits, Excel
assumes that the date is in the 21st century. Therefore, typing
2/13/25 returns the serial number for the date 2/13/2025. You
must type all four digits to designate any years between 1900
and 1929.

] You can also calculate time of day values. Time of day values
can be formatted using the Time category on the Number
page in the Format Cells dialog box.

Procedures

Select the cell into which you want to enter the formula.

=

Click the Insert Function button fre on the formula bar.

Select the Or select a category list.
Select Date & Time.
Select the desired function from the Select a function list box.

Select OK.

N o o~ w D

Type the value or select the cell for the first argument.
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8. Continue entering arguments as necessary.

9. When you have finished entering arguments, select OK.

FORMATTING DATES

] Discussion

The default formatting used by Excel for dates, times, currency, and numbers is a
Windows function controlled by the Regional Options dialog box in Windows 2000,
or the Regional Settings Properties dialog box in Windows 95/98.

If the default short date format for your system is M/d/yy, then Excel uses this format
for dates and only displays the last two digits of the year. Therefore, even if you type
3/11/2001 into a cell or use the DATE function =DATE(2001,3,11), the cell displays
3/11/01. If you want to display all four digits of the year in a date, you can either
change the default system format or format the worksheet cell containing the date.

In addition to the short date format, there are many other preset formats available on
the Number page of the Format Cells dialog box.

E Microsoft Excel - Advfnct [_[OIx] I
EEd) Fie  Edt  Wiew Insert Formst Tools Dsts  Window  Help -& X
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Formatting a date

You can change your default system settings by opening the
Control Panel and selecting the Regional Options (Windows

2000) or Regional Settings (Windows 95/98) icon.

Page 10
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Procedures

Select the cells you want to format.

Select the Format menu.

Select the Cells command.

Select the Number tab.

Select Date from the Categories list box.

Select the desired format from the Type list box.
Select OK.

N o o &~ w D=

REVISING FORMULAS

] Discussion

You can revise a formula or function in the same manner you would edit any cell. You
can modify the cell addresses, arguments, operators, or even the name of the function
used. Formulas are often revised to create an absolute reference for one or more cell
addresses. Revising a formula is usually more efficient than creating the formula
again.

You can revise a formula in the formula bar or in the cell itself, using standard word
processing methods. When you edit a function, a tooltip appears. You can use the
tooltip to quickly select the text of the argument you want to edit.

Organizational & Staff Development, U of T Page 11
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Revising a formula

] You can also use the Insert Function button on the formula
bar to edit a function.

Procedures

Double-click the cell containing the formula you want to revise.

Click the argument you want to edit in the tooltip, or select the
formula text you want to revise.

Revise the text as desired.

When you have finished revising the formula, press [Enter].

Page 12

Organizational & Staff Development, U of T




LESSON 2 -
USING ADVANCED FUNCTIONS

In this lesson, you will learn how to:
e Use lookup functions
e Use the VLOOKUP function
e Use the HLOOKUP function
e Use the IF function
e Use nested IF functions
e Use the ISERROR function
e Use an AND condition with IF
e Use an OR condition with IF
e Use the ROUND function

e Limit the precision of numbers
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USING LOOKUP FUNCTIONS

X

Discussion

Lookup functions look up values in a lookup table and return a result based on those
values. For example, if you need to look up the amount of a health insurance
deduction based on an employee’s salary and type of coverage, you can use a lookup
function to look up the salary and the type of coverage and return the amount of the
deduction.

Before you can use a lookup function, you must create the lookup table elsewhere in
the workbook and enter the desired data. This table must be sorted in ascending order.

There are two lookup functions: vertical and horizontal. The VLOOKUP function
expects the lookup value to be in the first column. The HLOOKUP function expects
the lookup value to be in the first row. The remaining arguments in the lookup
function specify the location of the table of information and the column in which to
find the matching value.

UsSING THE VLOOKUP FUNCTION

X

Discussion

The VLOOKUP function consists of three required arguments, in the following order:
lookup value, table array, and column index number. The lookup value is the value for
which you want to find matching data and must appear in the first column of the
lookup table; it can be a value, a text string, or a cell reference. The table array is the
name or address of the lookup table. The column index number is the number of
columns Excel must count over to find the matching value.

For example, you may have a parts table consisting of three columns, with the part
numbers in column one and the prices in column three. To look up the price for a
specified part number (lookup value), you would enter a column index value of 3;
Excel would then look for the lookup value in the first column of the parts table and
return the value in the third column of the same row.

You might want to use the lookup table shown below and a column index number of 2
to look up the percent of commission to be paid to a salesperson, based on various
sales levels. For example, if the sales figure you want to look up is 6000, the
commission would be 6%; Excel finds the lookup value (6000) in the first column and
returns the value in the second column of the same row.

Page 14
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A B
1 SALES COMMISSION
2 1000 1%
3 2000 2%
4 3000 3%
5 4000 4%
6 5000 5%
7 6000 6%
8 7000 7%
9 8000 8%

The VLOOKUP function also has a optional fourth argument, range lookup, which
can be either TRUE or FALSE. If the range lookup argument is FALSE, VLOOKUP
will find only exact matches. If the range lookup argument is TRUE, or if a range
lookup argument is not entered, VLOOKUP can find approximate matches. In this
case, the lookup table must be sorted in ascending order by the first column in it;
otherwise VLOOKUP may not return the correct value.

If the range lookup argument is TRUE or omitted and the lookup value does not
appear in the first column of the lookup table, but falls between two values in it, Excel
will use the lower of the two values. If the lookup value is smaller than any value in
the first column of the lookup table, Excel returns an error message.

For example, using the lookup table shown above and a column index number of 2, if
the sales figure you look up is 5700, the commission would be 5%. Since Excel
determines that 5700 is located between the numbers 5000 and 6000, it returns the
value in the second column of the same row as the lower number.

Ed Microsoft Excel - Sales72 [_]o]x]
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7_|Athlete’s Dream BB-7865 1007'% s ]

8 [Sports Emporium | GR-DS7E 200§ §

9 [SportsWarld WE-5483 200{ § $

10 [Tennis Joint TY-9868 2[5 §

11 |Athlete's Waorld EM-3741 100) % $

12 |Sportsman's Den [ JH-OG78 300{ § 8

13 |Specialty Sports | WH-DG77 1% 8

Shipping Charg

Amount ]
Shipping Cost

§ 1200 § 1500
70 80

4_4_» W[\Orders {Bonus / Quota £ Raises / Invest /. M1 | D
Enter 1 N TV |

Creating a VLOOKUP function
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[ In order to copy a VLOOKUP function to other cells, its table
array argument must be an absolute reference. Since named
ranges are always absolute references, you can assign a name
to your lookup table and use that name in the VLOOKUP
function.

Procedures

1. Select the cell in which you want the result of the VLOOKUP
function to appear.

Type =vlookup and an open parenthesis ( ().

Select the cell containing the value you want to look up.
Type a comma (, ).

Type the name or address of the lookup table.

Type a comma (, ).

Enter the column index number.

Type the closing parenthesis () ).

© o N o o B~ w D

Press [Enter].

UsSING THE HLOOKUP FUNCTION

] Discussion

The HLOOKUP function consists of three required arguments, in the following order:
lookup value, table array, and row index number. The lookup value is the value for
which you want to find matching data and must appear in the top row of the lookup
table; it can be a value, a text string, or a cell reference. The table array is the name or
address of the lookup table. The row index number is the number of rows Excel must
count down to find the matching value.

For example, you might have a lookup table consisting of two rows, with the total
order amount in the top row and the corresponding shipping charge in the second row.
To look up the shipping charge for a specified order amount (lookup value), you
would enter a row index value of 2; Excel would then look for the lookup value in the
top row of the lookup table and return the value in the second row of the same
column.
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You might want to use the lookup table shown below and a row index number of 2 to
look up the percent of commission to be paid to a salesperson, based on various sales
levels. For example, if the sales figure you want to look up is 6000, the commission
would be 6%; Excel finds the lookup value (6000) in the top row and returns the value
in the second row of the same column.

A B C D E F G H
1000 | 2000 | 3000 | 4000 | 5000 | 6000 | 7000 | 8000
1% 2% 3% 4% 5% 6% 7% 8%

The HLOOKUP function also has a optional fourth argument, range lookup, which
can be either TRUE or FALSE. If the range lookup argument is FALSE, HLOOKUP
will find only exact matches. If the range lookup argument is TRUE, or if a range
lookup argument is not entered, HLOOKUP can find approximate matches. In this
case, the lookup table must be sorted in ascending order by its top row; otherwise
HLOOKUP may not return the correct value.

If the range lookup argument is TRUE or omitted and the lookup value does not
appear in the top row of the lookup table, but falls between two values in it, Excel
uses the lower of the two values. If the lookup value is smaller than any value in the
top row of the lookup table, Excel returns an error message.

For example, using the lookup table shown above and a row index number of 2, if the
sales figure you look up is 5700, the commission would be 5%. Since Excel
determines that 5700 is located between the numbers 5000 and 6000, it returns the
value in the second row of the same column as the lower number.

Edt Yew Insert Format Iools

Data  Window  Help

]
Type a question for help H _& X

D HdLEERY| iR -F|o-u-[@=z-8

G| ol 43 [oon -3 ]
el o s s u|==EE[s %, wa|EEn-2-a0 ]
sUM v X «J fx[=hlookup(E5 shipping,2 _I
E F G H 1 J K T ] N ] x| |
1 =
2
3
4 Cost for Part| Shippin Total Cost
5 =hlookup(ES shipping 21 § 539.90
B 12,7 HLOOKUP{lookup_value, table_array, row_index_num, [range_lookup]) |
7 £,499.00 £.499.00
8 1.999.80 1999.80
9 8,998.00 58998.00
0 333.88 339.98
1 12,598.00 12599.00
2 10,194.00 10,194.00
S| 5475 5475
]
5|
& |Shipping Charges
17 | ki § 1B00 § 2000 § 5000 $ 5000 § 12000 $ 16,000
] &0 90 100 200 300 400
9
1 [ 1 0|

B [T

L 11z

Creating an HLOOKUP function

Organizational & Staff Development, U of T
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1] In order to copy a HLOOKUP function to other cells, its table
array argument must be an absolute reference. Since named
ranges are always absolute references, you can assign a name
to your lookup table and use that name in the HLOOKUP
function.

1] You can use the Options button in the Sort dialog box to sort
a range by row.

Procedures

1. Select the cell in which you want the result of the HLOOKUP
function to appear.

Type =hlookup and an open parenthesis ( ().

Select the cell containing the value you want to look up.
Type a comma (, ).

Type the name or address of the lookup table.

Type a comma (, ).

Enter the row index number.

Type a closing parenthesis () ).

© o N o g &~ wn

Press [Enter].

USING THE |IF FUNCTION

] Discussion

Logical functions make decisions based on criteria. If the criteria evaluate to true, one
action is taken; if the criteria evaluate to false, a different action is taken.

This decision-making capability of logical functions can be applied to many different
situations. You can use a logical function to decide if a customer receives a discount
for goods ordered. If an ordered value is greater than the specified amount, the
customer receives a discount. If an ordered value is less than the specified amount, the
customer does not receive a discount.

The IF function returns one value if a condition is true and another value if a condition
is false. In the example above, if the value of the goods shipped is greater than the

Page 18
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specified amount, a true value would be returned. If the shipped value is less than the
specified amount, a false value would be returned.

You can also use the IF function to display text as a result of a logical test, but you
must enclose the text you want to display in quotation marks.

The syntax of an IF function is:

=IF(logical test,value if true,value if false)

The function arguments are described in the following table:

Component | Description

<>

logical test The test condition. It can contain cell references, text in
guotes, cell names, and numbers. The items are
compared using the following comparison operators:

equal to

not equal to

greater than

greater than or equal to
less than

less than or equal to

value if true | The desired result if the logical test is true. It can be a
number, formula, cell reference, cell name, text in
quotes, or another function.

value if false | The desired result if the logical test is false. It can be a
number, formula, cell reference, cell name, text in
quotes, or another function.

Some examples of the IF function are listed in the following table:

IF Function

Result

=IF(B7>10,C7*.1,0)

If the number in cell B7 is greater
than 10, multiply the number in cell
C7 by .1; otherwise, return the
number 0

=IF(B7<=10,C7*.1,D7*.1)

If the number in cell B7 is less than
or equal to 10, multiply the number
in cell C7 by .1; otherwise, multiply
the number in cell D7 by .1

=IF(B7<>10,"GOOD","")

If the number in cell B7 is not equal
to 10, enter the text GOOD in the
current cell; otherwise, leave the cell
blank

Organizational & Staff Development, U of T
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IF Function Result

=IF(B7="BONUS",C7+1000,C7) | If cell B7 contains the text BONUS,
add 1000 to the number in cell C7;
otherwise, enter the contents of cell
C7

B Microsoft Excel - Sales72 [_ o] ] I
S Fls Edt view Insert Format ook Data  window  Help [Typea question Forhelp -]~ & x
NewdogERY|{ibRe- & o-o-|@ =-2 3 |@ s -3
[ia qu [l rulSs==8|8 %, Wa|EEw-2-A

UM + X o B[ =if(e0x e0710% 0

A [ B [ ¢ [ D E F G H | J K L ] N

1 [Worldwide Sporting Goods B
2 [Sales Force Bonuses
3
4
5
6
7 |Rep Jan Feb Mar| Qtr1] Quota] Bonus| Total| Status| Withhold
8 [Smith, S. 15000] 16,500] 18,250] 48 750] 51,000)=if(s5>8 66710% 0] 2
3 [Brown, N. 15,000] 22,000| 16500] 55,500( 55000 [iFogcal test, [value T _true], [value_if falsel) |
10 [Wallace, F. | 10,000] 12,750] 15,000 37.750( 40,000 3775 1
11 |Adams, G. 22000) 27500) 34250) B3.780| 75,000 8375 3
12 |Stephens, J.| 14,800 21,400 40,000 76,200) 80,000 7E0[ 3
13 [Norris, H. 27 500| 40,000) B6,500) 134,000] 100,000 13400 2
14 |Totals 104,300| 140,150( 192,500 | 436,950 401,000 0|#VALUE!
15 |Averages 17,383| 23,358| 32,083 72,825 66,833| #DIV/D! [AVALUE!
16
17
18
19
20
2
22
73 ||
P
25
76 =
4 4 v M[\ Orders jBonus { Quota £ Raises J Invest J M1
Edit [ 1 "EM” 1 lﬁl

Creating an IF function

Procedures

© oo N o o~ w D

Select the cell in which you want the result of the IF function to
appear.

Type =if and an open parenthesis ( ().

Type the logical test.

Type acomma (, ).

Type the action to be taken if the logical test is true.
Type acomma (, ).

Type the action to be taken if the logical test is false.
Type the closing parentheses () ).

Press [Enter].

Page 20
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USING NESTED IF FUNCTIONS

] Discussion

You can use an IF function within another IF function to create a nested IF function.
A nested IF function allows you to test for a second condition if the first condition is
found false. For example, an IF function could test whether or not a number is equal
to 1. If false, another IF function within the first could test whether or not the number

is equ

al to 2.

The syntax of a nested IF function is:

=IF(logical test,value if true,IF(logical test,value if true,value if false))

You can create up to seven nested IF functions within an IF function.

Ed Microsoft Excel - Sales72 [0l ]

N de8|(ZRY|iBR-F|lo-o-|@ -2 5|l Bl -3

Fle Edt Wew Inset Format Tools Data  Window  Help Ty s question forhelp_[+] - & X

Hna o s ru|=E==E[s %, as|EE[-2-A
sum ~ M f[=if(iE=1 1 0%, f(i5=2 hE 8 % hE7 )
A [ 8 [ ¢ T o E F G H | ] [ L W =
1 |Worldwide Sporting Goods ]
2 |Sales Force Bonuses
3
4
5
5
7 |Re Jan Feb Mar Qtr1| Quota| Bonus Total) Status| Withhold
8 [Smith, S. 5,000| 16,500 18,250 49,750( 51,000 a 4 97! 2 =\f\B=1hﬁ*m%mﬁﬂ,hﬁ‘ﬁ%,hﬁ?%)l
| 9 [Brown, N. 5000 22000 18,500 55500) 55000 5550] 11,100] 3 [ IF{logical_test, [valus_if_true], [value_if_false])
0 |Wallace, F. 0,000] 12,750 15,000] 37,750( 40000 a 3778 1
| 11 [Adams, G. 22000) 27500 34250 B3750) 75000 8375 16.7680] 3
| 12 [Stephens, J.| 14800 21400 40000 78200 850,000 a e[ 3
| 13 [Morris, H. 27 500) 40000) BE500| 134,000]100000| 13400 26800) 2
4 |Totals 104,300/ 140,150 192,500) 436,950) 401,000] 27,325) 71,020
5 [Averages 17,383| 23,358 32,083| 72,825 66,833 4.554| 11837
B
7
g
9
20
21
2
23
24
P
b, hdl
M 4 » W[\ Orders JBonus { Quota / Raises A Invest | 2N
Enter [ I [ O I I
Creating a nested IF function
“ You must close all parentheses in a nested IF function; i.e., the
number of open parentheses must equal the number of closing
parentheses.
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Procedures

1. Select the cell in which you want the result of the nested IF function
to appear.

Type =if and an open parenthesis ( ().

Type the first logical test.

Type a comma (, ).

Type the action to be taken if the first logical test is true.
Type a comma (, ).

Type if and an open parenthesis ( ().

Type the logical test for the second IF function.

© o N o g &~ e Dn

Type a comma (, ).

[y
o

. Type the action to be taken if the logical test for the second IF
function is true.

11. Type acomma (, ).

12. Type the action to be taken if the second logical test is false.
13. Type two closing parentheses ()) ).

14. Press [Enter].

UsSING THE ISERROR FUNCTION

] Discussion

Depending upon the circumstances, a function may return an error message instead of
performing the desired calculation. For instance, a function that averages a range will
return a #DIV/0! error message if the range contains no data. The ISERROR function
is commonly used within an IF function to handle errors messages returned by a
formula.

The ISERROR function tests TRUE if any of the following error messages are
returned by a formula: #N/A, #VALUE, #REF, #DIV/0!, #NUM, #NAME?, or
#NULL. It tests FALSE if anything other than an error message is returned.

The ISERR function is similar to the ISERROR function, except that it does not
respond to the error value #N/A.

Page 22
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The syntax of these functions is as follows, where (value) is a cell reference or range
name:

ISERROR(value)
ISERR(value)

EJ Microsoft Excel - Sales72 [0l ]

EEH] Ele Edt Wew Insert Format Iools Data Window  Help [Type s questionforhel [+ & x
DeHo@ERY|[i ke - o-o-|@x-8 Al|gﬂ|mn/ J@
e o Bl uj=E==8F|% %, @3¢
UM v X J f[=illiserrorfaverage(: i 3))."no data" average(id 113
I

A [ 8 [ ¢ 1] E F G H | ] K L W T
Worldwide Spotting Goods

Actual vs. Quota

7 _[Re Qtrl| Quota Qt2|  Qu
8 _|Smith, S. 49,750] 51000] 55250 55,00
| 9 |Brown, N. 55,500] 55000] 59000 60,00
0
0
0

‘l’@_

o|o|o|o[als

O3] Quota Qtr4| Quota

0 [Wallace, F. 37.750] 40000) 41000 4200
1 |Adams, G. 83,750 75000) 86500 G650

2 |Stephens,J. | 76200] 80000 79500 &200
| 13 |Norris, H. 134,000] 100,000| 141,000] 140,000
Totals 436,950) 401,000] 462,250| 464,000 0 0 0 0
Averages 72,825 66,833) 77,042 77333|=ifliserror(average(f8:f13)),"no data",average(fd:f13)

| 1FtIngical_test, [value_if_rrus], [value_if_false]) |

26 =
14 4 v [\ Orders £ Bonus },Quota { Raises £ Invest / IRl T D1

Edit [ N 70

Using the ISERROR function

L] If you are unsure of the contents of one or more cells on which
the calculations are being made, you can use the ISERROR
function because it provides a result regardless of the error
condition.

Procedures

1. Select the cell in which you want the result of the IF function to
appear.

Type =if and an open parenthesis ( ().

Type the ISERROR function as the logical test.

Type a comma (, ).

Type the action to be taken if the ISERROR function is true.

Type a comma (, ).

N o g~ w Db

Type the action to be taken if the ISERROR function is false.
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8. Type the closing parenthesis () ).
9. Press [Enter].

USING AN AND CONDITION WITH IF

] Discussion

You can use AND conditions to test multiple criteria in IF functions. For example,
you may want to give a salesperson a $500 bonus if he or she produces $10,000 in
sales and has at least five years experience. This example represents an AND
condition. When used in an IF function, an AND condition returns a TRUE value if
both arguments are true and a FALSE value if either argument is false.

The syntax of an AND condition is:

=IF(AND(logical testl,logical test2),value if true,value if false)

licrosoft Excel - Sales72 [_IC]x]
File Edt Vew Insert Format  Tooks Data  Window  Help [Type a questionforhelp [-]- & x
CwHEGERY|LRR-F oo @ -5 |@B0 -F
HEE] o e o EEEE|S %, BAEEE-2-A
UM ~ X fe[=iffand(bB>0,c81),"Ves", No” g‘
A 8 [ © ] E F 5 H J W C T~ |
1 [Worldwide Sporting Goods B
2 [Sales Force Raises
3
Fl
5
& Quali?fnr:
7 _|Re Bonus| Status Raise? | Award?
8 [Smith, S. §0.00] =iffand(b8>0 cB>1),"Yes","No'|
| 9 |Brown, N. $5.550.00 | [1Fliogical_test, [value i true], [value i false]) |
0 [Wallace, F. $0.00 1
[ 11 |Adams, G. $5.375.00 3
| 12 |Stephens, J. $0.00 3
[ 13 [Norris, H. §13,400.00 2
F
5
B
7
3
]
20
21
22
73
24
2%
26 k2
144 » [\ Orders {Bonus £ Quota jRaises  Invest M= [
Enter [T B T

Creating an AND condition in an IF function

Procedures

1. Select the cell in which you want the result of the IF function to
appear.

2. Type =if and an open parenthesis ( ().
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Type the AND condition.

Type acomma (, ).

Type the action to be taken if both conditions are true.

Type the action to be taken if either condition is false.

Type a closing parenthesis () ).

3
4
5
6. Typeacommal(,).
7
8
9

Press [Enter].

USING AN OR CONDITION WITH IF

] Discussion

You can use OR conditions to test multiple criteria in IF functions. For example, you
may want to give a salesperson a $500 bonus if he or she produces $10,000 in sales or
if he or she has at least five years experience. This example represents an OR
condition. When used in an IF function, the OR condition returns a TRUE value if
either argument is true and a FALSE value if both arguments are false.

The syntax of an OR condition is:

=IF(OR(logical testl,logical test2),value if true,value if false)

[Ercosstbeel Salss ——————___________m=H||
H File Edit Wiew Insert Format  Tooks Data  Window  Help Type aquestionforhelp [+ - & x
N Hog(ERY|(ibR-F|o-o- @ -85 |lswe 7.

[arid Ju -|mrul= H|s %, BA|EE|p-A-A

i v X J F[=iffor(bE>10000 c8=3), Yes" "No"
A B [ ¢ D E F G H J K L W

1 [Worldwide Sporting Goods B
2 [Sales Force Raises

3

4

5

5} Qualify for:

7 _[Rep Bonus|  Status| Raise?| Award?

8 |Smith, S. $0.00 =if{or(sB>10000,c6=3) " Yes", No”

9 [Brown, N. $5,550.00 g [TF{logical_test, [value_if_true], [value_if_false]} |

10 [wallace, F. $0.00 1 Mo

11 |Adams, G. $5,375.00 3 Yes

12 |Stey J. $0.00 3 Mo

13 |Norris, H. §13,400.00 2 Yes

14

15

16

17

18

19

20

2

2

73

24

2%

2 k2
W 4 » H[\ Orders £ Borus f Quota jRaises { Invest =T | 0
Enter 1 L L _Jwml LT 14|

Creating an OR condition in an IF function
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Procedures

1. Select the cell in which you want the result of the IF function to
appear.

Type =if and an open parenthesis ( ().

Type the OR condition.

Type a comma (, ).

Type the action to be taken if either of the conditions is true.
Type a comma (, ).

Type the action to be taken if both conditions are false.

Type the closing parenthesis () ).

© o N o g &~ wDh

Press [Enter].

USING THE ROUND FUNCTION

] Discussion

When you enter a number into an Excel worksheet, Excel can store it with up to 15
digits. Although you can format numbers so that Excel rounds off extra decimal
places, Excel uses all decimal places in calculations. This feature can lead to some
calculations appearing incorrect.

Rounding a number is different than formatting a number. When you round a number
to a certain number of decimal places, the extra decimal places are removed and all
calculations are performed using the rounded value.

The ROUND function includes the following two arguments:

ROUND (nhumber,number of digits)
The number argument can be a value or a cell address. The number of digits argument
determines the precision of the rounded number. A positive number of digits argument
returns an equal number of decimal places. If the number of digits argument is O,
Excel rounds to the next whole number. A negative number of digits argument rounds
exponentially to the next ten, hundred, thousand, etc.

Some examples of the ROUND function are listed in the following table:

Page 26
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ROUND function Cell displays

=ROUND(4567.4567,1) | 4567.5 (one decimal place)

=ROUND(4567.4567,2) | 4567.46 (two decimal places)

=ROUND(4567.4567,0) | 4567 (no decimal places)

=ROUND(4567.4567,-1) | 4570 (rounds to the nearest ten)

=ROUND(B7,2) The value in cell B7 rounded to two decimal
places
=ROUND(B7*.1,2) The result of the number in cell B7 times .1,

rounded to two decimal places

il Edit Wew Insert Format Took Data  Window Help Type aquestionforhelp |»| 2 & X

le
wHOB(GRY|sRR-F o -o-[@ -8 3 Mpoe @ !

Ju B rul=E==E8%, BaleE| A

SuM > X A[=round(d7 4
A | B | =
Worldwide Sporting Goods
Employee Investment Plan

=

E F G H | J

[=}

D

wvestment Investment
Rep Using Rounded Rate
Smith, §.

8 Brown, N.
19 | Wallace, F.
10 Adams, G.

Steph J

[
ooooooo

[F] Norris, H.

IIED I 0|
[ L L _Jwml LT 1.4

Creating a ROUND function -

Procedures

1. Select the cell in which you want the result of the ROUND function
to appear.

2. Type =round and an open parenthesis ( ().

3. Type the value, formula, cell address, or function you want to round,
followed by a comma.

4. Type the desired number of decimal places.

5. Type the closing parenthesis () ).
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6. Press [Enter].

LIMITING THE PRECISION OF NUMBERS

] Discussion

In order to calculate a worksheet using the numbers as they are displayed, you can
limit the precision of formatted numbers. Limiting the precision changes the actual
values in the worksheet to their formatted versions. For example, if a cell containing
an actual value of 123.4567 is formatted with no decimal places, only 123 will
display. In a calculation, however, Excel will still use 123.4567 (the entire number,
including all decimal places). If you limit the precision of the cell to the formatted
value, Excel will use only the formatted value (123) in calculations and will actually
remove all decimal places in the stored number.

HE

Options

l Colar

I International I

Save I Error Checking I Speling I Security

Wi Calculation | Edit

I General I Transition I Cuskorn Lists I Chart

Calculation

® Aukarnatic
€ Aukomatic except tables

O Manual
Recalculate before save

Calc Mow {F2)
Calc sheet

D Ikeration

Mazximum iter ations:

Maximurn change:

‘Workboaok options
Update remote references

[

[[] 1904 date system

Save external link values

Accept labels in Formulas

| ok I | Cancel

Limiting the precision of numbers

Be careful when limiting the precision of numbers because
you cannot undo it. You can, however, restore your original
numbers if you immediately exit the worksheet without saving
the changes.
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Procedures

1
2
3
4.
5
6

Select the Tools menu.
Select the Options command.

Select the Calculation tab.

Select the Precision as displayed option.

Select OK.
Select OK.

Lesson 2 - Using Advanced Functions
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