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MS Excel: Advanced Functions
Lesson Notes
Author: Pamela Schmidt

Round Function

=ROUND(cell,number of digits to round)
i.e. cell D2 = 45.256

=round(d2,1) would return 45.3

=round(d2,2) would return 45.26

=round(d2,-1) would return 50

=round(d2,-2) would return 0

Using the format of a number to round only changes it for display and printing it does not
change it for calculations.

A A A ]
1 100 1 | %100.00 1 | §100.00
(2 | 0123455 (2 | 0123455 2 12%
3 [=+a1ma2 | 35 1235 3% 1235
To round a number for calculations, use the round function.
A B A |
1 1§ 100.00 1 | % 100.00
2 12%] 2 12%
3 |=ATTROUND AL 2Y 3 |5 12.00

1 MS Excel: Level 2
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Payment Function

=PMT ((interest rate,total number of payments,principal,future value,type)

Type is a 0 or 1 indicting when the payment is due.
0 or omitted = At the end of the period
1 = At the beginning of the period

Future value and type are optional arguments.

Note: be sure interest for year is divided by 12
Note: PMT function should be preceded by a minus to display a positive number.

A | B I D | E
_ 1 |Martgage Loan Analysis Fayments
_2 |Down Payment |=-F'MTEEESI12,EM,EIEJ|
_ 3 |Interest Rate 5.50% T
.4 |Term (months) 360
.8 |Loan Amount $80,000.00

Countif Function

The countif function will count how many cells within a range meet the criteria or test.

COUNTIF(range,criteria)
Range = range to check
Criteria = test

A | e | c | D | E | F |6 | H |
3 |Salesman Date type value Salesman Mumber of cars
A liim 71799 merc 15100 lim =|=COUNTIF[M:A’I?,F42||
& |larry 71799 ford 28000 Larry 2
B |debhie 711/99 chev 18250 Debhie ]
7 iim /88 merc 7150 BEaoh a
8 Jim 743599 merc 15750
8 larry /385 honda 12500
10 |debbie 73599 merc 16300
11 |debbie 71599 honda 15950
12 |debbie 716/599 fard 13750
13 |bab 76599 chev 14700
14 fjim 719/99 chev 11350
15 |debhie 710/49 honda 20500
1B |bab 7089 satum 12740
A7 |bob F111,/99 ford 21000
1
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If Function

A simple If function will allow a cell to change depending on a conditional test.

=IF(test, what to do if it is true, what to do if it is false)
R G [ H [ |

Oty on Order Turnover
Hand | Information  Priority

I

2| 18|=IF(F2<0,"customer back order”,")  Put quotes around any text to be displayed.
3 24 mediurm

3 10 mediurm

3 4 high

2 1] rediurm

3 10 high

1 24 high

3 -5 customer back mediom

2 2 high

In the example

test if the quantity on hand in column F is
less than zero

if true (quantity on hand in column F is | display the statement “customer back
greater than zero) then: order”

if false (quantity on hand in column F is | displays nothing.
equal to, or greater than zero) then:
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Embedded If Function

An embedded If function will allow a cell to change depending on multiple conditional tests.

=IF(test, what to do if it is true, IF(test, what to do if it is true, what to do if it is false))

F ¢ | H 0 | J | K
Qty on Order Turnover Order
1 Hand Information = Priority Level
2 18=|:IF(F2=iD,"cu5tomer baclk order“,IF(F_Ei:IE,“IeveI | 1)
3 24 medium 8
4 10 medium 5
3] 4 level low high 4
5] 0 level low medium 5
7 10 high 4
8 24 high 4
9 -5 customer back medium 5
10 2 level low high 4

In the example

test if the quantity on hand in column F is
less than zero
if true (quantity on hand in column F is | display the statement “customer back
greater than zero) then: order”
if false (quantity on hand in column Fis || test if the quantity on
equal to, or greater than zero) then: hand in column F
is less than or
equal to column |
if true display the
statement “level
low”
if false displays nothing
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IS functions test the value of a cell.

Function
ISBLANK((value)
ISERR(value)

ISERROR(value)

ISLOGICAL (value)
ISNA(value)

ISNONTEXT(value)

ISNUMBER(value)
ISREF(value)
ISTEXT(value)

ISERROR

Returns TRUE if
Value refers to an empty cell.
Value refers to any error value except #N/A.

Value refers to any error value (#N/A, #VALUE!, #REF!, #DIV/0!, #NUM!,
#NAME?, or #NULL!).

Value refers to a logical value.
Value refers to the #N/A (value not available) error value.

Value refers to any item that is not text. (Note that this function returns TRUE
if value refers to a blank cell.)

Value refers to a number.
Value refers to a reference.
Value refers to text.

Errors can occur in a cell for several reasons, such as a division by zero. The ISERROR
function tests for an error. The ISERROR function can be used in conjunction with the IF

function.
A ¢ o |
Mumber of|  Awerage
Monthly Dales Dale per
1 honth Sales Feople | Salesperson
2 |January $32.540.00 g F 405750
3 |Febroary | §26,000.00 9 § 2555.89
4 [March ] J=+Baic4 |
5 |April #OMA0I
B |May #OMA0I
7 |June #OMA0I
A B L c | D | E | F
Murnber of|  Awverage
Muaonthly Dales Sale per
1 Month Dales Feople |Salesperson
2 |January §32,540.00 g8/ § 405780
3 |Febroary | §26,000.00 89 § 20855.89
4 |March | J] =|=IF[ISERROR[EMID1],D,EMICflj
6 | April ] -
B |hay ]
7 |June ]
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Lookup

The Lookup Function can be used to pull information from one worksheet into another
worksheet. i.e. a user could enter a part number on one sheet and it would pull the
description and cost from another sheet.

There are two types of Lookup Functions: vector and array.

Select Arguments EE

LSokUP
This function has multiple argurent lists, Please select one of them.

Arguments:

Tl alle, IoOUD, vackor TSt wackpy
lookup_walue, array

=
@l (a4 I Cancel |

LOOKUP(lookup_value,lookup_vector,result_vector)
Lookup value = cell on first sheet to be looked upon the second sheet.

Lookup vector = range of cells on second sheet in which the function should look for the cell
referenced on the first sheet. (Note: the lookup numbers must be in alphabetical order.)

Result vector = range of cells on second sheet that holds the information to be pulled into
the first sheet.

Note: if the formula is to be copied, be sure to use absolute referencing where needed.

6

A B | ¢ | b | E | F | 6 | t
1 Pet Store Invoice
2
3
4 |ltem Description Clty Cost Total Due
5 JcB5 J=LOOKUP{AS, Pet Food Pricing154%2:5A4%10,Pet Food Pricing 15852 $8%10)
B [r39 Rabhit Food 2 1] A [ B [ C
7 |cB7 Cat Food 0.5 0
g |day Dog Food 20 0 Cost per
49'_‘ 2 ACa} F':":"jB — 5| — |D : 1| Part# Description = Pound
a1 Pet Store Invoice 2 |c25 Corn 0.3z
= 3 oAb Cat Food 0.75
them EJescri ti \ Oty Cog o ue - : 4 d87 Dng Faood 085
g_rcsﬁg ;ZE}S{KFU (A5, Pt Food F'récmetDFood F‘rlcm £ |me Finch Food 015
e gs;'?;dd e 0 B |gao Guiney Pig Food 052
9l Cat Fooe 5 p B c ] 7 i35 Parakeet Seed 0.1
. 4 ;p’_ Cost per 8 [g8 Sunflower Seeds 012
L Dedydeon  Pound, g |r39 Rabbit Food 0.48
| 3 cd8 Cat Food 0.75 10 | =18 WWild Bird Seed 0.08
| 4 [d57 Dog Food 0.85
| & |5 Finch Faad 014
| B 1932 Guiney Fig Food 052
| 7 [i36 Parakeet Seed 0.1
| 8 |98 Sunflower Seeds 012
| 9 (39 Rabbit Food 0.48
10]s18 Wild Bird Seed 0.06
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LOOKUP(lookup_value,array)
Lookup value = cell on first sheet to be looked upon the second sheet.

Array = range of cells holding both the value being looked up and the cells to be pulled.
(Note: it defaults to looking at the first column or row and pulling from the last column or row.
The lookup numbers must be in alphabetical order.)

Note: if the formula is to be copied, be sure to use absolute referencing where needed.

A | B8 | ¢ b | E | F | G |

1 Pet Store Invoice

2]

3 |

L4 |ltem Description Clty Cost Tatal Due

5 | 39 Guiney Pig Food 5|:LCIOKLJF'[A5,'F'et Food Pricing15A%2: $C510)|

B [c25 Com 2 032 064

L7 |gHa sunflower Seeds 0.5 012 0.0k

.8 |da? Dog Food 20 0.55 11

.9 |cb Cat Food 5 0.75 3.75

10

man b 18.05

A E e |
Cost per

1| Part# Description Pound F
2 |cBh Com 0.32
.3 |cBk Cat Food 0.75
(4 jdE? Dog Foaod 0.55
5 |35 Finch Food 0.15
B gad Guiney Fig Food 0.52
A je Parakeet Seed 0.1
.8 |98 Sunflower Seeds 0.12
9 |39 Rabbit Food 0.43
0 |s18 YWild Bird Seed 0.06
11
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Time
TIME(hour,minute,second)
The Time Function converts separate hours, minutes, and seconds given as numbers to an

actual time
A B C
Time Description Amount
10:35:00 AM Hours 2
10:35:00 AM Minutes 10
10:35:00 AM Seconds 30
Formula Description (Result)

=A2+TIME(C2,0,0) Add 2 hours to the time above (12:35:00 PM)
=A3+TIME(0,C3,0) Add 10 minutes to the time above (10:45:00 AM)
=A4+TIME(0,0,C4) Add 30 seconds to the time above (10:35:30 AM)

Weekday

WEEKDAY((serial_number,return_type)
The Weekday function returns a number to correspond to the day of the week for a specific

date.
| ¢ [p] E | F | G (N < N A I Y
Marital Day of
+DOB Sex Status | City Occupation Salary the week
B/2/5]F  Married  Morfolk Sales $ 5E,000.00 :WEEKD%T(CEJH
8/31453 M Married  “irginia Beach | Sales § 42.000.00 2
FBA4F Single  |[Chesapeake  Sales $ 15,000.00 2
75488 M Married | Suffolk Sales $ 35,4500.00 2
9mi2 F Married Fortsmouth oales 2860000 3
=WEEKDAY (serial number,return type)
Serial Number cell with date to evaluate
return type 1 | Sunday =1, Monday = 2, etc.

2 Monday = 1, Tuesday = 2, etc.

3 Sunday = 0, Monday = 1, etc.
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Conditional Formatting - Formulas

Conditional Formatting is used to change the format of a cell based on a criteria.

Format Tools Daka Window E

Select cell(s) for Conditional Formatting. Cells... Chrl+1
B 3
.. . Colurmn »
From the menu choose Format, Conditional Formatting. oot .
nee
AutoFormat. ..

onditional Formatting. ..

Skyle. ..

In the dialog box that appears, use the drop down box to choose “Formula Is”.

Conditional Formatting BE
ondition 1
Formula Is I :H

o == Mo Format Set Format. .. |
Add = | Delete. .. | oK I Cancel |

Key in the desired formula.

| ¢ |D]| E | F | G | H | g
Marital Day of
2 DOB Sex Status | City Occupation Salary the week
13.-"I2.-’4€I'_F Married | Morfolk Sales $ 56,000.00 1
8531453 M hdarriard  Nirninia Bearh (Salas T A2 nnn nn 2
EiEEM| Conditional Formatting EHE
?;Lgﬁg : —Condition 1
1= = =3
omieli IFu:urmula Is = |=wEEKDAY(CS,1)=1 Ry
1/26/68 |1 | Preview of Farmak ko use |
[ when condition is true:; AaBbC CYYZE L 500
41475
9273 | ‘Cl:ll'lljitil:ll'lz
7731 | RN - | |=weEKDAN(CS, 1)=7 i
2B 2 | :
Preview of Format to use
1141588 || when condition is brue: M
I
2283
| gl add == | Delete, .. | (]4 I Zancel |
1iRR2 1

When the condition is met, the formatting will change.
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Notes/Comments
Insert Format Toc
Rows
Colurmns
Worksheet
Page Break
To add a comment to a cell, from the menu choose Insert, MName b
Comment. c
H Comment
o
A box will appear allowing the entry of text. A small triangle "'”5”.5’5 mee A
will appear in the upper right corner of the cell. $50 000 DD"J ramE'a Schmide:

Type in any notes or comments pertaining to the cell. The
comment might be an explanation of a formula, or directions
for the user.

ciple it
="t naalna g e

Options EHE2
Note: the default |nf0rmat|on Transition | Custom Lisks | Chart I I
in the comment box is Vg I Calculation I Edit ;
pulled from the user name Settings
on the genera| tab in the [ R1C1 reference style [~ Prompt For workbook properties
OptionS d|a|og box. ™ Ignore other applications ™ Provide feedback with sound
[~ Zoom on rall with InteliMouse
¥ Recently used file list: |9 5‘ entries Web Optians, .. |
Sheets in new workbook: |1 5‘
Standard Fonk: |F'.rial ﬂ Size: |12 ﬂ
Defaulk File location: Ie:'l,dncument
alkernate startup file location: |
User name: IPameIa Schnidk
(0]4 I Cancel

10
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Deleting or Changing a Comment

[ )

To delete the comment, right click on the cell with the L %80 0000y
comment, and choose delete comment from the pop up ut
menu. Copy

Principle & paste
580 000.0 Paste Special. ..
79 59606
799209 et

9 881.0 Delete. ..
798407 Clear Contents

To change the comment, right click on the cell with the

comment, and choose edit comment from the pop up menu.

or turn on the Reviewing Toolbar and choose the Edit
Comment tool

I
I
I
I
I
I
I
I
I 795763 Show Comment
I
:
!
!

60 = 79,8001
Pamela Schmidk: . _

soponony | o 79750, BB Edt Commen
| 797179 E Delete Cormrment

I:IrInE,IEIHEHHH - I:IFM HHHHH i L ;g ggg? Format Cells. ..
2G 54  FickFromlList...

The comment box will open up to allow changes. 79 5066 W&, Hyperlink. .
o I
SED‘K’I’LI-"amEIa Schmidt:
$i80,000.00

Frinciple
a7 Mt

Reviewing Toolbar ‘

The reviewing toolbar has several

comment tools wl s R e e

Edit Comment

Previous Comment

B2
*a
EH Next Comment
A
T
3

Show/Hide Comment toggle
Show/Hide All Comments toggle

Delete Comment

11
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Goal Seek

Goal Seek allows the user to dictate an answer to a formula. This works by allowing the
system to change a cell containing a constant used in the formula.

|I|:u:|ls Dakta Window Help

RE .
To use Goal Seek, click on a formula, then from the menu choose !‘f Speling... i
Tools, Goal Seek. | AuteCorrect..
| Share Workbook.. .
Track Changes 3

Merge Workboaks. ..

Proteckion 3

COpline Collaboration  #

A dialog box will appear. i

A | B ¢ o | E | °F

1 |Mortgage Loan Analysis Payments

2 |Down Payment [ s55957 _l

|3 |Interest Rate 7.80%

4 [Term (months) 30 [TYIEIYR K|

5 |Loan Amount : H50 000.00 3

= et cell: |D2 :ﬁ_]

» To value: ISIIIIII

i Frinciple PAYIT e Chanai I =

B Mach23.2001  se0ponnn ges T oeranacel s B4

5 April 22,2001 7994083 | BA5

= : ok | cancel

10 May 22, 2001 7988083 $55 ancel_|
Set cell Enter the cell address of the containing the formula.
To value Enter the value to which the answer should be set.
By changing cell Enter the cell address of the constant that the system is

allowed to change.

After choosing the OK button, the system will

calculate the changes. If the goal can be Goal Seek Status E-
achieved, a dialog box will pop up indicating that g, seeking with cell bz

the solution was found. Found a salution,

Cancel |
Current walue:  $500.00 Step |
Pause |

Target value: 500

12



