Excel 2007

Advanced Functions




In this lesson you will learn how to:

Complete Advanced Functions

Concatenate Function

Sum If Function

Vlookup & Hlookup Functions
If Function




Print out this lesson so that you can work alongside of it,
practising the techniques as we work through the lesson.

Open a new Worksheet, type in the following table.

hﬂ Functions

Y B C ] E F (€]

1 Bakers Dozen

2 ITEM Cassey's Tom's CATERIMG IMTERMET PR RESTALRAMT
3 M 2368 1566 24566 2588 235 12555
4 Ma 1245 1545 27854 1566 733 7321
5 Pr 2545 1542 34558 1254 a3 95646
£ 5p 1254 1575 31244 2541 593 15454
_

We need a Table in order for us to complete our functions.
The first function we are going to use is the Concatenate Function.

Concatenate Function

Let’s say we want to have three of our column data in one column
at the end of our table. This would give us a quick reference.

Or we might want to delete 3 columns and replace one column
with the data from all three.

First we place the cursor where we want the new text to be
placed.

Press the Formula Tab, click on Text then on Concatenate. Then
enter the cell references separated by a _ to distinguish from one
cell to another. The first cell we would enter is the ITEM cell which
is A2 this is too be placed in the first text box of the box that
opens up. In the second text area, we would place _ in the third
B2, in the fourth _and in the fifth C2. Excel 2007 then shows us in
text what the completed function will look like. That is the result
what we want so we click on OK.




Bakers Dozen

TEM Caszsey's Tom's CATERIMG IMTERMET PR RESTAURAMNT | "NC2)
i 2368 1566 24566 2588 235 12555
Aa 1245 1545 27354 1566 7aa 21
T 2546 1542 34558 1254 ga8 95646
1] 1254 1575 31244 2541 5398 15454
anction Arguments Iiléj |
CONCATEMATE
Textl Az = "ITEM" -
Textz | " Rl = "
Texts |B2 FRz| = "Cassey's"
Texts |" " | = "
Texts | Cz] | = "Tom's" -

[= "ITEM_Cassey's_Tom's" ]

loins several bext strings into one kext string,

Text5: bextl textZ, ... are 1 to 255 text strings to be joined into a single text string
and can be text strings, numbers, or single-cell references.

sormula result = ITEM_Cassey's_Tom's

{elp on this Function [ (04 ][ Cancel l l

Once you have completed the function, you will see the results on
your worksheet, click and drag to copy the function down the
column.

£ H J K
RESTAURAMNT ITEM_Cassey's_Tom's
33 14555 Wi_2368_ 1566
el 7921 Ma_1245 1545
38 95646 Fr_2546_1542
8 15454 Sp_1254 1575
=

it

We can now select the row, click on copy, go to the place where
we want the new information A2 and click Paste Special, then
Values.




ITER_Cassey's_Tom's

Fis B

c

Bakers Dozen

Wi_2368_1566 24566

Ma_1245_1545 27854

Pr_2546_1542 34558

Sp_1254 1575 31244
SUM IF

CATERIMNGIMTERMET PR

2588
1566
1234
2541

RESTAURANT

235
788
aas
598

12553

7921
95646
15454

On this table |
have copied and
pasted 3
columns into
one.

Insert the following table and enter the data. What we are going
to do with this table is find the total amounts of what’s been sold.

L s TS [ I T S T S T ]

el
Wk = =

B

Item Quantity

Laptop
PCWorkstation
Cffice 2007
Morton Antivirus
Ream PCPaper
Laptop

Office Student
Office 2007
Ream PCPaper
DL Envelopes 100
DLEnvelopes 100
PCWorkstation

i
1=

4
2
-
4

15
-

10

5

Cost

£439.99
£5339.99
£355.00
£38.00
£11.00
£439.99
£33.50
£359.00
£11.00
£15.00
£15.00
£599.99

B]

Total

But if we had a very large workbook, we would find it takes ages
to count the number of Laptops, say. So we are going to do a
function to give us the information.

.99
.93
.00
.00
.00
.99

Total

F

Laptop I !

PCWorkstation
Office 2007
Rearn PCPaper

Type in the data
in column E

Place your cursor where you want the new data to go.




Place it in cell F2 until it is surrounded by a black box. As shown
previously.

Go to the Functions area, in the Formulas Tab, click on the maths
& trig option. From the fly-out choose SUM IF

|i9 Math & Trig ~ c 2, B C D E F G
g .
BADLANS alb, 1 |Item Quantity  Cost Total
O L 2 Laptop 4 £433,39 Laptop |E\2:513) ‘|
3 | PCwWorkstation 2 £593.99 PCWorkstation
RANDBETWEEN = 4 Office 2007 7 £359.00 Office 2007
ROMAN ~ 5 Nortonantivirus 4 £58.00 Ream PC Paper
ROUND & Ream PCPaper 15 £11.00
ROUND DO L 7 |Laptop 7 £499.99
g | Office Student 9 £93,50
ROUMDUP -
L 9 Office 2007 3 £3559.00
SERIESSUR
10 |Rean eynction Arguments @I&J
S 11 DLE
s 12 DLEq | UM .
ST 13 pC Range AZ:Al13 @ = {"Laptop";"PC Workstation";"Office 2(
SQRT 14 Criteria |"Laptop” IEI = "Laptop"
15 Sum_range |E2:B13| €] = #z7uis7meas1053)
SQRTFI
16 —
SUBTOTAL = 17 Adds the cells specified by a given condition or criteria.
SUM 18 . .
Sum_range are the actual cells to sum, IF omitted, the cells in range
SUMIF 13 are used.
20
SUMIFS o

From the dialogue box that opens up we enter the data. In the
Range Box, we must enter the range of cells where we want to get
our data from. A2:A13 In the Criteria we tell Excel what to find
when doing the sum. In the Sum Range we give Excel the cells
where it can sum up. B2:B13.

When we copy the cell down, it gives the wrong answer, we must
remember to format the new cell with the correct information.

In the formula bar we must
=SUMIF(AZ:A14,"PC Wurkstatiun’“JE.a:E.ldj change Laptop to PC
| SUMIF{range, criteria, [surn_range]) | Workstation. Do not
remove the Quotation
marks. We will then get

- " > _ © the right answer. Complete
Cost Total the function for each of the
£453.53 Laptop 11 criteria’s. Copy the
£599,99 PCWorkstation |:stati|:|n“,_a‘ function down and
£335.00 Office 2007 remember to place the
£38.00 Ream PC Paper cursor in the new cell.




Laptop 11

PCWWarkstation [ 5
Office 2007 i 10
Ream PCPaper I 20

There we have it, the total amounts sold of each item.
Look Ups

These types of functions are very powerful functions in Excel
2007.

£, B c O E
1 Item No Item Description Quantity Cost Total
2 1 Laptop 4 £453,99 193996
3 2 PCWorkstation 2 £559,99  1193.98 Here we have our
a 3 Office 2007 7 £359.00 2513.00 table again and I've
9 4 Morton Antivirus 4 £58.00 232,00 completed the totals
E 2 Ream PCPaper 15 £11.00 1e5.00 by adding a formula
7 &|Laptop 7| £493.93] 343333 for the first total and
g 7 Dffice Student 9 £99.50 895,50 copying down. I've
a 8 Office 2007 3 £359.00 1077.00

also inserted an Item

10 9 Ream PC Paper 3 £11.00 55.00 No column. Fill in the
11 10 DL Envelopes 100 10 £15.00 150.00 missing data in your
12 11 DL Envelopes 100 ] £15.00 75.00 table

13 12 PCworkstation 3 £599.93 179997

Choose VLOOKUP from the fly out in the Lookup and Reference
category in the formulas tab. VLOOKUP is the easiest type of
Lookup function. It looks up information in columns. A HLOOKUP
function would find the information on a row, so in a work
situation it would depend on how the tables are set out as to what
kind of Look up you would use.

In this exercise we are going to find data based on the item
number to find out the cost of the item. The VLOOKUP function
searches in the first column for the data. If we had a large amount
of data this function would cut down the work.




Function Arguments |i|£_h,|

WLOOKLUP

Lookup_value | =
Table_array ﬁ =
Col_index_num ﬁ =
Range_lookup ﬁ =

ooks for & value in the leftmost column of a table, and then returns & value in the same row From a column you specify.
v defadlt, the table must be sorted in an ascending order,

Lookup_walue is the value to be found in the first column of the table, and can be a value, a
reference, or a kext string.

Formula result =

Help on this Funckion [ o4 ]| Cancel |

Here we have the function box, if you read the text on this box,
you will get an idea of what the VLOOKUP function does. We need
to enter in 4 references for the function. The first text box is the

lookup_value and will be looking at the data in the first column of
our table for our result.

Enter in F7 as that is the cell we want the value in.

D E F G H
st Total

439,99 199995

599,99 119998

359,00 2513.00

£58.00  232.00

£11.00 165,00 ltern Mo Cost
'499,99  3499.93| |

£99,50 895,50

359,00 1077.00

£11.00 55,00

£15.00 150,00

The Table_array is the whole table, Enter in A2:E13 we do not
need to include the headings.

The next box is Col_index_num in this box we would enter in the
cost of each item which is in Column 4, notice we enter in the
number of the column and not the cell reference, we find the




number by simply counting the columns until we come to the right
one.

The final box asks for the Range_lookup, because we want an
exact match we will enter FALSE.

Our arguments box now looks like this. Click on OK.

.
‘unction Arguments [P [t
YLOOKLP

Lookup_walue F7 % =0

Table_array | Az:E13 Fe| = {1,"Laptop’,4,493.99,1999.96,;2,"PC W

Col_index_num 4 = 4

o) &

Range_lookup | false = FALSE

Looks For & value in the leftmost column of a table, and then returns & walue in the same row from a column vou specify,
By default, the table must be sorted in an ascending order,

(] E F 3 H
15t Total
£45959.99  1999.96
£599,99  1199.,98
£355.00  2513.00
£58.00 232.00

£11.00  165.00 ltem Mo Cost
£499,99  3499,93 & I B8, _I

£33.50 895.50
£332.00 107700
£11.00 23,00

~1E An Ach AN

The Table above now looks as if we have entered in the wrong
formula but we have not, it is simply looking for something to look
up.

In F7 enter 4 under Item No, in cell F7 press enter and you should
have a result, check manually to see if it is correct. If it is not check
the formula on the next page, there is probably something that
you have not entered in correctly. Lookup is a very complex

formula, so well done for getting this far. Try more amounts of the
ltem No.




G7 hd I | =/LOOKUPIF7, A2 ELS, 4,FALSE)

Functions
A, B C ] E F G

Item#  Item Description Quantity Cost Total

1 Laptop 4 £495,93  195939,96

2 PCWorkstation 2 £595,99 115998

3 Office 2007 T £355.00 Z513.00

4 Morton Antivirus 4 £38.00 232,00

5 Ream PCPaper 15 £11.00 165,00 Item Mo Cost

6 Laptop 7 £495,99 349993 4I £ 58,00 !

7 Office student 9 £33.50 895,50

g Office 2007 3 £355.00 107700

9 Ream PCPaper 3 £11.00 55,00

10 DL Envelopes 100 10 £15.00 150,00

11 DL Envelopes 100 ] £15.00 73,00

12 PCWorkstation 3 £595.99  1799.57

IF Function

The IF function = if a condition is true or not true. It is not very
difficult to learn and is very useful.

We want to see how many students have passed a test. The value
would be 75% so that is the condition. Students will then Pass or

Fail that condition.

Type the following table.

Marme Grade Result

C Barker 55
B Dalley £9
Owilliarm an
F Fuller 67
C Charles a8
T Smith TG

Place your cursor in the cell C2 or on the first result cell.

Click on the Formulas Tab/Logical/If

10



The first box asks us for the condition, so we would enter in the
cell reference where the condition data is B2, then the greater
than sign >, then add the condition 75%.

The second box asks what if the value is true. Type in “Pass” the
next box asks what if the value, were false, so type in “Fail”.

r (0 % « f| =IF(B2>75,"Pass", "Fail")

C D E F G H
Result
55|',"Fai|") |
ol
69
Function Arguments M
IF
Logical_test |pz»75 = FALSE
Yalue_if_true | "Pass" | = "Pass"
Value_if_False | "Fail'| = "Fail"
= "Fai"

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

Yalue_if_false is the value that is returned if Logical_test is FALSE. IF omitted,
FALSE is returned,

Farmula result = Fail

Help on this function OF l[ Cancel

That is all you need to enter, click on OK. Copy the formula down
and you have the results.

c7 - fe | =IF(B7-75,"Pass", "Fail")
h_il'_] Bookl
A, B C D E F
1 MName Grade Result
2 CBRarker 55 Fail
3 B Dalley B9 Fail
4 DwWilliam an Pazs
5 FFuller &7 Fail
& CCharles Ba Pazs
;‘ T Smith TEI F'ass_l

11



There are many functions in Excel, if you like functions and want
to learn more, you can buy textbooks just on Formulas and
Functions. Or if you are brave you can see the screen tip of what
any function does, (if you have customised your Excel to show
screen tips). You can then get an idea of what the function does
and complete many of your own.

That is the end of this lesson: If you practised as we worked
through the lesson, you will have learned how to apply the:

e (Concatenate Function
Sum If Function
VLOOKUP Function

If Function

Well Done

12



