Excel 2007

Functions




In this lesson you will learn how to:

e Explore the Function Tools
e Use AutoSum Function
Add
Max
e Turn off AutoFormat
e Use Text Functions
Trim
Left
Upper




Save and Print this lesson so that you can work alongside it practising the
techniques as we go.

Functions

First let’s look at the new ribbon and find out where the functions are placed. You
will find them in the Formulas Tab.
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There are a variety of functions that you can use. The AutoSum has much more
than just addition. It has an Average, Count Numbers, Max & Min too.
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The next category is the Recently Used which would show you all your recently
used functions. Then you have a Financial which would cover Accounting. You
then have the Logical Category. Which has a number of options.
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There is text, date & time, Look Up & Reference and Math & Trig. So let’s look at
some of the basic functions to get us started.
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AutoSum
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1
Sales
2
3
il 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter
3 East 43654 24896 28745 43876
& Waest 125876 124578 254897 235647
7 South 43263 24216 24287 24218
2 Morth 45263 242le 45217 49623
9
10

11

Here we have a Table and let’s say we want to add up all of the sales in the East
District for the year. First you would click your cursor in the cell that you want the
answer to be, and then go up to the formula bar, click on AutoSum and choose the
first option SUM. This would then add the sum ready for you to enter by clicking
on the bar option or by pressing enter on your keyboard. Try this out, by adding a
new spreadsheet, inserting the data above and then completing the sum.

Maximum Function

The next function | want to show you is the Maximum function which can be
found on the AutoSum feature, take the table above, if we wanted to know the
maximum amount of Sales for the East District we can see clearly that it is in the
3" Quarter but if you had a very large Worksheet, you can see how useful this
function would be. Try it out now using the Max function in the AutoSum menu
using the data above add a Max row.

i B C D E You can see that this is not

what we want as Excel has

Bakers Dozen

1 just added up the Total Row,
2 Catering Internet PR Restaurant to rectify this, you can add
3 lan 24566 2588 235 12555 the correct cells in the
4 May 27854 1566 788 7921 formula bar. Or if you prefer
5 April 34558 1254 888 95646 by clicking and dragging with
your mouse to select the cells
6 August 31244 7541 598 15454 .
that you want the maximum
7 amount for.
8 Total 131576
9 Maximum | 131576
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3 Bakers Dozen
2 Maonth Catering Internet PR Restaurant
3 lan 24566 2588 234 12555
4 May 27854 1566 Jaa 7921
5 April 34558 1254 aaa 25646
E | &ugust 31244 2541 a98a 15454
-
5 | Total
9 | Tax LY o))
10 [ Makinumberl, [number2], ..} |
ki

Click and drag the text box to cover the right cells, or change the formula bar to
the correct cells.

+ (0 X & f | =Max(ELEE)
| Makinumberl, [number2], ... |

You can then click on the tick or press enter on your keyboard to get your answer.
Text Function

This function is useful when you are formatting the look of your table. First we will
be working on the table above but with some changes made to it. You can see for
the purpose of this exercise that | have added a column and some spaces before
my text. This could well be a real situation. Insert your cursor in the empty column
next to the first line of text, you can see that there are too many spaces before
the text that | want to remove, | could go down the column and do it all by hand
so that the text lines up with the column, or | could use a text function.

Catering Internet PR Restaurant
24366 2588 235 12355
27854 1566 a8 7921
34358 1234 843 95646
31244 2541 298 15454

T+l 17107

First, you must ensure that the AutoComplete Box is un-ticked click on the Office
Button/Excel Options/Advanced/Enable AutoComplete for cell values. We want to
set our own values, if this box is ticked we will get a wrong result. Once you have
done this, go back to the workbook, click in the first cell that we want to add our
new text until it has a black box around it.
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xcel Options

Popular TP . | .
F j Advanced options for working with Excel.

Farmulas
Proofing Editing options
Save After pressing Enter, move selection
Advanced | Direction: | Down E

|:| Avtomatically insert a decimal point
Custamize :

Places: 2

Add-Ins Emable fill handle and cell drag-and-drop

Alert befare owerwriting cells
Allow editing directly in cells
Extend data range formats and formulas
/| Enable automatic percent entry
Enahle AutoComplete for cell values

T Zoom on roll with IntelliMouse

Trust Center

Resources

Alert the user when a potentially time consuming aperation accurs
When this number of cells [in thousands] is affected: 33554 =
Use system separators

Decimal separator:

Trim Function

il B iz O E F
Bakers Dozen

hionth Cgtering Internet PR Restaurar
Jan I .I 24566 2588 2335 12555
flay 27854 1566 788 7921
April 34558 1254 848 95646
August 31244 2541 598 15454

Place your cursor in the empty column next to the Month on the first row of
where we want to adjust the data. Click on the Text Function and from the fly-out
choose Trim. This will trim away all the unwanted spaces. When you click on Trim
the following box will open up. Now click on the wrong cell with the wrong text,
Excel 2007 will automatically enter the function in the cell ref.




EALT
F2ip Function Arguments lil_g—hj
Loy TRIM

1o Text @ =

|||||

Rermoves all spaces from a kext string except For single spaces between words,
e

SARH Text is the text from which wou want spaces removed.,

Farmula result =

Help on this function Ok ll Cancel

From this box we can read the Text says Removes all spaces from a text string
except for single spaces between words. This is the function that we want.

Function Arguments Iilﬁ
TRIM
Text A5 @ = " Jan"
= "Jan"

Removes all spaces from a kext string except For single spaces bebween wards, ]

Text s the text From which you want spaces removed,

Formula result = Jan

Help on this Function [ (a4 ] I Cancel I

Press OK. Your formula will then be inserted into the first cell. We could do this for
each of our rows but let’s say you had a spreadsheet with 50 rows, it would take
some time. So we are going to copy the function.

Click on the cell where the formula is and drag down on the small box. Then let go,
Excel 2007 will have entered the data. So now everything is fine except the data is
in the wrong column, select the right column right click on your mouse and choose
copy, place your cursor where you want the new data to go and click on paste
special. A box will open up, we want to choose the Values radio as that is what we
want, to add the values of the function.

Paste Special [z
Paste
Sl =) all using Saurce theme
“) Formulas %) &l exrept borders
@ [alues ) Column widths
_) Formats ) Fopmulas and number Formats
) Comments ) Walues and number Formats
) Validation
Operation
@ Mane ) Multiply
~ Add *) Divide
“) Subtract
[ Skip blanks [] Transpose




Now all that remains is to select the column which we do not want, right click on
our mouse and choose delete. We now have a perfect table with the column and
data aligned as we want it to be.

& B [ B E
1 Bakers Dozen
¢ |hMonth Catering Internet PR Restaurant
3 |dan 24566 2588 235 12555
4 |May 27854 1566 Ta8 7921
3 April 34558 1254 888 95644
3 |August 31244 2541 598 15454
7

There are many more text functions, to many to go into all of them in this lesson,
so experiment with them. Remember the function box will give you the
information so you can see if that is the right function you want to use. Or, If you
hover over the function you will usually see a screen tip, if you have customised
Excel 2007 to show them, telling you want the function does. Let’s do another text
function now, using the same table.

Left Function

Page Layout Formulas Data Rewienwy Wiewy Add-Ins
ﬁ! Logical = ﬁ,:; Llookup & Referenice = g A=) Define Mame
d - [FA Text - ff@ Math & Trig - sz n Fomn
BAHTTEXT & actions Manager ES Create fram 5
£ CHAR Cefined Mames
il CLEAN Place your cursor where you
0 CODE want the new information to
COMNCATEMATE go. Click on the Text functions
B B, E F G H and choose left.
B EXacT
eri FIND _|staurant :!
245 — 12555
27 7921
341 Bl 95646
313 LED 15454
LCVWER:
MID 131576
e 95646

A box opens up for us to enter our data of what string we want to use to shorten
the letters for. Choose A3 in the text box. Choose 2 in the number box. Click OK.




Function Arguments @éj

LEFT

Text A3 l@ = "Jan"
Mum_chars |2 l@ =2

- g
Returns the specified number of characters from the start of a text string,

Num_chars specifies how many charackers you wank LEFT to extract; 1if omitked.
Formula result = Ja
Help or this Function ok | [ cancel
Bakers Dozen Click and Drag down
Month  Catering Internet PR Restaurant to copy the function.
Jan 24566 2588 235 13555 la Let go and all your
Mlay 27554 1566 7a8 7921 text will be shortened
April 34558 1254 aag 95646 to two places. Select
August 31244 2541 598 15454 the chosen rows only,
after the headings
row.
iestaurant
12555 Ja
7921 Ma
35646 A0
15454 AU
Right click and choose
& B c o E copy. Go to the
Bakers Dozen column where you
hWanth  Catering Internet FR Restaurant want the new text
bla 24566 2588 235 12555 added, click in the cell
b W3 27854 1566 788 7921 under Month right
i Ap 34558 1254 gag 95646 click and choose Paste
DA 31244 2541 594 15454 Special, then tick the
i Values radio.
Total 131576
| Mlax 95645

Here is the completed table.

Upper Function

This is the last function and it is the UPPER function. Place your cursor in an empty
cell click on Text and choose UPPER, which will convert our titles to Upper case
letters.

In the Text area of the Function Box, type in A2 click OK

Copy and Drag the Function out along the required number of cells then let go.




irant [raomMTH  CATERING IMTERNET PR RESTALRANT
2555 : =5
7921
5646
5454

1576
S64d6

Right Click choose Copy, go the place where you want your new text added, in the
month heading and choose Paste Special, choose Values.

h'_ilj Functions

&, B C D E F
1 Bakers Dozen
2 WONTH  CATERIMGIMTERMET PR RESTAURAMT Here is the
3 1 29566 2588 235 12555 completed table, you
4 Ma 27854 1566 738 7921 Tflhtwa;‘:ctf’dolf
e mo ng o
5 ap 34558 1254 888 95646 ' 1VIng
expanding the
6 AU 31244 2541 598 15454
restaurant column.
5
5 Tatal 131576
g Max 95645

Whatever you need to do in Excel 2007, check to see if there is a Function for it, to
save you time.

That is the end of this lesson, we have only just touched on what functions can do.
If you practised as we went through the lesson.

You will have learned how to:

e Explore the Function Tools
e Use AutoSum Functions
Add
Max
e Turn off AutoFormat
e Use Text Functions
Trim
Left
Upper
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