
REVIEW PACKET FOR FUNCTIONS AND FORMULAS 
       

       

The SUM function:     

P. 251       

Use a sum for a formula when you are trying to ADD different data (in a row or column) together.  

Example:       

  A B C D   

1 8 4 3 15  
=SUM
(A1:C1) 

2 6 7 2 15  
=SUM
(A2:C2) 

3 5 1 9 15  
=SUM
(A3:C3) 

4 19 12 14 45  
=SUM
(D1:D3) 

       

 =SUM(A1:A3) 
=SUM
(B1:B3) =SUM(C1:C3)    

       

In Cell D4, you are taking your totals from rows 1, 2, and 3 and adding them together to find the  

OVERALL total.      

       

Real World Example:      

Your goal is to find the total sales for ALL THREE salesmen (Joe, Tina, and Bob) for all 3 months.  

  A B C D E  

1   January February March Totals  

2 Joe 23 28 15  
66 =SUM(B2:D2) 

3 Tina 40 46 32  
118 =SUM(B3:D3) 

4 Bob 27 13 60  
100 =SUM(B4:D4) 

5 Totals 90 87 107  
284 

=SUM
(E2:E4) 

   
 

    

  =SUM(B2:B4) =SUM(C2:C4) =SUM(D2:D4)   

       

In cell E4 you have added up all the saleman's totals for all 3 months and come up with the  

grand sales total for the entire group for 3 months.     

**Quick note, SUM functions are always relative references because you want the formulas   

to adjust to the different data and cells.     

       

The MINIMUM function:      
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The minimum function returns the smallest value in the range you select.   

For example, I want to find out what the smallest payment was that I made during the month   

of January. First I would select and empty cell (where I want to place my answer).   

Second, I would type in =MIN(      

Third I would select the range of all data collected from January.    

Fourth, I would then close my parentheses and press enter.  Then you will have your answer!  



Example:       

  A B     

1   January     

2 Credit Card Bill #1 200     

3 Credit Card Bill #2 134     

4 Water 15     

5 Gas 75     

6 Electricity 150     

7 Rent 600     

8 Cable 45     

9 Phone 35     

10 Groceries 200     

11 

Minimum 
(Smallest) Pay-
ment in January  

15 

=MIN(B2:B10)    

12 

Maximum 
(Largest) Pay-
ment in January  

600 

=MAX(B2:B10)    

       

The MAXIMUM function:      

You follow the same concept as Minimum for this function.      

When you use the Maximum function that means that you want to find the largest number   

within a specified range of data.       

Look at the spreadsheet above for an example of this function in use.    

       

The AVERAGE function:     

p.251       

You use the AVERAGE function to find the mean or average in a specified range of data.  

Look at the example from above (MIN/MAX example) and let's find the AVERAGE cost of bills in  

January.         

The formula would look like this:  =AVERAGE(B2:B10)   

Your answer would be:  161.56     

That means that your average bill cost was $161.56 during the month of January.    

       

The DATE function:     
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There are TWO dates functions that we went over in class.  The first one is DATE.   

       

The formula is =DATE(year,month,day)     

There are NO spaces and you MUST use numbers to fill in this formula!   

I want to input the date March 10, 2005.  This is the formula I would input =DATE(2005,3,10)  

This is the answer I would receive:  3/10/2005    



The second function that we covered was NOW.     

The NOW function will return the present date and a time stamp (the present time).  

The formula is =NOW().  I want to find out exactly what time I finished    

working on this handout, so I would type in =NOW().    

This is the answer I would receive: 3/31/08 2:13 PM    

IF by chance you do not receive the time stamp, all you have to do is right click on the cell and  

select format cells.  In the type box, select the option with the date and time stamp.   

       

       

PERCENTAGE:      

       

You use a formula to find percentage because you want to find out how much a part is in  

comparison to the whole.       

PART/WHOLE       

Let's take our example from the first page with the 3 salesman:     

       

  A B C D E  

1   January February March Totals  

2 Joe 23 28 15 66  

3 Tina 40 46 32 118  

4 Bob 27 13 60 100  

5 Totals 90 87 107 284  

       

We want to calculate how much Joe sold in comparison with the entire group sales.  

So we would have to use his TOTAL sales (in cell E2) and divide that by the groups total sales  

(in cell E5).    The formula would look like this.  =E2/$E$5    

The answer would be:  23.24%     

       

This takes us back to ABSOLUTE AND RELATIVES REFERENCES.     

SINCE, Joe's total is only PART of the team's total, we must use an absolute reference, so that  

all salesmen's totals can be divided by the same number.  In turn our percentages should  

add up to 100%!      

       

GROSS PAY, DEDUCTIONS, AND NET PAY   

       

Gross Pay = the total amount of money you earned overa certain period of time.    

Ex.  The spreadshet below is your own personal spreadsheet you created to keep track of your   

hours and total pay on the job.  You are paid $7.50/hr and you work 20 hours this week.  The   

formula to calculate your gross pay would be =A2*B2. Hours worked*Hourly Pay=Gross Pay  

       

  A B C D E  

1 Hours Worked Hourly Pay Gross Pay Deductions Net Pay  

2 20 7.5 150 42 108  

3            

       

DEDUCTIONS:      

Taxes and medicare are examples of deductions.  These are specific amounts of money that  

are always taken out of every paycheck. For our example we are going to say that 28% of your  

paycheck are deductions.  You want to multiply the percentage being taken out of your   

paycheck by your gross pay.  The formula you would use is: =C2*.28   



NET PAY:      

Net pay is your take home pay AFTER your deductions are taken out of your paycheck.    

Gross Pay - Deductions = Net Pay     

In our example the formula would be: =C2-D2     

       

The PMT function:      

This function calculates the monthly payment for a loan.      

This function includes the Rate (interest rate), NPER (total number of payments for the loan),  

PV (present value of the loan - REMEMBER this is always entered as a NEGATIVE number), and FV 

(future value).       

The easiest way to enter this function is to click on Fx and find the PMT function under the Financial Category.  

The formula looks like this: = =PMT(.04,60,-30000)    

=PMT(RATE,NPER,-PV)      

Rate = 4%,   Number of total payments = 60, and your PV =30,000   

Remember the Present value is the total amount of money that you borrowed for the loan!  

If we used the numbers from the example above our answer would be:  $1,326.06   

       

The IF function:      

This function performs a conditional test.  You would use this function if you wanted look at all your data and see   

if you need to make changes.        

Here is the formula: =IF(logical_test,value_if_true,value_if_false)    

       

  A B C D E F 

1   January February March Totals Keep or Fire 

2 Joe 23 28 15 66 FIRE 

3 Tina 40 46 32 118 KEEP 

4 Bob 27 13 60 100 KEEP 

5 Totals 90 87 107 284   

       

EXAMPLE: You are Joe, Tina, and Bob's boss and you must fire one employee because you do not have the 

funds to pay for all 3 of them anymore due to economic factors. You want to find out which salesman has sold the 

least and fire that employee.  Create a conditional test to run on your sales data in the chart above.  

**Note: This formula also works as a relative reference.     

Your IF statement should be: =IF(E2>99,"KEEP","FIRE")     

You would end up keeping Tina and Bob as employees and firing Joe because he did not make his sales quota.   

       


