UNIT FOUR: Using Numbers, Formulas,
and Functions

Topics:

" Using the Sort function

" Create a one-input data table
* Hide columns

" Resize columns

" Calculate with formulas

" Explore functions
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I. Using the Sort Function:

1. Open a new workbook.

2. Create the following class list as shown below:

A

Juanita
John
Roy
Tom
Kim

(=R =T R = T R R AR R S

Sean

10 Genrgia lensen

3. Select the data table
by clicking Cell A4
and dragging through
to Cell C10 to
highlight the data (not
the column headings).

4. Click the Data Tab to
open the Data Ribbon
and click Sort Button.

5. Under Sort by, select
First Name, and then
click A to Z
(ascending).

6. Click OK.

B C D

First Mame Last Mame Grade Level

lones 12
Palmer 12
Smith 11
Brown 12
Tower 11
lones 11
B H S & -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPE
(=] Connections  a| TR Clear ¥ Flash Fill Brac
EI P ol Y S _
Properties X Reappl A Remove Duplicates B3
Get Bxternal  Refresh z| Sert Filter
Data~ All~ Edit Links - Y,‘Ad\ranced CDans%‘éData‘u‘alidation - F
Connections Sort & Filter Data Tools
A4 - Jx | Juanita
A B C D E F G H
1
2
3 |First Name Last Mame Grade Level
4 lJuanita Jones 12
5 |John Palmer 12
6 |Roy Smith 11
7 |Tom Brown 12
8 |Kim Tower 11
9 |Sean Jones 11
Georgia Jensen 12
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+§l Add Level x Delete Level E@ LCopy Level Options... My data has headers
Column Sort On Crder
sort by v | values | Atz v
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[ ok || cancel
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7' SeleCT The daTG Table againl HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVE
Cells A4 to C10. Bl yEem ygE Y & -
Get Bxternal Refresh z| Sot  Filter §-3Remove Duplicates
Data - All~ - Y_;Ad\.'ancad Columns ,:,D@'Data\fa\idation -
8' On *he DOTG Ribbon, C“Ck sort Connections b Sort & Filter Data Tools
. A4 - ]"\ Georgia
again.
A B C D E F G H
9' Under‘ Sor"" bY, Selec"r Las"' 3 |First Name Last Name Grade Level
. 4 |Georgia Jensen 12
Name. Next click the Add 5liohn  paimer 12
6 |Juanita Jones 12
Level Tab. 7 |Kim Tower 11
8 |Roy Smith 11
9 |Sean Jones 11
. 10 |Tom Brown 12
10. Under Then by, select First 1

Name. Both are by A to Z =
14 ?l&dd Level xgeleteLevel E@QopyLe’vel | - Options... My data has headers
.
(GSCendlng). 15 | Column Sort On Order
1¢ |Sort by Values v | |AtoZ o
17| |Then by Values v | AtoZ W
19
19
2q
21
22
Cancel
-

11. Click OK. Notice the 2 Jones entries, sorted by Last Name first, then First
Name.
12. Save (and close) the worksheet in your d as: Class List.

IT.Creating a One-input Data Table: Note: All formulas start with the =
sign. When you enter a formula and press ENTER, the result appears in the
cell, and the formula is displayed in the Formula Box.

1. Open a new workbook. H S & - Bookd - brce ?E - 0ox

HO INSE PAG FOR DAT REVI VIE DEV ADD TEA & Mulligan,.. -

E @@f‘l Y pe| B

cells shown in the chart below:

2. In Ce" Cz, Type Car‘ Payment Get External Refresh El Sort Filter v Data Outline
. Data~ All~ o " Tools~ -
SChedU,e Gnd th ENTER. Connections Sort & Filter ~
D10 - i v
3. Widen Column C so that the text |  » g c H E F -
f|'|'s 2 Car Payment Schedule
3
4 Down Payment None
. . 3 Interest Rate 8%
4. Type The fO”OWIng TGXT ln The & # of months (term) 36
7 Loan Amount 5,000
&
g
10

Monthly Payments | _I




B. Click in Cell D10.

6. Click the Edit Formula button (fx).

D10 i KV &=
A B o D E F G H | J
1
2 Car Payment Schedule
3
4 Down Payment None
7. Under Select a Function, click PMT (Payment).
| D10 B2
A B C D E F G H 1 J
1
2 Car Payment Schedule
3
4 Down Payment None
5 Interest Rate 8%
; st T )
z Search for a function:

Monthly Payments

Type a brief description of what you want to do and then cick
Go

HYPERLINK -
COUNT

Or selecta category:  Most Recently Used

Select a function:

MAX
SIN

SUMIF

STDEV

PHT(rate,nper,pv,fv,type)

Calcuiates the payment for a loan based on constant payments and a constant
interest rate,

|

Help on this function

8. Fill in the following cells to calculate what the monthly payment would be for a
loan of $5,000 over 36 months (3 years) at 8% interest each month:

E
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS TEAM L. Mulligan, Malcolm  (ASD-W) -
B Connections Clear Flash Fill Consolidate Group
Prop Remove Duplica Nhat-If Analysis Ungroup
Sort Filter Text to
Edit Links Advanced | Columns Data Validation Relationships Subtotal

Connedtions Sort & Filter Data Tools Outline

D10 - X o fr =PMT(dS/12,d6,d7)
A E C D E F G H J K L M N
1
2 Car Payment Schedule
; F Argum X
4 Down Payment None | PMT
5 Interest Rate 8% Rate  ds/12 = 0.006666667
6 # of months (term) 36 Nper ds .
7 Loan Amount 5,000
g Pv 47 5000
g Fv
i Type =

10 Monthly Payments 1,de,d7) 1
11 | = -156.6818273
12 Calculates the payment for a loan based on constant payments and a constant interest rate.
13 Pv is the present value: the total amount that a series of future payments
14 is worth now.
15 |
16 | Formula result = 1566818273
17
18 | Help on this function Cancel
19 — '




9. Click OK and Excel calculates the monthly payment and places it in Cell D10:

| D10 - fe | =PMT{D5/12,06,07)
A B = D E F
1
2 Car Payment Schedule
3
= Down Payment None
5 Interest Rate 8%
6 # of Months (term) 36
7 Loan Amount 55,000
8
9
1.3 Monthly Payments |[5156.68 _I

1

10. From the File Button, Save As: Payments in your documents.

11. With the workbook still open, make the following changes and see the monthly
payment change automatically (in Cell D10) now that you have entered the
original formula:

e Type 24 in Cell D6 and hit ENTER to change the months of the loan o 24
months (2 years instead of 3 years). ANSWER in €10 should be $226.14

e Type 12.5in Cell D5 and hit ENTER to increase the interest rate from 8%
to 12.5%. ANSWER in C10 should be $236.54

e Type 10,000 in D7 and hit ENTER to increase the loan amount from $5,000
to $10,000. ANSWER in €10 should be $473.07

12. Close the workbook without saving these changes.

Thi5= III. Hiding Columns (Temporarily):

1. Open the Class List workbook.

2. Right-click the column € header fo select the column.



3. Select Hide.

(D ) H9- s
oa
- Home Insert Page Layout Formulas

N CEN TN TN y =)
U @ = S0 =]
From From From From Other Existing Refres

Access Web  Text  Sources~ | Connections All~
Calibri =11 -~ A" AT $ - % v FL
B 7 EH-O-A-50E

® B o o |

Cut
Copy

Paste

§ & o<

Paste 5pecial...
Insert
Delete
Clear Coptents

% Format Cells...

Column Width...
Hide
Unhide

b

14

15

4.  Your screen should look similar to this:

l/ ‘B: [FIGEE D
Home Insert Page Layout Formulas

E N |
EAE RER BT ET N IE

From From From From Other | Existing Refresh
Access Web  Text Sources~ | Connections All-
Get External Data [}
| & = E| 17 @I :
s e Column “C” is hidden

1

2

3 |FirstName Last Name

4 'Tom Brown

5 Georgia Jensen

6 Juanita Jones

7 Sean Jones

8 John Palmer

9 Roy Smith

10 |Kim Tower

11

12

13

14

(Note: to unhide Column C, you would select Column headers B and D, right-click
and Unhide.)



5. Enter the following dates starting in Cell D3 with 1-Sep-2017. If this format
does not appear when you are done, select the Cells D3 through 63 and format
cells as Date to appear as 14-Mar-12, efc.

=N -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

[“ From Access Connections Z|A Ea)
: o B T2 b = ,
[ From Web ) B-ERemove Duplicate
From Other Existing Refresh Zl Sort Filter = —
[mFomText  sources~  Connections Al A T Advanced  copymns o Data Validation ~
Get External Data Connections Sort & Filter Data Too
D3 - Jfr | 2017-09-01
A B D E F G H J K L
1
2
3 |First Name Last Name | 1-Sep-17| 8-Sep-17| 15-Sep-17 22-Sep-17|
4 Tom Brown
5 |Georgia  Jensen Format Cells ? X
6 |Juanita Jones .
7 sean Jones Number | Alignment Font Border Fill Protection
8 John Palmer Categary.
9 [Roy Smith ceneral Sample
10 |Kim Tower Number 1-Sep-17
1 currengy
Accauntmi Type
12 e 14-03-12
13 Percentage 14-312
14 2012-03-14
Fraction A
15 Scientific v
Text
16 special March 14, 2012
17 et 14-Mar-1
18 Locale (location):
19 English (Canada) v
20
21
22
23
Date formats display date and time serial numbers as date values. Date formats that begin with an
24 asterisk () respond to changes in regional date and time settings that are specified for the operating
. T Activity2 | TecH System- Fomats vithout an sstersk are not afected by opersting system setings. [

e ree— 1

6. Now enter the following test scores for each student:

A B D E F G

1

2

3 |First Name Last Name 1-Sep-17 8-Sep-17 15-Sep-17 22-Sep-17
4 |Tom Brown 93 97 89 94
5 |Georgia Jensen 95 85 83 93
6 |Juanita Jones 97 95 92 96
7 |Sean Jones 85 80 87 83
8 |John Palmer 87 84 90 88
9 |Roy Smith 88 95 94 95
10 |Kim Tower 91 86 89 89

7. Click Cell A12 and type Class Average and hit ENTER. Adjust proper width.

8. Click Cell D12 and type the following formula to calculate the class average

HOME INSERT ~ PAGELAYOUT  FORMULAS DATA  REVIEW

for the first test on September 1, "'

"
the average of Column D: ;
= GVCI"QQC(D4 H D 1 O) ; Workbook Views Show Zoom
: PMT - X o fr | =Average(D4:D10)
! A B D E F G
)
1
2
3 |First Name Last Name 1-Sep-17 8-Sep-17 15-Sep-17 22-Sep-17
4 Tom Brown 93 97 89 94
1 5 Georgia Jensen 95 85 83 93
6 Juanita Jones 97 95 92 96
17 sean Jones 85 80 87 83
8 John Palmer 87 84 90 88
7 9 Roy Smith 838 95 94 95
10 Kim Tower 91 86 89 89
411
12 | Class Average =Average(D4:010)



9. Hit ENTER. The average should be 90.85714.

10. Drag the Fill Handle from Cell D12 through Cell 612 to copy this formula for
the remaining test score columns.

10. WlTh CC"S D12 Thr‘ough G112 STIH H - ] = Book? - Excel
SCICCTCd, I"lghf‘ C“Ck in The SCICCTed area HOM | INSER PAGE FORM DATA REVIE VIEW DEVEL ADD-I TEAI

o W - - T o
ﬁ = % % Conditional Formatting =
1‘0 fOl"mOT The Ce”S. SCICC"' Numbel", O D By - . LFFormatazTab\e'
Paste Font Alignment Mumber et Cells E
. . . - - - 7 Cell Styles ~ B
decimals. Your workbook should look like | - © "
Pl yles
this: D12 - i || =AveraGe(D4:D10)
A B D E F G
2
3 |First Name Last Name  1-Sep 8-5ep  15-Sep  22-Sep
4 |Tom Brown 93 97 89 94
5 |Georgia Jensen 95 85 83 93
& |Juanita Jones 97 95 92 96
7 |Sean Jones 85 80 87 83
g |lohn Palmer 87 84 90 88
3 |Roy Smith 38 95 94 95
10 |Kim Tower 91 86 a9 89
12 |Class Average i 91 39 897 91

11. Quick Save your worksheet from the Quick Access Bar. [

12.Click Cell H3 and type, Total Tests, and hit ENTER. Adjust proper width.

13.In Cell H4 type the following formula to get the average mark for this student

(average of row 4): 0o o-- Activity
=0V€l"09€(d4:g4) cmd th ENTER HOME  INSERT ~ PAGELAYOUT  FORMULAS DATA  REVIEW = VIEW

Workbook Views Show Zoom
PMT - X fr | =Average(D4:G4)
A B D E F G H
1
2
3 |First Name Last Name 1-Sep-17 8-Sep-17 15-Sep-17 22-Sep-17 Total Tests
4 |Tom Brown | 93 97 89 94| =Average(D4 Gg]‘
5 Georgia Jensen 95 85 83 93
6 |Juanita Jones 97 95 92 96
7 |Sean Jones 85 80 87 83
8 John Palmer 87 84 90 88
9 Roy Smith 88 a5 94 95
10 Kim Tower 91 86 89 89
11
12 |Class Average M 01" 89" 89" 91



14. Copy this formula, using the fill handle in Cell H4 through to Cell H10 to get
the averages for all students. Copy this formula to Cell H12 as welll

15. Format the marks so that they are Number with O Decimals.

16. Your screen should look like this:

A B D E r G g

1

2

3 |First Name Last Name 1-Sep-17 8-Sep-17 15-Sep-17 22-Sep-17 Total Tests
4 |Tom Brown 93 97 89 94" 93
5 Georgia Jensen 95 85 83 93" 89
6 Juanita Jones 97 95 92 96 95
7 Sean Jones 85 80 87 83’ 84
8 |John Palmer 87 84 90 gg” 87
9 Roy Smith 88 95 94 95" 03
10 Kim Tower 91 86 89 g9’ 89
11

12 | Class Average r 917 g9’ 89" 91 90

17. Save this completed worksheet in your documents as: Class List 2.

[P
5 Unit 4 Exercise: SAVE, do not print.

Show the finished worksheet to your teacher

—

Open the workbook, Class List 2.

N

. Right-click on Column Header B and Hide.

w

. Right-click on Column Header H and select Delete to delete the column.

4. Starting in Cell H3, enter the following dates and test scores.

29-5ep-17 6-Oct-17 13-Oct-17 20-Oct-17

88 92 93 95
87 85 01 90
91 93 08 99
88 84 82 90
86 82 01 92
91 85 90 93

90 94 88 96



5. Format the dates from Cells H3 to K3 to match the Cells D3 through 63.

6. Place your cursor between each column header and double-click to adjust the
width of each column to fit the contents.

7. Click in Cell L3 and type, Total Tests. Adjust the column width in the column
headers.

8. Click in Cell L4 and type the formula to get the average mark for this student
(Tom).

9. Quick Save this worksheet from the Quick Access Bar.

10.Click in Cell L4 and drag the fill handle to Cell L10 to copy the average
formula for each student.

11. With Cell L4 to Cell L10 still selected, Format this column to Number with O
decimals.

12.Click in Cell 612 and drag the fill handle to Cell L12 to copy the class average
formula.

13.Click and drag from Cell D3 through to Cell L3 to select the cells and Bold
the column headings.

14.Click in A14 and type your name.

15. Save this worksheet in your server folder as: Activity Four.

Unit Four
Review Questions

1. All formulas start with the + sign in a cell.
a. True
b. False

10



. When you enter a formula and press ENTER, the result appears in the cell,
and the formula is displayed in the Formula box.

a. True
b. False

. When you perform a sort, the data can be sorted in either ascending or
descending order.

a. True
b. False

. When you "“hide" a column, you permanently delete it from the workbook.
a. True
b. False

. To format the date after selecting a cell or cells, you do this:
a. Select Tools ribbon, Customize, Options, Date

b. Select Format ribbon, Column, AutoFit Selection

c. Right-click, Format Cells, Date

d. Select Format ribbon, Style, OK.
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