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CONDITIONAL FORMATTING Conditional Formatas Cell Insert Delete Format ECII
1. Select the cell(s) you want to BOMEHINGS_Table - _Styles~ o
format. Highlight Cells Rules » Greater Than... R |

2. Click the Home tab >
Conditional Formatting and

1 Top/Bottom Rules » Less Than... ~
=k . N\ E

select the desired option £ Datakars » | A Between.. Order Amount
$13.32
E] Color Scales » =l Equal To... $5843
5188.85
TO CLEAR THE RULES E Icon Sets » Text that Con 510911
33237
1. Select the cell(s) ] NewRule.. A Date Occurf $48.83
. . EZ  Clear Rules 3 EI $151 g2
2. Click the Home tab > Conditional :
. [H ManageRules.. I:l Duplicate Valy 33368
Formatting > Clear Rules > Clear
Rules from Selected Cells More Rules...
A 6 c 5 . p ABSOLUTE REFERENCES
1 Our Budget If you don't want references to change when you
2
copy a formula to a different cell, use an absolute
3 January  February March_ Tota\_% of Total . .
4 |Gasoline 230 230 230[  eo0[=e4/5e512|  reference. To insert one, place a dollar sign ($)
e o o tw  imo 1| before the parts of the reference that should not
7 Utilities 200 300 400 900 8% Change.
8 Clothes 500 200 250 950 8%
9 Vacation 500 - 2,000 2,500 21%
10 Mortgage 1,000 1,000 1,000 3,000 26% Ex: =E4/$E$12
11 |Entertainment 65 65 65 195 2%
| Total 3545 2895  5195| 11735 Tip: Press the F4 key while entering or editing a

cell address to make it absolute.

TO CREATE A FORMULA WITH A REFERENCE TO ANOTHER WORKBOOK/WORKSHEET

1. Type the formula in the appropriate cell.
2. Include the “source cell” by switching to the worksheet it is located on and clicking on the cell.
3. Press Enter (unless additional cell references are needed).

The reference will include the worksheet name: ='1st Quarter'!E4

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

WAYS TO ENTER A FUNCTION D> I

1. Type it in the cell Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More
Function - Used = - M *  Time~ Reference~ Trig= Functions =
2. Use the Insert Function [fx] button Function Library

3. Use the buttons in the Function Library under the Formulas tab
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Every function has a specified structure. It set up like this: Function Name (arguments).

Example: PMT(rate,nper,pv,fv,type)

1.
2.

4.

B11 v X W fr | =pwinies/er,eu8e)
A B € D E F G H J K L
PAYMENT FUNCTION 1 Loan Caleulator i
. 5 Function Arguments :
Click the cell where you want the result + Loan Conditons o
Click the Formulas tab > Financial  Loan Amount 100,000 e 507 R - e
5 Length of Loan (in Years) 13 Nper B10 | - 1m0
button> PMT § Annual Interest Rate 5.0% m =
. . 7 Payments per Year 12 =
In the Function Argument dialog box, |, " g & -
Type | =
enter the fO”OWing: ) Calculation Results ) = 7007936267
0 TotaIPayments 180 Calculates the payment for a loan based on (onstantpaymentsandacanstan‘tmterestvate‘
L4 IntereSt Rate per month (Rate) E|Month|yFaymentAmount T,B1U,B4] Py is the present value: the total amount that a series of future payments
is worth now.
e Number of payments (Nper) i
"
° Loan amount (PV) 15 Formula result = (§790.79)
. 6 elp on this function OK Cancel
Click the OK button v — .

Note: To see the Function Argument dialog box after you have completed entering the function, click the
cell containing the function followed by the fx button on the formula bar.

USING VLOOKUP TO FIND VALUES IN A TABLE

1.

v wn
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Create a lookup table containing the values you want to find. These values, called compare
values, must be in the leftmost column. If you are looking up values in a range (see step 7), the
Compare Values must be sorted in ascending order.

Click the cell in which you want the result to appear.

Click the Formulas tab > Function Library > Lookup & Reference > VLOOKUP

Click the Lookup_value box then click the cell that contains the value you want to find

Click the Table_array box and select the cell range of the lookup table. If you will be copying
the formula later, press the F4 key to make the range reference an absolute address.

In the Col_index_num box, type the number of the lookup table column in which to find a
corresponding value. Think of the columns as being numbered, left to right, starting with 1.

In the Range_lookup box, decide if you want to find the closest match or an exact match. For
the closest match, leave the box empty; for an exact match, type False.

Click the OK button. The VLOOKUP function results will be in the second column.

D2 v i X &/ v | =VLOOKUP(B2,$1$2:5P573,7,FALSE)
A B e D £ F G H J K L M N o P

1 Date Vehicle # Customer Price Price List

2 | 9/12/2015 678 Bottom-Dollar Markets | Farsg) 1 1D # YEAR MAKE TYPE ODOMETER DEPARTMENT ASSIGNED PRICE|
3 9/13/2015 874 Berglund's 87 2002 Ford Sedan 37780 Maintenance 20888
4 9/1a/2015 1071 Great Lakes Market 195 2004 Ford Truck 19870 Security 18682
5 |9/15/2015 1375 B's Beverages 503 2003 Chevrolet Sedan 8900 Maintenance 20904
& |9/16/2015 1445 B's Beverages 678 1995 Ford Pickup 73419 Corporate 11866
7 3 )| Dodge  Van 43907 Maintenance 15844]

f N x
8 Function Arguments =1 Ford van 24575 Corporate 19846
9 VLOOKUP Chevrolet Van 16896 Corporate 20824
10 e = - e Chevrolet Pickup 37786 Corporate 13783
i Table_array | $I52:5PS73 F%| = [ID = YEAR, MAKE, TYPE,"0DO... Ford Pickup 32765 Corporate 5000
12 — Chevrolet Van 138456 Maintenance 11443
Colindex_num |7 | -7 .
13 = Ford Sedan 59378 Marketing 20315
14 Range_lookup | FALSE S| = FALSE GMC van 42313 Corporate 12500
15 = 11866 Ford Sedan 49973 Maintenance 15090
16 Looks for a value in the leftmost column of a table, and then returns a value in the same row from a columnyou || Forgl van 43678 Security 21580
specify. By default, the table must be sorted in an ascending order. - §
17 Chevrolet Pickup 50580 Maintenance 14130
Range_lookup s a lagical value: to find the dosest match in the first column (sorted in .

18 ascending order]) = TRUE or omitted; find an exact match = FALSE. Ford Sedan 62743 Maintenance 22413
19 Ford Truck 12703 Corporate 22724
20 Chevrolet Sedan 53383 Maintenance 16539)
21 Formula result = 11866 Ford Pickup 52728 Corporate 14757|
2 Help on this fundion cancel Ford Van 3500 Security 22438
23 Ford van 93484 Marketing 12143
- 1 i P — 1
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