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Learning Objectives (1 of 2)

2.1 Use Relative, Absolute, and Mixed Cell References in 

Formulas

2.2 Insert a Function

2.3 Insert Basic Math and Statistics Functions

2.4 Use Date Functions
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Learning Objectives (2 of 2)

2.5 Use Lookup Functions 

2.6 Use the Pmt Function

2.7 Use the If Function
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Using Relative, Absolute, and Mixed 

Cell References in Formulas (1 of 3)
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Using Relative, Absolute, and Mixed 

Cell References in Formulas (2 of 3)



Copyright © 2020, 2017, 2014 Pearson Education, Inc. All Rights Reserved

Using Relative, Absolute, and Mixed 

Cell References in Formulas (3 of 3)
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Inserting a Function (1 of 4)

Category Description

Date and Time Provides methods for manipulating date and time values.

Financial Performs financial calculations, such as payments, rates, 

present value, and future value.

Logical Performs logical tests and returns the value of the tests. 

Includes logical operators for combined tests, such as 

AND, OR, and NOT.

Lookup and Reference Looks up values, creates links to cells, or provides 

references to cells in a worksheet.

Math and Trig Performs standard math and trigonometry calculations.

Statistical Performs common statistical calculations, such as 

averages and standard deviations.
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Inserting a Function (2 of 4)
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Inserting a Function (3 of 4)
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Inserting a Function (4 of 4)
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Inserting Basic Math and Statistics 

Functions (1 of 3)

• =SUM(number1, [number2],...)

=SUM(A2∶A14)

• =AVERAGE(number1, [number2],...)

=AVERAGE(A2∶A14)

• =MEDIAN(number1, [number2],...)

=MEDIAN(A2∶A14)

• =MIN(number1, [number2],...)

=MIN(A2∶A14)
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Inserting Basic Math and Statistics 

Functions (2 of 3)

• =MAX(number1, [number2],...)

=MAX(A2∶A14)

• COUNT(value1, [value2],...)

=COUNT(A2∶A14)

• =COUNTBLANK(range)

=COUNTBLANK(A2∶A14)

• =COUNTA(value1, [value2],...)

=COUNTA(A2∶A14)

• =ROUND(number, num_digits)

=ROUND(A2, 2)
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Inserting Basic Math and Statistics 

Functions (3 of 3)
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Using Date Functions)

• =TODAY()

= TODAY()

• =NOW()

= NOW()
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Using Lookup Functions) (1 of 3)

• =VLOOKUP(lookup_value, table_array,

col_index_num,[range_lookup])

= VLOOKUP(E3,$A$3∶$B$7,2)
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Using Lookup Functions) (2 of 3)

Range Grade

0 F

60 D

70 C

80 B

90 A
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Using Lookup Functions) (3 of 3)

• =HLOOKUP(lookup_value, table_array,

col_index_num,[range_lookup])

= HLOOKUP(E3,$A$3∶$B$7,2)

Range 0 60 70 80 90

Grade F D C B A
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Using The PMT Function)

• =PMT(rate, nper, pv, [fv], [type])

= PMT(G9/$B$5,F9*$B$5, − D9)
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Using The IF Function) (1 of 3)

• =IF((logical_test,[value_if_true],[value_if_false])

= IF(E2>B$2,B$2,0)
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Using The IF Function) (2 of 3)

Operator Description
Sign of equal

Equal to
Sign of not equal

Not equal to
Sign of less than

Less than
Sign of greater than

Greater than
Sign of less than or equal

Less than or equal to
Sign of greater than or equal

Greater than or equal to

=

<>

<

>

<=

>=
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Using The IF Function) (3 of 3)
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Copyright

This work is protected by United States copyright laws and is 

provided solely for the use of instructors in teaching their 

courses and assessing student learning. Dissemination or 

sale of any part of this work (including on the World Wide 

Web) will destroy the integrity of the work and is not 

permitted. The work and materials from it should never be 

made available to students except by instructors using the 

accompanying text in their classes. All recipients of this work 

are expected to abide by these restrictions and to honor the 

intended pedagogical purposes and the needs of other 

instructors who rely on these materials.


