
IT-User Services

LearnIT @Lunch

Understanding Formulas 
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Using Formulas

During this session you will learn about:

ωBasic mathematical operators
ωRelative and absolute cell references
ωUsing Functions
ωUsing the IF function
ωFinding the right function
ωFixing errors
ωWorking with range name



Formula vs. Function

Formulas are equations that 
perform calculations on values.

Functions are predefined 
formulas that perform 
calculations by using specific 
values in a certain order.



Mathematical Operators

Basic Mathematical Operators

Control order of operations with (   )



Mathematical Operators

Use Parentheses to control operations



Exploring Functions

Function syntax

=FunctionName(Argument1, Argument2, Agrument3)

Useful & Simple Functions

=SUM

=AVERAGE

=MIN

=MAX



Exploring Functions

=SUM (range or arguments)



Copying Formula

Relative References

When a formula is copied, the referenced cells 
changes

*Note: The result of cut and paste is different than copy and paste.



Copying Formula

ÅUse Ϸ ǘƻ ΨƭƻŎƪΩ ǘƘŜ ǊƻǿκŎƻƭǳƳƴ reference

ÅPress (F4) to create the ($) sign

Absolute References



Copying Formula

ÅUse Ctl+ Enter

ÅDouble click the Fill Handle

Quick Tips



AutoCalculate

Using AutoCalculate

Calculations done by Excel on range of data



Display Formulas

Displaying and Printing Formulas

Formulas Tab, Show Formulas button



Using the Function Library

Inserting Functions

Type into formula bar or use the function 
library



Finding Functions

AutoComplete (new in Excel 2007)

Type = then first letter of the function



Finding Functions

Function Wizard

Type key words search or browse library



Using IF Function

IF Function syntax

=IF (test, if value true, if value false)


