EXCEL NOTES #4
Sorting Information Alphabetically:
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Go to the Data Tab or Home Tab
· Highlight the information you want to sort – Click the Sort button

· When asked if you want to expand the selection, choose YES

· Decide what you want to sort by 

** Make sure you have Column Headings!!  **
Functions:

Has three parts


 = SUM (F6:F11)

Absolute Cell References:
When you have a formula and need 


Symbol Used:
  $
to copy that formula but want Excel

to always refer back to one specific cell.









Example:  = (C4 * $D$12)
CALCULATIONS

Counting

= COUNT( ______ : ______)

Minimum

= MIN( ______ : ______)
Maximum

= MAX( ______ : ______)
LOGICAL FUNCTION
IF Functions  (if this happens, then _____ will happen)


Three Parts of the Logic Test


= IF ( ___________ , ____________ , ____________ )



EXAMPLES:
If the employee works over 40 hours, he/she will receive overtime.  If not, he/she will get not get overtime.

**Cell C4 would be the cell you would look at to see if the person worked over 40 hours or not.

=IF(C4>40, “overtime”, “no overtime”)
If the students liked the color blue, they are in the 1st group.  If not, they are in the 2nd group.
** Cell D3 would be the cell you would look at to see if the students like blue.

=IF(D3=“Blue”, “1st Group” , “2nd Group”)

When putting words into the IF Function, always . . . 


Use “re”  . . . quotation marks


Symbols to use when dealing with Numbers in your IF Function:

>  for greater than




< for less than


> = for great than and equal to 


<=for less than and equal to

Using the Header / Footer

· Insert Tab – Header/ Footer

· To return your document to it’s original view: View Tab, Normal 
· You won’t be able to see the Header/Footer anymore but it’s there!
Equal Sign





Function Name





Argument





Logic Test


(what are you trying to figure out)





Value if Logic Test is True





Value if Logic Test is False





You are counting the number of entries NOT adding up numbers





** You must select cells that have numbers in them; you can’t use cells that have text in them!





Use to find the minimum (or smallest) number in a group of numbers.





Use to find the maximum (or largest) number in a group of numbers.








