3. Performing calculations

You perform a calculation by entering a formula (eg A1+B1) in a cell. The cell then displays the result of the calculation. You may select any cell to contain the formula and show the answer. If you decide to change the data in cells A1 and B1 (eg to reflect price increases) the result of the formula will be updated.

Entering and confirming your own formulae

Select the cell where you wish the answer to appear. You tell Microsoft Excel you are entering a formula by typing =. Microsoft Excel does not recognise a formula unless you type = before it.

Enter (type) the formula immediately after =. Do not leave spaces.
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Practice

1
Open a new workbook.

2
Enter the figures in cells A1:A4 and B1:B4 as shown in figure 5.1.

3
Select cell C1. Enter the formula =A1+B1.

4
Click to confirm the formula. The formula adds 12 (A1) and 15 (B1). The answer 27 appears in cell C1. The formula remains on the formula bar while cell C1 is selected.

5
Select cell C2. Enter the formula =A2-B2 to subtract B2 from A2. Click to confirm the formula.

6
Select cell C3. Enter the formula =A3*B3 to multiply A3 by B3. Click to confirm the formula.

7
Select cell C4. Enter the formula =A4/B4 to divide A4 by B4. Click to confirm the formula.

8
Select cell C5. Enter the formula =A1*B4 to multiply A1 by B4. Click to confirm the formula.

You can enter a formula in any cell. It will display the answer to the sum you have defined in the formula.

Your sheet should look like figure 5.2 below.
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Multiplication: practice

1
Open a new workbook. Enter the figures 1,2,3 in cells A1:A3.

2
Use the white cross to select cells A1:A3 (click inside and drag with the left mouse button down). Use the cross hair to drag the fill handle to A12.Release. The series is extended to display 1 to 12.

3
Enter x in cell B1.Copy (use cross hair to drag fill handle) into B2:B12.

4
Enter 9 in cell C1. Copy as above into C2:C12.

5
Enter = in cell D1.Copy as above into D2:D12. You have created a table like that shown in figure 5.3.
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6
Enter a formula in E1 to multiply A1 by C1.Confirm.

7
Copy the formula (use the cross hair to drag the fill handle) into E2:E12.

Note that you have copied the formula, not the answer to A1*C1, and that Microsoft Excel adjusts the cell references for each row (eg the formula held in E2 is A2*C2).You have completed the nine times table.

Addition: practice

1 Open a new workbook. Enter the numbers shown in figure 5.4 in A1:A4, C1:C4 and E1:E4.
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2
Click on cell A5.Enter the formula =SUM(A1:A4).(SUM is an instruction to add all the numbers in a range of cells.)  Click confirm.

3
Use the cross hair to drag the fill handle from A5 to E5.Release.The formula to add the figures in A1:A4 has been copied to the C and E columns. The SUM of C1:C4 appears in C5; the SUM of E1:E4 appears in E5.

Division: practice
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1
Open a new workbook. Copy the text/numbers shown in figure 5.5.

2
Click on cell D2. Enter the formula =B2/C2.Click to confirm.

3
Copy the formula to discover the sales per shop for each month.

Subtraction: practice

Study figure 5.6 overleaf. What formula is required in cell D2 to calculate what is left from the sales income (column B) when fixed costs (column C) have been deducted? Figure 5.6 shows the results of the correct formula applied to cells D2:D13.
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Using brackets

Use brackets to indicate the order in which Microsoft Excel should perform a sequence of calculations, eg:

=SUM(A1:A3) - (A1*A2).

This formula gives the result of adding cells A1, A2 and A3,and then subtracting the result of A1 times A2.Microsoft Excel will perform the calculations in brackets first. Brackets enable you to write formulae that combine several calculations.

Selecting functions from Microsoft® Excel

Functions save time by providing the formula you want at the touch of a button. Choose either AUTOSUM (to add columns or rows), or FUNCTION WIZARD for a wide choice of functions, eg average. The ‘formula’ (eg SUM(C1:C5)/5) calculates the ‘function’(eg average).
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Separate the first and last cell references in a selected series with a colon. To enter individual cells, type the first cell reference inside the box labelled ‘number 1’. Click inside the box labelled ‘number 2’and type the second cell reference. When you click inside box number 2,a third box will appear. Carry on entering other cell references to which the function should be applied.

In this example, AVERAGE will be applied to C1:C7, ie. Microsoft Excel will calculate the average of all the numbers in the cells C1 to C7.The average of these numbers will be shown in the selected cell, C8.

Summary: what you can do

•
Enter a formula in a selected cell.

•
Confirm a formula and see the result in a selected cell.

•
Recognise and apply + (add), - (subtract), *(times), / (divide) in the construction of formulae.

•
Copy a cell or cells (text/data or formula).

•
Extend a series by copying the relevant cells.

•
Use brackets to construct complex formulae.

•
Use AutoSum to add columns or rows.

•
Use the Function Wizard to select and apply functions.

