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NOTES

Use Functions

m A function is a built-in formula that performs
a special calculation automatically. For
example, you can use the SUM function with a
range of cells to add all values in the specified
range. To add the values in A4, A5, and A6,
the function appears in the formula as follows:
=SUM(A4:A6).

m Functions appear in formulas in the following
order: first an equal sign (=); then the function
name (in either upper- or lowercase); followed
by an open parenthesis; then the number, cell,
or range of cells to be affected; followed by a
closed parenthesis.

m You can use a function by itself, or combined
with other functions.

m Excel provides functions that are used for
statistical and financial analysis, or for
database operations:

AVERAGE() Averages values in a range
of cells.

COUNT() Counts all the labels and
non-blank cells in a range of
Cells that contain values.

MAX() Indicates the highest value in
a range of cells.

MIN() Indicates the lowest value in
a range of cells.

SUM() Adds all values in a range of

cells.

m The Argument is the data that functions require
you to supply. For example, in =MAX(A1:A5)
the range of cells is the argument.

Paste Function

m The Paste Function button [ /], located on the
Standard toolbar or active Formula bar, lets
you insert functions into formulas. To do so,
select a function from the list. It provides steps
that prompt you to supply required and optional
arguments.

= When you use Paste Function to insert a
function at the beginning of a formula, you do
not need to type an equal sign; the Paste
Function feature enters one for you.

Formula Bar and Palette

m Use the Edit Formula Button to enter or edit a
function. If you click on the Edit Formula

button . in the Formula Bar, a drop-down list
of functions appears to the left of the formula
bar, as illustrated below. You can select the
desired function and then enter the arguments
using the dialog boxes that appear.

m The Formula Palette is a tool that appears
below the formula bar when you click the Edit
Formula button. The palette provides
information about the selected function in your
formula and the result of the function for editing
purposes.
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