Excel 2013: Business Spreadsheets

This Little Piggy Goes to Market

HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW

Intermediate Excel Objectives g = ¥ z E E E I!

In this lesson, you will learn how to:
1. Practice modifying cell contents and formats AutoSumn Recently Financial Logical Text Date & Lookup & Math &  More
S = Used - = = ~  Time~ Reference~ Trig~ Functions~

2. Use the Paste Special options.

3. CONCATENATE (combine) data with a formula.
4. Modify and format TEXT with formulas.

5. Use DATE and TIME formulas.

6. Use FINANCIAL formulas to calculate a payment.
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| I =COMCATENATE("Daily Sales for ",B2,": ",D2)
A | B | € | o | E F G
Date Product  NMet Quantity Revenue Product Revenue
July 1, 2013 Pigs $ 3.25 100 $325.00 [Daily Sales for Pigs: 100 |
July 2, 2013 Pigs g 325 105 $341.25
July 3, 2013 Pigs $ 3.25 110 $357.50
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1. Readings
Read Lesson 2 in your Intermediate Excel
Guide, page 51-81.

Project

Use formulas to format and modify TEXT, DATE,
and TIME. Use FINANCIAL formulas to calculate a
car payment.

Downloads

Legs Eggs Pigs 2013.xIsx
Counting Chickens 2013.xlsx
Brown Bag Sales Data 2013.xlsx

2. Practice
There is no Practice Activity for this lesson.

3. Assessment
Review the Test Yourself questions on page
82.

,,.:h Lesson 2: Little Piggy Goes to Market
(-]

Formulas 1] 5]
X = R & (=

Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Function = Used - = = = Time~ Reference~ Trig~ Functions~

Function Library

8 2] 3 4
Menu Maps

This lesson introduces the Formulas Ribbon.

. Formulas -> Function Library->Text ->Concatenate, page 62 e F F
. Formulas -> Function Library->Text ->UPPER, page 65 i -
. Formulas -> Function Library->Text ->SUBSTITUTE, page 67

. Formulas->Function Library->Date & Time->MONTH, page 69

. Formulas->Function Library->Date & Time->NETWORKDAYS, page 71

. Formulas->Function Library->Financial->PMT, page 79

OO WN -
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Formulas

In the previous lesson, the focus was on naming the cells that are included in a formula. We looked at the difference between Relative and
Absolute Cell References. This lesson will use formulas to calculate, compare and format Text. We will also use formulas to summarize the data.
I know, | know: the mere thought of formulas sends folks out the door. | believe that math is taught very poorly and that most people do NOT have
a good understanding of the rules and options. This lesson will include a discussion of the math as well as what the spreadsheet software can do.

H ©- &- = Start Microsoft Excel.

When the Welcome screen

.il!.| HOME IMSERT PAGE LAYOUT FORMULAS DATA  appears, open a new, blank
workbook.

'__L| B |Ca|ibri Tl” A AT =S | What Do You See from the
o *& Copy ~ | topofthe screen?
o ¥ Format Painter e D |2 'a'v = = = |
Is there a Home Ribbon?
Clipboard = Font & And the Insert, Page
Layout, Formulas, Data.
Review and View Ribbons
- >

Al v K as well? Yes.

A A | B C [ D E F { Then you are ready to go.

1 |

— | |

2—

3_

4_

5_

6—

T—

g8

Intermediate Microsoft Excel 2013 Page 53 of 245



Home->Clipboard->Copy

- % i apmagiany Lol 3010 Laga g Pt - oo t oW a X
Before You Begin P TR 5 B B 5 B
This discussion begins by creating a sample s S e g B i - | § - % ;::1: e 4 | vt O frme
spreadsheet that combines all of the dates and ] . sripnces m—— o 1
product sales forecast from three different = A3
spreadsheets. This lesson introduces a common e — Lt ! b w2+ ¢ b M 0w 9 8 F 3
copy/paste error, and methods for correcting it. " m— “
; ey ottt Mot Ouantity Rewerss
1. Try it: Open a Sample Spreadsheet b e e (T e T
Open the spreadsheet you created in the previous [ fis  m: =
lesson Legs Eggs Pigs 2013.xIsx Y ammre tim  imi me
Go to the Pigs spreadsheet. Cloesmore pam i man
Select Row 5 through Row 28. uapiLmsieg  F kD g e
(Do not include the Total in Row 29.) b = T T
Go to Home->Clipboard->Copy. o e e i ——
b [ A B C D E F
Go to a new spreadsheet. Il E::::T ; = 1 |Price 3,75
Select Cell A1. slaumure  $ 13 2
Go to Home->Clipboard->Paste. e les w2 |Start 100
Keep going...! ‘ Increment 5

sample file or continue with the "Legs Eggs and Date Product = Net Quantity Revenue

3
4
5
Pigs" spreadsheet from the previous lesson. 6 July 1, 2013 Pigs
7
8
9

4 3.5 100 $  325.00

There may be a yellow security banner at the top of July 2, 2013 Pigs S 325 105 3 341.25
the spreadsheet. Click ENABLE so you can work on July 3, 2013 Pigs 5 3.25 110 &  357.50
this lesson, please. . July 4, 2013 Pigs $ 3.5 115 $  373.75
10} July5, 2013 Pigs 4 3.5 120 ¢  290.00

11} July8, 2013 Pigs § 3.25 125 $  406.25

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data
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Home->Clipboard->Paste

g EH % 0 napmmasgiany Lol 3017 L g Pt - Loc

i
Bl < s s e o e e P

Paste Between Worksheets T T e e T B 5 Tt m
What Do You See? When you copy and paste Sl TINENFEe 42 Elbre bt - [ § - %+ (13 o et G | v G ot | ST e i
data into a new spreadsheet, you may see many Cotws _+ ~ s - s toumg
error messages. That's Excel's way of asking, & - E | Dsn
"Where's the data?" - M.!- m:m "l: u:-r . | ¥ L} H i ] L] L} - L] ] L q L} & : 4
e
2. Try This: Review the #REF Errors : :::3:: m_ — E: D3 M K =D2+5BS3
Click on any cell that says #REF! b e e =
You will see that the_formulas are still there. This | SR aiie 2o o) o A . B c D E | F
example shows: D3=D2+$B$3. W(ayiune (mamTeets 1 |Date Product Net Quantity Revenue
&1 | by 15, 3L Pagn Procus © war e B : r r
When you paste formulas into a new ;ﬂ::ﬁ: maatmnts 2 | Julyl, 2013 Pigs Product : #REF!  #VALUE!
spreadsheet, the cell references may become i et | J July 2, 2013 Pigs Proi<i>t | #REF! | #VALUE!
meaningless. In this example, there is no Bl e W T ) ¥
Reference Cell, $B$3, so there is nowhere to o s o o et o B 4 | July3, 2013 Pigs Product L H#REF! VWALUE!
look up the quantity. Diskmie | o E: 5 | July4, 2013 Pigs Product  #REF!  #VALUE!
21 | pby 3. 2L g Product © emar
3. Try This: Review the #VALUE! Errors . .
Click on any cell that says #VALUE! E4 B S =C4*D4
You will see that the formulas are still there. This
example shows: E4=C4+D4. A | B | C l D E F
In this example C4 has Text, not Numbers. How L — . P-roduct - rQuantlty 'Revenue
do you multiply Text times Numbers? Hence, the 2 | July1,2013 Pigs Product  #REF!  #VALUE!
F F
error #value! 3 | July2, 2013 Pigs Product = #REF!  #VALUE! 3
. July 3, 2013 Pigs product ~ #R<®| [#vALUE!
Keep going, please... - u
5 | July4, 2013 Pigs Product H#REF!  #VALUE!

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data (Paste Errors)
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BH % ' ek ammaiata Lol 31 1 Lo g P - Lol A ®
Paste Errors i e e e e T P T T
4. What Else Do You See? Look nextto == .7 ..y aoa 42| Bt - § - % 0 |14 8| it ot €| | O e 4
the #REF! message: There is an — = — (== —= = — g
exclamation point that flags the error. This ™ . A
error has been identified as an Invalid Cell . ..." .5 .0 5o~ © 00w s mm
Reference. B himime sl en Toveu
s amimnng e CAMS
The Error options include: T mpming Dl
Help on this error - e
Trace Error o T .
Ignore Error o Predet D3 v F =D2+5B53
Edit in the Formula Bar us e
Error Checking Options o . A B c D E
This #REF! error comes from pasting data w ' E?’ ! = Date P_m»duct Net :Iluantlt‘,r ,REMEHUE
from one spreadsheet to another, but the u brocha 2 | July1,2013 Pigs Product  #REF!  #VALUE!
new spreadsheet does not include all of = o 3 | July2, 2013 pigs Pro 1 =| HREF! r#"u"ALI_.IE!
the Cells that the formulas reference. . 4| Jul 3’ 5013 |Pi b L
) { Y2, 183 ra Invalid Cell Reference Error

Keep going... 5 | July 4, 2013 Pigs Pro _

6 | Julys,2013 pigs pro Helponthiserror

7 | Julys, 2013 Pigs Pro Trace Error

& | July9, 2013 Pigs Pro lgnore Error

g ) Jl,ll‘y’ 10, 2013 PigS Pro Edit in Formula Bar

10 | July 11, 2013 Pigs Pro . .

1Y _g Error Checking Options...
11 [July 12, 2013 Pigs 2
12 | July 15, 2013 Pigs Product | #REF! | #VALUE!

Home->Clipboard->Paste

Exam 77-427 Microsoft Excel 2013 EXPERT
1. Manage and Share Workbooks
1.3 Manage Workbook Changes: Identify Errors
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Home->Clipboard->Paste ->Paste Special

,,f.j,,y, & i gumngiany Lol 35013 Laga g Pt - Loz
Paste Special Options | e e r—— LTI T
There is another method of pasting the Values, Ty T it - | § - %1 |1 e e : et G | Tttt et 5
without the formulas. o L - i —— —— Loy
Before You Begin: Delete the data that you just g m— —— ' ——— I ‘ B ——— — ——
pasted. We are going to start over. e
5. Try it: Paste S ial =
Go to the Pigs sproadahest, - WG HOME | INSERT  PAGELAYOUT  FORMULAS
Select Row 5 through Row 28. j & X cut R
(Do not include the Total in Row 29.) " D Calibri M -~ A A | — =
Go to Home->Clipboard->Copy. u . ER Copy -
5 | Faste : I uU-
Go to a new spreadsheet, Sheet 2. u - ¥ Format Painter =
Select Cell A1. = -
Go to Home->Clipboard->Paste. 2 | -
Click on Paste Special. - O
- % [ =
What Do You See? There are four rows of E ?
Paste Options. You can choose whether to |:|:|E . C .
keep the formatting, formulas, or values. Paste Values
e e

What Else Do You See? The Other Paste
Options include Paste Link, so you can link the
data from one workbook or spreadsheet to
another and synchronize the data.

Keep going, there's more. ;-)

Yl |4
123 "123 "123
Other Paste Options

.ﬂ.‘.ﬂ..ﬂ..ﬂ.
% oo Ll |l

Paste Special...

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data (Paste Special)
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J",,v:“ Home->Clipboard->Paste ->Paste Special ->Values and Number Formats

Paste Special
What Do You See? Paste Special lets

you choose what you want to paste. The Paste
default options include: All (everything), AN () All using Source theme
Formulas, Values, Formats, Comments, or
Validation, only. |::lfl::nrml.Jlﬂs DA” except borders
() Values () Column widths
Options to Remove Formatting () Farmats () Formulas and number formats
Paste Special can get rid of Formats, ) Comments
Themes, Borders or blanks you may have - . -
copied from the original sheet. D Validation All merging conditional formats
Operation
Operation Options )
You can select the operation you want to ® nene O Muitiply
paste: Add, Subtract, Multiply, Divide, or () Add () Divide

None. () subtract

6. OK, Paste Something [] skip blanks
Select: Values and number formats. -
Click OK. The Rows of data will be pasted.
There should be no errors. Paste Link | OK

|:| Transposg

Keep going...
The Computer Mama sez:
This can save you a lot of time!

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data (Paste Special)
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Home->Clipboard-> Paste ->Paste Special ->Values

T [ Imapastiany Lecel 5011 Lega g Foga - Lo
:’ Paste Special: Values e e T —
7. Try it: Paste the Sample Data e O PR T T 2 52 | Elipeiote - [ § % 0 [ .:“:;‘
Go to the Eggs spreadsheet. Cobss % fam . s | mmme o
Select Row 2 through Row 24. - AR
(Do not include the Total in Row 25.) B ———
Go to Home->Clipboard->Copy. | e ) R e
Go to the new spreadsheet, Sheet 2. et S T
Select Cell A25. Go to Home->Clipboard->Paste-> AEmEm
Paste Special->Values and number formats. e
Bi| suya, 3900 Lagn i okm & fraam
B My EUp 3 1B o 515
Go to the Legs spreadsheet. T
Select Row 2 through Row 24. Wlmiiuswe  § 8 % jmm
Go to Home->Clipboard->Copy. T e
Go to the new spreadsheet, Shee_t 2. o e )
Select Cell A48. Go to Home->Clipboard->Paste-> " ::ﬁ: T B ]
Paste Special->Values and number formats. M sy 8 k8 Sen
kR NG § LS 2 fariss
Nimrmdue 4 i2 15ima

Try This, Too: Rename the spreadsheet —
Double-click the tab for this spreadsheet. Type: B

Original Data for TEXT Formulas. ghisl July 26, 2013 Eggs $ 150
45 | July 29, 2013 Eggs 5 150
8. Try This: Save the Spreadsheet |
Go to File->Save. 46 |July 30, 2013 Eggs S 150
Go to your Documents folder, if you wish. AT | July 31, 2013 Eggs 5 150
Type the Name: Counting Chickens 2013.
Ol on SAVE. 48| July 1, 2013 Legs $ 3.25 50 $162.50 8
491 July 2, 2013 Legs 5 3325 55 $178.75
50| July3, 2013 Legs S 325 60 $195.00
E1| July4, 2013 Legs 5 3325 65 $211.25

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.1 Insert Data In Cells and Ranges: Copy and Paste Data (Paste Special)
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File->Open

B % i s Lstel 1011 oo Chetops LA - Escl
. B < s et G e Wew W
:} Format TEXT with Formulas ™5 ~_ " 70 = 7.~ L
The next lesson demonstrates the TEXT bl [REEAE T 4| Bl | - % | 21| S e G | 0
functions. Each example creates a Cell Ooeses taes . argrnece -4 -
Reference, and uses Arguments to create *' d A | o

the formulas. e TR AU I L L B

A [nate 1 Wl Cpaselity Rrwrese
3| haiy b 2810 Py § w0 § S0
1 Wyl N1 Ny $ 1 e SsaAn
The TEXT functions include: Sl msmang 3 a3 15 4mn
CONCATENATE (combining fields) - e e T
UPPER/LOWER : i I iee
SUBSTITUTE i~ §anl e o
BaneuRe 5 1B me jaam
EF by A ML) P 5 1 3 Ssoar
1. Before You Begin: You can continue with D 1. I, A
the spreadsheet we have been workingonor = =vmmine 4 vm am s
open the sample file if you wish: L, .
Counting Chickens 2013.xlsx Eall AL T & || Date
3]
There should be a spreadsheet called Original & “'" A B ' ¥] E
Data for TEXT Formulas. . ] 1 | —
ﬂ 1 |Date led uct Net Quantity Revenue
Keep going, please... 2 July 1, 2013 Pigs 5 3.25 100| 5325.00
3 | July 2, 2013 Pigs 5 3.25 105 5341.25
4 | July 3, 2013 Pigs 5 3.25 110 5357.50
5 | July 4, 2013 Pigs 5 3.25 115 5373.75
6 | July 5, 2013 Pigs 5 3.25 120 5390.00
7 | July 8, 2013 Pigs 5 3.25 125 5406.25
g July 3, 2013 Pigs 5 3.25 130 5422.50
9 | July 10, 2013 Pigs 5 3.25 135 5438.75

Intermediate Microsoft Excel 2013 Page 60 of 245



Ta
,
roe

Text Formulas

Text as well as numbers can be edited by

formulas. One useful Text function
combines the data from several cells.

This function also has a cool name:
Concatenate.

2. Try This: Make a Copy

Select the Original Data sheet.

Right click and make a Copy.

Name the new sheet: Text Functions.

And Try This: Add a Label
Select Cell F1.
Type: Product Revenue

Keep going....

BE % & e st ol 2071 | Doy, Chegionss IUBA - Rscnl

B - st it dobaud o W e
A'.I\:\l o T e B |Sww e 5 }- i = e T -!- 3
"‘_"' “‘:_:_'_b ay- SE-TF T A Blvegetitode - | 5 -% + [W A _’::-w"'f:-k‘:‘ ternd M"-ﬁ P,
:‘ & L} -t o i BN ¢ Cl ' ] 3 ! u - ] (]
T Dete e Cpasedity Rrwr—r
3| baiy R LY Py 5 1B B0 5B
3 iy L N0 Ny 5 1 | FL]
A bl 3L g § s s il
3 W4 NL N s 15 s samr
B bty 3910 Py 4 i imem
7| by ML g 5 1B 15 fEel
1 LN My 5 1 i S
# ey 38, 3200 Py § LB ik famn
u_wunum 5 13 0 S50
N ly 10 3900 P 3 L D]
BF raly 15, 3000 ygn § 1B B fa05
NF bely I8 ML) P 3 A 3 STy e
B ey 11, 3810 Py i LB a0 fimes & P
B men i i e tws
:Eu 12 | July 15, 2013 Pigs § 3.25 150 $487.50
5w 13 | July 16, 2013 Pigs 5 325 155 5503.75
2= 14 | July 17, 2013 Pigs & 395 160 $520.00 EX
g 15 | July 18, 2013 Pigs $ 3.25 165 $536.25
16 | July 19, 2013 Pigs 5 3.25 170 5552.50
17 | July 22, 2013 Pigs S 325 175 $568.75 &l
18 | July 23, 2013 Pigs S 3.25 180 5585.00 i
19_ July 24, 2013 Pigs 5 3.25 185 5601.25
20 | July 25, 2013 Pigs S 3.25 190 5617.50
21 | July 26, 2013 Pigs & A5 195 $633.75
22 | July 29, 2013 Pigs S 3.25 200 5650.00
23 | July 30, 2013 Pigs S 3.25 205 5666.25
. ¥ | ‘ [T . . Y. T R . T ol L. Y nan & oo ra r
i Summary | Legs | Eggs | Pigs

Exam 77-420 Microsoft Excel 2013
1. Create and Manage Worksheets and Workbooks
1.1 Create Worksheets and Workbooks: Copy and Move Worksheets
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View Code
Protect Sheet...
Tab Color ¥ 2
Hide

Unhide...

Select All Sheets
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Text Function: Concatenate
3. Try It: Concatenate the Text

Select Cell F2.

Go to Formulas->Function Library-> Text.
Click on: Concatenate.

Text

Keep going...

Formulas -> Function Library-> Text ->Concatenate

BEH %S &+ marenaagiagna st 2071 sy Chechoposs LBA) - Estol rT N =
B o soin et | soneasd B mew e Ticatars biot:
ﬁ, z n ﬂ ﬂ H IE IH - Drfens Hama ~ For Tewor Prmcoiemm, 1Y, Porms B ety ™ 3

Ised  dafislaem, Ravendly Tmaneial ingasl| B0 Duin & Goslsp B Uisi & Ry
Tommam © temds - -

-
Ay B 5 Coruiete How
=8 frmw Depevadents. <1 s Cha| . ’
My : M | ke | Calenis B caveanie B
® | Toma - Relprcy - Tag Panten - Mamagen 1] Cotate b St e Mamirve et ¢ (X Brebts Fowls Wi | Dl

L T . et e L ] o
L] = R b -
4 & ] <
1 Dl Feabeil Wl s
TR 115 AT
3| bty 220 P
by . 3310 g
by A L
haty 3, 2001 P
baly 8, 3001 Py
AL 2L P
B | reiy 38, 3900 g
W by 18 ML B
1| ey 12 2900 g

B raly 15, 3901 =
s [LE HOME IMNSERT FORMULAS DATA REVIEW
¥S | buby 10, 001

-
N W R R W

PAGE LAYOUT

| why R

AT paly 12, 3800 f
W iy 21 310
amam X
AutoSum Recently Financial Logical = Text Date & Lookup & Math &  More
S 02 Function 2 Used - > > =  Time~ Reference~ Trig~ Functions~

Functior BAHTTEXT B

CLEAM

y A | B | ¢ | — | G
- 1 Date Product Net Qua EVEnue

2 | July1,2013 Pigs §  3.25 CONCATENATE |
3 | July2, 2013 Pigs § 3.25 DOLLAR
4_ July 3, 2013 Pigs 5 3.25 EXACT
5 | July4, 2013 Pigs $ 3.25 EIND

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: CONCATENATE
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7,
)",,v:"’ Formulas -> Function Library-> Text ->Concatenate
We s e s e :
Text Formula Options T T e T
This formula combines two cells: B2, the e & |E) o o 4
name of the Product, with E2, the calculated oweses s iased L oat crm ponns =
revenue. [*] - Boow B cCOMEATTRATE[ELON -
N ) T W N S S S S S S S S
4. Try It: Edit the Text Function R R - e
Start by entering the cell references. fl emang | § im
§ | by B RS T
T kg L1500 g § 1B
Edit Text1: B2 mmane b bn
Edit Text2: D2 0 mee b bs
BE| by 15, L1 g 5 1B\
NE| beby 18 HIL) Py LB
Click OK to CLOSE the Function Arguments. & =i E = COMCATENATE
by 103910 Py L]
BT palby X3, 3811 Py 1B o= S .
What Do You See? The formula is et | Text! |B2 F&| = Pigs
=CONCATENATE(B2,D2) e Text2 |D2 el = "100°
| by 1, 3501 g § 1 .u
2 1B X|

This TEXT formula did, indeed, combine the
fields. However, this result needs some

improvements.

Keep going...

Py L HILY o
s = o -

F2 - * & J= | =CONCATENATE(B2,D2)

A A &, c b B F I
1 Date Product Net Quantity Revenue Product Revenue
2 | July1,2013 Pigs $ 325 100 $325.00 |Pigslﬂﬂ

3 | July2,2013 Pigs § 3.25 105 $341.25

4 | July 3, 2013 Pigs $ 325 110 $357.50

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: CONCATENATE
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Additional Text Fields

If you add additional Text fields, you can include
labels and punctuation if you wish.

5. Try This: Use Additional Text Fields
Select Cell F2 and delete the formula.

Select Cell F2, again.

Go to Formulas -> Function Library-> Text.
Click on Concatenate.

Edit Text1: "Daily Sales for "

Edit Text2: B2

Edit Text 3: " "

Edit Text 4: D2

Click OK.

Try This, Too: AutoFill the Formula
Select Cell F2.
AutoFill Cell F2 to the bottom of Column F.

What Do You See? Does your formula include the
additional Text fields in the Concatenation?

Memo to Self: Whatever you type between the
quotes will be displayed as text between the
Concatenated Cells. If you need a space between
the ": " colon and the number, then add a space to
Text3 between the quotes.

Formulas -> Function Library-> Text ->Concatenate

aruEt Fadd Larxd botaanad  Bata L L (L

B . o reeees R e Cal g

o EHOE AT A T [ iy tabi b “ 0% “ 0]

i 18

1
by 8, LD P

by, 3043 g COMNCATEMNATE
Text1 |"Daily Sales for * 5| = -Daily Sales for -
L % - Pigs
Text3 |- = - -
Textd | D2| =] = 100
e | - text

“Daily Sales for Pigs: 1007

Joins several text strings into one text string.

F2 | I =COMCATENATE("Daily Sales for ",B2,": ",D2)
A | B | € | o | E F G

1 Date Product MNet Quantity Revenue Product Revenue

2 | July1, 2013 Pigs $ 3.25 100 $325.00 [Daily Sales for Pigs: 100 |

3 | July 2, 2013 Pigs 5 3.25 105 5341.25

4 | July 3, 2013 Pigs $ 3.25 110 $357.50

Exam 77-420 Microsoft Excel 2013
4. Apply Formulas and Functions
4.4 Format and Modify Text with Functions: CONCATENATE
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TEXT Functions: UPPER

Look at the text in any spreadsheet. The data
entry may not be consistent. Some people never
use capital letters, and some folks make every
word begin with a capital letter.

You can create a formula that formats the Text:
UPPER, LOWER, PROPER.

1. Try It: Add a Label

Go to the Text Functions spreadsheet.
Select Cell G1.

Type the label: UPPER

2. Try It: Use the UPPER Text Function
Select Cell G2.

Go to Formulas->Function Library-> Text.
Click on UPPER.

Keep going, please.

Formulas -> Function Library-> Text ->UPPER

BEH% [ omaremassheans Lt ol 2071 Cararmaney et LRM - sl PO 4

®
VoM SAIET RS | o BN W e Dt st + Y
= = I Dafeng Hame - I S SR —
AT EEEIE B D R S P :
. SR N ——
st datnlaen Ravendy Draradl (ngeel | S0l Dete & Goolegp & Math & My s i a X
Pt | il T DR Tema - Ry~ g~ Fencimes - | Mamagas (] ottt boum Sutection | . Basmave et = (8] rnnts st
[ . e Vo ey
af 3
- L ] € " ¥ ’ H 1 ) 14 11 “ N o L] a L]

1 Date Fedeil  Wel L . e B
B oy e 200 g 5 18 wtor g 108
1| kw230 P i1 A wor o 108
4| iy 1, 3600 P T s wikow g 118
5| hiyd ML Mg 5 18 1 ¥ for Paga: 115
§ | by A 3L Py (T . § i g 139 F | G | H
7| g, 800 g 5 13 wior g 115
1 Wy LNL M 3 A ¥ or g LN
e 30 Py [ w105 ®wenue u er
W e 1 B 5 13 uor Pag: 148 .
0 ehiLmn e 4 LD 8w g 143 i for Pigs: 100
KR | by 15, 3811 Bagn 5 1B uior g 138 | |
HH | by 18 2910 B i s o ¥or Paga: 133 L P
B sirg 8 48 - g  for Pigs: 105
1 by 10 ML) P § 1B . ¥ for g 183 f
B iy 10 2910 Py i n ¥ § o g 17 E "
WP paby 13, HL1 g § LB " uhow g LTS P TOr PIES' 11{]
W ety I 9L P 5 1m ’ ¥for Paga: 100
B ply 30, 3901 Py § nm . " g g 183
B0 by 15, L B 5 13 ! " [ b o Bogn: 198
21 by 1910 P $ B T SAILTS Dby Salus v Pags: 193
B poby 1, 30 Fgs § 18 B FASAEE Dby Sales v g 208
N bely ML 2L P 5 1. 0 SEMAIS Dasty Sales for Papa: 208

1-'nr.-n~w-|._w," [P . TEXT =TT IR LT
s for Pigs: 155

TRIM m

s for Pigs: 160

UNICHAR s for Pigs: 165
UNICODE s for Pigs: 170 2
UPPER s for Pigs: 175
VALUE - s for Pigs: 180

s for Pigs: 185
s for Pigs: 190
195 5633.75 Daily Sales for Pigs: 195

fx Insert Function...
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Formulas -> Function Library-> Text ->UPPER

NS . » oo s o0 ol 3011 sty oot LBM - Eacpi }
UPPER Text Arguments S OEEBOE R B B |3 [ : —7
3. Try This: Edit the Function Arguments ot | Sk by e rndte e | e e | e s = Bt o [
Edit the Text:B2. Faman Ly  tetmaaan pe—— [
L) L A RU_ S T
You should see a preview of the data in all N R R
capital letters, "PIGS". fl ;;;3.&.""-‘ A% 0 4mias oot tm e 0 EES
C||Ck OK A | by 3900 Py in 26§03 n.o.umwm'm
3| ki HL By 113 HI3 SNTLTS Dby Safes for Pag 113
4 ki L L A 4
Try This, Too: AutoFill the Formula PRy

Use the AutoFill handle to fill down this formula [ 2000

&
5
]
H
AL 2L P 5
1]
5
]
&
L3

i | iy 12, 2903 s
in Column G. g e PRSP ——
KB bty 18 J0LI P ey Teun 10 Ve sk et 51 LI § ST 30§ b s

Memo to Self: The LOWER text function
converts the text to all lowercase letters.

The PROPER Text function begins each word
with a capital letter.

iREYEIEZERE

E
Converts a text string to all uppercase letters. I J

G2 | i »x « J | =UPPER(B2)

A 5 | & | € | b | E | F _ G
1 Date Product Net Quantity Revenue Product Revenue Upper
2 | July1l, 2013 Pigs 5 3.25 100 5$325.00 Daily Sales for Pigs: 100 |PIGS

3 | July2, 2013 Pigs 5 3.25 105 5341.25 Daily Sales for Pigs: 105 PIGS

Exam 77-420 Microsoft Excel 2013
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Text Functions: SUBSTITUTE %/

The Substitute Text function can find and edit

specific words or phrases.

For example, you can compare the formula in }I|"f:: m--'-- ;-tm . :-:-:m :;' A E—
Column F and Substitute "New Product Sales" for ' vz e  1m Pt e
"Daily Sales." | imure 5 in i 12 s
y vales ' h-'-!-..vu:: 4 o - ,,s,.::”: . G H
7| g, 2000 Pgn 5 LB ) wikor gz 115 Pk | !
1. Try This: Add a Label Vommirg  § bm . R g 18 ot Upper  Substitute
Go to the Text Functions sheet. m iE‘,":;ﬁf:E ; i e | P PIGS | |
Select Cell H1. B e [ am[ | s =
Type the following label: Substitute RS R ey ot m s PIGS
bty T 3900 P 4 1n T § ke g 1T
P by 13, 3841 Fyn § 1M AR o g LTS Beid pIGS-
2. Try This, Too: Substitute the Text | e e wammar  [SuCHOR R
Select Cell H2. oz 4
Go to Formulas->Function Library-> Text. e R T i
Click on: SUBSTITUTE. ST et rencros [y | | | PROPER I_I s for Pigs: 150 PIGS
K _ s for Pigs: 155 PIGS
eep going... REPLACE s for Pigs: 160 PIGS
REPT s for Pigs: 165 PIGS
RIGHT s for Pigs: 170 PIGS
SEARCH s for Pigs: 175 PIGS
s for Pigs: 180 PIGS
SUBSTITUTE - '8
s for Pigs: 185 PIGS
Jx Insert Function... s for Pigs: 190 PIGS
195 5633.75 Daily Sales for Pigs: 195 PIGS

Formulas -> Function Library-> Text ->SUBSTITUTE

OH% s gbaana Lt 2071 Doty Cheghopns LBA - Rsced
B oo ot st | sonad | B Wew e

o Pomit Deperionts. b fner Chashinng
aet datinlorns Baverdly lnarasl ingesl | Gl (Dein & Gecbup B Vst & Ry S — o

Vo v U -

Farar Al . R L ]

z n = o - y et - U - —— :‘

LT TLT e erre— _—
SO Toms - ek - Tog~ Fanciinns - | Mamages (] Cotate b Secrion | 3, Bamarve desn = (] skt Foomuit i | D= e

e |

1 et Hoss

o
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SUBSTITUTE Arguments
3. Try This: Enter the Arguments
Text: F2

Old_text: "Daily Sales"

Microsoft Excel will compare the text in your
cell, F2. and determine if your data matches
this Old_text.

New_text: "New Product Sales for"

This is the text that Microsoft Excel will
substitute when it finds a word or phrase that
matches.

You should see a preview of the data to the
right of the Argument.

Click OK.
Try This, Too: AutoFill the Formula

Use the AutoFill handle to fill down this
formula in Column H.

Formulas -> Function Library-> Text ->SUBSTITUTE

HERA MEET LRSS s LTI U

2
Rt
ot e Errsn mama g by
H L NI LITH [F., “naiby ki bt *, "M Py 1 i it *f
& ] £ ] 1 ¥ a H 1 ] ® L u
1 nete Frmbonl Bl Gpaseliy Brwrsse Prosked Srvser M Sasdnldude
TR 5 LS iy BB Dy fabentor Pugn: 168 Bold [ boa 'I
1| kgL ML B L WA S BN Dty Sales hor P 108 PSR
d | kg b 3B g #
3| b L1 P [
B by EL M i LB
T kgL 1810 § LB
by 3. FL) P . ¥
2 4
(o=
Text |F2 2.5
. B . ==
Old_text | “Daily Sales for 2.5
. N ==
New_text | “New Product Sales for | 2.7
Instance_num Bz

ﬂ%eplaces existing text with new text in a text string.

“Daily 5ales for Pigs: 1007

“Daily 5ales for ~

“Mew Product Sales for ”

= ext

“Mew Product 5ales for Pigs: 1007

=SUBSTITUTE(F2,"Daily Sales for ","Mew Product Sales for ")

D E F G

H

Quantity Revenue Product Revenue Upper
100 $325.00 Daily Sales for Pigs: 100 PIGS
105 5341.25 Daily Sales for Pigs: 105 PIGS
110 $357.50 Daily Sales for Pigs: 110 PIGS

Exam 77-420 Microsoft Excel 2013
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Formulas->Function Library-> Date & Time->MONTH

B E% [ emarmmaadiogns st ol 2011 Cornray Cheriopns LBA - szl ¥ A x
- 3] rrdnt Pl Lane s semaan Al tata v wiw Thoaters bt
Date Functions: MONTH N e e T e e
% " - 3 Frae Drpevalents. ¥ fover L « | Nrd - i
Businesses are "date driven." Bills need to be paid i | ot i Lyl V. S o Wt e W S S b e | | ot 5 ot
on time. The DATE functions can be used to format —— =y - Extmed st et oy Cmmman
as well as calculate. d | 3 o 1
i & L] £ o N— 4 H i 1 [3 L ("] L] 2
1 Dt Fesbel Wl ity 1 s e u\ln:;‘- —_ .nd-u-ﬂ. }
Before You Begin: Make a Copy V imiee  3am m e Sl e e e S—
Select the Original Data sheet. B ] e |
Right click and make a Copy. B i ™ TAE e ot o] 3 F G
Name the new sheet: Date Functions. - et e B e vt —
Bt g [t an aml] T i e Quantity Revenue Date: Month
N1 by 12 2013 Py il am ’ Gy ew Prosiat s
1. Try This: Add a Label o e e I B ] 100 $325.00 Il
gol totﬂée ﬁ>|a:t1e Functions sheet. s FORMULAS | DATA REVIEW e 105 5341.25
elect Ce : " e Pt
Type the following label: Date: Month £ E m H e 110 $357.50
- I I I I e P e P B
o et e
é‘ .Irryt -(I;hII?’FEOO: Use a Date Function 5 Date B Lookup 8 Math &  More oo e
elect Ce . - e

Time~ Reference = Trig - Functions == &

Go to Formulas->Function Library-> Date & Time. I
Click on: MONTH. y EDATE [+]
| EOMONTH
Date & HOUR
Time~ E ISOWEEKMUM _
Keep going... F
MINUTE - 100
MOMTH - 105
METWORKDAYS it 110

Exam 77-427 Microsoft Excel 2013 EXPERT
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Formulas->Function Library-> Date & Time->MONTH

5 The MONTH Arguments : KZ-. SAINT  PASILIRSOT | G Bafa W e R |
The purpose of the MONTH function is to read Lot
the date, figure out which month it is, and P Loy Ertrsa mamn St ety Caman -
return a number for the month. In this R . =
example, the date is the Column A. | — e e ey e ?_-!-_t T L
e
3. Try it: Edit the Serial_Number B 1 e e e e
Edit the Serial_Number: A2. i : : '
You should see a preview of the data to the ~= e : ': omsed -
right of the Arguments. E: MBI 5 a5 | s e et 3
Click OK. M wwire |- MONTH
B by 10, 3L By 5
by 10 L) Py 1 - —1
4. Try This, Too: AutoFill the Formula o ¢ Serial_ number |A2 |FRE| = 41456
Use the AutoFill handle to fill down this ) §
formula in Column F. s =
| ey : Returns the month, a number from 1 (January] to 12 [December).
July is the 7th month in the year, as shown. T e e . _ _ _ i
m: Serial_number is a number in the date-time code used by Microsoft Excel.
OK, that's an example of the MONTH function. e
Excel can also use Date functions with days.
F2 ~ fe || =MONTH(A2)
‘ A | 8 | ¢ | b | E | F G 4
1 Date Product MNet Quantity Revenue Date: Month
2 | July1, 2013 Pigs 53.25 100 5325.00 I:l
3 | July2, 2013 Pigs $3.25 105 $341.25 7
4 | July 3, 2013 Pigs 53.25 110 $357.50 7

Exam 77-427 Microsoft Excel 2013 EXPERT
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Calculating the Date

Many businesses need to calculate the difference between
the current date and the date on the transaction. Microsoft
Excel has several functions for working with Dates.

Let's consider Date, Today, and Now. Today() and Now()
both enter the date. The Today() function updates

automatically to show the current the current date and time.

The Now() function does not update automatically. These
two functions do not have any Arguments. Date lets you
enter the Arguments for Year, Month and Day.

1. Before Your Begin: Make a Reference Date

Select Cell G1 and type: Reference Date

Select Cell G2.

Go to Formulas->Function Library->Date & Time->Date.
Enter the Function Arguments:

Year: 2013

Month: 8

Day:1

Click OK to close the Function Arguments.

Do This, Too: Copy and Paste Cell G2 to G70
(all of the Rows in this example) Keep going...

Memo to Self: Columns C, D and E are hidden in this
lesson so that you can see the date in Column A and the
Reference Date in Column G.

Formulas->Function Library-> Date & Time->Date

LTL

Moal  SGINT  PAMiLoeSed | dosuensd  BAL BN Wi 1 R

el

i - oo & sDAM[ELEIY -

a [ ¥ ] r- ] P € k ] N o [ a ] ] Ll u

1 Dl Frosbon | [isle Miwslfy Eaferevaw Dule

-

TERTHIESEEEER g

by B, LY g
by 1. 301 P
by I, 3810 g
by A, LY B
baty B 330 Pogs
iy L 2300 Py L Yew i)
by L N Py 7 | L]
rely 33, 311 Py ¥ | o -
Falby 15, 3003 Pign 7 ]
Feby 12 2913 P
ralby 15, 3501 Fygn
bk 18, 3013 P
pely 15, 300 Py

DATE

& - ¥
K -8
™

a1
= dval
T T AR TR A 11 TR S8 6 ML L e e

Dy 6@ e bl 11 11 b it D iy B P it

1l
Pa
=]
—
[

Year |2013 s
Month |3 ER

Day |1 Es| = 1

= 41487
Returns the number that represents the date in Microsoft Excel date-time code.

Exam 77-427 Microsoft Excel 2013 EXPERT
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Date Functions: NETWORKDAYS
The NETWORKDAYS Function will calculate the
number of work days (Monday through Friday) from the
Reference Date in Column G to the Date in Column A.

2 Try This: Add a Label
We are still on the Date Functions sheet.
Select Cell H1.

Type the following label: Net Work Days

3. Try This, Too: Use a Date Function
Select Cell H2.

Go to Formulas->Function Library-> Date & Time.
Click on: NETWORKDAYS.

Keep going...

Formulas->Functtion Library-> Date & Time->NETWORKDAYS

BE% :
I < oo
AZEEEBORKE R D E S

Pl Lard domamn ad [LT v wim

e Lod ol 200 D gt Ched b LBM - Lozl F X -

Dfiomg Mo -

B Pomcs Prmcrteen Y] P S i | -

3 P B oy o iy ¢ | % = L
ittt ety et 1ot R et dd Mo | M T | e e | | Gt O ot et
[Ie—p— . Bevnsa enai [ Lpcaan -
- L ) d n— I 1 L L L] L] L) » L] L] ] T
1 Dadw Fronban| Disle Muimdilh Earfevers
W ey b 200 Py 7 [ 2
1 W51 Ny 7 | !
A | oy B, UL g ¥ E
g iz G | H |
T g L2801 g 7 ¥
B v - - Reference Date NETWORKDAYS
M| by 15 3L Bygn 7 [t
e 1-Aug-13 _I
e FORMULAS DATA REVIEW 1-Aug-13
5| ey
e |@ 1-Aug-13
HE BRI
W ek
M ek
o Date 8 Lookup & Math&  More

: Time~ Reference~ Trig~ Functions~

EDATE [+]
EOMONTH

HOUR

ISOWEEKNUM

MINUTE

MONTH

NETWORKDAYS
NETWORKDAYS.INTL

Exam 77-427 Microsoft Excel 2013 EXPERT
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E r
L)
J",,v:" Formulas->Function Library-> Date & Time->NETWORKDAYS
E W ' marencsdgns st ol 301 Camartong, Chrioans RBM - Escel 5
L diaanad bata wim Dnsbart Mok +
:} NETWORKDAYS Arguments & .07 .70 © me— =

4. Try it: Edit the NETWORKDAYS st - tom | e ol : ;» :

Edit the Start_Date: A2. Fancnan Ly - P— [ -

Edit the End_Date:G2 i | BN T ki
il L) 1 ] L) @ u L] il L 1 L L L] -] L Q L] ] T L ¥ C
1 Dt Fombenl [islr Miss® Kefersvaw Dule

You should see a preview of the data to the right #I vxxu 2 "y o]

of the Arguments. - i -

Click OK. 8 :::!I.FUH;\ : PPy o 4
AT R e | o .
B hAyd L B

5. Try This, Too: AutoFill the Formula e | ERRERREEMERLICS,

Use the AutoFill handle to fill down this formula 7 =i 7070 Start_date |A2 - 41456

in Column H. : ::T::.:x
:ﬂi:ﬁﬁ:ﬁ End_date |G2 = 41487

Memo to Self: The date that is displayed in the [ =r=e Holidays = -

Preview is a SERIAL NUMBER. After you edit ~ # mvx =i vs | ’

the Arguments, the work days will be displayed & s e -
BE | raly H, 38500 Fygm 24

as a whole number. 28| ety 18,3811 o

mmRetums the number of whole workdays between two dates.

m_ Start_date is a serial date number that represents the start date.

H2 | i »x « J | =NETWORKDAYS(A2,G2) 5
4 A | B || F | G | H |

1 Date Product Date: Month Reference Date NETWORKDAYS
2| July1, 2013 pigs 7 1-Aug-13| 241

3 | July2, 2013 Pigs 7 1-Aug-13 23

4 | July 3, 2013 Pigs 7 1-Aug-13 22

Exam 77-427 Microsoft Excel 2013 EXPERT
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Home->Number->Number Format->Time

8:30:00 AM | 5:00:00 PM
8:30:00 AM 5:00:00 PM

Exam 77-427 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas

3.3 Apply Advanced Date and Time Functions: Calculate Duration
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e % 0 maremaadiogna sl 0] gty Chegonns L8N - Eacl a n
:} Time Functions e M IR T T 1
How many hours or minutes are there between  w« "7 wiu. o woa utewb o - U5 sl G e G | Tt
the Start Time and the End Time? Here are omsewr ] e 12 " et s =
the steps to figure it out. Kot - . | I \ |::_—|
- ¥ . @ " i 3 5 s i |
1 et Pomsbon] [usle Miwsltt Barfovavar Disle N1 TIWORKTULYS [art Cme Hrel Thewr Dol
1. Before You Begin: Enter the Data Fried e “ ey '?‘A
Select Cell J1 and type: Start Time. il s T . T Senom ABC General —
Select Cell K1 and type: End Time. W oo e e Qn oy 123 o specific format
Select Cell L1 and type: Duration. . e a )
Format Cells J1, K1 and L1 BOLD. e i l T 12 Number
| e g :: Start Time
Select Columns J and K. | e i
Go to Home->Number->Number Format. . e o . e Currency
Select the Time format. | g o k L ~ ==  Start Time
Select Cell J2 and type: 8:30 AM o i —_Hmit 7 J ]
Select Cell K2 and type: 5:00 PM B 1 s i ; | © [ Accounting
| e e t ‘ | oS start Time
2. Copy the Data ] Dwte Muncticen | Tetfunciomn | Semwary | e | ggn  Peu  Ovegesd Dets boe TONT fore . (8)
Copy and Paste Cell J2 to J70 Short Date
Copy and Paste Cell K2 to K70 E Start Time
(all of the Rows in this example)
What Do You See? L' 3 ' 3 — M - E iy '?ate
The Cells in Column J have: 8:30:00 AM. Start Time End Time |Duration l ) Start Time
The Cells in Column K have: 5:00:00 PM e = 1 — .
OK, keep going... 8:30:00 AM 5:00:00 PM 1 @ Time
8:30:00 AM 5:00:00 PM e Start Time



Home->Number->Time

!-H . e sl 2071 G Chochonns 1AM - Excl v o a %
. ol GGIRT PAMLRSGT BoRaukd Bl bW Wi Dt it + J)
:’ Calculate the Duration . , o
Duration is the number of hours, minutes and i : il i
seconds from the Start Time to the End Time. e R tom spas o s Loy
Wi TWOER - i - o ) L ERH -
. . - 1 ] L} - L 1 1] L3 ’ ] L] 2 L o L] 1 ] 3 1"} v 0
3. Try it: Calculate the Duration Rlow o oneieh Melissove nfwoncan | pifiss fies gewie
Sl B 3810 Bgu ) 8-Rig-L M ik e |
Select Cell L2 and type:=K2-J2, 3| ey 3L P 7 . I RND0AM S0mEw
Where K2 is the End Time and J2 is the Start ~ § .20 -t B eam s
Time & bty ) JELE P r R = B 3000 &M %0000 P
. 7| gl 3000 Pygn 7 3-Rag-11 14 R0 AN 0000 P
1 LN Ny 7 18y} |t B 30000 AAE 5 D000 SR
§ rdy 32 2Tt Pygs ¥ A 183 wr £ 000 AM 0000 P
Please AutoFill this formula from L2:L70. 1.y 1100 e P ragn W e sese
. . B by 10 2900 Py r 1Sy 1 1 B OO0 AM 50000 M
(all of the Rows in this example) 2] by 13, 3811 P T sagn M ks s
N bely 18 ML) B 7 1Ry} 8 0000 A 500 PR
BE pudy 13 3900 Py » 3N td 153
4. What Do You See? The formula and the B e - = | ] K L N
answer are correct. However, the | e e x—1 ! L
formatting--8:30:00 AM--is confusing. e d E ... 2 Start Time End Time Duration
. e — - | 8:30:00 AM | 5:00:00 PM|=x2-)2
Keep going... ZN| ey 3. HLD Pogn 7 Shag- 13 1 | |
T Y oy gy ey e 8:30:00 AM 5:00:00 PM
8:30:00 AM 5:00:00 PM I
L J 1 K I W
Start Time End Time Duration 4

8:30:00 AM 5:00:00 PMl 8:30:00 AM.l
8:30:00 AM 5:00:00 PM  8:30:00 AM
8:30:00 AM 5:00:00 PM 8:30:00 AM

Exam 77-427 Microsoft Excel 2013 EXPERT
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Format the Time

5. Try it: Format the Time

Select Column L.

Go to Home->Number->Number Format.
(the little arrow in the bottom right corner)

|Custorn *|

«0 .00
$ - 05 * | T
Mumber P

Go to the Number Tab.
Select the Custom Category.
Choose: h:mm

6. What Do You See? The Duration will be
formatted as Hours and Minutes.

Save Your Spreadsheet.
Very good.

Home->Number->Number Format

BE S & wemrmadan Lot J0L Ciuraong Chechams LM - Excel

-uu SAINT  PALieSed  dolankd B BN Wi Il..-n-nw.".
".'.:“ ) ot In ca a8 B e  Fwerm Tms - F BB e e . EI‘:’-"-' 5‘7 H
e remmtums (7 <[5 [ 24 o e o7 S S, P (S e el e G O e
- S fomacals
Qo
B 30 ——
R e Number | Alignment | Font | Border | Fill | Protection |
I ESTES m [IL Y
| ey 101 ;:---u brer
et (S Category:
g == e — General 3ample
o) — Number Duration
s e || | Curreny
Bl .22 e wemag i | | Accounting Type:
| ety 10 1900 Date
L] Nhjl!.ﬂll P Vel il Vel (i, il - OF W il G b & 403 h'mrn 5
NP| vty 12, 3813 Time o
M| ety 12 2313
| Percentage h:mm:ss AMPM
e Fraction hom )
: pocik i Y ;z; , scientific h:mm:ss
o —— - —— N O m/d/yyyy h:mm
Special M55
m mm:ss.0
@
Kk Ly W
Start Time End Time Duration 6
8:30:00 AM 5:00:00 PMl 8:3G.|
8:30:00 AM 5:00:00 PM 8:30
8:30:00 AM 5:00:00 PM 8:30

Exam 77-427 Microsoft Excel 2013 EXPERT
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2.1 Apply Custom Data Formats: Create Custom Formats (Number, Time, Date)
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Financial Functions

Microsoft Excel has a robust library of Financial
Functions. Let's say that our little company,
Charlotte's Website, needs a car. How would you
calculate the car payments?

Here are the steps.

1. Before You Begin: Enter the Labels
Open a new, blank spreadsheet.

Select Cell A1 and type
Select Cell A2 and type
Select Cell A3 and type
Select Cell A4 and type

: Present Value

: Number of Payments
: Interest Rate

: Payment

If these are labels, and they are, they should be

selected and formatted

Keep going...

BOLD.

Home->Font->Bold

BE S &

Boad’ - lmwl

Camane

LR

g

L} 1

'.' :.’ =) | E= W

T L T
Bpmattey - Tebip - Ty -
S

Payment

& Cioa ©

Fr® -« & X
Dt vt + )

| E e+ A "
Tia- .

laet & Pl B
Vil - g -

Eotmg

B < sonr psiloces dobaud B Wwew W

o, % cul ot - K s B -  Bwwre
r— =

"-_-‘. e T M- E-TF T B & E] tege i G =
- e gt

™ . & | Py

Fl L] L1 L] L} ¥ L] H

1 Prored Vaker

3 s ol Rapmanin

3 beienryl Rerde

i

3

L

L]

1]

L]

L]

n

i

0

-

L] -

g A4

L1

-

. A

n

g Present Value

e —

Mumber of Payments

A

1

2

3 |Interest Rate
4

5

Exam 77-427 Microsoft Excel 2013 EXPERT
3. Create Advanced Formulas
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Home->Number->Number Format

@ s P Bond " - el ¥ W
:’ Enter and Format the Data e F b 555 i (T ke gy |
2. Try it: Enter the Data e T T O o T 0| e | § - %+ |2 3| et 1 s
Select Cell B1 and type: 20000 Oubsen % fom . —— oo * Percentage -
Go to Home->Number->Number Format. " o 4 L
Select Accounting. S — T L s $ -9 » | %00 i
This is the Present Value of the car. (Pv) e ' ’
: ’ Mumber M
Select Cell B2 and type: 36 i
This is the number of payment periods. (Nper) -
Select Cell B3 and type: .04 u
Go to Home->Number->Number Format. u
Select Percent Style. - B3 Ml Je 4%
This is the Interest Rate for the loan. (Rate) :
» A B | ¢ | D |
Keep going... - Present Value 520,000.00
Mumber of Payments 36
Interest Rate | 4%_'
Payment

Exam 77-420 Microsoft Excel 2013
2. Create Cells and Ranges
2.2 Format Cells and Ranges: Apply Number Formats
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Formulas-> Function Library-> Financial-> PMT

IJ o Bt - L x
:1 Financial Function: PMT = S
3. Try it: Use a Financial Function :
Select Cell B4. P—— i [ o
Go to Formulas->Function Library. C 5
Go to Financial. Click on PMT. R Mo 1 | | E | x| w W | & | ¢ | & | k|
2 _-aim-n i
3 imteerdl Rt L.
v(] FEENEY
5 L IR I = sdEidaig
E ] LT U
= , e 3
L] ~ B =
Financial L oo - —
- :; St - . = - -MmtatTRECt
:: L ;:-:-ﬂ.—d;::i:l.l-hhnﬂr-—-_u-!\dln

When you see the Function Arguments:
Edit the Rate: B3/12

Edit the Nper: B2

Edit the Pv: B1

Keep going, please... Rate | B3/12] = 0.003333333
Memo to Self: The Yearly Rate is divided by Nper |EE =
12 to get the Monthly Rate Pv |B1 = 20000
Fv | = number
Type | = number
= 5904797001

Calculates the payment for a loan based on constant payments and a constant interest rate.

Rate is the interest rate per period for the loan. For example, use 6%:/4 for
quarterly payments at 8% APR.
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PMT Arguments

4. What Do You See? In the example on this
page, the payment on a $20,000 car would be
$590.48 per month for 36 months.

What Else Do You See? A paymentis a
negative number: that means money is taken
away from your bank account.

Very well, that was a simple example of a
financial formula. Microsoft Excel has many
formulas for calculating the value of
investments, Thills, price, rate and yield.

OK, Save your work.

Formulas->Function Library->Financial->PMT

BEH S Bomd) - sl F W o= & X

- voad  GGINT  PAMILERSGE | drdanad | BN EVEW W et s+ )
AT BB I B |5 S (Bt St |3 B Sonsen 4
Bt et e T Wt it e M G e : tee | Oyt ARt

‘1“'-.':, ““#l . £ -D- ] ’ a L] 1 L3 L = -] r a L) 3

3 e ol Rapmanin T e

I

! B4 v S =PMT(B3/12,B2,B1)

8 A A | B - C D E
u 1 |Present Value 520,000.00

E 2 Number of Payments 36

= 3 |Interest Rate 4%

R 4 Pa*,rmentl {559&.48}_'

5
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FORN  OBGIET PALEERE | s LT ] Tt Yoy l

Z
:} Summary | el i = | , . . "
The purpose of the exercise was to use X : o ' | - 0 - -
formulas, formulas, formulas. The lesson T —— : ’ Start Time EndTime Duration
began with formulas that worked with : 2:30:00 AM | 5:00:00 pm| 2:30:00 ﬁ\Ml
TEXT: formatting text, combining text, and con T T '
manipu|ating text. i o W oew 8:3{]:{“] AM S:Eﬂ:ﬂﬂ PM 8:3{]:00 AM
: M i 8:30:00 AM 5:00:00 PM 8:30:00 AM
We also looked at formulas that work with - R |
DATE and TIME. g
5 F2 | j =COMNCATEMNATE("Daily Sales for ",B2,": ",D2)
The last pages demonstrated a very simple
FINANCIAL formula. . iy B C D E F
= | | | | |
Allez Allez in Free. u 1 |Date Product Net Quantity Revenue Product Revenue
You done good. You get the cookie. 2 | July1, 2013 Pigs $ 3.5 100 $325.00 [Daily Sales for Pigs: 100 |
| 3 | July2, 2013 Pigs $ 3.25 105 §341.25
4 | July 3, 2013 Pigs §  3.25 110 $357.50
B4 Ml J | =PMT(B3/12,B2,B1)
A B C | D | E
1 |Present Value 520,000.00
2 Number of Payments 36
3 |Interest Rate A%
4 Pa*;mentl |:$59E|.48].|
&
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Practice Activities

Lesson 2: Piggy Goes to Market

Before You Begin: Download the sample file:

Brown Bag Sales Data 2013.xlsx

Try This: Do the following steps

1. Open the sample: Brown Bag Sales Data 2013.xlsx

2. Select Column E: Sort by Date.

3. Select Cell H1 and enter the label: UPPER
4. Select Cell H2 and create a Text Function that references

Cell B2 and formats the Text as UPPER.

5. AutoFill the TEXT Function from H2:H69

6. Select Cell 11 and enter the label: CONCATENATE
7. Select Cell 12 and create a Text Function that combines

Cell B2 and Cell D2.

Hint: You can use Row 2 to add the following

8. AutoFill the TEXT Function from 12:169.

9. Save this as YOUR NAME Piggy Practice.

Test Yourself

1. Which of the following are Paste
Special Options?

(Select all correct answers.)

a. Values

b. Formulas

c. Formats

d. Paste All

Tip: Intermediate Excel, page 58

2. What does the Concatenate command
do?

a. Combines the values of the selected
cells

b. Concentrates and compresses the
data

c. Filters the data

Tip: Intermediate Excel, page 62

3. Which command changes the
formatting so each word starts with an
upper case letter?

a. Upper

b. Change Case

c. Proper

d. Sentence Case

Tip: Intermediate Excel, p 65
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4. Which of the following are text functions?
(Select all correct answers)

a. Upper

b. Substitute

c. Concatenate

d. Sum

Tip: Intermediate Excel, page 60-68

5. Excel can calculate the number of workdays
between two given dates.

a. True

b. False

Tip: Intermediate Excel, page 72

6. Excel can calculate the amount of time
elapsed.

a. True

b. False

Tip: Intermediate Excel, page 75

7. Which is the correct command for calculating
payments on a car?

a. Formulas-> Calculate-> Car Payment

b. Formulas-> Financial-> Car Payment

c. Formulas->Function Library Financial-> PMT
Tip: Intermediate Excel, page 79





