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Chapter 3
Performing Calculations Using Functions
Overview
[bookmark: _Hlk2022882]In this chapter, learners will discover how to use functions in formulas. They will explore the different ways to enter functions, from typing directly into the cell to AutoSum to using Insert Function. In order to effectively utilize formulas and functions in Excel you must have a firm grasp on relative, absolute, and mixed cell references and learners will work with all of them in this chapter. Finally, learners will discover how to create and utilize named cells and ranges.
Chapter Topics
	Use Functions in Formulas
The AutoSum Feature
SUM, AVERAGE, COUNT, MAX, and MIN
Insert Function
	Using Relative and Absolute Cell References
Absolute Cell References
Mixed Cell References
Display and Print Formulas
	Creating Names for Cells and Ranges
Using Cell Names in Formulas


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Chapter #
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	3
	1 hr 45 mins
	20 mins
	45 mins
	40 mins
	50 mins
	1 hr 30 mins
	5 hrs 50 mins


Preparing for This Chapter
A complete installation of Microsoft Excel 2019 or 365 and an Internet connection are required for successful completion of this chapter.
A PowerPoint screen show is available to support this chapter. You can customize this file if desired.
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Use Functions in Formulas
	· The AutoSum Feature
· SUM, AVERAGE, COUNT, MAX, and MIN
· Insert Function
	Discussion
· Explain how functions allow you the ability to perform many more calculations than the simple mathematical operations in formulas.
· Discuss the various ways you can enter a function into a cell (type it in, Formulas tab of the Ribbon, AutoSum, Insert Function button on the Formula Bar).
· Show how AutoSum automatically searches for adjacent data, first directly above and then to the left of the selected cell.
· Explain that if AutoSum does not accurately select the range that you can override it by dragging to select the correct range.
· Explain how to handle if there are blank cells in the range (select the cell range before completing the entry or clicking AutoSum).
· Demonstrate the five common functions available through AutoSum: SUM, AVERAGE, COUNT, MAX, and MIN.
· Open the Insert Function dialog box and show learners how to search for and create a function utilizing the Function Arguments dialog box.
Questions/Activities
· Ask: What are the four ways that you can enter a function in a cell?
· Ask: When using AutoSum, what happens if there is a blank cell in the range? (Answer: AutoSum only selects adjacent cells; you must manually select the entire range.)
· Activity: Have learners type in a range of at least 7 numbers and then use AutoSum to perform the following functions: SUM, AVERAGE, COUNT, MAX, and MIN.

	Using Relative and Absolute Cell References
	· Absolute Cell References
· Mixed Cell References
· Display and Print Formulas
	Discussion
· Explain that cell references make it easier to copy formulas to perform the same calculation multiple times.
· Share that the default type of cell references in Excel are relative, which is one in which the location of the cell remains relative to the cell that contains the formula.
· Demonstrate how a relative cell reference works.
· Explain that if you don’t want the cell reference to change when you move or copy the formula you need to use an absolute cell reference.
· Discuss the two methods of making an absolute cell reference ([F4] key or type in the dollar signs).
· Explain the difference between an absolute and a mixed cell reference.
· Explain that columns adjust automatically when formulas are displayed.
· Demonstrate how to display and print formulas.
Questions/Activities
· Ask: What is the difference between an absolute and relative cell reference?
· Ask: What is an examples of when you would want to use a mixed cell reference in a formula?
· Activity: Have learners create a basic formula using a relative cell reference and then copy and paste it into a new cell.

	Creating Names for Cells and Ranges
	· Using Cell Names in Formulas
	Discussion
· Explain that a single cell or cell range can be given a name.
· Show learners how they can use a name in a formula instead of cell references.
· Demonstrate how names can be created directly in the Name Box, via the Formulas tab on the Ribbon, or using the Name Manager.
· Explain that names cannot contain spaces.
· When using names in a formula, they are considered absolute cell references since they won’t change when moved or copied.
Questions/Activities
· Ask: Where would you go to create a cell name?
· Ask: Why would you want to create cell names? Give examples.
· Activity: Have learners select a range and then give it a name. Then have learners open the Name Manager and delete the name.
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