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8. Use VLOOKUP with a range name to display calories expended

a.
b,
c

d.

i
i

Ciick the Data sheet tab
Click the Name box arrow and select V._Calories. Notice that total calories are in the third column.
Click the Calorie Tracking sheet tab and select cell D3, Calories by activity are within the range
V_Calories.

Click the Lookup & Reference button [Formulas
tab, Formula Auditing group] and select

VLOOKUP. Eer—
Click the Lookup_value box and click cell €3, = -

The activity name in column C will be located in [

the table array. i

Click the Table_array box and press F3 (FNAHF3) | e
to open the Paste Name dialog box. b o e R
Double-click V_Calories to insert it bbbty
Click the Col _index_num box and type 3 5

(Figure 2-85). [ ][ e

Click OK. Calories for the first activity are 250.

Copy the formula in cell D3 to cells D4:D23. 2:85 Arguments for the VLOOKUP function

9. Build a SUMIF formula with absolute and relative

references.

a. Select cell D28 on the Calorie Tracking sheet

b. Click the Recently Used button [Formulas tab, Function Library group),

c. Look for and choose SUMIF. (If you do not see SUMIF in the list, click the Math & Trig button to
find and select SUMIF)

d. Click the Range box and select cells C3:C23, the range that will be evaluated

e. Press F4 (FN-+F4) to make the cell references absolute.

f. Click the Criteria box and select cell €28 to find rows with “cycling” as the activity.

g. Click the Sum_range box and select cells D3:D23, the values to be summed if the activity is

cycling.
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h. Press F4 (FN+F4) to make the references absolute (Figure 2-86)
i. Click OK. The result is 795 calories.
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286 SUMIF function for cycling

10. Copy the formula in cell D28 to cells D29:D36
without formatting (Figure 2-87). T T




image7.png
11. Create an IF function to calculate a fee based

on age.

a. Click the Day Care sheet tab and select

cell D5.

b, Click the Logical button [Formulas tab,
Function Library group] and select IF.
Click the Logical_test box and click cell BS
Type >=4 to test f the child is 4 years old or

greater. po—ros
e. Click the Value_if_true box and click cell 19, E ot o ‘

;:1: fee for a child 4 years old or greater is (o rawwaromny |

an

1. Press Fa (FN+F4) to make the reference _CalorieTra 0"
absolute.
g. Click the Value_if_false box and click cell I8. 287 Copy the farmula without farmatiing

If the child is not 4 years old or greater, the
child is between 1and 3 years old.

h. Press F4 (FN+F4) to make the reference
absolute (Figure 2-88)

i Click OK. The fee for Mary is $18

Format the result as Currency,

k. Copy the formula in cell DS to cells D6:D14.

288 IF function to determine the fee

Y. |




image8.png
12

13

14,

Insert the current date as a function.

a. Click the Data sheet tab and click cell A12.

b. Type =to and press Tab to select the function.
c. Press Enter.

d. Press Ctrl+Home.

Paste range names.
a. Click the New sheet button in the sheet tab area.

b. Click the Use in Formula button [Formuias tab, Defined Names group] and select Paste Names,
c. Click the Paste List button in the Paste Name dialog box.

d. AutoFit each column and name the tab Range Names.

Save and close the workbook (Figure 2-89).
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1. Open the HamiltonCivic-02.xisx workbook from your student data files and save it as
[your initials] Excel 2-2.

2. Name cell ranges.

On the Seminars sheet, select cells B6:B10, and click the Name box

Type Seminars in the Name box and press Enter.

Click the Data sheet tab. You will name the cell ranges used in the Lookup functions.

Select cells A2:D10 and click the Name box

Type V_Calories in the Name box and press Enter. This will remind you that this range is a vertical
table array.

f. Select cells F2:J3 and click the Name box.

. Type H_Fees and press Enter. This range is a horizontal table array.

soange

3. Enter and copy a division formula.

a. Select cell D2 on the Data worksheet. To calculate
calories per minute, divide the total calories by the
number of minutes.

b. Type an equals sign (=) to start the formula.

c. Click cell €2, the total number of calories. This formula
uses relative references.

d. Type /for division,

e. Click cell B2, the number of minutes, and press Enter.

As many decimal places as fit in the cell are displayed
(Figure 2-80).

f. Drag the Fill pointer to copy the formula in cell D2 to cells
D3:D10. Ignore the Auto Fill Options button.

9. While cells D2:D10 are selected, click the Decrease Decimal button [Home tab, Number group]
two times. The sets the same number of decimal positions for all results.

280 Decimal positions filthe cell

4. Use HLOOKUP with a range name to display fees.
a. Click the Seminars worksheet tab and select cell C6. Fees are in the H_Fees range.
b. Click the Lookup & Reference button [Formulas tab, Function Library group) and select
HLOOKUP.
c. Click the Lookup_value box and click cell B6
d. Click the Table_array box




image2.png
9.

h.

Type h_fees the name of the range. ltis not case
sensitive, and quotation marks are not necessary.
Click the Row_index_num box and type 2
because the fees are in the second row of the
H_Fees range (Figure 2-81)

Click OK. The fee is $15.00.

Copy the formula in cell €6 to cells C7:C10.

5. Enter and copy an addition formula

a.

b.

an

Click cell E15 and type an equals sign (=) to start
the formula

Click cell D6, the number of attendees for the
seminar in Hendersonville.

Type + for addition.

Click cell E6 to add the number of attendees for
Advocate Central.

Type +, click cell F6, type +, and click cell G&
(Figure 2-82)

Press Enter

Drag the Fill pointer to copy the formula in cell
E15 to cells E16:E19. Ignore the Auto Fil Options
button.

Click cell E20, click the AutoSum button [Home
tab, Editing group), and press Enter. The total is
209 attendees.

Set order of operations in a formula,
a.

Select cell E24. The fee is muttiplied

mr—
[y

281 Arguments for HLOOKUP

282 Simple addition formula

by the sum of the attendees at each
hospital. Cells D6:G6 must be added [~
first and that result is multiplied by

X v g | ceosmseis

Attendonce o Resistered Seminars, First Quarter

cell C6.

Type = to start the formula and click
cell C6.

Type * to multiply.

Type ( for the opening parenthesis

This forces the addition to be.
carried out first.

Click cell D6, type +, click cell E6,
type +, click cell F6, type +, and
click cell G6.

Type ) for the closing parenthesis
(Figure2-83).

SEESEE,

Total Foes Colected.
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(FigureZ-83). £l
g. Press Enter. The result is 705 &
h. Format cellE24 as Currency and =

copy the formula to cells E25:E28.

i, Click cell E29, click the AutoSum
button [Home tab, Editing group],
and press Enter.

7. Use AutoCalculate and formula auditing tools.
a. Select cells E24:E28.

Yotal Fees Collected

G . e
Fimr o St

283 Addition done before multiplication

b. Compare the SUM in the Status bar with the result in cell E29.

c. Select cell E15,
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Click the Trace Precedents button [Formulas tab, Formula Auditing group].

. Click the Trace Dependents button. The formula in cell E15 has both precedent and dependent
cells (Figure 2-84).

. Click the Remove Arrows button [Formulas tab, Formula Auditing group)
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284 Precedent and dependent cells




