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11. Format cells D3%:D34 as Currency fom
the Number Format drop-down list. Press
Ctri+Home.

12. Use VLOOKUP with a range name to display
costs.

a. Click the Pharmacy worksheet tab and
select cell C6. Cost and retail prices are.
missing.

b. Click the Lookup & Reference button
[Formulas tab, Function Library group] and
select VLOOKUP.

c. Click the Lookup_value box and click cell
A6. The ID in column A will be located in the.
table array.

d. Click the Table_array box. All prices are in
the Lookup_Data sheet.

e. Click the Lookup_Data sheet tab and select
cells A2:D16. This range Costs is substi-
tuted when you select the cels; the range
name is not substituted if you type the range
address. Notice that the cost is in the third column.

f. Click the Col_index_num box and type 3 (Figure 2-73)
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272 Relative reference is adjusted after copying
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273 VLOOKUP and its arguments.

Click OK. The acetaminophen cost is 1.25.
Copy the formula in cell €6 to cells €7:C20 without formatting. Format cells C6:C20 as
Currency.

13. Type the VLOOKUP function.

a.
b.
c

d.

Click cell D6.
Type =vl and press Tab. The first argument is lookup_value.

Select cell A6 and type a comma () to separate the arguments. The next argument is
table_array.

Type costs,. You can type the name or select it in the Formula AutoComplete list (Figure 2-74).
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274 Formula AutoComplete shows range names.

Type 4 for the CoL_index_num argument, because the retail price is in the fourth column of the
Costs range.

Press Enter. The closing parenthesis is supplied, and the retail price for acetaminophen is 3.99.
Copy the formula in cell D6 to cells D7:D20 without formatting and then format the cells as.
Currency.

14. Set order of precedence in a formula.

a.

~eoo0o

B

Click cell E6, The formula to calculate the margin subtracts the cost from the retail price and then
divides by the cost. The margin is shown as a markup percentage.

Type = to start the formula and enter the opening parenthesis.

Click cell D6 for the retail price.

Type — and click cell €6 to subtract the cost from the retail price.

Type ) for the closing parenthesis. This forces the subtraction to be carried out first

Type /for division and click cell €6 to divide the
results by the cost (Figure 2-75).

Press Enter. The results are formatted as currency.
Apply Percent Style to cell E6. A margin of 219%
means that the retail price is more than two times
the cost.

Copy the formula in cell E6 to cells EZ:E20 without
formatting; then apply Percent Style to cells E7:£20.
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1. Trace precedents and dependents for formulas, 275 Formula with multiple operators
a. Select cell C6.
b. Click the Trace Precedents button [Formulas tab, Formula Auditing group]. The formula uses data
from another worksheet and from cell A.
c. Select cell E6 and click the Trace Precedents button
d. Select cell D7 and click the Trace Dependents bution. The arrow points to cell E7.
e. Click the Remove Arrows button [Formulas tab, Formula Auditing group}.

16. Enter a SUMPRODUCT function to calculate inventory  [rmmpmes T
values.
a. Click cell €22 Qe
b. Click the Math & Trig button (Formulas tab,
Function Library group] and select SUMPRODUCT.

<. Click the Array! box and select cells C6:C20.

d. Click the Array2 box and select cels F6:F20. Both
arrays have the same dimension (Figure 2-76).

e. Click OK. The result in E22 is 24915. Each value
in column C is multiplied by its corresponding
value in column E, and those results are summed.

276 Two arrays for SUMPRODUCT I
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17.

18.

Type the SUMPRODUCT function. B
a. Click cell D23, ®

b. Type =sump and press Tab. The first argument is -
array!, i
c. Select cells D6:D20 and type a comma () to i e

separate the arguments. The next argument is
array2.

d. Select cells F6:F20 and press Enter (Figure 2-77).
The result is 588.29.

e. Format cells D22:D23 as Currency. Press
Ctrl+Home.

Use PMT to calculate patient payments.

a. Click the Payments sheet tab and select cell B6. Rt e

b. Click the Financial button [Formuias tab, Function
Library group] and select PMT.

c. Click the Rate box and type 2.75%/12. You can
type the rate when itis not shown in a cell. Yearly rates are divided by 12 for monthly payments.

d. Click the Nper box and type 24. The length of the loan is indicated in the label in cell A4, Two-year
financing means 24 monthly payments,

e. Click the Pv box and click cell A6, the amount of a loan.

f. Press F4 (FN+F4) to make the reference absolute (SAS6). Press F4 (FN-+F4) again to make a
mixed reference A$6.

g. Press F4 (FN-+F4) once more to make the reference mixed $AG.

h. Click the Type box and type 1 for payment at the beginning of the month. The Fv argument is
blank (Figure 2-78)

i, Click OK. The payment for financing $500 is ($21.39).

j. Copy the formula to cells BZ:BM1. The reference to cell $A6 is mixed, and the rate and nper values
that you typed are absolute.

277 Both arrays have the same dimension
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278 PMT arguments

19. Copy and edit a PMT function with a mixed reference.

a

a0

Copy the formula in cell B6 to cell 6. The reference to cell $A6 is correct, but you need to edit
the Rate argument.

Select cell €6 and click the Insert Function button in the Formula bar. The Function Arguments
dialog box opens with the formula.

Click the Rate text box and edit the calculation to 3.25%/12

Click OK. The payment for financing $500 at 3.25% s ($21.49).

Copy the formula to cells C7:CH.
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20. Enter the TODAY function. 2
a. Select cell A14,
b. Type =to, press Tab, and press Enter.
c. Press Ctri+Home

21. Save and close the workbook (Figure 2-79).

279 Completed Excel 2-1
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File Needed: CourtyardMedical-02.xlsx [Student data files are available in the Library of your SIMnet acd_* -

Completed Project File Name: [your initials] Excel 2-1.xisx

Skills Covered in This Project « Check results with AutoCalculate.

+ Use the VLOOKUP function.
+ Setmathematical order of operations.
+ Use formula auditing tools.

+ Build and copy formulas.
- Name cell ranges.

Use AVERAGE, MAX, and MIN. + Use the PMT and SUMPRODUCT functions.
+ Use relative, mixed, absolute, and 3D cell . Insertthe TODAY function.

references in formulas.
+ Use SUMIF.

1. Open the CourtyardMedical-02.xlsx workbook from your student data files and save it as
[your initials] Excel 2-1.

2. Enter and copy subtraction formulas

a. Click cell E2 on the Lookup_Data worksheet. To calculate the dollar amount of the margin,
subtract the cost from the retail price.

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

<. Click cell D2, the retail price.

d. Type aminus sign, or hyphen (-) to subtract, and
click cell €2, the cost

e. Click the Enter button (check mark) on the
Formua bar. The pointer stays in the formula cell.
The margin for acetaminophen is $1.49.

1. Drag the Fill pointer to copy the formula in cell
E2 to cells E3:E16. The Auto Fill Options button
appears near cell E16,

g. Click the Auto Fill Options button and choose Fill
Without Formatting (Figure 2-65). This option cop-
ies the formula without the top border from cell E2

h. Format cells E3:E16 as Currency.

i, Click the Optometry sheet tab and select cell G5

J. Type = to start the formula to subtract the deduct-
ible amount from the billed amount

k. Click cell ES, the billed amount

1. Type -, click cell F5, the deductible amount, and
press Enter.

m. Copy the formula in cell G5 to cells G6:624
without formatting to maintain the fil color. 2.65 Copy without formatting to preserve borders A
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3. Name cell ranges.

Select cells ES:E24, This named range will refer to the billable amounts

Click the Name box

Type Billables in the Name box and press Enter.

Click the Lookup_Data worksheet tab

Select cells A2:D16. This named range will not include the calculated margin.

Click the Name box.

Type Costs in the Name box and press Enter.

Select cells H2:15 and click the Formulas tab.

Click the Create from Selection button [Defined Nomes

group), Excel will create range names based on the labels

in the column on the left

J. Select the Left column box and click OK.

k. Click cell A1 and click the Name box arrow to see the
range names in the worksheet (Figure 2-66). 2.6 Range names In the worksheet

4. Use range names with AVERAGE, MIN, and MAX.
a. Click the Optometry sheet tab and select cell D27,
b. Type =aver and press Tab.
c. Select cells ES:E24 and press Enter. The range name is substituted in the formula when you
select the cells in the worksheet.
d. Select cell D28, click the AutoSum button arrow [Home tab, Editing group], and select Max.
e. Select cells E5:£24 and press Enter.
f. Use MIN in cell D29 with the same cell range.

N - )

5. Set the order of operations in a 3D formula.

a. Click the Insurance sheet tab and select cell DS. The total with service charge is calculated by
multiplying 1 plus the percentage times the billed amount. The percentages are on the Lookup_
Data sheet in named ranges.

Type = and click cell C5

Type *( immediately after C5. The next part of the formula will be calculated first.

Type 1+immediately after the left parenthesis. The calculation s (1+ the percentage).

Click the Lookup_Data sheet tab.
The sheet name is displayed in the
Formula bar. - R T !

ooy
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7. Format cells D5:D24 as Currency from the Number Format
drop-down list. The values are rounded to two decimals

Press Enter. Four decimal places are shown for some

results.
Copy the formula in cell D10 to cells D11:D16.

Double-click cell D16 and select IrisMed in the cell or in

the Formula bar.

Press F3 (FN+F3) to open the Paste Name dialog box.

Select Medeye in the list and click OK.
Press Enter.

. Copy the formula in cell D16 to cells D17:D20.

Complete the formulas for Westville insurance.

places.
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269 Edit the range name in a formula

8. Use the SUMIF function to calculate billable amounts by insurance company.
Click the Optometry worksheet tab and select cell D31,

a.
b.

e

Click the Math & Trig button [Formulos tab,
Function Library group)

Select SUMIF.

Click the Range box and select cells C5:C24.
Click the Criteria box and select cell C31to use
a relative reference to the company name.
Click the Sum_range text box and select
cells ES:E24. The range name is substituted
(Figure 2-70).

Click OK. The result is 1030, the total amount
billed to Green Cross,

9. Verify results with AutoCalculate.

a.
b.

Select cells E13:E15.

Press Ctrl and select cells E20:E21. These
are the billable amounts for the Green Cross.
insurance company.

=T
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270 Different range and sum_range arguments
for SUMIF

Compare the SUM in the Status bar with the result in cell D31 (Figure 2-71)
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10. Copy the SUMIF function with a relative reference.

a. Select cell D31

b. Drag the Fill pointer
to copy the formula
in cell D31 to cells
D32:D34. The Auto
Fill Options button
appears near cell
D34,

c. Select cell D32. The
reference to cell C31
in the original formula
is updated to cell C32
in the copied formula
(Figure 2-72).

271 AutoCalculate results in Status bar




