


The SUM
Function

If you had to write a formula to total fifty cells, it could take you a
long time. For example, it might begin with =F3+F4+F5+F6+F7+F8
and continue until all fifty cells were listed. Excel’s SUM function
makes this task easier by allowing you to enter a formula that adds
all the values in a range of cells.

Excel has many functions in addition to the SUM function. A
function begins with the = sign, is followed by the name of the
function, and often includes the range enclosed in parentheses.
Thus, =SUM(B6:B8) adds the values in B6 through B8.

1. Open Fa vor ite Func tion.

This worksheet is similar to the ones on which you
have been working. Notice that the formulas for the
totals have been cleared. You are going to create
them now.

2. Go to B10.

3. Type: =SUM(B6:B8)

Tip: The let ters of the al pha bet can be up per or
low er case. They are dis played here as up per case in
or der to make them eas ier to read.

4. Click the check box on the Formula bar.

Notice that the values in range B6:B8 have been
added. The result of the formula, $5,900, is in the
cell, and the formula is on the Formula bar.

You are going to enter this same formula by pointing. Remember,
when using the pointing method, everything except the cell
address has to be typed manually.

1. Delete the contents of B10.

2. In B10, type: =SUM(

Do not forget the open parenthesis. 
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Notice the ToolTip that appears. Whenever you type 
the name of a function, Excel will display a tooltip to 
help you compose the funcion.

3. Select B6:B8.

Notice that a flashing marquee surrounds the range,
indicating that it is selected.

4. Tap the ENTER key.

5. Go to B10.

Notice the formula on the Formula bar and the
result of the formula in the cell. Also notice that
Excel completed the formula by adding the close
parenthesis.

6. You are going to go copy this formula to C10 and D10
using the Fill handle.

With B10 selected, point to the Fill handle.

7. Drag to D10 and then release.

8. Go to C10 and D10 and notice that Excel has
changed the relative cell references. The formula in 
C10 is =SUM(C6:C8) and the for mula in D10 is
=SUM(D6:D8).

You are going to enter a formula in E6 using the SUM function and
then copy the formula down the column.

1. Go to E6.

2. Type: =SUM(

Do not forget the open parenthesis.

3. Select B6:D6.

4. Use CTRL/ENTER or click the check box.

Notice the formula on the Formula bar and the
result of the formula in E6.

5. On your own, copy the formula down to E14. Use
either the Fill handle or the Copy com mand. When
fin ished, de lete the for mu las in cells that do not
add any thing.
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6. Go to each cell to which you copied the formula
and notice that Excel has changed the relative cell
references.

7. On your own, change cells E10 and E14 to the
Cur rency for mat (no dec i mal places and neg a tive
num bers en closed within pa ren the ses), as you did
before.

The AutoSum
Button

In previous lessons, you used toolbar buttons as an easy way to
format cells without using menus and dialog boxes. You are going
to use the AutoSum button to enter a SUM function quickly.

1. Erase the formulas in B10:D10 and E6:E14.

2. Click in any cell to remove the highlight.

3. You are going to use the AutoSum button to re-enter
the formulas.

Go to B10.

4. On the Standard toolbar, click the AutoSum
button.

Notice that Excel found the range of
values above B10 and enclosed them 
with a marquee.
Also notice that
the complete
formula is on the
Formula bar. Excel 
has included B9 in
the range, even
though it is an
empty cell at the
moment.

5. Tap the ENTER key.

The formula is complete.

6. For practice, you are going to use the AutoSum button
to enter the formulas in C10 and D10. Ordinarily, you
would copy this formula to these cells with either the
Fill handle or the Copy command, but we want you to
have practice using the AutoSum button and to correct
some problems associated with it.

Go to C10.
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7. Click the AutoSum button.

Excel finds the correct range.

Tip: It is al ways a good idea to ver ify the range that
Ex cel se lects.

8. Tap the TAB key.

9. Click the AutoSum button.

Notice that the marquee is around the range to the
left — B10:C10. Excel chose that range because it
was closer than the range above.

10. You are going to change the range that Excel selected.

Drag through D6:D8 and tap the ENTER key.

The correct formula and result are entered.

11. You are now going to enter the formulas in column E.

Go to E6.

12. Click the AutoSum button.

Notice that Excel found the range to the left. As
mentioned, it first looked above the cell. When it did 
not find a range, it looked to the left.

13. Tap the ENTER key.

14. In E7, click the AutoSum button.

15. Verify the range and then tap the ENTER key.

16. In E8, click the AutoSum button.

Notice that Excel has found the range above. This is
the reverse of what happened in D10.

17. Drag through B8:D8.

The marquee has moved.

18. Tap the ENTER key.

19. For practice, use the AutoSum button to enter the
formulas into E10, E12, and E14.
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You have already seen that if Excel finds the wrong range, you can
select the correct range. You can also manually correct it on the
Formula bar. If Excel cannot find any range, however, it merely
displays parentheses — ( ). You can then either type in the range
manually or select it.

You are going to use the AutoSum button to enter a formula in G9.

1. Go to G9.

2. Click the AutoSum button.

Because there are no values above or to the left of
G9, Excel displays parentheses on the Formula bar
(and in the cell) with the insertion point between
them.

3. Select B6:D8.

Notice that the range is entered
between the parentheses.

4. Tap the ENTER key.

The formula is complete.

5. Delete the contents of G9.

The COUNT,
AVERAGE,
MAX, and
MIN
Functions

As stated, in addition to the SUM function, Excel has many other
functions. You are going to learn four more:

! COUNT, which counts the number of cells with entries in 
a range.

! AVERAGE, which gives you the average value in a
range.

! MAX, which gives you the highest value in a range.

! MIN, which gives you the lowest value in a range.

The COUNT
Function

You are going to use the COUNT function to count the number of
footwear divisions listed. Of course, with the Miller’s Shoes 3
worksheet you can see at a glance there are three divisions. With a
large worksheet, however, this function can be useful.

1. Open Ba sic Func tions.

2. In B16, type: =COUNT(
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Do not forget the left parenthesis. Remember that
function names can be either upper or lowercase
letters.

3. Select B6:B8.

4. Use CTRL/ENTER or click the check box.

Excel displays 3, which is the number of divisions.
Notice the formula on the Formula bar:
=COUNT(B6:B8). Also notice that Excel entered the
close parenthesis for you.

Note: The COUNT func tion does not count empty
cells or cells with text. For ex am ple, if B7 were
empty, Ex cel would dis play 2.

5. Using either the Copy com mand on the Edit menu
or the Fill han dle, copy the for mula to C16:D16.

6. Go to C16 and D16 and notice that Excel changed
the relative cell references.

The AVERAGE 
Function

You are going to use the AVERAGE function to display the average 
value in a range. The average is calculated by adding up the
numbers in a series and then dividing by the number of items in
the series.

1. In B17, type: =AVERAGE(

Do not forget the left parenthesis.

2. Select B6:B8.

3. Use CTRL/ENTER.

Excel displays the average in the range. Notice the
formula on the Formula bar.

4. By any means you wish, copy the formula to
C17:D17.

5. Go to C17 and D17 and notice that Excel changed
the relative cell references.

The MAX
Function

You are going to use the MAX function to display the highest value 
in a range.

1. In B18, type: =MAX(
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2. Select B6:B8.

3. Use CTRL/ENTER.

Excel displays the highest value in the range. Notice
the formula on the Formula bar.

4. Copy the formula to C18:D18.

5. Go to C18 and D18 and notice that Excel changed
the relative cell references.

The MIN
Function

You are going to use the MIN function to display the lowest value
in a range. 

1. In B19, type: =MIN(

2. Select B6:B8.

3. Use CTRL/ENTER.

Excel displays the lowest value in the range. Notice
the formula on the Formula bar.

4. Copy the formula to C19:D19.

5. Go to C19 and D19 and notice that Excel changed
the relative cell references.

You have used four different functions. Range
A16:E19 should look like this:

AutoCalculate On the Status bar, Excel’s AutoCalculate feature provides you with a 
way of seeing the results of functions for a selected range without
actually entering any of these functions in your workbook. You are
going to select a range and then see how AutoCalculate works.

1. Select B6:B8.

Near the middle of the Status bar, notice Sum=5,900
or another function. This is in the AutoCalculate box. 
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If it is not the SUM function, then it is the last
function chosen on the AutoCalculate menu, which
you are about to see.

2. On the Status bar, point to the AutoCalculate box
and right-click.

Notice the menu that appears.  
These are the standard items for 
this menu. They appear 
regardless of whether you have 
used them in the current 
workbook. The CountNums item 
counts only values in a range, 
which is the same as the 
COUNT function you just used. Choosing Count on
this menu, however, is different than the COUNT
function you used because it also counts text. 

3. On the AutoCalculate menu, choose Av er age.

The range remains selected and the AutoCalculate
box now displays Average=1,967.

4. On the Status bar, right-click the AutoCalculate
box.

5. On the menu, choose Max.

The AutoCalculate box now displays Max=3,500. 

6. The AutoCalculate box will continue to display the MAX
function until you change it.

Select D6:D8.

Notice that the AutoCalculate box displays
Max=4,000.

7. You are going to change back to the default.

Right-click the AutoCalculate box.

8. On the menu, choose Sum.

Notice that the sum of the selected range is
displayed.

9. Close the workbook. Save the changes if you wish.

Note: The con tents of the AutoCalculate box are for
your own use. You can not trans fer the re sults to the
work book. It is merely a quick way of get ting
in for ma tion about a se lected range.
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Order of
Operations

Keep in mind that Excel uses the following standard mathematical
order of operations when doing calculations:

! Anything in parentheses

! exponents

! multiplication and division (from left to right)

! addition and subtraction (from left to right)

You are going to type an exercise that will help you understand the 
importance of order of operations.

1. On the Standard toolbar, click the New button.

2. Beginning in A1, type 
the following:

3. You need a formula in 
B4 to calculate the 
average. Ordinarily you 
would use the AVERAGE function, but another formula
should work just as well.

Go to B4.

4. Type =B1+B2/2 and tap the ENTER key.

The formula gave the wrong answer — 100. This is
because division is performed before addition.
Therefore, 60 was divided by 2 (making 30) and then 
added to 70 (making 100).

5. If parentheses are used, however, Excel will perform
the calculations within the parentheses first, and then
perform any other calculations.

Change the cell contents to =(B1+B2)/2 and tap the 
ENTER key.

The correct answer, 65, is displayed. 70 and 60 were
added first, because they are within parentheses.
They were then divided by 2. 

6. Copy the formula to C4.

Re mem ber: If there is a for mula con tain ing
op er a tors of equal pre ce dence, like mul ti pli ca tion
and di vi sion, Ex cel cal cu lates from left to right.
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Parentheses are used frequently in formulas that calculate
percentages. You are going to enter a formula to calculate 50% of a
sum of two numbers. (Keep in mind that 50% is the same as 0.5.)

1. Go to A7, type =1000+4000*0.5 and tap the ENTER
key.

Rather than get 50% of 5,000, Excel first found 50%
of 4,000, added it to 1,000, and got 3,000.

2. Now re-type the formula correctly:
=(1000+4000)*0.5

The answer, 2,500, is correct, because Excel performed
the calculations within the parentheses first.

3. Go to another cell and calculate the average of 10,
30 and 50. The correct formula is =(10+30+50)/3
and the an swer is 30.

Note: In a later les son, you will learn an eas ier way
to have Ex cel cal cu late per cent ages.

4. There is no need to save what is on the screen.

Exercise:
Creating a
Workbook
Using
Functions

For this lesson, you are going to create the worksheet on the
following page, which is a profit and loss statement for a ball team.
All of it will not fit horizontally on your screen, so you will have to
use the bottom scroll bar to see different parts of it.

1. A new workbook should be open.

2. Format the entire worksheet with the Num ber
for mat as fol lows: the thou sands sep a ra tor, no
dec i mal places, neg a tive num bers dis played in
black with pa ren the ses.

3. Change the width of column A to 20.

4. Referring to the worksheet, type the text in row 1.
Tap the TAB key to go to each cell. 

5. To center the text, select the range B1:K1 and click
the Center button on the Formatting toolbar.

6. Referring to the worksheet, type the text in A1:A18.

7. When finished entering the text in column A,
right-align the appropriate ranges.

8. Type the values.
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9. Save the workbook and name it Ball Park.

Creating the
Formulas for
the Total
Rows

You are going to create the formulas using the pointing and
copying techniques.

1. Go to B8 and enter a SUM function using the
AutoSum button.

2. Verify that =SUM(B3:B7) is on the For mula bar.

3. Copy the formula to the C8:G8 range.

4. Go to B16 and enter the SUM formulas in the same
manner.

Creating the
Net Income
Formulas

Since net income is calculated by subtraction, you cannot use the
SUM function.

1. Go to B18.

2. Type an equal sign: =

3. You will point to the appropriate cells.

Go to B8.

4. Type a minus sign: -

5. Go to B16 and click the check box.

=B8-B16 should be on the Formula bar.

104 Microsoft Excel 2003 - Beginning and Beyond



6. From now on, you will merely be asked to copy a cell
to a range. Use either the Fill Handle or the Copy
command to do so.

Copy the formula in B18 to C18:G18.

Creating the
Column
Formulas

You can use the SUM function for the column totals.

1. Go to H3. 

2. Click the AutoSum button.

3. Verify that B3:G3 is selected. 

4. Click the check box.

=SUM(B3:G3) should be on the Formula bar.

5. Copy the formula to H4:H18.

Do not worry about the cells with zeros — you will
fix them in a moment. Remember, the zeros appear
because the formulas in those cells have nothing to
add.

6. In a similar manner, enter the formulas for the
AVG, MAX, and MIN columns.

7. Erase the contents of rows 7, 9, 15 and 17 and
clear the necessary cells in row 10.

8. When the worksheet is complete, it should look
like this:

9. Save the workbook.

End of Lesson 8
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