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Aim of The Course

The aim of this course is to provide,
Transaction tables,
Main operation tables,
File operations in Microsoft Excel 2013,
Data input in Microsoft Excel 2013,
Calculation with formula in Microsoft Excel 2013,
Using Functions in Microsoft Excel 2013,

ITEC102



Transaction Tables

» The spreadsheets are one of the applications where the hidden
power of computers is best seen.

» With the transaction tables, monthly expenses can be tracked,
course passing grades can be calculated for the students, the
weekly team status of the football team can be monitored and
many mathematical operations can be calculated very quickly.

» The spreadsheet is actually an electronic worksheet created in
the computer environment. The spreadsheets are used to
present, edit, process and present data in graphical form.
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Main Transaction Tables

» The spreadsheet programs are usually included in the office
suite software.

» The main Office packs are Microsoft Office, Apache
OpenOffice and LibreOffice software..

» Microsoft Excel, is the most commonly used spreadsheet
commercial software.

» The free Apache OpenOffice Calc and LibreOffice Calc
software are also the main transaction tables.

£ Office 507

OpenOffice”
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Major Transactions Tables

> There are different versions of the Microsoft Office suite and
therefore of the Microsoft Excel program

Ex: Microsoft Excel 2003, Microsoft Excel 2007, Microsoft
Excel 2010, Microsoft Excel 2013, Microsoft Excel 2016

» The most commonly used excel program is Microsoft Excel
2013, which is included in the Microsoft Office 2013 package.

D 1PC
n
v
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Microsoft Excel 2013

> The easiest method to run
Microsoft Excel 2013 is to use
the search box.

0 e Filters ~~

Bestrriatch
Excel 2013
Desktop app

Recen

B3 ITEC447_16_17_Summer.xlsx

Folders =
«  Excell

i Excel Ahstirmalar

Documents =

B3 excel_vZ.xlsx

Photos »

je, excel|
O
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Microsoft Excel 2013

» The following window will open when Microsoft Excel 2013 is
run.

» Any draft can be selected from the pop-up window.

? - 8 X

search for online templates R Sign in to get the most out of Office
Excel aninte

Suggested searches:  Business  Personal  Industry  Financial Management Lists Logs  Calculator Learn more

Recent -

ITEC447_16_17_Summer.xlsx
Desktop ourses » [TEC447 - WEB Projects » .

ITECA47_16_17_Summerxisx R :

Desktop Ta e a ) B Fmr—r———
2 Spring 2016-2017 SurveyResults dsx o - = =
Desktop ourses » [TECA47 - WEB Proje ts ... to r -

lab calisma.xlsx
Desktop » 1_Desktop efb Excel Academic calendar (any year) Student calendar (Mon)

TimeTable20152016Fallxdsx
C: » Users » Cihan Unal » Dropbox

ITEC447_01_10_07_2017

C: » Users » Cihan Unal » Downloads personal expenses Budget Overview Budget Sum|

IS

ITEC447__Grade_listxls

C: » Users » Cihan Unal » Downloads

ITEC447_ Grade_list(1)xls - | |
C: » Users » Cihan Unal » Downloads = = s . -

P

ITEC186_03_02_06_2017 xlsx
Desktop

Inventory list with reorder... Loan comparison calculator Personal expenses calculator Family budget (monthly)
ITEC447_ASSIGNMENT_SUBMISSON_!
Desktop ourses » ITEC447 - WEB Prajects

[a Open Other Workbooks
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Microsoft Excel 2013

> The first draft in the list is the blank workbook.

» The following window will be obtained when the blank
workbook is selected.

H s Book! - Excel T E - X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS TEAM Sign in
e M Cut N i e = __ = - = EE')g =t > Autosum ~ A
ik Calibri oA s =SE=2 & EewepTer General - = o T4 = = @ A d H
P R Copy - C d' I F - C‘)H IEEI [kJEEII F e~ SZ & Find &
aste B I U- &+ M. - E== &EE Mere&[enter = o €0 .00 onditional Format as el nsert Delete Format ort in
- * Format Painter - - L 9 e Formatting = Table~ Styles~ - - £ Clear~ Filter = Select~
Clipboard [F] Font [F] Alignment [F] Mumber [F] Styles Cells Editing -~
Al M Je v
A B C D E F G H | J K L M N o] P Q R 5 T U+~
]
2
3
4
5
&
7
8
g
10
12
13
14
15
16
17
18
19
20
P
22
24 -
Sheet1 ® 4 ¥
READY i M -——F——+ %00
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Microsoft Excel 2013

» All menu options, toolbars, buttons, and settings are grouped in
tabs according to their functionality.

» Related buttons are positioned within each tab.

Tabs
(The tab names for the commands.)
= Bookl - Excel
FILE HOME [MSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS TEAM

n - - —
Jb Cut Calibri - A == - %‘Wrap Text General
BCopy ~

F'a:te % Farmat Painter B I U- - H-A- === &£ 3= EMergeiCenter - E7- 0+ 5100
Clipboard M Font Fa Alignment Fa Mumber P
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Microsoft Excel 2013

» The spreadsheet programs typically consist of one worksheet
when first opened.

1

19
20
21
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Microsoft Excel 2013

» The number of pages can be increased, reduced, moved between
pages, and the order of pages can be changed.

12

13 Insert... : .
14 o You need to right-click
Renaming th - E3 Delete] with the mouse to
pages. 2 = | Rename delete the page.
17 Move or Copy...
18 Q] View Code
19 07 Protect Sheet...
20 Tab Color »
21 _
Hide
22
23
Toggle buttons 24 Select All Sheets | Add new
between pages<:| Sheet! | (D) > page button
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Microsoft Excel 2013

» Each worksheet in the spreadsheet programs consists of rows
and columns.

» Columns are given with letters (A, B,...Y, Z, AA, AB,...2ZY, ZZ,
AAA, AAB, ...), and rows are given with the numbers (1,2,3,...)

Al - T

Lin 'R O § T S ¥ ru°
\
|
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Microsoft Excel 2013

» Each box where rows and columns intersect is called a cell.

» Each cell takes an address depending on the column and row
that make up it. The cell address consists of a row and a
column number. As an example, the cell that is created on the
second column the third row is B3.

> In the process tables, the cell to be input Is required to be
activated. Edge of active cell is thicker than other cells. The
direction keys on the keyboard or the mouse can be used to
change the active cell.

B C C

A
1 | ]
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Microsoft Excel 2013

» Sections in the study area are as follows.

Adress of the

* Formula
activated cell Al j'r — bar

A E C D E F 3
1 [ |
2
3 1 ]7- Row headers
4 | Activated cell Cell
5
6 |:> Line headers

ITEC102
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File Operations

» The first tab in the Excel program is the File tab.
» File operations can be performed using the options on this tab.

Bookl - Excel

Recent

File information Workbooks

Create new file
Open File

Open

@ Recent Workbooks Recent Workbooks

ITEC447_16_17_Summer.xlsx

Save Desktop » 2_Courses » [TEC447 - WEE Projects » 16_17_Summer
& OreDrive ITEC447_16_17_Summer.xisx
Save as Deskiop

2_Spring 2016-2017 SurveyResultsxlsx
Desktop » 2_Courses » [TEC447 - WEE Projects » 16_17_Spring » ASIIN

P rl nt El;l Computer

o= Add aPlace

Desktop » 1_Desktop

TimeTable20152016Fall.xlsx
C: » Users » Cihan Unal » Dropbox

Close File

ITEC447_01_10_07_2017

C: » Users » Cihan Unal » Downloads

[i-
[j-
[j-
ﬂ" lab calisma.xlsx
[j-
[

Account ' ITEC447_Grade_listxls

C: = Users » Cihan Unal » Downloads

0] ptl ons Options =L\ |TECA447_Grade.list(1)xls

C: » Users » Cihan Unal » Downloads

!j" ITEC186_03_02_06_2017xlsx
Desktop
u‘" ITEC447_ASSIGNMENT_SUBMISSON_SPRING_17 xlsx
Desktop » 2_Courses » [TEC447 - WEE Prajects » 16_17_Spring
mc=| 2_Spring 2016-2017 SurveyResultsxlsx
Desktop = ASIIN

ﬂ" 2_Fall 2016-2017 SurveyResults.xlsx
Desktop » ASIIN

M ITCr1ec nA NS NE N7
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Data Input

> In Excel, text, numeric values and date values can be entered as
a constant data entry into cells.

» Numeric expressions are written right-aligned and text
expressions are left-aligned.

ITEC102

e 3 [a
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]

(i
2

A B

Text are {——ilgisayar

alligned to 55,?':> Numeric
the left values are
alligned to

the right.
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Data Input

» If the numeric values are longer than the cell width, ### can be
seen in the cell . To resolve this issue, the width of the column

must be Increased.

> If the text written to a cell 1s more than the width of the cell,
the text will be overwritten in the column next to i1t. The width
of the column must also be increased. The column width can
be changed by holding the boundary line of the column with

the mouse.

1 Mutfak Listesi Tutar
2 |Patates(3kg) HHH
3 | Piring(5kg) HH#H
4 |Su(19lt) i
3

& Genel Tutar: i

ITEC102

—

W03 =l g v B W P =

Mutfak Listesi
Patates(3kg)
Piring{5kg)
Su(19lt)

Genel Tutar:

£
£
£

£

13,00
30,00
5,00

43,00

B -
1
Tutar :;5

Column width
can be changed
using the line at
the column
boundary.
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Data Input

» In Excel, it is possible to quickly enter information into cells.

» As an example If 10 consecutive numbers are to be entered in
the cells, selecting the cells after the two numbers are entered
and dragging them with the mouse will allow the numbers to

be entered into the other cells.
A E A B

1 1

2 éL
]

a) 4

e

W 00 =] o W B W R =
e e = I B T I

—
L=
=

.'Ci
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Data Input

» Column headings should be used to select columns. The
CTRL key on the keyboard must be used to select multiple
columns.

» The same method is used to select a row like selecting a

column. ,
Bl - fl Tutar
A B C

L |

1 |Mutfak Listesi Tutar

2 |Patates|3kg) £ 13,00 Toselectacollumn,

3 |Piring(5kg) 5 30,00 | YoU peedtocllckon

4 |su(191) N 5,00 the title of that
column.

5

& |Genel Tutar: ¥ 43,00

7
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Data Input

» First the columns should be selected
Inorder to change the column with
according to the content of the
columns.

» After selecting the columns, the
Format button should be selected in
the Home tab.

» The AutoFit Column Width option
sets the widths of the selected
columns to the longest font in the
cells.

ITEC102

4/
&

H

':Ex T' 2 AutoSum - ,ﬁlv
Sa === T .

Insert Delete Format Sart &

-

M

- - T Clear~ Filter -
Cells | Cell Size
IC Row Height...
AutoFit Row Height
M

I ] Column Width..
thﬂt Column '-."."iD
Default Width...
Visibility
Hide & Unhide r
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Data Input

> To add a new row or column to the worksheet, the Insert
button should be selected on the Home tab

» The add-on will be made according to the active cell.

=T =y 'T' 2 Au
L B ES [&] Fill

Insert Delete Format
- Cle

T |nsert Cells.. ——> Add cell
EE Insert Sheet Rows |:> Add row

Ut |nsert Sheet Columns C———)> Add column

Q Insert Sheet |:> Add worksheet
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Data Input

> Examle:

» Adding rows is given as an examle below.

I{:-I:IEU ng £—3 E Au

[ |
A Ilrzirt [IJEEIIE’:E F;:nat 1 Fil A

1 Mutfak Listesi Tutar T - - = Cle 1 Mutfak Listesi Tutar

2 |Patates(3kg) £ 13,00 €= Insert Cells 2 | Patates(3kg) & 13,00
3 | Piring(5kg) £ 30,00 |:> = Insert Sheet Rows >|:> 3 |Piring(5kg) & 30,00
4 |suf19lt) % 5,00

@LG enel Tutar: ¥ 483,00 5
5 " Ingert Sheet - 6 |-¥nel Tutar: £ 48,00

ITEC102
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Data Input

» Another method to add rows or columns is by right-clicking
the mouse and using the Insert option from the pop-up menu.

> To use this method, the row or column must be selected first.

Mutfak Listesi
Patates(3kg)
Piring(Skg)
Su(19lt)

Genel Tutar:

U I (T QS O gy
mhw“_.glﬂm‘ﬁlmmhl-”“—"

ITEC102

8 O §
Tutar db Cut
% 13,00 E& Copy
% 30,00 | Paste Options:

=2 2¥ &

b 43,00 Paste Siecial...
Delg

Clear Contents
Format Cells...

Column Width...

Hide

Unhide

00 =l v U1 B W o=

=k ek e b ey

Mutfak Listesi
Patates(3kg)
Piring(5kg)
Su(19lt)

Genel Tutar:

13,00
30,00
5,00

45,00
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Data Input

> In order to delete row or column from a worksheet, the Delete
button should be selected on the Home tab.

» Delete operation will be performed according to the active cell.

%ED EEIL)'( T' 2 AutoSum

= [T
Insert Delete Format
- - - ¥ Clear -

=% Delete Cells... ———) Delete cell

% Delete Sheet Rows [————) Delete row

% Delete Sheet Columns |:> Delete column
3¢ Delete Sheet ————) Delete worksheet
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Data Input

» The delete operation can also be done by right-clicking on the
delete option in the menu to be opened.

A P
a6 Cut
Mutfak Listesi Tutar .
Patates{3kg) £ & Lopy
Piring(5kg) £ & Paste Options:
Suf19lt b = Es [T
[ } _IQI ﬁ @
Paste Special...
Genel Tutar: £

Insert

Clear Contents
Eormat Cells...

Colurmn Width...

Hide

Unhide

¥ TR TR R Ta— Y
Nk Mo ol /P9~ owm kW=
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Data Input

>

The information can be copied or moved from one cell to
another. For this, cells must first be selected

The buttons in the Clipboard group on the Home tab should
be used.

Another method Is to use the options in the drop-down menu
by right-clicking the mouse.

Cut O
By X Cut — %X Cut

EFEhl Copy = N
Paste = ” Copy

- Painter T L o o o o

. [ l123 Jﬁf pald E“ ()
Clipboard .
Paste Paste Special... 3

¢ & Copy

T‘_h, Paste Options:

ITEC102
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Calculation with Formula

> In Excel, data can be entered into cells or formulas can be
written.

» The formulas are particularly useful for quick processing.
» In Excel, all formulas start with the ’=* sign.
» “’sign In the formulas Is used to specify the range.

ITEC102
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Calculation with Formula
» As an example B2:B5 range covers B2,B3,B4,B5 cells

A B C

[ B ¥, QR SOl TV RN 5 IR

» A2:B4 range covers A2,A3,A4,B2,B3,B4 cells

A B C

[WoRRN Suuy U T RN 5 R

ITEC102
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Calculation with Formula

> The cell adresses are used while the calculation 1s done In
excel,

» For example, suppose that there are numbers in B2 and D2
cells and that the sum of these numbers will be calculated to
F2.

» To do this, make F2 active cell and then type = B2 + D2.
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Calculation with Formula

> If Instead of F2 = B2 + D2, F2= 15 + 45 was written the result
would be 60 again.

» However, If any of the values change, this change would not be
reflected in the result.

> In order to understand the formula in a cell, the cell must first
be activated and the contents of the formula bar should be
checked.
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Calculation with Formula

» Example:

o Enter the values of 5, 10, 15, 20 and 25 starting in cell Al.
o Aformula should be used to print more than 5 numbers of cells per cell.

o Ifaformula=Al+5 is going to be written to cell B1, 5 is going to be addet to
the content of Al and this value is going to be written to cell B1.

o If the number in cell Al is changed, the number in cell B1 will also be updated
with the formula.

1 5 1EI'.|
2 10
3 15
4 20
5 25

ITEC102
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Calculation with Formula

» Example:

o Calculations can be made for other cells with the same method.

o Instead of writing individual formulas for each row, the formula in cell B1 can
be copied and pasted into the underlying cells.

o If the line is changed when the formula is copied to another location, the line
information, if the column is changed when the formula is copied to another
location the column information will change automatically in the formula.

o That is, when the formula is copied to cell B2, it will change to "= A2 + 5"

- A

A B C D E
3 10
2 10 15-|
3 15 =
= 20
3 25
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Functions

» Functions can also be used in addition to addition, subtraction,
multiplication and division operations.

> The SUM function is used to find the sum of the numerical
values.

> Use of the function,
=SUM(Cell1; Cell2; ...) or =SUM(Celll : Cell2)

ITEC102
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Functions

» Example:
o Enter values 5, 10, 15, 20 and 25 starting in cell Al.

o There are several methods to calculate the sum of all these
numbers in cell A6.

C

1. method 5
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Functions

2. method

3. method

ITEC102

A6 - Jx

=SUM(A1;A2;A3;A4;A5)

S IR - TR R S W R %
=]
=

o IR - TR TR S W R % B
o]
=]
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Functions

» The result of the formulas can also be used in other processes.

» Once we have found the total value in the previous example,
we will only need to add 10 to the result of the formula to add
10 to this value.

a;|mgm

o IR - "N A S TR Sy H R o .

ITEC102
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Calculations with Selecting Functions

» Example:
o Enter5, 10, 15, 20 and 25 starting from cell Al.
o Calculate the sum of these entered numbers in cell A6 (can be another cell).

o Note that the A6 cell is active when you are able to calculate the sum in cell A®6.

o Click on fx at the beginning of the formula bar.

AG - T
A B C ] E F G H

. Insert Function

5
2 10
3 15 Formula
4 20 bar
5 25 iy
& | )
; = fx options
&

ITEC102
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Calculations with Selecting Functions

o TOTAL (SUM) should be selected from the most frequently used available
functions menu.

- D)

A . B C D E F G H
1 5
3 15 Search for a function:
4 20 Type a brief description of what you want to do and then Go
5 25 click Go
6 |= Or select a category: | Most Recently Used
7 Select a function:
& P1AX Al E
g AVERAGE
10 T i
1 S —
12 COUNTIF

HYPERLIME v

13 SUM{number1;numberz;...)
14 Adds all the numbers in a range of cells.
15
16
17
18 Help on this function QK | | Cancel
14
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Calculations with Selecting Functions

o After selecting TOTAL (SUM) from the menu as follows, click OK.

Search for a function:
Type a brief description of what you want to do and then Go

click Go
Or select a category: | Most Recently Used

Select a function:

AN
AVERAGE

MIN

SUMIF
COUMNTIF
HYPERLIME v

SUM(numberi;number2;...)
Adds all the numbers in a range of cells.

L]

( Ok Cancel

Help on this fundion
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Calculations with Selecting Functions

o SUM (Al: A5) will appear in the formula bar as follows
when TQTAL (SUM) is selected from the menu. This
formula, which means calculating the sum of the lines from
Al to A5, also.appears in the configuration dialog box of the
function.

A6 - >X o fr =sum(aias)

A B C D E F H | J

> Function Arguments ? *

15 | SUM

20 Number1 | A1:A5 | = [510;1520:25}
5 25 Mumber2 el =
6 ||[A1:A5]n _|
g

- 75 > Also note that the

total is displayed
Number!: numberl;number2;... are 1 to 255 numbers to sum. Logical values and
text are ignored in cells, included if typed as arguments. here
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Calculations with Selecting Functions

» You can change this range with the direct writing method with
your keyboard, and the necessary changes can be configured by
selecting from the excel workspace via mouse. Click OK to
complete the transaction.

A6 - >X & Jr  =sum(aias)
A B C D E F G H J
3 Function Arguments ? >

2 10

3 15 SUM
P 20 Number1 | AT:AS| FRs| = {5:10,1520;25}

3 25 / Mumber2 el =

6 ||{ﬁ'.1:.\'-".5} ‘l

8

g

0 = 75

) Adds all the numbers in a range of cells.
19 Numberi: numberi;numberZ;... are 1 to 255 numbers to sum. Logical values and

text are ignored in cells, included if typed as arguments.

Formula result = 75

Help on this function Cancel
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Calculations with Selecting Functions

» MAX function is used to find the largest numerical value.

» The function is using like,
, =MAX(Cell1; Cell2;...) or =MAX(Celll : Cell2)

» To print the largest value between the numbers in the previous
example in cell C4, the following formula must be written.

ITEC102
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Calculations with Selecting Functions

» MAX function can be selected from ready functions to find the
largest numerical value.

» To print the largest value between the numbers in the previous
example in cell C4, the following formula must be selected.

Al - p =MAX({A1:A5)
c D E

fi§ B F G H J I L P
| st
2 | 10! Function Arguments 7 *
- | 1
a | 15: AN
4 20: (AL:AS) & Numberi | A1:45 | = {510;15,20:25}
5| 251 —
““““ Mumber2 FRz| =
B
8
g
1N
0 = 25
Returns the largest value in a set of values. lgnores logical values and text.
Numberi: numberl;number2:.. are 11to 255 numbers, empty cells, logical values, or
3 text numbers for which you want the maximum.
A
15
Formula result = 25

Help on this function Cancel
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Functions

> The MIN function is used to find the smallest numerical value.

» The function is using like,
=MIN(Cell1; Cell2;...) or =MIN(Celll: Cell2)
» To print the smallest value between the numbers in the
previous example to cell C4, the following formula must be
written.
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Calculations with Selecting Functions

» The MIN function can be selected from the preset functions to
find the smallest numerical value.

» The following formula must be selected to print the smallest
value between the numbers in the previous example in cell C4.

Al b < \/ =MIN{AL:AS)
B C D E

A F G H ] K L W

Ik i

o
2 1 .
= 10, Function Arguments 7 x
- 1
EN | 15|

1 | | MIMN
4 201 (A1:A5) il
| S= 01520
5 I _____ 25_! Numberi | A1:A5 ERz| = {510;15;20:25}
& Number2
8
g
1N
L%
=5
Returns the smallest number in a set of values. lgnores logical values and text.
Numberi: numberi:number2:... are 1to 255 numbers, empty cells, logical values, or
text numbers for which you want the minimum.

16 Formula result = 5

18
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Fonctions

» The AVERAGE function is used to find the average of
numerical values.

» The function is using like,
=AVERAGE(Cell1; Cell2;...) or =AVERAGE(Celll : Cell2)

» In order to calculate the average of the numbers in the previous
example to cell C4, the following formula should be written.
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Calculations with Selecting Functions
» The AVERAGE function is used to find the average of
numerical values.

» To calculate the average of the numbers in the previous
example to cell C4, the following formula should be selected.

Al - > \/ =AVERAGE(A1:A5)
B C D E F

A G H J K L I
' 1
| =]
| .
2 | 10: Functicn Arguments i >
I
31 15} AVERAGE
1 . =
‘_‘ | 20: |{:"-‘*1-A5} _I Mumberl |A1:A5 Bl = {510;15,20,25}
I Mumber2 FRs| =
b
a8
g
10 = 15
Returns the average [arithmetic mean) of its arguments, which can be numbers or names, arrays, or references
that contain numbers.
Numberi: numberl:number2:... are 1to 255 numeric arguments for which you want
the average.
B Formul It 15
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Functions

» The calculations can be done by using with IF function
» The function is using like,
=IF(logical test; if test is TRUE; if test is FALSE)

ITEC102
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Functions

» For example, in a file with the notes of the students, to the right of the
notes, If the student's grade is more than 45, the score required to be
able to write 5 points added to the grade will be as follows.

> It 1s possible to obtain the result for other students by copying
the written formula to the following cells.

D2 - ~IF(C245: u:z+ED

B
il
=

Ogrenci Numaras i5|m Not TCIE|E|rT|
1800111 Aysel 73 78

2
[ ]
3 1800112 Burak 65
= 15800113 Cem 33
3 1800114 Burcu 55
6 1800115 Tank a0
8
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Calculations with Selecting Functions

» To the right of the notes in the file containing the notes of the
students, iIf the grade of the student is over 45, add 5 more

points to the grade..

D2 - X oW fr | AF(czeasicasi)

A B C D E F
1 |Ogrenci Numarasi isim Not Toplam .
2 1200111 Aysel 73[2+5:c2) _| Function Arguments rX
3 1800112 Burak 65 IF
- 1500113 Cem 35 Logical_test |C2-45 F&z| = TRUE
3 1300114 Burcu 55 Value_if true | C2-5 | - 78
f 1800115 Tarik 80 Value. if falssy | C2 = 73
é / = 78
o i ecks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
:.-. If the grade IS nOt Value_if_false isthe value that is returned if Logical_test is FALSE, If omitted, FALSE
-~ over 45, no change Is returned.
12 will be made..
13 Formula result = 78
14 Help on this function Cancel
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Functions

» For example, in a file with the notes of the students, the column to
the right of the notes will be as follows. If the student grade is 50 or
above it will be written as "pass”, if not "fail". So the formula is
going to be as follows.

> It Is possible to obtain the result for other students by copying
the written formula to the following cells.

C D F

A B

1 |Ogrenci Numaras! Isim Not Gecti/Kaldi
2 1800111 Aysel 73| Gecti l
3 1800112 Burak 63 Gecti

4 1800113 Cem 35 Kaldi

3 1800114 Burcu 33 Gecti

B 1800115 Tank 80 Gecti
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Calculations with Selecting Functions

» For example, in a file with the notes of the students, the column to
the right of the notes will be as follows. If the student grade is 50 or

above it will be written as "pass", if not "fail". So the formula is
going to be as follows.

E) K x ==
Paste B U 5% = =E = = i
Clipboard Font | Styles
ABS X  Jfe | =IF(C2>=50;"Pass";"Fail")
A B c | b | E K L M | N | O
1 ‘Studentno: Name Grade Pass/fail LM‘
727‘\ 1800111 Aysel 73|=1{C2>=50;"Pass";"Fail")
3 1800112 Burak
a4 1800113 Cermn ] = wue
5 1800111 Burcu [E_;j = Pass”
6 1800115 Tank == .
| — Tail
. (=]
= ~Vass~
5 Checks whether a condition is met, and returns one value if TRUE7@nd another value if FALSE.
10 Logical_test is any valugerexpression that can be evaluated to TRUE or FALSE.
11 .
» Active cell where The result
13 H Formula result = Pass .
= theformulais for this cell
. Help on this function OK ] | Cancel
15 written
16
ITEC102
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Functions

» The sum, max, min, average, and if functions can all be added
using the Functions (AutoSum) button on the Home tab.

> AutoSum @ A? #
E Sum
i
Average e
Count Murnbers
Max

Pin

More Functions...
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Functions

» If the function you want to use cannot be displayed in the
favorites dialog box (usually the MIN function is not displayed
In the favorites), you can make a search as shown below.

After writing the function press
the button to make a search

Search for a function: ! !

Write here

click Gol

Or select a categony: | Most Recently Used

Select a function:

MAX({numberi;numbers;...)

Help on this function

Returns the largest value in a set of values. Ignores logical values and text,

ok | Cancel

Search for a function: ! !
| MM Go

Type a brief description of what you want to do and then 5o

Or select a categony: | Recommended

Select a function:

SUM ZTEST

IF Z.TEST

AVERAGE COMVERT

MM QUARTILE

SUMIF QUARTILE.INC

COUMNTIF v AGGREGATE =
MIN{numberi;number2;...)

text.

Help on this function

Returns the smallest number in a set of values, lgnores logical values and

oK || Cancel |

ITEC102
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