SMME Clinic Community Building
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SCA - Computer Software Training and Support
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Microsoft Excel 365

= Types of formulas and functions

= Categories - functions
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A = Practical examples
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Excel formulas and functions

WHY?

efficiency productivity scalability
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Microsoft Excel

Formula Function

=2+5 =Sum()

Created by user Built-in Excel

Brought to you by In qutnershlp with

o &
5 ﬂd/ med|he|p 'SMME CLINIC

SmorfProcuremeanorId " Clinic w:(hP p “““““ Medical Aid in Actio pmdic,a' (/Dusiness E’.w\e*es




Excel formulas and functions

Sum - AUTOSUM function argument box

2 plus + =SUM( IF
minus - =AVERAGE( AND
multiply * =MAX( OR
divide / =MIN( XLOOKUP
=COUNT( PMT
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Excel function

=SUM(A1:A20)

/* f

equal sign function name argument
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Excel functions - CATEGORIES

Home Insert Page Layout Data Review View Formulas
o2 KM IE-EDE S B8 B

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More
Function v Used ~ v v v Time~ Reference~ Trig~ Functions~

Function Library
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Function Argument Box (1)
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Function Argument Box (2)

Insert Function

Search for a function:

SUM o [ 6o

Or select a category:  Recommended

Select a function:

SUMIF

SUMIFS

SUMPRODUCT

SUMSQ

SUMX2MY2

SUMX2PY2 v

SUM(number1,number2,...)
Adds all the numbers in a range of cells.

Help on this function v Cancel
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Function Argument Box (3)

SUM v X v Kk =SUM(2,3)
.A_B‘ Function Arguments ? X
1
SUM
2 | ) a I & 1
3 | Number1 | 2 (2| =2
4 Number2 | 3 ﬂ = 3
5 | Number3 (2] = numbe
6 4
7 1
8
9 | =
10 1 Adds all the numbers in a range of cells.
1 | Number2: numberl, number2,... are 110 255 numbers to sum. Logical values and
| text are ignored in cells, included if typed as arguments.
12
13|
14 Formula result = 5
15 ! Help on this function Cancel
16

Brought to you by o * sty In Partnership with

(l.i\é é;; ”.; .
4 Xt Ggmedlhelp

Medical Aid in Action

'SMME CLINIC

A o L) .
SmartProcurementWorld __ Clinic with Purpose - Praciical Busmess Bome Jes



Excel formulas and functions

Let's get
practical

Microsoft Excel Spreadsheet with exercises and demonstrations attached
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Thank you “lucky packet”

& PDF - this presentation (email from SMME Clinic)

&! Excel spreadsheet — practical examples (email from SMME Clinic)
&! Excel keyboard shortcut list (email from SCA-Carolin)

&! Excel cheatsheet document (email from SMME Clinic)

&l Extras as requested in the Zoom chat (email from SMME Clinic)
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