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Excel Functions

1.Count and Sum Functions
Count

To count the number of cells that contain numbers, use the COUNT function.

AT = Jx =COUNT([AL:AS)
A B [ C [ D [ E [ F [ G [ H [ 1
1 | 10
2 | 1
3 7
q | 20
5 | 3
E -
7 | 5_|
8
Countif

To count cells based on one criteria (for example, greater than 9), use the following COUNTIF
function.

1. For example, the COUNTIF function below counts the number of cells that contain the value 20

AT S I =COUNTIF{AL:AS,">9")
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2. The following COUNTIF function gives the exact same result. It counts the number of cells that are
equal to the value in cell C1.

A7 . fe || =COUNTIF(AL:AS,C1)
A | B | ¢ | D | E | F | @ | H | 1
1 10 20
2 | 1
3 7
s
5 | 3
Ed
7| 1]
8

3. The COUNTIF function below counts the number of cells that are greater than or equal to 10.




=
b
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S || =COUNTIF{A1:A5,">=10")
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4. The following COUNTIF function gives the exact same result. It uses the & operator to join
the 'greater than or equal to' symbol and the value in cell C1.
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J || =COUNTIF(AL:AS,">="&C1)
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5. The COUNTIF function below counts the number of cells that are not equal to 7.

A7 - £ || =COUNTIF{AL:AS,"<>7")

| A B | C [ D [ E [ F [ G H |

1| 10

2 1

3 7

4 | 20

5 3

6

?—. 4-

8

6. The COUNTIF functions below count the number of cells that are equal to 3 or 7.

A7 v Je || =COUNTIF{A1:A5,3)+COUNTIF(A1:A5,7)

4d A | B | D E | F G | H I
1 10

2 | 1

3 | ?|

4 | 20

5 | 3|

6

7 2_|

8

N



7. The COUNTIF function below counts the number of cells that are less than the average of the

values (8.2).

AT -

£ || =COUNTIF{AL:AS,"<"&AVERAGE(A1:A5))
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Countifs

To count cells based on multiple criteria (for example, green and greater than 9), use the
following COUNTIFS function.

B7 - I =COUNTIFS{A1:A5,"green",B1:B5,">9")
A | | C D E F G H 1

1 |red 10

2 |green 1

3 |red 7

4 |green 2-D|

5 |red 3

6

7 | 1.|

a

Sum

To sum a range of cells, use the SUM function.

AT

j 2 =SUM(A1:AS)

C D E F G H 1

10

20

[wa] [, [ -4
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Sumif

To sum cells based on one criteria (for example, greater than 9), use the following SUMIF function
(two arguments).

B7 e f || =SUMIF(B1:B5,">9")
A B C D E F G H I
1 | 10
2 | 1
3 | 7
4 |
5 3
6
7| | 30]
3

To sum cells based on one criteria (for example, green), use the following SUMIF function (three arguments,
last argument is the range to sum).

BY T e fe =SUMIF[AL:A5,"green"”,B1:B5)
A B | cC D E F G H I

1 |red 10

2 |green 1|

3 red 7

4 |green 2-D|

5 |red 3

7]

7 | 21.|

8

Sumifs

To sum cells based on multiple criteria (for example, circle and red), use the following SUMIFS
function (first argument is the range to sum).

C7 A Fe =SUMIFS({C1:C5,A1:A5, "circle” B1:B5,"red")
A | B | C D E F G H 1

1 |circle red 10

2 |triangle green 1

3 |circle red ?|

4 [circle green 20

5 |triangle red 3

6

7| | 1?_|

8




Average

E3 e fe | =AVERAGE(C3:C7)
A . B . C . 1] E F . G . H [ .
1_
2 Average
3 |Circle Red 10 8.2 |
| |
4 |Triangle Green 1
5 | Circle Red 7
E_Circle Green 20
7 |Triangle Red 3
B_
Min
To find the minimum value, use the MIN function.
A2 - I :MIN{AI:GI}

A | B | C | D E | F |G |H|[I | J]JTK|]L | M  N|O|TP
1_ 0 7 3 ] 5 9 3 7 4 3 0 3 5 ] 3
2
3 ol

L | |
4
Max
To find the maximum value, use the MAX function.
Al - Fe =MAX(AL:O1)
A | B | C | D E | F |G |H|[I | JT]TK|]L| M  N|O|TP
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2. Logical Functions

If | And | Or | Not
Learn how to use Excel's logical functions such as the IF, AND, OR and NOT function.

If

The IF function checks whether a condition is met, and returns one value if true and another value
if false.

1. For example, take a look at the IF function in cell C2 below.



https://www.excel-easy.com/functions/logical-functions.html#if
https://www.excel-easy.com/functions/logical-functions.html#and
https://www.excel-easy.com/functions/logical-functions.html#or
https://www.excel-easy.com/functions/logical-functions.html#not

c2 M F || =IF(B2>=60,"Pass","Fail")

A | B | ¢ | o | E | F | € | H | 1
1 [Name Score Result
2:|Ri|::hard 93|Pass
3 |Jennifer 60 Pass
4 James 53 Fail
3 |Lisa 79 Pass
6 |Sharon 41 Fail
7
And

The AND Function returns TRUE if all conditions are true and returns FALSE if any of the conditions are false.

1. For example, take a look at the AND function in cell D2 below.

D2 ~ = =AND(B2>=60,C2>=90)
A | B | C D E | F | ] | H | |
1 MName Scorel  Score?  Result
2 |Richard 93 EDl FALSE _I
3_Jennifer 60 91 TRUE
4 |James 58 75| FALSE
5_Li5;a 79 94| TRUE
E_Sharcun 41 33 FALSE
7

Explanation: the AND function returns TRUE if the first score is greater than or equal to 60 and the
second score is greater than or equal to 90, else it returns FALSE.

Or

The OR function returns TRUE if any of the conditions are TRUE and returns FALSE if all conditions are false.

1. For example, take a look at the OR function in cell D2 below.

D2 B J =0R(B2>=60,C2>=60)

A B C D E F G H I

| | | | | |
MName Scorel  Score? Result

Richard 93 E-I'.'Ill TRUE .I

1

2

3 |lennifer 60 91 TRUE
4 | James S8 75 TRUE
>
i]
7

Lisa 79 94  TRUE
Sharon a1 33  FALSE




Not

The NOT function changes TRUE to FALSE, and FALSE to TRUE.

1. For example, take a look at the NOT function in cell D2 below.

D2 ~ J =NOT({OR(B2>=60,C2>=60))
A | B | C D E | F | =&

1 MName Scorel  Score?  Result

2 [richard 93 so[_raise |

3_Jennifer 60 91 FALSE

4_JamES a8 75 FALSE

5_ Lisa 79 94 FALSE

E_Sharun a1 33 TRUE

7




3. Date & Time Functions

Year, Month, Day | Date Function | Current Date & Time | Hour, Minute, Second | Time Function
To enter a date in Excel, use the "/" or "-" characters. To enter a time, use the ":" (colon). You can
also enter a date and a time in one cell.

Al - £ || 6/23/2016

A B | C . D | E
1 | 6/23/2016] 6:00 6/23/2016 6:00
2

Year, Month, Day

To get the year of a date, use the YEAR function.

B1 e £ || =YEAR(A1)
A B | C . D | E

1 { 6/23/2016 2015!

7

Note: use the MONTH and DAY function to get the month and day of a date.



https://www.excel-easy.com/functions/date-time-functions.html#year-month-day
https://www.excel-easy.com/functions/date-time-functions.html#date-function
https://www.excel-easy.com/functions/date-time-functions.html#current-date-time
https://www.excel-easy.com/functions/date-time-functions.html#hour-minute-second
https://www.excel-easy.com/functions/date-time-functions.html#time-function

Date Function

1. To add a number of days to a date, use the following simple formula.

Bl - 5 =A1+5
A B | T . D | E

1{ 6/23/2016)| 5;’28;’2015!

7

2. To add a number of years, months and/or days, use the DATE function.

B1 - fe || =DATE(YEAR{A1)+4,MONTH(A1)+2,DAY(A1)+3)
A Bl ¢ | o | E | F | & | uw | 1

1{ 6/23/2016)| 5;1;’2020!

2

Note: the DATE function accepts three arguments: year, month and day. Excel knows that 6 + 2 = 8 = August
has 31 days and rolls over to the next month (23 August + 9 days = 1 September).

Current Date & Time

To get the current date and time, use the NOW function.

Al v Fe || =NOW()
A B | Cc | D | E

1 | 2/23/2017 10:431

2

Note: use the TODAY function to enter today's date in Excel.
Hour, Minute, Second

To return the hour, use the HOUR function.

B1 e fe || =HOUR(A1)

, A B c | D | E
1{ 6:45:17| 6l
2

Note: use the MINUTE and SECOND function to return the minute and second.

Time Function

To add a number of hours, minutes and/or seconds, use the TIME function.

B1 - fe || =TIME{HOUR{AL)+2,MINUTE{A1)+10,SECOND{A1)+70)
, A B ¢ | o | E | F | & | W | 1

1 { 6:45:17| 8:55:2?_|

2

Note: Excel adds 2 hours, 10 + 1 = 11 minutes and 70 - 60 = 10 seconds.



https://www.excel-easy.com/examples/todays-date.html

