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Lesson 9
Using Advanced Formulas and Securing Workbooks
Learning Objectives

Students will learn to:

· Use formulas to conditionally summarize data
· Use formulas to look up data in a workbook

· Add conditional logic functions to formulas

· Use formulas to format text

· Use formulas to modify text

· Secure your workbook before sharing it with others

· Distribute a workbook by e-mail

· Track changes to a workbook

· Add comments to a workbook

MOS Skills

· Create a formula with values that match conditions


5.4.1
· Edit defined conditions in a formula




5.4.2
· Use a series of conditional logic values in a formula


5.4.3
· Send a worksheet via email or SkyDrive




7.1.1
· Insert comments





7.2.1
· View comments





7.2.2
· Edit comments





7.2.3
· Delete comments





7.2.4 
· Use the IF function to apply conditional formatting


8.3.3
Key Terms

argument 
A component of a function that is enclosed in parentheses.
array
Used to build single formulas that produce multiple results or that operate on a group of arguments.
authentication
The process of verifying that people and products are who and what they claim to be.
certificate authority (CA)
A third-party entity that issues digital certificates to be used by others.
change history
Information maintained about changes made in past editing sessions, including the name of the person who made each change, when the change was made, and what data was changed.
conditional formula
Automatic formatting based on established criteria.
digital certificate
A means of proving identity and authenticity.
digital signature
A signature that is used to authenticate digital information using computer cryptography.
lookup functions
Functions used to find information stored in a table in an Excel worksheet
password
Text that must be keyed before a user can access a workbook, worksheet, or worksheet element.
shared workbook
A workbook that is set up to allow multiple users on a network to view and make changes at the same time.
strong password
A password that combines uppercase and lowercase letters, numbers, and symbols.
table
A range of cells in a worksheet that can be used by a lookup function.
track changes
The ability to mark and record the changes that have been made to a workbook.

Solutions for Step-by-Step Exercises

The December Sales solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Use SUMIF
· Use SUMIFS

· Use COUNTIF

· Use COUNTIFS

· Use AVERAGEIF

· Use AVERAGEIFS

The Employee Bonus solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Use VLOOKUP

· Use HLOOKUP

· Use IF

· Use AND

· Use OR

· Use NOT

· Use IFERROR

· Use PROPER

· Use UPPER

· Use LOWER

· Use SUBSTITUTE

· Convert Text to Columns

The Payroll Data solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Protect a Worksheet

· Protect a Workbook

The Sample Medications solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Allow Multiple Users to Edit a Workbook Simultaneously

The Employee ID Copy solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Use the Document Inspector
· Sign a Workbook Digitally

The Employee ID Final solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Mark a Document as Final

· Distribute a Workbook by Email

The Employee ID Recipient solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Distribute a Workbook by Email

The Samples Edited solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Turn Track Changes On and Off

· Set Track Change Options

· Insert Tracked Changes

· Delete Your Changes

The Samples Edited solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Turn Track Changes On and Off

· Set Track Change Options

· Insert Tracked Changes

· Delete Your Changes

· Accept Change from Another User

· Reject Changes from Another User

The Medications History solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Remove Shared Status from a Workbook

The Performance Evaluations solution file is located in the Solutions/Lesson09 folder and is referenced in the following step-by-step exercises:

· Insert a Comment

· View a Comment

· Edit a Comment

· Delete a Comment

· Print Comments in a Workbook

Answer Key

Knowledge Assessment

Matching
Match each vocabulary term with its definition.

a.
AND function

f.
OR function

b.
arguments


g.
SUMIF

c.
array


h.
SUMIFS

d.
conditional formula

i.
Table

e.
HLOOKUP


j.
VLOOKUP

_____1.
A function used to look up information stored in the first column of an Excel table in the worksheet.

Answer: j
Section Ref: Using Formulas to Look Up Data in a Workbook
Difficulty: Medium

_____2.
A function in which a True result is returned if data meets any condition specified in the formula.

Answer: f
Section Ref: Adding Conditional Logic Functions to Formulas
Difficulty: Medium

_____3.
The values that a function uses to perform operations or calculations.

Answer: b
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Easy
_____4.
A function in which a True result is returned if data meets all conditions specified in the formula.

Answer: a
Section Ref: Adding Conditional Logic Functions to Formulas
Difficulty: Medium

_____5.
In a worksheet, a range of cells that can be used by a lookup formula.

Answer: i
Section Ref: Adding Conditional Logic Functions to Formulas
Difficulty: Easy
_____6.
A formula component used to build single formulas that produce multiple results.

Answer: c
Section Ref: Using Formulas to Look Up Data in a Workbook
Difficulty: Hard
_____7.
A function in which the result is determined by the state of multiple criteria.

Answer: h
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Medium

_____8.
A function that references the first row of an Excel table in the worksheet in order to look up information stored in the same column.

Answer: e
Section Ref: Using Formulas to Look Up Data in a Workbook
Difficulty: Medium

_____9.
A function that returns the total number of cells that meet one condition.

Answer: g
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Medium

_____10. A function in which the result is determined by the state of a particular condition.

Answer: d
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Hard
Multiple Choice

Select the best response for the following statements.

1.
Which of the following functions would you use to convert text from uppercase to title case?

a.
UPPER

b.
PROPER

c.
LOWER

d.
SUBSTITUTE

Answer: b
Section Ref: Using Formulas to Format Text
Difficulty: Easy
2.
Which function automatically counts cells that meet multiple conditions?

a.
COUNTIF

b.
COUNT

c.
COUNTIFS

d.
SUMIFS

Answer: c
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Medium
3.
Which function automatically counts cells that meet a specific condition?

a.
COUNTIF

b.
COUNT

c.
COUNTIFS

d.
SUMIFS

Answer: a
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Medium
4.
In the formula =SUMIFS(C5:C16,F5:F16,“<=60,” B5:B16,“>200000”), the range of cells to be added is:
a.
=C5:C16.

b.
=F5:F16.

c.
=B5:B16.

d.
=C5:F16.

Answer: a
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Hard
5.
In the formula =SUMIFS(C5:C16,F5:F16,“<=60,”B5:B16,“>200000”), <=60 means:
a.
if the value in C5:C16 is greater than or equal to 60, the value in C5:16 will be included in the total.

b.
if the value in F5:F16 is greater than or equal to 60, the value in C5:16 will be included in the total.

c.
if the value in B5:BF16 is less than or equal to 60, the value in C5:16 will be included in the total.

d.
if the value in F5:F16 is less than or equal to 60, the value in C5:16 will be included in the total.

Answer: d
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Hard
6.
Criteria range in a formula refers to:
a.
the worksheet data to be included in the formula’s results.

b.
the range containing a condition that must be met in order for data to be included in the result.

c.
the type of formula being used for the calculation.

d.
the type of data contained in the cells to be included in the formula.

Answer: b
Section Ref: Using Formulas to Conditionally Summarize Data
Difficulty: Medium
7.
Which function returns one value if a condition is true and a different value when the condition is not true?

a.
AND

b.
OR

c.
IF

d.
IFERROR
Answer: c
Section Ref: Adding Conditional Logic Functions to Formulas
Difficulty: Medium
8.
Which function returns a value if all conditions are met?

a.
AND

b.
OR

c.
IF

d.
IFERROR

Answer: a
Section Ref: Adding Conditional Logic Functions to Formulas
Difficulty: Medium
9.
Which function specifies the result that will be returned if no values meet the specified condition(s)?

a.
AND

b.
OR

c.
NOT

d.
IFERROR

Answer: d
Section Ref: Adding Conditional Logic Functions to Formulas
Difficulty: Hard
10.
Which function reverses the value of the function arguments?

a.
AND

b.
NOT

c.
IF

d.
IFERROR

Answer: b
Section Ref: Adding Conditional Logic Functions to Formulas
Difficulty: Medium
Solutions for Competency Assessment 

Project 9-1

The solution for Project 9-1 is named Salaries 9-1 and is located in the Solutions/Lesson09 folder.

Project 9-2

The solution for Project 9-2 is named SFA Grades 9-2 and is located in the Solutions/Lesson09 folder.

Solutions for Proficiency Assessment

Project 9-3
The solution for Project 9-3 is named Contoso Bonus 9-3 and is located in the Solutions/Lesson09 folder.

Project 9-4
The solution for Project 9-4 is named SFA Grades 9-4 and is located in the Solutions/Lesson09 folder.

Solutions for Mastery Assessment

Project 9-5

The solution for Project 9-5 is named Grades 9-5 and is located in the Solutions/Lesson09 folder.

Project 9-6

The solution for Project 9-6 is named Financing 9-6 and is located in the Solutions/Lesson09 folder.
Solution for Internet Ready
The solution for the Internet Ready exercise is named Bonus and Incentives and is located in the Solutions/Lesson09 folder.
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