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Excel Training Program: Videos PC + Mac
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2 |SA2745 2/01/2023 |Dove DF9 hard case 19.95 2 SA2745 2/01/2023 Dove DF9 hard case 19.95,
3 [sA2181 2/01/2023 [ 19.95 3 sA2181 2/01/2023 19.95
4 [SA1012 2/01/2023 Smart Sleeve 39.95/ 4 SA1012 2/01/2023 Smart Sleeve 39.95
5 |MA2049 3/01/2023 19.95| 5 MA2049 3/01/2023 19.95
6 [SA2384 3/01/2023 [ Nicky €G-L15 box 19.95 6 SA2384 3/01/2023 Nicky CG-L15 box 19.95
7 |DA1755 4/01/2023 Low Bar 9.45 7 DA1755 4/01/2023 Low Badge 9.45]
2 |MA1967 4/01/2023 Dorma Smart Sleeve |PAID 8 MA1967 4/01/2023 Dorma Smart Sleeve |PAID
9 |IA2577 5/01/2023 Nicky CG-L15 box __|PAID 9 |JA2577 5/01/2023 Nicky CG-L15 box __[PAID
10 |MA2929 5/01/2023 Low Badge 9.45 10 \MA2929 5/01/2023 Low Badge 9.45)
11 C02676 5/01/2023 [Dorma Smart sleeve 39.95 11 €CO2676 5/01/2023 Dorma Smart Sleeve 39.95
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13 13
14 Number of invoices:] 14 Number of invoices
15 15
16 Number of unpaid invoicesl:l 16 Number of unpaid invoices
17 17
18 Number of missing Product namesl:l 18 Number of missing Product names|=countblank
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20 20




Excel Training Program: Quick Guides

Below are step by step instructions and screen shots to perform the most common functions

SUM, AVERAGE, MAX,MIN and COUNT, COUNTA and COUNTBLANK.
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Probably the most commeon formula used in Excel, and certainly the simplest to understand, gmé
is the SUM() function. The SUM() function returns the total value of a set of numbers.



Excel Training Program: Summary Flash Cards

Perform calculations by using the SUM( ), AVERAGE( ), MIN(), and
MAX( )functions

The following table describes the purpose of each of the functions that you can use to

calculate data from a range of cells, and the types of arguments the functions accept.

Function Purpose Arguments
SUM() Retums thi;:ﬁgé of the cell numberi number2,... number255
AVERAGE() Retumsézﬁ ::E:de sl numberl,numberZ.... number255
MIN() Return?:i:si:::z::n value numberi,number2,....number255
MAX() Retuns the maximum value numberl,numberZ.....number255

within the set




Want to learn more?
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Program summary video
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