BSBITU402A - Develop and Use Complex Spreadsheets

CHAPTER 1 FORMULA TECHN'QU ES
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Most people are familiar with simple formulas such as =B2+B3 and
simple functions such as SUM, but there is so much more that you
can do with formulas and functions. Most functions require
parameters — extra bits of information — to perform their task. You

can actually use other functions or formulas as the parameters for a
function — effectively nesting functions within functions.

In this session you will:

v/ gain an understanding of how to scope a formula

gain an understanding of how to develop a nested
function

learn how to create a nested function

learn how to edit a nested function

learn how to copy nested functions

learn how to use concatenation to join text and values
learn how to switch to manual recalculation

learn how to force a recalculation

learn how to paste values from formulas.
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SCOPING A FORMULA

A nested function is a function within a function, that you can identify the different parts of the
and they can be quite tricky to read and build formula you need to create. The order in which
unless you plan ahead. Scoping refers to the these parts need to be calculated determines
process of defining the problem or calculation so where each part is nested in the formula.

Scoping & Building Steps
Formulas that use nested functions are best built in several stages and should be thoroughly tested
at each stage to ensure that they achieve the correct result. The steps are:

1. determine what the overall formula will calculate
2. break down the formula into its component parts
3. create the base function and ensure that it works
4

add the additional functions and elements of the formula one by one, testing each one as it
is added to the overall formula.

Nesting Functions Workshop Example

The objective of the workshop example is to create a formula that calculates a dividend payable to
ten superannuation investors. The spreadsheet includes the following information:

A B c p | E | °F G H
1 |The Alpheius Super Fund
2 Investment Risk (A) Growth (B) Cons'tive [C)
3 |Bonus Date  30/06/1998 $1,000 3% 2% 1%
a4 45,000 4% 3% 1%
5 $10,000 5% 4% 2%
6 $15,000 6% 5% 2%
7 $20,000 7% 6% 4%
8 425,000 8% 8% 5%
9
10
11 Firstname Lastname Title Joined Investment Scale Dividend
12:‘ Pedro Kavana Mr 15/05/1999 510,000 C
13 |Jessica Dunn Miss | 12/04/1998 512,000 A
14 (Tim Nyguen Mr 13/05/1998 $3,000 A
15 |Fabian Considine Mr 12/01/1998 512,500 C

The dividend is calculated by applying a percentage to the original investment. The percentage is
taken from a sliding scale and is determined by:

e the amount of the investment
¢ the investment scale that the investor chose

o the date of initial investment: as an incentive, a 5% bonus was offered to investors who signed
up on or before June 30, 1998.

The base function in the formula will be a VLOOKUP function, which is written as follows:
VLOOKUP(lookup value, lookup table, return value)

The lookup value is the amount of the investment. The lookup table is the dividend table. The
return value is the percentage that will be applied to the investment amount to calculate the
dividend.

The return value, however, causes a problem as it depends upon the scale chosen by the investor.
This problem is overcome by using an IF function to ascertain which scale was chosen and to use
this information to select the appropriate value from the table.

Another IF function can be used to test whether the investor signed up within the bonus period and
to apply the appropriate bonus amount.
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DEVELOPING A NESTED FUNCTION

The best way to develop a complex formula is the logic of each more easily. You can then

by developing each of the components first and establish where the individual parts go in the
then combining them. By writing each of the parts overall scheme of your formula, create a base
in sentence form, you will be able to understand function, and then build your formula from there

Developing the Workshop Example

The overall formula for the workshop example can be stated as:

=Investment Amount * (Dividend Percentage + Bonus)

The Dividend Percentage
The logic of the Dividend Percentage calculation can be stated as:

Look up the investment amount in the dividend table

If the investor chose scale A, then return the percentage from column 2 in the table
If the investor chose scale B, then return the percentage from column 3

Otherwise, return the percentage from column 4

The base function used to calculate the Dividend Percentage can be written as:

VLOOKUR(investment amount, dividend table, return column)

The Investment Scale

We then need to add IF functions within the VLOOKUP to allow for the three scales. If there were
only two scales, the IF function could be written as:

IF(scale chosen = A, return column 2, otherwise return column 3)

Because there are three scales, we need to add the second IF function to provide the extra choice.
The final IF functions can be written as:

IF(scale chosen = A, return column 2, IF(scale chosen = B, return column 3, return column 4))

The Bonus

Finally, we need to determine whether or not to pay the Bonus. The logic of the Bonus calculation
can be stated as:

If the joining date is earlier than the bonus date, then add 5%, otherwise add nothing
This can also be done using an IF function, written as:

IF(the joining date is earlier than the bonus date, pay 5%, otherwise don’t pay anything)

Now all we need to do is translate these into Excel terminology and add cell references. We will start

by creating the base function, so that it can be tested, and then we will add the additional parts of the
formula.
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CREATING NESTED FUNCTIONS

A nested function is created by placing a checked carefully. Excel helps you with this task by
function as a parameter within another function. using different colours for matched pairs of
When you create nested functions the placement brackets. You can also improve the readability of
of brackets is especially important and should be the formula by placing the parts on separate lines.
Try This Yourself: e Scale Dividend
c =VLOOKUP(E12,5D53:5GS$8,
© o Before starting this exercise A .
8‘& you MUST open the file E818 A [ VLOOKUP({lookup_value, table_array, col_index_num, [range_lockup]) |
& Formula Techniques_1.xIsx... E
o Click in cell G12
e Type o pined Investment Scale Dividend
=VLOOKUP(E12,$D$3:$G$8, 1999]  $10,0000 A |-VLOOKUP(E12,$D$3:$G$8,
e Press [ai] + [enter] to create a 1098 20000 (A JFEITANRL :
. — 1998 53,000 A [IF(logical_test, [value_if true], [value_if false]) |
new line — splitting the parts of
. . 1998 $12,500 C
the formula up makes it easier 1998 $2,500 c
to read :
o Type IF(F12="A" 2,
o pined Investment Scale Dividend
e Press ] + [enter] to create a 1993]  $10,0000 A  |=VLOOKUP(E12,$D$3:5G$8,
new line 1998 $12,000 A IF(F12="A",2, '
o(E 1998 $3,000 A IF(F12="B",3.4))
0 Type IF(F12="B",3, 1998 $12,500 C
The final part of the formula is 1598 $4,500 c
the ‘false’ part of the last IF
statement...
0 Type 4))) e Joined Investment  Scale Dividend
15/05/1999 $10,000 c 0.021
12/04/1998 $12,000 A
o Press [enter] to complete the 15/05/199%8 3000 A
formula 12/01/1998 $12,500 c
The value 0.02 should appear 13/02/1958 $4500 ¢
—the rate taken from G5 which
is the $10,000 investment at
Scale C... e - —
Joined Investment  Scale Dividend
9 Click in cell F12, type A then 15/05/1999  $10,000 A 0.05
press [ener] to see the dividend 12/04/1598  s12000] A ]
rate for scale A 13/05/1998]  $3,000, A
12/01/1998 §12,500 C
13/02/1998 $4,500 c
For Your Reference... Handy to Know...
To create a nested function: e Excel uses colour in formulas to indicate cell
1. Type the function as required references. When you edit an existing

. formula, the cells referred to will appear
. + : : o
% U8 @ @ B GHEEUS RISy [Tiee outlined in a specific colour, and the

3. Check the placement of brackets carefully corresponding cell references in the formula
will appear in matching colours.
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EDITING NESTED FUNCTIONS

Once the base function has been created and Excel formula. When you click on the cell, the
tested, the additional parts of the nested function formula is displayed in the formula bar and can
can be added by editing the formula. Nested then be modified. Excel also uses coloured
functions are edited the same way as any other references to help you understand the formula.

] e ~ (* X « f| MLOOKUP(E12,5D$3:5GSs,
Try This Yourself: B | c] b | E | F | 6 ] =
) ] ] ] 1ieius Super Fund
Continue using the previous file Investment  Risk (A) Growth (B) Cons'tive (C)

e o with this exercise, or open the file 30/06/1998 $1,000 3% 2% 1%

&L E818 Formula Siﬁ :: i: ;:
Techniques_2.xIsx... 515:000 6% 5 2o

o Click on G12 to select it §§§$ ::; :: ::

e Click immediately after the first . - -

I sian in the Formula bar Lastname Title Joined Investment  Scale Dividend
equal sig Kavana  Mr | 15/05/19%9] 510,000 A  |=vLOOKUPd
This places the formula in edit Dunn___ Miss | 12/04/1998 _ $12000 A
mode and displays matched
coloured references. For example,
$D$3$G$8 appears m_ gree_n Iy o (" KV J =E12*(VLOOKUP(E12,5D53:5G58,
the formula and is outlined in IF(F12="A",2,
green on the worksheet... IF(F12="B",3,4)))

Type E12*

© TreE e [cl o [ ¢« T + [ o T
This ensures that the investment \eius Super Fund
amount will be multiplied by the Investment Risk (A) Growth (B) Cons'tive (C)
Dividend percentage...

o Click on [v| at the right end of the
Formula bar to expand it, then o v (® % ¥ f| =E12*(VLOOKUP(E12,5D$3:5G5s,
click at the end of the formula and IF(F12="A",2,

ress | ait] + [Enter] IF(F12="8",3,4}))
P D - +IF(D12<=5553,5%,0))

e On the new line, type 8B | c] o | € | f | & | n
+IF(D12<=$B$3,5%,0)) leius Super Fund
This adds the bonus percentage if Investment Risk (A) Growth (B) Cons'tive [C)
the start date is earlier than the
bonus date...

0 Press @ o C'Omplete the G Lastname Title Joined Investment  Scale Dividend
formula then click on B to restore Kavana  Mr  15/05/1993  $10,000 A $500
the formula bar to one line Dunn Miss  12/04/1998  $12,000 A |

Nyguen Mr 13/05/1998 53,000 A
Considine Mr 12/01/1998 $12,500 o
Jovanovski Ms 13/02/1998 $4,500 C
For Your Reference... Handy to Know...
To edit a nested function: e When you have finished editing a formula,
1. Click on the cell to select it you can click on the Enter button to enter
2. Click in the formula in the Formula bar and the formula. If you make a mistake, you can
edit as required click on the Cancel button or press |esc|to

3. Press [enter] to complete the changes exit from Edit mode.
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COPYING NESTED FUNCTIONS

You can copy formulas with nested functions automatically when you copy files, while absolute
the same way that you copy any formula. addresses will remain unchanged. These can be
However, you should be especially careful of the difficult to identify in a complex formula, so it is wise
cell addresses. Relative cell addresses will adjust to check the results thoroughly after copying.
G12 MG Jx | =E12%(VLOOKUP(E12,$D$3:5GS8,
Try This Yourself: IF(F12"A",2,
IF{F12="B",3,4}))
Continue using the previous file +F(D12<=$B$3,5%,0))
g 2 with this exercise, or open the a_| — [c] o [ e | ¢ [ |
3 L file E818 Formula | 1 | The Alpheius Super Fund . _
) 2 Investment Risk (A) Growth (B) Cons'tive (C)
Techniques_3.xIsx... | 3 |Bonus Date | 30/06/1998 $1,000 3% 2% 1%
R . 4 $5,000 1% 3% 1%
o Click on G12 then click on 5 $10,000 5% % 2%
Expand Formula Bar E and |6 | $15,000 6% 5% 2%
examine the formula | 7| $20,000 7% 6% 4%
'8 | $25,000 8% 8% 5%
The only absolute references 19|
are $D$3:3G$8, and the Bonus %F_ . 5 . [ ———— Cvidend
g Irstname 5tname e omn nvestmen e viden
dat.e $B$3' T.he rest are relative |12|Pedro Kavana  Mr | 15/05/1999  $10,000 A | $500]
which will adJUSt as you copy the 113 | Jessica Dunn Miss = 12/04/1998 $12,000 A T
formula. These include the date 14 |Tim Nyguen Mr 13/05/1998 43,000 A
joined, investment amount and " . N v
scale... 0
o Click on Collapse Formula Bar
B to return it to one line e |
. Joined Investment  Scale Dividend
e Move the mouse pointer to the 15/05/1999  $10,000 A 5500
fill handle at the bottom right 12/04/1998  $12,000 A $1,200
corner of G712 then double-click 13/05/1998 $3,000 A $240
to copy the formula down the 12/01/1398  $12,500  C 3875
column 13/02/1998 54,500 Cc 3270
14/03/1999 $2,300 B $46|
This technique for copying works 12/03/1999 $1,200 A 336
as long as you have a 1/03/1938 $2300 B $161
continuous list on the left of the 23/02/1998 515000  C SEES
original cell... 21/01/1999 523,000 C 24,
=
o Click on G22 then double-click
on the AutoSum tool E] to
gillic;u:]‘;esthe total of the 0 14/03/1959 2,300 5 6
12/03,/1999 51,200 A 536
AutoSum will create a Sum Yos/1s98  s$2300 B $161
functio:y for the cells immediately iiﬁgﬂiﬁ zgx g %gzg
above it [l

For Your Reference... Handy to Know...
To copy a nested function: e When you double-click on a formula, it will
1. Check the cell references place it in Edit mode. Cells referred to in the

formula will appear with coloured outlines.
If you want the formula to use exactly the
same cells as those outlined, no matter
where the formula is copied to, the cell
references must be absolute.

2. Copy the formula using your preferred
copying technique
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USING CONCATENATION

Concatenation is the process of joining text

BSBITU402A - Develop and Use Complex Spreadsheets

concatenation is the ampersand &. All text must be

and/or values together. This can be used to form enclosed in quotation marks. The TEXT() function

a phrase or expression from existing data in the
worksheet. The main character used for

can be used to convert dates and values into text
so that they can be included in the result too.

Try This Yourself:

Continue using the previous file
with this exercise, or open the
file E818 Formula
Techniques_4.xIsx...

Same
File

Click on H11 and type Report,
then press

In cell H12, type the following,

using [Ait] + to create new

lines, and including the spaces
before and after the words

=C12&""&B12 &
" joined the fund on " &

Complete the rest of the function
as shown

Press to create the formula

Copy the formula to the range
H13:H21 and then click
elsewhere, to deselect it

A report has been created for
every investor

Dividend  Report
$500 Mr Kavana joined the fund on 15/05/1999 with an investment of $10,000. The dividend is now $500.
$1,200 Miss Dunn joined the fund on 12/04/1998 with an investment of $12,000. The dividend is now $1,200.

$240 Mr Nyguen joined the

o Scale Dividend Report
$SUU|:CIZ &""&B12&

$1,200 " joined the fund on " &|
$240
3875
3270
$46
536
3161
$1,050
$920
45,298

OO0 @R EO0O0 R

e | Scale Dividend Report
$SUU|:CIZ &""&B12&
$1,200 " joined the fund on " &
$240 TEXT(D12,"dd/mm/fyyyy") &
$875 " with an investment of " &
$270 TEXT(E12,"S#,#60") &
$46 ". The dividend is now " &
$36 TEXT(G12,"$4,##0") & "."|
$161
$1,050
$920
45,298

OO @R EO0O0 R R

fund on 13/05/1998 with an investment of $3,000. The dividend is now $240.

$875 Mr Considine joined the fund on 12/01/1998 with an investment of $12,500. The dividend is now $875.
$270 Ms Jovanovski joined the fund on 13/02/1998 with an investment of $4,500. The dividend is now $270.
$46 Ms Beaumont joined the fund on 14/03/1999 with an investment of $2,300. The dividend is now $46.

$36 Mr Underwood joined

the fund on 12/03/1999 with an investment of 51,200. The dividend is now $36.

$161 Ms Schenk joined the fund on 01/03/1998 with an investment of $2,300. The dividend is now $161.
$1,060 Miss Perera joined the fund on 23/02/1998 with an investment of $15,000. The dividend is now $1,050.
$920 Ms Rasheed joined the fund on 21/01/1999 with an investment of $23,000. The dividend is now $920.

o $5,298 =

For Your Reference...
To concatenate text and values:
1. Use ampersand (&) to add items

2. Enclose actual text in quotation marks,
including spaces

3. Convert dates and values using TEXT()

Handy to Know...

e You could use the report created by the
concatenation in a mail merge using
Microsoft Word to produce individual report
letters for each client.
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SWITCHING TO MANUAL RECALCULATION

Recalculation refers to processing the formulas turn off automatic recalculation and instead set
in a spreadsheet to calculate new results. Excel to manual. This means that no formulas will
Formulas are usually recalculated each time a be recalculated unless you specifically request
value in a dependent cell changes, but you can Excel to perform the calculations.
Try This Yourself: o Joined Investment  Scale Dividend Report
15/05/1999 510,000 A $500 Mr Kavana joined the fur]
Continue using the previous 12/04/1998 512,000 $1,080 Miss Dunn joined the fur
OE') o flle W|th th|s exerc|se’ or Open 13/05/1998 $3,000 $240 Mr Nyguen joined the fu
8 L  the file E818 Formula 12/01/1998 512,500 $875 Mr Considine joined the

B
A
Cc
Techniques 5.xlsx... 13/02/1998 54,500 C $270 Ms Jovanovski joined the
- 14/03/1999 $2,300 B $46 Ms Beaumont joined the
Click on F13 and type B then 12/03/1999 $1,200 A $36 Mr Underwood joined th
press @ 1/03/1998 $2,300 B $161 Ms Schenk joined the fur
23/02/1998 515,000 C $1,050 Miss Perera joined the fu
The dividend and total will 21/01/1999 423,000 C $920 Ms Rasheed joined the f

update to reflect the change... 55,178

Click on the Formulas tab in
the Ribbon and click on the
Calculation Options tool | & -

. o EH ER
to display the menu e s

Type A and press Enter]

~edents @. Show Formulas Q Calculate Now
You can see that it's set to ependents ¥ Error Checking ~ '
5 Watch Calculati fEET
AUtomatIC e ATTOWS ™ @ Evaluate Formula Wi:dcow S;tl-:oanlsun EE-: Calculatesheet
L Formula Auditi ramati
e Select Manual, then click in s | Automatic
F16 Automatic Except for Data Tables
Manual

You'll notice that nothing
changes, even though scale A o

gives a different percentage Joined Investment  Scale Dividend  Report

and should result in a higher 15/05/1999  $10,000 A $500 Mr Kavana joined the fur

dividend 12/04/1998 $12,000 B 51,080 Miss Dunn joined the fur
13/05/1998 $3,000 A $240 Mr Nyguen joined the fu
12/01/1998 512,500 c $875 Mr Considine joined the
13/02/1998 54,500 A $270 Ms Jovanovski joined the
14/03/1999 SZ,BOOI B .I $46 Ms Beaumont joined the
12/03/1999 $1,200 $36 Mr Underwood joined th

23/02/1998 515,000 $1,050 Miss Perera joined the fu

A

1/03/1998 $2,300 B $161 Ms Schenk joined the fur
Cc

21/01/1999 $23,000 c $920 Ms Rasheed joined the f

55,178
For Your Reference... Handy to Know...
To switch to manual recalculation: e The Calculation settings are global and will
1. Click on the Formulas tab affect every spreadsheet you work with. You

can't force only one workbook to require
manual recalculation without affecting others
3. Select Manual (unless you've done some fancy
programming, but that's another story).

2. Click on Calculation Options |[F -
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FORCING A RECALCULATION

If you turn off manual recalculation, you will need recalculate any changed formulas in the current
to force recalculation at some stage to update worksheet or all open workbooks, recalculate all
the formulas. There are several options to formulas in all workbooks irrespective of changes,
choose from for recalculation. You can or check all formulas before recalculating.
Try This Yourself: o Joined Investment  Scale Dividend Report
15/05/1999 510,000 A $500 Mr Kavana joined the fur]
- Before Starting this exercise 12/04/1998 512,000 B $1,080 Miss Dunn joined the fur
8_1_) you MUST open the file ES18 13/05/1998 $3,000 A $240 Mr Nyguen joined the fu
ok Formula Techniques 6.xIsx... 12/01/1998 512,500 C $875 Mr Considine joined the
- 13/02/1998 54,500 A $360 Ms Jovanovski joined the
o Click on F20 and examine the 14/03/1999 $2,300 B $46 Ms Beaumont joined the
scale, dividend and total 12/03/1999 $1,200 A $36 Mr Underwood joined th
amounts 1/03/1998 $2,300 B $161 Ms Schenk joined the fur
23/02/1998 515,000 C $1,050 Miss Perera joined the fu
e Type A and press [enter] 21/01/1999 423,000 c | $920 Ms Rasheed joined the f
Nothing happens... 5,268
e On the Formulas tab, click on
Calculate Now || e
. Joined Investment  Scale Dividend  Report
The formulas will be 15/05/1999 510,000 A $500 Mr Kavana joined the fur]
re_calculated and the results 12/04/1998  $12,000 B 51,080 Miss Dunn joined the fur
will be updated... 13/05/1998 43,000 A $240 Mr Nyguen joined the fu
0 Click on Calculation Options 12/01/1998 512,500 C $875 Mr Considine joined the
= d g AlETETE 13/02/1998 54,500 A $360 Ms Jovanovski joined the
Iﬂ el 5= = 14/03/1999 $2,300 B $46 Ms Beaumont joined the
Now recalculation will happen 12/03/1999 $1,200 A $36 Mr Underwood joined th
automatically when values are 1/03/1998 $2,300 B $161 Ms Schenk joined the fur
Changed 23/02/1998 515,000 A $1,050 Miss Perera joined the fu
21/01/1999 $23,000) C 1 $920 Ms Rasheed joined the f
45,268
e Joined Investment  Scale Dividend  Report
15/05/1999 510,000 A $500 Mr Kavana joined the fur]
12/04/1998 512,000 B $1,080 Miss Dunn joined the fur
13/05/1998 $3,000 A $240 Mr Nyguen joined the fu
12/01/1998 512,500 C $875 Mr Considine joined the
13/02/1998 54,500 A $360 Ms Jovanovski joined the
14/03/1999 $2,300 B $46 Ms Beaumont joined the
12/03/1999 $1,200 A $36 Mr Underwood joined th
1/03/1998 $2,300 B $161 Ms Schenk joined the fur
23/02/1998 515,000 A $1,650 Miss Perera joined the fu
21/01/1999 $23,000I C _I $920 Ms Rasheed joined the f
45,868
For Your Reference... Handy to Know...
To force arecalculation: e To recalculate the current worksheet, click on
1. Click on the Formulas tab Calculate Sheet |[Z] on the Formulas tab or

press [shift] + [fs ]. To recalcuate all workbooks
irrespective of changes, press [cui] + | ait] +
Fo]. To check the formulas as well as

recalculate, press [cul] + [shift] + [ai] + [ro].

2. Click on Calculate Now | [ | or press @
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PASTING VALUES FROM FORMULAS

Sometimes it's useful to be able to grab the copy of some data at a certain point in time,
results of a calculation and use the value knowing that it won’t change at a later date. You
elsewhere in a spreadsheet without keeping the can do this by copying formulas and pasting only
formula. For example, you may want to keep a the values.
10
- i itle Joined Investment Scale Dividend
Try This Yourself: o [ e v r
Ejessica Dunn Miss  12/04/1998 512,000 B 51,080 Mis
- - - | 14 Tim Nyguen Mr 13/05/1998 $3,000 A 5240 mr
o qontl_nue L_JSIng the preV|ous | 15 |Fabian Considine Mr 12/01/1998 $12,500 C $875 Mr
c o file with this exercise, or open | 16 |Rose Jovanouski Ms  13/02/1998  $4,500 A $360 Ms
© T - | 17 |India Beaumont Ms 14/03/1999 $2,300 B $46 Ms
n the flle E818 FormUIa | 18 Bryn Underwood Mr 12/03/1999 51,200 A $36 Mr
Techniques_7.xlsx... | 19 sylvia schenk  Ms 1/03/1598 $2300 B $161 ms
| 20 |Courtney  Perera Miss  23/02/1998 $15,000 A 51,650 Mis
o Select the range 812 821 then %Shlvanthe Rasheed Ms 21/01/1999 $23,000 C S:ﬁ Ms
hold down [ctr1] and select El
G12:G21 =
. | 26
The first part of the range
contains text and the second
contains formulas... e A B [ oo ] € [ f [ & |
10
e CI]Ck on the Home tab on the EFirstname _L_aft_rl_a_rgg__‘ﬁtle loined Investment Scale r__[_)i_v_ir_]ggg_
- o 7 | 12 |Pedro \Kavana tMr 15/05/199% $10,000 A ' $500iMr
R|bb0n and C“Ck on Copy —I='a| | 12 |Jessica EDunn EMiss 12/04/1998 512,000 B ! 51,0805Mi
| 14 |Tim \Nyguen  'Mr 13/05/1998 $3,000 A E $240iMr
e Click on B24, then click on the |15|Fabian iconsidine iMr | 12/01/1998  $12500 ! $875iMr
= | 16 |Rose ovanovski |Ms 13/02/1998 $4,500 A : $360]Ms
drop arrow for Paste | | and | 17 1ndia {Beaumont {Ms | 14/03/1999 $2300 B} S46{Ms
. li.! | 18 |Bryn :Undemood&Mr 12/03/1999 $1,200 A E $364Mr
click on Values | 19 |sylvia ESchenk Ms 1/03/1998 $2,300 B ' $151EM5
| 20 |Courtney  \Perera EMiss 23/02/1998 515,000 A E $1,650) Mi:
o Press |Esc | to hide the copy |21 |shivanthe {Rasheed iMs | 21/01/1999  §23,000 c 1 _____S920ims
marquees, then click on C24 2] a8
and check the entry in the 24| Kavana 500
Formula bar 12: 2$;Ien 1
, 27 (Considine 875
You'll see that only the value 28| lovanovski 360
500 has been pasted — the 122 Eeatimont IS
. q . | 30 | Underwood 36
formula isn’t retained 51 schenk =
|32 Perera 1650
|33 Rasheed 920
| 34| B, (Chel) -
35
)
e c24 - (= fe| 500
A B [SeTF—=—% [ £ | fF [ & ]
| 19 |Sylvia Schenk Ms 1/03/1998 52,300 B $161 Ms
| 20 |Courtney  Perera Miss | 23/02/1998 $15,000 A $1,6560 Mic
| 21 |Shivanthe Rasheed Ms 21/01/1999 $23,000 C $920 Ms
22| $5,868
23
ﬂ Kavana I 500!
25 Dunn 1080
For Your Reference... Handy to Know...
To paste values from formulas: o  When you copy formulas, you have the
1. Click on the formula option to paste formulas, values and links. A

Click on Copy |23 link is a reference to the cell containing the
— formula. For example, if the cell containing

2
3. CI?Ck in the destination cell . the copied formula is G12, the link created by
4. Click on the drop arrow for Paste (& - and pasting will be =$G$12.

click on Values

© Watsonia Publishing Page 10 Formula Techniques



BSBITU402A - Develop and Use Complex Spreadsheets

FORMULA TECHNIQUES
Practice Exercise

Tasks: Completed:

Before starting this exercise you MUST have completed all of the
topics in the chapter Formula Techniques...

Open the workbook called PE_Formula Techniques.xlIsx (it can be
found in the student file folder)

Examine the Subscribers and Legend worksheets

Create a formula in cell F4 to build an employment statement for each
subscriber with the following guidelines:

e the occupation should appear in proper case (first letter of each
word capitalised)

e if the subscriber owns a business and the name of the business is
listed, the statement should include this information. Otherwise, the
statement should indicate that the subscriber is an employer

o f the subscriber is not an employer or owner, the statement should
indicate the type of working hours - full time, part time, or casual

e the same formula should create the correct statement for each
subscriber

e each statement should be completed with a full stop (.)
o Copy the formula to the range F5:F23
Your worksheet should appear as shown on the next page...

Copy the formula in F4 and paste it as a picture below the data,
resizing the picture so that all of the formula text is visible

Use the Save As command to save the workbook as PE_Formula
Techniques (Completed).xIsx

Files required for PE_Formula Techniques.xlIsx
exercise:

Files/work created by = PE_Formula Techniques (Completed).xIsx
student:

Exercise Completed:
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FORMULA TECHNIQUES
Practice Exercise

BSBITU402A - Develop and Use Complex Spreadsheets

& B C uj E F G H 1
1 Subscriber List
2
3 |Surname Name Occupation Business EmpCode Statement
4 Archer Kewin electrician 2 Kewin archer (Electrician) works full time.
5 Bedelis Fiona lighting consultant 3 Fiona Bedelis (Lighting Consultant) works part time.
& |Brown Faul farmer Glenmaore 1 Paul Brown (Farmmer] owns Glenmare,
T Cuff Brendan  plumber 2 Brendan Cuff (Plumber) works full time.
8 Heap Adam farmer Bastille Egas 1 Adam Heap (Farmer) owns Bastille Eggs.
9 |Jarvis Janine fire protection 3 Janine Jarvis (Fire Protection) works part time.
10 hchdahon Andrea caterer Almond Pastries 1 Andrea Mohdahon (Caterer) owns Almond Pastries.
11 Morton Samuel handyman 4 Samuel Morton (Handyman) works casual hours,
12 Murphy Sandra craftswaomen Mifty MickMacks 1 Sandra Murphy (Craftswomen) owns Mifty MNickMNacks,
13 O'Donnell Patrick tourism officer 4 Patrick O'Donnell (Tourism Cfficer) works casual hours.
14 Petrovski Stan sculptor Stonelights 1 Stan Petrovski (Sculptor) owns Stonelights.
15 Reichert Hans carpenter Puppets & Toys 1 Hans Reichert (Carpenter) owns Puppets & Taoys,
16 Rose Dian flarist Dazzling Daisies 1 Dan Rose (Florist) owns Dazzling Daisies.
17 Simms Dirnitri chef 3 Dimitri Simms (Chef) works part time.
18 Smith Celia vet 1 Celia Smith (*et)is an employer.
19 Stephanou  George surgecn 2 George Stephanou (Surgeon) works full time.
20 Thangarajah  Daljit doctor 1 Daljit Thangarajah (Doctor)is an employer,
21 Tien Chi physiotherapist Handywark 1 Chi Tien (Physiotherapist) owns Handywork,
22 Wallace Thoras  tree surgeon 3 Thomas ¥Wallace (Tree Surgeon) works part time.
23 Winston lohn pest controller Ants Auweay 1 John Winston (Pest Contraller) owns Ants Lway.
24
25
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