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Objectives 

To understand the use of basic formatting techniques in spreadsheets.

To understand the use of formulas and functions including:
• Sum, Max, Min & Average
• Count
• SumIF
• Lookups

To understand the need to use absolute cell referencing in some 
calculations.

Outcomes Time

Pupils will complete the Recap Functions Excel sheet.
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Overview – Cell Referencing

Yellow Cell Reference 

– B2

Green Cell Reference –

D3

Columns

Rows
This is a range of cells. More 

than one cell has been selected. 

G6:G11

A range will be typically used 

when you are calculating 

values from a number of cells. 



Sp
re

ad
sh

eets P
art 3

Named cells >> Right Click on the Cell >> Select Define Name >> Enter New Name for Cell

Named ranges >> Right Click on the Cell >> Select Define Name >> Enter New Name for Range

Defining Cell/Range Names
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Formatting
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Text formatting including 

alignment and wrapping.

Merging Cells

Borders and 

Shading

Adjusting 

Column and 

Rows

Currency
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Formulas Part 1
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• Formulas always begin with a equal sign =
• Refer to the cell reference (A4) before you 

write your formula.
• You can create simple formulas to add, 

multiply, subtract and divide.
• Even if you update the numbers in the cell 

the formula will automatically work out 
the new value. 

• To find the total for a range of cells you 
would use the Sum Function.

Cell Range
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Simple Functions
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The =Max Function 
will find the highest
number in the range.

The =Min Function 
will find the lowest
number in the range.

Cell Range for Total, 
Max &Min (Jan Sales).

Cell Range for Total & 
Average (Monthly Sales).

The =Sum Function 
will calculate the 
total (Sum) of the 
numbers in the 
range.

The =Sum Function 
will calculate the 
total (Sum) of the 
numbers in the 
range.



Sp
re

ad
sh

eets P
art 3

Absolute Cell Referencing
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When you use AutoFill to duplicate a 
formula into the cells below then you must 
use absolute cell referencing if you want the 
cells to be referencing to one particular cell.

Absolute cell referencing will lock in a 
particular cell. To absolute cell reference you 
must insert a dollar sign before Letter and 
number of the cell.

In the example to the left if you do 

not use absolute cell referencing 

on the 25% then the Price will be 

multiplied against the content in 

E4. 
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=Count(Range)

This function will 

count the cells 

within the range 

that contain only 

numbers.

The count function will only Count the cells.

Do not get confused with Sum.  

=CountA(Range)

This function will 

count all the cells 

within the range that 

are not empty.

=Count and CountA

Count Functions
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=Countif(Range,Criteria)

This function will count the 

cells which contains a 

specific criteria from the 

range

Example: We need to 

count the Prada bags from 

the range.

=Countif(Range,”Prada”) or =Countif(Range,”I19”)

Not: =Countif(Range,“<>criteria”)

Some times you may 

have to count all cells 

apart from a certain 

criteria.

In this example you 

we want to count all 

the brands apart from 

Marc Jacobs

=countif(Range, 

“<>Marc Jacobs”)

Count IF

Count Functions
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A sumif will only sum (add) up from a specific criteria 

(condition) from the sum_range. 

Range: The criteria is “virgin”.

Look at the table and highlight

the range of cells which 

includes “Virgin”.

Criteria: You can either 

reference to a cell or write the 

criteria in quotation marks. 

SumRange: This will sum up 

only the criteria values from 

the sum range.

=SUMIF(B4:B10,"virgin",F4:F10)

Range Sum_Range

Criteria

Sum IF

Sum IF Functions
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The Range and 

the Sum Range 

have absolute 

cell referencing.

When the formula 

is replicated the 

absolute cell 

referenced cells 

will stay the same 

and will not move 

position. 

H5 is relative cell 

referencing. It 

will move down 

when the formula 

is replicated.

Sum IF with Absolute and Relative Cell Referencing

Sum IF Functions
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Using VLOOKUP is similar to looking up a person’s name in a telephone book to get a telephone 
number.  VLOOKUP looks at a value in one column, and finds its corresponding value on the 
same row in another column.

Table_Array or 
lookup table

We need to use a lookup function to find the corresponding data from the 
lookup table for each book title . 

VLookup
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2) Select the lookup table (table_array). 

This may be in the same sheet, next tab or 
another excel file. Select the lookup value
and then the output value. 

Make sure you absolute cell reference the 
table_arrray.

1. Lookup_Value

2. Table_Array 1) Select the lookup value. The lookup 

value will appear also in the lookup table 
(table_array).

Lookup_Value Output value

Tip: If the table array is on an external sheet then it will
automatically Absolute Cell Reference the table.

VLookup
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3. col_Index_num

4. Range_Lookup

Lookup Value Column - 3

3) Select the column in the 

table for the output value. 

In this example the shop is 
in the third column of the 
selected table so therefore 
you would write 3.

4) You need to select false

which is an exact match. 
This means the Vlookup will 
only find an exact match for 
the output value.

Remember to close the 
brackets.  

VLookup
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Tip: When you are looking at the table array you must start from the cell you are looking up. 
In this Example:

Lookup Value – Player Name (C5)
Lookup Output – Goals Scored (E5)

The output value will always be right of the lookup value. 

Lookup Value 

Lookup Output

Look up a Output Value from a Table Arrray

VLookup
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Approximate Lookup

Lookup 
Value

Table 
Array

Lookup 
Value

Table 
Array

When the lookup value does not have an exact match in the table 
array then you have to use an approximate match. With the 
grades example if the percentage (%) is 90 or more than the grade 
will be A*.

VLookup
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HLOOKUP works horizontally. You will 
be required to select the row rather 
than a column for a VLOOKUP.

1) Select the lookup value. 

2) Select the Table Array 

and absolute cell reference 
if required. 

3) Select the Row to find 

the output data. In this case 
the data is in Row 2. 

1
2

1
2

4) You need to select 

Approximate or exact 
match. 

HLookup
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Plenary – Refer to the Lesson Objectives
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Plenary Task (Q&A)

1. What is the main advantage of using functions in completing this task 
on a spreadsheet.

Objectives 

To understand the use of basic formatting techniques in spreadsheets.

To understand the use of formulas and functions including:
• Sum, Max, Min & Average
• Count
• SumIF
• Lookups

To understand the need to use absolute cell referencing in some 
calculations.


