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Five Most Basic Excel Functions

Disclaimer

The information contained in this document is for general guidance only. Given the changing nature of technology,
there may be omissions or inaccuracies in information contained in this document.

While we have made every attempt to ensure that the information contained in this document is correct at the
time of creation of this PDF, TheModerExcel.com is not responsible for any errors or omissions, or for the results
obtained from the use of this information. All information in this document is provided "as is", with no guarantee
of completeness, accuracy, timeliness or of the results obtained from the use of this information, and without
warranty of any kind, express or implied, including, but not limited to warranties of performance, merchantability,
and fitness for a particular purpose. In no event will TheModerExcel.com, its related partnerships or corporations,
or the partners, agents or employees thereof be liable to you or anyone else for any decision made or action taken
in reliance on the information in this document or for any consequential, special, or similar damages.

Certain links in this document connect to other websites maintained by third parties over whom
TheModerExcel.com has no control. TheModerExcel.com makes no representations as to the accuracy or any

other aspect of information contained in other websites.

All product names, logos, and brands are property of their respective owners.
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1 SU

e Function: =SUM(number1, [number2], ...)

e Description: The SUM function adds up a range of numbers. It takes one or more

numeric arguments and returns their sum.

e Example: =SUM(A1:A5) adds the values in cells Al through AS.

2 COUNTA
e Function: =COUNTA(valuel, [value2], ...)

e Description: The COUNTA function counts the number of non-empty cells in a range.

It includes cells with text, numbers, dates, errors, and any other non-empty values.

o Example: =COUNTA(B1:B10) counts the number of non-empty cells in the range B1
through B10.

3 PROPER

e Function: =PROPER(text)

e Description: The PROPER function capitalizes the first letter of each word in a text
string and converts the rest of the letters to lowercase.

e Example: =PROPER("hello world") returns "Hello World."

4 COUNTIF

e Function: =COUNTIF(range, criteria)

e Description: The COUNTIF function counts the number of cells within a range that
meet a specified condition (criteria).

e Example: =COUNTIF(C1:C8, ">50") counts the number of cells in the range C1
through C8 that contain values greater than 50.

5 SUMIF

e Function: =SUMIF(range, criteria, [sum_range])
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e Description: The SUMIF function adds up the values in a range that meet a specified
condition (criteria). An optional sum_range argument specifies the actual cells to

sum.

e Example: =SUMIF(D1:D6, ">100", E1:E6) adds the values in cells E1 through E6
where the corresponding value in the range D1 through D6 is greater than 100.

These functions are commonly used in Excel for various purposes. SUM is used for adding up
numerical values, COUNTA for counting non-empty cells, PROPER for formatting text, COUNTIF for
counting cells based on a condition, and SUMIF for summing cells based on a condition. They are

versatile tools that help in data analysis and manipulation.
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