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1. 1/1 point

Activity overview

In previous lessons, you got familiar with spreadsheets and data structures. In this activity, you will write functions in spreadsheets.
As areminder, a function is a preset command that automatically performs a specified process or task using the data in a spreadsheet.

By the time you complete this activity, you will be able to apply the SUM function in spreadsheet software such as Google Sheets and Microsoft Excel. This will
enable you to create dynamic spreadsheets, which are important for organizing and understanding data in your career as a data analyst.
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What you will need
To get started, first access the example spreadsheet of someone tracking their entertainment expenses.

To use the spreadsheet for this course item, click the link below and select Use Template.

Link to example spreadsheet: Entertainment Expenses [4

OR

If you don't have a Google account, you can download the spreadsheet directly from the attachment below.

Example Spreadsheet - Entertainment Expenses - Sheetl
CSV File

Apply the SUM function

First, open the example spreadsheet. You will find the table below that contains data on the monthly entertainment expenses for January and February:
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A B C
1 Entertainment Jan Feb
2 CableTV 95.67 95.67
3 Video Streaming 9.99 9.99
4 Movies 32 16
5 CDs 41.98 0
6 Video Games 132.32 62.7
7 Totals
8

Now, working in the example spreadsheet, you will write functions in cells to carry out certain tasks.

Your first goal is to fill in the cells BT and C7. Each of these cells is supposed to be the sum of the numbers in the cells above it. For example, B7 should be the

sum total of the numbers in the cells B2 to B&. To achieve this result:

1. Click on cell BT. The cell should have its border highlighted.

B7 -

A B G
1 Entertainment Jan Feb
2  CableTV 95.67 95.67
3 Video Streaming 9.99 9.99
4 Movies 32 16
5 Music 41.98 0
6 | Video Games 192.32 62.7
7 Totals |
8

2. With that cell selected, type =SUM(B2:B#) like in the figure below.

Notice that this function both shows up in the cell and the field above the table. This field is called the formula bar. Once you've clicked on a cell, typing in the

formula bar is the same thing as typing directly into the cell.

B7 =SUM(E2:E6)
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A B C

1 Entertainment _Jan | | Feb

Cable TV | 9567 95.67
Video Streaming 9.99' 9.99
Movies 3 32 16
Music | 41.98' 0
Video Games | 132.32! 62.7
Totals
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The argument of the SUM function is the expression B2:B6. This expression represents a range of values starting from the first cell in the range (B2) to the last
cellin the range (B6). The word SUM instructs the spreadsheet to add up the values in that range of cells. This works similarly if you wish to add across the

rows instead.

3. Press Enter (Windows) or Return (Mac 0S). The result below is what you should get.

B7 - =SUM(B2:B6)
A B &

1 Entertainment Jan Feb

Cable TV 95.67 95.67
Video Streaming 9.99 9.99
Movies 32 16
Music 41.98 0
Video Games 132.32 62.7
Totals 311.96]
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You will find that the SUM function in BT is replaced by the numerical value (311.96) that is the sum of the numbers in cells B2 through Bé. If the value in cell
B7 is not equal to 311.96, check the function to ensure you have the correct range. The formula bar, however, still contains the SUM function. This is to inform

people reading the spreadsheet how the value in cell BT was determined.

Find errors in functions

Syntax is very important for making proper functions in spreadsheets. Next, you can explore what happens when you leave out a character or make an error.

1. Click on cell €T. Enter the SUM function SUM(C2:C6) either in the cell itself or the formula bar. Do NOT include the =. Press Enter or Return. It should
display the following:

Cc7 . SUM(C2:C6)
A B G

1 Entertainment Jan Feb

Cable TV 95.67 95.67
Video Streaming 9.99 9.99
Movies 32 16
Music 41.98 0
Video Games 132.32 62.7
Totals 311.96 |SUM(C2:C6)
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The equal sign in the SUM command is not optional. Without it, the spreadsheet will interpret the input as a string. A string is text data. For the formula to
work, it needs numeric data. This is why the command is uncalculated in C7. When the equal sign is included, the spreadsheet knows to carry out the sum

calculation and return the result in the cell.

2. Spreadsheets handle string data quite differently than numerical data. Column A of this table is populated entirely by string data—the labels for each row.
Try to input the SUM function on this column. In cell A8, type =SUM(A2:A6) and press Enter or Return.

A8 - =SUM(A2:AG)

A B G
1 Entertainment Jan Feb
2 CableTV 95.67 95.67
3 Video Streaming 9.99 9.99
4 Movies 32 16
5 Music 41.98 0
6 | Video Games 132.32 62.7
7 Totals 311.96 SUM(C2:C6)
8 ol
9

You will find the spreadsheet calculated zero for the sum. This is because the program was asked to sum strings. When a given cell contains a string, the

program considers the numerical value of the cell as zero.

That's how the SUM function in Excel works. There are many other functions available to you beyond SUM. If you know them, you can enter them just like how
you entered the SUM function. There are many different spreadsheet programs, and they all have functionality similar to, if not exactly, like this.

Confirmation and reflection

How would you write a function to calculate February's entertainment expenses for Cable TV, Video Streaming, and Movies in the example spreadsheet?

SUM(B2:C6)
SUM(C2:C8)

=SUM(C2:C4)
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=SUM(B2:C4)

(V) Correct
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The correct way to write a SUM function that calculates February's entertainment expenses for Cable TV, Video Streaming, and Movies is
=SUM(C2:C4). To write this function, you took the relevant range of cells and put them in the proper SUM function syntax. Going forward, you can use
this knowledge of functions to interact with spreadsheet data and make dynamic sheets that will aid you in the future.

2. During this activity, you explored spreadsheet functions and practiced writing them. In the text box below, write a 2-3 sentence (40-60 words} response to 1/1 point

each of the following questions:

« When you wrote incorrect functions, what did you learn about spreadsheet data?

* How do you think this knowledge of the SUM spreadsheet function will help you write other kinds of functions?

When | wrote incorrect functions, what did | learn about spreadsheet data?

When | wrote incorrect functions, | learned that spreadsheet data must be in a specific format in order for functions to work properly. For example, if | tried
to use the SUM function to add a column of text, | would get an error. | also learned that the order of the arguments in a function is important. For
example, if | tried to use the AVERAGE function with the wrong order of arguments, | would get an incorrect result.

How do you think this knowledge of the SUM spreadsheet function will help you write other kinds of functions?

My knowledge of the SUM spreadsheet function will help me write other kinds of functions by giving me a foundation in how functions work. | will be able
to use the same basic principles to write other functions, such as the AVERAGE function and the MAX function. | will also be able to use my knowledge of
the SUM function to troubleshoot problems with other functions.
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i~} Correct
Congratulations on completing this hands-on activity! A good response would include how spreadsheet functions can build your data skillset. Beyond

that, consider the following:

Spreadsheets are powerful tools, allowing data analysts to make sense of large amounts of data with simple functions. The more comfortable you get
with the different functions and features available in spreadsheets, the more quickly and effectively you'll be able to clean, explore, process, and

visualize data on the job!
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