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Subject: Information Technology 

Term 1 

Week: 8: Lesson Number: 29 

Date: _______/_____/2021 

Unit 1: Working in Ms Excel 2013 

Topic 4: Functions 

 

Learning Outcomes 

Learning outcomes: At the end of the lesson, you should be able to; 

1. Define what a function is 

2. Identify the types of functions 

3. Know the parts of function 

4. Work with arguments 

5. Create a basic function 

……………………………………………………………………………………………… 

Introduction 
This lesson contains Reading resource and Practice Exercise for your WEEK 8 

LESSON 29. 

Instructions: 

1. In your exercise book, copy the Header. 

2. Go through your Reading Resource and do practice Exercise 29 in your 

exercise book. 

3. Make sure your handwriting is neat and legible. 

 

Please Read your lesson notes and complete the exercise below  

  What is a Function? 

A function is a predefined formula that performs calculations using specific values in a 

particular spreadsheet. Excel includes many common functions that can be useful for quickly 

finding the SUM, AVERAGE, COUNT, MAXIMUM (MAX) and MINIMUM (MIN) value for a 

range of cells. In order to use functions correctly, you’ll need to understand the different parts 

of a function and how to create an arguments to calculate values and cell references. 

The parts of the function 

In order to work correctly, a function must be written in a specific way, which is called the 

syntax. The basic syntax for a function is the equal sign (=), the function name (SUM, for 

example), and one or more arguments. Arguments contain the information you want to 

calculate .The function in the example below would add the values of the cell range A1:A20.  
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This diagram shows the parts of a function 

 = SUM (A1:A20)  

  

 

  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PRACTICE EXERCISE 29: 

1. Write down two examples of a SUM function 

a. ______________________________ 

b. ______________________________  

2. Explain why we use comma in multiple arguments? 

______________________________________________________________

______________________________________________________________

______________________________________________________________ 

3. Write down two example of a multiple argument using the AVERAGE function. 

a. ________________________________ 

b. ________________________________ 

Equal Sign 

Function 

name 
Argument 

 

Working with Arguments 

Arguments can refer to both individual cells and cell ranges and must be enclosed within 

parenthesis. You can include one arguments, depending on the syntax required for the function. 

For example, the function =AVERAGE (B1:B9) would calculate the average of the values in the cell 

range B1:B9.This function contains only one argument. Multiple arguments must be separated by 

comma. For example, function=SUM (A1:A3), C1:C2, E1) will add the values of all the cells in the 

three arguments. 

 Five types of commonly used functions in Ms excel. 

1. SUM This function adds all of the values of the cells in the argument. 

2. AVERAGE This function determines the average of the values included in the argument. It 

calculates the SUM of the cells and then divides that value by the number of cells in the 

argument 

3. COUNT This function counts the number of cells with numerical data in the argument. This 

function is useful for quickly counting items in a cell reference 

4. MAX This function determines the highest cell value included in the argument 

5. MIN This function determines the lowest cell value included in the argument 
 


