©,

FastCourse Series

Excel Chapter 7: Date Functions
and Conditional Formatting

%
LABYRINTH

[EARNING™



Learning Objectives

B After studying this chapter, you will be able to:

A |ldentify date serial numbers

A Apply custom date formatting

A Enter times

A Create functions using dates

A Perform date and time calculations

A Create customized conditional formatting rules

A Edit rules using the Conditional Formatting Rules
Manager \,}
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Date Serial Numbers

B Dates are stored as sequential serial numbers.

B Dates stored as serial numbers allow dates to be used
INn calculations.

R e el The formulain cell C2
1 | Today DueDate Days Is: =B2-A2

2 | 3/8/2016 4/5/2016 28

B You can apply custom date formatting.

CUSTOM DATE FORMATTING
Category Format Type Description Display for April 17, 2020

Date 3/14 Month/Day 4/17

3/14/12 Month/Day/Year 4/17/20
March-12 Month-Year April-20
March 14, 2012 Month Day, Year April 17, 2020

Custom d-mmm Day-Month 17-Apr
d-mmmm Day-Month 17-April \
d-mmm- vy Day-Month-Year 17-Apr-20 V
dddd mmmm “the” d Day of the Week Friday April the 17

Month “the” Day LA BYR I NT H
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Applying Custom Date Formatting

B There are custom date format codes:
A Day, Month, and Year (d, m, and y)
A Slash and Dash (/ and -)

B Set them up in the Format Cells dialog box.

Format Cells ? X
MNumber  Alignment Font Border Fill Protection
Category:
General Sample
Number
Currency
Accounting Type:
Date
Time m/d/yyyy
Percentag A
Fract d-mmm- VY
Scienti fic d-mmm
Text mmm-yy
Special h:mm AM/PM
Coom [y
h:mm
h:mm:ss
m/d/yyyy h:mm
mm:ss V
mm:ss.0 b
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Entering Time Information

B Times have serial numbers attached, like dates.

B Excel applies the correct custom number formatting.

A Example: Excel knows that 6:00 is 6:00 AM because it
assumes you are using a 24-hour clock.

B Times can be customized.

Entry Display Time Stored As
6:00 6:00 6:00:00 AM or 0.25
9:00 AM 9:00 AM 9:00:00 AM or 0.375
12:00 12:00 12:00:00 PM or 0.5
13:30 13:30 1:30:00 PM or 0.5625
6:00 PM 6:00 PM 6:00:00 PM or 0.75

Note the difference between how an entry is displayed and how ,\
it is stored in Excel. \I
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Using Date Functions

Dates provide important information and are even more
valuable when used in functions.

DATE FUNCTIONS

Function Description Example
TODAY() Displays the current date based on today’s serial Formula: =TODAY()
number; the date automatically updates when Result: 2/21/2020
the worksheet is recalculated or reopened; no
arguments are included in the parentheses
NOW() Like TODAY but also displays the time (based on Formula: =NOW()
the computer’s clock); no arguments are included Result: 2/21/2020 11:09
in the parentheses
DATE(yearmonth,day)  Returns a specific date based on the arguments Formula: =DATE(2020,12,20)
entered Result: 12/20/2020
YEAR(date) Returns the year of the specified date as either (Assume 12/20/2020
a serial number or a cell reference to a cell is entered in Cell B23:
containing a date 12/20/2020.)
Formula: =YEAR(B23)
Result: 2020
WEEKDAY() Returns the number of the corresponding day Formula: =weekday(B23)
for the date provided, entered either as a serial Result: 1
number or a cell reference, from 1 to 7; Sunday
is 1
WORKDAY() Used for adding workdays (Monday to Friday) to a Cell G1:12/25/2020

start date, such as adding 10 business days to the
date of an invoice; holidays can be skipped if listed
somewhere in the workbook

Formula: =workday(B23,5,G1)
Result: 12/28/2020

<
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Calculations Using Date and Time

B Use mathematical operations in date and time
formulas.

A You can subtract to find the number of days between
two dates or two times.

A You can add a number of days to a particular date.

B You can combine a formula with a date function.

A | B | C D
1 Enteredinto the cell: =TODAY() 1/1/2020 =B2-A2
2 _Result: 6/12/2019 1/1/2020 203

In this example a function is used for the current date and a
formula is used to calculate the number of days until 2020. <>
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Conditional Formatting

B This applies formatting to cells meeting a criteria.

B Preset options can be applied.
B You can create multiple rules for same set of data.

m Conditional formatting updates cells when data is
entered.

B You can apply conditional formatting with graphics.

A Apply data bars, color scales, or icon sets.

Expenses Actual Budget Difference

Bank Fees [l 7,200 7,300 © 100

insurance [EER30 17,000 D 1,230 A
cenc NS00 [N 25000 © : \'
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Conditional Formatting Rules Manager

B Create, edit, and delete rules or rearrange the order.

B This displays existing rules for the entire worksheet or
current selection.

Conditional Formatting Rules Manager ? it
Show formatting rules for [ This Worksheet =
2] New Rule... E.# Edit Rule... X Delete Rule | | &
Rule (applied in order shown)  Format Applies to Stop If True
Formula: =F4<5154 AaBbCcYyZz =5FS4:5F513 s ]
Last 7 days AaBbCcYyZz =5MS4:5M513 i L]
Top 10% AaBbCcYyZz =5154:91513 £ L]
Data Bar B =3I516:51518 5
In this example, the Conditional Formatting Rules Manager is
displaying the rules for the entire worksheet. <'\
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Conditional Formatting Using Formulas

Expand the possibilities of conditional formatting by
creating a custom rule using a formula.

A B = I Select a Rule Type:
= Format all cells based on their values
Date of Last = Format only cells that contain

1 Empluyee Name Department Review = Format only top or bottom ranked values
> B C 1G sal 1/22},19' = Format only values that are above or below average

|Larol Gregory a ES_ = Format only unique or duplicate values
3 |Natasha Dyas Admin. 1213
4 |James Norman Management 1/15/19
5 Joshua Garcia Sales 10/23/18 | Edit the Rule Description:
6 |Sarah Mckinnon Sales 1/5/19 Format values where this formula is true:
7 Shannon Miller Management 9/23/18 C2+365<3E813 +
8  Katrina Kormylo Admin. 1/8/19
9 |Susan Colley Sales 11/21/18
10 'William Emerson Admin, 10/19/18 ]

. Preview: F o

11 |Eugene Fink Sales 11/12/18 rEviEn AaBbCcyZz =
12
13 |Today: 1/1/2020 Cancel

In this example, a formula is used to determine which
employees are due for their annual wage review.
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