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 There are two way to insert the function? 

1. Functions can be typed directly into a cell 

2. On the Formulas tab, in the Function Library group we 

can use Insert Function button and select a range.  
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 =SUM(A1,A3) 4 

 =SUM(A1:A3) 6 

 =SUM(A1,A3,4) 8 

Insert Functions 

 Sum function 1
/3

0
/2

0
1

9
 

3 

1. Count counts the number of cells in a range 

that contain numbers.  

2. CountA counts the number of cells that are 

not empty.  

3. CountBlank counts the empty cells in a range.  
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Average adds a list of numbers and divides by the 

number of numbers in the list.  

Round rounds a number to a specified number of digits.  

 

 

Insert Functions 

 Average & Round 1
/3

0
/2

0
1

9
 

5 

Maximum finds and displays the maximum number in 

the list.  

Minimum finds and displays the minimum number in 

the list. 
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