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Function 
 

Table of Contents 
Topics covered in the M365 Excel Basics Video 4: .......................................................................... 2 

Number Formatting and Region setting ......................................................................................... 2 

Date Number Formatting .............................................................................................................. 4 

Date Calculation .......................................................................................................................... 5 

Time Number Formatting .............................................................................................................. 8 

Time calculation .......................................................................................................................... 9 

MROUND Function..................................................................................................................... 11 

Custom Date and Time Number Formats .................................................................................... 12 

Keyboard shortcuts for Date and Time ........................................................................................ 12 

 

 

 



BUSN 216: Computer Applications 

Page 2 of 12 
 

Topics covered in the M365 Excel Basics Video 4: 

❖ Date Number Formatting 
❖ Date Calculations 
❖ Time Number Formatting 
❖ Time Calculations 
❖ MROUND Function   

 

 

 

Please note: For this class, we will use F12 to save our files for the first time and CTRL +S to save the changes we 
make to our files. 

Number Formatting and Region setting 

Number Formatting only changes the appearance of the number, for more in-depth information on Number 
Formatting refer to the M365 Excel Basics Video 3 
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When you enter the date value in the cell, you need to use the form that matches the regional setting in your 
control panel. The format of date values depends on the regional settings in the Control Panel. 

My regional setting is the U.S. where the date is formatted as month/day/year thus I can type my date in the cell as 
9/16/2024 and not 16/9/2024. If for example, your regional setting is Tanzania, Excel will see 16/9/2024 as a 
number and format that as a date. Whereas for me with the U.S. regional settings, 16/9/2024 will be a Text value. 

Note: when you type your numbers with a forward slash in a cell, Excel thinks that what you are typing is a date. 

If you would like to check or change your settings on the control panel:  

• On the search bar on the Task pane, type Control Panel and click on it to open the control panel 
• On the control panel dialog box click on the Date and Time if you would like to change the Date and Time 

settings  
• You can also click on the Region to change the settings to a different location and customize your format for 

the Date and Time settings. 
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Date Number Formatting 

Date is a type of Number Formatting and under the Date Formatting there is a serial number which is a whole 
number that represents the number of days since December 31, 1899,  where January 1, 1900 is 1, January 2, 1900 
= 2, January 3, 1900 = 3, August 28, 2024 = 45166. 

 
Here is a list of Dates and their related serial numbers 
 

Date 

Serial Number 
(Actual Number in 
the Cell)   

1/1/1900 1   

1/2/1900 2   

1/3/1900 3   

12/31/1900 366   

7/7/1949 18086   

4/5/1928 10323   

11/23/2009 40140   

8/7/2014 41858   

8/7/2014 41858   

8/23/2024 45527   

Fri, August 23, 2024 45527   

Friday, August 23, 2024 45527   

Aug-23-2024 45527   

Friday, August 23, 2024 45527   

8.23.2024 8.23.2024 
this type of separator is not 
allowed on Dates in Excel 

23/8/2024 23/8/2024 Day first not allowed 

12/31/1899 12/31/1899 Date before January 1, 1900 

12/31/1800 12/31/1800 Date before January 1, 1900 
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Type the date in Cell C33 as seen below. 

 

 

 

Date Calculation 

▪ The whole number for the Dates helps to easily perform math calculations 
▪ Excel does not see the Number Formatting, with the Date Number Formatting, Excel sees the underlying serial numbers. 
▪ Excel uses the underlying serial numbers under the dates and makes the calculations. 

 

We can do math with Dates because formulas always look at the underlying number below the number formatting to do the calculations. For the Date, 
the underlying number in the cell is the serial number and that is why we can do the calculations with the Dates. 

Below are some examples where we are calculating to add days to the date, subtract days to the date, and calculate how many days we have between 
the specified dates. 

We will use the EDATE and EOMONTH to add months to dates and subtract months from dates 

EDATE: This function allows you to add or subtract months to date. 

EOMONTH: This function calculates the end-of-the-month date for a given number of months in the future or past. 
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Time Number Formatting 

Under Time Formatting there is a serial number which helps to make the time formula calculations 

The same way Excel uses date serial numbers for making date formula calculations, Excel also uses time serial 
numbers to make the time formula calculations. The time serial number is very different from the date serial 
number. 

Time Serial Number 

▪ Time Serial Number is a Decimal value that represents the portion of a 24-hour a day  
▪ When you type a Time value into a cell, behind the scenes, Excel divides that time by 24 hours.  
▪ An example of this: 6:00 a.m. time value, Excel divides this by 24 which is 6 hours divide by 24 hours, 6/24 = 

1/4 = 0.25  

When you enter a time value in cell for example 6:00:00 a.m., you use the format type form hh:mm:ss AM/PM, 
where h = hour, m = minute, s = seconds. The double colon separates hours from minutes and the other double 
colon separates minutes from seconds. You MUST enter a space between the time value and the AM or PM, for 
example 6:00AM will default to a text value. If you do not enter the space and the time and you type the AM or PM 
next to the time, it will default to a text value. If you do not type the AM or PM, the time value is entered as military 
time. Time values such as 6:00 AM and 6 AM where you are leaving out the minutes and seconds are valid time 
values. 

A list of Time and their related Excel Time Serial Numbers 

Time 
Portion of 24-hour a day = 
Hours/24 Hours Fraction Time Serial Number in Cell 

12:00 AM 0 0     0 

6:00 AM 6/24  1/4 0.25 

8:00 AM 8/24  1/3 0.333333333 

9:00 AM 9/24  3/8 0.375 

12:00 PM 12/24  1/2 0.5 

3:00 PM (12+3)/24  15/24 0.625 

3:30 PM (12+3+30/60)/24  16/24 0.645833333 

3:15 PM (12+3+15/60)/24  15/24 0.635416667 

8:00pm 8:00pm Not a valid time value 

8:00PM 8:00PM Not a valid time value 
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Time calculation 

Since Time is a proportion of 24 hour a day that means we are dividing the number by 24. Thus, to do Time Math and get hours as a result, we MUST 
multiply the decimal time answer by 24.  

Remember that the formulas cannot see the number formatting and acts on the underlying number which is the time serial number to perform the math 
calculations. 9/24 – 5/24 = 0.375 – 0.208333333 = 0.166667. This may not make sense but if you think how Excel created the time serial number, Excel 
took the hour value 9 and 5 and divided this by 24 hours to reduce the result to decimal value. When you create formulas to calculate the hours worked, 
you must convert the decimal value back to hours by multiplying by 24. For the example that we have here where our answer is  0.1666666666667 we 
multiply this by 24 to make this hours.  Thus, 0.1666666666667* 24 = 4. This means that if you want the formula to correctly calculate hours between 
two-time values or hour worked for a shift, you have to remember to multiply it by 24 and change the format to General Number Format. 

Important Formula Hours Worked = (Time Out – Time In)*24 
   Hours worked = (Later Time – Earlier Time)*24 
*** Remember to remove any number formatting by changing to General Number Format. 
 

Below are some examples of Time calculations and MROUND formula 
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MROUND Function 

In our previous video we learned about the Round Function and the standard rounding rules. Sometimes you need to round to a certain 
amount or a certain multiple, in these situations, you can use the MROUND function where the M is for multiple. For example if you need to 
round to the amount of money to nearest $0.50 you can use the formula MROUND(Price,$0.50). Same with the time, if you need to round to 
the nearest 5 minutes the formula will be MROUND(End Time – Start Time,00:05). 

 MROUND(number,multiple)  Number is the number to be rounded and the Multiple is the multiple to be rounded to. 

The examples below show MROUND calculation. 

This first example uses the Dynamic Spilled Array Formula 
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Custom Date and Time Number Formats 

 
Date Time Custom Number Formatting Time Serial Number in Cell 

9/16/2024 06:00 AM m/d/yyyy h:mm AM/PM 45551.25 

11/13/24 06:00 AM m/d/yy h:mm AM/PM 45609.25 

12/13/2024 22:35  m/d/yy h:mm 45639.94097 
 
 
Keyboard shortcuts for Date and Time 

Keyboard Shortcut Description 

Ctrl+; Enters the current date 
Ctrl+Shift+; Enters the current time 

Ctrl+; <space> 
Ctrl+Shift+; Enters a date and time 

 


