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MS 365 Excel Basics #2 

Adding & Counting with Functions like SUMIFS, COUNTIFS, COUNT, ROWS and IF 
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COUNT, COUNTA, ROWS, SUM, SUMIFS, COUNTIFS & IF functions 

• COUNT function: Counts numbers in an array or range of cells and ignores text, logicals, errors and empty cells. 
o COUNT(value1, [value2], ...) 

▪ value1    Required. The first item, cell reference, or range within which you want to count numbers. 
▪ value2, ...    Optional. Up to 255 additional items, cell references, or ranges within which you want 

to count numbers.  
• COUNTA function: Count all the cells that are not empty in an array or range of cells. 

o COUNTA(value1, [value2], ...) 
▪ value1    Required. The first argument representing the values that you want to count. 
▪ value2, ...    Optional. Additional arguments representing the values that you want to count, up to 

a maximum of 255 arguments. 
• ROWS function: Counts number of rows in an array or range of cells. 

o ROWS(array) 
▪ Array    Required. An array, an array formula, or a reference to a range of cells for which you want 

the number of rows. 
▪ Example: ROWS(B3:B7) = 5 because the range spans the rows: 3, 4, 5, 6, 7. 

• SUM function adds numbers from an array or range of cells. 
o SUM(number1, [number2], ...) = adds numbers to get a total. 

▪ number1   Required. The first number, cell reference, or range for which you want the average. 
▪ number2, ...Optional. Additional numbers, cell references or ranges for which you want the 

average, up to a maximum of 255. 
• COUNTIFS function: Counts just some of the items in a range of cells based on a condition of set of criteria. Can 

count with 1 or more conditions/criteria. 
o COUNTIFS(criteria_range1, criteria1, [criteria_range2, criteria2]…) 

▪ criteria_range1    The first range with the items that you want to match to the value you enter into 
criteria1 

▪ criteria1 argument contains the condition or criteria that tells the function what to count. 
Conditions and criteria can be numbers, text, logical, such as 10/23/2025, 500, >500, Luong. 

▪ [criteria_range2, criteria2]…     Optional pairs of range and criteria that allow you to count based on 
an AND Logical Test. Up to 127 pairs of ranges and criteria. 

• SUMIFS function: Add just some of the numbers in a range based on a condition of set of criteria. Can add with 1 
or more conditions/criteria. 

o SUMIFS(sum_range, criteria_range1, criteria1, [criteria_range2, criteria2], ...) 
▪ sum_range … Contains the range with the numbers that you want to add. 
▪ criteria_range1    The first range with the items that you want to match to the value you enter into 

criteria1 
▪ criteria1 argument contains the condition or criteria that tells the function what to count. 

Conditions and criteria can be numbers, text, logical, such as 10/23/2025, 500, >500, Luong. 
▪ [criteria_range2, criteria2]…     Optional pairs of range and criteria that allow you to count based on 

an AND Logical Test. Up to 127 pairs of ranges and criteria. 
• IF function: Returns a value based on a TRUE or FALSE from a logical test. The IF function delivers one value when 

the logical test evaluates to TRUE and a different value when the logical test evaluates to FALSE. 
o =IF(logical_test, [value_if_true], [value_if_false]) 

▪ logical_test    Contains a single logical test or an array logical test. 
▪ value_if_true     This is the value that is delivered if the logical test evaluates to TRUE. 
▪ value_if_false     This is the value that is delivered if the logical test evaluates to FALSE.  
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UNIQUE array function 

The UNIQUE array function can deliver either a distinct set of items or a unique set of items from a 

table, a column, or a row: 

• A distinct set of items has all duplicates in the set removed, leaving only one of each item. 

• A unique set of items lists only items that occur exactly one time in the dataset. 

Note: In everyday language, when people say they want a unique list, they are asking for a set 

of items that has all duplicates in the set removed, leaving only one of each item. Microsoft 

chose the term distinct to represent this action, rather than unique. 

The UNIQUE function has the following syntax (see Figure 3.18): 

UNIQUE(array, [by_col], [exactly_once]) 

The arguments of the UNIQUE function are as follows: 

• array: This argument contains the table, column, or row that you want to filter: 

o When you provide a table, the function generates a unique/distinct set of records. 

o When you provide a column, the function generates a unique/distinct list of items in a 

column. 

o When you provide a row, the function generates a unique/distinct list of items in a 

row. 

• [by_col]: This argument can take one of two possible values: 

o TRUE or 1: Returns all unique/distinct columns from the array. 

o FALSE or omitted or 0: Returns all unique/distinct rows from the array. This the 

default. 

• [exactly_once]: This argument can take one of two possible values: 

o TRUE or 1: Returns a unique set as defined above. 

o FALSE or 0 or omitted: Returns a distinct set as defined above. 

 

Figure 3.18 Arguments of the UNIQUE array function. 
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SORT array function 

The SORT array function can sort a row, a column, or a table in ascending or descending order. It can 

also sort by more than one column. The SORT function has the following syntax (see Figure 3.24): 

SORT(array, [sort_index], [sort_order], [by_col]) 

The arguments of the SORT function are as follows: 

• array: This argument contains the table, column, or row that is the source data. 

• [sort_index]: You use this argument when you have more than two columns or rows and you 

want to specify which column or row should be used for sorting. This argument indicates the 

relative position of the column or columns that you want to sort by. When this argument is 

omitted, if you are sorting a table by rows, the first column in the table is used to sort the 

records; if you are sorting a table by columns, the first row in the table is used to sort the 

records. Consider these examples: 

o Sort by column 2: =SORT(D5:E10,2) 

o Sort by column 1 and then by column 3: =SORT(C5:E10,{1,3}) 

• [sort_order]: This argument can take the following values: 

o 1 or omitted: A–Z, or smallest-to-largest, sort. This is the default. 

o -1: Z–A, or largest-to-smallest, sort. 

o If you want to sort two or more columns, each with a different sort, use array syntax, 

such as =SORT(C5:E10,{3,1},{1,-1}), where column 3 gets an A–Z sort and column 1 

gets a Z–A sort. 

•  [by_col]: This argument can take one of two values: 

o TRUE: Sort by columns. Use this option when you are sorting a row of values. 

o FALSE or omitted: Sort by rows. Use this option when you are sorting a column. This is 

the default. 

 

Figure 3.24 Arguments in the SORT array function. 

 

Examples on Next Page:



Page 5 of 15 

 



Page 6 of 15 

Excel's Golden Rule 

• If a formula input can change, put it in a cell, label it, and refer to it in the formula with a cell reference. If the input 
will never change, like 24 hours in a day, then you can hard code it into formula. 

o Examples of formula inputs that can change: SalesRep name like: Luong, Sales amount like: 100, Tax 
Rates like: 0.0375 or 3.75%, Sales Hurdles like: >500. 

o Examples of formula inputs that will not change: Months in a year = 12, Hours in a day = 24, Days in a 
week = 7. 

Before: 

 

After completing the problem and following Excel’s Golden Rule: 
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$ Sign Number Formatting 

• General Number Formatting: 
o General Number Formatting = What you see is what is in the cell. 
o General Number Formatting ERASES all previously applied Number Formatting. 

• Accounting Number Format: 
o Fixed dollar sign (left edge of cell). 
o Negatives are in parenthesis. 
o Zeros are dashes. 
o Decimals always line up. 

• Currency: 
o Floating dollar sign. 
o You choose how to show negatives. 
o Zeros are zeros. 
o Decimals usually line up. 

• Example: 

 

 

SEQUENCE Array Function 

• The SEQUENCE Array Function generates a sequence of numbers in a row, a column, or a table, based 
on a start value and an increment value (step).  

o SEQUENCE(rows, [columns], [start], [step]) 
▪ Rows    requires the number of rows you want in the sequence of numbers. 
▪ [columns]     requires the number of columns you want in the sequence of numbers. 
▪ [start]     requires the start number for the the sequence of numbers. 
▪ [step]    requires the step, or increment between each number in the sequence of 

numbers 

 

 

General Currency Accounting

Sales Sales Sales

45 $45.00 45.00$        

0 $0.00 -$             

78.99 $78.99 78.99$        

100 $100.00 100.00$      

-101 -$101.00 (101.00)$     

98.2 $98.20 98.20$        

20 $20.00 20.00$        
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AND Logical Test 
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SUMIFS & COUNTIFS with 2 Conditions in an AND Logical Test 
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Comparative Operators 
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SUM and SUMIFS & COUNTIFS with 2 Conditions in an OR Logical Test Over One Column 
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Array Logical Test with SUM & IF Functions to Run an OR Logical Test Over Two Different Columns 
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Alternative Formulas for an OR Logical Test Over Two Columns: 
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Assembly Line Example #1 with SEQUENCE & COUNTIFS: 
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Assembly Line Example #2 with MINIFS & MAXIFS: 

 

 


