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Entering Dates & Times into Worksheets

» With a conditional sum, values in a range that meet one or more conditions
are included in the sum.

» The SUMIF function (s useful for single-criterion sum formulas. The SUMIF
function takes three arguments

» range: The range containing the values that determine whether to include a
particular cell in the sum.

> criteria: An expression that determines whether to include a particular cell in
the sum.

> sum_range: Optional. The range that contains the cells you want to sum. If

you omit this argument, the function uses the range specified in the first
argument.



Dates & Date Function

» The most commonly used date format is month-day-year formats in
Microsoft Excel 2013. January 4, 2014 can be entered as any of the following:

o 1/4/2014

o January 4, 2014
o 4-Jan-2014

o 1/4/14*

> If we enter only two digits to represent a year, and the digits are 30 or higher,
Excel assumes the digits represent years (n the twentieth century; if the digits
are lower than 30, Excel assumes they represent years in the twenty-first
century.



Dates & Date Function

» DATE function, whose arguments are DATE(year,month,day), returns the date
with the given year, month, and day of the month.

» DATEDIF function - determine the number of complete years, months, or
days between two dates.

» DATEDIF(start date,enddate,timeunit).



Dates & Date Function

» Todays Date
o TODAY() function in a cell displays today's date

» WORKDAY(start_date,#days,[holidays]) function

o Displays the date that is the number of workdays (a workday is a non
weekend day) indicated by #days after a given start date.

o Holidays is an optional argument for the function by which you can
exclude from the calculation any dates that are listed in a cell range.



Dates & Date Function

» NETWORKDAYS(start_date,end_date,[holidays]),

o Returns the number of working days between start date and end date,
excluding weekends and any listed holidays.

o holidays is an optional argument identifying a cell range that lists the
dates you want to count as holidays.



Time Function

» To indicate time - enter a colon (:) after the hour and another colon before
the seconds

» Date and Time in one cell - put a space after the date and enter the time
» NOW() formula gives today’s date and the current time.

» To compute the just the current time, enter the =NOW()-TODAY()

» TIME function has the TIME(hour,minute,second) syntax

o Given an hour, minutes, and seconds, the TIME function returns a time of
day.



Entering Dates & Times into Worksheets

Excel handles dates by using a serial number system. The earliest date that

Excel understands is January 1, 1900. This date has a serial number of 1.

January 2, 1900, has a serial number of 2, and so on. This system makes it easy
to deal with dates in formulas

Earliest date Jan 01, 1900 Sun 1
Last date Dec 31, 9999 Fri 2,958,465

Date Apr 19, 1910 Tue Dec 14, 1937 Tue Apr 14, 1958 Mon Apr 27, 1960 Wed Dec 08, 2010 Wed May 05, 2048 Tue Apr 09, 2049 Fri Oct 30, 2063 Tu4
Number 3,762 13,863 21,289 22,033 40,520 54,183 54,522 59,839]




Entering Dates & Times into Worksheets

To (nsert system date (date-stamp) (n a cell, keep the “CTRL" key pressed down
and hit the “"Colon” Key
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Entering Dates & Times into Worksheets

To insert system date & time (date & time stamp) in a cell, keep the "CTRL" & “Shift” keys
pressed down & hit the colon Key

Ensure
cell
format (s
mmm

dd, yyyy
H:mm




1. Right click on the
"Windows"” logo
(start menu)

2. Click on "Settings)

3. Double click on
“Time &
Language’

Entering Dates & Times into Worksheets

Shut down or sign out

Desktop

Phone @ Network & Internet
Link your Android, iPhone Wi-Fi, airplane mode, VPN
N . |
Accounts 3 (-L\-,? Time & Language
Your accounts, email, sync, \ A Speech, region, date
work, family —_—
Search O Cortana
Find my files, permissions Cortana language, permissions,
notification



Entering Dates & Times into Worksheets

1. In “Settings”, click on

2.

"Date & Time”
Under  "Regional
Settings”,  double
click “Date, Time &
Regional
Formatting

Under “Related
Settings”, double
click on "Additional
date, time &
regional settings’

sssssss

tnr Home

| Find a setting

1)ime & Language

B Date & time

B Region
£ langua

0  Speech

ge

Date & time

Current date and time
22:03, Aug 29, 2019 Thursday

Set time automatically

@ on

Set time zone automatically
@D off

Set the date and time manually

Change

2)

Related settings

Date, time, & regional formatting

Add clocks for different time zones

Have a question?
Set an alarm
Set up night light

Get help

Related settings

Additional date, time, & regiona
settings




1. Click on “Clock
& Region”

2. Under "Region’,
click on
“Change date,
time or number
formats”

3. In the opened
window, click on
"Additional
Settings”

(\1*

Entering Dates & Times into Worksheets

D Regior

Formats ~ Administrative

1 @ > Control.. » Clock and Region v|® | Search Contrg

Control Panel Home

System and Security
Network and Internet
Hardware and Sound
Programs

User Accounts

Appearance and
Personalization

Format:

English (United States)
Date and Time

Clock and Region

Ease of Access

E':I Set the time and date Languagegreferenceg
Change the time zone Date and time formats
Add clocks for different time zones & windiie MMM dd, 344
(’ Region Long date: MMM dd, yyyy dddd
L "
Change date, time, or number formats Short time: (Fi
Long time: H:mm:ss

First day of week: Monday

Examples
Short date: Aug 29, 2019 Thu
Long date: Aug 29, 2019 Thursday
Short time: 22:22
Long time: 22:22:38

ong time: ( 3

Additional settings...

OK

Cancel

Apply




Data (2
1. Under “Date”

tab, change date
formats to as
required

2. Under "Time”
tab, change time
formats as
required

3. Click on Apply -
Ok to Exit

M Customize 1
Numbers Curren, Jine

Example
Short date: | Aug 29, 2019 Thu |
Long date: ‘ Aug 29, 2019 Thursday |
Date formats
Short date: [ MMM dd, yyyy ddd vl
Long date: ‘ MMM dd, yyyy dddd V’
What the notations mean:
d, dd = day; ddd, dddd = day of week; M = month; y = year
Calendar
When a two-digit year is entered, interpret it as a year between:
1950 and [2049 =
First day of week: Monday 2
Click Reset to restore the system default settings for Reset

numbers, currency, time, and date.

OK Cancel

Numbers wurrency Time  Date

Examples

Short time: 22:28

Long time: 22:28:15

Time formats

Short time: H:mm v

What the notations mean:
h = hour m = minute
s = second (long time only)
tt= AM. orP.M.

/H = 12/24 hour

hh, mm, ss = display leading zero
h, m, s = do not display leading zero

Click Reset to restore the system default settings for
numbers, currency, time, and date.

Cancel

Reset

Apply



1. Understanding
how date and
time functions

work
2. Working with
date and time Date Functions
functions > DATE > WEEKNUM
> YEAR > WEEKDAY
> MONTH > WORKDAY
> DAY > NETWORKDAYS
> TODAY > DATEVALUE

» EOMONTH » DATEDIF

Entering Dates & Times into Worksheets

Time Functions

> TIME

» HOUR

» MINUTE

» SECOND
» NOW

» TIMEVALUE



Entering Dates & Times into Worksheets

DATE
Returns the date.

Arguments

1. Year
2. Month
3. Day

TIME
Returns the serial

time value for time

1. Hour
2. Minute
3. Second

D1 - X « Jr | =DATE(C1,B1,A1)
A | B C D E F G
1 | 31 12 2018|=DATE(C1,Bl,A1) I
2 Function Arguments ? X
3
4 DATE We can
5 F
- Year CI| 4+ - 2018 also use a
Month Bl = 1
7
’ m = - part of the
9 - a5 date in the
10 Returns the number that represents the date in Microsoft Excel date-time code.
z referred

12 Year is a number from 1900 or 1904 (depending on the workbook's date system) to 9999.

13 cell for this
. function...

15| Formularesult= 12312018

16
17 Help on this function Cancel

18 |

All three references can take a value, reference
or a named range




Entering Dates & Times into Worksheets

(@ — \J
| SUM v X « Jfv  =DATE(YEAR(A1l),MONTH(B1),DAY(C1))
| A 8@ c(3) D E
1 | 11102)17 0905 2C19 04 22 2( 21|=DATE(‘ EAR(A1),MONTH(B1),DAY(C1))
2 |
3 Function Argiction Arquments
4 DATE ATE
5
6 Year® YEAR(A1) 4| = 2013
7 wiontirs MONTH(B1) 4+ = 9
08 Say DAY(C1) 2| - 2
9 1 ) Year Value
:? Returns the nu,, | TOM given date in cell A1
12 ‘\2) Month Value Day isanur to 31 representing the day of the month.
13 From given date in cell B1
14
15 3) Day Value
Formula result = o¢ 25 ,
16 From given date in cell C1
17 | Help on this function oK
118

Cancel

We can
also use
a part of
the date
in the
referred
cell for
this
function



Functions

Sep 05,2019 2019 =YEAR(A3) Dec 21,1949 12 =MONTH(E3)  Aug 15, 1947 15 =DAY(I3)
2019 1905 =YEAR(A4) 2019 7 =MONTH(E4) 2019 11 =DAY(l4)

Returns YEAR value from Returns MONTH value Returns DAY value from a

a date from a date date
(Only when entire dateis (Only when entire dateis (Only when entire dateis
provided) provided) provided)



Functions

TODAY
Returns the current

system date. This
function will refresh
the date whenever
the worksheet
recalculates

No arguments

NOW
Returns current
system time

G1 - fx | =FORMULATEXT(A1)
A B C
] Nov 02, 2013 =TODAY() |




Functions

EOMONTH
Calculates the last day of the
month  after adding a

specified number of months
to a date. The result s
returned as a serial date

Arguments

1. Months (Can be a value,
function, cell reference or a
named range)

2. Start Date (Can be a value,
function, cell reference or a
named range)

b [N s T O 5 [ S W R LN R

A
Date

MNov 05, 2019
Aug 06, 2018
Mar 03, 2018
May 15, 2021

Jul 19, 2021
Jan 18, 2019

B
Months
0

)
2z
3
4
2

C D
End of Month Formula
Nov 30, 2019 =EOMONTH(AZ B2)
Sep 30, 2016 =EOMONTH(A3,B3)
May 31, 2018 =EOMONTH(A4 B4)
Aug 31, 2021 =EOMONTH(AS,B5)
Nov 30, 2021 =EOMONTH(AG BEG)
Jun 30, 2019 =EOMONTH(AT BT)

The formula returns the serial
number of the date, but

because the cell is formatted
to "mmm dd, yyyy" it displays
the date in the correct format

A great function to use when you need to go to the

1st of next month



Functions

WEEKNUM

Takes a date and returns a
week number (1-54) that
corresponds to the week

of year

Arguments

1. Serial Number (Can be

cell reference, value,
formula ora named
range)

2. Return Type (Optional)

[ T o o e I = 1 T e o

jmry

Mar 18, 2019 Mon
Jun 26, 2019 Wed
Mar 06, 2019 Wed
Jul 08, 2019 Mon
Feb 20, 2019 Wed
Jul 23, 2019 Tue
Feb 03, 2019 Sun
Aug 11, 2019 Sun
Feb 23, 2019 Sat
Sep 14, 2019 Sat

Return Type

12
26
10
28
8
30
6
33
8
37

=WEEKNUM(A2)
=WEEKNUM(A3)
=WEEKNUM(A4)
=WEEKNUM(A5)
=WEEKNUM(AB)
=WEEKNUM(A7)
=WEEKNUM(AS8)
=WEEKNUM(A9)

=WEEKNUM(A10)

| A B
Date Week Num FormulainB [RERILUUYY

2. - Monday

11 - Monday

12 - Tuesday

13 - Wednesday
14 - Thursday
15 - Friday

16 - Saturday
17 - Sunday

=WEEKNUM(A11) 271 - Monday (With return type

21, week 1 s the week
containing the first Thursday of
the year)

Controls which day of the week (s used to begin a
new week number. Default value is “1”



Functions

WEEKDAY
Takes a date and returns a

number between 1-7
representing the day of week.
By default, WEEKDAY returns
1 for Sunday and 7 for
Saturday

Arguments
1. Serial Number (Can be cell

reference, value, formula or
a named range)
2. Return Type (Optional)

L T o B = T e e ¥ N L

(=)

A

Date

Sep 05,
Sep 05,
Sep 05,
Sep 05,
Sep 05,
Sep 05,
Sep 05,
Sep 05,
Sep 05,
Sep 05,

2019
2019
2019
2019
2019
2019
2019
2019
2019
2019

B

Return Type Week Day Name Week Day

1
2
3
11
12
13
14
15
16
17

C

Thu
Thu
Thu
Thu
Thu
Thu
Thu
Thu
Thu
Thu

D

5

OO0 ~N—=-MN Wk wks

E
Formula in B

=WEEKDAY(A2,B2)
=WEEKDAY(A3,B3)
=WEEKDAY(A4,B4)
=WEEKDAY(A5,B5)
)
)
)

=WEEKDAY (A6,B6
=WEEKDAY(A7,B7
=WEEKDAY(A8,B8
=WEEKDAY(A9,B9)
=WEEKDAY(A10,B10)
=WEEKDAY(A11,B11)



Return type Numeric result
none

WwWnN -

11
12
13
14

15
16
17

PR RPRRPORPRR
1
N N ~N~NO NN N

1

DEVANETollg]e
Sunday-Saturday
Sunday-Saturday

Monday-Sunc
Monday-Sunc

Monday-Suno

Tuesday-Monday

ay
ay
ay

1st Day
Sunday
Sunday
Monday
Monday
Monday
Tuesday

Wednesday-Tuesday Wednesday

Thursday-
Wednesday

Friday-Thursday

Saturday-Friday

Sunday-Saturday

Thursday

Friday
Saturday
Sunday



Functions

WORKDAY

Based on start date provided,
number of work days required and
list of holidays to be considered,
returns the date of completion

Arguments

1. Start date (Can be a value,
formula, cell reference or a
named range)

2. Days (Can be a value, formula,
cell reference or a named
range)

3. Holidays (List)

— e
gl B RN R R e R SR

A

Date

Sep 02, 2019
Sep 04, 2019
Sep 02, 2019
Sep 07, 2019
Sep 01, 2019
Aug 24, 2019
Aug 25, 2019
Sep 03, 2019
Sep 19, 2019
Sep 03, 2019

B

201
160
79
244
184
255
319
107
170
474

List of “Holidays" is an optional entry
NETWORKDAYS and WORKDAY similar

C

Days Required Week Day Name

Jun 11, 2020 Thu
Apr 17, 2020 Fri
Dec 24, 2019 Tue
Aug 17, 2020 Mon
May 19, 2020 Tue
Aug 20, 2020 Thu
Nov 18, 2020 Wed
Feb 03, 2020 Mon
May 15, 2020 Fri
Jun 30, 2021 Wed

functions

D
FormulainC
=WORKDAY(A2,B2,$E$2:$E$6)
=WORKDAY (A3,B3,$E$2:3E$6)
=WORKDAY (A4,B4,$E$2:SE$6)
=WORKDAY(A5,B5,$E$2:$E$6)
=WORKDAY (A6,B6,5E$2:5E$6)
=WORKDAY (A7,B7,$SE$2:3E$6)
=WORKDAY(A8,B8,$E$2:SE$6)
=WORKDAY(A9,B9,$E$2:$E$6)
=WORKDAY(A10,B10,$E$2:3E$6)
=WORKDAY(A11,B11,$E$2:$E%$6)

E

List of Holidays

Sep 02, 2019
Sep 09, 2019
Aug 16, 2019
Sep 23, 2018
Aug 30, 2019



Functions

DATEVALUE
Converts a date represented as
text into a proper Excel date.

Arguments
1. Date Value (Can be a value,

formula, Cell reference or a
Named range)

TIMEVALUE
Converts a time represented as
text into a proper Excel time

Arguments

1.Time Value (Can be a value,
formula, Cell reference or a
Named range)

2

M

B

=

f
Dec 31, 2018 43465 =DATEVALUE(A2)
. Feb 14, 2012 40953 =DATEVALUE(A3)
Dec 25, 1974 27388 =DATEVALUE(A4)
Mar 31, 2011 40633 =DATEVALUE(A5)
Apr 23, 1954 19837 =DATEVALUE(A6)
- May 14, 7984 2222271 =DATEVALUE(AT)
Jan 30, 6455 1663711 =DATEVALUE(A8)
Aug 15, 1947 17394 =DATEVALUE(A9)

It will not work if the data is provided in a “Value ”

format



Functions

DATEDIF

Returns

the

years, months or days

Arguments

1.

Start date (Can be a value,
cell reference or a named
range)

End date (Can be a value,
cell reference or a named
range)

Unit (Can be a text in
quotes, cell reference or

a named range)

difference
between two date values in

Unit  Output

Sep 22,2005 Dec 25,2024 Y 19 Number of years completed

Apr 07,2000 Jan 31,2023 M 273 Number of months completed
Dec 06, 2005 Jun 04,2031 D 9311 Number of days completed
Feb 07,2012 Dec 24,2040 MD 17 Number of days completed (Ignores months and years)
Oct 31,2001 Jun 26,2023 YM 7 Number of months completed (Ignores days andyears)
Dec 08, 1999 Oct 06,2016 YD 303 Number of days completed (Ignores years)
D2 =DATEDIF(A2,B2,C2)
D3 =DATEDIF(A3,B3,C3)
D4 =DATEDIF(A4,B4,C4)
D5 =DATEDIF(A5,B5,C5)
D6 =DATEDIF(A6,B6,C6)
D7 =DATEDIF(A7,B7,C7)
Aate )ate Ouin oldnalliF:
=DATEDIF(A2,B2,"y")&" (Y)
Dec 28,2011 Jul 28,2017 5 (Y)7 (m)0(D) "&DATEDIF(A2,B2,"ym")&" (m)

"&DATEDIF(A2,B2,"'md")&" (D)"

Excel won't help you fill out the arguments for
DATEDIF like other functions, but it will work when
configured correctly
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