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The Maximum formula will find the highest amount from the group of cells.  
 

Step 24.     In cell B16 apply the Maximum formula and find the maximum amount from the amounts  
                  within the cell range B5 to B12. 
  

MAXIMUM FORMULA 
 

a.  Click in cell B16 
b.  Type =MAX( 
c.  Select cells B12 to B5 (Click-drag over them) 
d.  Type  ) 
e.  Press the Enter key to finalise the formula 
 

Step 25.    Take a copy of the formula in cell B16 (Click on cell B16, click on the Copy icon), select  
                  cells C16 to E16 and perform the Paste function. (Click-drag over cells C16 to E16, click  
                  on the Paste icon)  
 

The Minimum formula will find the smallest amount from the group of cells. 
 
Step 26.    In cell B17 apply the Minimum formula and find the minimum amount from the amounts  
                  within the cell range between B5 to B12.  
 

MINIMUM FORMULA 
 

a.  Click in cell B17 
b.  Type =MIN( 
c.  Select cells B12 to B5 (Click-drag over them) 
d.  Type  ) 
e.  Press the Enter key to finalise the formula 
 
Step 27.    Take a copy of the formula in cell B17 and paste the copy to cells C17 to E17.  
 
Step 28.    Change the numeric format for cells B14 to E17 to 2 decimal places. Use the  
       Format/Cells/Number window for doing so.  
 

NUMERICAL FORMAT 
 

a.  Select the cells you wish to format B14 to E17 
b.  Click on Format from the main menu  
c.  Click on Cells from the next menu 
d.  Click on the Number tag at the top of the 
     Format Cells window 
e.   Select Number from the Category area 
f.   Click in the Decimal position area and enter 2 
g.  Click on the Ok button 
 

 
 
 

=MAX(B12:B5) 

=MIN(B12:B5) 
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Step 29.    Apply the Font Color function and change the colour of all data that results from a formula 
                  to Blue. Then we can easily identify which cells contain a formula.  (Select cells E5 to  
                  E12, click on the Font Color scroll bar, click on the desired colour,  press the Down  
                  Arrow key to cancel the selection, select cells B15 to E17, click on the Font Color icon as  
                  it is already set to Blue (the last colour selected becomes the default colour), press the  
                 Down Arrow key to cancel the selection) 
 

It can be an advantage to colour formulas for identification purposes. It is a common error that often a 
formula result is overwritten with a set number by mistake this leads to an error when changes are 
made to the amounts as the cell containing the result will not recalculate as it is a fixed number and 
not a formula.    
 
Step 30.    Select cells E5 to E17 and change the number format to Currency with 2 decimal places.  
                  Use the menu method for doing so.   
 

NUMBER FORMATTING 
 

a.  Click on Format from the main menu 
b.  Click on Cells from the next menu 
*   The Format Cell window will appear  
c.  Click on the Number tag 
d.  Click on Currency in the Category area 
e.  Enter 2 for the Decimal places area  
f.  Click on the Ok button 
  
*  If the # symbol appears after you have performed  
    this function, you may need to increase the  
    column width.  
 
Step 31.     Select cells A4 to A17 and add a blue, thick line to the right side of the selected cells. 
 
ADDING A COLOURED LINE TO THE RIGHT OF CELLS 
 

a.  Have the cells selected A4 to A17 
b.  Click on Format from the main menu  
c.  Click on Cells from the next menu 
*   The Format Cells window appears 
d.  Click on the Border tag 
e.  Click on the Thick line in the Style area  
f.   Click on the Color scroll bar and select Blue 
g.  Click on the Right border in the Border area  
h.  Click on the Ok button to finalise your selections 
 
*   You must select the line style and colour prior to  
      clicking on the right border area, do not change any       
      of the other borders  
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