
About formulas/functions 

One of the primary differences between a table you create in a word processing document to segment 

data and a spreadsheet is the ability to evaluate data that is entered into cells with formulas. These can 

include the typical mathematical formulas (add, subtract, multiply, divide) to comparisons (greater than, 

less than) to more complex statistical and engineering concepts. You can use formulas with text, too, for 

things like finding a character, splitting the text in a cell, forcing the cell uppercase or lowercase, etc. 

To add a function or formula to your spreadsheets: 

1. Double-click an empty cell. 

2. Click the Functions button on the toolbar . 

3. Select a function from the list that appears. 

4.  

The function is inserted into the cell you selected in Step 1 and you can begin to enter symbols and 

attributes to see the formula computation. 

If you are using Google Chrome, Internet Explorer or Safari, you may have noticed that cells referenced 

by formulas get highlighted when you edit the cell with the function in it. 

 

Examples of functions: 

SUM 



 

AVERAGE 

 

To learn about the full list of available functions, check out more in the Support Center. 

Quick sum 

One of the most common functions in spreadsheets is to add up values in cells. If you just want to see a 

sum of a few cells but do not need to record the answer in a formula, you can use the Quick sum feature. 

Quick sum lets you see the sum of selected cells right in the spreadsheet, without entering any functions 

or formulas. 

1. Go to File > Spreadsheet settings… 

2. Make sure your Locale setting is set to your country. 

https://support.google.com/docs/table/25273?hl=en&ref_topic=1361471


3.  

4. Highlight the cells of data that you would like to total: 

5.  

○ The sum appears in the bottom-right corner of the page: 

○  

Note: The quick sum feature is enabled based on your location and may not work in number/currency 

formats other than English. However, if you chose a non-English language in the Spreadsheets language 

settings, you can still use the quick sum feature when you are working with a spreadsheet that is in 

English. Additionally, the quick sum feature cannot be used for more than 1000 cells. 

 


