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HOW TO USE THIS E-BOOK

Formulas are one of the most powerful features in Excel and learning how & when to use them will
make you into an Excel superstar! There are 483 Functions at the time of publishing this eBook but
you only need to know several of these to become efficient at Excel!

To get the most value out of this eBook, we recommend that you download
the workbook that pertains to each Function and practice entering the
Function in a cell. Then follow our easy to use step by step guide. Make
mistakes! That is fine. You may not get it the first time around (we
certainly didn’t) but when you finally do, you will be a step closer to Excel
stardom!

Here is the download link that has all the workbooks covered in this book.
The Table of Contents is interactive & will take you to a Function within
this eBook!



https://www.myexcelonline.com/101MostPopularExcelFormulas

Formulas VS Functions
You most probably have heard the words Formulas & Functions both being
used in Excel. What is the difference between them?

A Formula is an expression which calculates the value of a cell. A Function
is a predefined formula that is made available for you to use in Excel:

FORMULA
= (100+A1)*1.1

FUNCTION
= VLOOKUP()

In this book, we use both terms (function and formula) interchangeably.



Here are several operators that you can use in a Formula:
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FORMULA TIPS

The Function Wizard

What does it do?

If you are unsure on which formula to use in Excel, Excel has you covered!
You can use the Insert Function Wizard of Excel to find one for your
purpose.



Insert Function 7 b4

Search for a function:

;-Type a brief description of what you want to do and then 11 G0
;__clich: G0

Or select a category: | Text “ |

Select a function:

BAHTTEXT
CHAR
CLEAN
CODE
CONCAT
DOLLAR
EXACT

CLEAN (text)
Removes all nonprintable characters from text.

Help on this function QK [ Cancel




STEP 1: Ensure you have a cell selected and click the Insert Function button
depicted as fx:
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STEP 2: Inside this window, you can try to search for the function:



Insert Function 7 b4

Search for a function:

!T]I'FIE a brief description of what you want to do and then _
| dlick Go |

Or select a category: | Most Recently Used 3

Select a function:

>

SUM

AVERAGE

IF

HYPERLIMEK

COUNT

MAX

51N »

SUM({number1,number,...)
Adds all the numbers in a range of cells.

Help on this function oK | Cancel |

Or filter by category:



Insert Function 7

Search for a function:

:-Type a brief description of what you want to do and then 11 Gao
dlick Go |

Or select a category: | Most Recently Used

105 . ' I5
Select a function: . t Recently Used

| n=ni: P

AVERAGE Date & Time
IF Math & Trig
HYPERLIMK Statistical
COUNT Lookup & Reference
MAX Database
Logical
SUM(numbert.numk¢q mation
Adds all the number{Engineerin ¥
Help on this fundion oK " Cancel

STEP 3: Once you have selected the function you want, click OK.



Insert Function ? b 4

Search for a function:

Type a brief description of what you want to do and then Go

click Go

Or select a category: \_Mnst Recently Used |V

Select a function:

CLEAN
COUNT
SUBTOTAL
AVERAGE
F
HYPERLINK

SUM{number1,number?,...)
Adds all the numbers in a range of cells.

Help on this fundcion 0K Cancel

STEP 4: Fill out the arguments of your selected function. Click OK.



runcticn Argurerts ! X

SLM
Numberl 22 ol =
Humbe2 23 - 25
Hurrber3 e =

= 5]

Adds all the rumbges iv ¢ ange of cells,

Mumber2  numaer! aunberz, .. are 110 255 rumbers to sum, cgialvaluz: ind
text arzignored i cels, ncludec if typed 25 arguments,

~Ormula rest = 330

Hala oq this fundion 0K Cancel

Your Excel Formula is now ready!
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F9 to Evaluate a Formula

What does it do?

Sometimes we need to create complicated formulas, and when that happens
it is easy to make mistakes. It becomes hard finding what caused the issue!
The fun part is it is easy to evaluate parts of your Formula in Excel by using
pressing the F9 Key!

Our example checks if the date is in the Month of January and has sales
greater than 1000. It uses the AND Function and we want to understand
why it evaluated to FALSE.

Clipboard E! Font [ Alignment
E9 vl fe || =AND(MONTH(C39)=1, D9 >1000)

JANUARY AND

SALES
SALES > 1000?

FALSE

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/AND-FORMULA.xlsx

STEP 1: Double click or press F2 on the cell that has the formula

d C [ E

DATE SALES JANUARY AND SALES > 1000?

s Is’ 2,000 I.Amntmnmm;mu,m:qmm

STEP 2: Select the part of the formula that you want to evaluate first. Let us
check the first part: MONTH(C9)=1

| 2finim S 200 =ANI(MONIIESJ=1, 19 31000

; i o i
0 AN ol o o] {lucieeR] )

Press F9 to evaluate this part. It evaluates to FALSE because the month in
cell C9 is February and not January or 1

DATE SALES JAMUARY AND SALES » 10007

1 2001/18 [5 zﬂm'}ﬁwaﬁgﬁg 07 >1000)

1n‘ g, fogial, ket .




STEP 3: Let us evaluate the second part of the formula. Select the other
part: D9 >1000

DATE SALES JANUARY AND SALES » 10007

[}

S 000 EANID] AL, 9 >1000)
' (Ot fll ol.]

Press F9 to evaluate this part. It evaluates to TRUE because D9 is greater
than 1000.

DATE SALES JANUARY AND SALES > 10007

1|2j01)18 S 2000 [-AND[FALSE, TRUE)
10 , M‘Ji’illl:'lg.l:nIL_'Ilﬁglicnlil!jl:,_lqIglchHL_._-;

Press ESC to exit the formula editor without making changes.

Now it makes sense why our formula here gave us a value of FALSE!



Clipboard T Font E| Alignment

E9 * f

JANUARY AND
SALES > 1000?

FALSE




Named Ranges

What does it do?

A named range in Excel is a cell or range of cells that has a more descriptive
name. It goes a long way in using named ranges, because it allows you to
create cleaner and easier to understand formulas in Excel!

Our example gets the maximum value with the MAX Function. Let us
improve this function by replacing the range of cells with a named range.

E9 = Fe || =MAX([C9:C12)

D

9 |60

10(55

11 (100
12 89

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/MAX-FORMULA.xlsx

STEP 1: Select the cells that you want to give a named range to.
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FTOEM e
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STEP 3: Give it a meaningful name (it cannot have spaces) and click OK.



Mew Mame

Hame: Sample_Values

scope: Workbook

Comment: |

Refers to: =FORMULAISC59:5C512

|=3

Ok

Cancel

STEP 4: Let us now update our formula to use our named range!

| C

;
5|60
10 95
n 100
z 89

o=

D

n

t |

=MA)({5&mp|E_Vﬂ|UE$

M/ Yinumber] [rumber?] ..)

anf Sample Velues

Our formula looks way better now and is still working as expected!



E9 v | Fe ||| =MAX(Sample Values)

d C D E
“

3 |60
1035

11 (100
12 189




Absolute & Relative References

What does it do?

When creating formulas, it is very important to understand cell references.
Let us go over the differences between absolute and relative references.

It will affect how your cell references will appear when you copy an Excel
formula from one cell to another.

Exercise Workbooks:
DOWNLOAD EXCEL WORKBOOK (Relative Reference exercise)
DOWNLOAD EXCEL WORKBOOK (Absolute Reference exercise)



https://www.myexcelonline.com/wp-content/uploads/2018/11/YEAR-FORMULA.xlsx
https://www.myexcelonline.com/wp-content/uploads/2018/11/NETWORKDAYS-FORMULA.xlsx

Excel uses relative references by default. A relative reference is useful if
you want to use the same pattern across different cells.

For example, we have here a formula that gets the YEAR from cell C9.
C | D

: |

DATE

8

‘ 4/11/85 YEAR(CO) |
10 3/06/62

11 2/17/50

2 12/28/90

STEP 1: If we drag this formula all the way down for it to be copied to other
cells:

g 4/11/85 1985
10 3/06/62
11 2/17/50
12 12/28/90

Notice that the cell references have changed as well:



9 | 4/11/85 _ 1985
10 3/06/62 -YEAR(C10)

11 2/17/50 1950
12 12/28/90 1990

C

. 4/11/85 1985
10 3/06/62 | 1962
3 2/17/50 -YEAR(C11)

2 12/28/90 | 1990

9 4/11/85 1985
10 3/06/62 1962
11 2/17/50 .

2| 12/28/90 |l=YEAR(C12)




You could tell that Excel was smart enough to get the year of the left cell
which contains the date without us even making a single change.

For absolute references, the reference to a cell is always fixed even if we
copy our formula to another cell.

We have this example that uses a NETWORKDAYS function. A
NETWORKDAYS Function needs a list of holidays to count the correct
number of working days.

Since we want to use the NETWORKDAYS function multiple times, it
would make sense to have a single list of holidays for it to use. This is where
the absolute reference comes in handy.

An absolute reference contains a $ symbol in front of the column letter and
the row number. You can see in our example that it has $A$9:$A$11
pertaining to our Holiday Table. Notice that there are relative cell references
in the formula as well (e.g. C9 and D9).

K i Il t N S
STAAT DATE ENDDATE
[1/11/18 | LU/ 1 J-HWFDF:HDATE[CEJ,DZI5559;5%11]
{118 1/14/1R
fRL 1114
10118 11318

STEP 2: The magic happens when we drag our formula downwards.



START DATE END DATE HUMBER OF DAYS

o [1/01/18 1/01/18 RAL )
9 L8/ 1% 1/u1/18 1/14/1%

« |1/00/18 1118 1/a/1y

id 10118 1/28/18

th:

If we look at the other formulas, the Holiday table is exactly the same and
has not changed ($A$9:$A$11). While the relative cell references have
changed (e.g. C10 and D10, C11 and D11, C12 and D12).

i ) [ b T P&
START DATE EMD DATE MUMBER OF DY
ajtfis | [/ 07f1s 4
| LAY ‘ HOGE [1f11/1 AL w20 DA
il fonis 171418 149117 41 NFTVIRATIANST L0 b e v )
li 1/01/18 17218 17
1-
| %] H
START DATE END DATE MURMBER OF DAYS
171118
| L0/ 14 1118 111 !
| 1w |1/01/18 [ﬂ;ufw ] ks woRkLrsC 0 ]
B |1/C1/18 12818 {7




HOLIBAYS START DATE END DATE NUMBER OF BAYS

| B | WORKDAYSCT 0145080 5511)
S T

t (160115 (167815

Knowing when to use absolute or relative cell reference will be a crucial
skill. It will make your work a lot easier when copying the same formula
across multiple cells.

TIP: You can press the F4 key to enter an absolute reference.

Pressing the F4 key multiple times, will change the absolute/relative
reference combination to a mixed reference.

Give it a try!



Evaluate Formulas Step By Step

What does it do?

This is one of the coolest tricks I have seen in Excel, as there are countless
times where I had a hard time understand formulas. Especially long and
complex ones!

Excel provides the way to evaluate your formula, and break it down step by
step so that you can understand it!

Let us take the formulas I've created below in the IS THE VALUE IN
BETWEEN column. We will see how this formula is resolved in a series of
steps:
|

STARTOr CNDar VALUCTOLC ETICVALULIN

RANGF RANGF FVAILIATHD RFTWHFN!?

20 i gl Yes IFICT MEDIANIATCT), "o, "N}

10 0 ) No = [CB=MIDIAN[AB:CA, "Yes", "Na')

EXxercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/11/Evaluate-Formulas.xlsx

STEP 1: You can see our formula uses both the If formula and the Median
formula.

The goal of this formula is to evaluate if a value (VALUE TO BE
EVALUATED) is in between the range (START OF RANGE to VALUE
TO BE EVALUATED)

For example: Is 50 the median of the range 20; 60; 507

=IF(C7=MEDIAN(A7:C7), "Yes", "No")
To start understanding our formula, highlight the formula, then go
to Formulas > Evaluate Formula:

[ ame  Isat Fage il m LR - ) R - e - 'ﬁ'I:I't-'a'.'.'-:u-:rr.t::-:
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STARTOF  ENDOF  WVOLUETORE  [STHEWALLEIN
RANAT ANGT TYALTIATTR NITATTHe

FORMULA

~[MICTPACCHANIAT-CF), e, ")

(LU Al il il I AAELAAN LA, e, "Ml

STEP 2: Our formula is now shown on screen, and the part that is
underlined is the one to be evaluated first. Click Evaluate.
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STEP 3: C7 has been evaluated to 50. Click Evaluate.



Evaluate Formula ? X

Reference: Evaluation:
FORMULA!SDS7 = |IF[50=MEDIAN[AT.CT], Yes', "Hao')

To show the result of the underlined expression, click Evaluate. The most recent result
appears italicized.

..................................

- Evaluate 3| Sl Close

STEP 4: The median of the values from A7 to C7 (20, 60, 50) is evaluated
as 50. Click Evaluate.



Evaluate Formula

Reference:
FORMULA!SDS7

appears italicized.

Evaluation:

IF(30=30, "Yes’, "No’)

..................................

STEP 5: Is 50 equal to 50?

Excel has evaluated it to TRUE. Click Evaluate.

To show the result of the underlined expression, click Evaluate. The most recent result

Close



Evaluate Formula

Reference:
FORMULA!SDS7

appears italicized.

Evaluation:

IF[TRUE "Yes", "No']

..................................

To show the result of the underlined expression, click Evaluate. The most recent result

Close

STEP 6: Since the If formula received a TRUE, Excel evaluated it as a Yes
end result. We have seen how the formula gave us the result in a few easy

steps!



Evaluate Formula ?

Reference: Evaluation:
FORMULA!SDS7 = |¥es

To show the result of the underlined expression, click Evaluate. The most recent result
appears italicized.

..................................

Restart StEpn STER] Close

..................................




Highlight All Excel Formula Cells

What does it do?

Whenever you are auditing an Excel worksheet and need to know where all
the formulas are located, a great way is to highlight the formula cells in a
distinctive color.

Hlahlleht Al Formula Cell

: 1waxcal%rﬁm.u:r
4

: al Y] 03 4 Tatal

¢ fovenue  IDSGE LMY/ SRS AL [ 2012311

i (OGS B5037 15B49 14BL20 139548

§ Wlarkcting 9538 De2ds 110321 116743

11 Ermplayae S5 167813 193929 15% 169

I Tatal Exponscs

A Reee | ESRRITAAR CHTSAR OISO

Exercise Workbook:



DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/10/Highlight-all-Formula-Cells.xlsx

STEP 1: Select all the cells in your Excel worksheet by clicking on the top
left hand corner of your worksheet.

o -
| i -

ighlight All Formul tellé

STEP 2: Press the CTRL+G shortcut which will open up the Go To dialogue
box and select the Special button.



Beference:

STEP 3: Select the Formula radio button and press OK.



Go To Special ! 4

Select
() Comments () Row differences

() Column differences
I::I Precedents

Numbers (") Dependents
] Text Direct only
Logicals All levels
Errors () Last cell
dT1F l:::l‘ufisil::lle cells only
I:::I Current region I:::I Conditional formats
I:::l Current array I:::I Data validation
() Objects Al
Same
OK Cancel

STEP 4: This will highlight all the formulas in your Excel worksheet and
you can use the Fill Color to color in the formula cells.
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And now all your cells containing formulas are now highlighted!



Highlight AH F@rmula Cells
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How to Convert Formulas to Values

What does it do?

Have you ever had a scenario where you write a formula and just want to
show the value output only and get rid of the formula?

Here is an example of a formula:

0 v Je || sREPLACE(CS,L SEARCH('",CB),""

FULL NAME SURNA 1EFORMULA ACTUAL VALUE
| lalon kerguson ~CrEuson
3 Doris Velez Velez
10 John Michaloudis Michaloudis
1 (aln Sawyer Sawyer
2 Giacoma Trujillo Trujillc
11 Holly Coftey Coffey

Well I do not need the formula, bit I do want the last names only....hard
copied!

Fortunately, I have discovered two ways that you can achieve this...

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/12/Convert-Formulas-into-Values.xlsx




STEP 1: Select the area that contains the formulas.

Click CTRL+C

D8 d B fe | =REPLACE(CS,1,SEARCH(" ",C8),")

SURNAME FORMULA ACTUAL VALUE

Ferguson

8

On the column that you want to place the values on, right-click and
select Paste Values:



r i Il |
Clbi + [T - g‘;‘ %13
B r- = F‘:;, A e hl: I:I:I -i‘

SURNAME FORMULA  ACTUAL VALUE

0 {l €rguson

q jVelez

0 IMichaloudis
1 ISaver

J Tl
11Colley

|—L mEE --_-- I

Pasie Special.,

0 Smart Lokup

You can see that the actual values are now stored in that column!



E8 = Jfe | 'Ferguson

SURNAME FORMULA ACTUAL" ALUE

5
9 |Velez Velez
10 'Michaloudis iMichalﬂudis
11_: Sawyer |Sawyer
12 | Trujillo iTrujiIIﬂ
13|Coffey _j Coffey
o=

STEP 2: Here's an alternative way. Select the area that contains the
formulas.

Right-click and hold on the right border.

Drag the border, whilst holding down the right-click on your mouse, to the
area you want the values to be placed in.

Select Copy Here as Values Only.



D8 v i | X f | =REPLACE(CS,1,SEARCH("",C8),""

SURNAME FORMULA ACTUAL VALUE

Move Here

iy
; i
= .

Copy Here as Formats Only

Link Here
14
E Create Hyperlink Here
E Shift Down and Copy
1?_ Shift Right and Copy
1; Shift Down and Move
i Shift Right and Move
2 Cancel
ok

You now have the actual values hardcoded!



E8 = Jfe | 'Ferguson

SURNAME FORMULA ACTUAL" ALUE

’
g jFerguson iFergusnn
9 |Velez Velez
10 'Michaloudis ii‘h.ﬂichalnudis
11: Sawvyer i Sawyer
12 | Trujillo iTrujiIIn
13 |Coffey j Coffey
&




How to Show & Hide Formulas in Excel

What does it do?

When I have a sheet full of Excel formulas, sometimes I want to quickly
check how each formula looks like. This is great for spreadsheet auditing.

It is very easy to do so in Excel!

Here is our sample worksheet with formulas:

£9 v fe || =REPLACE(DS, 1, FIND("-",D3), "")

D E F

; PHONE NUMBER  NEW PHONE NUMEER

g [+1-817-0000000 |817-0000000
10/+1-817-1111111 |81/-1111111
11|+1-817-2222220 |817-222277)
12|+1-817-3333333 |81/-3333333
13 +1-81/-4444444 |817-4444444
14| +1-817-5555555 |[81/-5555555

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/04/How-to-Hide-Formulas-in-Excel-2010.xlsx

STEP 1: Press on your keyboard the following keys: Ctrl + °

The (°) key is usually located on the upper left part of your keyboard. This
will show all your Excel formulas in your worksheet!

0 E

[ s
| -4-817.0000000 [<agmLACE, 1, N e, ™)
 “L-8L-111111 |-REPLACE(D1D, 1, FIND(-"D10), ")

i 1R <ILPLACL(UTL, 1,1 IND(-" 1), ™)

p ~1-817-3333333 RFPIACF[17, 1, FIND(" "12), ™)

13 <1-81/-4444444 =REPLACE(D13, 1, FIND("-",D13), ")

i 1 H17 559555 MCPLACE(DIE, 1, TIND(-"D14), ")

Press the Ctrl + * combination again to hide the formulas.

STEP 2: If you prefer to set this via Excel Options, another way is to go to
File > Options



Account

Feedback

Cptions

STEP 3: Go to Advanced> Display Options for this Worksheet > Show
formulas in cells instead of their calculated fields

Ensure this is checked.



Cizel Cptions

QENEra

Display options for this worksheet: %Main v

Show row and colurn headers

I Pranfing
: [ Shuw Turmulas in cells nsteat of Ueir caloulaied resalls
ave

| (] Show sncetnght to cft
Language

| Show pace oreals

J!J | Show azerair czlls that bave zerovaluz

Gt B Show outline symbols if an outline s appied
| Show gridlines

Ouiee Access Toulbar

Gidirecdlor | & v

Add-ins

I Trust Center Formulas

The formulas are all shown now too! You can uncheck it to hide the
formulas again.



PHONE NUMBER

+1-517-0000000

NEW PHORE NUMBER

=REDIACE(TT, 1, FIND(" "), ™

diil
i AT ¥

11 817 11111

=RLPLACL{O10, 1, HIND['-" 010, ""]

+1-b1/-1ddddd

-REPLACE(D11, 1, FIND["-" D11}, ™)

+1-817-3333333 -REPLACE(D12, 1, FIND{"-"C12}, "]
+1-817-4444080 -REPLACE(D13, 1, FIND("-"C13],™)
+1-B17-5555553 =RFPIACF(T14. 1, FIND(" " 4], ™)




Jump to a Cell Reference in a Formula

What does it do?

When writing, editing or auditing Excel formulas you will come across a
scenario where you want to view and access the referenced cells within a
formula argument.

This is helpful if you want to check how the formula works or to make any
changes to the formula.

There is a cool tip where you can jump to the referenced cell or range
within the formula and make your changes.

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/03/Jump-to-a-Cell-Reference.xlsx

STEP 1: Double click inside your Excel formula

ltems  Itemid  Supplier

-VLGGKUP{SBH 'STOCK LISI'ID9:E23,2,FALSE)
| ‘JLDGI{UPfIDDkup *.ralue, table_array, col |r1|:|E:|: num, [range_ Il:u:lkup]]

STEP 2: Select the formula argument that you want to edit with your
mouse

ltems Itemid  Supplier

-VLOOKUP($B13,'STOCK LIST'ID9:E23 2, FALSE)
| ULDDKUF‘{IDDkup;:aIUE, table array, cnl_ind-E:-:_num, [range_lookup]]

STEP 3: Press F5 which will bring up the Go To dialogue box and press
OK



" Jumps to

1.Presst
2. Press F

3. Press C

4. You cal

ltems

GoTo

(>0 to:

SD513
5C513

Reference:

'STOCK LIST!DS:E23)

Specidl i

OK

| Cancel

ed cell/re

remia  supplier

=VLOOKUP($B13,'STOCK LIST'ID9:E23,2,FALSE)

STEP 4: This will take you to the referenced cell/range



ltems ltem ID Supplier

i Floppy Disks 610KLO i Acme, Inc.
|
| Mic Stand 125FRT | Widget Corp
E Laptop 689CDF i 123 Warehousing
i Tablet 9875DD i Demo Company
i Pop filter 658UYG i Smith and Co.
I Mouse 125RTY | Foo Bars
L iPad S69AER | ABCTelecom
i SN ook ra U tah'“—f’.f"_’?’f'f".-i”dﬂ-i”“m* Irange_lookup) iy
i Pen Drive 589YUI E QWERTY Logistics
i Mixer 841MKL i Demo, inc.
i Laprop Cover 658UYH E Sample Company
I Keyboard 698ADR I Sample, inc
i Hard Drives 971U0P i Acme Corp
i Television 254CFG i Allied Biscuit
I Beers 012KIO__ 1 Ankh-Sto Associates



STEP 5: You can select the new range with your mouse and also make any
changes to the formula bar



ﬁ =VLOOKUP(5B13,'STOCK i_ISTr!D‘E:FEELE,FM.SE}

-1 %

ltems

Floppy Disks
Mic Stand

Laptop
Tablet
Pop filter
Mouse
IPad

Microphone

Pen Drive
Mixer

Laprop Cover

Keyboard

Hard Drives
Television

ltem ID
610KLO

125FRT
689CDF
9875DD
658UYG
125RTY
569AER
569ERT
289YUI
841MKL
658UYH
698ADR
971U0P
254CFG
012KI0

Acme, Inc.

Widget Corp
123 Warehousing
Demo Company
Smith and Co.

Foo Bars

ABC Telecom
Fake Brothers
QWERTY Logistics
Demo, Inc.
Sample Company
Sample, inc
Acme Corp
Allied Biscuit
Ankh-Sto Associates

VLOOKUP(lookup_value, table_array, col_index_num, [range_lockup])

Supplier

]



STEP 6: Press Enter and your formula is updated

ltems Item id Supplier
| Television | =VLOOKUR(S3:3,'STOCK LIST'ID9:F23 3, A SE]

Laptop bRACOF 123 Warehousing
Tahlet 987500 Nema Company
{eyhnard A9RATR Sarple, inc
Mouse LORTY Foo [ars
Pad S09ALR ADC Telecom

Microphane 26DERT [gke Brothers



LOOKUP FUNCTIONS

ADDRESS

What does it do?

Creates a cell reference based on the row and column numbers

Formula breakdown:

=ADDRESS(row_num, column_num, [abs_num], [al], [sheet_text])

What it means:

=ADDRESS(row number, column number, [absolute or relative], [reference
style], [name of the worksheet])

Example:

=ADDRESS(1,1,1) ="$A$1"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/ADDRESS-FORMULA.xlsx

Did you know that you can dynamically create cell references in Excel? Yes
you can with the ADDRESS Formula!

The ADDRESS Formula takes this information to create the cell reference:

e row number
e column number

e abs_num - this is reflected if your cell reference is absolute or relative.
It has 4 possibilities:

e 1 - Absolute
e 2 - Absolute row, Relative column
e 3 - Relative row, Absolute column

e 4 - Relative

e al - this determines if it's R1C1 or Al style. For our examples we will
not use this, and it will default to A1 Style

e 0-RIC1 Style
e 1- Al Style

o sheet_text - this will add the sheet name to your cell reference if
populated

I explain how you can do this below:

STEP 1: We need to enter the ADDRESS function in a blank cell:



=ADDRESS(

F [ H
ROW NUMBER COLUMN WUMBER  ABSOLUTE MUM
ADDRESS

I3 1 ] 7

"l | 3 ﬁli:ﬂ"'."u:unllli.m Ve e, AR e o |.'I|.|.|| [
12 1 1 4

£ 'z 1

e 10 i 1

il
STEP 2: The ADDRESS arguments:
row_num
What is the row number?
Select the cell containing the row number:

=ADDRESS(C9,
d :. |J L | | :l- | 1 |
ROW NUMBER COLUMMN NUMEBER  ABSOLUTE NUM

i1 1 1 -ADDRESHCH,

i 1 | !

il ] | & DRC%50ow_um, columan_num, (235 aurn]. ‘#1] [snest )
1 1 4

I3 ¢ / 1

w10 i 1

column_num
What is the column number?

Select the cell containing the column number:

=ADDRESS(CS9, D9,



ROWMNUMBER  COLUMMN NUMBER  ABSOLLTE NUM

i I I ADDRESS(CS, 01,

12 1 ] ¥

1 ] 2 B HIEE-hir e 1 e |||,|r;|r.|£|||:,||'|| s ||.:||I.
121 1 4

i 2 1

1 1 i 1

abs_num

Would it be an absolute or relative cell reference?

Select the cell containing the abs_num input. There are 4 modes, so we have
included in all of the examples so that you can see it in action.

=ADDRESS(CY, D9, E9)

ROW NUMBER COLUMN NUMBER ~ ABSOLUTE NUM

1 1 =ADDRESS(C?, 09, )

L | Bl =k i
— | = ===  Lad | S

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



HOW NUMBER COLUMMN NUMBER  ABSOLUTE NUM RESULT
6AS1

— | —
=2 | ==

(e [—= | —
—_ [ — || =

110
1

You have all of your cell references generated now! Notice the differences in
the 4 [abs_num] options i.e. $AS$A, A$1, $A1:



ROW NUMBER COLUMN NUMBER  ABSOLUTE NUM RESULT




CHOOSE

What does it do?

Selects a specific value from the list of values provided

Formula breakdown:

=CHOOSE(index_num, valuel, [value2], ...)

What it means:

=CHOOSE(position to take from the list, first value, [second value and so
onl, ...)

Example:

=CHOOSE(2, "apple", "orange", "grapes", "lemon") ="orange"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/CHOOSE-FORMULA.xlsx

Suppose you have a list, and you want to dynamically retrieve values from
your list based on the position, the CHOOSE formula in Excel is perfect for

this!

STEP 1: We need to enter the CHOOSE function in a blank cell:

=CHOOSE(
D E
CHOICE NUMBER
9 1 =CHOOSE( |
10
11 3 CHOOSE (index_num, valuel, [valued], ...]

STEP 2: The CHOOSE arguments:

index_num

What is the position to take from the list?

Select the cell containing the choice number. The maximum index you can
put in is 254:
=CHOOSE(C9,

D , E
CHOICE NUMBER
] 1 |=CHOOSE(CS,
10 2
11 3 CHOOSE(index_num, valuel, [value], [valued], ...}
12




valuel, [value2], ...
What are the values in our list?

In our example, let us type in our list that contains names of fruits:

=CHOOSE(CY, "apple", "orange", "grapes", "lemon")

) | [ [
o 1 |=CHOOSE(CY, "apple”, "wrange”, "prapes”, Mlemon’)
i i
1 :

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

RESULT
g 1 apple
10 2
11 3

We have now chosen the first, second and third items in our list!






HLOOKUP

What does it do?

Searches for a value in the first row of a table array and returns a value in
the same column from another row (downwards) in the table array.

Formula breakdown:

=HLOOKUP(lookup_value, table_array, row_index_num, [range_lookup])

What it means:

=HLOOKUP(this value, in this list, and get me value in this row, [Exact
Match/FALSE/0])

Example:

=HLOOKUP("Television", A8:D10, 2, FALSE) =$150

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/07/HLOOKUP.xlsx

Ever had a horizontal table and you want to search for values in the table
easily?

I'm sure you do! There is a simple way to do this with Excel's HLOOKUP
function!

This is very similar to the VLOOKUP Function! The only difference is
instead of working with vertical tables, you get to do the same thing for
horizontal tables!

Let's try it out on this horizontal table!

S Television |Laptop Tablet

Ji |1$15000] $ 185.00 | $ 245.00

Cost 5 85.00 S 95.00 ‘$ 90.00

Using the HLOOKUP function let us get the following values from this
table:

e What is the price of a television?

e What is the cost of a tablet?

I explain how you can do this below:

STEP 1: Let us target the first question: What is the price of a television?
We need to enter the HLOOKUP function in a blank cell:

=HLOOKUP(


https://www.myexcelonline.com/blog/vlookup-function-introduction-excel/

[elowision (Lapop | Dbl

5150008 18500

g 245,00

3 850005 900

J 30,00

11

12| What i e prite of 5 Loevision?

1 CIOKLR

13 Whal i the cosl of e loble!?

b LU loakup watue, Bable sy, iow =de num, rance lockua]
| : i

STEP 2: The HLOOKUP arguments:

lookup_value

What is the lookup name?

We want to lookup in the "Television

" column

=HLOOKUP("Television",

A S A I [ I
lagtop  Tabler
¢ 18500 § 245,00
¢ oonpg S 00

Iz | Whal s the price of o doevision?

13| Whal (s e cosl o v lobict?

table_array

FIOOKUP " Talavisinn”,

: HLZZRJF zabaup value, t-;!rir Brmay, row irdes num, frarze loonapl,



What is our list?

Select the entire table!

=HLOOKUP("Television", A8:D10,
f , E ; L , J , 4 [ F

LT

e Teloyision [Lagtop {Tablet

o 1000 6 2us00 | 144,00

o I S 8300 |8 %5.00 |3 9000 |
2| Whol is Lhe prive of o Lelewision? HEODKUP|"Talevision’ ARTHD,
"2 Wihar v the st ot 3 tokler/ ! = HO0RJE fuhl.'.l_'.'dll.; I.:-;;Iul_:'rd:,'. I'il‘l'ul_illdl:'.l'i,_llullll, Janye_heokap |

row_index_num
Which row should we get our value from?

We want the price, so it's row #2 in our table!

=HLOOKUP("Television", A8:D10, 2,



| n k| [ I I
e Tolevision (Laptop {Tablet
Prica 5150008 1850015 24500
] st 5 8500 |5 an00|s 50.00 |
i
14| What fs the prive of a teieuision ! =HLOCKUIP Television’ AR D102

o | Whar fe the spaf of o pables ) LU I T dl e, v des e, ange kgl |

3 |KUL Apprammete mench

ipalst Exadl iz ih

[range_lookup]
Do we want an appropriate match or exact match?

We want an exact match, so specify FALSE here.

=HLOOKUP("Television", A8:D10, 2, FALSE)

'S c 3 [ ¥
: Tolevision Laptop Tables

1 S150.00 8 18500 & M50

) ¢ 8500 & 9500 § 3000 |

12| Wl ds Phe prrice o v Whovision?

Q0P Television”, A2TVI0. 7. FAVST)

11 Wl is e conl ol o Lbie?

You now have your television price!

! HEZZRIF okup valhue, II-L'I|E emay, rovi des num, |range loclup]
] I



2o e Television |Laptop Tablet

5150.00 LS 185.00 | § 245.00

5 8&5. 5 90.00

12| What is the price of a television? S 150.00
13 | What is the cost of a tablet?

STEP 3: Now let us try doing the same for the cost of the Tablet!

The lookup name is "Tablet", and the cost is on row #3 in our table:

=HLOOKUP("Tablet", A8:D10, 3, FALSE)
& | E C D

J
ud l | ) |

Sle S Teleyision |Lapop [Tl

g ] 15000 |5 18500 | 5 M50
i MG § 8500 |5 9500 | 0.0 |

{2 |What is the pricz of o telgvisian/ g 150.00
15 | What s the cast cf a tablet? =4I OOKUP("Tablu!", 62010, 3, FAISF)




You now have your tablet cost!

S0 A E Television |Laptop Tablet

Price §150.00 | § 185.00 | S 245.00
Cost 5 85.00|S 95.00|5

12 |What is the price of a television? 5
13| What is the cost of a tablet? S




HYPERLINK

What does it do?

Creates a shortcut to a webpage, spreadsheet reference, or a file in the hard
drive

Formula breakdown:

=HYPERLINK(link_location, [friendly_name])

What it means:

=HYPERLINK(link to a webpage / spreadsheet reference / hard drive file,
[display name])

Example:

=HYPERLINK("https://myexcelonline.com", "MyExcelOnline")
MyExcelOnline

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://myexcelonline.com/
https://www.myexcelonline.com/wp-content/uploads/2018/11/HYPERLINK-FORMULA.xlsx

Imagine you can create links in your Excel spreadsheet that either links to:
website urls, other parts in your workbook, or even to a file in your

hard drive.

The HYPERLINK Formula in Excel lets you dynamically create these!

STEP 1: We need to enter the HYPERLINK function in a blank cell:

=HYPERLINK(
; i | 3 | F
LINK LOCATHON
o itlps:/ fmpexcelonline.com — MyExcelOnling — [=HYP221 INK| |
3 #5IICCTLIAL Jump w0 Sheetl
-1 C\Windowis\Temp\test. ot Open Text File | ¥ 1 1N¢link foratinn :fr'IFﬂfi v hame)
.1|

STEP 2: The HYPERLINK arguments:

link_location
What is the exact link location?

Select the cell containing the link location:

=HYPERLINK(CY,
£ L E E
LINK LOCATION
o ity royexcelonling, com !M',rEanIDrllinE =HYPFR| NK[CT
7 #4IILLITIAL Jump to Sheetl

 CAWindows\Templrest. et {OpenTestrile | HPEFLURKD 0w [y ]




friendly_name

What will be the display name of the link?

Select the cell containing the display name. This gives your link a more
presentable name:

=HYPERLINK(C9, D9)

LINK LOCATION

3 |https:/{mycxcclonling.com | MyExcelOnfine |/ 1YPLRLINKCY, DY)
W #SHEETLIAL Jump to Sheetl

11 CAWindows\Temphrost.tvt | Open Toxt File
17

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

LINK LOCATION HYPERLINK

g |hteps:/fmyencelonline.com  |MyFxcelOnline | MyFicelOnlin
10| kSHEET1|AL Jurmy Lo Sheel

11| C\Windows\Temptost.tet — |Cpen Toxt File

JHI

You now have your hyperlinks all ready to go!



LMK LOCATIOR

s myexcelonling com

NAME

MyExcelOniline

HYFERLINK

#5HEET1|A]

Jurnp to Sheatl

1 |CAWindows\ Temp\test bt

Dpen Text File




INDEX

What does it do?

It returns a cell’s value from within a table/range

Formula breakdown:

=INDEX(array, row_num, [column_num])

What it means:

=INDEX(from this table/range, return me this row number, [and return me
this column number])

Example:

=INDEX(C16:E19,2,2) =$652 i.e. Price of Laptop In Table

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/05/Index_Intro.xlsx

The INDEX function in Excel returns a cell’s values from within a
table/array.

It works like a map, so you have to select a range (table/array) and tell it to
return you the coordinates (Row & Column numbers).

So if you want to return values from a Price List or large data set, then your
INDEX function is your savior.

We want to get the price of a laptop in 2014 and 2015 based on price table.
STEP 1: We need to enter the INDEX function in a blank cell:

=INDEX(
o L L L L | u | | J i

7]

TRET T TR e ) o
i Wil 15 v PRICE or o LAPTOP i 2014

||'.E awd 2015 ¢

|

IEE A1 T zE_ i niani_ i

| 1 2 3

| Prices 2014 1015

It ; A lalsdsizn L3k Lk [Far T rice JOIL Pric

| R I T o, ST aphie | =INIPKE

H P m| ok St 354 g
1% | g Eehoar L i

'.r.! HlHf

STEP 2: The INDEX arguments for the 2014 laptop price:

array
What is the table we are searching in?

We need to select the pricing table here.

=INDEX(C16:E19,



i 1 | {

L

P 11T ol 5 0 1,
E: | g 3
15 Pricas 2014 2015
mo.of| Tesion 5780 Al lem J004Pre 2005 Prive
|r‘ 7N ntan GAGa ha31 -IMDEXCT5:E19,
& |.:|'“!||‘:T I."'”I i |}..I|:.I|1 P4 oy r'-l.lull_r-urnI ralnen_ |
v f ; FLN Crsbamiem, v mim e o e nust |
1 e Koyl thd 21
i gy
row_num
What row number contains the data?
Since we want the laptop, it's on row #2
=INDEX(C16:E19, 2,
A 1 ( I , i i
P eoluenn o oalima mam aalima_ o
£ 1 2 3
1 Pricas 2014 2015
oo™ Teleiion 5766 2l lem 2004 Price 2005 Price
oo M| laptan Sk b4l =IMIERE TR 1,
" % M Latbale] 04 Litd IMCkLSar sy, Rois_umn, celomn, pam;
= o I Spes etz oI, [SedUmR_nEmi, ama sl
A o 5l
& ary

column_num

What column number contains the data?

Since we want the price for the year 2014, it's on column #2

=INDEX(C16:E19, 2, 2)



| & r I ; Eo[®| W
12 I CRlLT_Rum UMD R I'I":|||'|'u'|_!'||]'
il l 2 3
s Prices 2014 1015
il Al Television G784 531 tem 2004 Prie 2015 Price
T ; M Laptap hibd Sl JNDLRICL L9 2 2)
B oEm Tae GM G |
1) g l (g hd 1Y) _
Eg! My

STEP 3: The INDEX arguments for the 2015 laptop price:

array

What is the table we are searching in?

We need to select the pricing table here.

=INDEX(C16:E19,

Bk i b i | k. L i
i = |"|'_.':.|'|' fl'.:'.l'r_'l 1" sl '|_'|.|'|'
i | 2 3
5 Prices 2014 2015
[ Eleuision Lfth 531 ler AU ie 2315 rice
17 .-'I Ml Lapop Lt 561l At - WORA] 1oz 1)
E: T h (3 (o |"rF:|'.||.: His [ |||||||| '|||||I
= ] i dhel JI_M 2l [ CERdanr i v neny s e
W ®l Kyl A 61

row_num

Ay

What row number contains the data?

Since we want the laptop, it's on row #2



=INDEX(C16:E19, 2,

fRe i [ i . i R = I E | L b
i sl _num aemn_him eelidn_sm
i | s i
I Prices 2014 2015
6 . ™| lelevision Lith 5311 lem ROl e £15 rice
|?] :‘I Ml Laop L2 531 Lty “INDEKC 1, 2]
E: T b i L"',i' Hll:'.ll 1, rr |"]||||| n |||'I
- i i L T’I_H e L HHRHE S .I-_I:u' Tucletmm ] g
W | Ky A 61
n HIIAY

column_num
What column number contains the data?

Since we want the price for the year 2015, it's on column #3

=INDEX(C16:E19, 2, 3)

a0 it i , L L [ | 5
“I.! COImn Al e ] L L b L L
i 1 ! :
i Prices 3014 2015
oo, od| Tk ST S| e 300 Prie 2015 P
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You now have your prices!
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INDEX-MATCH

What does it do?

Searches the row position of a value/text in one column (using the MATCH
function)

and returns the value/text in the same row position from another column to
the left or right (using the INDEX function)

Formula breakdown:
=INDEX(array, MATCH(lookup_value, lookup_array, [match_type])
What it means:

=INDEX(return the value/text from this range, MATCH(from the row
position of this value/text))

Example:
=INDEX(B13:B17,MATCH("Tablet",C13:C17,0)) = TAB698
i.e. Stock Id of a Tablet

EXxercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/07/Index-Match-Intro.xlsx

The VLOOKUP formula searches for a value in the first column of an array
and returns a value to the right of that array.

How about if you wanted to return a value to the left hand side of that array?

Well, this is where the INDEX-MATCH formula comes in and gives you a
helping hand!

It searches the row position of a value/text in one column (using the
MATCH function) and returns the value/text in the same row position from
another column to the left or right (using the INDEX function).

We want to get the stock id of the tablet, and we will use a combination of
INDEX and MATCH to get this!

STEP 1: We need to enter the INDEX function in a blank cell:

=INDEX(
] ; [ EF §
7 |Euige
_=== What Is the STOCK D for the TABLET?
'II-;
'I.i
B STOCKID | STOCKMFM  BRICE COST
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| | MONGIZ | Mwilw | 0682 3TEM
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STEP 2: The INDEX arguments:

array
Where is the list that contains the stock id that we want to return?

=INDEX(B13:B17,
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row_num

What row number contains the data?

Let us use the Match function to get the row number of the stock item.

=INDEX(B13:B17, MATCH(

£ i i L L !
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STEP 3: The MATCH arguments:

lookup_value

What is the value that we want to match?

We want to match the Tablet.

=INDEX(B13:B17, MATCH(G14,
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lookup_array
Where is the list that contains the stock items?

=INDEX(B13:B17, MATCH(G14, C13:C17,

n
u STOCK D | STOCKITEM  PRICE  COST
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match_type

What kind of matching do you want?

Let's put in 0 to get the exact match
=INDEX(B13:B17, MATCH(G14, C13:C17, 0))
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With this, the MATCH function will get the row number containing the
Tablet, which is row #3. Then with Row #3, we will get the stock id in that
same row using the INDEX function.
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INDIRECT

What does it do?

Returns a reference to a range. The referenced range can be a cell, a range
of cells, or a named range.

Formula breakdown:

=INDIRECT((ref_text, [al])

What it means:

=INDIRECT(Return the contents in this cell, Omit if the reference is an A1
style or enter FALSE if it is a Ric1 style)

Example:

=INDIRECT("D10") =Contents of Cell D10

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/05/Indirect-Intro.xlsx

The INDIRECT function mystifies lots of Excel users and one that does not
get that much fan fare, but I am about to change that for you!

To be totally honest, I wasn't a big user of the INDIRECT function, but after
seeing the various ways that it can be applied in to an Excel workbook,
Financial Model or Excel Dashboard, I was hooked!

REFERENCED RANGE IS A CELL

=INDIRECT(G9)
When the referenced range is a cell, the INDIRECT function will go
and return the content of the referenced cell.

Say we enter in cell G9 the following A1 style: D10
In another cell we enter =INDIRECT(G9)

This will indirectly return the value that resides in cell D10, which is the
number 32 in our example below:



611 v Jx | =INDIRECT(G3)

I A | B | £ | D | E | F. G H

8 A Cell

0 38 | 25 | 43 D10

10 85 32 27

1 B | 32 | 32 |
12| 79 99 8

13| b i 13

14 91 70 16

5 48 18 13

16| 61 38 17

17

REFERENCE A RANGE OF CELLS

=SUM(INDIRECT(C9:E9))
When the referenced range is a range of cells, the INDIRECT function will
go and return the content of the referenced cells.

We can then enter a SUM function which will total the referenced cells.
Say we enter in cell I9 the following A1 style: C9:E9
In another cell we enter =INDIRECT(19)

This will indirectly Sum the values that reside in cells C9:E9, which is 106
in the example below:



m o v| fr | SUMINDRECT(1))

i A B C D E F (| H I J
a: Range of cells
g BB M C9:E9
10 T
1 o RN N 106 |
n LI B
H 6 | 32 | B
1 i1 70 16
15| 8 18 13
16 61 8 17

17|

REFERENCE IS A NAMED RANGE

=SUM(INDIRECT(NamedRange))
When the referenced range is Named Range, the INDIRECT function will
go and return the content of the Named Range.

We can then enter a SUM function which will total the Named Range.

We need to create a Named Range by selecting the data range and entering
a name (with no spaces) in the Name Box: TABLE



17

We then enter in cell K9 the following Named Range: TABLE
In another cell we enter =SUM(INDIRECT(K9))

This will indirectly Sum the values that reside in the Named Range TABLE,
which is 1,007 in our example below:



K11 d P ﬁ- =SUM(INDIRECT{K3))

A B| ¢ D E ¢ H K
5
3 Named Range
g 38 25 43 TABLL
10 85 3/ 2]
1 n | u | »n 1007 |
12 79 99 8
I: 6 3! 13
14 91 10 16
15 48 15 13
1F hl RR 17
17

Imagine having several Named Ranges that reference different data sets
within a Workbook & adding a drop down menu to show the different
Named Ranges.

Using this technique you can pick & choose the different data sets and with
the INDIRECT function return the summation of each, thus creating an
interactive Dashboard!






LOOKUP

What does it do?

Looks up a value from a table array or one-row / one-column range

Formula breakdown:

=LOOKUP(lookup_value, lookup_vector, [result_vector])

What it means:

=LOOKUP(value to be approximately matched, range of values to be
matched against, [the matching value to be displayed])

Example:
=LOOKUP(10000, C9:C14, D9:D14) = 18%

i.e. Approximate match in tax rate

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/LOOKUP-FORMULA.xlsx

Have you ever tried getting approximate matches in Excel? Approximate
matches are used when you have an ascending table like Commission
Bonus Rates or Income Tax Rates.

If you have tried out Vlookup Approximate Match in Excel, there is another
cool way to do this! You can use the LOOKUP Formula to accomplish this
as well.

IMPORTANT: For the LOOKUP Approximate Match to work in EXxcel,
the lookup_vector has to be sorted in ascending order!

So the way that this formula works is that it looks at the first value in
the lookup_vector that is greater than the lookup_value and then goes back
one value. If a result_vector is provided, then the LOOKUP Formula will
get the result from there, otherwise it simply gets it from the lookup_vector.

I explain how you can do this below:

STEP 1: We need to enter the LOOKUP function in a blank cell:

=LOOKUP(
{ n F F ’
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STEP 2: The LOOKUP arguments:

lookup_value
What is the value to be approximately matched?

Select the cell containing the value. In our case, it is the $10,000 income:


https://www.myexcelonline.com/blog/vlookup-approximate-match-in-excel/

=LOOKUP(GS,
¥ , I F F i H

INCOME 15 GREATER

. TAX RATE SR 50,0000
A THAN CR EQUALTO. i

ik - 13
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lookup_vector
Where is the range of values to be matched against?

Now we need to select the range that contains the income values. It should
be sorted in ascending order for the LOOKUP Formula to work.

=LOOKUP(G8, C9:C14,
L u L | & il

INCOME 15 GREATER

B A OR QAL TO. TALRATE ENTER INCOME [:aLIRLEATY

1E 19 '

W5 sese| e BT -ookun coxcis
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result_vector
Where is the range of values to contains the value to be displayed as the
final result?



Now we need to select the range that contains the tax rates. This is what we
want to display as our final result of the lookup.

=LOOKUP(GS8, C9:C14, D9:D14)
i C i 4 F & b

AT $10,000.00

B T ' '

e wmm| o IEETTEE -Lookunics .14, 00214
06 1587400 % '

12| & 36.257.00 0%

gl S B745300 100

W f wsma| sk

14

It was able to find out that the tax rate is 18%!
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MATCH

What does it do?

It returns the position of a value/text

Formula breakdown:

=MATCH(lookup_value, lookup_array, [match_type])

What it means:

=MATCH(lookup this value, from this list or range of cells, return me the
Exact Match)

Example:
=MATCH("Tablet",C12:C16,0) = 3

i.e. Tablet is in the 3™ position in the range

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/06/Match-Intro.xlsx

The MATCH function in Excel returns the position of a value/text within a
list or a range of cells.

Say that you have a Price List and want to know in which position a certain
item is located within that Price List, then you would use the MATCH

function.

NB: The lookup_value argument can be a value (number, text, or logical
value) or a cell reference to a number, text, or logical value.

We want to get the position within the Stock list where the Tablet is

located.

STEP 1: Enter the following:

We need to enter the MATCH function in a blank cell:

i

f | PR

=MATCH(

il | Fleem fl TTERAY | 1T g
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STEP 2: The MATCH arguments:

lookup_value

What is the value that we want to match?

We want to match the “Tablet”

=MATCH(G13,

sk i
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lookup_array
Where is the list that contains the stock items?

=MATCH(G13, C12:C16,
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match_type

What kind of matching do you want?

Let's put in 0 to get the exact match

=MATCH(G13, C12:C16, 0)
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And with that, you will get that tablet is in Row #3!
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1 STOCK LIST PRICE COST
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VLOOKUP

What does it do?

Searches for a value in the first column of a table array and returns a value
in the same row from another column (to the right) in the table array.

Formula breakdown:

=VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

What it means:

=VLOOKUP(this value, in this list, and get me value in this column, Exact
Match/FALSE/0])

Example:
=VLOOKUP("Laptop",B14:D17,2,FALSE) = $185

i.e. The price of the Laptop in the table

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2014/09/Vlookup_Intro1.xlsx

Excel’'s VLOOKUP function is arguably the most used function in Excel
but can also be the most tricky one to understand. I will show you a
VLOOKUP example and in a few steps you will be able to extract values
from a table and use them to do your custom reports and analysis.

You will be using VLOOKUP with confidence after this!

STEP 1: We need to enter the VLOOKUP function in a blank cell:

=VLOOKUP(
" b L i il i F [ :
|
HI A ; ot B
; ' Gt mee The PRICE or u LAFTOP &
l TABLET i, thr STORK LIETY
I:'E 1 = e e 1 (R4 .1
1 Stock Ut md cat Inshin s Chreler
4] . Talwds o L 46 Tei Fusms Pece TomlReck
15 . Il =TH" = hadyi yele= LT = ZIiIE'..:'f
Iy 1 k! el i keekazoalan [ablel By AL '..L'.-':i.'.' w0 e o D Lo
i ; seliand %a6 a5 Tl A0

STEP 2: The VLOOKUP arguments:

lookup_value
What is the value that you want to look for?

In our first example, it will be “Laptop”, so select the Item name

=VLOOKUP(G15,
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table_array
What is the table or range of cells that contains all your data?
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Make sure to select the stock list table so that our VLOOKUP formula will
search here

It

il

=VLOOKUP(G15, B14:D17,
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Ensure that you press F4 so that you can lock the table range.

=VLOOKUP(G15, $B$14:$D$17,
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col_index_num
What is the column that you want to retrieve the value from?

Since we want to get the price, our price is on the 2nd column of our source
data

=VLOOKUP(G15, $B$14:$D$17, 2,

.', ( ; | f a2 . K
lii Witz 1 wimasd  wlinla s

1| Stock List Prica Cast John's Order
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range_lookup

What kind of matching do you need?

We want an exact match of the Laptop text so make sure FALSE is selected
(or you can enter 0 instead of FALSE):

=VLOOKUP(G15, $B$14:$D$17, 2, FALSE)

" i : i | | ) K |
e ] -
] Stocklist ~ pres  Con John's Order
ol Telviion | S180 45 e Quandty Mrice Total Price
& I-'. At 5185 Rl i, 'E'.Uf:lﬁL'l":"ilb,ff:"li 5L, 4 I ALSE]

Boog|  lablet S5 S0 | el lable | 3 40
o | Keyhoard has ol ol 50




Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.
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You now have all of the results!



LOGICAL FUNCTIONS

AND

What does it do?

Checks if all of the conditions are satisfied or not

Formula breakdown:

=AND(logicall, [logical2], ...)

What it means:

=AND(first condition, [additional conditions], ...)

Example:

=AND(MONTH("1/01/18")=1, 1500 >1000) =TRUE

EXxercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/AND-FORMULA.xlsx

Have a couple of conditions that you need to check for and ensure they are
met? The AND Formula enforces this and will return TRUE if all of your
required conditions are met!

Let us give this a try in our examples below. We want to check if the date is
in the month of January and the sales amount is greater than $1000.

I explain how you can do this below:

STEP 1: We need to enter the AND function in a blank cell:

=AND(
C D E P
9 [1/01/18 $ 1500|  =AND( |
10/2/01/18 S 2,000
11/1/15/18 § 500 AND(logicall, [logical2], ...
12|3/15/18 S 100
13/1/30/18 S 3,000

STEP 2: The AND arguments:

logicall
What is the first condition?

Let us create the condition to get the month of the date and check if it is
January i.e. 1

=AND(MONTH(C9)=1,



0 11/01/18 I$ =ANDIMONTH|CO)=1,
10.2/01/18 S

1 1/15/18 S 500 | ADlogicll, foyical] [ogcs] .
17 3/15/18 S 100

2 1/30/18 $ 3,000

14

[logical2]
What is the second condition?

Let us create the condition to check if sales is greater than 1000:

=AND(MONTH(C9)=1, D9 > 1000)

D | E -
9 [1/01/18 | $  =AND(MONTH(C9)<1, D9 }1{][}[1)‘
102/01/18 S
11/1/15/18 § 500
12/3/15/18 S 100
13/1/30/18 S 3,000




Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

JANUARY AND
SALES > 1000?
s [1/01/18 S 1,500 TRUE
10/2/01/18 S 2,000
1111/15/18 S 500
12/3/15/18 S 100
1311/30/18 S 3,000
14

You now have your results!

JANUARY AND

DATE SALES SALES > 1000?







IF

What does it do?

It returns a value that you set if a condition is met, and a value if it is not
met

Formula breakdown:

=IF(Logical Test,Value if True,Value if False)

What it means:

=IF(The condition to be checked, Value to be shown if the condition is met,
Value to be shown if condition is not met)

Example:

=IF(D15>3000,”Bonus”,”No Bonus”) = No Bonus

EXxercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2014/09/If.xlsx

The IF function is probably one of the most used Excel functions because it
is easy to understand and very flexible when you apply it to real life
situations.

Here I will show you a couple of ways that you can use the IF function to
get you up and going.

We want to show a Bonus value if sales are bigger than $3000, and No
Bonus is shown if this condition is not met. Afterwards let's try computing
the 10% bonus!

STEP 1: We need to enter the IF function in a blank cell:

=IF(



|

£

gt

If & SALES REP has sold mgre than
13,000, {hen give them 4 10% BONUS!

SalesRep  Region

Jahn North
4l Suuth
Kingn Fast
(eorge West
And Morth
Vlane snth
Wayland [ast
~elen Wesl
Faula Nnrth

STEP 2: The IF arguments:

logical_test
What is your condition?

Sales Rep has sold more than 3000 dollars.

=IF(D15>3000,

Sales
51,082
69,951
54 10k
58,738
53,185
51 bk
50,094
G457
5 434

Bonus?  BonusS




B ki ) E F

14| SalesRep  Region _ Sales  Bonus? Bonus$
5] John North |I =|F(D 1523000,
16 Paul South 59,951 . .
17| Ringo East 52,006

18| George West 68738

19 Ana North 63,185

20 Marie South 51661

21 Wayland East §5,594

22| Helen West 5457

n Paula North 54935

74|

value_if true

What value should be displayed if the condition is true?

We want "Bonus" to be displayed

=IF(D15>3000, "Bonus",



3 N e F

| SalesRep  Region  Sales  Bonus? Bonus$
15 John North E =|F(D15>3000, "3onus",
16 Paul South 59,951 . .

7 Ringo Fast 52,006

18| George West 58738

19 Ana North 53,185

20 | Marie South 51661

2| Wayland East 55,594

2| Helen West 5457

2 Paula North 54935

value_if_false

What value should be displayed if the condition is false?

We want "No Bonus" to be displayed

=IF(D15>3000, "Bonus", "No Bonus")



: ¢ | n | E | ¥

| SalesRep  Region  Sales  Bonus? Bonus$

15 Inhn =IF(N1553000, "R)nnuﬂ", "Nn Bonus")
15 Paul South I IF{l _ngigl_te:tr [;akue_if_true], [ﬁ:alue_'rf_false]]

1/ Rinau Easl 52,006

1B George West  §8,738

19 Ana North  §3,185

0| Marie South 51,661
2| Wayland East 55,594
22 Heler Wes: 5457

2 Paula North  §4935

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



14
15
16
17
18
19
20
21
22

3

7y

STEP 3: Let us now aim to give the 10% Bonus!

5 C D : F
SalesRep  Region  Sales  Bonus? Bonus$
John North 51,092 No Bonus
Paul South 59,951 | Bonus
Ringo Fast 52006 |MNoBonus
George West  $8738 | Bonus
Ana North 53,185 | Bonus
Marie South 51661 | NoBonus
Wayland Fast 55594 | Bonus
Helen West 5457 | No Bonus
Paula North 54935 | Bonus .

The IF arguments:

logical_test

What is your condition?

Sales Rep has sold more than 3000 dollars.

=IF(D15>3000,



i

C

I

4 Sales Rep
15 John

16| Paul

wj Ringo
1ﬂi George
19! Ana

Eﬂ} Viarie
215 Wayland
% Helen
zsi Paula

'i

value_if true

Region

North | $2,092 |

Souh
East
Wost
Nnrh
50uth
East
Wast
North

Sales

59 951
52,006
5738
53,185
51,601
$5,501
5457
64 935

Bonus?  Bonus$
F1F(D2553000,
Bonus

No Bonus
Bonus
Rnniis

Mo Bonus
Bonus

No Bonus
Bonus

What value should be displayed if the condition is true?

We want give a 10% bonus based on sales

=IF(D15>3000, D15%10%,



R 3 M F F (-

14 SalesRep  Region  Sales  Bonus? BonusS

& John Narzh IISLI}FII | =I(D153000, D15#10%,
IE Paul South  S9951  Bonus

7 Ringo East 52006 NoBonus
B Geonpe Wes.  SR738  Boru
1y Ang North  $3185  Bonus
n Mae South  SL66T  NuBorus
A Waylano Fasl  §5594  Borus
o Helan Wes: 3157 NoBonus
7 Paul Norch  §1935  Bonug

value_if_false

What value should be displayed if the condition is false?

Then no bonus amount should be given, type in 0

=IF(D15>3000, D15*10%, 0)



[}

: (e D E i

2 SalesRep  Region  Sales  Bonus? Bonus$
:5‘ John North |I SI,DFII .‘ =|F(D1553000, D15¢10%, 0)

I Pl S 59451 Ronus
17 Ringn last 52000 NoRonus
18 (eorge West 58738  Donus
19 Ang North 53,285  Bonus

0 Maric South  SLeb1  NoBonus
21 Wayland Bast 85,594  Bonus
2 Helen West  $157  NoBonus
B Paula Norh  $4935  Bonus

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



14
15
18
17
18
19
20

21

23

B

C

D

E

F

2|

John
Paul
Ringo
eorge
Ana
Marie

Wayland

Helen
Paula

North
South
Fast
West
North
South
East
West
North

You now have all of results!

$1.092
59951
$2 006
58 /38
$3 185
§16b1
$5 591
$45/
$1935

No Bonus
Bonus
No Bonus
Bonus
Bonus
No Bonus
Bonus

No Bonus
Bonus

- SalesRep  Region  Sales  Bonus? Bonus$

5D

Sugy

50

5814

$319
50
559
50
$194




IFERROR

What does it do?

It returns a value that you set if a formula has an error

Formula breakdown:

=IFERROR(Value,Value if Error)

What it means:

=IFERROR(The Formula,What do you want to show if The Formula has an
error?)

Example:

=IFERROR(0/0,0) =0

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/09/IfError.xlsx

If you have a calculation that results in an error like, #N/A, #VALUE!,
#REF!, #DIV/0!, #NUM!, #NAME?, then you can clean it up by using the
IFERROR function which allows you to replace the error it with a 0, a
blank cell “” or whatever value you like.

We want to get the average sale of each record. However we need to
handle division by zero errors gracefully.

STEP 1: We need to enter the IFERROR function in a blank cell:

=IFERROR(

A R ¥ M
T Fromple: . | ;
- What 15 the AVERAGE SALE or each
" SALES REP?
|7
H.
14 SalesRep  Reglen  Sales  UnitsSold AvgSale
§ John North 50 0 HFERROR
i Fail South - $9957 36
if Ringn Far 83006 75
3 (enrge West &0 0

STEP 2: The IFERROR arguments:

value

What is the formula?



We need to enter the formula first to calculate the average sale.

=IFERROR(D15/E15,

! C D E F G

14 SalesRep  Reglon  Sales Units Sold_Avg Sals

e om  noh [ S0 [ -IeeRaoRousfess)
1t aul South 99951 3b

7 Hingo bast  S2006 4%

1 (eorge Wes: 0 )

value_if _error
What value should be displayed if there is an error in the formula?

We want "0" to be displayed if there is an error
=IFERROR(D15/E15, 0)
E L U E 3 by

2 SalesRep  Region  Sales UnitsSold AvgSale

5| John North | §0 | - FERROR(D15/E15, 0)

16 Paul South ~ §9.951 36

7 Fingo Fast 82006 5

1 Geore  Wet  §0 0
'|

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



B C

D

E

F

IT

14
15
L

i
19

SalesRep  Region

John North
Paul South
Ringo East

George West

You now have all of results!

Sales  UnitsSold AvgSale

50
$9,951
$2,006

50

0

36
25

0




OR

What does it do?

Checks if any one of the conditions is satisfied or not

Formula breakdown:

=0OR(logicall, [logical2], ...)

What it means:

=0OR(first condition, [additional conditions], ...)

Example:

=OR(MONTH(C9)=1,1500>1000) =TRUE

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/OR-FORMULA.xlsx

Have a couple of conditions that you need to check for and ensure at least
one is met? The OR Formula enforces this and will return TRUE if any one
of your required conditions is met!

Let us give this a try in our examples below. We want to check if the date is
in the month of January OR the sales amount is greater than $1000.

I explain how you can do this below:

STEP 1: We need to enter the OR function in a blank cell:

=OR(
C D E F
3 [1/01/18 S 1,500 =R
10/2/01/18 S 2000
11/1/15/18 S 500 OR{logicalt, [logical2], ...
12/3/15/18 S 100
13/1/30/18 S 3,000

STEP 2: The OR arguments:

logicall
What is the first condition?

Let us create the condition to get the month of the date and check if it is
January:

=OR(MONTH(C9)=1,



s (1/01/18 S =OR(MONTH(C9)=1)
10/2/01/18 S

11-' 1/15/18 S 500 | OR(logicall, logical2], [.'|..:.gice|3.]f o]
12/3/15/18 S 100

13/1/30/18 S 3,000

14

[logical?]
What is the second condition?

Let us create the condition to check if sales is greater than 1000:
=OR(MONTH(C9)=1, D9 > 1000)
D . E . F

s [1/01/18 | S =OR(MONTH(C9)=1,09>1000)
10/2/01/18 5

11|1/15/18 § 500

2/3/15/18 § 100

13/1/30/18 S 3,000




Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

JANUARY OR SALES
> 10007
s [1/01/18 S 1,500 TRUE
102/01/18 S 2,000
11/1/15/18 S 500
12|3/15/18 5 100
1311/30/18 S 3,000
14

You now have your results!

JANUARY OR SALES
> 1000?







MATH FUNCTIONS

COUNT

What does it do?

Counts the number of cells that contain numbers

Formula breakdown:

=COUNT(valuel, [value2]...)

What it means:

=COUNT(range of cells to check, [additional cells to include in the
check]...)

Example:
=COUNT(C9:C12) =2

i.e. There are 2 cells with numbers in them

EXxercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/01/COUNT-FORMULA.xlsx

Ever had a column of data and wanted to check if all of the values contain
valid numbers?

It would be cumbersome to count and check them one by one, especially if
you had hundreds of entries!

Imagine we have the following data, we see an error, a text and a couple of
numbers:

#DIV/0!

3

abc
A

Thankfully there is an easy way to count how many of these cells contain
valid numbers using the Excel's COUNT formula.

STEP 1: We need to enter the COUNT function in a blank cell:

=COUNT(
C D E
3 #DIV/0! =COUNT(|
10 3
11 abc COUMNT (valuel, [valuel], ...)
12 4




STEP 2: The COUNT arguments:

value
What is the value / range of values that you want to check?

=COUNT(C9:C12)

| i D
9| #DIV/0!| =COUNT(C9:C12)|
10 3
11 abc
1.{. 4_

# OF CELLS WITH
NUMBERS




COUNTA

What does it do?

Counts the number of cells that are non-blank/non-empty (including empty
teXt "”)

Formula breakdown:

=COUNTA(valuel, [value2], ...)

What it means:

=COUNTA(value or range of cells to check, [value or range of cells to
check], ...)

Example:
=COUNTA(BS:C12)=6

i.e. There are 6 non-blank cells

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/03/COUNTA-2.xlsx

Do you have a scenario where you want to count the number of cells that are
non-blank or not empty?

I'm sure you do! There is a simple way to count this with Excel's COUNTA
formula!

This formula counts everything: numbers, text, non-empty text
it!

, you name

I explain how you can do this below:

STEP 1: We need to enter the COUNTA function in a blank cell. Notice
there are 6 non-blank cells in here:

=COUNTA(
| D E
y
)| =COUNTA
| :
| ! tIlI[Ji.;- el ™ ned LOUN Blyaleed, |veload], .
|ai ] Vellov

STEP 2: The COUNTA arguments:

value
What is the value or range of values that you want to check how many
are non-blank?

=COUNTA(B9:C12)



i A 0
1
g -COUNTABS.C12]
1| EmotyToxt™ » Red
1 | 1 Tellow]

You now have your count of values that are non-blank! There are 6 non-
blank values!

dl A
.
g
2
1| Tmphy Test ™ -3
12



COUNTBLANK

What does it do?

Counts the number of cells that are blank

Formula breakdown:

=COUNTBLANK(range)

What it means:

=COUNTBLANK(range of cells to check)

Example:
=COUNTBLANK(B9:C12) =3

i.e. There are 3 blank cells

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/03/COUNTBLANK.xlsx

Do you have a scenario where you want to count the number of cells that are
blank in your Excel data?

If you are auditing your data and want to make sure that a blank cell is
actually blank (and doesn't contain an invisible character), then this formula
is for you.

STEP 1: We need to enter the COUNTBLANK function in a blank cell:

=COUNTBLANK(

ITEM # COLOR

=COUNTBLANK(|

10 !
11 Red COUNTBLANK(range)

12 4 Yellow

STEP 2: The COUNTBLANK arguments:

range
What are the range of values that you want to check to see how many
are blank?

=COUNTBLANK(B9:C12)



ITEM #

COLOR

10

11

Red

12

‘felluwl

You now have your count of values that are blank! There are 3 blank values!

ITEM #

11
12

COLOR

=COUNTBLANK(B9:C12)|

D

BLANK VALUE COUNT

Red

Yellow

E




COUNTTF

What does it do?

Counts the number of cells that matches your specified condition

Formula breakdown:

=COUNTIF(range, criteria)

What it means:

=COUNTIF(range of cells to check, condition to check against)

Example:
=COUNTIF(A9:A12,">2") =3

i.e. There are 3 cells that are greater than 2

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/01/COUNTIF-FORMULA.xlsx

Do you have a scenario where you want to count the number of cells that
match a specific condition?

I'm sure you do! There is a simple way to count this with
Excel's COUNTIF formula!

The COUNTIF formula is very flexible indeed, so let us try to count the
following from our Excel worksheet:

e Number of cells greater than 2

¢ Number of cells that have a Yellow value

e Number of cells that start with the letter “J”

STARTS WITH
LETTER
3 Rl Jushu
3 Yidlerw ey
ahe Red Michael
L Yillew lnes

I explain how you can do this below:

STEP 1: We need to enter the COUNTIF function in a blank cell:

=COUNTIF(



=COUNTIF(|
3 '
abc COUNTIF(range, criteria)
A ,

STEP 2: The COUNTIF arguments:

range
What are the range of values that you want to check your condition

against?
l—

=COUNTIF(A9:A12,

&
g =COUNTIF{AS9:A12,
10 3 =
11 abc COUNTIF(range, criteria)
12 4

g i —

criteria
What is the condition that you want to check against?

For our 1st example, we want to count the number of values greater than 2.

=COUNTIF(A9:A12, ">2")



3
24 =COUNTIFA9:A12,">2")
10| 3
11 abc
1.:_':r 4_
You now have your count of numbers greater than 2!
A | B
" VALUES GREATER THAN 2
2
10 3 |
11 abc
12 4

STEP 3: Now let us try for counting the number of Yellow values:

=COUNTIF(C9:C12, "Yellow")



a

T |
4 Blue =COUNTIF(C9:C12, "Yellow")|
10 Yellow |
11 Red COUNTIF(range, criteria)
12 Yellow

— [ -

You now have your count of values that have the Yellow text!
C : D
VALUES YELLOW VALUES

3 Blue 2
10 Yellow .
11 Red
12 Yellow

STEP 4: Now let us try for counting the number of names starting with the
Letter J:

Let us use the wildcard expression J*

* signifies a wildcard character i.e. Return any value that begins with a J

=COUNTIF(E9:E12, "J*")


https://www.myexcelonline.com/blog/sumifs-function-wildcards/

9 John =COUNTIF(E9:E12, "1*")]
10 Jenny

11 Michael COUNTIF(range, criteria)
12 Jnnesl

You now have your count of values that have a starting letter of J!

4 E F

VALUES STARTS WITH LETTER J
9 John 3
10 Jenny I
11 Michael
12 lones




COUNTIFS

What does it do?

Counts the number of cells that matches multiple conditions

Formula breakdown:

=COUNTIFS(rangel, criterial, [range2], [criteria2], ...)

What it means:

=COUNTIFS(range of cells to checkl, condition to check againstl1, [range
of cells to check?], [condition to check against?], ...)

Example:
=COUNTIFS(A9:A13, "John", C9:C13, ">10000") = 2

i.e. The number of times John got more than $10,000 in sales

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/03/COUNTIFS-FORMULA.xlsx

Do you have a scenario where you want to count the number of cells that
match specific conditions?

I'm sure you do! There is a simple way to count this with
Excel's COUNTIFS formula!

This is very similar to the CountIf Formula! The only difference is it
allows you to add even more conditions as needed...That's POWEFUL!

The COUNTIFS formula is very flexible indeed, so let us try to count the
following from our Excel worksheet:

e Number of times John got more than 10,000 sales

e Number of times Kim got more than 18,000 sales

How many times John got more than 10,000

Parson Yaar Salag
5alee

Juhn| 2018 15000
Kim 2018 20000

Ml 016 000 How many times Kim got maore than 18,000

sales

Kim| 2017 17000
John| A1/ TECLO

STEP 1: Let us target the first question: How many times John got more
than 10,000 sales?

We need to enter the COUNTIFS function in a blank cell:

=COUNTIFS(


https://www.myexcelonline.com/blog/countif-formula-excel/

o COUNI]

{ Kim ANk A

Haru: many timics Kim got mare tERERIERIEERE AR R

Mam| 2R k(Y

"} fam| 2L 10
1 [y A7 1000

STEP 2: The COUNTIFS arguments:

rangel, criterial
What is our first condition?

We want to find the names that match "John"
~COUNTIFS(A9:A13, "John",
ARG, Ll L TR R S BT e el et PO R
i b COUNT Fijertera renge, crterial [crfterta ranged, crierial). ) .

=COUNTITS/A%AL3, Ylhn'

How many times Kim gat more than 18,000
]

2 im| 2017
h lohm| 2017 16000

range2, criteria2




What is our second condition?

We want to find sales that are more than 10,000

=COUNTIFS(A9:A13, "John", C9:C13, ">10000")

[ L

L5008 -CONNTITARATS, o (3710, 10000

ST ientars progel citerad, (- e g, ereral] [- ema mnge], .
I T T 1AL ab E ] b B

3y John| 206
i bim| 2016 0000
1 Mol 206
2 fml 017 70610
i LR 2

You now have your count of 2!

Sales Hew many timas John pot mora than 10,000 cales

plLLY  How many times Kim got mare than 18,000 1ales

STEP 3: Now let us try doing the same for Kim!

rangel, criterial



What is our first condition?

We want to find the names that match "Kim"

=COUNTIFS(A9:A13, "Kim",
L i L [

Feron Yiar Galmy How many times John got more than 10,000 sal=

lialin TS0RKl
In| Km| 2016 e
Mall JTh SRl
!
1 Kirm K] 1000 COLINT ||":i[l".':ii.l'v.13, "Kim',
2 Il A7 18000
" CUNIIFs g orge . omben:),Joritcra fanged, arkencl,

range2, criteria2
What is our second condition?

We want to find the sales that are more than 18,000

=COUNTIFS(A9:A13, "Kim", C9:C13, ">18000")

d h B ; L
Person Year Sales How many times John pot more than 10,000 sales

: John| 2016 15000 2
10 Kirm M JEN

] Matt| 2015 a0
HIE fm| 201/ LR =COUNTIFSIADA13, "Run®, 0013, A 18000 |
3 Jonn| 21]'_1?. IE[I'[II.

14




You now have your count of 1!

L

Sales How many times John got more than 10,000 sales

kim{ 2016

t Matt| 2016 10t How many times Kim got mare than 18,000 sales
i

; km| 2017

o o om0

You can have more than 2 conditions in the COUNTIFS formula, so go
crazy with the COUNTIFS!



MOD

What does it do?

Gives you the remainder after dividing one number with another

Formula breakdown:

=MOD(numberl, number2)

What it means:

=MOD(a number, divided by this number)

Example:

=MOD(15,4) =3

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/03/MOD-FORMULA.xlsx

In Excel it is very easy to divide two numbers.
But how about if you need to get the remainder from a division operation?

For example, let’s do this the manual way, divide 15 by 4:

Divide the two numbers (i.e. 15/ 4)

Get the quotient (which is 3)
Multiply it back to the divisor (3 * 4)

Subtract it from the original number (15 - 12)

And I have the remainder! (3)

So, 4 goes into 13 three times with a remainder of 1.

Thankfully we can do the above complex and manual calculation with ease
using Excel's MOD formula!

I explain how you can do this below:

STEP 1: We need to enter the MOD function:

=MOD(

C 0 E F

NUMBER DIVIDED BY

-MOD|

MOD(number, divisor)




STEP 2: The MOD arguments:

numberl

What is the first number that we plan to divide?

Reference the cell that contains the first number:

=MOD(C9,
C D | E F
NUMBER DIVIDED BY
50 I10 -MOD(C9,
1015 4
11121 5 MOD({number, divisor)
12113
number2

What is the divisor?

Reference the cell that contains the second number:

=MOD(C9, D9)

C D P

DIVIDED BY

2

6 50 110 |-MoD(c9,09)
10 15 .

121 5

1213 5




STEP 3: Do the same for the rest of the cells by dragging the MOD formula
all the way down using the left mouse button.

Now you are able to get the remainders of all the division operations!

C | E

NUMBER DIVIDED BY REMAINDER




PERCENTAGE

What does it do?

In calculating percentages in Excel, there are a lot of ways that you could do
this:

e What is the percentage of a number?

e What is the percentage change of value i.e. The percentage increase or
decrease

e What is the proportion against a total value?
U & Number =Numaer * M'ercentae What is /5% of 100

What is the prize change I
the price Incraased from 100

Change = (New Ol [/ Qld to 1507
What is yur percentage i
o Lok 20 shuls and 12
Froportionally = Portlon | Tatal went [n?
Example:

=75% * 100 =75

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/04/How-to-Calculate-Percentage-in-Excel-1.xlsx

STEP 1: What is the percentage of a number?

To calculate the percentage of the number, simply multiply the number and
the percentage together:

Percentage x Number

75% * 100

07 a Number - Number * Poreontage Wrat s 75% of 1007
What is the prize change if
the orice increased from 100
Changs = New- O ] O fo 157
What i yur percentag= if
you Luok 20 shuls @nd 12
Froportiznally = Portlon |/ Total went Int

STEP 2: What is the percentage change of value i.e. The percentage
increase or decrease

To calculate the change in value as a percentage, get the difference of the
new value and the old value, then divide it by the old value:

(New - Old) / Old

(150 - 100 ) / 100



OfaMania -Nurber"Praventage Whal s 55l 100r =
Wihal is e prive change i

the prce Incrcased from 200

Change = (Mew Qld) /0l tn 1507 ~(150 100)/100
What I5 your percentage If
you took 20 shotz and 12
Mroportinnally = Mtinn / Tofal went in?

STEP 3: What is the proportion against a total value?

To get the proportion as a percentage, divide the portion by the total
amount:

Portion / Total
12/20
Glabwrs R Sk hwh
Ot & Nuarr ber = Nimber * Pereznbage What s 75% or 1077 [
Whal is L rice charge il
the price Increased from 100
Change = |New - Old] [ Uld t 1407 0.5
What is your perrertage it
you louk 20 shuls amd 12
Proportlonally = Portlon | Total went In? =12/ .

STEP 4: We are almost done! The last two values are not in the percentage
format, so let's fix that.



Select the last two values and go to Home > Number > %

Inseet Page | aynut M Ry Wiw  Dowelaper dedies Poweri
B L *ul Ca i L B E“W’TLF‘-“' henetal
o B i :
-] w e :‘--r - J-E -|'E |I— - L ] L ] 1 '-.
g ol | BOI G A FEE Moyl - S 1B G-

I, phare fy [ems 3 Acareat hi
010 i ko A1150-1001100

R

N Ola Nk Humbier ¥ Beovnlpe Whal b 75% ol 100/
Vthat is the price charze T
tha price Inoregse trem 200
n Uhinpe (Mew )/ Ohl Iy Tt
What s your perantag i
vau took 20 shots and 12
Frogarlionally Flian /Lol weril ind

A
L=

Your percentage values are now all ready!



(It a Mumbzr = Numher * Percsntage Wrat s 0% of 1007 IR
What | the price chanpa If
the orice increased from 102

Change = (New - Ol J Old to 100/ i
What | your percentage If

| you t00% 2 shots and 12
Frupartionally = Ptions J Tulal wenl in? £0%




RAND

What does it do?

Gives you a random number between 0 and 1

Formula breakdown:

=RAND()

What it means:

=RAND(Will automatically choose a random number between 0 and 1)

Example:

=RAND() =0.151018728113863

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/03/RAND-FORMULA.xlsx

Excel is able to do a lot of things that most users are unaware of! One thing
that amazes me & I use almost daily is its ability to create random numbers
for me!

But why would I even need random numbers?

Random numbers in Excel are great if you want to fill in a column with
random values so you can create quick charts or just do any kind of
random Excel analysis.

One of my best uses of the RAND function in Excel is to create random
numbers for a raffle draw!

STEP 1: We need to enter the RAND function:

=RAND()

9 |Talon Ferguson =RAND()
10 | Doris Velez
11 ' John Michaloudis
12 |Cain Sawyer

STEP 2: Do the same for the rest of the cells by dragging the
RAND formula all the way down using the left mouse button.

Now we are able to get random numbers for all the entries without any bias!

I'm actually the winner in this case as I have the lowest value!



ORDERING

Talon Ferguson
10 | Doris Velez
11 |John Michaloudis

12| Cain Sawyer
12

0.470801459

TIP: Press the F9 button on your keyboard to refresh/update the RAND
values until you get your desired result...with bias :)



RANDBETWEEN

What does it do?

Returns a random integer number between the numbers you specify.

Formula breakdown:

=RANDBETWEEN(bottom number, top number)

What it means:

=RANDBETWEEN(bottom number of the range, top number of the range)

Example:

=RANDBETWEEN(10,10000) =2852

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/10/Randbetween.xlsx

I use the RANDBETWEEN function all the time whenever I need to create
a sample data set.

The cool thing about the RANDBETWEEN function is that if you don't like
the numbers that it has given you, you can press F9 in a cell and it will give
you new numbers.

We want to enter some random numbers from 10 to 10,000.

STEP 1: We need to enter the RANDBETWEEN function in a blank cell:

=RANDBETWEEN(



4 0

o Example: .
i Enter some random numbers from

1 $10 to $10,000

4 TEST1  TESTZ  TEST3

15 -RANDBETWEEN
S EIRF 1+ hattom, toy)

STEP 2: The RANDBETWEEN arguments:

bottom_number
What is your minimum value?

For our example it's 10



=RANDBETWEEN(10,

A : C D

14| TEST1  TEST2 TEST 3
1z =RANDBETWEEN(1(,

" RANDRETWFF (hafterm, fop)

top_number
What is your maximum value?

For our example it's 10,000

=RANDBETWEEN(10, 10000)

| A B C
4 TEST1  TEST2
15‘ =RANDBETWEEN(10, 10000)
|

D

TEST3

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards. Then drag it to the right to populate all the cells.



4 » [ e | 0 |
TEST1  TEST2  TEST3
1914 |




CTESTL TEST2 |

7 968

TEST 3

I = ==

You now have all of the random numbers!



ROUND

What does it do?
Rounds a number to the nearest decimal based on your specified number of

digits

Formula breakdown:

=ROUND(number, num_digits)

What it means:

=ROUND(the number, number of decimal places to round off)

Example:

=ROUND(1.234567, 2) =1.23

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2017/03/ROUND-FORMULA.xlsx

Ever had the need to round off numbers?

I do it all the time in my financial calculations. For example, if I need to
calculate percentage discounts and it gives me a number such as
$47.4189349, rounding it off to $47.40 (round off to 1 decimal place) makes
it so much more presentable!

STEP 1: We need to enter the ROUND function:

11
12

NUMBER

1.234567

=ROUND(

C

# OF DIGITS

1.234567

-ROUND)|

1.234567

ROUND(number, num_digits)

1.234567

LA = [ S

STEP 2: The ROUND arguments:

number
What is the number we want to round off?

Reference the cell that contains the number:

=ROUND(B9,




B C | D

NUMBER # OF DIGITS

8
911.254567 |

0
10(1.234567 |1
2
3

=ROUND(B9,

11 11.234567 ROUND(number, num_digits)

1211.23456/

num_digits
Round off to how many digits?

Reference the cell that contains the number of digits:

=ROUND(B9, C9)

B C D

NUMBER # OF DIGITS

911.234567 10 [=ROUND(BS, C9)
10(1.234567 |1
1111.234567 |2
1211.234567 |3

STEP 3: Do the same for the rest of the cells by dragging the
ROUND formula all the way down using the left mouse button.



NUMBER # OF DIGITS RESULT

1.234567 |0
10(1.234567 |1
1111.234567 |2

3

12(1.234567




SUBTOTAL

What does it do?

It returns a Subtotal in a list or database

Formula breakdown:

=SUBTOTAL(function_num, ref1)

What it means:

=SUBTOTAL (function number 1-11 includes manually-hidden rows &
101-111 excludes them, your list or range of data)

Example:

=SUBTOTAL(9,B32:B9) = $1,945

Exercise Workbook:

DOWNLOAD WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/11/Subtotal-Avoid-Double-Counting.xlsx

The SUBTOTAL function in Excel has many great features, like the ability
to:

* Return a SUM, AVERAGE, COUNT, COUNTA, MAX or MIN from
your data;

* Include hidden values within your data by entering the first argument
function_num, as values between 1-11;

* Ignore hidden values within your data by entering the first argument
function_num, as values between 101-111;

* Find the SUBTOTAL of filtered values;

* Ignore other SUBTOTALS that are included in your range, avoiding any
double counting!

AVOIDING DOUBLE COUNTING WITH THE SUBTOTAL FUNCTION...
This is probably the most useful feature within the SUBTOTAL function!

Let's say you have various SUBTOTALS within your data, one SUBTOTAL
to Sum the North Region and another SUBTOTAL to Sum the South
Region.

You can include a third SUBTOTAL for your Grand Total which references
all of your data and ignoring the North & South Region
SUBTOTALS, meaning that there is no double counting in your Grand
Total.

See the below images of how this works with the SUBTOTAL function and
how it double counts when using the SUM function:






A B | ¢ D E

. ReGloN _ _ & _ _
| Norhgsst Il ggs7 |
) NorthWest 1} 550 |
¢ TotalNorth | $1,207 -]=5UETDTAL{9,BZ:ES)
; | |

f|.- South-East |i“-§£55“- ]
7| South-West ), —SM3 |
) Total South | §738 |=SUETDTAL{‘ELB&:B?)
] g}
o TOTAL 61,045  =SUBTOTAL(9,B2:8)

1
A ade” ! A ol o™ o
A | r | £ | D

L
2| Norhgast |} 657 II
| Northwest I ssso

o | Trtal Marth | &1 7 |-c11naim9.02)



A TWFLON UNLAE LN

| ALy EWT

l-nJHIII].IJLulJn.i,

o South-Cast
7| South-Wesl

g| TotalSouth |  $738  |=SUM(B6:B7)
L-_-_-_-_‘
o TOTAL $3,800  =SUBTOTAL(9,B2:89)

Values for the SUBTOTAL function_num:

AVERAGE

101

102

103

104

105

106

107

COUNT

COUNTA

MAX

MIN

PRODUCT

STDEV



108

109

110

111

STDEVP

SUM

VAR

VARP



SUMIF

What does it do?

Sums the values in a range that meet a criteria that you specify

Formula breakdown:

=SUMIF(Range or Cells, Criteria, [Sum_Range])

What it means:

=SUMIF(Evaluate this Range/Cells, With this Criteria, [Optional Sum
Range])

Example:
=SUMIF(D15:D23,">3000") = $17,435

i.e. Sum of all the values that are above $3,000

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/10/SumIf.xlsx

The SUMIF function is used widely amongst spreadsheet users as it is a
simple Excel function. It allows you to Sum the values in a range that meet
a criteria that you specify.

So if you want to Sum a range of sales values that are above $3,000 then this
is the best Excel function to use, as I explain below.

We want to get the sum of the sales amounts that are above $3000.

STEP 1: We need to enter the SUMIF function in a blank cell:

=SUMIF(
i F r 1 FooF i H

¢ Ly [ i S =y
wat’s tae SUM of the SALES apove
[

0 §3.0007

f2

Hi

| SalesRep  Reglon  Sales Ot

1| Jutin Nulh 5400 1 AL
I3 Paul Gt 53 45k =5l
1 Ningu North 31568 3 SV Erangs e 3
13| e Ut g 4

Hé (I Muth 52580 1

3| il south S418 ¢

2| Ringn North  §758% 3

| Livre Soul AL A

-"ii i Morth %3582 | 1

STEP 2: The SUMIF arguments:

range
What is your range that contains the source data?



Highlight the column that contains the sales data

=SUMIF(D15:D23,
R 3 . ¥ F-|'F I F

1 Sales Rep Region  Sales  Qrt

ik il North | S2500 | 1 Arsior:

gl sl S | S SOV 150,

i [ingo North | 52008 | ] I leats, fin Janen
£ George South | 9834 | 4

o ol Nurh | S2568 | 1

o Pl auth | 874 |

1 fingo North | 52508 | J

Z 0 Gecrge South | S1438 | 4

i Juhn Nuh | $2562 . 1

Which records do you want to sum together?

Since we want to sum the amounts greater than 3000, then let's type in
>3000

=SUMIF(D15:D23, ">3000")



: c C S ; b

 SalesRep  Region  Sales Ort

i3 John North | S2500 | 1 hnswer:

Tt Paul Soulth | 53,456 =SUMIF(D13:023, "»3000")
| Ringe  Norh | 52568 | 3 '

§|  Georms South | 59,8510 | 1

i€ lohn North | S2561 | |
0| Pl South | 54,125 | 2
n  Ring North | 52568 | 3
7| (eorgs Ssouth | 51458 | 4
)i Jobn North | 32562 | 1

Just like that, Excel has selectively found the values and summed them
together!



] | ¢ B | B |t 4
1 SalesRep  Region  Sales Ot
|5-_ John Morth 52500 1 Answer;
1 Faul south | 53440 | 2 41/ 41,
g R Nath SSR3
10 George South | S9.854 | 4
ol North — S2568 1
n Pal South Ed,ﬂi \ )
2 Ringo North 52008 3
~ Genrge sauth - Y1458 4
% John North 52562 1



SUMIFS

What does it do?

Sums multiple criteria

Formula breakdown:

=SUMIFS(Sum_Range,Criteria_Range1,Criterial,Criteria_Range?2,Criteria
2...)

What it means:

=SUMIFS(Return the Sum from this Range,Evaluate this Range,With this
Criteria,FEvaluate that Range,With that Criteria...)

Example:
=SUMIFS(D15:D23,B15:B23,"john",C15:C23,"north") = $7,631

i.e. Total sales for John in the North region

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/10/SumIfs-Intro.xlsx

The SUMIFS function allows you to Sum multiple criteria.

For example, you can select one Sales Rep from a list of Sales Reps and
select one Region from a list of Regions and return the Sum of those
arguments from a Sales list. See how easy it is...

We want to get the sum of the sales amounts for John in the North
Region.

STEP 1: We need to enter the SUMIFS function in a blank cell:

=SUMIFS(
b | ; [ n P ¢
S
: il Vihgts the SUM of the SALES for
it John 10 the NORTH reaion?
1
I3
1 SalesRep  Reglon  Sales  Ont
1 ann hert 2000 ] Ancuer:
1 gl Sl Side 2 =SUMILE|
17 Ringa ot 52568 3
1 an Gt 388 A
14 Il Mzt 4 hid) 1
] Paul South - S4035 2
h fingo horth  S2G68 )
i i houln o aldl A
4 om hortn 52560 1

STEP 2: The SUMIFS arguments:



range

What is your range that contains the data to add together?

Highlight the column that contains the Sales data

=SUMIFS(D15:D23,

. i § ] L £ J
| SalesRep Regon  Sdles O
1::I! il irh . 2500 | 1 Arswel:
[ Paul orh | S34%6 | 2 =SUMIFSDI5.0E3, |
1 |:i”f::“ i .h 'i;"f.nf:H i SN s i, oriterka rangel, ontzes, oo g, L
| John Sowth | 5084 | 4
5| John North | S2u08 | )
wf o Pal Smgh | §0095 | 2
34| Ringo lorh | $2368 | 3
gl Joh South | 5148 | 4
7 i nhn North | 525682 | 1
|

criteria_rangel

For the first criteria, which range contains the data?

Let us target the Sales Rep first, so select that column

=SUMIFS(D15:D23, B15:B23,



i

u SalesRep  Region

2

Jomn
'l
Ringn
Jahn
iy
'l
Rirgn
Jahn
Jomn

"

criterial
What is your filtering criteria?

¢

Norih
Linh
Mot
South
North
St
N
South

| Noth

)

Sales

| ¢ | J
Qrt

52,500
04,15k
61 56A
§9,3534
51408
G175
61 5AA
§1,438
. 52,40l

1 MEWEr:
SUMIS[ThE, BTaR A,

SOMIFSE e v il a A oo, e kia_anee? 0w

We want to filter for John, so type in "John"

" SalesRep  Region  Sales Ot

b

1
1b|
1.'
&

1

John
Faul
Riry
Julim
Jahn
Fal
Hingn
nfi
sl

=SUMIFS(D15:D23, B15:B23, "John",

L

NG
SULILT
i 01
Guuith
Nar
gtk
N
N

NGO

500
G4
52,508
0854
$1540
41175
41 4
41,058

2, alid

] H i [ K

l Angvieh
SUMIESID el DL, o
i SRS e vz e o, il vemaged, anbevsi] fona g

1

— = e 2



criteria_range2
For the second criteria, which range contains the data?

Let us now target the Region, so select that column

=SUMIFS(D15:D23, B15:B23, "John", C15:C23,
i 1 FoqT a | | £

¢ SalesRep  Region Sales  Ont

T Juri Moty | 52,000 | 1 ArEwr

1|.~| “u Svuth -SUMISDL 0L, DL, ot L1l

{7 [i ™ MNart :;;lrl,h;.; IKIEILenge inbang arce’ Cooam, [Crare rangt, crittdl, arbene e, imaral,
1r: I Lnath | SUMLE | 4

14 I Mot | S48 | 1

i ol St | S0 | 7

el Hilnges Morth | 53468 | 4

5l oty | S14%% | 4

Ao dn | Mortho | SRSRE |

criteria2

What is your filtering criteria?

We want to filter for the North Region, so type in "North"

=SUMIFS(D15:D23, B15:B23, "John", C15:C23, "North")



] S T [ A - d G

i SalesRep  Region  Sales Ot

5 lohn North | 52500 | L Angiyer

Ir'!.‘ 2l hlling SUMIESIDT 5023, RN, Mohn", C15:027, "North')
7 fingn North | 3768 | ]

1 I it | a9 | A

1 I North | S | ]

o 2l aonth | ¥ | 7

" L Notlh | 5208 | ]

w lot sonth | 51458 | 4

A ot Notlh | S2ah0 |

.

Just like that, Excel has selectively found the values and summed them
together!



4 | & | b |t |f G I
u SalesRep  Region  Sales Ot

5 ‘ John North 52,500 \ 1 Ansuer:
1f_ Paul South 53450 2 51 031
7l Ringo North  §2568 3

% Iohn swouth - 9984 4

] Nurth  §2569 | 1

o Paul South ~ $4,125 | 2

u  Rgp | Noth 2568 3

2 John South 51458 4

a[ o Neth 52502 | 1




SUMPRODUCT

What does it do?

It returns the sum of the products of corresponding ranges or arrays

Formula breakdown:

=SUMPRODUCT(array1, [array2], [array3]...)

What it means:

=SUMPRODUCT(this array, with that array...)

Example:
=SUMPRODUCT(C14:C17,D14:D17)/SUM(C14:C17) = $455

i.e. The average selling price

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/09/Sumproduct_Easy.xlsx

A quick way to calculate the weighted average of two lists of data is to use
the SUMPRODUCT formula. A weighted average can be used to
determine the average salary of employees, the average grade of an exam or
the average selling price of a company’s stock list, as can been seen below.

We want to get the average selling price of our total stock items. This is
easily achievable with the SUMPRODUCT formula! We will use this to
calculate the total value of the items, then divide this by the total number
of units to get the average selling price.

STEP 1: We need to enter the SUMPRODUCT function in a blank cell:

=SUMPRODUCT(
A I s k L | L
2 Bl Lt oI M L &
§ Wit 15 the AVERAGE SELLING PRICE
3
i of our total STOCK MEMS
1
n| Stock [tems  unitsSold Sale Price
M clewizion A SN0 dwernge selling Price
13 Aplug 10, /1 SUMFRIDUCE
il Tahlat rann '::IHEl-I AERCAL SThanad “anagi | [anad] .
| Keyhoard T A £

STEP 2: The SUMPRODUCT arguments:

arrayl

What is the first array that contains the data?

We want to get the Units Sold so select those values.

=SUMPRODUCT(C14:C17,



; ( I FooF ; -

1 !

1 Stock ltems UnitsSold Sale Price

W Telavision 24,500 | 5330 Average Selling Price

1:‘ _aptap 16,700 | 5650 =5 MPRODUCTICIACLT,

i Tabler 2500 | 8830 AMERTILS Ty bl e, oy, o
1 Reyboard 5200 | 5150

array2

What is the second array that contains the data?

We want to get the Sale Price, so select those values. The values will be
multiplied against the first array that we got.

=SUMPRODUCT(C14:C17, D14:D17)
f r [ I fi Il

|3 Ak

1+ Stock ltems  Units Sold  Sale Price

14 TelEyison I 24 500 | 6350 I Averape Selling Mrice

'-:‘ Lupop 16,700 | 5A5C =5sUMPRODUCTICL4C1T D14:D1T)
TR 500 | S '
7 Keyboard | S0 | G140

STEP 3: Now we have the total value, we can easily get the average value
by dividing it by the total number of items.

=SUMPRODUCT(C14:C17, D14:D17) / SUM(C14:C17)



17 ol
11| Stockltems  UnitsSold Sale Price
4 Television ME00 | 8350 Ayerape Seling Price

i3l Laptop 16,700 =SUMPRODUCTIC14:.C17, D14:D17) f SUMIC14:C17)
o Tablkl 2500 | 5850
Keyland A0 | SN0

—
.

18

With just this single formula, we are able to get the average selling price
without the need of extra helper columns!

| u [ j I
1;_3.; artay]

1| Stock ltems  UnitsSeld Sale Price

i, Telrvision 4500 S350 Average Selling rire
5 Laptop 16,700 S50 §/53

o Tablt 2500 850 |
17 Keyhoard LS00 S140) I




STATISTICAL FUNCTIONS
AVERAGE

What does it do?

Gives you the average of a group of values

Formula breakdown:

=AVERAGE(number1, number2...)

What it means:

=AVERAGE(the numbers you want to average)

Example:

=AVERAGE(1,2,3,4) =2.5

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/08/AVERAGE-FORMULA.xlsx

There are times when you have to get the average of your values in your
Excel worksheet and you would normally have to SUM all of the values
then divide it by the number of values.

That's the long process!
Thankfully there is a quicker way with Excel's AVERAGE formula!

In our example below, we have a table of values that we need to get the
average from:

DAY OF THE WEEK

Monday $829.41
Tuesday $894.00

Wednesday $332.11
Thursday §1,023.32

I explain how you can do this below:

STEP 1: We need to enter the AVERAGE function in a blank cell:

=AVERAGE(

—~AVERAGE(

STEP 2: The AVERAGE arguments:

text



What numbers do we want to get the average of?

Select the range of values:

=AVERAGE(D9:D12)

8
2 [Wonday 582941 - AVIRAGE(D:012)
0 Tuesday 5894.00
11 Wadnesday 433211
i Thursday 151,023.32

You have now calculated the average of the Sales numbers!

| ;

D

E F

DAY QF THE WEEK SALES
¢ Menday 82941 709,71
1| Tunsday 529400
11| Wednesiay 333211
12 Thursday 5102332




LARGE

What does it do?

Get the nth largest value from a range of values

Formula breakdown:

=LARGE(array, k)

What it means:

=LARGE(range of values, position of the largest value)

Example:
=LARGE(C9:C12, 3) =60
i.e. 60 is the 3" largest value in the range {60;55;100;89}

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/LARGE-FORMULA.xlsx

You have a list of values and you want to get the third (or nth) largest value,
no problem! Excel's LARGE Formula can easily get that for you!

STEP 1: We need to enter the LARGE function in a blank cell:

=LARGE(
D :
5 60 =L ARGE( |
10|35
11,100 LARGE(array, k)
12 |89

STEP 2: The LARGE arguments:

array
What is the range of values?

Select the cells containing your values:

=LARGE(C9:C12,



960 = ARGE(C9:C12,
1093

11100 LARGE(array, k)
12 89

12 .

k

What is the nth largest value that you want to get?

We want to get the third largest value so we will place in 3.

=LARGE(C9:C12, 3)

D :
g 160 =LARGE(C9:C12, 3)
10|95
11100
1289

You now have your third largest value!



d C

3RD LARGEST

. VALUES

] [
1035

11100
12 &9

13

VALUE




MAX

What does it do?

Get the largest value from a range of values

Formula breakdown:

=MAX(numberl, [number2], ...)

What it means:

=MAX(a number or range of values, [additional numbers], ...)

Example:
=MAX(60,55,100,89) = 100
i.e. 100 is the largest number in the range {60;55;100;89}

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/MAX-FORMULA.xlsx

If you want to get the largest value out of a list of values, just one use of
Excel's MAX Formula gives you the answer instantly!

STEP 1: We need to enter the MAX function in a blank cell:

=MAX(
D - E - F
=MAX|
0|00
111100 MEAX (number!, [rumbzrd], ..
11 84

STEP 2: The MAX arguments:

numberl, [number2], ...
Where is the list of values?

Select the cells containing the values that you want to get the maximum
value from.

=MAX(C9:C12)



10

i)

11

100

12

89

13

=MAX(C9:C12)

You now have the maximum value of 100 from the list!




MEDIAN

What does it do?

Gets the middle number in a set of numbers

Formula breakdown:

=MEDIAN(numberl1, [number2], ...)

What it means:

=MEDIAN(first number, [succeeding numbers in the set], ...)

Example:
=MEDIAN(60,55,100,89) = 74.50
i.e. 74.50 is the middle number (60+89)/2 in the range {60;55;100,89}

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/MEDIAN-FORMULA.xlsx

You have a list of values and you want to get the median or middle of those
values. Excel's MEDIAN Formula can easily get that for you!

An important think to note though, if it's an odd number of values, it will
simply get the middle value. But if it's an even number of values, it will get
the 2 middle values, then get their average!

STEP 1: We need to enter the MEDIAN function in a blank cell:

=MEDIAN(
D . E F
2 [60 -MEDIAN(
13|95
11 1100 MEDIAN (number, [numaerZ, . ]
17 &9

STEP 2: The MEDIAN arguments:

numberl, [number2], ...
What is the range of values?

Select the cells containing your values:

=MEDIAN(C9:C12)



11100
12 89

13

=MEDIAN(CS:C12)|

You now have your median! It is calculated as the average of the 2 middle
values since we have an even number of values: (60 + 89) / 2 = 74.50

4 L ]
m

E

9 |60
1033
11100

12'39

74.50




MIN

What does it do?

Get the smallest value from a range of values

Formula breakdown:

=MIN(numberl1, [number2], ...)

What it means:

=MIN(a number or range of values, [additional numbers], ...)

Example:
=MIN(60,55,100,89) = 55
i.e. 55 is the smallest number in the range {60;55;100;89}

EXxercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/MIN-FORMULA.xlsx

If you want to get the smallest value out of a list of values, just one use of
Excel's MIN Formula gives you the answer instantly!

STEP 1: We need to enter the MIN function in a blank cell:

=MIN(
C D E ' F

2160 :Mmd

10/35

11100 MIN number1, [numbzr?] ...
12/89

STEP 2: The MIN arguments:

numberl, [number2], ...
Where is the list of values?

Select the cells containing the values that you want to get the minimum value
from.

=MIN(C9:C12)



8
5 60 =MIN(C9:C12)

1095

111100
12 |89

You now have the minimum value of 55 from the list!

D ' E




SMALL

What does it do?

Get the nth smallest value from a range of values

Formula breakdown:

=SMALL(array, k)

What it means:

=SMALL(range of values, position of the smallest value)

Example:
=SMALL(CS:C12, 3) = 89
i.e. 89 is the 3" smallest value in the range {60;55;100;89}

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/SMALL-FORMULA.xlsx

You have a list of values and you want to get the third (or nth) smallest
value, no problem! Excel's SMALL Formula can easily get that for you!

STEP 1: We need to enter the SMALL function in a blank cell:

=SMALL(
D E
¢ |60 =SMALL(
1039
11100 SMALL(array, k)
12|89

STEP 2: The SMALL arguments:

array
What is the range of values?

Select the cells containing your values:

=SMALL(C9:C12,



g |60

1035

111100
12189

=SMALL(C9:C12,

SMALL(array, k|

What is the nth smallest value that you want to get?

We want to get the third smallest value so we will place in 3.

=SMALL(C9:C12, 3)

) F . F
¢ |60 =SMALL(C9:C12, 3)
1755
111100
12 89 .

You now have your third smallest value!




3RD SMALLEST
VALUE




TEXT FUNCTIONS

CLEAN

What does it do?

Removes all nonprintable characters from text

Formula breakdown:

=CLEAN(text)

What it means:

=CLEAN(this dirty text cell)

Example:

=CLEAN(23[]) =234

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/07/Clean.xlsx

There are times when imported text from other applications contain
characters that are unprintable. The CLEAN formula in Excel can clean up
the unprintable characters easily.

STEP 1: We need to enter the Clean function

=CLEAN

STEP 2: The Clean argument:
Which text do we want to clean the dirty characters from?

This is our data source:

IMPORTED VALUE CLEANED VALUE

754686985
2546851887
954686088

254652989
25466990

Reference the cell which has the dirty data:
=CLEAN(C9)



IMPORTED VALUE

254686983 |
25468387

234686988

25463989

(254606990

STEP 3: Do the same for the rest of the cells by using the CLEAN formula,
notice all of the unprintable characters (Wingdings) have been cleaned:

IMPORTED VALUE CLEANED VALUE
254686985 254686986
2546851087 254686987
234686988 254686988
12546758989 254686989
2546©6990 254686990




CONCATENATE

What does it do?

Joins two or more text strings into one string. The item can be a text value,
number, or cell reference.

Formula breakdown:

=CONCATENATE(text1, [text?], [text3], ...)

What it means:

=CONCATENATE(the first text, the second text, and so on...)

Example:

=CONCATENATE("Hello", " ", "World") = “Hello World”

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/03/Concatenate.xlsx

Excel's CONCATENATE functions joins two or more text strings into one
string. The item can be a text value, number, or cell reference.

If you add a double quotation with a space in between " " then this will add a
space between the texts selected on either side.

You can also add a line break in between each text string. This is done by
entering the CHAR(10) function in between each text string/argument. You
will then need to select WRAP TEXT in order to see each text on a separate
line.

See how easy this is to implement this by using employee data on the
example below.

STEP 1: We need to enter the CONCATENATE function in a blank cell:

=CONCATENATE(
i ) L C [

CALLS PlIOMNC

EMAIL DEPLRTMENT CONCATEMATE
REFRESEMTATIVE EXTENSION

10 Hamen Sempn plball MARKCT NG e =LA =NA
14 fan Winight witenal.com SalFs iy
1] Juln Wichalouds el | KL Fhall
1'-'.] LT TR T T P g mjigleeailann IR, TARE

1!li

11
STEP 2: The CONCATENATE arguments:

textl, [text?], [text3], ...
Which text do you want to join together?

Let us select all the columns:

=CONCATENATE(A12, B12, C12,D12)



i L ] i I r
SALES

PHOR
EMAIL  DEPARTMENT CONCATENATE
EXTENSION

M REPRESENTATIVE

12| Homertimpien [ be el enn [ MARREONG | gl | -CONCATNATTYLA 0
B Wbl wBeelew WO 566

1;'--I Julin Michaloudis [fmrsil TIHANED s

15- eitfrasd Jachaon il SRR 55

15

i1

1

Now let's add the function CHAR(10) to add a line break between each text

=CONCATENATE(A12, CHAR(10), B12, CHAR(10), C12, CHAR(10), D12)

d S il i ! |
SALES PHOKE 5

N omsamine EMAIL  DERARTMENT EXTENSIGN CONCATENATE

wl Bomer st 1 heeml et l MAREETIHG [ =MW 07, BT 1 TR, 1 i 1)

(4 finn Wil el EATT iCRE

I.E [xsln W e s priig Az RN | !

i Micws Jackeon rfgmmallaan 3l Y

If

il

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



SALES PHONE

CEPRESENTATIVE EMAIL | DEFARTMENT ECENSION CONCATENATE

gzl com VIRRKE NG R

Horer Simpson

lnrner simpasnhiiemail.comSRE | INGA30

i 0 Wil isgalbn il G Lo 2565 W
1: Inhn Bz alendre [mnzrigll.com AN E s
1 Miliagl Jackein g il ez S IIPRING ¥

14

i

14

11

STEP 3: Go to Home > Alignment > Wrap Text to show the text in multiple
lines and you now have all of results!



o X

Ml

I

5

I = - = { '
— Ak =E=EE Buegatewr| fo4 0 |50
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EXACT

What does it do?

Compares two texts, in a case-sensitive manner, to see if they are the same

Formula breakdown:

=EXACT(text1, texi2)

What it means:

=EXACT(first text to be compared, second text to be compared)

Example:

=EXACT("EXCEL","ExCEL") =FALSE

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/EXACT-FORMULA.xlsx

We can easily compare two texts if they are equal or not with the EXACT
formula.

But I can hear you say now, hold on, I can easily do that with the equal
(sign) operator! The difference is, equal compares text and does not consider
case sensitivity. However the EXACT formula compares text in a case-
sensitive manner.

I explain how you can do this below:

STEP 1: We need to enter the EXACT function in a blank cell:

=EXACT(
i
TEXT #2
¢ | Excel Excel =EXALCT]
10 |EXCEL FxCEL
1 exce excel AL ftext, tet)
12| Excal axcal

STEP 2: The EXACT arguments:

textl
What is the first text to be compared?

Select the cell containing leftmost text that you want to compare:

=EXACT(C9,



Ca
Lo
—

il

fi

o [Fxcal el exctco] |
n |IXCLL [xCLL

1t excel excel BTGl

12 [xcel excel
ex2

What is the second text to be compared?

Select the cell containing rightmost text that you want to compare:

=EXACT(C9, D9)

: .

¢ Exee [Exce |=ExACT(C9,09] |
10 [EXCEL ExCEL
1 excel excel
1 Excel excel

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

You can see that the Excel values that have different capital letters have a
FALSE result! (e.g. EXCEL vs. ExCEL)



C 0 P
ARE THEY THE
SAME?




FIND

What does it do?

Gets the position of a specific text within another text

Formula breakdown:

=FIND(find_text, within_text, [start_num])

What it means:

=FIND(text to be searched, the source text, [starting position of the source
text])

Example:

=FIND("x","Excel",1) =2

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/FIND-FORMULA.xlsx

If you want to check where a specific text is located in the source text, it is
very easy to search for the position using the FIND Formula!

You need to take note that the FIND Formula is case-sensitive when
searching for your text! And it always matches the first occurrence. We will
see in our examples below!

I explain how you can do this below:

STEP 1: We need to enter the FIND function in a blank cell:

=FIND(

L | J | L [ F|
: ‘SOURGE TEXT SEARCH TEXT
q Nire ‘ -HNLY
-y bxcel vath excel 2014 excel
-1 How ara wu? ] M4 Fimnd_text wibain_z=t [ad_num])
2 Canyou find this? excel

STEP 2: The FIND arguments:

find_text
What is the text to be searched for?

Select the cell containing the text to be searched for. In our first example, we
want to search for 'x" in the word 'Excel':

=FIND(D9,



SOURCE TEXT
9 |bxcel I |=FIND(DD,
0| Excel with excel 2019 excel
2|Lan you find this? excel

within_text
What is your source text?

Select the cell source text. So let's select 'Excel' as our source text:

=FIND(D9, C9,
i c | ) | i B
: SOURCE TEXT SEARCH TEXT
I |
H-EEmzl:rl Iy I=TINR{5,5,
o Trel with excel 2019 exrel
1 Huw are yout i N Difind tex, ithin tee, sart rum]
o Canyou lmnd Lhis? el
start_num

Where do you want to start searching in your source text?

You can leave this blank, it will default to 1 which means it will start looking
from the first character of your source text. In our case, let us put in 1 to
start searching from there:

=FIND(D9, C9, 1)



SOURCE TEXT
i i i
7| Excel Ix [=FIND(D,C0,1)
10| Excel wilh excel 2019 excel
11 How arc you? 0
12| Can you find this? excel

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

SOURCE TEXT SEARCH TEXT POSITION
o |Excel X J
17 Excel with excel 2019 excel
1 How arc yau? 0
12 Can you find this? exeel

1t

You can see that the matching is case sensitive! And if it's unable to find
your text, it will return #VALUE.



SOURCE TEXT

Fxrel

SEARCH TEXT

-0 | Excel with excel 2019 excel
“1|How are you? 0
-2|Can you find this? excel

POSITION




LEFT

What does it do?

It returns the first character or characters in a text string, based on the
number of characters you specify.

Formula breakdown:

=LEFT(text, [num_chars])

What it means:

=LEFT(look in this cell, extract X characters)

Example:

=LEFT("19281013-2",8) =19281013

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/08/Left-1.xlsx

There are times when you will need to extract the first few characters of text
within a cell, e.g. From a serial number, part number, name, phone number
etc.

The LEFT formula in Excel can help you parse and extract the needed text
easily.

In our example below, we have a Part # which has 10 characters and we

mn

want to extract all the characters before the hyphen "-".

STEP 1: We need to enter the LEFT function next to the cell that we want
to extract the data from:

=LEFT(

STEP 2: The LEFT arguments:

text
Which text do we want to extract the first X characters from?

Reference the cell that contains the text or value:

=LEFT(C9



C D

; PART # NEW PART #

 |19281013-2 |=LEFT(C9
e e T ” f
1o 20767748-5 e, [num_chas)

1 46612687-k
., 10017191-0
5 347938009
1 46677751k

[num_chars]
How many characters do we want to extract from cell C9?

Enter a positive number only:

=LEFT(CY, 8)



E D

PART # NEW PART #

s 192810132 -LEFT(C2,8)
1 20767748-5 ' '
1 146612687-k
,10017191-0
5 34793800-9
1 46677751k

STEP 3: Do the same for the rest of the cells by dragging the LEFT formula
all the way down using the left mouse button.

Notice all of the first 8 characters in each text are now extracted:



NEW PART #

1928101342 19281013
2{}?5??445 20767748
46612687k 46612687
1001719140 10017191
34793800-9 34793800
46677751k 46677751




LEN

What does it do?

Gives you the number of characters in a text string

Formula breakdown:

=LEN(text)

What it means:

=LEN(text that you want to get the number of characters from)

Example:

=LEN("John Michaloudis") =16

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/02/LEN-FORMULA.xlsx

There are times when you need to get the number of characters within a cell
in Excel. Thankfully this is very easy to do with Excel's LEN (Length)
formula!

You can use the LEN function in Excel to count all characters in a cell,
including letters, numbers, special characters, and all spaces.

The LEN function can be used as a data cleansing technique to find leading
or trailing spaces or can be nested with other TEXT functions.

I explain how you can do this below:

STEP 1: We need to enter the LEN function next to the cell that we want
to get the number of characters from:

=LEN(
C D
TEXT
2 |Talon Ferguson =LEN(
10 | Doris Velez
11 |John Michaloudis LEN(text)
12 Cain Sawyer

STEP 2: The LEN arguments:

text
Which text do we want to get the number of characters from?

Reference the cell that contains the text string:

=LEN(C9)


https://www.myexcelonline.com/count-text-occurrences-excels-substitute-formula/

¢
9

Talon Ferguson :=LEN(E9)‘

10

Doris Velez

1

John Michaloudis

12

Cain Sawyer

STEP 3: Do the same for the rest of the cells by dragging the LEN formula
all the way down using the left mouse button.

Note that you are able to get the number of characters for each name. My
name has 16 characters (including the space)!

C )

g NUMBER OF CHARACTERS

5 |Talon Ferguson 14

10| Doris Velez 1

11 |John Michaloudis 16

12| Cain Sawyer 1 1
8 d




LOWER

What does it do?

Converts all characters in the text string into lowercase

Formula breakdown:

=LOWER(text)

What it means:

=LOWER(text to be converted to lower case)

Example:

=LOWER("EXCEL ROCKS!") ="excel rocks!"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/LOWER-FORMULA.xlsx

We can easily change text into a lower case using the LOWER formula in
Excel. It does not convert symbols and numbers though, which we will see
in the examples.

If you want to get rid of uneven capitalization throughout the text, then this
formula is perfect for you!

STEP 1: We need to enter the LOWER function in a blank cell:

=LOWER(
D
11341
s |Excel Rocks! =LDWERd |
10 | EXCEL ROCKS!
11 excel rocks! LOWER text)
12 |Excel ROCKS 123

STEP 2: The LOWER arguments:

text
What is the text to be converted to lower case?

Select the cell containing the text that you want to convert:

=LOWER(C9)



5 |Excel Racks! I=LOWER(C9)
10 |[EXCEL ROCKS!

11 excel rocks!
12 |Excel ROCKS 123

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

.-9 Excel Rocks! excel rocks!
10 |EXCEL ROCKS!

11 excel rocks!
12 |Excel ROCKS 123

13

You can see that the values are all now in lower case!



Excel Rocks! excel rocks!
10| EXCEL ROCKS!
11 |excel rocks!

Excel ROCKS 123




MID

What does it do?

Extracts a specific number of characters from the middle of a text

Formula breakdown:

=MID(text, start_num, num_chars)

What it means:

=MID(source text, starting position to extract text, number of characters to
extract)

Example:

=MID("How are you?", 5, 3) ="are"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/MID-FORMULA.xlsx

Ever wanted to get something in the middle of your text? And you're doing it
by hand? It is very easy to do this in Excel with the MID Formula!

It allows you to extract any number of characters from the middle of your

text!

STEP 1: We need to enter the MID function in a blank cell:

=MID(

SOURCE TEXT

START PQEITION

NUMBER QF
CHARACTERS

o {lgw are you! 1 J Mﬂ%
w Howareyour  |b 3
11 Howare youl! i} 3

WAIMitteoct <tart_=oim moom_-har)

STEP 2: The MID arguments:

text

What is the source text?

Select the cell containing the source text that you want to extract from:

=MID(CS,
r & | W

NUMBER OF

SOURCE TEXT START FOSITION CHARACTERS

"-I Hinw i yon? |1 1 =MID|CE
1o How arn you? 15 1
i1 /o are you? ‘EI ] WILiled, hldIL_IIIIJIIIIfIrILI" tha)
17

start_num



What position will we start extracting the text from?

Select the cell containing our starting position. This is where the MID
formula will start extracting the text from:

=MID(C9, D9,
L ; n | el 6 |
SOURCE TEXT START PRSITION i
3 CHARACTERS
f;_ How are you! Ifl 13 =MIN(C7, N7,
{0 Hows are yo? y 3
11 oy are yrr:u? ¢ 3 I",'Il.l'E'.'_'r.I :-tarl::num: num chars,
num_chars

How many characters do we want to extract?

Select the cell containing the number of characters. In our case, we want to
extract 3 characters:

=MID(C9, D9, E9)

NUMBER OF

SOURCE TEXT START POSITION e i

:

q[Hnw arn yoil? I1 13 I=MID(LY, LY, LY
o loviareyo? & i

1 How are your i 3

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



NUMBER OF

SOURCE TEXT START POSITION G EXTRACTED TEXT
o [Howare you? 1 3 How
10| HOW are you? 5 3
i1 low are you: g J

You now have your extracted text! In our scenario, we tried to extract the
different words in the phrase "How are you?"

SOURCE TEXT START PQSITION s EXTRACTED TEXT

CHARALCTERS

How are you? 1
10| How are you? i 3
1 {How are you? : 3




PROPER

What does it do?

Capitalizes the first letter in a text string and any other letters in the text that
follow a space. Converts all other letters to lowercase letters.

Formula breakdown:

=PROPER(iext)

What it means:

=PROPER(this text cell)

Example:

=PROPER("STUART POWELL") ="Stuart Powell"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/08/Proper.xlsx

There are times when you will need to only CAPITALIZE the first letter in
each word. The most common scenario would be when you receive data
with employee names, countries or cities that are all in lower or uppercase.

The PROPER formula in Excel can help you format the text very very
easily...goodbye manual adjustments!

In our example below, we have a list of names in capital letters. However
we want to show the capital letters only on the first letter of each word.

STEP 1: We need to enter the PROPER function next to the cell that we
want to clean the data from:

=PROPER

STEP 2: The PROPER arguments:

text
Which text do we want to change?

Reference the cell that contains the text string:

=PROPER(C10)

10| STUART POWELL :=PRDPER(E1[1)‘
11 |GARY O'MALEY

12 |COLLEEN VALENTINE

13 QUINLAN MERRILL

14 | JEREMY RUIZ

15 YOSHIO PAUL




STEP 3: Do the same for the rest of the cells by dragging the
PROPER formula all the way down using the left mouse button.

Note that all of the names are now properly formatted:

C D
FULL NAME PROPER NAME
10| STUART POWELL Stuart Powell
11 GARY O'MALEY Gary O'Maley
12 |COLLEEN VALENTINE Colleen Valentine
13 QUINLAN MERRILL Quinlan Merrill
14 JEREMY RUIZ Jeremy Ruiz
15 YOSHIO PAUL Yoshio Paul




REPLACE

What does it do?

Replaces part of a text string (based on the number of characters you
specify) with a different text string

Formula breakdown:

=REPLACE(old_text, start_num, num_chars, new_text)

What it means:

=REPLACE(this cell, starting from this number, all the way to this number,
with this new text)

Example:
=REPLACE("+1-817-0000000", 1, FIND("-","+1-817-0000000"), "")
="817-0000000"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/01/REPLACE-FORMULA-Clear-before-hyphen.xlsx

Once I was given a list of phone numbers in their international format. But
for my needs, I did not want to include the country code and I just wanted
the phone number.

I was looking for a quick way to remove the country code.

I discovered a cool way to do this using the REPLACE formula! Goodbye
to manual adjustments!

STEP 1: We need to enter the Replace function next to the cell that we
want to clean the data from:

=REPLACE

¥ [ [
PHONE NUMBER

1| 11 817 2000030 <l FIAC

11 <1-817-1111111

1;_!_1-31}-2222222 Reploces part o 2 b stnng wath o drforont bxd snng
RRERT VR TARR

1|11 817 4444444

15| =1-817-3303333

STEP 2: The Replace arguments:

old_text
Which text do we want to change?

Reference the cell that contains the text string:

=REPLACE(C10,



C , D ! E

: PHONE NUMBER
|

12[+1-817-0000000 |=REPLACE(C10,

e

(11 817 1111111
12 +1-817-2212272 REPLACE(od test, start num, num chars, new ted]

13 1 41-81/-3333333
14 +1-817-4444444
5 +1-817-5555555

start_num
Which character do we want to start the replacement from?

We want to remove the country code, so it starts from the first character.

=REPLACE(C10, 1,



PHONE NUMEER

10[~1-817-0000000 |=REPLACE(C10, 1]

1 -1-817-1111111
1 =1-817-2277277 REFLACE old tedt stert num, num_chars, new tex)

13|+1-817-3333333

14|-1-817-4444444
15 | <1-817-5555555

num_chars
How many characters do we want to replace?

We want to remove all characters up to and including the first hyphen.
We will use the FIND formula.
FIND("-", C10) will get the location of the first hyphen i.e. The 3" place

=REPLACE(C10, 1, FIND("-", C10),



( n

PHONE NUMBER
9
1

it {+1-81/-0000000 [=REPLACE(CLC, 1, FIND("-",C10,
7 18171111111 |
12 141-817-2222022 REPLACE(old ter, start_num, num_chars, new_fex)
12 +1-817-3333333
14 +1-817-4444444
= | +1-817-5555555

new_text
What text will serve as the replacement?

Since we want to remove this, you guessed it! We want the value to be an
empty string which is depicted by the double quotations.
=REPLACE(C10, 1, FIND("-", C10), " ")

C C C

PHONE NUMBER
3

1"}, +1-217-00C0000 =HE|‘ILACE(E1&J 1] HHDI:" IIJE]DL ||||)‘
i (+1-817-1111111

| +1-817-2222222
13 +1-817-3333333

1 +1-817-4444444

i +1-817-5555555




STEP 3: Do the same for the rest of the cells by dragging the
REPLACE formula all the way down using the left mouse button.

Note that all of the phone numbers are now clean:

PHONE NUMBER NEW PHONE NUMBER

+1-817-0000000
11(+1-817-1111111

12|+1-81/-2222222
13(+1-81/-3333333
14|+1-817-4444444
+1-817-5555555




RIGHT

What does it do?

It returns the last character or characters in a text string, based on the
number of characters you specify.

Formula breakdown:

=RIGHT(text, [num_chars])

What it means:

=RIGHT(look in this cell, extract X characters)

Example:

=RIGHT("6018 Libero St. 38390", 5) ="38390"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2016/08/Right.xlsx

There are times when you will need to extract the last few characters of text
within a cell, e.g. From a serial number, part number, name, address etc.

The RIGHT formula in Excel can help you parse and extract the needed text
easily.

In our example below, we have an address which has a zip code at the end
(the zip code is fixed at 5 characters long) and we want to extract all of the
zip codes in our address list.

STEP 1: We need to enter the RIGHT function next to the cell that we
want to extract the data from:

=RIGHT

STEP 2: The Right arguments:

text
Which text do we want to extract the last X characters from?

Reference the cell that contains the text or value:

=RIGHT(C9

C D

2 16018 Libero St. 38390
10 |464-8780 Mi. Ave 31437
11 i935 Sem Rd. 85006 RIGHT{text, [num_chars]]
121361 Erat Rd, 34609

13 /470 Donec Avenue 80089
14 53?8-32 Sup 5t. 89028

!:RIGHT(E'EJ




[num_chars]
How many characters from the right do we want to extract from cell

c9?
Enter a positive number only:

=RIGHT(CY, 5)

C D

ADDRESS

2 |6018 Libero St. 38390 [=RIGHT(CY, 5)‘
10 464-8780 Mi. Ave 31437
111935 Sem Rd. 85006
121361 Erat Rd, 34609
13470 Donec Avenue 80089
14378-32 5up 5t. 89028

STEP 3: Do the same for the rest of the cells by dragging the
RIGHT formula all the way down using the left mouse button.

Notice all of the last 5 characters in each text are now extracted:



C D

; ADDRESS ZIP CODE

9 6018 Libero St. 38390 38390
10 464-8780 Mi. Ave 31437 31437
111935 Sem Rd. 85006 85006
121361 Erat Rd, 34609 34609
13470 Donec Avenue 80089  |80089
141 378-32 Sup St. 89028 89028




SEARCH

What does it do?

Gets the position of a specific text within another text and allows wildcards
* 7

Formula breakdown:

=SEARCH(find_text, within_text, [start_num])

What it means:

=SEARCH(text to be searched, the source text, [starting position of the
source text])

Example:

=SEARCH("excel", "Excel with excel 2019", 1) =1

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/SEARCH-FORMULA.xlsx

If you want to check where a specific text is located in the source text, it is
very easy to search for the position using the SEARCH Formula!

You might be wondering on what makes it different from the FIND Formula.
The SEARCH formula is case-insensitive when searching for text, and it
also allows for the use of wildcard characters like * and ?

It is very cool when wildcard characters are used. The ? character
represents any single character, while * represents any number of characters.

I explain how you can do this below:

STEP 1: We need to enter the SEARCH function in a blank cell:

=SEARCH(
C | D : | F |
SOURCETENT SEARCH TEXT
o |Cucel y SEARCH(
-7 Excel with excel 2019 exLel
1 iHuw ale yul Hew SEARCHfind toxt wihin <o, ‘st nuee”
-:'ilf‘.nn*,-'nu find this? f*

STEP 2: The SEARCH arguments:

find_text
What is the text to be searched for?

There are a couple of flexible settings you can do in find_text:

e ? matches any single character while * matches any number of
characters.

e For example, if we place in H?w, then we want to search for any 3-
character text that starts with H and ends with w


https://www.myexcelonline.com/blog/find-formula-in-excel

e If we change it to H*w, then we want to search for any text that starts
with H and ends with w

e If ever you want to match the question mark (?) or asterisk character (*)

literally, you will have to add a tilde character (~) before the
character. For example, ~? and ~*

Select the cell containing the text to be searched for. In our first example, we
want to search for 'x' in the word 'Excel':

=SEARCH(D9,

3OURCE TEXT

8

s [Exe x [seareey, |

 Excel with excel 2014 excel

: How are you? Hw 3£ LA n fet, within_ et 2 rum]
1z Lan you find thist *

within_text
What is your source text?

Select the cell source text. So let's select 'Excel' as our source text:

=SEARCH(D9Y, C9,
: L
SOURCE TEXT
3 |bxcel i -SEARCHI(DY, 8,
1 Coueel with excel 2019 2yl
-1 How are you? Wi SIAL e fet witie o art ]
2|Lan you find this? f*

-2l



start_num
Where do you want to start searching in your source text?

You can leave this blank, it will default to 1 which means it will start looking
from the first character of your source text. In our case, let us put in 1 to
start searching from there:

=SEARCH(D9, C9, 1)

10| Excel with excel 2019 excel
11 How are you? Hw
1 Caryou Tind Luse [*

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

i C i | C
SOURCE TEXT SEARCH TEXT POSITION
 [Faeel X )
10| Excel with excel 2010 axcel
1t | How are you? 1w
12/ Can you find this/ t*

You can see that the matching is case insensitive! And you can see our
wildcard characters matching in action!



3 |Fxcel

SOURCE TEXT

SEARCH TEXT

m' Fxrel with excel 2018 exreal
11|How are you? How
12 |Can you find this? B

POSITION




SUBSTITUTE

What does it do?

Substitutes new text for old text in a text string.

Formula breakdown:

=SUBSTITUTE(text, old_text, new_text, [instance num])

What it means:

=SUBSTITUTE(In this cell, Substitute this text, With this new text, [In the
1st, 2nd...instance it occurs])

Example:

=SUBSTITUTE("C97-27-JT", "-", "#", 2) ="C97-27#JT"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/09/Substitute.xlsx

When you needed to substitute a specific text in each word, and there is a
pattern, Excel has just the formula for you.

The SUBSTITUTE formula in Excel can help you replace one specific
text with another easily.

In our example below, we have a list of part numbers.

We want to replace the second dash - with the number sign # . This
formula is able to do this for us.

STEP 1: We need to enter the Substitute function next to the cell that we
want to clean the data from:

=SUBSTITUTE

9 |C97-27-1T =5UBSTITUTE
10| T28-24-FG

11 F34-68-LJ

12| 563-86-LL

13|P73-57-UB

14 | H26-82-HH

STEP 2: The Substitute arguments:

text
Which text do we want to change?

Reference the cell that contains the text or value:

=SUBSTITUTE(C),



| § | B :
T |
ﬁICQTQ?JT E'SJBEHTUTHCQ
1 T28-24-F6 |
11 F14-p8-] SUBSTITUTE et olc_t=d new sest [instance nurm])
12/563-86-LL
13 P73-57-13
11 H2p-82-HH

old_text
Which text / characters do we want to replace?

We want to replace the dash - so type it in with double quotations:

=SUBSTITUTE(C), "-",

C i I

3 FART # |

s [co7 a7t -SUBSTITUTE(CO," | }
0 T28-24-F5
1 in4_ﬁg_] j sUb3 HTUT et old texd naw_texf.[|r5t3n:E_nJm]J
12 ESER-HE-I J

13RI /-U
14 426-82-HH




new_text
Which text / characters do we want to replace it with?

We want to replace it with the number sign # so type it in with double
quotations:

=SUBSTITUTE(C9, "-", "#",

C C E
] e
g FCQ?—Z?-JT ]=5UEST]TUTE[E9, i "#“,‘
0| T26-24-FG
i- !FE’!-ES-I_F SUBST TUTE(text old_test, new_tex:, [instance_sum]]
1 LSEE-BE-LL
3 P/3-5/-UB
14 !HIE-EZ-HH

[instance num]
Which specific instance are we targeting the substitution on?

This parameter is optional. In our scenario, we want the second dash - only
to be substituted. So place in the number 2:

=SUBSTITUTE(CY, "-", "#", 2)



C D
. T
o [co7-27-11 |=SUBSTITUTE(CY, ™", "#", 2)
10| T28-24-FG |
11 F34-68-11
12 563-86-LL
13 P73-57-UB
14 |H26-82-HH

STEP 3: Do the same for the rest of the cells by dragging the
SUBSTITUTE formula all the way down using the left mouse button.

Note that all of the parts are now changed to your new part values:

C D

g ewre  newewri [
g [C97-27-1T C97-27#1T

10| T28-24-FG 128-24#FG

11|F34-68-U F34-68#LJ

12|563-86-LL 563-86#LL

13|P73-57-UB P73-574UB

14|H26-82-HH H26-82#HH |

15I =R



TRIM

What does it do?

Removes unneeded spaces in your text, except single spaces in between
words

Formula breakdown:

=TRIM(text)

What it means:

=TRIM(text that you want extra spaces to be removed)

Example:

=TRIM("spaces in the middle")="spaces in the middle"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/06/Trim.xlsx

In the quest for cleaner data, one of the common scenarios is removing extra
spaces in our text.

Extra spaces are very difficult to spot, especially those at the end i.e.
Trailing spaces.

The TRIM formula in Excel is one of the Data Cleansing functions and is
great if you want to remove extra spaces from text whether it be from the
start (leading spaces), middle or at the end (trailing spaces) of the text.

In a nutshell, the TRIM function in Excel removes unneeded spaces in your
text, except single spaces between words.

STEP 1: We need to enter the TRIM function

=TRIM
STEP 2: The Trim argument - Which text do we want to remove the extra
spaces?

This is our data source:

TEXT TRIMMED TEXT

extra spaces in front
spaces in the middle

extra spaces in the eno
Spaces everywhere

Now place in the first cell as the argument for our Trim Formula.

=TRIM(C9)



[ extra spaces in front
spaces in the middle

=TRIM{CS

extra spaces in the ena

Spaces everywnere

STEP 3: Do the same for the rest of the cells by using the TRIM formula,
notice all of the extra spaces have been removed:

TEXT

TRIMMED TEXT

extra spaces In front

extra spaces In front

spaces in the midale
extra spaces in the end

spaces in the miodle
extra spaces in the end

spaces everywhere

spaces everywhere




UPPER

What does it do?

Converts all characters in the text string into uppercase

Formula breakdown:

=UPPER(iext)

What it means:

=UPPER(text to be converted to upper case)

Example:

=UPPER("Excel Rocks!") ="EXCEL ROCKS!"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/UPPER-FORMULA.xlsx

We can easily change text into upper case using the UPPER formula in
Excel. It does not convert symbols and numbers though which we will see in
the examples.

If you want to fix the uneven capitalization throughout the text, then this
formula is perfect for you!

I explain how you can do this below:

STEP 1: We need to enter the UPPER function in a blank cell:

=UPPER(
D

11341
s |Excel Rocks! =UPPERd |
10 | EXCEL ROCKS!
11 | excel rocks! UPPER text)
12 | Excel ROCKS 123
13

STEP 2: The UPPER arguments:

text
What is the text to be converted to upper case?

Select the cell containing the text that you want to convert:

=UPPER(CY)



Fi C
E:“

3 Excel Rocks! =UPPER(C9)
10 |EXCEL ROCKS!

11 excel rocks!
12 |Excel ROCKS 123

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

g |Excel Rocks! EXCEL ROCKS!

10 | EXCEL ROCKS!

11 | excel rocks!
12 |Excel ROCKS 123

13

You can see that the values are all now in upper case!



Excel Rocks! EXCEL ROCKS!
10| EXCEL ROCKS!
11 |excel rocks!

Excel ROCKS 123




VALUE

What does it do?

Converts text into a numeric value

Formula breakdown:

=VALUE(text)

What it means:

=VALUE(text to be converted to a numeric value)

Example:

=VALUE("11/29/18") =43433

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/VALUE-FORMULA.xlsx

We can easily change text into its corresponding numeric value using the
VALUE formula in Excel. It is also interesting as we can try out different
types and see how it looks like in its numeric format.

Let us try out a couple of data types: Dates, currency, and time to name a
few!

I explain how you can do this below:

STEP 1: We need to enter the VALUE function in a blank cell:;

=VALUE(
D
s [6:00 PM =VALUE( |
10(5123.45
11/11/19/18 VALUE(text)
12/11/20/18 17:00

STEP 2: The VALUE arguments:

text
What is the text to be converted to a numeric value?

Select the cell containing the text that you want to convert:

=VALUE(C9)



6:00 PM

[=VALUE(C9)

5123.45

11/19/18

11/20/18 17:00

Apply the same formula to the rest of the cells by dragging the lower right

corner downwards.

=

6:00 PM

0.75

10

$123.45

11

11/19/18

12

11/20/18 17:00

]

You can see that the text are all now in their numeric values!




6:00 PM
10]5123.45
11111/19/18

11/20/18 17:00




DATE & TIME FUNCTIONS

DATE

What does it do?

Creates a date based on the year, month and day provided

Formula breakdown:

=DATE(year, month, day)

What it means:

=DATE(year of the date, month of the date, day of the date)

Example:

=DATE(1985, 1, 3) =71/03/85”

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/DATE-FORMULA.xlsx

If you want to create dates dynamically, Excel's DATE formula can do this
for you! You just need to provide the year, month and day to it.

STEP 1: We need to enter the DATE function in a blank cell;

=DATE(
F G
MONTH
DATE |
w 1364 - 11
1 1993 2 17 Ayt ey

Tl

STEP 2: The DATE arguments:

year

What is the year of the date?

Select the cell containing the year:
=DATE(CY,

-LATE(CS,

AT ea: manth, duy)

month

What is the month of the date?



Select the cell containing the month:

=DATE(CS, D9,
F s
3 (1085 ! E OATE(CY, 1)
i ]
11962 1 11
111999 ] 17 J'F'ulllii',r::r, mznth duy] .
12
day
What is the day of the date?
Select the cell containing the day:
=DATE(C9, D9, E9)
| (1 L k F' i U
: MONTH
<1983 1 ] oA k{3, 05,4
1 1567 [ I
198 2 1 |

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



RESULT

3| 198", ! 3 13/
10/1962 1 11

11/1828 : 17

1

You now have your dates generated!

Il

MONTH




DATEDIF

What does it do?

Calculates the number of Days, Months, or Years between two dates

Formula breakdown:

=DATEDIF(Start Date, End Date, Interval)

What it means:

=DATEDIF(starting date, ending date, the unit of measurement)

Where INTERVAL is:

"m" Months , "ym" Months Excluding Years
"d" Days, "yd" Days Excluding Years

y" Years , "md" Days Excluding Years And Months

Example:

=DATEDIF("5/18/80","11/28/18","m") =462

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2014/10/DateDif.xlsx

The DATEDIF function is a mystery function within Excel. When you
write it out in a workbook it doesn't give you any hints like other functions
would and if you look it up in the function list you would not find it!
Creepy...

The DATEDIF function stands for "date difference" and it calculates the
number of Days, Months, or Years between two dates.

So if you want to find out how many days, years or months have passed
since you were born, well this is the formula for you! Well you can also
extend this to project start and end dates, but you get my point.

STEP 1: Enter the Start Date

j A _ E
0 | Example:
1 |Start Date

3

4 |End Date

13 M
1E

How many Months

7 have | lived?
L
How many Days have
passed from my birthday

an

STEP 2: Enter the End Date



0 |Example:
1 | Start Date

14 |End Date

o |Tedais 7000

1&

| How many Months

7 have |l lived?2

12

How many Days have
passed from my birthday

1_5__%

STEP 3: To get the number of months as a difference, type in the following
formula

=DATEDIF(B12, B15, "m")
The DATEDIF arguments:

B12 is the startdate
B15 is the enddate
m tells it to count in total months



10 | Example:

11 |Start Date

How many Mﬂni

18 DATEDIF(

=DATEDIF(B12, B15, "m")

How many Days have
passed from my birthday

STEP 4: To get the number of days on this year from your birthday, type
in the following formula

=DATEDIF(B12, B15, "yd")
The DATEDIF arguments:

B12 is the startdate
B15 is the enddate
yd tells it to count in days but excluding the year portion



passed from my bi=DATEDIF(B12, B15, "yd")

20

Example:
Start Date

End Date

How many Months

412

How many Days h

And you have your calculated differences!



0 |Example:
11 |Sfart Date

14 |End Date




DATEVALUE

What does it do?

Converts a date that is in text format, into Excel's date serial number format

Formula breakdown:

=DATEVALUE(date_text)

What it means:

=DATEVALUE(the date to be converted)

Example:

=DATEVALUE("December 12, 2018") =43446

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/DATEVALUE-FORMULA.xlsx

Ever had a lot of dates in different textual formats? These are a pain to deal
with! Thankfully there is the DATEVALUE Formula in Excel that converts
these text dates into the proper Excel date values.

Once converted, you can perform your analysis since they are now in the
Excel date format.

STEP 1: We need to enter the DATE VALUE function in a blank cell:

=DATEVALUE(
D
DATE
g 4/11/1999 =DATEVALUE(
10 December 12, 2018
11 12 December 2018 DATEVALUE(date_text)
12 Dec 12,2018

STEP 2: The DATEVALUE arguments:

date_text
What is the textual date that you want to convert to the proper Excel

date?

Select the cell containing the date:

=DATEVALUE(C9)



8
) 4/11/1999 | =DATEVALUE(CS)
10 December 12, 2018

11 12 December 2018

12 Dec 12,2018

13

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

4 £ ' D

: DATEVALUE
9] 4/11/1999 36261

10 December 12, 2018

11 12 December 2018

12 Dec 12,2018

4.

You now have your proper dates! Notice the December 12 dates all resulted
to the same DATEVALUE!



4/11/1999

DATEVALUE

Eu:l|l:n

December 12, 2018

11

12 December 2018

12

Dec 12, 2018

13
14




DAY

What does it do?

Gets the day from the date

Formula breakdown:

=DAY (serial_number)

What it means:

=DAY (date where the day will be extracted from)

Example:

=DAY("4/11/85") =11

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/DAY-FORMULA.xlsx

I recall where I had a lot of dates and I wanted to extract the day of the dates
one-by-one... It was too much of a hassle! Thankfully there is Excel's DAY

Formula to do that for me!

STEP 1: We need to enter the DAY function in a blank cell:

=DAY(
D
DATE
G 4/11/85 =DAY(
10 3/06/62
11 2/17/50 DAY (serial_number)
12 12/28/90

STEP 2: The DAY arguments:

serial_number

What is the date that you want to extract the day from?

Select the cell containing the date:

=DAY(C9)



8
5 | 4/11/85 | =DAv(C9)
10 3/06/62

11 2/17/50

12 12/28/90

13

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

9 4/11/85 11
10 3/06/62

11 2/17/50

12 12/28/90

13

You now have your days extracted!






DAY360

What does it do?

Gets the number of days between two dates using 30-day months

Formula breakdown:

=DAYS360(start_date, end_date, [method])

What it means:

=DAY S360(starting date, ending date, [US or European Method])

Example:

=DAYS360("1/01/18", "12/31/18") =360

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/DAYS360-FORMULA.xlsx

If you need to get the difference of two dates, but want to use 30-day
months in calculating the difference, Excel has you covered! We can use
the DAYS360 Formula to do this. It can be useful in the accounting world
and there are two modes that are used to count the number of days:

US Method (Default)

o If your start date is the last day of the month, then it is treated as the
30th day of the same month

 If your end date is the last day of the month and your start date is earlier
than the 30th day of the month, then the end date is treated as the 1st
day of the NEXT month, otherwise the end date is treated as the 30th
day of the same month

European Method

o If your start date or end date is the 31st day of the month, then it is
treated as the 30th day of the same month

We will be using the Default US Method in our examples below!

I explain how you can do this below:

STEP 1: We need to enter the DAYS360 function in a blank cell:

=DAYS360(



START DATE END DATE
s (1718 12/31/18 - DAYS360]
-2 1/01720 12/31/20
Y iy A B
1 Y191 314114

STEP 2: The DAYS360 arguments:

start_date
What is the start date?

Select the cell containing the starting date:

=DAYS360(C9,
y r | I | F F6
_|IIIIIIHHHHilHHiH|I||III||||I|EHH!HHHHIIIII
s (11 /118 DAVERI(, |
0 1M/ 124310
-1 10118 3/01/1¢  J¥E330ictat date end date [mmetrod”
2 1!15!1? 31518

end_date
What is the end date?

Select the cell containing the ending date:
=DAYS360(C9, D9)



START DATE

END DATE

(118 |12/31/18 |=DAYS360(C, D)
1 1/01/20 12/31/20

n2/01/13 3/01/19

2 L1517 3/15/18

12

We will leave the method as blank, which will use the default US method.
Apply the same formula to the rest of the cells by dragging the lower right

corner downwards.

START DATE END DATE NUMBER OF DAYS
3 11/01/18 12/31/18 360
i 1/01/20 12/31/ 0
11 2/01/19 30119
»|1/15/17 3/15/14

You now have your differences using 30-day months! Notice that 1 year is
treated as 360 days (30 days x 12 months).



START DATE

END DATE

3 |1/01/18 12/31/18
w|101/20 12/3120
1112/01/19 3/01/19
12|1/15/17 3/15/19

NUMBER OF DAYS




DAYS

What does it do?

Gets the number of days between two dates

Formula breakdown:

=DAYS(end_date, start_date)

What it means:

=DAYS(ending date, starting date)

Example:

=DAYS("12/31/18", "1/01/18") =364

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/DAYS-FORMULA.xlsx

Have two dates that you want to check what is the difference in days? No
problem! Excel's DAYS Formula will compute this easily for you!

I explain how you can do this below:

STEP 1: We need to enter the DAYS function in a blank cell:

=DAYS(
C - 3 C [
START DATE END DATE
9 |1/01/18 1/01/18 -DAYS(
w|1/01/20 1,01/
-1 2/01/19 3J01/19 DAYS{end date; slal Jale
1211/15/1/ 3/15/14

STEP 2: The DAYS arguments:

end_date

What is the ending date?

Select the cell containing the ending date:

=DAYS(D9,



START DATE

8

o|y/oy2 [1/oy19 oavsps, |

10| 1/01/20 1/01/21

1240119 3/01/19 | LAYY[znd,_cate, start date) |
2| 1/15/17 3/15/19

start_date
What is the starting date?

Select the cell containing the starting date:

=DAYS(D9, C9)
D

£

START DATE END DATE

s [1/01/18 1jo1/1g |=Dasios, coj
0| 1/01/20 1/01/21
11/2/01/19 3/01/19
n| 11517 3/15/1

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



START DATE END DATE NUMEER OF DAYS
111/01/18 1/01/18 365
i0/1/01/20 1/01/21
11/2/01/19 3/01/19
2/ 1/15/17 3/15/19
13

You now have your differences in days!

3TART DATE END DATE




ENDOFMONTH

What does it do?

Returns the last day of the month after a start date

Formula breakdown:

=EOMONTH(start_date, months)

What it means:

= EOMONTH (Your Start Date, enter 0 for current end of month, 1 for the
next end of month, and so on...)

Example:

=EOMONTH("1/13/15",1) =72/28/15”

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/03/EOM.xlsx

The EOMONTH (EndOfMonth) function in Excel is one that most people
do not use because they just don't know that it exists.

It is a great Excel function to use if you want to see when the month end date
is from a current date's value.

So if you have sales reps who make a sale during the month and their
commission is due to be paid at the end of the next month, the EOMONTH
function will help you determine the total sales due.

STEP 1: We need to enter the EOMONTH function in a blank cell:

=EOMONTH(



JALES SALES | COMMISSION DUE

REPRESENTATIVE S | AMOUNT DATE
1:= lamer Simpser 5 578,76 =TOMONTI| |
1] lan Wright 11i5/14 AL
" Jonn Michaloudis 2/76/15 548,503
i Michael Jackson 1118115 54 316
fi Hamer Simpsan 1215 A7 810
1 f_ lan Wright /14715 uf 301
i Jorn Michaloudis 3(36(15 551146
i Michael Jackson 407115 628673
4 lomer Simpsnn 411915 oY A1
21 lan Wright 5115 552,916
22\ Jonn Michaloudis 5/13/15 §71.305
3 Michael Jackson 5/25/15 627,757
& Homer i 6T6/15 7404
25 lan Wright 6/18/15 GT15L7

STEP 2: The EOMONTH arguments:

start_date

What is your start_date?



=EOMONTH(B12,

A B L U
SALES i SALES  COMMISSION DUE
REPRESENTATIVE 8 AMOUNT _ DATE
2| HomerSimasan |. 131 I 18,18 =HOMONIH21.]
13 lan Wright 1/25/15 ST2,602
H lonn Michaloudls 2/08/15 318503
15 Wil Lt ks RIS 4 316
1 Homer Simoson H02/15 S47810
1 lan Wright 31415 $77,361
3 Lo Michaloudl 312615 351,116
18 Michiel Lakson 40715 SRATA
0 HomerSimpson 45 S840
a lan Wright 5/0L/15 452,016
2 Jonn Michsloudi 5/13/15 571,305
23 Michael Jackson 52515 527757
@ lomer Simzsan G004 47404
i) lan Wright b/ 18/14 51154/

months
Which end of month do you want?



We can type in O for the current End of Month, or 1 for the next End of
Month, and so on.

=EOMONTH(B12, 1)

SALES SALES COMMISSION DUE
REPRESENTATIVE AMOUNT DATE
12| Homersimpson | 11315 L 18, /8¢ =LOMUNIH(EZL, 1] |
1 lan Wright 1/25/1% £ 12, 60¢
4 Inhin Michalauzis 20015 “AR 507
11 Michazl larksan s A4 YT
15 Horner Sitnpeon 3102715 47 810
17 Jan Wiright 3/14/15 AT7 361
12 Juln Michaloudis 3/26/15 R51,14F
3| Michagl Jackson 10715 L8673
21| Homer Simpson 1/15/15 431,80
) lan Wright 5/01/ 452,945
22| John Michalouzis 513/15 571,305
2| Michacl Jacksan 5025/ 317,757
24 Horrer Simpson bIUE/1S L4/ 404
25 |an Wricht bl L 1) 54/

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



SALES COMMISSION DUE

AMOUNT DATE
12| Horrer Simpson 1138 Gu, 182 1Y
13 |lan Wright 17700 5726017
14 Inhn Michalouis 3G S48, 5013
15 Michaz! Jackson /18145 444 314
6 Homer Simpson 3/02/15 517,810
7 |an Wrlzht 3/14/15 577,361
18 John Michaloudis 3/ 2615 551,146
19 Michael Jackson 404k S286i3
) Homer Simpson s L31 8110
n |an Viright nI e 557911
2 Julm Michaloudis B /13145 471,305
3 Miclrael Jackson 5/25/45 527,757
4 Homer Simpson E06 /L5 17,401

& lan Wright £/18145 477,547

You now have all of results!



SALES SALES | COMMISSION DUE

REPRESENTATIVE AMOUNT DATE

12 Horrer Siinpeun 1/15/15 578,782
i an Wright 1/35/15 $72,602
14 I=hn Michalandis 2015 A48, 5
15| Michael Jacksor 1/18/15 511,315
E Harmer Simp=nn ER TN 64/ 8711
*1_53’ lan Wiighl 3114/15 577,361
1| John Michaloudis 1/26/15 551,146
43| Michael Jacksan 4715 420,671
2| Homer Simpeon 41915 431,810
il lan Wright LI 89 47,
22| John Michaloudis 51315 $71,305
23| Michael Jacksor 52518 ST RLY
| Homer Singsun £,06/15 547 404
E lan Wright £/18/15 577,547



HOUR

What does it do?

Gets the hour from the time

Formula breakdown:

=HOUR(serial_number)

What it means:

=HOUR(time where the hour will be extracted from)

Example:

=HOUR("6:00 PM") =18

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/HOUR-FORMULA.xlsx

I recall wherein I had a lot of times and I wanted to extract the hour of the
times one-by-one... It was too much of a hassle! Thankfully there is
Excel's HOUR Formula to do that for me!

A couple of interesting things on the HOUR Formula:

e The hour it returns to you is similar to military time ranging from 0 - 23
e [f it's a date time, then the date gets ignored

e If the time is greater than 24 hours, then it simply converts it to days
and hours, then returns the hour component only

I explain how you can do this below:

STEP 1: We need to enter the HOUR function in a blank cell:

=HOUR(
D

DATE
; 12:00 AM =HOUR(
10 6:00 AM
11 12:00 PM HOUR(serial number)
12 0:00 PM
13 1/01/18 9:30
14 36:00
15 6:30 AM

STEP 2: The HOUR arguments:



serial_number
What is the time that you want to extract the hour from?

Select the cell containing the time:

=HOUR(C9)
D
DATE
9 12:00 AM | =HOUR(CY)
10 6:00 AM
11 12:00 PM
12 6:00 PM
13 1/01/18 9:30
14 36:00
15 6:30 AM

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



8
9 12:00 AM 0
10 6:00 AM

11 12:00 PM

12 6:00 PM

13 1/01/18 9:30

14 36:00

15 6:30 AM

You now have your years extracted!



12:00 AM

6:00 AM

12:00 PM

6:00 PM

1/01/18 9:30

36:00

6:30 AM




MONTH

What does it do?

Gets the month from the date

Formula breakdown:

=MONTH(serial_number)

What it means:

=MONTH(date where the month will be extracted from)

Example:

=MONTH("4/11/85") =4

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/MONTH-FORMULA.xlsx

I recall wherein I had a lot of dates and I wanted to extract the month of the
dates one-by-one... It was too much of a hassle! Thankfully there is
Excel's MONTH Formula to do that for me!

I explain how you can do this below:

STEP 1: We need to enter the MONTH function in a blank cell:

=MONTH(
D
DATE
] 4/11/85 =MONTH|(
10 3/06/62
11 2/17/50 MONTH(serial number)
12 12/28/90
13

STEP 2: The MONTH arguments:

serial_number
What is the date that you want to extract the month from?

Select the cell containing the date:

=MONTH(C9)



8
o 4/11/85 | =MONTH(CY)
10 3/06/62

1 2/17/50

12 12/28/90

13

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

9 4/11/85 4
10 3/06/62
11 2/17/50
2 12/28/90

You now have your months extracted!






NETWORKDAYS

What does it do?

Gets the number of working days between two dates

Formula breakdown:

=NETWORKDAY S(start_date, end_date, [holidays])

What it means:

=NETWORKDAY S(starting date, ending date, [holidays to exclude])

Example:

=NETWORKDAYS(“1/01/187,71/07/18”,A9:A11) =number of days minus
holidays

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/NETWORKDAYS-FORMULA.xlsx

If you want to calculate the number of working days, it is very difficult to do
by hand! Imagine going through your calendar and counting the weekdays
week per week. Thankfully there is Excel's NETWORKDAYS Formula!

The NETWORKDAYS Formula will exclude the weekends in the count,
and you can also provide it a list of holidays for it to exclude as well in the
count!

Let us try out in our example below from January 1, 2018 to January 28,
2018, for these 4 weeks it should be a total of 20 working days. Let us add
in 3 holidays during this period, so that total working days will be reduced
to 17 working days.

I explain how you can do this below:

STEP 1: We need to enter the NETWORKDAYS function in a blank cell:

=NETWORKDAYS(
! | [ R
END DATE
a1z 1,n'|'| 'Ifr.-'J,'F: =ML | WOHKLAYS
m|1/08/12 10118 1/14/1%
r il"lﬂ[lll'lﬂ L’D]ﬂﬂ L'r.E].HE'l AFTRORKTISSitar) date il alee "Tolilay
1 101718 1128115

STEP 2: The NETWORKDAYS arguments:

start_date

What is the start date?

Select the cell containing the starting date:

=NETWORKDAYS(CY,



F | i
1M [1/01/1% :|1;m,f1s: -NLIWUIEDAYSICY
w|1/08/12 1/01/18 1/14/15
| 1fani1s 18 /2118 RETWCETAF 0 e, ol e[l )
! 10118 1315
end_date
What is the end date?
Select the cell containing the ending date:
=NETWORKDAYS(CY, D9,
f Iy I b F g F
ATART [IATE END DATE
AR [1/1¢1R (10718 | HE WLRKDARSICY, 08
m | 1/08/ 18 L0113 1/14/18
-1 {3 1M -'ECI-'IF'.'.I':I:iI{'Té":f{;u s, A |Iﬁ|!'nij.']1':
w 1Ak 12478 |
14

[holidays]
Any holidays that you want to be excluded from the total count?

Select the range of cells containing your holidays. Ensure to press F4 to
make your cell reference absolute:

=NETWORKDAYS(C9, D9, $A$9:$A$11)

START DATE END DATE

E-’-l

[Uﬂiﬁlﬂ 1712 |=NITWIMRKAYSS, 119, 5458 a1 1

3
w 10818 1o i
r | 100118 1701418 12118

v 1inyg 1247




Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

START DATE ENDDATE  NUMBEROFDAYS
[ymhg 1108 /0718 ]
i 1/08/18 1/01/18 1/14/18
1113/08118 10118 12118
1 1101118 1/28/18
1.

You now have the number of working days and the holidays are excluded!

L

d A U |
|5 m START DATE ENB DATE WUMNBER OF DAYS

] AL /MR

ol 10818 10118 1/11{18 I
~|L/m1g 1u1f1g 1/11/18

: 1/01/18 1/18/18




TODAY

What does it do?

Returns today’s date

Formula breakdown:

=TODAY()

What it means:

=TODAY()

Example:

=TODAY() ="11/29/2018"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/TODAY-FORMULA.xlsx

Have a dynamic formula that needs the current date and you are tired of
changing the date everyday? Use Excel's TODAY Formula to have it
update dynamically!

I explain how you can do this below:

STEP 1: We need to enter the TODAY function in a blank cell:

=TODAY()
E 1
E.. .
5 |=TODAY() .
10

And just like that, you already have today's date!

C

3 DATE TODAY
s [11/21/18




WEEKDAY

What does it do?

Returns the day of the week corresponding to a date. The day is given as an
integer, ranging from 1 (Sunday) to 7 (Saturday), by default.

Formula breakdown:

=WEEKDAY (Serial_Number, [Return_Type])

What it means:

=WEEKDAY (Date, [Numbers 1 (Sunday) through 7 (Saturday)])

Example:

=WEEKDAY("5/18/85",1) =7

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/10/Weekday.xlsx

The WEEKDAY function returns the day of the week corresponding to a
date. The day is given as an integer, ranging from 1 (Sunday) to 7
(Saturday).

So if you want to find out on what day you were born, then the WEEKDAY
function will remind you.

STEP 1: Enter any date that you want.

A | ;

10
11| Example:

STEP 2: The WEEKDAY arguments:

date
What is the date?

Select the date you have entered

=WEEKDAY(B13,



11 |Example:

What day of the

EWEEKDAY(B13,

return_Type
What kind of output do you want to show?

For Sunday=1 through to Saturday=7, use 1
For Monday=1 through to Sunday=7, use 2

Type in 1 to get the number of the day of the week

We get a result of 7 here, which signifies a Saturday. As Type 1 represents
days ranging from 1 (Sunday) to 7 (Saturday).

=WEEKDAY(B13, 1)



11| Example:

What day of the

=WEEKDAY(B13, 1)

WEEKDAY (senial_number, [-return_t}rpe]]

Now we know the day in an instant!



11 Example:

What day of the week




WEEKNUM

What does it do?

Gets the week number from the date

Formula breakdown:

=WEEKNUM(serial_number, [return_type])

What it means:

=WEEKNUM(date where the week number will be retrieved, [day when
the week will begin])

Example:

=WEEKNUM("4/11/1985") =15

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/WEEKNUM-FORMULA.xlsx

Do you need to retrieve the week number from a given date?
The WEEKNUM Formula in Excel is perfect for this!

There are a couple of interesting points to take note of the WEEKNUM
Formula:

e The return type parameter specifies which day of the week is used to
start a new week number. For our examples, we will be using the
default. But there are a number of settings that you can use:

e 1 (default) - Sunday
e 2 - Monday

e 11 - Monday

e 12 - Tuesday

e 13 - Wednesday

e 14 - Thursday

e 15 - Friday

e 16 - Saturday

e 17 - Sunday

e 21 - Monday, the difference here is it uses the European week
numbering system, week 1 is the week containing the first Thursday of
the year as specified in ISO 8601

I explain how you can do this below:

STEP 1: We need to enter the WEEKNUM function in a blank cell:

=WEEKNUM(


https://en.wikipedia.org/wiki/ISO_8601

] 3/11/85 -WEEKNUM(

10 3/06/62

11 1/01/50 WEEKNUM (serial_nu mber [retun_type]
12 12/28/30

13

STEP 2: The WEEKNUM arguments:

serial_number
What is the date to extract the week number from?

Select the cell containing the date:

~WEEKNUM(C9)
C ; D
o 4/11/85 | -WEEKNUM(CO)
10 3/06/62
11 1/01/50
2 12/28/90
13

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



WEEK NUMBER

g 4111/85 15
10 3/06/62
11 1/01/50
12 12/28/90

You now have your week numbers!

WEEK NUMBER




WORKDAY

What does it do?

Adds/Subtracts a specified number of workdays to a Date, which will give
you a Future/Past Date

Formula breakdown:

=WORKDAY (start_date, days, [holidays])

What it means:

=WORKDAY (specified date, number of work days to add/subtract,
[holidays to be considered])

Example:

=WORKDAY("2/12/2010",10) ="2/26/2010"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/03/WORKDAY-FORMULA.xlsx

If you want to calculate the future date based on a number of working days
added, it will be difficult to manually calculate this!

The hard way: I would normally grab my calendar, and count the days one
by one!

The easy way: Excel's WORKDAY formula!

STEP 1: We need to enter the WORKDAY function in a blank cell:

=WORKDAY(
| ( | I r

# OF WORKDAY:
2 [2j12/10 1 WORKDAY( |
o) 1/15/18 150
1 j-'./{]h f'[H iE WGREDA¥(start _date. dayr, [ho idzye]
W 5515 3

STEP 2: The WORKDAY arguments:

start_date

What is the specified date?

Select the cell containing the date you want to add the number of workdays
to:

=WORKDAY(C9,



# OF WORKDAYS

| =
et

ADDED
AR W WORKDAY((S, |
0| 1/15/18 150
| Jfljb][]ﬂ 1] WCRDLitart date, dav: ol deve]
2 |5/15/1° 2
days

How many work days to be added?

Select the cell containing the number of work days to be added (i.e The
number of non-weekend and non-holiday days dfter the start date):

=WORKDAY(C9, D9)
F
# OF WORKDAYS
ADDED
9[2/12/10 10 |-WORKDAY|Co,0)
w1/15/18 150 '
i 3105009 3
7 5/45/15 55

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

You now have your future dates with the work days added!



# OF WORKDAYS
ADDED




YEAR

What does it do?

Extracts the Year from the Date

Formula breakdown:

=YEAR(serial_number)

What it means:

=YEAR(date where the year will be extracted from)

Example:

=YEAR("4/11/85") =1985

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/YEAR-FORMULA.xlsx

I recall wherein I had a lot of dates and I wanted to extract the year of the
dates one-by-one... It was too much of a hassle! Thankfully there is
Excel's YEAR Formula to do that for me!

STEP 1: We need to enter the YEAR function in a blank cell:;

~YEAR(
D
DATE
] 4/11/85 =YEAR(
10 3/06/62
11 2/17/50 YEAR serial num Eer]
12 12/28/90

STEP 2: The YEAR arguments:

serial_number
What is the Date that you want to extract the Year from?

Select the cell containing the date:
=YEAR(C9)



8
o 4/11/85 | =YEAR(CO)
10 3/06/62

11 2/17/50

12 12/28/90

12

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

8

9 4/11/85 1985
10 3/06/62

11 2/17/50

12 12/28/90

13

You now have your years extracted!



g 4111/85 1985
10 3/06/62 1962
11 2/17/50 1950
12 12/28/90 1990

13




INFORMATION FUNCTIONS

ISBLANK

What does it do?

Checks if the cell value is empty or not

Formula breakdown:

=ISBLANK(value)

What it means:

=ISBLANK(value to be checked to see if it is empty or not)

Example:

=ISBLANK("abc'"") =FALSE

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2018/11/ISBLANK-FORMULA.xlsx

Have a bunch of empty values and you need to check all of your cells?
The ISBLANK Formula in Excel is perfect for this!

STEP 1: We need to enter the ISBLANK function in a blank cell:;

=ISBLANK(
D
3 4/11/85 =ISBLANK( |
10
11 How are ',rﬂu? ISBLANK (value)
12 12.50

STEP 2: The ISBLANK arguments:

value

What is the value to be checked?

Select the cell containing the value you want to be checked if it's blank:

=ISBLANK(C9)



9 4/11/85 | -1SBLANK(CO)
10

11 How are you?

12 12.50

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

£

g IS IT BLANK?
9 4/11/85 FALSE

10

11 How are you?

12 12.50

13

You can now see which ones are the blank values!



How are you?

IS IT BLANK?

FALSE

12.50




ISERROR

What does it do?

Checks if the cell value is an error or not

Formula breakdown:

=ISERROR(value)

What it means:

=ISERROR(value to be checked to see if it is an error or not)

Example:

=ISERROR(0/0) =TRUE

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/ISERROR-FORMULA.xlsx

Have a bunch of values and you need to check which ones are errors?
The ISERROR Formula in Excel is perfect for this!

There are a couple of interesting points to take note of the ISERROR
Formula:

The following are treated as errors by the ISERROR Formula

#N/A
#VALUE!
#REF!
#DIV/0!
#NUM!
#NAME?
#NULL!

I explain how you can do this below:

STEP 1: We need to enter the ISERROR function in a blank cell:

=ISERROR(



o[ EN/A =ISERROR|
10 #VALUE!
1 11 #REF! I5ERROR (value)
2l #DIV/0!
H 4
13 #NUM!
=
14 #NAME?

STEP 2: The ISERROR arguments:

value

What is the value to be checked?

Select the cell containing the value you want to be checked if it is an error:

=ISERROR(C9)



_g__q" #N/A | =ISERROR(C9)
0 #VALUE!
—F
11 H#REF!
! #DIV/0!
-
13 HNUM!
—F
14 #NAME?

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

C ; D .

IS IT AN ERROR?

8
g #N/A TRUE
gl
10 #VALUE!
TH A
11 HREF!
2] #DIV/0!
T 4
13 #NUM!
—r
14 #NAME?

You can now see which ones are errors!



IS IT AN ERROR?

#N/A

10 HVALUE!
|

11 HREF!

il #DIV/0!

HNUM!

HNAME?




ISNUMBER

What does it do?

Checks if the cell value is numeric or not

Formula breakdown:

=ISNUMBER(value)

What it means:

=ISNUMBER(value to be checked to see if it is a number or not)

Example:

=ISNUMBER(12.5) =TRUE

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/ISNUMBER-FORMULA.xlsx

Have a bunch of values and you need to check which ones are numbers?
The ISNUMBER Formula in Excel is perfect for this!

There are a couple of interesting points to take note of the ISNUMBER
Formula:

e Dates are also treated as numerical values, so the ISNUMBER
Formula will return TRUE

e If the number is stored as text, then the ISNUMBER Formula will
return FALSE

I explain how you can do this below:

STEP 1: We need to enter the ISNUMBER function in a blank cell:

=ISNUMBER(
) E
g 4111/85 ~[SNUMBEK
10/12.50 = Nurnuz slurs s Tex!
: | How are you? [SLMBER elue
i 12.50

STEP 2: The ISNUMBER arguments:

value

What is the value to be checked?

Select the cell containing the value you want to be checked

=ISNUMBER(C9)



<-- Number stored ns Toxt

1 1/11/85 =[SNUMBER(CY]
w1210

1 How arz you’

12 12.50

1

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

g 4/11/85 TRUE
21250

1 Haow are you?

’ 12.50

12

You can now see which ones are the numbers!

= Nurober stirenr! s Teal



L

(12,50

How are your

13

,:1.'I

1250

15 IT A NUMBER?

[RUE



ISTEXT

What does it do?

Checks if the cell value is text or not

Formula breakdown:

=ISTEXT(value)

What it means:

=ISTEXT(value to be checked to see if it is a text or not)

Example:

=ISTEXT("abc") =TRUE

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/ISTEXT-FORMULA.xlsx

Have a bunch of values and you need to check which ones are text?
The ISTEXT Formula in Excel is perfect for this!

There are a couple of interesting points to take note of the ISTEXT
Formula:

e Dates are also treated as numerical values, so the ISTEXT
Formula will return FALSE

e If a number is stored as text, then the ISTEXT Formula will return
TRUE

I explain how you can do this below:

STEP 1: We need to enter the ISTEXT function in a blank cell:

=ISTEXT(
n F
3 4/11/85 - STEXT]
1230 ¢- Numker starac 0g Text
1 How are you? 31 2| (value]
1 12,30

STEP 2: The ISTEXT arguments:

value

What is the value to be checked?

Select the cell containing the value you want to be checked:

=ISTEXT(C9)



i

] 111/84 =|STEXT(CY)
10/17.50

I [low are you!

1t 12.50

11

< Nurmker stored gs Text

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

£

C

H

g 4/11/85 FALSE
10 r12.5-:}

1 How are you?

2 120

You can now see which ones are text!

= Murmo=r slorsg oy Tex!



VALUE ISIT A TEXT?

| 4/11/85 [ALSL

10417.50 -- Number stored os Text
, How are you?

1250 |




TYPE

What does it do?

Returns the data type from a cell’s value

Formula breakdown:

=TYPE(value)

What it means:

=TYPE(value to be checked for its data type)

Example:

=TYPE(FALSE) =4

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/TYPE-FORMULA.xlsx

Do you need to check the data type of your values? The TYPE Formula in
Excel is perfect for this!

The TYPE- Formula checks for the following data types:

1 - number

2 - text

4 - logical value

16 - error value

64 - array

I explain how you can do this below:

STEP 1: We need to enter the TYPE function in a blank cell:

=TYPE(
D
3 12.50 =TYPE( |
10 How are you?
11 FALSE TYPE(walue)
2| HNAME?
13 1/01/10

STEP 2: The TYPE arguments:

value

What is the value to get the data type from?



Select the cell containing the value:

=TYPE(C9)
Fi C D

8
9| 12.50 | =TYPE(C9)
10 How are you?

11 FALSE

2| #NAME?

13 1/01/10

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

9 12.50 1
10 How are you?

11 FALSE

2l ENAME?

13 1/01/10

14

You now have your data types!



12.50

10

How are you?

1F

FALSE

12

ENAME?

13

1/01/10

14




OTHER FUNCTIONS

FV — Compound Interest

What does it do?

Calculates the compound interest of an initial investment

Formula breakdown:

=FV(rate, nper, pmt, [pv])

What it means:

=FV(interest rate, number of periods, periodic payment, initial amount)

Example:

=FV(0.1,2,0,1000*-1) =$1210

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/10/COMPOUND-AVERAGE-FORMULA.xlsx

Say that you turn 18 years today (CONGRATS!) and you find out that your
parents deposited an amount with their bank when you were born.

Now that you are 18 years old you can collect this money and go spend it all
in one day!

How much would be available for you to spend?

Thankfully there is an easy way to calculate this with Excel's FV formula!
FV stands for Future Value.

The future value (FV) is the value of a current asset at a specified date in the
future based on an assumed rate of growth over time.

In our example below, we have the table of values that we need to get the
compound interest or Future Value from:

(Change the NUMBER OF YEARS column to 18 to see the results on your
18th birthday)

A I C | D
INTEREST TOTAL AMCUNT WITH
INTEREST

2 INITIAL AMOUNT NUMBER OF YEARS
RATE

31$1,000.00 10% )
1n|55,000.00 4% 10
11530000 0% g
121$3,500.00 15% 25

I explain how you can do this below:

STEP 1: We need to enter the FV function in a blank cell:

=FV(



INTEREST

INITIAL AMOUNT NUMBER OF YEARS
RATE

¢ 1$1000.00 10% 2|=H|

10:55,000.00 4% 10

11/$300.00 2% 5| Flate mpe, o, o Lope]
17 52!,?:[![}.[1[} ¥ /1

STEP 2: The FV arguments:

rate

What is the rate of the interest?

Select the cell containing the interest rate (make sure that this is in a
percentage):

=FV(BY,
| D

INITIAL AMQUNT i NUMEER OF YEARS

| _RATE
o[sromo0 T 10w 2|-FV(ES |
0 5500000 7 10
i ngm 7% G| | Virate nper, prot (] [typz].
7 53000 1 /)

How many periods?

Select the cell containing the number of years:



=FV(B9Y, C9,

INITIAL AMOUNT INT[I;EST NUMBER OF YEARS
[soo0o0 | 0y 2
1055,000.00 4% 10
1 Saﬂ,ﬂ.ﬂ[’ 7% C Filele vpe, pt, [, 1]
2151 500.00 15% 25

What is the periodic payment?

We have no periodic payment, only an initial amount, so let us put in 0:

=FV(B9, C9, 0,
A 1 } D
INITIAL AMOUNT IMTHEI:EST NUMBER OF YEARS
5100000 | 104 2I=HV[39,C9,,
1n/55,000.00 19 10
1 '530(}.[}0 17% B Flrate nper, prot [pvl, ftype
12/53,500.00 13% 25

What is the initial amount?

PV stands for present value, the initial amount. We need to change this to a

negative value by multiplying -1.




The reason why we need this as a negative value as Excel treats this as
"money out" for your investment.

=FV(B9, C9, 0, A9 * -1)

!
INITIAL AMOUNT bl NUMBER OF YEARS
_ RAIE
(5100000 | 10%| 2|=FV(B9,C5,0,49* 1)
10 w5 000 A%, 10)
111$300.00 7% 5
£ $3,500.00 15% 25

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

You now have all of the compound interest results! GO OUT & SPEND!

) B C D 3
NTALAMOUNT " NUMBEROFYEARS - ocT W

, RATE INTEREST

¢ 5100000 1% 1521000

4/$5, 0000 % 105740127 |

1530000 1 a0t

2|63,500.00 15% 7551152163 |

' a1



FV — Monthly Investment

What does it do?

Calculates the compound interest when you have monthly contributions

Formula breakdown:

=FV(rate, nper, pmt, [pv])

What it means:

=FV(interest rate, number of periods, periodic payment, initial amount)

Example:

=FV(0.1/12,2%12,500,0) * -1 =$13,223.46

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/12/FUTURE-VALUE-FORMULA.xlsx

Computing the compound interest of an initial investment is easy for a fixed
number of years. But let's add an additional challenge.

What if you are also putting in monthly contributions to your investment?
Now that's a lot more challenging to compute now!

How much would be available for you at the end of your investment?

Thankfully there is an easy way to calculate this with Excel's FV formula!
FV stands for Future Value.

In our example below, we have the table of values that we need to get the
compound interest or Future Value from:

MONTHLY ~ TOTAL AMOUNT
CONTRIBUTIONS  WITH INTEREST

INTEREST
INITIAL AMQUNT Al NUMBER OF YEARS

y|$§ : 10% 2§ 20000
ol 5 500000 i WS T
TH 1 X1 1% ok ol A}
1.;,3 3,200.00 15% 55 120,00

There are two important concepts we need to use since we are using monthly
contributions:

e Since our interest rate is the annual rate, we will have to divide it by 12
to make it monthly

e We will need to convert our number of years into number of months by
multiplying it by 12

STEP 1: We need to enter the FV function in a blank cell:

=FV(



I - b

INTIAL AMOUNT '”EEE"'T NNBEROFYEARS o

3 CONTRIBUTIONS

3|5 : 10% 2 S00.00 |-k

TR AT £ 05 10000

¢ § 3000 2% 5 8 50,00 | | Virste g pee, e, [y
R & 3500.00 15% 25 ¢ 120.00

STEP 2: The FV arguments:

rate

What is the rate of the interest?

Select the cell containing the interest rate and divide it by 12 to get the
monthly interest rate (make sure that this is in a percentage):

=FV(B9/12,
A f { [ | F F
INTEREST MONTHLY
INITIAI.AMI!-‘JNT R UL ———
9] § : 10% 25 50000 | F(E9/12,
w s U0 1% ws L
s | 2 5|6 5000 Flemoe, ool e
uiS 3500.00 15% 255 120.00

nper
How many periods?

Select the cell containing the number of years and multiply it by 12 to get the
number of months:

=FV(B9/12, C9*12,



[NITIAL ANIDUNT dd il HUMBER OF YEARS N
RATE COMTRIBUTIONS
o § | 104 N8 5000 |=rvinyfzc
o 5 500000 & 1015  L,000.00
R f|& 5000 | R neapme o fnpe)
v & aEmm| 154 R
pmi

What is the periodic payment?

Select the cell that contains your monthly contribution (this is your periodic
payment):

=FV(B9/12, C9*12, D9,
A o i . I} . . L&

MONTHLY

|NITIAL AMOUNT IH;:E:T WUMBER QF YEARS

H CONTRIBUTIONS
R 15 5000 MLy
w S o000 1% 08 Lo

1S 00,00 PhL gl & E0 00 I'i'l;u.l:,npl:,prul,h:lruj...,pl:j]
RS 350000 15K o Y ‘

pv

What is the initial amount?

PV stands for present value, the initial amount. Multiply the entire result by
-1.

=FV(B9/12, C9*12, D9, A9) * -1



EREST MONTHLY

INT
INITIAL AMOUNT TE NUMEER OF YEARS

CONTRIBUTIONS
o5 - | a8 s |=Pvjes/a cov2 ;:gl,ﬂ,grﬂ
w5 500000| 05 100000
ni S 3000 2k 5| 9 50,00
2§ 150000| L4 %5 1

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

You now have all of the compound interest results!

MONTHLY  TOTAL AMOUNT

T
I T CONTRIBUTIONS ~ WITH INTEREST

N 1% K
5 500000 4% 10 §
41 & 000 pyl g &
705 350000 15% 75§
3




EXCEL 2019
CONCAT

What does it do?

Concatenates a list together without a delimiter

Formula breakdown:

=CONCAT(text1, [texi2], ...)

What it means:

=CONCAT (first text to combine, [second text to combine], ...

Example:

=CONCAT("Hello", " ", "World") ="Hello World”

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2018/11/CONCAT-FORMULA.xlsx

Do you want to combine text or a range of cells together easily?
The CONCAT Formula in Excel will do this for you in a flash!

It will simply combine the text you specify together into a single text.

STEP 1: We need to enter the CONCAT function in a blank cell:

=CONCAT( | |
. | I | : | t |
4

9 |Combine I fngether -LONCAI]

-y Hello World

i i CONCAI et

STEP 2: The CONCAT arguments:

textl, ...
Which cells do you want to combine together?

Select the range of cells that you want to combine together

=CONCAT(C9:E9)

i ] n r ' r

¥

s Combie topether___|-CONCATIC259)
-y Helle Werld

1 Hi

*



Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

TEXT2 TEAT 3 COMBINED TEXT

7| Cambing g together Combineuzzogether
a/llElln World

‘1 Hi

You now have your combined text!

COMBINED TEXT

Combine stoether

If we were to do this the old way it would look something like this using the
CONCATENATE FORMULA:

=CONCATENATE(C9,D9,E9)

It is way easier using the CONCAT Formula!



IFS

What does it do?

Checks multiple conditions and returns the value of the first TRUE
condition

Formula breakdown:

=IFS(logical_test1, value_if_truel, [logical_test2, value_if_true2], ...)

What it means:

=IFS(first condition to check, value to return, [succeeding conditions to
check], ...)

Example:
=IFS(10000<8456, 13%, 10000<15874, 18%, 10000>=15874, 22%)
=18%

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/IFS-FORMULA.xlsx

If you have multiple logical conditions to check, instead of creating Nested
IF Formulas, we can use Excel's IFS Formula! It allows us to specify
multiple conditions to check, then the IFS Formula will look for the first
condition that gets satisfied!

Let us try it out on a simple tax table, then we will create an IFS Formula
that will simulate the exact same logic of the table!

STEP 1: We need to enter the IFS function in a blank cell:

=IFS(
v J | E F & , H
ST B
1§ ; 134
o] § 456,00 1% s
T . F % IFSfloglcal testl vlue, .21,

4%

STEP 2: The IFS arguments:

logical_testl, value_if_truel
What is the first condition and value to return if the condition is met?

Let us start from the minimum value of the tax table. If the income is less
than $8456, then the tax rate is 13%

=IFS(G8<8456, 13%,



. B £ F ¥ - |

INCAME 15 GREATER

; THAN OR EQUALTD.. TAK RATE ENTER [NCOME Slﬂ.ﬂﬂi}.ﬂﬂ |

|4 : TR —

pld 40 15 <IFS{5 043456, 13,

I I'F' 15 8100 A {Esh gl ] il i fexgivadl Wd? v i ]

logical_test2, value_if_true2
What is the second condition and value to return if the condition is met?

Going to the second row, if the income is less than $15874, then the tax rate
is 18%

=IFS(G8<8456, 13%, G8<15874, 18%,

i P 1 r [ & | I ,
IFCOME 15 GREATER i
- - |[BTFY T Y F
st THY RATE ENTER INCOME Em,mm.mn‘ r~:'|rr:'a;a.r=:+;:|'1':
¢ 5 14
|5 LA 10 - TH038158, 10%, G3=15071, 104

L Bl D v il ]

logical_test3, value_if_true3
What is the third condition and value to return if the condition is met?

Going to the last row, if the income is greater than or equal to $15874, then
the tax rate is 22%

=IFS(G8<8456, 13%, G8<15874, 18%, G8>=15874, 22%)

i ¢ g Cl r i I |
NCOME IS GREATER : =
TAY RATE -’IIIFi.'l"ﬂ.Ei}
(MTHAN OF EQUAL TO... 5" ‘

Y ':l 2 154

5 Bbe 1% -1 b5, L%, D, T8 Lo, 105

4 & 15,8000 T




You now have your correct tax rate!

L J
INCOME IS GREATER
ci THAN OR EQUALTQ..

TAX RATE

15,3/4.00 22h

ENTER INCOME [E3URIIIRIN

KT




If we were to do this the old way it would look something like this using
Nested IF Formulas:

=IF(G8<8456, 13%, IF(G8<15874, 18%, 22%))

It is much neater & easier to read using the IFS Formula, especially if you
have lots of conditions!



MAXIFS

What does it do?

Gets the max value based on the cells that matches certain criteria

Formula breakdown:

=MAXIFS(max_range, criteria_rangel, criterial, ...)

What it means:

=MAXIFS(cells that contains the values, first set of cells to base the
filtering on, filtering condition of first set of cells, ...)

Example:
=MAXIFS(D9:D13, C9:C13, "John") = $3,500

i.e. John’s largest sale was $3,500

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/MAXIFS-FORMULA.xlsx

If you need to get the max value based on certain criteria, the MAXIFS
Formula will do this for you in Excel!

I explain how you can do this below:

STEP 1: We need to enter the MAXIFS function in a blank cell:

=MAXIFS(
B k ' I { k F b | H
E
¢ |John 5 1500 MAKIES
10 Bryan & 2000
ff i G 4500 WA¥ Fimax mnge. rritesiz sange], el
12| Bryan § 4000
13 John 3000
1

STEP 2: The MAXIFS arguments:

max_range
What is the range that contains the values to get the max value from?

Select the cells containing the sales numbers that you want to get the
maximum value from:

=MAXIFS(D9:D13,



SALES FERSON

SALEZ

-.4 Jutm 1500
10| Hryan Y
11 Jutm § 3500
12| Bryan 5 00
11 {Jahn I 5 3000
1d

criteria_rangel
What is the range that contains the values for filtering?

=MAKIrS(32:01))

hff.i'lll:;'{[ﬂr:}_"'r':'; rr'rl'r;rh_mr-q r"1'| rrietia ,':r"'r' " FRAE ]

Select the cells containing the sales person names:

=MAXIFS(D9:D13, C9:C13,

il

| SALES PERSON SALER
1]k & 1500
o | Rrpan 5 20
-~ |fhn 5 30
2 Dryan § 4000
3| John g 3000 |
criterial

What is your filtering criteria?

MRS, 01

Wk s e Lilenas e, uileiad, |oilend e el vbmnal], w)

Since we want to filter the sales numbers for John, type in “John”:

=MAXIFS(D9:D13, C9:C13, "John")



F | |
. SALES PERSON
- ]

CMAXIFS(D9.D13, C9:C13, "lohn")

C

D

9 [John

10 Bryan ;

11 John S 3500
12 Bryan S 4000
13 |John | S U .

You now have John's largest sales number!

F |

C

SALES PERSON

g [John

0

SALES

10 Bryan

12 Bryan

2,000

4,000

13 Juhn

3,000

MAX SALES OF

JOHN




MINIFS

What does it do?

Gets the minimum value based on the cells that matches certain criteria

Formula breakdown:

=MINIFS(min_range, criteria_rangel, criterial, ...)

What it means:

=MINIFS(cells that contains the values, first set of cells to base the filtering
on, filtering condition of first set of cells, ...)

Example:
=MINIFS(D9:D13,C9:C13,"John") = $1,500

i.e. John’s smallest sale was $1,500

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/MINIFS-FORMULA.xlsx

If you need to get the minimum value based on certain criteria, the MINIFS
Formula will do this for you in Excel!

STEP 1: We need to enter the MINIFS function in a blank cell:

=MINIFS(
. D E F G F
SALES PERSON SALES

ot ¢ 150 VNS |

o Bryan 5 100

i+ | loh I.:; %ﬁ”ﬂ' MIk. F/min_ranqe, entea_tngel, eeeeial, )
i;' Rryin 400

13| Jehn 5 3000

STEP 2: The MINIFS arguments:

min_range
What is the range that contains the values to get the min value from?

Select the cells containing the sales numbers that you want to get the
minimum value from:

=MINIFS(D9:D13,



¢ [Jotn § 1500 MINFS(23.013,

t0 |Bryan ¢ 100

i1 chn g EJEW WIN 2= range, criberim rangel, crt=na’, cament range:, ..
1 |Bryan A

11/ Inhn 15 A0

criteria_rangel
What is the range that contains the values for filtering?

Select the cells containing the sales person names:
=MINIFS(D9:D13, C9:C13,
L | | b E |

SALES PERZON SALES

:[len & 150 MINIFS(DE:013,C0 013,

10| Rryan 1M

i Jeh { 4,500 WP min_ e et aneged eeberat [zt e miteiar]
¢ Rrgan S 40m

1. [Jafin 15 3000 |

criterial

What is your filtering criteria?

Since we want to filter the sales numbers for John, type in “John”:

=MINIFS(D9:D13, C9:C13, "John")



SALES PERSON

3 |John CMINITS(D9:D13,09:C13,"ohn")
10| Bryan 5

11 John S 3500

12| Bryan 5 4000

13 John . S 3,000 .

You now have John's smallest sales number!

i C D :
MIN SALES OF
SALES PERSON SALES JOHN

s
10| Bryan 5 100

11 |John S 3,500

12 Bryan S 4000

13 John S 3,000




SWITCH

What does it do?

Matches multiple values and returns the first value that has a match

Formula breakdown:

=SWITCH(expression, valuel, result1, [value2 / default, result2?], ...)

What it means:

=SWITCH(value to check, value to match against, result to return,
[succeeding values to match or the default value if nothing gets matched],

)

Example:

=SWITCH(3, 1, "Bad", 2, "Average", 3, "Great", "Unknown'") ="Great"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/SWITCH-FORMULA.xlsx

If you have multiple values to check, we can use Excel's SWITCH
Formula! It allows us to specify multiple values to check, then
the SWITCH Formula will look for the first value that gets matched!

Let us try it out on a simple ratings table (e.g. 1 = Bad, 2 = Average, 3 =
Great), then we will create a SWITCH Formula that will simulate the exact
same logic of the table!

STEP 1: We need to enter the SWITCH function in a blank cell;

=SWITCH(
| Il | | " Il
RATING DESCRIFTION ENTER RATING 3
' 1 and
it d R DESCRIFTION . Syl
| i, GreHl AL greion, ], el ddadl wovecd, L],
12

STEP 2: The SWITCH arguments:

expression

What is the value to check?

Select the cell containing the rating that you want to translate to the correct
description

=SWITCH(GS,
| L ) ] k i F |

RATIMG DESCRIFTION 3 | ETRTN
= REOCAST
y 1 bt
1 i fre DESCRIFTION  fagnfie:}

= freat -'u".'|:||:h'r|l-'."|'|l1,:|'.|llF-'| etk sk o vl weal: sbvk ol |

1l

valuel, resultl
What is the first lookup value and value to return if it is matched?



Let us start from the first value of the rating table. If the value is 1, then the
description is "Bad"

=SWITCH(GS, 1, "Bad"

: . e I
!

CESERIFTION ENTER RATING

i huerae SITCHIGS, 1, "B |
| i iiraat AT Naressor, s’ et [defout or valued, ru] [

value2, result2
What is the second lookup value and value to return if it is matched?

Let us start from the second value of the rating table. If the value is 2, then
the description is "Average"

=SWITCH(GS, 1, "Bad", 2, "Average",
7 ] r r i Il |

DECARIFTION

ENTER RATING

if 7 UHHTE DESCRIFTION - ST, (1o W) e L |
| 3 (el .E-'.'.'rl:'l..".l'.'.l. it il aal, i nau T Babalt wovduel, rmatd]

ﬂ\

s

value3, result3
What is the third lookup value and value to return if it is matched?

Let us start from the third value of the rating table. If the value is 3, then the
description is "Great"

=SWITCH(GS, 1, "Bad", 2, "Average", 3, "Great",



QEECAIFTION g‘ 1T TCH P FRCH
b AT AET SHN

! 1 Wil

W 7 Gurrgn -:-:'ﬁ'li:[:Hl:hH,_ 1, "o’ 2, "werage®, 4 Yereat, )

I 3 el E-HTEH:.:J.I'mi.!L uu.l.ll.'..l.l, :FI.I.'.':'.I'.‘l.I.II:._l'||.|.'.'..I'..'.I .EI:I.[I.ll.'Il:I'I._'.II_IIJI'.“!, il ll'-|
ol
default

What is the default value to return if nothing gets matched?

We want to show the value "Unknown", if an unknown rating is specified.

=SWITCH(GS, 1, "Bad", 2, "Average", 3, "Great", "Unknown")

d i J E F & n |
DESCRIFTIGN ENTER RATING ."i‘
. |
L i (it
0 / Kirragr W EREE 1, "Rad', 3, "erage” 3 "aneat, " Inknoown ™)
4 1 larisil
L

You now have your correct rating description!

3 |
OESCRIPTION ENTER RATING ]
! 1 3ad
1) 1 Avergpe DESCRIPTION  [eif==11
.l
1 3 Greal
1

Let us try an unknown rating (40) and see the resulting description:



DESCRIFTION ENTER RATING 40
9 1 Dad
10 ? Averape DESCRIPTION  J8[1 T8I
f1 3 Great
]

If we were to do this the old way it would look something like this using
Nested IF Formulas:

=IF(G8= 1, "Bad", IF(G8=2, "Average", IF(G8=3, "Great",
"Unknown")))

It is way easier using the SWITCH Formula!




TEXTJOIN

What does it do?

Concatenates a list with a specified delimiter

Formula breakdown:

=TEXTJOIN(delimiter, ignore_empty, textl, ...)

What it means:

=TEXTJOIN(the delimiter, ignore empty cells in combining text, first
text/range to combine, ...)

Example:

=TEXTJOIN(",",TRUE,"Hello","World") ="Hello,World"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/TEXTJOIN-FORMULA.xlsx

Do you want to combine text or a range of cells together easily?
The TEXTJOIN Formula in Excel will do this for you in a flash!
The TEXTJOIN Formula was introduced in Excel 2016.

It can even let you specify a delimiter to use to combine the text together
and ignore empty cells for you!

I explain how you can do this below:

STEP 1: We need to enter the TEXTJOIN function in a blank cell:

=TEXTJOIN(
L L | | ¢ I

2| Combine 5 Together -Mnmmﬂ ||
10 Hells W
| Hi |2 JAgedmilen, e ey, ],

STEP 2: The TEXTJOIN arguments:

delimiter
What is the delimiter to use in combining the text?

We want to have the text combined together and separated by a comma:

=TEXTJOIN(",",



7| Cambing I trgerher =H-_1:;JUiN{",",: |
1
0 Hello World
Hi THTICHkArlirnit= 7 lpneee: emprry bt ftee?]
1 :
o FALSE e ey el

ignore_empty
Do you want to ignore the empty cells?

Let us set this to TRUE to ignore the empty cells when combining them
together:

=TEXTJOIN(",", TRUE,

il C i : F £ | H |

LI%
g Pl
¢ |Combine I tozrther =l|:-:iJi]!l'n.l[",',llii.llr|I

w Hella World
I i [ELHICIR el ke, gneee demphy, toat |, R, tadaf,

textl, ...
Which cells do you want to combine together?

Select the range of cells that you want to combine together
=TEXTJOIN(",", TRUE, C9:E9)



9 Gombine U5 together [=TRXTIOING", " TRUJF C0:F0)
1 He(kes World
il Hi

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.

COMBINED TEXT

9| Combine s topether Combine us tomether

COMBINED TEXT

) Combine
io[Hrlln Warld

Combine us topether




If we were to do this the old way it would look something like this using the
CONCATENATE FORMULA:

=CONCATENATE(CY,",",D9,",",E9)

And it does not even have the capability to ignore empty cells. It is way
easier using the TEXTJOIN Formula!



OFFICE 365 (AS OF SEPTEMBER 2018)

FILTER

What does it do?

Filters a table array based on the filtering condition given

Formula breakdown:

=FILTER(array, include, [if_empty])

What it means:

=FILTER(data to be filtered, the filtering condition, [value to display if
nothing gets matched])

Example:

=FILTER(CS:D14,D9:D14>0.33,"") = Shows all the data that has a tax rate
> 33%

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/FILTER-FORMULA.xlsx

Did you know that you can now filter your table data with an Excel
Formula? Yes you can! It is definitely possible now with Excel's FILTER
Formula.

We have a tax table that we want to dynamically filter with a given rate.

I explain how you can do this below:

STEP 1: We need to enter the FILTER function in a blank cell:

=FILTER(

INCOME IS GREATER ENTER TAX RATE FILTER

8 THAM OR EQUALTO... sttt [EHHTEHTHAH]I
i) 8 : 13
INCOME IS GREATER
: 5 816,00 18% e TAX RATE
(5 1587400 2% =T LR
15 ALY 0% 111 array. e, |1 sy
5§ 8745900 20
40§ 111569.00 5%

STEP 2: The FILTER arguments:

array

What is the data to be filtered?

Select the cells containing the tax data, do not include the headers:

=FILTER(C9:D14,



o ENTER TAX RATE FILTER
g_ AN OR EQUAL TO.. [EHEATEH THA N}
vy - 13%

INCOME I5 GREATER
¢ 456,00 18% TAX RATE

i i THAN OR EQUALTO.,
T Y7741 7% FITRR(TN] |
it S 30,85/.00 % |'L|H{:IId',llulJLdE||I_ur|l"]]
05 BIANEL 0%
I T AR 4% .
gl
1
W
include

What is your filtering condition?

We want to filter the tax rate that is greater than the specified rate. Type in
the condition as the tax rate column > the specific tax rate.

=FILTER(C9:D14, D9:D14>G8



ENTER TAX RATE FILTER

|[GREATER THAN|]

L , INCOME IS GREATER
. ) B,450,00 13% THAN OR EGUALTO.. TAK RATE
a5 D8l 2% HILIER(CY:018 D8: 014438,
75 35887.00 0% FLTERGmay, clde, I cmpty]
3§ RT4SR0 3%
4§ 1456000 | 5%
it
8
-
[if_empty]

What is the value to display in case nothing gets matched?

Just place an empty string to be displayed if nothing gets matched.

=FILTER(C9:D14, D9:D14>G8, "")




ENTER TAX RATE FILTER

Jl THAN O EQUALTO., [GREATER THAN]

FI $ ; 13% [ | [ | |
INCOME |5 GREATER

1 ) 8120.0 L) THAM OR EQUAL TO..

S TR T T8 | 1% HLI ER{CY D14, DY.018505,™)

18 368700 0%

35 BIAN 3l

15 14156300 | 455 |

3

kl

Try it out now with different values and see it get filtered magically!



d . ! | £ |
INCOMIE |5 GREATER ENTER TAX RATE FILTER
TAX RATE 15%
A THAN OR EQUAL TO... [E REATER THﬁ.H]
y | § . 13%

§ 8:120.00 18%

s 15,871.00 22 §,156.00 18%
a6 889700 30 507400 | 2%
:
¢

$
:
9745800 0 S R | A%
:
5

INCOME IS GREATER

In THAN OR EQUALTD...

141 568.00 45% £7.456.00 5%

141 565.00 45%




INCOME [$ GREATER ENTER TAX RATE FILTER [
i THAN OR EQUALTO.. [GREATER THAN)
INCOME |5 GREATER
di 5 s 184 THAN OR EQUALTO..
|6 1587400 2% ; B74SE0D  19%
A T 1. TA 30% 5 L1500 4%
4§ RI4sam 2%
4 5 111,569.00 15%




RANDARRAY
What does it do?

Creates an array of random numbers between 0 and 1

Formula breakdown:

=RANDARRAY([rows], [columns])

What it means:

=RANDARRAY (number of rows, number of columns)

Example:
=RANDARRAY(6,2)

=Random numbers in a table of 6 rows and 2 columns

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2018/12/RANDARRAY.xlsx

Ever wondered how to create an array of random numbers easily? It is
definitely possible now with Excel's RANDARRAY Formula.

We want to fill up a table of 6 rows and 2 columns with random numbers
between 0 and 1.

I explain how you can do this below:

STEP 1: We need to enter the RANDARRAY function in a blank cell;

=RANDARRAY(
C . D

RANDOM VALUE RANDOM VALUE

s| =RANDARRAY(|
g RAMN DAHEA"r’{[rﬂws],Tcnlumns.]]
10
11
12
13
Lii

STEP 2: The RANDARRAY arguments:

[rows]
How many rows are going to be populated?

We want 6 so input that as the number of rows:

=RANDARRAY(6,



RANDOM VALUE RANDOM VALUE

o | =RANDARRAY(S6,
FAMDARBAY ([rows], [;ﬂlumns]:l

10

11
12

13

14

45

[columns]
How many columns are going to be populated?

We want 2 so input that as the number of columns

=RANDARRAY(6, 2)



RANDOM VALUE RANDOM VALUE
o | =RANDARRAY(6, 2)

10

11

'!E

13

14

Now you have your random array of values!




RANDOM VALUE

RANDOM VALUE

. 0.35 0.16
. 0.37 0.38
11 0.25 0.32
12 0.82 0.91
13 0.51 0.91
14 0.12 0.74




SEQUENCE
What does it do?

Creates an array of sequential numbers

Formula breakdown:

=SEQUENCE(rows, [columns], [start], [step])

What it means:

=SEQUENCE(number of rows, [number of columns], [starting number],
[increment per number])

Example:
=SEQUENCE(6,2,0,2)

=Even numbers starting from 0 in a table of 6 rows and 2 columns

Exercise Workbook:
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Ever wondered how to create an array of sequential numbers easily? It is
definitely possible now with Excel's SEQUENCE Formula.

We want to fill up a table of 6 rows and 2 columns with even numbers
starting from O.

I explain how you can do this below:

STEP 1: We need to enter the SEQUENCE function in a blank cell:

=SEQUENCE(
C O

o| =SEQUENCE(

2
SEQUENCE(rows, [columns], [start], [step])
10

11
12

13

14

15

STEP 2: The SEQUENCE arguments:

rows
How many rows are going to be populated?

We want 6 so input that as the number of rows.

=SEQUENCE(6,



=SEQUENCE(6,

10

- o
_ SEQUENCE(rows, [columns], [start], [step])

11

12

13

14

[columns]

How many columns are going to be populated?

We want 2 so input that as the number of columns.

=SEQUENCE(6, 2,




=SEQUENCE(S, 2,

10

SEQUEMNCE(rows, [columns], [start], [step])

11

12

i

14

[start]

What is the starting number?

We want the first number to be 0.

=SEQUENCE(G, 2, 0,




» | =SEQUENCE(s, 2, 0,

SEQUENCE(rows, [columns], [start], [step])
10

11
12

13

14

[step]
What is the interval for each succeeding number?

We want even numbers, so the increment should be 2 for each succeeding
number.

=SEQUENCE(6, 2, 0, 2)



o

» | =SEQUENCE(S, 2, 0,
= 3 .
10

0 &

12

13

14

Now you have your even numbers filled up!



i 4 5]
11 3 10
12 12 14
13 16 18
14 20 22




SORT

What does it do?

Sorts a table based on a column and order specified

Formula breakdown:

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

What it means:

=SORT(data to be sorted, [which column to be used for sorting], [ascending
or descending order])

Example:

=SORT(C9:D14, 2, -1)

Exercise Workbook:
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Did you know that you can now sort your table data with an Excel Formula?
Yes you can! It is definitely possible now with Excel's SORT Formula. It is
a new formula introduced in Excel 2019!

We have a tax table that we want to sort by the tax rate in a descending
order.

I explain how you can do this below:

STEP 1: We need to enter the SORT function in a blank cell:

=SORT(

SORTED TABLE

INCOME 15 GREATER
THAN DR EQUALTO....

INCOME |5 GREATER
TAX RATE

TAK RATE
8 THAN OR EQUAL TO...

A7 450,101 0l SR Tlannay, [surl_moes) |5l;';l_urd:r]. |y e

;

15 180 1%
;
5

. 320710 0%
y 1£41,569.00 A5
15 4 456 (1 185,

STEP 2: The SORT arguments:

array

What is the data to be sorted?

Select the cells containing the tax data, do not include the headers:



=SORT(C9:D14,

SORTED TABLE
INCOME IS GREATER R INCOME |5 GREATER
THAN OR EQUALTO.. THAN OR EQUALTO..
| $ - 13% =SORTICO:D14,
mr' 5 874580 0 Efl:.TII:d' d, [?r.rltl_irule.'t]. |5.I|.TLIIIJI:'II:,I['.'.ITL'.|II:|
i 5 15,A74.00 %
15 b 3%
PRI 45y
al§ 8RN0 18

[sort_index]
What is the column to be used for sorting?

We specify the column number here. Since the tax rate column is the second
column, place in 2.

=SORT(C9:D14, 2,



INCOME 15 GREATER
THAN QR EQUALTO..

TAX RATE

SORTED TABLE

INCOME |5 GREATER

TAK RATE
THAN OR EQUALTO..

alg 13% =SORT(CYD14 2

i e, [soet indle], [sart arder] (b o
o EMEB.{I{:- 3K } |
S T
1§ 168970 10k
5§ wsm| 4
4§ RASEM 1%

[sort_order]

What is the sort order? 1 for Ascending, -1 for Descending order.

Since we want descending order, place in -1.

=SORT(C9:D14, 2, -1)




SORTED TABLE
INCOME |5 GREATER INCOME IS GREATER TAY RATE
THAN OR EQUAL TO... THAN OR EQUALTO...

5 13% SORI{CS018,2,1)

y 5 715800 30

95 DR 1%

4§ 36,897.00 Al

35 141569.00 45%

405 §.450.00 1% .

Now it gets sorted magically!



SORTED TAELE

INCOME |5 GREATER a s INCOME IS GREATER
THAN OR EQUAL TO.. THAN OR EQUALTQ...
| S - 13% S 1411,564.00 15%
4 5 BIALEL 0% 5 SO0 |
G915 DB 2% 5 W80 %
20§ 3R%0TN % ¢ 5740 | %
0§ 111569.00 154 § 5,156.00 18%
4 § 8:136.0C 185 § - 13%



SORTBY

What does it do?

Sorts a table based on the column(s) specified

Formula breakdown:

=SORTBY/(array, by_array1, sort_order1, [by_array2, sort_order2], ...)

What it means:

=SORTBY/(data to be sorted, by which column to sort first, [by which
column to sort afterwards], ...)

Example:

=SORTBY(B9:D14, BS:B14, 1, D9:D14, 1)

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/SORTBY-FORMULA.xlsx

Did you know that you can now sort your table data with an Excel Formula?
Yes you can! It is definitely possible now with Excel's SORTBY Formula.
It also allows you to sort by multiple columns as well. It is a new formula
introduced in Excel 2019!

We have a person list that we want to sort by Gender (ascending order) and
then by Age (ascending order).

Do take note that in specifying the sorting order, 1 represents ascending
order, -1 represents descending order.

I explain how you can do this below:

STEP 1: We need to enter the SORTBY function in a blank cell:

~SORTBY(

e : : : ' b I

! SORTED TAEL
GENDER NAME

y| M Infin {7 -]

. - " N T
i
nof Kay i
M Mirhael 0
L F (st 2
o F Jil &4

STEP 2: The SORTBY arguments:

array

What is the data to be sorted?

Select the cells containing the personal data, do not include the headers:



=SORTBY(B9:D14,
3 B 0 B P F & . H
SORTED TABLE

GEMDER NAME

o M Jahn 32 -SEIHTET[EEI:E!H, |

AL Yiamy, by aeraw, sortarde ], b e )
] y Hr',ran o SITC Y iamsy, ty_ ey, ot ardse 1] b, )
no Kny h|
;M [fichacl 3l
14 (o 2!
ko | Il 4

by_arrayl, sort_order1
Which column will be used to sort first?

Select the cells containing the gender column, then type in 1 for it to be
ascending order.

=SORTBY(B9:D14, B9:B14, 1,
v C 0 P ' .

SORTED TABLE

GENDER HAME AGE

w1404, 15013, 1
;.".I'.?TF"':Mr-ll III'.'_.-'I.l'.'ll u 'II_||'|.:| lllllllll_.ill.ﬂ? 1 r-_l I h;?l:ll[.:w_-r'.dl.:“. |
A M Bryan 2 '
| | Ky 24
] M Michacl 3
iyl F Cess 3
q F | il -




by_array2, sort_order2
Which column will be used to sort next?

Select the cells containing the age column, then type in 1 for it to be
ascending order.

=SORTBY(B9:D14, B9:B14, 1, D9:D14, 1)

Al r . i r r | &
' SORTED TABLE
GENDER MAME
gl M Jubn i EORTOYDS.014, 09014, 3, DR T4, 1
: N Firgan 15
I I3y P
1 M Michiaed i
i Cess 2
a kLl %

r I ] L 0 A r & I
SORTED TAGLE

MaME NahE
o M Infin i/ L M
" iy I th ! [y 1!
. F Ky 20 F Jil 44
M [irhaal il ¥l Mirhasl 0
I F Cage 32 ] John 32
o F Jil i W Bryun 25







UNIQUE

What does it do?

Gets the unique values of a list

Formula breakdown:

=UNIQUE(array)

What it means:

=UNIQUE(data to have duplicates removed)

Example:

=UNIQUE(C9:C14)

Exercise Workbook:
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Want to remove duplicate values from your list? It is definitely possible now
with Excel's UNIQUE Formula. It is a new formula introduced in Excel
2019!

We have a list of names and we want to remove the duplicates from it. The
UNIQUE Formula will make this very quick to do!

I explain how you can do this below:

STEP 1: We need to enter the UNIQUE function in a blank cell:

=UNIQUE(
] | E (s |
o lofm -UNQUE( |
UWIQUE{arrar,-[h}* coll, [occurs once]

Bryan
10
11 Kay
1 John
1] Kay
1 [nhn

STEP 2: The UNIQUE arguments:

array
What is the data to be cleared of duplicate values?

Select the cells containing the names, do not include the headers:

=UNIQUE(C9:C14)



John

9
" Bryan
11 Kay
12 John
13 Kay
14 John

Now the duplicate names are all gone!

=UNIQUE(CS:C14)




John

10

Bryan

John

11

Kay

Bryan

12

John

Kay

13

Kay

14

John

15




ADVANCED FORMULAS

3D Formulas

What does it do?

3D Formulas or References in Excel are a great way to consolidate data
from multiple sheets.

3D Formulas reference several worksheets that have the same structure
which allows you to consolidate by using the SUM function.

Formula breakdown:

=SUM(Sheetl:Sheet4! A1)

What it means:

=SUM(from this Sheet#:up to this Sheet#! return the sum of these cells)

Example:

=SUM(MARKETING:ADMIN!C13)

Exercise Workbook:
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STEP 1: Make sure you have a SUMMARY Sheet and several sheets where
you want to sum your data from;

A | s g - i ; .
i |l
i . .
: Corsoliante the Expente budgets for
. 2k Quarter!
i
1l SUMMARY a1 @@ 03 o Total
s irec
U Indiret
r Vaatle
. TOTAL
i
1t
t
n
:

| SunARY [ s | roove [ sconane | oo [

STEP 2: All Sheets have to have the same structure...so the same number of
columns, rows and cells;




n . F (. N F F =

i
;[ Exumple:

. Consoliate the Expense budgets for

;, ¢dch Quarter!

||"

; MARKETING | o1 @ @ 04  Total
1 Diredt 2209 510 82 5187 51,098
14- ndirec: 5106 525 5534 5681 51536
15- Variable GO0 6342 6357 G430 81840
i TOTAL SL055 5727 41373 51348 54503
ﬁ.

1

24

(LR s | Frace | soumons f it

0




r laompke:

E Consalidate the Expense budgets for

)

= each Quarter!

11-.

1 SALES Q @ 03 04 Total
: Yt S0 SWT O SARG &7 $2.261
" mdiec S0 Sk GlEb  S1a0 $1583
, Ve S0 SIRT SR IR §1583
" TOTAL  $1709 $1061 41210 $1367 $5377
7

0

L3

n

iy

"
c

SUMMARY | MAREETIMG |SLIEST FRLANC

soukaG | Aowy JE)






7 Tenmple:
. Consolidate the EXpense budgets lor
:
= Lach Quarter!
"
I ANANCE | a1 @ o3 o Total
i Diract 5601 G405 S0 Sa SL68L
" Indirct 5376 | $35% STIR S377  $1.884
i Varible 5414 %04 S04 S35 81072
. TOTAL  §1301 4067 41288 4881 44637
u
i
i
20
il
i

b : oo h F F t
1 Cxemple
5 Consolidate Lhe Epense budgets for
4

each Quarter!




1

1

12

SOURCING | ot o2 03 04 Tonl
Direcl SIE0 S1ED Sa31 0 G205 81,096
ndrect GIBS SM7 8151 4G9 81,276

Varkle S0 ShUh 5430 818 51921

TOTAL 31,005 SL017 SL121 SL060 54,293

SUMARY | MIREETIG. | SALES e o G




A : [ f

i IExummt'.'

; Consoliaate the EXpense budgets for

f

= each Quarter!

Il

12 ADMN | ot @ @ 04 Total
ﬂ Diract 04§01 G432 A 61819
1 Indirect 363 3293 538 5516 H13M8
: Varle  $06 §1M SM M3 $1,263
i TOTAL 8473 SL1B SLI7;3 81397 34201
17

Iﬁ"

i

I'1”.

{1

i

SUMMARY | ARG s | ‘AI:IMIN \ A

STEP 3: Enter a SUM formula in your SUMMARY Sheet, preferably in the
top left hand corner;




: |« b | E Fo| ¢
v SUMMARY o 02 03 04  Total
. Direcl =SUM( \

SUM{number!, [numberZ] ..

u Indirect
5 Vil
1 TOTAL

17l

STEP 4: With your mouse select the first Sheet you want to consolidate;

| Fnence | sourcG | ADMIN |

AAEEEESES—————

SUMMARY | MARKETING

STEP 5: Hold down the SHIFT key;

STEP 6: Whilst holding the SHIFT key, select the last Sheet you want to
consolidate with your mouse key;

_SUMMARY | MARKETING | SALES | FINANCE SOURCING ADMN

STEP 7: In the formula bar, type in the active cell that you are in (from Step
3) after the ! and press Enter



5UM o X ¥ | SUMMARKCTING:ADMINICLI)

i O I A i
n SUMMARY a1 @ @ o Totl
I =SUM(MARKFTING:ADMINICT3)
4 Indire
15 Variahle
5 TOTAL
7

STEP 8: Drag the formula across all your cells. That's it!



]

c | o | B | & | +H

1 Uirect
n Indirect
15- Variaole
. TOTAL
7
d |
2 SUMMARY
o Direcl
w|  Indirert
s Variaole
G TOTAL
It
i

7 SUMMARY a1 m@ @ @ Total

S18/3 | S1,193 \ 50350 SLIAL 1,15

'sﬁ_e

[ I F F B H

i Q@ @3 04 Total

§1873 $1793 $2351 S1747 57,765
S0 510645 52046 2407 7678
62360 $1462 51867 51989 47678

35,753 $4300 $6,265 6,163 523,081

Note: You can change the Sheet names and this will be reflected in your 3D

formula.



You cannot move the positioning of the Sheets after you create the 3D
formula as this throw out the formula.



ARRAY Formulas

What does it do?

An Array Formula performs an Excel operation (math, comparative, join or
function argument) on an array or range of data. This could be a range of
cells, a worksheet reference or a defined name.

An Array contains more than one cell, so you cannot perform an Array
Formula on a single cell.

To turn your formula into an Array Formula, you will need to press
CTRL+SHIFT+ENTER which will put the squiggly brackets {} outside
the formula: {=MAX(D13:D16-C13:C16)}

Let's break down the different Excel operations that you can use to create an
Array Formula:

MATH: +-*/()

COMPARATIVE: =<>

JOIN: &

FUNCTIONS: MAX, MIN, IF, INDEX, VLOOKUP etc
Creates a cell reference based on the row and column numbers
Example:

{=MAX(D13:D16-C13:C16)}

Exercise Workbook:
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Let's do an example of an Array Formula that calculates the maximum stock
value change over a four day period:

STEP 1: Enter the MAX formula
=MAX(
STEP 2: Subtract one array/range of data from another array/range of data

=MAX(D13:D16-C13:C16)

FACEBOOK STOCK PRICES

DATE OPEN CLOSE
18/02/2015 . 105 . 109 |
19/02/2015 108 95
20/02/2015 25 104
21/02/2015 | 106 | 120 |

=MAX(D13:D16-C13:C16)

STEP 3: Instead of pressing ENTER to evaluate the formula, you need to
press CTRL+SHIFT+ENTER to turn the formula into an Array Formula
which will look like this:

{=MAX(D13:D16-C13:C16)}



fr | {=MAX(D13:D16-C13:C16)}

E C D
FACEBOOK STOCK PRICES
DATE OPEN CLOSE
18/02/2015 105 109
19/02/2015 108 95
20/02/2015 99 104
21/02/2015 106 120

B ¢ |

STEP 4: By pressing F9 on the selected formula array will give you the
resulting array of numbers (press CTRL+Z to get out of this mode when you
are done checking the formula results):

=MAH{D13:D15—C13:EIEb

=MAX({4;-13;5;14})

If we had to get the above result using a non-Array Formula we would have
to create a helper column which subtracts the Open & Close cells and then
enter the MAX formula to reference these results. This is double the work!






BETWEEN

What does it do?

There is no explicit Between formula in Excel, however we can come up
with creative ways to create this functionality. Our goal is to evaluate if a
given value is between a range, for example, is 6 between 1 and 10?

We have three possible scenarios: numbers, dates, and text.
We want to check if a value is in between two other values.

There are different creative ways so be sure to view them all below!

Exercise Workbook:
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STEP 1: For numbers, we have a creative use of the MEDIAN formula:

=IF(C7=MEDIAN(A7:C7), "Yes", "No")
i F B r F

STANTOr CNDOr  VALUETOOD  ISTHCVALUL IN

HEERAL A
) ANGL MANGL CVALUATCD OCTWEIN?
| i 7 Ve IFICT MEDANIAT:CTL, Y™ "N
. 10 i % No -IFICB-MECIN[AS:C3), "Yes" "Nc|
7 70 100 o N =\[1C=MITIANA:CE], Yas™ "N

In our first example above, the range is 20-60, upon checking the value 50, it
is in between this range.

The median formula will return the value in the middle of these 3 values
when arranged in increasing order: 20, 50, 60. The median value is 50. Since
it matches the value we are evaluating, then the answer we get is a Yes, this
value (50) is in between the range.

STEP 2: For dates, we have the same application of the MEDIAN
formula. Because Excel treats dates as numbers too:

=IF(C10=MEDIAN(A10:C10), "Yes", "No")
. 4 ; { L E

ETARTOF MeOF  VAUFTORF  ISTHEVALIFIN

) RANGE  RANGE  EVALUATED  BETWEEW
p 20100501 | 2016-CT-01 |2006-06-C1  Yes AMCIE=MIDIANGALZ:CLD], Yas', "Ne)
(20160150 (20160530 (2016 0G0 Ne -F[C11-MEDIANIALL:CAL], "Yes', "M ‘

In our first example above, the range is May 1 - July 1, upon checking the
date June 1, it is in between this range.

The median formula will return the value in the middle of these 3 dates when
arranged in increasing order: May 1, June 1, July 1. The median value is
June 1. Since it matches the value we are evaluating, then the answer we get
is a Yes, this value (June 1) is in between the range.



STEP 3: For text, we are checking if the value is alphabetically in the
middle. We will be using the AND formula:

=IF(AND(C12>=A12, C12<=B12, "Yes", "No")
| A B | . D

START OF ENDOF  VAIUETOBE  ISTHEVALUEIN

FURRLILA
A MANGC RANGE CMALLIATID OCTWEN!

i fes TANDICE=ALD, C12e=D12), "Ys', "No']
15 Dog Mouse  |Cow N HFIAND[C15-AL3, C13-B12), "es', "N

Interestingly enough, you can compare texts using the >= and <= operators.
Excel is able to compare them which goes alphabetically first or last.

In our first example above, the range is Cat - Dog, upon checking the text
Cow, it is in between this range. As when arranged alphabetically, it would
be: Cat, Cow, Dog.

The And formula checks if Cow >= Cat, and Cow <= Dog. You will see that
both of these are true, as Cow is alphabetically later than Cat, while Cow is
alphabetically ahead of Deg. Which is why we get a Yes result.



Extract First Name from Full Name

What does it do?

Gets the first name from a full name

Formula breakdown:

=LEFT(full_name, FIND(space, full name) -1)

What it means:

=LEFT(the full name, location of the last character in the first name)
Example:
=LEFT(“John Michaloudis”, FIND(" ", “John Michaloudis) -1)

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2017/04/Extract-First-Name-From-Full-Name-in-Excel.xlsx

There were countless times when I had a list of full names, and all I needed
was the First Name. It would be time-consuming to manually get the first
names one by one. Thank goodness there are formulas to make my life
easier!

In Excel, it's very easy to do that with the LEFT and FIND formula!

C D E

| b

FULL NAME FIRST NAME

7 | TalorFFerguson

g Doris Valez

o |John Michaloudis

1o Cain Sawyer

11 Glacomo Irujillo

12 Holly Coffey

Here is the gameplan:

e Use the FIND formula to find the location of the space that separates
the First Name and the Last Name

e However we need to deduct this numerical location by 1, so that we
have the location of the end of the First Name

e With this number, we will use the LEFT formula to retrieve the First
Name!

STEP 1: We need to enter the LEFT function and select the Full Name:

=LEFT(C7



-
g

C

Talon Ferguson

Dons Velez

L E |

. FULL NAME FIRST NAME

e

-LFFT(C7

LEF | ftext, [num_chars|)

9

John Michaloudis

10

Cain Sawyer

1

Giacomn Trujilln

12

Holly Coffey

STEP 2: We need to enter the FIND formula to get the empty space
location between the first and last name:

| Talon Ferguson

=LEFT(C7, FIND(" "

FIRST NAME

= EFT(C7, FIND(™"

Doris Veley

FINCFind,_taxt withir ted ‘start nur]

John Michaloudis

!

Cain Sawyer

11

Glacomn il

14

Holly Coffey




STEP 3: Select the Full Name again for the FIND formula's 2nd
argument:

=LEFT(C7, FIND(" ", C7)

C L E

FULL NAME FIRST NAME
i Talon Ferguson =_EFT(C7, FIND(" " C7)
8 Daris Velez LEFT(text [num_chars])

g |John Michaloudis

1 Cain Sawvyer
11 Giacomo Trujillo
12 Hally Coffey

STEP 4: Deduct 1 from the FIND formula so that our result will return us
the text up to the last letter of the first name:

=LEFT(C7, FIND(" ", C7) -1)



C

FULL NAME

7 [Talon Farguson

FIRST NAME

=LEFT(C7, FIND{" ",C7)-1)

5 Doris Velez

o John Michaloudis

10 Cain Sawyer

11 Glacomo Trujillo

12 Holly Coffey

STEP 5: Do the same for the rest of the cells by dragging the formula all the

way down using the left mouse button.

Now you are able to extract all the First Names from your FULL NAME

using the FIND formula in Excel!



FULL NAME FIRST NAME

- [Talon Ferguson

2 {Noris Veler

s |John Michaloudis

1 {Cain Sawyer

11 {Glacomo Iruillo

12 |Hully Colfey




Extract Last Name - REPLACE Function

What does it do?

Replaces part of a text string, based on the number of characters you
specify, with a different text string

Formula breakdown:

=REPLACE(old_text, start_num, num_chars, new_text)

What it means:

=REPLACE(this cell, starting from this number, all the way to this number,
with this new text)

Example:

=REPLACE(“Bryan Hong”,1,SEARCH(" ", “Bryan Hong”),"") =”Hong”

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/10/Replace-Extract-Last-Name-.xlsx

I had a scenario where I wanted to extract the last names from a list of names
using a formula.

Did you know that we can creatively use the REPLACE formula to replace
the first name with an empty string, leaving us with the SURNAME?

Here is what we want to happen:

C O

FULL NAME SURNAME
11 Talon Ferguson Ferguson
12| Doris Velez Velez
3 {John Michaloudis Mmafapdis
14| Cain Sawyer Sawyer
15| Giacomo Trujillo Trujillo
15Holly Coftey ey |
7 3

STEP 1: To start off, let us try the Search function and see what it will give
us. We want to search on which character the space resides on. Type in:

=SEARCH(" ", C11)



Talon Ferguson

|=SEARCH(" ", C11)

12 | Doris Velez

13 John Michaloudis

14 |Cain Sawyer

15 | Glacomo Trujillo

15 | Holly Coffey

You will see that it returned 6.

This means our space is on the 6th character of the name Talon Ferguson.

We will use this in our Replace function later in STEP 3.

C

FULL NAME

SURNAME

i1 | Talon Ferguson

12 Doris Velez

13 John Michaloudis

14 |Cain Sawyer

15 | Glacomo Trujillo

16 Holly Coffey




STEP 2: Clear the Search function. We need to enter the Replace function
next to the cell that we want to clean the data from:

=REPLACE

STEP 3: The Replace arguments:

old_text
Which text do we want to change?

Reference the cell that contains the text string:

=REPLACE(C11,

C , ) E

[ Telon Ferauson RCPLACEICLL,

l
17 Doris Veles
i3 |John Michaloudis REPLACEcld_t==t start_num, rum_chars, new. texd)

4 Caiin Sawyer
15 Giacomo Trujillo

15 ~olly Cattey

start_num
Which character do we want to start the replacement from?

We want to replace the first name, which resides on the first character:

=REPLACE(C1}, 1,



FULL NAME

10
1
11]!alon | erguson |HEMACH(L11, 1,
2 Doris Vele:
12 |lnhn Michalaudis A=PLA E ol tev: start num, num _chars, new ted)
|

4 Gain Sawyer
15 (iacoma Trujillo
15 Holly Cortey

num_chars
How many characters do we need to replace?

We don't have the exact number of characters, so this is where the SEARCH
function comes in handy from STEP 1 above.

Search for the space character " " which tells us the end of the First Name:

=REPLACE(C11, 1, SEARCH(" ", C11),



1

1" [TalonjFerguson |-REPLACE(CLI,1SEARCH(" ", C11),
I Do Velaz
11 1Jahn Michaloudis REPLACE(D d_text. start_num, nﬁm_:hara new_tekt)

14 Cain Saviyer
15 Glacomo |rujilla
{5 ‘Holly Coffay

new_text
What text will serve as the replacement?

Now that we have accounted for all the characters from the First Name, we
need to clear these.

We can do this by replacing it with an empty string.

This will "erase" the First Name, and leave us with the Last Name.

=REPLACE(C11, 1, SEARCH(" ", C11), "")



1
f1 [RalmasFerguson |-APLACT(C1, 1 STARCHI", 1),
2 Doris Veler

13| John Michaloudls
14 (i Saunyer

P
—

1 Giacamo Truill
it | Holly Coffey

STEP 4: Do the same for the rest of the cells by dragging the
REPLACE formula all the way down using the left mouse button.

Now we have all of the last names:



FULL NAME

Talon Ferguson

Doris Velez

John Michaloudis

Cain Sawyer

Glacomo Trujillo

Holly Coffey

SURNAME

Ferguson



GETPIVOTDATA

What does it do?

A formula that extracts data stored in a Pivot Table

Formula breakdown:

=GETPIVOTDATA(data_field, pivot_table, [field1,
item1], [field2,item2],...)

What it means:

=GETPIVOTDATA(return me this value from the Values Area, any cell
within the Pivot Table, [and return me the value that pertains to this Field
name, and this Field item],...)

Example:

=GETPIVOTDATA('saLes" Al,"SALES
REGION","AMERICAS","FINANCIAL YEAR",2013,"SALES

QTR","Q1")

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/05/GETPIVOTDATA-Intro_.xlsx

The GETPIVOTDATA function in Excel returns data stored in a Pivot
Table. So essentially it extracts the Pivot Table data to enable a user to
create customized reports.

Think of the Pivot Table like your data source, so anything you see in the
Pivot Table report can be extracted with the GETPIVOTDATA function and
put into a cell within your worksheet.

The GETPIVOTDATA function becomes powerful when you reference cells
to create shell reports.

NB. Only the Fields and Items that are included in the Pivot Table report
(Row/Column Labels and Values area) can be used to extract their values.

Here is our current Pivot Table:



PrvctTacle Felds

{hoose +elds bo add bo eport:

GRITRICAS -I"J-l,fl:ﬁ 1,564,156 747,145

4
3 EURCTE LA BRI TR

AT AT R Y 1 RS LW
| ] ot el ml PaFSWE T
7 LTI PRI TRIN TR oy

8O | | D0ERDATE

5 AMERICS n2206 AR AL e
1D THRORT 738,131 TRV ML |

1L Al Gad,377 05 TILE | hes Dy elwas s el
DI 9919 893 55T

1 OWERCS L% GRGT
.1:.5_ LURCHL b5t bl BASIT el I

13 LA hl3, M MEINT e, idd
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HECTR
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N OIMERCA  OATIE 6910 597
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STEP 1: We need to enter the GETPIVOTDATA function:
=GETPIVOTDATA(

T kes Il Lolumas
FAARC A YES.

-



A B C | D | E

5 013 03 01 03
2| ok @ @ o
77 GETPIVOTDATA(

g IR GETPIVOTDATA(data_flel, pivet_table [, kem] ..
0 ASIA
0 AFRICA

CTOTAS 0 0 0 0

a1

STEP 2: The GETPIVOTDATA arguments:

data_field
What is the value that we want to return?

Type in SALES as we want to return the sales value:

=GETPIVOTDATA("SALES",



AL BB - | b | [ | F

5| 013 013 013 2013 2013
2 ! ® 03 o ACTUAL
17 =GETPIVOTDATA( SALES' 0
8 | EURC GETF'I'u'CiT[Jﬁ.TA[dat.e_ﬁed, pivet_table, [fiddl, teml],... i
19, ASIA ;
10! AFRICA :
31 TOTALS 0 0 C 0 0
pivot_table

From which pivot table?

Just reference a cell in the pivot table, let's type in $A$1

=GETPIVOTDATA("SALES", $A$1,



(]
&

=GFTPNVOTNATA('SAIFS", 8¢,

ﬂﬁﬁiﬁlﬂmin{aﬁaﬁem pivot table, [field1, item1] (e d?, itemd],.
TOTALS 0 0 0 ¢




- B B D

1 ::tlumn ] ~ |

P How Labelfd 2012 2013

J K 2,422,542 3,786,643 2,895,543
4 | AMERICAS 494,065 1,564,156 743,145

5 | EUROPE 591,445 698,717 747,267

6 | ASA 560,250 745,031 614,563

7 AFRICA 776,782 178,739 790,568
8 2,588,623 2,800,407 2,399,630
2 AMERICAS 512,206 229,990 443,535
10| EUROPE 758,121 728,139 647,088
11| ASIA 658,377 723,009 711,729
12| AFRICA 659,919 819,269 597,278
[field1, item1]

What are the fields that would serve as our filtering criteria?
To get our target sales figure, we will need: Sales Region, Financial Year
and Sales Quarter. To do this we will need 3 field-item pairs:

=GETPIVOTDATA("SALES", $A$1, "SALES REGION", $A27, "FINANCIAL YEAR", B$25,
"SALES QTR", B$26)



A LB | ¢ | b | E | F

25| | 201 | 2w w0 3 218 |
16 | ¢ | @ @ @ a  Ama |
17 FGFTPIVOTNATA{"SAIFS", SAST, "SAIFS 1564 156
?EI REGION", 5A27, "FINANCIAL YEAR", 5

| 3525, "SALES LUIR", B526)
19 0
10 | | GITAVOTDATAdata field pivot table, [fie d”, teml] [fiedd2, terr2] [Fieldd, temd], [fieldd, iterd
3¢ TOTALS  1,364,15€ 0 0 0 1,364,156
Vs | 013 2013 2013 2013 2013
26 | ul Q2 U3 04 ACTUAL
g]‘ AMERICAS | 1,564,156 1,564,155

§

78 EURDPE 0

|
79 AR 0
30 AFRICA 0
21 TOTALS 1,364,156 0 0 0 1,364,136

STEP 3: Do the same for the rest of the cells by copying the
GETPIVOTDATA formula to the rest of the cells.



B 218 5% BN
_ -2

3 TOTALS | 1364156 O 0 0

Now your new set of data is ready!

= = = s = [E.

TOTALS 3,786,643 2800407 2671945 2,731,442

| s
||---
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IF Combined With The AND Function

What does it do?

It returns a value that you set if a condition is met, and a value if it is not
met

Formula breakdown:

=IF(AND(Logical Test),Value if True,Value if False)

What it means:

=IF((Sales are bigger than $3000 & in the North region),"Bonus","No
Bonus")

Example:
=IF(AND(1092>3000,"North"="north"),"Bonus","No Bonus")

="No Bonus"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/09/If_And.xlsx

When combining (or nesting) the AND function with the IF function, it
allows you to add more than one condition to your formula, something that
is not possible with the IF function by itself.

So you can show the results of Sales Reps that have made more than $3,000
of sales AND who are part of the North region, as explained below...

We want to show a Bonus value if sales are bigger than $3000 and comes
from the North region, and No Bonus is shown if this condition is not met.

STEP 1: We need to enter the IF function in a blank cell:

=TF(
.". [ 1 e [ | %
: ;Em"”'”ﬁr IF 4 SALES REP mitk wld wore thar. §3,000 i
”I the. NORTH vegion, thea que thw & BONUSI
f
'!!l
[ SalesRep  Regon  Sales  Bomus?
{3 John North — SL092 | IH |
16| "3l South 59,951 G o g Dl i
1t it lasl 52,0000
0 George Wesr  §8.738
1h i Mol 54,184
i Maric South 51,001
2] Waylane] Fast 45,304
7| j2len West S
2] Paula North 54,935

STEP 2: The IF arguments:



logical_test
What is your condition?

Sales Rep has sold more than 3000 dollars and comes from the North
Region. Let us use the AND function to accomplish this.

IF(AND(D15>3000, C15="North")
" [ C | C ; [ | C

14 SalesRep _Region  Sales Bonus?

e b | _IFIANDD 153000, 015" North')

g Paul South 59951 - -

11| Ring Eas.  §2,006

1§ Gaorge West 98,738

6 A North 3,185

0 Marie South  §1,661

5 Wayland [ast 57,094

2| Helen West 5457

4 Pauld North 54,935

md

f

value_if_true

What value should be displayed if the condition is true?

We want "Bonus" to be displayed

=IF(AND(D15>3000, C15="North"), "Bonus",



R 3 M F F (-

14 Sales Rep _Region  Sales _Banus?

h ‘ Jom ! -|FANDIC1E=3000, C15-"North"|, "Bonus",
1t Paul Souh 90951 |

7 Ringo Fast 52,006

1t George West  58,/38

1 Ang Norh 93,18

0 Mark South  SL6bl

1 Wayland bast 2,54

2 Helen West 45/

n dauk Norh 54935

value_if_false

What value should be displayed if the condition is not met?

We want "No Bonus" to be displayed

=IF(AND(D15>3000, C15="North"), "Bonus", "No Bonus")



f

-
"

} F F i

14 Sales Rep

1

1o

e

14

2]

John
Paul
Rinuy
G
Ana
Marie
Wayland
Helen
Paula

Reglon  Sales Bonus?

| =IT[AND(D1553000, C13="North"), "Bonus', "N Bonus')

Sou IFI'IngiEuI_:Fst o we_{ bue] Fvehue Jf false]

Easl
Wesl
North
Sauth
Fast
West
North

§2,006
68,738
£3,185
S1601
G 44
by,
$4935

Apply the same formula to the rest of the cells by dragging the lower right

corner downwards.



B C D :
4| SalesRep  Region  Sales  Bonus?
15 John North  §1,092 |No Bonus |
16 Paul South  §9,951

17 Ringo East 52,006

18|  George West 58,738

19 Ana North 53,185

20 Marie South  §1,661

21| Wayland East 55,594

2 Helen West 5457

23 Paula North 54935

24

You now have all of results!



14

16
17
18
19

21
22

23 Paula North ~ $4,935 | Bonus
24|

13

20

g C D 2
SalesRep  Region  Sales  Bonus?
John North  $1,092 |NoBonus
Paul South  $9,951 [NoBonus
Ringo East 52,006 |NoBonus
George West 58,738 | No Bonus
Ana North 3,185 | Bonus
Marie South 51,661 |NoBonus
Wayland East 55,594 [ No Bonus
Helen West 5457 | No Bonus




INDEX-MATCH 2 Criteria with Validation

What does it do?

Searches the row position of a value/text in one column (using the MATCH
function) and returns the value/text in the same row position from another
column to the left or right (using the INDEX function)

Formula breakdown:

=INDEX(array, MATCH(lookup_value, lookup_array, [match_type])

What it means:

=INDEX(return the value/text, MATCH(from the row position of this
value/text))

Example:

=INDEX(INDIRECT("Table1["&$H$14&"]"),MATCH(G14,Table1[SALE
S REP],0))

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/08/Index-Match-Data-Validation.xlsx

We can use the INDEX-MATCH formula and combine it with Data
Validation drop down menus to return a value based on 2 criteria.

This is a little advanced so you will need to drop what you are doing and
really focus. Let's go...

First we need to convert our data into an Excel Table by pressing Ctrl+T

See detailed tutorial on how to convert to an Excel Table here

We then create drop down menus for our Sales Rep column and another one
for our Units/Sales/Avg Sale column names

See detailed tutorial on how to insert drop down menus here
Once the above are done we need to create our formula.

STEP 1: We need to nest an INDIRECT function within the INDEX
function and reference the Metric cell name (H14) with our Table name
(Tablel):

=INDEX(INDIRECT("Tablel[" &H14&"]"),
s g 1 H E P i K

v Lmple:
: Show e the METRICS for cach SALES REF?

W WMLESRER UNMS  BAlES  AVGEALE

1 Laen M AR R LFRR SALEGREP METREC WALLE

4 Mkl Ly sl gl Ickn I 1R A TR RN LA g ) |
it Loy l wiLYe g MBS o, vomwann, elamgoan)

. X 3 480 f5 Ay PG wmenion rere mie | lome 2] woen mae
i azangs il sl o il

1 Tiny T W4l

1 Flliw L $T125

i i Li £ whid!

This will give us our dynamic column name within the Excel Table.


https://www.myexcelonline.com/how-to-insert-an-excel-table/
https://www.myexcelonline.com/drop-down-list-with-data-validation/

STEP 2: We need to lookup our Sales Rep within the Sales Rep column

table:
=INDEX(INDIRECT("Tablel[" &H14&"]"),
MATCH(G14,Table1[SALES REP],0))

- E | % L 3 i L -

i

i
7 !nl.'rnr.q'.-'.'

| ] = fl J = -1
1 Shaw me the METRICS fov gach SALES REP?
i

w|  SAIFSRFR LKMS RAIFR i 5k F

1 chn g LT {1y SALESRER  METRIC VALLE

1= Mlkz L LERN, i | [ bk -INCUSINGIBLED Fabled] 8 1246 T, WAL | ablelsaLLs ML)
H Lawe i 57187 an RUL ooy, v, b, 22lamnru,

i K 2 5."'.",F.E-1 AN AN I T Y o L B Tt |

17| D b TR AR

"'.i I 0 LR R A T

| I 1 6oL p LT

il Immy 1 b L1

il

So by combining these formulas we can choose two criteria (Sales Rep &
Metric name) to return the respective value.



| 5| & L L : , I
Liamyola:
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Match Two Lists With MATCH Function

What does it do?

It returns the position of an item in a range

Formula breakdown:

=MATCH(lookup_value, lookup_array, [match_type])

What it means:

=MATCH(lookup this value, from this list or range of cells, return me the
Exact Match).

Example:

=MATCH(C12,list2!C12:C21,0)

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/07/Match-Two-Lists.xlsx

I am sure that you have come across many occasions where you have two
lists of data and want to know if a specific item in List1 exists in List2.

Well T have!

With the MATCH function you can verify if a cell’s item in Listl exists in
List2.

The function will return the row position of that item in List2 hence
confirming that it exists. If you get a #N/A it means that the cell’s item does
not exist in List2.

You can then go ahead and filter your Listl with either the values returned or
the #N/As.

Here are our 2 Lists:

STOCK LIST 1 PRICE MATCH
Tel2154 $3 449 _
lap5468 $5 664
Tabh4577 $5 830

Mon45657 $2 496
Dro424 $9 553
Tel2135 $9 644
Lap5456 $8 600
Tab4598 $2 990

Mon45645 $6,282

Drod255 57,760



STOCKLIST 2 COST

Tab4577 5565
Tel2154 SLETe B
Lap000 5574
Dro000 5984
Mon45645 5899
Tel2135 5646
Lap5456 5524
Tab000 5503
Mond5657 5933

Dro4255 5904

STEP 1: We need to enter the MATCH function in a blank cell:

=MATCH(



1 Do the itewns in STOCKLISTE et in STOCKLISTR!
)

0

I STOCKLIST 1 PRICE MATCH

2 T2 83449 | =MATCH] .|

I3 15368 35,554 AT ihowtasp walus, looka aray, rratcn fyoe)
] Tand377 33,830

5 Mond5637 32,43

16 Drod24 53533

r Tel2135 5944

1 05450 58 (00

il Tan1398 52,990

i) Mand5045 5,282

H Drod255 57 700

1

STEP 2: The MATCH arguments:

lookup_value
What is the value you want to check?

Select the cell containing the Listl value, as this is what we want to check
against List2.

=MATCH(C12,



ol

Exumple:

lookup_array
What is the list you want to check against?

D0 the hews in STOCKHISTL gt n STOCKLIST2?

STOCKLISTT  PRICE MATCH
[ e | o, _
iR MATC{ coiur va ug ookup array, [zzer fype]
TandoT] 32,830
Mondabd/ 54,446
Drod2d 35,00
THR 964
303456 G8.600
Tan4393 57,990
Mond5eds 56,262
[Irnd 754 51 ,7R0)

Select the entire List2.




Ij.

1

n STOCKUST2 ~ €0sT

" TS ] GRS

n TP 1 815

1 | lapo0  § S¢ .
15- : Drodon i f'-‘::'ll:r|'l|_:|_l.:l_:|':-|:l_‘.’|.|u:, oekup_arry. [mitch_sype])
1 | Mondsess | e

” o Teliss 1 Sed

18 BRE -

19 o Tab0OD 1 5503

0 | Mond3GiT | $933

y Doty 1 Sum

And ensure to press F4 to make it an absolute reference.

=MATCH(C12, list2!$C$12:$C:21,



5 Evampie:

W
11
1

7l

match_type

o 1k rlers (n STOCKHSTY exsl in STOCKLISTZ?

T WA K12 sS85,

STOCKLST]  PRICE MATCH

aphaRK MATHilog g v lue beokup_anay, Imatch typel
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Tah4398 52,990
Mnnd5hda 36,787

[irnd255 37,760

How specific is your matching?

We want an exact match so place in 0.



g Do the items in STOCKLISTE peist in STOCKLISTR?
1

1)

11 . STOCK LIST 1 PRICE MATCH

1 | Ielled AL s L )
3 Lap546a I'#.h'fg-li abap vl boukuy g nay. fudlih type]
11_ Tahi577 55830
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4] Drod235 37,760

Apply the same formula to the rest of the cells by dragging the lower right
corner downwards.



B PMPE 1 o th e i STOCKLISTS it in STOCKLIST2?
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10

11 STOCKLITL  PRICE  MATCH
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i | 5468 45 AR
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1 Tel2133 0,544
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N MundC64t 66,282

2| Dro4233 87 780

&

You now have all of results! You can see which row numbers the items exist
in List2. For example, Mon45657 in Listl exists in List2 Row 9! If it does
not exist in List2, then #N/A is displayed.
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Named Ranges with VLOOKUP Function

What does it do?

Searches for a value in the first column of a table array and returns a value
in the same row from another column (to the right) in the table array.

Formula breakdown:

=VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

What it means:

=VLOOKUP(this value, in this Named Range, and get me value in this
column, Exact Match/FALSE/0])

Example:

=VLOOKUP("Laptop",StockList,2, FALSE)

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/09/Vlookup_Named-Rangesv2.xlsx

A Named Range makes it easier to understand Excel formulas, especially if
the said formula contains an array argument.

A Named Range can be a cell, a cell range, a Table, a function or a constant.

STEP 1: To define a Named Range in Excel you need to select the cell/cell
range/Table/function/constant and go to the Name Box which is located on
the top left hand corner of the workbook - next to the Formula Bar.

H B F 1] E F 3 H | | b
1 wl oy P i M e
1 Stock List  Price (st
" Telewsisitin ke LEN [ Cualily Priee Tl Pric
" ARED 5lhY Ll whual 30700 i FL 4
i Todbtlil G L bz vl Toglile 15 &l
3 Keyhoard Lhs 5 atal 50

1

Bl

A

STEP 2: In here you can name your range whatever you like (make sure
there are no spaces) and press Enter. You can view your Named Range by
clicking on the drop down box in the Name Box. In our example we will
give this a name of StockList.
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 StockList d ﬁr.:_Televisim
A | 3 ¢ | D

WL abiia. .. |

You can also view/edit/delete your Named Range by going to the
Formulas tab in the Ribbon menu and selecting Name Manager.

mi

STEP 3: Now that you are all set, each time you are creating a formula, like
a Vlookup formula, it is best to use a Named Range as it makes the formula
easier to understand and maintain.

We need to enter the Viookup function:

=VLOOKUP(

[tem Quantity Price Total Price

lookup_value LHDtGD =VLDDKUP{

lockup value Tablet 35 Sﬂ
Total SO

The Vlookup arguments:

lookup_value
What are we looking for?

Reference the cell that contains the text or value:

=VLOOKUP(G15,
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table_array
From which list are we doing a lookup on?

Place in the Named Range of the Stock List:

=VLOOKUP(G15, StockList,

i E g i PF ; H = f
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; (bl AAs e, Towl 4D
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col_index_num
From which column do we want to retrieve the value?

We want to retrieve the Price which is the SECOND column from our table
array:

=VLOOKUP(G15, StockList, 2,
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[range_lookup]
Do we want an exact match?

Place in FALSE to signify that we want an exact match:

=VLOOKUP(G15, StockList, 2, FALSE)

ltem Quantity Price Total Price
lookup_value| | =VLOOKUP(G15,StockList,2,FALSE)
whpwlelTablet | 35 | | 50
Total S0 4

The price now dynamically changes based on your selection:
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REPT

What does it do?

Repeats text a given number of times

Formula breakdown:

=REPT(text, number_times)

What it means:

=REPT/(the text to repeat, number of times the text will be repeated)

Example:

=REPT("a", 3) ="aaa"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/11/REPT-Function-Column-Chart.xlsx

When you are creating an Excel Dashboard and are limited by space and do
not want to insert a chart, you can easily create an in-cell bar chart using the
RPT (repeat) function.

We will use the vertical bar character | as the first argument: text and
references the value cell for the second argument: number_times

So it enters the vertical bar character by the amount of times of the value
cell, looking something like this:

TR A A
Here is how it is done in just a few steps:
STEP 1: Enter the REPT function in a column next to your values
=REPT
STEP 2: Enter the vertical bar keyboard character in the first argument
=REPT("|")



STEP 3: Reference the value cell for the second argument
=REPT("|", b6)

STEP 4: Highlight the formula column and insert the Stencil font from the
Home menu and choose a font color

STEP 5: If your value cells are high, the bar will go out of your screen. To
fix this, you need to enter a divisor in the second argument of your formula
which will reduce the length

=REPT("|", b6/5)



MONTH SALES  CHART
January 5125 =REPT("",[@SALES}/5)

February 5330 e

March 5161 [

April 5584

May 5455

June $213 ;

—
July 5345




Sum a Range Using the INDEX Function

What does it do?

You can sum a range of values within a table using the INDEX function in
Excel. This is valuable when you want to extract key metrics from a table
and put them in an Excel Dashboard.

To make this work you firstly need to start your Excel formula with the
SUM function followed by the INDEX function.

So it will look something like this:
=SUM(INDEX(Array, Row_Num, Column_Num))

The Array will be your table of data, the Row_Num will be blank and the
Column_Num will be the column number where you want to SUM the
values.

When we dissect the formula (by highlighting the INDEX function and
pressing F9) we <can see that the following is happening:
=SUM({8959;7840;7507;6690;5802;5487;3949,3836;3587;3210})

So in effect we are summing the array of values within the table. See the
example below that shows you how this is done.

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2015/06/Index-Sum.xlsx

STEP 1: We need to place first the INDEX function inside the SUM
function.

=SUM(INDEX

Total Sales Average Units Sold

~SUM(INDEX |
| SUM(number1, [numberd], ...) |

The Index arguments:

array

What is the range / table?

Reference the range of cells here that we want to get the values from:

=SUM(INDEX($C$12:$E$21,

A : ( i ; F i H
4 calumn_pum
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row_num
What is the row number we want to return?

We do not need to return the row, as we want to just sum all of the sales.
Leave the row number blank:

=SUM(INDEX($C$12:$E$21,,

Total Sales Average Units Sold
=SUM(INDEX(SCS12:SES21,,

L}
INDEX(array, row num, [column_num])
INDEX(reference, row_num, [column_num], [area_num])

column_num
What is the column number we want to return?

Since we want the sales column, this is column number 2. So place in 2:

=SUM(INDEX($C$12:$E$21,,2))

. i I i I - | F | I
§ Callimin_fum
i 1 l 3
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Now you are able to get the Total Sales:



column_num

| = 3
Top 10 Customers  Sales Units
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STEP 2: Now let us try how we can use this with the
AVERAGE function. We need to place first the INDEX function inside the
AVERAGE function.

=AVERAGE(INDEX
Total Sales Average Units Sold
56,867 =AVERAGE(INDEX( l

INDEX(array, row_nt
INDEX(reference, ri

The Index arguments:

array

What is the range / table?



Reference the range of cells here that we want to get the values from:

=AVERAGE(INDEX($C$12:$E$21,
A I i li . | [ | I

collamn_num
i | ) 3
1 Top 10 Customers __Salas Unlts
Li Moobyiorp 58,059 82 atal Sales ferane Lnits bold
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row_num

What is the row number we want to return?

We do not need to return the row, as we want to just average all of the units.
Leave the row number blank:

=AVERAGE(INDEX($C$12:$E$21,,

Total Sales Average Units Sold

5 =AVERAGE(INDEX($C$12:$E$21,,

INDEX(array, row_num, [columi
IMDEX(reference, row_num, [col

column_num
What is the column number we want to return?

Since we want the units column, this is column number 3. So place in 3:



=AVERAGE(INDEX($C$12:$E$21,,3))
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Now you are able to get the Average Units Sold:
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SUMPRODUCT: Sum Multiple Criteria

What does it do?

It returns the sum of multiple criteria from the corresponding ranges or
arrays

Formula breakdown:

=SUMPRODUCT((array 1 criteria) * (array2 criteria) * array values)

What it means:

=SUMPRODUCT((find my criteria in this array) * (find my criteria in that
array) * return the values from the values array)

Example:

=SUMPRODUCT((B15:B23="john")*(C15:C23="north"y*
(E15:E23=1)*D15:D23)

EXxercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/09/Advanced-Sumproduct_Multiple-Criteria.xlsx

The SUMPRODUCT function is my favorite Excel function by a stretch!
You can create some powerful calculations with the SUMPRODUCT
function by creating a criteria for a selected array. For example, you can see
how much sales your sales rep did in a particular region and for a particular
quarter without having to create a Pivot Table.

It takes some practice to get comfortable with this function but when you
master it, it opens up another Excel world!

In our example, we want to get the total sales of John in the North Region
in Q1:



What is the total sales for JOHN in
the NORTH REGION in Q17

SalesRep  Region Sales  Qrt

John North 52,500 1
Paul South 53,456 2
Ringo North 52,568 3
George South 59,854 4
John North 52,569 1
Paul South 54,125 2
Ringo North 52,568 3
George South 51,458 4
John North 52,562 1

STEP 1: We need to enter the SUMPRODUCT function:

=SUMPRODUCT(



What s the tatal sales for JOHN i
the NORTH REGION 1. Q17

SalesRep  Region

Inhn Mnrth
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John Morth
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|
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Qrt
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STEP 2: Create the criteria for the Sales Rep "John":

=SUMPRODUCT((B15:B23="john")*
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Create the criteria for the Region "North":
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=SUMPRODUCT((B15:B23="john")*(C15:C23="north")*
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Create the criteria for the Quarter "1":

il

1
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u
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=SUMPRODUCT((B15:B23="john")*(C15:C23="north")*(E15:E23=1)*
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Create the sum array to total the values of the Sales column:

=SUMPRODUCT((B15:B23="john")*(C15:C23="north")*(E15:E23=1)*D15:D23)
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Once your formula is complete, you can see that it magically calculated the
sum of the matching values!

What i< the total sales for JOHN in
the NORTH REGION 1 Q17

SalesRep  Reglon  Sales  Ort
John North 52500 1 Answer:
Paul South 3,456 57,631

]
Ringo North  S2568 3 ‘ .|
4

Grorge South 59,854

‘ John North  S2589 1 \

|'aul south %415 2
Ringo North  S2568 3
4
1

(3eoree south 1,458
John North Y2562




SUMPRODUCT: Sum the Top 3 Sales

What does it do?

It returns the sum of multiple criteria from the corresponding range or array

Formula breakdown:

={SUMPRODUCT(Nested Formula((array 1 criteria) * array values))}

What it means:

={SUMPRODUCT(Return me the largest three values from(Region array)
* Sales array)}}

Example:

={SUMPRODUCT(LARGE((C15:C23="north"y*(D15:D23),{1,2,3}))}

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/09/Advanced-Sumproduct_Top-3-Sales-with-an-Array-Formula.xlsx

This is probably the most advanced level a SUMPRODUCT function can
reach and that is by including a nested array formula.

In our example below we want to return the 3 Largest values from the North
region and sum them up. As we are asking our formula to perform multiple
calculations i.e. Get the Largest 3 values or large((array,{1,2,3}), then an
array formula is used. So to make this formula work we need to finish it off
by pressing CTRL+SHIFT+ENTER

Here is our data set to get the sum of the top 3 sales in the north region:



the NORTH region?

Sales Rep  Region

John North
Paul South
Ringo North
George South
John North
Paul South
Ringo North
George South
John North

Sales
52,500
53,456
52,568
59,854
52,569
54,125
52,568
51,458
52,562

STEP 1: We need to enter the SUMPRODUCT function:

=SUMPRODUCT(

What's the SUM of the TOP 3 sales in

Qrt

o = T & R L I B R R I
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STEP 2: Enter the LARGE function:

=SUMPRODUCT(LARGE(
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What's the SUM or the TOP 3 sales
the NORTH region?

SalesRep  Region

Juh
Paul
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STEP 3: Create the criteria for Region “North”:
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Create the Sales Array:
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=SUMPRODUCT(LARGE((C15:C23="north")*
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=SUMPRODUCT(LARGE((C15:C23="north")*(D15:D23),
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Enter the Top 3 values {1,2,3}:
=SUMPRODUCT(LARGE((C15:C23="north")*(D15:D23),{1,2,3}))
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STEP 4: Press CTRL + SHIFT + ENTER to ensure this gets calculated as
an array formula:

={SUMPRODUCT(LARGE((C15:C23="north")*(D15:D23),{1,2,3}))}
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You now have the sum of the top 3 sales in the North region!



TIME - Get Elapsed Time

What does it do?

Converts a formula to text and lets you specify the display formatting by
using special format strings

Formula breakdown:

=TEXT(valuel - value2, format text)

What it means:

=TEXT(formula, a text string enclosed in quotation marks)

Example:
=TEXT("1/25/2015 8:18:00 PM"-"1/24/2015 7:48:00 PM","[h]:mm")
="24:30"

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/05/Text-Elapsed-Time.xlsx

When you have two points in time and you want to calculate the amount of
time elapsed, then you will need to use Excel’s TEXT function

Sometimes data gets dumped into Excel with the following date & time
format:

24/01/2015 19:48:00.

Using the TEXT function and entering a special text string can give you the
time elapsed in Days, Hours, Minutes and Hours & Minutes.

See below how easy this is to implement.

STEP 1: Enter the following to get the elapsed time in days:

We need to enter the TEXT function in a blank cell:

=TEXT(B12-A12, "dd")
valuel is the end date time
value? is the start date time
format text is "dd" which signifies days


https://www.myexcelonline.com/excels-text-function/
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STEP 2: Apply the same formula to the rest of the cells by dragging the
lower right corner downwards.
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STEP 3: Enter the following to get the elapsed time in hours:

We need to enter the TEXT function in a blank cell:

=TEXT(B12-A12, "[hh]")
valuel is the end date time
value? is the start date time
format text is "[hh]" which signifies hours
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STEP 4: Apply the same formula to the rest of the cells by dragging the
lower right corner downwards.
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STEP 5: Enter the following to get the elapsed time in hours and minutes:

We need to enter the TEXT function in a blank cell:

=TEXT(B12-A12, "[h]:mm")
valuel is the end date time
value? is the start date time
format text is "[h]:mm" which signifies hours and minutes
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STEP 6: Apply the same formula to the rest of the cells by dragging the
lower right corner downwards. And your elapsed time results are all ready!
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TRANSPOSE

What does it do?

Converts a vertical range of cells to horizontal, or vice versa

Formula breakdown:

=TRANSPOSE(array)

What it means:

=TRANSPOSE(the horizontal or vertical range of cells that you want to flip
the orientation)

Example:

{=TRANSPOSE(A9:B13)}

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2018/11/TRANSPOSE-FORMULA.xlsx

Let us say you have a horizontal table, and you want to flip it to become a
vertical table, did you know that there is an Excel formula that can do that
for you? That's right, let us use the TRANSPOSE Formula!

Whenever you use this function, you should treat it as an array formula and
it is very easy to do! You can use this to transform your horizontal table to a
vertical table, or the other way around from a vertical table to a horizontal
one.

I explain how you can do this below:

STEP 1: Make sure to select your target table first with the same number of
cells.

You can see we have selected a horizontal table that has the same number
of cells (5 by 2) when compared to the original vertical table (2 by 5):

L L
1 ! L

16 RN I
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|

While it is selected, we need to enter the TRANSPOSE function:

=TRANSPOSE(
L E § u k
 INCOMELS  TAKRATE TRANSPOSE(
. l; 13 TR army
o b GPAURRL 1%
o b 15EM00 U
b AL A%

STEP 2: The TRANSPOSE arguments:

array
What is the range of cells that contains the data?




Select the cells containing the data that you want to flip the orientation:

=TRANSPOSE(A9:B13)

a E i . k E iy 1
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.
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STEP 3: Once you finish typing the formula, ensure you press CTRL +
SHIFT + ENTER for this to be treated as an array formula:
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Your table now has a horizontal orientation with just the TRANSPOSE
Formula!



VLOOKUP Approximate Match

What does it do?

Searches for an approximate value in the first column of a table array and
returns a value in the same row from another column (to the right) in the
table array.

Formula breakdown:

=VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

What it means:

=VLOOKUP(this value, in this list, and get me value in this column,
Approximate Match/TRUE/1])

Example:

=VLOOKUP(8500,Tax_Rate,2, TRUE)

EXxercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2015/10/Vlookup_Approximate-Match.xlsx

The VLOOKUP Function in Excel is great when you want to find an exact
match in your data table but what happens if you want to find an
approximate match?

Approximate matches are used when you have an ascending table like
Commission Bonus Rates or Income Tax Rates.

IMPORTANT: For the Vlookup Approximate Match to work in Excel, the
table_array has to be sorted in ascending order!

So the way that this formula works is that it looks at the first value in the
Table_Array that is greater than the Lookup_Value and then goes back one
value.

STEP 1: We need to enter the VLOOKUP function in a blank cell:

=VLOOKUP(
I . s . B
n Lyt = | "
; Get me fng TAX RATE for an
I INCOME value!
Il
11 = Intw | il Tt
Income is Greater than or
Tan Rate Enter Income
1 Equal ta..
u Al 1% SASON ko e
; L o 184 Tax Rate
= ] S54T "M RULERTUED
L ﬁﬂtﬁ'_'-' S al FE ke wl.;r.lhi LR LA Tl | Bl e
¥ S5 194

i L1118 1%



STEP 2: The VLOOKUP arguments:

lookup_value

What is the value to be looked up?

Select the cell that contains the income as the lookup value.

=VLOOKUP(F14,
A . I i 3 [ ,
& kupmale: il &
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n
2 ke 1 R S
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table_array

Where is the list of data?

Select the tax table, as that is where our formula is going to get the tax rate.

=VLOOKUP(F14, B14:C19,
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col_index_num
Which column in the table_array contains the data you want to return?

We want the tax rate which is the second column.

=VLOOKUP(F14, B14:C19, 2,
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[range_lookup]
Would it be an approximate match?
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Set this to TRUE as we want an approximate match.

=VLOOKUP(F14, B14:C19, 2, TRUE)
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You now have your tax rate!
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VLOOKUP with a Drop Down List
What does it do?

Searches for a value in the first column of a table array and returns a value
in the same row from another column (to the right) in the table array.

Formula breakdown:

=VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

What it means:

=VLOOKUP(this value, in this list, and get me value in this column, Exact
Match/FALSE/0])

Example:

=VLOOKUP("Keyboard",B14:D17,2, FALSE)

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2016/03/Vlookup_Data-Validation2.xlsx

The VLOOKUP function in Excel can become interactive and more
powerful when applying a Data Validation (drop down menu/list) as the
Lookup_Value. So as you change your selection from the drop down list,
the VLOOKUP value also changes.

See how easy it is to apply this with a quick VLOOKUP example below.

STEP 1: Go to Data > Data Validation.
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STEP 2: Select List in the Allow dropdown.

For the Source, ensure that it has the 4 Stock List values selected. Click OK.
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Your dropdown is ready.

John's Order

Item Quantity Price Total Price
lookup_value] Laptop I' 125 50
lookup_value I:';t‘;‘;‘“” $0

L Total  $0

STEP 3: We need to enter the VLOOKUP function:

=VLOOKUP(



| VLOOKUP(lookup gﬂlue. table_array, col_index_num, [range_lockup]) |
L

John's Order

Item Quantity Price Total Price
lookup_value Keyboard +VLOOKUP(
lockup_value $[:I

Total S0
The VLOOKUP arguments:

lookup_value
What are we looking for?

Reference the cell that contains the text or value:

=VLOOKUP(G15,
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table_array
From which list are we doing a lookup on?

Place in the cell range of the Stock List:
=VLOOKUP(G15, $B$14:$D$17,
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col_index_num
From which column do we want to retrieve the value?

We want to retrieve the Price which is the SECOND column from our table
array:

=VLOOKUP(G15, $B$14:$D$17, 2,
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[range_lookup]
Do we want an exact match?

Place in FALSE to signify that we want an exact match:

=VLOOKUP(G15, $B$14:$D$17, 2, FALSE)
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The price now dynamically changes based on your selection:
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VLOOKUP Multiple Columns

What does it do?

Searches for a value in the first column of a table array and returns the sum
of values in the same row from other columns (to the right) in the table
array.

Formula breakdown:

{=SUM(VLOOKUP(lookup_value, table_array,
{col_index_num1,col_index_num?2}, [range_lookup]))}

What it means:

{=SUM(VLOOKUP(this value, in this list, {and sum the value in this
column, with the value in this column}, Exact Match/FALSE/0]))}

Example:

{=SUM(VLOOKUP("Laptop",B14:D17,{2,3},FALSE))}

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK



https://www.myexcelonline.com/wp-content/uploads/2014/09/Vlookup_Multiple-Columnsv2.xlsx

The VLOOKUP function can be combined with other functions such as the
Sum, Max or Average to calculate values in multiple columns. As this is an
array  formula, to make it work we simply need to press
CTRL+SHIFT+ENTER at the end of the formula. A very powerful feature
for any serious analyst!

See how easy it is to implement in less than 1 minute with this VLOOKUP
example!

We want to get the total number of units for Laptop (16,700 + 18,700 units).
STEP 1: We need to enter the VLOOKUP function in a blank cell:

=VLOOKUP(
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STEP 2: The VLOOKUP arguments:

lookup_value

What is the value to be looked up?

Select the cell that contains the item name, which is Laptop.

=VLOOKUP(G15,
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table_array

Where is the list of data?
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Select the Units Sold table, as that is where our formula is going to get the

unit numbers.
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=VLOOKUP(G15, B14:D17,
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Which columns in the table_array contains the data you want to return?



We want to get the unit numbers of Years 2013 and 2014. So that will be
columns 2 and 3.

=VLOOKUP(G15, B14:D17, {2,3},
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[range_lookup]
Would it be an approximate match?

Set this to FALSE as we want an exact match for Laptop.

=VLOOKUP(G15, B14:D17, {2,3}, FALSE)
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STEP 3: Now wrap the formula with the SUM formula as we want to get
the total number of sold units for Laptop.

a
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=SUM(VLOOKUP(G15, B14:D17, {2,3}, FALSE))
Ensure you are pressing CTRL+SHIFT+ENTER as we want to calculate
this as an array formula.

IR [ R R

Ged it b TOTAL LINETS SOLD for

LAPTOR in 2003 & 2014/

Ly L ITARE & RIRRIE

UnitsSald 3 2014
| i Mmoo
Gt TRAN TR0

Tahlel 250 | 0402
e T

; : 1 : ;
lohn's Order
JLEG bt Wiy A Uil
1 D A BN B EA VAR
LEAHN L

0 [y (b B e e o pri s B = peer e b e =l

il Yo alesH s v AR e a M remimar el A

Do the exact same formula for Max Units and Average Units, by changing
the SUM Formula with the MAX Formula and Average Formula

respectively.
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VLOOKUP with Multiple Criteria

What does it do?

Searches for a value in the first column of a table array and returns a value
in the same row from another column (to the right) in the table array.

Formula breakdown:

=VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

What it means:

=VLOOKUP(this value, in this list, and get me value in this column, Exact
Match/FALSE/0])

Example:

=VLOOKUP("Nate Harris"&"HR",C:D,2,FALSE)

Exercise Workbook:

DOWNLOAD EXCEL WORKBOOK


https://www.myexcelonline.com/wp-content/uploads/2018/11/Exercise-file-vlookup-with-multiple-criteria-1.xlsx

The challenging thing with VLOOKUP, is we are unable to add more than
one ‘criteria’ to search for our value. For example, if we would be
searching for ‘Nate Harris’ in our employee table, we would not want to
search the entire table.

Instead, we want to search for ‘Nate Harris’ but only in the ‘Sales
department’ of the company. This means that we have two criteria for the
search (‘Nate Harris’ and ‘Sales department’).

VLOOKUP cannot do this if you do this the normal way! Thankfully, we
can concatenate the different criteria so you can use them as a single
lookup value.

The concatenation will be done with the ampersand (&). We can get
creative and create a helper column for this!

The game plan is to make a separate column that joins the data from the
‘Full name’ column and the ‘Department’ column, as seen in our table

below.

A B C
1 |Full name Department  Salary
2 |Abigail Aalderint 5ales 5 60,569
3 |Sanford Bartolo (Sales 5 B1603
4 |Samuel Bartnick 5Sales 5 BR,281
5 |lohn Dumas IT 5 B4,1B6
& |Kristi Hines Production 5% B5,775
7 |Apple Lyn T 5 75,144
8 |Lee Nazal HR 5 B2,162
9 |Lindsy Kline Marketing 5 OB 915
10 |Vicky James HR 5 83,207
11 |Bradley Sack IT 5 64,717
12 |Steven Lamar Sales 5 /4,931
13 |Tom Briones IT 5 70,988
14 [Mike O'Neil HR & 72,254



See how easy it is using our VLOOKUP example.

STEP 1: Let us create our helper column. Insert a column after the

Department Column.

Enter this into cell C2 and copy it down to the rest of the rows in the data.

~A2&B2
i\ 3 L J
“II,_FuII name ;Depart-mant Helper column Salary
) |bigail Aalderink [sales |-2882 |5 b050Y
3 jSanfnrd Bartolo  Sales 5 81,603
4 Samuel Bartnick  Sales 5 86,231
5 John Dumas T 5 B4,186
6 | Kristi Hinps Production $ 35775
7 Apple Lyn T S 75144
8 1o Nl R S 82167
Y Lindsy Kline Marketing 5 98414
10 Vicky James HR 5 83,207
11 BradeySack T 5 64717
12 Steven Lamar  Sales 54,931
1% [ Tara Mrianar IT ¢ TNADC

STEP 2: We need to enter the VLOOKUP function:

=VLOOKUP(
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Formula Criterial
=VLOOKUP(

VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

The VLOOKUP arguments:

lookup_value
What are we looking for?

Reference the cell that contains the text or value. Since we are looking in our
helper column, ensure your lookup value is a combination of the full name
and department:

=VLOOKUP(G2&H2,
F G H
Formula ‘Criterial .Criteriaz _
=VLOOKUP(G2&H?2, ‘Nate Harris .HH |

table_array
From which list are we doing a lookup on?

Place in the cell range of the helper column and the salary list:

=VLOOKUP(G2&H2, C:D,
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col_index_num
From which column do we want to retrieve the value?

We want to retrieve the Salary which is the SECOND column from our table
array:

=VLOOKUP(G2&H2, C:D, 2,

i i | L J [ [ L -
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[range_lookup]
Do we want an exact match?

Place in FALSE to signify that we want an exact match:

=VLOOKUP(G2&H2, C:D, 2, FALSE)
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With this, you are now able to get the salary using multiple criteria (full
name and department)!
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