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Written by cefounderKasper LangmanrMicrosoft Office Specialist.

Excel is a powerful applicati@nbut it can also be very intiiskating.
That 0s why wedObegp wnmtnetr@dgetgluerdet hios.getting st

It will take you from the very beginning (opening a spreadsheet), through entering and
working with data, and finish with saving and sharing.

| t e?egything you need to knowto get started with Excel.

If you want to tag along as you read, please download the free sample Excel workbook here.
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Opening an Excel spreadsheet

When you first open Excel (by doubdéicking the icon or selcting it from the Start menu),
the application will ask what you want to do.
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We don't have any featured templates right now.

You can use the search box to find a specific template.

Suggested searches:  Business Personal  Financial Management  Industry Lists Logs  Calculator

My Calendar

If you want to open a new Excel spreadsheet, @iakik workbook.

To open an existing spreadsheet (like the example workbook you just downloaded),

click Open Other Workbooks in the lowetleft corner, then clicBBrowseon the left side of

the resulting window.
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@@ Open Other Workbooks

Then use the file explorer
click Open.

Workbooks vs. spreadsheets
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A workbooki s an Excel file. |t
older version of Excel, it could be .XLS).
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A spreadsheets a single sheet inside a workbook. Theasa be many sheets inside of a
wor kbook, and theyodre accessed
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the Excel
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A spreadsheet (a.k.a. a sheet/tab) contains all the cells you can see and use in the >1 million

rows >16,000 columns.


https://spreadsheeto.com/workbook/

Working with the Ribbon

intro-example-workbook - Excel

Q Tell me what you want te do

The Ribbam is the central control
panel of Excel. You can do just
about everything you need to
directly from the Ribbon.
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Where is this powerful tool? At the
top of the window:

There are a number of tabs,
including theFile tab, Home
tab, Insert tab, Data tab, Review

tab, and a few others. Each tab contains different buttons.

Try clicking on a few different tabs to see which buttons appear below them.

intro-example-workbook - Excel

Developer v

View align

E— = = AlignTop o T
- o e et |£| Align Bottom L:.“ ’—_9) =2 B
FEE=E EE Lrgeatats | Align Objects 4 ‘. FE-Ir;rE\aEtvai SQCJ\EEH;- ‘mvert .
Alignment = Align Left Styles Ci
= Align Right
e Get Help on "align” 3
C D Q Smart Lookup on "align” G |'

Pro tip: Ribbon sections
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y 0 u loakieg for, and Excel will
help you find it.

Most of the ti
theHometab of the Ribbon.
But Formulas andData are also very
useful (wedll be
formulas shortly).
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In addition to tabs, the Ribbon also
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Managing your sheets

As we saw, workbooks can contain
11 multiple sheets.

12
You canmanage those sheets with the

13 sheet tabs near the bottom of the screen.

14 Click a tab to open that particular

15 worksheet.

16 I f youdre using our exa
17 youoll see two sheet s,
18 calledWelcomeandThank You:

Welcome | Thank you )

Ready ben

To add a new workshegtlick
the+ (plus) button at the end of the list of sheets.

10 You can also reorder the sheets in your
11 workbook by dragging them to a new
1 2 Insert... |0cat|0n .
13 B¢ Delete
> ir And if you rightclick a worksheet tab,
o viewcode y 0 u 6 | humizeeof optens:
1 5 E‘ Protect Sheet...
16 Tab Color »
7 e For now, dondét worry to
18 Select AllSheets these optionsRenameandDeleteare
JW—W& ® useful, but the rest ne

Entering data

A

Now itdés time to enter some dat a!

And while entering data is one of the most central and important thingsan do in Excel,
itos al most effortl ess.

Just click into a blank cell and start typing.

Go ahead, try it! Type your name, birthday, and your favorite number into some blank cells.
You can also copyGtrl + C), cut Ctrl + X), and pasteCGtrl + V)anyd at a ydqomdéd | i ke
read ourfull guide on copying and pasting hgre

Try copying and pasting the data from multiple cells inthe example spreadsheet into another
column.
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i L . You can also copy data from
Wb m%a E,E:g =)t R'E ' is. j’ I othe programs into Excel.
m’\TEXtGeI Ezoe‘\i::EDl conmecen: QUEPGE‘;: fts o A”vcunnedlum Sort &F\III‘AH\.’EMEd i Try Copying thIS |ISt Of numbers
. g and pasting it into your sheet:
A B C D E
45 37 T 17
21 - 1 24
-34 17 1 9
1 0 1 00
Welcome to  Spreadsheeto 1 3
1 12
That s all webre goi

for basic data entry. Just know
that there are lots of other ways to get data into your spreadsheets if you need them.

Basic calculations

Now that wedve seen how to get some basic da
some things with it.

Running basic calculations in Excel i's easy.
Important: start calculations with = (equals)

When youdre running a calculation (or a forn
you need to type is an equals sign. This tells Excel to get ready to run some sort of

calculation.

So when you see something [iRBIEDIAN (A2:A51), make sure you type it exactly as it
isd including the equals sign.

Let s add 3 and 4. Type the foll owing for mul
=3+4

Then hitEnter.


https://spreadsheeto.com/median-excel/

3 B rowuens | [Ty 12 Comections 13 TR Y == When you hit Enter, Excel evaluates

. QT?W.E;;i?nIZ:IS,CEE el ALt Ry e o yOUr equatiorand displays the
Get & Transform Connections Sort & Filter reSU|t, 7
| = But if you look above at
B D E theformulabar, youdl | stil |
37 7l original formula.
4 .
17 That 6s a wuseful thing
0 mind, in case you forget what you
Spreadsheeto typed originally.

You can also edit a cell in the
formula bar. Click on any delthen
click into the formula bar and start typing.
Performing subtraction, multiplication, and division is just as easy. Try these formulas:

1T =4-6

T =2*5

T =-10/3
What weob6re going to cover next is one of the
a \very basic overview here, but feel free to readpmst on cell referencde get the details.

Now | etds try something different. Open up t

into cell C1, and type the following:
=Al1+B1
Hit Enter.

You should get 82, the sum of the numbers in cells A1 and B1.

LBFromTet  Sources~  Connections | Query~ L@ Recent Sources - ~  Now, change one of the numbers in A1
S LA e or B1 and watch what happens:
Al I 45
A B @ D B R ddi ,
ecause youdre a ing
1 49| 37 82 Excel automatically updates the total
2 21 4 when you change the values in one of
3 -34 17 those cells.
4 1 0
5 Welcometo Spreadsheeto Try doing different types of arithmetic
6 » on the other numbers in columns A and
5 B using this method.

Unlocking the power of functions

Excel 6s greatest power | i es i fatiohsmwitcatfewons . Th
keypresses.


https://spreadsheeto.com/cell-references/

We 61 | barely scratch t he osrwthdrlBlog poste $ee gomer ct i on
of the great things you can do with functions!
Many formulas take setsf numbers and give you information about them.

For examplethe AVERAGE functiogi ves you the average of a s
using it.

Click into an empty cell and type the following formula:
=AVERAGE(A1:A4)

Then hitEnter.

S R —— b
Get External Data Get & Transform Connections
1 - fo || =AVERAGE[A1:A4)
A B « D
1 13 37 0.25]
2 21 4
3 -34 17
4 1 0
5 Welcometo Spreadsheeto
6
7
3

The resulting number, 0.25, is the average of the numbers in cells Al, A2, A3, and A4.

Cell range notation

Il n the formula above, we used NAl: Ad0 to t el
A4, including both ofthos cel | s. You can read it as AAl t
You can al so use this to include numbers in

B5, B6, B7, C5, C6, and C7.
There are also functions that work on text.

Let 6 he GONQATENATE function!

Click into cell C5 and type this formula:
=CONCATENATE(A5, o A, B5)
Then hitEnter.

Youdll see the message fiWelcome to Spreadshe
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How did this happen? CONCATENATE takes cells with text in thempantsl them together.

We p the contents of A5 and
ud

ut BS
and ASpreadsheeto, 0 we incl d

together. B
e a third
Remember that you can mix calbuese{éir&rcesn]l
formulas.

Excel has dozens of useful functions. To find the function that will solve a particular

problem, head to théormulas tab and click on one of the icons:

H ©- E] intro-¢
File Home Insert Page Layout Farmulas Developer Q Tell me wk
=, =] Define Name -
K 2 IE B 4 ®H R (D tame
T fi Use in Formula
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math&  More Name
‘unction - Used ~ - - ~  Time~ Reference~ Trig~ Functions~ Manager £ Create from Selg
Function Library ABS - Defined Mames
Al - A | 13 ACOS
ACOSH
A B ACOT D
ACOTH
1 1
3 37 AGGREGATE
2 21 4 ARABIC
3 _34 17 ASIN
ASINH
4 1 o ATAN
5 |Welcome to Spreadsheeto ATAN2
6 | ATANH
i BASE
7 CEILING.MATH
8 COMEIN
COMEINA

Scroll through the list of available functions, and select the onevgati (you may have to
look around for a while).

Then Excel will help you get the right numbers in the right places:

B c D E F
37 0.25
21 1 Function Arguments ? .

_34 ADDRESS

E | Row_num *| =

1 Column_num +| =

to Spr Abs_num 4| =

Al +| =

Sheet_text +| =

Creates a cell reference as text, given specified row and column numbers,

Row_num is the row number to use in the cell reference: Row_number = 1 for row
1.

Formula result =

Help on this function Cancel

If you start typing a formula, starting with the equals sign, Excel will help you by showing
you some possible functions that you mightdaking for:
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) CODE A
0 Bcomn |
#) COLUMNS

(%) COMBIN

() COMBINA

() COMPLEX

() CONCATEMATE

(%) CONFIDENCE.NORM

() CONFIDENCET

() CONVERT

() CORREL

&) cos v

Returns the column number of a reference

And finally, once youbve typed the name

tell you which arguments need to go where:

eeto

Saving and sharing your work

After youovef dwonrek awibtuhn cyho uor

changes.

HitCtrl+St o save. I f you
want to save it and what you want to call it.

of a

| f youdve never used a f
|t t i

mi ght be difficu
reminders. But oncgou get more

experience, i1itoll become

This is a tiny preview of how functions
work and what they can do. It should be
enough to get you going on the tasks you
need to accomplish right away.

havenét yet saved

You can also click th&avebutton in theQuick Access Toolbar

spreadsheet, yo

your
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File Home  Inset  Pagelayout [ECOWEEEN Data  Review  View  Developer @ Tell | t 6 S a g OO0 d | d e a t o
A > & (2] B B =, “remern Napit of saving often. Trying
e Pt ey Pl Logal Tt e feun & M Mo Nt ceeren 10 TECOVET UNSAVEd changesa
Function Library Defined Name pa|n|
HLL - & The easiestvay to share your
A B C D spreadsheets is via OneDrive.

1 13 37

2 21 4 Click theSharebutton in the

3 -34 17 top-right corner of the window,
4 1 0 and Excel will walk you through
5 Welcometo Spreadsheeto sharing your document.

6

7

You can also save your document and email it, or use any other cloud service tovgitfare it
others.

T h at ©MNowwhat?
This was how to use Excel.
Or é at | east a small fraction of it .

Mi crosoft Excel can be intimidating, but onc
more advanced functions.

This was your ianstircosdou.c tSoo,n itfo yfotunber eb not r ea

Excel knowledge, go ahead and practice with some of the existing data at the office

|l f youdre ready to t alemoliinmuddmimekdeondineeps, go
coursewhere you learn: IF, SUMIF, VLOOKUP, and data cleaning.

These are some of the most important topics of Excel

Other resources
Now, you cané6t excel at Excel without master
like VLOOKUP and the newkxLOOKUP.

But al so, you dopnéttables¥on caausertheseso transform goar

Microsoft Excel data into insightful reports in just a few clicks

Or if youdbre into automating Excel spreadshe
to conditional formattindnere.
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"By far this is the best training on the
internet"

I've released afree Excel coursethat | think fits you perfectly.
It's 3x10 -minute lessons and hasfree exercises
You learn all about the functions SUM, AVERAG E, COUNT, and much more!

+100,000 students have already signed up. Now it's your turn!
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Excel is an incredibly powerful tool for getting meaning out of vast amounts of data.

But it also works really well for simple calculations and tracking almost any kind of

information. The key for unlocking all that potential is the grid of cells. Cells can

contain numbers, text, or formulas. You put data in your cells and group them in

rows and columns. That allows you to add up your data, sort and filter it, put it in
tables, and build great-l ooki ng charts. Letds go through t
started.

Create a new workbook

Excel documents are called workbooks. Each workbook has sheets, typically called spreadsheets.
You canadd as many sheets as you want to a workbook, or you can create new workbooks to
keep your data separate.

1. Click File, and then click New.

2. Under New, click the Blank workbook .

Blank workbook

Enter your data

1. Click an empty cell.


https://www.microsoft.com/
https://support.microsoft.com/en-gb
https://www.microsoft.com/microsoft-365?ocid=cmmttvzgpuy
https://www.microsoft.com/microsoft-365/microsoft-office?ocid=cmml7tr0rib
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For example, cell Al on a new sheet. Cellsire referenced by their location in the row and
column on the sheet, so cell Al is in the first row of column A.

2. Type text or a number in the cell.

3. Press Enter or Tab to move to the next cell.

Apply cell borders

1. Select the cell or range of cells that you want to add a border to.

2. Onthe Home tab, in the Font group, click the arrow next to Borders, and then click the
border style that you want.

Calibri =11 ~| A a

For more information, see Apply or remove cell borders on a worksheet .

Apply cell shading

1. Select the cell or range of cells that you want to apply cell shading to.

2. On the Home tab, in the Font group, choose the arrow next to Fill Color, and then
under Theme Colors or Standard Colors , select the color that you want.

For more information about how to apply formatting to a worksheet, see Format a worksheet.

Use AutoSum to add your data

When youb6ve entered numbers in your sheet
that is by using AutoSum.

1. Select the cell to the right or below the numbers you want to add.

2. Click the Home tab, and then click AutoSum in the Editing group.

> AutoS ~ A
utosum Z? p

Eiltoe Sort & Find &
0 Clear ~ Filter v Select v~
Editing

AutoSum adds up the numbers and shows the result in the cell you selected.

For more information, see Use AutoSum to sum numbers

you
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Create a simple formula

Adding numbers is just one of the things you can do, but Excel can do other math as well. Try
some simple formulas to add, subtract, multiply, or divide your numb ers.

1. Pick a cell, and then type an equal sign (=).
That tells Excel that this cell will contain a formula.

2. Type a combination of numbers and calculation operators, like the plus sign (+) for addition,
the minus sign (-) for subtraction, the asterisk (*) for multiplication, or the forward slash (/)
for division.

For example, enter=2+4 ,=4-2,=2*4 , or =4/2 .
3. Press Enter.
This runs the calculation.
You can also press Ctrl+Enter if you want the cursor to stay on the active cell.

For more information, see Create a simple formula.

Apply a number format

To distinguish between different types of numbers, add a format, like currency, percentages, or
dates.

1. Select the cells that have numbers you want to format.

2. Click the Home tab, and then click the arrow in the General box.

General
2 <0 .00
$ % ! .00 .0

Number i

3. Pick a number format.


https://support.microsoft.com/en-gb/office/create-a-simple-formula-in-excel-11a5f0e5-38a3-4115-85bc-f4a465f64a8a

General

ABC
123 No specific format
12 Number
Currency
P Accounting
Short Date
jm
Long Date
i1
1\(/) Time

q Percentage
0

Fraction
1/2 t

2 Scientific
10
Text
ABC

More Number Formats...

I f you dondt see the numbe Moré MumbeaRormato uUFGrr e | oo ki n
more information, see Available number formats.

Put your data in a table

A simple way to access ExcathbiesThaletsweuquidklgfitdror put y ou
sort your data.

1. Select your data by clicking the first cell and dragging to the last cell in your data.

To use the keyboard, hold down Shift while you press the arrow keys to select your data.

2. Click the Quick Analys is button in the bottom -right corner of the selection.


https://support.microsoft.com/en-gb/office/available-number-formats-in-excel-0afe8f52-97db-41f1-b972-4b46e9f1e8d2
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HOME INSERT PAGE LAYOUT FORMULAS

Al * 1 A «~ & | Dallyrainfaoll

Click Tables, move your cursor to the Table button to preview your data, and then click
the Table button.

FORMATTING  CHARTS  TOTALS  TABLES SPARKLINES

=il

Table Blank
PivotTable

Tables help you sort, filter, and summarze data

Click the arrowE] in the table header of a column.

To filter the data, clear the Select All check box, and then select the data you want to show
in your table.



2| SortAtoZ
Z| SortZtoA
Sert by Color »
B Clear Filter From "Product”
Text Filters >
lSearch pi

M v (Select All)

-[¥] Chocolade

-] Gumbar Gummibarchen
-[¥] Schoggi Chocolade

-[¥] Scottish Longbreads

-[¥] Sir Rodney's Scones

-[¥] Tarte au sucre

-] Teatime Chocolate Biscuits

|

[ OK ] [ Cancel ]

6. To sort the data, click Sort AtoZ or Sort Zto A .

SortAtoZ
Sert Zto A
Sort by Color »

DN N
—

e

B« Clear Filter From "Product”

Text Filters »

lSearch ,Oi

M |V (Select All)

-] Chocolade

-[¥] Gumbar Gummibarchen
-[¥] Schoggi Chocolade

-[¥] Scottish Longbreads

-+ Sir Rodney's Scones

-[¥] Tarte au sucre

-[¥] Teatime Chocolate Biscuits

[ ok || cancer |

7. Click OK.

For more information, see Create or delete an Excel table
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Show totals for your numbers using Quick Analysis

The Quick Analysis tool (available in Excel 2016 and Excel 2013 only) let you total your numbers

guickly. Whether it 6s uaantkxeelshowvtleercalcglaion results right u nt
below or next to your numbers.

1. Select the cells that contain numbers you want to add or count.

2. Click the Quick Analysis button \—! in the bottom -right corner of the selection.

3. Click Totals, move your cursor across the buttons to see the calculation results for your data,
and then click the button to apply the totals.

FORMATTING -HARTS TOTALS TABLES SPARKLINES

S5 ey X o ¥ ot 9% = 5 (Ve == ae

otal Running Sum
Total

Add meaning to your data using Quick Analysis

Conditional formatting or sparklines can highlight your most important data or show data trends.
Use the Quick Analysis tool (available in Excel 2016 and Excel 2013 only) for a Live Preview to try
it out.

1. Select the data you want to examine more closely.

2. Click the Quick Analysis button 2 in the bottom -right corner of the selection.

3. Explore the options on the Formatting and Sparklines tabs to see how they affect your

data.
FORMATTING -HARTS TOTALS TABLES SPARKLINES
T = ‘ : P
l - =iy i[> % =
Data Bars Color lcon Set Greater Top 10% Clear
Scale Than Format
ning uies 1o M ght terest 3 dat

For example, pick a color scale in theFormatting gallery to differentiate high, medium, and
low temperatures.

A 8 C D £ F G H I ] K L M
i Jan | Feb|Mar | ape| may | 1un | sut | Aug | sep| oct | Nov | Dec
2 AvgHigh 40| 38| 4a| 46| 51| se| & 20| ss| as| &1
3 |AvgLlow 3a} 33| 38| a1] as| as| s1] 55| 54 as| 41
i RecordHigh | 61] 63 19 | o4| 87| 72| 66
5 Record Low 24 28| 32| 36| 39| 35| 21| 12|




4. When you like what you see, click that option.

Learn more about how to analyze trends in data using sparklines

Show your data in a chart using Quick Analysis

The Quick Analysis tool (avaliable in Excel 2016 and Excel 2013 only) recommends the right chart
for your data and gives you a visual presentation in just a few clicks.

1. Select the cells that contain the data you want to show in a chart.

2. Click the Quick Analysis button 2 in the bottom -right corner of the selection.

3. Click the Charts tab, move across the recommended charts to see which one looks best for
your data, and then click the one that you want.

FORMATTING CHARTS TOTALS TABLES SPARKLINES

1y

Clustered Pie Clustered More

Lolumn Bar Charts

Note: Excel shows different charts in thiworgallery,
your data.

Learn about other ways to create a chart

Sort your data

To quickly sort your data

1. Select a range of data,such as AL1:L5 (multiple rows and columns) or C1:C80 (a single
column). The range can include titles that you created to identify columns or rows.

2. Select a single cell in the column on which you want to sort.
. .
3. Clickl£¥] to perform an ascending sort (A to Z or smallest number to largest).

4, Click to perform a descending sort (Z to A or largest number to smallest).
To sort by specific criteria

1. Select a single cell anywhere in the range that you want to sort.

2. On the Data tab, in the Sort & Filter group, choose Sort.

3. The Sort dialog box appears.

4. Inthe Sort by list, select the first column on which you want to sort.


https://support.microsoft.com/en-gb/office/analyze-trends-in-data-using-sparklines-be6579cf-a8e3-471a-a459-873614413ce1
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5. Inthe Sort On list, select either Values, Cell Color, Font Color , or Cell Icon.

6. Inthe Order list, select the order that you want to apply to the sort operation f
alphabetically or numerically ascending or descending (that is, A to Z or Z to A for text or
lower to higher or higher to lower for numbers).

For more information about how to sort data, see Sort data in a range or table .

Filter your data

1. Select the data that you want to filter.

2. On the Data tab, in the Sort & Filter group, click Filter .

zv 7|k 7
%> Reapply

z Sort Filter .

il V7 Advanced

Sort & Filter

3. Click the arrow ™! in the column header to display a list in which you can make filter
choices.

4. To select by values, in the list, clear the(Select All) check box. This removes the check marks
from all the check boxes. Then, select only the values you want to see, and clickOK to see
the results.

For more information about how to filter data, see Filter data in a range or table.

Save your work

1. Click the Save butto n on the Quick Access Toolbar , or press Ctrl+S.

B(j' =

I f youdbve saved your work before, youdre done.
2. If this is the first time you've save this file:
a. Under Save As, pick where to save your workbook, and then browse to a folder.
b. In the File name box, enter a name for your workbook.

c. ClickSave.

Print your work

1. Click File, and then click Print, or press Ctrl+P.

2. Preview the pages by clicking the Next Page and Previous Page arrows.


https://support.microsoft.com/en-gb/office/sort-data-in-a-range-or-table-62d0b95d-2a90-4610-a6ae-2e545c4a4654
https://support.microsoft.com/en-gb/office/filter-data-in-a-range-or-table-01832226-31b5-4568-8806-38c37dcc180e
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The preview window displays the pages in black and white or in color, depending on your
printer settings.

I f you dondt | i ke how your pages wil &ddgeree pri nt ed
breaks.
3. Click Print.

Activate and use an addn

1. On the File tab, choose Options , and then choose the Add -Ins category.

2. Near the bottom of the Excel Options dialog box, make sure that Excel Add-ins is selected
in the Manage box, and then click Go.

3. Inthe Add-Ins dialog box, select the check boxes the add-ins that you want to use, and
then click OK.

If Excel displays a message that states it can't run this adéin and prompts you to install it,
click Yesto install the add-ins.

For more information about how to use add-ins, seeAdd or remove add-ins.

Find and apply a template

Excel allows you to apply built-in templates, to apply your own custom templates, and to search
from a variety of templates on Office.com. Office.com provides a wide selection of popular Excel
templates, including budgets.

For more information about how to find and apply templates, see Download free, pre-built
templates.
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https://support.microsoft.com/en-gb/office/add-or-remove-add-ins-in-excel-0af570c4-5cf3-4fa9-9b88-403625a0b460
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Excel Defi ni ti1 on

The ultimate software tool for financial analysis

Over 1.8 million professionals use CFl to learaccounting, financial analysis,
modeling and more. Start with a free account to explore 20+ alwaysfree
courses and hundreds of finance templates and cheat sheets.

Microsoft Excel Definition

Excel definition: a software program created by Microsoft that uses
spreadsheets to organize numbers and data with formulas and functions.
Excel analysis is ubiquitous around the world and used by businesses of all
sizes to perform financial analysis

Check o free EXCdFCrasis Course here
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What is Excel used for?

Excel is typically used to organize data and perform financial analysis. It is
used across all business functions and at companies from small to large.

The main uses of Excel include:


https://corporatefinanceinstitute.com/collections/financial-modeling/
https://corporatefinanceinstitute.com/course/excel-fundamentals-formulas-for-finance/
https://corporatefinanceinstitute.com/course/excel-fundamentals-formulas-for-finance/

Data entry

Data management

Accounting

Financial analysis

Charting and graphing

Programming

Time management

Task management

Financial modeling

Customer relationship management (CRM)
Almost anything that needs to be organized!
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Data functions, formulas, and shortcuts

The Excel software program includes many functions, formulas, ad
shortcuts that can be used to enhance its functionality.

We have defined the key functions and formulas below in our Excel guide:

1 Free Guide: Excellsortcuts, functions and definitions

B I v
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Financial and accounting uses


https://corporatefinanceinstitute.com/collections/accounting/
https://corporatefinanceinstitute.com/collections/financial-modeling/
https://corporatefinanceinstitute.com/resources/financial-modeling/what-is-financial-modeling/
https://corporatefinanceinstitute.com/resources/excel/excel-shortcuts-pc-mac/
https://corporatefinanceinstitute.com/resources/excel/excel-shortcuts-pc-mac/

Excel is used extensively in finance and accounting functions.In fact, many
organizations run their entire budgeting, forecasting, and
accounting functions entirely out of Excel spreadsheets.

Whil e Excel is defined as a o0datad mana
commonly managed is financial. At CF| we would define Excel as the

ultimate financial software. While there are other pieces of financial

software that are tailored toward performing specific tasks, the strongest

point about Excel is its robustness and openness. Excel models are as

powerful as the analyst wishes them to be.

Accountants, investment bankers, analysts, and people in all types
of financial career pathsrely on excel to perform their daily job functions.

Additional Resources

Thank you for reading CFIO&6s guide to Mi
developing your career, these additional CFI resources will be helpful:

Free Excel Fundamentals Course

Free Excel Course
Keyboard Shortcuts
Advanced Formulas in Excel
Financial Modeling

See all Excel resources

=A =4 =4 4 =4
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https://corporatefinanceinstitute.com/resources/career-map/
https://corporatefinanceinstitute.com/course/excel-fundamentals-formulas-for-finance/
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https://corporatefinanceinstitute.com/resources/excel/advanced-excel-formulas-must-know/
https://corporatefinanceinstitute.com/topic/financial-modeling/
https://corporatefinanceinstitute.com/topic/excel/
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Article Summary
Written by Nicole Levine, MFA

Last Updated: October 29,2022Fact Checked

Are you new to Microsoft Excel and need to work on a spreadsheet? Excel is so overrun with
useful and complicated features that it might seem impossible for a beginner to learn. But
don't worry® once you learn a few basic tricks, you'll béegimg, manipulating, calculating,

and graphing data in no time! This wikiHow tutorial will introduce you to the most important
features and functions you'll need to know when starting out with Excel, from entering and
sorting basic data to writing yourdi formulas.

Things You Should Know

Use Quick Analysis in Excel to perform quick calculations and create helpful graphs without any

prior Excel knowledge.
Adding your data to a table makes it easy to sort and filter data by your preferred criteria.

Even f you're not a math person, you can use basic Excel math functions to add, subtract, find

averages and more in seconds.
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Understanding Workbooks and Worksheets

Good evening

v New

Make your first
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Create or opena workbook.when people refer to "Excel files," they are referring
to workbooks, which are files that contain one or more sheets of data on individual tabs. Each tab is

called aworksheetor spreadshegboth of which are used interchangeably. When you open Excel,

you'll be prompted topenor create a workbook.

f To start from scratch, clicRlank workbook. Otherwise, you can open an existing
workbook or create a new one from one of Excel's helpful templates, such as those designed

for budgeting
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Explore the worksheetwhen you create a new blank workbook, you'll have a single worksheet
calledSheetl(you'll see that on the tab at the bottom) that contains a grid for your data. Worksheets

are made of individualellsthat are organized into columns and rows.

1 Columnsare vertical and labeled with letters, which appear above each column.


https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-1-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-1-Version-3.jpg
https://www.wikihow.com/Make-a-Spreadsheet-in-Excel
https://www.wikihow.com/Open-Excel-Files
https://www.wikihow.com/Make-a-Personal-Budget-on-Excel
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-2-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-2-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-1-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-2-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-1-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-2-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-1-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-1-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-1-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-2-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-1-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-2-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-2-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-2-Version-3.jpg

1 Rowsare horizontal andra labeled by numbers, which you'll see running along the left side
of the worksheet.

1 Every cell has an address which contains its column letter and row number. For example, the
top-left cell in your worksheet's addressiis because it's in column A, rofv

1 A workbook can have multiple worksheets, all containing different sets of data. Each
worksheet in your workbook has a namgou can rename a worksheet by righitking its
tab and selectinBename.

1 To add another worksheet, just click thaeext to theworksheet tab(s).
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Saveyour workbook.Once you save your workbook once, Excel will automatically save any

changes you make by defa(llt.This prevents you from accidentally losing data.

1 Click theFile menu and seleGaveAs.

1 Choose a location to save the file, such as on your computer or in OneDrive.

1 Type a name for your workbook. All workbookdl automatically inherit the the .XLSX
file extension.

1 Click Save

Entering and Formatting Data
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Click a cell to selectit. When you click a cell, it vili highlight to indicate that it's selected.

1 When you type something into a cell, the input text is calleslue. Entering data into
Excel is as simple as typing values into each cell.
1 When entering data, the first row of your worksheet (e.g., Al, BllisG¢pically used as
headers for each column. This is helpful when creating graphs or tables which require labels.
1 For example, if you're adding a list of dates in column A, you might click cell Al
and typeDate into the cell as the column header.

Type aword or number into the cell.As you're typing, you'll see the letters and/or numbers
appear in the cell, as well as in the formula bar at the top efdHesheet.

1 When you start practicing more advanced Excel features like creating formulas, this bar will
come in handy.

1 You can also copy and paste text from other applications into your workistidesfrom
PDFsand the web.
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Automatically fill columnsbasedon existing data.Let's say you want to make a list of
consecutive dates or numbers. Qrawif you want to fill a column with many of the same values that
follow a pattern? As long as Excel can recognize some sort of pattern in your data, such as a particular
order, you can usautofill to automatically populate data into the rest of your column. Here's a trick

to see it in action.

{1 In a blank column, type into the first cell2 into the second cell, and tharinto the third
cell.

1 Hover your mouse cursor over the bottdght corner of the last cell in your seded will
turn to a crosshair.

1 Click and drag the crosshair down the column, then release the mouse button once you've
gone down as far as you like. By default, this will fill the remaining cells with the value of
the selected cdll at this point, you'll probably have something like 1, 2, 3, 3, 3, 3, 3, 3.
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1 Click the small icon at the bottenght corner of the filled data to open AutoFill options,
and selecFill Seriesto automatically detect the series or patt&low you'll have a list of
consecutive numbers. Try this cool feature out with different patterns!

1 Once you get the hang of AutoFill, you'll have toftashfill , which you can use to join two
columns of data into a single merged column.

5

Adjust the column sizessoyou can seeall of the valuesSometimesyping long values
into a cell hides the value and displays hash symbols ### instead of what you've typed. If you want to

be able to see everything, you can snap the cell contents to the width of the widest cell. For example,
let's say we have some londwes in column B:

1 To expand the contents of column B, hover the cursor over the dividing line between the B
and C at the top of the worksh&etnce your cursor is right on the line, it will turn to two
arrows pointing in either directida]

1 Click and drag the separator until the column is wide enough to accommodate your data, or
just doubleclick the separator to instantly snap the column to the size of the widest value.
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Wrap text in a cell.If your longer values are now awkwardly long, you can enable text wrapping
in one or more cells. Just click a cell (or drag the mouse to select multip)e dallstheHome tab,

and then clickWrap Text on the toolbar.

7

Edit a cell valuef you need to make a change to a cell, you can detligle the cell b activate
the cursor, and then make any changes you need. When you're finished, just

pressEnter or Return again.

1 To delete the contents of a cell, click the cell once and pedsgeon your keyboard.

8

Apply stylesto your data.whether you want to highlight certain values with color so they
stand out or just want to make your data look pretty, changing the colors of cells and their containing

values is asyd especially if you're used to Microsoft Word:
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Select a cell, column, row, or multiple cells at once.

On theHometab, clickCell Stylesif you'd like to quickly apply quick color styles.

If you'd rather use more custom options, rigltk the selectedell(s) and seledtormat
Cells. Then, use the colors on tRél tab to customize the cell's background, or the colors

on theFont tab for value colors.
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Apply number formatting to cellscontaining numbers.f you have data that contains

numbers such as prices, measurements, dates, or times, you camnuagpdyformattingto the data

so it will display consistentljg] By default, the number format @eneral, which means numbers

display exactly as you type them.

il

Select the cell you waio format. If you're working with an entire column or row, you can
just click the column letter or row number to select the whole thing.

On the Home tab, click the drajmwn menu at the tepented it'll say General by default,
unless you selected cellsat Excel recognizes as a different type of number

like Currency or Time.

Choose one of the formatting options in the list, sucBhast Date or Percentage or

click More Number Formats at the bottom to expand all options (we recommend this!).
If you seletedMore Number Formats, the Format Cells dialog will expand to
theNumber tab, where you'll see several categories for number types.

Select a category, such@arrency if working with money, oDate if working with dates.
Then, choose your preferencesch as a currency symbol and/or decimal places.

Click OK to apply your formatting.

Creating, Sorting, and Filtering Tables
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Selectall of the data you've entered sofar. Adding your data to a table is the easiest way
to work with and analyze daf4l. Start by highlighting the values you've entered so far, including
your column headers. Tablds@make it easy teortand filter your data based on values.

1 Tables traditionally apply different or alternating colors to every other row foréasing.
Many table options also add borders between cells and/or columns and rows.

Format as
Table v

2

Click |Format as Table.You'll see this at the tepenter part of thelome tab5]
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3

Selecta table style Choose any of Excel's default table styles to get stavteu'll see a small

window titled "Create Table" once selected.

1 Once you get the hang of tables, you can return here to customize your table further by

selectingNew Table Style.

Make sure"My table hasheaders"is selectedand click (oK. This tells Excel to turn
your column headers into drafown menus that you can easily sort and filter. Once you Click
you'll see that your data now has a color schantedropdown menus.


https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-16-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-16-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-17-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-17-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-16-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-17-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-16-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-17-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-16-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-16-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-16-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-17-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-16-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-17-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-17-Version-3.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-17-Version-3.jpg

Click the drop-down menu at the top of a column.Now you'll see options for sorting

that column, as well as several options foefiltg all of your data based on its values.

1/31/2019 5l
4l Sort Oldest to Newest
| Sort Newest to Oldest
Sort by Color

Choosewhich data to display basedon valuesin this column.The simplest way to

do this is to uncheck the weds you don't want to displdyif you uncheck a particular date, for
example, you'll prevent rows that contain the selected date in from appearing in your data. You can
also useText Filters or Number Filters, depending on the type of data in the column:

1 If you chose a numerical column, seldcimber Filters, then choose an option
like Greater T h a noéDoesNot Equal to be extra specific about which values to hide.
1 For text columns, you can chooBext Filters, where you can specify things liBegins
with or Contains.
1 You can alsdilter by cell color.
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Click @.Your data is now filtered based on your selections. You'll also see a small funnel icon in

the dropdown menu, which indicates that the data is filtering out certain values.

1 To unfilter your data, click the funnel icon, cli€iear filter from (column name), and
then clickOK.

1 You can also filter columns that aren't in tables. Just select a column anéiltéicion
the Data tab to add a dredown to that column.

8| Sort Oldest to Newest

38

Sort your data in ascendingor descendingorder.Click the dropdown arrow at the top
of a column to view sorting optio@sthese allow you to sort all of your data in order based on the

current column.

1 If you're working with numbers, clicBmallestto Largestto sort in ascending order,
or Largestto Smallestfor descending ordg6]

1 If you're working with text valuessort A to Z will sort in ascending order, whifgort Z to
A will sort inreverse.
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1 When it comes to sorting dates and tintsi;t Oldestto Newestwill sort with the earliest
date at the top and the oldest date at the bottom\anestto Oldest displays the dates in
descending order.

1 When you sort a column, all other coluninghe table adjust based on the sort.

Doing Quick Analysis

Selectthe data in your worksheetExcel's Quick Analysis feature is the easiest way to
performbasic calculations (including totals, averages, and counts) and create meaningful tables or
graphs without the need for advanced Excel knowl¢tlddse your mouse to select your data
(including your column headers) to get started.

Click the Quick Analysisicon.This is the small icon that pops up at the bottaght corner
of your selection.tllooks like a window with some colored lines.
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|Quantity

PN 1/31/2019[5]
'

8 | 2/16/2020

Tables Sparklines

B EEa |

Average  Count % Total ~ Running Sum
Total

Selectan analysistype.You'll see several tabs running along the top of the window, each of

which gives yu different option for visualizing your data:

1 For math calculations, click tHeptals tab, where you can
selectSum, Average Count, %Total , or Running Total. You'll be able to choose whether
to display the results at the bottom of each column or taghe r

1 To create a chart, click ti&harts tab, then select a chart to visualize your data. Before you
settle on a chart, just hover the cursor over each option to see a preview.

1 To add quick chart data to individual cells, click Bgarklinestab and choge a format.
Again, you can hover the cursor over each option to see a preview.

1 To instantly applyonditionalformatting(which is usally a little more complex in Excel)

based on your data, use thermatting tab. Here you can choose an option

like Color or Data Bars, which apply colors to your data based on trends.

Performing Basic Calculations

B9 4 EE2E]
y | A : c D E
1 |Date |Quantity
2 | 019 = v
3 4/25/2016 189
4 4/27/2018 442
5 6/22/2018 36
6 6/23/2018 298
U 7/11/2018 392

@

3 2/16/2020 ﬁ
10

11
I 12
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Quickly add data with AutoSum.AutoSum is a buikin Excel function that makes it easy to

find the total of one or more columns in a few clidkgnctions or formulas that perform calculations

and other tasks based on the values of cells. When you use a function to get something done, you're
creating dormula, which is like a math equation. If you have a column or row of numbers you want

to add:

7 Click the cell below the numbers you want to add (if a column) or to the right (if §8bw).

f On theHometab, clickAutoSum toward the upperight corner of the app. A formula
beginning with=SUM(cell+cell) will appear in the field, and a dotted line will
surround the numbers you're adding.

1 PressEnter or Return. You should now see thetaéb of the numbers in the selected field.
This is here because you created your first forwidich you didn't have to write by hand!

T If you change any numbers in your data after using AutoSum, the AutoSum value will

update automatically.

%Cut ‘Caﬁbri |117|A A5 =2y Buwepet General -

Copy ~ = 5 i§ S

Paste TRt AH S S = a5 3 A e g

S oot BIU- «h-A-E=E=Z & SiMeargesiCenter- §-% 0 8.3 |
Clipboard fu Font Y Alignment  Number

SUM X vk suM@8e)

(4 n | B | ¢ (I [ [

01 M5
34| 46| 758
264 98 3
5457 333 786

I

0

2 "
12

Write a simple math formula. AutoSum is just the beginniBgExcel is famous for its ability
to do all sorts of simple and complsathcalculationson data. Fortunately, you don't have to be a

math whiz tocreatesimpleformulasto create everyday math formulas, like adding, subtracting, and

multiplying. Here's some basic formulas to get you started:

1 Add: 8 Type=SUM(cell+cell) (e.g.,=SUM(A3+B3)) to add two cells' values
together, or typeSUM(cell,cell,cell) (e.g.,=SUM(A2,B2,C2) )toadda
seriesof cell values together.

{1 If you want to add all of the numbers in a whole column (or in a section of a
column), type=SUM(cell:cell) (e.g.,=SUM(A1:A12) ) into the cell you

want to use to display the result.
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1 Subtract: Type=SUM(cell -cell) (e.g.,=SUM(AS3 B3)) to subtract one cell value
from another cell's value.

1 Divide: Type=SUM(cell/cell) (e.g.,=SUM(AG/C5) ) to divide ore cell's value by
another cell's value.

1 Multiply: Type=SUM(cell*cell) (e.g.,=SUM(A2*A7) ) to multiply two cell

values together.

Creating Advanced Formulas

Selecta cell for an advancedformula. what if you need to do something more complicated
than pst adding numbers? Even if you don't know how to write formulas by hand, you can still create
useful formulas that work with your data in various ways. Start by clicking the cell in which you want
to display your formula.

Click the tab.lt's a tab at the top of the Excel window.
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File Home Insert Page Layout Formulas  Data

fx > AutoSum v Logical v lﬂ Lookup & Reference v

Insert Recently Used v [ Text v IL_H Math & Trig v
Function E Financial v E Date & Time v M More Functions v
D5 .
A A | il F
o |
2 324 |
5 264 |
4 5457 333 786 l
> 121 445 3432| L\ How

Explore the Function Library. Several function categories appear in the toolbar, such
asFinancial, Text, andMath & Trig. Click the options to check out the types of functions available,

though they might not make a whole lot of sense just yet.

Home Insert  Page layout WMZJMUIENM Data  Review View  Help

> A o’ -
AutoSum Recently Financial Logical Text Date & Lookup & Math&  More Nan
v Usedr - @ ~ Time~ Reference ~ Trig~ Functions~ Mana

Function Library

@q

15 B x v k|

A | B8 | ¢ | b IEEEN G
L1 a5 M2
324 M6 758
264 98 347
5457 333 786

121 445, 3432

Click Insert Function |.This option is in the faleft side of thecormulas toolbar. This opens the

Insert Function window, which gives you a more detailed breakdown of each function.


https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-19-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-19-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-30-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-30-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-19-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-30-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-19-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-30-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-19-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-19-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-19-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-30-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-19-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-30-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-30-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-30-Version-2.jpg

5

Click afunction to learn about it. You can type what you want to do (suchr@snd ), or
choose a category to filter the list of functions. Then, cligkfanction to read a description of how it

works and view its syntax.
1 For example, to select the formula for finding the tangent of an angle, you would scroll

down and click th& AN option.

Selecta function and click OK.This creates a formula based on the selected function.
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X v ko =TANG)

Function Arguments ? X

TAN
Numbe  C3| 1] - 32

| = 5200399349
Returns the tangent of an angle.

Number is the angle in radians for which you want the tangent. Degrees * PI(/180 =

radians.

Formularesult = 5200399349

Help o tis funcion Gl

7

Fill out the function's formula.when prompted, type in the number or select a cell for which

you want to use the formula.

1 For example, if you select tHAN function, you'll type in the number for which you want
to find the tangent, or select the cell that contains that number.
1 Dependhg on your selected function, you may need to click through a couplesaireen

prompts.

PrtSc = Serlk = Pause

Ins = Home = PgUp

End © PgDn

Shift

Press® Enter or Return to run the formula. Doing so appliegour function and

displays it in your selected cell.

Building Charts & Graphs


https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-22-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-22-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-22-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-22-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-22-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-22-Version-2.jpg
https://www.wikihow.com/Use-Excel#/Image:Use-Excel-Step-22-Version-2.jpg

Setup the chart's data.lf you're creating a line graph or a bar graph, for example, you'll want to
use one column of cells for the horizontal axis and one column ofaetlse vertical axis. The best
way to do this is tplaceyour datain atable

1 Typically speaking, the left column is used for the horizontal axis ancbthenn

immediately to the right of it represents the vertical axis.

Selectthe data in your table.Click and drag your mouse from the gt cell of the data
down to the bottorright cell of the data.
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Click Recommended Charts|.You'll find this option in the "Charts" section of thesert toolbar.

A window with different chart templates will appear.

Insert Chart f X

Clustered Column

Chart Title
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A clustered column chart is used to compare values across a few categories. Use it
when the order of categories is not important. W
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Selecta chart template Click the chart template you want to use based on the type of data
you're working with. If you don't see a chart type you like, clickAtheCharts tab to explore by
category, such agie, Bar, andX Y Scatter.

6

Usethe tab to customizeyour chart.Any time you clickyour chart,
the Chart Designtab will appear at the top of Excel. You can adjust the chart style here, change
colors, and add additional elements.
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Double-click a chart elementto manageit in the Format panelwhen you double
click something on your chart, such as a value, line, or bar, you'll see options you can edit in the panel

on the right side of excel. Here you can changatisabels alignment, and legend data.

Community Q&A

How do you add a check mark or an X mark to a cell?

You can go into Insert, then Symbol, and choose the symbol you want. Afterthagry just copy
and paste the symbol from one cell to another.

Can | add work sheets on Excel?

Yes. At the bottom left of the Excel you will see the list of sheets. To the left of those sheets you will
find a "+" sign. Click on it.

How do | move cell contents to another cell?

Highlight the cell, righiclick, and click Copy. Click destination cell, rigblick and Paste.

How do | make cells large enough to fit the data | put into a cell?

Click the cellthen drag the column of the cell, from the top to the desired size

How can | sort columns alphabetically?
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Highlight the column that you would like to sort. Then, go to "Sort and Filter" on the Home tab and

click the option to sort from A.

How do | carry headings from one sheet to the next?

Highlight the row with the headings and copy. Open a new sheet. Highlight the first cell (A1) in the
new sheet, and paste.

How do | download Excel?

Excel comes witlthe OS (operating system) you already have, if it is Microsoft. If you use Microsoft,
it should be on your computer, just search for it in the Start Menu. If you are using a Mac, you will

not find "Microsoft Excel", but a program similar to it.

How do | print titles on columns?

Click on the cell where you want the title to highlight it, and type in your title.

The arrows do not work. How do | turn this function on?

Click in the cell you are wanting to move. You will segaak boarder around the cell. Hold you

pointer over one of the sides and the arrows will appear.

How do | delete unwanted cells in Excel?

Highlight the cells you don't want and go to the Home tab and click on Delete Cells.

How do | creae a multiplication or percentage function?

Go to the accounting box and click on the function, then highlight the columns you want changed.

How do | extend a column in Excel?



Click on the right side of the column, andcerthe arrow appears, then stretch the lines to the right to

extend the size of the column.

How do | print only certain columns instead of the whole spread sheet?

Highlight just the area you want to print. When you go to the print merewewnthdefaults to "Print
Active Sheets", change it to "Print Selection".

How do | make my columns the width | want them?

You can select the lines on the sides of the column and drag them left or right to increase or decrease

your columnwidth.

How do | insert a line?

Right click the row you would like to insert above, and click "Insert" in thedtjbk menu.

How do | merge cells or sheets in Excel?

Click the "home" tab then find "merge cell", clidketdropdown button and select "merge across".

How do | carry headings on the next sheet?

Highlight the headings within the sheet you're working in, right click, and do a copy of the headings.
Click on the new sheet, insert the cursohimitthe row that the headings are to appear in, right click

and paste.

How do | join cells in Excel?

Highlight the cells to be joined. Right click within the cells and click on format cells. Within the text

control area click on the mergell option, then click on OK.

How do | change columns and rows without affecting the ones above them?



Click on the original column and click the right button. Then choose Insert and the same highlight on

the row will appear, then riglatick on row and B and Insert.

How do | change the background color of a cell?

Highlight the cell you want colored and then go to the highlighter button and select the colour you
want. Choose it and the cell will fill with that color.
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SometimesExcelseemdoo goodto betrue.All | haveto dois enteraformula,andpretty
muchanythingl'd everneedto do manuallycanbe doneautomatically.

Needto mergetwo sheetswith similar data?Excelcandoit.
Neal to do simplemath?Excelcandoit.
Needto combineinformationin multiple cells?Excelcandoit.

In this post,I 6gb dverthebesttips, tricks, andshortcutsyou canuseright nowto takeyour
Excelgameto the nextlevel. No advancedExcelknowledyerequired.
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Microsoft Excelis powerfuldatavisualizationandanalysissoftware which usesspreadsheets
to store,organize andtrack datasetswith formulasandfunctions.Excelis usedby
marketersaccountantsgjataanalystsandotherprofessionalslt's partof the Microsoft

Office suiteof products AlternativesincludeGoogleSheetandNumbers.

Find moreExcelalternativeshere

What is Excel used for?

Excelis usedto store,analyze andreporton largeamountsof data.lt is oftenusedby
accountingeamsfor financialanalysisput canbe usedby anyprofessionato managdong
andunwieldydatasetsExamplesof Excelapplicationancludebalancesheetsbudgetspor
editorial calendars.

Excelis primarily usedfor creatingfinancialdocumentdecausef its strongcomputational
powers.Y o U d@ftenfind thesoftwarein accountingfficesandteamsbecausét allows
accountantso automaticallyseesums averagesandtotals.With Excel,theycaneasilymake
senseoftheirb u s i datgas s 0

While Excelis primarily knownasanaccountingool, professional$n anyfield canuseits
featuresandformulasd especiallymarketer®d becausdt canbeusedfor trackinganytype
of data.lt removeghe needto spenchoursandhourscountingcellsor copyingandpasting
performancenumbersExceltypicdly hasashortcutor quick fix thatspeedsip the process.

You canalsodownloadExceltemplateselowfor all of your marketingneeds.

After youdownloadthetemplatesi t tilnsto startusingthesoftwareL e tc@verthebasics
first.

Excel Basics

If you'rejust startingout with Excel,thereareafew basiccommandghatwe suggestiou
becomdamiliar with. Thesearethingslike:

Creatinga newspreadshedtom scratch.

Executingbasiccomputationdike adding,subtractingmultiplying, anddividing.
Writing andformattingcolumntext andtitles.

Using Excel'sautofill features.

Adding or deletingsinglecolumns rows,andspreadsheetBelow, we'll getinto howto addthings
like multiple columnsandrows.)

Keepingcolumnandrow titles visible asyou scroll pastthemin a spreadsheesothatyou know what
datayou'refilling asyou movefurtherdownthedocument.

Sortingyour datain alphabeticabrder.

Let'sexploreafew of thesemorein-depth.
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Forinstancewhy doesauto-fill matter?

If youhaveanybasicExcelknowledge] t likely you alreadyknow this quicktrick. Butto
coverour basesallow meto showyoutheglory of autofill. This letsyou quickly fill adjacent
cellswith severakypesof data,includingvalues seriesandformulas.

There aremultiple waysto deploythis feature but thefill handleis amongthe easiestSelect
the cellsyou wantto bethesource)ocatethefill handlein the lower-right cornerof thecell,
andeitherdragthefill handleto covercellsyouwantto fill orjustdoubleclick:

U H HrErn H (L LTI}

Calibri (Body)  |v|12 |»| || =5 | abc~ | 59 WrapText ~ | Percentage
B I Q&'i'z = | E | eE 2E Merge ;_@'%’fﬂ »
(X M) fx|
I C [ D | E | : | &6 [ H
Description Views Leads View to Lead Links H1 Cour
Vivamus porta elit place 430 0 0,655 0
Morbi tincidunt metus u an’ 0 4
Mauris ut accumsan e a2’ 1 1
Fusce fermentum tincid 294" 0 1
Mullam lucius nibh puru a7’ 2 1]
Pellentesque habitant m 469" 1] 4
Morbi vestibulum dolor 2267 4 0
Morbi id guam lacus. o’ 0 7
Aliguam ornare, eros ac 333" 0 3
Vivamus quis nulla dui. 104 " g 0
Mullam phareira sem et CEl 0 1
: 5 r
S 1 b L Similary,

sortingis animportantfeatureyou'll wantto know whenorganizingyour datain Excel.

Sometimeg/ou mayhaveallist of datathathasno organizationwhatsoeverMaybeyou
exportedalist of your marketingcontactsor blog posts.Whateverthecasemaybe,Ex c el 0 s
sortfeaturewil| helpyou alphabetizeanylist.

Click onthedatain the columnyou wantto sort. Thenclick onthefi D a takirdoyourtoolbar
andlook for thed S o aptionontheleft. If thefi Aigontopofthefi Z yoa canjustclick on
thatbuttononce.If thefi Zidontop of thefi A cliok onthebuttontwice. Whenthefi Aig
ontopof thefi Z tha@meansyourlist will be sortedin alphabeticabrder.However,when
thefi Zisontopofthefi A thatmeansyourlist will besortedin reversealphabeticabrder.

Let's exploremoreof the basicsof Excel (alongwith advancedeatureshext.

How to Use Excel

To useExcel,you only needto input the datainto therowsandcolumns.And thenyou'll use
formulasandfunctionsto turn thatdatainto insights.

We 0 goiagto go overthebestformulasandfunctionsyou needto know. Butfirst, | e takes
alook atthetypesof documentsgou cancreateusingthe software.Thatway, you havean
overarchingunderstandin@f how you canuseExcelin your day-to-day.
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Documents YouCan Create in Excel

Not surehow you canactuallyuseExcelin yourteam?Hereis alist of documentgou can
create:

IncomeStatementsYou canusean Excelspreadshedb trackac o mp asalgséctvity and
financialhealth.

BalanceSheetsBalancesheetsaireamongthe mostcommontypesof documentsyou cancreatewith
Excel.It allowsyouto getaholisticview of ac o0 mp afimandasstanding.

CalendarYou caneasilycreatea spreadsheehonthly calendarto track eventsor otherdatesengive
information.

Herearesomedocuments/ou cancreatespecificallyfor marketers.

MarketingBudgets Excelis a strongbudgetkeepingtool. You cancreateandtrack marketing
budgetsaswell asspendusingExcel.lf youd o nvantto createa documenfrom scratch,
downloadour marketingbudgettemplatedor free

MarketingReports If youdon @usea marketingtool suchasMarketingHub, you mightfind yourself
in needof adashboardvith all of yourreports.Excelis anexcellenttool to createmarketing

reports Downloadfree Excelmarketingreportingtemplateshere

Editorial CalendarsYou cancreateeditorialcalendarsn Excel. Thetabformatmakest extremely
easyto trackyour contentcreationeffortsfor customtime rangesDownloada free editorial content
calendartemplatehere

Traffic andLeadsCalculator Becausef its strongcomputationapowers Excelis anexcellenttool
to createall sortsof calculatorsd includingonefor trackingleadsandtraffic. Click hereto download
a free premaddeadgoal calculator.

Thisis only asmallsamplingof thetypesof marketingandbusinesslocumentgou can
createin Excel.We 0 ereatedanextensivdist of Exceltemplates/ou canuseright now for
marketing,nvoicing, projectmanagementudgetingandmore.

In the spirit of working moreefficiently andavoidingtedious,manualwork, hereareafew
Excelformulasandfunctionsy o uni@&ddtb know.

Excel Formulas

| t edssto getoverwhelmeddy the wide rangeof Excelformulasthatyou canuseto make
senseoutof yourdata.lf y o u jost gettingstartedusingExcel,you canrely onthe
following formulasto carryout somecomplexfunctionsd withoutaddingto the complexity
of your learningpath.

Equal sign: Beforecreatinganyformula,y o uni&edtb write anequalsign (=) in thecell whereyou
wanttheresultto appear.

Addition : To addthevaluesof two or morecells,usethe + sign.Example:=C5+D3.

Subtraction: To subtractthe valuesof two or morecells,usethe- sign.Example:=C5-D3.
Multiplication : To multiply the valuesof two or morecells,usethe* sign.Example:=C5*D 3.
Division: To divide the valuesof two or morecells,usethe/ sign. Example:=C5/D3.

Puttingall of thesetogetheryou cancreatea formulathatadds,subtractsmultiplies,and
dividesall in onecell. Example:=(C5-D3)/((A5+B6)*3).
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https://offers.hubspot.com/editorial-calendar-templates?hubs_signup-url=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_signup-cta=Download%20a%20free%20editorial%20content%20calendar%20template%20here&hubs_post=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_post-cta=Download%20a%20free%20editorial%20content%20calendar%20template%20here
https://offers.hubspot.com/editorial-calendar-templates?hubs_signup-url=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_signup-cta=Download%20a%20free%20editorial%20content%20calendar%20template%20here&hubs_post=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_post-cta=Download%20a%20free%20editorial%20content%20calendar%20template%20here
https://offers.hubspot.com/how-to-calculate-your-leads-goal-for-sales-and-marketing-alignment?hubs_signup-url=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_signup-cta=Traffic%20and%20Leads%20Calculator&hubs_post=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_post-cta=Traffic%20and%20Leads%20Calculator
https://offers.hubspot.com/how-to-calculate-your-leads-goal-for-sales-and-marketing-alignment?hubs_signup-url=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_signup-cta=Click%20here%20to%20download%20a%20free%20premade%20lead%20goal%20calculator&hubs_post=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_post-cta=Click%20here%20to%20download%20a%20free%20premade%20lead%20goal%20calculator
https://offers.hubspot.com/how-to-calculate-your-leads-goal-for-sales-and-marketing-alignment?hubs_signup-url=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_signup-cta=Click%20here%20to%20download%20a%20free%20premade%20lead%20goal%20calculator&hubs_post=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_post-cta=Click%20here%20to%20download%20a%20free%20premade%20lead%20goal%20calculator
https://www.hubspot.com/business-templates/excel?hubs_content=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_content-cta=extensive%20list%20of%20Excel%20templates&hubs_post=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_post-cta=extensive%20list%20of%20Excel%20templates
https://blog.hubspot.com/marketing/excel-formulas-keyboard-shortcuts?hubs_content=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_content-cta=Excel%20formulas

Formorecomplexformulas,y o un@édtb useparenthesearoundthe expressionso avoid
accidentallyusingthe PEMDAS orderof operationsKeepin mind thatyou canuseplain
numberdn your formulas.

Excel Functions

Excelfunctionsautomatesomeof thetasksyou would usein atypical formula.Forinstance,
insteadof usingthe + signto addup arangeof cells,y o uudathe SUM function.L e tlooks
atafew morefunctionsthatwill helpautomatecalculationsandtasks.

SUM: The SUM functionautomaticallyaddsup a rangeof cellsor numbersTo completea sum,you
would inputthe startingcell andthefinal cell with acolonin betweenH e r whatshatlooks

like: SUM(Cell1:Cell2). Example:=SUM(C5:C30)

AVERAGE: The AVERAGE functionaverage®ut thevaluesof arangeof cells. The syntaxis the
sameasthe SUM function: AVERAGE(Cell1:Cell2). Example:=AVERAGE(C5:C30Q)

IE: ThelF functionallowsyouto returnvaluesbasedn alogical test. The syntaxis as

follows: IF(logical_test,value_if true, [value_if false]) Example=1 F( A2>B2, AOver
Budget 0, " OKO)

VLOOKUP: TheVLOOKUP functionhelpsyou searchor anythingonyours h e seowsdThesyntax
is: VLOOKUP(lookup value,table array, column number, Approximate match (TRUE) or

Exact match (FALSE)). Example:=VLOOKUP([@Attorney],tbl_Attorneys,4,FALSE).

INDEX: TheINDEX functionreturnsavaluefrom within arange.The syntaxis as

follows: INDEX(array, row_num, [column_num]).

MATCH: The MATCH functionlooksfor a certainitemin arangeof cellsandreturnsthe positionof
thatitem. It canbe usedin tandemwith the INDEX function. The syntaxis: MATCH(lookup_value,
lookup_array, [match_type]).

COUNTIE: The COUNTIF functionreturnsthe numberof cellsthatmeeta certaincriteriaor havea
certainvalue.Thesyntaxis: COUNTIF(range, criteria). Example= COUNTI| F( A2: A5, iLond

Okay,readyto getinto thenitty-gritty? L e tgétte it. (And to all the Harry Potterfansout
there...y o u welcemein advance.)

Excel Tips

UsePivottablesto recognizeandmakesenseof data.

Add morethanonerow or column.

Usefilters to simplify your daa.

Removeduplicatedatapointsor sets.

Transposeowsinto columns.

Split up textinformationbetweercolumns.

Usetheseformulasfor simplecalculations.

Getthe averageof numbersn your cells.

Useconditionalformattingto makecellsautomaticallychangecolor basedn data.
10. UselF Excelformulato automatecertainExcelfunctions.

11. Usedollar signsto keeponecell'sformulathe sameregardles®f whereit moves.
12. Usethe VLOOKUP functionto pull datafrom oneareaof a sheeto another.

13. UseINDEX andMATCH formulasto pull datafrom horizontalcolumns.

14. Usethe COUNTIF functionto makeExcel countwordsor numbersn anyrangeof cells.
15. Combinecellsusingampersand.

16. Add checkboxes.

17. Hyperlinka cell to awebsite.

18. Add drop-downmenus.

CoNoTrWNE


https://www.mashupmath.com/blog/pemdas-rule-math-order-of-operations
https://support.microsoft.com/en-us/office/sum-function-043e1c7d-7726-4e80-8f32-07b23e057f89
https://support.microsoft.com/en-us/office/average-function-047bac88-d466-426c-a32b-8f33eb960cf6
https://support.microsoft.com/en-us/office/if-function-69aed7c9-4e8a-4755-a9bc-aa8bbff73be2
https://support.microsoft.com/en-us/office/vlookup-function-0bbc8083-26fe-4963-8ab8-93a18ad188a1
https://support.microsoft.com/en-us/office/index-function-a5dcf0dd-996d-40a4-a822-b56b061328bd
https://support.microsoft.com/en-us/office/match-function-e8dffd45-c762-47d6-bf89-533f4a37673a
https://support.microsoft.com/en-us/office/countif-function-e0de10c6-f885-4e71-abb4-1f464816df34
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19. Usetheformatpainter.

20. Createtableswith data.

21. Usetablesto conductawhatif analysis.

22. Makeformulaseasierto comprehendvith namedranges.
23. Groupdatato improveorganization.

24. UseFind & Selectto streamlingformatting.

25. Protectyour work.

26. Createcustomnumberformats.

27. Customizethe Excelribbon.

28. Improvevisual presentationvith textwrapping.
29. Add emojis.

Note: Someof the GIFsandvisualsarefrom a previousversionof Excel. Whenapplicable,
the copyhasbeenupdatedo provideinstructionfor usersof bothnewerandolder Excel
versions.

1. Use Pivot tables to recognize and make sense of data.

Pivottablesareusedto reorganizedatain a spreadsheefheyw o nchangehedatathatyou
have,buttheycansumup valuesandcompareifferentinformationin your spreadseéet,
dependingpnwhaty o uli@edhemto do.

L e ttafemlook atanexampleL e tsdykwantto takealook athow manypeoplearein
eachhouseat Hogwarts.You maybethinking thatl don'thavetoo muchdata,butfor longer
datasets thiswill comein handy.

To createthe Pivot Table,l goto Data > Pivot Table. If y o u d@singthe mostrecentversion
of Excel,y o ugdt Insert > Pivot Table. Excelwill automaticallypopulateyour Pivot
Table,but you canalwayschangearoundthe orderof the data.Then,you havefour options
to choose&rom.

Report Filter : This allowsyouto only look atcertainrowsin your datasetFor examplejf | wanted
to createafilter by house] couldchooseo only includestudentsn Gryffindor insteadof all
students.

Column Labels: Thesewould beyour headersn the dataset.

Row Labels: Thesecouldbeyour rowsin the datasetBoth Row andColumnlabelscancontaindata
from your columns(e.g.First Namecanbe draggedo eitherthe Row or Columnlabeld it just
depend®n howyouwantto seethedata.)

Value: This sectionallowsyouto look at your datadifferently. Insteadof just pulling in anynumeric
value,you cansum,count,averagemax, min, countnumberspr do afew othermanipulationswvith
your data.In fact, by default,whenyou dragafield to Value, it alwaysdoesa count.

Sincel wantto countthe numberof studentsn eachhouse/'ll goto the Pivottablebuilder
anddragthe Housecolumnto boththe Row Labelsandthe Values.Thiswill sumupthe
numberof studentsassociatedavith eachhouse.
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1 |First Name  LastName  Email House
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2. Add more than one row or column.

As you play aroundwith your data,you mightfind y o u donstantlyneedingo addmore
rowsandcolumns.Sometimesyou mayevenneedto addhundredof rows. Doingthis one
by-onewould be supertedious.Luckily, t h e alwa§saneasiemway.

To addmultiple rowsor columnsin a spreadsheehighlight the samenumberof preexisting

by

rowsor columnsthatyou wantto add.Then,right-click andselecti | nser t . 0O

In theexamplebelow, | wantto addanadditionalthreerows. By highlightingthreerowsand
thenclicking insert,I'm ableto addanadditionalthreeblankrowsinto my spreadsheet
quickly andeasily.

R N — C i i "t
1 First Name Last Name Email House
. |Harry Potter hpotter@hogwarts.edu  Gryffindor
_;:__Hermicne Granger hgranger@hogwarts.edu Gryffindor

42z Ron Weasley rweasley@hogwarts.edu  Gryffindor

5 Draco Malfoy dmalfoy@hogwarts.edu  Slytherin

6 Cho Chang cchang@hogwarts.edu Ravenclaw

7 |Luna Lovegood llovegood@hogwarts.edu Ravenclaw

& Nymphadora Tonks ntonks@hogwarts.edu Hufflepuff

9 Hannah Abbott habbott@hogwarts.edu  Hufflepuff

10 =
11 | o
12 |
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14

3. Use filters to simplify your data.

Wheny o u léakieg atverylargedatasets,youd o ruguallyneedto belooking atevery
singlerow atthe sametime. Sometimesyou only wantto look at datathatfit into certain
criteria.

That'swherefilters comein.



Filtersallow you to paredownyour datato only look at certainrows atonetime. In Excel,a
filter canbeaddedo eachcolumnin yourdatad andfrom there,you canthenchoosewhich
cellsyouwantto view atonce.

L e ttaemlook attheexamplebelow.Add afilter by clicking the Datatabandselecting
"Filter." Clicking thearrownextto the columnheaderandy o ub@&bleto choosewvhether
youwantyour datato be organizedn ascendingr descendingrder,aswell aswhich
specificrows you wantto show.

In my Harry Potterexampleet'ssayl only wantto seethe studentsn Gryffindor. By
selectinghe Gryffindor filter, the otherrowsdisappear.
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1l FirstName LastMName  Email House
2 | Harry Potter hpotter@hogwarts.edu  Gryffindor
3 |Hermione Granger hgranger@hogwarts.edu  Gryffindor
4 Ron Weasley rweasley@hogwarts.edu  Gryffindor
5 |Draco Malfey dmalfoy@hogwarts.edu  Shytherin
Kl cho Chang cchang@hogwarts.edu  Ravenclaw [ |
7 |Luna Lovegood lovegood @ hogwarts.edu  Ravenclaw
8 Nymphadora Tonks ntonks@ hogwarts.edu Hufflepuff
9 Hannzh Abbott habbotti@hogwarts.edu  Hufflepuff
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Pro Tip: Copyandpastethevaluesin the spreadsheathena Filter is onto do additional
analysisin anotherspreadsheet.

4. Remove duplicate data points or sets.

Largerdatasetstendto haveduplicatecontent.You mayhaveallist of multiple contactdn a
companyandonly wantto seethe numberof companiesou have.In situationdike this,
removingtheduplicatescomesn quite handy.

To removeyour duplicateshighlighttherow or columnthatyouwantto removeduplicates
of. Then,goto theDatatabandselecti Re m®wu g | i (whith e sndertheTools
subheadein theolderversionof Excel).A pop-upwill appeato confirmwhich datayou
wantto work with. Selecti Re m®wu p | i @ayoe'regoaito go.
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jFirst Name Last Name Email House
2 |Harry Potter hpotter@hogwarts.edu  Gryffindor
3 Hermione Granger hgranger@hogwarts.edu  Gryffindor
4 Ron Weasley rweasley@hogwarts.edu  Gryffindor
5 | Draco Malfoy dmalfoy@hogwarts.edu  Slytherin
6 |Cho Chang cchang@hogwarts.edu Ravenclaw
7 |Luna Lovegood llovegood @hogwarts.edu Ravenclaw
8 fNymphadora Tonks ntonks@hogwarts.edu Hufflepuff
9 | Hannah Abbott habbott@hogwarts.edu  Hufflepuff
10 |
11
12 |
13 |
14 |
15

You canalsousethis featureto removeanentirerow basedon a duplicatecolumnvalue.So
if you havethreerowswith Harry Potter'snformationandyou only needto seeone,thenyou
canselectthewhole dataseandthenremoveduplicateshasedon email. Your resultinglist
will haveonly uniguenameswithoutanyduplicates.

5. Transpose rows into columns.

Whenyou haverows of datain your spreadsheeyou might decideyou actuallywantto
transformtheitemsin oneof thoserowsinto columns(or vice versa).lt would takea lot of
time to copyandpasteeachindividual heade® butwhatthetransposdeatureallowsyouto
dois simply moveyour row datainto columns,or the otherway around.

Startby highlightingthe columnthatyou wantto transposénto rows. Right-click it, andthen
selectfi C o pNext, eelectthecellson your spreadsheeathereyouwantyourfirst row or
columnto begin.Right-click onthecell, andthenselecti P a S pp & ¢ A ddulewill
appea® atthebottom,you'll seeanoptionto transposeCheckthatbox andselectOK.
Your columnwill now betransferredo arow or vice-versa.
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o A B € D E F G H 1 J
1 |FirstName LastName  Email Full Name
2 Harry Potter hpotter@hogwarts.edu  Harry Potter
3 |Hermione  Granger hgranger@hogwarts.edu  Hermione Granger
4 Ron Weasley rweasley@hogwarts.edu  Ron Weasley
5 |Draco Malfoy dmalfoy@hogwarts.edu  Draco Malfoy
6 |Cho Chang cchang@hogwarts.edu Cho Chang
7 Luna Lovegood llovegood @hogwarts.edu Luna Lovegood
8 Nymphadora Tonks ntonks@hogwarts.edu Nymphadora Tonks
9 Hannah Abbott habbott@hogwarts.edu  Hannah Abbott
10
- |
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Onnewerversionsof Excel,adrop-downwill appeainsteadof a pop-up.
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6. Split up text information between columns.

Whatif youwantto split outinformationt h airt oéexell into two differentcells?For
examplemaybeyou wantto pull outs o0 me ocongpansnamethroughtheiremailaddress.
Or perhaps/ou wantto separatsomeone'full nameinto afirst andlastnamefor your email
marketingtemplates.

Thanksto Excel,botharepossible First, highlight the columnthatyou wantto split up. Next,
gototheDatatabandselecti T etax@ o | u mMnsodulewill appeamwith additional
informaion.

First,youneedto selecteitherii De | i wrifitFe die dt h . o
i De | i meansgodwantto breakupthecolumnbasedon charactersuchascommasspacesor
tabs.

A Fi We d tmbadsyouwantto selectthe exactlocationon all the columnsthatyou wantthe split
to occur.

In theexamplecasebelow, let'sselectii D e | i sawe carts@paratehefull nameinto first
nameandlastname.

Then,i ttitnsto choosetheDelimiters.This couldbeatab,semicolon,commaspacepr
somethingelse.("Somethingelse"couldbethe"@" signusedin anemailaddressfor
example.)n ourexample] e thoosehespaceExcelwill thenshowyou a previewof what
your newcolumnswill look like.

Wheny o u ldappgwith the preview,press'Next." This pagewill allow youto select

Advancedrormatsif you choosgo. Wheny o u doneglicki Fi ni s h. o
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7. Use formulas for simple calculations.

In additionto doing pretty complexcalculations Excel canhelp you do simplearithmeticlike
adding,subtractingmultiplying, or dividing anyof your data.

To add,usethe + sign.
To subtractusethe- sign.
To multiply, usethe* sign.

To divide, usethe/ sign.

You canalsouseparenthesew ensurecertaincalculationsaredonefirst. In theexample
below(10+10*10),the secondandthird 10 weremultiplied togethebeforeaddingthe
additional10. However,if we madeit (10+10)*10,thefirst andsecondlO would beadded
togetheffirst.

B11 : Jx[ =

_ A B C | D | E
1 First Name Last Name  Email House House Points
2 'Harry Potter hpotter@hogwarts.edu 'Grvﬁindcr 10

3 |Hermione Granger hgranger@hogwarts.edu  Gryffindor 10

4 |Ron Weasley rweasley@hogwarts.edu 'Grvfﬁndcr 10

5 |Draco Malfoy dmalfoy@hogwarts.edu Slytherin 0

6 |Cho Chang cchang@hogwarts.edu "Ravenclaw 0

7 |Luna Lovegood llovegood @hogwarts.edu Ravenclaw 0

& |Nymphadora Tonks ntonks@hogwarts.edu 'Huffiepuff 0

9 |Hannah Abbott habbott@hogwarts.edu  Hufflepuff 0

10
L Gryffindor : ;

12 |Slytherin

13 |Ravenclaw

14 |Hufflepuff

8. Get the average of numbers in your cells.



If youwanttheaverageof asetof numlers,you canusethe
formula=AVERAGE(Cell1:Cell2). If youwantto sumup a columnof numbersyou can
usetheformula=SUM(Cell1:Cell2).

9. Use conditional formatting to make cells automatically change color based
on data.

Conditionalformattingallows you to changea cell'scolor basedon theinformationwithin
thecell. Forexamplejf youwantto flag certainnumberghatareaboveaverageor in thetop
10%of thedatain your spreadsheeyou candothat.If youwantto color code
commonalitiedbetweerdifferentrowsin Excel,you cando that. Thiswill helpyou quickly
seeinformationthatis importantto you.

To getstarted highlightthe groupof cellsyou wantto useconditionalformattingon. Then,
choosél C o n d iFtoir omaatfiadmi the lgotnemenuandselectyour logic from the
dropdown (You canalsocreateyour ownruleif youwantsomethingdifferent.)A window
will popup thatpromptsyou to providemoreinformationaboutyour formattingrule. Select
A O Kwhenyou'redone,andyou shouldseeyour resultsautomaticallyappear.
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1 FirstName lastName Email House . House Points

2 |Harry Potter hpotter@hogwarts.edu  Gryffindor 10

3 Hermione Granger hgranger@ hogwarts.edu 'Grvf‘findur 10

4 Ron Weasley rweasley@hogwarts.edu 'Grvf'findor 10

5 | Draco Malfoy dmalfoy@hogwarts.edu  Slytherin 0

6 |Cho Chang cchang@hogwarts.edu "Ravenclaw 0

:|Luna Lovegood llovegood@hogwarts.edu Ravenclaw 0 I:l

8 | Nymphadora Tonks ntonks@hogwarts.edu  Hufflepuff 0

9 Hannah Abbott habbott@hogwarts.edu 'Huﬁlepuﬁ 0

10. Use the IF Excel formula to automate certain Excel functions.

Sometimeswe don'twantto countthe numberof timesavalueappearsinsteadwe wantto
input differentinformationinto a cell if thereis a corresponuhg cell with thatinformation.

Forexamplejn thesituationbelow, | wantto awardtenpointsto everyonewho belongsin

the Gryffindor houseInsteadof manuallytypingin 1 0 degtto eachGryffindorst udent 6 s
name,l canusethe IlF Excelformulato say thatif the studentis in Gryffindor, thenthey
shouldgettenpoints.

Theformulais: IF(logical_test,value_if true, [value_if false])

ExampleShownBelow:= | F( D2=AGryffindoro, A100, f00)

In generakerms,theformulawould be IF(Logical Test,valueof true,valueof false).Let's
dig into eachof thesevariables.



1 Logical_Test Thelogicaltestisthef | padtof the statementln this casethelogicis
D2 =1 Gr y fodcausert wantio makesurethatthe cell correspondingvith the studentsays
A Griyrf d Makesareto put Gryffindor in quotationmarkshere.

1 Value_if _True: Thisis whatwe wantthe cell to showif thevalueis true.In this case we wantthe
cellto showfi 1 @odndicatethatthe studentwasawardedhe 10 points.Only usequotationmarksif
you wanttheresultto betextinsteadof a number.

1 Value_if False Thisis whatwe wantthecell to showif thevalueis false.In this casefor any
studentnotin Gryffindor, we wantthe cell to showfi 0 @nly usequotationmarksif youwantthe
resultto betextinsteadof anumber.

E2 L & fx

_ A B C D E =1 F G

1 |FirstName  Last Name Email House House Points
E] Harry Potter hpotter@hogwarts.edu  Gryffindor i

3 Hermione Granger hgranger@hogwarts.edu Gryffindor :

4 |Ron Weasley rweasley@hogwarts.edu 'Grv'Ffindnr

5 |Draco Malfoy dmalfoy@hogwarts.edu  Slytherin

6 Cho Chang cchang@hogwarts.edu  Ravenclaw

7 Luna Lovegood llovegood @hogwarts.edu Ravenclaw

& Nymphadora Tonks ntonks@hogwarts.edu  Hufflepuff

9 Hannah Abbott habbott@hogwarts.edu rHufﬂepuI'f

Note: In theexampleabove,| awardedlO pointsto everyondn Gryffindor. If | laterwanted
to sumthetotal numberof points,| w o u | lbeabdeto becaus¢hel 0 érsin quotesthus
makingthemtextandnota numberthatExcelcansum.

Therealpowerof the IF functioncomeswhenyou stringmultiple IF statementsogetheror
nestthem.This allowsyouto setmultiple conditions,getmorespecificresults,and
ultimatelyorganizeyour datainto moremanageablehunks.

Rangesareoneway to segmeniour datafor betteranalysis For example you cancategorize
datainto valuesthatarelessthan10, 11 to 50, or 51to 100.Here'showthatlooksin practice:

=1 F(B3<dlledidd, | F(toBID5 U ,Fi 1B130<10000,) ) 5 1

It cantakesometrial-and-error,but onceyou havethe hangof it, IF formulaswill become
your new Excelbestfriend.

11. Use dollar signs to keep one cell's formula the same regardless of where it
moves.

Haveyou everseemadollar signin an Excelformula?Whenusedin aformula,it isn't
representinggn Americandollar; insteadjt makessurethatthe exactcolumnandrow are
heldthe sameevenif you copythe sameformulain adjacentrows.

You seeacellreferenced whenyoureferto cell A5 from cell C5, for exampled is
relativeby default.In thatcasey o u @ctualyreferringtoacellt h afive@a@umnsto the
left (C minusA) andin thesamerow (5). Thisis calledarelativeformula. Whenyou copya
relativeformulafrom onecell to anotherj t atljustthevaluesin theformulabasednwhere
it nloged.But sometimesywe wantthosevaluesto staythe sameno matterwhetherthey're
movedaroundor notd andwe cando thatby turningthe formulainto anabsoluteformula.



To change therelativeformula (=A5+C5) into anabsolutdormula,we'd preceddherow and
columnvaluesby dollar signs like this: (=$A$5+$C$5) (Learnmoreon Microsoft Office's
supportpagehere)

12. Use the VLOOKUP function to pull data from one area of a sheet to
another.

Haveyou everhadtwo setsof dataon two differentspreadsheethatyou wantto combine
into asinglespreadsheet?

Forexampleyou might havealist of p e o prlareednsxtto theiremailaddresses one
spreadsheegndalist of thosesamep e o pdmailaddtressersextto theircompanynamesn
theotherd butyouwantthe namesemailaddressessndcompanynamesof thosepeopleto
appeain oneplace.

| haveto combinedatasetslike thisalot 8 andwhenl do,the VLOOKUP is my go-to
formula.

Beforeyou usetheformula,though,be absolutelysurethatyou haveat leastonecolumn that
appearsdenticallyin both places Scouryour datasetsto makesurethe columnof data
you'reusingto combineyourinformationis exactlythe samejncludingno extraspaces.

Theformula:=VLOOKUP(lookup value,table array, column number, Approximate
match (TRUE) or Exact match (FALSE))

Theformulawith variablesfrom our example
below:=VLOOKUP(C2,Sheet2!A:B,2,FALSE)

In thisformula,thereareseveralariables Thefollowing is truewhenyou wantto combine
informationin Sheetl andSheet2 onto Sheetl.

Lookup Value: Thisis theidenticalvalueyou havein bothspreadsheet€hoosehefirst valuein

your first spreadsheein the examplethatfollows, this meanghefirst emailaddres®nthelist, or

cell 2 (C2).

Table Array : Thetablearrayis therangeof columnson Sheey o u goingto pull your datafrom,
includingthe columnof dataidenticalto your lookupvalue(in our example emailaddressesh Sheet
1 aswell asthecolumnof datay o u tdyingto copyto Sheetl. In ourexamplethisisi Sheet 2! A: B. 0
i AmeansColumnA in Sheet2, whichis the columnin Sheet2 wherethe dataidenticalto our
lookupvalue(email)in Sheetl is listed. Thefi BmeansColumnB, which containstheinformation
that'sonly availablein Sheet2 thatyou wantto translateo Sheetl.

Column Number: Thistells Excelwhich columnthe newdatayou wantto copyto Sheetl is located
in. In our examplethis would bethecolumnthatfi H o uislecatedin. i H o uistleedecond
columnin ourrangeof columns(tablearray),soour columnnumberis 2. [Note: Your rangecanbe
morethantwo columns.For examplejf therearethreecolumnson Shee? 8 Email, Age,andHouse
& andyou still wantto bring Houseonto Sheetl, you canstill usea VLOOKUP. You just needto
changethefi 2toan 3sbit pulls backthevaluein thethird column:
=VLOOKUP(C2:Sheet2!A:C,3,false).]

Approximate Match (TRUE) or Exact Match (FALSE): UseFALSE to ensureyou pull in only
exactvaluematcheslif you useTRUE, the functionwill pull in approximatenatches.


https://support.office.com/en-nz/article/Switch-between-relative-absolute-and-mixed-references-538396b3-990e-4b44-9d9c-28b4151d7d21

In the examplebelow, Sheetl andSheet? containlists describingdifferentinformation
aboutthe samepeople andthecommonthreadbetweerthetwo is theiremailaddressed.et's
saywe wantto combinebothdatasetsothatall the houseinformationfrom Sheet2
translate®verto Sheetl.
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Sowhenwetypein theformula=VLOOKUP(C2,Sheet2!A:B,2,FALSE), we bring all the
housedatainto Sheetl.

Keepin mind that VLOOKUP will only pull backvaluesfrom the secondsheethatareto the
right of the columncontainingyour identicaldata.This canleadto somelimitations,whichis
why somepeoplepreferto usethe INDEX andMATCH functionsinstead.

13. Use INDEX and MATCH formulas to pull data from horizontal columns.

Like VLOOKUP, the INDEX andMATCH functionspull in datafrom anothemdatasetnto
onecentrallocation.Herearethe maindifferences:

VLOOKUP is amuchsimplerformula.If you'reworking with largedatasetsthatwould require
thousand®f lookups,usingthe INDEX andMATCH functionwill significantlydecreaséoadtimein
Excel.

TheINDEX andMATCH formulaswork right-to-left, whereas/LOOKUP formulasonly work asa
left-to-right lookup. In otherwords,if you needto do alookupthathasalookup columnto theright
of theresultscolumn,thenyou'dhaveto rearrangehosecolumnsin orderto doa VLOOKUP. This
canbetediouswith largedatasetand/orleadto errors.

Soif | wantto combineinformationin Sheetl andSheef onto Sheetl, butthecolumn
valuesin Sheetsl and2 a r etimeéamethento doaVLOOKUP, | would needto switch
aroundmy columns.In thiscase] 6ckdooseto doanINDEX andMATCH instead.

L e tlobksatanexampleL e tsdySheetl containsalist of p e 0 priareeGaadtheir
HogwartsemailaddressesandShee containsalist of p e o pdmailddsresseandthe
Patronughateachstudenthas.(Forthe nonHarry Potterfansout there,everywitch or
wizardhasananimalguardiancalledai P a t r assoaiagedvith him or her.)The
information thatlives in both sheetss the columncontainingemailaddressedyut this email



addreszolumnis in differentcolumnnumberson eachsheetl dudethe INDEX and
MATCH formulasinsteadof VLOOKUP sol w o u | ldaweto switchanycolumnsaround.

Sowha t thesormula,then?Theformulais actuallythe MATCH formulanestednsidethe
INDEX formula.Y o u €eél tifferentiatedthe MATCH formulausingadifferentcolor here.

Theformula:=INDEX(table array, MATCH formula)
Thisbecomes=INDEX(table array, MATCH (lookup_value,lookup_array))

Theformulawith variablesfrom our example
below:=INDEX(Sheet2!A:A,(MATCH(Sheet1!C:C,Sheet2!C:C,0)))

Herearethevariables:

Table Array : Therangeof columnson Sheet?2 containingthe newdatayou wantto bring overto
Sheetl. In ourexamplefi A meangColumnA, which containsthefi P a t r imfornuiagoafor each
person.

Lookup Value: Thisis thecolumnin Sheetl thatcontainsgdenticalvaluesin bothspreadsheetin
theexamplethatfollows, this meanghefi e macolumaon Sheetl, whichis ColumnC. So:
Sheetl!C:C.

Lookup Array : Thisis thecolumnin Sheet2 thatcontaingdenticalvaluesin bothspreadsheetin
theexamplethatfollows, thisrefersto thefi e macolumaon Sheet2, which happendo alsobe
Column C. So: Sheet2!C:C.

Onceyou haveyour variablesstraight,typein theINDEX andMATCH formulasin thetop-
mostcell of theblank Patronuscolumnon Sheetl, whereyou wantthe combined
informationto live.
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14. Use the COUNTIF function to make Excel caut words or numbers in any
range of cells.

Insteadof manuallycountinghow oftena certainvalueor numberappearslet Exceldothe
work for you. With the COUNTIF function, Excel cancountthe numberof timesaword or
numberappearsn anyrangeof cells.



Forexamplejet'ssayl wantto countthe numberof timesthewordfi Gr y f fappeaiso r 0
my dataset.

Theformula:=COUNTIF(range, criteria)

Theformulawith variablesfrom ourexamplebelow:= COUNT I F( D: D, a Gryf fi nd
In this formula, thereareseveal variables:

Range Therangethatwe wantthe formulato cover.In this case sincewe'reonly focusingon one

column,weusefi D : t indicatethatthefirst andlastcolumnarebothD. If | werelooking at

columnsC andD, | wouldusei C: D. o

Criteria : Whatevemumberor pieceof text you wantExcelto count.Only usequotationmarksif you
wanttheresultto betextinsteadof anumber.In ourexamplethecriteriaisi Gr y f f i ndor . 0

Simplytypingin the COUNTIF formulain anycell andpressingi E n twél showmehow
manytimesthewordfi Gr y f fappeatso thedataset.

- 2 " Workbook1
PEOEH® % C ¥ @ £-%--F @EF & oxs @
A Home Layout Tables Charts SmartArt Formulas Data Reviow
ot Fort Abgnmenm Numoer Forman
£3 _ [8 Fn v Calibd (Body) +112 v A A-| | = =G abcr | ) WapText v |Geesrol v j_ Normal Bad
pae (PConc (B d Y| || Ay [EIEE SEGE vew - (8% /%63 Goodions
€2 s 89 Ix
| A 8 C D E F G H
1 First Name LastName Email House
[z | Harry Potter hpotter@hogwarts.edu "Gryffindor
3 Hermione Granger hgranger@hogwarts.edu "Gryffindor
4 Ron Weasley rweasley@hogwarts.edu 'Gryfﬂndor
5 Draco Malfoy dmalfoy@hogwarts.edu “Stytherin
6 Cho Chang cchang@hogwarts.edu "Ravenclaw
7 Luna Lovegood llovegood @hogwarts.edu "Ravenclaw
8 Nymphador. Tonks ntonks@hogwarts.edu "Hufflepuff
9 Hannah Abbott habbott@hogwarts.edu 'Hufﬂepuff

13 Shee! Sheet?
gi-=-""1% il LI £3 B = 3 e S R I ]
' Nommal

View Ready Sum=0 el

15. Combine cells using &.

Databasetendto split out datato makeit asexactaspossible For examplejnsteadof
havingacolumnthatshowsap e r sfollmamse adatabasenight havethedataasa first
nameandthenalastnamein separateolumns.Or, it mayhaveap e r slacatibnseparated
by city, state,andzip code.In Excel,you cancombinecellswith differentdatainto onecell
by usingthef & signin your function.

Theformulawith variablesfrom our examplebelow:= A 2 &i& B 2

L e tgadtlsroughtheformulatogethemusinganexample Pretendve wantto combinefirst
namesandlastnamesdnto full namesn asinglecolumn.To dothis,w e §irdt put our cursor
in theblank cell wherewe wantthefull nameto appearNext, we'dhighlight onecell that
containsafirst name typein anfi & sign,andthenhighlight a cell with the corresponding
lastname.



Buty o u iotfieishedd if all youtypein is =A2&B2, thentherewill notbeaspace
betweerthep e r sfiosshndmseandlastname.To addthatnecessargpaceusethe
function= A 2 && B Zhequotationmarksaroundthe spaceell Excelto putaspacen
betweerthefirst andlastname.

To makethistruefor multiple rows simply dragthe cornerof thatfirst cell downwardas
shownin theexample.

02 EFio e Sx
] A , B , C l D
1 First Name LastName Email Full Name
B Harry Potter hpotter@hogwarts.edu | a
3 |Hermione Granger hgranger@hogwarts.edu .
4 Ron Weasley rweasley@hogwarts.edu
| 5 |Draco Malfoy dmalfoy@hogwarts.edu
| 6 |[Cho Chang cchang@hogwarts.edu
7 Luna Lovegood llovegood@hogwarts.edu
& Nymphadora Tonks ntonks@hogwarts.edu
9 Hannah Abbott habbott@hogwarts.edu

16. Add checkboxes.

If y o udsinganExcelsheeto track customeidataandwantto overseesomethinghati s n 6 t
guantifiable you couldinsertcheckboxesto a column.

Forexamplejf y o u d@singanExcelsheeto manageyour salesprospectandwantto track
whetheryou calledthemin thelastquarter,you could havea "Calledthis quarter?'column
andcheckoff thecellsin it wheny o u balledtherespectivelient.

Here'showto doit.
Highlight a cell you'dlike to addcheckboxeso in your spreadsheet hen,click

DEVELOPER.Then,underFORM CONTROLS click thecheckboxor the selectiorcircle
highlightedin theimagebelow.
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Oncethebox appearsn thecell, copyit, highlight the cellsyou alsowantit to appeatin, and
thenpasteit.

17. Hyperlink a cell to a website.



If y o u @singyoursheeto tracksocialmediaor websitemetrics,it canbe helpfulto havea
referencecolumnwith thelinks eachrow is tracking If youadda URL directlyinto Excel, it
shouldautomaticallybeclickable.But, if you haveto hyperlinkwords,suchasa pagetitle or
theheadlineof aposty o u tbackang,here'show.

Highlight thewordsyou wantto hyperlink,thenpressShift K. From therea box will popup
allowing youto placethe hyperlink URL. Copyandpastethe URL into this box andhit or
click Enter.

If thekey shortcutisn'tworking for anyreasonyou canalsodo this manuallyby highlighting
thecell andclicking Insert > Hyperlink .

18. Add drop-down menus.

Sometimesy o ub&lisingyour spreadshedb track processesr otherqualitativethings.
Ratherthanwriting wordsinto your sheetrepetitively,suchas"Yes", "No", "Customer
Stage","SalesLead",or "Prospect”you canusedropdownmenusto quickly mark
descriptivethingsaboutyour contactor whatevery o u tbackang.

Here'showto adddrop-downsto your cells.

Highlight the cellsyou wantthe drop-downsto bein, thenclick the Datamenuin thetop
navigationandpressvalidation.

¥ [E Flash Fill H+= Consolidate

El=

Bl Remove Duplicates Relationships
Text to
Columns =& Data Validation ~

Data Tools

Fromthere,you'll seea DataValidation Settingsbox open.Look atthe Allow options,then
click Lists andselectDrop-downList. Checkthe In-Cell dropdownbutton,thenpressOK.

19. Use the format painter.

Asy o u prebablynoticed,Excelhasalot of featureso makecrunchingnumbersand
analyzingyour dataquick andeasy.But if you everspentsometime formattinga sheeto
yourliking, youknow it cangetabit tedious.

D o nwiastetime repeatinghe sameformattingcommand®ve andoveragain.Usethe
formatpainterto easilycopytheformattingfrom oneareaof theworksheeto anotherTo do
so,choosehecelly o uli@edo replicate thenselecttheformatpainteroption (paintbrush
icon) from thetoptoolbar.

20. Create tdbles with data.

Convertingyour datainto atablenotonly makesit visually appealingout alsoprovides
improveddatamanagemerdandanalysiscapabilities.



To getstartedy o un@edto selecttherangeof cellsthatyouwantto convertinto atable.
Then, goto theHometabin the Excelribbon.In the Stylesgroup,click onthe Formatas
Tablebuttond it lookslike agrid of cells. Then,chooseatablestyle from theavailable
options,or customizeatableif desired.

In the CreateTabledialogbox, make surethe rangeyou selecteds correct.lf Exceldid not
automaticallydetectthe rangecorrectly,you canadjustit manually.If yourtablehasheaders
(columnnames)gensurethatthefi M yablehash e a d aptiosiicheckedThis allowsExcel
to treatthefirst row astheheaderow.

Onceeverythingis ready,click the OK button,andExcelwill convertyour selectedlatainto
atable.

A B C D
s First Name Last Name B email - [~ |
2 Harry Potter hpotter@hogwarts.edu Gryffindor
3  Hermoine Granger hgranger@hogwarts.edu  Gryffindor
4 Ron Weasley rweasley@hogwarts.edu  Gryffindor
5 Draco Malfoy dmalfoy@hogwarts.edu Slytherin
6 Cho Chang cchang@hogwarts.edu Ravenclaw
7 Luna Lovegood llovegood@hogwarts.edu  Ravenclaw
8 Nymphadora Tonks ntonks@hogwarts.edu Hufflepuff
9 Hannah Abbott habbott@hogwarts.edu Hufflepuff
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After your datais convertednto atable,you'll noticesomeadditionalfeaturesand
functionalitiesbecomeavailable

Thetableis automaticallyassignecaname,suchasii T a b br@ T a b lwikich yod@canmodify if
needed.

Filter drop-downarrowsappeaiin the headerow, allowing youto filter datawithin thetableeasily.
Thetableis formattedwith alternatingrow colors, makingit visually appealing.

Total rowsareautomaticallyaddedat the bottomof eachcolumn,allowing you to perform
calculationdike sum,averageetc.,for thedatain thatcolumn.

21. Use tables to conduct a whaf analysis.

In additionto making your datamoreorganizedtablescanalsohelpyou conductwhatif
analysesThis allowsyou to testvariouscombinationf input valuesandobservehe
resultingoutcomes.

A whatif analysiscanbe beneficialwhenit comesto decisionmaking,plannng, forecasting,
financialmodeling,sensitivityanalysis fesourceplanning,andmore.

To getstartedy o un@edto setup yourworksheewith thenecessarjormulasandvariables
you wantto analyze Then,determingheinput valuesthatyou wantto vary. Typically, you
will chooseoneor two inputvariables.



Selectthecell whereyou wantto displaythe resultsof your whatif analysis.Then,goto the
Datatabin the Excelribbonandclick onthe WhatIf Analysisbutton.Fromthedropdown
menu,selectDataTable.

In the Tablelnput dialogbox, entertheinput valuesthatyou wantto testfor eachvariable.If
you haveonevariable,enterthe differentinput valuesin a columnor row. If you havetwo
variablesenterthe combinationsn atableformat.

Selectthecellsin thetableareathatcorrespondo the formulacell you wantto analyze This
is thecell thatwill displaytheresultsfor eachcombinationof input values.

Click OK to generatehe datatable.Excelwill calculatetheformulafor eachcombinationof
inputvaluesanddisplaytheresultsin the selectectells. The datatableactsasa grid, showing
thevariousscenariogndtheir correspondingutcomes.

Onceyourtableis createdyou canuseit to identify trends patternspor specificvaluesof
interest.Playaroundwith theinput valuesandseehow it mayaffectthefinal results.

22. Make formulas easier to comprehend with named ranges.

Insteadof referringto arangeof cellsby its coordinatege.g.,A1:B10), you canassigna
nameto it. This makesformulasmorereadableandeasietto manage.

To getstarted selectthe cell or rangeof cellsthatyouwantto name.Go to the Formulagtab
in the Excelribbonandclick onthe Define Namebuttonin the DefinedNamesgroup.
Alternatively,you canusethe keyboardshortcutAlt + M + N + D.

In the New Namedialogbox, enteranamefor the selectectell or rangein the Namefield.
Make surethe nameis descriptiveandeasyto rememberBy default,Excelassignghe
selectectell or range'seferenceo the Refersto field in thedialogbox. If neededyou can
modify thereferenceo includeadditionalcells or adjusttherange.

Click the OK buttonto savethe namedrange.Onceyou'venamedarange,you canuseit in
your formulasby simply typing the nameinsteadof the cell referenceFor examplejf you
namedcell Al asii R e v e youoeulddise=Revenueansteadof =A1l in yourformulas.

Usingnamedrangesoffers severabenefits:

1 Improved formula readability: Namedrangesnakeformulaseasierto understané@ndnavigate,
especiallyin complexcalculationsor largedatasets.

1 Flexibility for range adjustments: If your datasethangesyou caneasilymodify therange
assignedo a namedrangewithout updatingeachformulathatreferenced.

1 Enhance collaboration: Namedrangesmakeit easierto collaboratewith others,astheycan
understandhe purposeof a namedrangeanduseit in their own calculations.

1 Simplified data analysis: Whenusingnamedrangesyou cancreatemoreintuitive dataanalyss
by referringto namedrangesn functionslike SUM, AVERAGE, COUNTIF, etc.

To managenamedrangesyou cango to the Formulastab, click onthe NameManagerutton
in the DefinedNamesgroup.The NameManageroffers functionalitiesto modify, delete or
reviewexistingnamedranges.



23. Group data to improve organization.

Groupingdatain Excelprovidesaway to organize analyze andpreseninformationmore
effectively, makingit easierto identify patternstrends,andinsightswithin your data.For

instancejf you havealist of leadsgeneratedyou cangroupthe databy monthto createa

monthlyperformanceeport.

Groupingdataespeciallymakest easierto navigateandwork with largedatasets.It helpsin
organizatiorandreduceglutterby collapsingthe groupsthatarenotimmediatelyneeded.

To groupdatain Excel,selecttherangeof cellsor columnsthatyou wantto group.Make
surethe datais sortedproperly,if needed.

OntheDatatabin the Excelribbon,click onthe Groupbutton.lIt is usuallyfoundin the
Outlineor DataToolsgroup.

r r
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You canspecifythe groupinglevelsby choosingoptionslike Rowsor Columns.For
examplejf youwantto groupdataby month,you canselectMonths.You canalsoset
additionaloptionssuchasSummaryrows belowdetail or Collapsethe outlineto the
summarylevels.Theseoptionsaffecthow the groupeddatais displayed.

Onceyou havethe optionsyou wantselectedclick onthe OK button,andExcelwill group
theselecteddatabasedon your settings.

After your datais groupedyou will seeaplus(+) or minus(-) buttonnextto thegrouped
rowsor columns.Clicking on the plus buttonexpandghe groupto showtheindividual
recordsandclicking onthe minusbuttoncollapsegshe groupto hidethedetalils.

24. Use Find & Select to streamline formatting.

Why formatandcleanup your spreadsheahanuallywhenyou cando it in justafew clicks?
UsingtheFind & Selecttool canhelpyou maintainaccuracyandconsistencyn your
documents.

To getstarted openthe Excelworksheethatcontainsthe datayou wantto searchPresshe
Ctrl + F keyson your keyboardor go to theHometabandclick ontheFind & Selectdrop-
downmenu.Then,selectFind from themenu.TheFind andReplacedialogbox will open.



Find and Replace

Find Replace

Find

bnsert Text l

Wildcards can expand search. For example, "sm?th" finds "smith". Learn More

> Search options

In theFind field, enterthe specificdatayou wantto find. Optionally,you cannarrowdown
your searctto specificcells,rows,columns,or formulasby choosingthe appropriateoptions
in thedialogbox.

Click ontheFind nextbuttonto searchfor thefirst ocaurrenceof the data.Excelwill
highlightthe cell containingthe data.

To replacethefounddatawith newinformation,click onthe Replacebuttonin thedialog
box. Thiswill replacethe highlightedoccurrencewvith the datayou enterin the Replacdfield.

To replaceall occurrencesf thedataatonce,click onthe ReplaceAll button.Onceyou have
finishedfinding andreplacing,you canclosethe dialogbox.

Note: Be cautiouswhenusingthe ReplaceAll feature asit replacesll occurrencesvithout
confirmation. It is alwaysa goodpracticeto revieweachreplacementarefullybeforeusing
theReplaceAll option.

25. Protect your work.

Protectingyour work in Excelis essentiafor datasecurity,maintainingdataintegrity,
preservingntellectualpropety, andcomplyingwith legalor regulatoryrequirementsit
allowsyou to havecontroloverwho canaccesandmodify your work, minimizing risksand
maintainingthe quality andconfidentialityof your data.

Herearea couplewaysyou canprotectyour work:
Protecta Worksheet

1. Openyour Excelworksheeandnavigateto the Reviewtab.

2. Click ontheManageProtection buttonin the Protection group.

3. A ManageProtection dialogboxwill appearThere,you canselectwhetheror notyou want
to protectthesheet Seta passwordf desiredandchoosethe optionsyou wantto apply,such
aspreventingusersirom makingchangedo cells,formatting,inserting/deletinggolumnsor
rows, etc.



Manage Protection X

Protect sheet
@ or

Protect this sheet to prevent unwanted changes. You
can unlock specific ranges for editing while it's on.

~ Unlocked ranges

Add ranges that can be edited while protection is
on.

> Sheet protection password

> Options

Sheet protection helps prevent accidental edits.

Learn more
Protectinga Workbook
1. Openyour Excelworkbookandnavigateto the File tab.
2. Click onInfo andselectProtect Workbook from theoptions.
3. ChooseEncrypt with Passwordandentera passwordf desired.
4. Click OK to protecttheworkbook.
® Cclose Info
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‘ 0 Protect Workbook ‘
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Save As
Print
Share
Export
Options
About

Takingtheseextrastepsensuresour work is protectedJustmakesureto keepyour
passwordsafeandsecure.

26. Create custom number formats.

To displaydatain unigueways,usecustomnumberformats.Doing this canhelpwith data
presentationgataclarity, consistencylocalization,andmaskingsensitivedata.



To getstarted selectthe cell or range of cellsthatyou wantto format. Right-click onthe
selectectellsandchooseNumberFormatfrom the contextmenu.Then,find the Categorylist
andselectCustom.

Number Format 5
Category: Sample
General 1000
Number
Currency Type:
Accounting General .
Date 0
Time 0.00
Percentage #,HH0
Fraction #,##0.00
Scientific #,#HO_);(#,#480)
Text #,#H0_);[Red](#,##0)

Special
Custom

Creating custom number formats isn't currently supported in the web version of Excel, but your
existing custom formats are still available.

] oK | cancel

In the Typefield, you canentera customnumberformatcodeto defineyour desiredformat.
Herearesomeexamplef customnumberformats:

1 Todisplaynumberswith a specificnumberof decimalplacesusethe 0 or # symbolto represena
digit, anda zeroor hashtagvithout a decimalpoint to represenbptionaldigits. For
example0.00will displaytwo decimalplaces0.###will displayup to threedecimalplaces,
and###will displayno decimalplaces.

1 Todisplayaspecifictext or charactealongsidenumbersusethe @ symbol.For example $0 will
displayadollar signbeforethe number.

I Todisplaypercentagesisethe% symbol.Forexample0% will displaythe numberasa
percentage.

1 Tocreatecustomdateor time formats,usecodessuchasdd for day,mm for month,yy for two-
digit year,hh for hours,mm for minutes,andssfor secondsFor example dd/mm/yyyy will
displaythedatein the formatof day/month/year.

As you enteryour customnumberformatin the Typefield, youwill seea Samplesectionthat

showsa previewof how theformatwill beapplied.Click OK to applythe customnumbe
formatto theselectectells.

27. Customize the Excel ribbon.

Althoughthe Excelribbonalreadycontainsvarioustoolsthatareusedto executecommon
functionsandcommandsyou cancustomizeit to fit your specificneedsandpreferences.



This canhelp streamlineyour workflow andmakecommonlyusedcommandsnoreeasily
accessiblelt alsoallowsyouto removeunnecessarglementghatyoud o rugefmakingit
easierto navigateandfind thetoolsyou need.

To makecustomizationsstartby right clicking on anemptyareaof theribbonandselect
CustomizeheRibbon.In the Excel Optionswindow thatappearsyou'll seetwo sections.
Theleft sectiondisplaysthetabscurrentlyvisible in theribbon,while theright section
displaysthetabsyou canadd.

To customizetheribbon,you haveseveralbptions:

To addanewtab,click onNew Tab in theright sectionandgive it aname.
To addagroupwithin anexistingtab, selectthetabin theleft section,click New Group in
theright section,andnameit.

f
f

1 Toaddcommandgo agroup,selectthegroupin theright section,choosecommandgrom
theleft section,andclick Add. You canalsocustomizethe orderof the commandsaisingthe
Up andDown buttons.

You canalsoremovetabs,groups,or commandgrom theribbon. Selecttheitem you wantto
removein theleft sectionandclick Remove.

To changeheorderof tabsandgroups selecttheitemin theleft sectionandusethe Up and
Down buttonsto rearrangehem.

Click OK in the Excel Optionswindow to saveyour changesndapplythe customized
ribbon.

To extendE x ¢ duholianalityevenfurther,you cancustomizetheribbonwith additional
applicationsby clicking on the Add-ins buttonin the Hometab.



Popular Add-ins

Formula Bot | Al Formula Genera...

Revolutionize your analytics workflo... Add
Terms & Conditions
XLMiner Analysis ToolPak
W statistical analysis in Excel Online, ... Add
~ | Terms & Conditions
ChatGPT for Excel Word
Use GPT Al in Excel and Wordto ed... | Add

Terms & Conditions

Mini Calendar and Date Picker

;lﬁ' Add a mini monthly calendar to your... Add
Terms & Conditions
Solver

LS Solve optimization models in Excel ... Add
Terms & Conditions
Microsoft Visio Data Visualizer

)

More Add-ins

Note: Customizingtheribbonis specificto your Excelinstallationandw o naffeéctother
u s eriblzomds.

28. Improve visual presentation with text wrapping.

Wrap Text

No
ro

21

Merge & Center v

~

1l
Y Il
%6 || [@

EYl
il il

Alignment

Eventhoughspreadsheet r eatwayisthe mostinterestinghingsto look at, you canstill
takethetime to makethemeasierto readby wrappingtext.

Doingthis letsyou displaymultiple lines of text within a singlecell. It's particularlyhandy
whenyou needto includeline breaksor breakup paragraphsf informationwithin acell
withoutincreasingherow height.

Selectthe cell(s)with thetext you wantto wrap.Navigateto thetoolbaratthetop of the

Excelwindow andlocatethe Wrap Text button(anicon with anangledarrow). It is typically
foundin the Alignmentsection.Then,click on Wrap Text.

29. Add emaojis.
Give your spreadsheetslittl e personatouchby addingin emaojis.

To getstartedclick onthecell whereyou wantto insertanemoji. Then,openthe emoji
keyboard.This stepmayvary basedon your operatingsystem.

1 Windows: UsethekeyboardshortcutWin + . or Win + ; to openthe emoji keyboard.
1 macOS:UsethekeyboardshortcutCtrl + Cmd + Spaceto accesshe emoji keyboard.



Browsethroughthe availableemojisandclick onthe oneyou wantto insert.The selected
emojishouldnow appeaiin the selectectell.

J K

veewe SMILEYS & PE

o

IINDDG B
IDNIOGD OO
DNDHDODO®@

) DD DD OD
HIOIDDODD

.
2
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®
a
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k2]

3

@
°
o
R
o
o
)

®
&
7
@

Emojismayappearsmadl by defaultin Excelcells.If youwantto makethemlargerto
improvevisibility, you canadjustthecell sizeby draggingthe row heightandcolumnwidth
accordingly.

You canalsocopyemojisfrom externalsourceson theweb or otherapplicationsaandpaste
themdirectlyinto Excelcells.

Note: Theability to useemojisin Exceldepend®n the versionof Excelandthe deviceyou
areusing.Someolderversionsor platformsmaynot supportemojisor displaythem

correctly.Thereforejt's importantto ensue compatibilitywith the Excelversionand
platformyou areworking with.

Excel Keyboard Shortcuts

Creatingreportsin Excelis time-consumingenough How canwe spendesstime navigating,
formatting,andselectingtemsin our spreadsheet@lad you askel. Thereareaton of Excel
shortcutsout there,includingsomeof our favoriteslisted below.

Create a New Workbook

PC:Ctrl-N | Mac: CommaneN

Select Entire Row

PC:Shift-Spacg Mac: Shift-Space

Select Entire Column

PC:Ctrl-Spacd Mac: ControtSpace

Select Rest of Column


https://blog.hubspot.com/marketing/excel-shortcuts?hubs_content=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_content-cta=Excel%20shortcuts
https://blog.hubspot.com/marketing/excel-shortcuts?hubs_content=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_content-cta=Excel%20shortcuts

=A =8 =4 =4

PC: Ctrl-Shift-Down/Up | Mac: CommandShift-Down/Up
SelectRest of Row

PC: Ctrl-Shift-Right/Left | Mac: CommandShift-Right/Left
Add Hyperlink

PC.:Ctrl-K | Mac: CommaneK

Open Format Cells Window

PC:Ctrl-1 | Mac: Commanedl

Autosum Selected Cells

PC:Alt-= | Mac: CommandShift-T

Other ExcelHelp Resources

How to Make a Chartor Graphin Excel[With Video Tutorial]
DesignTipsto CreateBeautiful ExcelChartsandGraphs

Totally FreeMicrosoft Excel TemplatesThatMake MarketingEasier
How to LearnExcel Online: FreeandPaidResource$or Excel Training

UseExcelto Automate Processedn Your Team

Evenif y o u i@otaraccountantyou canstill useExcelto automatdasksandprocesses
yourteam.With thetips andtricks we sharedn this post,y o ub& $utteto useExcelto its
fullest extentandgetthe mostout of the softwale to grow your business.

Editor's Note: Thispostwasoriginally publishedn August2017but hasbeenupdatedfor
comprehensiveness.


https://blog.hubspot.com/marketing/how-to-build-excel-graph?hubs_content=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_content-cta=How%20to%20Make%20a%20Chart%20or%20Graph%20in%20Excel%20%5BWith%20Video%20Tutorial%5D
https://blog.hubspot.com/marketing/excel-graph-tricks-list?hubs_content=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_content-cta=Design%20Tips%20to%20Create%20Beautiful%20Excel%20Charts%20and%20Graphs
https://blog.hubspot.com/marketing/marketing-with-excel-templates-list?hubs_content=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_content-cta=Totally%20Free%20Microsoft%20Excel%20Templates%20That%20Make%20Marketing%20Easier
https://blog.hubspot.com/marketing/learn-excel-resources?hubs_content=blog.hubspot.com/marketing/how-to-use-excel-tips&hubs_content-cta=How%20to%20Learn%20Excel%20Online%3A%20Free%20and%20Paid%20Resources%20for%20Excel%20Training
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TopEXCEeI Formul as and
Shoul d Know

By Shruti M
Last updated on Jan 31, 2024

i

Microsoft Excel is the go-to tool for working with data. There are probably a handful

of people who havenét wused Excel, given its
used software application in industries today, built to generate reports and business

insights. Excel supports several in-built applications that make it easier to use.

One such feature that allows Excel to stand out is - Excel sheet formulas. Here, we
will look into the top 25 Excel formulas that one must know while working on Excel.
The topics that we will be covering in this article are as follows:

1 What is Excel Formula?
1 Excel Formulas and Functions

What is Excel Formula?

In Microsoft Excel, a formula is an expression that operates on values in a range of
cells. These formulas return a result, even when it is an error. Excel formulas enable
you to perform calculations such as addition, subtraction, multiplication, and division.
In addition to these, you can find out averages and calculate percentages in excel for
a range of cells, manipulate date and time values, and do a lot more.

Formulas in Excel: An Overview

1 Choose a cell.
f To enter an equal sign, click the cell and type =.


https://www.simplilearn.com/authors/shruti-m
https://www.simplilearn.com/tutorials/excel-tutorial/calculate-percentage-in-excel

Enter the address of a cell in the selected cell or select a cell from the list.
You need to enter an operator.

Enter the address of the next cell in the selected cell.

Press Enter.

=A =4 -4 =4

There is another term that is very familiar to Excel formulas, and that is "function".
The two words, "formulas" and "functions" are sometimes interchangeable. They are
closely related, but yet different. A formula begins with an equal sign. Meanwhile,
functions are used to perform complex calculations that cannot be done manually.
Functions in excel have names that reflect their intended use.

The example below shows how we have used the multiplication formula manually
with the 6*6 operator.

Sample Formula: "=A2*B2"

c2 - I fr | =A2*B2

4d A 8 C

1 Qty Price per Unit Total Sales (Using Formula)
10 30| 300/

3 11 35 385

4 12 40 480

Fig: Microsoft Excel Formula

This example below shows how we have used the function-6 PRODUCT
multipi cati on. As you can see, we didn

Sample Formula: "=PRODUCT(A2,B2)"

Q2 . fr  =PRODUCT(A2,B2)
4 A B #

1 Qty Price per Unit Total Sales (Using Function)

2 10 30| 300/

3 | 11 35 385

4 12 40 480

Fig: Microsoft Excel Function

Excel formulas and functions help you perform your tasks efficiently, and it's time-
saving. Let's proceed and learn the different types of functions available in Excel and
use relevant formulas as and when required.

o O
~—+
(@)
©
D


https://www.simplilearn.com/tutorials/excel-tutorial/advanced-excel-functions

Excel Formulas and Functions

There are plenty of Excel formulas and functions depending on what kind of
operation you want to perform on the dataset. We will look into the formulas and
functions on mathematical operations, character-text functions, data and time, sumif-
countif, and few lookup functions.

Letds now | ook at the top 25 Excel formul as
categorized 25 Excelf or mul as based on their operations
Excel formula on our list.

1. SUM
The SUM() function, as the name suggests, gives the total of the selected range of

cell values. 't performs the mat heanat i cal op
example of it below:

Sum "=SUM(C2:C4)"

cs : fo | =SUM(C2:C4)
A . c D

1 Qty |Price per Unit| Total Sales

2| 10 30 300

3. 1 35 385

4 1 40 480

5 | Total 1165

Fig: Sum function in Excel

As you can see above, to find the total amount of sales for every unit, we had to
simply type in the function A=SUM(C2:C4)0. T
480. The result is stored in C5.

2. AVERAGE

The AVERAGE() function focuses on calculating the average of the selected range
of cell values. As seen from the below example, to find the avg of the total sales, you
have to simply type in:

AVERAGE =AVERAGE(C2, C3, C4)



C6é > fr | =AVERAGE(C2,C3,C4)

4d A 8 C D E
1 Qty |Price per Unit| Total Sales

240 10 | 30 300

3 1 | 35 385

4| 12 | 40 430

5 Total 1165

6| Average

Fig: Average function in Excel

It automatically calculates the average, and you can store the result in your desired
location.

3. COUNT
The function COUNT() counts the total number of cells in a range that contains a

number. It does not include the cell, which is blank, and the ones that hold data in
any other format apart from numeric.

COUNT =COUNT(C1:C4)

cs ; fe = =COUNT(C1:C4)
4 A B C D

1 Qty |Price per Unit| Total Sales

2 10 30 300

3 11 35 385

B 12 40 480

5 | Count 3

Fig: Microsoft Excel Function - Count

As seen above, here, we are counting from C1 to C4, ideally four cells. But since the
COUNT function takes only the cells with numerical values into consideration, the
answer is 3 as the cell containing ATot al Sa

If you are required to count all the cells with numerical values, text, and any other
data format, you must use the function O6COUN
count any blank cells.
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To count the number of blank cells present in a range of cells, COUNTBLANK() is
used.

4. SIBTOTAL

Moving ahead, | etds now understand how the s
SUBTOTAL() function returns the subtotal in a database. Depending on what you

want, you can select either average, count,

have a look at two such examples.

cs v Jr  =SUBTOTAL(1,A2:A4)
4 A B = D | E
1 Qty |Price per Unit| Total Sales

2 10 30 300

3 11 35 385

4 12 40 480

5 | Subtotal 11

Fig: Subtotal function in Excel

In the example above, we have performed the subtotal calculation on cells ranging
from A2 to A4. As you can see, the function used is
SUBTOTAL =SUBTOTAL(1, A2: A4)
I n the subtot al bel. Hehce, thé above farctem vall givedhea v e r a
average of A2: A4 and the answer to itis 11, which is stored in C5. Similarly,
A=SUBTOTAL( 4, A2: A4d4) 0

This selects the cell with the maximum value from A2 to A4, which is 12.
| ncorporati ng A dvaesithe maximenrdsuitn ct i on pr

Cs . fr  =SUBTOTAL{4,A2:A4)
d A B C D | ¢
1 Qty |Price per Unit| Total Sales

2 10 30 300

3 1 | 35 | 385

4 12 40 480

5 | Subtotal 12

Fig: Count function in Excel



5. MODULUS

The MOD() function works on returning the remainder when a particular number is
divided by a divisor. Letdébs now have a | ook
understanding.

71 Inthe first example, we have divided 10 by 3. The remainder is calculated using the
function

MODULUS =MOD(A2,3)

T The result i s stored Iin B2. We can also direct |
answer.
B2 . 5 =MOD({A2,3)
4 A 8 C D E
1 od
2 10 1
3 12
4 45 3

Fig: Modulus function in Excel

91 Similarly, here, we have divided 12 by 4. The remainder is 0 is, which is stored in B3.

83 - fe | =MOD{A34)
4 A 8 C D E

B Modulus |

2 10 1

3| 12 o]

4 45| 3

Fig: Modulus function in Excel

6. POWER

The function APower ()0 returns the result of
have a look at the examples shown below:



82 v f =POWER(A2,3)

A A B C D E

10 1000
256

S W N -
=y

Fig: Power function in Excel

As you can see above, to find the power of 10 stored in A2 raised to 3, we have to
type:

Power =POWER (A2,3)

This is how power function works in Excel.

7. CEILING

Next, we have the ceiling function. The CEILING() function rounds a number up to its
nearest multiple of significance.

B2 .| i fr | =CEILING(A2,5)
d A B C D 3

1

2| 35316 40

Fig: Ceiling function in Excel

The nearest highest multiple of 5 for 35.316 is 40.

8. FLOOR

Contrary to the Ceiling function, the floor function rounds a number down to the
nearest multiple of significance.



B2 d Jr | =FLOOR(A2,5)

¢ | o | E

Fig: Floor function in Excel

The nearest lowest multiple of 5 for 35.316 is 35.

9. CONCATENATE

This function merges or joins several text strings into one text string. Given below
are the different ways to perform this function.

71 Inthis example, we have operated with the syntax:

CONCATENATE =CONCATENATE(A25, " ", B25)

A26 . x v j 3 =CONCATENATE(A25," ", 829)
4 A 8

23

25 Hello orld

26{ Hello World

27 Excelis |fun to learn

28 Excel Is fun to learn

Fig: Concatenate function in Excel

1 Inthis example, we have operated with the syntax:

"=CONCATENATE(A27&" "&B27)"

A28 - Si  =CONCATENATE(A27&" "&B27)
A A B

24*

25 Hello orld

26 Hello World

27 Excelis [fun to learn

28| Excel is fun to learn

Fig: Concatenate function in Excel



Those were the two ways to implement the concatenation operation in Excel.

Also Read: How to Use Concatenate in Excel?

10. LEN

The function LEN() returns the total number of characters in a string. So, it will count
the overall characters, including spaces and special characters. Given below is an

example of the Len function.

B7 v S

A A
6
7

Fig: Len function in Excel

Let 6s

11. REPLACE

=LEN(A7)

World : 5
LS8 Microsoft 9

n o w the omext€Excel funcon on our list of this article.

As the name suggests, the REPLACE() function works on replacing the part of a text

string with a different text string.

The syntax i s

start_num refers to the index position you want to start replacing the characters with.

Next, num_chars indicate the number of characters you want to replace.

Letds have a | ook a

t

t

1 Here, we are replacing A101 with B101 by typing

he

ways

REPLACE =REPLACE(A15,1,1,"B")

B15 - I

A A

G e
15 |A101 8101

=REPLACE(A15,1,1,"8")

16 Al102

A2102

17 Adam

Saam

we

c

an

us

A=REPLACE(ol d_text,erestart _

e

num,

t

hi
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Fig: Replace function in Excel

7 Next, we are replacing A102 with A2102 by typing:

i=REPLACE(Al16, 1, 1, "A2" ) o0
816 . X « Jfr =REPLACE(A16,1,1,"A2")
A A B
14—
15 A101 B101
16 |A102 A2102 !
17 Adam Saam |

Fig: Replace function in Excel

1 Finally, we are replacing Adam with Saam by typing:

i=REPLACE(Al17, 1, 2, "Sa")o
817 d Sr | =REPLACE(A17,1,2,"Sa")
y A
14
15 A101 B101
16 A102 A2102
17 |Adam Saam

Fig: Replace function in Excel

Letds now move to our next functi on.

12. SUBSTITUTE

The SUBSTITUTE() function replaces the existing text with a new text in a text
string.

The syntax is A=SUBSTWTtUegk(t ekt nsohdceertum]h

Here, [instance_num] refers to the index position of the present texts more than
once.

Given below are a few examples of this function:

1 Here, we are substituting Al | ikeo with AHe |

A=SUBSTI TUTEK&20, HéIl |l ikes") o0



B20 y Jr  =SUBSTITUTE(A20,"! like","He likes")

A A
19
20 |1 like Excel He likes Excel
21 MS Excel 2010, MS Word 2010 |MS Excel 2010, MS Word 2016
22 | MS Excel 2010, MS Word 2010  [MS Excel 2016, MS Word 2016

Fig: Substitute function in Excel

Next, we are substituting the second 2010 that occurs in the original text in cell A21 with
2016 by typing A=SUBSTITUTE(A21,2010, 2016, 2) 0

821 - £+ | =SUBSTITUTE(A21,2010, 2016,2)
A A 8

19
20 | like Excel He likes Excel

21 [MS Excel 2010, MS Word 2010 |MS Excel 2010, MS Word 2016
22 MS Excel 2010, MS Word 2010 | MS Excel 2016, MS Word 2016

Fig: Substitute function in Excel

1 Now, we are replacing both the 2010s in the original text with 2016 by typing
A=SUBSTI TUTE(A22, 2010, 2016) 0.

B22 - fl =SUBSTITUTE(A22,2010,2016)
& A B
19
20 | like Excel He likes Excel

21 MS Excel 2010, MS Word 2010 _|MS Excel 2010, MS Word 2016
22 [Ms Excel 2010, MS Word 2010 |MS Excel 2016, MS Word 2016

Fig: Substitute function in Excel

That was al |l about the substitute function,

13. LEFT, RIGHT, MID

The LEFT() function gives the number of characters from the start of a text string.
Meanwhile, the MID() function returns the characters from the middle of a text string,
given a starting position and length. Finally, the right() function returns the number of
characters from the end of a text string.

Letds understand these functions with a few



71 Inthe example below, we use the function left to obtain the leftmost word on the sentence
in cell A5.

BS - Jr | =LEFT(AS,5)
4| A B @ D

4

5 |Excelis fun to leamIExcel lis fun to learn

6

Fig: Left function in Excel

Shown below is an example using the mid function.

cs - fr  =MID(AS,7,6)
4 A B c D

4

5 |Excel is fun to learn Excel to learn
6

Fig: Mid function in Excel

1 Here, we have an example of the right function.

DS - Jr =RIGHT(AS,8)

A A | B | C D

4

5 |Excelis fun to learn Excel is fun |to learn !
6

Fig: Right function in Excel

14. UPPER, LOWER, PROPER

The UPPER() function converts any text string to uppercase. In contrast, the
LOWER() function converts any text string to lowercase. The PROPER() function
converts any text string to proper case, i.e., the first letter in each word will be in
uppercase, and all the other will be in lowercase.

Letds understand this better with the



1 Here, we have converted the text in A6 to a full uppercase one in A7.

A7 - I =UPPER(A6)
A A B c | b
4‘

5 Upper

6 Simplilearn

7 [SIMPULEARN |

Fig: Upper function in Excel

1 Now, we have converted the text in A6 to a full lowercase one, as seen in A7.

A7 - 5 =LOWER(AB)
A A B & | O
4

5 Lower

6 SIMPLILEARN

7 [simplilearn l

Fig: Lower function in Excel

1 Finally, we have converted the improper text in A6 to a clean and proper format in A7.

A7 v S =PROPER{AG)
& A B C D
4

5 Proper

6 SimPlileaRn

7 [Simplileam J

Fig: Proper function in Excel

Now, let us hop on to exploring some date and time functions in Excel.

15. NOW()

The NOW/() function in Excel gives the current system date and time.




Fig: Now function in Excel
The result of the NOW() function will change based on your system date and time.

16. TODAY()

The TODAY/() function in Excel provides the current system date.

Todey (Y

=TODAY() 24-08-2020

Fig: Today function in Excel

The function DAY() is used to return the day of the month. It will be a number
between 1 to 31. 1 is the first day of the month, 31 is the last day of the month.

Day
— “u

Fig: Day function in Excel

The MONTHY() function returns the month, a number from 1 to 12, where 1 is January
and 12 is December.

=MONTH(TODAY!) - 8

Fig: Month function in Excel

The YEAR() function, as the name suggests, returns the year from a date value.

!=YEAR(TooAvm| —) ﬂ

Fig: Year function in Excel

17. TIME()

The TIME() function converts hours, minutes, seconds given as numbers to an Excel
serial number, formatted with a time format.



=T|Me(zo,40,zo!  — 8:40 m“

Fig: Time function in Excel

18. HOUR, MINUTE, SECOND

The HOUR() function generates the hour from a time value as a number from 0 to
23. Here, 0 means 12 AM and 23 is 11 PM.

Hour

Fig: Hour function in Excel

The function MINUTE(), returns the minute from a time value as a number from 0 to

59.
=MINUTE(NOW()! | — 38”

Fig: Minute function in Excel

The SECOND() function returns the second from a time value as a number from O to

59.
|-sscougn_owo)| i l 41\
Fig: Second function in Excel
19. DATEDIF

The DATEDIF() function provides the difference between two dates in terms of
years, months, or days.

Below is an example of a DATEDIF function where we calculate the current age of a

person based on two given dates, the date

of



Calculate Age _Datedif

30-12-1994
24-08-2020 i

Calculate Age Datedif

Dos
Today

Age |

Fig: Datedif function in Excel

DOB
Today
[Age  |-DATEDIF(B12,813,%y")
Now, |l et 6s skin

t hrough a f ew atardpbpularlg |

used to analyze data and create reports.

20. VLOOKUP

Next up in this article is the VLOOKUP() function. This stands for the vertical lookup
that is responsible for looking for a particular value in the leftmost column of a table.

It then returns a value in the same row from a column you specify.

Below are the arguments for the VLOOKUP function:

lookup_value - This is the value that you have to look for in the first column of a

table - This indicates the table from which the value is retrieved.
col_index - The column in the table from the value is to be retrieved.

range_lookup - [optional] TRUE = approximate match (default). FALSE = exact

We will use the below table to learn how the VLOOKUP function works.

If you wanted to find the department to which Stuart belongs, you could use the

table.

match.

VLOOKUP function as shown below:

A B C
First Name Last Name Department
Ben Zampa HR
‘Stuart Carry Marketing
\Jenson Button Operations
|Lucy Davis Sales
Trent Patinson IT
Jhonny Evans Sales

D E
City Date Hired
Chicago 10-11-2001
Kansas 20-06-2002
New York 01-12-2004
Los Angeles 25-02-2011
Boston 17-08-2015
Houston 10-01-2018

advan
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Fig: Vlookup function in Excel

Here, A1l cell has the lookup value, A2: E7 is the table array, 3 is the column index
number with information about departments, and 0 is the range lookup.

9 Vieokup

L[] First Name Last Name Department City Date Hired

11 |Stuart =VLOOKUP(A11,A2:E7,3,0
I f you hit enter, it wildl return AMarketingo
department.

9 Vieckup

tl0l First Name Last Name Department City Date Hired

11 Stuart Marketing
21. HLOOKUP

Similar to VLOOKUP, we have another function called HLOOKUP() or horizontal
lookup. The function HLOOKUP looks for a value in the top row of a table or array of
benefits. It gives the value in the same column from a row you specify.

Below are the arguments for the HLOOKUP function:
lookup_value - This indicates the value to lookup.
table - This is the table from which you have to retrieve data.
row_index - This is the row number from which to retrieve data.

range_lookup - [optional] This is a boolean to indicate an exact match or
approximate match. The default value is TRUE, meaning an approximate match.

Gi ven t he bel eeWwowtya lodn énd the caytoblensos using
HLOOKUP.
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H | J K L M
First Name LI Stuart Jenson Lucy Trent Jhonny
Last Name FELGE] Carry Button Davis Patinson  Evans
Department 1 Marketing Operations Sales T Sales

City Chicagoe Kansas New York  Los Angeles Boston Houston
DRCLUTT I 10-11-2001 20-06-2002 01-12-2004 25-02-2011 17-08-2015 10-01-2018

First Name el
City =HLOOKUP(H23,G1:M5,4,0)

Fig: Hlookup function in Excel

Here, H23 has the lookup value, i.e., Jenson, G1:M5 is the table array, 4 is the row
index number, O is for an approximate match.

Once you hit enter, it wild.l return fANew Yor k

Hlookup

First Name JEKs]3]
City New York

Our Data Analyst Master's Program will help you learn analytics tools and techniques to
become a Data Analyst expert! It's the pefect course for you to jumpstart your career. Enroll
now!

22. IF Formula

The IE() function checks a given condition and returns a particular value if it is TRUE.
It will return another value if the condition is FALSE.

Il n the bel ow example, we want to check i f th
greater than 5, the function wil/ return fAYe
A A B C D
1 .4
2 4|=1F(A2>5, "Yes 4 is greater”, "No"

Fig: If function in Excel

Inthiscase,i t wi | | return ONod since 4 is not gre
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7

0l FERROROG is another function that is popul a
an expression evaluates to an error, or else it will return the value of the expression.

Suppose youwanttodivide10by O. Thi s i s an invalid expre
divide a number by zero. It will result in an error.

4 A B
1

2 1 10|Cannot divide
3 0
The above function wil/l return ACannot di vi d

23. INDEX-MATCH

The INDEX-MATCH function is used to return a value in a column to the left. With
VLOOKUP, you're stuck returning an appraisal from a column to the right. Another
reason to use index-match instead of VLOOKUP is that VLOOKUP needs more
processing power from Excel. This is because it needs to evaluate the entire table
array which you've selected. With INDEX-MATCH, Excel only has to consider the
lookup column and the return column.

Using the below table, | etds see how you <can
zZ AA AB AC AD

First Name Last Name Department City Date Hired

Ben Button HR Chicago 10-11-2001
Jenson Carry IT Kansas 20-06-2002
Jhonny Davis Marketing New York  01-12-2004
Lucy Evans Operations Los Angeles 25-02-2011
Stuart Patinson Sales Boston 17-08-2015
Trent Zampa Sales Houston 10-01-2018

Index Match

Index]\/latch

First Name City
=INDEX{ACL:AC7, MATCH{AB12,71 :Z7,0))| Jenson Kansas

First Name City

Fig: Index-Match function in Excel

Now, |l etds find the department of Zampa.



24. COUNTIF

Last Name City

Zampa Houston

Department
Sales

The function COUNTIF() is used to count the total number of cells within a range that
meet the given condition.

Below is a coronavirus sample dataset with information regarding the coronavirus
cases and deaths in each country and region.

Let 6s f

t

h

e number

of

t

me s

Af ghani stan

1
2 03-06-2020
3 02-06-2020
4 01-06-2020
5 31-05-2020
6
7
8

130-05-2020
29-05-2020
28-05-2020
9 |27-05-2020
10 | 26-05-2020
11 |25-05-2020
12 24-05-2020
13 | 23-05-2020
14 | 22-05-2020
15 | 21-05-2020
16 20-05-2020
17 | 19-05-2020
18 |18-05-2020
19 17-05-2020
20 | 16-05-2020
21 15-05-2020
22 14-05-2020
23 13-05-2020

month

[ RV R R R R R RO R R R RV, R RV RO R RV R R I« I

year

2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020
2020

cases
759
545
680
866
623
580
625
658
591
584
782
540
531
492
581
408
262

1063
113
259
280

deaths

countriesAndTerritories geold

5 Afghanistan
8 Afghanistan
8 Afghanistan
3 Afghanistan
11 Afghanistan
8 Afghanistan
7 Afghanistan
1 Afghanistan
1 Afghanistan
2 Afghanistan
11 Afghanistan
12 Afghanistan
6 Afghanistan
9 Afghanistan
5 Afghanistan
4 Afghanistan
1 Afghanistan
0 Afghanistan
32 Afghanistan
6 Afghanistan
3 Afghanistan
5 Afghanistan

Countif |=COUNTIF(GI:621129, "Afghanistan")

Fig: Countif function in Excel

AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF
AF

countryterritoryCode popData2018 continentExp

AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG
AFG

s  Countif

37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
37172386 Asia
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The COUNTIFS function counts the number of cells specified by a given set of

conditions.

If you want to count the number of days in which the cases in India have been

greater than 100. Here is how you can use the COUNTIFS function.



Countifs |[=COUNTIFS(G G, "India”, £:£,">100") EEEEEp Countifs 68

25. SUMIF

The SUMIF() function adds the cells specified by a given condition or criteria.

Below is the coronavirus dataset using which we will find the total number of cases in
India till 3rd Jun 2020. (Our dataset has information from 31st Dec 2020 to 3rd Jun
2020).

A | B | ¢ | b | E | F G H | I | ) | K
9078/31-12-2019 31 12 2019 0 0 India IS IsL 353574 Europe
9079 03-06-2020 3 6 2020 8909 217 India % IN IND 1352617328 Asia
9080/ 02-06-2020 2 6 2020 8171 204 India IN IND 1352617328 Asia
9081/ 01-06-2020 6 2020 8392 230 India IN IND 1352617328 Asia
9082|31-05-2020 31 5 2020 8380 193 India IN IND 1352617328 Asia
9083/ 30-05-2020 30 5 2020 7964 265 India IN IND 1352617328 Asia
908429-05-2020 29 5 2020 7466 175 India IN IND 1352617328 Asia
9085 28-05-2020 28 5 2020 6566 194 India IN IND 1352617328 Asia
9086 27-05-2020 27 5 2020 6387 170 India IN IND 1352617328 Asia
9087 26-05-2020 26 5 2020 6535 146 India IN IND 1352617328 Asia
9088 25-05-2020 25 5 2020 6977 154 India IN IND 1352617328 Asia
9089 24-05-2020 24 5 2020 6767 147 India IN IND 1352617328 Asia
9090/ 23-05-2020 23 5 2020 6654 137 India IN IND 1352617328 Asia
9091/22-05-2020 22 5 2020 6088 148 India IN IND 1352617328 Asia
9092/ 21-05-2020 21 5 2020 5609 132 India IN IND 1352617328 Asia
9093/ 20-05-2020 20 5 2020 5611 140 India IN IND 1352617328 Asia
9094/ 19-05-2020 19 5 2020 4970 134 India IN IND 1352617328 Asia
9095 18-05-2020 18 5 2020 5242 157 India IN IND 1352617328 Asia
9096 17-05-2020 17 5 2020 4987 120 India IN IND 1352617328 Asia
9097|16-05-2020 16 5 2020 3970 103 India IN IND 1352617328 Asia
9098 15-05-2020 15 5 2020 3967 100 India IN IND 1352617328 Asia
9099|14-05-2020 14 5 2020 3722 134 India IN IND 1352617328 Asia
9100/ 13-05-2020 13 5 2020 3525 122 India IN IND 1352617328 Asia

Sumif  [=SUMIF(GG, "India" E-E) M  Sumif 207615

Fig: Sumif function in Excel

The SUMIFS() function adds the cells specified by a given set of conditions or
criteria.

Letds find the total cases in France on thos
than 100.

26. Goal Seek



Goal Seek is a function in-built in Advanced Excel Functions that allows you to get
the desired output by changing the assumptions. The process is dependent on the
trial and error method to achieve the desired result.

Letds |l ook at an example to understand it be

Example

In this example, we aim to find what will be the rate of interest if the person wants to
pay

$5000 per month to settle the loan amount.

PMT function is used when you want to calculate the monthly payment you need to
pay to settle the loan amount.

Let 6 s g othistptoblemingthps to see how we can calculate the interest rate
that will settle a loan of $400,000 by $5,000 a month payment.

1 PMT formula should now be entered in the cell that is the Payment cell adjacent.
Currently, there is no value in the rate of interest cell, Excel gives us the payment of
$3,333.33 because it assumes the rate of interest to be 0%. Ignore it.

f || =PMT(D7/12,D6,D5)

B C ; D | E F

Loan Amount $400,000.00
Terms In Month 120
Rate of Interest

Payment | ($3,333.33)_|

1 Go to Data > What - If Analysis > Goal Seek

The background-image property

Hello World



1 Set the monthly payment to -5,000. The deduction in amount signifies the negative
value.

Set rate of interest as the changing cell.

Loan Amount  $400,000.00 SeRCelk _5'3_5?_@
TermsinMonth 120 | Tovalue:
Rateofinterest| i By changing cell: @_ : I
Payment | (53'333'33)1 |

oK H Cancel ’

1 Click OK. You will see the goal seek function automatically gives the interest rate that
is required to pay the loan amount.

Loan Amount $400,000.00
Terms In Month 120
Rate of Interest  0.086892259
Payment | (35,000.00)_'

Go to Home > Number and change the value to Percentage.

 ®m ® 8

[~] Forr
iter ~ (T)_  General =
123  No specific format Tal

Style

a

Number
1 2 0.15

T 5 Currency
—— [ s —

Accounting
$0.15

Short Date
00-01-00

Long Date
n Amoun' Saturday, January 0, 1900
ms In Mo
2 Of Inter

ment

Time
3:40:31 AM

% Percentage
/0 1531%

5| Fraction
/2 177 <

© [T LT g

Your outcome will look like below:


https://www.simplilearn.com/tutorials/excel-tutorial/calculate-percentage-in-excel

Loan Amount $400,000.00
Terms In Month 120

Rate of Interest | 9%_'
Payment (S5,000.00)

27. What-If Analysis with Solver

What-If Analysis is the method of changing the values to try out different scenarios
for formulas in Advanced excel.

Several different sets of values can be used in one or multiple of these Advanced
excel formulas to explore the different results.

A solver is ideal for what-if analysis. It is an add-in program in Microsoft Excel and is
helpful on many levels. The feature can be used to identify an optimal value for a
formula in the cell known as the objective cell. Some constraints or limits are
however applicable on other formula cell values on a worksheet.

Solver works with decision variables which are a group of cells used in computing
the formulas in the objective and constraint cells. The solver adjusts the value of
decision variable cells to work on the limits on constraint cells. This process aids in
determining the desired result for the objective cell.

Also Read: The Best Guide to Build an Excel Dashboard

Activating Solver Add-in

1 On the File tab, click Options.
1 Go to Add-ins, select Solver Add-in, and click on the Go button.


https://www.simplilearn.com/tutorials/excel-tutorial/excel-what-if-analysis
https://support.microsoft.com/en-us/office/define-and-solve-a-problem-by-using-solver-5d1a388f-079d-43ac-a7eb-f63e45925040#:~:text=Solver%20is%20a%20Microsoft%20Excel,formula%20cells%20on%20a%20worksheet.
https://www.simplilearn.com/tutorials/excel-tutorial/excel-worksheet
https://www.simplilearn.com/tutorials/excel-tutorial/excel-dashboard

Ig} View and manage Microsoft Office Add-ins.

Fermulas

Data Add-ins

Proofing Name ~ | Location | Type

Save Active Application Add-ins

Analysis ToolPak C\..fficel6\Library\Analysis\ANALYS32.XLL  Excel Add-in
Language Microsoft Power Pivot for Excel C\...Add-in\PowerPivotExcelClientAddin.dll COM Add-in

Ease of Access i ive Application Add-ins

Advanced Analysis ToolPak - VBA Ci\..e16\Library\Analysis\ATPVBAEN.XLAM  Excel Add-in

Date (XML) C\...Microsoft Shared\Smart Tag\MOFL.DLL  Action

Customize Ribben Euro Currency Tools C:\...ot\Office16\Librar\EUROTOOLXLAM  Excel Add-in
QuickAccess Toolbar Inquire Ci\... Services\Office15\DCP\NativeShim.dll  COM Add-in
Microsoft Actions Pane 3 XML Expansion Pack
Microsoft Data Streamer for Excel :\...softDataStreamerforExcel.vstojvstolocal COM Add-in
Microsoft Power Map for Excel :\... Excel Add-in\EXCELPLUGINSHELL.DLL ~ COM Add-in

Trust Center MySOL For Excel d COM Add-in

Solver Add-in y AM  Excel Add-in

Document Related Add-ins
No Document Related Add-ins

Dicahled Annkication Add-i
Add-in: Solver Add-in
Publisher:
Compatibility: No compatibility information available
Location: C:\Program Files\Microsoft Office\root\Office16\Library\ SOLVER\SOLVER.XLAM

Description:  Tool for optimization and equation solving

Manage: L Excel Add-ins

Set Objective: [scs13

To: () Max ) Min (®) Value Of:

By Changing Variable Cells:
| scss,scse,scs1d

Subject to the Constraints:

Make Unconstrained Variables Non-Negative

Select a Solving GRG Nonlinear
Method:

Solving Method

Select the GRG Nonlinear engine for Solver F that are th i Select the LP
Simplex engine for linear Solver Problems, and select the Evolutionary engine for Solver
bl that are non th




1 Inthe Data tab, in the Analyze group, you can see the Solver option is added.

Data Review View Developer Help Power Pivot & Share {2 Commer
[T Queries & Connections A lear — M 8= - @ 5] 2, Solver
i = i S IS e, |GHg | BB z
o Stocks Geography [3| | 2| Sort | Filter = " Text to ‘__‘)/( What-If Forecast = Outline
[, Edit Lir L A EAdvanced Columns €8 ¥ G Analysis v Sheet o

Jueries & Connections Data Types Sort & Filter Data Tools Forecast Analyze

How to Use Solver in Excel

In this example, we will try to find the solution for a simple optimization problem.

Problem: Suppose you are the business owner and you want your income to be
$8000.

Goal: Calculate the units to be sold and price per unit to achieve the target.

For example, we have created the following model:

Units Sold 900 INPUT
Price Per Unit 7 INPUT
Revenue -CS‘CS

Cost Per Unit 4 INPUT
Costs I -0

income [ c7-c13
]

1 On the Data tab, in the Analysis group, click the Solver button.
1 Inthe set objective, select the income cell and set its value to $8000.
1 To Change the variable cell, select the C5, C6, and C10 cells.



Set Objective:

To: O Max ) Min (®) Value Of:

By Changing Variable Cells:
|5C85,5C56,5C510]

Subject to the Constraints:

Add

Change

Delete

Reset All

Load/Save

Make Unconstrained Variables Non-Negative
Select a Solving GRG Nonlinear E Options
Method:

Solving Method

Select the GRG Nonlinear engine for Solver Problems that are smooth nonlinear. Select the LP
Simplex engine for linear Solver Problems, and select the Evolutionary engine for Solver
problems that are non-smooth.

9 Click Solve.

Your data model will change according to the conditions.

Units Sold 1099.085 INPUT
Price Per Unit 10.22554 INPUT
Revenue - C5*C6

Cost Per Unit _ 2.946762 INPUT
Costs B o

income 00N c7-c13
-

28. If-Else

IF function is used to test the condition and return a value if the condition is indeed
true and a predetermined different value if it turns out to be false.

If-Else =IF(test, true result, false result)


https://www.simplilearn.com/tutorials/excel-tutorial/excel-if-function

c2 | F | =IF(B2>40,"Pass","Fail")

y A | B | C

1 |Subject Marks Result

2 |Maths 35|Fail |

3 |Science 76 Pass

4 |Computer Science 67 Pass

5 | =
29. If-Error

The Excel IFERROR function returns an alternative result when a formula generates
an error and an expected result when no error is detected.
If-Error =IFERROR (value, value_if error)

For example, Excel returns a divide by zero error when a_formula tries to divide a
number by 0.

c1 d £ | =A1/B1

4| A } B | c D
[alol I

il 300 ol #DIV/0! |

2-

3

By using the IFERROR function, you can add a message if the formula evaluates to
an error.

Cl v . I =IFERROR(A1/B1,"Enter the value not equal to 0 in B1")
.;j{ A | B | C | D | E |

1 300 0| Enter the value not equal to 0 in B1 l

2

30. Index and Match

This is an Advanced Excel function. MATCH function is designed to return the
position of a value in a specified range, while the INDEX function returns a specific
value present in a uni-dimensional range.


https://www.simplilearn.com/tutorials/excel-tutorial/excel-formulas

G3 - J =INDEX(D2:D6,MATCH(G2,A2:A6,0))

d a | B 1 C 1 D | e | F |8
1D FirstName LastName Salary
2 34 Kylie Peters $350,000.00 ID 65
<5 65 Danny Ings $120,000.00 Salary | 120000.|
4 44 Theo Hernandez S 80,000.00
5 | 13 Kevin Walker $ 75,000.00
6 63 Adrian Becker $140,000.00

The MATCH function returns the position of the ID you are looking for. The INDEX
function will return the value of the salary corresponding to the position.

31. Offset Function

The OFFSET function returns a reference to a range of cells that is a specified
number of rows and columns from a cell or range of cells.

Offset Function =OFFSET (reference, rows, cols, [height], [width])
Example:

Consider the following data:

A A | B | € | D | E | F
1 3 56 123 45 67

2 45 34 50 976 126

3 67 67 62 344 445

4 98 22 67 563 763

5 40 96 187 123 789

6 122 99 34 234 987

77, 56 11 44 91| 31-|

8

9

To reference C4 starting at A1, reference is Al, rows is 3 and cols is 2:

c10 v fc | =OFFSET(AL,3,2)
E A B c D | E |
1 3 56 123 45 67
| 45 34 50 976 126
S8 67 67 62 344 445
4 | 98 22 67 563 763
5 40 96 187 123 789
6 | 122 99 34 234 987
7 56 11 a 91 31
8 —
9
10 Offset Value | 67_|




SUM Function With OFFSET

In this example we have a monthly sales data of two years. The goal is to find the
sum of sales for a specific month.

The OFFSET function returns a 1x2 range, 8 rows below cell A2, and 1 column right
of cell A2. The SUM function then calculates the sum of this range.

A | B | © | b E ;

1 3 56 123 45 67

2 45 34 50 976 126

3 67 67 62 344 445

4 98 22 67 563 763

5 40 96 187 123 789

5 122 99 34 234 987

7 56 1 44 91| 31.|

8 -J

9 s

FAQs
1. What are the basic formulas in Excel?

Basic formulas in Excel include arithmetic operations like addition, subtraction,
multiplication, and divisiond for example, SUM, AVERAGE, COUNT, and
PRODUCT.

2. What is MS Excel formulas and functions?

MS Excel formulas and functions are expressions used to perform calculations or
manipulate data in Excel. Formulas start with an equal sign (=) and can contain
functions, mathematical operations, cell references, and constants.

3. How to write a formula in Excel?

To write a formula in Excel, start with an equal sign (=), followed by the formula
expression. For example, to add two numbers in cells A1 and B1, write "=A1+B1" in
another cell.

4. What are basic Excel skills?

Basic Excel skills include:

Entering data.

Formatting cells.

Using basic formulas and functions.
Creating simple charts.

Sorting and filtering data.

=A =4 =4 -4 -4



1 Understanding cell references.

5. What is VLOOKUP in Excel?

VLOOKUP is a function in Excel used to search for a value in the first column of a
table range and return a related value from a specified column. It's commonly used
for data lookup and retrieval.

6. What is a formula in Excel?

An Excel formula is a mathematical expression that works with values in a specific
range of cells. These formulas yield a result, even if it's an error. They empower you
to carry out addition, subtraction, multiplication, and division calculations within
Excel.

7. What are the 5 important formulas in Excel?

Some important Excel formulas include:

SUM: The SUM formula adds the values in a range of cells.

AVERAGE: The AVERAGE formula averages the values in a range of cells.

COUNT: The COUNT formula calculates the quantity of cells that hold numeric

values within a designated range of cells.

4. IF: The IF formula assesses a condition and provides a specific output if the condition
is true, or an alternative output if the condition is false.

5. VLOOKUP: The VLOOKUP formula searches for a value in a table and returns the

corresponding value from another column in the table.

whh e
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Discover 87 Excel tips and tricks that will take you from a beginner to
a pro. Improve your efficiency, productivity and skills with these
helpful Excel techniques.

Microsoft Excel was first released in 1985, and the spreadsheet program
has remained popular through the years. You can master Excel by reading
these tips and tricks on how to add a dropdown list in an Excel cell to find
duplicates, how to delete blank rows in Excel and more.

How to use Excel dropdown lists

How to add a drop-down list to an Excel cell
Drop-down | i sts can greatly facilitate dai
Excel 6s data validati on freyaurworkgheetso cr e a

How to add a condition to a drop down list in Excel
Learn this quick and easy method for adding a condition to a data
validation list in Excel.

How to add color to a dropdown list in Excel
This tutorial shows the steps for adding color to a dropdown list in Microsoft
Excel.
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How to create an Excel drop down list from another tab
Hereds a quick tip for creating a Micro
tab.

How to use UNIQUE() to populate a dropdown in Microsoft Excel
Populating a dropdown with a dynamic list is easy thanks to Microsoft
Excel s UNI QUE() todrynamic array func

How to use macros in Excel

How to use VBA procedures to generate a list of sheet names in an
Excel workbook

Use one or both of these simple Microsoft Excel macros to list all the
sheets in an Excel workbook.

How to add a timestamp to an Excel record
Like many Excel tasks,ther e s an easy way and a bett
timestamp for your records. Learn about both in this article.

How to send a scheduled Microsoft Excel report email using Power

Automate

If the boss wants to review a Microsoft Excel report every day at the same

time, dondét worry: You can use a Power
send that report on time.

How to convert a birth date to an age without an expression using

Microsoft Excel Power Query

Il n Microsoft Excel, you dondét need an e
age 0 use Power Query to simplify the process.

How to useExcel pivot tables

How to filter a pivot table in Excel
Pivot tables generate great reports in Microsoft Excel, but adding a filter or
two can makethemeven mor e f |l exi bl e. Hereds how.

How to add conditional formatting to a Microsoft Excel PivotTable
without expressions

Learn how to combine a pivot table with a slicer and conditional formatting
to provide on-the-fly highlights.

4 tips for refreshing Excel PivotTable objects
Up-to-date information can be critical; these 4 tips will add flexibility and
increase efficiency when refreshing pivot tables.
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How to combine Excel VLOOKUP() and PivotTable for simple
solutions

Combining features often extends the flexibility and efficiency of your
solution. In this article, we used the VLOOKUP() function to add an
iImportant detail to a tracking list.

How to display the top n records in an Excel PivotTable using built-in
options

To display specific values in a PivotTable in Microsoft Excel, use one of the
many built-in filters, such as Top 10.

How to convert a Microsoft Excel slicer into a series of filtering
buttons on a PivotChart

Slicers are a good way to filter data in a Microsoft Excel PivotTable or
PivotChart, but they take up a bit of room. By moving the buttons to the
chart, you free up room for more visuals.

How to manipulate data in Excel

How to conditionally return the last value in a column in Excel
Returning the last value based on a condition seems like a difficult problem
to solve unless you try one of these two easy-to-implement solutions.

A quick way to delete blank rows in Excel
Deleting blank rows in an Excel data range is easy with this technique, but
watch out for unintended consequences.

Six ways to remove blank rows from an Excel worksheet (free PDF)

Blank rows can find their way into your worksheets through various means

0 but no matter how they get there, 1itods
e-book walks through five manual techniques for deleting blank rows and

then winds up with a macro-based approach.

Copy an Excel sheet from one workbook to another
Susan Harkins shows you two quick ways to copy data from one Excel
workbook to another.

How to average unique values in Excel the easy way

If you need to average a list of values in Microsoft Excel that contain

duplicates without including the duplicates,dond6t f r et over a com
expression when you can easily remove those duplicates from the

calculation.
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How to parse data in Microsoft Excel
Simplify your data transformation by skipping complex parsing expressions
and instead using Flash Fill and Power Query in Microsoft Excel.

How to Extract Delimited Data Using Excel Power Query

Learn how to use Excel Power Queryods ex
extract delimited strings into their components with this step-by-step

tutorial.

How to use styles and visuals in Excel

How to limit the columns in a filtered result set in Microsoft Excel
Mi crosoft Excel 6s Advanced Filter f eat u
specific criteria. You can also limit the columns returned by this feature.

How to easily print Excel sheets in black and white
Printing a colorized Excel spreadsheet in black and white is easy, whether
youdosomanual 'y or use a short VBA procedu

How to create a fun people chart in Excel
|l s your chart boring? Try Excel s peopl
Harkins shows you how.

How to force a consistent phone number format in Microsoft Excel
Combine an Excel custom format with data validation and remove the
pressure for input perfection from personnel by letting Excel do the work.

How to use Excel styles efficiently
Learn what styles are and how they can help you format your sheets more
effectively and efficiently.

How to create a burndown chart in Microsoft Excel
Try this easy-to-implement Microsoft Excel chart to keep you and your
team members on track.

2 ways to display negative numbers in red in Microsoft Excel
Learn how to use either of these methods in Microsoft Excel to display
negative values in red.

How to use a border to discern groups more easily in Microsoft Excel
If your data is grouped in Microsoft Excel, try displaying a border between
groups. Learn how to make your Excel tables easier to read.

How to create a static view of Excel data while collaborating
When collaborating in Excel, sometimes the collaboration can be
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di stracting. Hereds how to make a stati
work without interruption.

How to suppress 0 values in an Excel chart
Ther e | ssizé-fits-al solatiorefor removing 0 values from an Excel
chart. Hereds a | ook at a few met hods.

How to Adjust Text to Fit in Excel Cells With 3 Methods
Trying to make all of the text or words fit properly in your Excel
spreadsheet? Learn how to make text fit in Excel with our tutorial.

How to use Excel s find feature to high
Excel 6s Find feature offers more than |j
right steps.

How to use Find All to manipulate specific matching values in Excel
Filters are great tool s, but you canodt
When you need to do this, try Find All in Excel instead.

How to use functions in Excel

How to use EOMONTHY() to return the last day of the month and more
in Excel

Ther eds mMAONEH(tinaViiciesoft Excel than the last day of the
month. Learn how to put it to use in your spreadsheets.

How to turn complex formulas into easy-to-use custom functions

using LAMBDA() in Excel

In Excel spreadsheets, complex formulas are difficult to enter without

making mistakes. Mi crosoft Excel s LAMB
errors easier to find.

How to parse time values in Microsoft Excel
Using three Microsoft Excel functions, you can easily parse time
components from a full date value.

How to split a column using an IF() function in Excel
If you need to conditionally split values into multiple columns in Microsoft
Excel, consider using the I F() function

How to combine Excel 6s VLOOKUP() funct.i
enhanced searching

A combo box6s autocomplete ffemdtesae | i nk
flexible search tool.
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How to use the newish XLOOKUP() dynamic array function in Excel
Mi crosoft Excel s dy ©OKUR( mighacompketely f unct i o
replace VLOOKUP() and HLOOKURP().

How to use UNIQUE() to populate a dropdown in Microsoft Excel
Populating a dropdown with a dynamic list is easy thanks to Microsoft
Excel s UNI QUE() dynamic array function

How to use numbers and calculations in Excel

4 ways to multiply in Microsoft Excel
Ther eds mor e hodforanultiptyingan Micesoft Excel, and one
of them doesndét require an expression.

How to enter and display fractions in Excel

Entering fractions in Microsoft Exceli s n6t exactly intuitive
Learn how to enter and display fractions as either fractions or as decimal

values.

How to create a floating bar chart in Excel
Making a floating bar chart in Microsoft Excel is a great way to visually
represent distribution between entities. Susan Harkins will show you how.

How to calculate a conditional running total using a PivotTable in
Excel

At the sheet level, conditional running totals require focused expressions,
but an Excel PivotTable requires only a few field swaps. Susan Harkins
shows you how.

How to calculate conditional rank in Excel

A straight ranking result is easy using
functions. Calculating a conditional rank is even easier if you let an Excel

PivotTable do all the work.

How to subtotal transactions by conditional date components in Excel

If you need a monthly or yearly balance for revenue transactions in

Mi crosoft Excel, youbdre in luck because
the totals you need.

How to do more advanced averaging in Excel

Averaging values in an Excel sheet is easy. But perhaps you want to ignore
zeros or include multiple sheets. Knowing how each averaging function
works is the key to choosing the right one.
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How to average with and without the highest and lowest values in
Excel

Averaging in Microsoft Excel is easy, until you start excluding specific
values. Here are three ways to average a data set when giving special
consideration to the highest and lowest values.

How to calculate bonuses and commissions in Excel

Everyone likes a bonus, but sometimes calculating one can be a bit

complicatedd at first. Hereds how to calcul at
Excel that you or your staff will get paid.

How to find the minimum and maximum values within a specified set
of years in Excel

Use formulaic conditional rules in Microsoft Excel to highlight the smallest
and largest values within a period of years.

How to copy expressions without changing cell references in Excel

Microsoft Excel updates cell references when you copy an expression.

Hereare a coupl e of workarounds for those
want to change the cell references.

How to handle VBAGs four most common er
Correcting Microsoft VBA code is easier if you understand what the basic
error messages mean.

How to highlight unique values in Excel
The easiest way to spot a unique value is to format it, and Microsoft Excel
offers two ways to do so.

3 ways to suppress zero in Excel
I f you dondét want to display zeros, use
methods to suppress them in Microsoft Excel.

Use Excel to calculate the hours worked for any shift
With Microsoft Excel, you can create a worksheet that figures the hours
worked for any shift. Follow these step-by-step instructions.

Four ways to protect your Excel formulas (free PDF)

If a user inadvertently changes the formulas in your Excel workbooks, all
your hard work could go out the window. This ebook explains how to
protect and hide those formulas so they remain safe and intact.

How to determine the number of remaining workdays for Microsoft
Excel projects
Knowing how many days youbve allotted t
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youodbre into the project, nkightdevhoreg how ma
important.

How to parse data in Microsoft Excel
Simplify your data transformation by skipping complex parsing expressions
and instead using Flash Fill and Power Query in Microsoft Excel.

How to Extract Delimited Data Using Excel Power Query

Learn how to use Excel Power Quetoyds ex
extract delimited strings into their components with this step-by-step

tutorial.

How to use conditional formatting in Excel

How to use conditional formatting to highlight due dates in Excel

The ramifications of missing a due date can range from simply adjusting

the date to getting fired. Dondét take ¢
conditional format can remind you.

How to use Excel s conditional formatt.
readable

Reporting lots of large values in Excel is probably a good thing, but if you

want them to be readable, try this easy technique.

How to add a conditional format that highlights groups in Excel
Learn how to add a highlight to expose groups in your Microsoft Excel data
using a helper column and Excel s condi

How to use the selected value in a combo to determine conditional

formatting in Excel

Thanks to the | inked cell property in N
the selected value as a condition in a macro or conditional formatting rule.

How to highlight the top n values in a Microsoft Excel sheet
This formulaic conditional formatting Excel rule will let viewers determine
how many top values to view on the fly.

How to avoid a conditional formatting r
as expected

Formulaic conditional formatting rules in Microsoft Excel can be tricky, so

learn how to avoid a common mistake.

More Excel tips, tricks and downloads
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How to enter data quickly in Excel
Microsoft Excel users, follow these two easy methods to reduce data entry
time and errors when customized feature

How to quickly import a .txt or .csv file into Microsoft Excel
Microsoft Excel has an import wizard, but if you structure the text correctly,
you can bypass the wizard altogether.

How to use hyperlinks to move quickly between sheets in Microsoft
Excel

The busier a Microsoft Excel workbook is, the more ways you need to get
around in it. Check out these shortcuts to help you move between sheets.

5 ways to rename a sheet in Microsoft Excel
Renaming an Excel sheet I s a quick and
one way to do it. Susan Harkins will show you how.

How to extract the date and time from a serial date in Excel

If you have to work with a date stamp in Microsoft Excel that includes date
and time, you can use these simple expressions to extract both
components, making them easier to work with.

6 shortcuts for working with Table objects in Excel

Use these six shortcuts to select Table elements and insert columns and
rows quickly in Microsoft Excel, making your use of Tables that much
easier.

How to use Find All to manipulate specific matching values in Excel
Filters are great tools, but you canot
When you need to do this, try Find All in Excel instead.

6 ways to save time using Flash Fill in Microsoft Excel
Source data wono6t always come in the fo
happens, consider using Flash Fill to save time and aggravation.

How to use sheet view for more flexible collaboration in Excel

Whet her youd6re tired of | osing your spo
customize the way you view your data, sheet views in Microsoft Excel are

for you.

How to use shortcuts to sort in Microsoft Excel
If you run sorts in Excel a lot, you might benefit from shortcuts or even a
macro. Here are some ways to make your sorting life easier.
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