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Important Excel Functions

In Excel, the Exact function compares two strings and returns TRUE if both values
are the same. Otherwise, it will return FALSE.
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The syntax for the Exact function is:
Exact(textl, text2)

textl and text2 are the values to compare.

The Exact function is case-sensitive.

£ Microsoft Excel - Book1 o =] B
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Tech on the Met
Alphabet
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Based on the Excel spreadsheet above:
=Exact(Al, A2) would return FALSE
=Exact(Al, A4) would return TRUE
=Exact(Al, A3) would return FALSE
=Exact(A4, "Alphabet") would return TRUE
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Important Excel Functions

In Excel, the Proper function sets the first character in each word to uppercase
and the rest to lowercase.

The syntax for the Proper function is:

Proper( text)

Ed Microsoft Excel - Book1 =10/ O
J File Edt Yiew Insert Format Tools Data ‘Window Help Acrobat Jﬂﬂ
NP SRy BT oo 2|0 « 2o
Based on the Excel spreadsheet above: J | ‘ l J J
JmEJalnal leng‘gg‘Ev& A.?
=Proper(Al) would return "Alphabet Soup" Moo= S
A B C D E F
=Proper(A2) would return "Tech On The 1 [alphatet soup | | | | |
Net" | 2 [tech on the net
3 |ALPHA BETA
=Proper(A3) would return "Alpha Beta" 4 |
5 I a
=Proper ("excel") would return "Excel" 6 |
7
[« [» [pi]Sheet1 / Sheetz [ shests / 4] |
JD[anhCoj AutoShapes = \DO“&vivﬂ? ()
Ready [ [ lcashoml [T

S. Sanghi & Co.

B5 Mansatala Lane Khidderpore Kolkata-700023



Important Excel Functions

In Excel, the Concatenate function allows you to join 2 or more strings together.

The syntax for the Concatenate function is:
Concatenate( textl, text2, ... text_n)

There can be up to 30 strings that are joined together.

1ol
J File Edit Wiew Insert Format Tools Data Window Help  Acrobat =l e
DZRIEGRY (& BI|[0- o[z - o> Based on the Excel spreadsheet above:
BT | A -0 -|BU ES|_-d-A-7
A3 | =] =Concatenate(Al, A2) would return "Alphabet"

A [ B [ ¢ [T o | E [ F —
| 1 [Alpha =| =Concatenate ("Tech on the ", "Net") would return
g het | "Tech on the Net"
% =Concatenate(Al, "bet soup”) would return
% "Alphabet soup”
|4 [4[» [M[Sheet1 § sheetz £ Sheets / 14l
JD[akaGj|AgtoShapesv\ \DD‘E”@Ivive
Ready || T mwml [ [

T m—a>Z2mMm-aA>0Z200
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Important Excel Functions

In Excel, the Upper function allows you to convert text to all uppercase.

The syntax for the Upper function is:

Upper(text)

TE P
JEiIe Edit Wiew Insart Format Toos Data Window Help Acobat =8 X
DERERY 4BY - 2 1w - 22 P
bR MEE ST Bg‘gg‘gvaviﬁj
Based on the Excel spreadsheet above: M =| -
A | B | ¢ | D | E | F |
=Upper(Al) would return "ALPHABET SOUP" 1 Alphabet soup
2 |techonthengt
=Upper(A2) would return "TECHONTHENET" 3 | R
4
=Upper("Excel") would return "EXCEL" B
B
=Upper("123abc") would return "123ABC" 7|
W[ 4 [p [} Sheet1 (sheetz /heets / |4]
JD[awv [3 (5 | Autoshapes = ™ DD“@I J-@ 2
Reaty ([ [ [ [ Wwm [ [
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Important Excel Functions

In Excel, the Count If function counts the number of cells in a range, that meets a
given criteria.

The syntax for the Count If function is:

Count If( range, criteria)

=10
N J File Edit Wiew Insert Format Tools Data Window Help _|E|£|
DS E[BS|[ 0|z 87w - =2
T |4eanl | = |F © | BB ZEEE ¢ |28 2
BE: M = Based on the Excel spreadsheet above:
A | B | ¢ | b | E | F j
I 1 | Year WValue =Countlf(A2:A7, D2) would return 1
2 1995 105 2000 _ .
3 o000 75 1 =Count If (A:A, D2) would return 1
| =Countlf(A2:A7, ">=2001") would return 4
5 2002 o4
B 2003 a.1
7 2004 9
a
4[4 [p [m[:5heet1 i Sheetz 7 Sheets /| 4]
RE[ | |
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Important Excel Functions

In Excel, the Average function returns the average (arithmetic mean) of the numbers
provided.

The syntax for the Average function is:

Average(numberl, number2, ...number_n)

Ed Microsoft Excel - Book1 o ] 4|

J@ File Edit Wew Insert Format Toaols Data Window Help -|5'|£|
s~ = HERSAGGRESR - TR A 2=

|4 vl [ 2| M ® Be|=E 2
B2 ~| =105

A | _B | ¢ | b | E | 73
1 |Date Value
2 a/12000__102]
3 | 5/12/2003 7.2
4 | 312/2000 200
5 | 7/30/2001 5.4
B
7
)
w]
I

L]

Based on the Excel spreadsheet above:

=Average(B2, B3) would return 8.85
=Average(B3, B5, 45) would return 19.2
=Average(B2:B6) would return 46.24

242872000 8.1

4[p [p]"sheetl ( Sheetz £ sheets /| 4]

4
A | |
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Important Excel Functions

In Excel, the Sum If function adds all numbers in a range of cells, based on a
given criteria.

The syntax for the SumlIf function is:

Sumlif( range, criteria, sum_range )

Ed Microsoft Excel - cond_sum.xls -0l x|
J File Edit Wiew Insert Format Tools Daka Window Help -Iﬁ’lﬂ

DEE&ge(o-ezssi@D 2|uz

C TMT—< CWw

A2 | =| =YEAR(E2)

A [ B [ ¢ | D | E | Zi Based on the Excel spreadsheet above:
1 Date Value _ . .
2 Booo !BHIEDDD 106 000 =Sumlf(A2:A6, D2, C2:C6) would return 218.6
3 | 2003 5/12/2003 7.2 =Sum If (A:A, D2, C:C) would return 218.6
4 2000 31242000 200
5 (2001 7/30/2001 5.4 =Sumlf(A2:A6, 2003, C2:C6) would return 7.2
? 210 212672000 X =Sumlf(A2:A6, ">=2001", C2:C6) would return
& 12.6
2]
I|_|4 [» [#]Sheet1 { Sheetz £ Sheets / | 4|

el
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Important Excel Functions

In Excel, the Round function returns a number rounded to a specified number of
digits.

The syntax for the Round function is: R
Round( number, digits )
£ Microsoft Excel - Book1 |0 x| O
JEile Edt Yiew Insert Format Tools Data ‘Window Help Jﬂﬂ
Based on the Excel spreadsheet above: D@ H & B v = [ 7|xis .7 U
A xl =667
=Round(A1, 0) would return 663 A 8 | ¢ | D | E | ,j N
1| FR279
=Round(A1, 1) would return 662.8 7 K
=Round(A2, -1) would return 50 3 D
4
=Round(55.1,-1)  would return 60 [ 5 | ()
R
=Round(-23.67,1)  would return -23.7 T ||1|}||Ir|f‘\5heetl,i sheet? Sm’im|; |'|| |
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Important Excel Functions

In Excel, the If function returns one value if a specified condition evaluates to
TRUE, or another value if it evaluates to FALSE.

The syntax for the If function is:

If( condition, value_if_true, value_if false)

18X
J File Edit Yiew Inssrt Format Tools Data Window Help Acrobat =&
F DzEERY 2R o- - |@ = 0w -2
Jm@“.ﬂ.rial lev|B g|§ . B A 7
Al | =30 Based on the Excel spreadsheet above:
A B | C | D | E | F 3‘ 11} n 1]

1 0 =If(A1>10, "Larger", "Smaller") would return
| 2 |Tech on the Met "Larger".
| 3
% =If(A1=20, "Equal”, "Not Equal") would return
3 Not Equal".

7
B =If(A2="Tech on the Net", 12, 0) would return 12.
N

|<1 Inq [» i 5heetl 4 Shestz £ Sheets / |4] JJ
JDLavaGj|P.gtoShapesv\ \DD‘E”&-&-—E?

Ready [ | T mml [
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Important Excel Functions

In Excel, the VLookup function searches for value in the left-most column of
table _array and returns the value in the same row based on the index_number.

The syntax for the VLookup function is:

VLookup(value, table_array,

index_number, not_exact_match ) [SRIEIEEIERIENE =10/x]
J@ File Edit iew Insert Format Tools Data Window Help Jﬂﬂ
D@ &R - @gzhadldDBU 2
Al x| = OrderlD
Based on the Excel spreadsheet above: A B C D EB‘
1 |Order D Froduct Linit Price | Guantity
| 2 | 10247 Queso Cabrales §14.00 12
_ " | 3 | 10249 Singaporean Hokkien Fried Mee 5a.80 10
=VLookup(10251, would return Tofu™ 4= 3050 wozzarela o Giovarri §34.80 5
AlB21, 2, FALSE) (5 10291 Totu §1860 9
=VLookup(10251 would return | B 10252 Manjimup Dried Apples 54240 40
, : | 7 | 10253 Jack's New England Clam Chowder  §7.70 10
AL:C21, 3, FALSE) $18.60 | 8 | 10254 Manjimup Dried Apples 54240 34
=VLookup(10248, | 9 | 10255 Louisiana Fiery Hot Pepper Sauce §16.80 15
A1:B21, 2, FALSE) would return #N/A 1907 10256 Gustaf's Knackebrod 51680 6
L (11 10287 Raviali Angelo §1560 15
=VLookup(10248, would return | 12| 10258 Louisiana Fiery Hot Pepper Sauce $16.80 20
Al:B21, 2, TRUE) "Queso Cabrales (13| 10249 Sir Rodney's Marmalade §E4.80 40
4[] bl sheet1 / |
Reacy | [ |
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Important Excel Functions

In Excel, the HLookup function searches for value in the top row of table_array and
returns the value in the same column based on the index_number.

The syntax for the HLookup function is:

HLookup( value, table_array, index_number,
not_exact_match)

EA Microsoft Excel - Book1 =10 x|
J File Edit Wiew Insert Format Tools Data Window Help |80 %]
0= E|§|E\| “-l@ s A %”ﬂ ? » »| Based on the Excel spreadsheet

=
1

C U CAXAOOr X

A1 j =| 2Order D above:

A B [ ¢ [ D [ E [ F [ 6 [ 3| =HLookup(10251, Al:K3, 2, FALSE)
1| OrderD | 10247 10243 10250 10251 10252 10253 would return $16.80
2 | UnitPrice | $14.00 $1860 $7.70 $16.80 $16.80 $64.80 '
3 | Quantity 12 g 10 B 20 40 =HLookup(10251, A1:K3, 3, FALSE)
g would return 6
5 =HLookup(10248, A1:K3, 2, FALSE)
7 would return #N/A
a
g =HLookup(10248, A1:K3, 2, TRUE)
4|4 [» [p]Sheetl i Sheetz £ Sheets / | 4] would return $14.00

R | ]
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Important Excel Functions

U In Excel, the SumProduct function multiplies the corresponding items in the arrays and
S returns the sum of the results
N
& The syntax for the SumProduct function is:
W SumProduct( arrayl, array2, ... array_n)
El
G Based on the Excel spreadsheet above, you could enter the following formula:
H =SumProduct(A1:B2, D1:E2)
T
E T=1E
D J Fil=2 Edit %“iew Insert Format Tools Data wWwindoww Help —IE’IEI
DB | v == 2] 3] & 2= =
A |4 abl |9 = |F @ | EEEA|&=EER| B = |2 & 2
v A0 | =1
A B [ ¢ [ ©b T E T ¥
E 1 1 2 5 5
R =2 3 4 7 (=]
3
A 4
G 5
E :
0 g
4 4 [pI["Sheetl i Sheetz £ Sheets # | «|
|| | | I
The above example would return 70
S. Sanghi & Co.
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Important Excel Functions

In Excel, Merging Cells helps you to bring more than one cell together

EA Microsoft Excel - Bookl ] 23] Format Cells _?Ill
| Fle Edit View Insert Format Tools Date window Help Acrobat — = x| -

Dedo SR Y|4 e o] Murmber Alignment I Fonk I Border I FPatterns I Proktection I

) O - Cu ® | ome . 2
= ‘ | | ‘ % | Tesxt alignment rientation
Arial -0 - B EEE i-d-A - T
od 1“ = | | ‘ = | ‘ — L Horizonktal: Indent:
= - 1] =
A [ B [ € [ b [ E [ F [ &= | =l = ;
1 1 I— wertical: e
& cut .

2 8 =
| 3 | Copy IB"—‘ttDm ;I t

4 R, paste .

5 Paste Special...
6 | [

7 Insert... Text control IU 5‘ Degrees
|8 | Delete. .. I wrap text

9 Clear Conkents I shrink ko Fit

10 - B e ot
T 13 Insert Comment I~ derae colls)
% Format Cells...

FIEArAD, % :icliF:Dt List... E—JL‘ =

etlink. ..
Ready = dmeinke | RUM 2 oK | cancel |

Select the cells that you wish to merge.
Right-click and then select "Format Cells" from the popup.

nrrmoOomaoaom<

P [ =15
|E] Eile Edit Wiew Insert Format Tools Data Wwindow Help Acrobat — =1 x|
D==EHe| SRy |[s:@e<r oo (@ = [ - 2
Jm“Arial -0 - |B r|==|&=|m->-A- 7
A0 LI =
A [ 8 [ € [T o5 [ E [ F ]
1 1
| 2 |
| 3 |
| 4 |
| 5 |
| & |
|7
| & |
| 9 |
| 10 ]
11
12
13 -
4] 4[> [w[Sheetl & Sheetz £ sheets / 1 H
Readly e e B v 7

Now when you return to the spreadsheet,you will find your selected cells merged into a single cell.
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Important Excel Functions

=k JRT=IE
J@ File Edit Wew Insert Format Tools Data window Help Acrobat ;lilll J File Edit Wiew Insert Format Tools Data Window Help Acrobat ;lilﬁl
U I==2=F= ©-o - [@ 3 W -2 o= |3 2 © - o @ 3 | -2
= o LBlE=ElElE- A 2 mE|Anal v10v|B|§§|;§|ﬁv& A~ 2
S +| X v =[volume in m ~| % =] volurne in m
A B | © o E F = A BE | ¢
1 |volumne in m3 1 volume in m3
I | 2| 12
3 3
[ 4| | 4 |
N | 5 | 15| Pick Fram List, .,
B B
7 7]
6 5
G ES X
10 10
1] 11
12 |12
3 3
[ «]» [oil\Sheet1 (Shestz [ sheets /4] [T« Tv [kl Sheetr {Shestz [Shesta /| «]
S Edlt 1 ] I ) . Edlt = [ | | )
U Select the text that you wish to convert to While your mouse is over the selected text,
superscript. This can either be the entire right-click and then select "Format Cells" from
P cell or only a character in the cell. the popup menu.
2] L=
E fE— | J. File Edt ‘ew Insert Format Tools Data ‘Window Help Acrobat =l
Eont: Fonk style: Size JD = H g () o [ % = | 100% =2
R IF\riaI IReguIar IIU m E| Arial -~ - B |§ = i - & é - 2
[EL Albertus Extra Bold N N ] a - —
E’Q‘nﬁ?rﬂfcﬁi‘iium = Istjgc . A B - c [ o [ e [ F [ =
S v| |eodraic = ’11 ad | 1 Jvolurne in m? =
Underline: Color: 2
C INone j I Automatic j r Mormal Font Z
Ffect: T %
R | AabbCo Yy 2z | E
I Subscript %
B
I This is a TrueType font. The same font will be used on bath vour prinker | 10 |
and YOUr SCreen. 1 1
1z
P Cancel | 14 [4]» [¥]Sheet1  Shestz / Shestd 7. [4] LIJ:‘
Ready | [ [ [ WmM[ [ [
T When the Format Cells window appears, Now when you return to your spreadsheet,

select the Font tab. Check the Superscript checkbox. you should see the selected text as a superscript value.
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Important Excel Functions

crosoft Excel - sort.xls =ol x| Microsoft Excel - sort.xls =1ol =
J File Edit Miew Insert Formak Tools Data ‘Window Help == =] J File Edit Wiew Insert Format Tools | pata Window Help ;liliﬂ
DR & |a=zs8|@mm@ 2su 2 DrE&E®l-- ez :
a2 = =| ~Order ID 20 =] =[ *Order ID Filter 5
A B [ [ | A | B Subtotals...
1 1 Walidation. ..
2 | Grder ID [ PrEE T Uit Price | anity| 2 [order D
3 10248 Queso Cabrales $14.00 1 3 10248 Queso Cabrales et (38 Gallummis. o
4 10248 Singaporean Hokkien Fried Mee $9.80 4 10248 Singaporean Hokkien Friel = . .
5 | 10248 Mozzarella di Giovanni $34.80 5| 10243 Mozsarelia di Giavanni BivotTable and PivotChart Report. . O
[E 10249 Tofu $18.60 [ 10249 Tofu Gek External Data »
T 10249 maniimup Dried Apples F42.40 7 10249 Manjimup Dried Apples ! Refresh Data7
i} 102580 Jack's Mew England Clam Chowder §7.70 i) 10250 Jack's Hew England Clam =
2] 10250 Manjimup Dried Apples F42.40 9 10250 Manjimup Dried Apples ¥
10250 Louisiana Fiery Hot Pepper Sauce F16.80 10250 Louisiana Fiery Hot Pepper Sauce $16.80 15
10251 Gustars Knackebrod F16.80 102451 Gustars Knackehrad F16.80 L]
2 10251 Ravioli Angelo F15.60 . 10251 |[Ravioli Angelo F15.60 15
3 10251 Louisiana Fiery Hot Pepper Sauce §16.80 3 10251 Louisiana Fiery Hot Pepper Sauce §16.80 20
4 10252 Sir Rodney's Marmalade F54 .80 4 10252 Sir Rodney's Marmalade F64.80 40
5 10252 Geitost $2.00 3 10252 Geitost $2.00 25
[F 10252 Camembert Fierrot F27.20 6 102592 Camembert Pierrot F27.20
T 10253 Gorgonzola Telina 7 10253 Gorgonzola Telino
44w [ w["Sheetl 4[4[ [p["Sheet1 / 1+
Ready | | SUM=1425692.6 | I | Ready | Surm=1429602.6 [

To apply a sort in Excel, highlight the data that you wish to sort.

A Microsoft Excel - sork.xls ) o] 5|
|E] Ele Edit wiew Insert Format Tools Data  window Help — = Xll
sore w11 e a® o e rilan J=ox =
a A2 =1 =| ~Order ID
Sork by A B [ c | D | g
= ascending 1 I RRRRRRBRRRRBSBEBBERESSS=DI DS
: 2 Jorderio] — —  Product  [UnitPrice | Guantity]
. Descending 3 10265 Alice Mutton $31.20 =0
Then by 4 10274 Alice Mutton $31.20 15
5 10294 Alice Mutton $31.20 15
| ~1 = Ascending 6 0288 Anisead Syru .00 30
B 7 0267 Boston Crab mMeat 4.70 50
7 Descending ] 0273 Baston Crab Meat 70 G0
Then by 9 0285 Boston Crab Meat 4.70 40
> o di [ 0252 Camembert Pierrot 27 20 40
I i | scending 1 0283 Camembert Pierrot 27.20 as
T Descending E 10284 | Camembert Pierrot $27.20 20
1w lisk R 3 10294 Camembert Pierrot F27.20 21
e 0= == 4 02932 Carnarvon Tigers
e - 5 0285 Chai
Header rowvas Mo header rowve [ B e
7 0255 | Chang
- 4[4 [p [ b Sheetl
opkions=s. . . I | ks I Cancel I
Ready | Sum=1423692.6

When the Sort window appears, select the columns that you wish to sort by. In our example, we
are going to sort the Product column in ascending order. Click on the OK button.
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Formula Auditing

Formula Auditing

Y

Y

| Error Checking Remove Dependent Arrows

v v

Trace Precedents Trace Dependents

Y

| Bm 2 22 2] B3 FH 5@

Y

Circle Invalid Data Evaluate Formula

A

y

v I

Clear Validation Circles

Remove Precedent Arrows

Trace Error

Y

Y

v
Show Watch Window

Remove All Arrows

New Comment
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Formula Auditing

« Show all the cells that contribute to the formula’s result

— Applicable only to cells that contain a formula

T » Direct precedents — cells that you use directly in the formula.
R * Indirect precedents — cells that aren’t used directly in the formula, but are used
A by a cell that you refer to in the formula.
C
E

EE Microsoft Excel - Audit Gemini
P Eﬂ Flle Edt ‘Wiew Insert Formak  Tools  Daka  Sindow  Help Type agquestion forhelp =2 @ X
R NSHRSSRIVEIS LB S ooz 8 i aagm -af
E { il 0 - BIU|SESEHES % wM|EEC--A8

F4 - o =D4/C4

C A | B [ ¢ T o [ E PET 6 [ HT[T T [T JTKTZF

| 1 |Gemini Gadgets Inc. ————
E B A L L R — s £ 3 | 32 29 ) 2 H P S @

4 1 954 B i 267 50%
D E 2 1214 500 500 1514 B250%
E b 3 1514 1,000 1,162 1,352 | 116.20%
N
T Each circle endpoint shows a cell that provides precedent information for the
S selected formula
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Formula Auditing

*  Show what other cells use the results of the current cell.
» Acell's dependents consist of all formula cells that use the cell.
— The formula cell can be a direct dependent or an indirect dependent.

E3 Microsoft Excel - Audit Gemini

mo >0 -

Each arrowhead endpoint shows a cell that is dependent on the selected cell
for information

i Ele Edt wiew Insert Format ool Data  Window  Help Type a question forhelp = o @ X

NEE RS R VE SR F 93 5] R4 100% @!

{ fria -0 -|BZU|ESE=E|S % 0 @M EE|-H-A-0

C13 - A& 1000
A [ 8 [ e | b [ E | F [ s [ H [ v [ J | K &
;— I(I}lemml GPadgdets _I“C' Formula Auditing
wentory Produchon i D | 07 L2 2 Jt =]

Ell Period Beginning Production  Sales Ending S:P KA T AR AR I3 I ) D
EX 1 o954 800 540 1,214 E57.60%
| 5 | 2 1214 800 500 1514 E2.80% E
| 6 | 3 1514 1,000 1,162 1,352 | 1M16.20%
7 4 1,332 1,000 1,037 1,315 | 103.70%
8 | ] 1,315 1,000 320 1,395 | 92.00% P
ER G 1,335 800 1,250 945 | 156.25%
10| 7 945 800 952 793 | 119.00% E
|11 | g 733 200 824 529 | 111.75%
12| 3 B33 1,000 7 g | 7210%
13| 10 373 1 DGG= 7a 2= 70.00% N
4] 1 1278 1278 [ #DMiI

15 12 1,278 1,278 [ #DIv! D
16| Average: 1,143 900 868 1,170 | 96.40%

17
] A
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Formula Auditing

% *,ﬁmﬁwma_ﬂut@
3] Fle Edt View Inset Fomat Tools Dats Window Help Typzaquestionforhelp = A X
L NGRS IRIVEI s 2B F9 083 E G0 o
§ arid <0 o/B I UIS=E=]$ % W8 E '&'A'!
O F14 v fe =D14/C14
C A | 8 | ¢ | o | E [E T 6 | H [ ] J [ KF
1 |Gemini Gadgets Inc. 7
T g : Error Checking
A 2 |Inventory Production
Ell Period  Beginning Production JGERESIRS |‘ Tapr— ]
4 1 954 800 || =Di4fci4 i o i
TI 5 | 2 1214 00 pivide by Zero Error ’ Shiw Calculation Steps... ]
i : 151 1,000 The: Formula of function used is dividing b
N 7] 4 1382 100 | Zaryoremey ol W et |
8| = 1315 100 —
G i g 139 an ’ Edit in Fatmula Bat ]
110 7 945 a0
1 9 529 1,000
113 | 10 978 1,000 700 1,278 | 70.00%
E 4] il 1278 1278 L #Dvil
15 12 1278 }Zg #OMl
R 16[ Average: 1,143 900 868 _~ 1,170 %.40%
17
R i
19|
O G ]
[21]
2]
R 7z v
W 4 v yeTwentory S Production / < | 2
S Re Ut

A “Divide by Zero Error” has been found in cell F14. Notice that the formula is also displayed
above the error description
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