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Working with Formulas

To enter formulas manually -2
start with "=" sign = enter
function name -2 open
parenthesis -2 enter all
arguments (optional arguments

Insert Page Layout Formulas Data Review View  Developer

. wlda
may be skipped) 2 close  db Cut
. . = C -
parenthesi -2 hit enter paste = 7 B/ U
Clipboard P Font Alignment
Bl ’ Pt v =VLOOKUP{A1,E1:G4,2,0)

Formula in B1

A B
=VLOOKUP(A1,E1:G4,2,0) = S
[ 1|=VLOOKUP(A1,£1:G4,2,0)

o Al1= Lookup Value / Criteria
E1:G4 = Table Array or Range

43 viookue

O

W N

20190823 & 20190824.

Help  Tell me what

Number

O 2 = Column Reference Number from
| where the Data needs to be extracted

"o 0 = Type of Match




To enter using the arrow
keys

1. Select cell A3

2. Type "=SUM("

3. Use "Up Arrow" key
to select A1 Enter ":"

4. Use "Up Arrow" key

to select A2

Type ('

Hit enter

S

Working with Formulas

~N OB W =

o L B W N =

Select cell A3

Type "=SUM("

Use "Up Arrow" key to select Al Enter ":"
Use "Up Arrow" key to select A2

Type "("
Hit enter

You can also point to the data
cells by using your mouse

Excel 2013 color-codes the range
addresses and ranges when you’re
entering or editing a formula




Working with Formulas

=

Using the “Fx” button to insert a
formula

>

1. Select cell A3

2. Click on "Fx” (or Shift + F3)
3. Select desired function

4. Click "Ok"

5. Insert "Arguments”

6. Hit enter

00 ~ O Ut L oW N =

N — =2 = 3
O W O ~N YN W NN = O

1 Select cell A3
2 Clickon"Fx"

3 Select desired function

4 Click "OK"

5 Insert "Arguments"

6 Hitenter




Working with Formulas

Using the “Formulas Tab”

Home Insert Page Layout JRIsHnUNEIIN Data Review View  Deve

1. Select cell A3

2. Click on "Formulas" Z lE l lﬂ 9 W]

3. Select desired function by AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Cllelng on the ”Expand” Of o Used G © (*) ) TimefdReference® Tria®) Functions

required group and clicking
on the function

Insert "Arguments”

Hit enter

LA



Working with Formulas

Relative v/s Absolute Reference
Excel lets you enter two different types of references (other than Named references),
they are

"Relative” & "Absolute" references,
While a relative reference will change when copied and pasted into another cell, the
absolute reference will remain the same immaterial where it's pasted

Reference Meaning

—§A1 Column Reference Locked
=A$1 Row Reference Locked
=$2$1 Column & Row Reference Locked

=Al Relative Reference



Working with Formulas

» Select entire reference you want to change and hit F4, excel will keep
changing the type of reference Relative - Absolute - Column Relative,
Row Absolute - Column Absolute, Row Relative

> A dollar "S" sign converts a reference from "Relative" to "Absolute"

Reference Meaning

—§A1 Column Reference Locked
=A$1 Row Reference Locked
=$2$1 Column & Row Reference Locked

=Al Relative Reference



W_":“

orking with Formulas

Drag & Drop References

To change a reference in a cell, 6 : 5

either select the reference, click A | 8 | ¢ | b | e | F [ 6 | H | T S
on the cell that you need to
refer to and click enter

o w W N =

Or

Select cell click inside the
formula bar, drag the reference
cell from current to the required
one



Working with Formulas

\

Referencing a cell (1)=A2
1. Same worksheet - =Sheet2!A1
L =I ||
2. Same workbook (=07 E ATEE L
3 |="https://d.docs.live.net/ef3b4ae71bb4b6bc3/[OAT Business Appointments (Calendar).xlsx]Sheet1'|A7

3. Different workbook
(=[WorkbookName]SheetName!
CellAd dress)

To create formulas that refer to cells in
a different worksheet, point to the cells
rather than enter their  references
manually. Excel takes care of the
details regarding the workbook and
worksheet references. The workbook
you're referencing in  your formula
must be open if you're going to use the
pointing method.

Only reference

Reference with "Sheet Name"

='my new sheet'!Al
Reference with "Sheet Name" between single quotes because "Sheet Name" contains a space

='https://d.docs.live.net/ef3b4ae71bba6bc3/[OAT Business Appointments (Calendar).xlsx]Sheet1'IA7
Path with Drive & Folder Name | File name & type | Sheet name | Cellreference

Parameter Entire reference from Path until sheet name inserted between single quote
Path with Drive & Folder Name https://d.docs.live.net/ef3bdae7 1bbdabc3/

File name & type [OAT Business Appointments (Calendar).xlsx]

Sheet name Sheetl

Cell reference 147




Text Function

1. TRIM
2. LOWER

3. PROPER File Home Insert Page Layout MIUNINEIEE Data Review View  Deve

4. UPPER

5 TEXT K> BB EEE B B B

6. VALUE Insert  AutoSum Rece| . ncnal Logical Text Date & Lookup & Math & More
7 LEFT Function Useh ST Time ~ Reference * Trig * Functions *
8. MID

9. RIGHT

10.LEN

1T.FIND

12.SEARCH

13.REPLACE

14.SUBSTITUTE




Text Functions

TRIM

Removes duplicate spaces, and
spaces at the start and end of a
text string

Argument/s:
1. Cell Reference or Text

-t | ek | b
N oSS wONOUV A WN =

13
14

1cC

X v [ =TRIM(A2)
A
I mohit  prathmesh  salaniya |=TRIM(A2)
Function Arguments
TRIM
Text A2 2 [ mone

prathmesh

salaniya "

| = “mohit prathmesh salaniya" |

Removes all spaces from a text string except for single spaces between words.

Text is the text from which you want spaces removed.

Formula result = mohit prathmesh salaniya

Help on this function

OK

Cancel



Text Functions

LOWER

X v K =LOWER(A2)

A

Converts all characters in a

mohit  prathmesh  salaniya ]|=LOWER(A2)

supplied text string to lower

Argument/s:
1. Cell Reference or Text

D PERU N oD OwENOOWV A WN =

Function Arguments

LOWER

Text A2

Converts all letters in a text string to lowercase.

prathmesh

salaniya "

prathmesh

salaniya " I

Text is the text you want to convert to lowercase. Characters in Text that are not letters are not

changed.

Formula result = mohit  prathmesh  salaniya

Help on this function

OK

Cancel



Text Functions

PROPER

Converts all characters in a
supplied text string to
proper case (First letter of
each word (n the string
will convert to upper case)

Argument/s:
1. Cell Reference or Text

salaniya® |

Salaniya * |

X v K =PROPER(A2)
A B

|
2 [ mohit  prathmesh _salaniya ]-PROPER(A2)
3 Function Arguments
4
5 PROPER
6 Text A2 2 =] mohit prathmesh
0
8 I = " Mohit Prathmesh
9 Converts a text string to proper case; the first letter in each word to uppercase, and all other letters to lowercase.
10 Text is text enclosed in quotation marks, a formula that returns text, or a reference to a cell
11 containing text to partially capitalize.
12
13 Formula result = Mohit  Prathmesh  Salaniya
14

Help on this function

OK

Cancel




Text Functions

X v Kk =UPPER(A2)

UPPER

A

1 4
Converts all characters in a 2 I mohit prathmesh  salaniya] =UPPER(A2)

3 ]

. . Function Arguments ? X

supplied text string to upper 4

5 UPPER
case 6 Text A2 4 - I© mohit prathmesh  salaniya °|

; :

8 =" MOHIT PRATHMESH  SALANIYA"
Ar aument :S: 9 Converts a text string to all uppercase letters.

10 Text is the text you want converted to uppercase, a reference or a text string.

1. Cell Reference or Text =
12 Formularesult= MOHIT  PRATHMESH  SALANIYA
13 Help on this function 0K Cancel




Text Functions

TEXT

Converts a supplied value into
text, using a user-specified
format

Argument/s:

1. Value or Number
2. Desired format

i e S e e e e G e ] SR

X v [ =TEXT(A4,"mmm dd, yyyy ddd H:mm:ss")
A B

14000 =TEXT(A2,"# ###.00")
21-08-2019 =TEXT(A3,"mmm dd, yyyy ddd")
Nov 25, 1985 Mon 21:04 =TEXT(A4,"mmm dd, yyyy ddd H:mm:ss")

Function Arguments

TEXT
3137687778

Value M[

Format_text  “mmm dd, yyyy ddd Himm:ss®

>
1

I
1

“mmm dd, yyyy ddd H:mm:ss"

“Nov 25, 1985 Mon 21:04:00"

Converts a value to text in a specific number format.

Value is a number, a formula that evaluates to a numeric value, or a reference to a cell
containing a numeric value.

Formula result = Nov 25, 1985 Mon 21:04:00

Help on this function Cancel



Text Functions

VALUE

Convert a text string (nto
numerical value

Argument/s:

1. Value or Number

=VALUE(A2)

=VALUE(A2)

2| = "14000"

= 14000

Text is the text enclosed in quotation marks or a reference to a cell containing the text you want

to convert.

X v N
A
1
2 14000
i Function Arguments
5 VALUE
6 Text A2
i
8 :
9 Converts a text string that represents a number to a number.
10
11
12
13 Formula result = 14000

Help on this function

OK

Cancel



Text Functions

MID

Returns a specified number of
characters from the middle of a
supplied text string

Argument/s:

1. Cell Reference or Text

2. Number, Cell, Reference or
Formula
3. Number, Cell, Reference or
Formula

Sachin Ramesh Tendulkar

X v fr | =MID(A2,8,6)
A B

=MID(A2,8,6)

Function Arguments ? X
MID
Text |AZ 4 | = "Sachin Ramesh Tendulkar"
Start num 8 727 8
Num_chars 6 i ] “ = 6

= “Ramesh”
Returns the characters from the middle of a text string, given a starting position and length.

Text is the text string from which you want to extract the characters.

Formula result = Ramesh

Help on this function



Text Functions

RIGHT

Returns a specific character from
the end of supplied text string

Argument/s:

1. Cell Reference or Text
2. Number, Cell  Reference

or Formula

x v Je =RIGHT(A2,9)
A B
1
2 |Sachin Ramesh Tendulkar =RIGHT(A2,9)
3
4 : >
5 Function Arguments ? X
6 RIGHT
7 Text A2 # | = “Sachin Ramesh Tendulkar"
8 =
Num_chars |9 4 = 9
9
10 = “Tendulkar”
11 Returns the specified number of characters from the end of a text string.
12 Text is the text string that contains the characters you want to extract.
13
14
15
16 Formula result = Tendulkar
17 Help on this function Cancel




Text Functions

LEN

Returns the length of a
supplied text string

Argument/s:

1. Cell Reference or Text or

Formula

O 0O N Oy W B W =

ek |y N fraad
W N = O

A B
Sachin Ramesh Tendulkar =LEN(A2)
Function Arguments ? X
LEN
Text | SUBSTITUTE(A2,” ") 4 | = “SachinRameshTendulkar"
= 23

Returns the number of characters in a text string.

Text is the text whose length you want to find. Spaces count as characters.

Formula result = 23

Jelp on this function OK Cancel




Text Functions

FIND

Returns the position of a
supplied  character or text
string from within a supplied
text string (case- sensitive)

Argument/s:
1. Find Text (Cell Reference,

Text or Formula)

2. Within Text (Cell Reference,
Text or Formula)

3. Start Number (Cell
Reference, Text or Formula)

X « J  =FIND("ramesh",Al,1)

A B
sachin ramesh tendulkar =FIND("ramesh" ,A1,1)

Function Arguments ? X
FIND

Find_text “ramesh’ 2| = ‘ramesh’

Within_text Al + ‘ " sachin ramesh tendulkar”
Start_num |1 1‘ = 1
= 24

Returns the starting position of one text string within another text string. FIND is case-sensitive,

Find_text is the text you want to find. Use double quotes (empty text) to match the first character in
Within_text; wildcard characters not allowed.

Formularesult = 24

Help on this function OK I Cancel




Text Functions

SEARCH

Returns the position of a supplied
character or text string from within
a supplied text string (not-case-
sensitive and accepts wildcard
characters)

Argument/s:
1. Find Text (Cell Reference, Text or

Formula)
2. Within Text (Cell Reference, Text

or Formula)
3. Start Number (Cell Reference,
Text or Formula)

X v K =SEARCH("r*sh",Al,1)

A B
l sachin ramesh tendulkar =SEARCH("r*sh",A1,1)

Function Arguments ? X
SEARCH

Find_text ‘r'shi ‘_’_' = "r‘sh"

Within_text Al 4 = * sachin ramesh tendulkar”
Start_num |1 ‘1‘: = 1
= 24

Returns the number of the character at which a spedific character or text string is first found, reading left to right (not case-sensitive).

Find_text is the text you want to find. You can use the ? and * wildcard characters; use ~? and ~*
to find the ? and * characters.

Formularesult= 24

Help on this function Cancel



Text Functions

REPLACE

Replaces all or part of a text string with
another string (from a user supplied
position)

Argument/s:
1. Old Text (Cell Reference, Text or

Formula)
2. Start Number (Cell Reference, Value or

Formula)
3. Number of Characters (Cell

Reference, Value or Formula)
4. New Text (Cell Reference, Text or
Formula)

c1 v X « Jv | =REPLACE(A1,10,20,"")
A B
1 | sachin ramesh tendulkar =REPLACE(A1,10,20,"")
2
3 Function Arguments ? X
4 REPLACE
5 —
6 Old_text A1| * ‘ sachin ramesh tendulkar”
7 Start_num 10 * = 10
8 Num_chars 20 4| 20
9 New_text * =i
10
11 = * sachin tendulkar®
12 Replaces part of a text string with a different text string.
13 Old_text is text in which you want to replace some characters.
14
15
16
17 Formularesult = sachin tendulkar

18 Help on this function Cancel



Text Functions

SUBSTITUTE

Substitutes all occurrences of a
search text string, within an original
text string, with the supplied
replacement text

Argument/s:
1. Text (Cell Reference, Text or

Formula)

2. Old Text (Cell Reference, Text or
Formula)

3. New Text (Cell Reference, Text or
Formula)

4. Instance Number (Cell reference,
Value or formula)

c1 . X « ft | =SUBSTITUTE(A1,"ramesh","")
A B
1 I sachin ramesh tendulkar =SUBSTITUTE(AL,"ramesh"
2
3 Function Arguments ? X
4 SUBSTITUTE
5 Text A1l 2| = * sachin ramesh tendulkar®
6
- Old_text “ramesh" 2+ = “ramesh
8 New_text ™ 2| =
9 Instance_num ‘_“
10
1 * sachin tendulkar”
12 Replaces existing text with new text in a text string.
13 Text is the text or the reference to a cell containing text in which you want to substitute
characters.
14
15
16 :
Formula result = sachin tendulkar
17
18 Help on this function Cancel
19

")
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