The Step By Step Guide To The 25 Most
Common Microsoft Excel Formulas Features

Microsoft Excel is a powerful tool that allows users to analyze, organize, and
manipulate data with ease. Whether you are a beginner or an advanced user,
understanding and using formulas is essential to make the most out of Excel. In
this article, we will provide a step-by-step guide to the 25 most common Microsoft

Excel formulas features.

1. SUM Formula

The SUM formula is one of the basic building blocks in Excel. It allows you to
calculate the sum of a range of cells. To use the SUM formula, select the cell
where you want the result to appear and enter "=SUM" followed by the range of

cells you want to sum.
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This simple formula can save you a lot of time and effort, especially when dealing

with large datasets.

2. AVERAGE Formula

The AVERAGE formula calculates the average value of a range of cells. It is
useful when you need to determine the overall average of a set of numbers. To
use the AVERAGE formula, enter "=AVERAGE" followed by the range of cells you

want to average.
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By using this formula, you can quickly obtain the average of a set of data, which

is often a key statistic when analyzing numerical information.

3. COUNT Formula

The COUNT formula allows you to count the number of cells within a range that
contain numerical values. It comes in handy when you need to determine how
many values exist within a given range. To use the COUNT formula, enter

"=COUNT" followed by the range of cells you want to count.


http://dl.neutronbyte.com/pdf-file/Wa18oYTP/e/wjkK/OPMw/DYkZX/The-Step-By-Step-Guide-To-The-25-Most-Common-Microsoft-Excel-Formulas-and-Features-The-Microsoft-Excel-Step-By-Step-Training-Guide-Series-Book-1.pdf

Fhe  Home ket Pejelayot  formule  Data  Review  Vew  Hep D Tell e what you wast 1 80 Adae O

f T avtan + [Droges- ﬂ:msm Gch-mn- . By trace Pecademm TR 50w Tomman ﬁ Q 2
[ tecentry nnd « [ et « 3 ven i 10 - £ atvace Dopensents. B lrew Owckin + S

u—m [+ [EESE 3 0ute & Time + [ More Fmcnoms + umﬁcwmmw o bemone bovown + (B Dvshaste lommdls  Wincom  Opeaon »

Y T tefral ‘wwees foo wght Buflan] 18 st -~

Dil i

A (¢ E F G H I J K

1) 2018 Regional Cookie Sales

2 SalesRep Region # Orders

3 Martha East 228

B Ralph Eant 267

- Sam East 279

6 Marry North 217

7 Janet North 224

8 Joe South 261

9 Tom West 268

10

1 B Orders  Orders Counted

12 >250 B

H =

14

L
= = - 1 . N

7
>

With this formula, you can easily keep track of the number of entries in a dataset,

helping you in various analytical tasks.

4. MAX Formula

The MAX formula identifies the highest value within a range of cells. It is
particularly useful when you are working with datasets and want to find the
highest value. To use the MAX formula, enter "=MAX" followed by the range of

cells you want to evaluate.
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This formula helps you quickly pinpoint the maximum value in a dataset, allowing

you to make data-driven decisions based on the highest values.

5. MIN Formula

The MIN formula works just like the MAX formula, but instead, it identifies the
lowest value within a range of cells. It is valuable when you want to find the
minimum value within a dataset. To use the MIN formula, enter "=MIN" followed

by the range of cells you want to evaluate.
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By utilizing this formula, you can quickly identify the lowest value in a dataset,

helping you track down outliers and understand the range of values in your data.

6. CONCATENATE Formula

The CONCATENATE formula allows you to combine text from different cells into
one cell. It is helpful when you want to merge data for better organization. To use
the CONCATENATE formula, enter "=CONCATENATE" followed by the cells you

want to combine.
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2 Base ball Baseball =CONCATENATE(A2,82)

3 Base ball Baseball =A3&B3

4 Mary Jones Mary Jones =CONCATENATE(A4, " *, B4)

5 Joe Smith Joe Smith =AS&" "&BS

6 Thompson Holt Thompson & Holt =CONCATENATE(A6, " &, B6)

7. 1123 456 123456 =A7&B7
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With this formula, you can easily merge data from separate cells, making it easier

to analyze information or create reports.

7. IF Formula

The IF formula is a conditional formula that allows you to perform different
calculations based on a specified condition. It helps automate decision-making
processes in Excel. To use the IF formula, enter "=IF" followed by the condition

you want to evaluate and the calculations to perform based on that condition.
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This formula is exceptionally useful when you need to apply different calculations

depending on specific criteria, saving you time and effort.

8. VLOOKUP Formula

The VLOOKUP formula is a powerful feature that allows you to search for a value
in a specific column and retrieve a corresponding value from another column. It is
commonly used when dealing with large databases. To use the VLOOKUP
formula, enter "=VLOOKUP" followed by the search value, the table range, the

column to retrieve the value from, and the type of match you want.
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This formula simplifies data analysis by helping you find specific information from

a vast amount of data, saving you time and improving accuracy.

9. HLOOKUP Formula

The HLOOKUP formula works similarly to the VLOOKUP formula but performs
horizontal searches instead. It allows you to find values in the top row of a table
and retrieve corresponding values from a specified row. To use the HLOOKUP
formula, enter "=HLOOKUP" followed by the search value, the table range, the

row to retrieve the value from, and the type of match you want.
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By using this formula, you can effectively search for specific values across a row,

providing you with more options for data analysis and organization.

10. PMT Formula

The PMT formula helps you calculate the monthly payment required for a loan
based on a specified interest rate, loan term, and loan amount. It is commonly
used when dealing with financial and loan-related calculations. To use the PMT
formula, enter "=PMT" followed by the interest rate, the number of periods, and

the loan amount.
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This formula simplifies complex financial calculations and provides accurate

results for loan payments, helping with budgeting and financial planning.

11. INDEX Formula

The INDEX formula allows you to retrieve a value from a specific row and column
within a given range. It is valuable when you want to extract specific data points
from a larger dataset. To use the INDEX formula, enter "=INDEX" followed by the

range, the row number, and the column number.
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By using this formula, you can easily extract relevant data for further analysis or

to create customized reports.

12. MATCH Formula

The MATCH formula helps you locate the position of a specified value within a
given range. It is useful when you need to find the relative position of a specific
value. To use the MATCH formula, enter "=MATCH" followed by the value you

want to locate and the range to search within.
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This formula simplifies the process of finding specific values within a range,

assisting you in data analysis and decision-making.

13. SUBTOTAL Formula

The SUBTOTAL formula calculates a subtotal within a range of cells, excluding
any other subtotals present. It is helpful when you want to obtain subtotals in a
data range. To use the SUBTOTAL formula, enter "=SUBTOTAL" followed by the

type of subtotal you want and the range of cells to include.
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By using this formula, you can easily calculate subtotals within a range without

affecting any preexisting subtotals, providing a clearer view of the data.

14. COUNTIF Formula

The COUNTIF formula counts the number of cells within a range that meet
specific criteria. It is useful when you need to track the occurrence of certain
values in a dataset. To use the COUNTIF formula, enter "=COUNTIF" followed by

the range you want to evaluate and the condition to meet.
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With this formula, you can easily determine the frequency of specific values or

conditions within a dataset, assisting you in data analysis and reporting.

15. SUMIF Formula

The SUMIF formula calculates the sum of cells in a range that meet specific
criteria. It is similar to the COUNTIF formula but performs a sum instead of a
count. To use the SUMIF formula, enter "=SUMIF" followed by the range you

want to evaluate, the condition to meet, and the range to sum.
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This formula allows you to calculate the sum of specific cells that meet certain

criteria, providing a customizable way to analyze and manipulate numerical data.

16. IFERROR Formula

The IFERROR formula helps you handle potential errors within a formula. It
allows you to specify a value or action to take if an error occurs. To use the
IFERROR formula, enter "=IFERROR" followed by the formula you want to

evaluate and the value or action to perform if an error occurs.
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By incorporating this formula, you can make your calculations more robust by

anticipating and managing potential errors, resulting in accurate outputs.

17. SUMPRODUCT Formula

The SUMPRODUCT formula helps you perform multiplication and addition
operations simultaneously. It is useful when you want to multiply corresponding
elements in arrays and sum the products. To use the SUMPRODUCT formula,

enter "=SUMPRODUCT" followed by the arrays you want to multiply.
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1 |Product |Quantity |Price

2 |Computer 2 1000

3 Keyboard - 250

4 Mouse B 100

5 |Printer 2 50

6

2 Total [ 3500]

8

This formula simplifies complex calculations involving multiple arrays, allowing

you to obtain accurate results in a single step.

18. LEN Formula

The LEN formula calculates the length of a given string or the number of
characters within a cell. It proves useful when you want to determine the length of
textual data. To use the LEN formula, enter "=LEN" followed by the cell you want

to evaluate.
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By using this formula, you can easily analyze and manipulate textual data based

on character count, helping you in data cleansing and quality control.

19. TRIM Formula

The TRIM formula eliminates leading and trailing spaces from a cell containing
text. It is helpful when you want to clean up data by removing unnecessary
spaces. To use the TRIM formula, enter "=TRIM" followed by the cell containing

the text you want to trim.
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This formula allows you to clean up data and ensure consistency by removing

unwanted spaces, contributing to overall data accuracy.

20. UPPER/LOWER/PROPER Formula

The UPPER, LOWER, and PROPER formulas are used to change the case of
text within cells. UPPER converts text to uppercase, LOWER converts text to

lowercase, and PROPER capitalizes the first letter of each word. To use these


http://dl.neutronbyte.com/pdf-file/Wa18oYTP/e/wjkK/OPMw/DYkZX/The-Step-By-Step-Guide-To-The-25-Most-Common-Microsoft-Excel-Formulas-and-Features-The-Microsoft-Excel-Step-By-Step-Training-Guide-Series-Book-1.pdf

formulas, enter "=UPPER", "=LOWER", or "=PROPER" followed by the cell

containing the text you want to modify.
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By employing these formulas, you can standardize text formatting and ensure

consistency, enhancing readability and professionalism.

21. NOW/TODAY Formula

The NOW and TODAY formulas provide the current date and time in Excel. NOW
returns both the date and time, while TODAY only returns the current date. To use

these formulas, enter "=NOW" or "=TODAY" in the desired cell.
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1 Invoice Date Age (Days)

2 11/13/2012|=today() |

3 12/7/2012

4 1/6/2013

5 1/9/2013

6 2/3/2013

7

8
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By including these formulas, you can dynamically display the current date or time,

allowing you to track data updates and perform time-based calculations.

22. RAND Formula

The RAND formula generates a random number between 0 and 1 in Excel. It is
useful when you need to simulate random values for certain scenarios. To use the

RAND formula, simply enter "=RAND" in the desired cell.
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RAND Function in
Excel

Formula Random number between 0 and 100
=100*RAND() 57.9
=100*RAND() 42.6
=100*RAND()
=100*RAND() =RAN D(
=100*RAND()
=100"RAND) pansx)
=100*RAND() 80.3
=100*RAND() 34.2
=100*RAND() 949
=100*RAND() 45.0
=100*RAND() 255
=100*RAND() 88.2526658374307

By employing this formula, you can introduce randomness in your data analysis,

modeling, and simulations.

23. RANK Formula

The RANK formula assigns a rank to a value within a given range. It helps you
determine the relative position of a value compared to other values. To use the
RANK formula, enter "=RANK" followed by the value you want to rank and the

range to rank within.
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1 Name Percentage Rank

2 Hari Rai 58 1
3 Shyam KC 45 S
4 Bikram Pandey 55 2
S Milan Bogati 48 4
6 SitaRai 52 3
7

8

9

10

11

This formula allows you to assign ranks to values, facilitating data comparison

and identifying top performers or outliers.

24. DATE/YEAR/MONTH Formula

The DATE, YEAR, and MONTH formulas are used to manipulate and extract
specific components from dates in Excel. DATE is used to create a date from
specified year, month, and day values. YEAR extracts the year from a given date,
and MONTH returns the month. To use these formulas, enter "=DATE," "=YEAR,"

or "=MONTH" followed by the relevant date or cell reference.
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By incorporating these formulas, you can perform calculations and analysis
based on specific date components, facilitating time-based analysis and

reporting.

25. ROUND Formula

The ROUND formula allows you to round a number to a specified number of
decimal places. It is useful when you want to control the precision of numerical
values. To use the ROUND formula, enter "=ROUND" followed by the number

you want to round and the desired number of decimal places.
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1 Numbers Rounded
2 52486.891/=ROUND(A2,0)

3 3193.216 5193
4 20802.609 20803
5 8982.410 8982
6
7
8
9
10
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This formula enables you to control the precision of numerical values, presenting

them in a more suitable format for analysis and presentation.

Now that you have a comprehensive guide to the 25 most common Microsoft
Excel formulas features, you can unlock the full potential of Excel and become a
proficient user. Whether you are working with financial data, conducting data
analysis, or simply organizing information, these formulas will enhance your
productivity, accuracy, and efficiency. Remember to practice using them in real-
world scenarios to cement your understanding and make Excel your trusted ally

in handling and manipulating data.
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Learn the 25 most common Microsoft® Excel® Formulas & Features quickly and

easily with this detailed step-by-step guide!

This book offers easy to follow examples with screenshots demonstrating how to
use the 25 most common basic and intermediate Microsoft® Excel® formulas &
features. The book is organized into 5 step-by-step sections, allowing you to grow

your knowledge of Excel® at your own pace:

****Excel v2016 is now available, with 5 bonus formulas included****Part 1 -

Excel® Formula Fundamentals

» SUM, SUBTRACTION, MULTIPLICATION, & DIVISION
= AVERAGE

= MIN & MAX

= TODAY & NETWORKDAYS

= SUMIF

Part 2 — to Pivot Tables
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How to create a basic Pivot Table
Formatting Pivot Table results

Inserting Pivot Charts

Part 3 — Excel® Features

Data Sorting
Formula Trace
Text-To-Columns

Conditional Formatting & Filtering

Part 4 — Text Functions

LEN & TRIM
CONCATENATE & MID

PROPER, UPPER, & LOWER

Part 5 — Logic & Lookup Formulas

IF
Nested IF

VLOOKUP

Imagine the time you’ll save by not having to search the internet or help files

to learn the most practical ways of using of Microsoft® Excel®!
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advanced user, understanding and...
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