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Excel Formulas
Text Manipulation

Change the case of text

Use the UPPER, LOWER, or PROPER functions. 
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FIND 

FIND finds one text string (find_text) within another text string (within_text), and returns the number of the starting position of find_text, from the first character of within_text. 
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Example
LEN 

Returns the number of characters in a text string.
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LEFT

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

Returns the last character or characters in a text string, based on the number of characters you specify. 
Join First and Last Names

CONCATENATE - Joins several text strings into one text string.

You can join a list of first names in one column with a list of last names in another column with a formula. In these examples, assume that cell D5 contains the first name and cell E5 contains the last name.

To display the full name in the format "first_name last_name" (for example, "John Smith"):
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To display the full name in the format "last_name, first_name" (for example, "Smith, John"):
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        =E5&", "&D5

Join a Date with Text 

To join, or concatenate, two values to produce one continuous text value, use the & (ampersand) text operator. To connect a number, date, or time value stored in a cell with a text string, use the TEXT worksheet function. For example, if cell F5 contains a billing date of 5-Jun-00, you can display the text "Statement date: 5-Jun-00" by using this formula:
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Number Manipulation

AVERAGE

Returns the average (arithmetic mean) of the arguments.  When averaging cells, keep in mind the difference between empty cells and those containing the value zero, empty cells are not counted, but zero values are.
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SUM
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Used to perform simple addition as illustrated below: 
Calculate the Smallest or Largest Number in a Range

If the cells are in a contiguous row or column
1. Select a cell below or to the right of the numbers for which you want to find the smallest number 
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, and then click MIN (calculates the smallest), or MAX (calculates the largest), and then press ENTER. 
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If the cells are not in a contiguous row or column use the MIN, MAX, SMALL, or LARGE.

Other Useful Functions

COUNT

Counts the number of cells that contain numbers and numbers within the list of arguments. 

In this example:

· =COUNT(A1:A7) equals 3.  (Only numbers and dates are 



    counted).

· =COUNT(A4:A7) equals 2.  

COUNTA

Counts the number of cells that are not empty and the values within the list of arguments.
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COUNTIF

Count the occurrences of a condition

The COUNTIF worksheet function counts the occurrences of a value in a range of cells — for example, the number of cells in the range B5:B25 that contain the text "Northwind".

=COUNTIF(B5:B25,"Northwind") 

VLOOKUP 
Searches for a value in the leftmost column of a table, and then returns a value in the same row from a column you specify in the table.   By default, the lookup table must be sorted in an ascending order.

Spreadsheet:
[image: image6.png]L 5 € __|_E__| |
17 Narme Status  Years | Days
16 Vetzner, Heather  PTS 10 125 125
19 Bothelho, Michelle  FAC 12 15 15
a0 Burghardt, Robert | FAC 15 15 15
21 Buyukozturk, Vural PTS 11 15 15
2 Colmenares, Jose  ADM 3 10 10
pel Espinel, Jorge  FAC 5 10 10
24 Lorenzo, Felix  PTS 19 175 175
2% Merle, Frederic  ADM 2 20 20





Formulas:

[image: image7.png]Al B | c | | E | F

7 Name Status | Vears Days

16 Vetzner, Heather  PTS 10 =VLOOKUP(D18 §G§36:5H843 2) =VLOOKUP(D18 Years 2)
19 Bothelho, Michelle  FAC 12 LOOKUR(D19,5G536:§H543.2) =VLOOKUP(DIS, Years 2)
a0 Burghardt, Robert  FAC 15 LOOKUR(D20,5G536:§H543.2) =VLOOKUP(D20, Years 2)
21 Buyukozturk, Vural | PTS 11 =VLOOKUP(D21 §G§36:5H$43 2) =VLOOKUP(D21 Years 2)
2 Colmenares, Jose  ADM |3 LOOKUP(D22,5G536:§H543.2) =VLOOKUP(D22, Years 2)
pel Espinel, Jorge FAC 5 LOOKUP(D23,5G536:§H543.2) =VLOOKUP(D23, Years 2)
24 Lorenzo, Felix PTS 19 =VLOOKUP(D24 §6§36:5H$43 2) =VLOOKUP(D24 Years 2)
2% Merle, Frederic ADM 22 LOOKUP(D25 $G§38:5H$43 2) =LOOKUP(D25, Years 2)





Lookup table referenced above:
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Lookup_value   is the value to be found in the first column of the array and can be a value, a reference, or a text string.
Table_array   is the table of information in which data is looked up. Use a reference to a range or a range name, such as  Database or List. 

· If range_lookup is TRUE, the values in the first column of table_array must be placed in ascending order: ..., -2, -1, 0, 1, 2, ..., A-Z, FALSE, TRUE; otherwise VLOOKUP may not give the correct value. If range_lookup is FALSE, table_array does not need to be sorted.
· You can put the values in ascending order by choosing the Sort command from the Data menu and selecting Ascending.

· The values in the first column of table_array can be text, numbers, or logical values.

· Uppercase and lowercase text are equivalent. 

Col_index_num   is the column number in table_array from which the matching value must be returned. The first column of values in a table is column 1.

Range_lookup   is a logical value that specifies whether you want VLOOKUP to find an exact match or an approximate match. If TRUE or omitted, an approximate match is returned. In other words, if an exact match is not found, the next largest value that is less than lookup_value is returned. If FALSE, VLOOKUP will find an exact match. If one is not found, the error value #N/A is returned.












="Statement date: "&TEXT(F5, "d-mmm-yy")
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