
Get Ready to Excel with Excel



So why do I need this class?

Good question!
To help you recognize the value of the tools you have in front of you and make 
your daily routines easier.  

How many times has your boss 
come around at the end of the 
week and said, “I’m throwing in 
a little extra pay for you since 
you did everything the hard way 
this week?”



What is a formula?

A formula in Excel is an equation that performs calculations on values in a 
worksheet. Formulas always start with an equal sign (=) and can include functions, 
references, operators, and constants.
 

Example:



What is a function?

In Excel, a function is a predefined formula that performs calculations using 
specific values, or arguments, in a particular order. Functions can be used to 
perform simple or complex calculations, and can save time by automating tasks 
that would normally be done with formulas.

 
Example:



Topics Covered

1. LEFT/RIGHT/MID
2. TEXTBEFORE, TEXTAFTER, TEXT to COLUMNS
3. CONCAT, TEXTJOIN
4. Paste Special
5. MATCH
6. XLOOKUP
7. Alt ; or to GO TO - visible only, blanks
8. Subtotals/Counts
9. Pivot Table
10. Proper/Upper/Lower



Insert Function

This is a shortcut to insert a function 
in the cell you are working in. 

This is the dialogue box where you can 
find the function you want/need.



RIGHT Function

We will use this function to strip out the last 4 numbers in the SSN field. 



MID Function

This function works similar to the Right function but it allows you to strip 
characters out of the middle of the text in a cell.



LEFT Function

This function allows us to strip out the first 3 characters in the SSN field. 



Text to Columns - 1

This tool allows you to 
break out the text in a 
cell into multiple 
columns.  



Text to Columns - 2

Select the character 
that separates the 
text.  This is how Excel 
knows where to insert 
the new columns.



Text to Columns - 3

You can select the 
format for each of the 
3 new columns. 

 Select the column at 
the bottom and then 
choose the format 
above. 

Or you can just leave 
them formatted as 
the are.  



TEXTAFTER Function

This function allows you to strip out text in a cell “after” a 
delimiter.  In our example we are using a space as the delimiter.



TEXTBEFORE Function
This function allows you to strip out text in a cell “before” 
a delimiter.  In our example we are using a space as the 
delimiter.



Show Formulas/Functions

The Last Name column and the Last 4 SSN columns still 
contain formulas.  You can use the ctrl + ` to show all the 
formulas in your worksheet.



Copy/Paste Special

Using formulas/functions in a column make that column 
dependent on other columns/sources.  To break this 
dependency, use copy and paste special. 

Select the cells you want and copy 
them.  Then you can past special right 
on top of that same column.  Choose 
Values and that will only paste in the 
result of the formula/function.  



Comparing 2 Lists

This shows two worksheets that have a list of employee names.  
They should be the same names, but you can see that Sheet1 has 
50 names and Sheet2 only has 47.  



Creating a “key”

The most important piece to have is a “key” or a unique identifier for each record.  

This key must be unique per record and exist in both of the worksheets / 
workbooks. 

We’ve already looked at several functions that will help us.  



CONCAT Function

This function allows you to string the text from two or more cells 
together into a new cell. 



TEXTJOIN Function

We will use the TEXTJOIN function to join the last name and the 
last 4 of the SSN together in column J.  



MATCH Function

This function is very helpful if you have two lists in separate 
worksheets or in separate workbooks and you need to see which 
records are not in both lists (or which records are in both lists).

It basically says to find List 1 – Record 1 in List 2 and then tell me 
what row it’s located on.



MATCH Function



MATCH Function



MATCH Function



MATCH Function

The result 
returned by this 

function is the row 
number where the 

exact match was 
found.  Records 

that are not found 
show #N/A.



Merging Data from 2+ sources

It’s possible you will want to bring data out of one or more 
worksheets/workbooks.  We will bring Employee ID from Sheet2 into Sheet1.



XLOOKUP Function

This function is very helpful if you have two lists in separate 
worksheets or in separate workbooks and you need to merge data 
together into one list.  



XLOOKUP Function



XLOOKUP Function



XLOOKUP Function



XLOOKUP Function



XLOOKUP Function



XLOOKUP Function



Filling in Missing Data

Sometimes you may find 
that some cells you need 
are empty.  In the example, 
you can see that the 
department is only shown 
on the first employee in 
each department.  You can 
easily fill in the gaps 
without typing in the 
missing departments and 
without doing repetitive 
copy/paste.



Filling in Missing Data



Filling in Missing Data

After you have 
selected all of the 
blank cells, type in 
Cell A3, 
=A2.  This tells Excel 
that you want it to be 
the same as the cell 
above.  

Instead of hitting the 
Enter key, hold the 
Ctrl and hit Enter. 

Copy/Paste Special 
would be a good 

idea at this point to 
break the 

dependency on the 
cells above.



Adding Subtotals/Totals 



Adding Subtotals/Totals 

1. First sort by the column you want your totals based on.   In 
our example we want totals for each dept.  

2. Select all the data you want included in the totals.                  
I selected my entire worksheet. 

3. Click on Data in the ribbon bar and then choose subtotals.  

1. At each change in:  means you want a 
total when this field changes.

2. Use function: sum to add, count, etc.
3. Add subtotal to:  Select the columns 

you want subtotals for.  



Adding Subtotals/Totals 



Adding Subtotals/Totals 

1. If you select 2 you see just the sub totals and 
grand total. 

2. Selecting 1 will just show the grand total. 

The subtotal lines have the department field in 
bold by default.  If you want to make the actual 
totals bold you can do that without having to 
touch every single total line. 

Here’s how: 
1. Use the Go To tool we used earlier and this 

time select “visible” cells instead of blank 
cells.  

2. Click the icon for Bold.   



Pivot Tables

A pivot table is a tool that summarizes and organizes data in a spreadsheet, allowing 
users  to analyze patterns and trends. Pivot tables  can be used to:

• Analyze data: Pivot tables  can help users  answer questions about their data by 
analyzing numerical data in detail.

• Summarize data: Pivot tables  can automatically aggregate, sort, count, or average 
data.

• Identify patterns: Pivot tables  can help users  identify interesting patterns and 
trends in their data.

• Filter data: Pivot tables  allow users  to filter, sort, group, and conditionally format 
data to focus on the information they want.



Pivot Tables

• Create custom calculations: Pivot tables  allow users  to create custom 
calculations and formulas.

• Expand and collapse data: Pivot tables  allow users  to expand and collapse levels  
of data to focus on specific areas of interest.

• Move rows and columns: Pivot tables  allow users  to move rows to columns or 
columns to rows to see different summaries  of the source data.



Pivot Tables

1. Select the data you 
want to analyze 
using a pivot table.  

2. Click on Insert on 
the ribbon bar and 
choose Pivot Table. 



Pivot Tables

1. Table/range is the data you 
selected to include in the 
pivot table. 

2. You can choose to have the 
pivot table in a new 
worksheet or added to the 
existing worksheet.  If you 
choose existing, you have 
to tell the row and column 
you want it to start in.  

3. Then select which columns 
you want to show in the 
table.



Pivot Tables
Detailed view of pivot table we created. 

You can summarize 
by clicking on the 

row heading for each 
department.



UPPER Function



LOWER Function



PROPER Function



Guess what folks…

        We’re DONE!
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