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msld Microsoft Excel dliuduunisinuiu — Using Microsoft Excel for Work Efficiency
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(Lookup & Reference)
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(Essential Formulas)

=SUM, AVERAGE,
COUNT, MIN,
MAX, IF/IFS
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(Page Layout & Printing)
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(Excel can do more than you think!) /= ~




R SGH

Tesasmmy ﬂ{“ﬁﬂ:mwﬁaﬂmm. o

Excel L‘Llamu (Basic Excel)

AN atéuﬂumﬂmmaw‘mﬁﬂ — Beginner’s Guide to Spreadsheet Usage
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Excel: n15m9A1 Page Layout dwsumsitan o 280

(Excel: Page Layout Setup for Printing)

nsIAseaeNas Midsauseiiousuasussas — Preparing Documents for Official Printing Standards
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(Bottom/Right): 4  Print Titles: #IM15198 MAKUA
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[ Print ] [ Cancel ]

{Suuuav 'Page Break Preview' tWwapoanakuInszaundatounaudowuw

Use 'Page Break Preview' view to clearly see page breaks before printing.
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SUM, SUMIF, SUMIFS

asuassausaauuuvngluoudviuuibivaulv — Quick Guide to Summation

1 SUM (Hasauﬁug1u)

2 SUMIF (wasou 1 aulv)

ATWA1SI0G91aU 3 NI $19MS | S$1A1 waululu
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=SUM(A1:A3)
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Iltem Cost |« nsauAwa

Apple 20 SOULOW:AEN
Apple 70 Inuu (Sum only

Apple 30 Medicine costs)
Apple 60
Apple 55

dos:

=SUMIF(A1:AS, "81", BI:B5) dooo oo

3 SUMIFS (wasouna'lal‘o:aulu)

uwun | Uszinn | AYlG0ne
Dept Type Cost
North Apple 250
North Apple 300
North Apple 250
North Apple 200
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(OPD Dept) (Lab Cost) é
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doowoululunsauAwa  Topauaunsniudu

gas: =SUMIFS(C1:C5, A1:A5, “0PD", B1:B5, “Lab")
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Tip: Always wrap text criteria in double quotes ™ .
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COUNT, COUNTA, COUNTIF, COUNTIFS

(Using Excel Functions: COUNT, COUNTA, COUNTIF, COUNTIFS)
Adlonstiususudisyauuuwuguuazuvuiidouly — Quick Guide to Basic & Conditional Counting

e e

1 COUNT (uutawa=0otav)

A B C_ || mwaswvayanau
I 10 | Mixed data table
2 | ABC | 20 7
3 —

f —COUNT(A1:A4)
gaslulsad

=COUNT(A1:A4) &

anAstlunwaaws 2

lonounsavhalau

3 COUNTIF (iu 1 houlv)
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(Only Apple)”

=COUNTIF(A1:A4,
IIAppIeII)

nwansiosremswall

4 COUNTIFS (liuka1givouly)
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Data Table: Region & Fruit

® £ @
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wouly 2 Naawsnsuu
=COUNTIFS(A1:A5, "North", B1:B5, "Apple")

lllNorth"

Woulv 1
Condition 1: "North"

IIAppleIl

2 COUNTA (ﬁuqnasi1of'illio'1o)

NIWANS0UDLALAL
anAs(Unwaaws

4 COUNTIF (Count with 1 Condition)

waululunsauniwa

2

anfAsBlunwaaws

lonautouvengdaowall

5 asumsigou

WSsungunIsUU (Counting Comparison VisualTable)

oA 1 "doiau (Numbers)"
antiuTas COUNT, COUNTA

und 2 "gonaw (Text)".
v g onuulag COUNTA imuu 4
. undn 3 "310 (Blank)" :
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BOTTOM Wongunauud:luuusaaiv (Blank Cells) @
TIPBOX These functions ignore blank cells.




1 AVERAGE (A1tadswugu)
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=AVERAGE(A1)

le
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=AVERAGE(A1:A3)
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[ NIA AuA" BOCIU"IEI]

Region | Product | Sales
North Apple 250
North Apple 300
North Apple 300 |
North | Apple 250 |
North | Apple 250 J
North Apple 200

das: =AVERAGEIFS(C1:C5, A1:A5, "North", B1:BS)

n1slEWonsu Excel:
AVERAGE, AVERAGEIF, AVERAGEIFS

AU 0ﬂ1SH'1Fl'llElaﬂllUUO'lUlla llUUUIOOUIU — Quick Guide to Simple & Conditional Averages
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aun S1A7
Product Price
Apple 20
Apple 70
uoudila 30
Apple 60
Apple 55

<l gas:
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(North) (Is Apple)
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2 AVERAGEIF (A1103e 1 1dauly)

}_

=AVERAGEIF(A1:AS, "Apple", B1:BS)
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3 AVERAGEIFS (Fhlaé'aha'lm'\'):auiu)

mA | dauu h
lawrzuoUila Region | Product 'mm) @ -

North 250 North (Is Apple) / (S
Only Apple pp
e North | 300

North | 250 :
[onauddnsov North | 250 }“\—aomﬁaulu'iunsau;iwm (1

) [onounznsn

) North

Aaugnwaly

das: =AVERAGEIFS(C1:C5, A1:A5, "North",

B1:B5, "Apple")
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C lonoun:=nsn

((a1snenzuuusauiniSou’ @ Waaws AVERAGE
AlLB.TC [ ® AZLLUULOABUDIVKDY
. 80 | 20 | 80 | 60
1L 90 | 70 | 70 | 90 e
~2F 70 1 50 | 70 | 50 < 4

- o Wwaaws AVERAGE AVERAGEIF Waaws A\_{ERAGEIFS
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L These functions automatically ignore blank cells or text.
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VLOOKUP, HLOOKUP, XLOOKUP

(Using Excel Functlons: VLOOKUP, HLOOKUP, XLOOKUP)

ANEN1SAUNILAZE19D9YBYA — Quick Guide to Lookup & Reference

1 VLOOKUP (ﬁumumé"e)
VLOOKUP (Vertlcal Lookup))

N18LU3N

aoLlun

3 XLOOKUP (ﬂumuuwmmu)

XLOOKUP (Flexible Lookup)
9297 1 m\m 2
(Lookup Array) (Return Array)

4
YYD

l ﬂ"l.l‘l.l'l.l |

60

70

80

30

< 9

L0/ =XLOOKUP(F2, A2:A10, C2:C10)

70

anslulgaa

BOTTOM TIP BOX

_ "XLOOKUP uilungulinganguniuaziluaisusudivsunmsaumnasaniuls"
XLOOKUP is newer and more flexible, defaulting to an exact match.

2  HLOOKUP (AURILLUIUDN)
HLOOKUP (Horizontal Lookup)

2 | Sales | 400 | 300 | 600 | 900
3 | Profit | 160 [ 140 | 250 | 470 |7

ansluas lﬂ

‘ =HLOOKUP("Feb", A1:E3, 3, FALSE)J
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(Better')

VLOOKUP HLOOKUP XLOOKUP
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Common Errors & Tips

oA
o

#N/A: liwudaya #REF!: 91989/AWATR
(Not Found) (Reference Error)

H‘

TRUE/1: A1Useany FALSE/O: ﬁ'ﬂi"imsaﬁ'ufi]z
(Approximate Match) (Exact Match)
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n1sisWonsu Excel:
MIN, MAX, UPPER, LOWER, TIME

(Using Excel Functions: MIN, MAX UPPER, LOWER TIME)

= b= 2=

nﬁommuaﬂaa uInda, USuaowuw, tiazoanastoan — Quick Guide to Min/Max, Text Case, and Time

1 MIN & MAX (Arliosngauauinnaa)

ATWAISWALLLUULANG anAsBlUnwaaws

gasluisaa
50
| 85 —) =MIN(£1:A4) 7 50 (MIN)

gg __—> | =MAX(A1:A4) | D 95 (MAX)

2 UPPER & LOWER (USu@awuw(keyuastan)

1sadvandwaualu goslusaa anAstlUnwaaws

“Hello World" =UPPER(A1) | == "HELLO WORLD" (UPPER)
&
@ & O =LOWER(A1) | ===> "hello world" (LOWER)

3 TIME (a$1912a197n 391U, uii, 3ulii)

wsaadauvaya goslutsad
4 30 00
N 30 ['® _ E:D
anAsluwaaws lonouun@nnaold:
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s voyalilsaoiay UPPER/LOWER
KAzuuudnan/avaa  dasvuuubo QNI ignored SO Timaio
Find Lowest/nghest Score Format Names .
sUuuuoan Araulu TIME
@ aavasvnu uaauwanawana
format consistency errors
':|I> needed
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Calculate Work Time Check Time Range Combine functions to solve complex problems.
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