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Preface

This book covers over 200 functions in Excel, from basic functions all users need
to know, and specialized tools for particular industries, to advanced functions that
require some deep technical knowledge. This book also introduces the applications
of these function in the industry and will help readers understand some of the
practical opportunities to use Excel to make themselves more productive and
proficient in their careers.

Chapter 1: Getting Started with Excel - In this short overview chapter, we will
cover what the reader can expect to learn in the book, what they should know
about Excel before getting started, and how they should use the book to get the
most out of it.

Chapter 2: The 10 Most Popular Functions in Excel - In this chapter, we will cover
the 10 most popular functions in Excel, including the SUM function, IF function,
VLOOKUP function, MATCH function and many more.

Chapter 3: Logical Functions in Excel — Logical functions are used for organizing
data and creating formulas in Excel. In this chapter, we will cover the most popular
and useful formulas that you need to know to be able to use Excel effectively.

Chapter 4: Lookup and Reference Functions in Excel — Excel is often used as a
tool for building complex data driven models especially in business. To do this,
look up and reference functions are used to create efficient datasets in Excel. In
this chapter, we will cover the most popular and useful formulas that you need to
know, to be able to use Excel effectively.

Chapter 5: Math Functions in Excel — Excel is filled with mathematical functions
that can make virtually any computation much easier. This is an important task for
students and workers alike. In this chapter, we will cover the most popular and
useful formulas that you need to know, to be able to use Excel effectively.

Chapter 6: Statistical Functions in Excel — Statistical analysis is a foundational
cornerstone of modern business and Excel is a great tool to help with doing that
analysis. While Excel Add-ins can add tremendous versatility to the software, even
without them, Excel is still very useful in a variety of situations where statistics are
called for. In this chapter, we will cover the most popular and useful formulas that
you need to know to be able to use Excel effectively.
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Chapter 7: Text Functions in Excel — Excel can help us clean up and organize
datasets effectively, and this is especially important when dealing with mixed or
semi-structured datasets. However, Excel can only help if we can use text functions
proficiently. In this chapter, we will cover the most popular and useful formulas
that you need to know, to be able to use Excel effectively.

Chapter 8: Information Functions in Excel - Like text functions, information
functions can help us to go through a large dataset and quickly clean it up to make
it useable for our work. In this chapter, we will cover the most popular and useful
formulas that you need to know to be able to use Excel effectively.

Chapter 9: Financial Functions in Excel - In finance, Excel is by far the most
important and widely used software package. Part of the reason for that is the
software contains numerous functions that let us do financial calculations quickly
and accurately. These calculations can then be embedded into more complex
financial models. While building models is a subject for another book, the first
thing you need to do is start by just understanding the formulas and what they do.
In this chapter, we will cover the most popular and useful formulas that you need
to know to be able to use Excel effectively.

Chapter 10: Date and Time Functions in Excel — Dates and times are a persistent
hassle to deal with in datasets; they look like regular numbers although they
actually are not. As a result, it is important to be able to use special Excel functions
that let us work with dates and times when building larger models and datasets.
In this chapter, we will cover the most popular and useful formulas that you need
to know to be able to use Excel effectively.

Chapter 11: Database Functions in Excel - Excel is not the most powerful database
software on the market — but it is widely used for database work because it is
ubiquitous, simple to learn, and it performs well for a variety of small database
tasks. In this role, it is important to understand what the database functions Excel
includes. In this chapter, we will cover the most popular and useful formulas that
you need to know to be able to use Excel effectively.

Chapter 12: Cube Functions in Excel — Cube functions are an unusual group of
functions with some specific niche uses. While you may not be familiar with them,
they can be very important in specific settings. In this chapter, we will cover the
most popular and useful formulas that you need to know to be able to use Excel
effectively.
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Chapter 13: Web Functions in Excel — Excel does not have many of the more
sophisticated tools of other software packages that interact and pull information
from the web, but it does have some specific tools that you should be familiar with.
In this chapter, we will cover the most popular and useful formulas that you need
to know, to be able to use Excel effectively.

Chapter 14: User Defined Functions in Excel — User defined functions are
advanced but very powerful functions that can enable Excel to greatly speed up
tedious and time-consuming tasks. While these functions are harder to use, they
can be a huge time-saver for people doing specific kinds of projects. In this chapter,
we will cover the most popular and useful formulas that you need to know to be
able to use Excel effectively.

This text will be useful to you in your journey to understand and improve your
knowledge in Excel. The goal of this book is to be a desk reference that you can
pull out and refer to, when you are unsure about a particular function and how to
use it. Throughout this text, we will cover many functions that serve a variety of
purposes.
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CHAPTER 1

Getting
Started with
Excel

Introduction

Welcome to this Excel journey. This book is designed as a reference to help
business professionals and students who wish to use Excel to advance their career
opportunities and academic studies. The goal of the book is to help you understand
over 200 different Excel formulas that can be used for many different applications.
In this chapter, we will talk about the structure of the book, how to get the most out
of it, and why Excel is valuable for your career.

Structure
In this chapter, we will discuss the following topics:

e Using Excel

Objectives

In this book, we will refer to Excel functions and formulas—the terms may seem
interchangeable, but there is a slight difference between them. The function is the
larger tool; for instance, the SUM function allows one to sum up a set of numbers.
The formula is the specific language that enables the function. The point is largely
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academic, but it is included here in the hopes of avoiding any confusion when you
are reading and seeing these two terms used.

As we examine each function, we will spell out what the formula is behind the
function, what the function is used for, the specific data that is required in Excel to
make the function work properly, an example of the function in practice, and finally,
images from Excel illustrating the function being used.

It is important to note that different versions of Excel look slightly different, and in a
few cases, older versions of Excel may not have some new functions created for more
recent versions of Excel. We have tried to pick functions that are the most useful for
all users, but some inconsistency between different versions of Excel is unavoidable.

Using Excel

Before we begin examining the functions and formulas of Excel, it is worth taking a
moment and reviewing the basics of Excel.

Excel is a spreadsheet program with some database features. It is the most widely
used business software tool in the world (assuming one excludes operating systems
like Windows from that definition, of course). The reason Excel is so popular is that
it is versatile yet simple to use. There are many pieces of software that are more
powerful than Excel and many that offer tools and features that Excel does not
have. Yet Excel’s popularity persists because it is intuitive and powerful enough for
most basic business tasks—and this includes everything from basic accounting to
mathematical calculations to building small datasets.

Excel starts the user with a spreadsheet with a series of rows and columns. These
rows and columns can be used to enter data—either quantitative data like numbers
and dates or qualitative data such as names, places, notes, or any sort.

Excel starts with a single page or “sheet” of data, but the user can easily add
additional workbook sheets with the + that is displayed to the right of the sheet
name. In figure 1.1, we can see that there are two workbooks:
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Figure 1.1: The basic Excel Workbook

The formulas in Excel are entered into a particular chosen square or “cell,” and that
cell formula then refers to or “references” other cells either in that sheet or in another
sheet of data within the workbook.

TIP: In general, where possible, it is a good idea to keep formulas and the cells
they reference on the same sheet to make the Excel model more readable.

Excel’s versatility allows you to build many different types of documents, from
inventory lists to small datasets to financial statements. When you finish an Excel
document or “model,” as they are often called, it could look something like figure 1.2:
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Figure 1.2: An example Excel model
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In this example, we have built a budget for a company—as we see here, the budget
includes time periods in the form of months in each column and specific budget line
items in each row. The cells are a combination of numbers inputted into the sheet
and formulas derived from other cells, as shown preceding. In Excel, when you click
on a formula, you are automatically shown other cells that the formula references.

The end product may look daunting, but once you get started with Excel, you will
quickly find that it is not as difficult as it seems. Ready to give it a try on your own?
Then let us jump in!

Conclusion

In this chapter, we got an introduction to Excel. We looked at the basic Excel
workbook as well as an example Excel model.

In the upcoming chapters, we will dive deeper into functions in Excel that will surely
prove to be very helpful to you.
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