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 BASICS of EXCEL 

 

 Microsoft Excel is a commercial spreadsheet application, written and distributed by Microsoft.  

 It is a spreadsheet tool capable of performing calculations, analyzing data and integrating information from 
different programs. 

 It can apply to various tasks, including statistics, finance, data management, forecasting, analysis, inventory, 
billing, and business intelligence. 

 By default, documents saved in versions later than Excel 2010 are saved with the .xlsx extension whereas the 
file extension of the prior Excel versions is .xls. 

 Once Excel is started, a blank workbook will open on your screen. A workbook is an Excel file that contains 
one or more worksheets (sometimes referred to as spreadsheets). Excel will assign a file name to the 
workbook, such as Book1, Book2, Book3, and so on, depending on how many new workbooks are opened. 
The fiigure below shows a blank workbook after starting Excel. The screen may be slightly different based on 
the version you’re using. 
 

 
 

 Here, we are not going to give a comprehensive Excel tutorial. Instead, some functions in Excel will be 
summarized.   
 
 

 A formula is an expression that operates on values in a range of cells or a cell. In a formula, the operation is 
written after an equal sign (=). For example, =A1+A2+A3 finds the sum of the range of values from cell A1 to 
cell A3. 
 
Functions are predefined formulas in Excel. They eliminate laborious manual entry of formulas while giving 
them human-friendly names. For example: =SUM(A1:A3). The function sums all the values from A1 to A3. 
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 SOME FUNCTIONS in EXCEL 
 

1. VLOOKUP 
 
VLOOKUP is an Excel function to lookup and retrieve data from a specific column in table. The "V" stands for 
"vertical". Lookup values must appear in the first column of the table, with lookup columns to the right. 
 
The syntax is =VLOOKUP(lookup_value,table_array,col_index_num,[range_lookup]).  
 
Arguments: 
    value - The value to look for in the first column of a table. 
    table - The table from which to retrieve a value. 
    col_index - The column in the table from which to retrieve a value. 
    range_lookup - [optional] TRUE = approximate match (default). FALSE = exact match. 
 
VLOOKUP only looks right 

VLOOKUP requires a lookup table with lookup values in the left-most column. The data you 
want to retrieve (result values) can appear in any column to the right: 

 

VLOOKUP retrieves data based on column number 

When you use VLOOKUP, imagine that every column in the table is numbered, starting from 
the left. To get a value from a particular column, provide the appropriate number as the 
"column index". For example, the column index to retrieve first name below is 2: 
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=VLOOKUP(H3,B4:E13,2,FALSE) // first 
=VLOOKUP(H3,B4:E13,3,FALSE) // last 
=VLOOKUP(H3,B4:E13,4,FALSE) // email 
 
 
VLOOKUP has two matching modes, exact and approximate 

VLOOKUP has two modes of matching: exact and approximate, which are controlled by the 4th argument, called 
"range_lookup". Set range_lookup to FALSE to force exact matching, and TRUE for approximate matching. 

 

2. IF 
 
The formula makes a statement/question, if the answer is true then one response is obtained. If the answer if 
false, then another answer is obtained. 
 
The syntax is =IF(logical_test,value_if_true,value_if_false) 
 
 

 
In the case that the formula is  
 
=if(A5<20,”Amount is less than twenty”,”Amount is more than twenty”),  
 
if the value found in A5 is less than twenty THEN display the comment ‘Amount is less than twenty’ ELSE display 
the comment ‘Amount is more than twenty’. 

https://exceljet.net/excel-functions/excel-vlookup-function
https://exceljet.net/excel-functions/excel-vlookup-function
https://exceljet.net/excel-functions/excel-vlookup-function
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3. COUNTIF 
 
The COUNT function counts the number of cells in a range, that meets single criteria. 
 

 
 
 
 

4. COUNTIFS 
 
The COUNT function counts the number of cells in a range that meets multiple criteria. 
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5. AVERAGE: The Excel AVERAGE function returns the average of values provided. AVERAGE can handle up 

to 255 individual arguments, which can include numbers, cell references, ranges, arrays, and constants. 
 

 

The example below shows how values can be hardcoded directly into the AVERAGE function: 

 

=AVERAGE(2,3,4) // returns 3 

AVERAGE can also be used to calculate the average of a range of cells: 

 

=AVERAGE(A1:A3) // returns 3 

 
6. SUM: The Excel SUM function returns the sum of values supplied. These values can be numbers, cell 

references, ranges, arrays, and constants, in any combination. 

 

                =SUM(D6:D10) // returns 9.05 

 


