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 Excel Versions

A o I

I'll be teachlng from the Mlcrosoft 365 versmn of Excel, and notmg any
differences or limitations in the legacy versions of Excel. References to | Home Insert  Page Layout
Excel 2013+, Excel 2016+, and so on mean a feature is available in all o
[ A Cut R
subsequent versnons, mdudmg Mlcrosoft 365 ) : Calibri

' B I U-
The Future of Excel Legacv Vers:ons ¥ Eqrmat Painter
I demonstrate each technique at

least twice, first by way of
numbered steps in PowerPoint,
and then in Excel.

£ WO N

Microsoft 365 Perpetual Licenses

(Formerly Office 365) Pay once for the software to
Subscription-based version of Microsoft || use on a single computer. No
Office, which includes Excel. Use the new features added until you
software on multiple devices, new buy a new license. Includes

calculation engine, eervices and more Excel 2019 Handouts include PDF of today S
fea:cures are rgllmg ogt that will Excel 2016 presentation along with an example

dramatically set this version apart from Excel 2013 workhook that contains most

past Excel versions. Excel 2010 examples I'll teach from as well as
www.microsoft365.com Excel 2007 and earlier related articles.

Email ask@davidringstrom.com if
you haven't received the handouts.
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Slide ID: 967 E

- Addresses

E F
Office Warehouse INVOICEL " s

44 West Elm Date 1/1/2018 Mainway Toys 840 View Road Wil
| |Springfield, OH 45503 Invoice # 10001 BLAND Corporation 3753 Elm Street Ma
| |(555) 555-5555 C Universal Export 3611 Fifth Street ) No
Tip Top Cafe .__,....----ﬁ2864 Main Avenue Lag
Bill_To: Fake Brotars” 3089 Maple Blvd.  Hol
Universal Expo pABC Telecom 1863 Lake Circle
| |3611 Fifth Street \{11 Fifth Street o = SpringShield 1463 Lake Circle

Water and Power 3448 Oak Street
Krustyco 671 Pine Blvd.
Megadodo Publications 1500 Sixth Street
3669 Ninth Street
4011 View Blvd.
1083 Pine Blvd.
1334 View Road
Atlantic Northern 771 Oak Blvd.
Nordyne Defense Dynamics 4581 Fifth Street
| |MAKE ALL CHECKS PAYABLE TO: SUBTOTAL Mammoth Pictures 1655 Lake Avenue
| |Office Warehouse TAX RATE Central Perk 2865 Fifth Avenue
| |44 West EIm SALES TAX Vandelay Industries 1764 Sixth Blvd.
| [Springfield, OH 45503 TOTAL 'Foo Bars 3845 Elm Street

_Invoice | Inventory List

O 00 SN Oy W

1

Direct references such as this are only Look-up functions, such as VLOOKUP,

marginally better than manually copying can dynamically return the address
and pasting data over and over again. based on changes to cell B7.
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Function Wizard

sd Selectthe cell where you
(54 wantto put the formula. No
need for an equal sign.

5
6 | |Bill To:

7 | |Universal Export
8

Invoice Inventory [ESSNES
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W 0 N OO ;L B W NN =

MAKE ALL

44 West Elm

(555) 555-55

Bill To:

Universal Ex

Office Warel
44 West Eln

Office arahnuen

Type viookup, lookup, or just look.

Search for a function:

Or select a category: IRecommended L]

£

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

VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)

Help on this function . q

Cancel |

Springfield, OH 45503

Invoice Inventory List

| $0.00 |
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Lookup value

Office Warehouse - R Aidibess

44 West Elm LRI S T o0 View Road

X 1 street

Springfield, OH 45503 __
(555) 555-5555 VLOOKUP Fifth Street

Lookup_valu,e_(]87| ) ( t!z = "Universal Export” Main Avenue

’Bi" To: Table_array I = nuember Maple Blvd.

Universal Export Col_index_num |
=VLOOKUP(B7)

e o —L *'fe Circle
Click the button nextto the field if you . circle
wish to browse and select a cell. Street

Range_lookup |

O ~N O s W N

Dine Blvd.

Looks for a value in the leftmost column of a table, and then returns a value In the same row from a column you

pecify, By default, the table must be soried i r Sixth Street
Lookup_value is the value to be found in the first column of the table, a@ Ninth Street
value, a reference, or a text string. View Blvd.

A A Pine Blvd.
| Select the cell based on which you want the value to be looked up. This View Road

value typically will appear within the first column of your list, or will be a hak Blvd.

column to the left to left of the of the data you wish to return.

Fifth Street
| Lake Avenue Gra

| |Office Warehouse e < -
| |44 West Eim SALES TAX | This section explains each of the arguments.

| |Springfield. OH 45503 TOTAL 0T "FooBare
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Table array

Office Warehouse

i 44 West Elm
Springfield, OH 45503

Function Arguments

Date:
Invoice #:

Company Name
Mainway Toys
BLAND Corporation

2| x| rsal Export

p Cafe

-VLOOKUP

Lookup_value |B7 3] = “Universal Export”

_g[ € {"Company Name", Address"

Col_index_num \ _1‘_' = number

Brothers
elecom

;’%;Smeld
~and Power

~N

Address

840 View Road
3753 Elm Street
3611 Fifth Street
2864 Main Avenus
3089 Maple Blvd.
1863 Lake Circle
1463 Lake Circle
3448 Qak Street

Range_lookup g = logical

Looks for a value in the leftmost col&\\a:le and then returns a value in the same row
specify. By def- e table must be s n ascending order,

rExceI displays the column names, and if there's

room, part of the first item from the list.

Select a range of cells comprised of at least two columns. You do
not need to select the entire list, but rather only up through the

column you wish to return data from.

Formula result =

Heip on this function

Cancel

efense Dynamics

I oth Pictures
| Perk

ZU | |44 VWesL CIm oALCS TAA

21 | |Springfield, OH 45503 TOTAL

| Invoice | Inventory List
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andelay Industries

T
&oosars

4011 View Blvd.
1083 Pine Blvd.
1334 View Road
771 Oak Blvd.
4581 Fifth Street
1659 Lake Avenug
2865 Fifth Avenue
1764 Sixth Blvd.
3845 Elm Streeﬁ 7
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Column_index_num

Office Warehouse - SR Address

i 44 West Elm Date: 1/1/2018 Mainway Toys 840 View Road

| |Springfield, OH 45503 Invoice #: 10001 BLAND Corporation 3753 Elm Street
| 2| x| Fsal Export 3611 Fifth Street
b Cafe 2864 Main Avenue
rothers 3089 Maple Blvd.

plecom 1863 Lake Circle
Table_array |H1:121 ["Company Name™,"Address”;"Mainwa: | lshield 1463 Lake Circle

Col_index_num( :2 ) 2 and Power 3448 Oak Street
F wtor e B = nl ol

~VLOOKUP

Lookup_value |B7 "Universal Export”

Range_lookup logical

Looks for a valueg in the leftmost co \f table, and then retums ava

L an. o

specify, By
Indicate by position number which column from the table .
array that you wish to return data from. In this case ive Enterprise 1334 View Road
column | is the second column, thus we enter a 2. eNoRhen 771 Oak Blvd.

Formula result = 2865 Fifth Avenue ne Defense Dynamics 4581 Fifth Street
oth Pictures 1659 Lake Avenue
Help on this function Cancel I h Perk If.a,i-».i—_:.':,;» = - =

. : VEH'U’éIay Industries 1764 Sixth Blvd.  So
21 | |Springfield, OH 45503 ; Foo Bars 13845 Elm Street  Jach

| Invoice | Inventory List
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Range lookup

B

Company Name Address

Mainway Toys 840 View Road
BLAND Corporation 3753 Elm Street
Fsal Export 3611 Fifth Street
b Cafe 2864 Main Avenue
rothers 3089 Maple Blvd.
plecom 1863 Lake Circle
Table_array |H1:121 / / ["Company Name',"Address’;"Mainwa: | |shiald 1463 Lake Circle

Col_index_num |2 a 2 and Power 3448 Oak Street
oo A1 Rina Blud

ALAiD0A0

Type the word False to indicate an exact
match. The list does not need to be sorted in

any particular order for exact matches. 21
~VLOOKUP e — =

Function Arguments

Lookup_value |87 / : “Universal Export”

3611 Fifth Street- The formula returns the correct result now.

Looks for a value in the leftmost column of a table, and then returns a value in the same row from a —
specify, By default, the table must be sorted in an ascending order, y Corp 4011 View Blvd.

Range lookup is a logical value: to find the closest match in the first column (sorted in  |arkie 1083 Pine Blvd.
ascending order) = TRUE or omitted; find an exact match = FALSE. ive Enterprise 1334 View Road

ic Northern 771 Oak Blvd.
Formula result = 3611 Fifth Street ne Defense Dynamics 4581 Fifth Street

11 hoth Pictures 1659 Lake Avenue
Help on this function @ o P ﬂ.‘ bl Perk 2865 Fifth Avenue

! SALES TAK] OO0 vandelay Industries 1764 Sixth Blvd.
21| ‘Sprmgﬁeld OH 45503 TOTAL | $0.00 'Foo Bars 3845 Elm Street

Invoice | Inventory List

hfma
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e
e

- Address - Formula

A B C

BS v F< )l =VLOOKUP(B7,H1:121,2,FALSE) '
Office Warehouse
A B C D 3 F G | 13\
o - arek - . y Type another name and the

1| Co address changes automatically.

2 | |44 West Elm Click the Function Wizard again if you VLOOKUP is not case-sensitive.

3 | |Springfield, OH 45503 need to edit the formula, or make changes — o

4 | |(555) 555-5555 within the formula bar or within the cell. | |Bill L £

5 Tipq ? ( Springshield.

6 | |Bill To: Ship To: Fakd & | [TWoviakeCice

7 | |Universal Export 3 acl 2 | l=VLO0KUP(B7,I-I1:IZI,Z,FALSE)

s | [3611 Fifth Street spriff 12

9 watl 11| ITEM ID DESCRIPTION

o |=VLOOKUP(B7,H1:121,2, FALSE) | ol 12

11| ITEM ID DE =

2 =VLOOKUP(B7,H1:121,2,FALSE)

14 lookup_value table_array [col_index_num [range_lookup]

) B7 H1:121 2 FALSE —_

5 7 what to look for cell coordinates [column to return type of match i

17 | (in this case account of our list data from 0 or FALSE - Exact Match

18 | IMAKE ALL CH| Unijversal Export) 1 or TRUE - Approximate Match

10 | Mffice \Warchn icoms - 5 = 7 i .
_lnvoice » | lnvoice,

hfma

region

9 of 29


file:///X:/Examples/VLOOKUP - Invoice.xlsx
file:///c:/users/david/dropbox/images/978.snag
file:///X:/Examples/VLOOKUP - Invoice.xlsx

Slide ID: 2796

#N/A Error

W oSN O own BN

Clip Top Café

C

Office Warehouse

44 West Elm
Springfield, OH 45503

(555) 555-6555

|=VLOOKUP(87,H1:121,2,FALSE) |

#NIA

ITEM ID DESCRIPTION

with VLOOKUP

G | H ‘ I
Company Name Address
F 840 View R
BLAND Corporation 3753EIm S
Universal Export 3611 Fifth
Tip Top Cafe 2864 Main
Fake{%others 3089 Mapl
ARC T m 1863 lake

Correct spelling is crucial, down
to the exact character.
VLOOKUP is not case-sensitive,
but punctuation and spaces
can cause confiicts.

#NJ/A signifies Not Available.

MAKE ALL CHECKS PAYABLE TO:
Office Warehouse
44 West Elm

Springfield, OH 45503

_Invoice | Inventory List

hfma
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g e = ey
Extensive Enterprise 1334 View
Atlantic Northern 771 Oak Bl

Nordyne Defense Dynamics 4581 Fifth

Mammoth Pictures 1659 Lake
Central Perk 2865 Fifth
Vandelay Industries 1764 Sixth
Foo Bars 3845EIm S

A g C
4 Partial matches will
5 cause an #N/A error. ]
6 | Mi £
Mainway
8 | #N/A
190 : |=VLO0KUP(87,H1:|21.2,FALSE)
11 ITEM ID DESCRIPTION
12 |
131 | | ) |
v _Invoice . @
A : C
4 | |(555) 555-5555
S {
6 | |Bill To:
7
8 | #NIA
190 : L=VLOOKUP(87,H1:I21,2,FALSE)
| A

Leaving the lookup_value cell

blank causes #N/A as well.
’ _Invoice ento @
10 of 29
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e 2(x

Ge |
DEners Q;CJ Change how Excel corrects and formats your text.

Formulas
AutoCorrect: English (United States) '
{ Data
@ 3k g AutoCorrect | AutoFormat As You Type | Actions | Math AutoCorrect |
Proofing
” =™ ¥ Show AutoCorrect Options buttons - |
dve
IV Correct TWo INitial CApitals :
Language g , Exceptions... I
v Capitalize first letter of sentences

Easeof Ac |V Capitalize names of days
[V Correct accidental use of cAPS LOCK key

Export Advanced
P —V Replace text as you type

Customize

Publish Replace: With:
Quick Acc || | feafe

Close Add-ins
Trust Cent calcullated calculated

calulated calculated
can;t can't

Account

0K ) | Cancel

,,’4'
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Extra

Office Warehouse
' Company Name

Mainway Toys
BLAND Corporation
Universal Export

= —_ i

[This cell contains one exfra space at the end.

O 00 SN Oy ;s W

14 |

B

44 West Elm

Springfield, OH 45503

| |(555) 555-6555

Bill To:

Galaxy Corp
#N/A
FALSE

neous Spaces Triggers #N/A

Address

3753 Elm St
3611 Fifth S

P

Qnrianh'ield
|=VLOOKUP(B7,H1:121,2,FALSE) |

=B7=H13 b

ITEM ID

Krustyco

Galaxy Corp

d Pov

671 Pine Bl
1500 Sixth §
3669 Ninth
4011 View

Mr. Sp

1§ This formula returns TRUE if both cells are

1

identical, or FALSE if they differ in any way.

177
18 |
19 |
20 |
21 |

hfma
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MAKE ALL CHECKS PAYABLE TO:

Office Warehouse

44 West Elm

Springfield, OH 45503

_Invoice | Inventory List

Central Perk

Vandelay Industries

Foo Bars

e Enterprise
: Northern
e Defense Dynamics
Mammaoth Pictures

1083 Pine B
1334 View
771 Oak Bl
4581 Fifth S
1659 Lake £
2865 Fifth 4
1764 Sixth
3845 Elm S{

8]

in VLOOKUP

01 ViewBivd. | ——

- |zvLookup(B7&"*" H1:121,2,FALSE) |

One way to deal with spaces that
the end of text is toinclude & *»

in the formula to find something
that begins with Galaxy Corp

1611 — .
nvoice |ENERER - @
. H 1
7 |ABC Telecom IABCTeIecom
8 jSpringShield
9 |Waterand Power
=

The TRIM function is another way
to deal with extraneous spaces.
This function keeps one space
between each word and discards
all other spaces.

S
16 Atlanfic Northern AflanticNo

> Invoice ERGWENGLRY ... (+)
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Slide ID: 3870

Future-proofing VLOOKUP

Spacely Corp
A

ABC Telecom 1863 Lake Circle
SpringShield 1463 Lake Circle
Water and Power 3448 Oak Street
Krustyco 671 Pine Blvd.

=VLOOKUP(B7,H1:121,2,FALSE) |

Qry UNIT PRICE AMOUNT Megadodo Publications 1500 Sixth Street

Monarch Playing Card Co. 3669 Ninth Street
Galaxy Corp 4011 View Blvd.
Mr. Sparkle 1083 Pine Blvd.

On its own VLOOKUP can't see additional rows of data that you add.

One solution is to remove the row numbers from the formula. As
currently written the formula can only return data from rows 1 through

o 4

Office Warehouse
44 West Elm

' [MAKE ALL CHECKS PAYABLE TO: 21. Using the formula shown belowis one way to future-proof

SALES TAX \ Vandelay Industries 1764 Sixth Blvd.

| |Springfield, OH 45503 TOTAL NA\$0.00 Foo Bars 3845 Elm Street

hfma
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@acely Corp 123 Skypad Place a

=VLOOKUP(B7,H:1,2,FALSE)

lookup value table_array col_index_num 1 range_lookup

B7 H:l 2 | FALSE

what to look for || cell coordinates || column toreturn 0 or FALSE: Exact Match
i of our list data from | 1 or TRUE: Approximate Match

13 of 29
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o
Usmg the Table feature with VLOOKUP

' |Company Name | ~ | Address
7 | |Spacely Corp. 16 ;Atlantlc Northern 771 Oak Blvd.

123 Skypad Place | Page Layout 17 |Nordyne Defense Dyn 4581 Fifth Street

v 7 Mammoth Pictures 1659 Lake Avenue

=VLOOKUP(B7,H1:122,2, FALSE)

A

ITEM ID 7 \eripTioN
| Vot N

The Table feature makes

VLOOKUP self-updating, but be [=sHs1:51522 2|

sure to do these steps BEFORE table has headers e

you add any new rows of data. — o]

L SIVOICET | | : < | _Invoice

- Address

D

e Table expands automatically
when new rows are added.

PivotTable Recommended\Table/ lllustrations

Where is the data for your table?

-

2? Seacely Cop £
N (6 |Astro Corp. 456 Rocket Road

Company Name

e terprise 1334 View Road * 4| {555) 555-5655
1< [Company Name {Address ' 771 Oak Blvd. 5
2 840 View Road ' t 6 | |Bill To:
3 | 3753 Elm Street Column headings move mto the 7 | |Astro Caorp. |
4 | ; worksheet frame when the first 8 | 456 Rocket Road \
5 |Tig Click any cell within the list. row can't be seen on-screen. 9 (ViOORUPET L ZFALSE] ]
6 Fa - E— ! 5d 8 J 10[ S
7 |ABC Telecom 1863 Lake Circle ] 22 |Spacely Corp. 123 Skypad Place ( TR |
8 |Springshield 1463 Lake Circle ®  Thetable_array expands
A iatator and Davenr ARAQ Onle Sormnd automatically when based on a table.

nventory

» \Invoice | ERUENGHY ... (+)

hfma
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Slide ID: 3709

Undoing the Table Feature

VLOOKUP - Invoice - Excel oﬂahl:‘ Toals Sign in &=
View  Help D Q Search hoose Convert to Range
from the Design menu.

Formulas Data Review

ﬁ . : Header Row [ ] First Column Filter Button : Table Nam :
T [] Total Row L] Last Column ‘ Tablel fF Remove Dup” g

Insert  Export Refresh = )
Slicer - Banded Rows [_] Banded Columns C Resize Table
Pronerties

Company Name « | Address |~ | City State |~ |Zip .
BLAND Corporation \\____I3753Eim Street  Mauldin PA BLAND Corporation 13753 Elm stre
|Central Perk 2865 Fifth Avenue Sanger CA 5 |Central Perk \ 2865 Fifth Avd

\Extensive Enterprise 1334 View Road Hailey OH A Extensive Enterprise 334 View Ro

‘Fake Brothers 4 9 Maple Blvd. Holtsville S AV
‘ 4 ®The listis now a regular range of

Foo Bars 3 3
| cells with no special

}Galaxy Corp
10 |Krustyco n -
11 EMainway Toys 840 View Road Williston Park
12 |Mammoth Pictures 1659 Lake Avenue Grandview
13 fMegadodo Publications 1500 Sixth Street  Hermitage

14 |Monarch Playing Card Co. 3669 Ninth Street Alamo

characteristics. Any formulas
that refer to a former table must
be manually edited going foward

to include new rows of data.

R el il — R

Inventory List

hfma 1
5o0f 29
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Slide ID: 1004

IFERROR Function with VLOOKUP

| | ‘ K L
=IFERROR(VLOOKUP(B7,H1:122,2,FALSE),"Invalid Input") 2864 Main Avenue Laguna Hills FL 95506:
Bill To: ers 3089 Maple Blvd. Holtsville NY 12764

ABC Telecom ‘1863 Lake Circle  Congers NJ 27782

i ingShield 1463 Lake Circle  Oro Valley AK 60236
A i MO 83578

=IFERROR(VLOOKUP(B7,H1:122,2,FALSE),"") | *" o LS L

rosTye 671 Pine Blvd. Wyoming CA 50593

A period is missing from the name. Megadodo Pu.blications 1500 Si-xth Street Hermitage CcO 77804
‘Monarch Playing Card Co. 3669 Ninth Street Alamo WV 93285

13 4011 View Blvd.  Perry Hall NJ 19876
14 J 1083 Pine Blvd. Nogales VA 29934
15 Extensive Enterprise ‘1334 ViewRoad  Hailey OH 67463
16 ‘Atlantic Northern 771 Oak Blvd. Palm Desert KY 88134
17 Nordyne Defense Dynamics 4581 Fifth Street  Branford MO 96043
18 | |MAKE ALL CHECKS PAYABLE TO: Mammoth Pictures 1659 Lake Avenue Grandview 95211

-IFERROR(VLOOKUP(B7 H1 M21,2 FALSE),"InvaIId Input")

value . value |f error CA 9091%

23 VLOOKUP(B7,H1:M21,2,FALSE) "Invalid Input”
24 a calculation, such as VLOOKUP, that |[\what to display in lieu of the # error; enclose
25 may return a # sign error text in quotes, or use two double-quotes

26 together to make the cell appear blank

Ll

Inventory List

hfma 1
6 of 29
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Slide ID: 3725

Other Types of VLOOKUP Errors

O 0 N O B W N =

Office Warehouse

| |44 West Eim

Springfield, OH 45503
(555) 556-5555

| |Bill To:
| |IMammoth Pictures

HREF!

=VLOOKUP(B7(H1:H22)2 FALSE)
| (H1H22)2 |

ITEM ID

"\ DESCRIPTION

#REF typically indicates a problem

with the column_index_num

argument, in this case referring to
the second column of a single

column table_array

hfma

region

1
| |MAKE ALL CHECKS PAYABLE TO:

Office Warehouse

: 44 West Elm

Springfield, OH 45503

v |ulwpless

W 00 N O B W N =

\\

Office Warehouse

| |44 West Elm

Springfield, OH 45503
(555) 555-5555

Bill To:

| |[Mammoth Pictures

HNAME?

SvlokupB7,H1:122,2,FALSE) |

DESCRIPTION

#NAME? typically indicates that a

function name has been
misspelled, but can also signify
that a range name the formula
relied up on has been deleted

W O N Oy B W N

Office Warehouse

44 West Elm
. Springfield, OH 45503
. (5655) 555-5555

Bill To:
Mammoth Pictures
#VALUE!

|=VLOOKUP(H1:122,2 FALSE) |

i 7j/lEM ID :

DESCRIPTION

#VALUE! typically indicates that
the lookup_value argumentis
missing.

MAKE ALL CHECKS PAYABLE TO:

Office Warehouse

44 West Elm

| |Springfield. OH 45503

» Invoice A v (B

| |MAKE ALL CHECKS PAYABLE TO:
| |Office Warehouse

| |44 West Elm

| |Springfield, OH 45503

b Invoice |EBGOWTIndelgYy ... (+)
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Slide ID: 868

Company Name Address City State Zip City, State, ZIP
ABC Telecom 1863 Lake Circle  Congers NJ 27782|Congers, NJ 27782
Atlantic Northern 771 Oak Blvd. Palm Desert KY 88134 Palm Desert KY 88134
BLAND Corporation 3753 Elm Street  Mauldin PA 852|=J2&", "&K2&" "&TEXT(L2,"00000")
Central Perk 2865 Fifth Avenue Sanger CA 69161 Sanger, CA 69161
Extensive Enterprise 1334 View Road Hailey OH 67463 Hailey, OH 67463
Fake Brothers 3089 Maple Blvd. Holtsville NY 12764 Holtsville, NY 12764
Foo Bars 3845 Elm Street  Jackson PA 36634 Jackson, PA 36634
Galaxy Corp 4011 View Blvd.  Perry Hall 19876 Perry Hall. NJ 19876
ST Dm o Dbl iomade s 50893 Wyoming, CA 50593

Altemative CONCATENATE(J2,", ", K2," ", TEXT(L2,"00000")) 1 Williston Park, ME 02041
Excel 2019/Office 3656=CONCAT(J2,", ",K2," ", TEXT(L2,"00000")) K1 Grandview. OH 95211

egadodo cations X ree ermitage Hermitage, CO 77804
Monarch Playing Card Co. 3669 Ninth Street Alamo Wv 93285 Alamo, WV 93285
Mr. Sparkle

orayne pefen] =J2&"", "&K2&" "&TEXT(L2 "00000™)

SpringShield

J2 &","& [ K2 &""& j TEXT(L2,"00000")
City from Places acomma and || State from [ Places aspace l Adds a leading zero if necessary
column J a space after City column K after State ||  to ZIP codes from column L

Inventory List
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Slide ID: 869

City, State Zip - Formula

B

}44 West Elm
'Springfield, OH 45503
|(555) 555-5555

'Bill To:

G i

M

Company Name Address City State Zip City, State, ZIP
ABC Telecom 1863 Lake Circle  Congers NJ 27782 Congers, NJ 27782 7
Atlantic Northern 771 Oak Blvd. Palm Desert KY ST R TERY

- y =J2&", "RK2&" "&TEXT(lZ "00000")
BLAND Corporatlon 3753 Elm Street Mau‘dln PA Doz T TVIaUTan T, T It Uo7
Central Perk 2865 Fifth Avenue Sanger CA 69161 Sanger, CA 63161

Extensive Enterprise 1334 View Road  Hailey OH 67463 Hailey, OH 67463

1
2
3
4
5 |
6
7
8 | 3611 Fifth Street
9

EUniversaI Export " I =VLOOKUP(B7,H1:121,2,FALSE) bMapIe Blvd. Holtsville NY 12764 Holtsville, NY 12764

Foo Bars 3845 Elm Street Jackson PA 36634 Jackson, PA 36634

10 |
11 | ITEM ID

Nomdge TX 52671 | =VLOOKUP(B7,H1:M21,6,FALSE) iew Blvd.  Perry Hall NJ 19876 Perry Hall, NJ 18876

RTUSTYCO o7 Fine Blvd. Wyoming CA 50593 Wyoming, CA 50593
Maioicaa Touc Mlitbicran Dark nanat \Williston Park, ME 02041

12 |
13 |

-VLOOKUP(B7 H1 M21,6 FALSE) pdiong v

Hermitage, CO 77304

1: lookup_value

16| B7
17| |what to look for
18 MA

table_array i L3 &N index_num range_lookup

H1:M21 ! 6 FALSE
Cell coordinates of the || column toreturn § 0 or FALSE: Exact Match
address list : data from f

19 lOfﬁce Warehouse
20 ‘44 West Elm
21 |Springfield, OH 45503

Universal Export 3611 Fifth Street  Norridge 2P 52671|Norridge. TX 52671
Vandelay Industries 1764 Sixth Blvd. South Milwaukee CA 69639 South Milwaukee, CA 636:
Water and Power 13448 Oak Street  Grove City MO 83578 Grove City, MO 83578

BT [nventory List |

hfma
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Slide ID: 3740

Viewing Two Worksheets at Once

VLOOKUP

- Invoﬁlsx - Excel
( eTell me what you |
“r New Window I

{LOOKUP - Invoicexisx - 2 - Excel

-
Review @ Q Tell me what you

Data

xcel 2010 and earlier or Excel 2013
and later with a single monitor.

+ | Address
840 View Road

pany Name
inway Toys

Sign in

Excel 2013 and later with
multiple monitors: click
Restore Down and move the
window onto another
monitor to see both
worksheets side-by-side,
skip remaining steps.

hfma

region

" "Vertical
" Cascade

671 Pine Blvd.

'Beadodo Publicatior 1500 Sixth Street

narch Playing Card 3669 Ninth Street
axy Corp 4011 View Blvd.

4]

H oS-

File Insert

Normal Page Break Page Custorn Gridlines
Preview Layout Vie

Workbook Views

Home Page Layout

HS-

Laguna File Home Insert Page Layout

Holtsvill

Normal, Page Break Page Custon
8 )Preview Layout Vie
Choose the other
worksheet you wish to view

Alamo

 Perry Ha
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Slide ID: 3726

- i 3 ] q [T L
0 Pag 0 () " .
12 ,
B C R S T U '+/] Y Click the Maximize button il
9 - ‘ [ [ | 1 to return the remaining |

121 Excel 2013 and later: double-- worksheet to full-screen.

13| click any ribbon tab to collapse
the menu and see more rows.

|

After you've finished with |
formulas that cross worksheets |
click the X in either window to ‘
|

|

1

15 | A .

| return to a single worksheet view.

F2q| : ) : - ‘ : 154

OIS Inventory List ’ D ]
= g Ed L] =]
ome - Fage Lavo 2re Q) - Fome 2 Dana lave

1"6 A S R 2 : U | =g dbCu Calibr =11
27" Excel 2013 and later: you must | xcel 201 3a %“td Iat:tr: dotl:\ble'-l(:lI:;Ck

3| do step 9in both windows. Y e 0 [OMOI8 SRe-HINon,
s | ' | A B | c

5 |Orange Widget Orange Widget with Plaid \ - e == <

6 |Purple Widget Purple Widget with Trian 1 = -
,:I,Lnix\l‘ M iicleens Niol MG A~nd it Cnvimnen-ll | | | - _\ b 12 REd WldEEt

1 0 | _Inventory List | ‘ r 13‘

hfma
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Slide ID: 3445

VLOOKUP - Invoicexlsx - Excel Sign in

File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do

&=

Bill To:
Mammoth Pictures

1659 Lake AvenueT\

|=VLOOKUP(B7,'[Address List.xIsb]Sheet1'I$A$1:5E$21,2, FALSE) |

ITEM ID DESCRIPTION UNIT PRICE AMOUNT

I [
‘ ln_vgﬂici,_‘ Inventory List (+)

H Address Listxlsb - Excel Sign in
File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do

B D

O

9,. Share

X

®

1 }Company Name Address City State Zip
2 |Mainway Toys 840 View Road Williston Park ~ ME

3 |BLAND Corporation 3753 EIm Street  Mauldin PA

4 '!Universal Export 3611 Fifth Street  Norridge X

S [Tip Top Cafe 2864 Main Avenue Laguna Hills FL

6 |Fake Brothers 3089 Maple Blvd.  Holtsville NY

. lAne Taloao S 1, T L B P Py 00 P 7 Py
T Sheetl {

+)
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Slide ID: 988

/
Item ID Look-Up

A C B
:_I_Q Description Price 11 | ITEM ID
'Red Widget Red Widget with Sparkles $494.00 12 |Red Widget Red Widget with Sparkle
|Blue Widget Blue Widget with Polka Dots = $229.00 13 jRed Widget Red Widget with Sparkles
(Green Widget  Green Widget with Stripes $271.00 14 |Red Widget #N/A
|Orange Widget Orange Widget with Plaid $173.00 15 #N/A
‘Purple Widget Purple Widget with Triangles = $422.00 16 | #NIA
|Pink Widget Pink Widget with Squares $300.00 17 | #N/A
\Black Widget Black Widget with Hexagons  $383.00 18 These cells return #NJA

19 <
= because column B is blank.

W 0 SN Oy ;s W N

EXE oventory List

C E F C
. ITEM ID  DESCRIPTION QTY  UNITPRICE  AMOUNT ; DESCRIPTION ary
| |Red Widget Red Widget with Sparkles Red Widget with Sparkles
Red Widget Red Wi i arkles Red Widget wi'@ s

| | Copy Cells

Red Widget #NUA | | B i o

‘ I g Fill Formatting Only
g #N/A = =

~ _— \ \ ‘ Fill Without Formatting

I—VLOOKUP(BIZ ‘Inventory LM&Z,

#I/A = #N/ O
Cell C14: The table_array fos e =~ 5 PAYABLE TO.

Widget cannot be found_. JSAI FS TAX I 0 00 I vl Use the AutoFill button to
@) remove extraneous borders.

hfma
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Slide ID: 3729

Perfecting the Item ID Lookup

B C D E F G H I
ITEM ID DESCRIPTION Qry UNIT PRICE AMOUNT Megadodo Publicatiot 1500 Sixth Street  Hermita
Red Widget Red Widget with SparklesT_\\ Monarch Playing Card 3669 Ninth Street Alamo
. * g R -
Red Widget Red Widg A —Cananlot —— Galaxy Corp 4011 View Blvd.

4 = | o
Reawidget  [ned wioh=VOOKUP(B1X iventory Ust I5AS1SRD FALSE) |

| Mr. Sparkle 1083 Pine Blvd.
A Q_h% Extensive Enterprise 1334 View Road
#N/A i

H#N/A Gse absolute references to prevent table_array rows from
MAKE ALL CHECKS PAYABLE TO: drifting. In Excel for Windows press F4 immediately after

: Office Warehouse you select or type the table_array range address. Use
| 144 West Fim Cmd-Tin lieu of the F4 key.

_Invoice | Inventory List |

R = 20000 S S S S| | Al R
ITEM ID DESCRIPTION ary UNIT PRICE AMOUNT Megadodo Publicatiot 1500 Sixth Street

Red Widget Red Widget with Sparkles:.r\\—\ Monarch Playing Card 3669 Ninth Street Alamo

' |Red Widget Red Widg-2—a—c——-t < 2 4011 View Blvd.  Perry Ha

' , = P o ist'! $ 2, .

| |Red Widget Red Widg ‘_!FESR?BU(VLPJOKU (832 nuantory Hst AT S0on2 FAI.'S m) 1083 Pine Blvd. Nogales

«fensive Enterprise 1334 View Road  Hailey
/ LT T Y 0 e T P~ T B |

rUse two double-quotes as the value_if_error argument for
MAKE ALL CHECKS PAYABLE TO: IFERROR to make cells with errors appear blank.

: Office Warehouse , \ "Central Perk € Sanger
| 144 West Flm : 1SALES TAX | : Vandelav Industries. 1764 Sixth Rlvd. _South M

RO inventory List |
hfma:
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Slide ID: 989

Price
A B

Look-Up

D E G H I
11 ITEM ID DESCRIPTION QTY  UNIT PRICE AMOUNT Megadodo Publicatior 1500 Sixth Street  Hermit
12 | |Red Widget Red Widget with Sparkles Monarch Playing Card 3669 Ninth Street Alamo
13| |Blue Widget Blue Widget with Polka Dots Galaxy Corp 4011 View Blvd.  Perry H
14 : 1083 Pine Blvd. Nogalg
15 D 0.00 aise 1334 ViewRoad  Hailey
16 0 Atlantic No k Blvd Palm D)
17 0.00 Nordyne Defense Dyr Branfo
H TAL nan Alcconontls Dick en- ALE0 ) oleo s

2 1 Unte VL0OKUP, SO e 7oy B L]
20 SALES=SUMIF(‘Inventory List'I$A$1:5A$8,813, ' Inventory List'1SC$1:5C58)
21 | |Springfield, OH 45503 TOTAL $0.00 Foo Bars 3845 Elm Street  Jacksol
22 Spacely Corp. 123 Skypad Place Futurey
o2 Actrn Corn ASE Darlent Dand Horicts

=SUMIF('Inventory List'!SAS1:SAS8,B13,'Inventory List'!SC$1:5CS$8)

2 range criteria sum_range
27 I 2 ] J - !
= Inventory List'!SAS1:5AS8 B13 Inventory List'!SC$1:5CS8
25 where to look what to look for | what to add up when matches are found
30

htma
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Slide ID: 969

P
VLOOKUP Approximate Matches

D .E.,

Commission
Subject Score Grade Score Grade| [Sales Rate Single 2020
American Literature 83 B OF 0 5% 0 10.00%
Calculus 60 F 65 D 50,000 6% 9,876 12.00%
Physics 78 C 74 C 80,000 7% 40,126 22.00%
U.S. History 65 D 83 B 120,000 8% 85,525 24.00%
AP Spanish 100 A 92 A 150,000 10% 163,301 32.00%

=VLOOKUP(C3,$F$2:5G$7,2, TRUE) ol Soa
Sales 165,053 518,401 37.00%
Rate 10%

W oo o bW

Income 81,359

|=VLOOKUP(19,13:47,2, TRUE) |12y Rate P

|=VLOOKUP(M11,13:M9,2, TRUE) |

=VLOOKUP(C3,$F$2:$G$7,2,TRUE)
lookup _value | table_array [ col_index num ' range_looku

C3 | SFS2:5GS7 2 TRUE
what to look for || Cell coordinates of the column to return 0 or FALSE: Exact Match
‘ score list data from 1 or TRUE: Approximate Match

hfma
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Slide ID: 970

- Tax Rates

A B C

: Client -Taxable Income‘Tax Rate.

‘Adam 88,780.00 25.0% 0

Bri Improperly crafted approximate matches 9275
f can resultin errors thatare hard to see;
Ja|  the table_array should be $E$2:$F$8. 37,650

Chery 5T 0% 91,150
Brandon  443,411.00 (35.0% 190,150

|=VLOOKUP(B6,5E$2:5F$7,2, TRUE) % 413,350
415,050

|=VLOOKUP(BG,$E$2:$F$7,2,TRUE)

O 0~ LS W

table_array col_index_num [range_lookup]

B6 SES2:5FS7 2 TRUE
incorect cell coordinates of | Icolumn to return type of match
our list, should be data from 0 or FALSE - Exact Match
$E$2:$F$8 or E:F 1 or TRUE - Approximate Match |

lookup_value

what to look for
(in this case 443,411)

| TaxRate | @

hfma

region

27 of 29


file:///X:/Examples/Tax Rates.xlsx
file:///c:/users/david/dropbox/images/970.snag
file:///X:/Examples/Tax Rates.xlsx

Slide ID: 4663 - M
/ :

- XLOOKUP Introduction (Microsoft 365)

A B C| D . E O 5 | G .
March Account # Account Name January February

i 40100 92,741 40100 Product Sales 99,738 113,689
40100 92,741 | 40200 Services 32914 | 37,517
40300 Other Income 19,948 22,738
40400 Interest Income 2,992 5,684
=VLOOKUP(A2,D1:H5,5,0)

=XLOOKUP(A3,D1:D5,H1:H5)

1
2

3

4.
5
6
7.
8.
9.

=XLOOKUPA3,D1:D5,H1:H5)

lookup_value lookup_array return_array

A3 D1:D5 H1:H5

what to look for cell coordinates || cell coordinates of
(in this case, account 40100) where to look what to return

| XLOOKUP-Introduction |  (4)
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Slide ID: 485

Thank you for attending!

I'm happy to hear from you. In particular let me know if you did not
receive the handouts for this presentation.

David Ringstrom, CPA
L) ask@davidringstrom.com
] www.twitter.com/excelwriter
] www.linkedin.com/in/davidringstrom

Is there something you were hoping to learn today but didn't?
Please let me know. You can ask me anything about Excel.
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