
WEEK 2: FORMULAE IN SPREADSHEETS 

1. SUM 

The SUM() formula performs addition on selected cells. It works on cells containing 
numerical values and requires two or more cells. 

 
=SUM(C2:C5) 

 

 

 

 

2. MIN and MAX 

The MIN() formula requires a range of cells, and it returns the minimum value. 
 

=MIN(E2:E5) 
 
 

 

 
The MAX() formula is the opposite of MIN(). It will return the maximum value from the 
selected range of cells. 

 
=MAX(E2:E5) 



 

 
3. AVERAGE 

The AVERAGE() formula calculates the average of selected cells. 
 

=AVERAGE(C2:C5)  
 

 

 

 

4. COUNT 

The COUNT() formula counts the total number of selected cells. It will not count the blank 
cells and different data formats other than numeric. 

 
 

=COUNT(E2:E5) 
 

 
To count all types of cells (date-time, string, numerical), you need to use the COUNTA() 
formula. 

 
The  COUNTA  formula  does  not  count  missing  values.  For  blank  cells,  use 
COUNTBLANK(). 



 

5. POWER 

POWER(D2/100,2) 
 

 

 

 

6. CEILING and FLOOR 

The CEILING() formula rounds a number up to the nearest given multiple. 
 

=CEILING(F2,1) 
 



The FLOOR() rounds a number down to the nearest given multiple. 
 

=FLOOR(F2,1) 
 

 

 

7. CONCAT 

The CONCAT() Excel formula joins or merges multiple strings or cells with strings into one. 
 

=CONCAT(C2,B2) 

 

 
 

8. TRIM 

TRIM is used to remove extra spaces from the start, middle, and end. It is commonly used 
to identify duplicate values in cells, and for some reason, extra space makes it unique. 

 
 

=TRIM(A4) 
 

 

9. REPLACE and SUBSTITUTE 

REPLACE is used for replacing part of the string with a new string. 



 

REPLACE(old_text, start_num, num_chars, new_text) 
 

• old_text is the original text or cell containing the text. 

• start_num is the index position that you want to start replacing the character. 

• num_chars refers to the number of characters you want to replace. 

• new_text indicates the new text that you want to replace with old text. 
 
 
 

 

=REPLACE(A2,1,1,"B") 
 
 

 
The SUBSTITUTE formula is similar to REPLACE. Instead of providing the location of a 
character or the number of characters, we will only provide old text and new text. 

 
SUBSTITUTE(text, old_text, new_text, [instance_num]) 

 
 

=SUBSTITUTE(A4,"Jacoba","Rahim") 



 

10. LEFT, RIGHT, and MID 

The LEFT returns the number of characters from the start of the string or text. 
 
 

=LEFT(A2,9) 
 
 

 
The MID formula requires starting position and length to extract the characters from the 
middle. 

 
 

=MID(A2,11,6) 

 

 
 

 
The RIGHT will return the number of characters from the end. You just need to provide a 
number of characters. 



=RIGHT(A2,7) 
 
 

 

 

11. UPPER, LOWER, and PROPER 

The UPPER, LOWER, and PROPER are basic string operations. UPPER will convert all 
the letters in the text to uppercase. 

 
 

=UPPER(A1:F1) 
 

 

 
 

LOWER will convert the selected text lower case. 
 
 

=LOWER(A1:F1) 
 

 



PROPER will convert the string to the proper case. 
 

=PROPER(A1:F1) 

 

 
 
 

 

12. NOW and TODAY 

NOW returns the current time and date, and TODAY returns only the current date. 
 

=NOW() 
 
 

 
 

To extract the seconds from the time, you will use the SECOND() formula. 
 
 

=SECOND(NOW()) 



 
 

 
Similarly, TODAY will return only the current date. 

 
 

=TODAY() 
 

 

 
 

To extract the day, you will use the DAY() formula. 
 
 

=DAY(TODAY()) 
 



13. DATEDIF 

The DATEDIF calculates the difference between two dates and returns the number of 
days, months, weeks, or years based on your preference. 

 
 

=DATEDIF(A2,B2,"d") 
 
 

 

 

14. VLOOKUP and HLOOKUP 

The VLOOKUP formula searches for the value in the leftmost column of the table array 
and returns the value from the same row from the specified columns. 

 
VLOOKUP(lookup_value, table_array, col_index, range_lookup) 

 
• lookup_value: the value you are looking for that is present in the first column. 

• table_array: the range of the table, worksheet, or selected cell with multiple 
columns. 

• col_index: the position of the column to extract the value. 

• range_lookup: “True” is used for the approximate match (default), and “FALSE” is 
used for the exact match. 

 
=VLOOKUP(A2,worksheet1!B2:H20,6,FALSE) 

 
 



The HLOOKUP searches for the value in the first row instead of the first column. It returns 
the value from the same column and the row you specified. 

 
HLOOKUP(lookup_value, table_array, row_index, range_lookup) 

 
 
 

15. IF 

The IF Excel formula is straightforward. It is similar to an if-else statement in a 
programming language. If the logic is correct, it will return a certain value; if the logic is 
False, it will return a different value. 

 
 

=IF(G2<24.9,"Fit,"Unfit") 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 


