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Excel 4
Updated 3/21/2022 by Logan Kirkwood
Learn and master the following:

Text to Column
· Function if you are wanting to split text in one column up into multiple columns
· [bookmark: _GoBack]THIS CAN ONLY BE USED IN THE DESKTOP VERSION, NOT THE ONLINE VERSION
· Select column you want to split
· Select Data > Text to Columns
· When the pop-up appears, select Delimited > Next
· Select the Delimiters in your data. In this example, it is the commas and spaces.
· See data preview window to check
· Select Next
· Select the Column Data Format or what excel chose for you
· Select the Destination
· This is where you want the data to appear on your worksheet
· For our example, we are going to choose B2 to start, so you can either select the box or type in $B$2
· Select Finish


String Manipulation
· String Functions refer to the category of functions that allow you to control the cells in many different ways
· Strings are blocks of text that appear in Excel; when using strings, always type your text in quotation marks so that Excel knows that it is reading one coherent block of text
· Ex. “Slippery Rock”
· Join Strings
· Use the & operator
· In C2     =A2 & “ “ & B2
· Note: this is the same as the concatenate function we will discuss next
· Left
· Extract the leftmost characters from a string; make sure to include the number of letter you want Excel to count- for us, we will be using 4
· In B5        =LEFT(A5,8)
· Right
· Extract the right most characters from a string; works the same as left
· In B5        =RIGHT(A5,4)
· Mid
· Extract a substring, starting in the middle of a string; the first number you use is the character the string will start, the second number is the number of characters the function will count
· In B5         =MID(A5,6,5)
· Len
· To get the length of a string 
· In B5         =LEN(A5)
· Find
· To find the position of a substring within a string
· In B5         =FIND(“ip”,A5)
· Substitute
· To replace existing text in a string
· In B5         =SUBSTITUTE(A5, “Rock”, “Pebble”)


Concatenate
· Function is used to join strings
· Example:
· Combine the sting is cell A1 and B1
· In C1        =CONCATENATE(A1,B1)
· Use the & operator to produce the exact same result
· In C1        =A1 & B1
· When adding “and” to the function will combine the 2 cells using “and”
· In C1      =CONCATENATE(A1,”and”,B1)
· To add just a space between the strings, use “ “
· In C1       =CONCATENATE(A1,” “,B1)


Data Validation
· Function controls what a user can enter into a cell
· Example, within ranges: 
· We want to answer the question “How many glasses of water do you drink in a day?”
· In this example, we will restrict users to enter a whole number between 0 and 15
· Select cell you wish to have answer in; for us, we will be using B2
· Select Data > Data Validation
· Settings Tab
· Allow List > Whole Number
· Data List > Between
· Enter Min and Max Values, for us 0 and 15
· Input Message Tab
· Check “Show Message”
· Enter a title
· Enter an input message
· Error Message
· Check “Show Alert”
· Choose either blocking or warning
· Blocking will prevent their data entry, warning will allow, but they will still receive a notice
· Enter a title
· Enter an error message
· Click Okay
· Data Validation Result
· Try to enter a number outside of range, you will receive your error message
· Example, drop-down list:
· Function helpful if you want to make sure that users select an item from a list, rather than then typing their own values
· You will want to start by creating 2 sheets
· One the 2nd sheet, you will type the options that will appear in the drop-down list
· On the 1st sheet, you will type you question; for us we will put it in F1
· Select cell G1
· Select Data > Data Validation
· Settings Tab > Allow Box > List 
· Source > Select your range; for us, we will be using A1:A3 on Sheet 2
· =DataValidation2!$A$1:$A$3
· Click Okay
· How to allow other entries
· If you do not allow other entries, you will receive and error message if you type an answer that is not one of the options from your list
· Data > Data Validation
· Error Tab > uncheck “Show Alert”
· Click Okay, you can now enter a value that’s not in a list



V-lookup
· One of the most popular functions in Excel
· Exact Match
· Note: This is the same as Match function discussed in the last session
· Example:
· In G2        =VLOOKUP(G1,A2:D8,4,FALSE)
· By using 4 in our example, it tells Excel to return the value in the same row from the fourth column of the table
· By Using FALSE in our example, it tells Excel to return an exact match. If the function cannot find the desired value (for us it would be 51), it will return an error message
· Approximate Match
· Approximate match works the same as exact match, expect for instead of using FALSE, we are inputting TRUE. Therefore, when you are looking up the desired value (for us it would be 51), and Excel cannot find it, it will return the largest value smaller than the desired value. IT DOES NOT FINE THE CLOSEST VALUE.
· VLOOKUP always looks to the right and is case-sensitive, unlike most other Excel functions
· Example:
· In G7          =VLOOKUP(G6,A2:D8,4,TRUE)
· See how it return the salary for ID 43, because that is the largest value smaller than what we were asking at 50.
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