Manansala, Joshua N.

BSCS-C301

Practice Task # 2: MS Excel Functions

This practice task focuses on mastering essential Excel functions to automate data
processing and perform complex calculations efficiently. It covers a wide range of logical, text,
mathematical, and statistical formulas—such as VLOOKUP, Nested IFs, and TRIM—designed to
clean data and extract meaningful insights. By completing these exercises, you will learn to handle
real-world data scenarios, including financial modeling, date manipulation, and error handling.
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. IF
: ol
3 What dees it do?
4 Itchecks whether 8 condition is true of Not and on the basis of that returns & value
:
& Syntax
7 | «iffLogical_Test, [value_if_true], [value_if_false])
:
9 Logical Test
11 you want to eviluate a condifion based on text value, then use double quotes (") with equal 1o signs (Row 27 for example)

15
15 Value_if_False

17 1 the logica] test does not hald, then excel will return this value
18

19 Example
20 Using IF formula to dertify 1 student has passed sn axom or not
21 Student ] _waarks [pas or rai Formuls

22 soo 50 Pass | =r(B2z>=40. Pass” Fail)
33 _soo 70 Pass

24 _soos 20 ai

25 5004 T =

=

27 Note
28 1F instand of marks, we had Grades & B,C 10, test values then the sbove formulas would have changad by

5| g2t pass il —/
5

32 Write a formula using IF. Salary for an AVP will be 52,000 and for an analyst will be $1,000

34 eoo ave | $2000
35 ooz | Ay | $1000
36 E003 | anshst | S2000
57 _E004 | anshst | 51000
1
1
a0
a1
© -
> Logical - IF  |ogical - AND | Logical - Nested IFs | Logical - OR  Logical - IFERROR | Logical - IFNA ~ Text-Exact  Text-TEXT | Text- CONCATENATE | Text-TRIM = Text-SUBSTITUTE  Text-VALUE  Tet-UPPER  Tea-LOWER 1 = P oA
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, CONCATENATE
2 e
: What does it do?
4 | This function joins several (more than 1 teat string into 1 string
s
& Syntax
7 | ~CONCATENATE[String1, String2, and 50 on..]
5 on
9 =String1&String?& so orf
10 P
11 String 1
12 Firststring whick you want to concatenate
1
14 Stringz
15 Secand string which you want t in ta the first string
is
17 Example
18 loin the 3 strings togs 8 and B [ampersand) operatar
19 _string1 | _stringz | string3 =0 Formui
20 _soo 50 Pass_|_so0190Pms CONCATENATEIAZ0,820,C301
21 _som 70 Pass | _So0270Pes a1
22 _so03 20 Fail | _soos2orail
23004 a1 Poz: | Sopasipms
28 5008 33 Fail 5005 39 Fail in these 3 examples, we have sdded
25008 5 Pazs | soos 99 pass — | spaces ar semi-colons betwaen the
s 1 Fail | seoranfal | cOWCATENATEIAZG 826 c26] strings to make the result raadable
z
28 Note
| characters hietween strings, you wauld need to use double quates ™ and declare the value
les above
er using CONCATENATE and & [ampersand) operotar o ge the resuits
=3 st
E001-AVP-890 | CONCATENATE 0014V 800
CONCATENATE
CONCATENATE £003/Analyst-100 1
0 Anelyst:A00
000 | E00s AVP 1000 0 £003 AVP 1000
ED06 Analyst 250 & E006 Analyst 250
lF0o7Ansiyets0d & FO07 Anabyst 500
2 -
> Logical - IF  Logical-AND  Logical - Nested IFs  Logical - OR  Logical - IFERROR  Logical - IFNA  Text-Exact  Texe-TEXT ~ Text- CONCATEMATE | Text-TRIM = Text- SUBSTITUTE  Text-VALUE = Te-UPPER  Text-LOWER T = N
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. WEEKDAY
2
> What does it do?
4 This 1and7 W el v 1, Monday.
5 |2..50.on il saturday which will be 7. Do note that at imes, you may have to change the format of the cell 1o Aumeric to get the date in
6
7 Syntax
& | “WEEKDAY(SERIAL_NUMBER, [retum_type])
s ; -
10 Serial Number -
11 Date from which yol want to extract the vesr part
12 —
13 return_type
14 Default settings i e if you do not mention this, Sunday would be 1. Manday 2 and so on. If you select it as 2, Monday will be given 1, Tuesday 2 and
15 saen
18
17 Example
18 /s weekday number b type value
18 CalA Resuit Farmula
0 25/02/2026 =WEEKDAY|A20)
2 25/02/2028 SWEEKDAYiA21.2]
22 25/02/2026 SWEEKDAY(A22 3)|
P 25/02/2026 [SWEEKDAY|A23, 14
2a
25 Emercise 1
26 Use WEEXDAY) o o dates mentione in"Date’ column uzing Return Value'
27 bates Resuits. |
% _0u/01/2017 1 1 |
29 _0u/01/2017 2 7 |
30 _01/01/2017 3 & |
s
32 Emercise 2
55 1f oy ofthe dates inthe column Tuesd, Use ion 1o check weekdays with return
54 value 1 You will hve to use if function. st kas been dene 5z n example
s mew Date
36 _za/o3fa0nr 3 28/03/2017
57 28/03ia017 ) 29/03/2017
58 21/03r017 17/03/2017
28 _ou/p17036 01/01/2016
<0 [oi/s13087 o1/o1/3037
41 [ou/o1/a018 01/01/2015
42 01D1/2014 01/01/2014 v
< > = Date-DAY Date-MONTH Date-YEAR = Date-WEEKDAY Time MINUTE = Time-HOUR  Lookup-VIOOKUP  Lookup-HLOOKUP  Lookup- TRANSPOSE  Lookup-MATCH =~ MATH-SUM  MATH-SUMIF | MATH-SUMPRODUC — + § 4»
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VLOOKUP
1
2
: What does it do?
& Thiz function i3 p o pa ins return data from tothat value
s
& Syntax
7 | “VLOOKUP{LookupValue, Table_Array, Column_index_num, [Range_Lookup])
a - -
5 LookupValue - P
10 |he vl whick e b lnoked fox jar& particulr table, -
5 hie ke
12 Table Aaray ~
13 The table in which we ar ¢ e to 8y pressing F2 key when you have
12 selecid yous el 6 i e rangs, 50 e you capy frmula rom omecel o anciher, the range does ot update autamatically
15 -
15 Column_index_Num
17 1 the walut is presentri the table, then which column Consists of the value we want the functien to return
and FALSE (which is exact are searching for in a table
et casts infrant of items
1) The first parameter relates to spare part for which we want 10 get the costs
ebers 1o the dat range - 0 Mercedes informati
“Lookup table' -sa that s 2 cohumns - i
saare part i one consis . For BMW that
infarmatian is svailable in 3rd colum, thus our data range consists of 3 calumns far the secand
paramter
3) The 3rd parameter refers to for Mercedes that
of the be 3ed and for Audi it would be 4th
SLOOKUP(B38.5A524 5C528, 4] FALSE refers to us. et
v
€ > = Time-MNUTE Time-HOUR Lookup-VLOOKUP | lookup - HLOOKUP = Lookup - TRANSPOSE | Lookup-MATCH =~ MATH-SUM  MATH-SUMIF  MATH-SUMPRODUCT =~ MATH-RAND = MATH-RANDBETWEEN | MATH-ROUND =~ + ;i 4»
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SUM
1
2
3 What does it do?
4 This function returns the sum of the cells or range selected
s
5
7 | -SUM(Number 1, Number 2...)
8 e
B
10 The first value
1
12 Mumber Fand 30 0n
13 The second (and 50 0n. ] value to sum
14
15 Example 1
16 Use SUM function to get the sum of cells.
17__con caln <
1 s 1 a7 SUMAIECIE)
1310 o EE)
E T 100 995 =A20+820+20
21
22 Example 2
23 Use suM functicn to get the sum of cells
14 s s 1 7
35 how F s6 345 2
36 Rowt 2 & FT) 34
7 howD [ 1 a7 ]
28 Total 17 ) 927 %
Formula SSUM(B24 B2 | sC24+C25 | sSUM(D24,025,02 | sSUM(E24 £25 F26:
= 7) +£26:C27 6027) 7)
30
21 Example 3
32 Getthe SUM of i cells belcw
3 [ ow | Farmua
38 s | || 16 | =sumiazs 236,c3+,c36.835:836) |
35
3
7
38 Note
38 if you want tn sum the entire column | suppese, all you need to do is =SUM(L), it will select the entire column | and give you the sum of the numbers in
40 it Similirly, you can select the entire row s well. 1 you write, SSUN41:42), 1t wil return the sum of il numbers in Sows 41 and &2 -
< 3> = Time-MNUTE Time-HOUR Lookup-VLOOKUP | Lookup-HLOOKUP  Lookup-TRANSPOSE | Lookup-MATCH ~ MATH-SUM  MATH-SUMIF  MATH-SUMPRODUCT ~ MATH-RAND  MATH-RANDBETWEEN | MATH-ROUND — + 3§ 4»
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STDEV.S
1
2
3 What does it do?
4 | This fumetion gives the standard deviation of the given set of values or range he
5 devistion the better, a3 t implies that there i nok much variance in the dats. Blank cells, text, nd error values are ignored
6
7 Syntax
@ | ~STDEV.{[number1].Inumber2] and so on. )
SN o
10 [number1], (number2] and 5o on,
11 Numbers far which you want bo find out standard deviation
12
13 Example
14 |calculste for the following set of numbers.
1 ‘Range of feumbers ST oEv Formuls
1842 a5 20 = 1307351011 | =SToEvSiALe016]
7 a7 0 34 50 1658061117 STDEV.SIA17:017)
1B a6 52 n 26 8958236434 | STOEVSIALEDISI
18 a2 w0 a7 a7 3559026084 | =TDEVSIAI9D18]
0
21 Exercise
22 Galculate standard devatian for the following set of numbers
3 Fange of Numbers Resuit
24 7 7 2 3 262985560
s T F 1 ® 2380476103
. s [ O e
7 s s 7 ] TRis7aias
28
9
0
1
52
58
34
s
3
7
38
2
)
a
a2 -

€ > = MATH-EVEN MATH-ODD = MATH-MOD = STATISTICAL- MIN  STATISTICAL - MAX | STATISTICAL - AVERAGE  STATISTICAL - SMALL | STATISTICAL - LARGE | STATISTICAL - COUNT | STATISTICAL- COUNTIF | STATISTICAL - STDEV ¢ — f : a»
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. PMT, NPER, PV, FV
2
3 What does PMT do?
4 tcalculstes the payment of 8
s
3
7| -PMTicate,nper, pv, (], (typel)
s g S
s mae” S
10 inerestpbte /
1n £/
12 wpe? S
13 Numbee of payments
w S S
5w/
16 Presené value of loan taken
w
18 ¥V and Type
19 Fvand h s with F¥ e of the loan. the payment
20 will be made st the end of the month of not
2
22 Suppose person ABC buys 3 car and agr af &% over 4 years [L.e. 48
amount 5 530000
monthiy, L w12
The PRIT 15 negative | & Nighlighted red because it 1 Imglying
thet ABC wil have to give thiz much smeant of money every
~enT{624825,826) |month

3
0
21 What does NPER do?
32t ealeulates the number of paymants required based on fixed Interest Fate, CoRstant periadic payments
3
54 Syntax
35 | =NPERfrate,pmt, pv, [fv], [typel)
w S/
7 /
38 Interest fate
s/
o oar® S
41 Aegulad Poymént smount .

€ > = STATISTICAL-AVERAGE  STATISTICAL-SMALL  STATISTICAL - LARGE | STATISTICAL - COUNT | STATISTICAL- COUNTIF  STATISTICAL - STDEV  STATISTICAL - CORREL  STATISTICAL - MEDIAN ANCIAL functions + Paw
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