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	Basic Math Cell Calculations
	
	Keyboard Shortcuts

	Formula
	Example
	Formula
	Example
	
	

	Addition:
	=A1 + B1
	Multiplication
	=A1 * B1
	
	Ctrl +Home
	First cell with data

	
	
	
	
	
	Ctrl +End
	Last cell with data

	Example:
If A1 = 10 and B1 = 8 → result is 18
	Example:
If A1 = 10 and B1 = 8 → result is 80
	
	Ctrl +A
	Select all

	
	
	
	Ctrl +C
	Copy

	
	
	
	Ctrl +V
	Paste

	Explanation:
This formula adds the values from two cells. 
	Explanation:
This formula multiplies the values from two cells.
	
	Ctrl +F
	Find

	
	
	
	Ctrl +Z
	Undo

	
	
	
	Ctrl +Y
	Redo

	Subtraction
	=A1 - B1
	Division
	=A1 / B1
	
	Ctrl +N
	New Workbook

	
	
	
	
	
	Ctrl +P
	Print

	Example:
If A1 = 10 and B1 = 8 → result is 2
	Example:
If A1 = 10 and B1 = 8 → result is 1.25
	
	Ctrl +S
	Save

	
	
	
	Tab key
	Move one cell to the right 

	
	
	
	Ctrl + ;
	Enters today’s date

	Explanation:
This formula subtracts the values from two cells.
	Explanation:
This formula divides the values from two cells.
	
	Ctrl + i
	Italics

	
	
	
	Ctrl + B
	Bold 

	
	
	
	Ctrl + U
	Underline

	Core Functions
	
	



	Formula
	Example
	Formula
	Example
	
	Worksheet Functions

	Sum

	=Sum(A1: C1)
	Count
	=count(A1:c1)
	
	To rename a worksheet
Double-click your mouse on the worksheet name and enter new text.

	Example:
If A1 = 10 and B1 = 8 and C1=4→ result is 22
	Example:
If A1 = 10 and B1 = 8 and C1=4→ result is 3
	
	Spell Check

Select the Review tab select spelling

	Explanation:
This formula adds the values from multiple cells. 
	Explanation:
This formula counts the cells with numbers in them
	
	Tab color
Right click the worksheet tab  select tab color

	Average
	=Average(A1: C1)
	If
	=if(a1>70,”pass”,“fail)
	
	Delete Cell Contents
Select the cell press delete on your keyboard

	Example:
If A1 = 10 and B1 = 8 and C1=4→ result is 
7.333333
	Example:
If A1 =75 → result is Pass
If A1 =65  result is Fail
	
	To add a column:
Select (left click your mouse) on the column letter select the Home tab in the cells group on the ribbon select
 Insert or delete  -->column

	Explanation:
This formula averages the cells selected
	Explanation:
This formula checks a condition and returns one of two outcomes. 
	
	To insert or delete a row
Select (left click your mouse) on the row number select the Home tab in the cells group on the ribbon select
 Insert or delete -->row

	Today
	
	=today()
	Now
	=now()
	
	

	Example:
1/27/2026
	Example:
1/27/2026 13:48
	
	Change Zoom

	This function inserts the current date in the format above
	This function inserts the date and time
	
	Select the zoom slider bar on the bottom right-hand corner to change the view.
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🎯 Conditional Logic
· IF: =IF(A1>50,"Pass","Fail")
· Nested IF: =IF(A1>90,"A",IF(A1>80,"B","C"))
· AND: =AND(A1>0, B1<10)
· OR: =OR(A1="Yes", B1="Y")

🔍 Lookup Essentials
· VLOOKUP: =VLOOKUP(A2, D2:F20, 2, FALSE)
· HLOOKUP: =HLOOKUP(A2, A1:F3, 2, FALSE)
· XLOOKUP: =XLOOKUP(A2, D2:D20, E2:E20)
· INDEX + MATCH: =INDEX(E2:E20, MATCH(A2, D2:D20, 0))

🧹 Text Cleanup & Formatting
· TRIM (remove extra spaces): =TRIM(A1)
· UPPER: =UPPER(A1)
· LOWER: =LOWER(A1)
· PROPER: =PROPER(A1)
· LEFT: =LEFT(A1, 3)
· RIGHT: =RIGHT(A1, 4)
· MID: =MID(A1, 2, 5)
· CONCAT / CONCATENATE: =CONCAT(A1, " ", B1)
· TEXTJOIN: =TEXTJOIN(", ", TRUE, A1:A5)

📅 Date & Time
· TODAY: =TODAY()
· NOW: =NOW()
· DAY / MONTH / YEAR: =DAY(A1)
· DATEDIF (age or duration): =DATEDIF(A1, TODAY(), "Y")
· EDATE (add months): =EDATE(A1, 3)

📈 Quick Data Analysis
· COUNTIF: =COUNTIF(A1:A20, "Yes")
· SUMIF: =SUMIF(A1:A20, "North", B1:B20)
· AVERAGEIF: =AVERAGEIF(A1:A20, ">50")
· UNIQUE: =UNIQUE(A1:A20)
· SORT: =SORT(A1:A20)
· FILTER: =FILTER(A1:B20, A1:A20="Active")

🧮 Error Handling
· IFERROR: =IFERROR(A1/B1, "Check Value")
· ISBLANK: =ISBLANK(A1)
· ISNUMBER: =ISNUMBER(A1)
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