

		�����	�����

���������������
����������
�"! ����!�

><(A1;:833;(A76;5=A?6;;=A?6/0?A,/<A6/0A=/A?/(=A53+A28)=;(A

,/<(A+5=5A*53<5)),.A'+@537;+A<?;(?A+/A=68?A

4(/:(5**5=875)),A08=6A5((5,A2/(*<)5?-

'((5,A2/(*<)5?A5))/0A,/<A=/A4;(2/(*A75)7<)5=8/3?A/3A

*<)=84);A7;))?A?8*<)=53;/<?),.A96;?;A5(;A=6(;;A&;,A2<37=8/3?%

V/*;A/2A=6;?;A2<37=8/3?A5(;A/3),A5@58)51);A83A=6;A*/?=A

(;7;3=A@;(?8/3?A/2AF87(/?/2=ADC7;).

]\[Z]Y a_`^ �[e^Y`

96;A�'�x{D9�DD�A2<37=8/3A8?A*/(;A2);C81);A=653A�'�xA

1;75<?;A,/<A753A?4;782,A=6;A1/==/*A53+A=/4A3<*1;(?A5?A

?/*;=683:A/=6;(A=653AjA53+Ah.

96;A¤��¢¤DA2<37=8/3A577;4=?A5A(53:;A53+A(;=<(3?A5A)8?=A/2A

<38�<;A@5)<;?-

V<44/?;A,/<A65@;A?5);?A+5=5A2/(A7)/=683:A8=;*?.A9/A283+A=6;A

<38�<;A8=;*?A83A7/)<*3A'�A<?;A=68?A2/(*<)5%

96;AV>�9A2<37=8/3A?/(=?A=6;A7/3=;3=?A/2A5A(53:;.A96;A

?,3=5CA8?%

96;AÃ�À9D�A2<37=8/3A);=?A,/<A28)=;(A5A(53:;A/3A5A

?4;78287A7/3+8=8/3.A968?A8?A=6;A?,3=5C%

96;A)5?=A=6(;;A5(:<*;3=?A5(;A/4=8/35)�A53+A=6;A

+;25<)=?A5(;A<?<5)),A065=A,/<A053=.

V<44/?;A,/<A053=A=/A28)=;(A=6;A(/0?A83A=6;A?5*4);A

+5=5A=/A/3),A?6/0A06;(;A=6;A?5);?A@5)<;A8?A:(;5=;(A

=653AÈhÚ.A¤?;A=68?A2/(*<)5%

9/A?/(=A=6;A?5*4);A+5=5A1,A=6;A28(?=A7/)<*3�A<?;A=68?A

2/(*<)5%

Y/<A*5,A1;A=683&83:A8=A0/<)+A1;A387;A=/A5@/8+A=6;A*53<5)A

7/4,A/2A=6;A�'�x{D9�DD�A2<37=8/3.A9/A:;=A?<4;(-

5+@537;+�A,/<A753A<?;A=6;A3;0A�'�x'��'YA2<37=8/3A83A=6;A

)5=;?=A@;(?8/3A/2AF87(/?/2=ADC7;).

96;A/)+;(AÃ>�DC'V9A2<37=8/3A05?A(;4)57;+A08=6A5A?;=A/2A

3;0;(A2<37=8/3?A83ADC7;)A2jh6-

Y/<A76//?;A=6;A2<37=8/3A15?;+A/3A=6;A?4;78287A2/(;75?=83:A

*/+;)A=65=A,/<A053=.AÃ/(A;C5*4);�A=6;AÃ>�DC'V9.D9VA

2<37=8/3A<?;?A=6; 5):/(8=6*.ADC4/3;3=85)AV*//=683:A

96;A?,3=5CA8?%

96;A?,3=5CA8?%

V<44/?;A,/<A65@;A+5=;?A2(/*A=6;Ah?=A=/A=6;AÚ=6A/2AJ53<5(,A

83A7/)<*3A'A53+A?5);?A5*/<3=?A83A7/)<*3A{.A968?A2/(*<)5A

08))A4(;+87=A=6;A3;C=A?5);?A5*/<3=%

9/A:;3;(5=;A(53+/*A3<*1;(?A1;=0;;3AhA53+AhjjA57(/??A?8CA

(/0?A53+A383;A7/)<*3?�A<?;A=68?A2/(*<)5%

PY`CY\^[eY.[\C(�		��,�k)

=PY`CY\^[eY.[\C(B2:B6,�0.7)

�		��:A=6;A(53:;A/2A+5=5

q��	t:AhA2/(A=6;A2Ú=6A4;(7;3=8);�A2A2/(A=6;AÚj=6�A3A2/(A=6;A7Ú=6�A

53+A4A2/(A=6;A*5C8*<*.

Z]
`^[eY.[\C(�		��,�q��	t)

=Z]
`^[eY.[\C(
2:
5,�1)

�		��:A=6;A7;))A(53:;

k:�=6;A4;(7;3=8);A2(/*AjA=/Ah

9/A:;3;(5=;A+5=5A08=6A3<*1;(?A1;=0;;3AhA53+Ahjj�A;3=;(A

=68?A2/(*<)5A83=/A7;))A'h%

96;3�A7/4,A=6;A7;))A=/A5?A*53,A(/0?A53+A7/)<*3?A5?A,/<A

053=.A�=A=5&;?A?;7/3+?A=/A4(/+<7;A5A:(8+A/2A(53+/*8z;+A

3<*1;(?.

�		��:A=6;A(53:;A/2A@5)<;?A=/A?/(=.

	�w�:A3<*1;(A/2A(/0?

t�	get_d�te:A=6;A+5=;A,/<A053=A5A75)7<)5=;+A@5)<;A2/(.

v���e�:A=6;A68?=/(875)A+5=5.

ti�e�ine:A5A(53:;A/2A+5=;?.

c����n�:A3<*1;(A/2A7/)<*3?

�in:A)/0;?=A3<*1;(

��x:A68:6;?=A3<*1;(

wh��e�n��be	:A+;25<)=?A=/A9�¤D�A/=6;(08?;A<?;?A

+;78*5)A3<*1;(?.

�		��:A=6;A(53:;A=/A28)=;(.

��	t_index:A=6;A7/)<*3A=/A?/(=A(hA1,A+;25<)=).

inc��de:A=6;A7/3+8=8/3A=65=A+;=;(*83;?A06876A@5)<;?A=/A28)=;(.

��	t_�	de	:AhA2/(A5?7;3+83:A(+;25<)=)A/(A2A2/(A+;?7;3+83:).

if_e�pt�:A?4;7828;?A065=A=/A(;=<(3A82A3/A@5)<;?A*;;=A=6;A

28)=;(83:A7(8=;(85A(+;25<)=A8?A“”).

b�_c��:A9�¤DA=/A?/(=A1,A7/)<*3A(+;25<)=)A/(AÃ'ÀVDA=/A

?/(=A1,A(/0.

=`
\DBY^WYY\(1,�100)

=]\[Z]Y(
2:
6)

a_`^(�		��,�[��	t_index],�[��	t_�	de	],�[b�_c��])

`
\D
``
Y([	�w�],�[c����n�],�[�in],�[��x],�

[wh��e�n��be	])

�_`YC
a^.Y^a(t�	get_d�te,�v���e�,�ti�e�ine)

=�_`YC
a^.Y^a("6�J�n��	��2023",�B2:B6,�
2:
6)

=`
\D
``
Y(6,�9,�1,�100,�^`]Y)

=�[e^Y`(�		��,�inc��de,�[if_e�pt�])

=a_`^(
2:C6)

=�[e^Y`(
2:C6,�C2:C6>15)

1.�`
\DBY^WYY\���ncti�n

1.�]\[Z]Y���ncti�n

2.�a_`^���ncti�n

3.��[e^Y`���ncti�n

2.�`
\D
``
Y���ncti�n

1.��_`YC
a^.Y^a���ncti�n

1.�PY`CY\^[eY���ncti�n

2.�Z]
`^[eY���ncti�n

2.�^`Y\D���ncti�n

><(A83=;(*;+85=;A76;5=A?6/0?A6/0A=/A<?;A=6;A�'�xA2<37=8/3A

06876A4(/+<7;?A5A(53+/*A3<*1;(A1;=0;;3AjA53+Ah-

'+@537;+ADC7;)A<?;(?A&3/0A6/0A=/A<?;A=6;A(53+/*8z83:A

2<37=8/3?A=/A�<87&),A:;3;(5=;A?5*4);A+5=5.

96;A5+@537;+A?=5=8?=875)A2<37=8/3?A837)<+;A75)7<)5=83:A

4;(7;3=8);?A53+A�<5(=8);?.AV/*;A*5=6A2<37=8/3?A5(;A5@58)51);A

2/(A157&05(+A7/*45=818)8=,�A1<=A8=’?A(;7/**;3+;+A=/A<?;A=6;A

*/?=A<4-=/-+5=;A@;(?8/3?.

DC7;)’?A2/(;75?=83:A2<37=8/3?A5(;A<?;+A2/(A2/(;75?=83:A2<=<(;A

@5)<;?A15?;+A/3A;C8?=83:A+5=5A=(;3+?.A96;?;A2<37=8/3?A6;)4A=/A

8+;3=82,A45==;(3?A53+A4(/j;7=A=(;3+?A15?;+A/3A,/<(A+5=5.

96;A9�D�xA2<37=8/3A4(/j;7=?A5A?;=A/2A@5)<;?A15?;+A/3A=6;A

);5?=A?�<5(;?A*;=6/+.A�=A(;=<(3?A53A5((5,.A96;A?,3=5CA8?%

>2=;3�A=6;A&3/03_,A5(;A=6;A+5=5A4/83=?�A068);A=6;A&3/03_CA

5(;A=6;A+5=;?.

¤?83:A=6;A?5*;A+5=5A5?A83A=6;A4(;@8/<?A;C5*4);�A,/<A753A

;3=;(A=6;A1;)/0A2/(*<)5A83=/A7;))AC2.A'A?;=A/2A@5)<;?A08))A1;A

:;3;(5=;+.

V;@;(5)A5+@537;+A2<37=8/3?A);=A,/<A?08=76A=6;A2/(*5=A/2A

+5=5�A535),z;A2(;�<;37,A+8?=(81<=8/3?�A53+A;C=(57=A+5=5A

2(/*A48@/=A=51);?.

V/*;=8*;?A,/<A053=A=/A*/@;A=6;A+5=5A83A,/<(A(/0?A83=/A

7/)<*3?A53+A@87;A@;(?5.AY/<A753A+/A=68?A*53<5)),A/(A<?;A

=6;A9�'�VP>VDA2<37=8/3A83?=;5+.

968?A2<37=8/3A75)7<)5=;?A=6;A2(;�<;37,A+8?=(81<=8/3A/2A

@5)<;?A08=683A5A+5=5?;=.A968?A8?A=6;A?,3=5C%

968?A2<37=8/3A);=?A,/<A;C=(57=A?<**5(8z;+A832/(*5=8/3A

2(/*A48@/=A=51);?.A968?A8?A=6;A?,3=5C%

V<44/?;A,/<A65@;A5A48@/=A=51);A15?;+A/3A=6;A7/)/(A

/2A8=;*?A?/)+.A9/A;C=(57=A=6;A?5);?A2/(A(;+A8=;*?�A<?;A

=68?A2/(*<)5%

kn�wn_�:A(53:;A/2A,A@5)<;?

kn�wn_x:A(53:;A/2ACA@5)<;?

new_x:�(53:;A/2A75)7<)5=;+A@5)<;?

^`
\aP_aY

�`YZ]Y\CY

GY^P[V_^D
^


V<44/?;A,/<A65@;A=6;A8=;*?A“9-V68(=”�A“H//+8;”�A53+A“J;53?”A

83A7;))?A'2�A'3�A53+A'4.AY/<A053=A=/A*5&;A=6;?;A83=/A7/)<*3A

6;5+83:?.A968?A2<37=8/3A(;=<(3?A=6;A@5)<;?A83A5A?83:);A(/0%

d�t�_�		��:A(53:;A/2A@5)<;?.

d�t�_fie�d:�=6;A+5=5A28;)+A/(A@5)<;A,/<A053=A=/A(;=(8;@;A

2(/*A=6;A48@/=A=51);.

piv�t_t�b�e:A5A(;2;(;37;A=/A=6;A48@/=A=51);.

fie�d1,�ite�1,�etc:A=6;A28;)+/8=;*A458(?A=/A28)=;(A2/(.

1;)/0A2j.

2(/*A2jA=/A8j.

51/@;A8j.

bin�_�		��:A=6;A83=;(@5)?A=/A<?;.

=^`
\aP_aY(
2:
4)

�`YZ]Y\CY(d�t�_�		��,�bin�_�		��)

GY^P[V_^D
^
(d�t�_fie�d,�piv�t_t�b�e,�[fie�d1,�ite�1],�

[fie�d2,�ite�2],�...)

=GY^P[V_^D
^
("a��e�",�
1,�"C���	",�"`ed")

=�`YZ]Y\CY(
2:
6,�{20,80})

V<44/?;A,/<A65@;A?5);?A+5=5A83A7/)<*3A{�A53+A,/<A053=A

=/A535),z;A=6;A2(;�<;37,A+8?=(81<=8/3A/2A=6;A@5)<;?A15?;+A

/3A6/0A*53,A5*/<3=?A5(;%

965=A(;4(;?;3=?A=6(;;A183?A53+A753A1;A75)7<)5=;+A08=6A

=68?A2/(*<)5%

Ã/(A*/(;A/3A2(;�<;37,A+8?=(81<=8/3?A83ADC7;)�A76;7&A/<=A

=68?A@8+;/%

968?A2<37=8/3A75)7<)5=;?A=6;A4;(7;3=5:;A/2A+5=5A4/83=?A=65=A

25))A1;)/0A5A45(=87<)5(A@5)<;.A96;A?,3=5CA8?%

V<44/?;A,/<A053=A=/A75)7<)5=;A=6;A7j=6A4;(7;3=8);A/2A+5=5A

83A7/)<*3A{.A¤?;A=68?A2/(*<)5%

968?A2<37=8/3A8?A5A@5(85=8/3A/2A=6;A4;(7;3=8);A2<37=8/3A1<=A

<?;?A�<5(=;(?A=/A+8@8+;A=6;A+5=5.A968?A8?A=6;A?,3=5C%

96;A2/(*<)5A1;)/0A08))A75)7<)5=;A=6;A28(?=A�<5(=8);A/2A+5=5A83A

7/)<*3A'.

`�nd��izing�Yxce����ncti�n�


dv�nced���	ec��ting�
��	������in�Mic	���ft�Yxce�


dv�nced�at�ti�tic�����	�����


dv�nced�D�t��
n����i��
nd�
M�nip���ti�n���	�����

^`Y\D(kn�wn_�,�[kn�wn_x],�[new_x],�[c�n�t])

=^`Y\D(B2:B6,�
2:
6)

�����p�i��!��.�� P��p���!�by� Ynterprise�D\
�Yxperts

Page 1 of 2

1.�^`
\aP_aY���ncti�n

2.��`YZ]Y\CY���ncti�n

3.�GY^P[V_^D
^
���ncti�n

Youtube link

https://courses.worldcampus.psu.edu/welcome/mangt515/lesson02_11.html
http://enterprisedna.co/
https://enterprisedna.co/experts
https://www.youtube.com/watch?v=4KOKAIy4e9M&t=45s&pp=ygUUZW50ZXJwcmlzZSBkbmEgZXhjZWw%3D&ab_channel=EnterpriseDNA


���	���
�����
�	���	�

���������������
�����������
#&%$�"��% 

/?HE@;9H@GB>;@C2>8:@/7:H5@DB4G<52>@:2E@34BF<:H@H44B4>1@

0E;H4GHF82;H@<>H4>@>9B<5F@.EBA@9BA@;B@<>H@0-/,,6,@;B@

92EF5H@H44B4>1@+F?2E:HF@<>H4>@>9B<5F@25>B@CH@D2G85824@A8;9@

;9H@/,,6,1)=*/@D<E:;8BE@DB4@H44B4@8FHE;8D8:2;8BE1

)9H@/,,6,1)=*/@D<E:;8BE@9H53>@8FHE;8Di@;9H@>3H:8D8:@;i3H@BD@

H44B4@A8;98E@2@:H55@B4@DB4G<52a

0;@4H;<4E>@2@E<GH48:@?25<H@:B44H>3BEF8Es@;B@F8DDH4HE;@H44B4@

;i3H>V@><:9@2>@hQj+V@hP+NM/LV@h,/KLV@2EF@GB4Ha

-<33B>H@iB<@92?H@2E@H44B4@8E@:H55@+I@2EF@iB<@A2E;@;B@

8FHE;8Di@8;>@H44B4@;i3H1@)9H@DB55BA8Es@DB4G<52@A855@4H;<4E@;9H@

E<GCH4@;92;@:B44H>3BEF>@;B@;9H@>3H:8D8:@H44B4O

-<33B>H@iB<@A2E;@;B@92EF5H@;94HH@>3H:8D8:@H44B4@;i3H>1@M>H@

;98>@DB4G<52@;B@F8>352i@2@>3H:8D8:@H44B4@GH>>2sH@C2>HF@BE@

;9H@;i3HO

=B<@:2E@:BGC8EH@;98>@A8;9@G<5;835H@D<E:;8BE>@;B@4H>3BEF@

F8DDH4HE;5i@FH3HEF8Es@BE@;9H@;i3H@BD@H44B41@)9H>H@24H@;9H@

GB>;@:BGGBE@H44B4>@2EF@;9H84@?25<H>O

)98>@5BB.<3@D<E:;8BE@255BA>@iB<@;B@>H24:9@DB4@2@?25<H@8E@2@

42EsH@2EF@4H;<4E@2@:B44H>3BEF8Es@?25<H@D4BG@2EB;9H4@

:B5<GE@B4@42EsH1

)98>@D<E:;8BE@255BA>@iB<@;B@D8EF@;9H@3B>8;8BE@BD@2@>3H:8D8HF@

?25<H@A8;98E@2@42EsH@B4@2E@2442i1@)98>@8>@;9H@>iE;27O

6<4@CHs8EEH4@2EF@8E;H4GHF82;H@:9H2;@>9HH;>@:B?H4HF@

2@ 1@yH4H@24H@>BGH@

2F?2E:HF@B3;8BE>O

>H5H:;8BE@BD@5BB.<3@D<E:;8BE>

0;@BDDH4>@GB4H@?H4>2;858;i@;92E@>8G35H4@5BB.<3@D<E:;8BE>@58.H@

1@)98>@8>@;9H@>iE;27OPN66�M*

-<33B>H@iB<@A2E;@;B@>H24:9@2@42EsH@BD@F2;2@DB4@;9H@D84>;@

B::<44HE:H@BD@2@:5B;9H>@8;HG@2EF@4H;<4E@;9H@>25H>@2GB<E;>1@

)98>@DB4G<52@A855@5BB.@DB4@;9H@;H7;@�yBBF8Hª@2EF@4H;<4E@;9H@

?25<H@8E@;9H@2F2:HE;@:H55@8D@DB<EFO

-<33B>H@iB<@A2E;@;B@D8EF@;9H@D84>;@B::<44HE:H@BD@2@iH55BA@

8;HG@8E@2@42EsH@A8;98E@:B5<GE@¿1@M>H@;98>@DB4G<52O

���Ý×ÞÍ��×�ã
;9H@?25<H@iB<@A2E;@;B@>H24:9@DB41

���Ý×ÞÍ��×�ã@;9H@?25<H@iB<@A2E;@;B@D8EF1

���Ý×ÞÍ��óã@)9H@42EsH@iB<@A2E;@;B@>H24:91

s���hÍm���ã@C8E24i@>H24:9@(I)@B4@58EH24@>H24:9@(2)1

mt�hÍtóÞ�ã@H72:;@G2;:9@(0)V@EH7;@>G255H>;@(-I)V@

EH7;@524sH>;@(I)1

���Ý×ÞÍ��óã@;9H@42EsH@DB4@;9H@5BB.<31

mt�hÍm���ã
H72:;@G2;:9@(0)V@EH7;@>G255H4@(I)V@EH7;@

524sH4@(-I)V@B4@ @G2;:9@(2)1A85F:24F

s���hÍm���ã@-I@DB4@;B3@;B@CB;;BGV@I@DB4@CB;;BG@;B@

;B3V@B4@2@DB4@C8E24i@>H24:91

�fÍ	�tÍf�×	�ã
>H;>@;9H@?25<H@;B@4H;<4E@8D@EB@G2;:9@

8>@DB<EF1

��t×�	Í��óã
;9H@42EsH@;92;@A855@>9BA@;9H@

:B44H>3BEF8Es@?25<H1

XLOOKUP

XM�TC�

#NULL!
(EB@:BGGBE@:H55@DB<EF@0E@2@42EsH)

#DIV/0!
( @B4@2E@HG3;i@:H55)F8?8>8BE@Ci@zH4B

#R�F!@(2@4HDH4HE:HF@:H55@92>@CHHE@FH5H;HF@B4@;9H4H@8>@2@

):84:<524@4HDH4HE:H

#N�M�?
(/7:H5@FBH>E’;@4H:BsE8zH@;9H@D<E:;8BE@B4@42EsH)

#NUM!@(8E?258F@E<GH48:@?25<H)

#N/�
(?25<H@:2E’;@CH@DB<EF)

#V�LU�!@(8E2334B3482;H@F2;2@;i3H@B4@24s<GHE;@8E@2@DB4G<52)

XLOOKUP(���Ý×ÞÍ��×�,
���Ý×ÞÍ��ó,
��t×�	Í��ó,


[mt�hÍm���],
[s���hÍm���],
[�fÍ	�tÍf�×	�])

XM�TC�(���Ý×ÞÍ��×�,
���Ý×ÞÍ��ó,
[mt�hÍtóÞ�],


[s���hÍm���])

=XM�TC�("Y����w",
B2ãB6,
0)

=XLOOKUP("������",
�2ã�6,
B2ãB6)

=�RROR.TYP�(�1)

=IF(IS�RROR(C2),
IF(�RROR.TYP�(C2)=2,
"D�����
bó
z���


�����",
IF(�RROR.TYP�(C2)=3,
"I	����
��×�
�����",


IF(�RROR.TYP�(C2)=7,
"V�×�
	�t
f�×	�
�����",
"Oth��


�����"))),
C2)

1.
XLOOKUP
F×	�t��	

2.
XM�TC�
F×	�t��	

���	���
L��Ý×Þ
F��m×�s
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https://blog.enterprisedna.co/how-to-lookup-multiple-values-in-excel-step-by-step/
https://blog.enterprisedna.co/how-to-compare-two-columns-in-excel-using-vlookup/
https://library.uhv.edu/advanced-searching/wildcards
https://www.math.utah.edu/~pa/math/0by0.html
https://blog.enterprisedna.co/how-to-find-circular-references-in-excel/
http://enterprisedna.co/
https://enterprisedna.co/experts

