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1 LINK 

A link is a connection to a WEB page or another file or location in the same 
document or workbook.  

1.1 Link to a location in the same workbook 

1. Open "Outline-Protection-Link", SHEET "Annual Sale" 

2. Create a link in cell E12 to the "Chocolate" sheet 

 

3. Return to  Insert  Links  Place in this document  In  Type the cell reference, if you 

want to reach a particular cell, type it: Example R26 

 

1.2 Watch Window 

WATCH WINDOW is also a LINK to one or more cells, here's how to do it?  

1. Open the file  Outline-Protection-Link  Sheet Chocolate  

2. Click in cell R26 which represents the net profit grand total  

3. Click in  Formulas Watch Window Add Watch 

   

4. Return to the sheet  Annual Sale 
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5. You want to see the Net Profit  click in  Formulas  Watch Window and  double-click 

on the watch 

1.3 Remove a link or watch Window 

1. To remove a link, click in the cell, and right-click  Remove Hyperlink 

2. Or go back to  Insert  Links  click  Remove Link 

 

3. To remove “Watch Window”  go back to  Formulas  Watch Window  Select and  

Delete Watch 

 

2 COPY AND PASTE WITH LINK 

Copy and paste can be interesting when we always want our values up to 
date, that is to say that you modify one or more values in EXCEL, and they 
update. This can be done in EXCEL or WORD or PowerPoint or another file.  

1. Re-Open  Outline-Protection-Link as needed 

2. Select cells A1 to E8 of the " Link " sheet 

3. Copy (CTRL + C) 

 

4. Open the " Past Link " document and click where the data should be pasted 
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5. Press  Paste Special from the "Paste" menu 

  

6. In  Paste Special  choose  Paste Link and press OK 

 

7. If you accidentally deleted or modified data, in the table or chart, right-click 

and  UPDATE HYPERLINKS. 

 

IF you send Excel data to Word, it is better that you change the 

format of Number for CURRENCY RATHER THAN LEAVING IT IN 

ACCOUNTING FORMAT 

8. Repeat the same exercise with the chart to another linked file. 
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3 OUTLINE MODE  

The outline allows a grouping of rows and columns that you want to show 
at the same time on the same level. 

An outline mode can be created manually or automatically. Excel creates styles attached to an outline 

according to the levels. You can assign them to your outline during creation or later. 

Worksheet before creating an OUTLINE 

 

3.1 Automatic creation of an outline 

Excel is based on the components of the formulas contained in the 
selection. 

1. Open the file: Outline-Protection-Link 

2. Activate the sheet: Annual Sale 

3. Select the range of cells you want to outline or a single cell to affect the entire sheet. 

 

4. On the Data tab, select Outline and from the Group menu select Auto Outline. 

5. Excel displays the outline symbols at the top left and bottom of the workbook frame.  
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3.2 The symbols of the outline 

 

Each symbol in the outline has a meaning. 

 

 

Displays the specified level of 
detail 

 

Hides the detail for this level 

 

Displays the detail for this level. 

3.3 Manually creating an outline 

1. Ungroup the Outline view you just made 

2. Creating an outline is done through the Group menu 

3. Select the rows or columns you want to group 

4. Select Data, Group, and  Group  

5. Excel displays the outline symbols at the top left and 

bottom of the workbook frame. 

6. Use the Repeat button (F4) to complete the outline by 

repeating the grouping operation after selecting rows or 

columns. 

7. Use the same method to group rows or columns inserted after the outline has been 

created. 
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3.4 Why create outline mode 

We will create an outline to create a Custom View. Also, to 

prepare the formatting of the cells. We will see 2 methods 

3.4.1 Method 1 

The first method will aim to reach visible cells to change the style, size and 
color of FONT 

1. Open the file: Outline-Protection-Link 

2. Activate the sheet: Chocolate 

3. Choose AUTO OUTLINE IN  DATA OUTLINE 

4. Click in number 2 to collapse the columns and keep the totals (Quarter) only 

 

5. In  Home Tab Group  Editing  Find and select  Go To 

6. Click in  Special. 
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7. Choose: "Visible cells only" 

 

8. Change the "font color" and apply the "BOLD" 

9. Ungroup Oultine mode and OBSERVE YOUR RESULT, do not close your file 

3.4.2 Method 2 
The second method will aim to reach formulas to change the style, size and color of FILL. In the previous 

exercise, we did not have all the formulas, obviously, this one would not touch the data in the first 

column. 

Do not forget to "Ungroup" or "Clear Outline" 

1. Make a copy of your sheet if you want to 

keep it TO COMPARE. 

2. Activate the sheet: Chocolate 

3. In  Home Tab  Group Editing  Find 

and select  Go To Choose  Formulas 

4. Create a "Fill" color, bold as needed and 

ungroup 

5. OBSERVE the difference between the 

two methods used 
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4 NUMBER FORMAT 

Sometimes we want to see text in a number cell, example by talking about 
age, see 4 years instead of the value 4 

1. Open the file: Outline-Protection-Link 

2. Activate the sheet: Authorization 

3. Select all cells in "Column E" from E2 » 

4. Open the "Number Format" dialog box 

5. Click in "Custom" 

6. Whether you are in "Standard" or ## or 0.00, go to Type and type " Hours" 

7. Press OK and observe your result 

   

5 FLASH FILL 

What does FLASH Fill mean 

We learned in Excel Advanced to create "Formulas", example; UPPERCASE, RIGHT, LEFT, CONCAT, ETC... 

These extremely useful formulas to fix ugly or corrupted databases 

Let us see now this option "FLASH FILL" 

1. Open the file: Outline-Protection-Link 

2. Activate the sheet: Authorization 

3. Click in cell H2 

4. Enter the first three letters of the last name (Uppercase) 
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5. Make a hyphen 

6. Enter the last two2 digits of the employee's number  

7. Make a hyphen again 

8. And enter the first letter of the first name in capital letters 

9. Example: for Veronique Enrico: ENR-47-V 

10. From DATA Tab  DATA TOOLS  Click: FLASH FILL 

 

11. Repeat the same exercise with the postal code 

12. In cell  J2  Type H2C do a space then type 1R5 

13. And click FLASH FILL 

14. See the nice result 

 

15. Keep a single column. 

6 PROTECTION 

6.1 What can we protect? 

1. A workbook 

2. Sheet 

3. Cells 

4. Formulas 

5. The structure of a workbook 
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6.2 Can we allow data entry while maintaining protection? 

1. We can free up cells to allow data entry to everyone 

2. We may also allow certain users to enter data with password 

The password is optional; however, if you do not provide a 

password, all users will be able to unprotect the worksheet and 

edit the protected items. Be sure to choose a password that you 

will remember, because if you forget it, you will be unable to 

access the protected items on the spreadsheet. 

6.3 Protect worksheet items from all users 

1. Open the workbook and position yourself on the worksheet you want to protect.  

On the Format Cells menu, click Protection command, or right-
click in the "Protection" sheet 

Be careful, if you want total protection, 
you must uncheck the box "Select locked cells" 
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6.4 Allow modification to certain people 

 

1. You want to allow data entry to a specific person 

2. Sheet  Authorization of the file  Outline-Protection-Link 

3. Tab  Review   Allow Edit Ranges 

4. Select column E  tape  Hours in Title 

 

5. Tape a password if necessary 

 

6. Do not forget to protect your sheet  
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6.5 Protect the structure 

Protecting the structure will prevent users from moving, deleting, or 
inserting sheets. This option is effective when we want to protect our 
formulas. 

 

6.6 Unlock cells that users will be able to edit and enter data 

Select each cell or range, click in group  Cells  Format, click the Protect Sheet tab, and then 

click to clear the Locked check box. 

 

6.7 Hide formulas 

Sometimes we do not want users to see our formulas, the reason: where the data comes from 

or simply to keep a certain copyright on a formula, then our formulas must be invisible. 

You select the cells that contain the formulas, click in the group  Cells  Format, click the 

Protect Sheet tab, and then click to clear the Hidden check box.  

1. Open the workbook: Outline-Protection-Link, Sheet: HLookUp and Template 

2. Click in cell F17 and hide this formula 

3. Delete the formula and we will reproduce it together 

4. We give a discount according to the price, but unlike the VLOOKUP or H of the previous 

exercises in the Excel Advanced course, we can not go looking for an EXACT value, hence 

the need to replace the value 0 by 1 

5. Active the Formula  HLookUp, LookUp_value is F16  Table_Array is  Discount  

Row_Index_lookup is  2 and Range_lookup is  1 
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6. Then multiply the value by the subtotal which is F18 

 

7. Protect the sheet and observe that the formula is invisible, remove the protection, do 

not close, we will create a template together. 

6.8 Create a template 

1. Open the workbook: Outline-Protection-Link  Sheet: HLookUp and Template if needed 

2. Select the color cells, from the tab  Home Group Cells Format click the lock to 

unlock the cells. What you just did: You just released the cells to allow data entry after it 

is write protected. 

3. Hide formulas as needed, the goal of hiding 

formulas is to prevent people from seeing where 

the data comes from 

4. Protect the sheet 

5. In File  Export  Save as "Template"  

6. And rename it: Invoice » 

7. Close and open the invoice to enter data 

8. If you have made a mistake and need to correct the "Template", you must open EXCEL, 

and from "Open" to make the changes to your file. 

9. Do not forget to re-protect your file. 
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7 PROTECT WORKBOOK 

7.1 Password protection 

1. Open the file: Password 

2. Click in File, then INFO and Encrypt with password. 

   

3. Close the file and reopen it, it will ask you for the password. 

7.2 Read-only or Final 

Open the file: Outline-Protection-Link 

Click in File, then INFO and explore "Always open read-only" 
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7.3 Mark as Final 

Click in File, then INFO and explore "Mark as Final" 

 

 

 

7.4 Inspect the document 

You may need to inspect the document for several reasons:  

1. Remove headers and footers 

2. Hidden cells 

3. Hidden rows and columns 

4. Document Ownership 
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8 WHAT-IF ANALYSIS – GOAL SEEK 

The GOAL SEEK command is a tool for solving a single-variable equation. 

Let's take the following example: you want to save an amount each month that will allow you to carry 

out a specific project. You know how much you want to save. You also know how long you want to 

accumulate the amount. Finally, you know the interest rate on savings. You have already entered the PMT 

function (calculates the value of a payout), and you have found the value of the payout required to reach 

your goal. After analyzing your budget, you realize that you could spend a higher 

amount on your project, and you want to know how much money you could 

accumulate. You have two methods: you guess the value of the accumulated 

amount until you get the desired payment. You can also use the GOAL SEEK 

command that will make the necessary changes to the constant used by the PMT 

function.  

In order to use the GOAL SEEK command, you must enter the different elements of 

the equation to be solved in separate cells. If you consider the previous example, 

the amount to accumulate and the PMT function that allows you to calculate the 

amount of the payment should be entered in separate cells:  

Here are examples of a goal seek 

8.1 Example: Accumulated 100 000 after 25 years with an interest rate of 5% 

1. Open: Analysis  Sheet: Goal Seek 

2. Click in cell B6 

   

3. Click in Goal Seek of the Group What-If Analysis 
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4. Cell to be change B5 

5. To value 100 000  

6. Click OK and see the answer  cell B5 

  

8.2 Example: Payment of maximum 2 000 per month to buy a property 

1. Open: Analysis  Sheet: Goal Seek 

2. Click in cell G6 

 

3. Click in Goal Seek of the Group What-If Analysis 

4. Cell to be change G5 

5. Type 2000 for "Value to reach and $G$5 for cell to edit and press OK 
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9 WHAT-IF ANALYSIS - SCENARIO MANAGEMENT 

The development of scenarios allows, from the same spreadsheet: to study or analyze a situation from 

different angles. You have already budgeted or tried to make projections. In this type of project, it is 

common not to have accurate data and to hesitate between "optimistic", "pessimistic" or "realistic" data. 

You could create, on separate sheets, a table illustrating each of the possibilities, but this solution involves 

a lot of work. Using the SCENARIO MANAGER allows you to perform the same task on a single sheet. 

9.1 Creating scenarios 
Before you begin creating scenarios, you must have designed the skeleton of the workbook and have the 

different possible values for the variable cells on hand. You can define up to 32 variable cells for each 

scenario. 

 
You want to create scenarios for all three situations. You have two choices: you create the scenarios from 

the selected data, or you create the scenarios by entering the data in the SCENARIO VALUES dialog box. 

1. Open  Analysis file  sheet  Scenario Manager 

2. Select cell  B2 and B3 

3. Choose the Scenario Manager command located 

in the Forecast group. The following dialog box 

appears: 

 

4. Click the button  

to access the Add Scenario dialog 

box:  

 



FORMATION-CAD 

P a g e  | 21 

5. Enter, in the "Scenario name" box, the name 

Optimist.  

Note that the "Changing cells" box already 

contains the address of the cells to be defined. 

6. Click on  if you would like to 

change the amount 

 

7. Click the button to access the Scenario Values 

dialog box where the values of the selected cells 

are reported. 

8. Click the button  to add the 

following scenarios: 

9. Optimist: 2% for 30 years 

Realist: 5% for 25 years, then add: Pessimist:  

18% for 20 years 

10. Click the button to access the Scenario SUMMARY 

dialog box 

11. Report Type: Scenario summary 

12. Click OK 

 

 

  

See result page 22 
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RESULT OF SCENARIO SUMMARY 

 

10 WHAT-IF ANALYSIS - DATA TABLE 

The purpose of Data Table is to get a result in the same objective as the Goal Seek with the difference 

that we go there in a table, rather than a single cell. 

Here is an example 

1. Open the file: Analysis, sheet: Table with 2 variables 

2. Select the table (B4 to J13), in "What-If analysis", then "Data table" 

3. Click in cell B2 for "Row Input" and B1 "Column Input" 

 

4. Press OK and observe the result 
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11 SOLVER 

Using the what-if analysis tools, you can test the different value sets in one or more formulas to explore 

the various results. 

For example, you can perform scenario analyses to create two budgets, each of which assumes a certain 

level of revenue. You can also specify a result that you want a formula to produce, and then determine 

that sets of values will produce that result. Excel provides several tools to help you perform the right type 

of analysis for your needs. 

11.1 Install the solver 
Go to File  Options 

Click Add-ins, and then in the Mange box, select Excel Add-ins. Clicks Go  

  

Choose Solver Add-in  click OK. 
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11.2 When to use the solver 

We use solvers when we want to analyze several variants, unlike the goal 
seek which can only change one value. 

Example: 

You want your monthly profit to increase to $1,000 instead of $490. You choose the cells that could be 

modified. You do not want to increase the unit price and also can't change the fixed costs and the unit 

cost will soon increase to $12. 

How many units you have to sell to get a profit of $1,000.  

1. Open the file: Analysis, sheet: Ex 3 Solver - 2 variables 

 

2. Select data from B11 to J19, observe the formula in Cell B11 representing the value: $490 

3. First step is work Data Table 
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4. Result 

  

5. Keep your selection and  Click Solver in Data Tab  group Analyze  

11.3 Target: Value 1,000 per month instead of 490 

1. Variable cells: choose B2 and B3 since you need to increase the unit cost and quantities 

to sell. 

2. First constraint: Click in Add to determine which values to change. 

3. Click in B2, the unit cost will increase to $12, so the reference is B2, choose the = sign and 

the value is $12. 

 

 

4. Click  

5. 2nd constraint: obviously, it is necessary to increase the quantities to be sold, B3 - > = 200 
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6. If you make a mistake, click edit or add constraint as needed 

7. Click SOLVE 

 

8. Observe your result 

 

 

9. If Excel cannot find a solution, a message will appear 
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12 CONDITIONAL FORMATTING 

File: Conditional Formatting 

12.1 Even and odd line of different colors 

1. CAR SALES   SHEET 

2. Select the table 

3. In the Home tab  Click in  "Conditional formatting"  Manage rules  

4. New Rule 

5. Use a formula 

 

6. Type the formula:  =ISODD(ROW()) 

 =ISEVEN(ROW()) 

7. Choose your format (Fill and Font) 

8. Increase the list as needed (Applies to) 

Note 

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  
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12.2 Date (Example Sunday or Saturday of different colors) 

1. SHEET "Weekday Sunday or Saturday" 

2. Select cells from C2 to C 569 

3. Manage rules  New rule  Use a formula 

4. The value 1 for Sunday and 7 for Saturday 

Sunday = 1 Monday = 2 Tuesday = 3 

Wednesday = 4 Thursday = 5  

Friday = 6 Saturday = 7  

5. Here are the formulas if you want to see Sunday or Saturday with color 

=WEEKDAY(C1)=1  Choose your fill color 
=WEEKDAY(C1)=7  Choose your fill color 

 

12.3 OBJECTIVE: Saturday and Sunday of the same color 

1. SHEET " Weekday Sunday & Saturday" 

2. Select cells from C2 to C 569 

3. Manage rules  New rule  Use a formula 

 Formula:  =OR(WEEKDAY(C1)=1; WEEKDAY(C1)=7) 

Do not forget, in French, we use";" instead of "," 

 



FORMATION-CAD 

P a g e  | 29 

12.4 Apply a color for an entire row instead of a single cell 

1. SHEET  Row CF 

2. Select the table (Not with CTRL + A), with CTRL + SHIFT + RIGHT AND LEFT ARROW keys 

3. Use a formula: =$F1="July" 

 

13 PIVOT TABLE 

Here are the CONCEPTS we will see today 

1. Text groupings with Chart 

2. More complex calculated fields with formulas  IF 

3. Calculated items 

13.1 Group 
The "Group Selection" button creates a set from the items you select in the report. 

 The "Group field" button allows you to summarize elements of numeric type or Date or Text in 

the report. For example, select a date in the PT and then click on the "Group field" button: Choose 

the type of grouping (by month).  

 You can select multiple group options at the same time. Click the "Ungroup" button to delete the 

groups.  



FORMATION-CAD 

P a g e  | 30 

 Numeric elements can be grouped in the same way. Example to group values by ten or 20 

   

 Group by date 

   

We will work with the TEXT grouping 

13.2 Text grouping 

we want to have the sum of sales by vehicle brand;  
bring together the FORD, KIA, HYUNDAI AND HONDA 

1. Open the workbook: Pivot Table 1 Sheet: Car sales 

2. Insert a PivotTable to drag "CAR BRAND" into Row and "SELLING PRICE" into Value 

 

3. Insert the Monetary Format in Value 

4. Insert a "3D Pie" graphic 

Note 

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________   
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5. Here is the result below 

 

6. To group the "Ford" together, select the 4 vehicle brands 

7. Click on "Group Selection" 

 

8. Rename Group 1 to "Ford" 

 

9. Repeat for other vehicle brands. 

Note 

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________   
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10. Click the Hide or Show button to view or collapse all the details: from the "Active Field" 

group 

 To view more details 

 To hide details 

 

 

13.3 Calculations 

The "Calculations" button manages: "Calculated fields"  

and "Calculated items".  

 Resolution order (used to set the calculation order when using multiple calculated elements in the 

Pivot Table).  

 The formula list (lists and details all the calculated fields and items, in a new worksheet).  

 The "OLAP Tools" button is used to manipulate a PivotTable connected to an OLAP data source 

(cube).  

13.4 Calculated field 
If the predefined formulas are not sufficient to summarize the value fields, you have the possibility to 

create personal functions adapted to your project. These formulas are called calculated fields and 

calculated elements.  
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The calculated fields are based on the data of the other fields. To create the formula, select the "Pivot 

Table Analysis" tab on the ribbon. Click on the "Fields, items and sets" button in the "Calculations" 

group. Choose the "Calculated field" option. Enter a name for your formula in the "Name" box. It is also 

from this drop-down menu that you select an existing calculated field to modify or delete it.  

 

Create the personal function in the "Formula" area. You can refer to the other fields in the report by 

selecting them from the list and then clicking the "Insert Field" button. Example 5% to salary 

13.5 Let us start with a simple little calculation 

Objective : 5% employee bonus 

1. Open the workbook: Pivot Table 1  Sheet: Calculated field 

2. Enter the "Last name", "First name" and "Weekly salary" fields in "Rows" 

 

3. Click in "Calculated field" in the "Calculations" group 

4. Type "Bonus" in NAME 

5. In "Formula", remove the zero and insert the "Weekly salary" field,  

then * to multiply by 5% 
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6. Click the "Add" button to have the calculated field integrated into the list of fields. Click the 

OK button to validate 

 

13.6  Calculated field with " FORMULA - IF" 

Objective: 

 $5,000 bonus to sellers so sales are over $1,000,000 for the previous year 

 $2,500 bonus to sellers so sales are over $500,000 for the previous year 

 No bonuses will be given to sales under $500,000. Value if FALSE or 0 

1. Open the workbook: Pivot Table 1  Sheet: Car sales 

2. Insert the fields: Sellers in Line, Sale Price in Value and YEAR OF SALE in "REPORT", then 

select the year 2021 

   

3. See the formula at the bottom and the result above: 

=IF('SELLING PRICE'>1000000,5000,IF('SALE PRICE'>500000,2500,0)) 
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13.7 Field calculated with "a little more complex" IF FORMULA  

Objective: GIVE A BONUS TO MY BEST SELLERS ON SALES 2021 

 $10,000 bonus to sellers so sales are over $1,500,000 for the previous year 

 $5,000 bonus to sellers so sales are over $1,000,000 for the previous year 

 $2,500 bonus to sellers so sales are over $800,000 for the previous year 

 $1,000 bonus to sellers so sales are over $400,000 for the previous year 

 No bonuses will be given to sales under $400,000. Value if FALSE: 0 

FORMULA: (CALCULATED FIELD) 
=IF('SELLING PRICE'> 1 500 000; 10 000; IF('SELLING PRICE'> 1 000 000; 5 000;IF('SELLING PRICE'> 800 

000; 2 500; IF('SELLING PRICE'> 400 000; 1 000; LESS THAN $400,000 - VALUE IF FALSE: 0 )))) "CLOSE 4 

PARENTHESES" 

FORMULA: = IF('SELLING PRICE'> 1 500 000; 10 000; IF('SELLING PRICE'> 1 000 000; 5 000; 

IF('SELLING PRICE'> 800 000; 2 500; IF('SELLING PRICE'> 400 000; 1 000;0 )))) 

13.8 Calculated item 

Unlike calculated fields, calculated items are not based on data 

from other fields, but on the actual content of a field. 

Here's an example: You'll see a 25% increase in sales for the current year  

1. Open the file " Pivot Table 2", sheet " Car sales" 

2. Create a Pivot Table as follows: 

3. Insert "VEHICLE BRAND" in row field, "YEAR OF SALE" in the column field and "SELLING 

PRICE" in Value 
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4. Choose "Calculated Item" located in "Fields, Items and Sets" 

5. Type "Forecast 2022" in "Name" 

6. In "Formula", keep the = sign, double-click in the year (Example: 2021) and multiply by 

the desired value. (Example: 25% more than the previous year) so "1.25" 

7. Click OK or "Add". Here is the result: 

Forecast 2022 ='2021' *1.25 

 

Calculate the difference between now and the end of the year 

8. Create a new formula in "Calculated Item"  

9. Type "Balance to reach" in "Name" 

10. In "Formula", keep the equal, subtract the 2022 Forecast and the year 2022 

11. Click OK or "Add".  

FORMULA = Forecast 2022 - '2022' 

 

12. Here is the result 
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14 ADVANCED FUNCTION 

Here are some formulas that we will explore together. The formulas are in 
the file: Advanced Functions 

14.1 SUMIFS 

SUMIFS IS A Maths and trigonometry FUNCTION  

Sheet: " SUMIFS. " 

The sum of arguments that meets several criteria. See the example below 

 Sum of products (VALID OR REFUSE OR NON-ANALYSIS)  

for the months (JUNE OR JULY OR AUGUST) 

   

 Formula:  

 

Note 

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  
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14.2 SUMPRODUCT  

SUMPRODUCT is a MATH AND TRIGONOMETRY FUNCTION 

Sheet: "SUMPRODUCT" 

This formula multiplies the cells in column B and F, C and G, D AND H,  

given the SUM of all columns 

=SUMPRODUCT(B2:D17; F2:H17) ANSWER: $34,658.71 
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14.3 Single MATRIX 

OBJECTIVE: MULTIPLICATION BETWEEN COLUMNS A AND C 

Sheet: "Single matrix" 

1. Select cells E1 to E3 

Type = 

2. Select cells A1 to A3 

3. Type * (Multiplied sign) 

4. Select C1 to C3 

5. Press CTRL + SHIFT + ENTER 

6. Edit a cell in column A or C, observe the result: 

 

14.4 REPT 

The REPT formula is a "Text" function 

This formula repeats text, a number of times. 

Sheet: "REPT" 

A B C 

Participants Average Evaluation 

Corinne Paris 100 

Pierrette Paquin 70 

André Dupuis 69 

Martine Gendron 25 

Pascal Dubois 52 

Louise Loiselle 89 

Stéphane Robert 10 
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14.5 Let us try to understand this formula 

1. We have participants who have averages on a certain result located in the next column B 

2. In the cells in column C, we want to have the number of times I can repeat text with a 

formula. 

3. Observe "Corinne Paris", her result is 100 

4. The formula is to take cell B2/10 

5. The problem is to define the cell "TEXT" 

6. Look at your answers in column C 

7. The value is "g" in Webdings 

8. How to find out:  

Go to Webdings, choose a symbol you like 

9. Insert your symbol and replace the font 

"Webdings" with "Arial" 

10. At this point you will have the text value to insert into the formula. 

11. Click in C2 to insert the formula 

12. Type = REPT ("g",B4/10) 

14.6 Now, let us see the conditional formatting 

1. Select the data in column C 

2. You want to have the cells of a different color if the result is greater than  

or equal to 60 

3. Create a new rule (Conditional Formatting) 

4. Cell value must be greater than "ggggg"  

Each "g" represents the value of "10" 
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14.7 Number of days per month or quarter 

Sheet: "Nb Days_Month_Quarter" 

Here we want to know how many days there are in a quarter depending on 
the year. How to build formulas 

1. Type the year 2022 in cell A1 

2. Type Quarter 1 – 2 – 3 – 4 in column A 

3. Click in cell B4. Here is the formula to get the first day of the year 2022: 

=DATE(A1,1;1) 

4. Now, how to have the last day of the month of March  

click in cell C4 

5. Type =, then DATE(Type Year(and click in cell B4, close the parenthesis and type"," 

repeat with month (B4) + 3, type 1 for the first day of the month 

6. Close the parenthesis, the formula would give me April 1st, but we want the last day of 

the month, so, continue the formula with -1 

Your formula is in cell A3 

=DATE(YEAR(B4); MONTH(B4)+3;1)-1 

7. The result is 31 Mar 2022 

8. In cell B5, the formula is cell C4 plus + 1 

=C4+1 

9. Copy the formulas (B5 to B7) and (C4 to C7) 

10. In cell D4, subtract column C minus B, plus + 1 

=C4-B4+1 

11. See result below 
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14.8 FORMULA: DATEIF 

Calculation of seniority with "Year", "Month", "Day" 

Here is a formula that does not exist in the formula library. The 

formula "DIFFDATE" exists in ACCESS, obviously, there is English 

in some formulas, in EXCEL, this formula can be used, but the 

translation is "DATEDIF" 

Sheet: "Seniority" 

Our goal is to calculate the number of years between a date and TODAY 

1. Type a few dates in column A 

2. In cell B2, type =DATEIF(A2; TODAY();" y") 

A2 is the cell in column A, formula TODAY AND "Y" represents the year 

3. Close the parenthesis and your answer is 6 

4. Continue the formula to get "6 years", type &" Years " and validate, the result is 6 years 

 

5. To get the year, month and number of days, the codes are: 

Year "y" 

Month "ym" 

Day: md" 

6. Here is the final formula: 

=DATEDIF(A2; TODAY();" y")&" Years "&DATEDIF(A2; TODAY();" ym")&" Month 

"&DATEDIF(A2; TODAY();" md")&" Days" 

14.9 FUNCTION IF - formula with a date 

Sheet: "Seniority" 

Our goal is to calculate the number of vacation weeks according to seniority 

1. Read the formula before you start, the difference with the TODAY() formula,  

And if you type DATE(YYYY; MM; JJ) which presents a fixed date. CELL 17 and 20 
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2. Objective: if over 30 = retirement proposed  

If more than 10 years = 3 weeks 

If more than one year = 2 weeks 

IF FALSE = No day 

3. Here is the formula below:  

=IF(DATEDIF(A2,DATE(2022,12,31);" y")>=30;" retirement proposed"; 

IF(DATEDIF(A2;DATE(2022;12;31);" y")>=10;" 3 weeks"; 

IF(DATEDIF(A2;DATE(2022;12;31);" y")>=1;" 2 weeks";" No day"))) 

14.10 FREQUENCY 

The "FREQUENCY" function counts the number of values in a 

range. The FREQUENCY formula must be typed as a array 

formula. 

Here's an example: how many values do we have that are bigger than 8 and 
smaller than 12 

Sheet: "Frequency" 

1. Select cells from E1 to E3 

2. Type =FREQUENCY ( 

3. Select cells A1 through A10 

4. Type " , " 

5. Select cells C1 through C2 

6. Close parenthesis 

7. Press CTRL + SHIFT + ENTER  
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14.11 ARRAY FORMULA 

Array formula means that the formula performs several 

calculations. We use the sum function because in an array 

formula it COUNTS the number of rows meeting the criteria. 

The peculiarity when typing is as follows: Type the formula and instead of 
doing ENTER, do CTRL + SHIFT + ENTER 

This puts { } before and after the formula.  The ;1;0 at the end means Excel 
add one if it is true and zero if it is false so will only count if it is true.  

Sheet: "Matrix" 

NAME RESULT AGE 

Robert 20 25 

Simon 15 32 

André 18 60 

Michel 16 25 

Luc 13 26 

Manon 19 18 

Simple formula: 

Number of numerical values found in column B 

=COUNT(B2:B7) ANSWER: 6 

Second formula: 

Sum if the value is greater than 18 in column B 

=SUMIF(B2:B7;" >18"; B2:B7) ANSWER: 39 

14.11.1 Now here is our array formula 
What is the number of people with the result between 15 and 20 in column B and whose age is 

between 20 and 40 years (column C): 

=SUM(IF(B2:B7>=15;IF(B2:B7<=20;IF(C2:C7>=20;IF(C2:C7<=40;1;0))))) ANSWER: 3  
Do not forget to press CTRL + SHIFT + ENTER 
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14.12 Convert text to DATE 

How to convert numbers to "DATE AND TIME" format 

Sheet: "Conversion_Date_Hours " 

1. In cell B2, type =CNUM et open the parenthesis 

2. Type (Formula) MID(A2;type 1;4 to choose 4 numbers from the first 

3. Close the parenthesis 

4. Here is the year, type &"-"&, to get a hyphen 

5. Continue to pick up the month: MID(A2;5;2) 

6. Another hyphen &"-"& then the day MID(A2;7;2) 

7. Continue for hours, minutes and seconds: Space between date and time and 2 points 

between hour: minutes: SECONDS 

YYYY-MM-DD HH:MM:SS  

20220115142534000 

Answer 2022-01-15 14:25:34 

 
COMPLETE FORMULA: 

=CNUM(MID(A2,1,4)&"-"&MID(A2;5;2)&"-"&MID(A2;7,2)&" 

"&MID(A2;9;2)&":"&MID(A2;11;2)&":"&"&MID(A2;13;2)) 

 


