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Excel Tips and Tricks
TH 4.4



TODAY WE WILL TOUCH ON EVERY LEVEL

BEGINNER INTERMEDIATE ADVANCED YOU TEACH IT NEXT YEAR



BEGINNER
IN WHICH WE FIND OUR WAY 
OUT OF THE CUPBOARD



THE RIGHT METAPHOR

TABLE ROOM



THE RIGHT METAPHOR

TABLE ROOM
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ceiling

walls

contents



THE RIGHT METAPHOR

ROOM

ceiling

walls

contents

MOST OF OUR EXCEL ERRORS

STEM FROM A MISGUIDED BELIEF

THAT EXCEL IS SOME SORT OF 

MAGICAL ARCHITECT



THE RIGHT METAPHOR
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ceiling

walls

contents

MOST OF OUR EXCEL ERRORS

STEM FROM A MISGUIDED BELIEF

THAT EXCEL IS SOME SORT OF 

MAGICAL ARCHITECT

EXCEL WILL ONLY AND ALWAYS DO 
WHAT WE TELL IT TO DO



THE LEAKY CEILING
PART ONE

What happens when you sort this 
table by Holiday?



THE LEAKY CEILING
PART ONE

What happens when you sort this 
table by Holiday?



THE LEAKY CEILING
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What happens when you sort this 
table by Holiday?



THE LEAKY CEILING
PART ONE

What happens when you sort this 
table by Holiday?

It gets garbled because you had a 
leak in your ceiling. 

Excel only identifies a Header Row if 
it is fully populated with contents.



THE LEAKY CEILING
PART ONE

If you see this, press

Control-Z
to undo and start 

your detective work



THE LEAKY CEILING
PART TWO

What happens when you sort 
this table by Holiday?



THE LEAKY CEILING
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What happens when you sort 
this table by Holiday?

Excel does exactly what you 
asked it to do.

It sorts the table it can 
identify by a consistent 
ceiling.



THE LEAKY CEILING
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What happens when you sort 
this table by Holiday?

Excel does exactly what you 
asked it to do.

It sorts the table it can 
identify by a consistent 
ceiling.



THE LEAKY CEILING
PART TWO

If you press

Control-Z
Excel will show you the 

“table” it just sorted



THE LEAKY CEILING
PART TWO

If you press

Control-Z
Excel will show you the 

“table” it just sorted

In fact, every time I sort, my habit is

Control-Z
then

Control-Y
(Undo then Redo)

just to prove to myself there isn’t some 

brand new amazing way to befoul a 

table Excel has devised and just not 

told anyone about yet



THE CRACKED WALL

What happens when you sort this 
table by Touchdown Passes?



THE CRACKED WALL

What happens when you sort this 
table by Touchdown Passes?

Excel does exactly what you asked 
it to do.

It sorts the table it can identify by a 
consistent wall.



THE CRACKED WALL

What happens when you sort this 
table by Touchdown Passes?

Excel does exactly what you asked 
it to do.

It sorts the table it can identify by a 
consistent wall.



THE CRACKED WALL

Control-Z
Excel will define your table to be only 
as tall as it can justify through a 
consistent wall.

Walls, after all, stop at the floor.



THE CRACKED WALL

Excel will define your table to be only 
as tall as it can justify through a 
consistent wall.

Even if the gap is super tiny.



THE CRACKED WALL

Excel will define your table to be only 
as tall as it can justify through a 
consistent wall.

Even if the gap is super tiny.
Even if the gap is <gasp> hidden.



THE CRACKED WALL

Excel will tolerate incomplete data 
as long as there’s a wall somewhere.

Here, the walls are in B and E.



THE CRACKED WALL



THE CRACKED WALL

FILTER STOPS HERE

A cracked wall will also erode any 
filters, because again, Excel does 
exactly what you asked it to do.

It filters the table it can identify by 
a consistent wall.



THE CRACKED WALL

FILTER STOPS HERE



CEILING AND WALL SHORTCUTS

COMMAND-RIGHT
COMMAND-DOWN

CONTROL-END



INTERMEDIATE
IN WHICH WE LEARN
OUR FIRST FEW SPELLS



THE CONTENTS OF OUR ROOM: 3 ACTIONS

FIND things ANALYZE things CREATE things



FINDING CONTENTS

SEARCH SOMEWHAT SAFELY



Yes, there is a =FIND function.

It’s TERRIFYING.





Beware: 
Excel will find 
what’s typed in 
the cell!



Beware: 
Excel will find 
what’s typed in 
the cell!
Before searching, 
Paste Values to 
replace formulas 
with the text they 
return.



FINDING CONTENTS

SEARCH SOMEWHAT SAFELY

FILTERS ARE YOUR FRIENDS



Filters will filter your data 
table down to what you see, 

formula or no formula

Blue row numbers means 
your data is filtered!



FINDING CONTENTS

SEARCH SOMEWHAT SAFELY

FILTERS ARE YOUR FRIENDS

=UNIQUE



Excel 2021 introduced =UNIQUE, which summarizes 
the different values in a column



Excel 2021 introduced =UNIQUE, which summarizes 
the different values in a column



many columns
Excel 2021 introduced =UNIQUE, which summarizes 

the different values in a column



(Editor’s note:
Down the road, you may bump into formulas named

=INDEX
=MATCH

and find out you guys share a very eccentric taste 
like underwater basket weaving, and you’ll make 

friends with them. 

That’s great!)



ANALYZING CONTENTS

SUMMARY SHORTCUTS









ANALYZING CONTENTS

SUMMARY SHORTCUTS

MANUAL METHODS



“I just need an ad hoc table of the top franchise-
based movies in 1999.”



“I just need an ad hoc table of the top franchise-
based movies in 1999.”

FILTER DOWN1

HIGHLIGHT WHOLE ROWS2

COPY3

PASTE IN NEW SHEET4



ANALYZING CONTENTS

SUMMARY SHORTCUTS

MANUAL METHODS

PIVOTTABLE BASICS







A 
POSSIBLE 
BREAKOUT

A 
POSSIBLE 
BREAKOUT

A 
POSSIBLE 
BREAKOUT

WHAT YOU 
ARE 
ACTUALLY 
CALCULATING



“The top 25 movies in 
1999 earned $8 billion in 

worldwide box office.

Animated movies earned 
$1.3 billion, while live 
action movies earned 

$6.8 billion.”



“The top 25 movies in 
1999 earned $8 billion in 

worldwide box office.

Live action movies 
earned $6.8 billion. $1.6 
billion of that $6.8 billion 
came from new titles in 

existing franchises.”



“Action movies in the 
top 25 – all of which 

were live and not 
animated – earned 

$1.8 billion in 1999. 
New titles in existing 
franchises accounted 

for $1.4 billion of 
that $1.8 billion.”



BUT DID YOU KNOW
You could have found the same 

answer through filtering and 
summary shortcuts?



CREATING CONTENTS

MAKING YOUR OWN IDS: PARTIALS



LEFT AND RIGHT



CREATING CONTENTS

MAKING YOUR OWN IDS: PARTIALS

MAKING YOUR OWN IDS: COMBINATIONS



TEXTJOIN



FORMULA CONCATENATION



MANUAL CONCATENATION



WHY WE LIKE MANUAL CONCATENATION



WHY WE LOVE MANUAL CONCATENATION



WHY WE LOVE MANUAL CONCATENATION

Do you guys know
 what this is?



If you double-cl
ick that handle

,

It takes the form
ula all the wa

y down the wa
ll next to it!



CREATING CONTENTS

MAKING YOUR OWN IDS: PARTIALS

MAKING YOUR OWN IDS: COMBINATIONS

MAKING YOUR OWN IDS: WORDY BITS 



MAKING DATA FROM DATA



MAKING DATA FROM DATA



MAKING DATA FROM DATA

“The first name is easy enough. It’s on the left. So:
=LEFT(A2,[however many spaces I need… oh.])



MAKING DATA FROM DATA

“The first name is easy enough. It’s on the left. So:
=LEFT(A2,[however many spaces I need… oh.])
“The last name is even harder than that. I need:

=RIGHT(A2,[however long from the right until the gap])



MAKING DATA FROM DATA

You need to know how far along that empty space is, and 
then use it to guide other functions.

Enter =MID… and return of =FIND.
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Enter MID… and return of the FIND.



MAKING DATA FROM DATA

You need to know how far along that empty space is, and 
then use it to guide other functions.

Enter MID… and return of the FIND.

=FIND



FIND

=FIND searches for a patch of text in a cell 
and tells you when it first encounters it. 

“Tell me where to find this thingy…”

“…in this cell…”

“…starting from here.”



FIND

=FIND(“a”,A2,1)

=FIND(“o”,A2,1)

=FIND(“d”,A2,1)

=FIND(“ ”,A2,1)

1

4

9

6



FIND

=LEFT(A2,FIND(“ ”,A2,1))
=LEFT(A2,6)

=Aaron_



FIND

=LEFT(A2,FIND(“ ”,A2,1))
=LEFT(A2,6)

=Aaron_

=LEFT(A2,FIND(“ ”,A2,1)-1)
=LEFT(A2,5)

=Aaron



FIND

=RIGHT(A2,FIND(“ ”,A2,1))
=RIGHT(A2,6)



FIND

=RIGHT(A2,FIND(“ ”,A2,1))
=RIGHT(A2,6)

=odgers
=_Favre

=Starr
=ickey

=n Rote
=wski



MID

=MID searches for a patch of text in a cell and 
tells you what follows it.

“In this cell…”

“…start at this position…”

“…and give me the following X characters, including that one.”



MID

=MID(A2,1,1)

=MID(A2,3,2)

=MID(A2,7,7)

=MID(A2,7,10000000)

A

ro

Rodgers

Rodgers



MID

=MID(A2,1,1)

=MID(A2,3,2)

=MID(A2,7,7)

=MID(A2,7,10000000)

A

ro

Rodgers

Rodgers

IF WE CAN JUST TELL EXCEL WHERE THE SPACE IS,
WE CAN SAY “GIVE ME EVERYTHING AFTER THAT”

AND SIMULATE A USEFUL =RIGHT EQUATION!



FIND + MID

=MID(A2,FIND(“ ”,A2,1),1000)
=MID(A2,6,1000)

=_Rodgers



FIND + MID

=MID(A2,FIND(“ ”,A2,1),1000)
=MID(A2,6,1000)

=_Rodgers

=MID(A2,FIND(“ ”,A2,1)+1,1000)
=MID(A2,7,1000)

=Rodgers



ADVANCED
IN WHICH WE TAP INTO
ADVANCED LEVELS OF SORCERY



The most advanced thing we’ll do is data.
APPEND
INCORPORATE
IMPORT



“My main table is right here…

…but I need some data from over there.”



“My main table is right here…

…but I need some data from over there.”



THE “BEFORE TODAY” EXCEL USER:
I’ll just copy that column over.



THE “BEFORE TODAY” EXCEL USER:
I’ll just copy that column over.



THE “BEFORE TODAY” EXCEL USER:
I’ll just copy that column over.



THE “TODAY” EXCEL USER:
I’ll figure out how Excel can help me do this.



THE ANSWER USED TO BE =VLOOKUP



THE ANSWER USED TO BE =VLOOKUP



THE ANSWER USED TO BE =VLOOKUP

Look for THIS thing

Look for exactly that thing, not something “close”

Over HERE, which starts with the column where you can find the thing

When you find it, tell me what’s in the Nth column of that table I just drew



THE ANSWER USED TO BE =VLOOKUP

Look for “Easter”

Look for exactly “Easter”, not “Leaster” or “Easty” or

In E:F, and you should be able to spot “Easter” in E

Tell me what’s in the 2nd column of E:F



THE ANSWER USED TO BE =VLOOKUP



THE ANSWER USED TO BE =VLOOKUP
WHY COLUMNS AND NOT CELLS?
If you copy a formula downward, the columns will stay 
the same – but if we had selected cells, that would 
have shifted with our formula.

This also spares you a lesson about F4 and dollar signs 
<phew>.



THE ANSWER USED TO BE =VLOOKUP

IN 2021, THE ANSWER BECAME =XLOOKUP



ANNOYING THINGS ABOUT =VLOOKUP

• You have to carefully define a “second table” that 
necessarily starts with the place to look for your 
matching ID.
• You have to count out the steps to take before it 

returns a value to you.
• You have to instruct it to make an exact match 

rather than a fuzzy match.





Look for “Easter”

In E:E

Whatever row that is, give me what’s in F:F



Look for “Easter”

In E:E

Whatever row that is, give me what’s in F:F

[Let’s default to saying #N/A if there’s no match, but we can put something else in if you’d like]

[Let’s default to an exact match, but if you want options, sure, we can do options]





ANNOYING THINGS ABOUT =VLOOKUP

• You have to carefully define a “second table” that 
necessarily starts with the place to look for your 
matching ID.
• You have to count out the steps to take before it 

returns a value to you.
• You have to instruct it to make an exact match 

rather than a fuzzy match.



ANNOYING THINGS ABOUT =VLOOKUP

• You have to carefully define a “second table” that 
necessarily starts with the place to look for your 
matching ID.
• You have to count out the steps to take before it 

returns a value to you.
• You have to instruct it to make an exact match 

rather than a fuzzy match.

I’ll just look ne
xt to me!

Point me where to go!

Let’s make a safe assum
ption!

XLOOKUP Improvements





STUDENT ID BIRTHDATESTUDENT IDCOURSE DATA STATUSSTUDENT ID



BEGINNER INTERMEDIATE ADVANCED

Ceiling
Wall

Control-Z
Control-Y

Control-End
Command-Right
Command-Down

=VLOOKUP
=XLOOKUP

Paste Values
Filter

=UNIQUE
Summary Shortcuts

PivotTables
&

=FIND/=MID


