Excel Mastery 1

The Big, Comprehensive Workbook: 220+ Lessons on Formulas,
Functions, Charts and Data Visualization — Hands-On Labs with
Full Solutions

Tabellab - tabellab.com



Excel Mastery 1: The Big, Comprehensive Workbook: 220+ Lessons on Formulas, Functions, Charts and Data Visualization —
Hands-On Labs with Full Solutions

First edition 2026

© 2026 Babala Ozdemir, Fiillinsdorf, Switzerland. All rights reserved. No part of this book may be reproduced or distributed without
the written permission of the publisher.

Publisher: Babala Ozdemir (Tabellab), Fiillinsdorf, Switzerland - tabellab.com

The lessons, examples and exercises were written for the Tabellab courses with the help of Al tools and reviewed editorially. All busi-
ness names, people and figures in the worksheets are fictional. This book is for education only and is not professional advice. Despite
careful checking, no guarantee of error-free content is given. Feedback is welcome at tabellab.com.



How to use this book

11 courses with 224 hands-on lessons on Excel: clear explanations, worked sheets, tasks and a full solutions
appendix.

Every lesson has a goal, a short explanation, a picture of the worksheet and a list of tasks.

How to work with a lab. 1) Open a blank workbook in Excel, LibreOffice Calc or Google Sheets. 2) Type the
numbers and labels shown in the worksheet picture into the same cells (the column letters and row numbers
are printed around the table, so you always know which cell is A1). 3) The shaded cells are your work area —
leave them empty and fill them in yourself, following the tasks. 4) When you are done, turn to the Appendix:
Solutions at the end of the book, compare your formulas with the printed solutions, and correct your sheet.
Look at the hints if you get stuck.

A note on menus. Some hints describe the interactive Tabellab editor (for example click Format or Insert
chart). In Excel, use Home — Conditional Formatting for rules and Insert — Charts for charts; other spread-
sheet programs have the same functions under similar names.

Interactive version. Every course in this book is also available as an interactive course on tabellab.com
where the worksheets run in your browser and every cell is checked instantly.

This volume has 224 lessons.
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Excel for Beginners: Your First Real
Spreadsheet

Build a small online shop's sales workbook from scratch — formulas, $ references, IF,
SUMIF, XLOOKUP, charts and a mini dashboard — then percent change and running
totals, SUMIFS, IF with AND and OR, dates, text formulas, .90 pricing, IFERROR and
data validation, repeat customers, pie and stacked charts, top sellers, a 2027 plan
and a half-year dashboard: 20 hands-on labs. - Beginner - 20 lessons

« Your First Workbook: Data, Formulas & AutoSum

» Relative & Absolute References: Shares and a Discount

» SUM, AVERAGE, MIN & MAX: Six Months of Sales

o |F: Let Excel Decide (Reorder & Bonus)

« SUMIF & COUNTIF: Totals by Category

o XLOOKUP: Fill In Product and Price Automatically

e Your First Charts: Column and Line

» Mid-course project: Mini Dashboard with Profit, Margin & Conditional Formatting
* Percent Change & Running Totals: July to December

* SUMIFS & COUNTIFS: A Category x Channel Table

« |IF with AND & OR: Free Gifts and Priority Packing

» Dates in Excel: Days to Ship & Late Orders

o Text Formulas: Clean Product Names and Build SKU Codes

» Setting Prices: Markup, .90 Endings & Margin

e An Error-Proof Order Form: IFERROR & Data Validation

* Repeat Customers: COUNTIF per Row, Duplicates & Revenue Share
e Charts for Parts of a Whole: Pie and Stacked Columns

* Top Sellers: RANK, LARGE & a Bar Chart of All Products

e Planning 2027: Assumptions, ROUND & What-If

» Final Project: The Second Half-Year Dashboard



Your First Workbook: Data, Formulas & AutoSum

Lesson 1 - about 17 min

Goal. You turn the June sales list of a small online stationery shop into revenue figures with your first for-
mulas and AutoSum.

A spreadsheet is a grid of cells. Each cell has an address made of its column letter and row number: B2 is col-
umn B, row 2. You type text (labels), numbers (data) or formulas (calculations) into cells.

Every formula starts with =. Instead of typing numbers into it, you point to the cells that hold them: =B2*C2
multiplies units by price. If a number in B2 changes, the result updates by itself — that is the whole point of a
spreadsheet.

You rarely write the same formula six times. Write it once in the first row, then copy it down: Excel moves the
cell references with it, so row 3 becomes =B3*C3, row 4 =B4*C4 and so on.

SUM adds a whole range in one go: =suM (D2:D7) adds D2 to D7. The colon means from ... to. In Excel,
AutoSum (Alt + =) writes this formula for you.

In Excel

e Click a cell and start typing. Enter confirms and moves down, Tab moves right.

* Copy a formula down by dragging the small square at the bottom right of the cell (the fill handle) or
by double-clicking it.

o AutoSum: select the cell below a column of numbers and press Alt + = (Mac: Cmd + Shift + T), then

Enter.
A B C D

1 Product Units sold Price Revenue
2 Notebook A5 340 12.50
3 | Gel pens (5-pack) 520 6.90
4 Planner 2027 180 24.00
5 Sticky notes 610 3.80
6 Washi tape set 260 9.50
7 Fountain pen 75 39.00
8 Total
9

10 | Top product by revenue:

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In D2:D7, calculate the revenue of each product: units sold X price. Write the formula in D2 and copy it
down to D7.
2. In B8, add up all units sold with SUM.

3. In D8, calculate the total revenue of June with SUM.

10



4. Which product brought in the most revenue? Type its name in B10.
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Relative & Absolute References: Shares and a Discount

Lesson 2 - about 17 min

Goal. You calculate each product's share of total revenue and a 15% sale price, using $ to keep one cell
fixed while you copy.

When you copy a formula down, Excel moves every reference with it. That is a relative reference, and most
of the time it is exactly what you want.

Sometimes one cell must not move: the total in B8, or the discount rate in B10. Put a $ in front of the column
and the row: $Bs8. That is an absolute reference - it stays B8 in every row.

A share is a part divided by the whole: =B2/sB$8. Without the $, the copy in row 3 would divide by B9, which
is empty, and Excel shows #DIV/0!.

Keep assumptions such as a discount rate in their own cell instead of typing 15% into every formula. If the
discount changes to 20%, you change one cell and the whole sheet follows.

In Excel

* While editing a formula, click on a reference and press F4 (Mac: Cmd + T) to add the $ signs.
» Format shares as percentages with Home > % (Ctrl + Shift + %).

A B C D E
1 Product Revenue Share Price Sale price
2 | Notebook A5 4,250.00 12.50
3 | Gel pens (5-pack) 3,588.00 6.90
4 | Planner 2027 4,320.00 24.00
5 | Sticky notes 2,318.00 3.80
6 | Washi tape set 2,470.00 9.50
7 | Fountain pen 2,925.00 39.00
8 | Total 19,871.00
9
10 | Summer discount 15%
11

12 | Largest share:

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In C2:C7, calculate each product's share of the total revenue in B8. Fill C2 and copy it down to C7.

2. In E2:E7, calculate the sale price with the summer discount in B10. Fill E2 and copy it down to E7.

3. Which product has the largest share of revenue? Type its name in B12.

12



SUM, AVERAGE, MIN & MAX: Six Months of Sales

Lesson 3 - about 17 min

Goal. You summarise the shop's first half-year: total, average, best and weakest month, and what a typical
order is worth.

Functions are ready-made formulas. They all look the same: a name, then the arguments in brackets — usually
a range: =AVERAGE (C2:C7).

SUM adds, AVERAGE divides the sum by the number of values, MAX returns the largest and MIN the smallest
value. Empty cells and text are ignored.

The average order value tells you what a typical order is worth: total revenue + number of orders. It is one
of the first numbers every online shop looks at.

Never include a total row in a range you summarise: =AVERAGE (C2:C9) with a total in C9 would count the
whole half-year as one more month.

A B C
1 Month Orders Revenue
2 Jan 2026 412 9,870.00
3 Feb 2026 388 9,140.00
4 Mar 2026 455 11,020.00
5 Apr 2026 430 10,460.00
6 May 2026 498 12,310.00
7 Jun 2026 521 13,050.00
8
9 Total
10 Average per month
11 Best month
12 Weakest month
13

14 Average order value

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In B9 and C9, add up the orders and the revenue of the six months.
2. Check that B9 holds the total number of orders.

3. In C10, calculate the average revenue per month.

4. In C11, find the revenue of the best month with MAX.

5. In C12, find the revenue of the weakest month with MIN.

6. In C14, calculate the average order value: total revenue + total orders.
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IF: Let Excel Decide (Reorder & Bonus)

Lesson 4 - about 17 min

Goal. You let Excel flag every product that must be reordered and decide whether the team earned its
monthly bonus.

IF checks a condition and returns one of two results: =IF (condition, value if true, value if false).
Example: =IF (B2<=C2, "Reorder", "OK").

Conditions compare two values with =, <>, <, <=, >, >=. B2<=C2 is true when the stock is at or below the
reorder level.

Text results go in double quotes ("Reorder"). Numbers and cell references do not: =IF (B10>=B11,B12,0)

pays the bonus in B12 or nothing.

Keep the limits (reorder levels, the target, the bonus) in cells, not inside the formula. Then the rule is visible
and easy to change.

A B (o3 D
1 Product In stock Reorder at Status
2 Notebook A5 120 150
3 Gel pens (5-pack) 340 200
4 Planner 2027 45 60
5 Sticky notes 500 300
6 Washi tape set 80 100
7 Fountain pen 30 20
8
9
10 | June revenue 13,050.00
11 | Monthly target 12,000.00
12 | Team bonus 250.00

13 | Bonus paid

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In D2:D7, show Reorder when the stock is at or below the reorder level, otherwise OK. Fill D2 and copy it
down.

2. Check the gel pens in D3: 340 in stock, reorder at 200.

3. In B13, pay the team bonus from B12 if the June revenue reached the target in B11, otherwise 0.
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SUMIF & COUNTIF: Totals by Category

Lesson 5 - about 17 min

Goal. You turn twelve single orders into a summary by category: revenue and number of orders for paper,
pens and planners.

SUMIF adds only the rows that match a condition: =SUMIF (where to look, what to look for, what to
add).=SUMIF ($B$2:$B$13,E2, $C$2:5C$13) adds the amounts of every order whose category equals E2.

COUNTIF counts the matching rows: =COUNTIF ($B$2:$B$13,E2).

Point the condition to a cell (E2) instead of typing "Paper". Then one formula works for every category when
you copy it down — the ranges keep their $, the condition moves.

A quick check: the category totals must add up to the sum of all orders. If they do not, a category is misspelt
somewhere.

A B C D E F G
1 | Order Category Amount Category Revenue Orders
2 1001 Paper 48.50 Paper
3 |1002 Pens 23.90 Pens
4 1003 Planners 72.00 Planners
5 1004 Paper 31.20 Total
6 |1005 Pens 18.40
7 | 1006 Paper 64.80
8 1007 Planners 48.00
9 | 1008 Pens 41.30
10 | 1009 Paper 27.60
11 | 1010 Planners 96.00
12 | 1011 Pens 13.80
13 | 1012 Paper 52.40
14
L Egtsei;zf'y:

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In F2:F4, add up the revenue of each category with SUMIF. Fill F2 and copy it down to F4.

2. In G2:G4, count the orders of each category with COUNTIF.

3. In F5, add up the three categories. It must equal the sum of all twelve orders.

4. Which category has the most orders? Type it in B15.

15



XLOOKUP: Fill In Product and Price Automatically

Lesson 6 - about 18 min

Goal. You build an order form that finds the product name and price from a product code, so nobody has
to copy prices by hand.

A lookup finds a value in a table: you give a key (the product code), Excel finds it in one column and returns
the value from the same row in another column.

=XLOOKUP (Al1l, $AS2:5A5$7,5C$2:5CS$7) looks for the code in A11 in the code column A2:A7 and returns the
matching price from C2:C7. The ranges get $ so they stay put when you copy the formula down.

In older Excel versions use VLOOKUP: =VLOOKUP (Al1l, $AS$2:5C$7, 3, FALSE) — the 3 is the column number
inside the table, FALSE means exact match. Forgetting FALSE is the classic VLOOKUP mistake.

If a code does not exist, the lookup returns #N/A. That is useful: it tells you the order form has a typo.

In Excel

+ XLOOKUP is available in Excel 365, Excel 2021 and later, and in Google Sheets.
e Turn the price list into a table with Ctrl + T, and new products are included in the lookup

automatically.
A B C D E

1 | Code Product Price
2 | NB-A5 Notebook A5 12.50
3 GP-5 Gel pens (5-pack) 6.90
4 | PL-27 Planner 2027 24.00
5 | SN-100 Sticky notes 3.80
6 | WT-SET Washi tape set 9.50
7 | FP-01 Fountain pen 39.00
8
9
10 | Code Product Price Qty Line total
11 | PL-27 3
12 | GP-5 5
13 | WT-SET 2
14 | NB-A5 4

15 | Order total

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In B11:B14, look up the product name for each code. Fill B11 and copy it down to B14.
2.1In C11:C14, look up the price for each code.
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3. In E11:E14, calculate each line total: price X quantity.
4. In E15, add up the order total.

17



Your First Charts: Column and Line

Lesson 7 - about 18 min

Goal. You show the half-year as a column chart of revenue and a line chart of orders, each with a clear
title.

A chart turns a column of numbers into a picture people understand in seconds. Pick the type by the question:
columns compare values side by side, a line shows a trend over time.

Select the data with its header row and label column (A1:B7). Excel uses the header as the series name and
the months as labels on the horizontal axis.

Every chart needs a title that says what it shows, for example Monthly revenue H1 2026. Data labels on the
columns let readers see the exact numbers without guessing from the axis.

Leave totals out of a chart: a total is not a month, and its giant column would squash all the others.

In Excel

o Select A1:B7, then Insert > Charts > Clustered Column.
o For the orders, select A1:A7, hold Ctrl (Mac: Cmd) and add C1:C7, then Insert > Line.
o Click the chart, then the + button for Chart Title and Data Labels.

A B C
1 Month Revenue Orders
2 Jan 2026 9,870.00 | 412
3 Feb 2026 9,140.00 | 388
4 Mar 2026 11,020.00 | 455
5 Apr 2026 10,460.00 | 430
6 May 2026 12,310.00 | 498
7 Jun 2026 13,050.00 | 521
8
9 Best month:

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. Insert a column chart of the monthly revenue (a1:87) with data labels and a title that contains the word
revenue.
2. Insert a line chart of the orders per month (a1:27 and C1:C7) with a title that contains the word orders.

3. Which month had the highest revenue? Type it in B9.
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Mid-course project: Mini Dashboard with Profit, Margin &
Conditional Formatting

Lesson 8 - about 20 min

Goal. You finish the half-year report: profit and margin per month, the best months highlighted in green
and a sparkline of the revenue trend.

Profit is what is left of the revenue after the costs: =B2-c2. The margin shows it as a share of revenue:

=D2/B2. A margin of 30% means 30 cents of every dollar of sales is profit.

For the total margin, divide total profit by total revenue (=D8/B8). Averaging the six monthly margins gives a

slightly different — and wrong — answer, because the months have different revenue.

Conditional formatting colours cells by a rule, for example every margin above 30% in green. The colours
update by themselves when the numbers change.

A sparkline is a tiny chart inside one cell. It shows the trend of a row or column at a glance — perfect for a
one-screen dashboard.

In Excel

o Select E2:E7, then Home > Conditional Formatting > Highlight Cells Rules > Greater Than, type
30% and pick a green fill.
e Click B10, then Insert > Sparklines > Line and choose B2:B7 as the data range.

A B C D E

1 Month Revenue Costs Profit Margin

2 | Jan 2026 9,870.00 7,410.00

3 | Feb 2026 9,140.00 7,220.00

4 | Mar 2026 11,020.00 7,940.00

5 | Apr 2026 10,460.00 7,850.00

6 | May 2026 12,310.00 8,370.00

7 | Jun 2026 13,050.00 8,610.00

8 | Total 65,850.00 47,400.00

9

10 | Revenue trend

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In D2:D7, calculate the profit of each month: revenue — costs.

2. In E2:E7, calculate the margin of each month: profit + revenue.

3. In D8, add up the profit of the six months.

4. In E8, calculate the margin of the whole half-year.

5. Highlight every monthly margin greater than 30% in E2:E7 in green.
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6. Add a line sparkline in B10 that shows the revenue trend of B2:B7.
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Percent Change & Running Totals: July to December

Lesson 9 - about 20 min

Goal. You measure how the shop's revenue changed from month to month in the second half-year, build a
running total with a half-locked range, compare H2 with H1 and colour the months that shrank.

The second half-year is over and the shop owner asks two questions: did we grow from month to month? and
how much have we sold so far? Both are everyday spreadsheet jobs.

Percent change = new =+ old — 1. August revenue 11,960 against July 12,480: =B4/B3—1 = —4.2 %. The
same is (new — old) + old. Format the result as a percentage. Forgetting the —1 gives 95.8 %, which looks
like a share, not a change.

A running total adds everything from the first month up to the current row. Lock only the start of the range:
=SUM($B$3:B3). Copied down, the start stays at B3 while the end moves: =SUM($B$3:B4),
=SUM($B$3:B5) ... Locking both ends would show the full total in every row.

The same —1 trick compares bigger periods: H2 total + H1 total — 1. Finally, conditional formatting with
Less than O colours the months that shrank, so nobody has to read every percentage.

In Excel

o Format changes as percent with Ctrl + Shift + %.
e Add the $ to the start of the range only: click into B3 in the first reference and press F4 once.

A B (o3 D

1 Month Revenue Change vs previous month Running total H2
2 | Jun 2026 (last month of H1) 13,050.00

3 |Jul2026 12,480.00

4 | Aug 2026 11,960.00

5 | Sep 2026 13,720.00

6 | Oct 2026 14,310.00

7 | Nov 2026 16,950.00

8 | Dec 2026 21,400.00

9

10 | H1 total (Jan-Jun) 65,850.00

11 | H2 total (Jul-Dec) 90,820.00

12 | Growth H2 vs H1

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In C3:C8, calculate the change of each month against the month before: new + old — 1. Fill C3 and copy it
down to C8.
2. In D3:D8, build a running total of the H2 revenue. Write =SUM($B$3:B3) in D3 and copy it down to D8.

3. In B12, calculate the growth of the second half-year against the first.
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4. Colour every month with a negative change in C3:C8 light red (rule Less than 0).
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SUMIFS & COUNTIFS: A Category x Channel Table

Lesson 10 - about 20 min

Goal. You split twenty orders by category and by sales channel in one table with SUMIFS and mixed refer-
ences, count the large marketplace orders and find the average marketplace order.

The shop now also sells on an online marketplace. The owner wants one small table: revenue per category
and per channel (Website / Marketplace). SUMIF from lesson 5 handles one condition; SUMIFS handles sev-
eral: =SUMIFS(what to add, range 1, condition 1, range 2, condition 2).

=SUMIFS($D$2:$D$21,$B$2:$B$21,$F2,$C$2:$C$21,G$1) adds the amounts whose category equals F2 and
whose channel equals G1. Note the order: in SUMIFS the range to add comes first (in SUMIF it comes last).

One formula can fill the whole table if the condition cells are mixed references: $F2 keeps the column F but
lets the row move; G$1 keeps row 1 but lets the column move. Copied right and down, every cell picks its own
category and channel.

COUNTIFS counts with several conditions, and conditions can compare: ">50" counts amounts above 50.
AVERAGEIF averages the matching rows. Check: the table total must equal the sum of all orders.

A B (o3 D E F G H
1 | Order Category Channel Amount Category Website Marketplace
2 | 2001 Paper Website 48.50 Paper
3 | 2002 Pens Marketplace 23.90 Pens
4 | 2003 Planners Website 72.00 Planners
5 | 2004 Paper Marketplace 31.20 Total 0.00 0.00
6 | 2005 Pens Website 18.40
7 | 2006 Paper Website 64.80 Markatplace orders
8 | 2007 Planners Marketplace 48.00 ﬁ;/;er?ge marketplace
9 | 2008 Pens Website 41.30
10 | 2009 Paper Marketplace 57.60 Slgﬁzgf'r:’\lhn&?m
11 | 2010 Planners Website 96.00
12 | 2011 Pens Marketplace 13.80
13 | 2012 Paper Website 52.40
14 | 2013 Planners Marketplace 120.00
15 | 2014 Paper Website 29.90
16 | 2015 Pens Marketplace 62.50
17 | 2016 Planners Website 24.00
18 | 2017 Paper Marketplace 38.70
19 | 2018 Pens Website 55.20
20 | 2019 Planners Marketplace 72.00
21 | 2020 Paper Website 44.10

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.
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Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In G2:H4, add up the revenue per category and channel with SUMIFS. Write one formula in G2 with $F2
and G$1, then copy it to the whole table.

2. In G7, count the marketplace orders with an amount above 50 using COUNTIFS.

3. In G8, calculate the average amount of a marketplace order with AVERAGEIE

4. Which channel brings in more planner revenue? Type it in G10.

24



IF with AND & OR: Free Gifts and Priority Packing

Lesson 11 - about 16 min

Goal. You let Excel decide which orders get a free gift (two conditions that must both be true) and which
are packed first (either condition is enough), and count the gifts to pack.

The shop runs two rules in the packing room. Free gift: a washi tape for new customers whose order is at
least 40. Priority packing: every Express order or any order of 100 or more.

AND(...) is TRUE only if all its conditions are true; OR(...) is TRUE if at least one is. Put them inside IF:
=IF(AND(B2>=%$B$16,C2="New"),"Yes","No") and =IF(OR(D2="Express",B2>=$B$17),"Priority","Normal").

Test the edge cases: order 3005 is exactly 40.00, so >= gives a gift while > would not. Order 3012 is 58.20
from a returning customer: with AND no gift, with OR (by mistake) a gift. Order 3003 is Standard but
118.00: OR makes it Priority.

Keep the limits in cells ($B$16, $B$17) so the rules can change without touching the formulas, and count the
results with COUNTIF to know how many gifts to put on the packing table.

A B (o3 D E F
1 | Order Amount Customer Shipping Free gift? Packing
2 | 3001 34.50 | New Standard
3 |[3002 52.80 | New Standard
4 | 3003 118.00 | Returning Standard
5 | 3004 41.20 | Returning Express
6 | 3005 40.00 | New Express
7 | 3006 27.90 | New Standard
8 | 3007 64.30 | Returning Standard
9 |[3008 99.90 | New Standard
10 | 3009 15.60 | Returning Express
11 | 3010 46.70 | New Standard
12 | 3011 103.40 | Returning Express
13 | 3012 58.20 | Returning Standard
14
15 | Rules Value
16 F(;iiuii)ft for new customers from 40.00
17 | Priority packing from (amount) 100.00
18 | Cost of one free gift 2.40
19 | Gifts to pack
20 | Cost of the gifts 0.00

Shaded cells are your work area - fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.
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1. In E2:E13, show Yes when the customer is New and the amount is at least the limit in B16, otherwise No.
Fill E2 and copy it down.
2. In F2:F13, show Priority for Express orders or orders of at least B17, otherwise Normal.

3. In B19, count the gifts to pack. B20 then shows what they cost.
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Dates in Excel: Days to Ship & Late Orders

Lesson 12 - about 19 min

Goal. You calculate how many days each November order waited before it was shipped, flag the late ones
against the 2-day promise and summarise the month.

The shop promises to ship within 2 days. The November order list has an order date and a ship date for every
order. Are we keeping the promise?

Excel stores a date as a number of days (1 Nov 2026 is 46,327); the date format only changes how it looks.
That is why date maths is plain subtraction: days to ship = ship date — order date = =C2—B2. If the result
shows as a date, change the cell format to Number.

Combine it with IF: =IF(D2>$B$15,"Late","On time"). Use > here, not >=: shipping on day 2 keeps the
promise. Keep the promise (2) in its own cell so it can change.

Summarise with what you know: AVERAGE for the typical waiting time and COUNTIF for the late orders.
Watch weekends: order 4005 came in on a Friday and left on Monday — three calendar days. Counting only
working days needs NETWORKDAYS, a topic for Excel Dates & Times: DATE, EOMONTH, NETWORKDAYS, Time
Math & Schedules.

In Excel

» Type dates as 2.11.2026 or 11/2/2026 depending on your region; Excel turns them into date numbers.
e Ctrl + ; enters today's date as a fixed value.

A B C D E
1 | Order Ordered Shipped Days to ship Status
2 | 4001 2026-11-02 2026-11-03
3 | 4002 2026-11-02 2026-11-05
4 | 40083 2026-11-03 2026-11-04
5 | 4004 2026-11-04 2026-11-06
6 |4005 2026-11-06 2026-11-09
7 | 4006 2026-11-09 2026-11-10
8 | 4007 2026-11-11 2026-11-12
9 | 4008 2026-11-13 2026-11-17
10 | 4009 2026-11-16 2026-11-17
11 [ 4010 2026-11-18 2026-11-20
12 | 4011 2026-11-20 2026-11-23
13 | 4012 2026-11-24 2026-11-25
14
15 | Promised days to ship 2
16
17 | Average days to ship

18 | Late orders

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.
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Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In D2:D13, calculate the days to ship: ship date — order date. Fill D2 and copy it down.

2. In E2:E13, show Late when the days to ship are more than the promise in B15, otherwise On time.

3. In B17, calculate the average days to ship.

4. In B18, count the late orders.
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Text Formulas: Clean Product Names and Build SKU
Codes

Lesson 13 - about 19 min

Goal. You clean up a supplier's messy product names, build stock codes (SKUs) from the category and the
ID, and check which name is too long for the marketplace.

A new supplier sends ten products for the shop, typed in a hurry: extra spaces, CAPITALS, lower case. Before
they go online they need clean names and a stock code (SKU) such as PAP-101.

TRIM removes spaces at the start and end and turns double spaces into single ones. PROPER capitalises the
first letter of every word. Nested, they clean a name in one go: =PROPER(TRIM(B2)) turns " notebook a5 dot-
ted" into Notebook A5 Dotted. Excel works from the inside out: first TRIM, then PROPER.

LEFT(text, n) takes the first n characters, UPPER makes them capitals, and & joins pieces of text:
=UPPER(LEFT(C2,3))&"-"&A2 gives PAP-101. The hyphen is text, so it goes in quotes; numbers like the ID are
joined as they are.

LEN counts characters, spaces included — useful when a marketplace allows only 25 characters per name.

Typical mistakes: PROPER without TRIM (the double spaces stay and look like typos), or forgetting the quotes
around "-".

A B Cc D E F

1 | ID Name from the supplier Category Clean name SKU Length
2 [101 notebook a5 dotted Paper
3 | 102 GEL PENS 5 PACK PENS
4 103 planner 2027 weekly planners
5 |104 sticky notes yellow Paper
6 | 105 washi TAPE set Gifts
7 | 106 fountain pen blue PENS

108 highlighter set pastel PENS
10 | 109 sketchbook a4 Paper
11 | 110 letter tray black Gifts
12

Marketplace
BT e

(characters)
ta | N tati

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In D2:D11, clean each supplier name with PROPER and TRIM. Fill D2 and copy it down.
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2. In E2:E11, build the SKU: the first three letters of the category in capitals, a hyphen and the ID (e.g. PAP-
101).
3. In F2:F11, count the characters of each clean name with LEN.

4. Which clean name is longer than the limit in B13? Type it in B14.
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Setting Prices: Markup, .90 Endings & Margin

Lesson 14 - about 19 min

Goal. You price ten new products from their cost with a markup, turn every price into a friendly .90 end-
ing, calculate the margin and colour the prices that miss the target.

Ten new products arrive for the autumn range. The owner's rule: double the cost (a markup of 100 %), then
round to a price that ends in .90, like 14.90 or 3.90. The question is whether every product still earns the tar-
get margin of 50 %.

Markup is added to the cost: price = cost X (1 + markup) = 7.35 X 2 = 14.70. Margin is measured on the
price: (price — cost) + price. A 100 % markup gives a 50 % margin — markup and margin are different num-
bers, and mixing them up is a classic pricing mistake.

To get a .90 ending, round up to the next whole number and subtract 0.10: =ROUNDUP(C2,0)—0.1 turns
14.70 into 14.90. ROUND would round 2.40 down to 2 and give 1.90 — below cost-plus. ROUNDUP(x,0) al-
ways goes up to the next whole number.

Watch the edge: when the price before rounding is already a whole number or ends above .90, the .90 price is
slightly lower — 18.00 becomes 17.90 and the margin drops under 50 %. Conditional formatting with Less
than the target makes those products jump out.

A B (o3 D E

1 | Product Cost from supplier Price before rounding Shop price (.90) Margin
2 | Desk organiser 7.35

3 | Highlighter set 2.20

4 | Notebook B5 grid 4.48

5 | Pencil case 5.10

6 | Letter tray 9.00

7 | Gel pen refills 1.85

8 | Weekly planner 6.65

9 | Sketchbook A4 5.97

10 | Mini stapler 3.40

11 | Bookmark set 1.20

12

13 | Markup on cost 100%

14 | Target margin 50%

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In C2:C11, calculate the price before rounding: cost X (1 + markup in B13). Fill C2 and copy it down.
2.In D2:D11, turn each price into a .90 price: round up to a whole number and subtract 0.10.

3. In E2:E11, calculate the margin on the shop price: (shop price — cost) + shop price.

4. Colour every margin below 50 % in E2:E11 light red (rule Less than 0.5).
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An Error-Proof Order Form: IFERROR & Data Validation

Lesson 15 - about 19 min

Goal. You make the order form survive typos: lookups that say "Check code" instead of #N/A, prices that
fall back to 0, a count of lines to check and a validation rule for the quantities.

Customers phone in orders and staff type the codes. Two typos — GP5 and PL-72 — turn the order form from

the XLOOKUP lesson into a sea of #N/A, and the order total becomes #N/A too. One quantity of 120 was

meant to be 12.

IFERROR (formula, value if error) returns the result of the formula, or your own value if it fails:
=IFERROR (XLOOKUP(A12,$5A$2:$A$9,$B$2:$B$9),"Check code"). For the price, fall back to 0, so the line to-
tal and the order total keep working.

Lookups ignore upper/lower case: wt-set finds WT-SET. A missing hyphen does not — GP5 is a different text
from GP-5. Count the problem lines with COUNTIE so nobody ships an incomplete order.

IFERROR hides every error, also a wrong range, so use it only around the formula you understand. Data vali-
dation stops bad entries at the door: allow a whole number between 1 and 50 in the quantity column, and the

120 is marked at once.

In Excel

o Data validation: select D12:D17, Data > Data Validation, Allow: Whole number, between 1 and 50.
» Data > Data Validation > Circle Invalid Data marks entries that were typed before the rule existed.

A
1 | Code
2 |NB-A5
3 |GP-5
4 | PL-27
5 | SN-100
6 |WT-SET
7 | FP-01
8 |DO-BB
9 |HL-6
10
11 | Code
12 | PL-27
13 | GP5
14 | wt-set
15 | HL-6
16 | PL-72
17 | NB-A5
18 | Order total
19

20 | Lines to check:

B
Product
Notebook A5
Gel pens (5-pack)
Planner 2027

Sticky notes
Washi tape set
Fountain pen
Desk organiser

Highlighter set

Product

Price

Price

(o

12.50
6.90
24.00
3.80
9.50
39.00
14.90
4.90

D

Qty Line total

=W =200 N

120

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.
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0.00
0.00
0.00
0.00
0.00
0.00
0.00



Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In B12:B17, look up the product name and show Check code when the code is not found. Fill B12 and
copy it down.

2.1In C12:C17, look up the price with IFERROR so that an unknown code gives 0. The order total in E18 then
works again.

3. In B20, count the order lines whose code must be checked.

4. Add data validation to the quantities D12:D17: allow only whole numbers between 1 and 50. The 120
gets marked as invalid.
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Repeat Customers: COUNTIF per Row, Duplicates &
Revenue Share

Lesson 16 - about 19 min

Goal. You find out which orders come from customers who buy again, label them, calculate how much of
the revenue repeat customers bring and highlight the repeated customer IDs.

Twenty orders, but how many customers come back? Repeat customers are cheap to keep and worth knowing
about. The order list only has a customer ID per order, which is all you need (and keeps personal data out of
the analysis).

COUNTIF with a cell as the condition counts how often this row's customer appears in the whole list:
=COUNTIF($B$2:$B$21,B2). Customer C-214 has 4 orders, so each of her four rows shows 4. The range is
locked, the condition moves with the row.

With IF the count becomes a label: =IF(D2>1,"Repeat”,"One-off"). Then SUMIF + SUM gives the share of rev-
enue from repeat customers: =SUMIF(E2:E21,"Repeat",C2:C21)/C23.

The built-in conditional format Duplicate values colours every ID that appears more than once — a quick vis-
ual check of the same logic. Typical mistake: forgetting the $ in the COUNTIF range, so the range shrinks as
you copy down and later rows count too few orders.

A B C D E
1 Order Customer ID Amount Orders by this customer Type
2 | 5001 C-214 42.50
3 | 5002 C-187 18.90
4 | 5003 C-305 64.00
5 |5004 C-214 37.20
6 | 5005 C-422 25.60
7 | 5006 C-187 51.30
8 | 5007 C-519 29.90
9 |5008 C-214 58.40
10 | 5009 C-633 12.80
11 | 5010 C-305 47.10
12 | 5011 C-748 33.30
13 | 5012 C-187 22.70
14 | 5013 C-851 71.60
15 | 5014 C-422 19.40
16 | 5015 C-962 26.00
17 | 5016 C-214 66.20
18 | 5017 C-305 39.80
19 5018 C-1073 15.50
20 | 5019 C-519 44.90
21 | 5020 C-1184 28.10
22
23 | Total revenue 755.20
24 Share of revenue from

repeat customers
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Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In D2:D21, count how many orders the customer of each row has placed. Fill D2 and copy it down.

2. In E2:E21, label each order Repeat if the customer has more than one order, otherwise One-off.

3. In C24, calculate the share of revenue that comes from repeat orders.

4. Highlight every customer ID in B2:B21 that appears more than once with the rule Duplicate values (blue
fill).
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Charts for Parts of a Whole: Pie and Stacked Columns

Lesson 17 - about 16 min

Goal. You calculate each category's share of the half-year revenue, show it as a pie chart with labels, and
show how the website and the marketplace add up month by month in a stacked column chart.

Lesson 7 used columns to compare and lines to show a trend. Two more questions come up in every shop re-
port: how is the total split? and what is each month made of?

A pie (or doughnut) shows the parts of one whole: four categories that add up to the half-year revenue. Keep
it to a few slices, turn on data labels and never include the Total row — it would become a slice as big as all
others together. Shares: =B2/$B$6.

A stacked column chart puts the parts on top of each other: each column is the month's total, the two colours
show Website and Marketplace. You see the total and the mix at the same time; the marketplace part grows to-
wards Christmas.

Pick the chart by the question: shares of one total — pie; parts over time — stacked columns; comparing a few
values — columns; trend — line.

A B C
1 Category Revenue H2 Share
2 Paper 31,450.00
3 Pens 19,870.00
4 Planners 27,300.00
5 Gifts 12,200.00
6 Total 90,820.00
7
8 Month Website Marketplace
9 Jul 2026 8,940.00 3,540.00
10 Aug 2026 8,410.00 3,550.00
11 Sep 2026 9,580.00 4,140.00
12 Oct 2026 9,870.00 4,440.00
13 Nov 2026 11,200.00 5,750.00
14 Dec 2026 13,620.00 7,780.00

Shaded cells are your work area — fill them in, then compare with the Appendix: Solutions at the end of the book.

Your tasks

Try it on your computer: open a blank spreadsheet, type the numbers from the worksheet above into the same cells
(A1, B1 ...), then work on the shaded cells. When you are done, compare with the solutions in Appendix: Solutions
at the end of this book and correct your sheet.

1. In C2:C5, calculate each category's share of the total in B6. Fill C2 and copy it down.

2. Insert a pie chart of the revenue by category (a1 :B5, without the Total row) with data labels and a title
that contains category or revenue.

3. Insert a stacked column chart of the months and both channels (a8:c14) with a title that contains chan-
nel.
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