l ipsMake.c.,m

TipsMake > Application >Office information >

The 10 most useful but often forgotten functionsin
excel

Microsoft excel is an extremely effective and effective calculation tool not only for accounting and office but
also for many other industries.

Besides the classic Excel functions that are commonly used and used as SUM, SUMIF, IF, COUNTIF, . there
are also extremely useful but less used functions such as LEFT, TRIM, MID, . How to use and meaning those
functions? Let's find out in the following article

1. The TRIM function

a) Meaning

The TRIM function is afunction that removes all spaces in the input text and keeps a space between words.

b) Syntax

=TRIM (text)

+ text is the paragraph, the text to remove spaces, required parameters.Y ou can enter text or reference directly.
c) Example

- Remove white space in the text "kenh it vn"

D4 M fe |} =TRIM(CA)
A B C D E
1
2 Ham TRIM
TEXT TRIM
4 kenh it wn|kenh it vn |
5
6

2. LOWER function
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a) Meaning
The LOWER () function converts all charactersin atext string into lowercase.

=> Thisfunction is often used when you need to reformat a sentence (usually by copying somewhere pasted into
Excel) in which, lowercase letters are typed or changed wildly .

b) Syntax

= LOWER (text)

+ text: A string, or reference to a string to be formatted

c) Example

The following formulawill change the words in column A to be al lowercase
= LOWER (A2) ? A2: multi engraving

= LOWER (A3) ?A3: hacharm

= LOWER (A4) ? A4: Privacy

D7 - Ie
A B C
TEXT Ciphiap |Két qua ham tinh
KHAC DA |=LOWER(text) khic da

HA DUYEN | =LOWER(text) ha duyén
BAO UYEN | =LOWER(text) béo uyén
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3. UPPER function

a) Meaning

The UPPER () function converts all charactersin atext string to uppercase.

b) Syntax

= UPPER (text)

+ text: isastring, or reference to a string to be formatted.

c) Example

The following formulawill concatenate the text string in cell C2 into text in uppercase

= UPPER (C2) ? C4: KENHIT.VN
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4. Function PROPER
a) Meaning

The PROPER () function converts the first character in a text of a text string to uppercase, while al the
remaining charactersin that string become lowercase.

b) Syntax

= PROPER (text)

+ text: A string, or reference to a string to be formatted
c) Example

The following formula will reformat the text string from column B2-B6 from the lower case letters to the first
character in aword to uppercase.

D2 - £« | =PROPER(B2)

A B C D
1 St Ho va tén Ho va tén
2 1|nguyén van hai Nguyén VanHai |
3 2|1& van luan L& Van Luan '
4 3llal dirc cuwérng Lai Prc Currng
5 4|nguyén thi hau Nguyén Thi Hau
6 5\nguyén van hién Nguyén Van Hién
7
8
: | |

5. The SMALL function

a) Meaning

The SMALL () function isa calculation function in excel that produces the smallest k-value of a data set
b) Syntax

= SMALL (array, k)

Inside:

+ Array isan array or range of numeric data that you want to determine its kth smallest value.



+ K isthe position (from the smallest value) in the array or range of datato return.
*Attention:

- The arguments of the calculation function are required values

- In case the array is empty then the SMALL function will give the #NUM! Error resullt..

- In case k is less than or equal to O or if k exceeds the number of data points, then the SMALL function will
produce the #NUM! Error result .

c) Example

In part 6

6. LARGE function

a) Meaning

The LARGE () function isa calculation function in excel that produces the k-largest value of a data set
b) Syntax

= LARGE (array, k)

Inside:

+ array: An array or range of data containing the kth largest valuein it.

+ k: What isthe largest position (the largest adjectiveis No. 1) in the array you want to return.
* Attention

- If the argument in the array is a blank -> the function returns the #NUM ! Error value..

- If k 20 or k is greater than the number of data points in the array -> the function returns the #NUM! Error
value

- If nisthe number of data points of the array, then:

+ LARGE (array, 1) -> returns the largest value in the array array.

+ LARGE (array, n) -> returns the smallest value in the array array.

c) Example

In the data table 'REVENUE REPORT' the following stores.Find stores with the largest and smallest sales
+ Thelargest revenue = LARGE (B4: B10,1)

+ Minimum revenue = SMALL (B4: B10,1)



7.MIN function

a) Meaning

E3

fe| =LARGE(B4:B10,1) |

Wt~ oW e

[
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A

B

=

BAO CAO DOANH THU Al TAP

CUAHANG DOANH 50 [DOANHTHU LON NHAT | 132,000,000 |
CAU GIAY 102,004,000 Cui phdp =LARGE(B4:810,1)
HOANG QUAcC VIET 92,000,000
PHAM VAN DONG 110,004,000 | [DOANH THU NHO NHAT | 92,000,000 |
TRAN CUNG 120,000,000 cu phdp =SMALL(B4:B10,1)
PHO HUE 98,000,000
HAI BA TRUNG 100,010,000 CU'A HANG DT LGN NHAT 77

NGUYEN KHUYEN

132,000,000

CUPA HANG DT NHO NHAT

77r

The MIN () function is used to get the minimum value in a column.

Note: Vaues ??can be numeric or string, characters, etc.

b) Syntax

= MIN (numberl, number2.)

+ numberl, number2 . are input parameters that can be numbers, names, ranges of cells or reference
values.Maximum 256 input parameters.

* Attention

-If the argument list contains no numbers, the Min function returns a value of 0.

-If the argument is an array or reference, only numbers in that array or reference are used.And empty cells,

logical values, or text are ignored.

-The argument is text or the error value does not convert into numbers then the error function.

-The logical values ??and numbers of text you enter directly into the argument list will be calculated.

c) Example

Give the following data table.Find ventricular click

= MIN (C5: C14) => is4.9




3
=)
4

Je |=M|N{c5:r:14} I

A B c ; D " E
1 HAM MIN TRONG EXCEL

A

3

4 | STT HO TEN DPTB | MONDKIEN | KETQUA
5 1 |NguyénDiéu Quy 78 8.5 DAU

6 2 |Huynh VanDiép 50 6.5 TRUGT
7 3 |B&iVanAn 80 48 TRUGT
g8 4 |NguyénDiéu Quinh 70 5.0 DAU

3 5 |D3 Dirc Toan 63 6.9 TRUGT
10 6 |Bii XuanBai 8.1 45 TRUGT
11 7 |Lé TrungKién 49 49 TRUGT
12 8 |Ngb Van Tuan 75 6.0 DAU

13 9 |Nguyén Quyét Thing 6.0 8.2 TRUGT
14 10 |Lé Trin Thao 9.0 75 DAU

15

16 Diém trung binh thip nhit: r 49 I

8. TheMAX function

a) Meaning

The MAX () function is used to get the maximum value in a column.
Note: Vaues ??can be numeric or string, characters, etc.

b) Syntax

=MAX (numberl, number2 .)

+ numberl, number2 . are input parameters that can be numbers, names, ranges of cells or reference
values.Maximum 256 input parameters.

* Attention
-If the argument list does not contain numbers, the Max function returns a value of 0.

-If the argument is an array or reference, only numbers in that array or reference are used.And empty cells,
logical values, or text are ignored.

-The argument is text or the error value does not convert into numbers then the error function.

-The logical values ??and numbers of text you enter directly into the argument list will be calculated.
c) Example

Give the following data table.Find the highest salary

= MAX (E4: E9 =>is 2,760,000



E11 - (. fe [=Max(ea:e9)

Al A B C D E

1 HAM MAX TRONG EXCEL

2

3 M& PB |Ténnhén vién |Thim nién Tién luong

4 PTC |ViThuHa 25 2,500,000
5 PKH |Déang Thu Tra 27 2,160,000
6 PTV  |D3 Thi Nha 24 2,160,000
7 PTV  |Pham Nhit Quang 26 1,040,000
8 BGD |Phang Quéc Chan 23 2,760,000
9 PTC  |Lé& Thi Mai Hwong 24 1,440,000
10

.1 |Mokc tién heong cao nhét la: I 2,76{,,{,,[“]'

9. MID function

a) Meaning

The MID function cuts out n characters in the string from the original position m
b) Syntax

= MID (text, m, n)

+ text: string to cut.

+ m: The starting position of the string to cut.

+ n: Number of charactersto cut from the string.

*Attention

+ num_chars: unlike LEFT and RIGHT functions, if equal to 1, you can skip writing but with MID function, it is
required to write to understand the function to get the desired number of characters.

+ When you give atopic that takes the middle character, you must use the MID function
+ The MID function can be combined with the VLOOKUP function in each case for the lesson we use.
c) Example

For the data table. From the character column we will start from the 2nd character and get 2 characters
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We will try to execute the MID function: = MID (B3,2,2) We will get the character CS and we just copy the
formulawill get the same result.
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10. LEFT function

a) Meaning

LEFT () function to retrieve n characters from the left of the string (Text)

b) Syntax

= LEFT (String, [Number of characters])

+ Text: A text string containing the characters to be removed.

+ Number of characters: The number of charactersto be removed from the left of the given String.
* Attention

- The number of characters retrieved must be greater than or equal to zero.

- If the number of characters retrieved is greater than the length of the text, the Left () function will return the
entire text.

- If the number of characters removed isblank, it is assigned a default value of 1.
c) Example

Split first 6 charactersin string column

= LEFT (A3,6)
SUM v (0 X « fe| =LEFT(A3,6)
A B C D E

Dé: Tach 6 ky ty diu tién trong

1 |cdt chuoi

3 Chudi | Ky hiéu Chubi Ky hiéu
AB/13P[1234 ]zLEH(A;«__ﬁ) m AB/13P[1234  [AB/13P
AB/14P|5678 AB/14P|5678 |AB/14P
AB/SP|1310 AB/15P|1310  [AB/15P
AB/16P|2608 AB/16P|2608 [AB/16P
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Y ou finished reading the article "The 10 most useful but often forgotten functionsin excel” edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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