
DataSmithPro, LLC

Developed by Bryan L. Smith, CPA.CITP, CISA

November 18, 2025 – 3:45-4:50 PM

The Must Know
Excel Features

Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited



DataSmithPro, LLC

Bryan L. Smith, CPA.CITP, CISA

 Owner DataSmithPro, LLC

 Co-founder of CPA Crossings, LLC

 Strategic technology advisor to CPAs w/ 40+ years of 
experience

 Nationally recognized author and presenter on CPA technology

 Extensive knowledge and experience in proper Excel design 
techniques as well as helping CPAs build spreadsheets that are 
accurate

 As a Certified Information Systems Auditor (CISA), spent a 
considerable amount of time auditing and validating thousands 
of Excel spreadsheets

 Developed various data analysis and Microsoft Power BI 
courses and has worked with multiple organizations to train and 
coach staff on proper data analysis techniques

 Masters of Science in Information Assurance (MSIA)
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Presentation 
Outline

Excel Tables 

Custom Sorting 

XLOOKUP 

SUBTOTAL 

SUMIF(S) 

Array Formulas 

Data Validations 

Slicers

Conditional 
Formatting

Wrap-Up 

Click links to navigate to 
specific section -------------- >
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The slides in this presentation contain many 
screenshots of the Excel application in order to 

demonstrate particular features and functionality.  
These screenshots were taken during the 

development of this course.  However, Microsoft 
updates the apps regularly and it becomes difficult to 
constantly update the screenshots.  Therefore, please 

note that screenshots may vary from your actual 
version, but the overall functionality remains the same.

Note About Screen Shots
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Excel Tables
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Excel Tables – Defined

A feature added in Excel 2007 – “Format as Table”

Should not be confused with What-If Analysis “Data Tables”

Structured range of data

Typically contains related data in a series of Rows / Columns

A way to organize and analyze data
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Format As Table

7The 10 Must Know Excel Features

Select a single cell in 
contiguous range, then 

Format as Table
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Productivity Gain Topics

Easily change 
Table 

formatting

Navigate 
directly to 

Tables

Auto filters 
headers that 
stay visible

Easily reorder 
rows and 
columns

Auto expands 
with new data 
and maintains 
cell formatting

Calculated 
columns keeps 

formulas 
consistent

Total row with 
drop down list 

for quick 
calculations

Structured 
references in 

formulas

Use a Table with 
a PivotTable

Use Slicers with a 
Table
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Easily Change Table Formatting

9The 10 Must Know Excel Features

Select any cell in 
Table to display Table 

Design Ribbon

Table Styles for 
easy formatting

Formatting 
options
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Navigate Directly to Tables

10The 10 Must Know Excel Features

Navigates to the Table, even 
if it’s on a different sheet

This is why it’s important 
to name Tables
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Auto Filters Headers That Stay Visible
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Automatically adds 
filters to Table headers

Scroll down and 
filters/column names 

replace column letters

Only works if a cell within 
the Table is selected
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Auto Expands with New Data

12The 10 Must Know Excel Features

Copy & Paste Values auto 
expands the Table range

Also expands if you type new data 
on the row right under the Table

Can also paste over 
Table Total row
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Calculated Columns Keeps Formulas Consistent 
– New Formula

13The 10 Must Know Excel Features

Enter formula in a 
single cell in a column, 
it copies to the other 
cells in the column 

Note: Conditional Formatting 
doesn’t copy to auto column
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Calculated Columns Keeps Formulas Consistent 
– Change Formula
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Change formula in a 
single cell in a column, 
it changes all formulas 

in the column 
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Total Row for
Quick Calculations
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Adds a total to the 
rightmost cell that 

contain values
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Total Row with Drop-Down List for
Quick Calculations

16The 10 Must Know Excel Features

Drop-down list to select a 
Function.  Can use ANY function.  

Turning Total Row off/on it 
remembers the formula
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Custom Sorting
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Custom Sorting

Built-In sorting order in Excel
• Ascending
• Descending
• Dates (date, month, day of week)
• Color in Excel Table

Custom Lists allows user-defined order
• List must contain text or text with numbers
• Numbers only must come from a list formatted as text
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Example of Custom Lists

High, Medium, Low

Large, Medium, Small

North, South, East, West

Senior Manager, Regional Manager, Department Manager, Sales 
Representative
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Creating a Custom List

20The 10 Must Know Excel Features

File > Options > 
Advanced > scroll down 

> Edit Custom LIsts
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Setting Up Custom List

You can manually enter

You can create from range
• Use UNIQUE function to get list
• Copy & Paste Values, then Set order
• Select range
• Open Custom Lists
• Range should be in “Import list from cells”
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Creating Custom List from Range
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Sort with Custom List
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I add Custom Sort to 
Quick Access Toolbar
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Results of Custom Sort
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XLOOKUP
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VLOOKUP / HLOOKUP

The traditional “lookup” functions

Looks for a value in array (list) and return a value from that array

V – looks down a column in a list to find a value

H – looks across a row in a list to find a value

Can be inefficient in older versions of Excel

XLOOKUP was created to replace these 2 functions
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Issue #1 with VLOOKUP / HLOOKUP

27The 10 Must Know Excel Features

If Exact match & lookup_value 
is missing, you get #N/A error Must wrap formula 

in IFERROR function
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Issue #2 with VLOOKUP & HLOOKUP

28The 10 Must Know Excel Features

If you add column to table_array, 
you may have to adjust formula

Now, col_index_num = 3
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Issue #3 with VLOOKUP & HLOOKUP

29The 10 Must Know Excel Features

Lookup_value must be in the 
first column/row of table_array

Otherwise, must use the 
more complicated INDEX 

and MATCH functions
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XLOOKUP to the Rescue

30The 10 Must Know Excel Features

Look_array and return_array, so lookup_value 
doesn’t have to be 1st column/row

Ability to handle 
no match

Defaults to Exact match
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Main Benefits of XLOOKUP

Has all the speed improvements released to VLOOKUP in 2018

No longer relies on col_index_num
• Can select any column (left or right of lookup_array), eliminate most uses of INDEX/MATCH
• Won't break if someone inserts or deletes columns in lookup_array

Performance improvements because only need to specify 2 cloumns instead of the whole table_array

Defaults to an exact match

Provides array capabilities…it returns a range instead of a value

Search_mode option

Can allow wildcard matches in search
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XLOOKUP Example
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SUBTOTAL
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SUBTOTAL & AGGREGATE Functions

SUBTOTAL(function_num, ref1, ref2, ...)
— Subtotals values

— Does NOT include other SUBTOTAL in range

AGGREGATE(function_num, options, ref1, [ref2], …)
— Like SUBTOTAL with the option to ignore hidden rows and error 

values
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SUBTOTAL Functions Syntax
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SUBTOTAL = SUBTOTAL(function_num, ref1, ref2, ...)

Function_num
(includes hidden values)

Function_num
(ignores hidden values)

Function

1 101 AVERAGE

2 102 COUNT

3 103 COUNTA

4 104 MAX

5 105 MIN

6 106 PRODUCT

7 107 STDEV

8 108 STDEVP

9 109 SUM

10 110 VAR

11 111 VARP

Used to calculate a 
range that is filtered

Designed for 
Columns 

NOT Rows
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AGGREGATE Function Syntax
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AGGREGATE(function_num, options, ref1, [ref2], …)
AGGREGATE(function_num, options, ref1, [ref2], …)

Function_num Function Options Behavior
1 AVERAGE 0 or omitted Ignore nested SUBTOTAL and AGGREGATE functions

2 COUNT 1 Ignore hidden rows, nested SUBTOTAL and 
AGGREGATE functions

3 COUNTA 2 Ignore error values, nested SUBTOTAL and AGGREGATE 
functions

4 MAX 3 Ignore hidden rows, error values, nested SUBTOTAL and 
AGGREGATE functions

5 MIN 4 Ignore nothing
6 PRODUCT 5 Ignore hidden rows
7 STDEV.S 6 Ignore error values
8 STDEV.P 7 Ignore hidden rows and error values
9 SUM

10 VAR.S
11 VAR.P
12 MEDIAN
13 MODE.SNGL
14 LARGE
15 SMALL
16 PERCENTILE.INC
17 QUARTILE.INC
18 PERCENTILE.EXC
19 QUARTILE.EXC

More options than 
the SUBTOTAL 

function
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SUBTOTAL & AGGREGATE Examples
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SUMIF(S)
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Math Functions

SUMIF(range, criteria, [sum_range])
— Adds the cells specified by a given criteria

SUMIFS(sum_range, criteria_range1, criteria1, 
[criteria_range2, criteria2], …)

— Adds the cells in a range that meet multiple criteria
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SUMIF(S) Example
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Array Formulas

Copyright © 2025 DataSmith Pro, LLC - Unauthorized Reproductions Prohibited



DataSmithPro, LLC

What is an Array Formula?

42The 10 Must Know Excel Features

You can think of an array as a combination of rows and columns of 
valuesThink

An array formula can perform multiple calculations on one or more 
items in an arrayPerform

Array formulas can return either multiple results, or a single resultReturn
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Important Note About Array Formulas

Microsoft 365 Excel versions you can press Enter for array 
formulas

ALL other Excel versions require legacy array formulas entry, 
which requires you to press Ctrl+Shift+Enter

Due to the difficulty of building training material for ALL 
versions, I will only be covering Microsoft 365 Excel versions

If you have other versions, please use the links in the upper right 
for details on legacy array formulas
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Example of a Single-Cell Array Formula

44The 10 Must Know Excel Features

Non-Array formula, to 
calculate Grand Total, need to 

have a calculation for each 
row that is Qty * Unit Price

An Array formula is a calculation in 
a single cell that performs 

Qty * Unit Price row by row without 
the need for a Total column
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Example of a Multi-Cell Array Formula

45The 10 Must Know Excel Features

Enter a formula in a 
single cell but refer to a 
Range and it will SPILL 

to remaining cells

If there is an entry in one 
of these cells, you will 

get a #SPILL! error
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Using Array Formula SPILL Range

46The 10 Must Know Excel Features

Use # to refer to the Spill 
Range in another calculation 
& that formula will also Spill

Use # to refer to the Spill 
Range in another calculation 
& that formula will also Spill
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New Dynamic Array Formulas

47The 10 Must Know Excel Features

Dynamic Array 
Formulas automatically 
SPILL the entire range!!
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Data Validations
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Data Validation in Excel

Define restrictions on what data can or should be entered in a cell

Provide messages to define what input you expect

Prevent or warn users of invalid data

Restrict data to:
• Predefined list
• Date/time range, 
• Number range
• Text size
• Formula
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Data Validation Example

50The 10 Must Know Excel Features

Data Entry Cells
Data Entry 

Requirements
Selection Lists
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Data Validation Dialog Box and Options
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Input Message
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Check to display 
message

Message detailsMessage details
Select cell to 

display message
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Error Alert
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Select Style

Message Examples

Message details
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Name Field Example – 
Limit # of Characters to 30
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Select Cell > Data 
> Data Validation
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Customer ID Example –
Formula for Special Format
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Continent Example –
Select from a Drop-down List

Best 
Practice

Create List

Make list an Excel Table Allows list to auto-expands

Create Data Validation where 
source uses INDIRECT

Data Validation source doesn’t allow 
table names

=INDIRECT(“Table[Column]") Here 
=INDIRECT("TblContinent[Continent]")
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Data Validation – List
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Data Validation Note

Input messages and error alerts appear only when data is 
typed directly into the cells

• They do not appear under the following conditions:
• Pasting values into cell or using the fill command
• A formula in the cell calculates a result that is not valid
• A macro enters invalid data in the cell

If you apply Data Validation to cells that already have data, 
does not notify you of invalid data (use Circle Invalid Data)
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Slicers
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What Are Slicers?

A filtering tool in Excel

Easily filter data in Tables, PivotTables and PivotCharts

User-friendly interface, don’t have to use the drop-down button on columns

“Button-like” interface that indicate current filtering state

“Buttons” are automatically created and updated base on data

Options to change the look of individual slicers
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Insert Slicer(s)

61The 10 Must Know Excel Features

Column list from 
Table.  Select a single 
or multiple column(s).
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Inserted Slicers

62The 10 Must Know Excel Features

Slicers can be 
moved, resized and 
“float” anywhere on 

the sheet
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Using Slicers

63The 10 Must Know Excel Features

Click on a choice

Hold Ctrl to select 
multiple items

Hold Shift to select 
range of items

Selection may 
affect other slicers

Selection may 
affect other slicers

Click this icon to 
clear the selection Click this icon for 

Multi-Select (don’t 
have to hold Ctrl)

Removing a selected slicer 
leaves the associated 

column filtered
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Customizing Slicers
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Best Practice for Slicers

65The 10 Must Know Excel Features

Add above data 
& make row size 

to fit sliders

Choose enough columns to display 
as many choices as possible

Choose a different 
color for each slicer

When slicers span several columns, their width will be affected 
when adding / removing / moving / changing column width
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Conditional 
Formatting
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Conditional Formatting

67The 10 Must Know Excel Features

Rules to automatically format 
cells/range based upon a 
condition

Excel has many built-in conditions

Formula option allows you to build 
complex conditions
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Conditional Formatting –
Highlight Cells Rules

68The 10 Must Know Excel Features

Highlight cell 
or range to 

apply condition

Once you enter 
value, you will 
see the results
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Conditional Formatting – Formula
Highlight a Row based on Condition
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New Formatting Rule – Formula

70The 10 Must Know Excel Features

Enter a formula, here 
we anchor the 

COLUMN so the entire 
row is highlighted

The 16% can be 
a referenced cell
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Wrap-Up
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Presentation Wrap-Up

Excel Tables Custom 
Sorting XLOOKUP SUBTOTAL SUMIF(S) 

Array 
Formulas 

Data 
Validations Slicers Conditional 

Formatting
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Questions?
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Thank You!!

Bryan L. Smith, CPA.CITP, CISA

bsmith@datasmithpro.com 
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This course and Bryan L. Smith are independent of 
Microsoft and are neither affiliated with, nor authorized, 

sponsored, or approved by Microsoft Corporation.

All trademarks are the property of their respective 
owners.

ONE FINAL NOTE
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