
Spreadsheet Formula Cheat Pack: 60 Freelancer Formulas

Totals and counts

Total a column: =SUM(A2:A20)  --  Adds all numbers in A2 to A20.

Count numbers only: =COUNT(A2:A20)  --  Counts cells that contain numbers.

Count non-empty cells: =COUNTA(A2:A20)  --  Counts cells that are not blank.

Count if a condition matches: =COUNTIF(B2:B20,"Paid")  --  Counts rows where column B says Paid.

Count with two conditions: =COUNTIFS(B2:B20,"Paid",C2:C20,"2026")  --  Counts rows matching both

conditions.

Average: =AVERAGE(A2:A20)  --  Average of the numbers in A2 to A20.

Average if a condition matches: =AVERAGEIF(B2:B20,"Design",A2:A20)  --  Average of column A where

column B says Design.

Largest value: =MAX(A2:A20)  --  Largest number in the range.

Smallest value: =MIN(A2:A20)  --  Smallest number in the range.

Round to 2 decimals: =ROUND(A2,2)  --  Rounds the value in A2 to two decimal places.

Money and pricing

Add tax: =A2*1.17  --  Adds 17 percent tax to the amount in A2. Change 1.17 for your rate.

Price after discount: =A2*(1-B2)  --  Discount in B2 as a decimal, for example 0.10 for 10 percent.

Profit: =B2-A2  --  Selling price in B2 minus cost in A2.

Profit margin percent: =(B2-A2)/B2  --  Profit as a share of selling price, formatted as a percent.

Monthly instalment: =PMT(0.01,12,-10000)  --  Payment on 10,000 at 1 percent monthly over 12 months.

Total paid on a loan: =PMT(0.01,12,-10000)*12  --  Monthly payment times number of months.

Total interest: =PMT(0.01,12,-10000)*12-10000  --  Total paid minus the original loan amount.

Convert hourly to project price: =A2*B2  --  Hourly rate in A2 times hours in B2.

Split a payment in two: =A2/2  --  Half of the amount in A2, for a 50 percent deposit.

Remaining balance: =A2-B2  --  Total price minus amount already paid.

Text and names

Join first and last name: =A2&" "&B2  --  Combines first name in A2 and last name in B2 with a space.

Make text upper case: =UPPER(A2)  --  Converts the text in A2 to UPPER CASE.

Make text lower case: =LOWER(A2)  --  Converts the text in A2 to lower case.

Capitalise first letter of each word: =PROPER(A2)  --  Capitalises the first letter of each word.

Remove extra spaces: =TRIM(A2)  --  Removes leading, trailing and double spaces.

First 3 characters: =LEFT(A2,3)  --  First three characters of the text in A2.

Last 4 characters: =RIGHT(A2,4)  --  Last four characters of the text in A2.

Characters from the middle: =MID(A2,4,5)  --  Five characters starting at position 4.

Length of text: =LEN(A2)  --  Number of characters in A2.

Replace text: =SUBSTITUTE(A2,"old","new")  --  Replaces old with new inside A2.
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Lookups and matching

Look up a price: =VLOOKUP(A2,$D$2:$E$20,2,FALSE)  --  Finds A2 in column D and returns the matching

value from column E.

Look up with INDEX and MATCH: =INDEX(E2:E20,MATCH(A2,D2:D20,0))  --  More flexible lookup that

works even if columns move.

Find a value or show blank: =IFERROR(VLOOKUP(A2,$D$2:$E$20,2,FALSE),"")  --  Returns blank instead

of an error when nothing is found.

Check if a value exists: =IF(COUNTIF(D2:D20,A2)>0,"Found","Missing")  --  Shows Found if A2 appears in

the list, else Missing.

Rank a value: =RANK(A2,$A$2:$A$20)  --  Rank of A2 among the values, 1 for the largest.

Get the largest value's label: =INDEX(A2:A20,MATCH(MAX(B2:B20),B2:B20,0))  --  Label in column A for the

largest value in column B.

Sum matching a client: =SUMIF(B2:B20,"Client A",A2:A20)  --  Adds column A only for rows where column B

says Client A.

Sum with two conditions: =SUMIFS(A2:A20,B2:B20,"Paid",C2:C20,"2026")  --  Adds column A for rows

matching both conditions.

First matching row number: =MATCH(A2,D2:D20,0)  --  Position of A2 inside the list in column D.

Choose by number: =CHOOSE(A2,"Draft","Sent","Paid")  --  Returns Draft for 1, Sent for 2, Paid for 3.

Dates and times

Today's date: =TODAY()  --  Current date, updates daily.

Days between two dates: =B2-A2  --  End date in B2 minus start date in A2.

Add days to a date: =A2+30  --  Date in A2 plus 30 days, for a deadline.

Month of a date: =MONTH(A2)  --  Month number of the date in A2, 1 to 12.

Year of a date: =YEAR(A2)  --  Year of the date in A2.

Weekday name: =TEXT(A2,"dddd")  --  Full weekday name of the date in A2.

Month and year label: =TEXT(A2,"mmm yyyy")  --  Label like Jan 2026 for grouping by month.

Days overdue: =TODAY()-A2  --  Days since the due date in A2. Positive means overdue.

Due date from start plus weeks: =A2+14  --  Two weeks after the date in A2.

Working days between dates: =NETWORKDAYS(A2,B2)  --  Working days from A2 to B2, excluding

weekends.

Logic and checks

If over budget: =IF(A2>B2,"Over budget","OK")  --  Shows Over budget when actual in A2 exceeds budget in

B2.

If blank, show a message: =IF(A2="","Missing","Done")  --  Shows Missing when A2 is empty.

If approved: =IF(A2="Yes","Send","Wait")  --  Sends only when approval in A2 says Yes.
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Two conditions with AND: =IF(AND(A2>0,B2="Paid"),"Complete","Open")  --  Complete only when both

conditions are true.

Either condition with OR: =IF(OR(A2="Urgent",B2="Overdue"),"Act now","Normal")  --  Act now when either

condition is true.

Not equal check: =IF(A2<>B2,"Changed","Same")  --  Changed when the two values differ.

Show value or zero: =IF(A2="",0,A2)  --  Zero when A2 is blank, otherwise the value in A2.

Flag low stock: =IF(A2<=B2,"LOW STOCK","OK")  --  LOW STOCK when stock in A2 is at or below reorder

level in B2.

Nested status: =IF(A2="Paid","Done",IF(A2="Sent","Waiting","Draft"))  --  Status from three possible values.

Count overdue items: =COUNTIF(A2:A20,"Overdue")  --  Counts rows marked Overdue.
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