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Excel & Business Math 
Video/Class Project #39 

Create Invoices in Excel with Data Validation Drop-down, VLOOKUP & IF Functions 
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1) Format Invoice 

1. Using the Formatting Tricks we learned earlier in the class, we formatted our Invoice, as seen here: 
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2) Insert Picture 

1. Using the pictures button in the Illustrations group in the Interest Ribbon Tab, we inserted the Company Logo 

and a picture. 

 

2. After we inserted the pictures, we resized and moved them into place on our Invoice, as seen here: 

 

3) Calculate Wholesale Cost using a Single Trade Discount 

1. As seen in the video on Trade Discounts, we created a formula for Wholesale Cost, as seen here: 
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4) Data Validation - List to insert Drop-down list of Products 

In order to allow the user of the Invoice to select a product name from a in-cell drop-down list, we can use the Data 

Validation, List feature in Excel. 

1. Click the Data Validation button in the Data Ribbon tab in the Data Tools group, as seen here: 

 

2. After clicking the Data Validation button, the Data Validation dialog box appears. 

3. In the Allow Textbox, select “List” 

4. Click in the Source textbox, and then using your Mouse select the range A34:A48. 

5. Then Click OK. 

 

 

2) After clicking the Data 

Validation button, the Data 

Validation dialog box appears. 

1) Click the Data 

Validation button in 

the Data Ribbon tab in 

the Data Tools group. 

3) In the Allow Textbox, select “List” 

4) Click in the Source textbox, and then 

using your Mouse select the range 

A34:A48 

5) Click OK. 
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5) Exact Match VLOOKUP to get price. IF and ISBLANK to turn formula off when no product entered. 

1. We use VLOOKUP to do an Exact Match Lookup in order to get the price for each product, as seen below. 

2. We use IF and ISTEXT to run the formula only when a product name is entered into the invoice, as seen below. 
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6) IF & ISNUMBER for Line Item Total 

In order to multiply the price and quantity only when a product is entered into the invoice, we use the IF and ISNUMBER 

Functions, as seen here: 

 

 

7) SUM Function and other formulas for totals 

We use the SUM Function for both our Subtotal and Invoice Total calculations. Picture not show here. 
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8) Page Setup 

As we learned about earlier in this class, Page Setup in necessary to print just the Invoice and not the other elements of the 

spreadsheet. Here is a picture of the finished Page Setup from our Video Example: 
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9) Copy a Sheet using Mouse & Ctrl Key 

Note about copying Worksheets: If you have a number in parentheses and you copy a sheet, the number will increment by 0ne (as seen in video). 

To copy a worksheet, you can use your Mouse and Ctrl Key. 

Steps to copy Worksheet with Mouse and Ctrl Key: 

1. Left Click the Worksheet with your Mouse and pull mouse up. 

2. Then hold the Ctrl Key until you see the Plus Symbol on top of the sheet icon by your Mouse Icon. 

3. Then let go of Mouse Key Click before letting go of the Ctrl Key. 

4. The whole time the Downward-Pointing Black Arrow will indicate where the sheet will be dropped. 

 

Hold the Ctrl Key 

until you see the 

Plus Symbol on 

top of the sheet 

icon by your 

Mouse Icon Downward-Pointing Black Arrow will 

indicate where the sheet will be dropped 
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10) CELL, SEARCH, REPLACE and LEFT Functions to get Invoice Number 

This is not required for this class. 

But, this formula trick will allow us to get the Invoice Number from the Worksheet Tab name. 

Here is the solution as seen in the video: 

 

Here is a description of each Function: 

1. CELL 

• The CELL function returns information about the formatting, location, or contents of a cell, and can return the full file path name. 

2. SEARCH 

• The SEARCH function returns the position of a specified character or sub-string within a supplied text string. 

3. REPLACE 

• The REPLACE function replaces part of a text string, based on the number of characters you specify, with a different text string. 

4. LEFT 

• The LEFT function returns a specified number of characters in a text string from the left. 

5. Math Operator on a Text Number 

• Any math operation performed on a Number Stored as Text will convert the Text Number to an Actual Number. 


