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Range Names

Naming Cells and Areas

Cell ranges are normally referred to by their cell address, e.g. A1:A10 or
S36:W50. However, Microsoft Excel allows you to assign names to
individual cells and ranges of cells. This has three advantages:

Worksheets are easier to interpret as names are used in formulae instead
of cell addresses;
Navigation about the worksheet is quicker and easier;

Named ranges are automatically absolute when used in formulae. When
you copy a formula that uses a named range the range does not change
when it is copied, unlike a relative range that does change when it is
copied.

Naming a Cell or Range of Cells

First select the required cell or range of cells and then choose
InsertName|Define from the main menu. You will then see the following
dialog box:

Mames in workbook:

Sales_Tokall | o

Yak :|

Close

Delete

=
Refers to:
|=shest11$C43

J [kl

Type in the name that you want to assign to the selected cell and click on
the OK button. This name will now be stored permanently with the
workbook and will refer to the cell.

Another way of naming a cell is to select the cell, click in the name box on
the formula bar, type the name you want for the cell and then press Enter.
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Creating a Named Range

You can get Excel to do some of the hard work for you by creating the
range names based on the headings in the columns or rows of the
worksheet.

In the example below we have selected the text in column A and the
corresponding numbers in column B. When you go to the Insert menu
and choose Name and then Create the Create Names dialog box
appears. Choose the tick box that represents the position of the text you
want to use as your names and choose OK. Excel names all the ranges

for you!
A1 - f Apples
A | B ¢ | D | E
1 JApples a00
2 |Grapefiuit B0 x|
3 |Oranges 400
4 |Pears SDEI_
5 i gl
E IV Left calumn
= [ Bottom row
a [ Right column
9
10 (] 4 I Cancel
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Using a Range Name

Worksheet navigation

If you have named any cells, you can use the names for quick worksheet
navigation by using the F5 GoTo function. When you press F5 the
following dialog box is displayed. Any range names you have assigned
will be displayed in the list. By simply double-clicking on the name you
require, your active cell will become the first cell in the named range.

You can also select named ranges by using the Name box at the left end
of the formula bar. Click on the drop-down arrow to the right of the name
box and choose the name you require. The range will now be highlighted.

Oranges kOO
Pears A00
" at 300
5 Using the down arrow on the name box
In formulae

To use a range name in a formula, build the formula in the normal way;
however, instead of clicking on the cells that will make up the formula,
type in the name of the range to be used. Microsoft Excel will accept any
valid range name into a formula and will still carry out all calculations
correctly.

You can also add names to formulae by selecting from a list of available
names; this has the benefit of ensuring accuracy when creating your
formulae. To use this method begin your formula as normal. When you
want to insert a name, press F3. You will see a list of the available
names; choose the names you need in your formula and continue.

Applying names

When you create or define names, they are not automatically distributed
to existing formulae on the worksheet. In this case you need to apply the
name.

First make your selection. If you choose a single cell anywhere on the
sheet, the names you choose will be applied to all cells, wherever they
are located on the worksheet, that refer to the named cells in their
formulae. If you select a range of cells, only those cells will have the
range names applied to them.

Having selected the cells, select Insert|Name|Apply from the main menu.
Click on the range names you wish to apply to your selection, and then
click on OK. Your formulae will now use cell names rather than cell
locations.
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Assigning a Value to a Name

A name can refer to a value rather than a cell or range location. This is
useful where formulae in your application need to refer to constant
values, e.g. discount rates, tax rates, dates, times, etc., but where you
d o nwé@rit the constants displayed.

To create a name that refers to the VAT rate choose any cell on the
worksheet and select InsertName|Define from the main menu. Type in
the name VAT in the name box and tab down to the Refers To box. Type
in 17.5%. Click on the OK button.

This name can now be used in any formula to calculate VAT. If the VAT
rate were to alter, choose Insert|Name|Define and amend the value in the
Refers To box. All formulae using the name will be updated and the new
answers calculated.

Workbook v. Worksheet Names

When you create a name it will be available to all worksheets in the
current workbook. If, however, you want a hame to be available only to a
specific sheet, you can create a sheet level name. To do this select the
cells and then choose Insert|Name|Define from the main menu. Type in
the name of the sheet you are working on followed by an exclamation
mark; then type in the name of the range.

For example, to create a named range called Sales, available only on the
January worksheet, you would assign the name January!Sales.
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Sharing Workbooks

About Shared Workbooks

You can allow others to look at and edit a workbook at the same time.
And see each others changes by creating a shared workbook i this must
be in a public area of the network. You can give everyone the same
access to a workbook or limit the access by protecting the workbook.

1 On the Tools menu, click Share Workbook, and then click the Editing

tab.

2  Select the Allow changes by more than one user at the same time check

box, and then click OK.

Share Workbook

| Advanced

X]

This also allows warkbook meraging.

whio has this waorkbook, open nov:

Sue Cooper - 210032005 14:27

Allow changes by more than one user at the same kime,

Remowve User

Ik

] [ Cancel

]

3 When prompted, save the workbook.

On the File menu, click Save As, and then save the shared workbook on

a network location where other users can gain access to it.
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Maintain the change history for a workbook

When you keep the change history for a workbook, Microsoft Excel also
turns on workbook sharing. Some Microsoft Excel commands and
operations are not available in a shared workbook.

1 On the Tools menu, click Share Workbook, and then click the
Advanced tab.

share Workbook |

Editing

Track changes

{* Keep change history For: |3EI 5‘ days

"~ Don't keep change history

Update changes
& When file is saved

" automatically every: |15 5‘ minutes

€ Save my changes and see others' changes

" Just see other users' changes

Conflicting changes between users
£ nsk me which changes win

{~ The changes being saved win

Include in personal view
IV Erint settings IV Eilcer settings

(0] 4 I Zancel

2 Under Track changes, click Keep change history for, and then type the
number of days you want to maintain the change history in the Days box.

Notes

e The change history includes information about how users resolved
conflicting changes to the workbook, including the data from changes that
were discarded.

e Each time you close the workbook, Microsoft Excel erases any part of the
stored change history that is older than the number of days you specified.
The actual changes are retained.
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Determine how often to update a shared workbook

Each user of a shared workbook can set independent options for how
often to receive other users' changes.

e To see other users' changes each time you save the shared workbook,
click When file is saved under Update changes.

e To view other users' changes periodically, click Automatically every
under Update changes, type how often you want to get updates in the
Minutes box, and then click Just see other users' changes. To save
the shared workbook each time you get an update so that other users can
see your changes, click Save my changes and see others' changes.

Determine whether to review conflicting changes to a shared
workbook

Each user of a shared workbook can set independent review options.

e To review each conflicting change and decide which changes to keep
when you save the workbook, click Ask me which changes win under
Conflicting changes between users.

e To replace any conflicting changes with your own changes each time you
save, click The changes being saved win.

Note If you don't want to see the Resolve Conflicts dialog box when
you save a shared workbook, click The changes being saved win.

Using a Shared Workbook

Setting the User Name

When you make changes to a shared workbook, Microsoft Excel uses
your user name to identify your work. To set your user name, click
Options on the Tools menu, and then click General. Type your user
name in the User name box.

Comments

If more than one user adds a comment to the same cell in a shared
workbook, the text of all saved comments for the cell appears when each
user saves the shared workbook.

By default, if changes you are saving conflict with changes saved by
another user, Microsoft Excel displays the Resolve Conflicts dialog box
so that you can decide whether to save your changes or keep the
changes made by others.
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View the history of all changes to a workbook

You can view a complete list of changes to the workbook, including the
names of the users who made the changes, data that was deleted or
replaced, and information about conflicting changes.

1. On the Tools menu, point to Track Changes, and then click Highlight
Changes.

Highlight Changes x|

I Track changes while editing. This also shares your workbook,

Highlight which changes

v when: I.ﬁ.II

I wiha IEver',-'une

] Lef L

[~ wehere: |

[ ‘Highlight changes on screen;
[W List changes on a new sheet

(0] 4 I Cancel

2. Make sure the Track changes while editing check box is selected. This
check box turns on workbook sharing and the change history.

Select the When check box, and then click All in the When box.

4. To view the changes on a separate History worksheet that lets you filter
the information to find the changes you want, select the List changes on
a new sheet check box.

5. To view the changes highlighted on the worksheet and display details
when you rest the pointer over a changed cell, select the Highlight
changes on screen check box.

6. Click OK, and if prompted, save the workbook.
Notes

e The List changes on a new sheet check box becomes available only after
the workbook has been saved with the Track changes while editing check
box selected.

e If you save the workbook, Microsoft Excel removes the History
worksheet. To view the History worksheet after you save, you must
repeat this procedure to display it again.

e If you list the changes on a new sheet, you can find specific types of
changes by filtering the list. On the History worksheet, click the arrow to
the right of the column label for a column that has information you want to
find, and select the type of data you want to display in that column. You
can refine your search by filtering other columns.

e  Microsoft Excel does not update the History worksheet automatically. To
update the History worksheet so that it includes changes made and
saved since the last time you displayed it, save the workbook and then
repeat steps 1 through 3 to display the History worksheet again.
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Compare & Merge workbooks
To enable Compare and Merge you must follow these rules:

e You can only merge workbooks if they are Shared the Compare and
Merge option is greyed out if the workbook is not shared.

e They should also be stored in the same folder and each must be given a
different name.

e The file you wish to compare and merge cannot be open. The following
message will display

Microsoft Excel PE

Excel cannok merge another file that is already open ot has the same name as the current file, To merge a file
. copied Fram this shared workbook, wou must First rename and dose the copied File,

e The merging workbook must be a copy of the original that has been
renamed and edited. The following error message will display.

Microsoft Excel

N

Daka Yalidation, xls cannot be merged into the current workbook, Waorkbooks to be merged must be copies made
from the same shared workbook, and must all maintain the change history for a sufficient amounk of time,

Far mote infarmation about whey the workbook couldn't be merged click Help,

ok ] [ mel |

1. Open the copy into which you want to merge changes.

2. Ensure that [Shared] appears in the tile bar. If not proceed as follows:
a. From the Tools menu choose Track Changes, Highlight changes
b. This will turn on sharing
c. If prompted, save the workbook

3. Onthe Tools menu, click Compare and Merge Workbooks.

4. If prompted, save the workbook.

5. Inthe Select Files to Merge into Current Workbook dialog box, click a
copy that has changes to be merged, and then click OK.

6. To merge more than one copy at the same time, hold down CTRL or
SHIFT and click the file names, and then click OK.
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Styles

Styles are predefined formatting options that can be applied to a cell or a
range of cells quickly and easily. Examples of styles that already exist
within Excel 2000 are those which apply the currency, comma and
percentage number formats. These styles can be applied by clicking on
the relevant toolbar buttons.

Rather than applying to a cell such things as font style, colour, number
format, alignment, etc. in separate moves, you can apply a style which
would set all of these in one go.

Styles are stored within a workbook. If you want a style to be available to
other workbooks it will need to be merged into them.
Creating a Style

The easiest way to create a new style is to provide Excel 2000 with an
example of the formatting you want and then to give this formatting a
name. From then on, the style will be available to apply to other cells.

1. First apply all of the formatting options you require to a cell.

Style E|
Style name: | TR
Style includes

Mumber General

Aliqnrment General, Bottom Aligned n

Faont Arial 10

Border Mo Borders

Patterns Mo Shading

Protection  Locked

2. Then choose Format|Style from the main menu. You will see the
following dialog box:

3. Type a new name in the Style Name box and click on Add to add more
styles or OK to finish.

You have now created a new style that can be used anywhere in the
workbook.
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Creating a Style using the Toolbar

Another way to create a style is to use the Style box, which you can add
to the Formatting bar using the toolbar customise techniques already
covered.

1. Once again, the first step is to format a cell exactly as you require it to
look.

2. Now click the mouse pointer on the drop-down arrow at the right hand
end of the Style text box. This will highlight the current entry in the list.

3. Type a new name for the style you have created and press Enter.

4. The new style will be saved and will display in the list of styles whenever
you click on the drop-down arrow.

Re-defining a Style

If you want to change the formatting options of any existing style:

1. Select Format|Style from the main menu. The styles dialog box will

display.
S5tyle |
Style name: - 0K

Skyle includes

Cancel
Hurmber General

dd.

Slignrent  General, Boktomn Aligned B
Font Arial 10

Border Mo Borders

Patterns Mo Shading

Protection  Locked

2. Click on the drop-down arrow to the right of the Style Name box and
select the style that you wish to amend.

3. Now click on the Modify button; this will display the Format Cells dialog
box. Change any options that you want and click on OK.

Changing the Default Style

When you create a new workbook, all cells will be assigned the Normal
Style. If you make any amendments to this style it will affect the way that
cells are formatted as a default.

© Senan Solutions Page 16



Merging Styles from other Workbooks

As mentioned already, any styles you create will not automatically appear
in the list of styles in any new workbooks. To make a style available, you
must copy it from one workbook to another. Both workbooks must be
open for this procedure to work.

1. Activate the workbook that is to receive the style and choose
Format|Style from the main menu.

Merge 5tyles 5__<|

Merge skyles From;

Cancel

2. From the dialog box, click on the Merge button. This will display the
Merge dialog box; the name of the other workbook open should now
appear in the list.

4. If more than one workbook is listed, select the one you want.
5.  Now click on the OK button.
6. All styles will be copied to the recipient workbook; if there are any

duplicate style names between the two workbooks, Excel 2000 will ask
whether you want these to be merged.
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Adding Styles to the default Workbook

No matter how many styles you create, only the default styles that are
shipped with Excel 2000 will appear in the drop-down list of styles on the
toolbar, unless you merge other styles in after opening a workbook.
However, if you want a style to always be available in a new workbook,
without having to perform a merge operation, you can apply the style to a
special template.

1. First open a new workbook and then define and name your new style or
styles.

2.  Now ensure that all the cells are formatted using the Normal style.

3. Select File|Save As from the main menu and change the Save File As
Type entry to Template.

4. Change the location in which you are going to save the template to the
XLSTART subdirectory of Excel.

5. (This is normally  found on C:\Program Files\Microsoft
Office\Office\XLSTART)

6. You now need to give the template a nhame. To make this template the
default which is always loaded up, give it the name BOOK.XLT.

7. Click on the OK button and close down the workbook.

8. Now click on the File|[New toolbar button. A new workbook will be
created; on the face of it, everything appears to be the same as normal.
However, if you click on the Styles box drop-down arrow, you will now
see that your new style is automatically in the list.
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Applying Styles to Cells

You can apply styles to cells either by :

1. Selecting the cells and then choosing the style from the Styles drop-down
box on the toolbar; or

2. Selecting the cells and then choosing Format|Style from the main menu.

Creating a Template
e Create afile containing standard text, layout and formulae.
Choose File, Save As

In the Save File Type As box Choose Template

Save As @
Save in: |3 Oregen Templates v @-3| Q Z g B 7 Todls -

-1 Mame Size  Type

\—\ﬁ I AwL File Folder
My Recent : -

il ..jPresx.antatlo.ns Ffle Folder
|5unrise radio File Folder
= @:J Expenses & Mileage Sheets.xlt 63KE Micrasaft ¢
- @:J Expenses layout, xIt Z1 KB Microsaft ¢
Deskiop @:J HHsales shest.xlt 47 KB Microsoft
@:J RanMon Layout, =l 19KE  Microsoft ¢

My Documents

%‘

My Computer
< ?
File namme: w

Type a filename and choose Save.

The file is saved with the .XLT extension - denoting a template

Editing a Template File

There will probably be occasions when you need to edit a template after it
has been created and saved. If you choose File|Open from the main
menu and select the template from the list in the normal way, you will be
able to open the template.

1. Select File, Open

2. Select the template folder and highlight the file to be opened

3. Click OK
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Inserting Templates into Workbooks

If you want to insert a template into an existing workbook, instead of
creating a new workbook, just right mouse click on a tab in the open
workbook and choose Insert from the shortcut menu.

Insert [‘S__<|
General |Spreadsheet Solutions || Del Monte | ECIC | MCL Group Templates | Strange Electrical
v & & [°°°
Chart M3 Excel 4.0 International R
fMacro fMacro Sheet
Bl i i i
= = &
M3 Excel 5.0 Expenses & Expenses HHsales
Dialog Mileage ... lawout, xlk sheet. xl: Preview not available.,
[x¢]
TELHL
RonMaon
Layout. xl
Templates on Office Online OF l ’ Cancel

You will now see that any templates that have been stored in the
Templates sub-directory of Excel 2003 are shown in the list of sheet
types that you can insert. Select the name of a template from this list and
the sheets contained within the template are inserted into the current
workbook as individual sheets. Any blank sheets contained in the
template will also be inserted so it is sensible to delete any blank sheets
from the template before you save it.

© Senan Solutions

Page 20



Startup Templates

When Excel is executed it automatically looks for a sub-folder in
C:\Program Files\Microsoft Office\Office called XLSTART. Any files
placed in this folder will be opened automatically when Excel is started.
The start-up folder is especially useful for working with template and
custom applications.

If you create a template and save it as Book.xlt in the start-up folder it will
automatically be loaded on start-up. It will also load whenever you click
on the new button. This should be used for saving items such as default
styles, column widths, etc.

Default Start-up Location

You can change the start-up folder location through Tools, Options,
General. By pointing the Alternate Start-up folder to a shared drive, a
group of people can use the same defaults.

Options EJE|

Calar International Save Errar Checking Spelling Security
Wigw Zalculakion Edit General Transition Cuskarn Lisks Chart
Setkings
[Jr1<C1 reference skvle [ prompt For workbook properties
[] 1gnore other applications [ provide feedback with sound
Function tooltips [] Zoom on roll with InteliMouse
Recently used File lisk: |4 % | entries
[ web Options. .. l [ Service Options, ..
Sheets in new workbook: |4 E
Skandard Fonk; Arial | Size: |10 “
Ciefault file location: Ur\Data
At startup, open all files in: Si\Excel Startup|
User name: Sue Cooper - Oregen Computer Training Limited
I a4 l [ Zancel ]

Note: If you wish to change the font only for all future documents you
should change the standard font under Tools, Options, General.
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Templates and Startup files

Many users of Excel frequently create very similar types of workbooks.
Perhaps you may have an invoice workbook, or a purchase order
workbook. Each time you want to do a new invoice or a new purchase

order, you could open the original wor kb
save the new version under a new name and then start to make your
changes. This is a bit risky. You may

that you have overtyped and lost some of the original data.

A better approach would be to save the workbook as a Template and
then it is not possible to accidentally overwrite the original.

To create atemplate from an existing workbook

1. Open the workbook and make any changes that you require. You way
wish to delete the numbers and format or delete some of the text.

2. Del ete any sheet s thdcante payt ofthe @roprat@.tTowant t o
delete a sheet choose Delete Sheet from the Edit menu.

3.  When you are ready to save the workbook as a template choose Save
Asé from the File menu and type in a rel

4. Click the down arrow to the right of the Save File as Type box at the
bottom of the dialog box and choose Template.

5. Excel automatically takes you to the template folder. If you wish to save
the template in this folder click the save button, if not choose another
folder and choose Save.

6. Close the Template

Using a Template

1. When you want to use the template choose New from the File menu, a
list of templates appears. Click the one you want to use and choose OK.

2. If you called your template Invoice, the new workbook based on it will be
called Invoicel. The template name always appears in the title bar at the
top of the screen.
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Inserting a Template into a Workbook

If you want to insert a template into an existing workbook, instead of
copying an existing worksheet and deleting the data, just right mouse
click on a tab in the open workbook and choose Insert from the shortcut
menu.

Insert rz|
General | Spreadshest Solutions
¥ & & one
Chart M35 Excel 4.0 International IR
Macra Macro Sheet
EE & =
M5 Excel 5.0 Expenses RonMon
Dialog layout, xIt Layout.xlt Presview not available.
Templates on Office Online [o]'4 l [ Cancel

You will nhow see all the templates that have been stored in the
Templates folder. Select the name of a template from this list and the
sheets contained within the template are inserted into the current
workbook as individual sheets. Any blank sheets contained in the
template will also be inserted so it is sensible to delete any blank sheets
from the template before you save it.
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Startup Templates

When Excel is executed it automatically looks for a sub-folder in
C:\Program Files\Microsoft Office\Office called XLSTART. Any files
placed in this folder will be opened automatically when Excel is started.
The start-up folder is especially useful for working with template and
custom applications.

If you create a template and save it as Book.xlt in the start-up folder it will
automatically be loaded on start-up. It will also load whenever you click
on the new button. This should be used for saving items such as default
styles, column widths, etc.

Default Start-up Location

You can change the start-up folder location through Tools, Options,
General. By pointing the Alternate Start-up folder to a shared drive, a
group of people can use the same defaults.

N - > |

Transition I Cuskom Lists I Chart | Colar |
View | Calculation | Edit General
Sektings
[T R1C1 reference style ™ Erompt Far workbook properties
[ Ignore other applications I Provide Feedback with sound
[W Macro wirus protection [ Zoom on roll with InteliMouse

W Recently used File list: |4 5‘ entries
Sheets in new workbook: |3 E‘

Standard Fonk: Arial LI Size: (10 -
Drefault File location: I'I,'I,romeo'l,sue'l,data

Alkernake startup file location: IS:'I,.C\ccnunts Templates|

User name: ISue Cooper

Ok I Cancel

Note: If you wish to change the font only for all future documents you
should change the standard font under Tools, Options, General.

If you want to restore the original default template, either delete your
template from the XLSTART folder, or move it to another folder.
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Editing a Template

Once you have created and saved a template you may wish to edit it at a
later date. To be able to edit the template you must open the original
template.

Microsoft Office automatically saves templates in the template folder

structure that is used by all the office programs. On a stand-alone

system this is normally

fi GProgram Files\Microsoft Office\T e mp | at e s 0. I f your tem
saved in this area you can find out where your templates are saved by

loading Word and choosing Tools, Options, File Locations and looking

to see what folder is set for User Templates.

To edit a template:
1. Choose Open, change to the template folder and Open the template.

2. Make the required editing changes and Save and Close the template.
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Outlining

Introduction

Worksheet Outlines in Excel provide a very powerful but simple means of
creating summary reports based upon worksheets. With these summary
reports you can display or hide as much detail as you wish.

Worksheet outlining is especially useful when you want to share your
summary reports with other people. They too can change the outline view
to show or hide information.

When you create an outline, or when Excel creates one for you
automatically, your worksheet data is split up into groups with each group
having its own summary data in an adjacent row or column. An outline
can have up to eight levels or vertical or horizontal groups, but you may
have only one outline per worksheet.

Once an outline has been created, you will see a number of outline
symbols on your worksheet. Outline symbols appear on small buttons
along either the top of the worksheet, above the column headings, or to
the left of the row headings. Depending upon the outline created, the
symbols may appear along both worksheet axis.

1 T -
2 ] i i L] =
El
0EE A | E | [ | ] | a | R
1 ¢ Grove Letsure Centre - Financial Report
2 Income Qtr 1 Qtr2 Qtr3 Qtr4 Annual Totals
[ [ - | 3 |Swimming Poal 78.00 B1.64 B9.65 113.68 362.95
| 4 |Squash Counts 73.54 B6.35 122,54 £9.23 331.66
| & |Badminton 45.00 148.23 100.65 130.34 428.22
| 6 _|Foathall BB.99 B5.32 163.01 188.53 485.85
7 |Tennis 54.00 113.54 55.53 107.33 360.40
| B |Miscellaneous 73.00 147 55 54.00 43.10 317.65
]
=l 10 | Total Income £ 42653 £ B22B3 £ 58538 £ B5219 £ 228673
MAN
12 |[Expenses
[ - | 13 [Salaries 15.00 15.00 15.00 15.00 B0.00
14 [Equipment 5.00 6.00 5.00 6.00 24.00
15 |Electricity 1.50 150 150 1.50 6.00
|16 |Gas 2.25 225 225 2.25 5.00
|17 |Telephone 15.00 15.00 15.00 15.00 B0.00
- [18
=l {19 |Total Expenses £ 3975 % 39.75 £ 39.75 £ 39.75 £ 159.00
20|
=] 21 |Met Income £ 38675 £ 58288 £ 54563 £ Bl244 £ 21773

The picture above shows a worksheet that has been outlined:

The buttons with numbers on them are the row and column level
symbols. Clicking these buttons shows specific levels of outlining either
across or down the screen.

The plus and minus buttons will show and hide one level of detail
respectively.

The black bars that join the hide/show detail symbols mark one level of
detail that would be hidden if the hide detail symbol were selected.
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Creating an Outline
There are three ways by which you can create an outline:

e by using automatic outlining when data is organised in detail and
summary rows or columns and the summary formulae refer to data
immediately adjacent to them either above or to the Ileft

e by using manual outlining where summary data is not directly adjacent to
the detail or where there are no summary formulae.

e by summarising lists where subtotals are required within the list.

In addition to these methods, Excel itself also creates outlines
automatically, for example after data consolidation with links specified.

Automatic Outlining

For automatic outlining to work there must be summary formulae on the
worksheet and they must be to the immediately to the right of or below
the detail area used in the formulae.

Select the data that you want to outline, including the column and/or row
totals. Then select Data|Group and Outline from the main menu. Click on
Auto Outline from the sub menu. Your worksheet will now have outlining
applied automatically and the various outline symbols will appear. You
can now summarise at different levels.

Manual Outlining

If your worksheet data will not allow automatic outlining you can still apply
outlining manually.

To do this first select the columns or rows that you wish to group together
within an outline. Make sure you select the whole column or row by using
the column/row headers.

Select Data|Group and Outline from the main menu and then select the
Group command. Outlining will now be applied to your selection. You can
repeat this procedure for any other areas of your worksheet you want
grouped.

Removing an Outline

You can remove either the whole of an outline, or just a part of it, from
your worksheet.

To clear only part of an outline, select the row or column at which point
you want the outlining to end. Select Data|Group and Outline from the
main menu and then select the Clear Outline command. Any outlining in
the column or row you selected and beyond will be removed.

To clear all of an outline, select the whole. Select Data|Group and Outline
from the main menu and then select the Clear Outline command. All
outlining in worksheet will be cleared.
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Creating a chart in Outline

You can create a chart using only the rows and columns displayed in the
outline.

1. View only the rows and columns you wish to chart.
2. Select cells for chart

3. Create the chart using the wizard (or press F11)

This creates the chart from the visible cells. However, as you change the
display of rows and columns the chart reflects the changes. To stop the
chart reflecting changes, you need to select visible cells only when
charting

Charting visible cells only

First put select visible cells only button on toolbar. ™™
1. Customise toolbars
2. Choose the Commands tab
3. Select the Edit category
4. Drag Select visible cells button on to a toolbar
5. Select cells to chart
6. Click on visible cells only button
7. Create chart through wizard
8. Display rows and columns

9. The Chart does not change.
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The View Manager

You can create different views of a worksheet. To do this you save
different views of the same worksheet without having to save separate
versions of the same worksheet. You can then switch to any view
whenever you want to display or print the information in a different way.

The settings you can choose to save with a view include; print settings,
row heights, column widths, the display settings, the selected cells,
window size, position, panes frozen titles. View settings are stored in the
worksheet.

Creating a View
1. Display full document

Create default view
3. View, Custom Views, Add

x
Views:

Close |

add. .. |

Delete |

4. Type aview name

x

Mame: IQuarters|

Include in view
v Print settings
Iv Hidden rows, columns and Filker settings

(] 4 I Zancel

5. Choose OK
Promote or demote columns

7. Create another view.
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Displaying a view

1. View, Custom Views

Views:
12 Months

Shiow

Taotals only a
Close

[

Delete

10

2. Click on the view you wish to display
3. Choose Show

Deleting a view
1. View, Custom Views

2. Click on the view you wish to delete

3. Choose Delete
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Goal Seek

Introduction

Goal Seekcanh e |l p

you

perform

s i mipid handyifsW h a t

problems that involve an exact target value that depends on a single
unknown value. Goal Seek can only change two cells, one must have a
formula and the other a value. Goal Seek will use the formula to change

the value.

To use Goal Seek choose Tools|Goal Seek from the main menu. You will
see the following dialog box:

Goal Seek

2%

Set cell: [E1s B
To walue: | 1,000,000
By changing cell: |$D$5| fn_j

o |

Cancel |

Enter the details and click on the OK button or press Enter. The change
specified by you will be made.
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Scenario Manager

Introduction

Scenarios also enable you to

do

values/numbers that Microsoft Excel saves and can substitute
automatically in your worksheet. You can use scenarios to forecast the

outcome of a worksheet model. You can create and save different groups

of values on a worksheet and then switch to any of these new scenarios

to view different results.

For example, if you want to create a budget but are uncertain of your
revenue, you can define different values for the revenue and then switch
between the scenarios to perform what-if analyses. You can have up to

32 changing cells per scenario and multiple scenarios per workbook.

It is often easier to use and reuse Scenarios if the data in the worksheets

is named.

To use the Scenario Manager your data must have at least one set of
input values (numbers you have typed in) and at least one set of output
values, which depend upon the inputs (numbers produced as the result of

a formula).

Adding a Scenario

To create a scenario, first make sure that your worksheet meets the
requirements outlined above, i.e. at lease one set of input values and at

least one set of formulae referring to the input values.

Select Tools|Scenarios from the main menu. If the worksheet does not

contain any scenarios, you will see the following dialog box:

x

Mo Scenarios defined, Choose Add to St |
add scenarios,
Close |

[elete |
Edit, .. |

hanging cells: Merge. ..

ST, |

Cormment:

i Wh at
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Click on the Add button and you will see the following dialog box:

x

Scenaria name:

IBest Case - Salary up by 10%]

Changing cells:
|Biz:65,B5:616 B

Crrl+click cells to select non-adjacent
changing cells.

Commenk:
Created by Javne Wilkins on 10/082004 ;l
[~
Protection
Iv Prevent changes [ Hids

Ok I Cancel

Select the cells you wish to change by clicking in the Changing Cells text
box and then dragging over the required cells. To select non-adjacent
cells, hold down the Ctrl key whilst clicking on the cells.

Having selected the changing cells, give the scenario a name, for
example Best Case. You can also enter up to 255 characters of
comment. When you click on the OK button, you will see the following
dialog box:

x

Enter walues For each of the changing cells,
Peter_s_Salary I_ -
Zancel |

=

gi  Angie_s_Salary |1925
3 Rent_received f |88I:I
1 Angie_s_Tupper |495
S Mortgage [2500 |

In this dialog box you can enter the values for the changing cells that
match the chosen scenario. Once you have entered these you may click
on the Add button. This takes you back to the Scenario dialog box where
you can add another scenario if you wish. Continue this process until you
have added all the scenarios you require. You can then click on the OK
button and you will be returned back to the first dialog box. To return back
to the worksheet click on the Close button.
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Displaying Scenarios

To see the results of each scenario, choose Tools|Scenario from the main
menu to see the main Scenario dialog box. All existing scenarios will be
listed in the dialog box together with the cells which will be altered by
displaying the scenario, and any comments added at the time of creating
the scenario.

Scenario Manager

SCenarios:

Current Situation e
iBest case - all earnings E
Worst case - Angie stops working
Sporks, Goingout, Clokhes -10%:
Sports, Goingouk, Clothes -50%:
Mo Sporks, Gaing ook

Show

Close

il

Delete
= Edt. .
Changing cells: Merge. .. |
§B214E45, $E81$BH16

Summary, ..

L

Cornrmenk:

reated by Jayvne Wilkins on 10/03/2004
odified by Jayne Wilkins on 10082004

To display a particular scenario, simply highlight the required one and
click on the Show button, or just double-click on the Scenario Name. The
cells in the worksheet will alter to reflect the scenario.

From this dialog box you can also add more scenarios or delete existing
ones as well as editing any scenarios you have created already.
Scenario Toolbar

The quickest and easiest way to define and display scenarios is to add
the Scenarios box to a standard or custom toolbar. Follow the
instructions below to create a Scenarios toolbar.

Scenario Manager r X
Scenarios,,, Best case - all earnings up 1 -

1. Choose Toolbars from the View menu and then choose Customise.
Excel displays the Customise dialog box.

On the Toolbars tab click the New button.

3. Excel presents the new toolbar dialog box, type Scenarios for the name
of the toolbar and click OK. Excel displays a new empty Scenarios
Toolbar.

4. Inthe Customise dialog box click the Commands Tab.
From the Categories list select the Tools item.

6. In the Commands list scroll down and find the Scenarios command and
the Scenario box and drag them to your new Scenario toolbar.

7. Choose close to close the dialog box.
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Merging Scenarios

If you have created scenarios on more than one worksheet in a
workbook, or in separate workbooks, it is possible to merge them
together into one combined scenario. To do this select Tools|Scenario
from the main menu and then click on the Merge button in the dialog box
displayed. This will open up another dialog box where you can specify the
locations of the scenarios you wish to merge together. When you have
selected the worksheets click on the OK button. You will return back to
the worksheet and the scenarios will be merged.

Creating a Scenario Report

It is sometimes useful to have a single report that provides details about
all the scenarios you have created. To get such a report, select
Tools|Scenario from the main menu and click on the Summary button in
the dialog box. You will then see a dialog box. Choose the Scenario
Summary Report Type and press Enter or click on the OK button. Excel
will now add a new worksheet to your workbook that displays information
about all the scenarios.
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Worksheet Auditing

Introduction

Microsoft Excel provides a number of features that help you to track down
problems on your worksheets. For example, you may have formulae that
give unexpected or incorrect answers or a formula may display an error
message.

There may also be occasions when you wish to annotate your worksheet
with notes to provide additional information on how a complex formula
works. There may be other times when you need to find particular types
of cells.

Microsoft Excel allows you to do all of these things, and many more,
through its Auditing features.

Most worksheet auditing tasks can be started by using the

Tools|Formula Auditing menu item or by using the Show Formula
Auditing toolbar shown below:

Formula Auditing

e GG L 9 QI BHE EE@

To switch the Formula Auditing Toolbar on choose the View, Toolbars,
Formula Auditing

Cell Precedents and Dependents

Precedents are cells that are referred to by a formula, e.g. cell A3 could
contain the formula A1*A2. Cells A1l and A2 are precedents of cell A3.

Precedents can be either direct or indirect precedents. A direct precedent
is a cell referred to by formula in the active cell. An indirect precedent is a
cell referred to by a formula in a direct precedent cell or another indirect
precedent cell.

Dependants are cells that contain formulas which refer to other cells, e.g.
cell A3 could contain the formula A1*A2. Cells A3 is the dependent of
cells Al and A2.

Dependants can be either direct or indirect dependants. A direct
dependent is a cell containing a formula that refers to the active cell. An
indirect dependent is a cell that contains a formula that refers to a direct
dependent cell or another indirect dependent cell.

Tracing Cell Precedents and Dependents

To trace the dependants or precedents of a particular cell you must first
make that cell active by moving to it. You can then either select
Tools|Formula Auditing from the main menu or click on the relevant
toolbar button.

Whichever method you choose, your worksheet will be amended so that it
is marked with one or more blue arrows. These are called Tracers.

Tracer arrows track data flow on your worksheet. They point in the
direction of the data flow with the start point of the flow shown by a blue
dot on the arrow. This marks either the direct precedent or dependent of
the active cell. By clicking on the relevant toolbar button again the next
level of precedents or dependants is shown. You can continue clicking
until all precedents and dependants are displayed by tracer arrows.
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Tracing External Cell Precedents

When you click on the Trace Precedents toolbar button, special tracer
arrows appear if the precedents are located in another workbook or
another worksheet in the current workbook.

The arrow will appear as a dashed black line with a worksheet icon at one
end.

Navigating Tracer Arrows

Once you have drawn tracer arrows on your worksheet, you can navigate
your way around the precedent and dependants by double clicking on the
tracer line itself. This will either move your active cell to the dependent or
precedent cell(s) or it will open the GoTo dialog box in the case of an
external reference.

Removing Tracer Arrows
To remove all tracer arrows from a worksheet you can either click on the

&
Remove All Tracers toolbar button or select Tools|Formula
Auditing|Remove All Arrows from the main menu.

Tracer arrows will also disappear if you close down the workbook, change
the structure of the worksheet by inserting or deleting rows or columns, or
if you alter any of the formulae referred to by precedents or dependants.

Tracing Errors

In addition to the precedent and dependant tracer arrows you can also
trace the source of any errors on your worksheet in precedent cells. If you
have a cell that returns an error message, e.g. #VALUE! or #NUM! By
clicking on the Trace Error toolbar button you can draw a red tracer arrow
to the source cells. You can then navigate through this tracer arrow until
you have found the error.

Note Red arrows show cells that cause errors. If the selected cell is
referenced by a cell on another worksheet or workbook, a black arrow
points from the selected cell to a worksheet icon |:|.The other workbook

must be open before Microsoft Excel can trace these dependencies,
however.

Adding Comments to the Worksheet

Annotating your worksheet is a good idea if you share your worksheet
with others or if the worksheet is large and complex. By adding
annotations the structure can be made clearer and additional information
stored that you do not want to print.

Adding a Comment

To add a comment to a cell: Select the cell on which
you wish to add a comment, either click on the New
Comment button on the Reviewing Toolbar or select
Insert|Comment from the main menu. Whichever
method you choose you will see the following
(yellow) box appear within the worksheet:

Fred Bloggs:

When you have finished adding the note to the cell,
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click in the worksheet away from the cell containing the comment.  All
cells that have notes attached to them can be displayed by clicking on the
Show all comments button on the Reviewing toolbar.

Reviewing
a5 < | & ¥ ([ | ¥4 Reply with Changes... End Review, ..

Reviewing Toolbar

Comment Indicators

If a note has been added to a cell, you will see that a small red triangle is
added to the cell on the worksheet. You can quickly view the contents of
a cell by moving the insertion point over the cell.

If you do not wish to display the note indicator on the worksheet, turn off
the setting via Tools|Options.

Deleting Comments

To delete a single specific note select the cell containing the note.. Then
click on the Delete comment button on the Reviewing toolbar. The note
will be permanently deleted from the worksheet.

To delete all worksheet notes select Edit|GoTo from the main menu and
then click on the Special option. Select Comments from the list of options
and click on OK. Excel 2000 will find and highlight all cells that contain
comments. You can now choose Edit|Clear|Comments from the main
menu. All the notes will be deleted.

Printing Comments

Cell Comments can be printed along with the cell contents. Select
File|Page Setup from the main menu and then click on the Sheet tab.
Now click on the Comments box.

Page | Margins I Header/Fooker Shest |
Print area: I :k_‘ Prirt...

Print titles

Print Preview
Rows to repeat at top: =|s]
Qptions,
Columns ta repeat at left: 1]

Print

I™ Gridines ™ Rrow and column headings
™ Black and white Comments:
I Draft quality

Page order

¥ Down, then over
™ Cwer, then down

Caneel

To print the cell references with the notes, select Row and Column
Headings as well. Then choose Print. The Print dialog box allows you to
print all notes on the worksheet or only selected notes.
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Selecting Cells with Common Types of Content

The F5 GoTo command is normally used to move your active cell
location to a particular cell reference or to a named area. However, it can
also be used to find and select all cells that contain a specific type of cell
content.

When you select Edit|GoTo from the main menu or press F5 the GoTo
dialog box is displayed. Click on the Special button in this dialog box and
you will then see the following dialog box:

Go To Special x|

Selack
© Corens O Rowdferences
" Conskants £ Column differences
" Formulas " Precederts

¥ Humbers " Dependents

¥ Text % Direct only

¥ Logicals ol levels

¥ Errors ™ Last cell
£~ Blanks " Wisible cells only

" Current region  © Conditonal Formats
" Current array " Data validakion
" Obijects i

" Same

Ik I Cancel

By choosing options from this dialog and then clicking on the OK button,
Excel selects all the cells that match your choice on the current
worksheet. You can look for all cells that contain constants or formulae or
you could find all cells that are blank.
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Linking Workbooks

Introduction

Linking workbooks provides an alternative to placing all the information
relating to an application on separate sheets in the same workbook.

When Excel 2000 workbooks are linked, any changes made in the source
workbook will be immediately updated in the dependent workbook. Links
can take many forms and can stretch across a number of workbooks.
Advantages of linking workbooks

e Systems require less memory because not all workbooks need to be
opened simultaneously to carry out a particular task.

e Systems are flexible and can be updated easily. Each component can be
designed and tested without rebuilding the whole system.

e Across networks, more people can work on the system simultaneously
without problems of record locking.

e Smaller workbooks are more efficient as they take a shorter time to
recalculate.

e  Workbook components can be modified and used in other systems.
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Creating a link between workbooks

Creating a link between workbooks is a simple matter and can be
achieved in a few different ways.

At its simplest, you can link workbooks by opening up the files you wish to
link and then building a formula by the point and click method, as you
would build a formula within a single workbook.

The second method, again very simple, is to use the Copy & Paste
facility. You need simply copy the cells from the source workbook and
paste into the dependent workbook.

A third method is to create the link by typing the required information into
a dialog box. Although this method is more prone to error, there may be
occasions when it is necessary.
Linking by Copy & Paste Special

1. Open the source workbook and then select the cell that is to form the link.
Select Edit|Copy from the menu or click on the Copy button on the
toolbar.

2.  Open the target workbook and select the cell where the linked information
is to appear.

3. Choose Edit|Paste Special from the main menu. Do not click on the
Paste toolbar button.

You will now see the following dialog box:

Paske
{f}ﬂll () Yalidation
) Formulas (" Al except borders
) Yalues ) Column widths
) Formats () Formulas and number Formats
() Comments (" walues and number Formats
Operation
() Mone 0 Mulkiply
) add () Divide
() Subtrack
[ ] skip blanks [ ] Transpose
[ oK l [ Cancel

4. Click on the Paste Link button.

The linked data will appear in the target workbook. The formula will have
the following format:

=[filenamecontaining the source]sheetnamelcell reference

© Senan Solutions Page 41



='[RonMon 2006.xIs]Sept 05'!$F$17

Linking by Point & Click

To carry out this procedure successfully you will need to open both the
target and the source workbooks before doing anything else. You can use
the Window|Arrange menu command to see both workbooks and make
the procedure easier.

Having opened both workbooks, move to the cell in the target workbook
where the linking formula will appear. Start the formula in the normal way
with an = sign, then activate the source workbook by clicking on it
somewhere. Now click on the source cell.

You will see that the formula in the target cell has picked up the address
of the source cell and the fact that it is stored in another workbook.
Continue building the formula in the normal way until you have finished.

The linking formula will take on a format similar to the following:
=FIRST.XLS!$B$4+SECOND.XLS!$B$4-THIRD.XLS!$C$8

You will see that each cell reference is made an absolute reference by
default. If this is not required, edit the formula by either deleting the $
signs or using the F4 key.

Linking by Typing

You can create links between workbooks without opening the source
workbooks. This is sometimes necessary where the source file is too
large to open up alongside your target workbook. Sometimes, even if you
are able to open up both target and source workbooks it is quicker to type
in the cell addresses than to click on them with the mouse. However, this
is open to error and should only be done if you are happy to run the risk!

If both workbooks are open you should type in the link formula in the
following way:

=[PATH\FILENAME.XLS]Sheetname!$A$1

If only the target workbook is open you will need to type in the full path in
addition to the above, e.g..

= 0 EEXCEL\TRAIN\[FILENAME.XLS]Sheetnamed ! $ A$ 1

In this case you will need to enclose the path and filename within single
guote marks.
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Modifying Workbook Links

You may at some stage after creating a link between workbooks need to
modify the link. For example, if you rename or delete the source
workbook or if you want the link to use another workbook and its data
instead.

To modify a link first activate the target workbook. Select Edit|Links from
the main menu and you will see the following dialog box:

Edit Links (X
Source Tvpe Update Skatus Update Yalues
RaonMon 2005, xls Warksheet A Unknown
RonMon 2006.xls  Worksheet & Unknown Chapge Source. ..

Open Source

Break Link
Check, Status
Location: Ik
Item:
Update: () Aukomatic

Startup Prompt... Close

Click on the Change Source button and select a new source workbook.
The click on OK or press Enter.
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Opening Target and Source Workbooks

Once you have created a link between two workbooks, you do not need
to open the source for the target to be updated. When you open up a
target workbook you will see the following message:

Microsoft Excel E|

This workbook contains links to other data sources,

+ If vou update the links, Excel will attempt ka retrieve the latest data,
! '} + If vou don't update the links, Excel will use the previous infarmation,

Mote that data links can be used to access and share confidential infarmation withauk wour permission and possibly
petfarm other harmful actions, Do nok update the links iF wou dao nat trusk the source of this waorkbook,

Update | ’ Don't Update ] [ Help

Select Update and the target workbook will be updated and display the
latest information from the source workbook.

You can choose to update references automatically by selecting

Edit/Links and then clicking on the Startup Promptbut t on. Acti ve Al
di splay ghe alerts a nybu next o@en a tarbet n k s 0 .
workbook, the references will be updated automatically.

If you want to open a source workbook whilst working within a target
workbook simply select Edit|Links from the main menu and click on the
Open button. The source workbook will be opened.
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Embedding & Linking Objects - OLE

Overview

Object Linking and Embedding (OLE) has two components: linking and
embedding. The difference between them is crucial. When you create a
link to Excel data from another application, that application stores a set of
pointers to the datads source in
the source file changes the document containing the link is updated,
either automatically or on demand. In contrast when you embed Excel
data in another application, a copy of the embedded data is incorporated
into the receiving document, and this embedded information is not
updated if the source data changes.

Typically, embedded data requires more disk space; linked data requires
less disk space, but also requires that the source document remains
available.

Embedding an Excel Chart or Worksheet range in a Word

document

1

Load Word and open the document you wish to embed the chart or
worksheet range in.

Load Excel and open the worksheet which contains the data you wish to
embed. Select the chart or worksheet range and click the Copy button.

Switch back to Word, position the insertion point where you want the
chart to appear and then choose Paste.

Editing an Embedded Object

You can edit an embedded object directly in the Word document. When
you double-click an embedded object, it opens the original application so
that you can edit the object. In other applications, some of the menus
and toolbars in Word are temporarily replaced by those in the original
application.

To edit an embedded object directly:
Double-click the embedded object.
Edit the object.

Do one of the following: If you are editing the object in a separate
application window, choose either Exit or Quit from the File menu to
return to Word. If you are editing the object in an application that
temporarily replaces the Word menus and toolbars, click anywhere
outside the embedded object to return to Word.
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Linking an Excel Chart or Worksheet range to a Word

document

Load Word and open the document you wish to embed the chart or
worksheet range in.

Load Excel and open the worksheet which contains the data. Select the
chart or worksheet range and click the Copy button. DO NOT close the
worksheet or exit Excel, if you do you will not be able to create the link.

Switch back to Word.

Position the insertion point where you want the chart or worksheet to
appear.

Paste Special [2]x]

Source:  Microsoft Excel Chart
CiMy Documentsileisure Centre Budgets ...

As!
= Cancel |

 Paste: Microsoft Excel Chart Object
o

W Float over text
H ™ Display as icon

esult

Ingerts the contents of the Clipboard as a picture.

s
—’@ Paste Link creates a shortcut to the source file.

Changes to the source file will be reflected in
your docurment.

Choose Paste Special from the Edit menu, click the Paste Link button
and click on OK.

Editing a Linked Object

When you link an Excel chart or worksheet range to a Word document
Word displays a picture of the object in the Word document (this is a field
code), the actual object exists in Excel. So therefore the simplest way to
edit a linked object is to open the worksheet in Excel and edit the object.
When you return to Word and next open the file which contains the linked
object Word will update the object to reflect the current object in the Excel
worksheet.

If you double click a linked object in Word, Windows will load Excel and
open the worksheet which contains the object.
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