CHAPTER 4

Microsoft Excel 2010 - Level 3

LABELS AND NAMES

( : INFOcus

Labels and names are used to identify cells and ranges using a tag
that is more meaningful than ordinary cell references such as B6 or
C5:D11. These names and labels can be used in formulas and in
links between worksheets and workbooks to make the formulas
easier to understand. They can also be used to identify specific print
areas or to help you locate a specific place in a spreadsheet.

If you haven’t worked on your workbook for a while, or have to work
with someone else’s, the clever use of labels and names will help
you find your way around the workbook and understand the
formulas.

In this session you will:

v'gain an understanding of how labels and names are used

v'learn how to create range names using existing text
labels

learn how to use range names in new formulas
learn how to apply names to existing formulas
learn how to create range names using the Name box

learn how to use range names to select and navigate to
ranges

v learn how to paste range names into formulas
v'learn how to create constants in Excel

v learn how to create names from a selection in the
worksheet

v learn how to create range names that are scoped to a
specific worksheet

v" learn how to use the range Name Manager

v"learn how to paste a list of range names into the
worksheet.
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UNDERSTANDING LABELS AND NAMES

Labels are used to refer to individual cells or example, in a formula that calculates profit, the
ranges of cells as an alternative to using cell profit column’s formula may hold the formula
references. Names are more descriptive than =Income-Expenses, which is more readable than
labels, but they serve the same purpose. For =E12-E9. Here are some other examples.

Q Labels

The term label usually refers to text that you have typed in a cell. If the text appears next to a continuous
list of values, Excel sees the label as a ‘tag’ that represents that range of values. The label can then be
used in formulas instead of direct cell references. If you have used numbers as ‘labels’, such as the year
2010, Excel allows you to define these as labels too. Note that labels can be used only within the same
worksheet.

F5 - fe | =SUM(Wages)
A B c D E 3 Here the label Wages, typed originally in
1 Expenses A5, is being used in the formula in F5 to
g refer to the range B5:ES5.

3 Expense Type Similarly, the label Qtr_1 could be used to
refer to the cells in the range B5:B8.

4 Qtr1 Qtr 2 Qtr3 Qtr4 Total
EI Wages 3,778 5,289 4,707 4,190' 1?,964!
6 |Insurance 553 746 664 591 2,554
7 |Raw Material 21,667 30,344 26,997 24,027 103,035
8 |Freight 34 45 23 43 150

9
10 |Total 26,032 36,424 32,391 28,856 123,703

11

e Names

If you want to create a tag that refers to a range of cells holding values and text, or that you can use in
formulas on other worksheets, you need to create a Name.

Names are like labels except that the name has to be specified against a particular range, and does not
usually appear on the spreadsheet. Names can be used to refer to cells in other worksheets, in other
workbooks, and can even be used to represent a fixed value rather than a range of cells. For example, if
you need to use a constant value in your calculations, but don’t want the value to appear in the
worksheet in case it is accidentally changed, you can define a name and assign it a value. For example,
GST could represent the value 10%.

| ExpenseTotals - /‘ ) & | =SUM(Wages)

A B C D E F
The name ExpenseTotals is being created 1 [Expenses
in the Name box to refer to the non- 2
contiguous ranges A5:A8 and F5:F8. 3 |[Expense Type
This name can be used to re-select the 4 Qi Qw2 Q3 Qw4 Total
ranges later, or to refer to the ranges from 5 |wages 3,778 5289 4707  41%0
another part of the workbook. | T 553 746 664 591 S5
7 |Raw Material 21,667 30,344 26,997 24,027 103,035
8 |Freight 34 45 23 48 150
9
10 |Total 26,032 36,424 32,391 28,856 123,703

11

Need to Know...
There are two important rules to follow when creating Names:

1. You can only use letters of the alphabet, numbers or the underscore character (_) in names.
Spaces and other special characters such as &, * or % are not allowed.

2. Names must not begin with a number. Use a letter or an underscore as the first character of your
name, for example, Year2008 or _2010.
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CREATING NAMES USING TEXT LABELS

Excel assumes that there will be many occasions
where the text typed in a worksheet describes the

can use it as a tag to refer to the values. This can
be done using the Define Name command @ in

values to which it is adjacent. If you have typed

a

text label next to a continuous list of values, you the Ribbon.
A [ B C D E
i . 1]
Try This Yourself: 2 |Music Mania
c , Before starting this exercise %’"‘emaﬂ"’"a* Clients
&5 you MUST open the file E834 —
O Labels and Names_lxlsx . Australia UK New Zealand TOTAL
i 6 | Year 1 85,000 120,000 35,000
1 Click on the Past 5 years | Year 2 27,000 97,000 30,000
worksheet tab and spend a 8 Year 3 92,000 4,000 45,000
few moments studying the 9 Year 4 95,000 102,000 68,000
10 Year 5 150,000 200,000 39,000
data BT
2 Select the range B6:B10 e OTAL:
3 Click on the Formulas tab of e
the Ribbon, and click on the e [ New Name (B ]
Define Name command @ in Name: ) |
the Defined Names grouping SOPE  [yrorkbook B
to see the New Name dialog Comment: "
box
Notice how Excel has used the
text label from B5 as the -
assumed name for the range... Refers to: | _pagt 5 Years'1$846:$8$ 10
4 Click on [OK] to accept the —— — ],
default settings ”
The new name will appear in Australia <) f« | 85000
the Name box... —A— | B [ T D E
1]
5 Repeat the above steps and | 2 |Music Mania
create the following names: ' 3 |intornational Clionts
Name Range =
UK C6:C10 n Australia UK New Zealand TOTAL
New_Zealand D6:D10 6 | Year 1 85,000 120,000 35,000
Year 1 B6:D6 7| Year 2| 87,000 97,000 30,000
Year_2 B7:D7 8|  Year3 92,000 84,000 45,000
Yeal’_3 B8:D8 i Year 4 95,000 102,000 68,000
Year 4 B9:D9 % Year 5| 150,000 200,000 39,000
Year_ 5 B10:D10 12 | TOTAL :
13

For Your Reference...

To create a name from an existing label:
1.
2.

Define Name command @ in the Define
Names grouping

. Click on [OK]

Select the cell or range adjacent to the label
Click on the Formulas tab and click on the

Handy to Know...

If there is a gap in the list or row of values,
Excel will only include the values closest to
the label. Therefore, if you have a gap in the
desired range, you should formally assign
the labels to a particular range, or use a
name.

d
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USING NAMES IN NEW FORMULAS

formula Excel checks its internal listing. If the name
is there, Excel will use it to reference the

Once range names have been defined within a
worksheet or workbook they can be used when

typing formulas. Range names are stored within
the workbook so that when a name is typed into a

appropriate cells and calculate the formula.

A [ B D
-
Try This Yourself: 0 | 2 |Music Mania
) ) ) | 3 |International Clients
Continue using the previous 4|
() g g g g
% g flle Wlth thlS eXGrClse, or Australia UK New Zealand TOTAL
& & open the file E834 Labels 5
and Names_2.xIsx... L& Year1 85,000 120,000 35,000
- | 7 | Year 2 87,000 97,000 30,000
. i} Year 3 92,000 84,000 45,000
1 Click on cell B12 B Year 4 95,000 102,000 68,000
10| Year 5 150,000 200,000 39,000
[ 11]
2 Type =sum(Australia) and 2jtota: [
press Enterl %
If you have typed the name
correctly the formula will A = =
now display a calculated e o
result as though you had | 2 |Music Mania
typed the formgla n the 3 |International Clients
normal way using cell 4|
references. If your formula Australia UK New Zealand TOTAL
contains an invalid name, 15|
then the error #NAME? will 16  Yeart 85,000 120,000 35,000
| 7 | Year 2 87,000 97,000 30,000
appear... 8 Year 3 92,000 84,000 45,000
q 9 Year 4 95,000 102,000 68,000
3 Type the following formulas: 0l Year 5 150,000 200,000 25,000
Cell  Formul i
Lell rormula | 12 |TOTAL : 509,000
13
C12 =sum(UK) 14| "
D12 =sum(New_Zealand)
A [ B C D E
11
| 2 |[Music Mania
' 3 |International Clients
4
Australia UK New Zealand TOTAL
| 5 |
| 6 | Year 1 85,000 120,000 35,000
7| Year 2 87,000 97,000 30,000
i Year 3 92,000 84,000 45,000
19 | Year 4 95,000 102,000 68,000
10| Year 5 150,000 200,000 39,000
"
|12 | TOTAL : 509,000 603,000 217,000
13
(14| 1

For Your Reference... Handy to Know...

To use arange name in a new formula: ¢ If you attempt to type a name that Excel
1. Type the formula in the normal way but type doesn’t recognise, the #NAME? error
the range name in lieu of the range address message will appear in the cell.
e Range names are NOT case sensitive so
you can type them in either upper- or lower-
case.
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APPLYING NAMES TO EXISTING FORMULAS

Range names are often defined within a range names. Fortunately, Excel allows you to
workbook after many of the formulas have apply defined names to existing formulas
already been entered. It would be a pain to have without having to edit or re-type the formulas into
to re-create the formulas using newly defined the workbook.
A a ] B c D =
. . (4 MEn
Try This Yourself: "2 |Music Mania
Continue using the previous %'"“’-"’3""’"3’ Clients
£ o file with this exercise, or
((/)5 [ open the flle E834 Labels . Australia UK New Zealand TOTAL
and Names_3.xlsx... (6| Year 1 25,000 120,000 35,000 240,000
| 7] Year 2 87,000 97,000 30,000 214,000
1 Click on EB6, then type 8 | Year 3 92,000 34,000 45,000 221,000
=SUM(B6:D6) and press 1 9| Year 4 95,000 102,000 68,000 265,000
Enter 10 Year 5 150,000 200,000 39,000 389,000
| 11]
") Click on E6, and drag the fil = — = S EE—
handle at the bottom right, to [14]
E12
3 Click on E11 and press [pel] e [ Apply Names TR
to delete the superfluous Apply names:
form u Ia S:fvtiazheaaland il
UK
4 Select the range A5:E12 year 1
Year:3
Year 4
.
5 Click on the Formulas tab of =
the Ribbon, click on the

drop arrow for Define Name =

@ in the Defined Names Ol e s
group and click on Apply
- (o J[ conel |
Names
6 Click on all of the names
until they are selected, then - cC (R sumpyeary )
click on [OK] to apply the e A B ~1 ¢ — 3 =
selected names to formulas 1]
in the selected range | 2 Music Mania
7 Click on the formulas in the g ermational Clients
worksheet and notice how | _
names have been inserted in ; Australia UK New Zealand TOTAL
lieu of cell addresses 6| Year 1 85,000 120,000 35,000 240.000]
L7 Year 2 87,000 97,000 30,000 214,000
8| Year 3 92,000 84,000 45,000 221,000
1 9| Year 4 95,000 102,000 68,000 265,000
10| Year 5 150,000 200,000 39,000 389,000
11
|12 |TOTAL : 509,000 603,000 217,000 1,329,000
For Your Reference... Handy to Know...
To apply names to existing formulas: e Even though some of the formulas in the
1. Select the range containing the formulas example above already had names, these
. . @ names have been re-applied to the formulas.
2. _Cllck on the drop arrow for Define I\_Iame The Apply Names command is also a handy
in the Defined Names group and click on way of refreshing range names.

Apply Names
3. Select the names to apply and click on [OK]
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CREATING NAMES USING THE NAME Box

Names are defined to represent individual cells, the cell(s) and then typing the name in the Name
ranges of cells, or specific values. Names can be Box. The Name Box is located below the toolbars
used in formulas and to re-select cells. A quick and to the left of the Formula Bar.

way to create a name for a range is by selecting

e RptPastYears| (= 5 | Music Mania
Try This Yourself: 1 A ] B [ c D E
o» Continue using the 2 [Music Mania
T  previous file with this _3 |international Clients
g exercise, or open the file =a
8 E834 Labels and Australia UK  New Zealand TOTAL
5
Names_4.xIsx... B Year 1 55,000 120,000 35,000 220,000
2 7 Year 2 87,000 97,000 30,000 214,000
1 Click on A2, hold down 5 | C— i -~ = 221000
shirt] and click on E12 to 9| Year 4 55,000 102,000 68,000 265,000
select the range A2:E12 10| Year 5 150,000 200,000 39,000 389,000
"
2 Click in the Name box 12 [TOTAL : 509.000 603,000 217,000 1.329.0001
(just above column A) 43
and type RptPastYears
3 Press E"terl to create the AUS Sales v (= fe | =sUM(B7:B12)
name 3 A [ B [ ¢ [ D ] E
1]
4 Click on the Australig | 2 [Music Mania
worksheet tab and click 3 | Australian Clients
on B13 4
. . 5 |Client Name Acct Value
5 Click in the Name box, 6|
type AUS Sales and 7 |The Rostrum Complex 45,000
nl 8 |Wilmott Winery 25,000
press @ 9 |Results Marketing 27,800
6 Repeat steps 4 and 5 10 |Dodgy Bros 33,850
and create the names as 8 Ladies Lounge Calé ——
12
shown 13|TOTAL : 150,000]
14 ]
@ Worksheet Cell Name
United Kingdom B13 UK_Sales
New Zealand B13 NZL_Sales
For Your Reference... Handy to Know...
To use the Name box to create range names: e If you use the Name box and type in a name
1. Select the range in the worksheet to name that already exists as a range name, Excel

will think you want to navigate to that range

2 el L U2 O L and will position the cell pointer in that range.

3. Type the desired name and press Enter|
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USING NAMES TO SELECT RANGES

Names can be used in a variety of ways. They that you can define ranges for printing or charting,
can be used to refer to a range of cells on which for example, and return to them just by selecting
you want to perform a calculation. You can also their name. This is ideal when you need to print
use them to reselect an area easily. This means specific selections of cells.
0 ¥ (= f | =sum(BT:B12)
Try This Yourself: AUS_Sales b [ B | ¢ [ D |
Australia
. . g land
Continue using the previous _an °
g o file with this exercise, or open RptPastYears ents
QS T ; UK
A the file E834 Labels and U s Acct Value
Names_5.xlsx... vear 1
Year 2 Sts 5,000
1 Click on the drop arrow [~ of Year 3 ompany 3,000
the Name box to see a list of year s e i
names that have been created 1 'Ijhe Deloraine Dance Group 2,000

Click on RptPastYears to see
select and move to this range

I 3‘3,000'
L ]

\O

This selected range could now
be used for a variety of tasks e RptPastYears v (- £ [ Music Mania

including copying, printing, . A ] B [ c D E
charting, etc... 2 [Music Mania
3 Click on the Name box drop 3 |International Clients
. 4
arrow B and click on —
UK Sales Australia UK New Zealand TOTAL|
— 5
. & Year 1 85,000 120,000 35,000 240,000]
4 Click on the Name box drop 7 — = D N 214,000
arrow again EI and click on 8 Year3 92,000 84,000 ST 2T
. | 9 | Year 4 95,000 102,000 68,000 265,000]
A u St ral 1a ﬂ Year 5 150,000 200,000 35,000 389,000
1
You can also use the Go To il Eone T 603.000 217.000 1,329 000]
box and range names to 13
navigate...
5 Click on the Home tab of the 6 [ (2 ]
Ribbon and click on Find & o to:
Select - in the Edltlng '[E834 Labels and Names_5. xsx]United Kingdom' §F .
i $AL2:EEE1D
g_roup, then click on_go To to '[E&834 Labels and Names_5.xlsx]New Zealand'| $B§:
display the Go To dialog box AUS_Sales E
Australia
6 Click on New_Zealand and Ei"jzﬁiand
click on [OK] LRJEtPast\"ears
UK_Sales 57
Reference:
Funited kinadom'15 13 |
For Your Reference... Handy to Know...
To use range names to select ranges: ¢ Single-cell range names are a good way of

navigating to specific locations in large and
. . complex workbooks. For example, if you

2. Click on the desired range name name the top cell of your budget data
BudgetData you can use the Name box
drop arrow | 7| or Go To to navigate to that
specific location.

1. Click on the Name box drop arrow B
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PASTING NAMES INTO FORMULAS

Range names are the perfect way of making unsure of the range name or its spelling?
more complex formulas easier to comprehend. Fortunately, Excel provides you with a facility
You can type range names into formulas as the where range names can be pasted into formulas
formula is created. But what happens if you are directly from a list of valid names.
a A [ B [3 D E
i c 1
Try This Yourself: 2 |Music Mania
Continue using the previous |2 Intemarional Clleats
£ o file with this exercise, or 1
(c})rs (i open the file E834 Labels . Australia UK New Zealand TOTAL
and Names_6.xIsx... 6 Year 1 85,000 120,000 35,000 240,000
|7 | Year 2 87,000 97,000 30,000 214,000
1 On the Past 5 years | 8 | Year 3 92,000 84,000 45,000 221,000
worksheet tab, click on B10 2 Yeard 22,000 102,000 68,000 265,000
10| Year 5| 150,000! 200,000 39,000 369,000
A i 11
This is the last y_ear of total | 12|TOTAL : 509,000 603,000 217,000 1,329,000
sales for Australia and |13
14

should be based on the
total sales in the Australia

worksheet... e A B G D E

. 1
2 Click on the Formulas tab | 2 |Music Mania
of the Ribbon, click on Use s ls . , ,
) ) | 3 |International Clients (
in Formula in the 4| | PR e s
Defined Names group, Australia. | | P 2eme — b
then select Paste Names to | 5 | I | e 1=
R 6 Year 1 85,000 | | |New_Zealand e 000
d!splay the Paste Name 7 Yeor 2 e == 000
dialog box s | Year 3 s2000 e 000
g ER Year 4 95,000 |||yez 1 ~| [ §6.000
3 C!ICk on AUS_Sales and 10 Year s 150000] ° ear_ 000
click on [OK] to have Excel 1] [(Pasewst | [ ox | [ cance ]
build a formula for you 2 TOTAL: 509,000
| 14|
4 Press Enter|to accept the
formula
Repeat the above steps to e MN_- GREIERE] ~aus_sales
A [ B [ [3 D E
create the formulas as 1
follows: | 2 |Music Mania
CLM For_mula | 3 |International Clients
C10 =UK_Sales | 4
D10 =NZL Sales Australia UK New Zealand TOTAL
- | 5 |
| 6 | Year 1 85,000 120,000 35,000 240,000
|7 | Year 2 87,000 97,000 20,000 214,000
| 8 | Year 3 92,000 24,000 45,000 221,000
1 9 | Year 4 95,000 102,000 68,000 265,000
ﬂ Year 5| =AUS_SaIe5‘| 200,000 39,000 389,000
"
| 12| TOTAL : 509,000 603,000 217,000 1,329,000
12
For Your Reference... Handy to Know...
To paste names into a formula: e You can also press @ to display the Paste
1. Click in the cell where you want the formula Name dialog box.

2. Click on the Use in Formula command |#~
and select Paste Names

3. Click on the desired name
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CREATING NAMES FOR CONSTANTS

If you have key values in your formulas that are because it doesn’t need to be changed. Constants
unlikely to change, you can create a name to are defined in the same way as range names,
represent a value rather than a cell reference. except that they are not directly entered into a cell
This type of value is known as a constant in the workbook.
a A I B C D E [ F |
. 1]
Try This Yourself: | 2 |Music Mania
) ) ) | 3 |International Clients
Continue using the previous 4]
g Q@ file with this exercise, or . Australia UK  New Zealand TOTAL Tax
((/)5 L open the file E834 Labels 6 Year 1 85,000 120,000 35,000 240,000 1
and Names_7.xlsx... 17| Year 2 87,000 57,000 30,000 214,000
8 Year 3 92,000 84,000 45,000 221,000
9 Year 4 95,000 102,000 68,000 265,000
1 On the Past 5 years 0 Year 5 150,000 200,000 39,000 389,000
WorkSheet’ CIICk on F5 and %TOTAL- 509,000 603,000 217,000 1,329,000
type Tax, then press Enter| 13 ' ’ ’ } o
2 Click on the Formulas tab
on the Ribbon, then click -
. e New N (2 e
on Define Name 3| in the e bl
Defined Names group, to Name:  |TaxRate |
see the New Name dialog Scope: | workbook [~]
box Comment: 1
3 Type TaxRate in Name and
press Ta0] until Refers to is
selected
i Refers to:
4 Type 10% and click on
[OK] |
5 In F6, type =E6*TaxRate
) MIN v (* %X « fo| =E67TaxRate
Notice how the name e A B [ ¢ D E F 1
H i 1
appears in a list of = (Music Mania
constants as you type... 1
| 3 |International Clients
6 Press Enter| to complete the 2
form u |a 5 Australia UK New Zealand TOTAL Tax
. . 6 | Year 1 25,000 120,000 35,000 240,000| =E6*TaxRate] |
7 Click on F6 again, move the (7| Yearz 87,000 97,000 30,0001—214,0%3
mouse pointer to the fill 18] Year3 92,000 84,000 45,000 221,000
9 Year 4 95,000 102,000 68,000 265,000
handle and drag down to [10] Year 5 150,000 200,000 39,000 389,000
11
Flo ETOTAL: 509,000 603,000 217,000 1,329,000
Each formula in the filled -
cells will use the constant
For Your Reference... Handy to Know...
To create a constant range name: ¢ One advantage of creating a name for a
1. On the Formulas tab, click on Define Name value is that the value is not easily
E in the Defined Names group accessible, and therefore has some
protection. To display the value in a
2. Type the name for the constant worksheet, use the name of the constant in a
3. Replace the address in Refers to with a formula, and format it to your requirements.
value For example, =TaxRate.
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CREATING NAMES FROM A SELECTION

There will be times in a workbook when you have the labels and assign them as names to the cells
a whole lot of labels that are used to describe the to the right (the most common), the left, to the top,
contents of the adjacent cells. When this occurs or to the bottom of the labels.

you can select the cells and get Excel to pick up

A | B | ¢ | D
Try This Yourself: o 1
y ' 2 |Music Mania
Continue using the previous file | 3 |Australian Clients
g o with this exercise, or open the 4
8 T file E834 Labels and : Client Name Acct Value
NameS_8'XISX"' LThe Rostrum Complex 45,000
. . | & |Wilmott Winery 25,000
1 Click on the Australia worksheet 9 |Results Marketing 27,800
tab and select the range A7:B11 | 10 |Dodgy Bros 33,850
The range must include a series 1; [adies Lounge Cafe ___
of labels and this one does, in 13 TOTAL : 150,000
column A... 14
2 On the Formulas tab of the
Ribbon, click on Create from e (Create Names from Selection =celES
Selection Ein the Defined I o vaues 1t
Names group, to see the Create '; o from vales n T
Names from Selection dialog
box [¥] Left column
Botbom row
3 Ensure that Left column is Right column
ticked (because that is where the
labels are) and click on [OK] ook [ conce |
4 Click on the Name box drop
arrow E[ to see the new names
o o : ™ F | The Rostrum Complex
5 Repeat the above steps for the AUS_Sales [ B | C | D
following ranges: Australia
Dodgy_Bros a
Worksheet Range Ladies_Lounge_Café
. . . New_Zealand F
United Kingdom A7:B11 NZL Sales
New Zealand A7:B11 Results_Marketing Acct Value
. RptPastYears
6 Click on the Name box drop The_Rostrum_CompllP'eX 45,000
arrow [~] and click on UK 25,000
Edgecliff_Cellars to navigate to UK sales e
hat range Wilmott_Winery 33,850
tha g Year_1 e 18,350
Year_2
Year_3 150,000
Year_4
Year 5
6
For Your Reference... Handy to Know...
To create names from a selection: e The Create from Selection command is
1. Select the range (inc|uding the |abe|3) typlcally used where the labels are in the first

column and values are in the second. You
must ensure that the labels are somewhere
in the selected range.

2. On the Formula tab of the Ribbon, click on
Create from Selection E‘

3. Specify the location of the labels and click
[OK]
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ScoOPING NAMES TO THE WORKSHEET

Unless otherwise specified, range names are range names to the worksheet. This means that a
scoped to the entire workbook. This means range name will only be available to the worksheet
that range names can be accessed from any in which it was created.

worksheet in the workbook. You can also scope

. e [ New Mame M
Try This Yourself: _—
Narme: otr_1 |
c , Before starting this exercise SCOPE: | Workbook
2 you MUST open the file E834 Comment: |, il I I
O ™ Labels and Names_9.xIsx... United Kingdom
New Zealand
Total
1 On the Australia worksheet " i
tab, click on cell B5 REfers 01 | _austrlot 655 &
2 Click on the Formulas tab of | [ ox ][ canca |
the Ribbon, then click on L. — 4
Define Name |3/ in the
[r)]efl I\r|1ed Namesdgrloupbto see o a1 D@ # | 232110
the New Name dialog box - | 5 = 5
3 Click on the drop arrow E| for 1 |PanSea Airlines
Scope to see the current EX
worksheet names '3 |Australia
4 Click on Australia and click on 14 Sales
[OK] | 5 | atr 1| 232,110 _|
| 6 | Qtr2 443,556
The new name, Qtr_1, appears 7 Qtr 3 231,488
in the Name box... '8 atra 1,124,432
5 Click on the United Kingdom % Total 5 031586
worksheet tab, then click on the BT o e
Name box drop arrow E|
No names will appear because -
the only name we've created e - N % |
has been scoped to the | B | ¢ D
Australia worksheet... hes
6 Click on cell B5, then click on :!
Define Name |2 to see the sl
New Name dialog box es
rl 655,322
7 Click on the drop arrow E| for | 6 | Qtr2 1,766,543
Scope, click on United | 7| Qtr 3 322,667
Kingdom and click on [OK] | 8 | Qtr4 2,341,169
9
‘10 Total 5,085,701
11
For Your Reference... Handy to Know...
To scope arange name to the worksheet: ¢ Normally you can’t have duplicate range
1. Select the range in the worksheet names in a workbook. Since worksheet
) ) @ range names are scoped only to a worksheet
2. Click on the Define Name command |~= it is possible to have the same range name
3. Click on the drop arrow B for Scope and duplicated across several of the worksheets.

click on the worksheet name
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USING THE NAME MANAGER

Once you’ve got a dozen or more range names in names, or just see what is available. Fortunately,
a workbook, management of those range names Excel's Name Manager allows you to do all of
becomes crucial. There will be times when you these things plus more.

want to redefine a name, delete redundant

0 [ Name Manager &u
Try This Yourself: [oewn ] et ) (o= it -
. . . Name Value Refers To Scope Comment i
c o) Before Startlng thls exercise L1l 415 _Sales 150,000 =Australial $8513 Workbook
8& you MUST open the file E834 gnustala ["85,000%°87,000".., =Past 5 Years1$8S... Workbook
= ia!
© Labels and Names_lo'XISX"' @E:gf;ﬁ:gsellars :ﬁgg ='tll:15i;:|z.§d$olni'!5--- w:ﬁ::t 3
=l Exeter_Exhibitio... 5,000 =MNew Zealand''$857  Workbook
1 = Fabulous_Forties 6,000 =United Kingdom!§... Waorkbook
1 Click on the Formulas tab of o rabuon o pioarivesusi i
. . adies_Lounge_... - =Australa! OrkDOO!
the R|bb0n, then C“Ck on =l Launceston_Lou... 8,000 =New Zealand''$8$10 Workbook
g = Mardee_Grass_... 95,000 =United Kingdom!§... Waorkbook
Name Manager E‘ n the = Mosman_Move... 37,000 =United Kingdom!§... Waorkbook
Defined Names group, to see =l Natural_Forests... 3,000 =MNew Zealand''$6$8  Workbook
th N M g dp I b = New_Zealand {735,000%730,000%... =Past5 Years!$DS... Workbook
e ame an ager 1a Og (0) = NZL_Sales 39,000 =New Zealand''$68$13  Workbook
S d f t =l Results_Marketing 27,800 =Australia! $5$9 Workbook =
2 pend a few moments a| o LG
scrolling through the list to see Refers to:
what is there |hustrar 5613
3 Click on Dodgy_Bros in /
Name and click on [Delete]
4 Click on [OK] to confirm the
deletion e Edit Name (o
5 Click on Fabulous_Forties in fome: | NSNS
Name, then click on [Edit] to Scope: [ workbook [-]
display the Edit Name dialog comment -
box
6 Type Fabulous_Forty in .
Name and click on [OK] to Refers to: [ _tited Kingdom'148$10
change the name of the range [ ok J[ cancel |
name Z
7 Click on [Filter], then click on
Names Scoped to Worksheet .
p Name Manager &u
to see only the names scoped
to worksheets [tewse ] [ Ecit.. | [ Delets Fiter
. Mame Value Refers To Scope Comment
8 CIICk on [Close] ‘EiTOTAL 150,000 =Australial $8513 Australia
Z TOTAL 39,000 =MNew Zealand'!$B513 New Zea...
Z TOTAL 1,329,000 =Past 5 Years'1$E$12 Past5Y...
= TOTAL 200,000 =United Kingdom'!S... United Ki...

/\J/'\\J/\J.’\_’/\J/\J,’_\//\J/\;/“\u/-\//\/’\v,’\//\

For Your Reference... Handy to Know...
Using the Name Manager: e Be careful of the filter because it is a
1. On the Formulas tab, click on Name compound filter. Each time you choose a
Manager @ in the Defined Names group filter optlop it builds from the previous filter to
) X further refine your search. If you no longer
2. Use the manager to delete, edit and filter the want to work with a filtered names list. use
range names as appropriate the Clear Filter option to clear the filter out.
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DOCUMENTING RANGE NAMES

The job’s not done till the paperwork’s finished —
or so the saying goes. Excel allows you to paste
a list of all range names and their locations into
the workbook. This provides an invaluable

documentation tool so that you, and other users,
can see what range names are in the workbook
and what ranges they refer to.

| 28|
Try This Yourself: o =
31
Continue using the previous | 32|
[} . . . . 33
g @ file with this exercise, or VN : —
ST open the file E834 Labels EIC N}EAustraha United Kingdom _"New Zealand "Past 5 Years | Sheet1 /¥J
2 Ready
and Names_11 .xlsx... L2
Click on the Insert -
=
1 Worksheet tab at the e e LS S
bottom of the workbook, to Paste name
create a new worksheet Al Seles fa
o E
E ellars
2 On the Formulas tab of the ESEETrI_E_xhibiﬁonists
i ] i F F
Ribbon, c‘:llck‘on Usein L:dig:i‘fgmfg’f_&ﬁ
Formula |#77in the Launceston | ounge izards
) A _Ampitheatre '
Defined Names group, then :
click on Paste Names to Pastelist | | ok | [ Canedl |

see the Paste Name dialog
box

Click on [Paste List] to
paste a list of range names
into the worksheet

Double click on the border
between the headings for
columns A and B to best fit
column A

Click elsewhere in the
worksheet to deselect the
cells and see the changes
more clearly

A

B | ¢ | D

T S e B Sl e

AUS_Sales

Australia

Edgecliff_Cellars
Exeter_Exhibitionists
Fabulous_Forty
Ladies_Lounge_Café
Launceston_Lounge_Lizards
Mardee_Grass_Ampitheatre

Natural_Forests_Company
New_Zealand

NZL_Sales
Results_Marketing
Rose_Bay Beauty Resort
RptPastYears
Sandy_Bay_Theatre
TaxRate
The_Deloraine_Dance_Group
The_Rostrum_Complex
UK

UK_Sales

Wilmott_Winery

Year_1

Year 2

Year_3

Year 4

Year 5

Mosman_Movement_Company

=Australial$B%13

=Past 5 Years15B56:5B510
=United Kingdom'15B857
=Mew Zealand 15857
=United Kingdom'58510
=Australial$B511

="New Zealand'1$B%10
=United Kingdom'58511
=United Kingdom'5859
=New Zealand'15858

='"Past 5 Years1$D%6:5D$10
=Mew Zealand158513
=Australial$B$9

=United Kingdom'158%8
='Past 5 Yearsl5A%2:3E512
=Mew Zealand15B859

=01

=New Zealand'158511
=Australial$B57

=Past 5 Years5C56:5C510
=United Kingdom'§B%13
=Australial$B%8

='Past 5 Years'l5B56:5056
='Past 5 Years'l§B57:5057
=Past 5 Years'I$B58:5058
=Past 5 Years'15859:5059
=Past 5 Years'1$8510:$D510

For Your Reference...
To paste a list of names into the worksheet:
1. Onthe Formulas tab, click on Use in

Formula \ﬂg’\ in the Defined Names group

2. Click on Paste Names
3. Click on [Paste List]

Handy to Know...

e Be careful when creating a range name list
as only those range names scoped to the

list.

workbook will be listed. Range names
scoped to worksheets do not appear in the
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NOTES:
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