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Module 3: Managing the Worksheet
Objectives:
At the completion of this lesson you will be able to: 
· Print a Single Worksheet
· Navigate in a Worksheet
· Change the Worksheet Structure
· Create and Use Named Ranges
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Navigating in a Worksheet
To go directly to a specific cell on a worksheet, you can simply position the mouse pointer on the cell you want, and then click the mouse. This method works well when the desired cell is on the screen, but it isn’t quite as effective when the cell you want is not visible. To help you navigate your worksheet, Excel has many features that allow you to move through a workbook quickly and effectively. 

Using Special Navigation Keys
Using special navigation keys can save you time and effort because they enable you to go directly to the area you want. 


To move to the first cell in the worksheet:

1.	Press CTRL+HOME

To move to the first cell of the current row:

1.	Press HOME

To move to the last used cell in the worksheet:

1.  Press CTRL+END




In the following exercise, you will navigate the worksheet.

		1.
	Open the workbook JollyCo Sales Figures, and, if necessary, select Sheet1
	

		2.
	Select cell E12
	

		3.
	Press HOME
	Cell A12 is selected.

		4.
	Press CTRL+END
	Cell O27 is selected.

		5.
	Press CTRL+HOME
	Cell A1 is selected.
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Using the Scroll Bars and Boxes
When a large worksheet is displayed on the screen, only a small portion of it may be visible at once. To access cells that are not on the screen, you need to move, or scroll, the window up, down, left, or right. Imagine it like this: the worksheet itself stays still and you slide the rectangular window over it, bringing different areas into view.

You can scroll through the worksheet one line at a time by clicking a scroll arrow, illustrated in 
Figure 3‑1. If the worksheet is particularly long, you can move to a general area of the worksheet by dragging the scroll box to the desired position. For example, if you wish to move halfway through a worksheet, you can drag a scroll box halfway down or across a scroll bar. Additionally, the size of the scroll box indicates how much of the used worksheet is displayed, and the position of the scroll box indicates the location of the displayed area within the used worksheet.

 (
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)
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Figure 3‑1: Scroll Bars, Arrows, and Boxes



To scroll through a worksheet one line at a time:

1.	Click the appropriate scroll arrow once.

To move to a general area of a worksheet:

1.	Drag the scroll box in the horizontal or vertical scroll bar.
or
1.	Click and hold down the appropriate scroll arrow.




In the following exercise, you will use the scroll bars to move around the worksheet.

		1.
	Select cell A10
	

		2.
	On the vertical scroll bar, click the down scroll arrow 25 times
	The worksheet scrolls one line at a time.

		3.
	Select cell D27
	

		4.
	On the horizontal scroll bar, click the right scroll arrow ten times
	The worksheet scrolls one column at a time.

		5.
	Select cell M27
	

		6.
	Drag the vertical scroll box up to the top of the vertical scroll bar
	A small text box with row numbers appears. When it says Row 1, the top of the worksheet is reached.

		7.
	On the horizontal scroll bar, click and hold the left scroll arrow until column A is visible
	The left side of the worksheet appears.




Moving One Screen
If your worksheet is particularly large, you may want to move through the data one screen, or window, at a time. This is much more efficient than scrolling through the worksheet bit by bit. Table 3‑1 lists the various methods available for navigating the worksheet screen by screen.


	Movement
	Keyboard Method
	Mouse Method

	One screen down
	Press Page Down
	Click the vertical scroll bar below the scroll box.

	One screen up
	Press Page Up
	Click the vertical scroll bar above the scroll box.

	One screen right
	Press Alt+Page Down
	Click the horizontal scroll bar to the right of the scroll box.

	One screen left
	Press Alt+Page Up
	Click the horizontal scroll bar to the left of the scroll box.



[bookmark: _Ref379948529]Table 3‑1: Moving One Screen at a Time



To move one screen at a time:

1.	Press the appropriate key or key combination.
or	
1.	Click the appropriate place on the scroll bars.



In the following exercise, you will use the scroll bars and key combinations to move through the worksheet one screen at a time.

		1.
	Click the horizontal scroll bar to the right of the scroll box
	The worksheet moves right one screen.

		2.
	Click the vertical scroll bar below the scroll box
	The worksheet moves down one screen.

		3.
	Click the horizontal scroll bar to the left of the scroll box
	The worksheet moves left one screen.

		4.
	Click the vertical scroll bar above the scroll box
	The worksheet moves up one screen.

		5.
	Press PAGE DOWN
	The worksheet moves down one screen.

		6.
	Press ALT+PAGE DOWN
	The worksheet moves right one screen.

		7.
	Press PAGE UP
	The worksheet moves up one screen.

		8.
	Press ALT+PAGE UP
	The worksheet moves left one screen.



Moving to the End of the Worksheet
Using the keyboard you can quickly and efficiently move to the end of the worksheet i.e. the very last column, row or cell.


 In the following exercise, use the keyboard to move to the very end of the worksheet.

		1.
	Hold the CTRL key and press the down arrow key
	The worksheet moves to the very last row

		2.
	Hold the CTRL key and press the Right arrow key
	The worksheet to the final column.

		3.
	Hold the CTRL key and press the Home key
	The worksheet returns to the very first cell. (Note on older worksheets from previous excel versions less rows and columns will be visable)
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Changing Worksheets
By default, Excel provides you with three sheet tabs on each new workbook (old-timer Excel users will remember when the program started you out with 16 sheets in a workbook!). In later versions this was increased to 255. Now, you are entitled to keep on increasing the number of sheets in your workbook to whatever you like. In Excel 2013, the only limit to the number of sheets you can add to your workbook is a limitation based on the memory in your computer. You can choose to increase the number of sheets in a particular workbook, or you can choose to increase the default number of sheets in all workbooks.

Instead of placing data tables on different parts of the same sheet, you can use a different sheet for each table. Organizing your work this way makes it easier to manipulate and view. You can access the various sheets of the workbook by clicking the appropriate sheet tab, shown in Figure 3‑2. The active worksheet’s tab has bold letters and looks as if it is laying on top of the other worksheets.
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To switch to a different sheet:

1.	Click the desired sheet tab.




In the following exercise, you will switch to Sheet2 of the workbook.

		1.
	Click the tab for Sheet2
	Sheet2 is displayed.

		2.
	Return to Sheet1
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Using Go To
The scroll boxes and bars are helpful when you need to move to a general area of a worksheet. If, however, you know the exact cell you want to move to, you can access it by using the Go To command. The Go To dialog box is shown in Figure 3‑3.
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To move to a specific cell of a worksheet:

1.	On the Home ribbon, in the Editing group, click Find & Select, and then click Go To. See Figure 3‑4
or
1.	Press F5
2.	In the Go To dialog box, in the Reference text box, type the cell address.
3.  Choose OK.
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Figure 3‑4: The Find & Select options menu

Note: 
Note: If you click Go To Special in the Find & Replace options menu you have all the options shown below.

	Click
	To select

	Comments
	Cells that contain comments.

	Constants
	Cells that contain constants (constant: A value that is not calculated and, therefore, does not change. For example, the number 210, and the text "Quarterly Earnings" are constants. An expression, or a value resulting from an expression, is not a constant.).

	Formulas
	Cells that contain formulas (formula: A sequence of values, cell references, names, functions, or operators in a cell that together produce a new value. A formula always begins with an equal sign (=).). 
 NOTE   The check boxes below Formulas define the type of formula that you want to select.

	Blanks
	Blank cells.

	Current region
	The current region (current region: The block of filled-in cells that includes the currently selected cell or cells. The region extends in all directions to the first empty row or column.), such as an entire list.

	Current array
	An entire array (array: Used to build single formulas that produce multiple results or that operate on a group of arguments that are arranged in rows and columns. An array range shares a common formula; an array constant is a group of constants used as an argument.) if the active cell (active cell: The selected cell in which data is entered when you begin typing. Only one cell is active at a time. The active cell is bounded by a heavy border.) is contained in an array.

	Objects
	Graphical objects, including charts and buttons, on the worksheet and in text boxes.

	Row differences
	All cells that differ from the active cell in a selected row. There is always one active cell in a selection, whether this is a range, row, or column. By pressing ENTER or TAB, you can change the location of the active cell, which by default is the first cell in a row. 
If more than one row is selected, the comparison is done for each individual row of that selection, and the cell that is used in the comparison for each additional row is located in the same column as the active cell.

	Column differences
	All cells that differ from the active cell in a selected column. There is always one active cell in a selection, whether this is a range, row, or column. By pressing ENTER or TAB, you can change the location of the active cell, which by default is the first cell in a column. 
If more than one column is selected, the comparison is done for each individual column of that selection, and the cell that is used in the comparison for each additional column is located in the same row as the active cell.

	Precedents
	Cells that are referenced by the formula in the active cell. Under Dependents, do one of the following: 
Click Direct only to find only cells that are directly referenced by formulas.
Click All levels to find all cells that are directly or indirectly referenced by the cells in the selection.

	Dependents
	Cells with formulas that refer to the active cell. 
Click Direct only to find only cells with formulas that refer directly to the active cell.
Click All levels to find all cells that directly or indirectly refer to the active cell.

	Last cell
	The last cell on the worksheet that contains data or formatting.

	Visible cells only
	Only cells that are visible in a range that crosses hidden rows or columns.

	Conditional formats
	Only cells that have conditional formats applied. Under Data validation, do one of the following: 
Click All to find all cells that have conditional formats applied.
Click Same to find cells that have the same conditional formats as the currently selected cell.

	Data validation
	Only cells that have data validation rules applied. 
Click All to find all cells that have data validation applied.
Click Same to find cells that have the same data validation as the currently selected cell.











In the following exercise, you will move directly to a cell using Go To.

		1.
	Press F5
	The Go To dialog box appears.

		2.
	In the Reference text box , type D29
	

		3.
	Choose OK
	Cell D29 is selected.

		4.
	Select cell A1
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As your needs change, keeping your worksheets and workbooks up-to-date will allow you to make the most efficient use of your data. This doesn’t mean just replacing old information; sometimes you have to completely restructure certain sections by inserting or deleting whole rows or columns. In other cases, a simple sort will organize your data for best use.

Inserting Cells, Rows and Columns
In Excel, you can insert cells, rows, and columns at any time. This may be necessary if you need more space within a specific area of your worksheetfor instance, if you left 2007 out of a table where the columns are labelled 2006, 2008, 2009, 2010, and so forth. 

When you insert a new row or column, Excel shifts existing data down or to the right to accommodate the new row or column. When you insert cells, however, you need to tell Excel which way to shift the existing data using the Insert dialog box, shown in Figure 3‑5.
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To insert cells:

1.	Select the cell(s) where you want to insert new cell(s).
2.	From the Home Tab, choose Cells.
3.	In the Insert dialog box, select the desired option button.
4.	Choose OK.


To insert rows:

1.	Select the row(s) below the location for the new row(s).
2.	On the Cells section of the Home ribbon, click the lower section of the Insert button, from the options menu choose Insert Sheet Rows. See Figure 3‑6


To insert columns:

1.	Select the column(s) to the right of the location for the new column(s).
2.	On the Cells section of the Home ribbon, click the lower section of the Insert button, from the options menu choose Insert Sheet Columns.
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In the following exercise, you will insert cells, rows, and columns into a worksheet.

		1.
	Select cells A1:C2
	

		2.
	From the Home Tab under the cells grouping choose Insert
	The Insert drop down box appears.

		3.
	From the drop down menu choose Insert Cells. Select the Shift cells right option button
	The Insert Cells dialogue box appears

		4.
	Choose OK
	The inserted cells cause the existing data to shift right.

		5.
	Select the column headings for columns B and C
	

		6.
	From the Home Tab under the cells group click insert and choose Insert sheet columns from the drop down menu
	Two columns are inserted.

		7.
	Select row 16
	

		8.
	From the Home Tab under the cells group click insert and choose Inset sheet Rows
	One row is inserted.
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Deleting Cells, Rows, and Columns
Just as there are times when you need to insert new cells, rows, or columns, there may also be times when you need to delete existing cells, rows, or columns.

If you want to delete a row or column or any cell in that row or column, use the Delete command located on the Cells section of the Home ribbon (shown in Figure 3‑7). Click the lower part of the button to show the options menu. Accessing Delete Cells brings up the Delete dialog box, shown in Figure 3‑8. Unlike the Clear command, the Delete command removes the entire cell, cell range, column or row from the worksheet, not just the contents. 

Note: be careful if you simply click the Delete (upper) portion of the Delete button on the ribbon, as that will invoke the previously used Delete option (for example – shift cells left).
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To delete cells:

1.	Select the cell(s) you want to delete.
2.	Click the lower portion of the Delete button on the Cells part of the Home ribbon. Then select Delete Cells.
3.	In the Delete dialog box, select the desired option.
4.	Choose OK.

To delete rows:

1.	Select the row(s) you want to delete.
2.	Click the lower portion of the Delete button on the Cells part of the Home ribbon. Then select Delete Sheet Rows.

To delete columns:

1.	Select the column(s) you want to delete.
2.	Click the lower portion of the Delete button on the Cells part of the Home ribbon. Then select Delete Sheet Columns.



In the following exercise, you will delete cells, rows, and columns
in a worksheet.

		1.
	Select column C
	

		2.
	Click the DELETE (upper) portion of the Delete button on the Cells part of the Home ribbon.
	Column C is deleted.

		3.
	Select rows 16 and 17
	

		4.
	Click the DELETE (upper) portion of the Delete button on the Cells part of the Home ribbon.
	Rows 16 and 17 are deleted.

		5.
	Select the range A5:B26
	

		6.
	Click the lower portion of the Delete button on the Cells part of the Home ribbon. Then select Delete Cells.
	The Delete dialog box appears.

		7.
	In the Delete dialog box, make sure the Shift cells left option button is selected
	

		8.
	Choose OK
	The range is deleted and the data shifts to the left.

	
	Undo your deletes, or close the workbook without saving
	The worksheet will remain populated with data for the next exercise.
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Performing a Simple Sort
Excel allows you to manipulate your data in a myriad of ways. One of the most useful is the sort. In Excel, in fact, the sort & Filter group on the Data tab comes with tools that make performing a quick sort very easy. 




Figure 3‑9: The Sort & Filter section or ‘Group’ of the data tab


When you select the range of data you want to sort, the active cell in the range will be used as the key for sorting. In other words, all rows will be sorted using the contents of the column containing the active cell as a guideline. It’s important to remember when selecting the range that the data contained in each row is usually related across several columns. For example, to keep all the data for one person together during the sort, be sure to select a range that includes all columns that include data for that person.

The Sort & Filter group features quick sorts that are either Ascending (sorts by - Smallest to Largest) or Descending (sorts by - Largest to Smallest).
 (
Sort Ascending/Descending
)
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Click the Sort button to the right of the two buttons mentioned above to see options to perform several sorts at once.

To perform a simple sort:

1. Select the range to sort.
2. On the sort & Filter group on the data tab, click either the Sort Ascending (Sort Smallest to Largest) or Sort Descending (Sort Largest to Smallest) button. See Figure 3‑10.




In the following exercise, you will sort the data by first name in column B.

		1.
	Select the range C7:O14
	

		2.
	On the sort & Filter group on the data tab, click the Sort Ascending (Sort Smallest to Largest) button
	The range is sorted according to first name in column C.

		3.
	Perform the same sort on the data for 2009
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Creating and Using Named Ranges
If you were going on a trip, would you tell people you were visiting 39 degrees north latitude, 77 degrees west longitude? Probably not. Especially if you knew that the location had a name: such as Washington, DC! Named ranges, or range names, are easy-to-remember identifiers created to refer to a group of cells on a worksheet. Named ranges allow you to quickly identify information and navigate within your worksheet. Furthermore, functions that use named ranges are often more intuitive and informative than functions using cell references. For example, it’s easier to understand the formula Profit=Income‑Expenses than the formula H5=A5-F5.

Naming Ranges
Named ranges need to conform to the following rules:

	The first character of a range name must be either a letter or an underscore.
	A range name may be up to 255 characters in length. However, keep in mind that a shorter name is easier to use and remember.
	Range names cannot contain spaces. Instead, you can use an underscore or a period to separate words.
	Range names are not case-sensitive.
	Avoid using range names that resemble cell addresses or
functions.

Although you can name a range using the Insert menu, an easier way is to simply type the range name in the Name box, shown in Figure 3‑11. Once you name ranges, you will find them on the Name box drop-down list. 
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To name a range:

1.	Select the range you want to name.
2.	Click the Name box.
3.	Type the name.
4.	Press ENTER




In the following exercise, you will name selected ranges in a worksheet. 

		1.
	Select the Sheet2 worksheet
	

		2.
	Select the range D7:O10
	

		3.
	Click the Name box
	

		4.
	Type Region1.2008
	

		5.
	Press ENTER
	The range is named.

		6.
	Select the range D15:O18, and then name it Region1.2009
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Automatically Naming Ranges
In Excel, you can also create names for multiple ranges at the same time. This helps when you are working on tables and large worksheets because it saves time.

Excel can even pick up the range names from your worksheet labels. You do this by selecting the location of the labels that you want to use to define the range names in the Create Names from Selection dialog box, shown in Figure 3‑12.
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To automatically name a range:

1.	Select the range that you want to name, including the row or column labels. 
2.	On the Formulas tab, in the Defined Names group, click Create from Selection.
3.	In the Create names from Selection dialog box, designate the location that contains the labels by selecting the Top row, Left column, Bottom row, or Right column check box.
5.	Choose OK.





Note: A name created by using this procedure refers only to the cells that contain values and does not include the existing row and column labels.




In the following exercise, you will automatically name ranges in a worksheet. 

		1.
	Select the range C7:O11
	

		2.
	On the Formulas tab, in the Defined Names group, click Create from Selection
	The Create Names from Selection dialog box appears.

		3.
	Make sure the Left Column check box is selected
	

		4.
	Choose OK
	The Create Names dialog box closes and the ranges are named.

		5.
	Click the drop-down arrow next to the Name box to examine the new range names
	Range names using the labels appear in the Name box.










Figure 3‑13: Automatically named ranges
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Navigating with Named Ranges
You can use named ranges to move from one location in the worksheet to another. This is especially useful when you are working with a large worksheet.


To navigate with named ranges:

1.	In the Name Box, click the drop‑down arrow, and then select the named range to which you want to move.
	or
1.	Click the Find & Select button on the Editing group of the Home ribbon. Then click Go To.
2.	In the Go To list box, select the named range to which you want to move.
3.	Choose OK.





In the following exercise, you will navigate with named ranges.

		1.
	Click the Find & Select button on the Editing group of the Home ribbon. Then click Go To.
	The Go To dialog box appears.

		2.
	In the Go to list box, select Region1.2009
	The range name appears in the Reference text box.

		3.
	Choose OK
	The range named Region1.2009 is selected on the worksheet.

		4.
	In the Name Box, click the drop-down arrow, and then select Alan_Wood
	The range containing data for Alan Wood in 2009 is selected on the worksheet.
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Using Range Names in Formulas
You can use range names in formulas in place of cell addresses. This makes the worksheet easier to understand and ensures that you always use the correct numbers in calculations. One way to incorporate range names in formulas is to use the Paste Name dialog box, illustrated in Figure 3‑14.
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To use range names in a formula:

Ribbon (mouse) method
1.	Select the cell where the formula will appear.
2.	Type the formula as you normally would up to the placement of the first range.
3.	On the Formulas tab, on the Defined Names group, click Use in Formula.
4.	From the Name sub menu, choose Paste Names.
5.	In the Paste Name dialog box, in the Paste name list box, select the range name to paste.
6.	Choose OK.
7.	Complete the rest of the formula using steps 2 through 5, if necessary.

Keyboard method
1.	Select the cell where the formula will appear.
2.	Enter the formula as you normally would, but type range names instead of cell references.



In the following exercise, you will use range names in formulas.

		1.
	Select the Sheet3 worksheet
	

		2.
	Name the range D11:F11	Region2.1QTR.2008
	

		3.
	Name the range G11:I11	Region2.2QTR.2008
	

		4.
	Name the range D19:F19	Region2.1QTR.2009
	

		5.
	Name the range G19:I19	Region2.2QTR.2009
	

		6.
	In cell B22, type =SUM(Region2.1QTR.2008)
	

		7.
	Press ENTER
	The result of the formula appears in cell B22.

		8.
	In cell C22, type =SUM(
	

		9.
	On the Formulas tab, on the Defined Names group, click Use in Formula.
	The Name submenu drops down.

		10.
	Choose Paste Names
	The Paste Name dialog box opens.

		11.
	In the Paste name list box, select Region2.2QTR.2009
	

		12.
	Choose OK
	The Paste Name dialog box closes. The selected range name appears in the formula.

		13.
	Type )
	

		14.
	Click the Enter button
	

		15.
	In cells B23 and C23, create formulas to calculate the totals for the first and the second quarters of 2009
	The results should be as shown in Figure 3‑15.
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Pasting a List of Named Ranges
You can list named ranges and their locations on the worksheet for future reference. This list works like a table of contents; you will find it especially useful when you work with large worksheets where it may be difficult to remember all the named ranges in a workbook or to identify range names that someone else has created.


To paste a list of all named ranges:

1.	Select a cell that will become the upper left corner of the list.
2.	On the Formulas tab, on the Defined Names group, click Use in Formula.
3.	From the Use in Formula submenu, choose Paste Names.
4.	In the Paste Name dialog box, choose Paste List.

Note: The pasted list will overwrite any existing data, so be sure to allow enough room for the list on the worksheet.




In the following exercise, you will paste a list of all named ranges.

		1.
	Select cell A25
	

		2.
	On the Formulas tab, on the Defined Names group, click Use in Formula
	The Use in Formula drop down list menu appears.

		3.
	Choose Paste Names
	The Paste Name dialog box appears.

		4.
	Choose Paste List
	Excel pastes all the names in the workbook, including the cells they reference, onto the worksheet.
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Deleting and Editing Range Names
You might find that you no longer need a certain range name or that you want to modify a range name to make it more relevant. When you use the Name Manager dialog box, shown in Figure 3‑16, deleting and editing range names keeps your list of worksheet names orderly and easier to work with. Note – Your name manager box will likely display many more ranges and names than shown in Figure 3-10 as a result of the previous exercises



[bookmark: _Ref379948866]Figure 3‑16: The Name Manager Dialog Box

Deleting a range name does not affect the data in the referenced range; Excel deletes only the name of the range. On the other hand, if any formulas in the worksheet reference the range name, deleting the range name will cause them to become unusable. So, before deleting any range names, be sure to replace all range names in formulas with cell references.

Using the Edit button in the Name Manager dialog box you open the Edit Name dialog box, shown in Figure 3‑17. Here you can edit or change a range name when a range name is no longer appropriate for the range it refers to or when you want to change a range name so that it is easier to remember. It is also easy to edit the range reference of the named range to keep up with changes in worksheet structure, using the ‘Refers to’ section of the dialog. You can even add details comments to help other users or yourself make more sense of range names.
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To delete a range name:

1.	On the Formulas tab, on the Defined Names group, click the Name Manager button.
2.	In the Name Manager dialog box, in the Name list box, select the name you want to delete.
3.	Choose Delete. Or press your keyboard [Delete] key.

To edit a range name:

1.	On the Formulas tab, on the Defined Names group, click the Name Manager button.
2.	In the Name manager dialog box, in the Name list box, select the name you want to edit.
3.	Press the Edit button. In the Edit Name dialog box edit the name.
4.	Choose OK.
5.	In the Name list back in the Name Manager verify that the newly named range exists.

To edit the range reference of a named range:

1.	On the Formulas tab, on the Defined Names group, click the Name Manager button.
2.	In the Name manager dialog box, in the Name list box, select the name you want to edit.
3.	Press the Edit button. In the Edit Name dialog box edit the name.
4.	In the Refers to text box, edit the range reference.
5.	Choose OK.




In the following exercise, you will delete and edit range names.

		1.
	On the Formulas tab, on the Defined Names group, click the Name Manager button.
	The Name Manager dialog box appears.

		2.
	In the Name list box, select Jim_Smith
	

		3.
	Choose Delete
	Jim_Smith is deleted from the list of range names.

		4.
	In the Name list box, select Region1.2008
	

		5.
	Click the Edit button
	

		6.
	In the Edit Name dialog box, edit the name to read Region1.Sales.2008
	

		7.
	Choose OK
	Region1.Sales.2008 is in the list of range names.

		8.
	In the Name list box, select Alan_Wood
	

		9.
	Click the Edit button
	The Edit Name dialog box appears for Alan_Wood

		10.
	In the Refers to text box, edit the contents so that it says =Sheet2!$D$9:$M$9
	When you click the Refers to box, Sheet2 appears behind the Edit Name dialog box.

		11.
	Choose OK.
	The Edit Name dialog box closes and Sheet3 reappears. The name Manager dialog box reappears.

		12.
	Click to select Alan_Wood; verify the data reference change and click Close.
	The Name Manager dialog box closes.



[bookmark: _Toc346621026]
Creating Named Constants
You can also use Excel’s Define Name dialog box to create named constants, which are fixed values that are given names. You can use named constants when several formulas in a worksheet depend on a single number, such as a tax rate. Since the tax rate may be used in several different formulas in the worksheet, naming it helps you clarify your data. Additionally, a named constant can save worksheet space because it does not occupy any physical room on the worksheet.


To create a named constant:

1.	On the Formulas tab, on the Defined Names group, click the Define Name button.
2.	In the New Name dialog box, in the Name text box, type the constant name.
IMPORTANT: in the Scope options box, choose whether your constant should apply across the workbook or only to a specific sheet.
3.	In the Refers to text box, replace the contents with the constant value.
4.	Choose OK.




In the following exercise, you will create a named constant.

		1.
	On the Formulas tab, on the Defined Names group, click the Define Name button.
	The New Name dialog box appears.

		2.
	In the Name text box, type Sales_Tax
	

		3.
	In the Scope options box, select Workbook. 
	

	
	In the Comment text box, type the comment  - Applies Sales Tax, as per constant value.
	‘Applies Sales Tax, as per constant value’ appears in the Comment text box. 

		4.
	In the Refers to text box, replace the contents with 0.045
	

		5.
	Choose OK
	The New Name dialog box closes.

		6.
	In cell D12, enter the formula =D11*Sales_Tax
	The sales tax for January 2008 appears in cell D12.

		7.
	Save and close the workbook
	









Figure 3‑18: Creating a named constant
Section 3: Managing the Worksheet
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[bookmark: _Toc346621027]Assignment
	1.	Open the workbook Better Coffee Sales.
	2.	Use the scroll boxes to view the data for the week ending January 28.
	3.	Using special navigation keys, move to the last occupied cell in the worksheet, then move to the first cell of that row, and then move to the first cell of the worksheet.
	4.	Move down one screen, and then move up one screen.
	5.	Insert a row above row 15.
	6.	Delete row 3.
	7.	Insert two columns between columns A and B.
	8.	Delete column B.
	9.	Insert a cell at cell F6, shifting the surrounding cells to the right.
	10.	Enter 52 in cell F6.
	11.	Switch to Sheet3.
	12.	Sort the range A4:F16 by alphabetical name in column A.
	13.	Name the range B4:B16 Week1.
	14.	Name the range C4:C16 Week2.
	15.	Automatically name the ranges in D4:F16 using the Week titles in Row 3.
	16.	Use the Go To command to select the named range Week1.
	17.	Use the Name box to select the named range Week5.
	18.	In cell B17, create the following formula using a named range and the keyboard method:  =SUM(Week1)
	19.	In cell C17, create the following formula using a named range and the menu method:  =SUM(Week2)
	20.	List all defined ranges starting in cell A20. Hint – Paste Names.
	21.	Delete the range name Week4.
22.	Edit the range name Week3 to read January21.
23.	Create a named constant called Price.Per.Cup that equals 0.99. Click OK and view the range names in the Name Manager dialog box.
	24.	Edit the reference for Price.Per.Cup to equal 0.85
25.	In cell B18, create the following formula =B17*Price.Per.Cup
	26.	Save and close the workbook.






Figure 3‑19: Module 3 Self-Check Worksheet
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2
3 Week! Week2 Weekd Weekd  Weeks
4 |Bery 25 125 45 75 45
5 |Capuccino 125 42 577 244 760
6 |CocoSpice 75 5 433 980 34 = el
7 |Columbian 42 255 340 444 125 @ Price per.Cup
8 |Decaf 4500 1289 42 233 545 @ Weekt
9 [French Vanile 545 980 566 780 580 @ weekz
10 Hazelnut 255 780 540 125 422 @ Weeks
11 iish Cream M5 426 580 522 75
12 |Mocha Dark 780 580 385 670 1010
13 |Mocha Light 980 34 555 540 1200
14 |Regular 2500 1260 M5 1313 1255
15 |Rum & Spice 34 75 3 55 98
16 |Vanilla 580 545 550 255 780
7 11166 7116
18 94911
19

20 | Weeki =Sheet3I5B54-58516

21 Weekz =Sheet3I5C54-5C516 Refers to;

22| Week3 =Sheet3I5D54:5D516 XV

23| Weekd =Sheet3ISES4 SES16

24| Weeks =Sheet3I5F54:5F$16

25|

2|

27
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