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Chapter

Sharing Data Between Files

In this chapter you will learn how to share information between different workbooks.
This is called LINKING. In order to link spreadsheets together you need to know how to
name cells. You can also share data between worksheets within a workbook as you will
see in Chapter 17.

Naming Single Cells

As you saw in the last chapter Microsoft Excel allows you to name cells. This can make
formulas easier to understand and allows for quicker movement to cells. Naming cells
also permits Microsoft Excel to transfer information from one workbook to another, that
is, to LINK workbooks together. Let’s use names to calculate the area of a circle.

1  Load Microsoft Excel or close the current files and start a NEW BLANK workbook.
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3 Move the cursor to cell B1, open the
FORMULAS tab in the RIBBON and
click on the arrow next to the DEFINE

NAME icon and select DEFINE NAME.
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Review View Add-Ins
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Function d Used = Time = Reference = & Trig * Functions » | Manager B Create from Selection | 7, Remove Arrows ~
. Defined Names Forn
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=T  doeiiesee 4 In the NEW NAME dialogue box the
: eme: [pi | ) . .
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s e o NAME box. This name will represent
5 >' the contents of cell B1 as indicated in
= - / the ‘REFERS TO' box at the bottom of
Refers to: | _gheerq) =5 .
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5 Click on OK and Pi will be added to the name list.

l NOTE: You can enter different names to those inserted by the program. '
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Home Insert Page Layout Farmulas Data 6 Move the cursor to Ce” Bz’ CIICk In
£ : S . . the NAME BOX in the FORMULA BAR
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Insert AutoSum Recently Financial Logical Text Date & Lookup & *
Function .4 Used = * ¥ = Time = _Befoy 7 .
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and press the <enter> key.
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NOTE: i Enteringthe nameinthe NAME BOX is a shortcut to using the
DEFINE NAME icon in the FORMULAS tab.

ii We have named the cell next to the label Pi as Pl and the cell next
to Radius as RADIUS.

7  Enter the following items in the indicated cells:

in cell B1: =22/7
in cell B2: 10

EEHAD-%-10E= Bookl - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View Add-Ins

& Cut
— =aCopy
J Format Painter

= = me

=¢ Wrap Text Number - }‘ﬁl
3

3 Merge B Center - $ + % o+ | %38 | Conditional

TTE WA Formatting =
Clipboard ) Font Alignment Number

Pi - R \ \
[d|” ar (R e | P E | F | &6 H | 1 |k | L\l ™
(1 |pi 3.14] < —
2 |Rafius 10
3
4 Area

('8 Move the cursor to cell B1 and use
the DECREASE DECIMAL button
in the HOME tab of the RIBBON to
reduce the decimal places to 2.
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Entering Formulas Using Names

We will enter a formula to calculate the area of a circle using cell names, that is: Pi times
Radius squared.

1 Position the cursor at cell B4 and press the = key.

[ 2 In the FORMULAS tab of the RIBBON
click on the USE IN FORMULA icon.

ata Review Miew Ad

_ Home Insert Page Layout Farmulas
AN =
ﬁ z m”] @ @ J ?| | 2 Use in Formula '

Insert | AutoSum Recently Financial Loglcal Text Date & Lookup & Math Mare

Function .} Used = -2 = Time = Reference » & Trig = Functions = | Manager Pi
iy Radius
S_Uh_.ﬂ bl - _'X fﬁ' Iip' Paste Names...
[ a [ 8] ¢ [ o | e [ F | & | H | —t==— z )
L 14 3 The two names you entered should
arius

Bl appear. Click on Piand Pi will be
e B added to the formula.

4  Enter: * then click on the USE IN FORMULA icon again.

™ AR &= Bookl - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View Add-Ins
F TP E0AE R P @

Insert AutoSum RecentIyFlnanuaI Loglcal Text Date & Lookup & Math Mare
Function .} Used = * Time = Reference = & Trig ~ Functions =

Function Library
SUM - ® & Je| =Pi*Radius"2

| a [ 8 ] ¢ [ o | e | F ]| & [ H
1 |Pi 3.14

2 |Rafius 10
el
4 |Area |:Pi*Radius“2 e

5

5 Click on RADIUS to add it to the
formula, then enter: A2 and press
<enter> to complete the calculation.

NOTE: i The A (SHIFT+6) stands for‘raised to the power of’,

ii You could have typed in the names directly without using the
USE IN FORMULA icon, if you prefer to do things that way.

© Guided Computer Tutorials 2010 15-3



Learning Microsoft Excel 2010

Naming Groups of Cells

Cell names can refer to single cells or to blocks of cells. The following activity will
demonstrate how to name groups of cells. It will name all the sales that a company
makes along with its expenses, then calculate the balance.

A Loading the Template

1  Close the current file and click on the OPEN icon in the QUICK ACCESS TOOLBAR or

from within the FILE tab.

2 Access the EXCEL 2010 SUPPORT FILES, open the CHAPTER 15 folder and load the
CHAPTER 15 file, selecting YES to the READ-ONLY message.
B Naming the Cells
EH9-&-0 5= Chapter 15 [Read-QOnly]
Home Insert Page Layout Formulas Data Review View Add-Ins
“_"’C”t Arial P10 A E== e Siweptet q
E3 copy - ey
" < Farmat Painter B I U~ H- &A- ES=E EH EHMerges Center
Clipboard & Font Alignment
sales e v f4%6
4 mmm c 1 Highlight cells B6 to B14, click in the
2 | BALANCE  $6.000.00 NAME BOX, enter:
3
4| Sales
5 SALES ES
EE 549600 5201 50 and press <enter>.
Bl 5582 00
8 | $355.85
9 $683.00
10 $92.85 $543.80
11 $432.75
12 $13.75
13
14
15

NOTE: The two blank cells (B13 and B14) will cater for any additional sales.

s e kol 01 10 il ey i .
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PR OEI= Chapter 15 [Read-Only]
Home Insert Page Layout Formulas Data Review View Add-Ins
5k Arial 10 <A S ==l % | SiwapTed d
53 Copy ~ . e o T
: o Farmat Painter B I U- H-| &- A~ EE ?::___-_15 £3d Merge & Center ~
Clipboard . Font : 2 Highlight cells D6 to D14, click in the
EXPENSES | £ | 2015 NAME BOX, enter:
A B C E
1 INITIAL Xpenses
2 BALANCE 56.000.00
2 and press <enter>.
S
. SALES
E= $496.00
= 5582.00
N $355.85
B $683.00
30 592 85
13 $432.75
A2 $13.75
13
i
15
Il—-l; H9- QE= Chapter 15 [Read-Onl5fJ|
4
Home Insert Page Layout Formulas Data 3 POSItIOﬂ the cursor at Ce” Bz, CI'Ck N
¥ cut — Tl i |- the NAME BOX, enter:
e Initial_Balance
# Format Painter
___Clipboarg A8 Fo and press <enter>.
Initial_Balance Kv J= | 6000
| A |L| C D E F G H
(1 INITAL FINAL
2 | BALANCE $E_UUU_UU. BALANCE
3
e
. SALES EXPENSES
& 3496.00 5201.50

NOTE: Names must be one word so whenever you wish to use two or more
words to name a cell _ can be used to connect the words so that
the program understands that they refer to the specified cells. The
SPACE BAR must not be used.
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