Chapter 8
Referencing Other Worksheets

and Using Templates

A workbook can contain many worksheets and information that is needed to complete one worksheet can be

retrieved from data stored on another worksheet. Special functions in Excel retrieve data from tables in other
worksheets based on a reference number or product name. Worksheets can be designedto be used repeatedly
with formulas and other areas of the worksheet protected from accidental change and saved in a format that

meets company standards. These files are usually designed to handle a task that must be done repeatedly such
as filling out a time card, invoice, billing statement, or shipping statement. Creating a standardized worksheet
for tasks that are preformed repeatedly saves time and creates a uniformity of appearance for the company. It

can also be designed to minimize the risk of errors.

Why Do | Need to Know This?

Productivity and efficiency in the workplace is critical to create or maintain a competitive edge. To do this
companies typically standardize repetitive tasks and establish procedures which will help to minimize errors.
The image of a company is also controlled by establishing standards for how a company’s name and address
is to be displayed, both in the typeface, font size and color that is used. All of these practices affect forms that
may be used within a company or sent by a company to various vendors or customers. Automating repetitive
tasks helps to create a more efficient process. In this chapter you will learn how to improve your productivity
and accuracy on repetitive tasks and how you can help others do the same. This will make you a more

valuable employee and a valuable co-worker who helps people save time and effort.

1 Using Related Worksheets
Learning Objectives

1. Identify references to cells in other worksheets [8.1.1]
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2. Use named ranges in formulas and functions. [8.1.2]
3. Identify methods of naming ranges of cells and limiting their scope. [8.1.3]
4. ldentify rules and methods for validating inputs. [8.1.4]

5. ldentify rules and methods for using VLOOKUP, LOOKUP, and HLOOKUP functions. [8.1.5]

o

Identify how functions can be nested. [8.1.6]

One of the strengths of a database management system is that it can bring together data from several related
tables into a single form but the ability of a DBMS to do calculations is limited. Excel has more options for
calculations but its ability to bring in data from related tables is limited. For an application where calculations
are most important and only a few related tables are used, Excel is the appropriate choice. In this section, you

learn about retrieving data from related tables that might be on other worksheets.

References to Cells in Other Worksheets

A spreadsheet file in Excel is called a workbook. Individual spreadsheets are called worksheets or just sheets.
A workbook consists of several worksheets and the names of the worksheets are displayed on tabs at the
bottom of the window. The names of the worksheets can be edited to make them more meaningful, as shown

in Figure 8.1.
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Figure 8.1. Workbooks consist of worksheets
A formula in one worksheet can referito a cell in another sheet if the name of the worksheet is

included in the reference. If a workbook has two worksheets—Invoice and Catalog—a formula in the Invoice
sheet that refers to a particular cell on the Catalog sheet, might be =Catalog!D4 where the name of the

worksheet is included in'the reference followed by an exclamation mark, as shown in Figure 8.2.

Worksheet name

in formula
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Figure 8.2. Formula refers to cell D4 on the Catalog worksheet that contains a part code
Like other relative cell references, it can be copied or filled. The relative reference to the cell in the
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other worksheet will change. For example, if a reference to cell D4 in the Catalog sheet is filled or copied
down one row, the reference changes to =Catalog!D5.
Absolute references to cells in another worksheet use dollar signs to the left of the column letter and

row number. For example, =Catalog!$D$4 will not change when filled or copied.

Naming Cells and Groups of Cells

Including worksheet names in the cell reference causes formulas to become much longer and harder to
interpret or to recognize errors. A solution to this problem is to assign a meaningful name to a cell or a group
of cells. The value in cell D4 in the Catalog worksheet is the price of a brass bushing. If cell D4 in the
Catalog worksheet is given the name Bushing_Price the formula would be =Bushing_Price as shown in
Figure 8.3.

c22 - Je | =Bushing_Price

A B C
22 _ 275 |

Figure 8.3. Name used as a cell reference.

A cell name is an absolute reference. If the formula is copied or filled, the reference remains fixed on
cell D4—named Bushing_Price in.the Catalog worksheet.

Groups of cells can'be given a name. This is most useful when a formula or function uses a range as
one of its arguments. For'example, if a SUM formula will add cells E3:E20 on a worksheet named Orders,
the formula might be =SUM(Orders!E3:E20). If an absolute reference is needed it would be
=SUM(Orders!$E$3:$E$20). If the group of cells from E3 through E20 is given a single name, such as
Friday_Orders, the formula would be =SUM(Friday_Orders).

There are three convenient ways to name a cell or group of cells. They are:

o Select the cell(s) and type the name in the Name box on the Formula bar.

o Select a group of cells that contain labels in one column and values in the adjacent column,
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and then choose Create from Selection to assign the labels to the cells as names.
o Select the cell(s) and use the Define Name dialog box.

The first two methods create names that can be used between worksheets. In some cases, this feature
is not desirable. For example, if a worksheet is copied, so are its named ranges which create duplicates.
Formulas within each cell refer to the appropriate location within the workbook but formulas in-other
worksheets might refer to the wrong cell.

To specify where the name can be used, the name can be created using the Define Name dialog box.
The Scope option can be used to share the name throughout the workbook or limit its use to a single

worksheet as shown in Figure 8.4.
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Figure 8.4. Cell references between worksheets.
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Summary Worksheets in a Workbook

Because Excel has many calculation and charting options, it is often used to prepare a final report or
summary of financial transactions that draw data from several tables. Creating an invoice for goods sold to a
customer is a good example of this type of use. If the invoice is on its own worksheet, it can be printed by
itself to be sent to a customer. The formulas in the invoice sheet can refer to tables of prices and charges on
other sheets that are not printed.

For example, a small company in the Midwest sells equipment that is used to provide homes with hot
water that is heated by sunlight. A worksheet has been created to calculate the total cost of purchasing a
system. It has been designed to list the individual components, discounts, taxes, shipping costs, and a final

price, as shown in Figure 8.5.
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Ypsilanti Sunshine

2 | Hor walter from the Son

&

4 122 Sill Street

5 | Ypsilanti, M 42137

E | Phone [734) 555-0130 Faq [734) 555-0191

7

4 DATE: January 17, 201

3 |INYOICE # 100

10

11 Bill To: Mame Ship To: Mame

12 Company Mame Company Mame
13 Street Address Street Address
14 City, 5T ZIF Code City, 5T ZIF Code
15 Phaone FPhaone

142  Comments or Special Instructions:

310 DESCRIFPTION FPart ¥ QUANTITY UNIT PRICE Weight [Ibs]) AMOUNT
22

23

24

20

26

27

28

24

a0

el SUBTOTAL
az Dizcount
i TAX RATE
74 SALES TAK
15 Tatal Weight
el Destination Zip
a7 Shipping zone
38 SHIFFIMG & HAMOLIMNG
29 TOTAL
40

4 | Make all checks payable to Your Company Mame
42 | IFyou have any questions concerning this insoice, contact Mame, Phone Mumber, E-mail Address

Figure 8.5. Summary of costs and charges.

Validating Data Input

One of the challenges of managing data is consistently using the same spelling and spacing for descriptions
or codes so that those descriptions or codes can be used to sort, filter, or count the items. One way to ensure

that items are entered consistently is to require the user to pick from an approved list instead of typing.
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Assuring consistency and accuracy of data input is called validation. A list of acceptable values or ranges of

acceptable numeric values can be specified. A range of cells that contain acceptable values can be used to

lookup the item. For example, a catalog of parts for solar hot water heaters is stored as a worksheet named

Catalog, as shown in Figure 8.6.

Part

Code and Description

/|

BR-083
cc-poz7y
70-BRLE1S
70-BRLE24
70-BRLE36
70-BRLE42Z
70-BRLETZ
70-BRLES4
70- REFLMT
13 T0-BERA30

= = R R = IR R A

== |
b (= |2

B
Parts Catalog

FPart Number Description

Brushing, Brass 1/2 x 1/4

Cap, copper

Collector bracket set, 18" leg
Collector bracket set, 24" leg
Collector bracket set, 36" leg
Collector bracket set, 42" leg
Collector bracket set, 72" leg
Collector bracket set, 84" leg
Collector bracket, flush mount
Collector brackets, 30 degree rack

4 4 » M| Invoice | Catalog . Orders . Zones - Pricing

™

Table of parts an a separate sheet

Weight
0.1

0.1
3
35
4
4.4
5
B
12
10

d

Figure 8.6. Data from another sheet can be used to validate input.

On the Sales:Invoice sheet, in the description column, a link can be established between the cell and

the named range of descriptions so that the user clicks one of the names on the list instead of typing the

description, as shown in Figure 8.

7.

Price
2.75
2.95

62.04
71.45
78.506
84.58
88.71
96.28
7.69
103.87
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21 DESCRIPTION I

22 Collector bracket set, 18" leq r
Zollector bracket sek, 15" leg k]
23 | Collector bracket set, 24" leg /|
Collector bracket set, 36" lag /
24 | Collector bracket set, 42" leg
Collector bracket set, 72" leg /
25 | Collector bracket set, 84" leg
Collector bracket, Flush mount /
26 | Collector brackets, 30 degree ra

27

28 /

M 4 » M| Invoice Cata,lég Orders .~ #J
M

Mamed range of descriptions from Catalog sheet
used as a list of choices on the Invoice sheet

Figure 8.7. Named range used to create a menu of choices to assure accurate input.

Retrieving Data from Other Worksheets

If a list of data is arranged like a database table and one.ofthe columns contains unique values like those in
the key field in a database table, then the list can be searched for values that can be inserted into cells or used
in formulas. If a parts catalog has a unique description for each item, the catalog can be searched for that
description and then a value from the.same row—similar to a record in a database—can be used. The
function in Excel that performs this search is the LOOKUP function. For example, if the part description has

been chosen, it can be used to look up the part number, as shown in Figure 8.8.
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Mamed ranges in the table
on the Catalog sheet

c22 - S :Lr:]GKUIﬂAEZ,Descriptiun,Par‘t_Number]-
A B ' D
20
21 DESCRIPTION /S Part # QUANTITY UN

22 Solar collector panel, 3 X 7 / 01-55E21

Exact description used to look up the part number from

the same row in the table on the Catalog sheet

Figure 8.8. LOOKUP function finds values in a range of data.
In some cases the number or word to be looked up is not an exact match with the data in the

designated range of data. For example, to find the cost of shipping, the program must first determine the
shipping zone. The zones are based on the location of the shipper from the postal code of the destination.
Instead of listing all the possible postal codes in the country, they are divided into ranges. For example, if the

company is located in postal code 48197, the shipping zones for the rest of the country are shown in Figure

8.9.
A B C D
1 Ship from 48197
2 ZIP Code Zone
3 1000 4 Zones represent distances
4 1600 4 / from the shipping source
3 2900 5
] 37a0 4
L 4300 &—q\_\_ Destination would fall
: 5400 5 within a range of ZIP codes
9 5500 g
10 8900 4
11 13900 4
12 14700 3 Table of shipping zones on
13 14900 4 a separate sheet
14 16300 3
15 16500 2
16 16900 3
M4 4 » M| Invoice - Catalog . Orders | Zones
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Figure 8.9. Range must have a first column of unique values that are sorted.

The VLOOKUP function finds data that is in a table that has unique values in the first column that are

sorted in ascending order. The function compares the value to be looked up with each value in the first

column using the <= (less than or equal to) comparison and remembers the rows for which this is True. When

it comes to a row where the comparison is False, it assumes that the previous row is the best match. For

example, if the ZIP code to look up was 15000, the program would compare 15000 to each value in column

B and note that each is True until it comes to the row with 16300 where the comparison‘is False. The

program chooses the last row for which the comparison was true, which would be*14900.

The VLOOKUP function has three arguments;

e value to lookup

e range in which to look

e column number where the desired value is.stored

The range of cells in which to look is a group.of cells that has two or more columns. The first column

must contain a sorted list of unique values. The.column number refers to the column in the selected group of

cells, as shown in Figure 8.10.

Postal Codes A

Jx

A B

C

Ship from 48187

Postal_Code named range

has two columns

/

ZIP Code

Zone

¥

1000
1600
2500
3700
4500
5400

/

0O | =l | (L0 [ | R | d | =

First column is sorted in

ascending order

Figure 8.10. Range used with a VLOOKUP function.

Column 2 has the desired

zone number

[ S T S I o
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For example, a VLOOKUP function can be used to find the shipping zone for a destination with a
given ZIP. The program begins with the value in cell G36 (15000), searches the data in the range named
Postal_Codes, and then returns the value from the second column in the row that was the last to match the

comparison operator, as shown in Figure 8.11.

Value to lookup in column 1 of
the Postal_Codes range

G37 - Je | =VLOOKUP(G3 ,F‘DS‘tal_CﬂdEi‘,}} /

D E G
25
- 15000
37 Shipping zone || = 4 |

Zone number from column 2 of
the Postal_Codes range

Figure 8.11.VLOOKUP function finds shipping zone.

If the range of data is stored horizontally, a similar function named HLOOKUP will search the range
of cells assuming that the first row is sorted in increasing order and return the value from the specified row.
For example, the company offers a discount for amounts greater than or equal to $500. The amount of
discount increases depending on the subtotal of the order. The amount of discount is in a range named

Discount, on the Pricing worksheet as shown in Figure 8.12.
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Mamed range oriented

horizontal ly

Discount “—/v,/\(f- 0

A B | ¢ | o | e | F |
1 Quantity Discount a
2
3| Quan{hy Discount
4 Subtotal || § - $ 500|% 1000 %5000
5 Discount 0% 5% 10% ‘15‘?--{:=I

Figure 8.12. Discounts based on the subtotal of the invoice. Table oriented horizontally.
To find the discount on an order with a subtotal of $3,341.80, the HLOOKUP function searches the

first row of the Discount range and concludes that $1,000 is the last item'in the first row for which the <=

comparison is True and then returns the value in second row (10%). The value (10%) from the HLOOKUP

function can be used in a formula where it is multiplied by the subtotal to determine the discount amount, as

shown in Figure 8.13.

20
21

22
23
24
25
26
27
28
il
30
3l

32

Looks up discount percentage and applies it
to find the discount amount

G3z2 - i =HLOOKUR|{G31,Discount,2)*531
A B c D F [ G
DESCRIFTION Part # QUANTITY CE Weight (Ibs) AMOUNT |
Solar collector panel, ¥ X T 01-SSE1 4 \Iiﬂ 5 280| 5 3.002.00
Collector bracket set, 24" leg T0-BRLE24 4 ?Nﬁ 14) 5 28580
Copper roof lashing 40-FR10 B 3 ?;\ 16| 5 54.00

AN

N\

N

SUBTOTAL [§ N\ 3.341.80
Discount | § = 334 18

Figure 8.13. The HLOOKUP function used for data arranged horizontally.
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The lookup functions can be combined. For example, the shipping charge is based on the total weight

of the order and the zone to which the parts will be shipped. The table of data can be designed so that the

result of a previous lookup can be used as an argument in another lookup function. The zone number from

the Postal_Codes lookup can be used as the column number in the lookup used to find the shipping charge, as

shown in Figure 8.14.

First column included in named range
for use with VLOOKUP function

Zone number used as a3
column number

10

F | 6

11

Shipping Charge per P‘nund//

12 Zone

13 5 ] F B 9 10 11
14 0 0600 |5 0.740 | S 0.940 | 51.280 (5 2020 |$ 2.290 |5 2430 |S 2470 |5 2530|S 2770
15 200 0.201 0.257 0.291 | 0.341 0.422 0.434 0.555 1.522 1.522 1.793
16 500 0.173 0.223 0.252 0.296 0.365 0.417 0.478 1.304 1.304 1.531
17 1000 0.176 0.229 0.259 | 0,305 0.373 0.427 0.491 1.331 1.331 1.567

Figure 8.14. Shipping charge per pound based on weight and delivery zone.
The zone number found previously can be used as an argument in the VLOOKUP function used to

find the shipping charge in cell G38, as shown in Figure 8.15.
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Zone number used as the

column number

G38 - Jo | =yLOOKUP|G35,5hipping,G37]*G35
4] A B c D E F [ G
29
30 \ N
| 5 3.341.80
37 $ 334 18
33
34
a5 Total Weig 31&.00
6 Destination Zip hy 15EIIJﬂlJr1
37 Shipping zone 4 f'
18 SHIRFING & HANDLING 90.21
Weight and column number used to
find shipping charge per pound,
multiplied by total weight

Figure 8.15. Shipping cost is the product of the charge per pound and the total weight.

Alternatively, the two steps could be combined in one function. When a function or formula is used as
an argument of another function, the practice is called nesting. The formula in cell G38 could replace the

reference to cell G37 with the function'in that cell, as shown in Figure 8.16.

Function used to find the
zone used as an argument

=VLOOKUP(G35.Shipping. VLOOKUP(G36 Postal Codes.2))*G33

Figure 8.16. Nested functions.

Key Takeaways

o  Excelfiles are called workbooks. They are divided into worksheets. Data can be stored in the cells of a worksheet.

References to cells in other worksheets include the sheet name followed by an exclamation point and the cell
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address.[8.1.1]

e Rows, columns, or ranges of cells can be given names that can be used in formulas or functions in place of the cell

addresses. [8.1.2]

e Ranges or cells whose names might be used from any sheet in the workbook can be named by selecting the range
and typing the name in the Name box on the Formula Bar. Labels that are adjacent to the cells can be used as cell
names by selecting both and using the Create from Selection option. To limit the scope of a name to a_particular

worksheet, use the Define Name option. [8.1.3]

e Data entry can be restricted to acceptable values or exact spelling of words by defining what is acceptable or by
providing a list of acceptable values. When exact matches are important for sorting, counting, or looking up data,
a list of approved text or numbers can be provided as a named range. The range is used to provide a menu of

options from which to choose to assure consistent input. [8.1.4]

o Lookup functions are used to help retrieve data from another table. The VLOOKUP function looks for a match in
the first column proceeding from top to bottom. The LOOKUP. function is similar but it can look up values in other
columns. Both use the comparison operator <= and choose the last row for which the comparison is true. The
function returns the value from the specified column'in that row. The HLOOKUP function is similar except it
works for data that is oriented horizontally. In'general, use the LOOKUP function if the key data field is not in the

first column. [8.1.5]

e A function can be used as the argument of another function. This practice is called nesting. [8.1.6]

2 Create a Form that Uses Data from Related
Worksheets

Learning Objectives

1. Create a validation list from a named range. [8.2.1]

2. Retrieve data from other worksheets using the LOOKUP, VLOOKUP, and HLOOKUP functions.
[8.2.2]

3. Fill lookup formulas and remove error codes [8.2.3]

4. Retrieve data from other worksheets using a Nested lookup. [8.2.4]

5. Share workbook with others. [8.2.5]
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Forms can be designed to accomplish a particular purpose and then reused for repetitive activities, such as
preparing invoices, ordering supplies, paying vendors and so forth. Using a standardized form insures
consistency of layout and style and a uniform image for the company. In this portion of the application you

will use a worksheet that looks up related data from other worksheets to prepare an invoice.

Naming Column Ranges from Selection

A single cell or a range of cells can be named and then the name can be used in a formula.. Named ranges
work like an absolute cell reference. When data that you want to reference in a formula is on another
worksheet, you can use the named range rather than clicking the other worksheet and selecting the range of
cells to use in the formula. In the first part of this exercise you will name ‘cells in a table of data based on the
column heading.

1. Start Excel, and from the folder where the files for this class.are located, open Ch08Templates.xlsx file.
Save the file as Ch08TemplatesStudentName. Click-the Catalog sheet tab. Click in cell A3. Use the
vertical scroll bar to scroll to the end of the data on row 53, hold down the Shift key and then click cell
D53 to select the entire table. This sheet contains a list of available parts that includes the part number,
description, weight, and price of each item.

2. On the Formulas tab, and in the Defined Names group, click the Create from Selection button.

3. Inthe Create Names from Selection dialog box, click to remove the arrow from the Left column check
box and be sure that the Top row check box is selected as shown in Figure 8.17.

Create Names from Selection |M

Create names from values in the:

Top row selected

V] Top row

iLeft column!

Bottom row
Right column

OK | Cancel
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Figure 8.17. Top row will be used to name the ranges.
4. Click OK. Click the Name Box list arrow to display the list of named ranges as shown in Figure 8.18, and

then click Description to confirm that the range B4:B53 is named Description. The range of cells that has

been named shows as being selected.

E Mame Box list arrow
Description V“i

Part_Number ] Mamed ranges
Price

Weight

Figure 8.18. Range names display in Name Box list.

Creating a Validation List in a Template

To ensure that the data entered in the invoice is consistent and accurate you will create a validation list for

the Description field on the invoice.

1. Inyour ChO8TemplatesStudentName file click the Invoice sheet tab. Click in cell B11 and replace Name
with your name.

2. Click cell A22 and notice that cell this is'merged with cell B22. This was done to create an area on the
template that would be wider for the description field.

3. On the Data tab, in the Data Tools group click the Data Validation button.

4. In the displayed Data Validation dialog box, on the Settings tab, click the Allow arrow and then click

List. In the Source box type =Description and then compare your results with Figure 8.19.
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Data Validation il‘d_hi

'Settngs | | InputMessage | Emor Alert

valdaton criteria

Allow: Itemswill come from a list
List 3 ¥ Igmore blank
| In-cell dropdaown
Rource: = Range named Description
- L
il = contains the list of valid items

Apply these changes to all other cells with the same settings

| Clear A8 [ oK | Cancel

Figure 8.19. A validation list is created to use the Description named range
5. Click the Input Message tab. In the Input message box type Select-an item from the list and then click

OK.

6. Incell A22, notice that a list arrow displays along with.the message that you typed in the Input Message
box.

7. Incell A22, point to the fill handle and then drag the fill handle down to cell A30 to fill the validation list
format to the other cells in this column. Click on the cells in this range to verify that a list arrow displays

along with the input message. Save your work.

Retrieving Data from Other Worksheets Using the Lookup Function
To ensure that the rest of the fields are completed correctly lookup functions will be used to retrieve data

from the Catalog, Pricing, and Zones worksheets. To retrieve the part number, the LOOKUP function will be
used because the data that is being looked up—the description—is not in the first column of the catalog table.

1. “In.cell A22, click the list and then select Cap, copper from the list.

Tip: While we are adding the lookup fields to the other columns it is helpful to have a valid value in cell
A22 so that you can see if your results are working as expected. If cell A22 was empty, then the lookup
functions would return the error message #NA because there would not be a valid value to lookup.
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2. Click cell C22. On the Formulas tab, in the Function Library group, click the Lookup & Reference
button, and then click LOOKUP from the list of available functions.

3. Inthe Select Arguments dialog box, be sure the first option is selected: lookup value, lookup vector,
result lookup, and then click OK.

4. In the Function Arguments dialog box, in the Lookup value box type A22 and then press Tab.

5. Inthe Lookup vector box type Description, press Tab, and then in the Result vector box type

Part_Number. Compare your dialog box with Figure 8.20.

Walue that will be lookup isin
cellA22

[2[%

Lookup_wector  Description

LOOKUP / /
Lookup_walue | 4732 E] = "Cap, copper”

I“;] = {Brushing, Brass 1/2 x 1/4%;"Cap, copp

Result_vector | Part_Mumber

Lowoks up & value eikther from a one-row or one-columin range

Lockap_vector,

an array. Provided for bty
Result_vector is a range that containg only or column, the same size a5

[] = {or-0seycc-o0z7ro-BRLEIE"; 70

= "CC-0027

Mamed range where the

value will be looked up

Mamed range where the

results will be retrieved

Formula result = CC-0027

Helo o0 this function [ o

| [ Cancel

Figure 8.20. Lookup function used to retrieve the part number
6. Click OK. Verify that CC-0027 displays in cell C22. This is the part number for the Cap, copper item.

7. Click cell D22 and-type 10 for the quantity, and then press Tab.

8. In Cell E22, repeat steps 3 and 4 to display the LOOKUP function argument dialog box.

9. Inthe Lookup value box type A22, in the Lookup vector box type Description, and in the Result VVector
dialog box type Price. Click OK. Verify that in cell E22, 2.95 displays as the price.

10-Click cell F22 and repeat the steps you have practiced previously to use the LOOKUP function to retrieve
the weight based on the description found in cell A22.

11. In the Formula Bar, click at the end of the LOOKUP function and type *D22 to multiply the results by
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quantity in cell D22.
12. In cell G22 type =D22*E22 to calculate the total price. Format the cell with the Accounting Number
Format. Notice that the Accounting format places the dollar sign at the far left of the cell. Compare your

results to Figure 8.21.

Formula entered \\

DESCRIPTION Par # QUANTITY UNIT PRICE Weight [Ibs) AMOUNT
Cap, copper CC-0027 10 2.95 i 5 N 29.50

\ / \

\ Walues retrieved based on the Weight retrieved and

Description field multiplied by guantity

Figure 8.21. Lookup functions used to retrieve price and weight.
13. Click cell G31 and on the Formulas tab, in the Function Library, click the AutoSum button. Confirm that

the range to sum is G22:G30 and then click the button a second time, or press Enter to confirm the
formula.

14. Click cell G33, type 6% for the<Tax Rate, and then press Enter.

Retrieving Data from Other Worksheets Using the VLOOKUP Function

The VLOOKUP function.is used when the data is arranged in a vertical table and the lookup value is found

in the first column-of-the table. It is best if the table is first sorted in ascending order by the key field—the

lookup value: You will begin by naming the table array used in the VLOOKUP function.

1. Click the Zones sheet tab. Click cell B3, and then use the vertical scroll bar to scroll until you can see the
bottom of the list. Hold down the Shift key, and then click cell C117. This selects all of the data in the

range, B3:C117.

‘ Tip: When you select part of a table to name with the intention of using it as an argument in a VLOOKUP
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’ function, do not include the column labels in the first row. ‘

2. On the Formulas tab, in the Defined Names group, click the Define Name button. In the New Name
dialog box, in the Name box confirm or type ZIP_Code Confirm that the Refers to box displays
=Zones!$B$3:$C$117, and then click OK. This names the two columns of data on this worksheet.

3. Click the Name Box list arrow and verify that ZIP_Code displays as a named range.

Tip: The name for the ZIP Code field uses an underscore between the two words because spaces are not
valid characters when naming a range. Range names cannot contain spaces, # signs, or be the same as a
cell address. Valid characters for a named range include letters, numbers, underscores or periods.

4. Click the Name Box list arrow to close the list.

5. Click the Invoice sheet tab and click cell G37. Here you will enter a VVLOOKUP function to retrieve the
shipping zone based on the zip code for the shipping address.

6. On the Formulas tab, in the Function Library group, click the Lookup & Reference button. At the end of
the displayed list click VLOOKUP.

7. Inthe VLOOKUP dialog box, click in the Lookup_value box and then click cell G36—ZIP Code. Press
Tab, and in the Table array box type ZIP..Code Press tab and in the Col_index_num box type 2

Compare your results with Figure 8.22.

- memr— ac
o Arguments to retrieve the
g - Shipping zone from the Zones
Table_array 1P _Code
Col_index_num 7 (] = 2 worksheet
Range_lookup %] =

Locks Fior & vakes in the leftmost column of a bable, and then returns & valos in the same now
spescify, By default, the bable must be sorted in an ascending order,

Col_index_num & the column numbser in bable_amray from which the matching walue Result is empty because ZIP
should be returned, The first column of vakees in the table i colmn 1. '\.\_ code field does not contain

valid data

Formula resull =

Help on this Function ok | [ concn |

Figure 8.22. Vertical lookup used to retrieve the Shipping zone code
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10.

11.

12.

13.

Click OK. #N/A displays as the result because the lookup field—cell G36—is empty.

Click cell G36, type 35763 and press Enter. The shipping zone 4 displays in cell G36.

In cell, G11, type Grace Murray. In G12, delete Company Name. In G13, type 1003 Treyburne. In G14,
type Owens Crossroads, AL 36573 and in G15, type 856-555-1567.

Recall that the RIGHT function can extract text from the right side of a field. In G36, type
=RIGHT(G14,5) and then on the Formula Bar, click the Enter button. Observe that the RIGHT function
displays the ZIP code but the function in G37 still displays the #N/A error. Recall that the VALUE
function can be used to convert text to numbers.

In G36, edit content or type =VALUE(RIGHT(G14,5)) and then press Enter. Observe that the LOOKUP
function in cell G37, retrieves the shipping zone—4—correctly.

Use the Format Painter to copy the fill color from G35 to G36-and G37 to indicate that these cells are not
for user input. Select cells G36:G37 and apply the Number format with no decimal places or commas and

then apply the Center format to these cells. Save your work.

Retrieving Data from Other Worksheets Using.the Hlookup Function

The HLOOKUP function is used when the data that is being looked up is arranged in a horizontal table and

the lookup value is found in the first row of the table. It is best if the table is first sorted in ascending order

(from left to right) by the loekup value.

1.

Click the Pricing tab-and exam the Quantity Discount table. The discount is calculated based on the total
order. Notice that the subtotal amounts are arranged horizontally in row 4 in ascending order from left to
right.

Select the range C4:F5. On the Formulas tab, in the Defined Names group, click Define Name. In the
New Name dialog box, in the Name box type Discount. Confirm that the Refers to box displays

=Pricing!$C$4:3$F3$5, and then click OK or press Enter to confirm the new named range.
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Tip: When you select part of a table to name with the intention of using it as an argument in a HLOOKUP
function, do not include the row labels in the first column.

3. Click the Name Box list arrow and confirm that Discount display as a named range.

4. Click the Invoice tab and click cell G32. On the Formulas tab, in the Function Library group, click the
Lookup & Reference button, and then click HLOOKUP from the list.

5. In the Lookup value box type G31, in the Table array box type Discount, and in the Row index num box

type 2. Compare your results with Figure 8.23.

HLOCKLIP
Lookup_walue 531 - 295 .
Arguments to retrieve the
Table_array | Discount [F%] = 40,500,1000,5000:0,0.05,0.1,0.15} _ _
discount from the horizontal
Row_index_num | 2 - 2 4 bl
iscount table
Range_lookup -

= 0
Locks For a wahse in the: top row of a table or array of values and retunns the value in the same L] R |
specihy, esult

Row_index_num s the row number in bable_assray From which the matching wahse should be
returned, The first row of vakees in the table is row 1.

Formda result = §

Help o this furstion [ ok || come

Figure 8.23. Horizontal lookup used to retrieve discount
6. Click OK. Format cell G32 with-the Accounting Number Format. The Discount box displays a dollar sign

and a dash. Our sample data is not sufficient to warrant a discount. To test this further more sample data

needs to be added,

Filling Lookup Fermulas and Removing Error Codes

The lookup function used in the first row of the invoice needs to be filled to the other rows so that the part
number, price, and weight will be retrieved from the catalog when additional items are ordered. When you do
this, the #NA error code will display if there is no item listed in column A. To remove the error code you will
use the IFERROR function to hide an error code.

1. Click cell A23, and from the list select Collector bracket set, 24" leg and then press Enter. In cell A24

Copyright ©2011 - John Preston Page 24



select Solar collector panel, 4' X 10" and press Enter.

2. Click cell C22 and use the fill handle to fill the lookup function in cell C22 down the column to cell C30.
In the first two rows a part number displays based on the data entered in the Description column. In cells
C25:C30 the error code #NA displays because there is no value in column A to lookup.

3. Click cell C22. In the Formula Bar, click to place the insertion point between the = and LOOKUP and
type IFERROR(

4. Click at the end of the function after the closing parenthesis and type ,"") and then on the Formula bar
click the Enter button . Compare your results with Figure 8.24.

XK v ik :IFERRGR{LGGKUP{A22,Descriptinn,Par‘t_Number},“Q}\

1\ Y '/ \\_ Second argument

First argument in the /

IFERROR function

Figure 8.24. IFERROR Function used to remove error code when cell is empty.

Tip: The IFERROR function is used to remove the #NA error code when a cell is empty. This is nested
around the LOOKUP function. The first argument in the IFERROR function is to display the result of the
LOOKUP function, the second argument is the double quote marks. The double quotes cause the cell to
appear empty by displaying nothing in the cell rather than the error code. The basic logic is if the first
argument is true (the LOOKUP function has a valid result) display the result, if the first argument is not
true and an error code would display, then instead display nothing.

5. With cell C22 as the active cell, point to the fill handle and drag the fill handle down to cell C30 to fill

the new nested function. The #NA error codes no longer display in column C.

6. Click-cell E22 and modify the LOOKUP function so that it is nested inside the IFERROR function as

shown in Figure 8.25.

E22 - Je | =IFERROR(LOOKUP({A22,Description,Price),"")

Copyright ©2011 - John Preston Page 25



Figure 8.25. IFERROR Function nested around price lookup function.

7. Click cell F22 and repeat this process, and then compare your results with Figure 8.26

F22 - J= | =IFERROR({LOOKUP(A22,Description,Weight)*D22,"")

Figure 8.26. IFERROR Function nested around weight lookup function.

8. Click cell G22 and nest the IFERROR function around the calculation to determine the cost as shown in

Figure 8.27.

G22 - fe | =IFERROR(E22¥D22,"")

Figure 8.27. IFERROR Function nested around quantity x price calculation.
9. Select cells E22:G22. Point to the fill handle in cell G22 and drag down to row 30 to fill the three

formulas down the column. This will ensure that the #NA error does not display when a cell is empty.

10. In cell D23 type 4 and in cell D24 type 4. The Unit Price, Weight, and Amount columns are filled in and

the new subtotal is calculated to be $4,481.54. Compare your results with Figure 8.28. Save your work.

A B G D E F G
20
21 DESCRIPTION Part # QUANTITY UNIT PRICE Weight (Ibs) AMOUNT
22 Cap, copper CC-0027 10 2.95 1| 29.50
23 Callector bracket set, 24" leg 70-BRLE24 4 71.45 14| & 285.80
24 Solar collector panel, 4" X 10' 01-5540 4 1041.56 564| & 4,166.24
25
26
27
28 4 /

— -

3 i _—
30 Y

31 / SUBTOTAL |§, 448154
Mo error codesdisplayed in empty cells /

Mew subtotal

Copyright ©2011 - John Preston Page 26



Figure 8.28. New subtotal calculated and error codes removed.
11. Click cell G32. Notice that the discount displays as $0.10. The discount should be 10% of the subtotal.

To calculate the correct discount, in the Formula Bar, click at the end of the HLOOKUP function and

type *G31 which multiplies the discount that was looked up by the subtotal, and then click the Enter

button, v Compare your results with Figure 8.29.

HLOOKUP function
multiplied by the Subtotal

G32 - Jx | =HLOOKUP|G31,Discount,2)*G31
4] A B C D E : [ G

22 Cap, copper CC-0027 10 2.95 1] 5 79.50
3 Collector bracket set, 24" leg | 70-BRLE24 4 71.45 14| 5 285.80
24 Solar collector panel, 4'X 10" 01-5540 4 1041.56 Sed| 5 4,166.24
25

26

27

28

)

30

31 SUBTOTAL |§ 448154
32 Discount || S . 448.15 "

Discount calculated

Figure 8.29. Discount amount calculated.
12. Click cell G34 and calculate the sales tax. Type = (G31-G32)*G33. Format the cell to Accounting

Number Format. Save your work
Retrieving Data from Other Worksheets Using a Nested Lookup
Lookup functions can be combined. For example, the shipping charge is based on the total weight of the
order and the zone to which the parts will be shipped. The table of data can be designed so that the result of a

previous lookup can be used as an argument in another lookup function. The zone number was previously
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retrieved from the Zones worksheet using the VLOOKUP function, and now will be used as the column

number in a HLOOKUP to find the shipping charge.

1. Click the Pricing sheet tab. In the Shipping Charge per Pound table, notice that the Zone numbers are
displayed in blue and are arranged in ascending order from left to right. The Zone numbers match the
column placement in this table, e.g. 2 at the top of the second column in this table. The weight-ranges are
arranged vertically in the first column of the table. To ship something that weighs 200 pounds or more

but less than 500 pounds to zone 6 would cost $0.422 per pound as shown in Figure.8.30

/ Weight »=200 / Zone 6
s Shipping Charge perfound
i Zone

weight | 2 3 4 5 6 7 8 9 10 11
0 0.600 [ $ 0.740 [ 5 0.940 [$1.280 [$ 2020 [$ 2290 |5 2430[3s 2470|s 25303 2770
200 7| o0201| o0257| 0291| 0341|C o0422) o0a4sa| o0s555| 1s522| 1s522| 1793
500 0173| 0223| o0.252] 0296 UF65| o0417| o4ars| 1304| 1304] 153
1000 0176 | 0229 0259 0305 o0373] o0427] o04s1| 133:| 133:] 1567

Figure 8.30. Shipping Charges are based on weight and zone.
2. Select the range B14:L17. Click in the Name Box and type Shipping and then press Enter. You can also

name a range by typing the name-in the Name Box. Be sure to press Enter to set the name.

3. Click the Invoice sheet tab-and click cell G35. Write a formula to sum the weights in cells F22:F30.

Format the cell in the.Comma Style and two decimals.

4. Click cell G38./On the Formulas tab, in the Function Library group, click the Lookup & Reference button

and then click VLOOKUP.

5...In the Lookup value box type G35—the weight that needs to be looked up. In the Table array box type
Shipping—the name of the table range where the shipping value will be found, and in the Col index num

box, type G37—the shipping zone which is used as the column index number. Click OK. The shipping
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rate per pound—~0.252— displays.

6. To calculate the cost of shipping the weight needs to be multiplied by the shipping rate. Click cell G38,

and then on the Formula Bar, click at the end of the formula and type *G35 and then press Enter. The

total weight is multiplied by the shipping and handling fee retrieved from the Shipping table. Format the

cell using the Accounting Number Format.

7. In cell G39 sum the costs: =G31-G32+G34+G38. Compare your screen with Figure 8.31.

G39 - e | =G31-G32+G34+G38
4| A B 8 D E F G
20
21 DESCRIPTION Part # QUANTITY UNIT PRICE Wiight (lbs) AMOUNT
22 Cap, copper CC-0027 10 2.95 1| 5 29,50
3 Collector bracket set, 24" leg 70-BRLE24 4 71.45 14| 5 285.80
24 Salar collector panel, 4" X 10' 01-5540 4 1041.56 564 5 4,166.24
25
26
27
28
29
30
31 SUBTOTAL | § 4,481.54
32 Discount | & 448.15
33 TAX RATE 6.00%
34 SALES TAX 242.00
a5 Total Weight 579.00
36 Destination Zip 36573
37 Shipping 2one 4
38 SHIPPING & HANDLING _~145.91
18 TOTAL |§ - 442130

Shipping & handling calculated

Total costs

Figure 8.31. Shipping Charges are based on weight and zone.

8. Hold down the CTRL key and select cells A22:A30, D22:D30, and G33. Right-click on one of the

-
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selected cells, and then on the shortcut menu click Format Cells.

9. In the Format Cells dialog box, on the Protection tab, click the check box next to Locked to deselect it.

Click OK. This unlocks these cells so that the worksheet can be used by others to create an invoice.

10. On the Review tab, in the Changes group, click the Protect Sheet button. In the Protect Sheet dialog box,
click OK. This protects the worksheet from someone overwriting the formulas you have_.created. Only the

unlock cells can be used now. The rest of the worksheet is protected.

11. Click cell A25. Click the list arrow and then click Copper roof flashing. In.cell D25, type 60. Save your

work. Compare your worksheet with Figure 8.32.
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A B C D E F G H

1 Ypsilanti Sunshine

Hot water from the Sun

2
3
4 |122 Sill Street

5 |Ypsilanti, M1 43187

& |Phone (734) 555-0180 Fax (734) 555-015%1
7

B

9

DATE: Mowember 3, 201

INVOICE # 100
10
11 Bill To: Student Name Ship To: Grace Murray
12 Company Mame
13 Street Address 1003 Treyburne
14 City, 5T ZIP Code Owens Crossroads, AL 38573
15 Phone B56-555-1587
16
17
18 Comments or Special Instructions:
15
20
21 DESCRIPTION Part # QUANTITY UNIT PRICE Weight (lbs) AMOUNT
22 Cap, copper CC-0027 10 2485 1| & 29.50
23 | Collector bracket set, 24" leg  |70-BRLE24 4 71.45 14| & 285.80
24 | Solar collector panel, 4' X 10" [01-8540 4 1041.56 SE4| 5 4,166.24
25 Copper roof flashing A0-FR10D 60 6.75 120 5 405.00
26
7
28
29
30
31 SUBTOTAL [ § 4 BBE 54
32 Dizscount | & 488.65
33 TAX RATE §.00%
24 SALES TAX 253.87
35 Total Weight 859.00
36 Destination Zip 36573
37 Shipping zone 4
38 SHIPPING & HANDLING 17615
30 TOTAL | & 4,837

Figure 8.32. Revised invoice.

Key Takeaways

e To create a validation list from a named range, begin by naming a column of cells that contain acceptable answers.
Select the cell that will use the list. On the Data tab, in the Data Tools group click the Data Validation button. In
the dialog box, choose to allow values from a list. In the Source box, type an = sign and then the name of the range.
[8.2.1]

e To use VLOOKUP or HLOOKUP, begin by giving the table of data a name. If the VLOOKUP function is used,

include the left column with row labels. If the HLOOKUP function is used, include the row with the column

Copyright ©2011 - John Preston Page 31



headings. Both functions have three arguments; what to look up, the name of the table, and the column or row
where the results will be found. In VLOOKUP and HLOOKUP the location of the result is a simple column or row
number. Use the LOOKUP function if the unique data is not in the first column. Each column has its own name.
LOOKUP has three arguments; the cell to look up, the column name in which to search, and the column name with

the result. [8.2.2]

o Ifa function refers to an empty cell, an error code displays. To suppress these codes, nest the function or.formula
inside the IFERROR( ) function. The IFERROR function has two arguments; what to do if there isno error, and
what to do if there is. If the second argument is a pair of quotation marks with nothing between‘them, the cell will

display nothing instead of the error message. [8.3.3]

e If the column or row number needs to be looked up in a table and then that value‘used as an argument in another
lookup function this can be done by nesting one of the lookup functions as an argument for another lookup function.

[8.2.4]

e To protect formulas on a complex worksheet, select the cells that may be used for input and remove the lock by
right clicking, choosing Format Cells, Protection. On the Review tab in the Changing group, click Protect Sheet

and then click OK. The entire sheet is protected except the unlocked cells. [8.2.5]

3 Using Templates

Learning Objectives
1. Define and identify uses of templates. [8.3.1]

2. ldentify sources of templates. [8.3.2]
3. Describe methods of creating, saving, sharing, and managing rights to templates. [8.3.3]
4. Customize and save a template as a template file. [8.3.4]

5..~0Open and modify an online template [8.3.5]

A template is a pattern that is used repeatedly to create copies of the original. Templates are used in many
industries and circumstances, such as patterns used to make clothes, machines that stamp out parts for
automobiles, or forms used in business. In each case, the original pattern or template is preserved for

repeated use. Excel can be used to design electronic versions of forms to accomplish various tasks. The form
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is saved as a template and stored in a location such as a network drive, so that anyone who has access to the
drive can use the form. The advantage of using a template is that it can be designed to meet the standards set
by the company for tasks that need to be performed by many people. Using a standardized form insures
consistency of layout and style and a uniform image for the company. As we saw with the invoice in.the
previous section, forms can be created so they are easy to complete and designed in such a way as-to
minimize errors. If the file is saved as a template file type in Excel with an .xltx extension, it'is not easily
overwritten by a version that has been filled in by a user. Instead the user simply saves‘the file by a different
name and the original template is preserved.

Excel has several installed templates that are available with the software and there are many others
that are available online. The templates that come with the Excel software display when you click the File

button and then click New, as shown in Figure 8.33.

& | InvoiceTemplateStudentName - Microsoft Excel = = 2
.iﬂ Haome Insert Page Layout Formulas Data Review View e
=l save l
Available Templates Blank workbook )
Bl save As !
E3 Open fat Home N
rs
I__f Close I
Info o]
D m L
Recent Blank Recent Sample My templates
workbook templates templates
Print
—
Save & Send Mew from
existing
Help Office.com Templates +
] Options -
8 e e o
| -4} |
Agendas Budgets Calendars Expense j
reports
Create
!.ﬁl =i} ) _
Faxes Forms Inventories Invoices
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Figure 8.33. Installed and online Excel templates found under File, New.
A template can be created from scratch or modified from an existing template. Templates that are

available online are fully designed and usually have built-in formulas. It is often necessary to look at several
before you find one that will work for your purposes. Then you can customize the form, add or remove parts,
reorganize the layout, and add your company’s name, logo, address, and other contact information. If'you do
not find a suitable template from Microsoft, a search of the Internet will locate many other options. Care
must be taken to confirm that the source of templates is trustworthy because they might'contain programming
code that is not secure.

After a template is modified, it should be tested to ensure that all the-formulas work as expected.
Testing it with people who will use the form is also a good idea to see-that it is designed in a manner that is
logical for the work flow. When the form is approved, it important-to protect those parts of the form that you
do not want the user to be able to change.

Files that are saved as a template have an .xltx file extension which is different from the default Excel

Xlsx file extension as shown in Figure 8.34.

& ChapterB
Fie Edk Wew Favortes Took Help h

Workbook file extension

Qe - © - ¥ ) seach

N Type Crabe Mlocified
B choaTemplates. xdsx Z3KB  Microsoft Excel Workshest 21220110 4:02 P
-’.?_J'Iil'mlerrdatﬁs-tuderkr{m.:slsx 24 KB Microsoft Excel Workshest 117001 10:50 AM
}.i][mc-:eTen'dateS-tucSemﬂame.:rls:g ZEKE Microsoft Excel Workshest 21312011 12:24 PM
Q[mmuﬁn-ddcﬂudcrtﬂm.xlt 2BKB  Microsoft Excel Template 2[32011 12:24 PM

Template file extension

Figure 8.34. File extensions indicate how the file has been saved.
By default files that are saved as a template are placed in a special Templates folder that is created
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when Excel is installed on a computer, as shown in Figure 8.35.

Save As E| E]

sver: @ v @- X m-

ﬁwmm I LiveContent
Dioouments

(3 Deskop Savedin a Templates folder

:_1.|'"h"
d?:ﬂl:llﬁ'
i

File pame: Copy (1 )TrvoiceTemplatestudentilame, <ty
Save 85 DD | Eueal Template (%, k)

Tools = \ Save Cancel

||_ File saved as a template

Figure 8.35. Templates are saved in a Templates folder.
When you open a template file that you have saved it is found by clicking the My Templates button in

the File, New window as shown in Figure 8.36.
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e i P
EALR. | =l

“ Fome Insert Page Layout Formulas Ciata Fevieswy Wl a

Available Templates

i Open ﬂ' Home
S
4 a
= iy Templates button
Recent Blgak Becent Lample Iy temiplates
wiorkbook templates templates
E X x
Parsonial Templates
qﬁ it i3 Lo
Help -
:] Options
ke Bt
Prewview nook, 2rvalable,
| o | | conee

=

Figure 8.36. Templates are opened by clicking the My templates button.
When you save a file as a template it'needs to be in a location that is accessible to those who need to

use it. Most companies require employees to log on to the company’s computer system using a user name
and a password. Forms used by a company may be placed in a particular location that is only accessible to
those with a particular security clearance. It is best to confer with the system administrator to determine the
proper location and,security level that is required to access electronic forms. In addition to protecting
particular cells on-the worksheet, you can also set a password to restrict access to the form at both the
worksheet and workbook level. However, this level of security is typically reserved for sensitive information,
not for forms that are used company-wide. The most important thing to protect on a form are the formulas so
that it works as expected and does not result in errors because someone using the form typed something in

the wrong place—overwriting a formula.
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Files that are opened as a template display a number at the end of the file name which automatically

gives it a file name that is different from the template file name. When you click the Save button, it will ask

you if you want to save the changes. If you respond yes, the Save as dialog box will open and you will be

required to save the form with a new name and in a new location as shown in Figure 8.37

P3N~ | v |w : = @ 8
Hame Insert Page Layout Formulas Data Review i Mumberadded to sl o 3
2 % o i e ™ omm gy o Geresl - [Bycend the file name E - ;r -‘]"'&
e " L L R T

. by . . in
Ea BIU- - AT g e wa 5 cen sE - ETFomats 2° Fiter Select-
| Qipboard Fant adignment Humber Shyles Cedls Editing
D22 - S -
= =1
A B C D E F G H 2

: Ypsilanti Sunshine

2 Het
3 Sawe As [EE]
4 122
5 \f'ps 5&\!1.‘!1: |_|] WDWJTMS- b ":'-' j >': [ | ..j =
& Pho [y My Reecent (V] L4 Sk ke, s
- Discuments LR Class
s DaT| | Desiton QR BookPracticeFies
[ C25TS224W 201 I PrejectPlars
DN s | Py
10 Do e [
11 Bill -i 'CW iIH:r Diaks Sommis
12 M; M'“m"! ) Grading Guides STS224
13 2 piaces ) Quicken
14 o Uiyl
15 ) ook Files
16 My Pictires
17 JH’J’ e
18 Comnj
19
FO
2| |
23 Flenome:  fryoiceTemplaeStudentMameZ, s -
24 e 85 DD | Bl Workbiook: (*. ki) v
25 | File type changedto .xlsx
— WE ) Lo
26 &
7
28
= _1-
|H 4k M| Invoice Y1 4 L4
Ready

B a00% (— -_1_ |

Figure 8.37. Templates that have been opened are given a new name by default.

Saving a Workbook as a Template

When a workbook is saved as a template the file extension is .xItx. Then when the template file is opened a
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dialog box displays requiring that the file be saved with a new name. In this manner, the original template file
is preserved and the new file is used for entering data.

To see how this works, you will copy the Invoice worksheet to a new workbook and save that new
file as a template.
1. In Ch08TemplatesStudentName, click the Invoice sheet tab. Press and hold the Shift key and then click

the Pricing sheet tab.

2. Right-click the Invoice tab. Notice that the shortcut menu includes the Ungroup.Sheets option. This

indicates that you have successfully selected a group of sheets.
3. From the shortcut menu click Move or Copy.

4. Inthe Move or Copy dialog box, click the To book list arrow and then click (new book). Click the Create

a copy check box and compare your screen with Figure 8.33.

Move selected sheets
To book:

{new book) w

Befaore sheet:

(0] 4 l [ Cancel

Figure 8.38. Invoice worksheet will be copied to a new workbook.

5. Click OK. The new worksheet displays with the four selected worksheets.

6. On the View tab, in the Window group click the Switch Windows button, and then click
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10.

11.

12.

Ch08TemplatesStudentName.

Confirm that ChO8TemplatesStudentName still has all of its original sheets and then close the file. Save
changes if prompted if you did not save the file at the end of the previous set of instructions.

In the new workbook, on the Invoice sheet, select the items listed in cells A22:A25 and press delete.
Delete the quantities in cells D22:D25 and the customer shipping information in cells G11:G15:Delete
the tax rate in G33.

On the Review tab, in the Changes group click the Unprotect button to remove the protection from this
worksheet.

Click cell B8 and look at the Formula Bar and notice that the TODAY function is used here to have the
current date display. Another user might prefer to enter a date so-this cell should be changeable by the
user.

With cell B8 as the active cell, hold down the CTRL key and select cells B9, B11:B15, G11:G15,
A22:A30, D22:D30, and G33.

On the Home tab, in the Cells group, click the Format button and then click Format Cells. In the Format
Cells dialog box, click the Protection-tab. The checkbox next to Locked displays a green square instead of
a check or empty box, as shown in Figure 8.39.

£ a5

mumber | Alignment Fonk Border Fill Prokection

[®] Locked
[] Hidden

Locking cells or hiding Formulas has no effect until wou protect the worksheet {Review tab, Changes
graup, Protect Sheet butkan),

Figure 8.39. Mix of locked and unlocked cells have been selected.

13.

Next to Locked, click the check box twice to clear the box and unlock all of the selected cells, and then

click OK.
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Tip: An alternative to using the Format Cells dialog box is to use the Lock Cells option on the Format
menu. When the sele = d cells are already locked the Locked Cells button will display with a bordet lj‘d

shaded background. ; if a selected cells are unlocked, the shaded background does not display.
This button is a toggle button that makes it easy to switch the state back and forth from locked to
unlocked. If a mixture of locked and unlocked cells is selected, it does not have an option for displaying
this fact. Instead, it displays the unlocked icon and will lock all of them if pressed.

14. Notice the green triangle that displays in cell B8. Click B8 and read the ScreenTip that displays.cExcel
recognized that there are formulas in these cells and the cells are not locked. Click the Error Checking
button next to the cell and from the displayed menu click Ignore Error as shown in Figure 8.40. This

removes the green triangle from the corner of the cell.

A B

7
3 |DATE: @ - [February 62011 ]
9 INVOICE # o

Unprotected Formula
10

Lock Cell
11 Bill To: e
12 Help on this error
13 Ignare Error
14 - [%
15 Edit in Formula Bar
16 Error Checking Cptions...

b B

Figure 8.40. The Error Checking button is used to resolve potential errors.
15. The #VALUE! and #REF! error notices display in cells G36:G39. They will go away when the first item

is entered in the formand an address with a postal code is entered in G14.

16. On the Invoice sheet, click in cell A22 and select an item from the list. In cell D22 type 10. In G33, type
6. In cells G14, type Ypsilanti, MI 48197

17. Confirm that the data all displays as expected in columns C, E, and F, and the formulas work in column
G.

18. Delete the entry in cell A22, D22, and G14.

19. Click the Catalog sheet tab, hold down the Shift key and click the Pricing sheet tab to select the three
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worksheets that are to the right of the Invoice sheet. Right-click one of the selected sheet tabs, and from
the shortcut menu click Hide as shown in Figure 8.41. It is not necessary for someone who completes the

invoice to see the underlying worksheets that contain the supporting information, so these worksheets can

be hidden.
20
21 Insert...
22 I SA Delete
23 Bename
24 Maove ar Capy...
= e View Code
26
27
- Tab Color 4
= Hide %
30
31 Select All Sheets
32

- — ] Ungroup 5heets
H 4 F M| Invoice Catalog Zones | Priclag =

Figure 8.41. Supported worksheets are hidden.
20. On the Review tab, in the Changes group, click the Protect button. In the Protect sheet dialog box click

OK. Do not enter a password.

21. Now you are ready to save the'workbook as a template. Click the File tab, and then click Save As. In the
Save As dialog box, type InvoiceTemplateStudentName in the File Name box (using your own name). In
the Save as box;.click the list arrow, scroll the list and click then Excel Template. This will save the file

with an .xltx extension.

Tip: Notice that the Save in box displays Templates. If you save the file here it will displays as one of the
Available Templates. This is accessed when you click File, New. However, the folder in which this is
saved is often difficult to find on your hard drive. It also may not be the location where it should be
saved on a company’s computer system. Always check the folder where a file is saved before clicking the
Save button so you do not lose track of your files.

22. Click the Save in list arrow and navigate to the folder where you are saving your files for this class, then
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click Save. The file is saved in your folder as a template.

Modifying an Online Template

There are numerous templates that are available online for a variety of purposes. It is often easier to start with

a design and modify it as necessary to meet your specific purposes..

To see how this works, you open and modify an online expense report template.

1. Open Excel. Click File, and then click New. Under Office .com Templates, click Reports. In this list of

folders that display click Financial reports to display the contents.

2. Click on several different reports. A larger image displays at the right-of.the screen along with a

download button as shown in Figure 8.42.

= | Bookl - Microsoft Excel
lﬂu Home Insert Page Layout Formulas Data Review View (2]
|l save o . i
Available Templates Balance sheet with financial ratios
Save As Provided by: Microsoft Corporation
e * {2t Home » Reports » Financial reports Download size: 11KB
[ Open
) Rating: 34343 (1208 Votes
& Close Office.com Templates - FRREEW otes)
-

Info S—
Recent - 1 —
Print

Comparative balance Balance sheet
Save & Send sheet
Help
:] Options j

Download

B9 Exit

Balance sheet with ratios Balance sheet with

and working capital financial ratios
Plan vs. actual variance Opening day balance
report (financial services) sheet

Copyright ©2011 - John Preston

Page 42



Figure 8.42. Templates are categorized in folders.
3. On the toolbar under Available Templates click the Back arrow two times to return to the first list of

folders.

4. Click the Invoices button and click the Estimates folder. Click the Job Estimates template as shown in

i Mirosoft Exce

i o

& ble Templ Job estimate
LR . 3
. 3w ot - 208
)
v Wice com Temotad ry P KA te
OIS oo rsTvATE
= L e
—_—— 2

—_ £ i '

B ;
o -

(IR

Download button

3
2
2
( S
L

Job Estimates template selected

Figure 8.43. Template selected for download.
5. Click the Download button. The template opens as the only worksheet in a new workbook. It has sample

data entered to demonstrate how the form should be used. Also notice that the gridlines and row and

column headings do not display.

6. Point to'the red triangle in the cell below City, State Zip. A comment has been added to this cell to

explain how the form should be used as shown in Figure 8.44.
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ci15 - 5

JOB ESTIMATE

ABC Industrial Park
555 ABC Drive
ABC, Fl 55555
(555) BEA-5555

TO:
Sam Doe, Vice President
The Doe Company, Inc.

Address
City. State Zip (555) 555-5555

Use this template to prepare a job estimate for a prospective or existing

customer.
Install EagleCell Enter the culstomlnlar's name and lad.dress in the . .
system to 200 A box marked 'Tu:_ .enter a.descnptlon of the job in the space provided, then

complete the itemized estimate.

ITEMIZED ESTIMATE: TIME AND MATERIALS AMOUNT
Site preparation - structural modifications $2.000.00
Electrical 200 Amp upgrade, etc. 1,500.00
EagleCell 5000 unit 3.500.00
Installation 1,250.00
TOTAL ESTIMATED JOB COST $8,250.00

This is an estimate only, not a contract. This estimate is for completing the job described above, based on our evaluation. It
does notinclude unforeseen price increases or additional labor and materials which may be reguired should problems arise.

4 4+ M| Job Estimate ¥ K
Cell C15 commented by Author |[EEIc B 100% (=)

2B

Figure 8.44. Comment used to explain purpose of template.

7. Onthe View tab, in the Show group, click the Gridlines check box, and the Headings check box to

display both of these elements.

8. Click cell C3 and replace the company name by typing Ypsilanti Sunshine. Select cells C3:G3 and on the

Home tab inthe Font group, click the Fill Color button arrow. Under Standard Colors, click the third

color=—Orange. Click the Font Color button arrow and in the column of green colors, click the last

color—Olive Green, Accent 3, Darker 50% as shown in Figure 8.45.
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Home Insert Page Layout

ABC Industrial Park
555 ABC Drive
ABC, Fl 55555

=~y |m || o

Figure 8.45. Font color changed.

Formulas

Ypsilanti Sunshiig I I I il

Standard Colors
] d Olive Green, Accent 3, Darker 50% |

Data

AL

Review

View

a @ =@ R

JOB ESTIMATE

1% More Colors...

[bhh] hhh-bhhh

9. Incells C4:C6, replace the company address with the following:

122 Sill Street
Ypsilanti, MI 48197
Phone (734) 555-0190

10.
11.
12.

cells C23:C26.

13.

Delete the placeholder phone number in cell F7.

format. Delete the contents in cells J23:J26.

14.

In cell C10 type your name and in cell C11 type Company Name

& arial 18 v A AT sl=== General - fJCUndltlonalFormattmg' g=Insert ~ z - [v \;a
By~ E=E=HE- %% » [BEromatasTable~ 5 Delete ~
Paste B|J U~ |- &-lAl-| o o 0 Io . Sort & Find &
- 7 = = i S5 | P R (=5 Cell Styles - u’_l Format ~ 1 Filter = Select =
Clipboard Font W Automatic umber Styles Cells Editing
c3 - 1 Theme Colors
H EEEEEN
A B E D = H J K

——— =

Delete the text entered in the Job Description box—cells C18:C19, and in the Itemized Estimate box—

Click cell J23 and apply the Accounting Number Format. Select cells J24:J33 and apply the Comma Style

Click cell J34 and apply the Accounting Number Format. Examine the IF statement in the Formula Bar as

shown in-Figure 8.46. This statement has been used to sum the contents of the column if there is a sum,

otherwise cell J34 will be blank. This is another method for avoiding the #NA error that would otherwise

display because cells J23:J33 are now blank.
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IF function used to

SLUPRress error

134 - £ | =IF(SUM{I23:33),5UM(123:3300") v
A B c D = F H [ J K =5
22 ITEMIZED ESTIMATE: TIME AND MATERLAL ANMOUNT
23
24
25
26
27
24
29
30
H
32
3
kY TOTAL ESTIMATED JOB COST | = |

Figure 8.46. IF function used to sum column J.

15. On the View tab, in the Show group, clear the checkmarks next to Gridlines and next to Headings to
remove the gridlines and column and row headings from this worksheet.

16. Open the Ch08TemplatesStudentName file.

17. On the View tab, in the Window group, click the Switch Windows button and then click
Jaxworks_JobEstimatel to switch to the Job Estimate template. This file could be saved as a separate
template file, but you will move it to-the Ch08 Templates workbook to submit for grading.

18. Right-click the Job Estimate sheet tab and then click Move or Copy. Change To book to
Ch08TemplatesStudentName. Click (move to end). Confirm that the Create a copy option is not selected,
and then click OK. The worksheet is moved. The Jaxworks_JobEstimatel workbook has no content so it
ceases to exist.

19. Save the Ch08TemplatesStudentName file and close it.

20. Submit the Ch08TemplatesStudentName.xlIsx file and the InvoiceTemplateStudentName.xltx file in the

usual manner.

Key Takeaways

e In Excel templates are predesigned forms that can be used for a wide variety of business purposes, which are made
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available to many users.[8.3.1]

e Templates can be created from scratch, or be a modified version of an online template from Microsoft or from

another provider. [8.32]

e Templates are shared by placing them in a location on a computer system that is accessible by numerous people.
Saving a file as a template places it in a Templates folder by default which makes it available from the File, New;
My Templates window. Rights can be controlled by adding a password to the file, or by placing the file in.alocation

that requires a user logon and password. [8.33]

e Formulas in a template should be protected from unauthorized change by locking those cells. Cells that require
user input should be locked and then protection applied to the worksheet. After the file is tested it is saved as a

Xltx file. [8.3.4]

e Online templates can be downloaded from the File, New window and-then customized to include company

information and specific needs of the organization. [8.3.5]

Key Terms
HLOOKUP

A function that is used to retrieve data from.a-horizontally arranged table where the value that is looked
up is in the first row of the lookup table:

Invoice
A financial form that is a list of goods sold to a customer.

LOOKUP

A function that is used-to retrieve data from a table where the value that is looked up is not in the first
column of the lookup table.

Nesting

When one function used as an argument within another function.

Scope

An option that enables you to control whether a name range applies to a single worksheet or an entire
workbook.

Template
A form or worksheet that is designed for a particular purposed and thens saved as a template file so that it
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can be used repeatedly by many different people.

Validation

A list of acceptable values or ranges of acceptable values

VLOOKUP

A function that is used to retrieve data from a vertically arranged table where the value that is looked up
is located in the first column of the lookup table.

Workbook

A spreadsheet file in Excel.

Worksheets (sheets)

Individual pages or sheets in an Excel workbook
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