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Naming A Cell

— :
Gl ~) f |
— —

A B # D E F
1 Naming Cells
2
3 Distance (km) (name this as 'distance')
4 Time (hours) (name this as 'time')
=
6 Speed (km/h) (=distance/time)
7

You can name cells to make calculations convenient for
you. This avoids scrolling around to locate values.

To assign a name to a cell, enter the name in the name
bar.



Naming A Cell

C6 v (& =distanceftime Y
A ——B C D E F

1 Naming Cells
2
3 Distance (km) 100|(name this as 'distance')
4 Time (hours) 5|(name this as 'time')
5
6 Speed (km/h) 20|(=distance/time)
7

Now, instead of using the usual formula, you can just
type ‘=distance/time’ in Cell C6. The speed will be
computed automatically.



Rules in Naming

 No Spaces (e.g. Speed with delay)
 No Special Characters (#,!)
 No number at the beginning

Microsoft Office Excel \&I

] You must enter a valid reference you want to go to, or type a valid name for the selection.
L

oK

You will see an error message if your name is invalid.



Naming An Array

K14 a =
A B C
1 Naming Arrays Cost (USD)
2 Activities
3 Border securiby{ control /, \
| Health f quarantine / \
5 Phutosanitary I
6 Weterinary inspection
7 Ernergency repair
b2 Road Tall
g Vehicle registration
10 Weightstandard inspectipn
11 Cusztornz [=ingle window
12 Vizal irmrnigration
12 Tranzport@ Al inspection
14 Police checkpoint! stop
15 E=zcort ! coroy \
16 Customns clearance \ /
17 Loading ! unloading \\ /
18 Waiting gueLe \ /
19 Total -

20

You can also
name an
array (list).

Highlight the
entire column
‘C2' to ‘C18..

Name it as
‘cost’.



Naming An Array

D Gl -sovicos At Cell C19,

A B C D

Naming Arrays Cost (USD) you can enter

Activities S 10.00

Border security ! control SE[}.DD th e fo rm u I a

Health  quarantine $15.00

1
2
3
4
; Phiytozanitary 530-[}[} ‘:S u m (COSt) ’ .
7
8
9

Weterinary inspection

Ermergency repair

Fioad Tall .
% gt i The cell will
5 et Sunlaﬂjhe
14 e et values In the
T S array and
T e display the

10 $75.00] result.

20




Name Manager
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_ " Home Insert Page Layout Formulas Data Review  View

fl‘ E @ ﬁ@ f\J @ ”ml'/] ﬁgﬁ 23 Define Name - %3 Trace Precedents 5} show Farmulas i E :] e el

f& Use in Formula ~ =% Trace Dependents ¥ Error Checking ~

Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math&  More Name o Watch | Caleulation [T calculate Sheet
Function > Used - & 3 i Time = Reference = Trig = Functions ~ | Manager B Create from Selection . Remove Arrows - (&) Evaluate Formula ' windaw Options ~
Function Library Defined Names Formula Auditing Calculation
| F1 ¥ Fa | Name Manager (Ctrl+F3)

N

Create, edit, delete, and find all the
A B names used in the workbook. ) E F G
Names can be used in formulas as

.
Namlng ce"s substitutes for cell references.

For example:=SUM(MySales)
instead of =SUM(C20:C30).

Distance (km) B s ke imashen e this as 'distance’)
Time (hours) 5/(name this as 'time')

Speed (km/h) 20| (=distance/time)

N oo B W N

If you want to change or remove a hame, go to
‘Formula’ in the Main Tool Bar.

Select ‘Name Manager’.

Note : This feature Is not available in MS Office
Excel 2003 and earlier version.



Change or Delete a Name
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Function = Used - - - = T — - la ' Window Options ~
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A Name Value Refers To Scope Comment F G
: 4| |e= {'$10.00";"620.... ='Name Arrays!...
Naming ce"s -_:l distance 100 ='Name Cells''$... Workb...
| (=l time 5 ='Name Cells"5... Workb...

Distg -le')
Timeg

Spee

=

Refers to:
Kl ='Name Arrays'!$C$2:$C518 =5
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S
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A Data Window will appear.
You can select the names to change or remove.

10
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Data Validation

A B G D E F G
1 Data Validation
2 Value Currency Full name
3 Vehicle Operating Coj AFA Aghanistan Afghani
4 CNY Chinese Renminbi
5 Activities Cost KGS Kyrgyzstan Sum
6 KZT Kazakhstan Tenge
7 Total MAT Azerbaijan Manat
8 MGT Mongolia Tugrids
9 PKR Pakistan Rupee
10 TKS Tajikistan Soumoni
i T™™T Turkmenistan Manat
12 usD US Dollar
13 uzs Uzbekistan Som

Data Validation is used when you want to
enforce certain inputs into a cell.

In this example, you want the user to enter
which currency was used for payment.




Data Validation

3 " -
[NET 263 Worsheets - Microsor Excel (N 0

oy Home Insert Page Layout Formulas Data Review View
(&5 From Access b [ -, 3] connections || = i & Clear == = = = FE) ars ey A _hl
= =i 2] b 5k e 2 2 = ke D a4 =
g From Web =P ties 4+ Reappl | Z || !
4 From Other Existing Refresh e z| Sort Filter o g d Textto Remove | Data |Consolidate Whatf Group Ungroup Subtotal
g FromText  coirces~ | Connections || All- - Soit Links - Advanced || o) mns Duplicates Validation ~ Analysis ¥ -
Get External Data Connections Sort & Filter B4 pata validations: I Outline ]
H15 il Jx | 2 | Circle Invalid Data
o i Prevent invalid data from being i
A B C D E F G &3 Clear validation Cir entered into a cell |
1 Data Validation .
-_—— For example, you could reject
2 Currency Value Currency Full name | invalid dates or numbers greater
than 1000.
3 Vehicle Operating Cost AFA Aghanista
< You can also force input to be
4 CNY Chinese Re chosen from a dropdown list of
5 Activities Cost KGS Kyrgyzstan velues you speciy.
6 KZT Kazakhstal @ Press Fl1 for more help.
7 Total MAT Azerbaijan Manat
8 MGT Mongolia Tugrids
9 PKR Pakistan Rupee
10 TKS Tajikistan Soumoni
11 TMT Turkmenistan Manat
12 usD US Dollar
13 uzs Uzbekistan Som

1A

1. Select Cell C3.
2. Go to Tool bar ‘Data’, select ‘Data Validation’
and select ‘Data Validation’ again.

13



Data Validation

Data Validation X

Settings | Input Message | Error Alert ‘

Validation criteria 3' When you See the

Allowe:

— 7] e Data Window on

Any value In-cell dropdown

the left, select the

oae Tab ‘Settings’.

Text length

4. Under ‘Allow’,

Apply these changes to all other cells with the same settings ‘ - y .
select ‘List’ option.
o) [ o

Note : You can leave the default selection In
‘Ignore Blank’ and ‘In-Cell Dropdown’.

14



Data Validation

Data Validation LEJ %

Settings | Input Message | Error Alert ‘

5. Click on the ‘Source’
E [¥] 1gnore blank // bUtton.

Data: [#] In-cell dropdown /1

: 6. You will see another
Data Window.

Apply these changes to all other cells with the same settings

Clear all oK J [ Cancel

" -0 fe|
A B C D E F G H
1 Data Validation
2 Currency Value Currency Full nama
3 Vehicle Uperating Cost AFA Aghanistan Afghani
4 CNY Chinese Renminbi
5 Activities Cost KGS Kyrgyzstan Sum
] KIT Kazakhstan Tenge
¥ Total MAT Azerbaijan Manat
a8 MGT Mangolia Tugrids
9 PER Pakistan Rupee
10 TKS Tajikistan Soumoeni
1 T™MT Turkmenistan Manat
12 uspD us Daollar
13 s Uzbekistan Som
14
15 [ata Validation | _gﬂ:ﬂ
16 | =
17
18

15



Data Validation

G3
A B C D E F G H
e — .
3 Data Validation @éj Currency __Full name
& Settings | Input Message | Error Alert EAFA +Aghanistan Afghani
4 {CNY ' Chinese Renminbi
5 Validation criteria 'KGS EKyrgyzstan Sum
6 Allow: EKZT !Kazakhstan Tenge
7 List EI | Ignore blank IMAT | Azerbaijan Manat
8 Data: V| In-cell drapdown IMGT ! Mongolia Tugrids
9 between - 1PKR |Pakistan Rupee
10 Source: 1TKS | Tajikistan Soumoni
11 =$G4$3:5G$13| |§| TMT | Turkmenistan Manat
12 {USD 1US Dollar
13 wzs ! Uzbekistan Som
14
15
16 Clear all [ l | | |
17
12| ’
/. Highlight the range of values you need. (in

this case, select G3 to G13). You should
see the column blinking.

8. Press ‘Enter’ to return to the Data
Window. You should see the correct
range displayed under ‘Source’.



Data Validation

9. The second Tab ‘Input
Message’ displays
Information when user
wants to know what the
cell is about.

10.You can enter a brief
title in ‘Title’ and add
further details in the
‘Input Message'.

Data Validation L§] 2%

Settings Input Message Error Alert
V| Show input message when cell is selected

When cell is selected, show this input message:

Note : This Tab is not
critical. You can leave
the fields empty.

17




Data Validation

11.The third Tab ‘Error
Alert’ controls the
message a user will
receive when an
Incorrect entry is made.

12.1t is always a good
practice to add ways for
user to seek assistance
under ‘Error Message’.

Data Validation

Setting p sage rror Ale
V| Show error al fter invalid data is entered
When us lid data, show this error al
Style: itle:
Stop |z| rrrrrr
Err sage:
P

18
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Types of Errors Alert

Data Validation

L2 s

| Settings | Input Message | Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:

Stop |Z| Error!

Error message:

Please use the correct currency!
Contact Miss Olga if you are not sure.
Hotline & 300K - X000 X000

Email : Abc@123.com

s

Cancel

Clear All OK } ’

Data Validation

L2 s

| Settings | Input Message | Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:

Style: Title:
EREE R ~ | [Error

Error message:

Please use the correct currency!

-
Contact Miss Olga if you are not sure.
Hotline & 200K - 000K X000
Email : Abc@123.com
Clear All OK } ’ Cancel

-

Data Validation

| Settings | Input Message | Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
[EETT I - | |Error

Error message:

Please use the correct currency!

-
Contact Miss Olga if you are not sure.
% Hotline 3 200X - 000K 2000
4 lf Email : Abc@123.com
Clear All oK } [ Cancel

If you only want to have pre-
defined values, select ‘Stop’.

If values outside the list are

allowed, select ‘Warning’ or
‘Information’.




Data Validation

A B C
Data Validation

Currency
Vehicle Operating Cost

D E

Value

AFA
. .. CNY
Activities Cost KGS
KZT
MAT
Total MGT
FER
TS

m

r List
I
s used in
sia

G

Currency

Full name

AFA
CNY
KGS
KZT
MAT
MGT
PKR
TKS
T™T
UsD
UZ5

Aghanistan Afghani
Chinese Renminbi
Kyrgyzstan S5um
Kazakhstan Tenge
Azerbaijan Manat
Mongolia Tugrids
Pakistan Rupee
Tajikistan Soumoni
Turkmenistan Manat
US Dollar
Uzbekistan Som

Any user who enters Cell C3 must enter

correct values within the list.
This prevents a wrong entry.

20



Data Validation

What happens when you do not wish to display
the LIST in the same worksheet?

Solution

1.Name the list.

2.I1n the Data Validation, enter the name of
the list In the ‘Source’.

21



Jata Validation

Example

e X

Validation criteria
Allows:
List
Data:
between
Source:
=curtest

|| Apply these changes to all other cells with the same settings

Clear all |

1 Input Message |

| Error Alert I

|E| [¥] Ignore blank

[¥] In-cell dropdown

ko

In the new Excel
Template, all lists
are placed in a
worksheet called
‘Controls’.

Each list is also
named and

T~ referred in the

Lo |

source.

The currency list is called ‘curtest’.

22
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Worksheet Protection

115 - £ |

1
2
3
4
]
6
7
8

9
10
11
12
13
14

A B

Worksheet Protection

Vehicle Operating Cost

Activities Cost

Total

Curren

Curre

ncy

Full name

AFA
CNY
KGS
KZT
MAT
MGT
PKR
TKS
T™T
uspo
uZs

Aghanistan Afghani
Chinese Renminbi
Kyrgyzstan Sum
Kazakhstan Tenge
Azerbaijan Manat
Mongolia Tugrids
Pakistan Rupee
Tajikistan Soumoni
Turkmenistan Manat
US Dollar
Uzbekistan Som

Worksheet Protection is used when you
want to allow only certain blank cells to
receive values. The user cannot enter

values into protected cells.

24



When to Protect Worksheets?

1. When there are important formulae in certain
parts of the worksheet.

2. When you want to prevent users from
accidentally erasing important data.

3. When you want to fix the column headers or
any other format designs.

25



Worksheet Protection

Al A J‘;L-| Worksheet Protection
R) A B C G H
orksheet Protection
2 Currenc Currenc Y Full name
3 Vehicle Operating Cost AFA Aghanistan Afghani
4 CNY Chinese Renminbi
5 Activities Cost KGS Kyrgyzstan Sum
6 KZT Kazakhstan Tenge
7 Total MAT Azerbaijan Manat
8 MGT Mongolia Tugrids
9 PKR Pakistan Rupee
10 TKS Tajikistan Soumoni
11 TMT Turkmenistan Manat
12 UsD US Dollar
13 uzs Uzbekistan Som
14

1. Click on the Master Grid on the top
left corner of the worksheet. This will
highlight the entire worksheet.

26



Worksheet Protection

P2 E3 Worksheets (Answers) - Microsoft Excel -

ois Home Insert Page Layout Formulas Data Review View
= = Ene= Ruler v FormulaBar | (O) S | =4 [ split
2 =l g n )| E=2
Gridlines v Headings .. Hide
Page Page Break Custom  Full - Zoom 100% Zoomto Mew Arrange Freeze

Selection || Window Al Panes - 1 Unhide

Layout  Preview Views Screen

Workbook Y Zoom
& | cut
= 53 | Copy
4| A % Ppaste E F G H
1 |Worksheet Prote )
—_———— Paste Special...
2 Value Currency Full name
3 Veh Ll AFA Aghanistan Afghani
4 Delete CNY Chinese Renminbi
5 Act Clear Contents KGS Kyrgyzstan Sum
6 '  Eormat Cells... KZT Kazakhstan Tenge
7 Tot Row Height... MAT Azerbaijan Manat
8 Liicle MGT Mongolia Tugrids
g Unhide PKR Pa!fls.tan Rupee .
10 TKS Tajikistan Soumoni
11 b <1l A XS -% o F TMT Turkmenistan Manat
12 UsD US Dollar
= €0 .00 E i
13 |?] &= L e uzs Uzbekistan Som
14

2. Right click anywhere on any empty
cell and select ‘Format Cells’.



Worksheet Protectlon

> ome
BEE —_— i 7
J J B 1= J S ’ FOl’mll-.I|a Bar Q T D .
premc) LP Format Cells @i_ﬁ]

Fre
Il Pant
m | Alignment | Font | Border Fil - f

1 |Workd ) Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab, Changes group,
2 f Protect Sheet button). me
3 istan Afy
4 e Renm
5 zstan Sur
6 \thstan Te
7 laijan Ma
8 Jkolia Tugr
0 n Rupe
10 Ean Soul
11 \enistan
12 bllar
13 istan So
14
15
16
17
18 I oK | | Cancel ‘
|]q Ers 2 Il

3. Select Tab ‘Protection’ and ensure the option
‘Locked’ Is checked. Press OK to return to
worksheet.



Worksheet Protection

c3 v ( £ |
L B L Calibri s

1 Worksheet Protection
2 Current B < Full name
3 Vehicle Operating Cost I = AEA Aghanistan Afghani
4 & Cut Chinese Renminbi
5 Activities Cost 3 Copy Kyrgyzstan Sum
6 [ paste Kazakhstan Tenge
7 Total Paste Special... Azerbaijan Manat
8 Insert.. Mongolia Tugrids
9 Pakistan Rupee

Delete... I .
10 Tajikistan Soumoni
11 Clear Contents Turkmenistan Manat
12 Filter US Dollar
13 Sort Uzbekistan Som
14 —d  Insert Comment
L= “f  Format Cells...
16 ) .

Pick From Drop-down List...
17
18 Mame a Range...
10 = Hyperlink...

Click on the cell you want to unprotect. Right

click and select ‘Format Cells’.
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Worksheet Protection

2/ Home Insert Page Layout Formulas Data Review View
= R v Formula Bar © | % """ 1 spli
J IJJ J Gridlines | Headings i Smd ;El . Hidh
Page Page Break Custom  Full S Zoom 100% Zoomto New Arrange Freeze
Layout  Preview Views Screen || MESEHE et | Selection || Window _ All _ Panes - - =11
YO8 custom Lists @Lﬁj l
c3
A | | Number | Alignment Font Border Fill Protection | LiH
1 Worksheet [l
2 r_—| Hidden
3 Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab, Changes group, rf\fghani
4 Protect Sheet buttan). Brninbi
5 Sum
6 Tenge
7 Manat
8 ugrids
9 Ipee
10 oumoni
11 an Manat
12
13 Som
14
1
16
17
18
19 | ? _
M [ (4]4 l | Cancel |
Ready

5. Select Tab ‘Protection’ and uncheck the
option ‘Locked’. (No tick). Press OK. 30
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