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 Introducing Excel 
Formulas      
 Microsoft Excel is, at its core, a calculation engine. Like a calculator, it accepts a question (such as 2+2) 
and gives you an answer. When you’re working with a calculator, these questions are called mathe-
matical operations. In Excel, you call these formulas. 

 Excel allows you to use formulas to perform not only mathematical operations but also a myriad of 
other complex actions, such as parsing textual values, searching for certain values in a range of data, 
performing recursive calculations, and much more. 

 To leverage the full power of Excel formulas, you need to understand how Excel formulas work as well 
as some of the ground rules for working with formulas. The goal of this chapter, therefore, is for you 
to get acquainted with the fundamentals of using Excel formulas. 

          

 

   Feel free to skip over this chapter if you already have a solid understanding of formula 
mechanics and want to get right into real-world examples, which start in Chapter  2 .   

          

 

   You can download the files for all the formulas at  www.wiley.com/go/ 
 101excelformula .     

 Creating and Editing Excel Formulas 
 An Excel spreadsheet is simply a collection of cells that you can use to enter data. Each cell is given a 
name based on its position in the spreadsheet. The top-leftmost cell is called cell A1. It’s the cell 
located in column A, row 1. When you enter a value in cell A1 (for example, the number 5), that cell’s 
value becomes 5. If you enter the number 10 in cell B1, that cell’s value becomes 10. You can use then 
use these values in a formula. 

 For instance, you can click cell C1 and begin typing  =A1+B1 , as shown in Figure  1-1 . Note how you can 
see your formula in both the cell you’re typing in and the Formula Bar above the column headings. 

Tip

Note
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101 Ready-to-Use Excel Formulas6

      
   Figure 1-1  :  Entering a basic formula.   

 After you press the Enter key on your keyboard, Excel recognizes what you’re asking and performs 
the calculation that gives you the result of 15 (5+10 = 15). 

 The reason Excel recognizes that you were entering a formula and not just another value is the equal 
sign (=). Entering the equal sign followed by other values tells Excel that you’re starting a formula. In 
this example, we used what are known as cell references (A1 and B1). These cell references are just 
one of the types of values that you can use in your formulas. 

 Excel formulas accept the following types of values:

     ➤       Constants:  You can use hard-coded numbers directly in a formula. For example, you can 
enter  =5+10  directly into a cell to get the answer 15.  

    ➤       Operators:  These include symbols that perform addition (+), symbols that perform multipli-
cation (*), symbols that compare values (>), and symbols that join values together (&). For 
example, entering  =15>10  into a cell returns TRUE as the result because 15 is indeed greater 
than 10.  

    ➤       Cell references:  These include any value that points back to a single cell or range of cells. As 
you’ve already seen, entering  =A1+B1  in a cell tells Excel to use the values in those two cells 
in the formula.  

    ➤       Text strings:  Any text string can be used as an argument in a formula as long as it’s wrapped 
in quotation marks. For example, entering  =“Microsoft”&”Excel”  in any cell results in the 
joined text  Microsoft Excel .     

 Methods for entering formulas 
 You have several ways to actually enter a formula into a cell:

     ➤       Enter the formula directly into a cell:  Simply click a cell, begin typing your formula, and 
then press the Enter key on your keyboard.  

    ➤       Enter the formula into the Formula Bar:  Click inside the Formula Bar found above the 
column headers, type your formula, and then press the Enter key on your keyboard.  
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Chapter 1: Introducing Excel Formulas 7

    ➤       Enter the formula using the mouse:  If your formula involves cell references, you can use 
the mouse to help reduce the amount of typing you need to do. For instance, instead of 
typing =A1+B1, you can type the equal symbol, use your mouse to click cell A1, type the 
plus symbol, use the mouse to click cell B1, and then press the Enter key.  

    ➤       Enter the formula using the arrow keys:  If your formula involves cell references, you can 
use the arrow keys on your keyboard to help reduce the amount of typing you need to do. 
For instance, instead of typing =A1+B1, you can type the equal symbol, use the arrow keys 
on your keyboard to move the cursor to cell A1, type the plus (+) symbol, use the arrow keys 
on your keyboard to move the cursor to cell B1, and then press the Enter key.      

 Editing a formula 
 If you find that you need to edit a formula, you can do so in three ways:

     ➤       Edit directly in the Formula Bar:  Select the cell that contains your formula, go up to the 
Formula Bar, and start editing the formula there.  

    ➤       Double-click the formula cell:  You can edit the formula directly in the cell it’s in by double-
clicking the cell. Double-clicking the cell gets you into Edit mode, where you can edit the 
formula as needed.  

    ➤       Press F2:  Select the cell that contains your formula and then press F2 on your keyboard to 
get into Edit mode. As stated previously, you can then edit the formula as needed.       

 Using Formula Operators 
 As mentioned earlier in this chapter, you can use symbols known as operators to define the operation 
your formula will accomplish. Some of these operators are mathematical operators that simply add, 
subtract, and multiply. Other operators allow you to perform more complex actions such as compar-
ing values. For example, you can determine whether an employee has met his or her quota by using 
a comparison operator to see if actual sales are greater than or equal to a predetermined quota. 

 Table  1-1  lists the operators you can use in your Excel formulas. 

  Table 1-1 :     Operators for Excel Formulas 
  Operator    What It Does  

  +   The plus symbol adds two or more numeric values. 

  -   The hyphen symbol subtracts two or more numeric values. 

  /   The forward slash symbol divides two or more numeric values. 

  *   The asterisk symbol divides two or more numeric values. 

continued
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101 Ready-to-Use Excel Formulas8

  Operator    What It Does  

  %   The percent symbol indicates a numeric percent. Entering a percent sign after a whole number 
divides the number by 100 and formats the cell as a percentage. 

  &   The ampersand symbol is used to join or concatenate two or more textual values.  

  ̂    The carat symbol is used as an exponentiation operator. 

  =   The equal symbol is used to evaluate whether one value is equal to another value 

  >   The greater-than symbol is used to evaluate whether one value is greater than another value. 

  <   The less-than symbol is used to evaluate whether one value is less than another value. 

  >=   The greater-than symbol used in conjunction with the equal symbol evaluates whether one value 
is greater than or equal to another value. 

  <=   The less-than symbol used in conjunction with the equal symbol evaluates whether one value is 
less than or equal to another value. 

  <>   The less-than symbol used in conjunction with the greater-than symbol evaluates whether one 
value is not equal to another value. 

 Understanding the order of operator precedence 
 It’s important to understand that when you create a formula with several operators, Excel evaluates 
and performs the calculation in a specific order. For instance, Excel always performs multiplication 
before addition. This order is called the  order of operator precedence . You can force Excel to override 
the built-in operator precedence by using parentheses to specify which operation to evaluate first. 

 Consider this basic example. The correct answer to (2+3)*4 is 20. However, if you leave off the paren-
theses, as in 2+3*4, Excel performs the calculation like this: 3*4 = 12 + 2 = 14. Excel’s default order of 
operator precedence mandates that Excel perform multiplication before addition. Entering 2+3*4 
gives you the wrong answer. Because Excel evaluates and performs all calculations in parentheses 
first, placing 2+3 inside parentheses ensures the correct answer. 

 The order of operations for Excel is as follows:

   Evaluate items in parentheses.  

  Evaluate ranges (:).  

  Evaluate intersections (spaces).  

  Evaluate unions (,).  

  Perform negation (-).  

  Convert percentages (%).  

  Perform exponentiation (^).  

Table 1-1: Operators for Excel Formulas (continued)
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Chapter 1: Introducing Excel Formulas 9

  Perform multiplication (*) and division (/), which are of equal precedence.  

  Perform addition (+) and subtraction (-), which are of equal precedence.  

  Evaluate text operators (&).  

  Perform comparisons (=, <>, <=, >=).    

          

 

   Operations that are equal in precedence are performed left to right.   

 Here is another widely demonstrated example. If you enter 10^2, which represents the exponent 10 to 
the 2nd power as a formula, Excel returns 100 as the answer. If you enter -10^2, you would expect -100 
to be the result. Instead, Excel returns 100 yet again. The reason is that Excel performs negation before 
exponentiation, meaning that Excel is converting 10 to -10 before the exponentiation, effectively cal-
culating -10*-10, which indeed equals 100. Using parentheses in the formula -(10^2) ensures that 
Excel calculates the exponent before negating the answer, giving you -100. 

 Remembering the order of operations and using parentheses where appropriate will ensure that you 
avoid miscalculating your data.   

 Using nested parentheses 
 It’s a best practice to use parentheses whenever you can in formulas, even if the use of parentheses 
seem to be superfluous. The liberal use of parentheses can not only help you avoid calculation errors 
but also help you better understand what the formula is doing. 

 You can even nest parentheses in formulas. Nesting means putting parentheses inside of other parenthe-
ses. When a formula contains nested parentheses, Excel evaluates the most deeply nested operations 
first and works its way out. The following formula uses nested parentheses: 

 

 =((A1*B1)+(C1*D1))*E1    

 This formula has three sets of parentheses. Excel will evaluate the two nested sets of parentheses first, 
then will add those two results together. The added result will then be multiplied by the value in E1. 

          

 

   Every open parenthesis must have a matching close parenthesis. You can imagine that 
when you start adding lots of parentheses to your formula, determining which open 
parenthesis has a matching close parenthesis can get difficult. For its part, Excel offers 
some help by color coding the parentheses while you’re in Edit mode. Matching open 
and close parentheses will have the same color.      

Note

Note
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101 Ready-to-Use Excel Formulas10

 Relative versus Absolute Cell References 
 Imagine that you go to C1 and enter the formula =A1+B1. Your human eyes will define that as the 
value in A1 added to the value in B1. However, Excel, doesn’t see it that way. Because you entered the 
formula in cell C1, Excel reads the formula like this: Take the value in the cell two spaces to the left 
and add it to the value in the cell one space to the left. 

 If you copy the formula =A1+B1 from cell C1 and paste it into cell D1, the formula in D1 will seem dif-
ferent to you. You will see =B1+C1. But to Excel, the formula is exactly the same: Take the value in the 
cell two spaces to the left and add it to the value in the cell one space to the left. 

 By default, Excel considers every cell reference used in a formula as a relative reference. That is, it 
takes no heed of actual column row coordinates. Instead, it evaluates the cell references in terms of 
where they are relative to the cell the formula resides in. 

 This behavior is by design and works in situations in which you need the cell references to be adjusted 
when you copy the formula and paste it to other cells. For instance, the formula shown in cell C1 (see 
Figure  1-2 ) was copied and pasted down to the rows below. Note how Excel helps by automatically 
adjusting the cell references to match each row. 

      
   Figure 1-2  :  Relative references come in handy when you need to apply the same operation to values in 
different rows.   

          

 

   When you copy and paste a formula, Excel automatically adjusts the cell references. 
However, if you cut and paste a formula, Excel assumes that you want to keep the same 
cell references and does not adjust them.   

 If you want to ensure that Excel does not adjust cell references when a formula is copied, you can lock 
the references down by turning them into absolute references. You turn them into absolute refer-
ences by adding a dollar symbol ($) before the column and row reference. For instance, you can 
enter =$A$1+$B$1 to add the value in A1 to the value of B1. 

 By adding the dollar symbol to any cell reference and making that reference absolute, you can copy 
the formula anywhere else on the spreadsheet, and the formula will always point to A1 and B1. 

 Excel gives you the flexibility to make any part of your cell reference absolute. That is, you can specify that 
only the column part of your cell reference should be locked but the row part can adjust. Alternatively, you 
can specify that only the row part of your cell reference should be locked but the column part can adjust. 

Note
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Chapter 1: Introducing Excel Formulas 11

 These different types of absolute references are commonly called Absolute, Row Absolute, and 
Column Absolute, and here’s how they work: 

     ➤       Absolute:  When the formula is copied, the cell reference does not adjust at all. Example: 
$A$1  

    ➤       Row Absolute:  When the formula is copied, the column part adjusts but the row part stays 
locked. Example: A$1  

    ➤       Column Absolute:  When the formula is copied, the column part stays locked but the row 
part adjusts. Example: $A1    

          

 

   Instead of manually entering the dollar symbols, you can easily toggle between the pos-
sible reference styles by highlighting the cell reference in your formula and pressing the 
F4 key.     

 Using External Cell References 
 You may find that you have data in one workbook that you want to reference in a formula within 
another workbook. In such a situation, you can create a link between the workbooks using an exter-
nal cell reference. An external cell reference is nothing more than a cell reference that resides in an 
outside workbook. The benefit of using an external cell reference is that when the data in the outside 
workbook changes, Excel automatically updates the value returned by the external cell reference. 

 Creating an external cell reference is relatively easy. Open both workbooks (the workbook that you’re 
currently working in and the outside workbook). While entering a formula in the workbook you’re 
currently working in, click the cell that you want to reference in the outside workbook. 

 As you can see in Figure  1-3 , you’ll immediately be able to tell that the cell reference is an external ref-
erence due to the full file path and sheet name prefixing the cell reference. 

      
   Figure 1-3  :  An example of an external cell reference.   

 All external cell references have the same component parts, as follows:  

  ’ File Path[Workbook Name]Sheet Name ’ !Cell Reference   

Tip
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101 Ready-to-Use Excel Formulas12

 Here’s a breakdown of these parts:

     ➤       File Path:  This part of the cell reference points to the drive and directory in which the work-
book is located.  

    ➤       Workbook Name:  This part of the cell reference points to the name of the workbook. This 
part is always enclosed in brackets ([ ]) and always includes the file extension (.xlsx, .xls, .xslm, 
and so on).  

    ➤       Sheet Name:  This part of the cell reference points to the name of the sheet in which the ref-
erenced cell resides.  

    ➤       Cell Reference:  This part of the cell reference points to the actual cell that is being 
referenced.      

 Formula Calculation Modes 
 By default, Excel is set to recalculate automatically. If you change any of the cells referenced in a par-
ticular formula, Excel automatically recalculates that formula so that it returns a correct result based 
on the changes in its cell references. Also, if the formula that it recalculates is used as a cell reference 
in other formulas, every formula that is dependent on the newly recalculated formula is also 
recalculated. 

 You can imagine that as your spreadsheet grows and gets populated with interweaving formulas, 
Excel will be constantly recalculating. You may even find that when working with worksheets that 
contain many complex formulas, Excel slows dramatically as it tries to keep up with all the recalculat-
ing it needs to do. 

 In these cases, you can choose to set Excel’s calculation mode to Manual. You can do this by clicking 
the Formulas tab in the Excel Ribbon and selecting Calculation Options➪Manual. 

 While working in Manual calculation mode, none of your formulas will recalculate until you trigger 
the calculation yourself. You have several ways to trigger a recalculation:

     ➤      Click the Calculate Now command on the Formulas tab to recalculate all formulas in the 
entire workbook.  

    ➤      Click the Calculate Sheet command on the Formulas tab to recalculate only the formulas on 
the currently active sheet.  

    ➤      Click the Calculate link on the status bar to recalculate the entire workbook.  

    ➤      Press F9 to recalculate all formulas in the entire workbook.  

    ➤      Press Shift+F9 to recalculate only the formulas on the currently active sheet.      
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Chapter 1: Introducing Excel Formulas 13

 Leveraging Excel Functions 
 Functions are essentially canned formulas that Excel provides as a way to accomplish common tasks. 
Some Excel functions perform simple calculations, saving you from having to enter the formula your-
self. Other functions perform complex actions that would be impossible to perform with simple for-
mulas alone. 

 As you go through the chapters in this book, you explore many of the most useful Excel functions. For 
now, you start with a basic understanding of the role Excel functions play in your formulas.  

 Why to use Excel functions 
 One of the key benefits of using Excel functions is that they help simplify your formulas. For example, 
if you wanted to get the average of the values in cell A1, A2, and A3, you could enter this formula: 

 

 =(A1+A2+A3)/3    

 This particular formula isn’t too bad, but what if you had to get the average of 100 values? How cum-
bersome would that formula be to create and manage? 

 Luckily, Excel has an AVERAGE function. With the AVERAGE function, you can simply enter this formula: 

 

 =AVERAGE(A1:A3)    

 If you had to get the average of 100 values, you could simply expand the range: 

 

 =AVERAGE(A1:A100)    

 Another key benefit of using functions is that they help you accomplish tasks that would be impossi-
ble with standard formulas. For instance, imagine that you wanted a couple of formulas that would 
automatically return the largest and smallest numbers in a range of cells. Sure, if your range was 
small enough, you could eyeball the largest and smallest numbers. But that’s hardly automated. 

 There is no nonfunction-driven formula you could possibly enter that would automatically return the 
largest or smallest number in a range. 

 Excel’s MAX and MIN functions, however, make short work of this task. The MAX function returns the 
largest number, whereas the MIN function returns the smallest. 

   

 =MAX(A1:A100) 
 =MIN(A1:A100)    
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101 Ready-to-Use Excel Formulas14

 Functions can also help save time by helping you automate tasks that would take you hours to 
accomplish manually. For example, say that you needed to extract the first 10 characters of a cus-
tomer number. How long do you think it would take you to go through a table of 1,000 records and 
get a list of customer numbers that contains only the first 10 characters? 

 The LEFT function can help here by pulling out the left 10 characters: 

 

 =LEFT(A1,10)    

 You can simply enter this formula for the first row of your table and then copy it down to as many 
rows you need.   

 Understanding function arguments 
 Most of the functions found in Excel require some input or information in order to calculate correctly. 
For example, to use the AVERAGE function, you need to give it a range of numbers to average. 

   

 =AVERAGE(A1:A100)    

 Any input you give to a function is called an argument. 

 The basic construct of a function is: 

 Function_Name(argument1, argument2,. . .)   

 To use a function, you enter its name, open parenthesis, the needed arguments, and then the close 
parenthesis. The number of arguments needed varies from function to function.  

 Using functions with no arguments 
 Some functions, such as the NOW() function, don’t require any arguments. To get the current date 
and time, you can simply enter a formula like this: 

 

 =NOW()    

 Note that even though no arguments are required, you still need to include the open and close 
parentheses.   

 Using functions with one or more required arguments 
 Some functions require one or more arguments. The LARGE function, for instance, returns the nth largest 
number in a range of cells. This function requires two arguments: a cell reference to a range of numeric 
values and a rank number. To get the third largest value in range A1 through A100, you can enter: 

 

 =LARGE(A1:A100,3)    
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Chapter 1: Introducing Excel Formulas 15

 Note that each argument is separated by a comma. This is true regardless of how many arguments 
you enter. Each argument must be separated by a comma.   

 Using functions with both required and optional arguments 
 Many Excel functions, such as the NETWORKDAYS function, allow for optional arguments in addition 
to the required arguments. The NETWORKDAYS function returns the number of workdays (days 
excluding weekends) between a given start date and end data. 

 To use the NETWORKDAYS function, you need to provide, at minimum, the start and end dates. These 
are the required arguments. 

 The following formula gives you the answer 260, meaning that there are 260 workdays between 
January 1, 2014, and December 31, 2014: 

 

 =NETWORKDAYS("1/1/2014", "12/31/2014")    

 The NETWORKDAYS function also allows for an optional argument that lets you pass a range contain-
ing a list of holiday dates. The function treats each date in the optional range as a nonworkday, effec-
tively returning a different result (255 workdays between January 1, 2014, and December 31, 2014, 
taking into account holiday dates). 

   

 =NETWORKDAYS("1/1/2014", "12/31/2014", A1:A5)    

 Don’t be too concerned with completely understanding the NETWORKDAYS function. The take-away 
here is that when a function has required and optional arguments, you can elect to use the function 
with just the required arguments, or you can take advantage of the function’s additional utility by 
providing the optional arguments.   

 Finding out which arguments are needed for a given function 
 An easy way to discover the arguments needed for a given function is to begin typing that function 
into a cell. Click a cell, enter the equal sign, enter the function name, and then enter an open paren-
thesis. Recognizing that you are entering a function, Excel activates a tooltip (see Figure  1-4 ) that 
shows you all the arguments for the function. Any argument that is shown in brackets ([ ]) is an 
optional argument. All others shown without the brackets are required arguments. 

      
   Figure 1-4  :  The function tooltip is a handy way to find out the required and optional arguments for a function.      
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101 Ready-to-Use Excel Formulas16

 Getting Help from the Insert Function Wizard 
 If you find that you’re stuck on which function to use, or aren’t sure of the syntax needed for a partic-
ular function, you can use Excel’s Insert Function feature. 

 Place your cursor in the cell you want to enter a function in and click the Insert Function command, 
found on the Formulas tab. Alternatively, you can press Shift+F3 to call up the Insert Function dialog 
box, shown in Figure  1-5 . The idea here is to find the function you need and double-click it. 

      
   Figure 1-5  :  The Insert Function dialog box.   

 If you’re not sure which function you need, you can use the search field at the top of the dialog box to 
find the most appropriate function based on a keyword. Simply enter one or more keywords and click 
the Go button. The list of functions will change to display those that best match your search criteria. For 
example, entering the search term “loan payment” results in functions that perform loan calculations. 

 If you need to use a function that you’ve recently implemented, you can skip the search feature and 
simply select “Most Recently Used” from the category drop-down box. The list of functions changes 
to display those you’ve recently utilized. 

 You can also use the category drop-down box to select a category of functions. For instance, select-
ing “Statistical” from the category drop-down box displays all the statistical functions. 

 When you find the function that you want to use, double-click it to activate the Function Arguments 
dialog box (see Figure  1-6 ). This dialog box serves as a kind of wizard, guiding you through the argu-
ments needed for the selected function. 
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Chapter 1: Introducing Excel Formulas 17

      
   Figure 1-6  :  The Function Arguments dialog box guides you through creating your Excel functions.   

 For each required argument, enter an appropriate value or cell reference in the respective input 
boxes. Note that the required arguments are always listed first and shown in bold type. Do the same 
thing for any optional argument that you want to utilize. 

 Click the OK button to apply your newly configured function to your target cell.    

 Understanding Formula Errors 
 It’s not always smooth sailing when you’re working with formulas. Sometimes a formula returns an 
error value instead of the value you were expecting. Excel helps you identify what the problem may 
be by returning one of seven error values: #DIV/0!, #N/A, #NAME?, #NULL!, #NUM!, #REF!, and 
#VALUE!, explained in the following list:

     ➤       #DIV/0!:  This error value means that the formula is attempting to divide a value by zero. 
There is mathematically no way to divide a number by zero. You will also see this error if the 
formula is trying to divide a value by an empty cell.  

    ➤       #N/A:  This error value means that the formula cannot return a legitimate result. You would 
typically see this error when you use an inappropriate argument in a function. You will also 
see this error when a lookup function does not return a match.  

    ➤       #NAME?:  This error value means Excel doesn ’ t recognize a name you used in a formula as a 
valid object. This error could be a result of a misspelled function, a misspelled sheet name, a 
mistyped cell reference, or some other syntax error.  

    ➤       #NULL!:  This error value means the formula uses an intersection of two ranges that don’t 
intersect.  

    ➤       #NUM!:  This error value means there is a problem with a number in your formula; typically an 
invalid argument in a math or trig function. For example, you entered a negative number 
where a positive number was expected.  
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101 Ready-to-Use Excel Formulas18

    ➤       #REF!:  This error value means that your formula contains an invalid cell reference. This is typi-
cally caused by deleting a row or column to which the formula refers. This could also mean 
that the formula uses a cell reference that doesn’t exist (A2000000, for instance).  

    ➤       #VALUE:  This error value means that your formula uses the wrong data type for the opera-
tion it’s trying to do. For example, this formula will return a #VALUE error (=100+”dog”).      

 Using Named Ranges in Formulas 
 A named range is nothing more than a cell or range of cells that has been given a friendly, descriptive 
name. Naming your ranges allows you use easily recognizable names in your formulas instead of cell 
addresses. For instance, say that you have line-item sales in cells A1:A25 and you have a percent tax in 
cell B1. You could calculate a total sale amount with tax using this formula: 

 

 =SUM(A1:A25)*(1+B1)    

 Now imagine that you gave your ranges descriptive names, calling cells A1:25 Sale_Items, and calling 
cell B1 Tax_Percent. You could then calculate the total sale amount with tax by using this formula: 

 

 =SUM(Sales_Items)*(1+Tax_Percent)    

 Immediately, you can see how much easier it is to understand what is going on in the formula. The 
formula is easier not only to read but also to explain to others who aren’t familiar with the workbook. 

 Another benefit to naming these ranges is that creating new formulas with these named ranges 
becomes easier because you can simply use the easily remembered descriptive name instead of 
trying to remember that line-item sales live in cells A1:A25.  

 Creating a named range 
 Follow these steps to create a named range:

      1 .    Select the cell or range of cells you want to name.  

     2 .    Choose Define Name from the Formulas tab. This activates the New Name dialog box, shown 
in Figure  1-7 .  

     3 .    In the Name input box, enter a friendly, descriptive name for your range.  

     4 .    In the Scope drop-down box, select whether you want your named range to be available for 
use throughout the workbook or just on a specific sheet.  

     5 .    Press the OK button to create your named range.    
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   Figure 1-7  :  The New Name dialog box.   

 Keep these rules and best practices in mind when choosing a name for your range:

     ➤      You cannot use spaces in range names. Use an underscore to emulate a space instead (for 
example, Sales_Items).  

    ➤      Range names must begin with a letter or an underscore.  

    ➤      Range names cannot be the same as cell addresses. For instance, you cannot name your 
range Q1 because Excel already has a cell Q1.  

    ➤      You can use any single letter as a range name except for R and C. These are reserved in Excel 
for the R1C1 reference style.  

    ➤      You cannot use operator symbols (+, –, *, /, <, >, &) in range names. The only symbols valid in 
range names are the period (.), question mark (?), underscore (_), and backslash (\) symbols, 
as long as they are not used as the first character of the name.  

    ➤      Avoid using names that Excel uses internally, for example, Print_Area. Although Excel allows 
this name, using it can cause name conflict errors in the workbook. Other names to avoid are 
Auto_Activate, Auto_Close, Auto_Deactivate, Auto_Open, Consolidate_Area, Criteria, Data_
Form, Database, Extract, FilterDatabase, Print_Titles, Recorder, and Sheet_Title.  

    ➤      The maximum length for a range name is 255 characters. That being said, you should avoid 
very long range names in general. Remember that the purpose of a range name is to provide 
a meaningful, easy-to-remember name that you can easily type into a formula.      

 Working with the Name Box 
 The Name Box, found to the left of the Formula Bar, offers a couple of handy features for working 
with named ranges. You can click the drop-down selector in the Name Box to see all the named 
ranges in your workbook (see Figure  1-8 ). Clicking any of the named ranges in the list automatically 
selects that range. 
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   Figure 1-8  :  Use the Name Box to view and navigate to any named range within the workbook.   

 The Name Box also serves as a faster way to create a named range. To create a named range with the 
Name Box, first select the cell or range you want to name. Next, enter a valid name directly into the 
Name Box. Press the Enter key to create the name. 

          

 

   The Name Box is resizable. If you have a name that is too long for the Name Box, simply 
move your mouse cursor over the right edge of the Name Box until it turns into a hori-
zontal arrow. When your cursor becomes a horizontal arrow, click and drag to widen the 
Name Box.      

Tip
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