Computer Data Analysis   

    

    Instructor: Greg ShawPRIVATE 

CGS 2518






    
Microsoft Excel – Tutorial 6, Session 6.2
Working with Multiple Worksheets and Workbooks
Skills Checklist and Notes

· Template Basics
· A template is a partially-completed worksheet that is used to create new, similar worksheets

· Templates contain labels, formulas, and functions, and are fully formatted.  The only thing missing is the data, which will be entered by the user of the template

· Excel comes with 5 built-in, task-specific templates: Balance Sheet, Loan Amortization, Expense Statement, Sales Invoice, and Time Card
Excel also has a default template that we have been using (without knowing it!) whenever we open a new blank workbook.  It doesn’t have any labels or formulas but does have some formats chosen – Arial font, 10 point
· We can also create and save our own templates

· To verify that our template’s formulas are working correctly, we test it with dummy data, before we certify it ready for use.  Dummy data are “simple” data values, so that correct results can easily be computed by hand or calculator for comparison

· One of the features of a template is protected cells.  The user is forbidden to change the contents of a protected cell, because the user only needs to enter data and we don’t want him/her to “mess up” our formulas.
· How to protect and “unprotect” cell ranges will be covered in a future tutorial
· Creating a Workbook Based on a Template
1. From the File menu, choose New... (the New Workbook Task Pane will open)

2. Click On my computer... to open a template stored on your machine (or search the web for types of templates by keyword)

3. In the Templates dialog box, click the Spreadsheet Solutions tab

4. Click on a template icon and click OK
Enter data, make any necessary modifications, and save the workbook as an Excel Workbook (not as a Template and not in the Templates folder)
· Editing an Existing Template
To modify a template – i.e., change formatting, labels, or formulas – open it using the Open... command from the File menu (instead of New...)
· Creating a Template
1. Open a new, blank workbook and enter the labels, formulas, functions, and formatting (no data)

2. To save the workbook as a template, choose Template from the Save as type list in the Save As... dialog
· By default, your template will be stored in Excel’s Templates folder, and an icon will be created for it on the General tab in the Templates dialog.  Naturally, you can specify a different folder if you wish

· Changing the Default Workbook Template
Recall that the default template is the one that is automatically opened whenever we click the New button on the Standard toolbar or choose New... and then Blank workbook from the File menu.  To replace the default template with one of your own creation

1. Create the template

2. In the Save As... dialog, navigate to the XL Start folder, which is usually at: 

         C:\Program Files\Microsoft Office\Office2003\XLStart

3. Enter the filename Book
4. From the Save as type list, choose Template
· Your template will be saved as the new Book.xlt, the name of Excel’s default template.  Now, all new workbooks created will be based on your template!
