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

· Switching Between Open Workbooks
· You may have several workbooks open at the same time 

· To switch from one open workbook to another, click the list arrow in the Excel button on the Task Bar, and then choose a workbook from the list (or, View | Window | Switch Windows)

· Arranging Multiple Open Workbooks
· When several workbooks are open, you may view them in a variety of ways

· View | Window | Arrange and then choose Tiled, Horizontal, Vertical, or Cascade
· Make sure the Windows of active workbook button is not checked
· To “undo” the arrangement, click the Maximize button on any worksheet
· No matter what kind of arrangement you choose, only one workbook is active at any given time – the one with the light blue (not grey) Title Bar
· To make a different workbook the active one, just click anywhere in it, or click its Title Bar if the workbooks are cascaded
· External References (aka: “Workbook References”) and Linked Workbooks
· We have seen how a formula in one worksheet may reference cells on another worksheet of the same workbook (Session 6.1)

· Formulas may also reference cells in a different workbook entirely (this is known as an external reference, because the cells referenced are in a different file)

· An external reference consists of the file name followed by the sheet name and then the cell or range reference. E.g.



='[New Mexico.xls]Summary'!$B$6

is an absolute reference to cell B6 on the worksheet named Summary in the workbook New Mexico.xls
· By default, cells in an external reference are referenced absolutely.  To change to a relative or mixed reference, edit the formula
· When a formula contains an external reference, we say that the two workbooks are “linked” together

· The source file is the workbook that contains the cells referenced by the formula

· The destination file is the workbook that will receive the data (i.e. the workbook that contains the formula)

Linked workbooks should all be stored in the same folder, and should all be open when the external references (i.e. “links”) are created.  That way, the references will contain only the file name, rather than the complete path and file name which is longer and makes for formulas that are more difficult to read!

· Creating an External Reference in a Formula
1. In the destination workbook, type the equal sign in the cell that will contain the formula

2. Switch to the source workbook, click the proper worksheet tab, and click to select a cell or drag to select a range

3. Continue entering the formula and press [Enter] when done
· Working with Linked Workbooks
· When workbooks are linked, it is important that the destination file accurately reflects what is currently in the source file

· If both the source and destination are open, Excel will automatically update the link whenever a referenced cell in the source is changed

· If you open only the destination workbook, Excel will give you the option of updating the links or not, due to security concerns
· Excel Workspaces
· To open multiple related workbooks – e.g., the Colorado, New Mexico, Utah and Totals 20105 workbooks in Tutorial 6 - all at once, we create a Workspace File
· This saves time, and the trouble of having to remember several different filenames and folder locations
· The workspace file does not contain the workbooks themselves, but does contains information about them, such as their locations and display options

· To create a workspace file

1. Open all the workbooks that will go in the workspace, and close any others

2. View | Window | Save Workspace
3. In the Save Workspace dialog, specify a destination folder and name for your workspace file
4. Click the Save button

5. When prompted to save changes, click the Yes To All button

· To open all the workbooks in the workspace, just open the workspace file the same way you open a workbook file (click the Office button and choose Open) 
· Workspace files have extension .xlw
