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Consolidating Data by Linking Workbooks
We have seen how to consolidate data from different worksheets in the same workbook.  It is also possible to consolidate data that resides in different workbooks.  The advantage of this is that each workbook can be completed separately (at branch offices, say) and then sent to a main office for consolidation.

I.  Terminology
Dependent workbook – the workbook where the consolidation occurs, i.e., the one that references the data in the others 

Source workbooks – the books that contain the data referenced by the dependent workbook

Linking – consolidating data from different workbooks

Link – a reference to a cell or range in a different workbook (the dependent workbook contains links to data in the source workbooks))
II. Link Syntax
· The link must specify the workbook name, the sheet name, and the cell (or range) reference, in that order, using this general form:



[Workbook Name]Sheet name!CellRange


Example:
[LBC2006.xls]January!B6
· The book name must be enclosed in square brackets ([]), followed by the sheet name, which is separated from the cell or range reference by an exclamation point(!)
· If the source book is not in the same folder as the dependent book, then the path for the source book must be included.

Example: 
A:\LBC\[LBC2006.xls]January!B6
(assumes the LBC2006 workbook is stored in a folder called LBC on a diskette)
III. Updating the Links
· If you open a dependent workbook by itself, Excel will ask whether you want to update the links.  If so, Excel will read the data in the source workbooks and recalculate the formulas in the dependent workbook.
· If the source and dependent workbooks are all open, then Excel will automatically recalculate the formulas in the dependent book whenever the data in the source books changes.

IV. Searching for and Opening Workbooks
If you can’t remember the location and/or name of the workbooks you want to open, you can use Excel’s Search tool

1. Click the Search button on the Standard toolbar (The Basic Search task pane will open)
2. From the Search in drop-down list, select the drives/folders to be searched

3. From the Results should be drop-down list, uncheck all except Excel Files
4. In the Search for input box, enter a word or sequence of characters that appears in the name(s) of the workbook(s)

5. Click the Search button again (the Search Results task pane will open)

6. Click on any of the workbook icons displayed in Search Results to open the workbook(s)
7. To switch back and forth among open workbooks, use the Task Bar or Excel’s Window menu
V. Workspace Files
A workspace file contains information about a bunch of related workbooks, and enables you to reopen all of them with a single command
· To create a workspace file that “binds together” all open workbooks, do this:

1. Close any workbooks that you do not want to include in the workspace file

2. From the File menu, choose Save Workspace...
· To open all the workbooks in a workspace:

1. Click the Open button on the Standard toolbar

2. From the Files of type drop-down list, select Workspaces (.xlw)
3. Select the workspace file and click Open
· To close all open workbooks with one command, hold down the [Shift] key, click the File menu, and choose Close All 
