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Naming Cells and Ranges

“What’s in a name? A rose by any other name would smell as sweet”
“Sticks and stones may break my bones, but names will never harm me”

· A name is a word or sequence of characters that is associated with a particular cell or range.  The name can then be used in a formula or function in place of the cell or range reference  

· Rules for Creating Names

1. Must start with a letter or underscore (_)

2. Remaining characters can be letters, digits, periods, and underscores (NO SPACES!)

3. Can be up to 255 characters in length

4. Names are not case-sensitive (e.g. Sales, sales, SALES, and sAlEs are all the same name)

· Advantages of Using Names

1. Names are self-descriptive. The name makes it easier to understand the cell/range contents when creating or viewing formulas

2. If you reassign the name to a different cell or range, all formulas and functions that reference that name will be automatically updated

3. If you reassign the name to a different cell or range, all charts that reference that name in a data series will be automatically updated too

4. Names make it easier to create and work with macros
· Creating (“Defining”) a Name for a Cell or Range
1. Select the cell or range to be named
2. Click in the Name Box 
3. Type the name right there in the Name Box
4. Press [Enter]
· If the name appears in the cell instead of in the Name Box, Undo and try again!

· When you click the Name Box list arrow and click on a name from the list, the named cell or range is selected and the contents show in the formula bar.  In the case of a range, the contents of the “anchor cell” (upper-left corner) are displayed
· Another Way to Define a Name

1. Select the cell or range to be named

2. Formulas | Defined Names | Define Name

3. In the New Name dialog box, in the Name text box, type the name

4. Note that the Refers to text box contains a reference to the selected cell or range 

· Using Names in Formulas and Functions
· When entering a formula or function, do the following to insert a cell, range, or table name

1. Formulas | Defined Names | Use in Formula
2. Click a name from the list
· Names are always absolute references (although the “$” is not used)

· Clicking a cell or dragging to select a range will also insert the name of the cell or range into the formula
· Replacing Cell and Range References in Formulas with Names
If you have defined names after creating formulas, you can replace the cell or range references in the formulas with the names

1. Edit the formula (double-click in the cell or select the cell and click in the formula bar)

2. Select the cell/range reference to be replaced in the formula
3. Formulas | Defined Names | Use in Formula and click on a name from the list

· Creating Names for Rows and Columns from Worksheet Labels
You can easily create names for each row or column in a table or range, or each individual cell in a row or column, based on the row or column headings

1. Select the table, range, row, or column, including the headings
2. Formulas | Defined Names | Create from Selection 

3. In the Create from Selection dialog, use the check boxes to create names for the columns - based on the headings in the top or bottom row - or the rows - based on the headings in the left or right column
4. Click OK
· Using the Name Manager
· Formulas | Defined Names | Name Manager

· As the name implies, the Name Manager can be used to delete names, change names, change name definitions (i.e. change the cell or range to which a name refers), and also to create names
· Deleting a Name
1. Formulas | Defined Names | Name Manager

2. In the Name Manager dialog, click a name to select it

3. Click the Delete button
· Changing a Name (i.e. Renaming a Cell or Range)
1. Formulas | Defined Names | Name Manager

2. In the Name Manager dialog, click a name to select it
3. Click the Edit... button (the Edit Name dialog will open)
4. In the Name text box, replace the current name with the new one
· Names may also be changed via the Name Box
1. Select the cell or range to be renamed
2. Click in the Name Box 
3. Type the new name and press [Enter]
· Changing a Name Definition
· Changing a name definition means changing the cell or range associated with the name

· When a name definition is changed, all formulas and functions that reference the name are automatically recomputed, and any charts that reference the name in a data series are automatically redrawn

1. Formulas | Defined Names | Name Manager

2. In the Name Manager dialog, click a name to select it
3. Click the Edit... button (the Edit Name dialog will open)
4. In the Refers to text box, drag to select the current reference and then click or drag in the sheet to select the new cell or range reference

· Using the Name Manager to Create a Name 
5. Select the cell or range to be named

6. Formulas | Defined Names | Name Manager

7. Click the New... button (the New Name dialog will open)

8. In the Name text box, type the name
9. Note that the Refers to text box contains a reference to the selected cell or range 

· Pasting a List of Names into a Worksheet
To paste a list of all defined names along with the associated cells and ranges into a worksheet (e.g. on the Documentation sheet)
1. Select the upper left-corner cell of the destination range
2. Formulas | Defined Names | Use in Formula | Paste Names...
 
| Paste List
· By default, names are stored at the workbook level.  This means that any name can be referenced by formulas on any sheet of the workbook 

