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EXCEL-Linking Worksheets

Objectives: Learn how to rename, move, link and protect worksheets, copy information between worksheets using copy and paste buttons, use the fill handle, scroll bars, tab scrolling buttons and sum function.

ASSIGNMENT:  You have been asked to create 4 sales reports for A+ Fruit Company (Quebec, Western Canada, Eastern Canada and a summary report for all of Canada). Your reports are to be formatted the same as your Ontario report (which will be provided for you). The summary report must link all the other reports together in one worksheet. 

Step 1:

Launch Excel from the start menu of your computer.

Download the Excel File for the A+ Fruit Company from my website. 
From the menu bar select File, Save As, and save your file in your personal workspace as “linking”

Step 2:

· Left click the first worksheet tab.  The spreadsheet for A+ Fruit Company appears as below.  If this worksheet does not appear, make sure you are at the top of the worksheet by using the scroll bar or control keys.

	A+ Fruit Company

	 Ontario Sales Report

	Month of January, 2008

	
	
	
	
	

	Fruit
	Toronto
	Ottawa
	London
	Total

	Apples
	$2,000
	$2,200
	$1,800
	

	Bananas
	$1,000
	$1,100
	$800
	

	Peaches
	$2,000
	$2,500
	$1,900
	

	Pears
	$1,000
	$1,300
	$900
	

	Oranges
	$700
	$800
	$500
	

	Total
	
	
	
	


· Using the sum function and the fill handle, calculate the vertical and horizontal totals for the different fruits and cities (refer to your previous assignment called “Class Marks” if you need help with this step). 

· Rename the worksheet “ONTARIO” by double left clicking on the worksheet tab and typing ONTARIO or by selecting Format from the cells block, RENAME A SHEet or right click on the tab and select RENAME
· Add a footer to the file that includes your name, the date, the file name and the sheet name (Page Layout, Page Set up, Header/Footer)

· Save your work.

STEP 3: Creating a sales report for the Quebec market (by creating a copy of the Ontario report and editing the data)

The following numbers are the sales numbers for the Quebec Market.  

	Fruit
	Montreal
	Quebec City
	Hull

	Apples
	$4,000
	$1,000
	$1,300

	Bananas
	$2,000
	$800
	$800

	Peaches
	$5,000
	$2,000
	$1,100

	Pears
	$500
	$1,000
	$500

	Oranges
	$600
	$500
	$400


· Right click on the ONTARIO worksheet tab

· Select Move or Copy

· Check the Create a Copy option

· Click OK

· You will now have a 2nd worksheet named ONTARIO (2). 

· Rename this worksheet as QUEBEC
· Change Ontario to Quebec in the work sheet title by left-clicking on the formula bar and typing Quebec and deleting Ontario.

· Highlight the range B6:D10 and delete the for Ontario data.  DO NOT delete the cells that include the SUM function so that you do not have to re-enter the function.

· Enter the data for the Quebec market as listed above.  BE SURE to change the cities and enter all of the above values.

· Be sure that you renamed the worksheet Quebec (refer to step 2 if you’ve forgotten how to do this).

· Save your work.

STEP 4:

Creating a sales report for Eastern Canada.

The following numbers are the sales numbers for Eastern Canada.  

	Fruit
	Halifax
	St. John's
	Moncton

	Apples
	$1,360
	$800
	$1,150

	Bananas
	$900
	$600
	$675

	Peaches
	$1,325
	$1,700
	$1,245

	Pears
	$750
	$450
	$550

	Oranges
	$800
	$990
	$375


· Repeat the instructions in step 3 to create the sales report for Eastern Canada.  NOTE:  Change the title in your report to Eastern Canada, change the cities and change the values so that they match the above.  Copy the new report to the worksheet beside the Quebec sales report.

· Rename your sheet “Eastern Canada”

· Save your work.

STEP 5:

Creating a sales report for Western Canada.

The following numbers are the sales numbers for Western Canada.

	A+ Fruit Company

	 Western Canada Sales Report

	Month of January, 2008

	
	
	
	
	

	Fruit
	Victoria
	Edmonton
	Calgary
	Winnipeg

	Apples
	$1,000
	$2,000
	$900
	$1,100

	Bananas
	$2,000
	$1,500
	$600
	$400

	Peaches
	$300
	$800
	$1,200
	$700

	Pears
	$1,300
	$900
	$1,000
	$800

	Oranges
	$500
	$900
	$700
	$800


· Repeat the instructions in step 3 to create the sales report for Western Canada.  NOTE:  Change the title in your report to Western Canada, change the cities and change the values so that they match the above.  Create the new worksheet beside the Eastern Canada sales report.

· Insert a new column since your copy will only have space for 3 cities.  Be sure to enter the SUM function in the total cell of your new column.

· Rename your sheet “Western Canada”

STEP 6: Creating the summary report for Canada and link the worksheets.

· Follow the above steps to create a new spreadsheet next to the Western Canada worksheet (to the right) that will link all of the previous worksheets.   

	A+ Fruit Company

	Canada Sales Report (Total)

	Month of January, 2008

	
	
	
	
	

	Fruit
	Ontario
	Quebec
	Western Canada
	Eastern Canada

	Apples
	
	
	
	

	Bananas
	
	
	
	

	Peaches
	
	
	
	

	Pears
	
	
	
	

	Oranges
	
	
	
	


· Change the worksheet tab and call it Canada (total)
· Change the headings to title Heading to Canada Sales Report.

· Change the cities to Ontario, Quebec, Western Canada, Eastern Canada. Wrap text.
· Link each cell in this spreadsheet to the source spreadsheet.  For example:  Ontario Apples should be linked to the cell with the total amount of Apples sold in Ontario (hint: the cell with the $6,000 total).  
Write the instructions on linking spreadsheets in the space provided.  ______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

· Use the fill handle to copy your link to for all other fruits in Ontario.

· Complete the above for all worksheets.

· Save your work.

STEP 7:  Rearranging Worksheets

Rearrange your worksheet tabs so that they appear in the following order from left to right.
· Western Canada
Ontario

Quebec

Eastern Canada

Canada (total)



· To move your worksheet tabs to a new location simply left-click and hold on the tab you wish to move.  Next drag it to its new location (in relation to other worksheet tabs).  Release the left mouse 

button.

· Save your work.

STEP 8: CALL THE TEACHER OVER TO CHECK YOUR WORK
STEP 9: PRINTING YOUR WORK

1. Go to the print screen and preview your work

2. Select Print Entire Workbook so you can scroll through all worksheets.

3. Ensure that there is a footer on each sheet before you print. 

a. If you have forgotten to put a footer on all the worksheets, you can footer all active sheets together as follows:

i. Left click on the first sheet, 
ii. Hold down ctrl key and then click on the remaining four worksheets

iii. Select Page Set up and follow through to the Header/Footer as outlined in Step 2.

4. Formatted print:

a. Best fit (portrait orientation should work)

b. Ensure each worksheet fits on one page (there should be a total of 5 pages)

i. If not, go back and check the column widths

c. Print your workbook
5. Formula print:

a. Select all sheets as noted in step 3a above

b. Show formulas (Ctrl + ~ key)

c. Show row and column headings (Page Layout, Page Set up, Sheet tab)

d. Change to landscape orientation (Page Layout, Page Set up, Page)

e. Scale to fit one page tall by one page wide (Page Layout, Page Set up, Page)

f. Print preview your work....CALL YOUR TEACHER OVER TO CHECK…
