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Named ranges are useful for easily identifying cells or groups of cells on a worksheet.
Instead of referring to a cell or a range as B1 or C16:E25, you can give it a name such as Data Range or

Expenses List.
In some cases, a named range is the easiest way of identifying data to import (eg. in Microsoft Access).

Creating a Named Range

Method 1 — By example
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« a) Highlight the range that you wish to name.
b) Click in the Name Box to the left of the Formula Bar.

Type a name for the selected cell or range.

c

)
. d)

Press Enter.
Method 2 — By dialog box

« a) Highlight the range that you wish to name.
« b) Click either:
i. Name Manager in the Defined Names group of the Home tab, and then the New... button; or

' \\‘ =] Define Name =
J

=] Define Name...
Name

Manager

Defined Mames

ii. Define Name in the Defined Names group of the Home tab. In both cases, the New Name dialog box opens.

New Name ? X
MName: |

stope Waorkbook v

Comment:

Beferstor  —gheet11SES1:5E520 2

« c) Enter a name for the range in the Name: box.

« d) Select a Scope: for the named range (see section below on Scope of Named Ranges for clarification).
« e) Enter a Comment, if required.

« f) The Refers to: box should already contain the required cell or range.



NB. If you edit this range manually, beware of deleting the dollar signs as the named range may not then work
as expected (see section below on ‘Absolute’ and ‘Relative’ Named Ranges for clarification).
« g) Click OK and if necessary, close the Name Manager.

TIP: Named ranges must start with a letter and should not contain spaces or (most) punctuation marks.
Tip: Avoid using all uppercase letters for a named range as this can make it difficult to distinguish between
function names and named ranges when inspecting or troubleshooting a formula.

Jumping to a Named Range You can use the Name Box to quickly go to a cell or range.

a) Click the down-arrow at the right of the Name Box.

b) Select the named range that you wish to modify. ¢) Do one of the following:

Tip: Select multiple named ranges by selecting one from the Name Box, and then clicking the Name Box down
arrow and while pressing the CTRL key, selecting another.

Editing a Named Range

MHame Manager [} *

[ew... Edit... Delete Eitter =

Name Walue Refers To Scope Comment

['Glasgow ™ Londo...  =5heefl!SF34:5F527  Workbook

|| Elcope AR AB10Z =ShERUSERESREET  Workbook

T EPARTMENT [ Sales”, Marketing =SheetilSCEEEC52T  Workbook

= Home PERED RECO =SheetllSA51 Workbook
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B LEAVE DWirs =Shest NSHEASHEZT  Waorkbook
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Hsalany

B START_DATE
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Clase
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Manager

a) Click Name Manager in the Defined Names group of the Formulas tab.
« b) Select the named range that you wish to modify.
« ¢) Do one of the following:
i. Click in the Refers to: box at the bottom of the dialog box.
ii. Edit the reference manually or click and drag over the required cells on the worksheet.
NB. If you edit this range manually, beware of deleting the dollar signs as the named range may not then work
as expected (see section below on ‘Absolute’ and ‘Relative’ Named Ranges for clarification).
iii. Click v or press Enter

Alternatively...

i. Click the Edit... button ==

ii. Make changes as necessary.

iii. Click OK.

NB. This method also allows you to rename the range.
« d) Click Close when finished.

‘Absolute’ and ‘Relative’ Named Ranges



Absolute named ranges

Put simply, an absolute named range is one that has dollar signs in its reference, eg. $A$1:$E$10. This means
that wherever you use the named range (eg. in a formula or for linking to), it will always refer to that specific cell or
cells. Absolute named ranges are created by default when you select the cell(s) for the named range using the
mouse.

Relative named ranges

A relative named range is one that points to a cell or range that is ‘away from’ the selected cell in which you are
using it. A relative named range will not have dollar signs in-front of all the column letter or row numbers in its
reference. In fact, they may no have any dollar signs at all. In the picture below, the relative named range — Cell To
Left has been used in the formula in cell C2. Because Cell To Left has been created to always refer to the cell to
the left, the formula will work when copied down the column. If Cell To Left had been an absolute named range, the
formula would have given the same result each time.

A B C

1 Name Sales Value Commission
2 [Tom | £1,000.00 [=CellToLeft*10%
3 Dick £1,500.00
4 Harry £ 950.00

_ A _ B C
1 Name Sales Value Commission
2 |Tom £1,000.00 | £ 100.00
3 |Dick £1,500.00 | £ 150.00
4 |Harry £ 950.00 | £ 95.00

Creating a relative named range

The instructions below are for creating a relative named range for a cell that is to the left of a selected cell. The
principle, however, is the same for other relative named ranges that you want to create. For example, if you
wanted to create a relative named range consisting of four cells immediately above a selected cell, you would
have to select at least cell A5. Anything less (eg. cells A1 to A4) would not have four Excel Advanced Course cells
above to give as an example.

a) Select any cell on the worksheet that has another cell to its left (ie. any cell that is not in column A).

b) Click either:



i. Name Manager in the e
=] Define Name =

Defined Names group L e
of the Home tab, and Name — 1
then the New... but- S——
ton; or

ii. Define Name in the Defined Names group of the
Home tab.

In both cases, the New Name dialog box opens.

MNew Name ? X

Name:

Scope: Workbook v

Camment:

Refersto: | _sheetnisafa +
Cancel

c) Enter a name for the range in the Name: box.

d) Select a Scope: for the named range (see section be-low on Scope of Named Ranges for clarification).

e) Enter a Comment, if required.

f) In the Refers to: box, enter the reference for the cell that is to the left of the selected cell. For example, if you
have selected cell B1, then the cell to enter in the Refers to: box is A1. MAKE SURE there are no dollar signs on
the column letters or row numbers. g) Click OK and close the Name Manager if necessary.

Deleting a Named Range

—
Name
Manager

a) Click Name Manager in the Defined Names group of the Formulas tab.
b) Select the named range that you wish to delete.

c) Click the Delete button | 2=

d) Click OK.

e) Click Close.

TIP: Any formulas using the named range will now return a #Name? error.
Scope of Named Ranges

The method described above for creating a named range makes the name available (scope) for use on any sheet
of the workbook. Its scope, therefore, is for the entire workbook.
In some cases, it may be desirable to scope a named range for one sheet only.



f) Select the cell or range you want to name.
iy
Name

g) Click Name Manager “2"29¢" in the Defined Names
group of the Formulas tab.

h) Click New....

i) Type a name for the named range in the Name: box.
j) Click the down arrow at the right of the Scope: box.

New Name ? x

Name:

Scope: Workbook

Cgmment: Workbook
Sheet1
Sheet?
Sheetd

Beferstor  _gheet1isas: b 1

k) Select the sheet that you want to make the named
range visible for.

[) Click in the Refers to: box and type or (preferably) click
and drag the required cells on the workbook.

m) Click OK.

n) Close the Name Manager dialog box.

NB. It is not possible to change the scope of an existing named range. You have to recreate it from new as
described above and delete the old one.

Using a Named Range in a Formula

Named ranges can be used in formulas (eg. =SUM(DataRange)) where DataRange refers to a range of cells (eg.
B2:E25).

You can enter a named range into a formula by:

i. Typing it manually;

ii. Selecting it from the ‘Formula Autocomplete List’;

iii. Selecting it from the ‘Paste Name’ dialog box.

Enter a named range into a formula as follows:

Method 1

a) Select the cell where you want to enter the formula.

b) Type an equal symbol ( =) and start typing the formula.

c) At the point at which you want to enter the named range, start typing the first few characters of its name.
The ‘Formula Autocomplete List’ will appear with a list of functions AND named ranges that match your typing.

|=SUM{rot}
SUM{numberl, [number?2], ...)
d) Continue typing the name or,
i. double-click it on the list, or

ii. highlight the named range on the list and press
Tab on the keyboard.
e) Complete the formula and enter it.



Method 2 (useful if you cannot remember the spelling of your named ranges)

a) Select the cell where you want to enter the formula.

b) Type an equal symbol ( =) and start typing the formula.

c) At the point at which you want to enter the named range, press F3 on the keyboard.
The Paste Name dialog box appears.

Paste Mame ? x

Paste name
Home

TotalsRow

d) Select the required named range in the Paste name list.

e) Click OK.

f) Complete the formula and enter it.

Method 3 (also useful if you cannot remember the spelling of your named ranges)

a) Select the cell where you want to enter the formula.

b) Type an equal symbol ( =) and start typing the formula.

c) At the point at which you want to enter the named range, click in the Defined Names group of the Formulas tab.
A list of named ranges appears.

d) Select the required named range in the list.

e) Complete the formula and enter it.

“fi Usein Formula =
MyTable
TotalsRe
Paste Names
NB. When using a named range in a formula, it acts as an absolute reference. As a result, however, it may not

always have the desired effect when copying a formula containing one. See Reference Guide: Excel 2019
Introduction to Calculations.

Using a Named Range in a Hyperlink

Because a named range refers to a cell or range, it can be used as a reference in a hyperlink.

Hyperlink to a named range in the same workbook



a) Select the cell where you want to insert the hyperlink.

b) Type into the cell the text for the hyperlink (eg. Click
here to go to start of document).
Alternatively, you can insert a picture onto the work-
sheet for attaching the hyperlink to.

c) Right-click the cell or the picture that you want to at-
tach the hyperlink to.

d) Select & Lnk from the shortcut menu.

Insert Hiyperlink 1 X
Link £0; Text to display; | Chsck here to go to start of document SereenTip...
i | Look in: = Dowuments v |3 el
Existing File | ;
or Web Page Bluetooth Downloads ~| | Bookmark..
Cllfnent Custorn Office Templates
Falder i
| 3| Snagit
| Pigee in This B2 Bookl
Gocumert | | Browsed | 33 €CG sample breaks
Page: z| CCG sample breakdown

£ Copy of Under?4_5 extract

Create Hew Regent 2] Email to HR
Document Files lﬂ:| Esposti procedure - for processing of thinprep S0P
23 Expo ticket -
il Adargss: | \.
E-mail
Address
K Cancel
. - H
e) Click Place in This Document at the left.
Insert Hyperlink ¥ b4
Limk toc Jeut to displeay | Sheetia) ScreenTip...
Typee the cgll reference:
Existing Fike 1
of Web Page
Or select a plage in this docwment:
- Cell Reference
®
h.rl%l‘hl: Shest]
Dooument Sheetd
=+ Defined Names
Home
Create Hew kiyTable
etma0t TaotalsRow
E-mail
Address
=

f) Select the named range that you want to hyperlink to
under Defined Names.

g) Click OK.

h) Click OK.

NB. You can also click the Bookmark button | B2okmark.

at the right of the Insert Hyperlink dialog box and select
your named range in a separate window.

Hyperlink to a named range in a different workbook



a) Repeat steps a) to d) above.
b) Use the Look in: drop list and associated folder list to
navigate to where the different workbook is stored.

Insert Hypesfink ? x
Link 1o Test to displays CHCk here to go to start of dofument SoreenTig...
_,é] Look in: I Desitop sl
s @ oeior g o
or Web Page B is P ” Boakmar...
Falder
e &= Pictures
Music
LI ﬂ:,::'::d £ Downloads
BB Desktop
s B 3D Objects
reate Mew R &
i || M W *
L S| credit card .
! Addrgss: w|
E-mail -
Adiress
oK Cancel
c) Select the workbook filename in the list.
Insert Hyperdink 7 x
Link toe Tewt to display: CHck here to go to start of doqument SoreenTip...
] Look inc 2 Dotuments sl b2 e
Existing File - =
of Web Page Bluetecth Downloads ~ Boakmark...
m Custom Office Templates
Plate in This .
Document Browsed
Pages [
J B3| Copy of Under24_5 extract
Create Hew Regent @ i E_O i x E
Document Files ﬁj Esposti procedure - for processing of thinprep S0P
=3 Bxpo ticket bl
[ Addrgss: | ChUsers\Fran' Documents\CCG sample breakdown,xisx b
E-mail
Adress
| T
: ; Bookmark...
d) Click the Bookmark button at the right "=

e) Select the named range that you want to hyperlink to
under Defined Names.

Select Place in Docurnent [ x

Type in the cgll reference:
|
Or select s plage inthis dorument:
T [ Sheet! -
Sheet?
Sheet3
= Defined Mames
AREA
CODE
DEPARTHENT
Horne
Wy Table
HAME
SALARY

oK Cancel

f) Click OK.
g) Click OK.

NB. The 'Address’ for the hyperlink will consist of the file-
name followed by the named range separated by a hash ( #).

Statistics%202015.xIsx#DataTableA

Create a List of all Named Ranges

a) Select a cell below which and to the right of there are as many blank cells as there are named ranges in the
workbook.



b) Press F3 and click the Paste List button

Paste Narme 7 X

Paste pame

MyTable
TotalsRow

Paste List OK Cancel

The names of the ranges are listed vertically in the col-
umn with the selected cell, and the cells that they re-
fer to are listed in the column to the right.

A B C
Home  |=Sheet2!SpS1
mytable =Sheet2!SpS1:5HS21
TotalsRow =Sheet2IShS1:5A58

VWA=

[y

Apply Named Ranges to Existing Formulas

If you have formulas in a workbook that contain cells or ranges that are now named ranges, you can automatically
replace the cell references with the names.

For example, the SUM function below contains the range A2:A10 as its argument. Range A2:A10 has now been
named, Data Range. You can automatically replace A2:A10 in the formula with Data Range.

=SUM(A2:A10)

change to =SUM(DataRange) |

Creating Named Ranges from Headings in a Table

If you have a data table on a worksheet, you can automatically create headings based on the column and/or row
headings of the table.



A | B |

1 Jan Feb
2 Sales 10000 20000
3 Expenses 6550 11780
...you could automatically create four named ranges as fol-
lows:
Name Refers to:
Jan B2:B3
Feb g3
Sales B2:C2
Expenses B3:C3

a) Select the range containing the heading and the data.
In the above example, you would select Al to C3.
b) Click Create from Selection in the Defined Names

group of the Formulas tab = Create from Selection

Create Names from Selection ? X

Create names from values in the:
[] Left column
[] Bottom row
E[Eight column

row:

c) Click OK to confirm that you want to use the values in the top row and the left column as the names for the
relevant data.
d) Click the Name Box down arrow to confirm that the named ranges have been created.

St .

i
Expenses
Feb

Jan

Sales

Cases where Excel automatically creates a named range

There are some data tools in Excel that when used, automatically create named ranges.

So, in case you find named ranges seemingly appearing from nowhere, below is a list of Excel tools and the
associated named ranges that they create.

If these named ranges interfere with other things you are trying to do in a workbook.



Tool

Named Range(s) Created

'Tables' feature (Home
tab > Styles group > For-
mat as Table)

Table followed by a number.

Numbers are sequential so the
first 'Table' created in the work-

book will be named Tablel, the
second will be named Table2

and so forth.
Advanced Filter (Data | Criteria
tab > Sort & Filter group | Extract

> Advanced Filter

Set Print Area (Page Lay-
out tab > Page Setup
group > Print Area

Print_Area

Dynamic Named Ranges

An issue affecting named ranges that refer to data tables is that if you add extra columns at the right, or new rows
at the bottom of the data table, the named range will not automatically extend itself to include them.

One way to avoid this is to create a ‘dynamic’ named range one that will automatically resize itself.

This is achieved by using the OFFSET function to calculate the identify where the table starts, and then calculate
its height and width. Hence, because the named range is based on a formula, it will recalculate its size every time
a change is made.

=OFFSET(reference, rows, cols, height, width)

i. reference is the cell at the top left corner of the data table.

ii. rows and cols are how many cells away from reference does the data table start. This will almost always be 0
and 0 meaning the starting point for the table is the same as the top left corner.

iii. height is how many cells high you want the named range to be. This is done by using a COUNTA function to
count the number of cells vertically.

iv. width is how many cells wide you want the named range to be. This is done by using a COUNTA function to
count the number of cells horizontally.

The example below shows how the OFFSET function could be used to create a dynamic named range for any
sized data table that has its top left corner in cell A1 of sheet1.

New Name {3 X
Name: FullTable

scope: Workbook v

Comment:

Refersto: | = OFFSET(Sheet1!5A51,0,0,COUNTA(Sheet1!SA:5A), COUNTA(Sheet1!51:51)] | 2
=0OFFSET(Sheet1!$A51,0,0,COUNTA(Sheetl!$A:$A), COUNTA(Sheet1!$1:51))




NB. Named ranges based on formulas will not appear in the Name Box. They can however be used by typing their
name directly into a formula, selecting from the functions list as you type, selecting from the Use in Formula button
(Formulas tab > Defined Names group) or by pressing F3.
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