Lesson 1 Ranges

Using Ranges

Working with a range allows you to perform such as moving,copying or formatting much faster than
working with one cell at a time. The following shows terms and definitions encounted when using

ranges.
Term Definition
Range A group of cells.
Name Box Allows you to enter a name for a range.
Formula Bar A bar at the top of the Excel window that you use to enter 1
Selecting a Range

1. Click the first cell that you want to select 2
2. Highlight the cells that you want to include in the range. 2
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Naming a Range

A range can also be defined by giving a name to a group of cells, for example,
we could name the selection of cells above in (2) Eastern Region, by following

the steps listed below.

1. Highlight cells B4 through E4 .
2. Click the Name Box. 3
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Note: The name may not contain spaces, or start with a number, however, you may use an

underscore or dash to separate terms for the name.

4. The name Eastern_ Region appears in the name Box for the range selected. 5
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3 |Eastern Ragion | ¢ 30,648 00 T 5T @A498 | UST0006A | 92063045 | & 162,540,793
Waestarn Region S16802.80 & 135160 5 383044 S1R1%650 5 4027142
Southen Reglon 31465442 5 332157 & 373410 5 295214 5 28662.23
Morthern keghon 53815300 5 79 68 TE 5462848 54045053 5 2000080

Tatal $90.349.95 $141,576.20 99,5088 S99 IBETI  $450,865.27
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Copy and Paste a Range

The following explains how to copy and paste a range of data.

1. Highlight the cell range that you wish to copy.
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Sales Jan Feb Mar Apr May

Eastern Region S 3069809 $ 57,634,133 F20. ; S 2E6IFAS
Western Region 51689288 5 135160 44)l S18196.50
Southern Region 5146542 S 332157 WEL L | 1051.14
MorthernRegion 2515300 3 79268 7% 4462185 a5} ﬁﬂlﬁ‘iu.l!?.

2. Onthe Home tab of the ribbon, click the Copy button. 2
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3. Left-click in the beginning cell where you want the range to be copied.3

Sales lan Fab Mar Apr May

Eastern Region  ©30648.08 5 57,634.33 §45720.86 313,53?.45'

Western Region | §16,8592.88 5 135160 § 383044 $18,196.50
Southern Reglon ¢ 1465442 § 332157 § 373410 & 295214
Marthemn Regian | S 7R153.00 § 790678 S4RIIR4R 54545063 3

4. On the Home tab of the ribbon, click the Paste button.4
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5. The data will be copied into the destination cells. 5

.'_:_.I_-! Jan Feb Mar Agr
Eastern Region  $ 3064809 5 57,634.33 us.naa&@'s’ié.’s’a‘a’.ié 528637.45
Western Reglon 51639288 $ 135160 5 383044 | 518,196.50F S 1819650
Southern Region 51465442 § 332157 § 3,;34_1055 295214F § 285214
Northern Region 5328,153.00 % 79,263.78 $4621848 | 5409,450.63F S 4945063
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Questions

1. Explain the steps for using selecting and naming a range?

2. Explain the steps for copy and paste a range.
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