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How to name an Excel call or data area - Define
Name feature on Excel

In Excel, users can name each individual cell or certain cellsto easily remember the address of the
corresponding cell when referring to the data area.

Formulas in Excel often use data and values ??from other cells by using references to those cells. If you have
many formulas, cell references can cause confusion, making your formulas difficult to understand.

The Defined Names feature in Excel makes formulas, as well as other data, less confusing and easier to
understand. Instead of referencing acell containing a value or formula, or arange of cells by row and column
headings (A1, B2, etc.), you can use a defined name to assign to the cell or range. that box.

Today, TipsM ake will introduce how to work with named ranges, including creating names, rules, and ranges
for names, as well as how to edit, delete, view, and use those names. This.

Distinguish between Defined Names and Table Namesin Excel

Don't confuse Defined Names with Table Names . Excel Table is a collection of data stored in records
(rows/rows) and fields (columns/columns). Excel assigns a default name (Tablel, Table2, etc.) to each table you
create, but you can changeit if you want.

Previoudly, TipsMake introduced you to tablesin Excel and provided a more thorough tutorial on the subject.
To learn more about tables in Excel, see Microsoft's support page.

support.office.comen-us/article/create-and-fornmat-tabl es-e8laa349-b006- 4f 8a- 980¢

Rulesfor Defined Namesin Excel

When creating Defined Names in Excel, you must follow certain rules. For example, these names cannot contain
spaces and the first character must be a letter, an underscore (L), or a backslash ().

For afull list of rules, seethe' Learn about syntax rulesfor names' section on Microsoft's support page.

support.office.comen-us/articl e/ Define-and-use-nanes-in-formnul as-4DOF13AC- 53B7- -

Rangefor Defined Namesin Excel

The scope of a Defined Name in Excel refersto where the name is recognized without conditions, such as the
name of aworksheet or workbook file. Each name can have local spreadsheet level or workbook level scope.
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For more information about thisissue, seethe' The scope of a name' section on Microsoft's support page (link
above).

Create a Named Rangein Excel

Y ou have afew different options for creating a Named Range in Excel. Y ou can specify the name using the
Name box on the Formula bar, using the title cell text for a group of selected cells, or using the New Name
dialog box.

Names do not haveto refer to cells. Y ou can use a name to label avaue or formulathat you use in multiple
places in the workbook.

When specifying a name for acell or range of cells, an absolute cell reference is used by default.

Specify the name using the Name box

Using the Name box is the easiest way to specify a name for agroup of cells. Defining a name using the Name
box only creates a name with workbook-level scope, meaning the name can be referenced anywhere in the
workbook it was created in, without the need to add any worksheet names or workbook file names.

The article will cover another method that allows you to create worksheet-level names in the following section.
To use the Name box to define a name, do the following:

1. Select the cell or range of cells you want to name.

2. Enter the name you want in the Name box to the left of the Formula bar and press Ent er .

Make sure you follow the rules for names mentioned earlier.
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Name arange of cellsin Excel using thetext in the cell title



If you've added row or column headings to your data, you can use these as names.
To determine the name from atitle, do the following:
1. Select the cells you want to name including the labels on the row or column.

2. Onthe Formulastab, click Create from Selection in the Defined Names section or pressCt r | + Shi f t +
F3.

If the label contains spaces or other invalid characters such as ampersands (&), they will be replaced with
underscores.
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On the new Create Names from Selection dialog box that appears, users will have additional options:

1. Toprow: Takethetop row asthetitle.

2. Left Column: Take the left column as thetitle.

3. Bottom Row: Take the bottom row as thetitle.

4. Right Column: Take the right column as the title.

For example, thetitle label in the image above is at the top of the selected column, check the Top row box and
click OK.



Create names from values in the:

|:| Lteft column
|:| El:lttnm FOW
|:| Right column

Ok [: | Cancel

This name is aworkbook level name and appliesto all selected cells except the title 1abel cell. When you select
cells that are mentioned by name, without the cell title label, you will see the name in the Name box.
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Specify the name using the New Name dialog box

The New Name dialog box provides more options when creating a name, such as specifying a worksheet-level
range or adding comments to the name. Additionally, the New Name dialog box allows you to specify a name
for avalue or formula.

To use the New Name dialog box to name a cell or range of cells, start with the following:

1. If you are naming a cell or range of cells, select the cells you want to name. If you specify aname for avalue
or formula, you can select any cell.

2. Onthe Formulastab, click Define Name in the Defined Names section .
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On the New Name dialog box , specify the following information:

Lo

Name: Enter a name according to the rules for the defined name.

Scope: By default, Workbook is selected as the scope for the name. If you want to give a worksheet-level
scope name, select the worksheet you want from the Scope drop-down list.

Comment: Add any notes you want to the name.

Refersto: The currently selected cells and the name of the current sheet (or tab) are automatically entered
in the Refersto box . If you define aname for avalue or formula, replace what's in the Refer s to box with
an equals sign ( =), followed by the value or formula.

> w

The button to the right of the Refer sto box alows you to minimize the New Name dialog box and select cells
on the worksheet to enter arange of cells. The article will talk more about how to use that button in the next
section, ' Editing a Named Range .

When you're done entering information for the name, click OK to return to the spreadsheet.
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Instructionsfor naming a range of cellsin Excel

Cancel

Step 1.

In the data table you are working with, click on the column you want to name, select the For mulas tab on the
toolbar, then select Define Name as shown below.
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Step 2
In the new dialog box that appears, there will be items for which content needs to be selected.
1. Name: Enter the name of the range. The name should be written immediately or with underscores.

2. Scope: Range of the range. Select Workbook if you want to apply to this Excel file or you can choose to
apply to a specific Sheet.



Click OK to set up.
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The given names will then be in the Use in Formula section in the Formulas tab.
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Edit Named Range in Excel

After defining a name, you can change its name, comments, and references.

To edit the Named Range, click Name M anager in the Defined Names section of the For mulas tab.
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If you have along list of names, you can filter them to find the name you want to edit.

Click Filter in the upper right corner of the Name M anager dialog box . Then, choose the type of hame you
want to display. Y ou can select multiplefilters by clicking Filter again and choosing another option.
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To clear al filtersand display all names again, click Filter and select Clear Filter.
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To change the name or comment, select the name you want to change and click Edit.
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Change the Name, Comment , or both, and click OK.

Y ou cannot change the Scope of an existing name. Let's del ete the name and once again define the exact range.

Y ou can change the cellsin Refersto on the Edit Name box. But you can also do this directly on the Name
Manager dialog box (find out in the next section). The method for changing the Name M anager cell reference
is the same on both dialog boxes.
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To change the cell or cell range to which this name refersin the Name M anager dialog box , first select the
name for which you want to change the cell reference. Then, click the up arrow button to the right of the Refers

to box .
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The Name Manager dialog box is reduced to just the Refersto box . To change cell references, do the

following:
1. Select acell or range of cells on the spreadsheet.

2. Click the button to the right of the Refersto box .
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Y ou will seethe new cell reference in the Refer sto box and the Name M anager dialog box is fully restored.

To accept the new cell reference, click the green check button. Or to revert the change back to the original cell
reference, click the black X button.

Click Closeto close the Name M anager dialog box.
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See all Defined Namesin Excel workbooks

The Name Manager dialog box lists al the worksheet-level and workbook-level names that you have defined in
the workbook, regardless of which worksheet is active. But while the dialog box is open, you can't work on your
Spreadsheet.



It would be helpful to have alist of names directly on the current spreadsheet. That way, you can freely move
around and decide which names need editing or which names you want to delete while consulting your list.

Y ou can create lists directly on an empty area of ??the spreadsheet. This list includes the worksheet and
workbook level names that have the scope in the currently active worksheet.

To start creating alist of names, do the following:

1. Locate an empty area of ??the current spreadsheet where two columns are available and select the cell that
will be the upper left corner of thelist.

2. Inthe Defined Names section of the Formulatab, click Use in Formula and select Paste Names or press F3
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On the Paste Names dialog box , click Paste List .

Paste name

UnitCost
Units

Paste List O Cancel




The names, cell references, values, and their corresponding formulas are pasted into the cells on the worksheet.

Now you can review your list and decide what to do with the names on it. Y ou can delete thislist on the

spreadsheet once you no longer need it.
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Delete Name Range in Excel

If there are some names that are no longer used, it is best to delete them. Otherwise, the list of names will be

messy and difficult to manage.

To open Name Manager , click Name Manager in the Defined Names section of the For mulas tab.
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On the Name M anager dialog box , select the name you want to delete and click Delete. Click OK on the

confirmation dialog box.
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Use names for quick navigation in Excel

If the name refersto arange of cells, you can use the name to quickly navigate to and select the range of cells.

To go to anamed range, click the down arrow on the Name box to the left of the For mula bar and select the
name you want.

The worksheet-level name only displays in the Name box drop-down list, if the worksheet created in it isthe
currently active worksheet.

Alternatively, you can enter aname for arange of cells you want to move to in the Name box and press Ent er .
But make sure you specify the name. Otherwise, you apply that name to the currently selected cell or range of
cells.
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Use namesin Excel formulas

Using Defined Name in aformula makesiit easier to understand.

There are several ways you can enter names into aformula. If you know the exact name you want to use, you

can enter it directly into the formula.

Y ou can aso use Formula AutoComplete . When entering aformula, Excel automatically lists valid names and

you can select oneto enter it into the formula. For example, the name Total is suggested in the following
spreadsheet because the selected cell range has that name.
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Y ou can aso start typing your formula and then click Usein For mula in the Defined Names section of the
Formulatab. Then, select the name you want to use in the formula from the drop-down list.
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File Home Insert Draw Page Layout Formulas Data Review View Developer Hi
f . 2 AutoSum - |H Logical - |EY Lookup & Reference =
X
eart IQ Recently Used = Text = |El Math & Trig = “ft Usein Formula ~
Function B Financial ~ IE pate & Time~ |E More Functions ~ Total [% @
Function Library UnitCost
G10 - X « fo | =sumi) K
Paste Names...
| A | B I £ 7 WL 1~ S = G e e
1 | Order Date Region Rep Item.__ Units | Unit Cost Total
2 1/23/10 New York Smith Binder 50 $19.99 $999.50
3 I 2/9/10 Los Angeles  Jones Pencil 36 54.99 $179.64
al 2/26/10 San Francisco Baxter Pen 27 $19.99 $539.73
5| 3/15/10 Los Angeles  Jones Pencil 56 $2.99 $167.44
6 411110 New York Smith Binder 60 $4.99 $299.40
7|  4/18/10 San Francisco Baxter ~ Pencil 75 §1.99 §149.25
8 5/5/10 Chicago Golden Pencil 90 $4.99 5449.10
9 5/22/10 Los Angeles  Jones Pencil 32 51.99 $63.68
10 (@) [zsump__
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The final method for using namesin aformulaisto start typing your formula and press F3. Then, select the
name you want to use on the Paste Name dialog box and click OK, or pressEnt er .

=R . 2 i Yataxdex - Excel

File Home Insert Draw Page Layout Formulas Data Review View Developer H

]&_ > AutoSum ~ l_ Logical - IE Lookup & Reference -

IQ Recently Used - Text = |l Math & Trig ~ “f} Use in Formula =

Insert

Function IE Financial - I Date & Time~ [ More Functions ~
Function Library Defined Names
A B C D Paste name Ef J
1 |Order Date.Reginn .Rep ltem m‘_ : .
| “ = | UnitCost

2/ 1/23/10 New York Smith Binder || ynits
3 2/9/10 Los Angeles  Jones Pencil
4] 2/26/10 San Francisco Baxter Pen ‘ I|
5 3/15/10 Los Angeles  Jones Pencil [l _@ | !
6 | 41110 New York Smith Binder
7| 4/18/10 San Francisco Baxter  Pencil Capect
8| 5/5/10 Chicago Golden Pencil 90 $4.99 $449.10
9 I 5/22/10 Los Angeles  Jones Pencil 32 81.99 $63.68
1 @ (s
1

Defined Namesin Excel can help keep your worksheet organized and easy to understand. Use this name for not
only cell ranges but also for values ??and formulas you use frequently.

To learn more, see the beginner's guide to Microsoft Excel.
Wishing you success!

Y ou finished reading the article "How to name an Excel cell or data area - Define Name feature on Excel"
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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