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Lab 2: Consolidating Data by Linking Workbooks

Note: To complete this assignment, you will be required to use the Data Files. Please contact your
instructor for information about accessing the Data Files.

Prablem: The Apply Your Knowledge exercise i this module calls for consolidating the payroll
dara from fonr worksheers 0.2 §fth worksheet in the same workbaok. This exercise takes the sime.
data, this time stored in four separate workbooks, and then consolidates the total sales and total
commission by linking to.a ifth workbook.

et ;. Perform the following tasks:

1. If necessary, copy the following five files from the Data Files to the location at which you save:
your solution fles. Lab 5 2 Commission Annual, Lab § 2 Commission Quarter 1, ah 5 2
Comumission Quarter 2, Lab § -2 Comamission Quarter 3, and Lab § -2 Commission Quarter 4.
Run Excel. Using the Search box with the term, commission, open the five files.

2. Use the Switch Windows button (View tab | Window group) to make Lab 5 -2 Commission
Annual the active workbook. Save the workbook in the same location, using the file name, Lab
52 Commission Annual Complete.

3. Select cell C9. Click the Sum button (Home tab | Editing group) and then switch to the
Lab 5 -2 Commission Quarter 1 workbook. When the workbook is displayed, click cell D9,
change the absolute cell reference SDS9 in the formula bar to the relative cell reference by
deleting the dollar signs. Click immediately after D9 in the formula bar and then press the
conewn key.

4. Switch to the Lab § -2 Commission Quarter 2 workbook. When the workbook is displayed,
click cell D9, change the absolute cell eference SD$9 to D9, click immediately after D9 in the
formula bar, and then press the coMMA key:

. Repeat Step 3 for the Quarter 3 and Quarter 4 workbooks. After adding the Quarter 4
workbook reference, press the v key rather than the coMMA key to sum the four quarter
sales figures. The annual total sales for employee DKS2 should be $221,500.00 as shown in
Figure 5-75.

6. With the workbook Tah 5 2 Commission Annual Complete window active, select cell C9 and
drag the fill handle through D9 to display total commission for employee DKS2.

7. Select cells D9 and C9. Drag the fll handle through cell D13 to display the total sales and
total commission for all employces, and s annual totals, When the Auto Fill Options button
s displayed next to cell D14, click the Auto Fill Options button and then click Fill Without
Formatting.

8. Save and close all workbooks. Submit the solution as specified by your instructor.
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1. Tf necessary,run Excel and open Lab 5 -2 Commission Quarter 3. Change the quarterly sales

(e for employee LM33 in row 10 from 34,000.00 t0 39,500.00. Save and close the workbook.
Total: 2 sheets of paper 2. Open Lab 2 Commission Quarter 4. Change the Quarterly Sales for employee TZ98 in row
12 from 32,000.00 t0.29,000.00. Save snd close the workbook.
= o 3. Open Lab 52 Commission Annual Completz workbook saved carle in Part 1 of this cxercise.
16 Excel displays a security warning, lick the Enable Content button. Save the workbook using

the il name, Lab 5 -2 Commission Annual Complete Revised. Click the Edit Links button

(Data ab | Connections group). Select each fle inthe Edit Links dilog box and then click the

Update Values button (Edit Links dialog box) o instruct Exeel to apply the current values in
Destination [ Canon MX450 series Pri.. the four source workbooks to the consolidated workbook (Figure -75).
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4. Ifrequested by your instructor, enterthe text Prepared by followed by your name n the
header, on the lefeside.
5. Create a chart based on the data in cells you have BS:D12, using the recommended chart
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the content and formatting.
6. Save the workbook. Submit the revised workbook ss specified by your instructor.
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