
Working with Large and Multiple Worksheets 
3‐D References 
When working with large workbooks, it may become necessary to summarize the data contained within the workbook. If your data 
meets a particular set of criteria, you can use 3-D References. 

 



Using our example, we can see that we have 4 different worksheets contained within a workbook. Each has a Totals row with values that 
are located in the same cells on each worksheet. Given that layout, we can create a worksheet to summarize the data on all the other 
worksheets within the workbook. 

Create a summary sheet by copying the data from an existing one. Delete any values you wish to summarize. 

 



We will now enter a formula to calculate the total number of units ordered across all regions.  

1. Click in cell F2 (where we want our first result) 
2. Type =sum( 
3. Go to the first worksheet (In this case, West) with the value you want.  
4. Click and hold the Shift button on your keyboard 
5. Click on the last worksheet (in this case, North) This will select the worksheets you clicked on as well as any in between them. 
6. On the West worksheet, click on F2. 
7. Close parentheses and press the Enter key. 
8. Cell F2 should now display a value representing the sum of all values in the F2 spot. 
9. Use the Fill tool to populate columns F, G, and H 
10. Assuming you left appropriate formulas in place, the last 3 columns should populate themselves. In the example above, the totals 

for columns F, G, and H were deleted. Use the fill tool to continue calculating the averages or use this as an opportunity to get a 
different value. 



 

Note the range of cells being used in the function. 

Using Subtotals 
Looking at our summary sheet, we can see that we need some further analysis to determine what is happening in our company. The 
cause of the loss can be any one of a number of factors. 

Let’s say that we have other data pointing towards complaints about particular components and we want a quick snapshot to see if the 
losses are higher with a particular vendor, indicating perhaps poor quality control on their part. 

We might want to use subtotals to determine whether there is a vendor that seems to be the biggest offender in terms of profit and loss. 



To use Subtotals, first sort the data on the column you wish to use as the criteria for subtotals. In other words, in this situation we would 
sort the Vendor column. 

 

This already allows us to see that we regularly lose money on products made by Skinder. However, that could be due to a number of 
reasons. Besides comparing the data we might have about complaints/returns, we can also compare wholesale and retail prices, number 
of units ordered, etc.  

Make certain we select a cell within the range we wish to subtotal. Go to Data Tab -> Outline Group -> Subtotal 



 

In the Subtotal pop up, choose how we want to summarize our data. For At Each Change In, choose the column you sorted. You can 
choose a single function for all of the columns you want to subtotal. Choose the columns you want to subtotal. (*NOTE: while the term 
subtotal usually refers specifically to the SUM function, in Excel you can calculate most common functions using the Subtotal feature) 

Excel creates an outline of the data, inserting new rows with the (in this case) average values of the selected columns. 



 

The manual total row we created is no longer necessary, and actually throws off our final numbers, so delete it. Using a little cell 
formatting to help distinguish the average rows, You now get a clearer understanding of the data. Skinder has the most units ordered 
and the least units sold. We can also wee that we have some individual components from other companies that also sell poorly, and we 
can make decisions accordingly. 

Advanced Filters 
To really drill down and figure out where our problems are, we may choose to use filters to limit how many rows are displayed. To filter 
our data, make certain a cell within the range is selected, then on the Home Tab -> Editing Group -> Click on Sort & Filter.  



 

Clicking on Filter results in Filter buttons for each column. Clicking on the Filter button allows you to fine tune your filtering. You can 
filter by cell color (helpful if using a feature such as conditional formatting to determine your cell color), as well as by criteria specific to 
the type of data contained within the cell.  

Since the Profit column has numbers, all the filter options refer to numbers.  There is also a list of all the unique values found within the 
column in question. By clearing or checking values, you can filter according to those values. 

Excel also has advanced filter features that can be accessed by going to the Data Tab -> Sort & Filter Group -> Advanced. 



 

The list range is the range of cells that contain the data you wish to filter. 

  



The criteria range is the range of cells that hold the criteria you wish to use for filtering. Notice that the range in question has column 
headers that exactly match column headers in our list range. 

 

Applying the filter only leaves the result(s) that matches the criteria 

 

Click on the Data Tab -> Sort & Filter Group -> Clear button to clear the filter. 

Filters by default are straightforward. Excel looks for a value that matches your criteria value in the column that matches your criteria 
column. However, you can make these criteria ranges more powerful in the following ways: 



 

multiple criteria (AND) put information in multiple columns 

 

either or criteria (OR) put information in different rows and different columns 

 

functions or formulas use the function or formula in the criteria value areas. 

In each situation, the criteria range is all cells, including the column headers, being used as criteria for the filter. 


