DESCRIPTION AND INSTRUCTIONS FOR EXCEL TEMPLATE WORKBOOKS

Templates

The text web site contains 20 template workbooks (or files), each workbook corresponds to a

chapter or chapter supplement in the text (e.g. ch04s.xlt is the template workbook for the

supplement to chapter 4). The workbooks include a total of 65 templates - see the list of templates.

Most of the templates include both the "standard" version of the template and a "basic" version

which is provided as a starting point for students wanting to build their own spreadsheet solutions. 

See instructions below for using both standard and basic templates.

Tutorials

The text web site contains eight screen-cam tutorials which demonstrate the use of these

templates - see the list of tutorials.  The tutorials are video files with audio and can be played on a

media player. When viewing the tutorials you may be able to toggle the media player in/out of full

screen mode by pressing Alt-Enter. Also there are three volume controls, one on the media player,

one in your computer settings, and a volume knob on your speakers.

Software Requirements

The templates are programmed to be fully functional in Excel 2010 and 2007, the templates can also be saved in a format to be used with earlier versions of Excel by using File Sale As and selecting an Excel 97-2003 worksheet.
Display Resolution

These templates were created for a display resolution setting of 1280 x 960 pixels but can be used

with other settings.  Use View/Zoom in Excel to fit a template to the screen size.

Macros and Setting Macro Security

Most of the templates include buttons and spinner controls which are programmed with macro

instructions, these buttons and controls are described below.  With the exception of the Job

Sequencing template (chapter 16) and the PERT/CPM templates (chapter 17) the templates could

be used with the macros disabled, but you would lose the convenience of the programmed controls.

To allow the macro instructions to be run you must first set the macro security in Excel and then

you must enable macros whenever a template file is opened.

The procedure to set macro security in Excel 2010:  

Select File menu (extreme upper left-hand corner of screen) 
Select Options (bottom left panel of dialog box) 
Select Trust Center (bottom left panel of dialog box) 
Select Trust Center Settings... (right side of dialog box) 
Select Message Bar
       Select the option to "Show Message Bar in all applications when active content … has been blocked"
Select Macro Settings
       Select the option to "Disable all macros with notification"
Press OK

The procedure to set macro security in Excel 2003:  

Press Tools/Macro/Security 
Select the option Medium 
Press OK

Then when you load a template containing macros you will be notified with a Security Warning

Select Options and select the option to "Enable this content" (Excel 2010 and 2007) 
or Select the option to "Enable Macros" (Excel 2003) 
Press OK

Opening a Template Workbook

You can open a template workbook either by running the start-up application on the student DVD

and selecting an individual workbook or by first using Windows Explorer to copy the templates

directly to your hard drive or flash drive and then opening the workbook from there.

Contents of the Template Workbooks

A template workbook is made up of worksheets (or pages), each worksheet has a name which

appears on the tab at the bottom of the Excel screen.  The first worksheet is the table of contents

followed by the templates, each on a separate worksheet. The student workbooks contain copies of

the examples and solved problems in the text, these copies show the data and results but do not

contain formulas, buttons, or graphs,  In order to manipulate these examples or solved

problems in a template, the input data must be copied from the shaded cells in the copies

and pasted (using Paste Special/Values) into the appropriate template. The instructor template

workbooks contain the examples and solved problems as separate "live" templates and the

chapter-end problems are included as copies of the templates.

You can move from one worksheet to another either by clicking on a worksheet tab at the bottom of

the Excel screen or by clicking on a hyperlink like the one to the left, this hyperlink will take you

back to the top of this section.

Basic Templates

Most of the individual templates contain both the "standard" version of the template at he top of the

worksheet and the "basic" version below it.  There are hyperlinks to move back and forth between

the standard and basic versions.

The basic templates are simpler and do not have any cell protection, absolute addressing,

programmed controls, and are not as "general purpose" in solving problems as the

standard version of the template. Rather, the basic templates show all formulas and calculations

and are intended to be a starting point for students wanting to build their own spreadsheet

solutions.  The basic templates can be copied with the entire worksheet as described below or

copied separately by selecting just the basic template, copying it, and pasting it in a blank

worksheet. Note that the basic templates do not contain absolute addressing to facilitate this

copying, but in some cases you may want to use absolute addressing as you expand on it.  Also

note that if you select and copy a basic template with a graph, it will be necessary to correct the

range references for the graph to refer to the ranges in the worksheet you are pasting it into.

Entering Data

Enter data only in cells which are shaded cells. You can enter formulas and cell references with an

equal sign (e.g. =5*.243/12 or =H3) and you can link one template with another worksheet by using

a cell reference to the other worksheet (e.g.  =Sheet1!H3).

Pasting Data into a Template

When you copy data from another worksheet and paste that data into the input (i.e. shaded) area of

a template, you should use Paste Special/Values to avoid changing the formatting in the template.

Deleting Data

Many of the templates have a clear button which will enable you to delete all input data from the

shaded cells.  For templates without a clear button or to delete selected data from shaded cells,

select the cell(s) and press delete, do not enter a space or zero because many templates will

distinguish between a blank cell and a cell containing the space character or zero.

Programmed Buttons

Programmed buttons will allow you to clear the data from a template or to solve the current problem

entered in a template - just click on it to press it. Spinner buttons allow convenient incrementing of

certain parameters and may appear without a variable increment or with a variable increment. 

Pressing the spinner button will increment or decrement the parameter either by a fixed amount or

by a variable amount (e.g. x = .1).  You must enter your desired value for a variable

increment. You may also enter data into the parameter directly without using the spinner button. 
After pressing a programmed button, you may have to select any cell in the worksheet to re-activate the worksheet.

Notes

Some of the templates have notes for using the template.  The notes are at the bottom of the

template and there may be a hyperlink to take you down to the notes.

Making a copy of a Template

You can copy an entire template (i.e. the entire worksheet) by right-clicking on the worksheet tab

and selecting Move or Copy....  You can put the copy into the same workbook or a different

workbook.  You should check "Create a copy" to copy rather than move the template.  The

resulting copy will function exactly the same as the original template, including the

programmed buttons.

Inserting a Blank Worksheet

You can insert a blank worksheet into a template workbook by right-clicking on the worksheet tab

of a template and selecting Insert....  The blank worksheet can be used, for example, to perform

intermediate calculations or to link templates.  You can also enter formulas (e.g.

intermediate calculations) in the template worksheet itself, using cells to the right or

below the template calculations.

Printing a Template

You can print a template by simply pressing the Office Button (extreme upper left-hand corner) and

selecting either Quick Print, or Print (to select part of the template to print), or Print Preview (for

even more options).

Saving a Template Workbook (or File)

When you open a template workbook (in other than Read-Only mode) a digit is appended to the file name

(e.g. ch02 becomes ch021) to indicate that it is a copy of a template file.  When you save

the workbook you can either use the supplied name or you can simply use Save As to re-name

your file to any name you choose.  

The default file type for saving a file is the Excel 2003 format (with an .xls extension) which will

preserve the functioning of the macros and can be used in both Excel 2007 and Excel 2003.  If you

want to save your workbook in Excel 2007 format you should use the macro-enabled form (with an

extension .xlsm) to preserve the functioning of the macros. If you save the file as a normal Excel

2007 file (with an .xlsx extension) the programmed controls will not function but everything else,

including all cell values, formats, and formulas, will be preserved.

Using Trial and Error or Goal Seek

Some problems may require trial and error (e.g. changing the smoothing constant to achieve the

lowest MAD), spinner buttons are provided to facilitate such trial and error.

Other problems are solved "backwards" (e.g. what service level results from a reorder point of 125).

While trial and error will work, using Goal Seek in Excel will often get a more accurate solution

faster. To use Goal Seek, first enter values for all input parameters in the template (including a

reasonable guess for the unknown e.g. service level), and then use Goal Seek to set the goal (e.g.

reorder point to 125) by changing the changing cell (e.g. service level).  In Excel 2007, Goal Seek is

under What-If Analysis on the Data ribbon.  

Using Solver

The Transportation Method (in ch08s and in ch14), and the Assignment Method (in ch17) use the

Excel Add-In Solver.  Notes are provided in each of these templates for adding in and

using Solver.

Round off

There are several types of round off.  First, a digital computer represents numbers as

digital numbers of fixed length, and may introduce a computer round off error, but this

error is extremely small and it would be extremely unlikely to notice it in these templates.  Second,

the Solver Add-In has a set precision which also results in an extremely small round off error (e.g.

1.234E-10) and these numbers may be treated as zero.  Third, the templates do not round off

numbers, but the textbook does (e.g. probabilities for the normal distribution are rounded off to 4

places), this will result in small but noticeable differences between results in templates and the

textbook.

