How to use Scenarios in Microsoft Excel

Scenarios are similar to Tables, in that you are asking "What if"? "What if I change this value, or that amount? What will the spreadsheet look like then?" The difference is that you can create a number of different scenarios and save them. 

An example of a scenario you might want to create is this:

You've worked out the family budget, and find you have barely enough left for a night out. The question is, what can you cut back on to give yourself more spending money?

We'll create a spreadsheet to tackle that problem, and you'll see how scenarios work. To get started, there's a new spreadsheet for you to download:

When you open up the spreadsheet, you'll see there is only 46 pounds left at the end of every month. And the cost of the car hasn't even been included yet! Clearly, some cutbacks have to be made.

With a scenario, we can switch between our different budgets and see which one we like best. The best way to see how a scenario works is to construct one you.  

Scenarios

To create your scenario, do the following:

· From the Excel menu bar, click on Tools
· From the drop down menu, click on Scenarios
· The Scenario Manager dialogue box pops up
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· We want to create a new Scenario, so click the Add button

· The Add Scenario dialogue box pops up
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· Click inside the Scenario Name text box and type Original Budget
You now need to tell Excel which cells will be changing. Although nothing will be changing in this scenario (because it's our original), we still need to specify which cells will be changing. We want to reduce the Food bill, the Clothes Bill, and the Phone bill.

· So click inside the Changing Cells text box

· Click back on your spreadsheet and highlight cells B7 to B9

· The "marching ants" will appear around your selected area, and your dialogue box will look like this one:
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· Click the OK button at the bottom

· Excel will prompt you for the Scenario Values

· We don't want the values on the original to change, so just click OK

· You are taken back to the Scenario Manager Dialogue box, and you'll see the scenario you have just created displayed.

We now need to create another Scenario, so that we can switch between the original budget and the new one. So click the Add button to add a new scenario.

· When you get the Add Scenario dialogue box back up again, click inside the Scenario Name text box and type Budget Two.

· The Changing cells text box should read B7:B9. These are the cells we want to change, so leave them alone

· Click the OK button at the bottom of the Add Scenario dialogue box

· You will be taken to the Scenario Values dialogue box. It looks like the one below:
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The values in the Text Boxes are the ones from cells B7, B8, and B9. Click inside each text box and type in a different value. The 280 spent on food can be changed to something like 180. Take 50 off the clothes bill. And take 20 off the phone bill. Your dialogue box will then look like this one:
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Click the OK button when you're done. You'll be taken back to the Scenario Manager. And this is where the fun starts.

To view a scenario, click on one from the list. Then click the Show button. In the image below, Budget Two has been selected:
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After you click the Show button, have a look at your spreadsheet. The figures should have changed. Select Original Budget from the list, then click the Show button. Your spreadsheet should show the original figures.

Click the Close button on the dialogue box when you're done. To view your two scenarios again, just click on Tools > Scenarios. This will bring up the Scenario Manager again. 

So a Scenario offers you different ways to view a set of figures, and allows you to switch between them quite easily.

 

Scenario Reports

Another thing you can do with a scenario is produce a report. This is quite easy. To produce a report of your scenarios, do the following:

· Click on Tools from the menu bar

· From the drop-down menu, click on Scenarios
· The Scenario Manager dialogue box appears

· Click on the Summary button

· The following dialogue box appears
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· To change the result cells, click on your spreadsheet

· Click individual cells by holding down the Ctrl key on your keyboard, and then clicking inside a cell with your left mouse button

· So hold down the Ctrl key and click on cell D3 (income)

· Hold down the Ctrl key and click on cell B12
· Hold down the Ctrl key and click on cell D13
· If you make a mistake and want to get rid of a highlighted cell, just click inside it again with the Ctrl key held down

· Click OK when you're done

· Excel will produce the Summary for you. It will look something like the one below:
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Auditing:
	This toolbar enables you to graphically display or trace the relationships between cells and formulas.
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	 Error Checking - Checks the active worksheet for errors. If your worksheet contains errors then the Error Checking dialog box is displayed.
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	 Trace Precedents - Draws tracer arrows from the cells that supply values directly to the formula in the active cell. You can press this button multiple times to see additional levels.
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	 Remove Precedent Arrows - Removes tracer arrows from one level of dependents on the active worksheet.
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	 Trace Dependents - Draws a tracer arrow to the active cell from formulas that depend on the value in the active cell. You can press this button multiple times to see additional levels.
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	 Remove Dependent Arrows - Removes tracer arrows from one level of dependents on the active worksheet.
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	 Remove All Arrows - Removes all tracer arrows from the active worksheet.
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	 Trace Error - Traces cells with error values. If the active cell contains an error value then tracer arrows are drawn to the cells that may have caused the error.
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	 New Comments - Inserts a comment in the active cell. For more information about comments, please refer to the Comments page.
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	 Circle Invalid Data - Draws red circles around any cells that contain values that are outside the limits you set by using Data Validation. To see what data restrictions and messages are in effect for a cell, click the circled cell, and then select (Data > Validation). For more information, see the Data Validation section.
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	 Clear Validation Circles - Removes circles around cells that contain values outside the limits you set by selecting (Data > Validation). To see what data restrictions and messages are in effect for a cell before you remove circles, click the circled cell, and select (Data > Validation).
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	 Show Watch Window - Displays the Watch Window that can be used to keep a close eye on certain formulas as you make changes to other parts of the worksheet.
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	 Evaluate Formula - Displays the (Tools > Formula Auditing > Evaluate Formula) dialog box that enables you to evaluate parts of a formula.
	 


	 
	Things to Remember
	 


	 
	  
	The quickest way to display the Formula Auditing toolbar is by selecting (View > Toolbars) or by right clicking on any grey area of a toolbar.
	 

	 
	  
	Alternatively you can select (Tools > Formula Auditing > Show Formula Auditing Toolbar).
	 

	 
	  
	To trace the cells that supply values indirectly to the formula in the active cell, click the Trace Precedents button again.
	 

	 
	  
	To add additional levels of indirect dependents, click the Trace Dependents button again.
	


