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Working with multiple worksheets

Microsoft Excel
You can have up to 256 worksheets within the same workbook (file), and each new file automatically contains 3 worksheets.
Viewing all tabs

When you have many worksheets, some of them are hidden by the horizontal scroll bar. Use the button at the left bottom
corner of the worksheets to view hidden ones.

Move to the previous worksheet

A1
Move to the first 4 4 r_ N 5 h Bg E] i Move to the last
worksheet = worksheet
Read |
Move to the next worksheet
Or Horizontal scroll bar
Stretch out the horizontal scroll bar at the bottom right corner of the worksheet.
1. Mouse over the border of the scroll bar and tab.
2. Hold the mouse down when the cursor becomes q-"-;
-
‘¢‘ '0
o
[ §
. +[H}n | . il | [
’..._‘. Average: 5741176471 Count: 255  Sum: 14640 | |- O] £ 100%% I—- U

3. Dragit out to the right.

(yboard shortcuts to move between the worksheets

are:
. Page
Move to previous sheet

Move to next sheet
Down
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Inserting a new worksheet

1. RIGHT click on a worksheets > Insert

-

Insert...
= @ Delete
23 Eename
34 Move ar Copy..
35 = View Code
36 @ Protect Sheet..,
37 Tab Color »
gt Hide
= Unhide...
a0
Select All Sheets
m Sheatr /sneez 7 snees - ¥
Ready |

2. Click OK (Worksheet is selected as default)
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General | Spreadsheet Solutions

o & & =
= P
Worksheet Chart  MSExcel 40  International review
Macro Macro sheet
MS Excel 5.0
Dialog

Preview not available,

PR LLLE N
\d Ed

o Jd o ]

a *
LT T LA
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Templates on Office.com ™
*

Or, Home > Insert > Insert Sheet

TH 9~

Home Insert Page Layout Formulas Data Review View
- . R
% & cut Calibri 16 - N A= = | - 51 wrap Text General - ﬁ EEI- @ ‘R Eﬁ
153 copy ~
Paste . B I U-~ - e AL = . = 53 Merge & Center ~ | § - % » | %0 ;%0 Conditional Format  Cell Insert | Delete Format Sort & Find &
-~ < Format Painter u-H A- =8B= g " >0 Formatting + as Table » Styles~ | |+ - ~ | 2Clear”  Filter~ Select~
Clipboard [F] Font [F] Alignment [F] Mumber [F] Styles E.u Insert Cells... Editing
. =
| Print_Area bl 5| Za Insert Sheet Rows L
| A | B c | D | E | F ‘ G H J K L M N ‘ uﬁ" Insert sheet Columns R s
16 gunmREREEENNL,,
: E Insert Sheet -
17 Yagar. 0 el EEEEg,,
"taammnnnng®
18 ¥, |Insert Worksheet (shift-F11) o

Deleting a worksheet
RIGHT click on a worksheet > Delete

Insert... _L‘

32 =l
E geh—

33 Rename If
34 Move or Copy... E
a5 G Vview Code
36 [y Protect Sheet...
37 Tab Colar »
38 .

Hide
39

Unhide..,
a0 u

Select All Sheets
M 4 b M| Sheeleomeoe——on o

L] A
T T T T L

Note: Keyboard shortcut for Insert Worksheet
Shit +F11
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Or, Home > Delete > Delete Sheet

W e Bookd - Micrasoft Excel W ——
Home Insert Page Layout Formulas Data Review View
= & cut Calibri 16 v A AT E[;E B = Wrap Text General - = I DI o . i E Autosum ~
F‘_ai R A B 7 U~ H- &~ AAv === E ;M B Center v | % v U 9 | 59 ;00 Cor?it%nal %‘t Ef Iislert Delete l;?;\t @Fillv
- <Jf Format Painter - - == i Frae & Lemer ° 8 >% | Formatting - as Table - Styles - - 2 M 2 Clear -
Clipboard £l Font El Alignment El Number Fl Styles % Delete Cells... ;
I Print_Area hd % ‘ ?“ Delete Sheet Rows L
| A | B c | 2] | E F G H ! J K | N N | o 'i‘u Delete Sheet Columns
16 \Lﬂ Delete Sheet
17
Naming the worksheets
1. RIGHT click on the worksheet
2. Click on Rename O R 1. Double click on the worksheet tab to rename
3. Enter the new name 2. Enter the new name
4. Press ENTER key to complete renaming. 3. Press ENTER key to complete renaming.
7 Insert...
23 I_E Delete
24 Eename h
25 Move ar Copy...
26 & view Code
27 (&g Protect Sheet...
28
Tab Color 4
29
31
32 Select All Sheets
M 4 » M| Sheetl | Sheecz —=mmees =
Moving a worksheet — Drag and drop
1. Click the tab of the sheet to be moved
2. Drag the selected tab to a new location
Insertion Marker E
Mouse Pointer 29
30 30
31 q 31
M 4 » M| Sheetl | Sheet2 . Sheet3 . ¥J 4 4 » M| Sheetl | Sheet2  Sheetd #J
Ready | Ready |
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Copying a worksheet (a quick way)

1
2.
3.
4
5

Click the sheet tab to be copied

Information Commons - IT Help Sheet

Hold the CTRL key down

Drag the sheet to a different location.
Release the mouse button - 4
Release the CTRL key.

29 JRETH

*
30 B 3
32 % K

* * o
M 4 » M| Sheetl | Sheet2 . Sheet3®*¥2
Ready |

Tip: When copying, a plus sign will appear in the
worksheet picture of the mouse pointer

Moving/Copying a worksheet - Different workbook (file)

1.

ukhwnn

RIGHT click on the worksheet
Choose Move or Copy

Click on the To book drop down box
Choose the workbook name

Click on the OK button

22 Insert...
23 Lwl Delete
24 Rename
25 é Mowve or Copy...
26 =1

Q= View Code
27 a

g Protect Sheet...
28

Tab Colar »

29
30 Hide
31
32

Select All Sheets
W 4 v M| Sheetl -~ Sheet3 | swecczr—m

Ready |

Selecting continuous sheets ll

1.
2.

——

Click the first sheet tab to be included in the group

Hold the SHIFT key down and click on the last tab to be

included.

Selecting non-continuous sheets

1.
2.

Click the first sheet tab to be included in the group
Hold the CTRL key down and click on each tab to be
included.

F N
Move or Copy u_J@ e e

Move selected sheets
To book:

Book1 E

Before sheet:

Click here to

- .
Sheet3 choose a different

?;Eizm end) workbook to

move or copy

[{] create a copy

Tick this box if you want to copy

Grouping worksheets is a quick way of
moving, copying, inserting and deleting
tabs in some cases

For example, you can insert more than one
tab at the same time if you use this tip!
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