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Working with multiple worksheets

Microsoft Excel 2007

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

f M he |
Move to the first ove to the last
worksheet | i worksheet

Move to the next worksheet

Or

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
3. Dragit out to the right.

Horizontal scroll bar

Keyboard shortcuts to move between the worksheets are:

Move to previous sheet
Up |
Move to next sheet Ctr Page
ove to next shee Down
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Inserting a new worksheet

1. RIGHT click on a worksheets > Insert

16 Insert... <

17 Delete

18 Bename

19 Move or Copy...

20 &l Vview Code

21 {3}y Protect Sheet..

22 Tab Color 4

23

> Hide

25

TS Select All Sheets L
4 r M| SlH 4 » M| Sheet i omommeomwmm

ady Ready

2. Click OK (Worksheet is selected as default)

Insert

General | Spreadshest Solutions

EHL

M3 Excel 4.0
Macro

Chart

M3 Excel 5.0
Dialog

ol & &

International
Macro Sheet

2zl

Preview

Preview not available,

[ Templates on Office Online ]

o " Va,

:’ Ok l L‘ Cancel

s *
“sapannr®

Or, Home > Insert > Insert Sheet

&Home Insert
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1 el = 1 g . il
' Calibri 11 | A A = = Wirap Text Giomeel | ?—;ﬁ —L;‘ﬂ == : Ev
Paste B 7 U~ |- A== ] b & Center = $ - 9 9 [[%8 ;00| Conditional Format  Cell |Tnsert | Delete Format
- l 0 - I -l Bl Merge & Center - || - Formatting = as Table = Styles = - - - M
Cliphoard ™ Font (F] Alignmernt (F] Mumber (F] Styles ;g Insert Cells...
I Al h '\ Fe | j'ﬁ Insert Sheet Rows
& B & D E F G H I K L 1l :[f_.lasetiheqtguurm.s..
L 3
1 |:! :GE"'J Insert Sheet ‘,'
B B T T T T L L
Deleting a worksheet
RIGHT click on a worksheet > Delete
20
Insert.,
21
S
32 Delete @
e Bename
24 Mowe or Copy..,
25 G wiew Code
26 g Protect Sheet..,
a7 Tab Color »
28 Hide
29
30
. Select All Sheets
4 4 » M| Shetcrr—oreos e
Ready
Page 2 of 4



> MASSEY UNIVERSITY

"

Or, Home > Delete > Delete Sheet

:"i;'%\‘-, | =
—/ Haome Insert Page Layout Farmulas Data Rewview Wiew |
j Calibri Sl - | A AT | = =¥ | SiwrapText General b :Fé % .__;dl jm :;‘\ I_;:I E: W
Faste =| wad Merge & Center = | § - % # ||%8 ;%8| Conditional  Format  Cell Insert |Delete |Format Sort & |
- - || Farmatting = as Table = Styles = - - - T Filter~ ¢
Clipboard = Faont (F] Alignment F] Mumber (F] Styles 2% Delete Cells...
! h 5 | \‘ =% Delete Sheet Rows
B © o} E F ] K 1§ M| 3 Delete sheet Calumns
1 |:! | Delete Sheet
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.
20
Insert...
21
Delete
22
Rename h
23 =
24 Move ar Copy..,
25 G wiew Code
6 Gl Protect Sheet.,
27 Tab Calor »
28 Hide
29
an
. Select &l Sheets
M 4 F H | Sheetr —srEetz—7"Sreers
Ready

Moving a worksheet — Drag and drop

30

M 4 » M| Sheetl ~Sheetz ~ Sheetd . [

1.
2.

Click the tab of the sheet to be moved

Drag the selected tab to a new location

Insertion Marker

/-

Ready
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Mouse Pointer

f=ill
q M 4 b M| Sheet? . Sheetd
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Copying a worksheet (a quick way)

[l
TN

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

1. Click the sheet tab to be copied

2. Hold the CTRL key down

3. Drag the sheet to a different location.

4. Release the mouse button

5. Release the CTRL key.

30 A

- aT .

M 4+ M| Sheetl -~ Sheet2 - Shestd m] =

Ready Ea by :.
". as®

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

26

Insert...
2y Drelete
28
Rename
29
30_9 Mowe or Copy...
1 G wiew Code
a7 iy Protect Sheet.,
a3 Tab Colar 3
34 Hide
35
36 Select &ll Sheets

4 4 » M| Gheetl " SHeste " Thee
Ready

Selecting continuous sheets II

1.
2.

1.
2.

Move or Copy E]

Move selected sheets
To book:

Bookl w

Bef heek: .
BRI EEE Click here to
iSheetl

Shestz ' choose a different
Sheet3
{meree to end) workbook to

move or copy
Create a copy
[ Ok l [ Cancel

Tick this box if you want to copy

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 Il

——

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