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Managing Worksheets
Create a New Sheet

Click the New Sheet button (the rightmost tab)

Enter desired name

Rename Worksheets

Double-click tab, or
Right-click tab, choose Rename

Move Worksheet

Click the tab of the new sheet and hold for a second

Drag the tab to the left until a small black triangle is to the left of the Jan tab

Release the mouse button

Change Sheet Tab Color

Right-click sheet tab and choose a color

Copy Cells to Multiple Sheets

Select cells, right-click Copy

Select target cell on 2nd sheet

Click Paste button

Click tab of sheet outside group to unselect group
Format Cells on Multiple Sheets

Select cells on 1st sheet

Ctrl click tab of 2nd (3rd, 4th, etc.) sheet

Adjust format of cells on 1st sheet

Click tab of sheet outside group to unselect group

Linking Worksheets
Link Sheets with Formulas

Start formula on 1st sheet

Click cell on 2nd sheet to include it in the formula

Note: Sheet name and “!” precedes cell address:
=Jan!G25

Continue creating formula
Link Sheets Using Range Names

Create a Range Name:

Click cell on 1st sheet

Click in Name Box
(in upper left of window)

Enter desired name
Note: Don’t use spaces

Use a Range Name in a Formula:
Click cell on 2nd sheet

Start formula

Type first few letters of Range Name

Choose Range Name from list by hitting Tab key

Link Cells in One Sheet to Another

On 1st sheet, Copy cells

On the 2nd sheet, right-click a cell, choose Paste Special

Choose Paste Link

If desired, click Paste Format

Styles
Apply a Style

Select cells

In Home ribbon, click Cell Styles button

Choose desired style

Create a New Style

Select cells

In Home ribbon, click Cell Styles button

Click link: New Cell Style

Enter a suitable name

Comments & Links

Create a Comment:

Right-click any cell
Choose Insert Comment

Type comment and click outside comment
(Do not hit Enter key)
Note red triangle in cell

Edit comment:

Right-click comment

Choose Edit Comment

When finished editing, click outside comment

Create a Hyperlink:

Enter web address in cell
Modify a Hyperlink

Right-click cell and choose Edit Hyperlink

Change any of the following:

Web address

Text to Display in cell

ScreenTip (appears when mouse over)

Link to other worksheets, as a Table of Contents
Choose “Place in this Document”

Then pick cell and sheet
Printing
Put Headers / Footers on Multiple Worksheets

Select multiple sheets

Click Insert > Header & Footer

Type Header/Footer in appropriate box

Double-click cell in main part of worksheet to exit Header/Footer mode

Click View > Normal to return to the Normal view
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