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Microsoft Excel 2010: Linking Worksheets

1.5 hour

In this workshop we will insert, delete and rename worksheets; change data and formatting on
multiple sheets at the same time; link worksheets to create a Totals page; move sheets into
different workbook (file); and change the view to see multiple books and sheets at the same
time. This intermediate workshop assumes prior experience with Microsoft Excel.
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Number of Worksheets
An Excel workbook used to have a limit of 255 worksheets, but the 2016 version is limited only by the
available memory. By default, new workbooks begin with one worksheet.

You can change the default setting from the Excel Options. The Options button is at the bottom of the
File menu. In the General group of the Excel Options, you can set the number of sheets to be opened in
a new workbook.

‘a8 General options for working with Excel.
[ [t 9

Proofing User Interface options
Save v Shaw Mini Toolbar on selection .
Language 1 Show Quick Analysis options on selection
Advanced + Enable Live Preview 't
Customize Ribbon ScreenTip style: | Show feature descriptions in ScreenTips >
Quick Access Toolbar When creating new workbooks
Add-ins Use this as the default fopt: | Body Font v
Trust Center Font sige: 11 =
Default yiew for new sheets: | Normal View -
Include this many sheets i i
‘ersonalize your copy of iCro: ice
LUser name: Pandora Rose Cowart

Abways use these values regardless of sign in to Office.

Office Theme: | Colorful =
Start up options

Choase the extensions you want Excel to open by default: Default Programs...
1 Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.

~ Show the Start screen when this application starts

OK | Cancel

L

You can set new books to start between 1 and 255 sheets. Changing this setting will not modify the
current workbook, only future new workbooks.

Inserting Worksheets
You can insert a worksheet by doing one of the following:

= Click on the Insert Sheet button located at the bottom of the window. The new sheet will be
inserted after the selected worksheet.

: et1'® i p

Ready &
. £ Tx = X A
or Press Shift-F11 on the keyboard. =1 gL [ Fill
Insert Delete Format
- . . & Cl
or from the Home tab, the Cells group, Insert, Insert Sheet. B Dnsert Cells.

EE Insert Sheet Rows

or Right-click on the name of any sheet and choosing Insert... Excel will then | insert sheet columns
ask what you want to insert. Choose Worksheet and click OK. EEL mnsert sheet

To insert multiple sheets at once, select the number of worksheets you would like to insert and follow
the steps above. If three sheets are selected when you insert a worksheet, then three new sheets will be
inserted. See Selecting Multiple Worksheets later in this handout.
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. = = | = Avosen ]
Deleting Worksheets S B[] | Z huosm

You can delete a worksheet by doing one of the following: nsert [ Format m;:;r'
. . ¢ Delete Cells...
= Right-click on the name of the worksheet and choose Delete. oo
=X  Delete Sheet Rows
k3 Delete Sheet Columns
= or from the Home tab, Cells group, Delete, Delete Sheet E ,;
> Delete Sheet

If the worksheet is empty it will be deleted, otherwise Excel will ask you to confirm the deletion.

Microsoft Excel &J

!.' Microsoft Excel will permanently delete this sheet. Do you want to continue?

| Delete | | Cancel |

Note that the message says, "To permanently delete..." Once you confirm this deletion there is No
Undo. The sheet and all the data are gone.

To delete multiple sheets at once, select the worksheets and follow the steps above. See Selecting
Multiple Worksheets later in this handout.

Renaming Worksheets
You can rename a worksheet by doing one of the following:

=31

(. = > AutoSum * A
= T i

. H Fill -
= Double-click on the name of the worksheet. nsert Delete format , Sortsl
- - - = Filter -
. . . Cells | cell Size
= or Right-click on the name of the worksheet and choosing Rename T Row Height
5 AutoFit Row Height
= or from the Home tab, Cells group, Format, Rename Sheet. T Column Width.
AutoFit Column Width
Default Width...
However, you choose to rename, the worksheet name will be selected. Vis"’:";’_&u . ’
e & Unhide
Organize Sheets
Sheetl She-et2| oy Rename Sheet
= e Move or Copy Sheet...

Tab Color 1

Protection

Type the new name and press Enter on the keyboard to accept it. - .
Protect Sheet...
Press Esc on the keyboard to cancel renaming the sheet. Lok e

E‘ Format Cells...

Your worksheet name can contain up to 31 characters. There are a few
characters that Excel won't let use in the sheet name.
Examples: Asterisk ( * ), Backslash (\ ), Colon (:), and Brackets ([])

Color Coding Worksheets
You can change the color a worksheet:

= Right-click on the name of the worksheet and choosing Tab Color.

= or from the Home tab, Cells group, Format, Tab Color.

Ly

SEEEM Sheet2 | Sheet3 (P
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Moving and Copying Worksheets
A worksheet can be moved by dragging it to a new location. Click on the worksheet name, don't let go,

and drag the worksheet left or right to the new location. When you are holding onto a worksheet, your
mouse cursor will show a sheet of paper and a little black arrow will appear above the sheets, this black
arrow will show you where the new worksheet will be when you let go of the mouse.

24 %
25

-

Sheetl | Shdet2 | Shdet3

®

-
-

If you hold down the control (Ctrl) key while moving the worksheet, you can create a duplicate, a copy
of the worksheet. This copies everything, all the contents and formatting. (Remember to let go of the
mouse before letting go of the keyboard.)

24
25 @
Sheetl | Shdet? | Shdet3 @
For more options do one of the following:
= Right-click on the sheet name and choose Move or Copy...
2 -
= or from the Home tab, in the Cells group, choose Format, A |
and choose Move or Copy Sheet Hove selected sheets
Book1 EI
The window that comes up allows you to choose a where you Before sheet:
. . -]
would like to place the sheet in the current workbook, or any open
book (under the To Book: menu). This includes an option to create ?ﬁfte}tu end)
a new Excel workbook (new book).
By default, this window will move the worksheet; click the check [ Create a copy
box at the bottom of this window if you would prefer to create a ok || Concel
copy.
Hiding Worksheets
For some templates and lookup files you may wish to hide a (E'-jm Ex i éiuuut?sum Ty
worksheet. j : Imsver‘t Delvete Fortnat 7CIIear' ?it:tretraf
Cells | Cell Size
= Right-click on the name of the worksheet and choosing Hide. 1T Row Height.
AutoFit Row Height
= or from the Home tab, in the Cells group, choose Format, R > 117 Column Width..
choose Hide & Unhide, and choose Hide Sheet. AutoFit Column Width
Default Width...
Unhiding Worksheets ey
. Hide Rows Hide & Unhide ]
Unhide a worksheet: Hide Columns e
Hide Sheet Rename Sheet
= Right-click on the name of any worksheet and choosing Unhide Rows Move or Copy Sheet..
Unhide.... Unhide Columns Tab Color ’
Protection
= or from the Home tab, in the Cells group, choose Format, E1 protect Sheet..
choose Hide & Unhide, and choose Unhide Sheet... - %OMGC
Format Cells...
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