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Microsoft Excel – Tutorial 6, Session 6.1
Managing Multiple Worksheets and Workbooks
Skills Checklist and Notes

· Grouping Worksheets (i.e. Selecting Multiple Sheets)
· When worksheets are grouped, any changes made to one of the sheets is automatically applied to all other sheets in the group
· This is a tremendous time-saver when entering formulas and functions, formatting, etc

· We “group” worksheets by selecting multiple sheets

· To group sheets appearing contiguously in a workbook, click the sheet tab for the first, then hold down [Shift] and click the tab for the last

· To group sheets appearing anywhere in a workbook, click the sheet tab for the first, then hold down [Ctrl] and click the tabs for each of the others

· To “ungroup” the sheets, right-click the tab of any sheet in the group and choose Ungroup Sheets
· Forgetting to ungroup sheets can cause problems.  E.g. if you update the data in a particular cell on one of the sheets, the new data will be entered into the corresponding cell of every sheet in the group!

· Moving and Copying Worksheets
· To move a worksheet within the same workbook, drag the sheet tab 

· To copy a worksheet within the same workbook, drag the sheet tab while the [Ctrl] key is pressed

· To copy or move worksheets to a different workbook:

1. Select the sheets
2. Right-click a sheet tab and choose Move or Copy...
3. Choose the destination workbook and the position in that workbook where you want the sheets to go

4. To copy the sheets, make sure the Create a copy box is checked.  To move them, leave it unchecked
5. Click OK
· Referencing Cells and Ranges in other Worksheets of the Same Workbook (“Worksheet References”)
· A sheet reference consists of the worksheet name followed by an exclamation point.  E.g.,
=Quarter1!B5 + Quarter2!B5 + Quarter3!B5 + Quarter4!B5

Assigns the sum of cells B5 on each of the 4 sheets to the cell containing the formula

=VLOOKUP(C6, 'Lookup Table'!$A$1:$B$12, 2) 

The second argument references range A1:B12 of the sheet named Lookup Table (we will learn all about the VLOOKUP function later)
(Note that Excel uses an exclamation point to separate the sheet name from the cell reference or range)
· To create a sheet reference in a formula or function

1. Click the sheet tab

2. Click or drag to select a cell or range of cells on that sheet

3. Continue entering the formula or function

· Note that if you are entering the sheet name by typing (not recommended!) and it contains any spaces, you must enclose it in single quotes.  You would also have to enter the exclamation point regardless

(
“3-D” Sheet References
· A 3-D reference is a range of cells that spans two or more contiguous worksheets in the same workbook.  E.g.,


=SUM(January:December!K9)

Computes the sum of cells K9 on all worksheets from the one named January thru the one named December, inclusive


=AVERAGE('Quarter 1:Quarter 4'!C12:C20)

Computes the average of cells C12 thru C20 on all sheets from the one named Quarter 1 thru the one named Quarter 4, inclusive

(Note that Excel uses an exclamation point to separate the “sheet range” from the cell reference or range)
· To create a 3-D sheet reference in a function:
1. Click the sheet tab of the first sheet

2. Hold down [Shift] and click the tab of the last sheet

3. Click or drag to select a cell or range and press [Enter]
· Sheet references are always absolute (although the $ is not used) so they remain constant when formulas/functions are copied/moved to other sheets

· Printing a Worksheet Group
To print all the sheets in the group, click the Office button and choose Print. (Don’t forget to use Print Preview)
· Naturally, any changes you make in Page Setup will affect all worksheets in the group
