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/en/excel2016/understanding-number-formats/content/	Introduction	Every	workbook	contains	at	least	one	worksheet	by	default.	When	working	with	a	large	amount	of	data,	you	can	create	multiple	worksheets	to	help	organize	your	workbook	and	make	it	easier	to	find	content.	You	can	also	group	worksheets	to	quickly	add	information	to	multiple
worksheets	at	the	same	time.	Optional:	Download	our	practice	workbook.	Watch	the	video	below	to	learn	more	about	using	multiple	worksheets.	Locate	and	select	the	New	sheet	button	near	the	bottom-right	corner	of	the	Excel	window.A	new	blank	worksheet	will	appear.	By	default,	any	new	workbook	you	create	in	Excel	will	contain	one	worksheet,
called	Sheet1.	To	change	the	default	number	of	worksheets,	navigate	to	Backstage	view,	click	Options,	then	choose	the	desired	number	of	worksheets	to	include	in	each	new	workbook.	If	you	need	to	duplicate	the	content	of	one	worksheet	to	another,	Excel	allows	you	to	copy	an	existing	worksheet.	Right-click	the	worksheet	you	want	to	copy,	then
select	Move	or	Copy	from	the	worksheet	menu.The	Move	or	Copy	dialog	box	will	appear.	Choose	where	the	sheet	will	appear	in	the	Before	sheet:	field.	In	our	example,	we'll	choose	(move	to	end)	to	place	the	worksheet	to	the	right	of	the	existing	worksheet.Check	the	box	next	to	Create	a	copy,	then	click	OK.The	worksheet	will	be	copied.	It	will	have
the	same	title	as	the	original	worksheet,	as	well	as	a	version	number.	In	our	example,	we	copied	the	November	worksheet,	so	our	new	worksheet	is	named	November	(2).	All	content	from	the	November	worksheet	has	also	been	copied	to	the	new	worksheet.	You	can	also	copy	a	worksheet	to	an	entirely	different	workbook.	You	can	select	any	workbook
that	is	currently	open	from	the	To	book:	drop-down	menu.	To	rename	a	worksheet:	Right-click	the	worksheet	you	want	to	rename,	then	select	Rename	from	the	worksheet	menu.Type	the	desired	name	for	the	worksheet.Click	anywhere	outside	the	worksheet	tab,	or	press	Enter	on	your	keyboard.	The	worksheet	will	be	renamed.	To	move	a	worksheet:
Click	and	drag	the	worksheet	you	want	to	move	until	a	small	black	arrow	appears	above	the	desired	location.Release	the	mouse.	The	worksheet	will	be	moved.	To	change	the	worksheet	tab	color:	Right-click	the	desired	worksheet	tab,	and	hover	the	mouse	over	Tab	Color.	The	Color	menu	will	appear.Select	the	desired	color.The	worksheet	tab	color
will	be	changed.	The	worksheet	tab	color	is	considerably	less	noticeable	when	the	worksheet	is	selected.	Select	another	worksheet	to	see	how	the	color	will	appear	when	the	worksheet	is	not	selected.	To	delete	a	worksheet:	Right-click	the	worksheet	you	want	to	delete,	then	select	Delete	from	the	worksheet	menu.The	worksheet	will	be	deleted	from
your	workbook.	If	you	want	to	prevent	specific	worksheets	from	being	edited	or	deleted,	you	can	protect	them	by	right-clicking	the	desired	worksheet	and	selecting	Protect	Sheet	from	the	worksheet	menu.	Switching	between	worksheets	If	you	want	to	view	a	different	worksheet,	you	can	simply	click	the	tab	to	switch	to	that	worksheet.	However,	with
larger	workbooks	this	can	sometimes	become	tedious,	as	it	may	require	scrolling	through	all	of	the	tabs	to	find	the	one	you	want.	Instead,	you	can	simply	right-click	the	scroll	arrows	in	the	lower-left	corner,	as	shown	below.	A	dialog	box	will	appear	with	a	list	of	all	of	the	sheets	in	your	workbook.	You	can	then	double-click	the	sheet	you	want	to	jump
to.	Watch	the	video	below	to	see	this	shortcut	in	action.	You	can	work	with	each	worksheet	individually,	or	you	can	work	with	multiple	worksheets	at	the	same	time.	Worksheets	can	be	combined	together	into	a	group.	Any	changes	made	to	one	worksheet	in	a	group	will	be	made	to	every	worksheet	in	the	group.	To	group	worksheets:	Select	the	first
worksheet	you	want	to	include	in	the	worksheet	group.Press	and	hold	the	Ctrl	key	on	your	keyboard.	Select	the	next	worksheet	you	want	in	the	group.Continue	to	select	worksheets	until	all	of	the	worksheets	you	want	to	group	are	selected,	then	release	the	Ctrl	key.	The	worksheets	are	now	grouped.	While	worksheets	are	grouped,	you	can	navigate	to
any	worksheet	within	the	group.	Any	changes	made	to	one	worksheet	will	appear	on	every	worksheet	in	the	group.	However,	if	you	select	a	worksheet	that	is	not	in	the	group,	all	of	your	worksheets	will	become	ungrouped.	To	ungroup	worksheets:	Right-click	a	worksheet	in	the	group,	then	select	Ungroup	Sheets	from	the	worksheet	menu.The
worksheets	will	be	ungrouped.	Alternatively,	you	can	simply	click	any	worksheet	not	included	in	the	group	to	ungroup	all	worksheets.	Challenge!	Open	our	practice	workbook.Insert	a	new	worksheet,	and	rename	it	Q1	Summary.Move	the	Expenses	Summary	worksheet	to	the	far	right,	then	move	the	Q1	Summary	worksheet	so	that	it	is	between	March
and	April.Create	a	copy	of	the	Expenses	Summary	worksheet	by	right-clicking	the	tab.	Do	not	just	copy	and	paste	the	content	of	the	worksheet	into	a	new	worksheet.Change	the	color	of	the	January	tab	to	blue	and	the	color	of	the	February	tab	to	red.Group	the	worksheets	September,	October,	and	November.When	you're	finished,	your	workbook
should	look	something	like	this:	/en/excel2016/using-find-replace/content/	See	all	How-To	Articles	This	tutorial	demonstrates	how	to	count	the	number	of	worksheets	in	an	Excel	file.	Count	Number	of	Worksheets	The	easiest	way	to	count	the	number	of	worksheets	in	your	workbook	is	to	use	the	SHEETS	Function.	Say	your	Excel	file	has	six
worksheets.	In	any	cell	on	any	of	the	sheets,	enter	the	formula:	=SHEETS()	As	you	can	see,	this	function	without	arguments	returns	the	total	number	of	sheets	in	the	current	workbook	(including	hidden	sheets).	See	all	How-To	Articles	I	have	a	single	working	Excel	Document,	with	additional	tabs	for	spreadsheets	on	it,	what	is	the	maximum	number
that	I	can	have	on	one	Excel	document?	The	tabs	are	named	worksheet	tabs,	not	spreadsheet	tabs.	Help	on	"specifications"	reads	default	number	of	sheets	in	a	new	workbook	is	255.	You	may	add	more	after	opening	depending	upon	your	resources	available.	Gord	Dibben	MS	Excel	MVP	As	many	as	your	RAM	allows.	Working	with	MS	Excel	is	hard
enough	as	it	is	with	one	worksheet.	But	when	you	work	with	more	than	one,	the	difficulty	in	dealing	with	that	data	increases	tenfold	with	every	single	worksheet	you	add	on.	To	help,	here	are	a	few	basic	tips,	handy	tricks	and	informative	tutorials	to	make	working	with	multiple	worksheets	in	Excel	ten	times	easier	for	you.	1.	Viewing	Multiple
Worksheets	At	Once	A	simple	tip	to	start—customizing	your	view.	It	can	be	easy	to	lose	track	of	which	sheet	you’re	working	on,	especially	when	you	have	several	worksheets	to	deal	with.	To	put	your	worksheets	front	and	center,	a)	Open	your	workbook	in	Excel.	b)	Click	on	the	New	Window	button	for	every	worksheet	you	want	to	view	in	that
workbook.	c)	In	each	new	window,	click	on	the	tab	of	the	worksheet	you	want	to	view.	d)	Once	the	worksheets	are	displayed,	click	on	the	Arrange	All	button	in	the	View	window	e)	In	the	following	dialog,	select	your	arrangement	view.	Ensure	that	you	put	a	check	in	the	Windows	of	active	workbook	option.	From	there,	you’ll	be	able	to	get	a	bird’s	eye
view	of	every	worksheet	in	the	workbook	you	need.	2.	Viewing	More	Worksheet	Tabs	This	is	another	simple	tip	that	may	go	unnoticed.	Because	the	scrollbar	at	the	bottom	hogs	all	the	space	at	the	bottom	of	your	window,	the	number	of	worksheet	tabs	you	can	see	is	limited.	An	annoyance	when	you	have	more	than	3	worksheets.	To	view	more,	simply
hover	over	the	3	dots	at	the	left	of	the	scrollbar.	Then	click	and	drag	it	to	the	right.	You’ll	instantly	start	seeing	more	of	your	worksheet	tabs	displayed.	3.	Grouping	Your	Worksheets	Together	In	Excel,	working	with	your	worksheets	as	a	single	group	is	a	quicker	way	for	applying	formulas	and	formatting	across	worksheets	with	the	same	formatting.
	For	instance,	let’s	say	you	need	to	change	your	monthly	rent	costs	and	regular	bills.	If	you’re	moving	in	September	and	need	to	update	your	budget	worksheets,	grouping	them	together	will	let	you	input	the	data	once	to	update	the	entire	group.	a)	Click	on	the	first	worksheet	tab	you	wish	to	edit.	b)	Then	Click	+	CTRL	(for	non-adjacent	worksheet
tabs)	or	Click	+	Shift	(for	adjacent	worksheets)	on	the	other	worksheet	tabs	to	add	it	to	the	group.	c)	Modify	the	cell	as	needed.	Click	on	enter.	To	ungroup	your	worksheets,	you	can	right	click	and	select	Ungroup	Sheets	option.	This	may	seem	like	a	basic	tip,	but	it’s	a	powerful	one	to	have!	4.	Copying	Formulas	Between	Worksheets	One	handy	tip	for
working	with	data	across	worksheets	is	to	copy	formulas	that	call	for	repetitive	calculations.	We’ve	covered	this	tip	before	in	our	post,	Work	With	Excel	Data	Like	A	Pro	With	9	Simple	Tips,	but	is	a	great	tip	worth	mentioning	again:	a)	With	the	worksheet	containing	the	formula	you	wish	to	copy	opened,	CTRL	+	clickon	the	tab	of	the	worksheet	you
want	to	copy	it	into.	b)	Click	on	or	navigate	to	the	cell	with	the	formula	or	data	you	need	(in	the	opened	worksheet).	c)	Press	F2to	activate	the	cell.	d)	Press	Enter.		This	will	re-enter	the	formula	or	data,	and	it	will	also	enter	it	into	the	same	corresponding	cell	in	the	other	selected	worksheet	as	well.	5.	Using	Formulas	to	Link	Worksheets	Despite	what
you	may	think,	data	in	multiple	worksheets	can	be	more	efficient.	When	you	need	to	add	cell	values	from	different	worksheets,	it’s	possible	to	create	and	use	a	formula	that	can	pull	data	from	other	worksheets	that	are	in	the	same	workbook	and	formatted	similarly.	This	tutorial	from	ExcelFormulas	gives	you	a	solid	easy-to-understand	explanation	of
how	this	trick	can	make	your	task	easier.	It		goes	the	extra	mile	and	even	shows	you	how	the	same	methods	can	be	applied	to	multiple	workbooks,	as	well.	6.	Consolidating	Data	From	Multiple	Worksheets	If	you	need	to	combine	data	from	different	worksheets,	this	tutorial	from	Tuts+	Computer	Skills	will	show	you	step-by-step	how	to	combine	your
data	from	multiple	sheets	into	one	pivot	table.	This	is	perfect	if	you’re	keeping	track	of	different	types	of	information	that	are	related	but	are	separated	in	individual	worksheets.	You	can	dynamically	connect	them	into	one	single	worksheet	so	you	can	update	them	all	at	once.	Note	that	this	tutorial	uses	Excel	2013,	but	is	virtually	the	same	for	Excel
2016.	7.	Importing	Multiple	Excel	Sheets	from	Multiple	Excel	Workbooks	This	following	trick	from	ExcellsFun	is	a	bit	more	advanced,	but	helpful	for	getting	your	Excel	data	from	different	worksheets	and	workbooks	into	an	individual	worksheet	using	PowerQuery.	Using	the	example	of	track	sheets	being	used	to	analyze	sales	rep	performance,	this
tutorial	also	links	out	to	a	resource	where	you	can	access	those	practice	files	for	a	good	hands	on	learning	experience	to	master	this	skill.	What	tips	do	you	have	for	working	with	multiple	Excel	worksheets?
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