Powerful Excel
Insert a new worksheet

· Add a single worksheet

Click Worksheet on the Insert menu. 

· Add multiple worksheets

Determine the number or worksheets you want to add.

1. Hold down SHIFT, and then select the same number of existing worksheet tabs that you want to add in the open workbook. 

Example: If you want to add three new worksheets, select three existing worksheet tabs.

2. Click Worksheet on the Insert menu.

Move or copy sheets
1. To move or copy sheets to another workbook, open the workbook that will receive the sheets. 
2. Switch to the workbook that contains the sheets you want to move or copy, and then select the sheets. 

	To select
	Do this

	A single sheet
	Click the sheet tab. 
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If you don't see the tab you want, click the tab scrolling buttons to display the tab, and then click the tab.
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	Two or more adjacent sheets
	Click the tab for the first sheet, and then hold down SHIFT and click the tab for the last sheet.

	Two or more nonadjacent sheets
	Click the tab for the first sheet, and then hold down CTRL and click the tabs for the other sheets.

	All sheets in a workbook
	Right-click a sheet tab, and then click Select All Sheets on the shortcut menu.


Delete sheets 
1. Select the sheets you want to delete. 

2. On the Edit menu, click Delete Sheet.
Rename a worksheet
The name (or title) of a worksheet appears on its sheet tab on the Sheet tab bar at the bottom of the screen. By default, the name is Sheet1, Sheet2, and so on, but you can give your worksheet a more appropriate name.

1. To rename the active sheet, do one of the following: 

· On the Format menu, point to Sheet and then click Rename. 

· On the Sheet tab bar, right-click the tab you want to rename, and then click Rename. 
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2. Type the new name over the current name. 

Tip  You can include the name of the sheet when you print the worksheet. On the View menu, click Header and Footer, and then, in the Page Setup dialog box on the Header/Footer tab, click Custom Header or Custom Footer. In the Left section, Center section, or Right section box, enter the sheet tab by clicking Tab [image: image4.png]


in the row of buttons in the Header or Footer dialog box.

Add color to sheet tabs
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1. Select the sheets you want to color. 

2. On the Format menu, point to Sheet, and then click Tab Color. You can also right-click on the sheet tab and then click Tab Color. 

3. Click on the color you want and click OK.

Link a title, label, or text box in a chart to a worksheet cell

To easily update a chart or axis title (titles in charts: Descriptive text that is automatically aligned to an axis or centered at the top of a chart.), label, or text box that you have added to a chart, you can link it to a worksheet cell by creating a reference to that worksheet cell. Changes that you make to the worksheet cell will automatically appear in the chart.

1. On a chart sheet then click the title, label, or text box that you want to link to a worksheet cell.

2. In the formula bar, type an equal sign (=). 

3. Select the worksheet cell that contains the data or text that you want to display in the chart. 

4. If you want to type the reference to the worksheet cell, include the sheet name followed by an exclamation point, for example, Sheet1!F2
5. Press ENTER.

Create a hyperlink

1. Right-click the text or graphic you want to represent the hyperlink, and then click Hyperlink on the shortcut menu. 

2. Under Link to on the left side of the dialog box, click Existing File or Web page. 

3. Do one of the following: 

· To select a file from the current folder, click Current Folder and then click the file you want to link to.

· To select the Web page from a list of browsed pages, click Browsed Pages and then click the Web page you want to link to.

· To select a file from a list of files you have recently used, click Recent Files and then click the file you want to link to.

· If you know the name and location of the file or Web page you want to link to, you can type that information in the Address box.

· To select the Web page by opening your browser and searching for the page, click Browse the Web [image: image6.png]


, open the Web page you want to link to, and then switch back to Microsoft Excel without closing your browser. 

4. To assign a tip to be displayed when you rest the pointer on the hyperlink, click ScreenTip and then type the text you want in the ScreenTip text box. Click OK.

Protecting worksheet from modification 

1. Switch to the worksheet you want to protect.

2. Unlock any cells you want users to be able to change: Select each cell or range, click Cells on the Format menu, click the Protection tab, and then clear the Locked check box.

3. On the Tools menu, point to Protection, and then click Protect Sheet.

4. Type a password for the sheet.

Note  The password is optional; however, if you don't supply a password, any user will be able to unprotect the sheet and change the protected elements. Make sure you choose a password you can remember, because if you lose the password, you cannot gain access to the protected elements on the worksheet.

5. In the Allow all users of this worksheet to list, select the elements that you want users to be able to change.

6. Click OK. If prompted, retype the password.

Freeze or lock rows and columns

You can view two areas of a worksheet and lock rows or columns in one area by splitting or freezing panes.  When you split panes, you'll be able to scroll in both areas of the worksheet, while rows or columns in the non-scrolled area remain visible.

1. To lock rows, select the row below where you want the split to appear. 

To lock columns, select the column to the right of where you want the split to appear.

To lock both rows and columns, click the cell below and to the right of where you want the split to appear.

2. On the Window menu, click Freeze Panes. 

3. To unlock rows, click Unfreeze Panes on the Window menu. 
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