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Lesson 6
Managing Worksheets
Learning Objectives

Students will learn to:
· Organize worksheets
· Work with multiple worksheets
· Use zoom and freeze to change the onscreen view
· Find and replace data

MOS Skills

· Insert worksheets




4.1.1
· Delete worksheets




4.1.2
· Reposition worksheets within a workbook


4.1.3
· Copy worksheets
  



4.1.4
· Move worksheets




4.1.5
· Rename worksheets




4.1.6
· Group worksheets




4.1.7
· Hide worksheet tabs




4.1.9
· Unhide worksheet tabs




4.1.10
· Arrange window views




4.2.2
· Open a new window with contents from the current worksheet
4.2.3
Lesson Summary – Lecture Notes
The importance of Lesson 5 lies in being able to manipulate worksheets so that their content is as accessible and well organized as possible. You may want to begin by asking students how they organize their schoolwork, such as printed instructions they receive from teachers and homework assignments. Emphasize that organization is extremely important in the business world. If data cannot be located when it is needed, it is useless.
Demonstrate using Move or Copy Sheet under Format to create a copy of an existing worksheet. Point out that Create a copy must be selected in the Move or Copy dialog box. Explain that the copy will be identical to the original—it will contain the same data and have the same formatting. Also show how a copy can be created using either the shortcut menu or the mouse. Encourage students to discuss which method they prefer and why.

Show students how to rename the copied worksheet by double-clicking its tab and keying the new name. Then use the Move or Copy dialog box to move the worksheet to a different location. Show how the worksheet that comes before the new location must be selected in the dialog box.

Ask students if they can think of a situation when they might want to hide a worksheet from view. Then demonstrate hiding and unhiding a worksheet.
You may want to begin the discussion of how to insert a blank worksheet into an existing workbook by demonstrating how to use the Insert Worksheet tab. Ask students what disadvantage they see in using this method (it always places the worksheet at the end of the workbook). Remind students that they can then drag the sheet to the desired location. However, another option is to click the Insert arrow in the Cells group and then click Insert Sheet. Explain that this will position the new worksheet in front of the current sheet.
Demonstrate how you can right-click a worksheet tab and click Insert on the shortcut menu to open the Insert dialog box. This box makes it easy to specify where the new sheet should be inserted. Students may be confused by the different files shown on the General tab in the Insert dialog box. Explain that the listed files represent the various templates that are currently available to them. 

Working with multiple sheets at the same time can save time and can reduce errors. Show students how to group an entire workbook by right-clicking a worksheet tab and clicking Select All Sheets. Then demonstrate how to create a group by holding down Ctrl while clicking each sheet’s tab. Make several changes (including formatting changes) to one of the sheets and show how the changes have been duplicated on the other grouped sheets. Then right-click one of the grouped sheets’ tabs and click Ungroup Sheets.
Ask students whether they have ever had trouble reading data in cells. Show how Zoom to Selection helps make a cell (or group of cells) more readable. Then demonstrate setting Magnification to different levels in the Zoom dialog box.

Finding and replacing data is one of the most common ways in which worksheet data is manipulated. Show a simple example of using Find to search for a character string. Perform the same action using Replace with the Find Next option and the Replace All option. Stress the importance of using extreme care when using Replace All.

Discuss the options in the Find and Replace dialog box. Ask for examples of when Match case and Match entire cell contents might be useful. Demonstrate their use with different kinds of data.

Since Find and Replace are commonly used commands, this is a good time to remind students about keyboard shortcuts. Show how Ctrl+F quickly opens the Find and Replace dialog box.
Remind students of the methods they have already use navigate a worksheet, such as using the Name box and the arrow keys. The Go To command provides an additional option. Demonstrate its use and show how it can be helpful when unhiding the first row of a worksheet.
Key Terms
freeze
To keep certain rows or columns visible while the rest of a worksheet scrolls.
group worksheets 
A feature that allows users to enter and edit data on several worksheets at the same time or apply formatting to multiple worksheets.
hide
To make a worksheet invisible.
string
Any sequence of letters or numbers in a field.
unhide
To make a worksheet visible again.
zoom
A feature that allows users to make a worksheet appear bigger (zoom in) or smaller (zoom out).
Solutions for Step-by-Step Exercises
The Department Enrollments solution file is located in the Solutions/Lesson06 folder and is referenced in the following step-by-step exercises:

· Copy a Worksheet
· Rename a Worksheet

· Reposition the Worksheets in a Workbook

· Hide and Unhide a Worksheet

· Insert a New Worksheet into a Workbook

· Delete a Worksheet from a Workbook

· Work with Multiple Worksheets in a Workbook

· Hide and Unhide Worksheets in a Workbook

The Staff Directory solution file is located in the Solutions/Lesson06 folder and is referenced in the following step-by-step exercises:

· Use Zoom and Scroll to Change the Onscreen View
· Locate Data with the Find Command

· Replace Data with the Replace Command

· Navigate Data with the Go To Command

Answer Key 

Knowledge Assessment

Matching
Match each vocabulary term with its definition.


a.
Hide command

f.
Unhide command


b.
freeze


g.
zoom in


c.
group worksheets

h.
zoom out


d.
string


i.
Go To Special


e.
search and replace
j.
Arrange All command

__________1. 
To make a hidden workbook or worksheet visible.
Answer: f. Unhide command

Section Ref: Organizing Worksheets
Difficulty: Medium

__________2. 
To make certain rows or columns remain visible on your screen even when you scroll your worksheet.

Answer: b. freeze

Section Ref: Using Zoom and Freeze to Change the Onscreen View
Difficulty: Medium

__________3.
To make a worksheet appear larger on the screen.

Answer: g. zoom in

Section Ref: Using Zoom and Freeze to Change the Onscreen View
Difficulty: Easy

__________4.
To make a workbook or worksheet invisible.

Answer: a. Hide command

Section Ref: Organizing Worksheets
Difficulty: Medium

__________5.
Any sequence of letters or numbers that you type.

Answer: d. string

Section Ref: Finding and Replacing Data
Difficulty: Medium

__________6.
To make a worksheet appear smaller on the screen.

Answer: h. zoom out

Section Ref: Working with Multiple Worksheets
Difficulty: Medium

__________7.
Selecting multiple worksheets in which enter and edit data.

Answer: c. group worksheets

Section Ref: Working with Multiple Worksheets
Difficulty: Medium

__________8.
A command you can use to locate blank cells in a worksheet.

Answer: i. Go To Special

Section Ref: Finding and Replacing Data
Difficulty: Hard

__________9.
A feature you can use to locate and replace specific data in a worksheet.

Answer: e. search and replace

Section Ref: Finding and Replacing Data
Difficulty: Easy

__________10.
A feature that allows you to visually compare worksheets.

Answer: j. Arrange All command.

Section Ref: Working with Multiple Worksheets
Difficulty: Medium

Multiple Choice
Circle the choice that best completes or responds to the following statements.
1.
To find data using the Find and Replace dialog box, you must enter a sequence of characters called a:
a.
range.

b.
string.

c.
cell address.

d.
menu.
Answer: b

Section Ref: Finding and Replacing Data
Difficulty: Medium
2.
You can tell that worksheets are grouped by:
a.
a bracket around the grouped sheets.

b.
the word group on the sheet tabs.

c.
the word group in the title bar.

d.
the words grouped sheets on the Status bar.

Answer: c
Section Ref: Working with Multiple Worksheets
Difficulty: Medium
3.
When Sheet1 has been copied, the new worksheet tab is named:
a.
copy of Sheet1.

b.
Sheet1 (2).

c.
Sheet1 Copy.

d.
Sheet2.

Answer: b
Section Ref: Working with Multiple Worksheets
Difficulty: Medium
4.
Which of the following is not a way to insert a new worksheet into a workbook?

a.
On the Home tab, click Insert and click Insert Sheet.

b.
Right-click a sheet tab, click Insert, and then click Insert Worksheet. 

c.
On the Insert tab, click New Sheet.

d.
On the Home tab, click Format, click Move or Copy Sheet, and click Create a Copy.

Answer: c
Section Ref: Organizing Worksheets
Difficulty: Medium
5.
To insert multiple worksheets at one time, what action is needed in addition to selecting the same number of tabs as the number of sheets to insert?

a.
Press and hold Shift as you select the tabs.

b.
Press and hold Ctrl as you select the tabs.

c.
Press Shift after you select the tabs.

d.
Press Ctrl after you select the tabs.

Answer: b
Section Ref: Organizing Worksheets
Difficulty: Medium
6.
To enter data in multiple worksheets at one time, you must:
a.
use the Arrange command in the Window group on the View tab.

b.
use the Freeze command in the Window group on the View tab.

c.
use the Format command in the Cells group on the Home tab.

d.
group all worksheets and enter data in the open worksheet.

Answer: d
Section Ref: Organizing Worksheets
Difficulty: Medium
7.
If you want to magnify the data on the screen:
a.
decrease zoom to less than 100%.

b.
increase zoom to 100%.

c.
increase zoom to more than 100%.

d.
increase the font size in the data range.
e.
both b & c.

f.
both b & d.
Answer: e
Section Ref: Using Zoom and Freeze to Change the Onscreen View
Difficulty: Medium
8.
When a worksheet is hidden:
a.
Unhide is active on the shortcut menu.

b.
a bold line appears where the sheet is hidden.

c.
the word Hidden appears on the Status bar.

d.
the word Hidden appears in the title bar.

Answer: a
Section Ref: Organizing Worksheets
Difficulty: Medium
9.
To hide a workbook that has multiple worksheets:
a.
click Format and click Hide in the Cells group on the Home tab.

b.
click Hide in the Window group on the View tab.

c.
right-click a sheet tab and click Hide.

d.
group all worksheets and click Format, click Hide & Unhide, and click Hide Sheet.

Answer: b
Section Ref: Working with Multiple Worksheets
Difficulty: Medium
10.
When you use the Freeze command,

a.
data cannot be entered in the worksheet.

b.
you cannot scroll through the worksheet.

c.
you cannot change the worksheet view.

d.
the column and/or row headings remain visible as you scroll through the worksheet card.  

Answer: d
Section Ref: Using Zoom and Freeze to Change the Onscreen View
Difficulty: Medium
Solutions for Competency Assessment 

Project 6-1

The solution for Project 6-1 is named SFA Enrollments 6-1 and is located in the Solutions/Lesson06 folder.

Project 6-2

The solution for Project 6-2 is named Training Expenditures 6-2 and is located in the Solutions/Lesson06 folder.

Solutions for Proficiency Assessment

Project 6-3
The solution for Project 6-3 is named Training Expenditures 6-3 and is located in the Solutions/Lesson06 folder.

Project 6-4
The solution for Project 6-4 is named Staff Directory 6-4 and is located in the Solutions/Lesson06 folder.

.
Solutions for Mastery Assessment

Project 6-5

The solution for Project 6-5 is named Advisor Recommendations 6-5 and is located in the Solutions/Lesson06 folder.

Project 6-6

The solution for Project 6-6 is named Contoso Employees 6-6 and is located in the Solutions/Lesson06 folder.
1

