How to make a copy of an Excel worksheet

1. Check the name of the worksheet you want to copy.  You will see this in the small “tab” at the bottom of the workspace.  In this example we will make a copy of the first worksheet in the workbook.  It is called “Sheet1”.

2. In the “Edit” menu choose “move or copy sheet”  [image: image1.png]it View Insert Format Tools D
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3. In the next dialog box select the sheet name that you want to copy, select the “create a copy” box (put a cross inside), then click “OK”  [image: image2.png][Move or Copy [21x]
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4. A new sheet will appear on the left of the first sheet called “Sheet1(2)”.  You should now change this name to something that you will easily recognise.

5. By dragging on the “tab” showing the name of the worksheet you can re-order the worksheets in your workbook.

