
Grouping worksheets in MS Excel (all versions) 
 
Since Excel is a program that requires a little planning before setting up your workbook file, this 
tip will save you a great deal of time when it comes to preparing your worksheets.  In this 
example, let’s say you’re going to be tracking the sales of your sales force over a 12 month 
period.  Your first sheet may look like 
this: 
 
Every sheet (12 of them for 12 months 
of the year) will have the same 
structure, and the only thing that will 
be different on each sheet will be the 
actual sales data from each salesman.  
You may think you have to type this 
structure 12 times, or copy and paste it 
twelve times to maintain your 
consistency, but both methods are not 
necessary.  
 
By grouping your sheets together, you 
can fix it to where whatever you do to 
one sheet will be done on every sheet 
in your workbook. 
 

 
 
At the bottom of the worksheet, you’ll notice the sheet tabs identifying each sheet of the 
workbook file.  If you click on the first sheet, navigate to the last one in your file, hold down the 
SHIFT key and click that last sheet, you will notice that all sheet tabs now have a white 
background instead of grey.  This shows they are all selected, and whatever you do to one will 
now be done to all.  If there are only a few sheets you wish to group, hold down the CTRL key 
and click on the sheets you wish to include in your group.  You can even add the formulas or 
functions for the TOTAL column to prepare it for running totals for all of your worksheets. 
 
 
 


