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Before the beginning of great brilliance, 

there must be chaos. Before a brilliant 

person begins something great, they must 

look foolish in the crowd. 

Lao-Tsu 
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Sample Module : Create and Manage Worksheets and Workbooks  

Worksheets live in workbooks in Excel and create the building blocks of documenting, analyzing, 

manipulating, and presenting data. This module will help you get started by creating worksheets and 

ǿƻǊƪōƻƻƪǎΦ ¸ƻǳΩƭƭ ŀƭǎƻ ƭŜŀǊƴ Ƙƻǿ ǘƻ ƴŀǾƛƎŀǘŜ ȅƻǳǊ ǿŀȅ ŀǊƻǳƴŘ 9ȄŎŜƭ ǿƻǊƪǎƘŜŜǘǎ ŀƴŘ ǿƻǊƪōƻƻƪǎΦ ²ŜΩƭƭ 

ǘŀƪŜ ŀ ƭƻƻƪ ŀǘ ŦƻǊƳŀǘǘƛƴƎ ōƻǘƘ ǿƻǊƪǎƘŜŜǘǎ ŀƴŘ ǿƻǊƪōƻƻƪǎΦ ¢ƘŜƴ ȅƻǳΩƭƭ ƭŜŀǊƴ Ƙƻǿ ǘƻ ŎǳǎǘƻƳƛȊŜ ȅƻǳǊ 

options and views while working within Excel. Finally, ǿŜΩƭƭ ǘŀƪŜ ŀ ƭƻƻƪ ŀǘ ŘƛǎǘǊƛōǳǘƛƴƎ ȅƻǳǊ ǿƻǊƪǎƘŜŜǘǎ 

and workbooks via printing or sharing. 

Create Worksheets and Workbooks  

Estimated Time for this 

Lesson 
15 minutes 

Topics in this Lesson 

¶ Create a workbook 

¶ Import data from a delimited text file  

¶ Add a worksheet to an existing workbook 

 

Create a Workbook  

A blank workbook allows you to start from scratch. 

Topic Objective Create a blank workbook 

Topic Summary 

When you first open Excel, you can select a Blank Workbook to start. You 

can also select Blank Workbook by selecting the File tab to open the 

Backstage view; then select the New tab. 

Materials Required Any Excel workbook 

Recommended Activity Have the participants create a new blank workbook. 

 

Show the participants how to create a blank workbook. Use the following procedure. 

1. If the Backstage view is not showing, select the File tab from the Ribbon. Select New. 

2. From the New tab, or if you have just opened Excel 2016, select Blank Workbook. 

Before the beginning of great brilliance, there must 

be chaos. Before a brilliant person begins something 

great, they must look foolish in the crowd.  

    Lao-Tsu 
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Open a Comma Separated Values File 

Many programs and services allow you to create or download a comma separated values (or CSV) file 

that contains your data. Excel can open these files. 

Topic Objective Open a CSV file in Excel 

Topic Summary Open CSV files from the Backstage View as if it was an Excel file.  

Materials Required ά{ŀƳǇƭŜ /{±έ ŦƛƭŜ 

Recommended Activity Have the participants practice opening a CSV file. 

Delivery Tips The CSV format is retained unless the file is saved as an Excel workbook. 

 

Show the participants how to open a comma separated values file. 

1. Select the File tab to open the Backstage view. 

2. Select Open. 

3. Select Browse. 
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4. Navigate to the location of the file you want to import. 

5. aŀƪŜ ǎǳǊŜ ƛƴ ǘƘŜ hǇŜƴ ŘƛŀƭƻƎ ōƻȄ ǘƻ ŎƘƻƻǎŜ ά!ƭƭ CƛƭŜǎέ ƻǊ ά¢ŜȄǘ CƛƭŜǎέ ŦǊƻƳ ǘƘŜ ǘȅǇŜǎ ŘǊƻǇ Řƻǿƴ 

list. 

 

6. Highlight the file you want to open and select Open. 
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Add a Worksheet to An Existing Workbook  

Workbooks can be made up of more than one sheet, which can be useful as you get into more advanced 

data analysis. 

Topic Objective Add a worksheet to an existing workbook 

Topic Summary 
Sheets are shown as tabs at the bottom of the Excel window. Select the plus 

sign to add another sheet. 

Materials Required άvǳƛŎƪ !ƴŀƭȅǎƛǎέ ǎŀƳǇƭŜ ŦƛƭŜ 

Recommended Activity Have the participants practice adding a sheet to the workbook. 

 

Show the participants how to insert a new worksheet. Use the following procedure. 

1. Click the New Sheet plus sign at the bottom of the window.  

 

Excel opens the new worksheet to the first cell, so that you can begin entering data right away. 
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Navigate in Workboo ks and Worksheets  

Estimated Time for this 

Lesson 
20 minutes 

Topics in this Lesson 

¶ Search for data within a workbook 

¶ Navigate to a named cell, range, or workbook element 

¶ Insert and remove hyperlinks 

¶ Hide or unhide columns and rows 

¶ Hide or unhide sheets 

 

Search for Data  

¦ǎŜ 9ȄŎŜƭΩǎ ǎŜŀǊŎƘ ŦŜŀǘǳǊŜ ǘƻ ŦƛƴŘ ǎǇŜŎƛŦƛŎ ǘŜȄǘ ƻǊ ƴǳƳōŜǊǎ ƛƴ ŀ ǿƻǊƪōƻƻƪΦ 

Topic Objective Search for text or numbers 

Topic Summary 

You can search within a single worksheet or the entire workbook using the 

Find and Replace dialog box. Select Find & Select from the Home tab on the 

Ribbon. Select Find. Open the Options to choose how to search for your 

data. 

Materials Required άvǳƛŎƪ !ƴŀƭȅǎƛǎέ ǎŀƳǇƭŜ ŦƛƭŜ 

Recommended Activity Have the participants practice finding text.  

Delivery Tips 

The Industry column in the sample file makes a good practice for finding a 

ǎǇŜŎƛŦƛŎ ǘŜǊƳ όƭƛƪŜ ά¢ŜŎƘέ ƻǊ ά¢ǊŀǾŜƭέΦ tƻƛƴǘ ƻǳǘ ǘƘŜ ŘƛŦŦŜǊŜƴŎŜǎ ǿƘŜƴ ŦƛƴŘƛƴƎ 

within the whole workbook vs. the individual sheet. 

 

Show the participants how to search for text or numbers in a workbook. 

1. Select the Home tab on the Ribbon. 

2. Select Find & Select. 

3. Select Find. 
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4. In the Find and Replace dialog box, enter the text or numbers you want to find. 

 

5. To search the entire workbook, select Options and select Workbook from the Within drop down 

list. 

 

6. Select Find Next to find each instance individually. Select Find All to see a list of locations where 

the item is found. 
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Navigate to a Named Cell 

Complicated workbooks may make use of Names to refer to a specific cell or cells. The Go To dialog box 

can help you navigate to that location. 

Topic Objective Use the Go To dialog box 

Topic Summary 
The Go To option is under the Find & Select tool on the Home tab of the 

Ribbon. The Go To dialog box includes a list of named locations.  

Materials Required άvǳƛŎƪ !ƴŀƭȅǎƛǎέ ǎŀƳǇƭŜ ŦƛƭŜ 

Recommended Activity 
Have the participants practice using the Go To dialog box to locate a named 

range of cells. 

 

Show the participants how to navigate to a named cell. 

1. Select the Home tab on the Ribbon. 

2. Select Find & Select. 

3. Select Go To. 

4. Select the named reference from the list of locations. 

 

5. Select OK. 

The named reference is highlighted. 
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Insert and Remove Hyperlinks  

Hyperlinks provide a clickable shortcut to another location. 

Topic Objective Insert a hyperlink 

Topic Summary 
Use the Insert tab on the Ribbon and the Link tool to link to another place in 

the worksheet, workbook or anywhere on the web. 

Materials Required άvǳƛŎƪ !ƴŀƭȅǎƛǎέ ǎŀƳǇƭŜ ŦƛƭŜ 

Recommended Activity 
Have the participants practice inserting hyperlinks. Have the participants 

practice removing a hyperlink. 

 

Show the participants how to insert a hyperlink . 

1. Select the cell where you want to create a link to another location. 

2. On the Insert tab of the Ribbon, select Link. 

 

3. Select Insert Link. 

 

4. A dialog box appears allowing you to link to: 

a. An existing file or web address 

b. Another place in the current document 

c. An entirely new document 

d. An e-mail address 
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5. Enter the address to link to, or browse for a link destination. 

6. Add or modify the text to serve as the link in the Text to Display field. 

7. Select OK. 

 

The text is colored and underlined to indicate a link. 

 

Show the participants how to remove a hyperlink. 

1. Right click on the hyperlink. 

2. Select Remove Hyperlink from the context menu. 
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The text remains but the link is removed. 

Hide or Unhide Columns and Rows  

You can temporarily hide information in your worksheet to help you limit what is shown or printed. 

Topic Objective Hide and unhide columns and rows in a worksheet 

Topic Summary 

Select the row or column you want to hide. Right-click and select Hide from 

the context menu. A double line is placed in the column or row reference to 

show that a column or row is hidden. To restore the hidden information to 

the current view, right-click the column or row after the missing item (or 

select multiple columns or rows) and select Unhide. 

Materials Required άvǳƛŎƪ !ƴŀƭȅǎƛǎέ ǎŀƳǇƭŜ ŦƛƭŜ 

Recommended Activity 
Have the participants practice hiding columns and rows. Have the 

participants practice unhiding columns and rows. 

Stories to Share 

You can hold down the Shift key to select congruent multiple columns or 

rows to hide more than one at a time. You can hold down the Control key 

to select multiple rows or columns that are not next to each other. 

 

Show the participants how to hide columns. 

1. Highlight the column(s) you want to hide. 
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2. Right click and select Hide from the context menu. 

 

The information is hidden and a double line indicates the missing columns. 
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Hide or Unhide Sheets  

Entire worksheets can also be hidden.  

Topic Objective Hide worksheets in a workbook 

Topic Summary 

To hide a worksheet, right click on the worksheet tab at the bottom of the 

window and select hide from the context menu. To unhide a worksheet, 

right-click on a visible worksheet and select Unhide from the context menu. 

The Unhide dialog box allows you to choose which worksheet to unhide. 

Materials Required άvǳƛŎƪ !ƴŀƭȅǎƛǎέ ǎŀƳǇƭŜ ŦƛƭŜ όǿƛǘƘ ŀŘŘƛǘƛƻƴŀƭ ǎƘŜŜǘǎ ŀŘŘŜŘ ƛƴ ŜŀǊƭƛŜǊ ƭŜǎǎƻƴǎύ 

Recommended Activity 
Have the participants practice hiding a worksheet. Have the participants 

practice unhiding a worksheet. 

 

Show the participants how to hide a worksheet. 

1. Right click on the tab you want to hide at the bottom of the Excel window. 

2. Select Hide from the context menu. 

 

The worksheet tab is removed from the bottom of the Excel window. 

 

Show the participants how to unhide a worksheet. 

1. Right click on any tab at the bottom of the Excel window. 

2. Select Unhide from the context menu. 
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3. In the Unhide dialog box, select the sheet you want to restore. 

 

4. Select OK. 
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Modify Worksheets  

Estimated Time for this 

Lesson 
20 minutes 

Topics in this Lesson 

¶ Insert and delete columns and rows 

¶ Adjust row height and column width 

¶ Insert headers and footers  

¶ Change worksheet tab color 

¶ Rename worksheet 

 

Insert and Delete Table Rows and Columns 

Edit your worksheets by inserting and deleting rows and columns. 

Topic Objective Insert and delete rows and columns 

Topic Summary 

The Insert and Delete tools on the Home tab of the Ribbon allow you to 

add or remove rows and columns to your current worksheet.  

Select a row or column next to where you want to insert cells. The cursor 

changes to a small arrow when you point to an entire row or column. Select 

Insert from the Home tab on the Ribbon and select Insert Sheet Rows or 

Insert Sheet Columns. 

Materials Required άvǳƛŎƪ !ƴŀƭȅǎƛǎέ ǎŀƳǇƭŜ ŦƛƭŜ 

Recommended Activity Have the participants practice inserting and deleting rows and columns. 

 

Show participants how to add a new row. Use the following procedure. 

1. Highlight the row below where you want to insert a row. Click to the left of the row number to 

highlight the whole row. 
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2. Select Insert from the Home tab on the Ribbon. 

3. Select Insert Sheet Rows. 

  

The blank row is added above the selected row. It is highlighted and ready for you to add text. 
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