“New Window” Feature in Excel

Sometimes we need to flip back and forth between two worksheets in order to compare numbers, copy and
paste entries, or create formulas. In these instances, it can be much easier to look at the two (or more) sheets
side by side.

To accomplish this, we can use the New Window feature in Excel, as well as some desktop shortcuts to create a
split screen view of the sheets we want to look at simultaneously. It's a fairly easy habit to pick up and will save
you lots of time and frustration in the long run.

To make a new window, go to the View tab on the Ribbon and press the New Window button. This will create a
new window of the active workbook (the workbook you were viewing when you pressed New Window).
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Once you've created a new window, you can differentiate between the new and the old by looking at the title
bar at the top. The new window will have a colon and the number 2 (then 3, 4, 5 and so on as you continue to
open new windows).
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Keep in mind that you are NOT creating a duplicate file, just a new window to look at the same file. Any change you make
to the workbook in one window will be reflected in the other. It does NOT matter which window you make changes in. All
windows will be updated immediately.

(continued on next page)



Create a Split Screen View

To tile the windows side by side, you can simply click on the title bar and then drag the window to the right of

the screen. If you have multiple windows open on your computer, you may have to select which window you

want to view on the left.
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1 Location Clearwater 1 Location Downtown
2 Week Jan7to1l Jan14to18 Jan21to 25 2 Week Jan7to1l Jan14to18 Jan21to 25
3 |class 3 |class
4 |Momings 4 |Momings
5 [Class 5 [Class
6 |Yoga 37 33 27 6 |Yoga 29 27 24
7 |Legsand Glutes 26 21 2 7 |Legsand Glutes 5 3 35
8 |Dance 26 38 35 8 |Dance 24 a7 24
9 |senior swimming 20 2 2 9 |senior swimming 28 21 E
10 [Pilates 39 S 23 10 [Pilates 17 31 38
11 |Seulpting 25 35 22 11 |Seulpting 35 23 27
12 [To the Core 2 I 0 12 [To the Core % 20 38
13 |spinning 29 a0 30 13 |Spinning 37 21 23
14 |cardio Combo Y % 2 14 |cardio Combo 16 2 3
15 |Upper Bady 33 as 26 15 |Upper Bady 18 24 27
16 [Swimming 39 35 2 16 [Swimming E 33 33
17 |Tai-Chi 24 38 23 17 |Tai-Chi 43 13 39
18 |Kettlebells 35 21 33 18 |Kettlebells 2 35 35
19 |Intro to Weights 38 28 23 19 |Intro to Weights 32 33 31
20 |Lower Body 52 2 E 20 |Lower Body 25 2 3
21 |Evenings 21 |Evenings
22 |class 22 |class
23 |Legs and Glutes 30 18 32 23 |Legs and Glutes 30 2 2
24 |Junior Swimming 39 19 a7 24 |Junior Swimming 19 37 32
25 |Dance 3 ) a3 25 |pance % A E
26 |To the Core 42 26 32 26 |To the Core 31 36 33
27 |Lower Body 33 37 2 27 |Lower Bady % v 7
28 |Cardio Combo 46 35 35 28 |Cardio Combo 31 42 28
29 [Tai-Chi 35 32 2 29 [Tai-Chi 20 2 a
30 |pilates 17 42 36 30 |pilates 18 13 17
31 |Hot Yoga 25 7 E 31 |Hot Yoga E 2 2
32 |upper Bady 38| 24] 23 32 |upper Bady 30 38 36
33 [spinning 19 27 2 33 [spinning 13 E s
34 |swimming a » 35 34 |swimming 33 0 8
35 Kettlebells 21 23 39 35 Kettlebells 23 20 24
36 [Tai-Chi 5 31 2 36 [Tai-Chi 20 % a7
37 37
38 [Totals 581 903 899 38 [Totals ™ 858 938 -
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