How to Copy a Spreadsheet
in Excel: A Practical Workflow

Goal: reuse worksheets without
breaking formulas, links, or formatting

For office professionals, educators,
and administrators repurposing
workbooks

Promise: a repeatable, low-risk
copy workflow, not trial and error

Roadmap: copy methods, references,
names, links, paste techniques,
validation

Watch for: #REF! errors, duplicate
names, severed links, name conflicts
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What '‘Copying a Spreadsheet’ Actually Means

S EN

- — -

Y

| .

Copy a whole Copy a worksheet Copy cells, rows, or
workbook file object columns
A separate file with Duplicates data, formulas, Pastes only what is on
the same structure. formatting, and sheet the clipboard.
settings.

Copying a spreadsheet means three different jobs—not one.

Copy a whole workbook file: a separate file with the same structure.

Copy a worksheet object: duplicates data, formulas, formatting, and sheet settings.
Copy cells, rows, or columns: pastes only what is on the clipboard.

Wrong scope causes broken references later.

Decision rule: need the blueprint? Copy the workbook. Need one layout? Copy the sheet.
Need data only? Copy cells or values.
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Method Comparison: Which Copy Approach to Use

Duplicate by Use Move or Copy Use Home > Format Copy Cells Only
Dragging Tab Dialog Path (for Ranges)

Home Format v

o
! > | ' Move or Copy > | i :
. k . Move or Copy Sheet R
e Ctrl +drag a sheet e Right-click tab, e Same dialog via e Use plain cell copy
tab to duplicate choose Move or Home > Format > only for ranges or
within the same Copy, tick "Create Move or Copy Sheet sections, not whole
workbook a copy" sheets

Choose the approach that fits your goal: duplicate within the same workbook,
copy to another workbook, or copy just a range.



Copying Within the Same Workbook Safely

Confirm the source sheet is active

and no other sheets are grouped

Ctrl + drag the tab, or right-click >
Move or Copy > Create a copy

Sheet1 Sheet2 Sheet3 -
Excel names the duplicate After Copy
“Sheetl (2)" — rename it right away

Sheet1 Sheet1(2) Sheet2 Sheet3 +
Formulas usually stay intact; -.
referenced sheets still exist in the

Excel names the duplicate

same file “Sheet1 (2)"
Watch 3-D referen(:(.as.and leftover o] s
references to the original sheet _ = S N
ey l Sheet1 Sheet2 Sheet3 +
Grouped tabs can limit the copy
to one sheet per attempt — check T
the tab bar Grouped tabs can limit the copy

to one sheet per attempt



Copying Between Workbooks:
Setup Steps That Prevent Breakage

To book:

e ] 4~

Source workbook

Destination workbook

(new book)
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Open both source and destination workbooks; only open workbooks appear in ‘To book'.

Save the destination workbook first so it can be selected and links resolve.

Always tick 'Create a copy' — unchecked, the sheet is moved out of the source.

Expect auto-renaming when a sheet with the same name exists in the destination.

Excel for the web has no Move or Copy; paste content into a blank sheet and expect formatting loss.



Formatting, Tables, and Objects:
What Travels With the Sheet

® Column widths, row heights,
number formats, borders, and
most conditional formatting travel

® Copying cells instead of the sheet
can drop conditional formatting; T — £
use Paste Special > Formats o

® Excel Tables and structured
references usually survive;
multi-sheet copies with Tables

will not = —_
/ o 4
® Comments, data validation, and _\Nh
charts may survive but verify visibly b %
® Forlayout only: copy the sheet, N Q l . I
then clear values while keeping

formatting



Formula Reference Behavior After Copying

Copying a formula: relative
references shift to the new location;
absolute references stay fixed.

its references—copying does,
causing most surprises.

Duplicated sheets keep formulas
pointing at the same source sheets;
safe in-workbook, risky across
workbooks.

Moving a formula does not change
(-{-)
T

Press F4 while editing to cycle
5 absolute, relative, and mixed
references after a bad copy.

8

Use Go To Special > Formulas to
highlight every formula for a quick
visual check.
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Defined Names and Scope:
The Hidden Cause of Copy Errors

0 Every name has a scope:
worksheet-level or workbook-level.

| Tl

0 Worksheet names duplicate with ' . ‘

the sheet; workbook names stay
shared.

Worksheet-Level Names Duplicated with the Sheet

Q Copying a sheet using workbook
names triggers name-conflict
dialogs.

o Delete names showing #REF! in
Name Manager before copying.

Workbook-Level Names Stay Shared

Q Inside one workbook, keep local
names; across workbooks, resolve
them deliberately.

Q | Verification Checkpoint



External Links, Power Query, and PivotTable Sources

Copied formulas keep pointing k
to the original workbook
and file path

Power Query connections are
workbook-level; duplicating el 2
a sheet shares one query hTT e Sy ~

PivotTable caches and
data-model tables stay tied
to the workbook

SharePoint and OneDrive links
embed a full cloud path that
can break

Original Workbook Duplicated Sheet

Per object: relink with Workbook
Links, refresh queries, or
rebuild the source
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Safe Paste Techniques:
Values, Formats, and Links

® Default paste carries values,

formulas, formatting, validation,
and comments ”

® Paste Special > Valuc?s freezes - ‘ EE! ’
results; Formats applies only styling | "

' ion fi Formats
@ Column widths option fixes layout Values r

when destination columns differ

£ . H
@ Paste Link creates a live reference, 9 BEH
adding a dependency to manage A 6 ™

® Transpose reorients rows to columns  Column widths Paste Link Transpoce
or columns to rows

® Ctrl+ Alt +V opens the Paste Special Opens the Paste
dialog instantly + + Special dialog

instantly



Scenario: Reusing a Gradebook
or Rubric for a New Term

P 4
< I < E
Copy the graded Keep weights, Lock formula cells; Remove old dates, Save the reusable
workbook, then clear maximum points, leave inputs unlocked  names, and file paths structure as an .xltx
only last term's marks and grading scale with data validation before sharing template for every
and student names in one configuration  dropdowns the copy new term
area

y N



Scenario: Monthly Reports and Team Templates

= . \ b : b
=19 > G - > e » B
e

Copy last period's Redirect external Organize sheets Add a Read Me Use consistent
workbook references to the for clarity tab names and keep
current source file version history

Copy last period's workbook, then redirect external references to the currrent source file
Use Data > Workbook Links > Change Source, or Find and Replace on the old file path
Separate standing data, calculations, and outputs onto dedicated sheets ,/
Add a Read Me tab: purpose, owner, last-reviewed date, update steps

Use consistent file and sheet names; keep version history in SharePoint or OneDrive

Store previous versions in a backup subfolder for easy rollback




Step- by-Step Workflow for a Clean Copy

Back up or
save a copy

of the source
workbook first

Decide scope:
whole workbook,
one sheet, or

a cell range

Open the
destination
workbook, then
use Ctrl + drag
or Move or Copy

Always tick
‘Create a copy'
to duplicate
rather than
move

Verify formulas,
names, links,
and formats
with Go To
Special

Rename the
sheet, update
titles and dates,
thendo a

final check



Troubleshooting Broken Copies
and Validation Checklist

Fix #REF! errors by replacing the
broken reference or reverting to
the source sheet

Use Data > Workbook Links to
Update Values, Change Source,
or Break Link

Resolve duplicate sheet names
deliberately; remove #REF! names
from Name Manager

Recover lost formats, Tables, or
charts via Paste Special or by re-copying

Pre-copy: backup, scope, method,
destination. Post-copy: formulas, names,
links, formats, data freshness
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