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10 waysto use the Paste feature in Excel

The Paste Special command appears in most office applications, but perhaps Excel users still benefit from this
command the most. Using this basic feature - as well as other Paste options - users can perform some common
tasks and some more complex problems.

The Paste Special command appears in most office applications, but perhaps Excel users till benefit from this
command the most.Using this basic feature - as well as other Paste options - users can perform some common
tasks and some more complex problems.These tips are very easy to implement and you will definitely use them
more than you once knew them.

1. Summary of expensive shortcuts in Microsoft Excel

In Excel 2007 and 2010, Paste is in the Clipboard group on the Home tab. In Excel 2003, Paste Specia in the
Edit menu. For those who often use keyboard shortcuts, we have a table at the end of the post, including
shortcuts to perform common actions.

1. Copy thewidth of the column:

When copying data to a new column, the length of the column will not automatically adjust to match the new
value. With just one extra click, you can copy the original width of the column to the target column:

1. Select the datato copy and press[Ctrl] + C to copy the selected value to the Clipboard.
2. Select acell in the target column.

3. OntheHometab, click the Paste option in the Clipboard group and select Keep Source Column Widths
. This option will require one more step when you use Excel 2007: Select Paste Special from the Paste
menu as a drop-down. Next, click the Column Widths option in the Paste section and click OK.

Excel will copy the data and the original width of the column into the target cell.
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2. Perform calculations:

Users can use Specia Paste to add, subtract, multiply and divide. Just enter the number and press [CtrI] + C.
Then, select the value you want to change with the newly entered number and click Paste Special in the
Clipboard group. In the results window, click on the appropriate calculation and click OK . Excel will perform
the corresponding action by using the value you just copied into the Clipboard.

Users can also perform calculations with multiple values. Use the same process as above, but copy a sequence of
values ??instead of just copying one as above. Excel will not notice the size if it is not enough, it only performs
calculationsin turn in the order of the copied values.

3. Swap data:

Excel provides users with a swap feature, but sometimes Paste Specia is a faster way to do this. Select the data
and follow the following actions:

1. PresgCtrl] + C to copy the datato the Clipboard.
2. Select the top left cell of the target line.
3. Click theHome tab (if necessary) and select Transposefrom the Paste menu as a drop-down.

That's what users need to do. From now on, you can copy a column of datato arow and vice versa.



4. Replacethe formula with the calculated result:

Occasionally, users may want to replace the formula with its actual value. For example, you want to replace a
range of RAND () functions with their values ??instead of allowing this formula to calculate itself. Thisis a
common task for Paste Special. To copy formulas with their values, follow these actions:

1. Select arange of formulas and press[Ctrl] + C.
2. Inthe Clipboard group, click thePastemenuas a drop-down.
3. ChooseValues.

Do so to replace formulas with their true values. Before using this method, you may want to back up your work
as a precaution.

Verw FOF Acrobat AbleBats.com

[ 7 Wrap Tet General - ;'ed. 4 | Normal Bad Good
o] e S A e -  W—
D E F G b | J K
stal |
$50 [ 15 $50| $50|
$100
5150 1 — ——
5200 e
3250 — ey
$300 o s Colmn il
____________ $350 e -
$400 i
$450 el g
m subtract
Shap blanks. ANEpoSe
$550 : _
$600

Trick to usethe mouseto perform the task:

1. Select therange.

2. Right-click on the border and drag it to the column (or row) next to it.

3. Drag the selected range back to the source. This will force Excdl to display the shortcut menu, without
moving the selected values.

4. ChooseC opy Here AsValues ??0nly.

5. Copy the format:

Most of us use Format Painter to copy the format from one cell to another or to a certain row. However, when
using Format Painter, there is some inconvenience with the entire column or row. Here is how to use the Paste
Specia instead:



1. Select the cell containing the format you want to copy and press[Ctrl] + C.

2. Click inside the column or row you want to format.(PressCtrl] + Spacebar to select the whole column or
[Shift] + Spacebarto select the entire row).

3. With the column or row selected, selectFor matting from the Paste menu as a drop-down in the Clipboard
group. Excel 2007 requires an extra step: Select Paste Special from the Paste menu as a drop-down, click
Formatsin the Paste section and click OK.

6. Copy chart format:

Users can take alot of effort to format the chart so that it is beautiful and then have to do al the same work again
with other data types. In this case, don't re-reformat the new chart but use Paste Special. This hypothesis is
similar to the way number 5, but the steps are dightly different:

1. Select the chart with the format you want to copy and press[Ctrl] + C.

2. Select the chart you want to format and then selectPaste Special from the Pastemenuas a drop-
down.Excel will display the Paste Special dialog box, with 3 options.

3. SdectFormats and click OK.

Excel reacts differently when copying the chart format, but it can easily complete the task.

7. lgnoreaseriesof blank values:

Using the option Skip Blanks , you can replace the current value while ignoring the non-valued cells in the
original data. In other words, if there is an empty cell in the original data and an array value needs to be matched,
this option does not replace the current value with a blank. Y ou can use it with all other options:

1. Select the original datarange and presgCtrl] + C.
2. Select the top left cell in the target range.

3. From the Paste menu, drop-down form and selectPaste Special.
4. Check the optionSkip Blanks and click OK.

Excel will not overwrite the current value with a blank.
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8. Copy Data Validation:

After taking the time to set up the rule or Data Validation list to improve data entry, you may want to apply the
same rule to another cell or range. The good news is that you don't have to repeat all the steps above. Using
Paste Special, you only need to copy it again:

1. Select the cell containing theData Validation rule and press [Ctrl] + C.
2. Select the target box to paste.

3. From the Paste menu as a drop-down, selectPaste Special.
4. Click on theValidation option and then click OK.

Setting up Data Validation can be boring and time consuming; Special Paste isa much easier way!

9. Delete text on the Web:

When copying text from the Web, you may be in trouble because Excel remains the original format. In general,
thisis not what you want. If you have enabled Excel's Show Paste Options feature (available in the Advanced
panel of the Excel Options dialog box), you will see the Clipboard icon immediately after pasting the text into
the spreadsheet. Users can select Match Destination Formatting from the Clipboard drop-down menu to
remove unnecessary formats.

If you're using Excel 2010, you'll probably enjoy using this Paste Specia solution:

1. Copy the text from the Web.
2. In Excdl, click where you want to insert the text.



3. SelectPaste from the drop-down menu and select M atch Destination Formatting.

Use this option to copy external data, not just Web documents into Excel.

10. Paste r efer ence:

Users can refer to a cell by leading an address with an equal sign. For example, enter = A1 to return to the
contents of cell Al. Usually, we use these references in larger expressions and formulas. Sometimes, we till
refer to acell with itself. Paste Link can help when referencing multiple cells:

1. Select the range to reference and presg Ctrl] + C.
2. Select the target box and then clickPaste Linkfrom the Paste menu as a drop-down.

Using Paste Link is faster than manual reference.

Shortcutsfor Paste actions:

Tip Action Keyboard shortcut
1 Copy column width [AR]FE, S, W [Enter]
2 Add [ARI+E, S, D [Enter]
Subtract [ARHE, S, S [Enter]
Multiply [ARHE, S, M [Enter]
Divide [AKR+E, S, | [Enter]
3 Transpose data [AR]+E, 5, E [Enter]
4 Replace formulas with values [ARHE, S, V [Enter]
5 Copy formats [ARHE, S, T [Enter]
6 Copy chart formats [ARHE, S, T [Enter]
T Skip blanks [AR]HE, 5, B [Enter]
8 Copy Validation rules [ARHE, S, N [Enter]
9 Clean up Web text [ARHH, W, M
10 Paste references [ARHE, S, L

Good luck!

Y ou finished reading the article "10 ways to use the Paste feature in Excel" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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