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How to usethe Copy Paste featurein Excel
effectively?

How to use the Copy Paste feature in Excel effectively? Copy (copy), paste (paste data) feature is familiar and
useful when you use Excel. But if you're familiar with using Ctrl + C and Ctrl + V keysto copy and paste data

Copy (copy), paste (paste data) feature is familiar and useful when you use Excel. But if you are familiar with
using Ctrl + C and Ctrl + V to copy and paste data in Excel, you have missed many special Paste Specia data
paste features. So how to use the Copy and Paste feature in Excel effectively? Thuthuatphanmem.vn invites you
to refer to the article below.
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Here's how to use the Copy Paste feature in Excel effectively, please follow along.

Step 1: First you need to select the cellsto copy data.
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Step 2: Copy the selected data area.

There are 3 ways you can copy data in Excel: quickly press the keyboard shortcut Ctrl + C, or right-click the
selected data area and select Copy .
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Or you choose Home -> copy icon in the Clipboard section
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Step 3: Select the cell to paste data.
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Step 4. Right-click, you will see in the Paste Options and Paste Special section there are many special types of

data paste that you can use to paste the data most effectively.
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The meaning of the data paste typesis as follows:

ac

.
L=}
3

Other Paste Options

-y

o, o
,j“m@

Paste Special...

Biéu tugng Tén ¥ nghia
e Paste Ty chon mac dinh khiban nhan Ctrl + V, dan
. tat ca nhitnggi da saochép.
== Formulas Dan cong thirc (sao chép cong thirc).
f
%; Formulas& Number | Dancéngthircva cacdinh dangsd, cac dinh
Formatting dangkhac bjloaibé (sac chép cdngthirc va
dinh dangsd).
-, Keep Source Dan dinh dangclia 8 ngudn, chisao chép dinh
= Formatting dang.
< No Borders Dantat ca dit liéu trir khungvién,
o Keep Source Column | Danva gitr nguyén chiéu réngcot clia é da sao
a Widths chep.
28 S Danvaova ddodongthanh cét hodcnguoc lai
':5 Hesteelne Dan vao va tham chiéu 6 dich dén 6 ngudn
- Value & Number Danvao gia tri, két qua clia cong thirc va cac
= Formatting dinh danggdc clia cac con 56 (sao chép gia tri
va dinh dangsd)




= Value & Source Dan gia tri va dinh dang nguon.

= Formatting

2, Formatting Dandinh dangcla 6 ngudn dd sao chép.

- Paste Link Dandtrliéu tir 6 sao chép sang 6 can ddn, va

= chingudn |3 6 d3 sao chép.

= Picture Dan dangnay thicac 8 ma ban copy s& hiént hi

- duwéi danghinh anhtai vi tri dan va cac ban
khéngthé sira d6i dir liéu dé.

-~ Linked Picture Dan dangnay thi cac 6 ma ban copy s& hiént hi

= dudidanghinhanh taivi tri danva cac ban
khongthé sira doi dir lieu dé. Nhungnéu gia tri
tai 6 ban sao chép thay doi thigid trj trong hinh
anh tai 6 dan cling dugc thay déi theo.

Or you choose the tab Home -> Paste -> Paste Special to open the Paste Special dialog box .
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On the Paste Special dialog box with paste options, the meaning of the paste optionsis as follows:

All
The default option when you press Ctrl + V, paste all that was copied.

Formulas

Paste formulas (copy formulas)

Values

Paste values ??and results of formulas, do not copy formulas (copy values)
Formats

Paste formatting only (copy format)



Comments

Paste only the comments of the cells (copy the comment)

Validation

Paste only the data validation rules for the Data Validation target area.

All using source theme

Paste into everything and use the format template from the source area

All except borders

Paste everything except borders

Column widths

Only paste in the column width specification information (copy the column width).

Formulas and number formats

Pasting formulas and number formats, other formats are removed (copying formulas and number formats).
Vaues ??and number formats

Paste into values, results of formulas and original formats of numbers (copy values ??and number formats)
None

This is the default option, when you do not need to use the options Add, Subtract, Multiply, Divide, then select
None.

Add

Add the values ??of the data range that you have copied into the corresponding cells in the data paste area.
Subtract

Subtract the values ??of the data range that you copied into the corresponding cellsin the data paste area.
Multiply

Multiply the values ??of the data range that you copied into the corresponding cells in the data paste area.
Divide

Divide the values ??of the data range that you have copied into the corresponding cells in the data paste area.
(The copy number is the divisor, the number in the box is the dividend).

Skip blanks



Do not paste empty cellsin the source area into the values ??in the destination area (omitting blank cells).
Transpose

Paste in and invert the line into columns or vice versa

Paste Link

Paste in and reference the destination cell to the source cell

S0 you just need to choose the type of paste corresponding to the purpose, specific requirements, for example,
paste the Formatting format .
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So above, the article has shared with you the Paste Special data paste features and how to use the Copy and Paste
feature in Excel most effectively. Hopefully after you learn this article, you will use the most appropriate Copy
and Paste feature to help the process of working with Excel effectively. Good luck!

Y ou finished reading the article "How to use the Copy Paste feature in Excel effectively?" 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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