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Using Paste in Excel, use Paste Special to move data
In an Excel spreadsheet.

Paste in Excel isnot smply copying data from one place to another; using Paste offers many other functions.
This article will guide Excel users on how to use Paste and its various features.

When learning Excel, you've undoubtedly encountered lessons on using Paste, and you've probably noticed a
command called Paste Special. So, how does Paste Special differ from regular Paste in Excel, and are there any
issues you might not have understood when learning Excel ?
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Furthermore, whether Paste Special will bring any benefits to users or make your Excel usage faster will all be
clarified with the features listed below by TipsMake, giving you a new perspective on using Paste in Excel.

Instructions on using the Paste feature in Excel

You can quickly accesstheitemsright here:
1. Copy formatting in Excel using Paste

The Paste feature alows you to copy any cell or row anywhere; however, with regular Paste, you'll overwrite
existing data. How can you copy fonts, bold text, italics, and many other attributes without changing the data?
It's very simple when you use Paste in Excel.

Sep 1. Let'stake the example of wanting to copy the red and bold text attribute of the Grading Rulesinto the
table above. First, press Ctrl + C to copy the Grading Rules.
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Sep 2: Select the entire area where you want to copy the formatting, right-click and choose Paste Special >

Paste Special .
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Sep 3: In Paste Special, select Formats and then click OK.



Paste Special
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Sep 4: You will seethat the entire table has been changed to bold and red, meaning you have completed the
formatting copying process without losing any data.
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2. Perform the calculation.

When you copy acell containing entered formulas, how do you make Excel automatically understand that the
next row is the same calculation you entered? Of course, we won't be using drag-and-drop to let the system
calculate automatically. Here, we'll use Paste Special.

Sep 1. Asinthe problem, we will Ctrl + C (Copy) cell F6, which isthe sum of thefirst value.
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Sep 2: Click on the box below, select Paste Special , and then select Paste Values ?2(the one with the 123 icon
at the top).
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Sep 3: Immediately, we will see the result in the cell below, which has automatically calculated the sum after
referencing the first row exactly.
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But as mentioned, the example above is very simple and helps you understand how to use Paste in Excel when
you want to perform calculations. Y ou can apply them to spreadsheets and columns with larger units than the
example above.

3. Copy the column width.

Thisis one of the most common ways to use paste in Excel. With the regular paste method, we can't copy the
entire length and width of the new column; we have to follow the new column's index. The way to get a new
copy that's exactly the same as the old one is to copy the width using Paste Special.

Sep 1: Asyou can seein theimage, thisis how to copy using Ctrl + C and then paste normally; the length will
not automatically stretch.
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Sep 2: Copy the necessary data from the left column, then right-click on the right column, select Paste Special
, and choose the line spacing icon as shown in the image.

4 D E F G H
1
2
3
e N UTHan - - K WS % 0 B
= N B I ESH-A-E-WaN
] 1,56 Duy Vinh |
7 2iN18 Thi Thé Minh % Cu
8 JiNguyén Thi Thy H fa Cory
g 21Trén Van Tén ¥ ‘ry Paste Options:
e e - e A o
10 SiLé Tifn Lii ! B0 Lo Lk (22 2 (o
1 S!T1Gn Bot Hodt } Paste Special
12 7iL4m Thi Bach L i D Swan Lockup =
13 B:Q_OP_mM_“_“_"_“j_ Ircsert Copied Clit “
'I-I._ Delete
:: Clear Contents

Sheetl | sheetz @ =

Sep 3: Immediately, you will have a perfectly copied document thanks to the Paste Special feature.
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Data swapping is away to change data orientation, from horizontal to vertical and vice versa. Swapping is used
for many purposes; however, in this article, TipsMake will guide you through the most intuitive way to use this

tool when using Paste in Excel.

Sep 1. We have atable with 2 rows and 5 columns representing M onth and Sales. Our task isto display them
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Sep 2: Click outside the Sheet, select any cell, right-click, choose Paste Special , then select the Transform

icon .
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Sep 3: Immediately, you will see that the horizontal data has been converted to vertical data. Thisisindeed one
of the great uses of Paste Special, isn't it?
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5. Copy chart formatting



Y ou want to copy anew chart format or style without having to re-enter the information if you change the format
or don't merge data. The following method will show you how to copy chart formatting in Excel.

Sep 1: You have two images with two different chart displays and different data. Our task isto copy the
formatting from the left image to the right image without changing the data on the right.
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Sep 2: If we use the standard Copy and Paste method, you will see that the formatting in the right-hand panel
remains unchanged, and the datais also merged.
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Sep 3: To copy the chart format, copy the chart on the left, then move to the other chart, press Alt+E+S, and
select Formats.
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6. Replace the formulas with the calculated results.

It's difficult to describe exactly what this method is used for, but you can get a general idea of ??how to use Paste
in Excel from the following example; seeif it's any different from the usual method.

Sep 1. Here we have a spreadsheet with the total score already entered as aformula combining Literature and
Math scores. Our task isto copy all the data from the total column into the Math score column so that the total is
added together again. Let'stry the usual method.



|
1
2
3
4
-
[ 1|26 Duy Vinh 43 B 12.3
7 2|M& Thj Thé Minh & 9.1 15.1
8 3 Mguysn Thi Thy 25 5 7.5
9| 4|Trén Vén Tén 7.4 7.7 15.]
10 5|L& Tién Lai 33 -] 9.3
it &|Trén Bat Hodt 85 49 13.4
12 7|Trén Thi Hoéing Bach 4 8.2 12.2
13 8&/Coo Sang Ngang 3 73 13.3
; Sheetl (-I:-:) [«] C
Ready B I Mm - ] + 100%

Sep 2: If using the standard copy-paste method, after performing the “tpanf™ operation, the returned value will

be a #Vauel" error.

Sep 3: So, what's the difference with Paste Specia ? Do the same as above when copying, but use Paste Special

and select Paste Value as shown in the image.
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Sep 4. Asaresult, we have just replaced a column in the formula with the calcul ated result, thus completely
removing the formula during the copying process and creating a new total with the formula remaining the same.
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Thisfeature is often used to replace the RAND() function with its value instead of allowing the formulato
calculate itself. Of course, RAND() is not avery frequently used function.

7. Copy data validation

Excel's Data Validation feature helps you manage columns and tables very effectively. Y ou can create many
rules for them, but how do you apply those same rules to a new spreadsheet or a new column?

Sep 1: In the image, we have a column already set up with the relevant job titles within the company.
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Next is a column containing the titles of the company's departments. The problem is how to change the titles

from one column to the other?

Note : Once Data Validation is set, you will not be able to edit the cell directly.
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Sep 2: To do this, right-click on the item you want to copy and select Paste Special twice, as shown in the

image.
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Sep 3: Select Validation and then OK .

Paste Special
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Sep 4: Immediately, we can see that all the settings from the left-hand panel can now be used for the right-hand
panel.
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8. Ignore a series of cellswith empty values.

The Skip Blanks feature allows you to replace the current value while ignoring cells with no value in the
original data. This means you don't need the original data cellsto complete the calculation, preventing errors.
Although this method is rarely used and difficult to implement on large models, it's one of the very useful

features added to Paste Special.

Sep 1: Imagine we have a data table with many different data types. How can we copy data from one column to
another without causing errors, regardless of whether the dataisin the same or different formats?
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Sep 2: The Values 72> Skip Blanksfeature in Paste Special will help you do that.

Thisfeature is quite similar

to Format, but the special thing is that the formulas and formatting are preserved.
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9. Pastereference

Simply put, thisis away to reference a large amount of datainstead of entering each row individually in Excel.
Paste references will help you access data faster. The example below doesn't show you all of its features, but it
helps you easily understand what Paste referencesis.

Sep 1. Here we have a data table, and the requirement is to reference the entire " Full Name" column
downwards. So how do we do that?

H30 - fe bt
4 2
1

2 Paste quy chiéu

E

-

5 Ho v t8n Gidi tinh Bidm Trung Binh

5| 1|86 Dury Vinh Mom Yéu

7 2|\ Thi Thél Minh Marm LA Gidi

a|  3Mguyén ThiThy Nam 5 Tamn

% |  4lwénvannign Mom 7.7 #MN/A

10| 5IL& Tién LG Mam -] A

11|  &Trdn Bot Hodt Mam 49 A

12| 7|Tén Thi Hoang Bach Mom Yéu

13 B{Coo Song Mgang Nam 7.3 Kha

% | sheent @ i v

Ready BB O - ] 10055

Sep 2: During the copying process, you will encounter quite afew formatting errors and size issues.
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Sep 4: Theresult will immediately appear as the full name column. Although Paste Reference is more
commonly used for calculations, the example above should give you a better understanding of how to use this
tool. For data that is missing, the value O will be returned.
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10. Delete text on the web and in other programs.



It can be very frustrating when you copy data from the web or other programs and have to preserve its formatting
and size in an Excel spreadsheet. There'saway to eliminate all of that, forcing the copied data to follow your
original formatting, or at least Excel's formatting.

Sep 1. Here we have atable divided into two results: one for regular copying and one for special paste.
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Sep 3: But when using Paste Special as shown below, you will see how the same text is displayed.
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Sep 4: The default font has been set back to Calibri, which is completely different from the style above.
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So how isthis feature useful to you? Imagine copying along section of awebpage, possibly thousands of words
with countless formatting and colors. It's very difficult to standardize them in Excel. Thisis much easier in
Word, so the Paste Special tool will help you solve this problem.

Above, TipsMake has guided you on how to use Paste in Excel, right? Indeed, Paste has many features that we
may not know about or have explored much. But through this article, TipsMake has added a large amount of
Excel knowledge to our readers. We hope that in future articles we will continue to explore Paste for you.

Excel includes many mathematical functions, among which basic functions like SUM, MAX, MIN. are the most
frequently and continuously used. If you are not yet familiar with these basic Excel functions, take some time to
review them.

To use Excel more effectively, in addition to using Paste, you should aso learn about Excel keyboard shortcuts.
These important shortcuts will help you use the software more proficiently, and are very helpful even with Paste
Special.



Y ou finished reading the article "Using Paste in Excel, use Paste Special to move data in an Excel
spreadsheet.” 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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