COPY LIKE A CAT — PASTE LIKE A PRO : 17

EXCEL PASTING TRICKS YOU MUST KNOW
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Paste or Ctrl+v is probably the most effective productivity tool available to us. But
how welldo you know “Paste”?, do you know that there are at least 17 different

- | variations to paste data to your excel sheets? Surprised? Well, read this post to

become a master paster
The post is divided in to 2 parts,

o Basic Pasting Tricks

o Pasting while Manipulating Data

BASIC COPY PASTING OF DATA

PASTE VALUES

If you want to just paste the values from copied cells, just hit ATL+E

followed by Sand V. Very useful when you want to strip away existing
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formatting and work with plain data.

PASTE FORMATS (OR FORMAT PAINTER)

Like that sleek table format your colleague has made? But don't have

the time to redo it yourself, worry not, you can paste formatting
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(including any conditional formats) from any copied cells to new cells,
just hit ALT+E ST.

PASTE FORMULAS

If you want to copy a bunch of formulas to a new range of cells — this is very useful. Just copy
the cells containing the formulas, hit ALT+E S F. You can achieve the same effect by dragging

the formula cell to new range if the new range is adjacent.



4, PASTE VALIDATIONS '
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contents or anything, just press ALT+E S N. This is very useful when |4 Eact
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another area.

5. ADJUST COLUMN WIDTHS OF SOME CELLS BASED ON OTHER CELLS

You have created a table for tracking purchases and your boss liked it. So he wanted you to
create another table to track sales and you want to maintain the column widths in the new
table. You dont have to move back and forth looking for column widths or anything. Instead just
paste column widths from your selection. Use ALT+E S W.

6. GRAB COMMENTS ONLY AND PASTE THEM ELSEWHERE

If you want to copy comments alone from certain cells to a new set of cells,
just use ALT + E S C. This will reduce the amount of retyping you need to Z
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7. OF COURSE YOU WANT TO PASTE EVERYTHING

Just use CTRL+V or ALT+E+P or one of those little paste icons on the tool bar

MANIPULATING WITH COPIED DATA WHILE PASTING

8. ADD WHILE PASTING
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get -8 10 12, you can do this using paste special. Just copy row 1 Paste Special with Additon +

values and use ALT + E S D. After 5 7 J

9. Subtract while pasting

Just use ALT+ES'S + /
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MULTIPLY WHILE PASTING

Justuse ALT+ESM

DIVIDE WHILE PASTING

Justuse ALT+ESI

SKIPBLANK—CELLS WHILE PASTING
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This is wrong. Skip blanks is instead used to paste only data cells and not blanks (thus retaining

any data in the paste range corresponding to the blank cells in copied range)

CONVERT ROWS TO COLUMNS OR COLUMNS TO ROWS WHILE PASTING DATA

For example you have large list of values in column A and you want to .
move (or copy) these values to row 1 across. How would you do that?
Of course you can rely on trusty paste-special to do that little job for
you. Just use ALT + E S E. This will transpose copied values before »

pasting, thus converting rows to columns and columns to rows.

PASTE REFERENCE TO ORIGINAL CELLS

If you want to create references to a bulk of cells instead of copy-pasting all the values this is

the option for you. Just use ALT+E S L to create an automatic reference to copied range of cells.

PASTE TEXT BY CONVERTING IT IN TO COLUMNS / \

The quick brown fox jumps over the azy dog
This option is very useful when you are pasting data from outside. For v
example, if you want to paste few lines of this blog post in an excel v

sheet but would like to see each word in a separate cell, you can copy
the content here (CTRL+C), go to your excel sheet and use CTRL+V to| The quik erovn fo jumps over te lazy qu

paste the data and then click on the paste icon that appears at the

bottom of the pasted celland select “use text import wizard” option. This will launch the mildly



powerful text import wizard of excel using which you can convert copied text to columns by
defining some simple parsing conditions. The default options split text into words (by using
space as a delimiter). You can use this option to convert most types of text including comma

separated values, fixed width values. The text import wizard dialog looks somewhat like this.

Text Import Wizard - Step 2 of 3
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16. PASTE LIVE DATA FROM WEB

If you want to import live data from web to your worksheets, you can use Excel web queries.
This is a powerful tool using which you can create worksheets that can fetch data from web (or

network resources) and display in your worksheet for you to process them.



