how to open 2 excel workbooks at the same
time

how to open 2 excel workbooks at the same time is a common challenge faced by Excel users
who need to work with multiple datasets simultaneously. This article will guide you through the
various methods to efficiently open two Excel workbooks at the same time, whether you are using
Windows or MacOS. You will learn about the different approaches, including using the Excel
application, leveraging shortcuts, and applying features like the View Side by Side option.
Additionally, this article will cover troubleshooting tips in case you encounter any issues while trying
to open multiple workbooks. By the end of this article, you will have a comprehensive understanding
of how to manage multiple Excel files effectively.
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Understanding Excel Workbooks

Excel workbooks are files that contain spreadsheets, charts, and various data visualizations. When
you open Excel, you typically work within a single instance of the application. However, for tasks
requiring comparisons or data integration across multiple files, opening two workbooks at the same
time becomes essential. This is especially useful for data analysis, report generation, or when copying
and pasting data between workbooks.

Method 1: Opening Workbooks in Separate Windows

One of the simplest ways to open two Excel workbooks at the same time is by launching separate
windows of the Excel application. This method allows you to view and edit both workbooks side by
side without any hassle.



Steps to Open Separate Windows

Follow these steps to open two workbooks in separate windows:

1. Open the first workbook in Excel as you normally would.

2. Launch a new instance of Excel by right-clicking the Excel icon on your desktop or taskbar and
selecting "Microsoft Excel."

3. In the new Excel window, open the second workbook.

By following these steps, you can easily manage both workbooks simultaneously, allowing for easy
data comparison and editing.

Method 2: Using the Excel Application

Excel allows users to open multiple workbooks from within the application itself. This method is
straightforward and does not require additional navigation outside the application.

Using the File Menu

To open multiple workbooks using the Excel file menu, follow these instructions:
1. Open Excel and navigate to the "File" tab.

2. Select "Open" and locate the first workbook you want to open.

3. After opening the first workbook, repeat the process by selecting "Open" again from the "File"
tab and choose the second workbook.

Both workbooks will be displayed within the same Excel window, but you can switch between them
using the tabs at the top of the window.

Method 3: Keyboard Shortcuts

Utilizing keyboard shortcuts can significantly streamline the process of opening multiple Excel
workbooks. This method is particularly beneficial for users who prefer quick and efficient workflows.

Common Keyboard Shortcuts

Here are some useful keyboard shortcuts for opening workbooks:

e Ctrl + N: Create a new Excel workbook.



e Ctrl + O: Open an existing workbook.

e Alt + F + O: Directly open the "Open" dialog box from the file menu.

To open multiple workbooks, you can use the above shortcuts consecutively to launch separate
instances or navigate between existing workbooks efficiently.

Method 4: View Side by Side

The "View Side by Side" feature in Excel is an excellent tool for users who need to compare data
between two workbooks. This feature allows you to view two workbooks simultaneously, making it
easier to analyze differences or copy data between them.

Enabling View Side by Side

To enable the View Side by Side option, follow these steps:

1. Open both workbooks that you wish to compare.
2. Go to the "View" tab in the Excel ribbon.

3. Select "View Side by Side."

This will arrange both workbooks next to each other on your screen, allowing for easy comparison and
interaction.

Troubleshooting Tips

Even with the methods outlined, users may occasionally encounter issues when trying to open two
Excel workbooks at the same time. Here are some common problems and their solutions:

Common Issues and Solutions

e Workbooks not opening in separate windows: Ensure that you are launching a new
instance of Excel rather than opening a new workbook in the existing window.

* Excel freezes or crashes: Check for updates or repair the Excel installation through the
Control Panel on Windows.

¢ Unable to compare data: If using the View Side by Side feature does not display both
workbooks, ensure they are open before activating the feature.



By addressing these common issues, you can enhance your productivity when working with multiple
Excel workbooks.

Conclusion

Learning how to open 2 Excel workbooks at the same time is a valuable skill for anyone who
frequently works with data. By utilizing the methods discussed, including opening separate windows,
using the Excel application, employing keyboard shortcuts, and activating the View Side by Side
feature, you can optimize your workflow and improve your efficiency. Additionally, being aware of
troubleshooting tips can help you overcome common obstacles. Mastering these techniques will
ensure that you are well-equipped to handle multiple datasets seamlessly.

Q: Can | open two Excel workbooks on different screens?

A: Yes, you can open two Excel workbooks on different screens by dragging one workbook window to
one screen and the other workbook window to the second screen. Ensure that you have opened them
in separate instances of Excel.

Q: Why won’t my Excel workbooks open in separate windows?

A: If your Excel workbooks do not open in separate windows, make sure you are starting a new
instance of Excel by right-clicking the Excel icon and selecting "Microsoft Excel" rather than opening a
new workbook in the existing window.

Q: How can | compare data in two workbooks more
effectively?

A: You can compare data in two workbooks more effectively by using the "View Side by Side" feature
in Excel, which allows you to see both workbooks at once, making it easier to analyze differences.

Q: What should I do if Excel crashes when opening multiple
workbooks?

A: If Excel crashes when opening multiple workbooks, try repairing the Excel application through the
Control Panel or reinstalling it. Additionally, ensure that your computer meets the necessary system
requirements.

Q: Is there a limit to how many Excel workbooks I can open at
once?

A: There is no strict limit to how many Excel workbooks you can open at once, but performance may
be affected based on your computer's specifications, such as RAM and processing power.



Q: Can | open Excel workbooks in different versions of Excel
simultaneously?

A: Yes, you can open Excel workbooks in different versions of Excel simultaneously, as each version
will run in its own instance. Just ensure that your system supports both versions.
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