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/en/excel/understanding-onedrive/content/ Introduction Excel files are called workbooks. Whenever you start a new project in Excel, you'll need to create a new workbook. There are several ways to start working with a workbook in Excel. You can choose to create a new workbook—either with a blank workbook or a predesigned template—or open an
existing workbook. Watch the video below to learn more about creating and opening workbooks in Excel. Whenever you're opening or saving a workbook, you'll have the option of using your OneDrive, which is the online file storage service included with your Microsoft account. To enable this option, you'll need to sign in to Office. To learn more, visit
our lesson on Understanding OneDrive. Select the File tab. Backstage view will appear.Select New, then click Blank workbook.A new blank workbook will appear. To open an existing workbook: In addition to creating new workbooks, you'll often need to open a workbook that was previously saved. To learn more about saving workbooks, visit our
lesson on Saving and Sharing Workbooks. Navigate to Backstage view, then click Open.Select Computer, then click Browse. You can also choose OneDrive to open files stored on your OneDrive.The Open dialog box will appear. Locate and select your workbook, then click Open. If you've opened the desired workbook recently, you can browse your
Recent Workbooks rather than search for the file. To pin a workbook: If you frequently work with the same workbook, you can pin it to Backstage view for faster access. Navigate to Backstage view, then click Open. Your recently edited workbooks will appear.Hover your mouse over the workbook you want to pin. A pushpin icon will appear next to the
workbook. Click the pushpin icon.The workbook will stay in Recent Workbooks. To unpin a workbook, simply click the pushpin icon again. Using templates A template is a predesigned spreadsheet you can use to create a new workbook quickly. Templates often include custom formatting and predefined formulas, so they can save you a lot of time and
effort when starting a new project. To create a new workbook from a template: Click the File tab to access Backstage view.Select New. Several templates will appear below the Blank workbook option.Select a template to review it.A preview of the template will appear, along with additional information on how the template can be used.Click Create to
use the selected template.A new workbook will appear with the selected template. You can also browse templates by category or use the search bar to find something more specific. It's important to note that not all templates are created by Microsoft. Many are created by third-party providers and even individual users, so some templates may work
better than others. Compatibility Mode Sometimes you may need to work with workbooks that were created in earlier versions of Microsoft Excel, like Excel 2010 or Excel 2007. When you open these types of workbooks, they will appear in Compatibility Mode. Compatibility Mode disables certain features, so you'll only be able to access commands
found in the program that was used to create the workbook. For example, if you open a workbook created in Excel 2003, you can only use tabs and commands found in Excel 2003. In the image below, you can see that the workbook is in Compatibility Mode, which is indicated at the top of the window to the right of the file name. This will disable some
Excel features, which will be grayed out on the Ribbon. To exit Compatibility Mode, you'll need to convert the workbook to the current version type. However, if you're collaborating with others who only have access to an earlier version of Excel, it's best to leave the workbook in Compatibility Mode so the format will not change. To convert a
workbook: If you want access to the newer features, you can convert the spreadsheet to the current file format. Note that converting a file may cause some changes to the original layout of the workbook. Click the File tab to access Backstage view.Locate and select the Convert command.The Save As dialog box will appear. Select the location where
you want to save the workbook, enter a file name for the workbook, and click Save.The workbook will be converted to the newest file type. Challenge! Open our practice workbook.Notice that our workbook opens in Compatibility Mode. Convert the workbook to the current file format. A dialog box will appear, asking if you would like to close and
reopen the file in order to see the new features. Choose Yes. In Backstage view, pin a file or folder. /en/excel/saving-and-sharing-workbooks/content/ Creating a new workbook in Excel is a fundamental skill that every user should master. Whether you are a beginner or an experienced user, understanding the various methods to create a new workbook
can enhance your productivity and streamline your workflow. This guide covers all the popular methods and tips to create a new workbook in Excel. Follow the below steps to create new Workbook in Excel. We can create Excel Workbooks using Shot cut keys or using the ribbon commands. Creating New Excel Workbook from Start Menu You can use
this method if your Excel application is closed. You need to open the Excel Application to create new Excel Workbook. If your Excel We can go to All Applications from Start Menu And Click on the Excel Application. This will start the Excel Application And Opens a new Workbook with default blank Worksheets. Creating New Excel Workbook in a
directory You can simply right click on any directory or folder to create new Excel Workbook. Go to the Folder Right Click in the Folder And Click on the Excel Application This will create new the Excel Workbook in the Folder We can Double click to Open the Workbook. Creating New Excel Workbook when your Excel Application is already Open If
the Excel Application is already opened, we can create new Excel Workbook from the File Menu. We can also use shortcut Ctrl+N to create new workbook. Why Create a New Workbook in Excel? Creating a new workbook allows you to: Start fresh with a blank canvas for your data and analyses. Organize different projects and datasets separately.
Utilize Excel’s powerful features to create custom reports, charts, and tables. Using the File Menu The most straightforward method to create a new workbook in Excel is through the File menu. Open Excel: Launch the Excel application. Go to File: Click on the File tab in the Ribbon. Select New: Click on New from the list. Choose Blank Workbook:
Select Blank Workbook to create a new, empty workbook. Using Keyboard Shortcuts Keyboard shortcuts can speed up the process of creating new workbooks. This shortcut will immediately open a new, blank workbook. Creating a New Workbook from a Template Excel offers a variety of templates that can help you get started quickly with specific
types of workbooks. Open Excel: Launch Excel. Go to File: Click on the File tab. Select New: Click on New. Browse Templates: Browse through the available templates or search for a specific type. Select a Template: Click on the desired template to open it as a new workbook. Using VBA to Create a New Workbook For automation enthusiasts, VBA can
be a powerful tool to create new workbooks. Open VBA Editor: Press Alt + F11 to open the VBA editor. Insert a Module: Click on Insert > Module. Paste the Following Code: Sub CreateNewWorkbook() Workbooks.Add End Sub Run the Macro: Press F5 or go to Run > Run Sub/UserForm. This code will create a new, blank workbook. Troubleshooting
Common Issues Here are some common issues you might encounter when creating new workbooks and how to resolve them: Excel Not Responding: If Excel is not responding, try restarting the application or your computer. Ensure your Excel application is up to date. Templates Not Loading: If templates are not loading, check your internet
connection as some templates may require an online connection to download. VBA Macro Not Running: Ensure macros are enabled in your Excel settings under File > Options > Trust Center > Trust Center Settings > Macro Settings. Conclusion Creating a new workbook in Excel is a simple yet crucial task for efficient data management. By using the
methods outlined in this guide, you can quickly start new projects and organize your data effectively. Whether you prefer using the File menu, keyboard shortcuts, templates, or VBA, mastering these techniques will improve your workflow and productivity. For more Excel tips and tutorials, explore our other blog posts or leave a comment if you have
any questions! Creating a new workbook in Excel is as simple as opening the program and selecting “New” from the File menu. Click on “Blank Workbook” to start with a fresh sheet, or choose from a variety of templates if you need a little inspiration. With a new workbook, you can start inputting data, creating tables, and analyzing information right
away. After you've created a new workbook in Excel, you’ll have a blank canvas to organize and analyze your data. You can add multiple sheets, use formulas to calculate values, create charts to visualize your data, and much more. Excel, the powerful spreadsheet software from Microsoft, is an essential tool for anyone who deals with numbers, data
analysis, or administrative tasks. Whether you're a student, a business professional, or just someone who loves to keep everything organized, knowing how to create a new workbook in Excel is a fundamental skill you’ll use time and time again. Creating a new workbook is the first step in any Excel project. It’s like opening a brand new notebook,
ready to be filled with your thoughts, ideas, and data. A new workbook provides a clean slate where you can start building complex spreadsheets, pivot tables, and charts to present information in a clear and concise way. Plus, with the latest cloud-based features, you can share your workbooks with colleagues or friends and collaborate in real-time.
Let’s dive into the steps to create a new workbook and explore why this skill is so valuable. Before we begin, make sure you have Excel open on your computer. The following steps will guide you through the process of creating a new workbook. Open Microsoft Excel on your computer. Once you’'ve opened Excel, you’ll see a start screen with various
options. This is where you can access recent workbooks, templates, and more. Click on the “File” tab in the top left corner of the screen. The File menu is where all the important document options reside, such as saving, opening, and creating new files. In the File menu, click on “New”. This will take you to the page where you can create a new
workbook or choose a template. Click on “Blank Workbook” to create a new, empty workbook. After clicking on “Blank Workbook,” a fresh, untouched spreadsheet will appear, ready for you to start inputting data. BenefitExplanationOrganizationCreating a new workbook allows for better organization of data, as you can start from scratch and arrange
information as you see fit.CustomizationWith a new workbook, you can customize everything - from the layout to the formulas - to suit your specific needs.EfficiencyStarting with a new workbook helps to streamline your workflow, making it easier and faster to input and analyze data. DrawbackExplanationTime ConsumingSetting up a new workbook
can be time-consuming, as you have to start from the beginning and set up your data structure and formatting.Learning CurveFor Excel beginners, creating a new workbook can be daunting due to the complexity of the software and the vast array of features.Error-ProneStarting with a blank slate means there’s more room for error, as you need to
input all formulas and data correctly. Now that you know how to create a new workbook in Excel, remember that this is just the starting point. Excel is a powerful tool that can handle complex calculations, data analysis, and much more. As you start working with your new workbook, you may find it useful to explore Excel’s various features, such as
conditional formatting, data validation, and pivot tables. These features can help you make the most out of your data, presenting it in meaningful and impactful ways. Always save your work regularly to avoid losing any data. You can also take advantage of Excel’s autosave feature, which automatically saves your workbook at certain intervals. And
don’t forget, practice makes perfect. The more you work with Excel, the more comfortable you’ll become with its many functionalities. So, dive in and start creating! Open Microsoft Excel. Click on the File menu. Select ‘New’. Choose ‘Blank Workbook’. Yes, you can press Ctrl+N to quickly create a new workbook in Excel. Absolutely! Instead of
selecting ‘Blank Workbook’, you can choose from a variety of templates that Excel provides. Yes, you can create multiple workbooks by repeating the process or by opening new instances of Excel. To rename your workbook, click on the default name (usually ‘Book1’) at the top of the Excel window and type in your desired name. Yes, the process is
similar on Excel mobile and web apps. Look for the ‘New’ option in the app’s menu. Creating a new workbook in Excel is a foundational skill that opens the door to endless possibilities for data management and analysis. It’s a simple process that can be learned quickly, but the potential it unlocks is vast. Whether you’re a seasoned pro or just starting,
mastering this step is the key to unlocking Excel’s full potential. Take the time to explore and familiarize yourself with all the features Excel has to offer, and you'll soon be creating workbooks that not only store data but also tell a compelling story. Matthew Burleigh has been writing tech tutorials since 2008. His writing has appeared on dozens of
different websites and been read over 50 million times. After receiving his Bachelor’s and Master’s degrees in Computer Science he spent several years working in IT management for small businesses. However, he now works full time writing content online and creating websites. His main writing topics include iPhones, Microsoft Office, Google Apps,
Android, and Photoshop, but he has also written about many other tech topics as well. Read his full bio here. Microsoft Excel is a powerful spreadsheet software used for data analysis, calculation, and organization. One of the fundamental tasks in Excel is creating a new workbook, which serves as the basis for your spreadsheet projects. In this guide,
we’ll walk through the step-by-step process of creating a new workbook in MS Excel 2021.Step 1: Launching Microsoft Excel 2021 Begin by opening Microsoft Excel 2021 on your computer. You can typically find Excel in the Microsoft Office suite or by searching for it in your computer’s applications menu.Step 2: Opening Excel and Navigating the
Interface Once Excel is open, you'll be presented with the Excel interface. This interface consists of various elements, including the Ribbon, Quick Access Toolbar, Worksheet Area, and more.Ribbon: The Ribbon is located at the top of the Excel window and contains tabs, each with related commands. These tabs include options for formatting, inserting
data, creating formulas, and more.Quick Access Toolbar: This toolbar, located above the Ribbon, contains frequently used commands such as Save, Undo, and Redo. You can customize this toolbar to add additional commands that you frequently use.Worksheet Area: The main area of the Excel window is the Worksheet Area, where you’ll work on your
spreadsheet. Each Excel file can contain multiple worksheets, each represented by a tab at the bottom of the window.Step 3: Creating a New Workbook To create a new workbook in Excel 2021, follow these simple steps:Click on the “File” Tab: Located in the top-left corner of the Excel window, the File tab opens the backstage view, which contains
various options related to managing files.Choose “New”: In the backstage view, click on the “New” option. This will open a list of templates and document options.Select “Blank Workbook”: From the list of available options, choose “Blank Workbook.” This option creates a new Excel workbook without any pre-existing data or formatting.Click “Create”:
After selecting “Blank Workbook,” click on the “Create” button. Excel will then create a new workbook and open it in a new window.Step 4: Working with Your New Workbook Once you’ve created a new workbook, you can begin working with it to input data, create formulas, format cells, and more. Here are a few basic actions you can take within
your new workbook:Entering Data: Click on a cell within the worksheet and start typing to enter data. Press Enter to move to the next cell. Formatting Cells: Select the cells you want to format, then use the options in the Home tab of the Ribbon to format text, numbers, colors, borders, and more.Inserting Formulas: Click on a cell and type an equals
sign (=) to start entering a formula. Excel will display a list of available functions and suggestions as you type.Adding Worksheets: To add additional worksheets to your workbook, click the plus icon next to the existing worksheet tabs at the bottom of the window.Step 5: Saving Your Workbook After creating and editing your workbook, it’s essential to
save your work to ensure you don’t lose any data. To save your workbook, follow these steps:Click on the “File” Tab: Once again, click on the File tab to access the backstage view.Choose “Save As”: In the backstage view, select the “Save As” option. This will open a dialog box for saving your workbook.Name Your Workbook: Enter a name for your
workbook in the “File name” field.Select a Location: Choose where you want to save your workbook by navigating to the desired folder or location on your computer.Click “Save”: Finally, click the “Save” button to save your workbook.Congratulations! You have successfully created a new workbook in Microsoft Excel 2021 and are ready to start
working on your spreadsheet projects. Remember to save your work regularly to avoid losing any data, and feel free to explore Excel’s vast range of features and functionalities to enhance your productivity.
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