
how to open two excel workbooks at the
same time
how to open two excel workbooks at the same time is a common query for users who need to
manage multiple data sets simultaneously. This ability can significantly enhance productivity,
especially when comparing information or consolidating data from different sources. In this article, we
will explore various methods for opening two Excel workbooks at the same time, including using the
Excel interface, leveraging Windows features, and utilizing keyboard shortcuts. We will also cover
troubleshooting tips for common issues that may arise when trying to open multiple workbooks. By
the end of this guide, you will have a comprehensive understanding of how to efficiently work with
multiple Excel files.
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Understanding Excel Workbooks

Before diving into the methods for opening two workbooks simultaneously, it's essential to
understand what an Excel workbook is. A workbook is essentially a file created by Microsoft Excel that
can contain one or more worksheets. Each worksheet can hold data, formulas, charts, and graphs,
making workbooks versatile for various tasks such as data analysis, financial modeling, and reporting.

Excel workbooks are saved with the .xlsx or .xls extension. When you open an Excel application, it
typically opens a single instance of the program, which allows users to work on one workbook at a
time. However, Microsoft Excel provides options to open multiple instances or multiple windows of the
application, enabling users to work on two or more workbooks concurrently.

Method 1: Opening Workbooks Through the Excel



Interface

The first and most straightforward method to open two Excel workbooks at the same time is through
the Excel interface itself. This method is particularly user-friendly for individuals who prefer graphical
interfaces over keyboard shortcuts.

Step-by-Step Instructions

Follow these steps to open two workbooks using the Excel interface:

Launch Microsoft Excel on your computer.1.

Open the first workbook by clicking on “File” in the top menu and selecting “Open.”2.

Navigate to the location of your first workbook, select it, and click “Open.”3.

To open a second workbook, repeat the process: click “File” and then “Open” again.4.

Choose your second workbook and click “Open.”5.

By following these steps, both workbooks will open in separate windows, allowing you to view and edit
them simultaneously.

Method 2: Using Windows File Explorer

Another effective way to open two Excel workbooks at the same time is by using Windows File
Explorer. This method is efficient for users who have files organized in folders and prefer accessing
them directly from the file system.

Step-by-Step Instructions

To open two workbooks using Windows File Explorer, perform the following steps:

Open Windows File Explorer.1.

Locate the folder where your Excel workbooks are saved.2.

Right-click on the first workbook and select “Open” from the context menu.3.



With the first workbook now open in Excel, return to File Explorer.4.

Right-click on the second workbook and select “Open” again.5.

Using this method, both workbooks will be displayed in separate windows, facilitating easy
comparison and data entry between them.

Method 3: Keyboard Shortcuts for Opening Workbooks

For users who prefer using keyboard shortcuts, there are efficient ways to open two Excel workbooks
simultaneously. This method can save time and streamline the workflow.

Step-by-Step Instructions

Here’s how to open multiple workbooks using keyboard shortcuts:

Open the first workbook using the Excel shortcut: press Ctrl + O, select your file, and hit Enter.1.

To open a second instance of Excel, hold down Shift and right-click on the Excel icon on the2.
taskbar.

Select “Microsoft Excel” from the context menu to open a new instance of the application.3.

In the new Excel window, again press Ctrl + O, select your second workbook, and hit Enter.4.

This method allows you to have two separate instances of Excel running, each with its own workbook,
enabling efficient multitasking.

Troubleshooting Common Issues

While opening two Excel workbooks at the same time is generally straightforward, users may
encounter some issues. Here are some common problems and their solutions:

Excel not responding: If Excel freezes, try restarting the program or your computer.

Workbooks opening in the same window: Ensure that you are opening separate instances
when using the keyboard shortcut method.



File association issues: If Excel files do not open correctly, check your file associations in
Windows settings.

By addressing these issues, users can ensure a smoother experience when working with multiple
Excel workbooks.

Conclusion

Understanding how to open two Excel workbooks at the same time can significantly enhance your
productivity and efficiency when handling multiple datasets. Whether you choose to use the Excel
interface, Windows File Explorer, or keyboard shortcuts, each method offers a straightforward way to
manage your work. With the troubleshooting tips provided, you can resolve common issues that may
arise. Embracing these techniques will allow you to maximize your use of Microsoft Excel effectively.

Q: Can I open two Excel workbooks on different monitors?
A: Yes, you can open two Excel workbooks on different monitors by ensuring that each workbook is in
a separate instance of Excel. Use the Shift + right-click method on the Excel icon to open a new
instance and drag each window to a different monitor.

Q: What should I do if my Excel workbooks are opening in the
same window?
A: If your workbooks are opening in the same window, it may be because they are not running in
separate instances. Use the Shift + right-click method on the Excel icon to open new instances for
each workbook.

Q: Is there a way to compare two workbooks side by side?
A: Yes, you can compare two Excel workbooks side by side by opening them in separate instances
and arranging the windows manually, or by using the “View Side by Side” feature in Excel.

Q: How can I ensure my Excel files open in the same version of
Excel?
A: To ensure your Excel files open in the same version, check your file associations and make sure
Excel is set as the default program for opening .xlsx and .xls files.

Q: Can I open Excel workbooks from a cloud storage service



simultaneously?
A: Yes, you can open Excel workbooks stored in cloud services like OneDrive or Google Drive
simultaneously, provided you have the necessary permissions and are using the desktop version of
Excel.

Q: What if I cannot open more than one workbook at a time?
A: If you cannot open more than one workbook, check your Excel settings and ensure that your
installation is not corrupted. You may also want to repair or reinstall Excel if issues persist.

Q: Does using multiple workbooks affect Excel performance?
A: Opening multiple workbooks can affect performance depending on your computer's resources.
Ensure you have adequate RAM and processing power to handle multiple instances of Excel.

Q: Can I use macros in multiple workbooks opened at the
same time?
A: Yes, you can use macros in multiple workbooks opened simultaneously. However, ensure that the
macros are compatible and that you are aware of which workbook the macro is currently executing
on.

Q: Is there a limit to how many Excel workbooks I can open at
once?
A: There is no strict limit on the number of Excel workbooks you can open simultaneously, but
performance may degrade if too many are opened, depending on your system specifications.
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