Modifying
Columns,

Rows, and
Cells



Introduction

When you open a new blank workbook, the
cells are set to a default size. You have the
ability to modify cells, as well as to insert and
delete columns, rows, and cells as needed. In
this lesson, you will learn how to change row
height and column width, insert and delete
rows and columns, wrap text in a cell,
and merge cells.




Working with columns, rows, and cells
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How to modify column width

1.Position your mouse over the column line in
the column heading so the white cross becomes
a double arrow . A1 | Width: 8.43 (64 pixels) | J& | HPAS North Car
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2. Click and drag the column to the right to
Increase column width or to the left to decrease

column width.
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How to modify column width

3. Release th_e mouse. AL v(* £ HPASNorth Car
The column width will be A B
Changed |n your 1 [HPAS North Carolina Board of Directors l
2
Spreadsheet. :
4. The Column

Width dialog box appears. . )
Enter a specific Column Width (5| IRE3)
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5. Click OK. The width of
each selected column will ok || cancel
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How to modify row height

1.Position the cursor over
the row line so the white
cross becomes a double
arrow .

2.Click and drag the |
row downward to increase
row height or upward to M (R HeAsNornca
decrease height. - —

3.Release the mouse. The (|
height of each selected row |-
will be changed in your
worksheet.
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How to Insert rows:

1.Select the column to =iE
the right of where you want ___ c@cE
the new column to appear.
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3.The new column appears in your worksheet.



How to delete rows and columns

1.Select the rows you want to delete.

. A3 - ",'_.‘ I | Lovelace, Deb

2.Click the Delete command on A [ 8 | c

1 |Ashberry, Jane 919-882-6561 ashberryj@hpasnc.org
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Wrapping text and merging cells

1. Select the cells with
text that you want to
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Wrapping text and merging cells

1. Select the cells you want to

merge.

2. Select the Merge & Center

command on the Home tab.

3. The selected cells will be
merged, and the text will be

centered.
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Joins the selected cells into one

larger cell and centers the contents

in the new cell,

This is often used to create [abels
that span multiple columns.
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Formatting text

To change the font:

1. Select the cells you want to :
mOdlfy Home Insert Page Layout Formulas Data
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How to change the color

1. Select the cells you want

to modify. i
2. CIle the drop-down 5 * Home | Inset  Page Layout Fnrmilas Data Review
arrow next to the font . Mamictad i |& 2= =@y |
color command on the Home ey BIU- D A ESE FE O
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How to change horizontal text alignment

1.Select the cells you want to modify.

2. Select one of the three

horizontal Alignment commands on the Home tab.

- Align Text Left: Aligns text to the left of the cell
- Center: Aligns text to the center of the cell
- Align Text Right: Aligns text to the right of the cell

1 |Fitmess Progress Chart




Saving workbooks

1. Click the File tab.
2. Select Save As.

3. The Save As dialog box |
will appear. Select the Informat
location where you want to %

save the workbook. rotect
Workbook =
4. Enter a name for the Pm |

workbook, then click Save.



