Microsoft Office Virtual Learning

Modifying Columns, Rows and Cells
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Lesson: May 1, 2020

Objective/Learning Target:
Students will learn how to modify rows, cells and columns to
help personalize their files
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Introduction

NDEPENDENCE SCHOOL DISTRIC

By default, the cells of every new spreadsheet are always the same size. Once you begin entering

information into your spreadsheet, it's easy to customize rows and columns to better fit your data.

In this lesson, you'll learn how to change the height and width of rows and columns, as well as how to

insert, move, delete, and freeze them. You'll also learn how to wrap and merge cells.
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Excel Google Sheets

GOOGLE SHEETS
COLUMNS, MODIFYING
CELLS ==
AND CELLS
I

https://youtu.be/9s00dXiugL0 https://youtu.be/BcThNvz06KQ


https://youtu.be/9s0OdXiuqL0
https://youtu.be/Bc1hNvz06KQ
http://www.youtube.com/watch?v=Bc1hNvz06KQ
http://www.youtube.com/watch?v=9s0OdXiuqL0
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Modifying Column Width
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Excel Google Sheets
In our example below, column C is too narrow to display all of the In our example below, some of the content in column B is too long to
content in these cells. We can make all of this content visible by be displayed. We can make all of this content visible by changing the
changing the width of column C. width of column B.

1. Position the mouse overthe . * . <t - 1. Hover the mouse over the line S Seatiriamim e cerears

1| Customer Contact List

between two columns. The cursor

will turn into a double arrow. o
2.  Click and drag the column border
2.  Click and drag the mouse to to the right to increase column

increase or decrease the width. Dragging the border to the

column width. S . = left will decrease column width. g e

3. Release the mouse. The 3. Release the mouse when you are — er=7:ieam s o sroas
column width will be

satisfied with the new column :
changed. ==

column line in the column
heading so the cursor becomes
a double arrow.

3160 Amber Gate Rd Rodney Vil
Thunder Brook Cir Gravity, W] 1

1 9 St Apt 1 Onando, FL
1605 Bing St. Apt. 2 Orando. FL

13034 Fogay Wharf Loop Bee Rock. | 202
B las:

3520 Slccpy Hearth Dr Calendar,

width. All of the cell content is now A
: visible. :
eWith numerical data, the cell will display pound signs (##HHHHHE) = emens :
if the column is too narrow. Simply increase the column width to :
make the data visible.
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Autosize Column Width
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Excel

The AutoFit feature will allow you to set a column's width to fit its
content automatically.

1.

Position the mouse over the column line in the column
heading so the cursor becomes a double arrow.

[ < + o

107 Dusty e i S, 50 57696
103 et ety 1 Swneghton, N D

2 W
Arvber Gote R4 Rodewg Viloge SOSTIN.

360,
5595 thunder Secok CirGomity. WA 99304

13520 Sloagy it D Cabeir, Wik 95340

Double-click the mouse. The column width will be
changed automatically to fit the content.

Google Sheets
The autosizing feature will allow you to set a column's width to fit its

content automatically.

1. Hover the mouse over the line between two columns. The
cursor will turn into a double arrow.

Frontier Kids Cookie Sales M
om

Jl Frontier Kids
Cookie Sales

2. Double-click the mouse.The column's width will be changed
to fit the content. g

-

w ez
Bl Frontier Kids
Sales
L
1
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Modify Row Height
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Position the cursor over the row line so the cursor
becomes a double arrow.

Click and drag the mouse to increase or decrease the
row height.

fe COMPANY NAME
A B C
Customer Contact List

ICOMPANY NAME

Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696

4 |Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208

6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66680
7 |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 28431

Release the mouse. The height of the selected row will
be changed.

A2 v fo | COMPANY NAME

A B c

, |Customer Contact List

3 Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696

4 Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
5 Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208

6 Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
7 Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

Sheets

You can make cells taller by modifying the row height.
Changing the row height will create additional space in a cell,
which often makes it easier to view cell content.

1. Hover the mouse over the
line between two rows.
The cursor will turn into a
double arrow.

2. Click and drag the row
border down to increase
the height. Dragging the
border up will decrease
the row height.

3. Release the mouse when
you are satisfied with the !
new row height. L —




Jospiv ﬁrmﬁesﬁ

Inserting, Deleting and Moving Rows & Columns
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After you've been working with a spreadsheet for a while, you may find that you want to add new
columns or rows, delete certain rows or columns, or even move them to a different location in the

spreadsheet.
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Insert a Column
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Excel
1.

Select the column heading to
the right of where you want
the new column to appear. For {
example, if you want to insert
a column between columns D
and E, select column E.

Click the Insert command on
the Home tab.

The new column will appear to
the left of the selected column. *

605-555-6435 | jake@adventureoutfitters.com
603-555-2460 _|SeE NI ERIBIESIE i ol
913-555-5928 | yuenp@corepharmaceuticals.com
316-555-3256 |felicia@everlypublishing.com
575-555-9255 |mlawson@massairlines.com
360-555-5422 |info@newhaventraders.com
605-555-4495 | il

) [ il== LR |, Yl
) = B 9
L.' & ex X 7- zY L
s nsert Delete Format Sort& Find &
. © L Fitere Select~
cells £dting

EMAIL ADDRESS

605-555-6435

jake@adventureoutfitters.com

603-555-2460 katie stark@ariarealestate.com

Sheets

1.

Right-click a column heading. A
drop-down menu will appear.
There are two options to add a
column. Select Insert 1 left to
add a column to the left of the
current column, or select Insert
1 right to add a column to the
right of the current column.

The new column will be inserted
into the spreadsheet.

Frontier Kids Cookie Sales ]
Fie Edt View Insen Fomat Deta Tools Addons Help Alcha

BT s %o

2
3 1167 Coberly Way Oriando, FL 32604
4 1605 Bing St Apt 2 Oriando, FL 32803
s 541 Kentucky Ave. Orlando, FL 32804

10 1505 Bing St Apt 2 Ortando, FL 32803

Sont sheet A2

fe] Frontier Kids Cookie Sales B
Fomat Data Tools

Fie Edt View

9 2. Trobuchet. - M -

5 1800 Bing St Apt 1 Orando, FL 32603
1o 1505 Bing St Apt 2 Oriando, FL 32803




Jospiv ﬁrmﬁesﬁ

Insert a Row
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Excel Sheets
1. Select the row heading below where you want the new row 1. Right-click a row heading. A Bt o
to appear. In this example, we want to insert a row between drop-down menu will appear. sl 2/ B A 5 8

June Ford
A s

rows 4 and 5, so we'll select row 5. There are two options to add .
2.  Click the Insert command on the Home tab. a row. Select Insert 1 above A

Name Address

2
2 Chns Keller 1167 Coberly Way Orlando, FL 32804
A B c to ad d arow a bove th e +  Diane Witiey 1605 Bing St Apt 2 Orlando, FL 32603
1 Customer Contact List 5 Nick Gunderson 54N Kenlucky Ave. Oriando, FL 32804
Leilani Mathis 200 Marknam St. Oriando. FL 32804
PANY NAME CONTACT NAME t I t I rt 1 2 v e—
2 curren rOW’ or selec nse @f e Ead 2728 Lake Wales Lane Oriando. FL 32604
' cu e Bivd Orndo FLS0B0d
Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 b I t dd I b I s anyan Biva. Oriando, FL 52604
3 e OW O a a CO U I I I n e OW s Copy 3ing St Apt 1 Orlando, FL 32802
Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 10] Paste 3ing St Apt. 2 Orlando. FL 32803
;i the current row - [
= | Core Pharmaceuticals | Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 )
5 | " insert 1 above
Everly Publishing felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689 B Insert 1 below
6
Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431
7

Frontier Kids Cookie Sales B
Fis Eét View isen Foms Dsa Tods Addons Help Alchan

3.  The new row will appear above the selected row.

- . " O o e T Ea—
, Customer Contact List N z g 2
" H H Bl Frontier Kids
MPANY NAE  CONTACTNANE Bl | 2.  The new row will be inserted Conkic soles
Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 H S Covts Kalor # ity Wey Olando; FL 32004
5 into the spreadsheet P e
Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 il I L S e B
s luneFora ‘3760 Lake Wales Lane Oriando, FL 32604 321-655-2176
5 s Marisol Colon 919 Banyan Bivd. Orlando. FL 32604 321-555-2643
¥ire Pharmaceuticals Phillip Yuen 5108 Crystal Gate Bivd Twig City, KS 66208 16 Loe Difarino 1600 8ng St Apt 1 Oriando, FL 32803 3 725
3 W CrasySoncker 1605 Bing St Apt 2 Oriando, FL 32603 & 68
Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66669 B
7
Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

8
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Delete a Row or Column
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Excel
It's easy to delete a row or column that you no longer need. In our

example we'll delete a row, but you can delete a column the same way.

1. Select the row you want to delete. In our example, we'll select

row 9 Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66639
7
Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431
8
= | Newhaven Traders Rick Chaturvedi /2428 S Redding St #2 Bogg's Corner, WA 98175
9
Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324
10
Riley Garden Supply Vivicada Silva 8595 Thunder Brook Cir Gravity, WA 99304
1

Sheet 1 ®

2. Click the Delete command on the Home tab.

3. The selected row will be deleted, and those around it will shift.

In our example, row 10 has moved up, so it's now row 9.

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek KS 66689
7

Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431
8

Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324
9

Riley Garden Supply VivicadaSiva 8505 Thunder Brook Cir Gravity, WA 99304
10

Knope Equestrian Center Ll Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126
n

Sheet 1 ®

Ready

Sheets

It's easy to delete any row or column you no longer need in your
spreadsheet. In our example, we'll delete a row, but you can
delete a column in the same way.

s Nick Gunderson 54 N Kentucky Ave Oriando, FL
& Leilani Mathis 200 Markham St. Oriando, FL 32
|
1. Select the row/column you | g :
g Cut -ake Wales Lane Orlando.

want to delete. o Comr

10 Paste 3ing St Apt 1 Orlando, FL

2.  Right-click the row heading, W Pastespeca  » | 3nSLARL 2Onlndo. FL
then select Delete row from | et son

anyan Bivd. Oriando, FL 3

Insert 1 below

the drop-down menu. . Dy
: Hide row
Resize row.

18

F9) Frontier Kids Cookie Sales M
Fis Edt View Wsen Fomst Dan Took Addons Help Al chenges saed in e

BT 5w

3.  The rows below the deleted ey B e
row will shift up to take its ;
place. In our example, row 8
is now row 7.

167 Cobery Viay Oriando, FL 32604
1605 Bing St Apt 2 Oriando, FL 32603 3216552011
541 Kentucky Ave. Ortando, FL 32804 321.65¢

1600 Bing St Apt 1 Oriando, FL 32803 321-656-1726
1806 Bing St Apt 2 Orando, FL 32803 3216569088
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Wrapping Text and Merging Cells
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Whenever you have too much cell content to be displayed in a single cell, you may decide to wrap the text or merge the cell rather than

resize a column. Wrapping the text will automatically modify a cell's row height, allowing cell contents to be displayed on multiple lines.
Merging allows you to combine a cell with adjacent empty cells to create one large cell.
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Select the cells you want to
wrap. In this example, we'll
select the cells in column C.

Click the Wrap Text
command on the Home tab.

The text in the selected cells
will be wrapped.

Customer Contact List
CONTACT NAME

Jake Finn

Adventure Outftters
Aria Real Estate Katie Stark

Bishop Research William Bell
Core Pharmaceuticals  Phillip Yuen
Everly Publishing Felicia Reyes
Mass Airlines Miranda Lawson

Overlook Inn Jill Torrance

A 8

;| Customer Contact List
CONTACT NAME

COMPANY NAME

[Adventure Outfitters Jake Finn
2
ria Real Estate Katie Stark
Bishop Research William Bell
3
Core Pharmaceuticals Phillip Yuen
6
Everly Publishing Felicia Reyes
il
Mass Airines Miranda Lawson
8
Overlook Inn Jill Torrance
9

Slvegeacons - § - % 1 %

Angrment A e

1407 Dusty Fawn Ln Soay 8495
971 Cinder Butterfly St5t|03-555-3478
2201 Treasure Ct Ste 301206-555-2305

5108 Crystal Gate Bivd Tv{913-555-3461

544 Lazy is[216.555-2454

5316 Coloni 755552376

3160 Amber Gate Rd Rod|605-555-4495

&

1407 Dusty Fawnln  605-555-8495

Soaptown, SD 57696
971 Cinder Butterfly St ||603-555-3478
Stoughton, NH 03204

2201 Treasure CtSte  (206-555-2305
301 Good Thunder, WA

5108 Crystal Gate Bivd (913-555-3461
| Twig City, Ks 66208

8544 Lazy Bluff Ave 2165553454
| Whiskey Creek K5
5316 Colonial Pkwy  [575-555-2376

Esterhazy, NM 88431
3160 Amber GateRd  (605-555-4495
Rodney Village, SD.

Sheets

1.

Select the cells you want to
wrap. In this example, we're

selecting cell range C3:C10.

Open the Text wrapping
drop-down menu, then click
the Wrap button.

The cells will be
automatically resized to fit
their content.

Frontier Kids Cookie Sales B
Fie ot View Ieen Foms Dsa Tos Abfons e Al et Onie

BT 3 ng

o oo A w - mzsa. b

167 Cobery Way Otonds, L 32806

Cookie Sales

Covs Kefer

Diane Whitey g St AR 207 7
Ik Gunderson 2 00 |54 11 Kentucky Ave Oy
Letani ains 521.666.6548 | 200 Markam . Orlnc
June Ford 521.565-2775 | 5785 Lake Wil Lane
Warisol Colon 2 43919 Banyan B Orian
LeeDiMarino  321.665-1725 | 1500 Bing St APt 1074
Crissy Soneker  521.565.0068 1603 Bing St APt 2014 b

= T cBEY I

I+ 13l
aroons. Deivered
7 T
1 E2018 7292016
3 762016 7292016

Frontier Kids Cookie Sales B
Flo Edi View hsen Foma Data Tools Addons Help Al

BT s % oo gme A 2w o|m

1167 Cobarly Way Otlando, FL 32604
B

A G o

Bl Frontier Kids
Cookie Sales

Hame Phone Gingersnaps |
Chrs Keller 215552740 iy Viay.
|orando, FL 32604
Diane Vihitey 3216652911 | 1605 Bing St Apt 2 1
Ortando, FL 32603
Nck Gunderson  321-655.6000 |54 1. Kentucky Ave.
Orando, FL 32804
Leiani Manis 321-655-6646 | 200 Marknam St s
‘Ortando, FL 32504
June Ford 321.885.2776 | 3768 Lake Wales Lane
Ortando, FL 32804
Marisol Colon 321.666.2643 |91 Banyan Bivd
Orando, FL 32804
Lee Ditarting 321.655-1725 | 1600 Bing St Apt. 1

Orlando, FL 32803
321.665.0066 | 1605 Bing St Apt. 2 1
Orlando, FL 32603

Crssy Soneker




Jospiv ﬁrmﬁesﬁ

Merge Cells Using the Merge & Center Command
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Excel Sheets T

1. Select the cell range you want to merge. In our example, 1. Select the cells you want to merge. ;
Bl Frontier ki
we'll select A1:F1. In this example, we're selecting cell Conkie sales

2 han

s Keler

2.  Click the Merge & Center command on the Home tab. In our range A1:C1. i :

. NckGunoerson 5215856900 5

example, we'll select the cell range A1:F1. e

]
Data Tools Addons Help Al changes saved in Drive

123+ Trebuchet w - 8B7sA. BB S-4-9

2. Select the Merge cells button. E ; . : 5

Address Gingersnaps | Lemon Drops_ Mint Whises_ Macaroons
567 Cobery Viay g ] 7 T
Orando, FL 32604

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

ST s % oo 0gw- Aw w -lBZsA. W
centered. — . : e
:
A ! c v : ‘ 3. The cells will now be merged into e Sl ) ‘

o= : . DaneWntey 5215652011 1605Bag St AR 2 1
er Contact List

. Grndo P 52805
\ | I MokGunderson 921-855.000 41 Ky v
a single cell. : Srando L Sheos
o Uskanvans 0215656598 200aten st
2 Orlando, FL 32604
e o seragsams 976 Lae ks Lane
3

Warisol Colon

Lee DiMartno 1725 1800 Bing St Apt 1
Ortando, FL 32803

1 CrssySoneker  321-565-9063 1505 Bing St ADL 2 1
Orlando, FL 32603
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Challenge
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Excel

Open Excel 2016.

Change the row height of the first three rows to be smaller.
Type Practice Schedule in cell A1

Merge cells A1:I1.

Type your name in A2

Merge and center A2:12

Insert a row below row 1 and 2 and type the date in the first
cell

Type First Drill in cell A4

Wrap the text in cell A4

Delete Row 3

Sheets

N —

© N ok

1.

Open Google Sheets and create a new blank spreadsheet.
Change the spreadsheet title from Untitled Spreadsheet to
Practice Spreadsheet.

Change the row height of the first three rows to be smaller.
Type Practice Schedule in cell A1

Merge cells A1:I1.

Type your name in A2

Merge and center A2:12

Insert a row below row 1 and 2 and type the date in the first
cell

Type First Drill in cell A4

Wrap the text in cell A4

Delete Row 3




Jospiv ﬁmﬁesﬁ

NDEPENDENCE SCHOOL DISTRIC

For More Resources:

Microsoft Excel:
https://edu.gcfglobal.org/en/excel2016/modifying-columns-rows-and-cells/1//

Google Sheets:

https://edu.gcfglobal.org/en/googlespreadsheets/modifying-columns-rows-and-cells/1/

(%, GCFGlobal @ GCF

~\. y Crmabs



https://edu.gcfglobal.org/en/excel2016/modifying-columns-rows-and-cells/1/
https://edu.gcfglobal.org/en/excel2016/cell-basics/1/
https://edu.gcfglobal.org/en/googlespreadsheets/modifying-columns-rows-and-cells/1/

