Managing Cells

This chapter covers how to manage cells, rows, and columns.

Practice Spreadsheet

Use this workbook for the chapter.

Note: This is the same workbook used in the Navigation Shortcuts chapter.

Deleting Data in Cells

To delete data in a cell, use the following steps:

1. Select the cell you want to empty.
2. Press the Backspace key.
a. Any content in that cell will be cleared out.

Deleting Cells

Sometimes, you need to delete cells themselves, and not just the contents in them. Selecting a cell and pressing the
Delete key or Backspace key will delete the content in cells, but the cells themselves remain. To delete cells, use the
following steps:
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1. Select the cells you want to delete.
2. Right-click on the selected cells, and select Delete. (See Figure 10.1)
a. The selected cells will be deleted, and a dialog box will appear, asking what to do with the information that was
contained in those cells.
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3. Select Shift cells left in the dialog box.
4. Select OK. (See Figure 10.2)
a. Excel will move the information in the cells that were to the right of the deleted cells over to the left.

Other options in this dialogue box include Shift Cells Up, which will shift the other cells in the column up; Entire Row,
which will delete the entire row the selected cells are found in; and Entire Column, which will delete the entire column
the selected cells are found in. Be careful when deleting cells of data, because it can make your data mismatched, and
it will leave an empty space at the end of the data.
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Deleting Rows and Columns Quickly

There is a quicker way to delete entire rows and columns without having to bring up the dialog box. To delete an entire
column more quickly, use the following steps:
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1. Right-click the letter of the column that you want to delete.

a. This will select the entire column automatically.
2. Select Delete. (See Figure 10.3)
a. The entire selected column will be deleted.
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To delete an entire row more quickly, use the following steps:
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1. Right-click the row number that you want to delete.
2. Excel will automatically select the entire row.
3. Select Delete. (See Figure 10.4)

a. The entire row will be deleted.
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Inserting New Cells, Rows, and Columns

You can also insert new cells as well as delete them. To insert a new cell into a worksheet, use the following steps:
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1. Right-click a cell.
2. Select Insert. (See Figure 10.5)
a. A dialog box will appear.

A B C D E [
Part # Price Lead Time Order Qty
(wks)
2 4
3 1001-9381 $92.60 aral <11 C A A § ~9% 9
3 1004-7617 $90.61 r=o-A-H-9N8S
{-', 1
5 1005-6199 $65. 93| Cut
6 | 1011-8619 $56.29 Copy
7 1017-9448 $64.72 Paste Options:
8 1023-8708 $24.63
9 1026-3168 $8.14
| SO Smart Lookup
10 1026-9900 $85.32 I I
1 Insert.
11 | 1027-7085 $18.70 ——
12 | 1029-4105 $697? Clear Contents
13 1029-5105 $46.33 £ Quick Analysis
14 | 1044-6338 $43.16 Filter >
15 1048-3456 $46.42 - E
16 1050_2127 $?030 E Get Data from Table/Range...
1 ] MNew Comment
ik 1050-6524 $5.29 3 New Note
18 | 1053-1990 $78.29 E] Eormat Cels...
1 9 1 053-261 2 $29 36 Pick From Drop-down List...
20 1054-5547 $55.78 Deling Mame..-
21 1055-8339 $66.83 ke :
Figure 10.5

3. Select Shift Cells Down. (See Figure 10.6)
4. Select OK.
a. Excel will insert a cell above the cell you right-clicked on and shift the rest of the cells down.

Insert . I

Insert
D Shift cells right

|
ntire row
O Entire ;ull.h-n ¢
Figure 10.6

To insert an entirely new column, use the following steps:

70



1. Right-click a cell.
2. Select Insert. (See Figure 10.5)
a. A dialog box will appear.
3. Select Entire Column. (See Figure 10.7)

4. Select OK.
a. Excel will insert a new column to the left of the cell you right-clicked.
Insert ? X
Insert

(O shift cells right
(O Shift cells down

Caption

To make a new column more quickly, use the following steps:

1. Select a column, and right-click it.
2. Select Insert. (See Figure 10.8)
a. Excel will make a new column to the right of the one you right-clicked.
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To add a new row, use the following steps:
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1. Select a row, and right-click it.
2. Select Insert. (See Figure 10.9)
a. Excel will create a new row above the row you right-clicked.
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Changing the Width of a Column

If a column is too small or too big, you can change the width of the column to fit your needs. To change the width of a
column, use the following steps:
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1. Select a column, and right-click it.
2. Select Column Width. (See Figure 10.10)
a. A dialog box will appear.
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3. Type the desired width.

a. For practice, type 20. (See Figure 10.11)
4. Select OK.

a. Excel will change the width of the column.
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Another way to change the width of a column is to hover your cursor over the line that divides the column at the top, and
then click and drag the column divider left or right to make it bigger or smaller. A dotted line will appear as a guide that
can help show the new width of the cell before you release it. A box will pop up, showing the new measurement of the
width as you move it to the left or right. (See Figure 10.12)
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In general, it is best to make the columns wide enough so you can see everything in the column. A quick way to fix the
width of a column to the correct size without having to guess how wide it should be is to double-click the letter at the
top of the column. Excel will auto-fit the column so that it can show all of the information within the cells in that column.
Excel will check every cell in the column. Even if you have a long bit of information off the view of that page, when you
auto-fit that column, it will take that into account. You can do the same thing with rows, by dragging to change its height
or right-clicking and choosing Row Height. (See Figure 10.13)
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Making Comments and Notes

Next, we'll look at commenting in a cell. A comment is something that can help a user to better understand what a cell
means, or it can help you to remember what you've done in that cell. To add a comment to the price column, use the

following steps:
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1. Select the Price cell.

2. Select the Review tab on the toolbar.

3. Select New Comment or New Note. (See Figure 10.14)
a. Comments allow you to notify people and work collaboratively.
b. Notes are just built-in boxes that appear while the user is hovering over something.
4. Type your message in the comment box or note box.
a. For this exercise, type Negotiated on day 1.
i. This will let people know that that is the assumption that is being made in the price.

Every time you hover over a box that has a note attached to it, you will be able to see the note. (See Figure 10.15)

A B

Part #

1001-9381
1004-7617
1005-6199
1011-8619
1017-8448

4 D B W N

C

Price

$92.60
$90.61
$65.93
$56.29
$64.72

Figure 10.15

D E

Negotiated on day 1

You can also mention another user of the document using comments. To do this to the cell that contains Order Qty, use

the following steps:
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1. Select the cell that contains Order Qty.
2. Select the Review tab on the toolbar.
3. Select New Comment. (See Figure 10.14)
4. Type the @ symbol and the name of who you want to mention in the comment. (See Figure 10.16)
5. Type a message.
a. For this practice, type When were these updated?

G H | |

Order Qty @ Kevin Poaletti G2 X

Figure 710.16

When the comment is saved, the person who was mentioned in the comment will get a notification in their account

inbox. As people reply to the comments, a chain of messages will appear with the original comment when the user
hovers over the cell.

Deleting Comments and Notes

To delete a comment or note, use the following steps:

1. Select the cell that has the comment or note you wish to delete.
2. Select Delete on the toolbar. (See Figure 10.17)
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Figure 10.17

Editing Comments and Notes

To edit a comment or note, use the following steps:
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1. Right-click the comment or note.
2. Select Edit Note. (See Figure 10.18)
a. For comments, the options bar will say Edit Comment.
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3. Type any edits into the box.

You can also use this options bar to reply to a comment or delete a comment. If you are the comment author, there will
also be an Edit button on the comment when you hover over the cell with the comment. (See Figure 10.19)
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Showing All Comments

Sometimes when someone shares a new workbook with you, you might want to see all of the comments or notes that
have been put onto the workbook. To see all the comments on the worksheet, use the following steps:
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Figure 10.20

1. Select the Review tab on the toolbar.
2. Select the Show Comments button. (See Figure 10.20)
a. All comments that have been made on the worksheet will appear on the right in a dialog box. (See Figure

10.21)
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Figure 10.21

To see all of the notes on a worksheet, use the following steps:

1. Select the Review tab from the toolbar.
2. Select the Notes option,
a. An options bar will appear.
3. Select Show All Notes. (See Figure 10.22)
a. All notes will pop up over the cells they correspond to on the worksheet.

80



File Home Insert Draw Page Layout Formulas Data Re-.niew View

abc [FF O [ﬁﬁ /@ e [F; i‘f | $:|
v = 123 (- dx lv
Spelling Thesaurus Workbook Check Smart | Translate Delete Previous
Statistics Accessibility ~ | Lookup Cummtnt Comment Cun
Proofing Accessibility Insights | Language Comments
G2 - j = Order Qty
4 A B c D E
1 |
Part # Price’
3 1001-9381 $92.60

1004-7617 $90.61

Figure 10.22

These are two different options to share information within a given worksheet to help either yourself or someone using
it understand what's going on.

When completed, your practice worksheet should look like the following:
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Supplemental Resource

This content is provided to you freely by BYU-I Books.

Access it online or download it at https://books.byui.edu/bus_115_business_app/managing_cells.
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