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Microsoft Excel 2003

Inserting a new row

1. Click on the row number where you wish to insert a new row

Tip i
Don’t click on the cell. You need to click on the row
number on the left side. Your mouse cursor i
changes to a thick black arrow.

Tip
RIGHT click on the shadow part, not on empty cells.

A | B |
1 [Riow 1 Flowr 1
2 |Row 2 R o 2
el R o 3 R 3
4 |Row 4 R o 4
5 |Rows Riow 5
2. RIGHT click > Insert
& | B
1 |Fowe 1 Rom 1
2 [Row 2 Ry 2
Oone 2 Donee 2
4 s Cut
| 553 Copy
—g._"F_L' Paste
_B Paste Special. ..
3
T| Insert <-:
T Delete
3. Done
A | B
| 1 |Raw 1 R 1
| 2 |Row 2 Row 2
El
| 4 |Row3 Row 3
| 5 |Rowd Row 4
F |Rowo Row &

Deleting a row

1. Click on the row number that you wish to delete

A | B

1 |Row 1 Romy 1

R oy 2 R oy 2

Ol o 3 Row 3
4 |Row 4 Row 4
Row & How 5
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Tip

Don’t click on the cell. You need to click on the row
number on the left side. Your mouse cursor
changes to a thick black arrow.
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2. RIGHT click > Delete

A | B
1 [Row 1 Flow 1
2 |Row 2 Row 2
Mhmaa s 2 Ml 2
4 do | Cut
| 8523 copy Tip
_g ) paste RIGHT click on the shadow part, not on empty cells.
I Paste Special, ..
_E Insert
1
—1| Delete ( :
3. Done
A | B |
1 |Row 1 Row 1
2 |Row2 Row 2
| 3 |Fowd Row 4
4 |Rowh Row &
5

Inserting and deleting a column
Perform exactly the same as you do for row but click on the column heading. Your mouse cursor changes to a thick black

arrow.
— 5
1 |Row 1 Row 1
2 |Row 2 Row 2
3 |Row 3 Row 3
4 |Row 4 Row 4
5 |Row5 Row 5
Tip: Inserting / Deleting multiple rows or columns at once — QUICKER & EASIER!!
1. Select multiple rows / columns
2. Insert
e.g. If you wish to insert 5 new rows at once, first select 5 rows and then insert rows.
A | B | C | A | B
1 |Row 1 Fow 1 1 [Fow 1 Fow 1
Row 2 R o
Raow 3 Row 48 Ct
Fow 4 Fow 23| copy '
Row 5 Fow
RDW 5] Fo L Baste _
7 |Row 7 Ro Paste spedial. .. S~ =
S EDWE ED | Insert | 8 Row3  How3
o a
101Row 10 Ra Delete 9 |Fow 4 Fowe 4
11 Clear Conkents 10 |Row & Row &
12 ] - 11 |Row b Fow B
13 7 Format Calls. .. 12 |Row 7 Fow 7
14 Row Height:, ., 13 |How 8 Fow 8
15 Hids 14 |Row 9 Fow 9
15 T 15 |Row 10 Row 10
17 Unhide
Note: For deleting rows or columns, it is the same idea. Select multiple rows/columns and then delete.
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Tip: Deleting multiple non-sequential rows or columns at once

1. Select multiple non-sequential rows / columns
2. Hold CTRL key and select rows/columns to be deleted

e e e P e e e e e P 1]
= | D00~ |3 M= (L) B —= (O

and then delete.

them.
A E | C | D |
1 |Row 1 Fow 1
ERDWE Row 2
| 3 [Row 3 Row 3 daf Cut
4 |Row 4 Rowd |53 Copy
Row & Row & =
Row B Row & L Paste
7 |Row 7 Row 7 Paste Special...
Row 8 Insett, ..
Row 9 Row 3 | —
Row 10 |Row 10 —

g 2L

i

Cleat Conkents

Insert Comment

Delete Comment

Faormat Cells. ..

Fick From Drop-down Lisk,.,

Create List...

Hyperlink. ..

Laok Up...

[l
A—

e.g.) If you wish to delete row 2,5-6, and 8 at once, first hold CTRL key and click those 5 rows and then delete

A | B
| 1 |Faw 1 Fow 1
| 2 |Row3 Fow 3
| 3 |Rowd Fow 4
| 4 |Row? Fow 7
| 5 |Rowd Fow 9
B [Row 10 Row 10

Note: For deleting columns non-sequentially, it is the same idea. Select multiple columns by pressing CTRL key down
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