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6.10: Rearranging Tables

Learning Objectives

e Add, delete, and move columns and rows.

At times, you may find it necessary to change the number of rows or columns within your table, move columns or rows, or even
alter the standard width of rows and columns. All these tasks are easy to accomplish within Excel, often with only a few clicks of
your mouse.

Add Columns and Rows

Note for this section, the word column will be used throughout but the same steps can be used to add a row.

Method 1

After you have entered several columns of data into a worksheet, you may realize you need to add another column in the middle of
what you have already typed. The easiest way to add a column within an existing set of columns involves only two clicks of your
mouse.

1. Identify the area where you want to insert a new column.

2. Right-click on the column to the immediate right of the area where you wish to add a column.
3. From the menu select Insert.

4. A new column will appear to the left of the column that you right-clicked.
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Method 2

The same result can be achieved using the Insert button in the Cells group of the ribbon. The new column will be inserted to the left
of the column you clicked on. In this screenshot, a column has been inserted.
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Note that when you insert a new row, it will appear above the row you click on.

Practice Question

https://assessments.lumenlearning.co...essments/18630

Delete Columns and Rows

Note for this section, the word column will be used throughout, but the same steps can be used to delete a row.

Method 1
After you have entered several columns of data into a worksheet, you may realize you need to remove one column. The easiest way
to delete a column uses two clicks of your mouse.

1. Right-click on the column you wish to delete.
2. From the menu select Delete.
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Method 2

The same result can be achieved using the Delete button in the Cells group of the ribbon. The column currently selected will be the
one deleted. In this screenshot the column has been deleted.
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Move Columns and Rows

Note for this section, the word column will be used throughout, but the same steps can be used to move a row.

https://biz.libretexts.org/@go/page/46511



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46511?pdf

LibreTextsw

Method 1

After you have entered several columns of data into a worksheet, you may realize you need to move a column to a different
location within the set. Once again, Excel makes it quite easy to move data around a worksheet.

1. Right-click on the column you wish to move.
2. From the pop-up window select Cut. The column you have selected should become outlined in a dashed border.

Bookl

Formulas Data View Foxit PDF Q Tell me ,Q Share

LT S Calibri 1 - Number - %Conditional Formatting = E‘”Inser‘t - (X~ ’Z\Y'
o D g~ B I U~ A A $-9% 1 gForma‘[ as Table - E" Delete ~ m‘ P~
aste =
. W %8 8 (4 Cell Styles - EiFormat- & -
Clipboard = Font [ Alignment % Number & Styles Cells Editing ~
Bl i 5 123 v
A B C D E | F | G H I | ) K -
1 123.00 | ].23'l $123.00
2 1,234.00 | 1,234)  $1,234.00
3 12,345.OO1= 12,345, $12,345.00
4 | 123,456.00 ! 123,456i $123,456.00
z i i
a ——
6 | i i
7 | i i
8 1 i
| :
< 1 ]
10 | !
1 | i
1 I
12 1 I
| 1 1
13 1 1
| : :
14 | ! !
15| : !
16 1 I
i i -
Sheetl ) ‘ »
Select destination and press ENTER or choos... Average: 34,290 Count4 Sum: 137,158 ﬁ E = 1 + 100%

3. Next, right-click on the column you wish to move your column to the LEFT of.
4. A new dialog window will appear. Select Insert Cut Cells. The column you selected to move should then appear in this new
location.

Method 2
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The same result can be achieved using a combination of keyboard shortcuts and dialog windows.

1. Right-click on the column you wish to move.

2. Press Ctrl+X. The column you have selected should become outlined in a dashed border.

3. Next, right-click on the column you wish to move your column to the LEFT of.

4. A dialog window will appear. From it select Insert Cut Cells. The column you wish to move should then appear in the new
location.

Practice Question

https://assessments.lumenlearning.co...essments/18631
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