Chapter - 16
How to Insert, delete, move, and hide or Unhide Rows and Columns in

MS Excel 2013

(How to Insert, delete, move, and hide or unhide Rows and Columns)

$C AT & AT 9 Ghaeh & Y FH A & e, YR AT Fleld IT Rows insert L H,
gn—a*Rows?:quoTﬂHa?rsdo% $1, 30¢ gehelic A fhdl g T W o St &, A1 3¢ U AT
HERIHAT HAEGH 8 Tehell 8

ufFaal &1 @ wfFafaa &

(How to Insert Rows)

o SIgT 3T 7S Row fe@m= aed § 33 Row heading # f&dee #¥| 3egror & fav, Ife 3ma Rows 7 3K 8
% &g Tk ROW STl dTgd &, df Row 8 &7 TdeT &Yl

5 Neil Crawford 908-555-2234 2312 Stonepot Road

& |Anthony Keel 267-555-0144 533 Spring Avenue

7 |Ray Logan 256-555-2475 2439 Ritter Street

g |_Tricia Matthews B08-555-6397 4721 Arron Smith Drive
9 |Leola McMew  580-355-8177 2182 Cody Ridge Road

10 |Joshua Milliman 213-555-1117 2166 Zimmerman Lane

e Home Tab ¥ f&ra Insert command R Fds &Y|

A E A Y

Cell Insert Delete Format Sort & Find &
Styles~ M - - — 7 Filter = Select -
Cells Editing
Insert Cells

Add new cells, rows or columns to
your workbook.

FYl: To insert multiple rows or
celumns at a time, select multiple
rows or columns in the sheet, and
click Insert.

0 Tell me more

o 39 7% Row TafAd Row & R @ &ar e@al|



5 Neil Crawford 908-555-2234 2312 Stonepot Road

& |Anthony Keel 267-555-0144 533 Spring Avenue

7 |Ray Logan 256-555-2475 2439 Ritter Street

8 |

9 |-¥ria Matthews B808-555-6397 4721 Arron Smith Drive
10 Leola McMew  580-555-8177 2182 Cody Ridee Road

Note:- A5 Rows, column IT Cells 3T insert & IHY, 31T Insert cell F Tl & f&UT Insert
option W fFeeh Y| Ig ool IR Tg Ieled dl AT T & fF Excel g1 Cells T & format
T g1 3R [aehedl deh ggaa & T, 319a A3E HT insert option W f&Fereh &Y Y g19-313+1

dR R Fas FI

11

IEI Format 5ame As Left

2 Format Same As Right

2 Clear Formatting

Frad Fo aFafaad #
(How to Insert Columns)

o TIGT 39 AT SictH S@ET agd §, 38+ ars IR Bad column heading &1 Taa Y| 3e@T & o, afy
39 Column D 3R E & T T &ield 3TefeTl a1gd &, ar Column E &1 Il Y|

D

Street Address

300 Round Table Drive
1721 Arron Smith Drive
2152 Liberty Avenue

3503 Prospect Valley Road
1483 Frosty Lane

1663 Taylor Street

3329 Washington Avenue
1736 Broad Street

2937 Earnhardt Drive

232 Timber Cak Drive
1072 Nelm Street

2182 Cody Ridge Road
1001 Cerullo Road

1 E F

Fosition(s)
Pitcher, Second base
Catcher

Outfield

First base

Third base
Shortstop

First base, pitcher
DH

Second base
Right field

Third Base
Pitcher

Second base

e Home Tab ot f&ua Insert #AE 9T Felsh H|



DR E

Cell Insert Delete Farmat Sort & Find &
Styles - M - - — 7 Filter - Select -
Cells Editing
Insert Cells

Add new cells, rows or columns to
your workbook.

FYl: To insert multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Insert.

a Tell me more

o o1 HioH AT HelH & a8 IR @S am|

D E F
...-‘

Street Address Position(s)
800 Round Table Drive Pitcher, Second base
4721 Arron Smith Drive Catcher
2152 Liberty Avenue Cutfield
3503 Prospect Valley Road First base
1483 Frosty Lane Third base
1663 Taylor Street Shortstop
3329 Washington Avenue First base, pitcher
1736 Broad Street DH
2937 Earnhardt Drive Second base
232 Timber Oak Drive Right field
4072 Melm Street Third Base
2182 Cody Ridge Road Pitcher
1001 Cerullo Road Second base
9 Tenmile Road Third base
1386 Patterson Street Outfield, catcher
3990 Pretty View Lane Left field

Note:- Rows HX columns I insert i FH, FARHT & R Heading W Feleh &teh T
Row T column T TIeT &e| IfE 3T Row AT column H del Teh A &I IIT A g, dr insert
command ad Teh AT Tl ST |
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(How to Delete Rows)

TS Row &I 39l 3MTaeTShdT =16l § 3 Row &l geT=T 31T |

o 3" Row & 93«1 &Y T 319 §eT=l A8 ¢! §ANR 3e1eX0T H, 7 ROWS 6-8 T TIA i3l |

5 Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road
7 |Leigh Dizon 607-555-7816 1483 Frosty Lane

Sl Mark Grant 914-555-5592 1663 Taylor Street

9 |Mildred Persinger 601-555-0175 3329 Washington Avenue
10 |Dwayne Patnode  205-353-3783 1736 Broad Street

11 |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive

e Home Tab T f&a Delete &aE W Foleh HY|

P BB 2y M

Cell Insert Delete Format Sort & Find &
Styles~ - - - — 7 Filter~ Select -
Cells Editing
Delete Cells

Delete cells, rows, columns, or
H sheets from your workbook,

FYl: To delete multiple rows or
columnns at a time, select multiple
rows or calumns in the sheet, and
click Delete,

o TIfAT Row ger & Srwaf, 3T & Rows seof SITuef| gAY 3e18<0T &, Row 9-11 Rows 6-8 Rows &1

5 Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Mildred Persinger 601-555-0175 3329 Washington Avenue

7 |Dwayne Patnode  205-353-3783 17306 Broad Street

8 |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive

9 |Eva Ramer 805-555-8514 232 Timber Oak Drive

10 |Carol Pena 571-555-0704 4072 Nelm Street

11 [Lecla McMew  580-553-8177 2182 Cody Ridee Road
FlaH FA geT

(How to Delete Columns)

o 3 IcIH FT TUT I Toleg 3T eIl BT &1 AR 3&1eI0T H, g7 column E &7 IIl &Har|



D E+ F

Street Address Zip Cod e Position(s)

800 Round Table Drive 27606|Pitcher, Second base
4721 Arron Smith Drive 27704 |Catcher

2152 Liberty Avenue 27615 | Outfield

3329 Washington Avenue 27513 |First base, pitcher
1736 Broad Street 27613 |DH

2937 Earnhardt Drive 27606|Second base

232 Timber Oak Drive 27704 |Right field

4072 Nelm Street 27615|Third Base

2182 Cody Ridge Road 27513 |Pitcher

1001 Cerullo Road 27613 |Second base

9 Tenmile Road 27606|Third base

1386 Patterson Street 27704|Outfield, catcher

3990 Pretty View Lane 27615 |Left field

533 Spring Avenue 27513 |Shortstop, pinch runner
2723 Melm Street 27613 |Left field, Center field

e Home Tab 9t f&a Delete &Ha1E W Foleh HY|

2 B m Z iy M

Cell Insert Delete Format Sort & Find &
Styles~ - - - — 7 Filter~ Select -
Cells Editing
Delete Cells

Delete cells, rows, columns, or
H sheets from your workbook,

FYl: To delete multiple rows or
columnns at a time, select multiple
rows or calumns in the sheet, and
click Delete,

o TIAT FIH geT RT FTA, 3R T HiH 910 TAHATIRT &l ML | AR 30T H, column F 31§ column
E &I



D E 4

Street Address Fosition(s)

300 Round Table Drive Pitcher, Second base
4721 Arron Smith Drive Catcher

2152 Liberty Avenue Cutfield

3329 Washington Avenue |First base, pitcher
1736 Broad Street DH

2937 Earnhardt Drive Second base

232 Timber Cak Drive Right field

1072 Nelm Street Third Base

2182 Cody Ridge Road Pitcher

1001 Cerullo Road Second base

3 Tenmile Road Third base

1336 Patterson Street Qutfield, catcher

3990 Pretty View Lane Left field

533 Spring Avenue Shortstop, pinch runner
2723 Nelm Street Left field, Center field

Note:- Row a1 Column & geTat 3R 38& e A ATH HA & o1 Ha H GHSIAT Hgea ol &
I 39 AT A FAEAARA T 9 e Row AT column & &ée &I gerell agd g, df
Heading 9 Trge-fFeleh &Y, T 319-3131 As] A Delete content T TheT |

10[Rodney Imace 210.555-8862

11 |Leigh &b Cut 155-7816

12 .Mark E® Copy i55-5592

13 |Mildred T Paste Options: 195-0175

14 |Dwayne 155-3783

15 Bonnie 155-1212

16 |Eva 155-8514

17 .Carol Insert 155-0704

18 |Leola Delete 155-8177

19 |Annie 155-0190

' Clear Contents [

20 |Joe [155-9659

21 Josephyffe | [E] FormatCells..  is5 6401

22 |Nicol 9 |Josefina Woodard 714-555-4506

23 |Anthon 10

24 |Sally 11 |

25 |Joshua 12

26 'Ray 13 Mildred Persinger 601-555-0175
14 Dwayne Patnode 205-555-3783
15 Bonnie Benjamin 502-555-1212
16 |Eva Ramer 805-555-8514
17 |Carol Pena 571-555-0704




9fFd IT FraH HY TYEAEART FL
(How to Move a Row or Column)
el 3T 39el gehelic &I content T JAHARUT el & fAT Column IT Row &I

TATATIRT AT G ohd 1 AN 36807 H §H U PIcdH of S0, offehad 3T 38T TRE Th
Row &l FITATIRT X Thd gl

o Column heading & T3 & 5 3T TACGRT HAT et &, T Home Tab R fua Cut ##Ais W
Foer &t a1 3ma Fras W Ctrl + X gam|

H - Ei s Bulls Sotfball Tearn Roste
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
qx) . - - = — ==
I}) Calikri 11 ~|A A == ¥~ =¢ General A
™~
¢ B I U- #H. h-A-===&= EH- $-% <88
Clipboard Font ] Alignment P Mumber ]
1 Cut (Ctrl+X)
Remove the selection and put it on
the Clipboard so you can paste it D E F
somewhere else.
1 |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Mame Cell Phone Street Address Position(s)
3 |Amanda  Ryan 513-555-4477 800 Round Table Drive Pitcher, Second base
4 |Tricia Matthews B808-355-6397 4721 Arron Smith Drive Catcher
5 |Josefina  Woodard 714-555-4506 2152 Liberty Avenue Cutfield
6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road |First base

o  FIH H TIEATRT FT & faw g8 3R Fya Column heading & aa &1 3e@or & fog, afg 3mq
Column B3R C& &g &icH of e aga €, dar Column C &1 g Y|



E - @ v Bulls Sotfball Tearm Roster -

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
ﬁ - jp—
Df’ Calibri 11 A A ==& - B |Geneal -
EEI -
F'aste‘. B I U - ¥~ {‘)T_&, =E=E==&e&E - $-% ¢ ﬁjg;:ng
Clipboard Font P Alignment P Mumber ]
Ci - e
. . - m : :
P
| :
I
1 |Bull Team Roster: Co-e/d Softball 201 : :
I 1
' :
2 |First Name Last Mame |Cell Phone |Street Address IPﬂsitiﬂn[sl :
i |
I I
3 |Amanda  Ryan 513-555-4477 |00 Round Table Drive :Pitcher,Secnnd bama:
i |
I I
4 |Tricia Matthews |B808-555-6397 |4721 Arron Smith Drive ICatcher I
1
‘ |
I
5 |Josefina  Woodard |714-555-4506 |2152 Liberty Avenue l0utfield !
I
| |
I
6 |Rodney Ross 310-555-8862 |3503 Prospect Valley Road |First base !

« Home Tab W f&ud Insert ##Ais W Fefeh &, T 310-3131 A & Insert Cut Cell T =1
- = E;itutcuSum -
2 B> &

' .
¥| Fill =
Cell Insert Delete Format
St}"lEE - - - - e ClEErT
Em Insert Cut Cells Editir
U Tnsert Sheet Columns
K 8]

[ |;|_ Inzert Sheet

o  HIdH I IIAT TUH W o SATAT ST, 3N ST HicTH S0 AR @ Saar|



Ed S & -

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
Jb Cut Calibri 11 <A A F== - EFWapText
Past B Copy ~
'aste . | B . A === &= .
¥ Format Painter B I U = O A = = = €= 3= =2 Merge & Center
Clipboard ] Font ] Alignment I
C1 - F
A B C D E F
1 |Bull Team Roster: Co-e|l Softball 2013
2 |First Name Last Name | Position(s) Cell Phone  Street Address
3 |Amanda  Ryan Pitcher, Second base|513-555-4477 300 Round Table Drive
4 |Tricia Matthews |Catcher 808-555-6397 4721 Arron Smith Drive
5 |Josefina  Woodard |Cutfield 714-555-4506 2152 Liberty Avenue
6 |Rodney Ross First base 310-555-8862 3503 Prospect Valley Road

Note:- 3T HIZH & ZdRT TSe-[Felh FIh 1 FXd Cut 3N insert command T IgT Fhd ¢

3R R giu-3131 A @ Fifdd 3ngel &1 aaT A G 2|

D E
Softball 2013 % Cut
Street Address [z Copy

800 Round Table - . base
— |y Paste Options:

4721 Arron Smit -

2152 Liberty Awvt [

3329 Washingto p EBF

1736 Broad Stre

7937 Earnhardti Inzert Cut Cells L}

232 Timber Oak ~ Delete

4072 Nelm Stret Clear Contents

2182 Cody Ridge

Format Cells...

Column Width...

1001 Cerullo Ro
9 Tenmile Road
1386 Patterson ,f Hide r
S9PIEY VISl )i

U RN Ny ESEOUI N PRI TR EpU [P PN S S S S S S—
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(How to Hide a Row or Column)

FHaf-af, 3T 39T ghefic & HIred Y Scor foar $S Rows T Columns T JeleTT AT TTg

Hehol &1 TFHS U ITaRTHATAN Rows 3R Columns &l Ul & 3TATY & &1 §AR
3eTeX0T #, A Column A, B, 3R E & Jelell h¥ell 3ETT &ilel o folw Column C 3R D gamgar|

W =l 0 o s W R

= el =il =l =
nRELRKESB

W e =l o un b W RS

= el = =~
nRE L KRS

=
o

o 3F FHoH F IS F W 3T BUrem Tmgd €, AT W Ue-Fed N, R Formatting menu & Hide

option |

A B
First Name Last
Amanda Ryan
Tricia Matthews
Josefina Woodard
Rodney Ross
Leigh Dizon
Mark Grant
Mildred Persinger
Dwayne Patnode
Bonnie Benjamin
Eva Ramer
Carol Pena
Leola McMew
Annie Muro
loe Rodriguez

. ﬁwgcrawfr' |

A B
First Name Last
Amanda Ryan
Tricia Matthews
Josefina Woodard
Rodney Ross
Leigh Dizon
Mark Grant
Mildred Persinger
Dwayne Patnode
Bonnie Benjamin
Eva Ramer
Carol Pena
Leola McMew
Annie Muro
Joe Rodriguez

C D

Cell Phone Street Address
513-555-4477 800 Round Table |
B808-555-6397 4721 Arron Smith
714-555-4506 2152 Liberty Aver
310-555-8862 3503 Prospect Val
607-555-7816 1483 Frosty Lane
914-555-5592 1663 Taylor Stree
601-555-0175 3329 Washington
205-555-3783 1736 Broad Street
502-555-1212 2937 Earnhardt D
805-555-8514 232 Timber Oak D
571-555-0704 4072 Melm Street
580-555-8177 2182 Cody Ridge |
502-555-0190 1001 Cerullo Roat
781-555-9659 9 Tenmile Road

E
Position(s)
Pitcher, Second base
Catcher
Qutfield
First base
Third base
Shortstop
First base, pitcher
DH
Second base
Right field
Third Base
Pitcher
Second base
Third base

Eg

Cut

Copy

Paste Options:

Inzert
Delete

Clear Contents

Format Cells...

Column Width...

Hide
Unhide

|Third base
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(How to Unhide Rows and Columns)

Column Ir Row &I Unhide &%t & faIT, Hide Row/column & &TT 31X &0 iftH 31 T &1 I3
A (GEY el A, BT &l & gl fhadRT )| AR 361807 H, 7 Column B 3 E & =T
Gl

o HBH W Ue-fFaa &Y, T Formatting menu & Unhide & a3+ &Y

A B E 8 G

1 |First Name |Last Name Position(s) db Cut

2 |Amanda Ryan Pitcher, Second E2 Copy

3 |Tricia Matthews Catcher Paste Options:

4 |Josefina Woodard Qutfield

5 |Rodney Ross First base

6 |Leigh Dizon Third base

7 |Mark Grant Shortstop Insert

& |Mildred Persinger First base, pitche Delete

9 |Dwayne Patnode DH =

10 |Bonnie Benjamin Second base Clear Contents

11 |Eva Ramer Right field Format Cells...

12 | Carol Pena Third Base
Column Width...

12 |Leola McMew  Pitcher

14 | Annie Muro Second base Hide

15 |Joe Rodriguez Third base Unhide

16 |Josephine |Carter Outfield, catcher | L\\)

11



