Lesson 6 Deleting Data and the Undo
Command

There are several ways you can delete data but they all use
the Undo command.

This is a helpful command. If you mistakenly remove data

from your worksheet.

1.Click cell C2.
2. Press the DELETE key on your keyboard. This will remove

the contents of the cell.

3. Highlight the range C3-C14 . Left click and drag the mouse
pointer down to C14.

4. Place the mouse pointer over the Fill Handle. You will see
the white block plus sign change to a black (+)sign.

5. Click and drag the mouse pointer up to C3.Release the
mouse button. The contents in the range C3-C14 will be
removed.
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Should you have deleted in error you can do the

following

1. Click the Undo button in the Quick Access Toolbar.
This should replace the data range that was deleted in

error.

2. Click the Undo button again. This should replace the
data in cell C2.

Shortcuts

Keyboard Shoriculs

Undo Coxmand

o Hold devm the CTRL key while prascing the lstter 7 an your kevboard.

+ Highlight the rnge C2-C14 by placing the movse pomter over cell C2 Then lett click and dreg e mouse painter down fo el CH4,

« Click the Clear button i the Home tab of the Ribben, which is zext tothe Cells grop of coromands (see Figure 1.22). This opens a drop-down menu that contzins several options for
remving or ceaing it fom a c2L. Notice Bt fou s Beve opons ot eermg st the ormats T  cll o e e macel.

+ Click the Clear All option. Thes removes the datz m the ell range.

+ Click the Und bution. This replaces the data in the range C2C14.

uoLIVEWORKSHEETS



2
g 22 Clear dll h
b ’
n'{."r v e Orrrate

Figure 1.27 Clear Comreand Drop-Down Menn

Adjusting Columns and Rows.

In an earlier lesson we did touch on this. Now you will
learn how to do the command.

There area few entries in the worksheet that appear cut
off e.g. September in cell A11.This is because the
column is too narrow for this word. The columns and
rows in an Excel worksheet can be adjusted to suit the
data that is being entered into a cell using three
different methods.

The following step will explain how to do this.

1. Bring the mouse pointer between Column A and
Column B in the worksheet. (This movement does
take a bit of practice.) You will see the white block
plus sign turn into double arrows.

2. Click and drag the column to the right so the whole
word September in cell A11 can be seen. As you drag
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you see the column width tip box.The box displays the
number of characters that will fill the column using
the Calibri 18-point font which is the default setting
for font size. (You may be using a smaller font size).

3. Release the left mouse button.
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Note: You may find using the click and drag is not what
you can use for the setting of a specific character width
for one or more columns. Steps 1 to 6 is a second

method for adjusting column width.

1 Click any cell locatioa in Column A by moving the mouse pointer gver & cell locétion and clicking fhe Jeft mouse button. You can hughlioht call Jocations in multple columns if you ase

seting the same character vadh for more than oe column
L Inthe Home tab of the Rubbon left click the Format bution in e Cells group.
3. Click the Column Width ption from the crop-down meau. This will open the Column Width dialog box
4 Type the number 13 and clck e OK butto on the Column Widsh dialog box. This vll st Columa A fo s chiracter wih (se¢ Figure L4).

5 Once again bring the mouse peinter between Colmn A and Caluma B 5o that the docble arrow paiater displays an then double-click to activate AatoFit This featares adfusts the colomn

wdth based on the longest entry in the column
6. Use tae Column Width diclog box {stzp © above ) to reset e viddh o 12
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Keyboard Shorcus
Calumn Width
o Prss the ALT key on your beyhou, the pes; the leters , 0, nd W cneata e
Steps 1 —4 will show you how to heighten your cell in
the worksheet.
1. Click A15.
2. In the Home Tab of the Ribbon left click the Format
button in the Cell group.
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3. Click the Row Height from the drop-down menu. This
will open the row height dialog box.

4. Type the number 24 and click the OK button on the
Row Height dialog box. This will set Row 15 to a height
of 24 points. (A point is equivalent to about 1/72 of an
inch.)

The adjusted row height was made to create space
between the totals for this worksheet and the rest of
the data.

NOTE: Should you find this is too high you may adjust it
to what you think will be fitting. Both the column and
row adjustment you can make to what you feel are
fitting.
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Shortcut

eyboard Shorkcuts
Row Height
+ Press the ALT key on your keydeand, then press the Jeters 1, 0, and Hone af a tme,

This below is a shortened version which will be easier to
learn for your exams.

Adjusting Columns and Rows

1. Activate at least one cell in the row or column you are adjusting.

2. Click the Home tab of the Ribbon.

3. Click the Format button in the Cells group.

4 Click either Row Height or Column Width from the drop-down memn.

3. Enter the Row Height in points or Column Width in characters in the dialog box.
6. Click the OK button.

Questions.

1. How do you delete data?

2.Can you widen and heighten the cells on the
worksheet?
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3.Explain the process of how to heighten the row on
the worksheet?
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