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Microsoft Excel Exercise #6: Easier Workbooks
An important part of making your workbooks easier to use is to give your readers an idea where to find the information they’re looking for.  One way is to assign your workbook a descriptive name.  You can also change the width of columns and justify text within columns or rows as we had done in previous lessons.  You also learned how to format text within a range of cells by changing font size, type, color and so forth.  As previously stated, these functions work identically to those available in Word.
In this exercise, however, we will focus on some other very important methods.  By the end, you will learn how to (1) insert rows, (2) delete rows, (3) insert columns, (4) delete columns, (5) hide columns, (6) unhide columns and finally, (7) merge the contents of a range of cells into a single cell.  Mastering these functions will put you well on the way to being able to handle large amounts of data with ease.
1. Power up the computer.

2. Log in to Windows 2000.

3. Watch and listen to the teacher’s demonstration.
4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel. 

5. Place your floppy diskette in the disk drive.
6. Open your budget file from your floppy diskette.

7. In the space provided, write down the name and row number of your third expense item.
8. Click on the row number of this item on the left side of the screen.  The entire row should be highlighted.
9. Click the Rows command from the Insert menu.  A blank row appears immediately above the highlighted row.

10. Add a new expense item in this newly created row and call it TEST.  Assign a dollar amount of $50 for each month.

11. Click on the row number of TEST on the left side of the screen.  The entire row should now be highlighted.

12. Right click on the row number and select the delete command.  In the space below, indicate what happened.

13. Now click on column “G”.  The entire column should be highlighted.
14. Select the Delete command from the Edit menu.  The entire column has been deleted.

15. Type <CTRL>-<Z> to undo the delete operation.  The column reappears.

16. With this column still highlighted, click the Columns command on the Insert menu.  A new column is inserted in column “G”.

17. Type “TEST” in cell G1 and press <ENTER>.

18. Select the entire “G” column once again.

19. Click the Format menu, select the Column submenu and then the Hide command.  In the space below, indicate what just happened to this column.

20. Select columns “F” and “H” by clicking the “F” column at the top of the worksheet and dragging your mouse to the adjacent “H” column.  If done correctly, both columns should be highlighted.

21. Click the Format menu, select the Column submenu and then the Unhide command.  In the space below, indicate what happened to the hidden column.
22. Insert a blank row above row #1.
23. In cell E1, type “Budget for” and your first name.
24. Select cells E1, F1 and G1 by clicking cell E1 and dragging the cursor to G1.

25. On the Formatting toolbar, click the Merge and Center button.  In the space below, indicate what happened.
26. Call your teacher for a grade.
