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Complete tutorial of Excel 2016 (Part 6): Changethe
size of columns, rows and cells

By default the width of the column and the height of the row in Excel may not match the data you entered.
Therefore, you want to change the width, height of rows and columns so that datais fully displayed on cellsin
Excel.

The following article shows you some ways to change the size of columns, rows, and cellsin Excel 2016.
Please refer!

By default, each row and each column of a new spreadsheet will have the same height and width. Excel 2016
allows you to adjust row and column widths in different ways, including wrapping text and merging cells.

See the video below to learn more about how to change column, row, and cell sizesin Excel 2016 :

|nstructionsfor Excel 2016 part 6:

Adjust the width of the Excel 2016 column
Adjust the width of Excel columns automatically with AutoFit
Adjust height of Excel 2016 rows
Edit all rows or Excel 2016 columns
Insert, delete, move and hide rows, Excel 2016 columns
1. 1. Toinsert goods
2. 1l. Toinsert acolumn:
3. 1ll. To delete rows or columns:
4. 1V. To moverows or columns:
5. V. To hide and unhide rows or columns:
8. Break lines and merge Excel 2016 cells
1. I. Breaking linesin Excel cells:
2. 1l. Merge cells with the Merge & Center command:
3. 1ll. Accessto many integration options:
4. V. Choose center:

SR A

Adjust thewidth of the Excel 2016 column

In the example below, column C istoo narrow to display all the content in the cells. We can make all this content
visible by adjusting the width of column C.

1. Move the mouse over the column row in the column header so that the cursor becomes a double arrow.
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A

I
| B

COMPANY NAME

Customer Contact List

CONTACT NAME

P
'3 | Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD|605-555-6435
4 |Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, || 603-555-2460
| 5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, K{913-555-5928
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek|316-555-3256
7 | Mass Airlines Miranda Lawson  |5316 Colonial Pkwy Esterhazy, NM |575-555-9255
| 8 [Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corne{360-555-5422
9 |Overlook Inn Jill Torrance BfﬁﬂArnberGabe.RdRodmyWIhg 605-555-4495
10| Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, W) 360-555-4289
11| Knope Equestrian Center  Lil Sebastian 9060 Easy Evening Ln Walkinghoot|207-555-7225
12 | Venture Brewing Hank Dean 3034 FomWharfLde Bee Rock, || 308-555-1050
13 | Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Homosassa, MI|443-555-4942
14| Archer Properties Mallory Figgis 3520 Sleepy Hearth Dr Calendar, W|425-555-5370
15
16|

2. Click and drag the mouse to incr ease or decr ease the column width.

= S [Width: 40.13 (326 pixels) -
A | B c + D
.| Customer Contact List
| ANY NAME CONTACT NAME PHONE EMAIL
_2_
3 | Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD|605-555-6435  jake®:
4 | Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, [[603-555-2460  katie.st
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, K!|913-555-5928  yuenp!
6 | Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek[31 6-555-3256  feliciat
7 |Mass Airlines Miranda Lawson (5316 Colonial Plowy Esterhazy, NM |575-555-9255  mlaws
8 | Newhaven Traders Rick Chaturvedi 2428 S Reddlng St#2 Eogg‘sComt 360-555-5422  info@r
9 |Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Villag|605-555-4495  jtorran
AN Rilew Rardan Sonnhe Vivira Aa Sihea ARAE Thunder Rrack ©ir Gravibe WU 2AN-CE5_A280 adivicad
3. Release the mouse. The column width will be changed.
c1 w [ £
4 A | ] | G - D

,|Customer Contact List

PANY NAME CONTACT NAME

BILLING ADDRESS

PHOMNE

3 | Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 605-555-6435
4 _|Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Bhvd Twig City, KS 66208 913-555-5928
6 |Everly Publishing Felicia Reyes 2544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-355-3256
7 _|Mass pirlines Miranda Lawson 5376 Colonial Pkwy Esterhazy, Mh 88431 575-555-9255
8 Newhaven Traders Rick Chaturvedi 2428 5 Redding St #2 Bogg's Corner, WA 98175 380-355-5422
9 |Overlook Inn Jill Tarrance 3160 Amber Gate Rd Rodney Village, SO 57324 605-555-44495

Vivica da Silva
Lil Sebastian

10 |Riley Garden Supply
11 Knope Equestrian Center

8595 Thunder Brook Cir Gravity, W& 99304
9060 Easy Evening Ln Walkinghood, ME 04126

360-355-4289
207-555-7225

12 Venture Brewing Hank Dean 3034 Foggy Wharf Loop Bee Rock, NE 69823 308-555-1050
13 | Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Homosassa, MD 21610 443-555-4942
14 |Archer Properties Mallory Figgis 3520 Sleepy Hearth Dr Calendar, WA 99340 425-353-3370
15

16

1. With numeric data, the cell displays the pound sign (###H###H#) if the column istoo narrow. Simply
increase the column width to make the data visible.



Adjust thewidth of Excel columnsautomatically with AutoFit

The AutoFit feature allows you to set the width of the column to match its content.

1. Move the mouse to the upper part of the column line in the column header so that the cursor becomes a double
arrow.

1 ™ i ]

: A | B c ok D
.| Customer Contact List

| company NAME CONTACT NAME
2.
3 | Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, 5D 57696 605-555-6435
4 | Aria Real Estate Katie Stark 971 Cinder Butterfly 5t Stoughton, NH 03204 603-555-2460
5 |Core Pharmaceuticals Fhillip Yuen 5108 Crystal Gate Blvd Twig City, K5 66208 913-555-5928
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689 |316-555-3256
7 |Mass Airlines Miranda Lawson (5316 Calonial Pkwy Esterhazy, NM 88431 _ 575-555-9255
8 |Mewhaven Traders Rick Chaturvedi | 2428 S Redding 5t #2 Bogg's Corner, WA 98175 360-555-5422
9 |Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324 605-555-4495
10 | Riley Garden Supply Vivica da Silva 8585 Thunder Brook Cir Gravity, WA 99304 360-555-4289
11 | Knope Equestrian Center  Lil Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126 207-555-7225
12 | Venture Brewing Hank Dean 3034 Foggy Wharf Loop Bee Rock. NE 69823 308-555-1050
13 | Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Homosassa, MD 21610 443-555-4942
14 | Archer Properties Mallary Figais 3520 Sleepy Hearth Dr Calendar, WA 99340 425-555-5370
15
16

2. Double click. The column width will be changed automatically to match the content.

c1 » I

g A | B C + D

. |Customer Contact List

COMPANY NAME CONTACT NAME

2

3 | Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, 5D 57696 |605-555-6435  jake@:
4 |Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460  katies!
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928  yuenp
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-2256  feliciag
7 |Mass Airlines Miranda Lawson _531_5___CEIPQiﬁ_I_W_I_E_s?grhnzy,_l_‘dM 88431  |575-555-9255 milaws
8 |Newhaven Traders Rick Chaturvedi 2428 5 Redding 5t #2 Bogg's Cormer, WA 98175 |360-555-5422  info@r
9 | Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324 |605-555-4495  jtorran
10 | Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304 360-555-4289  vivicat
11 | Knope Equestrian Center | Lil Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126 || 207-555-7225  lil@kni
12 |Venture Brewing Hank Dean 3024 Foggy Wharf Loop Bee Rock, NE 63823 308-555-1050 hdeart
13 | Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Homosassa, MD 21610 443-555-4942  chriski
14 | Archer Properties Mallory Figgis 3520 Sleepy Hearth Dr Calendar, WA 99340 |425-555-5370  mallor
15
16

1. You can also use AutoFit to automatically adjust the width for multiple columns at once. Simply select
the columns you want AutoFit, then select the AutoFit Column Width command from the For mat drop-
down menu on the Home tab. This method can a so be used for row height.



Cell 5ize
[ Row Height..

AutoFit Row Height
<« [ 1 Column Width...

-
AutoFit Column Width
Default Width...
Visibility
Adjust height of Excel 2016 rows

1. Move the mouse to the row so that the cursor becomes a double arrow.

A2 Wl fe COMPANY NAME

4 A | B | C

Customer Contact List

COMPANY NAME

2

51: Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696

4 |Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208

6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
7 |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

2. Click and drag the mouse to increase or decr ease the row height.



A B | €
Customer Contact List

COMPANY NAME

CONTACT

ME  BILLING ADDRESS

NAR

2 Height: 31.50 (42 pixels)

i Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696

5 | Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
5_ Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208
?_ Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
a |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

3. Release the mouse. The height of the selected item will be changed.

A2 = I COMPANY NAME
A B | €
, |Customer Contact List

COMF’ANY NAME Coh TNAME  BILLING ADDRESS
?;Advemure Quitfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, 5D 57696
4 :Arla Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
T fMass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

Edit all rowsor Excel 2016 columns

Instead of changing each row and column size individually, you can change the height and width of each row
and each column at the same time. This method allows you to set a uniform size for each row and column in the
spreadsheet. In the example, we will set the row height.

1. Locate and click the Select All button just below the name box to select each cell in the spreadsheet.

Al v [ £ | Customer Conmtact List
G+ A B 5 o
; Customer Co ntact List
2 |k MY M A MNAME  BILLING ADDRESS PHONE
3 | Adventure Outfitters EJake Finn 11407 Dusty Fawn Ln Soaptown, SD 57696 605-555
4 |Aria Real Estate | Katie Stark 1971 Cinder Butterfly St Stoughton, NH 03204 603-555
5 | Core Pharmaceuticals | Phillip Yuen 15108 Crystal Gate Blvd Twig City, KS 66208 913-555
6 |Everly Publishing | Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555
7 | Mass Airlines |Miranda Lawson 5316 Colonial Plowy Esterhazy, NM 88431 575-555
8 |Newhaven Traders \Rick Chaturvedi 2428 S Redding St 22 Bogg's Corner, WA 98175 | 360-555
9 [Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324 | 605-555
10 Riley Garden Supply f\Fvlca da Sllva 8 )5 Thu nder Brmk Clr Gravity, WA 99304 360-555
11 Knope Equestrian Center  Lil Sebastian 19060 Easy Evening Ln Walhnghood ME 04126 |207-555
12 |Venture Brewing 'Hank Dean |3034 Foggy Wharf Loop Bee Rock, NE 69823 308-555
13 | Placerville Insurance Chris Kinkade ' 1028 Quiet Dale Rd Homosassa, MD 21610 443-555
14 | Archer Properties Mallory Figgis 13520 Sleepy Hearth Dr Calendar, WA 99340 425-555
15
16

2. Move the mouse over the row row so that the cursor becomes a double arrow.

3. Click and drag the mouse to increase or decr ease the row height, then release the mouse when satisfied. The
row height will be changed for the entire spreadsheet.



Al = f Customer Contact List

4 A B & C
. |Customer Contact List

CO AM CC BILLING ADDRESS
2
+ Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 605-555
3

Aria Real Estate |Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 603-555
4

Core Pharmaceuticals | Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 913-555
5

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689  316-555
6

Mass Airlines |Miranda Lawsan 5316 Colonial Plowy Esterhazy, NM 88431 575-555
7

Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corner, WA 98175  360-555
8

Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324  605-555
9

Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304 360-555
10

Insert, delete, move and hide rows, Excel 2016 columns

After working with a spreadsheet for a period of time, you may find that you want to insert new columns or
rows, delete certain rows or columns, move them to another location in the spreadsheet or even hide them.

|. Toinsert goods

1. Select the row title below where you want the new item to appear. In this example, we want to insert a row
between rows4 and 5, sowewill selectrow 5.

A B G

; |Customer Contact List

COMPANY NAME CONTACT NAME  BILLING ADDF
2

Adventure Qutfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696
3

Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
-, | Core Pharmaceuticals Phillip Yuen 15108 Crystal Gate Blvd Twig City, KS 66208
5

Everly Publishing Felicia Reyes .8544 Lazy Bluff Ave Whiskey Creek, KS 66689
6

" Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

7

2. Click the Insert command on the Home tab.

Contacts - Excel

Y Tell me what you want to do

) G
General ‘,o‘ L‘_,“ chﬁ = u m . Z‘Y
- | § 06 5 [%0 _.‘03 Conditional Formatas Cell Insert | Delete Format Sort &
: " Formatting~ Table~ Styles~ b v . “— 7 Filter~

P Number ra Styles Cells Editing



3. New row will appear above the selected row.

A B

, | Customer Contact List

COMPANY NAME CONTACT NAME  BILLING ADDRESS
2

Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696
3
Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
4
; | |
| ¥ire Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208
6
Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689

7
Mass Airlines
8

Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

1. When inserting new rows, columns or cells, you will see a brush icon next to the inserted cells. Thisicon
allows you to choose how to format Excel cells. By default, Excel formats insert rows of the same format
asthe cellsin the row above. To access more options, hover over the icon, then click the drop-down

arrow.

Aria Real Estate

Katie Stark

5

| |

¥ +. Pharmaceuticals
6 E ormat Same As Above

IC} Format Same As Below

7 O  Clear Formatting

‘Mass Airlines

[I. Toinsert acolumn:

Phillip Yuen

Felicia Reyes

Miranda Lawson

1. Select the column header to the right where you want the new column to appear. For example, if you want to

insert a column between columns D and E, select column E.



605-555-6435 |jake@adventureoutfitters.com

603-555-2460 |katiestark@ariarealestate.com
913-555-5928 |yuenp@corepharmaceuticals.com
316-555-3256 |felicia@everlypublishing.com
575-555-9255 |mlawson@massairlines.com
360-555-5422 |info@newhaventraders.com
605-555-4495 |jtorrance@overlookinn.com

2. Click the Insert command on the Home tab.

P D BEE v O

Conditional Formatas Cell Insert Delete Format ’ Sort 8 Find &
Formatting~ Table~ Styles~ M - . =7 Filter~ Select~
Styles Cells Editing

605-555-6435 |jake@adventureoutfitters.com

603-555-2460 kaﬁe.sbark@ariarealestate.mm

3. The new column will appear on the left of the selected column.



¥ B DRI

Conditional Formatas Cell Insert Delete Format Sort 8 Find &

Formatting~ Table~ Styles~ * - * €~ Filter > Select~
Styles Cells Editing
D E F
605-555-6435 jake@adventureoutfitters.com
603-555-2460 katie.stark@ariarealestate.com

1. When inserting rows and columns, make sure you select the entire row or column by clicking on the title.
If you select only one cell in the row or column, the I nsert command only inserts a new cell.

[11. Todeleterowsor columns;

It's easy to delete rows or columns that you no longer need. In the example, we will delete a row, but you can
also delete a column thisway.

1. Select the item you want to delete. In the example, we will chooserow 9 .

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
7
Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431
8
= |Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corner, WA 98175
9
Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324
10
Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304
11]
Sheet 1 ()]

Ready

2. Click the Delete command on the Home tab.

Contacts - Excel £a] - m] x

Signin £, Share

T — fmm| =31 =
General - 7 ] X Al z A
= H R 7. 2
+ -
= $ 0 3 <—0.g _.)Og Conditional Formatas Cell Insert | Delete Format i Sort & Find &
' " Formatting~ Table~ Styles~ b s - =7 Filter= Select~
] MNumber F Styles Cells Editing -~

3. The selected item will be deleted and the rows around it will change. In the example, row 10 has moved up to
row 9.



Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689

i
| Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431
8
Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324
9
Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304
10
. Knope Equestrian Center  Lil Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126

1 .
Sheet 1 ®

Ready

1. Itisimportant that you understand the difference between deleting rows or columns and only deleting its
contents. If you want to remove content from arow or column without making another row or column
change, right-click atitle, then select Clear Contents from the drop-down menu.

| Mass Airline Segoell <12 A A $ - % » B 1316 Colonial Pkv
B I=0-A-H-B8
MNewhaven Trauers [ TVILK AU veurn £428 S Redding S
9 ! X Cut
Overlook Inl Eg Copy Torrance 3160 Amber Gate
10 ;3 Paste Options:
" Riley Garder “D ica da Silva 8595 Thunder Bro
11 Paste Special...
.Knope Eque Insert Sebastian 9060 Easy Evening
12 _ Delete
Venture Bre " Clear Contents %wk Dean 3034 Foggy Whar
13 | El Format Cells...

V. Tomoverowsor columns:

Sometimes you may want to move a column or row to reorder the contents of the spreadsheet. In the example,
we will move a column, but you can move arow in the same way.

1. Select the desired column title for the column you want to move.



FAX EMAIL ADDRESS
1407 Dusty Fawn Ln Soaptown, SD 57696 : 605-555-6435 Jjake®@adventurec
971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460 katie stark@ariare
5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928 yuenp@corephar
8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-3256 felicia@everlypuk
5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255 mlawson@massa

2. Click the Cut command on the Home tab or press Ctrl + X on the keyboard.

Insert Page Layout Formulas
D m Segoe Ul Semiligk=|24 ~ A A = = =
Paste ¢ B I U-~|fHiv O-Av|l===
Clipboard Ta Font M

3. Select the column header to the right where you want to move the column. For example, if you want to move
a column between columns E and F, select column F.

8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-3256 felicia@everlypublishin

5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255 mlawson@massairlines

BILLING ADDRESS i
1407 Dusty Fawn Ln Soaptown, SD 57696 1605-555-6435 jake@adventureoutfitte

]

] e |
971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460 i katie stark@ariarealests

:

]

]

I

I

Il e
5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928 | yuenp@corepharmacet

i

1

:

1

i

1

1

i

1

4. Click the Insert command on the Home tab, then select Insert Cut Cells from the drop-down menu.



e B 2

Conditional Formatas Cell
Formatting~ Table~ Styles~

1= |
- A
2 [ = 4y O
Insert Delete Format Sort & Find &
-+ L Fiter~ Select~

Styles Editing ~
f-:== Insert Sheet Rows v
U Insert Sheet Columns ‘ -

D F ]

B Ingert Sheet

ats]
[Es—

605-555-6435

603-555-2460

5. The column will be moved to the selected position and the surrounding columns will change.

BILLING ADDRESS X | EMAIL ADDRESS

1407 Dusty Fawn Ln Soaptown, SD 57696 : jake@adventureoutfiti
971 Cinder Butterfly St Stoughton, NH 03204  |katiestark@ariareales
5108 Crystal Gate Blvd Twig City, KS 66208 yuenp@corepharmace

8544 Lazy Bluff Ave Whiskey Creek, KS 66689 ' felicia@everlypublishi

5316 Colonial Pkwy Esterhazy, NM 88431 ~ |mlawson@massairline

1. You can also access Cut and I nsert commands by right-clicking and selecting the desired command from
the drop-down menu.



a6 Cut

B Copy

"D Paste Options:
E
O

Ja Paste Specia k ers.com

Insert Cut Cells
N

D
_iu_mu‘mn_nw\_lﬂv\_
I
I
i
i

1605-555-6435

|  Reete ate.com
Clear Contents

B Format Cells...
Column Width...
Hide

Unhide

603-555-2460

913-555-5928 W uticals.cor

V. To hideand unhiderowsor columns:

Sometimes, you may want to compare certain rows or columns without changing the way the spreadsheet is
organized. To do this, Excel allows you to hide rows and columnsif needed. In the example, we will hide some
columns, but you can hide the rows in the same way.

1. Select the column you want to hide, right-click, then select Hide from the format menu. In the example, we
will hide columnsC, D and E.

B 5 D E E
R * Cut
L | St Egy Copy
0O
n 1407 Dusty Fawn Ln Soaptown, SD 5 Paste Special... 605-5355-6435 |jake@adventureoutfi
Insert
irk 971 Cinder Butterfly St Stoughton, NI Delete 603-555-2460 |katiestark@ariareale

Clear Contents

Eormat Cells...

Column Width...
uen 5108 Crystal Gate Blvd Twig City, KS I:I::mt} . 913-555-5928 |yuenp@corepharmat
Unhide
eyes 8544 Lazy Bluff Ave Whiskey Creek, ko wwwws—— 316-555-3256 | felicia@everlypublisk
|
iLawson (5316 Colonial Pkwy Esterhazy, NM 88431 | 575-555-9255 |mlawson@massairlir

ince 3160 Amber Gate Rd Rodney Village, SD 57324 | |605-555«4495 ljtorrance@overlooki

2. The columns will be hidden. The green column shows the location of the hidden columns.



A I 8 F 6 | H
Customer Contact List

C AE i \CT NAME

Jake Finn |jake@adventureoutfitters.com

Aria Real Estate |Katie Stark katie stark@ariarealestate.com
. Bishop Research
ore Pharmaceuticals - Phllllp Yuen 'yuenp@ooreﬁharmaoemical;.com
Everly Publishing Felicia Reyes felicia@everlypublishing.com
Mass Airlines Miranda Lawson  |mlawson@massairlines.com
Overlook Inn |Jill Torrance |jtorrance@overlookinn.com

3. To unhide the columns, select the columns on both sides of the hidden column. In the example, we will select
column B and F. Then right-click and select Unhide ( Unhide) from the format menu.

(i G | H

% cut
Ep Copy
{Ty Paste Options:

L

Paste Special...

Insert
Delete
Clear Contents

Bishop Research Format Cells...

Column Width... — T
Hide

| core Pharmaceuticals

| everly publishing
il Mass Airlines

Overlock Inn

4. The hidden columns will be displayed again.




Break linesand merge Excel 2016 cells

Whenever there is too much cell content displayed in a cell, you can decide to break the line or merge the cells
again instead of resizing a column. Line breaks automatically modify the row height of the cell, allowing the cell
content to be displayed on multiple lines. Including cells allows you to combine a cell with empty cells to create
alarge cell.

|. Breaking linesin Excel cells:

1. Select the cells you want to interrupt. In this example, we will select the cellsin column C.

2. Click the Wrap Text command on the Home tab.

Excel

Contacts -

Formulas Data Review View
"3 g" Segoe Ul Semiligh - | 24 AA === ¥ - [EWeplet General
i@ -
Paste ¥ B I U~ -~ @)'Av === |e= = Merge&CentEI' g -9 » &
Clipboard & Font [F] Alignment [F] MNumber
a 4 F
A . B c D

.| Customer Contact List

COMPANY NAME CONTACT NAME  [BILLING ADDRESS FAX
2

Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaf| 605-555-8495
3

Aria Real Estate Katie Stark 971 Cinder Butterfly St St|603-555-3478
4

Bishop Research William Bell 2201 Treasure Ct Ste 301|206-555-2305
5

Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Tv|913-555-3461
6

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whis|316-555-3454
7

Mass Airlines Miranda Lawson  |5316 Colonial Pkwy Ester|575-555-2376
8 = —

Overlook Inn Jill Torrance 3160 Amber Gate Rd Rod|605-555-4495
9

3. Thetext in the selected cells will be interrupted.




4 A B C D

.| Customer Contact List

COMPANY NAME CONTACT NAME FAX
2

Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln 605-555-8495
3 Soaptown, SD 57696

Aria Real Estate Katie Stark 971 Cinder Butterfly St 1603-555-3478
- Stoughton, NH 03204

Bishop Research William Bell 2201 Treasure Ct Ste 206-555-2305
5 301 Good Thunder, WA

Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd  (913-555-3461
6 Twig City, KS 66208

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave 316-555-3454
T Whiskey Creek, KS

Mass Airlines Miranda Lawson  |5316 Colonial Pkwy 575-555-2376
8 Esterhazy, NM 88431

Overlook Inn Jill Torrance 3160 Amber Gate Rd 605-555-4495
g Rodney Village, SD

1. Click the Wrap Text command again to extract the text.

II. Mergecellswith the Merge & Center command:

1. Select the range you want to merge. In the example, we will select therange Al: F1.

2. Click the Merge & Center command on the Home tab.
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Pule o B IU- G- h-a- ===|EE EMW&[} bt PR sl e b Bl il PR
Clipbosrd o Fare I Allgnment I Humzer ) Shyles Cels td
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.| Customer Contact List |

COMPANY MARAE CONTACT NaME  BIDLING 2 AN FHONE EMAIL ADDRESS

2

Adveriture Outfitters Jake Finn 1407 Dusty Fawn L Bla-555-0455  Bl5-5355-6415  jakemadventurecutitters com
3 Seaptown, S0 57696

Aria Real Estate Katie Stark 401 Cinder Butterfly 5t 803-355-3478 | 6I-553-2460 | Kafiestarki@ariarealestate.com
4 | Steughton, NH 03204

fiishop Hesearch willizm el 2201 Ireasure Ot ste E-555-2505 | 206-555-2307  whell@bishapresearch.com
2 1 Giood Thunder, Wa

3. The selected cells will be merged again and the text will be centered.

AL T fo || Customer Contact List
| A | ] iz (1] ! |

Customer Contact List
CORMPANY NAME COMNTACT MAME CFAX PHOME EMAIL ADDRESS

2

| tdventure Outfitters Jake Finn 1407 Crusty Fawn Ln 605-355-8495  605-555-6435  jake@adventurecutiitters.com
3 Soaptown, S0 57696

|#ria Real Estate Katie Stark 71 Cinder Buttertty St 603-355-347& 003-5355-2460  kstiestark@ariarealestate com
i | Stoughton, MH 03204

|Bishop Research ‘Williamm Baell 2201 Treasure Ct Ste 206-555-2305  206-355-2303  whell @bishopresearch.com
5 301 Good Thunder, WA

[11. Accessto many integration options:

If you click the drop-down arrow next to the Merge & Center command on the Home tab, the Merge drop-
down menu will appear.
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= -~ E?Wrap Text General s '-.E
= | e=S = Merge& Center + $ ~ % * % 3% ConditiF:nai
- Formatting ~
Alignm = Merge & Center Number [
B Merge Across
tact List :
g Merge Cells
@ Unmerge Cells D E

From here, you can choose:

1. Merge & Center: merge selected cellsinto one cell and center text;

2. Merge Across: merge selected cellsinto larger cells while keeping each row separate;
3. Merge Cells: merge selected cellsinto one cell but not between text;

4. Unmerge Cells: unmer ge the selected cells.

Y ou will have to be careful when using this feature. If you merge multiple cells that contain data, Excel will only
retain the contents of the upper left cell and remove other content.

V. Choose center:

Merge can be useful for organizing your data, but it can also create problems later. For example, it may be
difficult to move, copy and paste content from merged cells. A good option to merge is the Center Across
Selection , creating asimilar effect without actually merging the cells.

1. Select the desired range of cells. In the example, we select the range AL: F1.

1. Note: If you have merged these boxes, you should un-merge them befor e continuing to step 2.

2. Click the small arrow in the lower right corner of the Alignment group on the Home tab.

. |Customer Co

COMPANY NAME

Adventure Qutfitters

Aria Real Estate

Bishop Research

Jake Finn 1407 Dusty Fawn Ln
Soaplown, SD 57696
4971 Cinder Butterfly St
Stoughton, NH 03204
2201 Treasure Ct Ste
301 Good Thunder, WA

Katie Stark B03-555-34T78 6503-555-2460 katlestark@ariarealestate.com

William Bell 206-555-2305 206-555-2303  wbell@bishopresearch.com

3. A dialog box will appear. Locate and select the Horizontal drop-down menu, select Center Across Selection

, thenclick OK .



. Format Cells

Number  Alignment Font Border

Text alignment
Horizontal:

Left (Indent) *~| Indent:

Left (Indent)
Center

Right Indent]
Fill

TeJustif
Center Across Selection
Distributed (indent] L |
[] shrink to fit
|:| Merge cells
Right-tao-left
Text direction:

Context w |

General 0 -2

Fill Protection
Onentation

’ " .

Text —*

- -

T

. "

0 “+ Degrees

Cancel

4. The content will be centered on the selected cell range. As you can see, this produces the same visua result as
merging and centering, but it preserves each cell insidetherange Al: F1.

A 8 | G

'FONT.&CT MAME

Jake Finn
2t Soaptown, S0 3TEIG

Adventure Dutfitters

Cusf(pmer Cotact List

1407 Dusty Fawn Ln

] E F

FAX EMAIL ADDRESS

603-555-3405  605-555-6435  jake@adventurecutfitters.com

Aria Real Estate Katie Stark 971 Cinder Buttertly 5t 603-355-2478  G603-355-2400  katiestsrk@ariarealestate.com
4 Stoughton, NH 03204

Bishop Research William Bell 2201 Treasure Ck Ste 208-555-2305  206-555-2302  whell@bishopresearch.oom
3 301 Gowd Thander, Wa,

Having fun!

Y ou finished reading the article "Complete tutorial of Excel 2016 (Part 6): Change the size of columns, rows
and cells" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. You can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.
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