
Computer Presentation
E D I T I NG  A ND  

F O R M AT T I N G  A 

W OR K S H E E T



EDITING AND FORMATTING A WORKSHEET

Excel 2016 organizes data in the form of rows (horizontal) and 

columns (vertical). Excel has a number of tools and functions that 

help in calculations and analyzing data using formulas and tables. It 

also provides various formatting features to improve the 

appearance of data



TO SELECT A SINGLE CELL :

• Click on the cell or 

use arrow keys on 

your keyboard to 

move to the 

desired cell.



TO SELECT AN ENTIRE ROW/COLUMN :

• Click on the 

row\column 

heading to select 

a complete 

row/column.



TO SELECT 
MULTIPLE ROWS 
SIMUTANEOUSLY

• Select the first range 

of cells, then hold 

down the Ctrl key. 

While holding the 

Ctrl key, select 

another range of 

cells.



TO SELECT 
AN ENTIRE 
WORKSHEET :

• Click on the select 

all button located at 

the top-left corner of 

the worksheet, 

where the row and 

column headings 

meet.



DELETING ROWS/COLUMNS :

To delete rows or columns to 

be deleted, follow these steps :

• Select the rows or columns 

to be deleted.

• Click on the arrow next to 

the Delete option in the 

cells group on the home 

tab. A submenu appears.

• Select delete sheet rows 

to delete rows or delete 

sheet columns to delete 

columns.



TO MERGE CELL :

• Select the cells or a 

range of cells to be 

continued.

• In the 

Alignment group, on 

the Home 

tab, click on Merge & 

Center.



BY SAPNA
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