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UNIT 2: EXCEL TABLES 

 

1. COLUMNS & ROWS 

 Selecting Columns & Rows 

o Selecting a Column: Click the column header (e.g., "A") to select the entire 

column. 

o Selecting a Row: Click the row header (e.g., "1") to select the entire row. 

o Shortcut: To select an entire column, use Ctrl + Space. To select an entire row, 

use Shift + Space. 

 Changing Column Width & Row Height 

o Method: Hover the mouse over the boundary between two column headers (or 

row headers) until it turns into a double-headed arrow, then drag to adjust. 

o Shortcut: Select the columns/rows and press Alt + H + O + W to open the 

Column Width dialog or Alt + H + O + H for the Row Height dialog. 

 

 


