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=Shortcut       =Advice       =Caution 

About Columns and Rows 
Excel 2007 allows you to add and remove columns and rows as 
needed.   

Excel 2007 also lets you adjust columns and rows to achieve a desired 
look.  Columns and rows can be resized manually or using AutoFit, a 
tool in Excel that will automatically adjust a column width or row 
height to accommodate the longest or tallest piece of data within a 
specified column or row.   

Note: A single Excel 2007 worksheet has 16,384 columns and 
1,048,576 rows. 

Adding/Inserting Columns and Rows 
When working with Excel, you will often need to make changes such as adding new information or 
deleting old information. This may involve adding or deleting rows and/or columns.  Excel 2007 lets 
you insert new rows and columns or delete existing rows and columns very quickly. 

Note: All new rows are inserted above your current selection and all new columns are inserted to the 
left of your current selection. 

Adding a New Column  

1. Select a cell to the right of where you want to add a new column. 

2. Select the Home tab.   

3. In the Cells group, click the drop down arrow            below the Insert button and select  

Insert Sheet columns.  A new column is added to the left of the selected cell. 

Adding a New Row  

1. Select a cell below where you want to add a new row. 

2. Select the Home tab.   

3. In the Cells group, click the drop down arrow            below the Insert button and select  

Insert Sheet Rows.  A new row is added above the selected cell. 

Deleting/Removing Columns and Rows 
When you delete a column or row, all data in the column or row is deleted. 

Deleting a Column  

1. Select any cell within the column to be deleted. 

2. Select the Home tab. 

3. In the Cells group, click the drop down arrow            below the  
Delete button and select Delete Sheet columns.  The column  
is deleted. 
 

1. Add Columns and Rows. 

2. Delete Columns and Rows. 

3. Adjust Column Width and 

Row Height Manually. 

4. Adjust Columns and Rows 

automatically using AutoFit. 

Summary 

http://www.uwec.edu/help/Excel07/ws-rowcol.htm#addrem
http://www.uwec.edu/help/Excel07/ws-rowcol.htm#adjust
http://www.uwec.edu/help/Excel07/ws-rowcol.htm#adjustauto
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Deleting a Row  

1. Select any cell within the same row to be deleted. 

2. Select the Home tab. 

3. In the Cells group, click the drop down arrow           below the Delete  
button and select Delete Sheet Rows.  The row is deleted. 

Adjusting Column Width and Row Height  
The default column width in any new worksheet is 8.43 characters and the default row height is 
12.75 pts.  Excel may increase the row height of a row to fit the cell content, but often times the 
width of a column must be adjusted manually or using AutoFit.  Adjusting the column width or row 
height is super easy. 

Manually Adjusting Column Width using the Ribbon  

1. Select any cell from the column to be adjusted. 

2. Select the Home tab. 

3. In the Cells group, click the drop down arrow           below the Format button and select 
Column Width....  The Column Width dialog box appears.  

4. In the Column Width text box, type the desired width.  Note: A larger number will make 
the column width wider. 

5. Click OK. The column width is adjusted. 

Automatically Adjusting Column Width using the Ribbon  

1. Select any cell from the column to be adjusted. 

2. Select the Home tab. 

3. In the Cells group, click the drop down arrow          below the Format button and select 
AutoFit Column Width.  The column width is adjusted according to the widest entry of 
data within the selected column. 

Using AutoFit to Adjust Column Width  

This is by far the fastest way to adjust the column width (or the row height) in Excel.  Using the  
double-click method, Excel determines the best width based on the widest data entry within the  

selected column. 

1. In the column header area (A,B,C,Dé), point the mouse pointer on the boundary line 
(Figure 1, 1) on the right side of the column heading for the column you which to resize.  

Note: Your mouse pointer turns into a black double-headed arrow (Figure 1, 2). 

2. Next, either double-click the boundary line to Automatically Fit (AutoFit) the column OR 

drag and drop the boundary on the right side of the column heading right to increase the 
width or left to make it narrower. 

 

 

 

 

 

 

 

Figure 1  
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Manually Adjusting Row Height using the Ribbon  

1. Select any cell from the row to be adjusted. 

2. Select the Home tab. 

3. In the Cells group, click the drop down arrow           below the Format button and select 
Row Height....  The Column Width dialog box appears.  

4. In the Row Height text box, type the desired width.  Note: A larger number will make 
the Row height taller. 

5. Click OK. The row height is adjusted. 

Automatically Adjusting Row Height using the Ribbon  

1. Select any cell from the row to be adjusted. 

2. Select the Home tab. 

3. In the Cells group, click the drop down arrow           below the Format button and select 
AutoFit Row Height.  The row height is adjusted according to the tallest piece of data 
within the selected row. 

Using AutoFit to Adjust Row Height  

This is by far the fastest way to adjust the row height in Excel.  Using the double-click method, Excel 
determines the best height based on the tallest piece of data within the selected row. 

1. In the row header area (1, 2, 3, 4é), point the mouse pointer on the boundary line 
(Figure 2, 1) at the bottom of the row heading for the row you wish to resize.  Note: Your 
mouse pointer turns into a black double-headed arrow (Figure 2, 2). 

2. Next, either double-click the boundary line to AutoFit (Automatically Fit) the row OR drag 
and drop the boundary at the bottom of the row heading down to increase the height or 

up to make it shorter. 

Figure 2  
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