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» Important terms:-

Words to Know

.........................

* Editing Worksheet Dat
worksheet.

a: The process of making changes to the existing data in the

SR TE

Cell contents can be changed by double-clicking inside the cell or by using the
Formula Bar or by pressing F2.

Cell contents can be deleted by pressing the Delete key Aferselacting e fange
of data to be deleted.

Cell contents can be copied or moved by clicking the Copy/Cut and Paste options
in the Clipboard group on the Home tab or by using drag and drop method.

* New cells, rows or columns can be inserted by using the Insert option in the Cells
group on the Home tab.

* Ablock of cells, an entire row or an entire column can be deleted using the Delete
option in the Cells group on the Home tab.

* Row height or column width of a cell can be changed either by dragging the cursor
or by using the Format option in the Cells group on the Home tab.
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To edit the contents of a cell partially

To delete the contents of a cell

To reject the changes made to a cell

To move the contents of a cell

To paste content in a cell

To accept the changes made to the cell

To select all the cells in a worksheet
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Answers of 1t Practice Zone:-
1. F2 key
. Delete or Backspace key

2

3. Esc key

4. Ctrl + Xand Ctrl + v
5.Ctrl+v

6. Enter key

7

.Ctrl + A | \\

|

|

|

|

Name the options in the Cells group to be used for the following, :
|

:

|

|
|
|
: L Toadd an ertire row 2. Toadd a block of cells
:
|

3. Tochange the column width 4. Todelete a column '
SR——— L L bl L L R L R R R L / !

(1) Cli
(2) Click cells option in the insert list.

(3) Click on'@éelumn width option in the format list.

(4) Click on delete sheet columns option in the delete list.
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A. Choose the correct answer.

1. Which of the following methods can be adopted to move data in Excel?
a) Using the Cut and Paste options in the Clipboard group on the Home tab.
b) Using the drag and drop method.
¢) Using the shortcut cut keys: Ctrl+X for cut and Ctrl+V for Paste.
d) All of the above

2. Which of the following ways cannot be adopted for changing the column width?
a) Drag the right border left or right to decrease or increase the column width.
b) Double-click the right border of the column to fit the contents.
¢) Inthe Cells group, click Format® Column Width.
d) In the Cells group, click Format® Shift Cells Right.

. Whi -
3. Which of the following keys or ke combinations can used for editing the contents of e cell?

a) F2
) b)  Ctrl+y ¢) Ctri+C d) Ctr+A
4. Which of the followi , (el ing row
e o5 lowing group on the Home tab contains the options for inserting of deleting
a) Clipboard

b Editing ) Cell d) Font
A )

Answers of Assessment Zone:-

(1) -
(2) -
(3)
(4) -

0O o O O
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w XK

g. Fillinthe blanks using the words given in the hox.

Select Al Insert Cells Formula bar Format

. To gdd a block of cells, you ghoose the option after clicking the Insert
option in the Cells group,

2. Toselect the entire Worksheet, you can click the oo

3. In'the Cells group, click _ b Row Height to change the row height to @
specific measurement.

4. You can click on the to edit the contents of a cell.

Answers of “B” Section:-

(1):- Insert Cells

(2):- Select All

(3):- Format

(4):- Formula bark

~~

Answer the following questions,

1. What do you mean by editing worksheet data?
2. Discuss any two ways to copy and paste data in Excel.
3. Write the steps for the following.

a) Toinserta new column in a worksheet

b) To change the column width

¢) Todelete cells
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1. m Editing data refers to making changes to the existing data,
adding new data or deleting unwanted data from the worksheet.

2. m 1* method :- We can use the key combination of Ctrl + ¢
and Ctrl + v to copy and paste data in Excel.

2"¥ method :- Click on copy and paste option in the clipboard group
on the home tab to copy and paste data in Excel.

cBAnswer:-

(a) Step:- 1 Select any one column by clicking ofy,colu ding.
Step:- 2 Click on insert option in the ce u e home
tab. A drop-down list is

Step:- 3 Click on the insert shee s option.
Step:- 4 After that the selgcted column 1§,shifted right and a
new column is inser itsiplace.

(b) Step:- 1 Select

Step:- 2 Cliclpon at nin the cells group on the home

n list is displayed.
olumn width option to set column width.
lue in the column width dialog box.

5 Finally click on ok button.

(c) Step:- P Select the cell to be deleted.
Step:- 2 Click on delete option in the cells group on the home
tab.
Step:- 3 Finally click on delete cells option to delete the
selected cell from the worksheet.
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