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How do I insert a new worksheet / row / column? 
 
When entering data in a spread sheet it may be necessary to insert a row or column or both, 

simply to create more space or to put in data that may have been left out or put in the wrong 

sequence. 

 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 On the HOME Tab (menu), click 
on the INSERT button then 
WORKSHEET / ROW / 
COLUMN. 
 

Alternatively, this can be achieved by right 
clicking on the column heading to the left 
of where the new column is to be 
inserted. Then select insert from the drop 
down menu. 
 
Similarly, right click on the row above 
where the new row should be inserted. 
Then select insert from the drop down 
menu. 


