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Formulas
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What's| rows above, and ¢ - 0O %
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V?deo. Insert colu Excel Help . -
it Video | As your pf
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can see more and - '
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Article | Click Hon
You can insert blank cells above or to the + Show All

Learn Excel Y

arrow next to ln::l

“Insert Sheet R
Article | Click Hon
arrow next to Inse

“Insert Table Row|
Article | Click Hon
arrow next to Inse|

“Insert Blank Line
Article | Under Pi
Layout group > cl
after Each Item.

left of the active cell on a worksheet.

When you insert blank cells, Excel shifts other cells in the
same column down or cells in the same row to the right to
accommodate the new cells. Similarly, you can insert rows
above a selected row and columns to the left of a selected
column. You can also delete cells, rows, and columns.

NOTE Microsoft Excel has the following column and row
limits: 16,384 columns wide by 1,048,576 rows tall.

What do you want to do?

¥ Insert blank cells on a worksheet
¥ Insert rows on a worksheet

¥ Insert columns on a worksheet
¥ Delete cells, rows, or columns

Insert blank cells on a worksheet

1. Select the cell or the range of cells where you want to
insert the new blank cells. Select the same number of
cells as you want to insert. For example, to insert five

Ltent. [0} Lo s £ "

v
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Relative and absolute cell referencing 4ilhall aal jall g Apsill a2l jall 3.1.4

G Tl AN aa e o Lo dipa & AR il pa el sl gl IS Ll aad el Excel gy padiay
el e hann o Aagpeal) drdy Cad 138 Gagpeal) L Lgal) el 3 AT 5 dageall g gia ) AR G aesil) g sall
Usilaal) me aall 8 sall Cony geasil) syt a8 o AR pusiall dlalaall 8 LSAT 00 2l 340 Cumy Talals LAY
ALJSE i) ga all 235 Lo Lenn e WDA Gy daeall (g siad A IR aaia ga (0 sl e

Vs dapall e gsind AR e e laill (may 4081 348N Q\#\}@u@mﬁaﬁmw\@ﬂmi
(Gl 3 dB s a5l ey JB § 3 L) i g) (FAST JSA lhaall aa all 285 WG Ay s gl Jls iy
AGY) Ol gl ) dalladl) aad pall g Lyl aal sall G e sill e 2y el

(XIsX. Y1l 5 dnall) ~ sitall Caivaal) G o(dilkae aal ye) Jesdl 8,55 ) Jisil

JsY) Cals sall ALY dasll 5 o))l £ sane 38 yeal (=C4+B4) 48V dxpall Jaol D4 3080 &

A Al gl 50 8 28 i) Of JSall 3 LS 1aaY 5 «(D5:D10) WAl (3l 8 Aalull dapall feusl
Loy 43 clgaal yo g dapall 038 G Al o dlailaall ae dabadl) 4 i A Caall )5 3 seall )
‘ﬁu L) el C‘“A:’u‘ LIt Ly c,,\ma\.\h el a¥l 1 dapall i el Gl il e

(il gall
D C B A
Dbl ol 1
2
3
=C4+B4 300 4000 Ga el 4
=C5+B5 350 4000 dgens daaf §
=C6+B6 360 3000 o el 6
=C7+B7 298 4000 s g 7
=C8+B8 250 3600 L pedil 8
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=C10+B10 80 5000 pa il Be 35l 2| 10
.C15 4all aaa

(=B15*C14) 45Y) dapall (i€l ¢J5Y) Cals sall aall cpalill jlaie 4 yadl
pst ) aal el Jerind g ) G Jaa¥ 5 ((C16:C21) WA Gl ) dsldl gl ful
OY thasna pe il ) (gagm A DY) dsall G5 ) BAIL Al fpa e AR Gy
dapall fu ve C14 AN cudi ey 13g) ity ) il s (3 (il )l Aad e g8 gl
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D C B A
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13
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=B15-C15 =B15*C14 4000 Gt el 15
=B16-C16 =B16*C15 4000 Jgene deaf 16
=B17-C17 =B17*C16 3000 o &l 17
=B18-C18 =B18*C17 4000 2w g 18
=B19-C19 =B19*C18 3600 La et 19
=B20-C20 =B20*C19 4800 2 aan] wl| 20
=B21-C21 =B21*C20 5000 aa ol ne wiallae 21
AEY) G shaall a) Al s e dasaa 2l e J panll

(=B15*$C$14) : V) saill e Lapall i€ 5 C15 40al s 2

Aspsall gl geda Jaa¥ 5 (C16:C21) LAY Ui ) Aglod) Zapall sl 3

Adlef o5 (Caiadl his) 4

D C B A

12
13
14
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Functions 4l dl ayiall 2.4

DAty Agalaial) gl Al lileall (e ST gl Ban5 el sa) g5 s el 8 s LS ¢l dapa o A1)
Leie JS Ak 5 5 maliyall 3 AxSLEN YIal) amy ria olial Jgaall y cRaliaall eIl (e 5 € 45Ka Excel 2013 &

Adh ol A)al) ad
Ba3aall DAY (a8 53 g sall ol Y1 als SUM
Baanall LA (3las 8583 g gall ld 50 (Janall) o sial) il AVERAGE
Baanall LAY Glail i de gene ddad Sipls ) MAX
Baaad) LAY Glail o de sane 3 Al Jil pla ) MIN
3a3aall LAY GUai 333 sa gall Jadd dpad ) LOAD 230 Glua COUNT
Aaady e ol Al ) LA Sl o g caasall LAY (3Uai 853 s sl A ) e LDIAY) Gilas COUNTA
Al 3L e e dae A Ama A A8 1 Gy 5 ROUND
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> S h
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w
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Lo site 4i 5 caiadl his) 5
MIN dad jial A2 4.2.4
z siall Caiadll e (@A) deadl 3855 3 (D4:D8) LA (3lhai (paa Gpalrall Cail gy 8 il ) S8 A el
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anall) 7 sitall Caiiaall e (Y1) Janll 48 ) 5 (1 (ASES) LA 3l 8 Lali i 5 gins Sl LAY aae sl
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COUNTA aidll a3 cibua 413 6.2.4
Loy ol Ll (o gins il o) g e Sl e LAY 232 Clusd COUNTA i s
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B Cube | I CHISQ.INV
O [nformation » CHISQ.TEST
CHISQ.INV.RT
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=IF(A1<=50............. $ s sl (e Ji >=
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LE

Formatting Numbers/Dates &) sill/ad ¥ guuii 1.5

g A0S ) A5y Hlall o8 )N jeda g ((General /ple) Ganiill Adassd 50 o8 )l (e o a8 A1 8 68 ) 4 ie

Displaying numbers to a specific number of 4dall JJlall Ga d3aa d3y 2B Y Gae 1.1.5
decimal places

Y ol shadl) il ¢(xlsx. Ghaill) Ciianll (o o(FE:FL0) LAY GUai & oyia sie (il Yias ald Y1 (in ol
Excel Jeadl clile alas (e (XIsX. Groailll) Caiaall bl 1
1 23 (P o) Jesd 365 ) )2
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O e il ey g YY) Juald alasioly 4080 e (2 jel E (Comma Style /Alalll
La gite 4il 5 cCaiadl Bis) 3
Displaying a date style il lai a2 3.1.5
sl Caiadl) Gava (aEY1 Gawil) Jeall 4855 (e (E6:E10) WA i & Sbaad) ) Gl (e g il (ia sl
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General
No specifi

Number
34099.00

Currency
§34,099.00

Accounting
$34,099.00

Date
19/11/1413

Date
1413/11/19

Time
0:00:00

Percentage
3409900.00%

Fraction
34099

Scientific

341E+04

Text
34099

i3

More Number Formats...

ploc
Oaaniis A9 V
£
34099.00
Uoxt!
$34,099.00
QU xod|
$34,099.00
FaT21F
19/11/1413

S,
1413/11/19
wIgJl
0:00:00
Ugindl Uil
3409900.00%

)Ml
i 34099

S\olc
- 3.41E+04

/3.‘\5.“) B e Ji .(OK /éﬁ‘}‘) 00 S Ll (ﬁ c@)\ﬁﬂ _)ai i—‘:‘“ﬁ Al c(Type /&J_J\) BR e
Avaraia s Al Gl Helai ((Custom /uawis) Jid) ((Category

(OK /38 30) 5 e a1 &5 (dd-mmm-yyyy) <31 SIS i)
Lo site 43 5 cCaiadl Luial

AV @l shadll i) ¢(Long Date /ds sk fl) Jie e Uil ddlia) il e Jseanll

«(More Number Formats /Al a8 ) i) Ao &) dalull 4l e
(Date /g ll) 44 o S35 ((Format Cells /WD Gati) ) sall o 3

A
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5 Y1 Jlanll

Gamsl

_Font | Border | Fn | protecion |

| Percentage
| Fraction
Scientific
(Text

| Special

f Custom

Sample
1R IEF sandll 55

25/07/1433 1:30
O/ VALFF
ey o

TO/-VAEFP 1P
1433 o>, 25 v
Locale noqlnon):

Arabic (Algeria) E]
C‘nndu fype:

Avabic Hi ¥
[] input dates according to selected calendar

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk [*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not atfected by operating system settings.

Displaying a currency symbol &l e, sa e 4.1.5

C}M\ Caiadll (raua c(elﬁj‘){\ é:u.uﬁ) Jazll :\3‘)} (e c(F6F10) \:\M\ éLk.a ‘f ?GJ‘Y\ & Aleall BYS) ua_)aj

AV ) shadll ai) o(xlsX. el

o pdisan e
/&) desandll ey ((HOME /Apsi)ll dsdiall) cyoill Adle a2

.~.12,000.33
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§ English (United States) (CRAFTPICEF PORUV) ERWESUE -
£ English (United Kingdom) (Rogmall &y il aSloall) &usall o un)
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£12,000

Decimal places: 0_

Symbol: |, . Arabic (Saudi Arabia)

$ Spanish (United States)
Begathe U spanish (Urug

- ‘.‘ £ English [United X m
fc‘i‘m £ Scottish Gaelic (United Kingdom)
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£1.234 Iy Chinese (PRQ)

v

Currency formats are used for general monetary values. Use Accounting formats to align
deamal points in a column,
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La gite 4dil 5 cCaiadl bis) 4
ABY) ) shadl) ¢ Ll Jadl) ana yaas GS4 LS
Al aas uS) Ll el ((Font /bd) de seaddl a5 ((HOME fAmest )V daiiall) cysill dadle (yana
o _paatl (Decrease Font Size /ball aan jual) L4 i o <3 |A | (Increase Font Size

100 81 LAY 853 g gall a8 V) e Jans & saall il 1

57



45 ASIY) Jslaad) Gauaill

Changing font type ball g o8 85 22,5
sl Cahadll e (Db sinall Baail) Jeall 3855 (10 (A6:AL10) LAY 3Uai 8 (Tahoma) I bl g g jpadl
AV ) shadll aii) o(xlsX. el
Y a1 13 ((AB:AL0) LBAY (3lai a3 1
&) Ll s o Ll ((Font /Ad) de sandl) (3o 5 ((HOME fAsst Y dsball) usill dle an 2
(Tahoma) sl ‘ (Font /&l
Lo gite 4if g caiadl his) 3
Apply formatting to cell contents: bold, italic, shuill hai (Jita «3al& :bdl) blail ki 3.2.5
underline, double underline

&) ¢(xIsX.pmiill) & sidall Chiadl e (il inall Baatl) Jeall 38 )5 (0 AL LIS e (Jtalic /Jik) Jaadll kel
Ay ) gladll
AL S g

(Italic /Ji) sl Je S8 ((Font /43) de saadd) (a5 ((HOME /s )l daiiall) cu gl Aadle aa 2
La site 4i 5 cCaiadl his) 3
LAY il sine e el (S i) ddliaall Jadd) Blail e gy Ul J gl

Gilall da gl Laid)
Ctrl + 2 5 «Ctrl + B Bold /Gele
Ctrl + 3 5l «Ctrl + | Italic /Jis
Ctrl + 4 sl «Ctrl + U Underline /_aus -
il ilie 22 0 Y Double Underline /z 52« saws 28340 : z

Applying different colors to cell content gaill bd o Calida o4l 3uki4.2.5
) iad) e o(Dsinal Gau) daall 4855 0 (C3:D3) WA 3t 8 (303Y)) ) bl ot i)
AV @l shaall ad (xS, Gl
(C3:D3) WAl Gllainda 1
Os) Lsil g e I ((Font /4d) 4o seadll (a5 ((HOME /Aol dsdiall) Cuill 2ade (aa .2
GO sl Al (Font Color /24l
Lo st 4if g ccaiadl Lis) 3
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O ¢(xIsx.gamill) = sidall Caiadll (ana (DL siaall Gaasl) Jeall 48,5 00 ((C3:D3) WA (lai 4l dapail
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gl galind) b i s cahdall Excel el 8 sans iy any IS8 o daall 38 )5 8 bl Jias oSy
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13)5 Adlide ¢ ) gl cilalada oLl ey ¢(Charts /ilakadg) de sanall (a5 (INSERT /z1,3) cusilll Aadle o
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)y Tl ey st ) [] o0 e il o e
il Gm iy Y Lay el Leg oS I [T o 30 e i oy o
La gite 43 g canadl i) 6

65



45 ySIY) Jshaad) llalaa )

Jadadlll ) gie
|| 3000
2500
2000
1500
1000
= HHIF T R
L]
i pn gy — ¥ fa Silg e RS TR
BV o) ) mel e l m el
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Creating a pie chart gl hhia ¢Li3) 6.1.6

A& s 5l culS Laga aal g jeaie Jial V) mleay Y seb ccilaladall JELS Gad (g y3lall laladdl)
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