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Editing Data in Excel
PRIVATE 
I.   Erasing Data from a Cell or Range of Cellstc  \l 1 "I.   Erasing Data from a Cell"

Select the cell or range and press the [Delete] key (or right-click the selection and choose Clear Contents)

II.  Replacing the Data in a Cell

Select the cell and type the new data.  The previous cell contents will be replaced when the entry is confirmed.


Note:
You can click the Undo button to recover the previous cell contents if they were erroneously replaced.

III.  Editing the Data in a Cell 

Sometimes it is easier to modify, or edit, the contents of a cell than to replace it.  For example, suppose you had a long formula that was “almost right.”  Why retype the entire formula when you only need to change part of it?


To edit data, we must first be in edit mode.  When in edit  mode,  the word "EDIT" is displayed on the Status Bar.


A.
PRIVATE 
Entering Edit Modetc  \l 2 "Entering Edit Mode"


There are three different ways to put Excel into edit mode:  



1.
Select the cell and click anywhere in the Formula Bar.  The insertion point appears wherever you clicked.  Editing is done right there in the Formula Bar.



2.
Select the cell and double-click anywhere in the cell itself.  The insertion point appears wherever you double-clicked. Editing is done right there in the cell.



3.
Select the cell and press function key F2.  The insertion point is placed after the last character of the data, in the cell.


B.
Editing the Data


1.  Moving the Insertion Point (aka: the "text cursor")




In edit mode we can move the insertion point by simply clicking anywhere within the data, or by using the following cursor-movement keys:




[Home]
–  moves cursor to the left of the first character in the cell




[End]
–  moves cursor to the right of the last character in the cell



[(] or [(]
–  moves cursor left or right one character



2.  Erasing Characters




The [Delete] key erases the character to the right of the cursor and the [Backspace] key erases the character to the left



3.  Entering New Characters

· New characters typed will appear at the insertion point.

· Press the [Insert] key to "toggle" between insert and overstrike modes.

· The default mode is insert mode.

· When in overstrike mode, the status bar will display the word "OVR"



4.
Replacing a Sequence of Characters




While in edit mode, you may also replace a sequence of characters by first selecting them and then typing new characters.

· To select any sequence of characters, simply drag the I-Beam over them.

· Selected text will appear highlighted (i.e., in reverse video).

· The new characters entered will replace the selected text.

IV. Deleting Cell Contents and Formats


Select any number of cells, ranges, rows, and/or columns.  On the Home tab, in the Editing group, click the Clear list arrow.  When the sub-menu appears, choose…

· Clear All to erase both the formatting and the data

· Clear Formats to clear the formatting but leave the data intact

· Clear Contents to clear the data but leave the formatting.  (This is the same as using the [Delete] key)

· Clear Comments to erase the hidden cell “comments” but leave the data and formatting

