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Inserting Rows and Columns 
 

1. Put the cursor in a cell where you want to add a row or a column. 
2. Choose Table > Insert > Rows or Columns… 

 

 
 

3. Select either Insert Row or Insert Column. 
 

 
 

4. Enter the number of Rows or Columns you would like to add. 
 

 



5. If you selected Rows, select either Above Selection or Below Selection. 
 
 

 
 

6. If you selected Columns, select either Left of Selection or Right of Selection. 
 

 
 

7. Click OK. 


