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 المرحلة الثانية

 

 الأكسل: المحاضرة الثانية عشر
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    To hide a row or column containing data and   

 retrieve it at another time as follows: 

1. select the columns or rows to hide 

2. From the home ribbon, then the cell section, 

pressed to format and choose hide & unhide 

3. From the sub-menu choose Hide 
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Show the row or column that is hidden as follows: 

1. select the cell before and after the row or 

column hidden 

2. From the home ribbon, then the cell section, 

pressed to format and choose hide & unhide  

3. From the sub-menu we choose unhide 
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 To delete one or more rows or columns 

somewhere in the worksheet.  

 choose the row or column to which want 

to delete it 

 From the home ribbon, then choose the 

cell section and press delete. 
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 To search for a specific number or word 

or text as follows: 

1. From home ribbon, in editing section 

then press in Find & select . 
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2. From the sub- menu select find . 

3. In find what ,Write the word you want 

to search it and then choose find next. 
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 To Replace for a specific number or word 

or text as follows: 

1. From home ribbon, in editing section 

then press in Find & select . 
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 From the sub- menu select Replace . 

 

3. In find what ,Write the word you want to 

search it. In Replace with, Write the new 

word . 
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 المرحلة الثانية

 

 الأكسل: المحاضرة الثالثة عشر
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 Excel consists of three worksheets by default and, for 

inserting more worksheets into the worksheet, From 

home ribbon, In cell section press in the insert and then 

choose insert sheet. 
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 To delete a worksheet, select the worksheet 

you want to delete and then from home ribbon, 

In cell section choose delete and then delete 

sheet . 
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 The confirmation window shows the deletion 

we choose to delete . 
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 To Rename any worksheet, right click on the 

sheet and then choose rename . 
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 Can changing the color of any name worksheet, right 

click on the sheet and then choose tab color . 
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If want to change worksheet  from the left to right or right  to 

left as follows: 

Click on the page layout ribbon. 

on the option sheet press in the sheet Right-to-Left 
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