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Hiding rowsrandicolumns

- 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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Unhanding rowsrand colunmins

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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Delete Rows OR Colunmns

* 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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Find And Replace
* To search for a specific number or word
or text as follows:
|. From home ribbon, in editing section
then press in Find & select .
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Find And Replace

2. From the sub- menu select find .

Friled T [l
Find Replace
Find what: | El
I
Fnddl | [ EndNext | [ Gose |

3. In find what ,WVrite the word you want
to search it and then choose find next.

Find and Replace (2] = ]
Find | Replace
Find what: ‘4 |z|
Fdal | [ Andhet | [ dose |
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Find And Replace

- » To Replace for a specific number or word

or text as follows:

|. From home ribbon, in editing section
then press in Find & select .
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Find And Replace

* From the sub- menu select Replace .

Find and Replace @Ig
Find Replace
Find what: [=]
Reeplace with: [=]
[ Replace st | [ Replace | [ Frdal | [ mndnext | [ cose |

3. In find what ,Write the word you want to
search it. In Replace with,Write the new
word .
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Inserting’/At New:Worlksheet

» 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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Deleting Wollisheet

¢ 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 .

s
2
< 1302010 y 15

W 4 b W] Sheets  Sheetd  Sheets | Sheetd, ¥ n_s

Deleting Wolilcsheet

» The confirmation window shows the deletion
- we choose to delete .

Microsoft Office Excel Q

h Data may exist in the sheet(s) selected for deletion. To permanently delete the data, press Delete.

Delete Cancel
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Rename Worklisheet

» To Rename any worksheet, right click on the

sheet and then choose rename .

j4
{15 Insert...

16

Delete

17

18 Rename

19 Move or Copy...

20 G view Code

21 &)y Protect Sheet..

22 Tab Color

23 Hide

24

= Select All Sheets

4 » M Sheetl  Sheet2 Sheet., 04
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Changing ThelColotO©fiVWorlkshecet

Namc

» Can changing the color of any name worksheet, right

click on the sheet and then choose tab color .

1 Insert...
15 Delete
17 o
18 Rename Colors
13 LR H EEEEEEN
20 @ View Code
21 (&) Protect Sheet..
22 | TabColor » I I IIIIII
= Hide Standard Colors
2t ur EEY FEEEEN
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Select All Sheets MNo Color
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1/30/2019 18

1/30/2019



Worlsheet Right-to-Left

% 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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