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» To empty the contents of the table
] Select the Colum

| Right click — clear contents

OR

] Home ——clear — clear contents

For hiding the Colum
| Select the Colum
] Right click — hide
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» For unhide Colum
» Select Colum
» Right click — unhide
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» To change the width of Colum
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» The same steps mentioned above with the column can be done with the row
» Right click—)hide , un hide, clear contents, row height)
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For delete the Colum or Row

right click —delete or

ctrl + (=) or

Home ——delete — delete sheet Colum
right click —delete or
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Home — delete —delete sheet row



Adding new sheet

Home ——insert — insert sheet
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