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Adding Colum, rows , sheet
• For adding Colum :

✔  right click        insert or

✔ ctrl + (   ) or

✔ Home        insert        insert  sheet Colum



• 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



• To change the width of Colum

For adding rows
✔ right click        insert or

✔ ctrl + (   ) or

✔ Home         insert         insert  sheet rows



Right click



• The same steps mentioned above with the column can be done with the row

• Right click      )hide , un hide, clear contents, row height)



For delete the Colum or Row
✔  right click      delete or

✔ ctrl + (   ) or

✔ Home        delete      delete sheet Colum

✔ right click      delete or

✔ ctrl + (   ) or

✔ Home        delete       delete sheet row



Adding new sheet
• Home        insert         insert  sheet
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إضافة
شيت
حذفجديد

الشي
إعادة تسميةت

الشيت

عمل نسخة من الشيت
اونقلة الى مكان اخر

قفل الشيت عن طريق
وضع باسوورد

تغيير لون
الشيت

إخفاء الشيت



مسح كل ما موجود
في الصفحه
مسح

التنسيقات
مسح محتويات الصف او

العمود
مسح

التعليقات
مسح

اللنكات في
الصفحه



Table ready
formats



Cell ready
formats



Arrange the
names in

the Column
from A to Z

or vice versa



Search  for name in
the table or excel

sheet , and you can
replace with

another word
For example search

for Noor and
replace it with ail


