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Lesson 7 Hiding & Un hiding Columns
and Rows

In this lesson you will be learning how to hide and delete
columns and rows. This is an important technique as it can

improve the appearance of your worksheet.

1. Click C1
2. Click the format button in the Home tab of the Ribbon.

3. Place the mouse pointer over the hide & Unhide option in
the drop-down menu. This will open the sub menu of
options.

4. Click the Hide Column option in the submenu of options.
This will hide
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Shortcut

Keyboard Shoricuts

Hiding Columns
» Hold down the CTRL key while pressing the number 0 on your keyboard.

This below shows Column C hidden.2
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2 Month Unit Sales Sales Dollars

3 January 2670 25685

4 _Febman,f 2160 26937

& March 515 7701

&6 April 590 10269

7 My 1030 15405

8 lJune 2875 35916 2

Unhide Column and Rows
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To unhide you will follow the following steps.

1. Select the range B1-D1.

2. Click the Format button in the Home tab of the ribbon.

3. Place the mouse pointer over the Hide & Unhide option
in the drop-down menu.

4. Click the Unhide Columns option in the submenu of
options. Column C will now be visible on the worksheet.

Shortcut

Unhiding Columns
v Highbt el onevhe il ofthe Mden cohumas), e hod comthe CTRL ke an e SFEFT ke whdle presin thechose prethes ey ) on your et

Hiding Rows
The following will tell you how to hide rows.

1. Click cell A3.

2.Click the Format button in the Home tab of the
Ribbon.

3.Place the mouse pointer over the Hide & Unhide
option in the drop-down menu. This will open the
submenu of options.
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4. Click the Hide Rows option in the submenu options.
This will hide the Row 3Shortcut

Shortcut

Keyboard Shoricuts

Hiding Rows
+ Hold down the CTRL key while pressing the number 9 key on your kevboard.

Special Note

Integry Chec
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Skil Refresher
Hiding Columuns and Rows

1 Acivate ot least e cell inthe ows) o columa(s) you are hidmg.
2 Clckthe Home tabofthe Ribbon.
3 Clckthe Format butonin the Cells ronp.
4 Phice the mouse pointer over the Hide & Unhude option
. Click eiferthe Fide Rosws or Hide Colamas optin.
Unbicing Columuns and Rews
1 Hoghightthe cels ahove and below the hcden o o o the et and nht of the budden colomu).
1 Clek i Hometabof te Rbbon
3 Clek e Fomi tonin he Cols o,
4 e te mouse ponteve e Fice & e sphin.
3 Clk e e Unce Rov o e Cohmus option.
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Questions

1. Why is it necessary to hide Columns and rows in a
workplace.?

2. Give the steps that are followed to hide a row?
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