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Microsoft Excel

Module 6 - Hiding and Unhiding Row, Column and Worksheet in MS
Excel

Hiding and Unhiding Rows, Columns and Worksheet
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In Microsoft Excel, you can hide and unhide rows, columns, or entire worksheets
to improve organization, declutter your spreadsheet, or protect sensitive data.
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There are different methods to Hide Columns and Rows.

Method 1: Using Shortcuts
This is the quick way to hide
a row or column using

ST shortcuts: - : 2 | dslary
" A B C D E F G
|nsuﬂlnce . 1 Name Salary Age Department Hire Date
_ Step 1: Select the Row or > |lohn Smith  [$45,000 28 Marketing  15-03-2018
Column 3 |Jane Doe 560,000 34T 21-06-2016
Cl,lck the row number or 4 |Mark Lee 575,000 41 Finance 11-08-2015
C 16 ; 5 |susan Park * [$50,000 29 HR 09-02-2017
°“§"' At column letter to select it. 6 |Emily Clark " |$65,000 38 Operations 02-11-2014
bl Here we have selected the . |aiex Brown . [s55,000 a5 Marketng 15 07.2012
9
o AT NT N Step 2: Use the Shortcut o
T Press Ctrl + 9 to hide a row, |12
or Ctrl + 0 to hide a 12
column.
18 Enl.tﬁu‘:ce Step 3: Preview Result Bl - f | salary
Selected row is Hidden now. @ - D | E - - ]
1 Name Age Department Hire Date
2 |lohn Smith 28 Marketing  15-03-2018
MBA 3 |lane Doe 34 1T 21-06-2016
E 4 |Mark Lee 41 Finance 11-08-2015
ntrance 5 |susan Park 29 HR 09-02-2017
6 |Emily Clark 38 Operations 02-11-2014
. |lex Brown as :l::e“"g 18-07-2012
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Test Series Method 2: Using the Right-Click Menu
This is the easiest way to Hide Row or Column in Excel:

Step 1: Select the Row or Column
CBSE Click the row number or column letter of the row or column you want to hide.
Here we have Selected Row "3".
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A B @ D E E
V7 \) I c S E 1| Name Salary Age Department Hire Date
| Sl 2 |John Smith $45,000 28 Marketing  15-03-2018
' 3 |_Jane Doe $60,000 3417 21-06-2016
_ 4 [Mark Lee $75,000 41 Finance  11-08-2015
5 |Susan Park $50,000 29 HR 09-02-2017
6 |Emily Clark $65,000 38 Operations 02-11-2014

45 Marketing

Alex Brown $55,000
Team

18-07-2012
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— Banking &

LLLLLEEN step 2: Right-click and Select Hide

Right-click on the selected row or column. From the context menu, select
Hide.
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Step 3: Preview Result
The row or column will disappear from view.

A B = D E F
1 Name Salary Age Department Hire Date
2 John Smith $45,000 28 Marketing  15-03-2018
4 |Mark Lee $75,000 41 Finance 11-08-2015
5 |Susan Park $50,000 29 HR 09-02-2017
6 |Emily Clark $65,000 38 Operations 02-11-2014

Alex Brown  $55,000 45| Marketing

18-07-2012
i Team

How to Unhide a Row or Column in Excel
If you’ve hidden rows or columns in Excel, you can easily unhide them using

— Banking & several methods. Here’s how to unhide rows or columns step by step:
nsurance

Method 1: Using Keyboard Shortcuts

To quickly unhide a row or column in Excel, you can use keyboard shortcuts. This
[l method is fast and efficient for uncovering hidden data without needing to use
ervice menus.

Step 1: Select Adjacent Rows or Columns
Highlight the rows or columns next to the hidden row or.column. Here Row 5 is

m State ,G°Vt- hidden, so we have selected Row 4 and Row 6.
Services

G = ‘ IJ‘ Emiwclalk
A B c E E G H 1

+s _LAW s ) iy DA Mesostd
= E t 2 John Smith 545,000 28 15-03-2018
s nirance 3 JaneDog $60.000 34 21.06.2016
4 [Mark Lee $75,000 41 11-08-2015
6 |Emily Clark 565,000 38 02-11-2014
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Step 2: Use the Shortcut and Preview Results
Press Ctrl + Shift + 9 to unhide rows

Press Ctrl + Shift + 0 to unhide columns

This will unhide the hidden column or Rows:

A5 - Je Susan Park
= 1 Name Salary Age Hire Date
@ |CSE 2 |lohnSmith  $45,000 28 15-03-2018
R
R 3 |lane Doe $60,000 34 21-06-2016
itk 75008 S-H-B8-2E45
5 [Susan Park $50,000 29 09-02-2017
6 |Emily Clark $65,000 38 02-11-2014
7 Alex Brown $55,000 45 18-07-2012
8

— Banking &
LLLCLU Method 2: Using the Ribbon
To unhide a row or column using the Ribbon, follow these steps:

Fonme el Step 1: Select Adjacent Rows or Columns
ervice Highlight the rows or columns surrounding the hidden area. Here Column B is
hidden so we have selected Column A and Column C.

L% = : S Mame
i State Govt.
Services A = [ I =
Marme Age Hire Date
* |John Smitk 28|15-03- 18
E Jane Doe 34| 21-06- 16
Mark Lee A41|11-08- 15
3t LAw b |Susan Park 29| 0g-02-J017
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Step 2: Go to the Home Tab, Click on Format Drop Down, Select Hide Unhide
and Choose your Option

On the Excel ribbon, click the Home tab, In the Cells group, click the Format
dropdown menu Select Hide & Unhide, and from the submenu, select either
Unhide Rows or Unhide Columns.
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Alternate Method:
After selecting the Adjacent Rows or Columns, Right and Select Unhide. This is
ronmreeas will unhide the hidden rows or column.
ervice

Step 3: Preview Results
The hidden row or column will become visible.

S ilhdly Hide and Unhide Worksheet in MS Excel
ervices

i State Govt. ,
" Al ~ Je Name
Services
A B c E F
1 Name Salary Age | Hire Date
2 |John Smith 545,000 28| 15-02-2018
3 |Jane Doe S60,000 34| 21-06-2016
3t LAw 4 [Mark Lee $7¥5,000 41(11-08-2015
= Entrance 5 |Susan Park $50,000 29|09-02-2017
& |Emily Clark 565,000 32|02-11-2014
- Alex Brown 555,000 45| 18-07-2012
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¢ How to hide sheets in Excel by right-clicking

..many more ¢ Right-click the selection and choose Hide from the context menu.
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Banking & hold down the Ctrl key while clicking the sheet | Wiy
Tol I::u:':gce tabs individually. [ na
_ How to hide worksheet using the ribbon w [ voeses ]
Another way to hide worksheets in Excel is by = AN\ Uneide Jas
(o kel clicking the Hide Sheet command on the beotection NS
Service ribbon. Here's how:
1. Select the sheet(s) you want to hide. Lock Cell
2. On the Home tab, in the Cells group, click ) Format Cells.,
Format.
m Stg:rev&::t' 3. Under Visibility, point to Hide & Unhide, and click Hide Sheet.
I:' L) Toer T Sy O
Forma t 8 Find &
4 ‘ LAw ell Size o e
S LULLEEEN How to hide Excel sheet with a key oy Row isight..
sequence gy et e e v x
Select the sheets to be hidden and press the mmcm et
following keys one by one, not all at once: Default Width...
isibility
H selects the Home [ o< o Copy Sheet
— leg:::ri : es‘“'" O opens the Format - Tt
U selects Hide and Unhide. =1 —
S selects Hide Sheet. Lock Cell
% Format Cells...

abhyasonline.in

Hiding and Unhiding Row, Column and Worksheet in MS Excel

/ Select All Sheets
Sheatl | Sheet? | Sheet3 | Sheetd | Hogroup Shesis
EE——

How to select worksheets in Excel

e To select a single sheet, click its tab.

¢ To select multiple contiguous sheets, click
the tab of the first sheet, hold down the Shift
key, and click the tab of the last sheet.

e To select multiple non-contiguous sheets,

i AutoSum -~

Clear -

A AB

e

Find &
Select ~

AC

Alt, H, O, U, S.
Once you press Alt, Excel will show you
which key activates which menu:

Hide & Unhide
Organize

Rename Sheet
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How to hide the workbook window

Aside from hiding specific worksheets, Excel also enables you to hide the entire
workbook window. For this, you go to the View tab > Window group, and click
the Hide button.

View Formulas Developer
Q [2 B =] F spli
> [ . ‘H
I Q O 1= ___ Hide
Zoom 100% Zoom to New Arrange Freeze _
Selection Window All Panes~ IGE
Zoom Window

As soon as you do that, the workbook window and all sheet tabs will disappear.
To get your workbook back, go to the View tab again, and click Unhide.

Aiew Fopmulas

“ Home  Insert Page Layout  Data  Review

s t
Ru Fearmnila Rar I

ze F Dl.lnhidel

Window

Show ZCorm

Ready

How to unhide sheets in Excel

If you want to see just one or two hidden sheets, here's how you can quickly
unhide them:

In your Excel workbook, right-click any sheet tab and select Unhide... from the
context menu.
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In the Unhide box, select the hidden sheet you want to display and click OK (or
double-click the sheet name). Done!

nsert.. ﬂ
e, C Bs E ER Delete Unhide =2
Rename Unhide sheet:
Aove or C S S
of sheet?
Sheetd
) ICSE
ek )
[ ox ][ ame

Besides the right-click contextual menu, the Unhide dialog can be

accessed from the ribbon:

Go to the Home tab > Cells group, and click the Format Under Visibility, point to
Hide & Unhide, and then click Unhide Sheet.
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Insert Delete Format

ZAutoSum - A
Sy (O

] Fill = '
Sort & \Find/ &
Clear - Filter ~ Select -

Central 'Govt.
ervice

Cells Cell Size

I [ gREH HEight...

1

Autokit Row Height

i State Govt.

3 W % 5| AB AC
Services : T EolumniWidth...
AutoEit ColumniWidth
DefaultivVidths
Viibility
+s _LAW . _
= Enfrﬂnce Hide & Unhide * Hide Rows
Organize Sheets Hide Columns
I:I RenamejSheet Hide Sheet
Move or Copy Sheet... Unhide Rows
MBA Tab Color 'Y Unhide Columns
Entrance Protection Unhide Sheet... |
__' Protect Sheet...
Lock Cell
. = Format Cells...
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Assignment:

Order ID Product Category Region | Sales () ) Discount (%)
Q C B s E 101 Laptop Electronics North 50,000 5,000 10%
102 Printer Electronics West 12,000 1,500 5%
I:I 103 Mouse Accessories South 500 50 2%
104 Keyboard Accessories East 1,500 200 3%
{-y ICSE 105 Chair | Furniture | North | 3,000 | 400 0%
: 106 Table Furniture West 7,000 800 5%
_ 107 | Air Cooler | Electronics | South | 15,000 | 2,000 8%
108 Sofa Furniture East 20,000 2,500 6%

Tasks:

1. Hiding Rows:

— Banking & Hide the row of Order ID 102 and 107.
Unhide the Row of Order ID 107.

nsurance

2. Hiding Columns:

Hide the "Discount (%)" and Category column.
LN Unhide the Category Column.

ervice

3. Hiding Worksheet:

Create a new worksheet named "Summary" and hide it.
m State Govt. Unhide it and rename it to "Final Report”.
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