Freezing row and column titles within
Excel

Freezing row and column titles
* Open a workbook called Freezing.
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1 Component code Color Numberinstock  Value of each component Total value of stock
2 100001 Red 2 22.99 0.00
3 100002 Red 2 11.50 23.00
4 100003 Red 2 31.99 63.98
5 100004 Red 2 22.87 45.74
6 100005 Red 4 10.50 42.00
7 100006 Red 6 11.00 66.00
8 100007 Green 8 11.50 92.00
9 100008 Green 9 12.00 108.00
10 100009 Green 6 12.50 75.00

« Scroll down through the data and you will see that the title row, which
contains a description of each columns contents, scroll out of sight. This
makes it difficult to remember what the data in each column represents, if
you cannot see the column title row.

J A | 5 c D E —
7 100006 Red 6 11.00 66.00
8 100007 Green 8 11.50 92.00
9 100008 Green 9 12.00 108.00
10 100009 Green 6 12.50 75.00
1 100010 Green 7 13.00 91.00
12 100011 Green 4 13.50 54,00
13 100012 Green 6 14.00 84.00
14 100013 Green 2 14.50 29.00
15 100014 Green 4 15.00| 60.00
16 100015 Green 7 15.50 108.50
17 100016 Green 3 16.00 48.00
18 100017 Blue 6 16.50 99.00
19 100018 Blue 5 17.00 85.00
20 100019 Blue 5 17.50 87.50
21 100020 Blue 5 18.00 90.00
22 100021 Blue 4 18.50 74.00
23 100022 Blue 4 19.00 76.00

» Make sure that you can see the title row displayed, as illustrated.
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To freeze the top row so that it remains in sight at all times, click on the
View tab and from within the Window group on the Ribbon, click on the
Freeze Panes command.
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0% Zoomto New Arrange
Selection Window  All

oom

From the drop down list displayed, click on the Freeze Top Row
command.

Freeze |
Panes v
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Zoom to New Arrange Freeze ; Switch
X 2 e A Recat Window Pocition 3
Selection Window All Panes~ Unhide +1+] Reset Window Position  window

Freeze Panes

@ Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row
D ‘ D Keep the top row visible while scrolling through
ue of each component the rest of the worksheet.

22.99 Freeze First Column
11.50 El Keep the first column visible while scrolling
ﬂa.nn through the rest of the worksheet.
Scroll down through the data. As you can see the top row stays visible at

all times now.
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A B ‘ C ‘ D ‘ E ‘
1 Component code Color Numberinstock  Value of each component Total value of stock
35 100034 Red 1 1.50 1.50
36 100035 Red 1 1.30 1.30
37 100036 Green 1 1.10 1.10
38 100037 Green 3 0.90 2.70
39 100038 Green 3 0.70 2.10
40 100039 Green 3 1.10 3.30
41 100040 Green 3 1.20 3.60
42 100041 Green 3 1.30 3.90
B

To unfreeze the top row, click on the View tab and from within the

Window group on the Ribbon, click on the Unfreeze Panes command.

View

Q Tell me what you want to do...
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Zoom to New Arrange Freeze 4 : 2
Selection Window  All Panes~ Unhide 141 Reset Window Position \
n Unfreeze Panes
Unlock all rows and columns to scroll
through the entire worksheet.
Freeze Top Row
D == Keep the top row visible while scrolling
lue of each component through the rest of the worksheet.
1.50 Freeze First Column
1.30 Keep the first column visible while
: scrolling through the rest of the worksheet.
11N o ewn

TIP: You can use the same technigue to freeze the first column, so that

when you scroll to the right it is always visible. To do this you would

select the Freeze First

Column command.
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Switch

Zoom to New Arrange Freeze o
|__JUnhide [ Reset Window Position ' Window:

Selection Window All Panes~
Freeze Panes

g
Keep rows and columns visible while the rest of

the worksheet scrolls (based on current selection).

Freeze Top Row

D | Keep the top row visible while scrolling through
lue of each component the rest of the worksheet.
22.99 Freeze First Column
11.50 Keep the first column visible while scrolling
31'99 through the rest of the worksheet.

Save your changes and close the workbook.



Printing

There may be times when you want to print a workbook to view and share your
data offline. Once you've chosen your page layout settings, it's easy to preview

and print a workbook from Excel using the Print pane.
To access the Print pane:
1. Select the File tab. Backstage view will appear.
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2. Select Print. The Print pane will appear.

Save
Save As

Print

3

Share

Export

Publish

Close

Click the buttons in the interactive below to learn more about using the Print

pane.
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To print aworkbook:

1. Navigate to the Print pane, then select the
desired printer.
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Microsoft Print to PDF
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Add Printer...

Print to File

2. Enter the number of copies you want to print.
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3. Select any additional settings if needed (see above interactive).



4. Click Print.
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Choosing a print area

Before you print an Excel workbook, it's important to decide exactly
what information you want to print. For example, if you have multiple
worksheets in your workbook, you will need to decide if you want to
print the entire workbook or only active worksheets. There may also
be times when you want to print only a selection of content from your
workbook.

To print active sheets:

Worksheets are considered active when selected.

1. Select the worksheet you want to print. To
print multiple worksheets, click the first worksheet, hold
the Ctrl key on your keyboard, then click any other worksheets you
want to select.

Central | EastCoast | Wﬁlﬂmﬂ International [+

Ready

2. Navigate to the Print pane.

3. Select Print Active Sheets from the Print Range drop-down
menu.



Settings

E Print Entire Workbook
Print the entire workbook

Print Selection
Only print the current selection

Ignaore Print Area

4. Click the Print button.

Print
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Print
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To print the entire workbook:
1. Navigate to the Print pane.

2. Select Print Entire Workbook from the Print Range drop-down
menu.

Settings

Print Active Sheets

Only print the active sheets

Print Selection
Only print the current selection

Ignore Print Area

3. Click the Print button.
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To print a selection:

In our example, we'll print the records for the top 40 salespeople on the
Central worksheet.

1. Select the cells you want to print.

2. Navigate to the Print pane.

3. Select Print Selection from the Print Range drop-down menu.



Settings

E Print Active Sheets
Only print the active sheets

E Print Entire Workbook
Print the entire workbook

Print Selected Table
Only print the selected table

Ignore Print Area

[H[Y Mo Scaling

D 100 Print sheets at their actual size

4. A preview of your selection will appear in the Preview pane.
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5. Click the Print button to print the selection.
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If you prefer, you can also set the print area in advance so you'll be able to
visualize which cells will be printed as you work in Excel. Simply select the cells
you want to print, click the Page Layout tab, select the Print Area command,
then choose Set Print Area. Keep in mind that if you ever need to print the entire
workbook, you'll need to clear the print area.
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Pac [, Set Print Area ]

i =S U Clear Print Area

Adjusting content

On occasion, you may need to make small adjustments from the Print pane to
fit your workbook content neatly onto a printed page. The Print pane includes
several tools to help fit and scale your content, such

as scaling and page margins.

To change page orientation:

Excel offers two page orientation

options: landscape and portrait. Landscape orients the page horizontally,
while portrait orients the page vertically. In our example, we'll set the page
orientation to landscape.

1. Navigate to the Print pane.



2. Select the desired orientation from the Page Orientation drop-
down menu. In our example, we'll select Landscape Orientation.

Settings
: Print Selection .
i Only print the current selecti...
Pages: | : | to | :
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EE .23 123 123 N

Paortrait Orientation

[4[Y Mo Scaling

D 10 Print sheets at their actual size

-

Page Setup

3. The new page orientation will be displayed in the
Preview pane.



JANUARY
5,110.00
9,835.00
£,640.00
7,161.00
4,108.00
£,752.00
7,897.00
2,045.00
o, 77E.00
7,750.00
1,565.00
1,413.00
2,500.00
4,573.00
B,765.00
7,703.00
7,032.00
5,233.00

£27.00
1,BE5.00
4.767.00
2,855.00
4,267.00
£,825.00
B,7E2.00
4,075.00
2,770.00

)y
B,360.00
5 36600
2,665.00
£,516.00
3,052.00

619.00

P P P P T ¥ R e R F R E R T A

Brewer, Rachel

P P P P T ¥ R e R F R E R T A

FEBRUARY
8,739.00
B,365.00
4,045.00

STT00
717200
5,019.00

X
4,275.00
5,752.00

E05.00
B,258.00

7,235.00

1,650.00

AT T W W LT T T W L T W W L T W L

AT T W W LT T T W L T W W L T W L

APRIL
3,8E5.00
3,533.00
7,503.00
4,045.00
2,132.00
7,057.00
8,210.00
8,382.00
£A430,00
£,758.00
4,653.00
5,144.00
9,203.00
B,517.00
7,057.00
2,410.00
5,105.00
3,772.00
7,710.00
3,493.00
821000
4,575.00
5,210.00
4,5765.00
B,015.00
4,363.00
4,363.00
743000
4,576.00
2,511.00
7,565.00
B,517.00
4,533.00

AT T W W LT T T W L T W W L T W L

6,202.00
2,555.00
5,076.00
2,532.00
8,542.00
1,56E.00
7,750.00

745100
7,662.00
8,012.00
8,474.00
,550.00
£,504.00
5,333.00
1,56B.00
1,42500
2,BE1.00
,405.00
7,161.00
2,452.00
7,750.00

R e e e B F A T R L R F R P R F AR P P

JUNE
516,00
1,126.00
5,130.00
7,503.00
£,252.00
£,922.00
4,275.00
972100
457600
5,144.00
£,517.00
5,731.00
1,492 00
1,650.00
£,922.00
£732.00
445200
3,5EE.00

577.00
5,11E.00
477500
£,575.00
4,000.00
4,955.00

£40.00
5,545.00
5,545.00
4,575.00
4,5956.00
5,631.00
£,754.00
1,650.00
3,756.00

To fit content before printing:

If some of your content is being cut off by the printer, you can

use scaling to fit your workbook to the page automatically.

1. Navigate to the Print pane. In our example, we can see in

the Preview pane that our content will be cut off when

printed.
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2. Select the desired option from the Scaling drop-down
menu. In our example, we'll select Fit All Columns on

One Page.




Settings
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"l_T"I" Shrink the printout so that it fits
on one page
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* one page high

I Custom Scaling Options... I

3. The worksheet will be condensed to fit onto a single
page.
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Keep in mind that worksheets will become more difficult to read as
they are scaled down, so you may not want to use this option when

printing a worksheet with a lot of information. In our example, we'll

change the scaling setting back to No Scaling.

To include Print Titles

If your worksheet uses title headings, it's important to include these

headings on each page of your printed worksheet. It would be difficult
to read a printed workbook if the title headings appeared only on the

first page. The Print Titles command allows you to select specific rows

and columns to appear on each page.



1. Click the Page Layout tab on the Ribbon, then select
the Print Titles command.
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2. The Page Setup dialog box will appear. From here, you
can choose rows or columns to repeat on each page. In
our example, we'll repeat a row first.

3. Click the Collapse

Dialog button next to the Rows to

repeat at top: field.

Page Setup ? et
Page Margins  Header/Footer Sheet
Print area: E-5
Print titles
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Columns to repeat at |e

Print
[] Gridlines
[] Black and white
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| Print... | | Print Preview | | Options.. |

oK Cancel |

4. The cursor will become a small selection arrow, and
the Page Setup dialog box will be collapsed. Select




the row(s) you want to repeat at the top of each printed
page. In our example, we'll select row 1.

Page Setup - Rows to repeat at top:

51:51|

5. Row 1 will be added to the Rows to repeat at top: field.
Click the Collapse Dialog button again.

Page Setup - Rows to repeat at top: I >

51:51

6. The Page Setup dialog box will expand. To repeat a
column as well, use the same process shown in steps 4
and 5. In our example, we've selected to repeat row 1 and
column A.

7. When you're satisfied with your selections, click OK.
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8. In our example, row 1 appears at the top of every page,
and column A appears at the left of every page.

To adjust page breaks:

1. Click the Page Break Preview command to change to

Page Break view.
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2. Vertical and horizontal blue dotted lines denote the
page breaks. Click and drag one of these lines to adjust
that page break.

w?235.001) " 761900 S
'S 5233.00 S 165000 Sy 30500 $  3,779.00

3,582.00 S 2,286.00 S 3,898.00 S 7,5685.00

3. In our example, we've set the horizontal page break
between rows 21 and 22.



4. In our example, all the pages now show the same number
of rows due to the change in the page break.
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To modify margins in the Preview pane:

A margin is the space between your content and the edge of the page.
Sometimes you may need to adjust the margins to make your data fit
more comfortably. You can modify page margins from the Print pane.

1. Navigate to the Print pane.

2. Select the desired margin size from the Page

Margins drop-down menu. In our example, we'll

select Narrow Margins.




Settings

:m: Print Selection .
T Only print the current selecti...
Pages | :| to | -
—  Collated
[EEI -
143 1243 123
Landscape Crientation -
e Customn Page Size -
Mormal
Top: 075" Bottorm: 0.753"
Left: 07" Right 0.7"
Header: 0.3" Footer: 0.3"
Wide
Top: 1" Bottorn: 1"
Left 1" Right: 1"
Header: 0.5" Footer: 0.5"

Custom Margins...
L [ ]

3. The new page margins will be displayed in the Preview
pane.
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You can adjust the margins manually by clicking the Show
Margins button in the lower-right corner, then dragging the margin
markers in the Preview pane.

Show Margins

Excel 2019 Formulas

Creating formulas
» Open a workbook called Formulas. Click on cell E3.



¥ Form
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B Copy ~ = S
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Clipboard s Font 7 Alignment 7}
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1 -
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3 100847 2 22.99
4 100846 4 34.99
5 100645 9 12.95
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In cell E3 we need to create a formula that will calculate the value of the
stock for that particular component. To do this we need to multiply the
contents of cell C3 by the content of cell D3.

« All formulas within Excel start with the ‘equals’ symbol.
Type in the following formula.
=C3*D3
TIP: the * symbol means 'times'.

Press the Enter key and you will see the result of the calculation in cell
ES.

» Click on cell E3 and you will see the formula displayed in the bar above
the worksheet.



Home Insert Page Layout Formulas Data Review View Q Tell me what you
&D ?(:.Cut Calibri >l A= = E‘;’WrapText Gel
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A B C D
1
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3 100847 2 22.9 45.98
4 100846 4 34.99
5 100645 9 12.95
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The easy way to create formulas
Click on cell E4 and type in the equals sign.
A B C | E
1
2 Oompo 0 be be 0 0 D 0
3 100847 2 22.99 45.98
< 100846 4 34.9
5 100645 9 12.95
6 100837 1 13.59
| 100846 0 9.25
8 100243 2 5.24
9 100773 5 40.5
Click on cell C4 and you see this.
A B C
1
27 0 0 be be 0 0 0 0
3 100847 2 22.9
4 100846 4 34.99|=c4| .I
5 100645 9 12.93
6 100837 1 13.59
7 100846 0 9.25
8 100243 2 5.24
g 100773 5 40.5
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Type in the * symbol, you see this.




1 |

2 Ompo od h b 0 0 D 0
3 100847 2 22. a3°98
4 100846 4 34.99|=C4*

5 100645 9 12.95

6 100837 1 13.59

7 100846 0 9.25

8 100243 2 5.24

9 | 100773 5 40.5

1n |
Click on cell D4 and you will see this.

A B C D E

1

3 100847 2 22.99

4 100846 45 34.9%=C4*D4|

5 | 100645 9 12.95

6 | 100837 1 13.59

7 100846 0 9.25

8 | 100243 2 5.24

e 100773 5 40.5

.
bl

Press the Enter key and you see the result of the calculation.

A B c D E

1

2.
3 100847 2 22.99 45.98|
4 100846 4 34.99) | 139.96
5 100645 9 12.95

6 100837 1 13.59

7 100846 0 9.25

8 | 100243 2 5.24

g 100773 5 40.5

10 |

This method may seem more complicated at first but when you are
creating complex formulas, you will find this method is actually easier and
helps to reduce errors, such as typing incorrect cell references.

Copying formulas

Click on cell EA4.

Move the mouse pointer to the bottom-right border of this cell and you will
notice that the mouse pointer changes to the shape of a small, solid black
cross. When you see this shape change press the mouse button and
while keeping the mouse button depressed, drag down to cell E9.
Release the mouse button and you will see the formula copied down this
range. If you look at the formula in each cell of the range the cell



references are automatically adjusted to match each row, i.e. row 8
contains the formula =C8*D8, while row 9 contains the formula =C9*D?9.

Your screen will now look like this.

A | B _ c _ D _ E
1]
2|
3 100847 2 22.99 45.98
4 | 100846 4 34.99 139.96
5 | 100645 9 12.95 116.55
6 | 100837 1 13.59 13.59
7] 100846 0 9.25 0
8 | 100243 2 5.2 10.48
9 100773 5 40.5 202.5

in

« Save your changes and close the workbook.

Operators
O Operators sound complicated. In reality they are items such as:

+ (plus)

- (minus)

/ (divide)

* (multiply)

You use operators as part of your formulas. There are other operators
but these are the commonly used ones.

Using operators in formulas
* Open a workbook called Formula operators.

» Click on cell C3 and enter the following which will add the number 3 and
7:
=3+7

Press the Enter key and you will see the result displayed in the cell.

» Click on cell C4 and enter the following which will subtract the number 4
from the number 18:

=18-4



Press the Enter key and you will see the result displayed in the cell.

* Click on cell C5 and enter the following which will divide the number 20 by
the number 4:

=20/4
Press the Enter key and you will see the result displayed in the cell.

» Click on cell C6 and enter the following which will multiply the number 4
by the number 9:

=4*9
Press the Enter key and you will see the result displayed in the cell.

« Save your changes and close the workbook.

Formula error messages

0 When writing formulas, it is easy to make a mistake: listed below are some
common error messages.

HHHAHHHH
The contents of the cell cannot be displayed correctly as the column is
too narrow.

#REF!
Indicates that a cell reference is invalid. This is often displayed when you
delete cells which are involved in a formula.

#NAME?
Excel does not recognise text contained within a formula.

#DIV/O!
This indicates that you have tried to divide a number by zero (0).

Relative cell referencing within formulas

* Open a workbook called Cell referencing.

* The first worksheet within the workbook lets us look at relative
addressing.



* Click on cell E4. We need to insert the formula for multiplying items in
column C by the items in columns D. Type in the following formula:

=C4*D4

» Press the Enter key and you will see the result of the calculation in cell
E4.

« Click on cell E4, and move the mouse pointer to the bottom-right corner of
cell E4, and when the pointer changes to the shape of a small black
cross, press the mouse button, and keep it pressed down. Drag down the
page to cell E12 and then release the mouse button.

» If you click on cell E5 you will see the following =C5*D5.
» If you click on cell E6 you will see the following =C6*D6.
» If you click on cell E7 you will see the following =C7*D7.
» If you click on cell E8 you will see the following =C8*D8.
» If you click on cell E9 you will see the following =C9*D9.
» If you click on cell E10 you will see the following =C10*D10
* If you click on cell E11 you will see the following =C11*D11.
* If you click on cell E12 you will see the following =C12*D12.

« As you can see the referencing is completely relative. This will become
clearer when you have worked through the rest of this section.

Absolute cell referencing within formulas

* Click on the Absolute tab at the bottom of the worksheet.
* Click on cell D4. We need to enter a formula that will take the price and
then add 5% to the price to give a total value.

The 5% figure has been entered into cell C15.
* Type in the following formula into cell D4.
=C4*C15

If you do the sums, you will find that this formula displays the correct
delivery charge price in cell D4.

» Click on cell D4, and move the mouse pointer to the bottom-right corner
of cell D4, and when the pointer changes to the shape of a small black
cross, press the mouse button, and keep it pressed down. Drag down the



page to cell D12 and then release the mouse button. The data will look
something like this.

A B C D E
= v
2 4
3 Part Number| Price (excluding delivery) Cost of delivery| Price (including delivery)
4 100837 22.99 1.15
5 | 100263 10.95 0.00
6 | 100937 20.50 0.00
7| 100234 10.50 0.00
8 100375 12.95 0.00
9 | 100746 29.84 0.00
10 | 100387 23.43 0.00
11 100883 9.48 0.00
12| 100338 20.50 0.00

As you can see something has gone very wrong, as the 5% delivery
charge appears to be 0 for most of the items.

Click on cell D5 and you can see what the problem is. The formula
contained within this cell is:

=C5*C16

Part of the cell reference points to cell C16 (which if you check is empty).
The problem is that because of the relative nature of the formula, the
component that should always refer to the contents of the cell in C15 (i.e.

the delivery charge percentage), in fact moves down as you drag down
the screen to extend your calculations.

Select the range D4:D12 and press the Del key to delete the cell
contents.

Click on cell D4 and we will try again. This time type in the following
formula.

=C4*$C$15
The dollar signs make the reference to cell C15 absolute.

Try extending the formula to fill the range down to D12. This time you
should find that the delivery charges are calculated correctly.
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Part Number| Price (excluding delivery) Cost of delivery
100837 22.99 1.15
100263 10.95 0.55
100937 20.50 1.03
100234 10.50 0.53
100375 12.95 0.65
100746 29.84 1.49
100387 23.43 1.17
100883 9.48 0.47
100338 20.50 1.03

TIP: You have seen relative and absolute referencing. You can also have
mixed references, which contain an absolute and a relative reference.

Save your changes and close the workbook.




