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How to fix column and header rows in Excel 2016

How to fix columns and headlinesin Excel 2016. With an excel table with alarge number of columns and rows,
fixing columns and headlines is a necessary job, you can easily check. investigate and process data without
confusion and waste n

With an excel data sheet with a large number of columns and rows, during the process of processing, you will
surely face many difficulties. Now fixed the column and the headline is a necessary job, you can easily check
and process data without confusion and waste more time.

If you have to work with an Excel file with alarge amount of data but you do not know how to fix columns and
headlines, please refer to the following article.
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The article guides how to fix column and header row in Excel 2016, with Excel 2013, 2010, 2007 you just need
to do the same.

FIXED LINE
Freezethefirst line

If you need to fix thefirst 1 row in asheet, select View -> Freeze Panes -> Freeze Top Row.
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Fixed multiplelines

If you need to fix more than 1 line then you need to do the following:

Step 1: You put the cursor in the first box below the lines you need to fix (all the lines above the cursor line will

be fixed).

For example, if you need to fix the 3 headlines (row 1, row 2, line 3), the mouse cursor will be placed in the first

cell of row 4 as shown below.

BANG PIEM THI XEP LOAI
MON THI
Toan Ly Hoa | Van Sir Dia | Anh | Phap | Trumg | S

10 8 9 9 9 10 10 9 10
< 0 10 9 10 0 7 10 10 o
6 | Nhat | Sinn 9 8 8 8 8 6 0 6 8
7 | Thamh | Van 9 7 9 6 8 7 7 6 6
§ | Trnh | Trung 7 8 9 9 8 7 4 7 7
o | Vit Pia 4 6 7 6 7 8 9 6 7
10| Trc St g 9 6 9 3 g g 6 7
11| Binh | Hoa 0 6 7 7 7 8 7 3 6
12] My | Prap 8 6 7 5 6 7 7 6 5
13| Hao Hod 7 5 g 5 5 7 g 0 H
14] 1 Toan 6 5 9 4 5 4 € g
15 Thai Ly 6 5 7 5 6 6 g 7 g

Step 2 : Select the View tab -> Freeze Panes -> Freeze Panes.
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So you have fixed the line for the Excel file, from now on when you move to the nth row (very large n), the rows
you have fixed will till be visible.
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: BANG DIEM THI XEP LOAI |
1 Tén Lop MON THL
3 HS |Chuyen | Toan | Ly | Hoa | Vam | S¢ | Dia | Auh | Phap | Trung | Su
19 _ Nhit Sinh 9 8 8 8 8 6 9 6 8 i
20 Vin 9 %) 9 6 8 7 T [\ 6 1
21| Trinh Trung 7 g 9 9 8 7 4 7 7 ]
22 Viet Dia 4 6 7 6 7 8 9 6 7 4
23| Tmie Sw 8 9 6 0 3 8 g 6 7 i
24| Binh Hoa 9 6 7 7 7 8 7 3 6 ]
25 M Phip 8 G 7 5 4] T i) G 5 4
26 Hao Hoa 7 3 § 5 5 7 8 9 5 4
) 18 Todn 6 5 9 4 5 i | LTl 5 5
28 Thai Ly 6 ] T 5 6 @ ) 7 g ]
29| Thio Dia 5 8 6 7 6 6 9 2 6 ]

FIXED COLUMN
Freezethefirst column

If you need to fix the first column in thefile, just select View -> Freeze Panes -> Freeze First Column.
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Freeze multiple columns
If you want to fix more than 1 column then you need to do the following:

Step 1: You put the cursor in the first cell in the next column next to the columns you need to fix (all the
columns to the left of the column where you put the mouse cursor are fixed).

For example: Need to fix column 1 and column 2, then you put the mouse cursor at the first position column 3 as
shown below:

| A | B | € | D E 15 G H | T | I |
: - BANG DIEM THI
2 [ e Lép ( MON THI
3 HS Chuyén Toan Ly Hoa Vin S Dia Anh
1] 1 Vin Anh 10 g 9 9 9 10 10
5| 2 | Hoang Ly 9 10 9 10 9 7 10
6 3 Nhat Sinh 9 8 8 8 8 6 9
7] 4 | Thamh Vin 9 7 9 6 8 7 7
8| 5 Trinh Trung 7 8 9 9 8 7 4
9| 6 Viet Pia 4 6 7 6 7 8 9
0| 7 Tric Sie 8 9 6 9 3 8 8
11| 8 Binh Hoa 9 6 7 7 7 g 7
12| 9 My Phép g 6 7 3 6 7 7
13 10 Hio Hoa 7 5 8 £ £ 1 8
140 11 L& Toan 6 5 9 4 5 6 9

Step 2 : Select the View tab -> Freeze Panes -> Freeze Panes.
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So you have fixed columns for Excel file, from now on when you move to which column, the columns you have
fixed will still be displayed.
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FIXED BOTH LINE AND COLUMN
If you want to fix both the headlines and the first columns of an Excel file, do the following:

Step 1 : First you need to determine the position of the mouse cursor, the lines on the cursor line will be fixed,
the columns to the left of the mouse cursor column will be fixed.

For example: If you want to fix the first 3 rows (row 1, row 2, row 3) and 2 columns (column 1, column 2), you
put the mouse pointer in the 3rd cell of the 4th row (4th cell of the 3rd column) as shown below.

A, B | C D E | F | G H | I [ 7 |
) BANG DIEM THI
2 | STT Tén Lép MON THI
3| HS uyel Toin Ly Hoa Viin Sw Bia Anh
4 1 Van ( Anh 8 9 9 9 10 10
5| 2 Hoang Tl ] 9 10 9 10 9 7 10
6| 3 Nhat Sinh 9 8 8 8 8 6 9
7 4 Thanh Van 9 7 9 6 8 7 7
8 5 Trinh Trung 7 8 9 9 8 7 4
9] 6 Viet Pia 4 6 7 6 2 8 9
0] 7 Tric Sw 8 9 6 9 3 8 8
11| 8 Binh Hoa 9 6 7 T o /S ) R R
12| 9 My Phép 8 6 7 F b 1 [
13] 10 Hao Hoa 7 5 8 5 5 7 | 8

Step 2 : Select the View tab -> Freeze Panes -> Freeze Panes.

File Home Insert Page Layout Formulas Data Review Help Foxit PDF Q Search

e Bragelyor || Q [E,ﬂ @ £ New Window e s

EArran e All
Show = Zoom 100% Zoomto 2

Selection [ Freeze Panes -

MNarmal Page Break I@ Macros

Custorn Views

Preview
Workbook Views Zoom Freeze Panes
Keep rows and columns visible while the rest of|
c4 - £ | Amh ;

Freeze Top Row

Keep the top row visible while scrolling through
the rest of the worksheet,

Freeze First Column

,,
.
o
o
g
I

i

1

S e 7
3 HS Chuyén Toan Ly Hoa Van S iha Anh
4 1 Van Anh 10 8 9 9 9 10 10
5 2 Hoang Ly 9 10 9 10 9 7 10
6 3 Nhat Sinh g 8 8 g g 6 9
71 4 Thanh Van 9 T 9 6 g 7 7
g 5 Trinh Trng 7 8 9 e L 8, 7 4
9| 6 Viét Dia 4 6 7 § 1 8 3
10| 7 Tric S 8 9 6 9 3 g g




So you have fixed the whole column you want, when moving the mouse down the bottom lines, the fixed rows
are still displayed and when you move the mouse to the adjacent columns, the fixed columns are still display.

Al B | F | 6 | H | 1 ] |k | L | M
kd = =
i _ ‘ BANG DIEM THI XEP LLOAI HC
2 | STT Tén MON THI
3 GE Vin Sw Dia Anh Phap Trung Sinh
11 « Binh 7 7 7 8 7 3 6 )
12| 9 My 7 5 6 7 7 6 5 9
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14 11 L& 9 4 5 6 9 6 6 f;
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20| 17 Thanh 9 6 8 7 i n 6 Ll
21| 18 Trinh 9 9 8 7 4 7 i 5

FIXED

If you don't want to freeze rows, columns, or rows and columns, just select Freeze Panes -> Unfr eeze Panes.
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Thus, with just a few simple steps, you can quickly fix the column and the headline. From now on you will not
spend too much time processing Excel files with large amounts of data. Good luck!

Y ou finished reading the article "How to fix column and header rowsin Excel 2016" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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