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How to Insert Headlines in Excel

There are many ways to create titles in Excel depending on different purposes. You can freeze a row so that it
stays on the screen even if the reader scrolls down. If you want the title to appear on multiple pages, you can set
up rows and columns to print on each page. If the data is organized into a table, you can use headers to filter the
data.

Freeze rows or columns so they stay visible

Click the View tab. If you want to set a row of data to always be visible even when you scroll down, you can
choose to freeze that row.

You can set this row to print on all pages. This is very useful when using a spreadsheet with many pages. Read
the next section for more details.
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Directly select the frame inside the row or column you want to freeze. You can set Excel to freeze certain
rows or columns so they are always visible. First, click on a box in the corner of the area you want to unlock.

For example, if you want to lock the first row and first column on the screen, check cell B2. The entire left
column and row above will be frozen.

Click the "Freeze Panes" button and select "Freeze Panes." This locks the row above the selected cell and
the column to the left of the selected cell. For example, if you select cell B2, the first row and first column will
be locked on the screen.



Add emphasis to the subject line (optional). To create visual contrast for this row, you can center the text,
highlight it, add a background color, or draw a border below this cell. This is a way to help readers pay attention
to the headline when reading data in the table.

Print header lines on multiple spreadsheet pages

Click the Page Layout tab. If you need to print a multi-page spreadsheet, you can set up one or more rows to
print at the top of each page.



Click the "Print Titles" button. You can find this button in the Page Setup section.

Select Print Area as the cell containing the data. Click the button next to the Print Area field and drag the
mouse to select the entire data area you want to print. Do not select columns or header rows.



Click the button next to "Rows to repeat at top" . This button allows you to select one or more lines as
headings.

Select the line you want as the title. The selected line appears at the top of each printed page. This method is
quite effective when reading spreadsheets with many pages.



Click the button next to "Columns to repeat at left" . This button allows you to select one or more columns
that appear sequentially on each page. These columns play the same role as the rows you selected in the previous
step, they will appear on each printed page.

Set up header or footer (optional). Click "Header/Footer" and insert a header and/or footer into the document
you want to print. You can write your company name or document name at the top of the page and insert the
page number below. This is also a way to organize pages for readers.



Print the table. You can now send the spreadsheet to the printer, and Excel will print the data set with the
headers and columns repeated in the Print Titles window.

Create headers in the table

Select the data you want to create a table. When you convert data to a table, you can use the table to
manipulate the data. One of the functions of a table is to set column titles. Note, this title is not the same as the
spreadsheet's title column or the printed title.



Click the Insert tab and then click the "Table" button. Confirm your selection is correct.

Check the "My table has headers" dialog box and click "OK". The program will create a table from the
selected data. The first row selected will automatically be moved to the title column.

If you do not select "My table has headers", the header row will use the default name. You can edit the name by
clicking the box.



Enable or disable headers. Click the Design tab and select or deselect the "Header Row" dialog box to enable
or disable the header. You can find this option in the Table Style Options section of the Design tab.

You finished reading the article "How to Insert Headlines in Excel" edited by the TipsMake team. We hope
this article has provided you with many useful tech tips and tricks. You can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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