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How to Insert Headlinesin Excd

There are many ways to create titles in Excel depending on different purposes. Y ou can freeze arow 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 datais organized into atable, you can use headers to filter the
data.

Freezerows or columns so they stay visible
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Click the View tab. If you want to set arow of datato always be visible even when you scroll down, you can
choose to freeze that row.

Y ou can set thisrow to print on all pages. Thisis very useful when using a spreadsheet with many pages. Read
the next section for more details.
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Directly select theframeinside the row or column you want to freeze. You can set Excel to freeze certain
rows or columns so they are aways visible. First, click on abox 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.

Table Design
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Ereeze Panes
Keep rows and columps visible while the rest of

the worksheet scrolls (based on current selection).

Freeze Top Row

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

Freeze First Column
Keep the first column visible while scrolling

Click the" Freeze Panes' button and select " Freeze Panes." Thislocks 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.
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Add emphasisto 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. Thisisaway to help readers pay attention
to the headline when reading datain the table.

Print header lines on multiple spreadsheet pages
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Click the Page L ayout 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.
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Cell groors as: displayed

Select Print Area asthe cell containing the data. Click the button next to the Print Areafield and drag the
mouse to select the entire data area you want to print. Do not select columns or header rows.
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Click the button next to " Rowsto repeat at top” . This button allows you to select one or more lines as
headings.
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Select the line you want asthetitle. The selected line appears at the top of each printed page. This method is
quite effective when reading spreadsheets with many pages.
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Click the button next to " Columnsto 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.
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Set up header or footer (optional). Click "Header/Footer" and insert a header and/or footer into the document
you want to print. Y ou can write your company name or document name at the top of the page and insert the
page number below. Thisis also away to organize pages for readers.



[
| Elass List

Eooter:

pae o

' P

< [0 Eifierent odd fevd ver pee IViIdKE
[ Different first page

[ Scale with docurment

[ Align with page margins

Print thetable. Y ou 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 headersin thetable

E |

Product |Suim of Gir 1 Saiim af Crr 2 Saim of ke 3 Sum of ir 4

Alice Muttan o BEETE 40131 4835 6087.9
Boston CrabMeat | 758.41 1478 441232 16585
Camembert Perro 31824 G859 94579.5 3060
Ipah Coffen 13984 44965 11995 379
Louisiana Fiery Ho: 134736 2750.69° 1375.62 3899.51
Loulslana Hot Splc 1509.6 £30.4 63 850
Mozzarella di Glov 1390, 44852 30275 2697
Sir Bodney's Scone 1462 ‘644 1733 1434
Steeleye Stout 13104 1368 1323 1273.5
|Veggie-spread 3202.87 263.4 84238 2590,1
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Select the data you want to create a table. When you convert datato atable, you can use the table to
mani pul ate the data. One of the functions of atable isto set column titles. Note, thistitle is not the same asthe
spreadsheet's title column or the printed title.
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Click theInsert tab and then click the" Table" button. Confirm your selection is correct.
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Check the" My table has headers" dialog box and click " OK" . The program will create atable 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. Y ou can edit the name by
clicking the box.
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Enable or disable headers. Click the Design tab and select or deselect the "Header Row" dialog box to enable
or disable the header. Y ou can find this option in the Table Style Options section of the Design tab.

Y ou finished reading the article "How to Insert Headlinesin Excel" 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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