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Intfroduction

Whenever you're working with a lot of datq, it can be
difficult To compare information in your workbook.
Fortunately, Excel includes several tools that make it
easier to view content from different parts of your
workbook at the same fime, including the ability
to freeze panes and split your worksheet.



Freezing rows

oU may want to see certain rows or columns all the
iIme In  your worksheet, especially header cells.
y freezing rows or columns in place, you'll be able 1o
scroll through your content while continuing to view the
frozen cells.

1. Seleci/the row below the row(s) you want to freeze.

In oyr example, we want to freeze rows 1 and 2, so
we/ll select row 3.

A E C D E F
1l 2014-2015 Sales Data
£l Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014
=2 .Albertscln, Kathy $3,799.00 $4,162.00 $10,491.00 $6,548.00 53,947.00

4 |Allenson, Carol $18,930.00 43,993.00 49,133.00  $19,845.00 $4,411.00 |
3 _Altmar‘l, Zoey 55,725.00 54,848.00 58,741.00 511,138.00 52,521.00 :
6 |Bittiman, William

$1,344.00 53,693.00 515,346.00 517,253.00 $4,752.00 I



Freezing rows

. On the View tab, select the Freeze Panes command,
then choose Freeze Panes from the drop-down
menu.

View Q Tell me what you want to do...
-1 = [ 5plit View Side by Side [y
EQ |—_||:| ;I —_ i - ]
i iHide Synchronous Scrolling )
Zoom to Mew Arrange Freeze _ - N Switch
Selection  Window  All Panes - Unhide Reset Window Position | windows

Ereeze Panes

L Keep rows and colubﬁsurisiblewhilethe rest of
the worksheet scrolls (based on current selection).

Freeze Top Row
= F Keep the top row visible while screlling through

the rest of the worksheet.
_ _ Freeze First Column
pr 2014 May 2014 Keep the first column visible while scrolling

,548.00 $3,947.00 through the rest of the worksheet,




Freezing rows

The rows will be frozen in place, as indicated by
the gray line. You can scroll down the worksheet
while confinuing to view the frozen rows at the top.
In our example, we've scrolled down to row 18.

L

'l 2014-2015 Sales Data

Apr 2014

£l Salesperson Feb 2014 Mar 2014 .
18 |Hodges, Melissa $4,624.00 $14,772.00 $19,830.00 $6,303.00 $5,667.00
18 | Jameson, Robinsot 52,552.00 51,627.00 54,382.00 59,083.00 54,269.00 ?'
20 |Kellerman, France: 54,281.00 57,375.00 517,730.00 519,998.00 53,502.00
$4,679.00 $3,058.00 $1,497.00 $5,722.00 :

21

_Mark, kKatharine




Freezing columns

. Select the column to the right of the column(s) you
want to freeze. In our example, we want fo
freeze column A, so we'll select column B.

il 2014-2015 SalE

£l Salesperson Feb 2014 Mar 2014 Apr 2014

3 |Albertson, Kathy 53,799.00 £4,162.00 £10,431.00 56,548.00

4 |Allenson, Carol $18,930.00 £3,993.00 £9,133.00 519,845.00 $4,411.00 |
5 |Altman, Zoey 55,725.00 54,848.00 £8,741.00 511,138.00 £2,521.00 §
& |Bittiman, William 51,344.00 53,693.00 £15,346.00 517,253.00 54,752.00 i




Freezing columns

. On the View tab, select the Freeze Panes command,
then choose Freeze Panes from the drop-down
menu.

View Q Tell me what you want to do...
-1 = [ 5plit View Side by Side [y
EQ |—_||:| ;I —_ i - ]
i iHide Synchronous Scrolling )
Zoom to Mew Arrange Freeze _ - N Switch
Selection  Window  All Panes - Unhide Reset Window Position | windows

Ereeze Panes

L Keep rows and colubﬁsurisiblewhilethe rest of
the worksheet scrolls (based on current selection).

Freeze Top Row
= F Keep the top row visible while screlling through

the rest of the worksheet.
_ _ Freeze First Column
pr 2014 May 2014 Keep the first column visible while scrolling

,548.00 $3,947.00 through the rest of the worksheet,




Freezing columns

The column will be frozen in place, as indicated by
the gray line. You can scroll across the worksheet
while confinuing to view the frozen column on the

left. In our example, we've scrolled across to
column E.

L

i 2014-2015 Sal

8 Salesperson Jul 2014 ;
3 |Albertson, Kathy $6,548.00 $3,947.00 $557.00 $3,863.00 $1,117.00
4 |allenson, Carol 519,845.00 $4,411.00 $1,042.00 59,355.00 51,100.00
5 |Altman, Zoey $11,138.00 $2,521.00 $3,072.00 $6,702.00 $2,116.00
& |Bittiman, William $17,253.00




Freezing columns

If you only need to freeze the top row (row 1) or first
column (column A) in the worksheet, you can simply

select Freeze Top Row or Freeze First Column from the
drop-down menu.

Wiew Q Tell me what you want to do...
-1 = Split View Side by Side Co R
| | 5 =l ) ==
;.. Hide Synchronous Scrolling .
Zoom to Mew Arrange  Freeze _ - N Switch
Selection  Window Al Panes - Unhide Reset Window Position | wWindows

Freeze Panes
- . - .
Keep rows and columns 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
pr 2014 May 2014 Keep the first column visible while scrolling
,548.00 $3,947.00 through the rest of the worksheet,




Unfreeze panes

If you want to select a different view option, you may
first need to reset the spreadsheet by unfreezing
panes. To unfreeze rows or columns, click the Freeze
Panes command, then select Unfreeze Panes from
the drop-down menu.

Wiew Q Tell me what you want to do...
DQ r’ﬂ = Split View Side by Side
- T Hide Synchronous Scrolling
Zoom to Mew Arrange  Freeze _ - N
Selection | Window All  [Panes+ Unhide Reset Window Position

Unfreeze Panes

- Unlock all rows and columns to scroll
through the entire worksheet. I}

Freeze Top Row
F Keep the top row visible while scrolling

through the rest of the worksheet,
pr 2014 May 2014

Freeze First Column
,548.00 $3,947.00 scrolling through the rest of the worksheet,

Keep the first colurnn visible while




View Options

If your workbook contains a lot of content, it can
sometimes be difficult fo compare different sections.
Excel includes additional opfions to make your
workbooks easier to view and compare. For
example, you can choose to open a new window for

your workbook or split a worksheet into separate
PANeS.



Opening a new window for the current workbook

xcel allows you to open multiple windows for a single

orkbook at the same time. In our example, we'll use
his feature to compare two different worksheets from
the same worklbook.

1. Click the View tab on the Ribbon, then select the
New Window command.

nTIIr'l what you want to do.

DE - ;I = Split

T Hide

........

Q[“-}D

foom 100% Zoom to Newlbﬁkrrange Freeze |
Selection Window Al Panes-

Unhide
Zoom Wing
Mew Window

Open a second window for your
document so you can work in
different places at the same time,



Opening a new window for the current workbook

. A new window for the workbook will appear.

H
File Home | Insert | Page Layout | Formulas | Data | Review | View | @ Tellme.. Merced Fl... R.Share
D6 - b 15346 w
A B C
il 2014-2015 Sales Data
i Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014 May 2014 |
3 |Albertson, Kathy 53,793.00 4,16 E = Excel2016_FreezePanes_Practice:2 - Ex¢.
4 |Allenson, Carol $18,930.00 53,99 File Home | Insert | Page Layout | Formulas | Data | Review | View | .
5 |Altman, Zoey 55,725.00 34,84
& |Bittiman, William $1,344.00 53,69 a1 - j 2014-2015 Sales Data
7 |Brennan, Michael $8,296.00 36,76
| 4 & 8 A B C D
& |Carlson, Davi 3,945.00 17,22
il 2014-2015 Sales Data :
9 |Collman, Harry $8,337.00 51,13
ki Salesperson Jan 2014 Feb 2014 Mar 2014
10 |Counts, Elizabeth $3,742.00 517,98
3 |Albertson, Kathy 53,799.00 $4,162.00 510,491.01
11 [David, Chioe 5760500 513,18 4 |al Carol $18,930.00 $3,993.00 $9,133.0
enson, Caro ,930. ,993. ,133.00
3 2014-2015 Sales | 2012-2013 §
fend 5 |Altman, Zoey 85,725.00 $4,848.00 58,741.00
eady .
6 |Bittiman, William 51,344.00 $3,693.00 515,346.01
7 |Brennan, Michael $8,296.00 $6,767.00 $14,791.00
& |Carlson, David $3,945.00 517,228.00 $14,135.0(
9 |Collman, Harry 58,337.00 51,137.00 59,203.0
10 |Counts, Elizabeth $3,742.00 $17,982.00 $9,949.00
11 |David, Chloe $7,605.00 513,184.00 510,986.0(

3 2014-2015 Sales | 2012-2013 Sale ... (F) 1
Ready HH -




Opening a new window for the current workbook

. You can now compare different worksheets from the same
workbook across windows. In our example, we'll select the 2013
Sales Detailed View worksheet to compare 2012 and 2013
sales.

=] =z
File Hame | Insert | Page Layou

il 2014-2015 Sales Data

bl Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014 May 2014

3 |Albertson, Kathy 53,799.00 ' i Excel2016_FreezePanes Practice:2 - Exc |

4 |Allenson, Carol $18,930.00 Home | Insert | Page Layout | Formulas | Data | Review | View | |

5 |Altman, Zoey 45,725.00

6 |Bittiman, William $1,344.00 2012-2013 Sales Data

7 |Brennan, Michael 58,296.00 56,76

& |Carlson, David %3,945.00 517,22
]

9 |Collman, Harry 58,337.00 51,13 (il
El Salesperson Jan 2012 Feb 2012 Mar 2018

10 |Counts, Elizabeth $3,742.00 517,98 |
3 |albertson, Kathy 5,076.00  $12,037.00 $2,366.00

11 |David, Chloe $7,605.00 513,18 0 | " & s |
4 |Allenson, Caro 12,148.00 ,301.00 10,154.0(

3 2014-2015 Sales 2012-2013 §

5 |Altman, Zoey $6,684.00 $948.00 $6,918.00

Ready
& |Bittiman, William $14,808.00 $4,299.00 $9,439.00
7 |Brennan, Michael $14,374.00 $16,041.00 $16,485.0(
8 |Ccarlson, David $8,404.00 ¢5,581.00 $1,067.00
g |collman, Harry $15,160.00 $6,286.00  $14,785.00
10 |Counts, Elizabeth $13,817.00 $11,727.00
11 |David, Chloe $11,190.00 6,614.00

2014-2015 Sales

2012-2013 Sales

Ready




Opening a new window for the current workbook

If you have several windows open at the same time,

you can use the Arrange All command to rearrange
them quickly.

Q Tell me what you want to do...

f'_—l - g Split View |

View

ie]

D i iHide ynel
Foom to Mew |Arrange Freeze . i
Selection | Window | All [\ Panes ~ [ Unhide Resciy
Window
Arrange All

Stack your open windows so you
F can see all of thern at once.




Splitting a worksheet

Sometimes you may want to compare different
sections of the same workbook without creating a
new window. The Split command allows you
to divide the worksheet info multiple panes that scroll
separately.



Splitting a worksheet

. Select the cell where you want to split the
worksheet. In our example, we'll select cell Dé.

. Click the View fab on the Ribbon, then select
the Split command.

Jan 2014 Feb 2014 Mar 2014

Q Tell me what you want to do...

3 |Albertson, Kathy $3,799.00 $4,162.00 $10,491.00 $6,548.00 $3,947.00 |
- =1 Spli View Side by Sid

4 Allenson, Carol $18,930.00 $3,992.00  $9,132.00  $19,845.00 $4,411.00 | Ql DEI E 2= p'h e

| 3 : iHid Synchronous Scrolling
5 |Altman, Zoey 55,725.00 54,848.00 58,741.00 511,138.00 $2,521.00 Zoomto  MNew Arrange Freeze _ B -

o . Selection | Window Al Panes~ Unhide Reset Window Positiorje

6 |Bittiman, William $1,344.00 $3,693.00 E{}l$1.5,345.~:r|:r_ 517,253.00 $4,752.00 Window
7 |Brennan, Michael $8,296.00 $6,767.00 $14,791.00 $14,130.00 $4,964.00 Split
8 |Carlson, David $3,945.00 $17,228.00 $14,135.00 $19,306.00 $2,327.00 | Divide the window into different
9 Collman, Harry $8,337.00 $1,137.00  $9,203.00  $2,302.00 $3,967.00 | G Panesthat each scroll separately.
10 |Counts, Elizabeth $3,742.00 $17,982.00 59,949.00 $17,075.00 $4,670.00 |

David, Chloe $7,605.00 $13,184.00 $10,986.00 $5,401.00 $3,379.00 |




Splitting a worksheet

The workbook will be split into different panes. You
can scroll through each pane separately using
the scroll bars, allowing you to compare different

sections of the workbook
-
A B c | J K <]

'

el Salesperson Jan 2014 Feb 2014 Aug 2014 Sep 2014 Oct 2014

3 |Albertson, Kathy $3,799.00 $4,162.00 $1,117.00 $2,237.00  $8,690.00

4 |Allenson, Carol $18,930.00 $3,993.00 $1,100.00  $10,185.00  $18,749.00

5 |altman, Zoey $5,725.00 $4,848.00 $2,116.00  $13,452.00 $3,046.00| ~ | To remove the s pllT,
14 |Farmer, Kim $1,103.00  $13,531.00 $1,040.00  $10,024.00  $18,389.00 | * clickthe Spli‘l‘

15 |Ferguson, Elizabet  $1,333.00 $6,165.00 $1,126.00 ¢5,503.00  $10,686.00 .

16 |Flores, Tia $12,398.00  $13,779.00 $2,014.00  $13,547.00  $21,983.00 command a gain.
17 | Ford, Victor $3,251.00  $13,670.00 $1,054.00 $9,543.00  $11,967.00

18 |Hodges, Melissa $4,624.00  $14,772.00 $1,389.00  $10,468.00  $12,677.00

19 |Jameson, Robinsor ~ $2,552.00 $1,627.00 $1,058.00 $6,267.00  $14,982.00| - |

C 2014 ... (3 1 v [« ’

4\\After creating a split, you can click and drag the
erfical and horizontal dividers to change the size of
ach section.




Practice

Open our practice workbook.
Open a new window for your workbook.

Freeze First Column and use the horizontal scroll bar o look at
sales from 2015.

» Unfreeze the first column.

Il G17 and click Split to split the worksheet info multiple
panes/Hint: This should split the worksheet between rows 16 and
17 apld columns F and G.

Use¢/ the horizontal scroll bar in the bottom right of the window to
mpve the worksheet so that Column N, which contains data for
January 2015, is next to Column F.

pen a new window for your workbook, and select the 2012-
013 Sales tab.

ove your windows so they are side by side. Now you're able to
mpare data for similar months from several different years.



Solution

=] : Fi
File Home  Insert  Pagelayout  Formulss  Data  Review
[ Page Layout | Formula Bar Q [E)u
Normal Page Break 15 ¢y ctom Views  [v] Gridlines [v] Headings Zoom 100%
Preview
Workbook Views Show Zoom
G17 < A o| 4931

2014-2015 Sales Data

bl Salesperson Jan 2014
3 |Albertson, Kathy $3,799.00
4 |Allenson, Carol $18,930.00
5 |Altman, Zoey $5,725.00
6 |Bittiman, William $1,344.00
7 |Brennan, Michael $8,296.00
2 |Carlson, David $3,945.00
9 |Collman, Harry $8,337.00
10 |Counts, Elizabeth $3,742.00
11 | David, Chloe $7,605.00
12 |Davis, William $5,304.00
12 |Dumlao, Richard $9,332.00
14 |Farmer, Kim $1,103.00
15 |Ferguson, Elizabet $1,333.00
16 |Flores, Tia $12,398.00
17 |Ford, Victor $3,251.00
18 |Hodges, Melissa $4,624.00
19 | Jameson, Robinsot $2,552.00
20 Kellerman, France: $4,281.00
21 |Mark, Katharine $4,679.00
22 |Morrison, Thomas $2,485.00
23 |Moss, Pete $8,386.00
24| Davi 22

2014-2015 Sales

&

View

iei|

Zoom to
Selection

Feb 2014
$4,162.00  $10,491.00 $6,548.00
$3,993.00 $9,133.00  519,845.00
$4,848.00 $8,741.00  $11,138.00
$3,693.00  $15,346.00  $17,253.00
$6,767.00  $14,791.00  $14,130.00
$17,228.00  $14,135.00  $19,306.00
$1,137.00 $9,203.00 $2,302.00
$17,982.00 $9,949.00  $17,075.00
$13,184.00 $10,986.00 $5,401.00
$5,593.00 $9,928.00  $17,434.00
$3,466.00  $13,502.00  $12,579.00
413,531.00  $19,874.00  $18,870.00
$6,165.00 $18,276.00 $2,167.00
$12,779.00  $18,993.00 $2,989.00
$13,670.00 $7,128.00 $9,838.00
$14,772.00 $19,830.00 $6,303.00
$1,627.00 $4,382.00 $9,082.00
$7,375.00 $17,730.00  $19,998.00
$3,058.00 $1,497.00 $5,722.00
$7,810.00  $15,340.00 $7,973.00
$11,051.00  $13,733.00  $16,282.00

Sign in

=5 New Window [ Split ] EEJ
H Arrangean I Hide
g o Switch
B Freeze Panes ~ [] Unhide Windows
‘Window

E

Macros

Macros

Feb 2015 Mar 2015
$3,947.00 $15,367.00 47,274.00 $8,624.00
$4,411.00 $10,740.00 $7,214.00  $18,932.00
$2,521.00 $13,472.00 $13,504.00 $4,912.00
$4,752.00 $3,424.00 $16,907.00 $1,561.00
$4,964.00 $6,065.00 $11,845.00  $18,982.00
$2,327.00 $19,216.00 $12,528.00  $15,481.00
$3,967.00 $8,454.00 $9,938.00 $3,793.00
$4,670.00 $9,037.00 $16,489.00 $8,026.00
$3,379.00 $17,010.00 $3,812.00 $7,787.00
$5,363.00 $6,462.00 $15,861.00  $18,246.00
$3,275.00 $7,579.00 $8,579.00  $16,917.00
$3,860.00 $18,654.00 $10,062.00  $19,581.00
$4,685.00 $17,735.00 $18,574.00 $12,400.00
$4,052.00 $15,362.00 $1,569.00  $14,914.00
§5,541.00 $10,214.00 $15,276.00  $13,774.00
$5,667.00 $12,813.00 $3,973.00 $14,246.00
$4,269.00 $19,145.00 $17,752.00 $1,603.00
$3,502.00 $8,645.00 $8,409.00 $1,422.00
§5,853.00 $16,200.00 $6,332.00  $19,506.00
$2,586.00 $6,491.00 $10,079.00  515,947.00
$5,714.00 $17,758.00 $7,480.00  $19,679.00

$17.191.00 $6.701.00 $8.730.00
4 »
i) 0 - 1 +  100%

£ share

H i Bxcel2016_F
File ACOVS Inset  Pagelayout  Formulas  Data
S X, | Calibri -4 - General  ~
DE@-BIE-A‘,{ $-%
Paste
. N e DA 8 8
Clipboard & Font [ Alignment G MNumber &
M fe || 2012-2013 Sales Data
A B C D

il 2012-2013 Sales Data

Review

View

EZ) Conditional Formatting -

D Format as Table =
[7 Cell Styles~
Styles

Sign in
Eolnsert - | 2 - v -
X Delete ~ - P~
= Format~ | & -
Cells Editing
F G H

£ share

[l Salesperson Jan 2012 Feb 2012 Mar 2012 Apr 2012 May 2012 Jun 2012 Jul 2012
3 |Albertson, Kathy $5,076.00 $12,037.00 $2,366.00  $16,077.00 $13,028.00 $4,899.00  $16,515.00
4 |allenson, Carol $12,148.00 $5,301.00  $10,194.00 $4,916.00 $11,713.00 $5,648.00  $13,428.00
5 |Altman, Zoey $6,634.00 $948.00 $6,918.00 $565.00 $15,891.00  $12,388.00 $2,609.00
6 |Bittiman, William $14,808.00 $4,299.00 $9,439.00  $12,722.00 $8,455.00 $4,121.00 $9,389.00
7 |Brennan, Michael $14,374.00 $16,041.00  $16,485.00  $13,506.00 $14,366.00 $1,878.00  $15,207.00
g |carlson, David $8,404.00 $5,581.00 $1,067.00 $9,587.00 $2,262.00 $4,954.00 $9,708.00
9 |collman, Harry $15,160.00 $6,286.00  $14,785.00  $12,207.00 $3,739.00 $6,952.00  $15,373.00
10 |Counts, Elizabeth $13,817.00 $11,727.00  $13,023.00 $2,494.00 $10,602.00 $1,723.00  $14,562.00
11 | David, Chloe $11,190.00 $6,614.00 $6,279.00 $9,895.00 $5,101.00 $12,213.00  $14,47L.00
12 | Davis, William $8,991.00 $4,261.00 $7,739.00  $12,958.00 $11,541.00  $15,264.00 $7,733.00
13 | Dumlao, Richard $2,071.00 $4,076.00 $923.00  $13,760.00 $8,989.00 $9,031.00 $3,249.00
14 |Farmer, Kim $8,710.00 $13,275.00  $12,840.00  513,906.00 $15,348.00 $2,987.00 $1,813.00
15 |Ferguson, Elizabet 35,641.00 $10,723.00 $12,047.00 $14,173.00 $16,686.00 $10,901.00  $12,167.00
16 |Flores, Tia $8,476.00 $16,177.00  $10,870.00  $10,601.00 $13,235.00 $9,159.00  $16,485.00
17 |Ford, Victor $3,570.00 $2,831.00 $6,935.00  $10,226.00 $2,520.00 $7,745.00 $4,319.00
18 |Hodges, Melissa $4,049.00 $6,037.00  $16,723.00  516,218.00 $11,810.00 $8,560.00 $2,905.00
19 |Jameson, Robinsor ~ $12,802.00 $15,265.00 $8,074.00  512,987.00 $8,694.00 $652.00 $5,059.00
20 |Kellerman, France: $3,900.00 $10,778.00 $5,438.00 $6,313.00 $12,678.00 $4,563.00 $1,226.00
21 |Mark, Katharine $15,951.00 $2,756.00  $13,682.00 $3,725.00 $9,988.00  $15,270.00  $13,250.00
22 |Morrison, Thomas $853.00 $13,777.00  $12,460.00 $7,587.00 $8,735.00 $7,910.00 $1,163.00
23 |Moss, Pete $1,856.00 $8,093.00  $10,254.00 $2,804.00 $6,881.00  $11,421.00 $2,721.00
24 |Paul, Henry David $3,287.00 $12,624.00 $2,605.00 $6,294.00 $16,018.00 $9,670.00 $3,597.00
2014-2015 Sales | 2012-2013 Sales (O] 4 3
Ready 2] {1 1




THE END




