Dominating the Spreadsheet

Adjusting Column Headers

Place cursor/cross on arrow next to column A.
Click once, this will highlight the entire spreadsheet
Place cursor/cross on the line between A and B until you see the crosshair symbol

Click and Drag the line over to the right
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The sheet remains highlighted.



Place the cursor on the line between A and B until the cross symbol appears.

Double click and each column will automatically adjust to the appropriate width
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How to Freeze Selected Rows and Columns

Click on line “9”, hold the Shift Key, and click on the “1”

This will highlight rows 1-8

Go to the top of the screen and click on the light bulb “Tell me what you want to do”

Type in Freeze Panes and select Freeze Panes from the side menu by clicking on it. This will Freeze the first 8 rows of data and keep them stationary while you

work in the spreadsheet.
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How to Hide and Unhide Columns

Hiding certain columns makes it easier to read the spreadsheet.

Place cursor on the column, click and drag to highlight the columns you wish to hide.
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Right click and choose Hide from the drop down menu. The columns highlighted are now hidden.
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To unhide, place cursor/cross on the arrow to the left of the A column and click. This highlights the entire spreadsheet. Move
mouse to box A, right click and choose unhide. This will restore all the columns to be visible.
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Upon completion of the data entry, please unhide the columns before sending to the Fuel Program




