Using the Freeze Panes Function in Excel

Freezing panes allows you to move through a larger worksheet while keeping your
reference cells in view.

Step 1: Select the Freeze Panes icon under the
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Freeze Panes

Eeep 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

Keep the first column visible while scrolling
through the rest of the waorksheet,

A drop-down will appear with three options.
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Step 2b: “Freeze First Column”
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Step 3: To unfreeze panes, select the
“Freeze Panes” icon under the View tab, — Unhide. | 33 Reset Window Pasttion | i
and select the “Unfreeze Panes” optionin | . Unireeze Panes

Unlock all rows and columns to scroll
the dI’Op-dOWH- through the entire worksheet,




