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K. Bradley
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	TOPIC
	QUESTION - SITUATION
	ANSWER - SOLUTION

	Excel
	Freeze Panes &

Print Headings
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	1) Keep heading visible as you scroll down or across

a) Click in the cell beneath the row you want to freeze and to the right of the column you want to freeze

b) In the Menu Bar go to Window, click Freeze Panes

2) Print headings on each page

a) File – Page Setup – Sheet

b) Click in “Rows to repeat at top”, then click the row on the spreadsheet

c) Click in “Columns to repeat at left”, then click the column on the spreadsheet

This is also where you would indicate if you want to print gridlines (rather than setting your own custom borders in the spreadsheet)

	Office
	How can I add a button to the toolbar?

I don’t see the toolbar I need.
	The toolbar button may be on a docked toolbar   The toolbar button may not appear on the toolbar because there is not enough room to display all the buttons. Click More Buttons 
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, then click the tool button you want.

Or, Show all the buttons on the toolbar: Use the move handle 
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 on the toolbar to drag the toolbar to its own row. To create a floating toolbar, drag the toolbar to a location other than the edge of the program window.

To show a toolbar:  Right-click any toolbar, and then click the toolbar you want to show or hide on the list.

	Windows
	I want to work on two files or programs at the same time.
	To arrange all open (not minimized) windows, right-click an empty area on the taskbar, then click Tile Windows Horizontally, or Tile Windows Vertically. (To restore your windows to their previous state, right-click an empty area on the taskbar, and then click Undo Tile.)

	Windows
	File Protection
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	You can protect a file from being changed or accidentally deleted:  In Windows Explorer, right click the name of the file you want to protect.  Click Properties, Attributes – click read-only, remove other checkmarks.  This is useful when creating files for student use – they can open the file, make changes, but then must save it under a different name; it can then be continually reopened as originally typed using the file name you assigned.

FYI:  Archive means the file can be changed, deleted, saved; most of your files will have this attribute since it is the default for new files.  Hidden means the file cannot be seen or used unless you know its name.

	Excel
	When I typed a number in a cell, only ##### appeared.  Why?
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	Excel displays the number signs if the entry is too large to fit in the column width.  

· To change the width, drag the boundary on the right side of the column heading until the column is the width you want. 

· To make it the exact size, double click on the line in the column heading between the “too small” column and the column to its right. 

· To copy the width of one column to another, select a cell in the column, click Copy on the Standard toolbar, and then select the target column. On the Edit menu, click Paste Special, and then click Column widths.


Additional details may be found at www.otsegoknights.org/bradley.
_1142786618

_1144037065
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