GMO097 “Sponsored Project Actuals Balance Report”

ASRSP Formatting Recommendations

9/24/2019

X Please note related job aids:
0



x Select and delete the Northwestern Icon covering the data.

x Select row 1, which is now the column headers, and on thel Exuore tab select “Wrap Text”.
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X Then select the Data tab and Filter.
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X Widen row 1 vertically: we're about to reduce column widths and want to give the columns headers space to
wrap and still be visible.
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x With Row 1 selected go the View menu and select Freeze Panes and Freeze Top Row.
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x Select all columns A through AM. If you reduce the width of one column now it will reduce all columns:
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x Now with all columns A through AM still selected, hover over one of the column separators as though you're
going to reduce the width again, but instead doublik it. This autdits all colum widths to their data while
also allow the top row (frozen and filtered) to wrap:
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