Office Tip #2: Increasing Column Widths in Excel
To increase all column widths with data to the largest cell in each column:

Click: “Select all spreadsheet” shortcut (CTRL+A will not work in this situation) — this

1s the shaded box above the row headers and to the left of the column headers:
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Double-click: In between any of the column headers (make sure your mouse pointer changes to
a vertical bar with an arrow pointing to the left and right):

O LDEHdBE&R9-«-[F

4l

il
Home Insert Page Layout Formulas Data Review View Developer Add-Ins
= X otut | =
j ko Calibri =11 A A = =l|F-| | SFWrap Text General
e === lla= =t | T M ; | an || =
at Painter B I U~ n = = = =||2E £=|| =23 Merge & Center 5 Vo ¥ || %6
(F] Faont ] &lignment P Number
- e | Prefix
> C D E F G -

1 |Prefix Last Name First Name Depariment Title of Program Date of Program Time Staff/Faculty
2 [Ms. Brown Henry Human Resources M/'s Office 2007 4/19/2007 9:00 Staff

3 |Ms. lones Bill College of Education M5 Office 2007 4/19/2007 9:00 Faculty

4 |Dr. Miller Mark Finance Administration M)/S Office 2007 4/19/2007 9:00 Faculty

5 [Ms. Smith Mary Information Technology M/S Office 2007 4f19/2007 9:00 Staff

6 |Ms. Williams Debbie  COBA M/s Dffice 2007 4/19/2007 9:00 Staff

M/S Office Tip #2 — Increase Column Width in Excel
Division of Information Technology

Date Posted: 12/7/2007
Page 1 of 2



To increase just one column width to the largest cell in the column:

Double-click: In between the column you wish to have widened and the column to the right of
that column. For instance if I only want column E to be widened, I would double-
click on the column header between columns E & F:
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NOTE: for this process you DO NOT select the entire spreadsheet.
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