By Nate Moore, CPA, MBA, CMPE

L arge spreadsheets with lots of data can make managing
that data difficult. As you scroll down a page with
multiple columns, it can be tricky to remember what column
contains what data. The January/February issue of Billing
is a good time to talk about “freezing.” To Excel users,
freezing is a way to lock columns and/or row headings so
that even when you scroll, the headings stay on the screen
to make navigating the spreadsheet easier. This article will
discuss two ways to freeze data on a spreadsheet so that

you always know which column you are editing.

Freeze Panes

Figure 1 shows the main tool to freeze columns and rows
in Excel. From the View tab, choose Freeze Panes. There
are three options in the menu that appear: Freeze Panes,
Freeze Top Row, and Freeze First Column. Freeze Panes
locks all rows to the left of the selected cell and all columns
above the selected cell. Test it on one of your spreadsheets;
the trick is to select the right cell before choosing Freeze
Panes. If you want to freeze the first three rows as well as

Freezing Columns
HOW TO ALWAYS KNOW WHICH COLUMN YOU ARE EDITING

columns A and B, you want to select cell C4 before choosing
Freeze Panes. Notice that after freezing panes, the first
option in the Freeze Panes menu on the View tab changes
to Unfreeze Panes. Unfreeze Panes unlocks the frozen rows
and columns, and lets you navigate around your spreadsheet
again normally.

Freeze Top Row simply freezes the first row of the spread-
sheet no matter which cell is selected when the Freeze Top
Row command is invoked. Similarly, Freeze First Column
locks the first column of the spreadsheet regardless of the
selected cell, Unfreeze Panes turns off these two options.

Accessing Frozen Cells

Even though rows or columns may be frozen, you can still
navigate to, and change cells in, the frozen area of the
spreadsheet. Simply scroll up—or left, as applicable—and
Excel will let you edit those cells. You can also enter the
cell address in the box shown in Figure 2 at the top of your
spreadsheet; this trick is a quick way to go to any cell in a
spreadsheet, not just frozen cells. Another shortcut that
works with or without frozen cells is to press Ctrl+Home,
which takes you to cell Al from anywhere in a spreadsheet.
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1 Date Amount Payer Payer Type State Referring Physician Location Doctor Dx Patient Code
2 | 4/27/2016  692.09 Patient Patient CA Dr. Defying Gravity Tennessee Dr.Florida Mouth  Holland, Wilbert 73336
3 | 4/26/2017 333.98 Patient Patient AZ Dr. Dear Old Shiz Jacksonville Dr. Jailor Knees Daniel, Albert 28682
4 | 1/19/2016 356.64 CIGNA  Tertiary NM Dr. The Wizard and | Indianapolis Dr. Piano Nose Fuller, Ora 62019
5 |10/18/2016 43.34 Blue Cross Primary CA Dr. What is this Feeling Jacksonville Dr.Florida Nose Chavez, Allan 65944
6 | 2/22/2016 326.6 Medicare Primary CA Dr. What is this Feeling Tennessee Dr.Florida Toes Holloway, Lionel 69716
7 | 6/30/2016  567.08 Blue Cross Primary WA Dr. Something Bad Indianapolis Dr. Piano Nose Perez, Robyn 58882
8 |10/24/2016 79.02 Medicare Primary CA Dr. What is this Feeling Houston Dr. Map Head Hart, Lois 73223
9 | 2/15/2016 121.62 Blue Cross Primary CA Dr. What is this Feeling Tennessee Dr. Map Ears Buchanan, Martin 98844
10| 1/31/2015 5.7 Medicare Primary CA Dr. The Wizard and | Indianapolis Dr. Piano Nose Gibson, Woodrow 40839
11/10/12/2014  283.56 Medicare Primary CA Dr. What is this Feeling Tennessee Dr. Jailor Head Morgan, Laura 52316
12| 10/1/2015 365.49 Patient  Patient CA Dr. Something Bad Tennessee Dr.Florida Head Greene, Simon 83828
13 2/7/2015  988.61 Blue Cros:Primary OR Dr. Dancing Through Life  Tennessee Dr.Florida Knees Rodriguez, Amanda 72960
14| 2/18/2017  184.52 Patient Patient CA Dr. Dear Old Shiz Tennessee Dr.Florida Head Crawford, Vivian 17725
15| 8/29/2014 470.2 Blue Cros: Primary CA Dr. What is this Feeling Tennessee Dr. Jailor Ears Mack, Leonard 72246
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Figure 6 shows the next screen that appears. The key to
getting this screen correctly is to select a cell inside your data
before clicking the Format as Table button. If your data is clean
without empty rows and columns, Excel generally does a good
job of automatically selecting your data range for you. In Figure
6, my data range is A1 to K15001. The dollar signs are Excel’s
way of indicating that the reference to those cells is absolute.
If Excel does not correctly identify your data range, click the
red arrow next to the data range to help Excel capture all of
your data. Figure 7 shows the data formatted as a Table.

Now that the data is formatted as a Table, notice that not
only does the top row of the Table freeze, but look at what
happens as | scroll down in my data—compare Figure 7 to

i Figure 8. Can you see that at the top of the Table, Figure 7
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shows columns A, B, C, and so on? When | scroll down in a Table, Excel replaces

— the column letters with the actual names of the columns taken from the first, frozen
Format As Table ? X row. For versions of Excel after Excel 2007, the drop down arrow next to each
Where is the data for you table? column when you scroll down is also displayed; this feature can be very helpful.
r =SAs1:5Kks15001] . - More information about Tables, including a variety of powerful options under those
B4 My table has headers Mot drop down menus, are covered in my Billing articles from May/June 2012 through
Kne . . . .
cancel || o September/October 2012. Tables are an incredibly useful way to deal with detailed
Jacksonville Dr.Florida  Nos data, and Tables are also another way to freeze the top row of data.
Tennessee Dr. Florida  [Toe Freezing panes, whether from the traditional menu or through Tables, is a great
way to stay organized and increase accuracy when working in big spreadsheets. m
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3 | 4/26/2017 333.98 Patient  Patient AZ Dr. Dear Old Shiz Jacksonville Dr. Jailor Knees Daniel, Albert 28682
4 1/19/2016  356.64 CIGNA  Tertiary NM Dr. The Wizard and | Indianapolis Dr.Piano  Nose Fuller, Ora 62019 bestseller. His free Excel videos
5 |10/18/2016 43.34 Blue Cros¢ Primary CA Dr. What is this Feeling Jacksonville Dr. Florida Nose Chavez, Allan 65944
6 | 2/22/2016 326.6 Medicare Primary CA Dr. What is this Feeling Tennessee Dr.Florida Toes Holloway, Lionel 69716 have been VieWed over 2 ml”lon
7 | 6/30/2016 567.08 Blue Cross Primary WA Dr. Something Bad Indianapolis Dr. Piano Nose Perez, Robyn 58882
8 |10/24/2016 79.02 Medicare Primary cA Dr. What is this Feeling  Houston Dr.Map  Head  Hart, Lois 73223 times and are available at
9 | 2/15/2016 121.62 Blue Cros: Primary CA Dr. What is this Feeling Tennessee Dr. Map Ears Buchanan, Martin 98844 . . .
10 1/31/2015 5.7 Medicare Primary cA Dr. The Wizard and | Indianapolis Dr.Piano  Nose Gibson, Woodrow 40839 mooresolutionsinc.com. Like
11/10/12/2014 283.56 Medicare Primary CA Dr. What is this Feeling Tennessee Dr. Jailor Head Morgan, Laura 52316 .
12| 10/1/2015 365.49 Patient  Patient cA Dr. Something Bad Tennessee Dr.Florida Head  Greene, Simon 83828 PIVOtTabIeGuy on Facebook or
13| 2/7/2015 988.61 Blue Cross Primary OR Dr. Dancing Through Life  Tennessee Dr. Florida Knees Rodriguez, Amanda 72960 . .
14| 2/18/2017  184.52 Patient Patient cA Dr. Dear Old Shiz Tennessee Dr.Florida Head  Crawford, Vivian 17725 follow @PlVOtTabIeGuy on Twitter
15| 8/29/2014 470.2 Blue Cros: Primary CA Dr. What is this Feeling Tennessee Dr. Jailor Ears Mack, Leonard 72246 . .
to be notified each time an Excel
video is released.
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F80 N 2 Dr. Something Bad
Date v | Amount | v | Payer |~ |Payer Type |v|State |+ |Referring Physician v | Location v | Doctor v | Dx v | Patient v | Code -
58 11/3/2015 589.08 Patient  Patient CA Dr. What is this Feeling Tennessee Dr. Florida  Shoulders Bradley, Trevor 70621
59 | 7/21/2015 28.22 Patient  Patient AZ Dr. One Short Day Houston Dr. Piano Nose White, Marion 25531
60 3/21/2017 948.41 AETNA  Primary AZ Dr. What is this Feeling Tennessee Dr. Jailor Shoulders Bowman, Jan 70369
61 |12/20/2015 608.04 Patient Patient CA Dr. What is this Feeling Jacksonville Dr. Valet Ears Ramos, Jordan 38150
62 | 7/31/2016 94.02 Patient  Patient CA Dr. Defying Gravity Jacksonville Dr. Jailor Ears Morales, Domingo 44044
63 | 4/25/2015 551.8 Patient  Patient CA Dr. Something Bad Tennessee Dr. Jailor Ears Stanley, Dan 90398
64 5/2/2016 817.2 Patient  Patient CA Dr. Defying Gravity Indianapolis Dr.Florida Toes Sherman, Marta 50105
65 3/25/2016 695.39 Patient  Patient CA Dr. What is this Feeling Houston Dr.Florida Nose Cummings, Rosalie 97461
66 | 6/27/2015 586.84 Medicare Primary NV Dr. Thank Goodness Houston Dr.Florida Ears Owen, Jesse 82968
67 9/2/2016 265.38 Medicare Primary CA Dr. I'm Not That Girl Tennessee Dr. Valet Toes Jefferson, Darnell 46190
68 1/9/2015 847.46 Patient  Patient AZ Dr. Thank Goodness Indianapolis Dr. Jailor Ears Steele, Wade 32718
69 9/11/2016 204.02 Patient  Patient AZ Dr. Thank Goodness Indianapolis Dr.Florida Mouth  Dunn, Guy 36336
70 9/24/2014 390.17 Patient  Patient NV Dr. What is this Feeling Tennessee Dr.Florida Ears Franklin, Sheryl 46084
71| 3/26/2017 833.33 Patient  Patient CA Dr. Thank Goodness Indianapolis Dr.Florida Mouth Allen, Janie 79184
72 7/4/2016 363.89 Medicare Primary NV Dr. Dancing Through Life  Indianapolis Dr. Jailor Head Conner, Shannon 51630
73| 4/29/2017 857.59 Blue Cros¢ Primary CA Dr. For Good Houston Dr. Piano Knees Kennedy, Tara 23721
74| 6/11/2014 378.74 Patient  Patient CA Dr. Thank Goodness Tennessee Dr. Piano Eyes Cole, Rickey 56038
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