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Keep a Column or Row Visible When You 
Scroll - (example: Instructors, Gradebook Export 

File) 

By Liz Craft 
 

If you have many assignments and many students in 
your course, scrolling through the gradebook export file 
can be cumbersome. Excel enables you to freeze rows 
or columns. Follow the steps below to find out how to 
apply this feature to a gradebook export file. 
Download your gradebook in your Canvas course (How-
to). Open the download file in Excel. Let’s freeze the 

assignment titles row (first row).  
 

Freeze the top row: 
 Click on the ‘View’ tab. 

 In the Windows section 
click on ‘Freeze Panes’. 

 Next, click on ‘Freeze Top 
Row’. 

 
 
 
 
 
 
 
 
 
You will see a slightly thicker line appear below the first 
row. As you scroll down you will notice that the first row 
remains visible. Go back to ‘Freeze Panes’ and click on 
‘Unfreeze Panes’ to unlock the first row. 
 

Freeze first column: 
You can follow the steps above and click on ‘Freeze 
First Column’ to keep the student names visible as 
you scroll to the right. 
 

Freeze specific rows or columns: 

You can also freeze specific rows or columns. Select 
the row below the one you want to freeze or select the 
column to the right of the column you want to freeze. 
Follow the steps above but this time click on ‘Freeze 
Panes’. Click ‘Unfreeze Panes’ to unlock your selec-

tion. 
 

Learn more about freezing panes in Excel here. 
Find out how to freeze panes in Excel for Mac here.  
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Compare Two Excel Workbooks using 
Spreadsheet Compare. 

By Marilyn Cook 

 

Spreadsheet Compare is a  great tool if you work 

with multiple versions of the same spreadsheet and need 
to quickly identify the differences between them.  
 

To open Spreadsheet Compare (Windows 7) Go to the 
Start Menu, choose All Programs > 
Microsoft Office 2013 > Office 2013 
Tools > Spreadsheet Compare 
2013. Spreadsheet Compare will 

open in a new window.  
 

In the lower-left pane, place a checkmark 
next to the color-coded options you want 
to include in the workbook comparison.  
 

On the Home tab, click the Compare Files 

icon located at the top left of the window. 
In the Compare Files dialog box, click on 

the browse folder icons to choose the Excel 
files. You can compare two files with the same 
name if they are in different folders. 

 

The results are displayed in a two-pane grid and the 
changes are highlighted by color depending on the type 
of change. 
 
 
 
 
 
 
 
 
 
 

You can export the results to an Excel file (Home > Ex-
port Results) or you can copy and paste the results 

to another program. 
 
Learn more about Spreadsheet Compare here. 
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