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Step 1: Highlight the Top Row 
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Step 2: Click on the “Bold” Button 
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Step 3: Click on the “Fill Color” Button and Select a Color 
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Step 4: Click on the “Sort & Filter” Button and Select “Filter” 
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Step 5: Go to the “View” tab, Click on the “Freeze Panes” Button, and Select “Freeze Top Row” 
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Step 6: Highlight Everything by Clicking on the Button by the Top of the “A” Column 
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Step 7: Click on the “Format” Button and Select “AutoFit Column Width” 
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Step 8: Click on the Sort/Filter Button of the Column You Want to Use to Sort and/or Filter Your Data 
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Step 9: Select How You Want Your Data to be Sorted and/or Filtered 
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Step 10: Save the File as an “XLSX” to Preserve the Formatting 
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