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Question: | want to put a lot of information into my spreadsheet, but | don’t want it to change the height
of the entire row. How can | enter text without changing the underlying cell or cells around it?

Answer: By using a text box.
Process (Excel 2003 and 2007):

While you can put a lot of information into one cell in Excel, if you want to see that information all in one
view can affect the width of the column and the height of the row; this may not be good as it can alter how
the rest of the sheet is shown and make in unmanageable.

An alternative to typing into a cell is using a Text Box. Here are a couple of tricks when using text boxes
that can help make them easy to use.

Excel 2007
1. Select the Insert Tab and then click on the Text Box button.
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2. Your cursor will now resemble an inverted “t”. Click and drag across a range of cells
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You now have a text box with a flashing cursor in it.
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Right click on the border of the text box and select Size And Properties.
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Select the Properties tab, then select Move but don’t size with cells, then click Close.
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Cbject positioning

) Move and size with cells

Move but don't size with cellsi

(") Don'tmove or size with cells

Print object

Locked

Lock text

Locking objects has no effect unless the sheet is protected. To

help protect the sheet, choose Format on the Home tab, and
then choose Protect Sheet. A password is optional.

This means that your text box will remain the same size and won’t expand when more rows are
added underneath the box.

Right click on the text box border and select Format Shape ...
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6. In the left hand menu, select Text Box, place a tick in the Resize shape to fit text field and then
click Close.

= Text Box
Line Color Text layout
Line Style Vertical alignment: Top E

Shadow Text direction: | Horizontal E[
3-D Format

3-D Rotation

Internal margin
Text Box l left:  0.25am |5 Top:  [0.13am 5]

Right:  0.25am |%| Bottom: [0.13cm [+

When these two options are set, your text box will expand depend on the amount of text you put in, but
will not shift based on other cells being inserted or changing in size.

Excel 2003

In order to draw a text box in Excel 2003, you must have the Drawing toolbar available. To see it, select
View ... Toolbars ... Drawing from the Menu bar.

1. From the Drawing toolbar, click the Text Box button.
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2. Your cursor will now resemble an inverted “t”. Click and drag across a range of cells
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3. Right click on the Format Text Box
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Assign Macro...
Set AutoShape Defaults
|5}/ Format Text Box...
% Hyperlink...
4, Select the Properties tab and select the Move but don’t size with cells radio button
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Format Text Box g
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) Dont move or size with cells
Frint object
[ oK J [ Cancel ]
5. Select the Alignment tab, place a tick the Automatic size box, then click OK.

When these two options are set, your text box will expand depend on the amount of text you put in, but
will not shift based on other cells being inserted or changing in size.

If you have any suggestions for an Excel Tips & Tricks topic, or you would like help with a particular
function, please email enablement®@alchemex.com and yours could be the next Tip Of The Week.

Alchemex provides examples of MS Excel procedures for illustration only, without warranty either expressed or implied, including but not
limited to the implied warranties of merchantability and/or fithess for a particular purpose. The MS Excel procedures on this web site are
provided "as is" cannot be guaranteed that they can be used in all situations

www.alchemex.com  www.alchemex.ning.com www.alchemexacademy.com




