Project Commander  HINTS & TIPS
 Change column width  

You can change the width of any column.

HOW TO USE ..

Column widths can be changed manually or automatically using a Best Fit option.
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If the text  is longer than the width of the column, then there are 2 options …

1. Change the width manually.

There are two options  …
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Double click on the column heading and change the WIDTH box (the width will be in metric or imperial – depending on your current settings in the Control Panel for Regional options.

· Place the cursor (ensure it changes in appearance) in the headings area on the vertical line to the right of the column you wish to change and click on the left hand mouse button and drag the column divider.
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indicate that you are changing the column width, when placed in the headings area.

2. Change the width automatically

There are two options  …

· Double click on the column heading and then click on the BEST FIT button
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Note.  The  width of the column will be set to the widest column entry – heading or text under the heading. It will only resize using current data. If you add extra data, you may need to Best Fit again – resizing is only achieved upon demand.

· Place the cursor (ensure it changes in appearance) in the headings area on the vertical line to the right of the column you wish to change and this time double click on the left hand mouse button.   

Important

In any screen, where there is the Chart  included, the Chart width expands or restricts so that all the columns fit the page width.

If the column width was too wide for the page, then a warning message would appear…
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To reverse the change, click on OK and then UNDO (EDIT menu UNDO).







