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Printing tips

Microsoft Excel 2007

X3

%

X3

%

X3

%

Setting print area allows you to mark which part of the worksheet you wish to print. This is useful when you have more data

on the worksheet but you wish to print a particular data area of it.

e.g. printing from row 19 to 32 and from column Ato H

Print preview is a MUST before printing any worksheets.
When your data goes wider, printing landscape would be a better option.
Page Setup dialog box allows you to set multiple printing functions. File > Page Setup.
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Setting a print area

1. Select cells that you wish to print, e.g. from row 19 to 32 and from column A to H
2. Page Layout > Print Area > Set Print Area
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3. Click Office Button > Print > Print Preview
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Removing a print area
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Page Layout > Print Area > Clear Print Area
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4. Click Office Button > Print > Print Preview to make sure the print area has been cleared.

Printing — fitting one page

Have you had your printout came out like below? You thought your printout would be a page but your data was a bit too
large and didn’t fit on one sheet. Some data printed on a second page. It would look better if you could fit all the data in

one page.
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1. Select the area of your spreadsheet that you wish to print.
=Y B C D E F G H | il K L Tl I (a] P
1 Johin Paul BEn Jamie Antan Steven  Ted Bill harry Doug Fred Peter Mike Roger Carlos
2 |weekl 27 22 59 4 " 62 kil bid 13 5 88 82 22 70 1
3 |weekz 50 67 37 13 65 29 90 76 12 53 20 91 7 99 55
4 |weeks 8 57 47 61 52 4 77 92 89 57 bid 69 81 1 78
5 |weekd 18 1 69 40 93 87 57 44 7 19 90 1 53 22 26
6 |[Weeks 38 8 7 64 7 9 64 72 58 99 7 28 72 9 57,
7 |weeks 72 84 2 13 98 43 40 95 7 19 7 76 81 14 Kl
5 |week? 87 39 73 17 68 56 60 1] 54 ] 13 83 37 28 a2
9 |weeks 48 T 91 91 52 8 13 51 89 95 16 83 57 65 97
10 |wesks 21 74 67 55 49 50 49 67 38 10 74 53 9 64 61
11 |week1o 4 17 6 54 39 67 29 100 It 62 43 28 70 24 33
12 |weekll 19 12 79 9 46 42 i 28 21 30 63 59 89 65 66,
13 [Weak12 19 95 19 a 40 43 76 53 15 13 20 15 72 64 1
14 |wesk13 73 3 48 94 1 58 3 80 43 78 6 97 4 72 77
15 |weskia 61 93 12 55 81 1 74 8 30 95 55 33 25 43 6
16 |weekls 54 57 32 40 29 44 51 kg 50 36 3 43 30 61 28
17 |weekis 92 6 53 9 " 55 28 35 21 16 53 12 277 78 92
18 [Weekl? 79 81 100 73 21 92 32 59 30 18 13 35 45 5 56,
13 |week1s 91 13 24 38 25 57 44 43 3 21 12 66 68 2 |
20 |week1s 19 12 46 57 74 10 17 64 33 8 83 14 93 b2l 73
21 |weskan 7 90 29 76 28 71 55 50 55 68 5 77 37 4 59
kel
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Paper size: A4

Print quality: | 600 dpi v \

First page number: | Auto It depends on your data, decide
portrait or landscape for the page
orientation.

Brint.... ] [ Prink Previews } [ S } Don’t forget to do print
preview!
[ [a]4 l [ Cancel
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Printing — repeating rows / columns headings at the top of printed pages

When your worksheet will be printed on more than page with the same table, printing the rows/columns’ heading is useful
too. So you don’t have to go back to the first page to compare what the heading is. See next page for how it looks.
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2. Click Collapse Dialogue button for rows /columns to repeat at top/left

Page Setup E]

Page Margins | Header/Fooker

Print area:
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Columns to repeat at left:
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[ Gridines Comments: (Mone) w
Black and white :
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[ row and column headings
Page order

(%) Down, then over

() Ower, then down

Prink... l lPrint Previegl [ Opkions... l

[ Ok l[ Cancel l

3. Highlight the heading (running marquee appears) > Press ENTER key

e

Collapse Dialogue

a0 20000

1 460.0616818 38.73411897
6 478.9730268 36.21728852
2 499.8620921 36.38406093

B - 8] e b 5

HECTARES Lo 106 62.5 a5 21.5
1 1223.4344 1197.994058 887.4314178  1850.199564 2078.61366 4517757779 33.51104691
2 1524.5637 1163.168754 526.9198288 1739.754606 2813.456342 430.3931123 44,93576882
3 1477.8115 1106.257898 078.9120544 22556.235624 1587.340161 458.9671045 38.4798301
4 1323-ftecddodanacdin d04d CLCedd ndid bdadd Ebooo-thongg 515,0446339 38.68349603
& 1232/ Page Setup - Rows to repeat at top:
6 14741 ]
7 l1425=oo ERIE T IOz L oI TT ToT oo oo
g 1388.051 921.829031 890.0078644 1808.30139 3250606506 455.2162534 43.09496339
9 1207.3093 960.6740189 1083.397137 1977.478826 -254.468158 483.6702162 43.89676278
10 1490.0993 1050.705535 721,2354053 1544.418657 2486.944058 473,1261545 40,91990731
11 1519,5587 1019.014556 1754.657446 2409.045055 1937.893674 5704782172 4414547052
12 1144,9885 1046.217272 1099,940442  2243,01759 1083.250806 436,9515878 35.48694833
13 1487.0426 955.8148790 1038.084828 1339.66676 2782.98454 4357167226 36.15705598
14 1596.5221 B8B6.9666577 1280.620133 2660.895455  283.4400320 462,225669 42,05217889
15 1190.5572 1138.5571490 1073.002182  1896.84608 207.9723328 407.5883466 33.71541322
16 1452.,2527 877.2483778 936.0508312 2408,919227 847.7409332 406,2326222 43.77001489
17 1076.3546 938.6734753 1160.639655 1772,732973  124.0489920 522,70967053 39.05701402

1A 1745 ANN7 Q72 §777004 1601 A22201 1807 QNEi4?  AAR7 Q0A12N1 487 174A10A 40 AACT72747

4. Click OK

5. Have alook at the print preview (see next page)
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Print preview

Page One
&0 106 62.5 35
1 12234344 1197.994055 887.4314178  1850.10964
2 1524.5637 1163.168754 5269198288 1739.754606
2
Page Two
12279462 1184,404006 1246203696 1745.710647
6 11633322 1032,087372 1277.075945 1660.546363
7 1508.5135 931.0722332 1232,504259 2250.331652
8 39 1226.0386 1012.123347  701.827084 2278.252662
9 39 1356.31
0

j Page Three

71
72
73
74
75
76
77
78
79
a0
g1
g2
A3

140944
1497.09
1352 .4
1472.22

The heading is repeated
and printed automatically.

1231.258
1452.3362
1228.793
1433.0594
1332.58
1310.3724
1436.350
1504.7954
1316.1621
1568.8726
1219.5743
1393.8607
1276.1862
14R9.7R 45

009.7098151
1178.895976
Qv7. 7053366
7760531111
1171.6799563
1159.221734
1055.649931
1083.250937
1069.854322
OL7.5080736
F66.9212866
032.5832050

07L5.2365074
1T17R.148R/R12
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552.84060132
1241.396462
1170,929705
5149743904
3976485123
1328.328978

264647757
g83.2342018
6616613735
1a05.047308
1415911375
1655.271231
1018.117892
12M9. 549127

21.5
2978.61366 451.7
2812.456342 430,32

£2219.,903815
2128.723514
15611.215961
2459,123671
1993.890369
2262.014097
2226.023972
1623.522522
2476.9764585
1635.349763

184942044
1735258331

2379.06192
2412 AR79A9R

2446.699902
2400.080487
2519.275607

2763.83476

409 2
EE1.1
538.9

2844.73685
2906.405E25
2240,57273
975,528927
1638.74802
2099.563409
195,87 5927
1668.44634

1974,3259
-24.8844177
-12.4146911
00.2851074
-293.20940%5
1RMO1.8ARNA4
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Printing — row or column headings

Printing row and column headings may be useful when printing formulas.

2 - B c | D } Column heading
s 1 |10 22 3 =5URIALCD)
g 2 |56 56 2 =SUM(A2:C2)
g'. 3 |a8 5 221 =5UM[A3:C3)
© 4 11 2 44 =5UR A4 C4)
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