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Printing tips 
 

Microsoft Excel 
 

 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. 

 
 
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. 
 

Print Preview now shows in the file menu  
1. Click File > Print 

 

 

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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Removing a print area 
 
1. Page Layout > Print Area > Clear Print Area 
 

 
 
3. Click File > Print and check the Print Preview to make sure the print area has been cleared. 
 
  

e.g. printing from row 19 to 34 and from column A to P 
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Printing – fitting one page 
If you are having trouble fitting all your data onto one page you could try one of the following options.  
 
Landscape 
Select the cells you wish to print and set print area (as shown above) 
 
Select File > Print  
 

 
  

Select Portrait Orientation and select Landscape Orientation  
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Page scaling options 
Select the cells you wish to print and set print area (as shown above) 
 
Select File > Print  
 

 
 
Select scaling options 
Click on No Scaling and select Fit Sheet on One Page 
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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. 
 
1. Page Layout > Print Titles 

 
 
 
 
2.  Click Collapse Dialogue button for rows /columns to repeat at top/left 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
4. Click OK 

5. Have a look at the print preview  

Print preview 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

The heading is repeated 
and printed automatically. 

Page One 

Page Three 

Page Two 
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Printing – row or column headings 
 
Printing row and column headings may be useful when printing formulas. 
 

 
 
1. Page Layout  > Page Setup 
 

 
 

2. Click the Sheet tab > tick the Row and column headings box > click OK  
 

 
 
 
 

R
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