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Printing tips

Microsoft Excel
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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 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
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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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e.g. printing from row 19 to 34 and from column Ato P

Print_Area - b3 |

16 24 32 40 48 56 64 72 80 88 96 104 | 112 | 120
18 27 36 45 54 63 72 81 90 99 108 | 117 | 126 | 135
10 20 30 40 50 60 70 80 90 100 | 110 | 120 | 130 | 140 | 150
11 22 33 44 55 66 77 88 98 110 | 121 | 132 | 143 | 154 | 165
12 24 36 48 60 72 84 96 108 | 120 | 132 | 144 | 156 | 168 | 180
iz 26 39 52 65 78 91 104 | 117 | 130 | 143 | 156 | 169 | 182 | 195
14 28 42 56 70 84 98 112 | 126 | 140 | 154 | 168 | 182 | 196 | 210
15 30 45 60 75 90 105 | 120 | 135 | 150 | 165 | 180 | 195 | 210 | 225
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Removing a print area

1. Page Layout > Print Area > Clear Print Area

= o

ﬂ n Colors = IE I'E
- Fonts = ==

Plata Review ]

= [

Page Layout Formulas

Themes Margins Orientation Size Print | Breaks Background Print
- [©]Effects - - x - Titles
Themes Fag & set Print Area .
. r puEEEENENENyy -
Print_Area \ Jx | " Clear Print Area ""s
Seay "Emn . L
| A | B c | b | TETPewTT G

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

Paus s

AT ars ad

Select Pojtrait Orientation and select Landscape Orientation
[

E Portrait Crientation -

. Partrait Crientation

Landscape Crientation

[z T = !
n Wome et Pagelarewt  Formder  Cuta  Reeew  View 7]
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Page scaling options
Select the cells you wish to print and set print area (as shown above)

Select File > Print

11 a2 5] - |

Selgct scaling options

b[ Mo Scaling
Print sheets at their actual size

No Scaling
Print sheets at their actual size

Fit Sheet on One Page
Shrink the printout so that it fits on one page

Fit All Columns on One Page
Shrink the printout so that it is one page wide

Fit All Rows on One Page
Shrink the printout so that it is one page high

Custom Scaling Options...

ies Progediss

_1| Portrat Drsntation -

0280

1 1y | - |
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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
Page Layout Formulas Data Review View
o,
A HCnlnrs - $ Iy 3 [ = o] JIFEEEN T4 Width: 1 page Gl
Aa =k = keal JEER S
Fcunts = = = 0 o 3] Height: 1 page - &
Themes Margins Orientation  Size Print Breaks Background Print » N
= @ Effects = - = = Area - < “’ Titles,» =] Scale B0%: S| [E
Themes Page Setup ""’ui Scale to Fit e
Print_Area - & | Print Titles
A | B C | B] | E F | Specify rows and columns to
repeat on each printed page.
16
17 e Press F1 for more help.
2. Click Collapse Dialogue button for rows /columns to repeat at top/left

| Page | Margins | Header Footer |

I w )

Collapse Dialogue

Print area: |A19:P34 Rz
Print tites
e P P P e P P E P PO P EEE T PEET T PLES
" Rows torepeat at top: Rz

= Columns to repeat at left:

Print
[] Gridiines Comments: |{Nune} |Z|
Black and white
Cla Cell errors as: |displayed |Z|
[ Draft quality
[7] row and column headings
Page order
@ Down, then over  |E=f1= Eai==
o CEN= [#W=E
() Over, then down | ==l ﬂl ==
EE ZJE' 38

[ Print... ] [PrintPreuieg] [ Options. .. ]

Lo [ coned |
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13 11 1519,5587 1019.014556 1754.657446 2469.645655 1937.803674 L576.4782172
14 12 1144,9885 1046,217272 1099.949442  2243,01759 1083.250806 436.9515878
15 13 1487.0426 955814879 1038.084828 1339.66676 2782.98454 4357167226
16 14 1596,5221 8869666577 1280.620133 2660.895455  283.4400320 462,225669
17 15 1190,5572 1138.557149 1073.002182 1896.84608 207,9723328 407.5883466
18 16 1452.2527 877.2483773 936.0508312 2408.919227 847.7409332 406.2326222
19 17 1076.,3546 938.6734753 1160.639655 1772,732973 124,0480020 522,7967053
an 12 124C ANN7 Q72 C777004 1CC1 /22201 12M2 ancidas AART Q021201 492 174R108
4. Click OK

5. Have a look at the print preview

Print preview
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The heading is repeated
and printed automatically.
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Printing — row or column headings

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

P &, B C | D } Column heading
= 1 |10 22 5 =SUM(21:C1)
§ 2 |56 56 2 =SUM(A2:C2)
= 3 |as 5 221 =SUM(23:C3)
@ 4 |1 2 44 =SUM{24:C4)

1. Page Layout > Page Setup
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2. Click the Sheet tab > tick the Row and column headings box > click OK
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