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Setup & Printing Issues

Worksheet margins

e Open a workbook called Print setup.

e Click on the Page Layout tab, and from within the Page Setup group, click on the
Margins icon.
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e This will display a drop down from which you can select Normal, Wide or Narrow.
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e Clicking on the Custom Margins command displays the Margins tab within the
Page Setup dialog box. You can use this dialog box to set custom top, bottom, left
and right margins.
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TIP: You can also use this dialog box to set Header and Footer values, as well as
options to centre the table on the page vertically and / or horizontally.

Experiment with setting margins.
TIP: Be sure not to make the margin size to small or you may have problems printing

the worksheet.

Worksheet orie ntation

e Click on the Page Layout tab, and from within the Page Setup group, click on the
Orientation icon.
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¢ You can select either Portrait or Landscape orientation, as illustrated.
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e Try setting the orientation to Landscape. To see the effectin Print Preview mode,
press the Ctrl+F2 keyboard shortcut.
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e Toreturn to the normal view, click on the Home tab.

I save

e Before continuing reset the orientation back to Portrait.

Worksheet page size

e Click on the Page Layout tab, and from within the Page Setup group, click on the
Size icon.
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e You can select the required page size from the drop down options displayed, as
illustrated.
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Headers and footers

[ ]
icon.

Click on the Insert tab and from within the Text group, click on the Header & Footer
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You will see the Header area displayed at the top of the worksheet, as illustrated.
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Type in the text for your header, such as Stock Levels for January.

If you scroll down the page you will see the message 'Click to add footer' displayed
at the bottom of the worksheet.

Click to add footer

Click within the footer area and type in your name. As example is illustrated below.

100048 Green 3 2.00
100049 Green 4 2.10

David Murray

Footer
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To modify a header or footer at anytime just click over an existing header or footer
and edit as required.

Header and footer fields

When you are inserting or editing a footer or header, you will notice that you see the
Header and Footer Tools Ribbon. Within this Ribbon is the Header & Footer
Elements group, as illustrated below.
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You can use the icons in this section in insert an Excel field, such as the Page
Number. The great thing about fields is that they automatically update when
required. Forinstance if you insert a Page Number field, then as you add more
pages, the page number displayed on each page will increment.

Another very useful field is the File Name field. This displays the file name of the
documentin your header or footer, when you print, and is very useful when you have
printed out a copy of a worksheet and then several months later are trying to
remember the file name you used to save the worksheet as.

NOTE: When you insert a field, such as the File Name field, you may see the field
code rather than the actual file name. When you print the worksheet however, this
code is replaced by the actual file name.

The File Path will display the file name and also the path to the folder in which the
file is stored.

Experiment with inserting different fields into your header or footer.
Make sure that you have experimented with all of the following field types:
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NOTE: To remove a header or footer field, select the field and press the Del key.

Scaling your worksheet to fit a page(s)
Click on the File Tab and then click on the arrow next to the Print side tab. Click on

the down arrow next to the Scaling section.
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The list displayed allows you to select print scaling options, such as Fit Sheet on

One Page.
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You can see that when this option is selected the sheet does, as expected, fit onto
one page.

| Print s=tuip - -Micrset bel = F
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You can also customize how many pages you would want the data to fiton. To do
this click on the Custom Scaling Options button.
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This will display the Page Setup dialog box, which you can use to customize scaling
of the printing.
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e Save your changes and close the workbook.

Visually che cking your calculations

e Open a workbook called Printing.

e Clickon cell E2. Clearlythe formula within this cell is wrong. The formula it contains
is

=C2*F2

It should be:
=C2*D2

Fix the formula.

Always visually check over worksheet data and try to look for formula calculation
results that do not make sense.
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Displaying gridlines when printing

e To see how the worksheet will look when printed, view the worksheet in Print
Preview view. To do this press Ctrl+F2. As you can see the worksheet will print
without displaying gridlines.

Printrg - Micrnzoft el

e Click on the Page Layout tab. Within the Sheet Options group, click on the Print
check boxunder the Gridlines heading, as illustrated.
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e View the worksheetin Print Preview view by pressing Ctrl+F2. As you can see the
worksheet will now print displaying gridlines.
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e Before continuing, re-click on the Print Gridlines check box so that the worksheet
will print without displaying gridlines.

Printing titles on every page when printing

e View the worksheetin Print Preview view by pressing Ctrl+F2. As you can see the
top row, containing the column titles is displayed on the first page.

Compoomnt code Celer MiUmbar in stock ‘Walum cf anch compeonant
1000 Aol
1MOm AEs
LoooE AcE
LOoODs McE
100008 Aol

.93
1150
I.a3
.37
.50

P TR I T

e Click on the Next Page arrow button, displayed at the bottom-centre of the page to
view the second page.

L |[of2 »

e As you can see the columns are displayed without a top row explaining what each
column relates to.
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1000 Whilk 4] 2.20
1mom whits 1 2.30
10N Whilks 1 2.40
1oy whits 3 z.50
1moss whits 3 .m0

e We need to fixthis as it would be very inconvenient to print out a long report and
always have to refer to the first page to know what each column relates to.

e Click on the Page Layout tab. Within the Page Setup group, click on the Print
Titles icon, as illustrated.
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e Ifnecessary move dialog box so that you can see the title row within the worksheet.

TIP: To move a dialog box, click on the Title Bar at the top of the dialog boxand
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while pressing the mouse button, drag with the mouse. When you release the mouse
button the dialog boxwill have moved.

Click in the Rows to repeat at top box, within the dialog box.

Page Setup =
| Page | Margns | Header/Footer ||
Print area: 5|
Print titles
Rows to repeat at top: | |E| |
Columns to repeat at left: |f_a
Print
[7] Gridiines Comments: MNane) [+]

Click within the top row on the worksheet and your dialog box will look like this.

Page Setup ==
| Page | Margns | HeaderfFooter | Sheet |
Print area: ﬁ:li:.|
Print tiles
Rows to repeat at top: §1:51 |EI
Columns to repeat atleft: |E]
Print
I Gridines . S e Ml =1

Click on the OK button to close the dialog box.

Press Ctrl+F2 to see the worksheet in Print Preview view. As you would expect the
title row is displayed across the top of the data.

Compoconent oxde Color MUmber inafock ‘Walum of sach componant
LOOoOT Mz2 z 2233
100002 AEa z 1130
100003 Acd 2 1133
100003 Med F 2237
LooooE Med 3 icag
100008 Acd e 11.00
IMOO07T Grccn a 1130
100003 Green a 1200
100003 Grccn = 1230
LOMOLID Smeen T iIoo
IO1Y Grcen = 1330

Click on the Next Page arrow button, displayed at the bottom-centre of the page to
view the second page.

L [of2
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¢ You can see the second page also displays a title row at the top of the data.
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100083 wWhis 00
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100080 Whie
10me1 Whic
1omez Whi=

320
330
LE

(R IR R S PR TR

TIP: You can use the same technique the repeat both rows and columns on every
page.

e Press Esc to exit from Print Preview view.

Printing the Excel row and column headings

e Click on the Page Layout tab. Within the Sheet Options group, click on the Print
check boxunder the Headings, as illustrated.
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e Press Ctrl+F2 to view the worksheet in Print Preview view. As you can see the row
and column heading are displayed, and would print like this.
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e Press Esc to exit from Print Preview view.

Spell checking

o Press F7 to start the spell checker
or click on the Review tab and click the Spelling icon.
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You will see the Spelling dialog boxdisplayed. Follow the onscreen prompfs.

Spelling: English (Australia) 2
Mot in Dictionary:
'Componnent Ignore Once

Ignore All
Add to Dictionary

Suggestions:
| Components
Change All
- | AutoCorrect |
Dictionary language: |English {Australia) |Z|
| Dptions. .. | ; Cancel

Previewing a worksheet

Always view a workbook in Print Preview mode prior to printing it. It allows you a
quick visual check over how the works heet will look when printed.

Click on the File Tab and then click on the arrow next to the Print command. From
the submenu, select Print Preview.

Save your changes and close the workbook.

Viewing workbooks side by side

This feature allows you to compare two versions of a workbook, side by side. Open
a document called Side by Side 1. Open a second document called Side by Side
2.

Click on the View tab and click on the View Side by Side command (located within
the Window group).

Side by Side 2 - Microsoft Bxcel

W View
e } E = g ;F_—l £ split ‘ L1 view Side by Side = iy =
N Lel B T : = Hide ! synchronaus Scro —H = =2
Zoom 100% Zoomto Mew  Arrange Freeze : £ - A Save Switch Macros
Selection | Window  All Panes:= L= AL DIMEE Hi hEsE Lt R - Workspace Windows = =
Zoom b Window Macros

This will display the two workbooks side by side. As you scroll down one works heet,
the other worksheet also scrolls down the screen. Try scrolling through each
worksheet to practice using this feature.
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Close both worksheets before continuing.

Zooming the view

Open a workbook called Zoom. This workbook contains text of various sizes, and

may be unreadable at the nomal viewing zoom level. You can use the Zoom
control to magnify the display of data on the screen (or to reduce the size of data of

the screen). You can see the Zoom slider control displayed at the bottom-right of
your screen.

Click on the Plus or Minus button, or drag the slider using the mouse to adjust the
zoon levels.

If you click on the Zoom value (100% in the example show above), you will display
the Zoom dialog box. You can use this to set exact zoom levels.

Zoom R
Magnification

200%

5%

50%

| 259

Fit selection

Custom: | 100 | %%
l Ok ] | Cancel |

Before continuing set the Zoom level back to 100 % and close the workbook.

Printing options

Open a workbook called Printing options.

To print the entire worksheet, click on the File Tab and then click on the Print side
tab.

TIP: The keyboard shortcut to display the Print options is Ctri+P.
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Setting the number of copies to print

e Within the Copies section of the printer options, type in the number of copies
required.
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@ __/ Brother MFC-7420 USB Printer on D531-LOU 2
Recert <=2 Offline: 2 documents waiting
i perties
New Printer Propertie
Settings
Print
- |_ Print Active Sheets o
Share Only print the active sheets

Pages: =] 1o

4k

Selecting a printer

e Within the Printer section of the printer options, click on the down arrow next to the
selected printer.

FRIE B AR
Home Insert Page Layout Formulas Data Review View
H Save B
Print
iﬂ Save As %;;l
: Copies: 1 =
= Open ad
= op Print
[ Close
Thita Printer
@__/ Brother MFC-7420 USB Printer on D531-LOU
Recent == el A i
=, Offline: 2 documents waiting
i perties
New Printer Propertie:
m ==
|_ Print Active Sheets |
Share Only print the active sheets

-

Pages: et 7

(R3]
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e From the drop down list displayed select another printer.

i
m Home  fmer Fapge Layoul Formisay Litm Review Views
il e
Prat
Wk A f=}
i save ad : ~
- Copiet 1 o
= Hpen Print
o Ciose
kg Printer
o Brother MPC-T4H) LISR Pringed g DET] L 0L
Rectnt o, Cifling 3 discirmeids waiting
3 Burgher MFC T4 USE Printer on 0531004
Hew "ﬂ? T 3 dngumesdy wailmg
m Bupther MFC-TH0 Printer on LOU-PCWENT
_f? Brady
Share Bring DCP178C
‘rj’ Fraify
Hel
P Fax
1] Dptiond =
Micrasan KPS Decumeni Wite
£ e st Prady
Send To DneMole 2000
i Frady
Al Bried ot
it o Fibe

Edormual argins

|| ] Mo Scaling
1000 Prin: +

Selecting individual worksheets or the entire workbook

e Within the Settings section of the printer options, click on the down arrow next to
the Print Active Sheets option.

Home Insert Page Layout Farmulas Data Review View

|l save

@ Save As H"_QJ

[ Open

Print

Copies: |1 =
Print
|_‘_‘f Close

hEa Printer

@ ___/ Brother MFC-7420 USE Printer on D531-LOU

REessl - Offfine 2 documents waiting
Printer Properties
New
“ =
[ | Print Active Sheets N
Share L Only print the active sheets
Pages: 2 o =
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e This will display options allowing you to print the active sheet, the entire workbook,
or just a selected area of a worksheet.

[- Print Active Sheets
' Only print the active sheets

| Print Active Sheets

| Only print the active sheets
Print Entire Workbook

| Print the entire workbook

—  Print Selection
=i Only print the current selection

Ignare Print Area

Selecting which pages to print

e Within the Pages section of the printer options, enter your starting and finishing
pages to be printed.

FTINTEr FTOQEermies

Mew
m i

[ | Print Active Sheets =
Share Oabepant-theactiashasts

Pages: ~| %o 2!
Help ;

=| Print One Sided =

2] Options 4 Only print on one side of the page
— ==, Cnllated

Single or double sided printing

e Within the Pages section of the printer options, click on the down arrow next to the
Print One Sided option.

Settings
Pl-il'!_l:
: [ J Print Active Sheets i
Share == Only print the active sheets
Pages: >l %o =
Help '
J Print One Sided 5
z] Options | Only print on one side of the page
Exit JIJ Collated o

23 173 123
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e Select the required option from the list.

| [ =] Print One Sided
I} Only print on one side of the page
= | Print One Sided
Only print on one side of the page

=] Print on Both Sides
; Flip pages on long edge

=] Print on Both Sides
J Flip pages on short edge

Collation options

¢ Within the Collated section of the printer options, click on the down arrow next to
the section.

Settings
Print
- | Print Active Sheets J
Share L Only print the active sheets
Pages: =] A o
Help ;
J Print One Sided ol
1] Options | Only print on one'side of the page
Exit |J|J Collated =
E 23 123 123
j Portrait Crientation -
e Selectthe required option.
/== Collated
WENE -
|“J'JJ._.2_.3 125 123
Collated

UU 123 125 123

I:|J Uncollated
u 111 222 333

Page orientation

¢ Within the Printer section of the printer options, click on the down arrow next to the
Printer Orientation section.
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Settings
Print
- [ 7] Print Active Sheets o
Share : Only print the active sheets
Pages: =] 1o :
Help —
1=| Print One Sided o
o] ; 1 Only print on one side of the page
2] Options P pag
9 it (Bl Collated =
123 1,23 123
1
j Portrait Orientation -

e Selectthe required option.

‘l - | Portrait Orientation -

j Portrait Orientation
—
== Landscape Crientation

Paper size

¢ Within the Printer section of the printer options, click on the down arrow next to the
Paper Size section.

m =
[ 7| Print Active Sheets

-
Share ! Only print the active sheets
Pages: : to =
Help —
|[ZZ] Print One Sided =
] Options ! Gnly print on one side of the page
: ==y Collated
Exit HENE -
= uul,ﬂ.._? 123 1323
j Portrait Crrientation g
s -
: A emx297 em
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e Selectthe required page size.
]| i
m__ ingert Paid Loyt ¥ trioet| Dt SEwiew Wik
i 5o | [ nmymTom
i e 24 Lette ;
_‘:“p-'" J15 cm v 37 90 o
n Irgal
d Cluse _ 1153 cmox 3555 om
info Dtcutive
Recen . M_ .
L | HBmEnm
.N'?'\ oo LA in
ENE .
haE LT6 (2459
b
J|P|? 1788 cme 174w
2] Oyl ‘|:-I:I'::;l:l # M.AT o
Eq e I.!.li
L3t x
Blammaal Mingin X
1 | Mo Scalng =
Margins
e Within the Printer section of the printer options, click on the down arrow next to the
margins section.
[~ 7| Print Active Sheets T
Share : Only print the active sheets
Pages: 5| o o
Help =
I Print One Sided i
[:] Options ’.=_‘ Only print on one side of the page
: == Collated o
X ElE 123 123 123
,j Portrait Orientation -
—_I A g
21 cmx29.7 cm
Mormal Margins =
n—i Left: 178 cm  Right 178 cm
e Selectthe required margin sizes.
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Last Custom Setting
Top: 1.9 cm Bottom: 1.9 cm
Left: 1.5 cm Right: 1.8 cm

[
A |z Header: 0.5 cm Footer: 0.8 cm
Print
P

]

MNew

Normal

Share Tl Top: 1.91 cm  Bottom: 1.91 cm
|_J Left: 178 cm Right 1.78cm
=0 Header; 0.76 cm  Footer: 0.76 cm
Help .
o Wide
j Options T Top: 254 cm  Bottom: 2.54 cm
| || e 254em Rignt 254 cm
E Exit =t Header: 1.27 cm Footer: 1.27 cm

MNarrow

Top: 191 cm Bottom: 1.91 cm
Left: 064 cm  Right: 064 cm
Header 0.76 cm  Footer 0.76 cm

b

|

I Custom Margins...

T Marmal Margins
i— Leftt 1.78cm Rightt 1.78 cm

e If you wish to set custom sized margins, click on the Custom Margins option. This
will display the Margins tab within the Page Setup dialog box.

‘Page Setup

| P‘age_| | Header /Footer | Sheet
Top: Header:
19 B 0.8 £
Left: Right:
1.8 [ 18 [
Bottom: Footer:
19 £ 0.8 (£
Center on page
[ Horizontally
[7] vertically
Options |

e You can enter custom sized margins as required.
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Scaling

e Within the Printer section of the printer options, click on the down arrow next to the
scaling section.

m e
[~ ] Print Active Sheets

1 -
Share X Only print the active sheets
Pages: *| o =
Help .
=| Print One Sided =
2] Options ] Only print on one side of the page
z ==y Collated
Exlt = | [e=
@ UH 123 123 133 i
j Portrait Orientation -
I e *
! ZLecmx 297 cm
| Narmal Margins =
1—1 Lefty 178 cm Right 1.78 em
jj Mo Scaling o
[100] Print sheets at their actual size
Page Setup

Select the required option from the list displayed.

LoaEnTo e waon

jj No Scaling

| Print sheets at their actual size

* Fit Sheet on One Page
‘*jw?‘ Shrink the printout so that it fits on one page
@

¢:j¢ Fit All Columns on One Page
5] Shrink the printout so that it is one page wide

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

Custom Scaling Cptions..,

jj Mo Scaling

"[98] Print sheets at their actual size

NOTE: You can click on the Custom Scaling Options link to display more options.
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Page Setup Co s
| Margins | HeaderFooter | Sheet
Crientation
7 i () Landscape
@ Portrait ) Lan
Scaling

@ Adjustto: | 100 - % normal size
i) Eit to: [1 | page(s) wide by |1 2] tal

Paper size: | A4 E}

Print guality:

First page number: | Auto

Printing
e To printa document using the settings you have selected click on the Print button.
ﬂ | i
“ Home Erisei] Page Layuud Farmuilas sl Peyaew Wi
if Sme Brint
L Fewe Ax " 3
o Copies: |1 i
& Open Prink
g Chose
Tnla Printer
e ".:_'FI Pil:t:ufhl:r h'IFE' ?i?:_] !II?R I:Itl_r_'__.." anm [53E-LOL il
T Prinfer Prooemie
Print Actene Sheets -
Share == Only prink the actve thests

Mammes ol =

e Close anyopen documents, saving any changes that you have made and close the
Excel program.
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