LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

UNDERSTANDING PRINTING

Printing, in its simplest form, means producing a printing only requires a printer which converts the
paper copy of what you have created on the electronic version into letters and other graphics on
computer screen. Early forms of printing required a page. Before you commit to printing to paper,
typesetting, printing presses and ink. These days there are a few things to consider.

Resisting The Urge To Print

These days printers are very cheap, easy to install and easy to use. While computers were
supposed to reduce the amount of paper and introduce a paperless age, in reality they have made it
easy to go through pages and pages of paper while we review and modify the data. If you take some
time to think the following things through, you may well reduce the volume of paper that you go
through.

Draft Versus Final

The first thing to consider is why you are printing. If you just want to review the layout and proof the
numbers, there is a good case for printing only a draft copy of the data. This uses less ink and in
some cases prints more quickly than a best-quality copy. If you have a colour printer, then you can
often choose to print in greyscale, saving the more expensive colour ink for later. If it's the final copy
that you want to print, then you should make sure you’ve previewed the output so that you don’t
waste precious ink, time, paper and patience.

When Printing Isn’t Printing

Traditionally, printing referred to creating a hard copy of the data, meaning a copy of the data on
paper. These days, printing can also be used to create an electronic version of the data, known as a
soft copy. For example, you can print to the Microsoft XPS Document Writer and create an XPS
version of the file, or use the Export features to create a PDF (portable document file) version of the
workbook.

Knowing What To Print

Before attempting to print from Excel you need to be aware and understand exactly what you are
printing. Do you want to print only a part (a range) of the worksheet, perhaps the entire worksheet,
or maybe all of the worksheets in a workbook? As a default Excel assumes that you wish to print
everything in the current (known as active) worksheet and that's what you’ll get if you choose the
simplest and easiest way to print in Excel.

Knowing Where To Print

Even though it may appear like it, printing is not handled by Excel, but rather through the operating
system of your computer. With the operating system you install printers on your computer — these
printers may be sitting on the table next to your computer, or may even be a fair distance away in
another room or on another floor and connected via your network. Once a printer has been installed
on your computer it will become available for printing your Excel data. One of the installed printers
on your computer will be set up as the default printer. The default printer is the printer that appears
in the Print dialog box when you access the printing operation. It's the printer that will be used
unless you select another one.

Knowing When To Print

When you tell Excel to print it must somehow convert what appears on a screen in columns and
rows into a logical, legible equivalent on paper. Naturally, if your data spans across dozens of
columns it won’t print easily on one sheet of A4 paper. As a consequence there will be breaks in the
printing as it spans across several pieces of paper — and these breaks may not necessarily occur
where you want them. So before you print anything on paper it is a good idea to use Print Preview
to see on the screen exactly how the data will print before you send it to the printer. Print Preview
provides a way of seeing how the data will look when it's printed without actually printing it. You
should always check Print Preview before sending any data to a printer.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

PREVIEWING BEFORE YOU PRINT

You would hope that what you see on your
screen is what you get when you print out on
paper — and generally this is the case. But what
happens if you have a large number of rows, or

many columns, or wide columns? How will Excel
render this to paper? If you are not sure how your
worksheet data will print it is a good idea to
preview the print data on the screen first.

Try This Yourself:

Before starting this
exercise you MUST open
the file Printing_1.xIsx...

Save As

Open
File

Click on the File tab to
display the Backstage
view, then click on Print

Save as Adobe

=

Print

Share

The Print options are
displayed on the left and
Print Preview on the right.
Print Preview shows you
how the worksheet data Sy
will appear when printed
on paper...

Export
Publish

Close.

Click on the Zoom to
2 Page tool at the bottom-
right to zoom in

You can use the scroll
bars if necessary to move ©
around the page when
zoomed in. Clicking on the
Zoom to Page tool will
zoom in and out...

New

Open

Save

3 Click on the Zoom to Sovee
Page tool to zoom out oAt

Click on the Show pint

4 Margins tool next to the share
Zoom to Page tool to see Expor
grey lines representing the Pubsh
page margins
We won't actually print at Aot
this point so let’s exit out...

Feedback

Click on the Back arrow
5 to close the preview and
return to the worksheet

Printing_1xsx - EBxcel ? - o X
i = Comertll1 B -
Print
Alpheius Global Enterprises
i Budget Forecast for First Quarter
Printer 2 Aeliadl
HP Universal Printing PCL §
B -
Ready Sales Jan Feb
Printer Properties Auckiand 1050254 1,547,000
i Dublin 1524294 1685548
Settings Melbourne 3,521,487 2,985,448
Print Acivee Sheets: New York 2,531,225 2,621,889
D Only print the active sheets
— = Total Sales 8,627,260 8,839,885
Pages: e -
E Print One Sided Costs Jan Feb
Only print on one side of th... Auckiand 550,998 850,554
= Collated Dublin 238,223 926,778
EE 123 123 123 T Melbourne 1936382 1,641,554
New York 1,392,666 1,441,847
D Portrait Orientation -
Total Costs 4718769 4,360,333
D M .
2\ iz I i Gross Income 3,908491 3,979,552
E Normal Margins
Left: 1.78 cm Right: 1.78 cm Fixed Costs. 2,145444 2,587,222
[ NoScaling
D:m Print sheets at their actual size HNECInoNnES) 17637 1,392,330
Page Setup -
K1} £
411 of1 » @ @
Printing_1xsx - Excel ? - o X
o Copies: |1 < v v T x T v v
" ipheius Global Enterprises. b
ek sage ForecostforFrst Quaris
) e - e o T
. : fens oz asomn s smes
Printer ousin S =R s o
pr Sre  imae  pam =
HP Universal Printing PCLE [l " e e
2 .. iy S— s s smas naos
- o owe T
Printer Properties Sosms e e
G smm smas  ress
. mmm e e me
Settings D s iwem smie
s emm s s
D Print Active Sheets
smer i rmm usen
Only print the active sheets
wes  umm wmm e
Pages: ~| to - Netincome. 1762067 13MI 106WE 4307
E Print One Sided
Only print on one side of th.. tesaep e e
= Collated
E .
EE 123 123 123
D Portrait Orientation -
D [ .
21 emx29.7 cm
E Normal Margins
Left: 1.78 cm Right 1.78 cm
[ NoScaling
Do print sheets at their actual size k o
Page Setup b .
N N
1 Jor1 ¥ oE

For Your Reference...
To preview before printing:
1. Click on the File tab

2. Click on Print to see a preview of your
worksheet

Handy to Know...

After you have previewed or printed you may
notice dotted lines in your worksheet — these
lines are page boundaries that indicate
where pages will break.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

SELECTING A PRINTER

When you perform any printing operation Excel while working in the current session of Excel.
must be told which printer to use. Unless you Should you wish to use a different printer you can
specify otherwise Excel will use the Windows do so using the Printer drop list which allows you
default printer or the last printer you specified to choose from any printer installed in Windows.

Try This Yourself: Pl

Continue using the e [ reep—. .
previous file with this )
exercise, or open the Printer s ooz oam

file Printing_1.xIsx... = i

Adobe PDF uevens mass ammme smee zames

Same
File

Ready srapae isem desss o sesan

Click on the File tab to

1 open the Backstage
view, then click on
Print

Fax e— sam semam amac mamas
Ready

HP Universal Printing PCL 6 Fixes gasts 2unes g amEs naass

Ready [S—— o ammo  acems saman

Microsoft Print to PDF
Ready teren e e

Click on the drop arrow
under Printer to see a
list of available printers

Microsoft XPS Document Writer
Ready

woe e

Send To OneNote 16
Ready

Add Printer...

Select the name of the | morie

printer that you wish to Left: 178cm Right: 178cm

use, or click on the drop [ osa -
. 100 Print shej P .t

arrow under Printer rin

again to close the list

Ensure that the printer o I

you have chosen is 9 ]
turned on, connected Printer > ey SDomED oD oER
and ready to use — it E -
will say Ready Frrree o fe Ge M. I
underneath the printer Settings s mEomDomnomE
when this is the case. [T PimAdivesness

Only print the active shects

You could print at this - Jul[ = e oom im mm amm
H Print One Sided

pOInt, or return tO yOl_‘Ir E On\;printun oneside of th. coneag e e

workbook, but we will

continue the next

exercise from here... B

W

—  Collated
EE 123 123 123 N

Portrait Orientation -

Ad
:I Click on the Back [ zrm:;@m
arrow to close the @ Left: 1.73:.3 Right 178cm
preview and return to [I0] Mo sealing

(100 Print sheets at their actual size

the worksheet Bage Setup

I .
[ :
! !

For Your Reference... Handy to Know...
To select a specific printer: e The list of printers on your computer will
1. Click on the File tab, then click on Print differ from the one shown above. The list of

printers will show all printers installed for use
on your computer and could include the
printer on your desk as well as the one
connected via the network two floors below
where you currently are.

2. Click on the drop arrow under Printer and
select the desired printer

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI

Page 3



LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

PRINTING A RANGE

Unless you specify otherwise, Excel assumes
that you wish to print everything that is currently
in the active worksheet when you choose one of
the print commands. You can elect to print only a

specified range in the worksheet by selecting the
range prior to accessing the print commands and
then working through the options in the Print tab of
the Backstage view.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Printing_1.xIsx...

Same
File

Click on the Medium
worksheet tab to see a
slightly larger worksheet

Click in cell A1, hold
down [stif], then click in
cell D24 to select the
range A1:D24

Click on the File tab to
display the Backstage
view, then click on Print

N B

W

All of the worksheet cells
appear in the preview,
indicating that all of the
data on the worksheet
will print...

Click on Print Active
Sheets in Settings, then
select Print Selection

Now the preview shows
only the selected range
of cells. You will need to
ensure that the printer is
online and ready to
use...

Click on [Print] to print
the range

(2

A B G D = [ G
1 |Alpheius Global Enterprises
2 get Fc
3
4 |Sales Jan Feb Mar Apr May Jun
5 |Auckland 105,025 154,700 148,837 163,721 180,093 198,102
& |Dublin 152,429 168,555 153,985 175,984 193,582 212,941
7 |Melbourne 352,149 298,545 274,122 301,534 331,688 364,857
8 |New York 253,123 262,189 245,400 269,940 296,934 326,627
g
10 |Total Sales 862,726 B83,989 B28,344 911,179 1,002,297 1,102,526
1
12 |Costs Jan Feb Mar Apr May Jun
13 |Auckland 55,100 85,055 81,387 90,076 99,084 108,992
14 | Dublin 83,822 92,678 87,911 96,703 106,373 117,010
15 |Melbourne 193,688 = 164,155 150,777 | 165,855 182,441 200,685
16 | New York 139,267 = 144,345 134,955 | 148,451 163,296 179,625
17
13 | Total Costs 471,877 | 486,033 | 455531 | 501,085 551,193 606,312
19
20 | Gross Income 390,849 = 397,955 372,813 | 410,094 451,104 496,214
21
22 | Fixed Costs 2,000 2,200 2,420 2,662 2,928 3,221
23
24 |Net Income 388,849 | 395,755 370,393 | 407432 448,175 492,993
25
Copies: |1 & [~
L,
=
Print ipheius Global Enterprises
it
Printer " b Dim i e e mem e
- Vasoums Sow  mese e  m mes e
HP Universal Printing PCL & e P muml gomn ek (o amem
S - M G e
' Printer Praperties e B e e s e
e mm s o ww mm e
Settings ol =w S R OER BN RS
e g . mm e eam e mam eem
T s rom mcome mams  mvem e sass  mae sene
. Fines Costs 200 2 2420 2862 2928 3z
[ == mwm s aum am me
Only print the active sheets
Print Entire Workbook
Print the entire workbook
o s
Print Selection
O el e
Ignore Print Area
D A4 N
L 21 cmx29.7 cm 1
Normal Margins .
| Left 1.78cm  Right 178em |
i NeScaling .
Dlion  Print sheets at their actual size
Page Setup
41 |of3 b @

For Your Reference...
To print a specific range:
1. Select the range to print

2. Click on the File tab, then click on Print
3. Ensure that Print Selection is selected in

Settings
4. Click on [Print]

Handy to Know...

e When you use the Print Selection option in
Print, anything currently selected in the
workbook will be printed. You can therefore
select multiple ranges and have them printed
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

PRINTING AN ENTIRE WORKBOOK

Unless you specify otherwise, Excel assumes
that you want to print all of the data in the current
or active worksheet. You can also elect to print all
of the worksheets in the workbook. This is handy

particularly if your workbook is made up of a
multiple number of smaller worksheets. Printing an
entire workbook is controlled from the Print tab in
the Backstage view.

. e Print
Try This Yourself:
= Copiess |1 z -
Before  starting  this it , ,
S o £ s
S & exercise you MUST open r—
O the file Printing_2.xIsx... Printer B Zp S Sp Ep
- HP Universal Printing PCL 6 i e
. . 5 e ) B —
1 Click on the File tab to Prnter Properties o S D Ta
display the Backstage Settings - EmoEm SR B
view, then select Print W T T
. n . Pages: 3 ta et Fid Casts ausas awam ozmmr vimas
2 Click on the first option QE bt e s . - s s s s
beIOW Settings, then :n‘\‘ytpr;monones\deofth... I .
select Print  Entire EB s s s -
Workbook D Portrait Orientation -
. a4
This can be a paper- U 2 emszsram -
wasting activity so it is a O] flormelMersins .
A f Left: 1.78 cm Right 178 cm
good idea to preview the [ Hoscing .
. g (100 Print sheets at their actual size
pages first. Notice that page et
the status bar shows
page 10f4... [T Jait» HE
|
3 Click several times on o B
Next Page in the rint
Preview to see the other - : -
REUES
CI|Ck on the Zoom tO ) Alpheius Leader Listing
rinter it
4 Page tool on the bottom- e B e e
right several times to 58 sy — panee (550 Campeel &
. rinter Properties NZ0000003 Helen Kai M
zoom in and out S NZ0000002  Norris Maunga .
NZ0000005 Vivian Smith Er
I H I rint Entire Workbool race oodson
You could print now if you (L] prm a3
were satisfied with the Pages: o[ 2 Neous o vy %
. Print One Sided ora ita U
S e Elw = e B 2
W'l Conserve paper... B e | == nL B o
5 Click on the Back arrow B roustommon cirip i s
to return to the worksheet 0~ B e il e ol
Zlicmid i NZO000018  Whetu Ramabundi Tc
@ Normal Margins . IR0O00000L Paula Cleary Er
Lefe 1.78cm Right 1.78cm IR0000002 Suzanne O'Dowd Ef
[ Mo Scaling IR0000003 Eileen Roddy M
[Jio  Print sheets at their actual size IR0000004  Conor Healy Fc
Do St IRO000005  Peter Morrow Er
IRO000006 Anthony O'Brien Cc
N IRNNDNNNT Marty Newla n T
«[3 Jota 0 [

For Your Reference...
To print the entire workbook:
1. Click on the File tab, then select Print

2. In the first option below Settings, select
Print Entire Workbook

3. Click on [Print]
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Handy to Know...

e When you choose to print the entire
workbook, all of the worksheets that contain
data will be printed. If there is an empty
worksheet in the workbook it will not be
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

SPECIFYING THE NUMBER OF COPIES

If you need multiple copies of a report (for Excel, the Print screen provides you with the
example), there is no need to print a copy from opportunity of specifying how many copies you
Excel and then rush down to the photocopier to want to print.

make five more copies. Whenever you print from

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file Printing_2.xIsx...

Same
File

Click on the File tab
to display the
Backstage view,
then select Print

=

Ensure that your
printer is online and
ready to print...

Click on the first

2 option under
Settings, then select
Print Active Sheets

Click in Copies in
3 Print to select the
value, then type 2

Click on [Print] to
4 print two copies of
the worksheet

(2

Copies: | 1 =
& |
Print Aipheius Global Enterpiises
oot o At
Printer et e sinem  eem s
s Tum  lamse  imem  somes
— Nrairs privyreiisyoiconsofi s
5 HP Universal Printing PCLE s muw umie ez sae
Ready ot saies amram  ammam ammur  mmosss
Printer Properties - - - . -
i Toms T meee  dimas
. ey e m s 2en
Settings Vesoure Previr oo vt
iy hrospeigiponyialierisiedil st
D Print Active Sheets - Toteitast gTazzes  spenim smama wmiug
Only print the active sheets [ e aemsm  somms mesin
P * to = - s 2w zmm mamss
r Print One Sided [—— v s umm s
D Only print on ane side of th...
f— =
EE Coe . =
123 123 123
D Portrait Orientation -
D Ad
21 cmx29.7 cm
@ MNormal Margins
Left: 1.78cm  Right 178 em
([  NoScaling
Dlio  print sheets at their actual size
Page Setup
«[1 Jat1» =
Copies: |2 -t
= |
Print Alpheius Global Enterpises
‘Buspst Fomenst o FrstQuarter
Printer oo s e e e
n Di lwmsa  imos  me
i am e
g HP Universal Printing PCL6 et sum mmis am osens
Ready s s mmam smer s
Printer Properties _— - - . -
i foss e Samas
Settings Tesnms s e swm
Yo e LR RS RS
D Print Active Sheets - Tetucan A7TIEPER 43E03E  4mAES wIas
Only print the active sheets R et asmsm ammas wasim
Pages: 7| te b Fomz coms zuses  amim  amm Tamem
r Print One Sided Nettoame voar umam amem s
D Only print on one side of th..
P -
||=D-|=D Collated
123 123 123
D Portrait Orientation -
D A4
21 emx297 em
E Normal Margins
Left: 1.78cm Right: 178cm
(0 MNoScaling
[Maco  Print sheets at their actual size
Page Setup
41 |of1 » @

For Your Reference...
To print multiple copies:

1. Click on the File tab, then select Print
2. Type how many copies you want in Copies

and click on [Print]

Handy to Know...

e The up and down arrows in the Copies
option are known as spinners. Each time
you click on them Excel enters the next
sequential number into the box for you.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

THE PRINT OPTIONS

There are many settings that you can use when
printing to get the exact output that you need.
You can print the worksheet or special features of
the worksheet. You can print to a printer or to a

file. You can print multiple pages per sheet or scale
a page to fit a particular paper size. This page
examines the controls in the Print area of the
Backstage view.

W N P

IN

0ON O U

Save As

Save as Adobe
PDF

Print
Share
Export
Publish

Close

Account
Options

Feedback

Copies &
Print button

Printer &
Printer
Properties

Print what &
Page range

Other print
Settings

Page Setup

Page
Navigation
tools

Margins &
Zoom tools

Print Preview
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Printing_2 xlsx - Excel

Copies: |2 :
a8
. Alpheius Global Enterprises
Q@ | o (s
— - = -
= Aucklond 1,080,288 1,347,000
Printer e e ieesses
el TS EE
HP Universal Printing PCL & Naw v TIWA]I 2EILEW 1422899
158 re o i L T
Printer Properties Costs tem Fen
uchiand 220888 220552
o Dustin ok 25,778
Settings — ey mem, pen

D Print Active Sheets
Only print the active sheets
Bty 1 & Fima co 2000 2mTm amam o,

i
[
iy
T
§B

E Print One Sided
Only print on one side of th..
Collated

EE -

123 123 123
D Partrait Orientation -
|:| Ad o
-
21 emx29.7 cm
E Normal Margins
Left: 1.78 cm  Right: 1.78 cm
([ NoScaling

| Do Print shests at their actual size

Page Setup

@_o

Allows you to specify how many copies of the data you want printed. Once you have set all the
options (below), click on the Print button to print.

411 |of1 ¥

Allows you to select from a list of installed printers and provides information about the current
printer. Printer Properties gives access to the printer-specific properties, usually including
printing quality, paper type selection (e.g. matt versus glossy) and maintenance.

Enables you to specify what part of the workbook to print. The default is the active worksheet,
however, you can change this to be a range from the workbook, or the entire workbook. Pages
allows you to specify exactly which pages of the report to print. Excel converts your column and
row layout to fit on pages of paper — this feature allows you to specify which of those pages to
print.

Collated specifies the order in which the pages of a multi-page printout are printed (i.e. all of the
page 1’s, then the page 2’s and so on, or print all of the pages for the first copy, then all of the
pages again for the second copy, and so on). Orientation selects the direction the page will be
printed on. Page Size enables you to select the page dimensions. Margins enables you to set
the non-printable area. Scaling enables you to shrink the data to fit in a specified area (e.g. Fit
Sheet on One Page).

Displays the Page Setup dialog box, enabling you to refine the options for the page even
further.

Use the arrows to navigate through the pages in a multi-page printout, thereby previewing each
page before printing. You can also type a specific page number to display that page directly.

Enables you to display margins in the preview and to zoom in and out of the page.

Print Preview allows you to preview your data on the screen, based on the settings specified.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

STRATEGIES FOR PRINTING WORKSHEETS

Unfortunately not all spreadsheets fit neatly into number of columns you have used, you will
A4 segments. Given that they may extend down probably need to tweak the settings a little to print
the page a long way because of thousands of larger worksheets. Here’s a list of the techniques
records, or far across the page because of the that you can use to make the job easier.

Adjusting Columns Widths

The first method you may use to reduce the width of a worksheet is to adjust the column widths. While
other methods might be quicker, adjusting the column widths has the added advantage of allowing you
to match the width of the columns to the data in the columns. You can auto-size them by selecting all of
the column headers and double-clicking on the right border of one of the column headers. Alternatively
you can select the column headers and drag one border to the required width to resize all, or resize each
one manually.

Margins
If you only need a small amount of extra width or length to fit your data on a page, you can adjust the
margins. This is the amount of white space between the edge of the paper and the printed part of your
spreadsheet. Page Layout view is best for making this type of adjustment because you can drag
margins to new widths and see the result immediately. Alternatively you can select the pre-set Narrow
margin settings under Margins in the Page Setup group on the Page Layout tab.

Orientation

If you have a reasonably small number of rows but lots of columns, changing the page orientation to
Landscape might fix your sizing problems and allow you to fit the data on one page. The same applies
when you have lots of rows and columns — generally it makes more sense to have more columns for
each row than it does to have lots of rows. Experiment a bit and decide on what works best with your
particular worksheet.

Scaling
Another option for printing larger worksheets is to scale the worksheet down so that it fits exactly into the
required number of pages. The only disadvantage with this is that it's possible scale it down too far and
make it illegible. You can also scale to a specific percentage.

Page Breaks
Excel automatically creates page breaks according to the printer, paper size and margins. You can
override automatic page breaks by creating your own and placing them in more logical positions such as
at the end of a department or section.

Paper Size
If you have printers with the capacity, you can change the paper size to A3 or larger so that you can fit
more data on the page without losing readability.

Print Areas
You can print parts of a larger worksheet by setting a print area. A print area is delineated by a dashed
line and the range name Print_Area is assigned so that you can select and locate it easily.

Readability

You can improve the readability of larger worksheets using several methods. You can repeat rows
and/or columns on each page using Print Titles, print the worksheet using Gridlines so that you can
read an entire row and/or add Headers and Footers. Adding page numbering will also allow you to you
organise the pages more easily.

Page Layout vs. Print Preview

Page Layout view is useful for visualising the margins and general layout, but be sure to make a final
check using the preview available in the Print area of the Backstage.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

UNDERSTANDING PAGE LAYOUT

In Microsoft Excel, there are several ways you ruler as well as how the worksheet will appear
can alter and edit the layout of your worksheet. when printed. You can then use the Page Layout
To begin, it is advisable to view your worksheet in tab to alter the layout of your pages.

Page Layout view as this shows the margins and

Page Layout View

In Page Layout view the horizontal and vertical rulers are displayed making it easy to measure the width
and height of the data. It is also easier to see the difference between the individual margin settings and
page scaling options than when the document is in other views. It is the ideal view to use when you want
to see what your document will look like when printed, while still being able to edit the document.

Header placeholder The horizontal ruler
F] 1 z T B 5 7 3 o Tio Ti1] Tiz[ Td3] T4 |15 G 7 g|
A B | c | D | E |
1] Alpheius Global Enterprises
2 Budget Forecast for First Quarter
= E |:|.
= 4 | Sales Jan Feb Mar Total
3 | Auckland 1,050,254.00 1,547,000.00 1,488,369.00 4,085,623.00
" 6 | Dublin 1,524,294.00  1,685,548.00  1,599,854.00  4,809,696.00
7 | Melbourne 3,521,487.00  2,985,448.00  2,741,221.00  9,248,156.00
B g | New York 2,531,225.00 2,621,889.00 2,453,999.00 7,607,113.00
= 9 |
10 Total Sales 8,627,260.00  8,839,885.00  8,283,443.00 25,750,588.00
° 11
12 Costs Jan Feb Mar Total
Cq 3 Auckland 550,998.00 850,554.00 818,874.00  2,220,426.00
& 14 | Dublin B838,223.00 926,773.00 879,114.00 2,644,115.00
15 Melbourne 1,936,882.00 1,641,554.00 1,507,774.00 5,086,210.00
o 16 New York 1,392,666.00  1,441,447.00  1,349,552.00  4,183,665.00
| 17

The vertical ruler

The Page Layout Tab

Using the Page Layout tab, you can alter the way your worksheet appears when printed. You can
specify options such as which area is to be printed, whether you want the gridlines or headings to print
and what size paper you would like to print the worksheet on and much more.

Home Insert Page Layout Farmulas Data Review View Power Pivat Q Tell me what you want to do...

B Colors - @ p'@ IE [El | E:DE\ Soa Width: |Automatic ~| Gridlines Headings = J1Bring Forward ~ |2 Align ~
— Fonts = 5 : D 3 H:I’ Fl s E” 2 [|Height: |Automatic ~| [ View  [¥| View = [[3Send Backward ~ LE1Group
Themes Margins Orientation Size  Print Breaks Background Print — e C .
- Effects = 3 o = Area~ o Titles ﬁ._k-l Scale: 115% .|| LJPrint || Print pgl;Selection Pane “k Rotate
Themes Page Setup ] Scale to Fit [P} Sheet Options [F} Arrange

MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

USING BUILT-IN MARGINS

All spreadsheets come with the default settings of
1.78cm for left and right margins and 1.91cm for
top and bottom margins. These settings are
known as Normal and, while they are suitable for

most spreadsheets, there may be some situations
where you want more or less space in the margins.
To make it easier for you, Excel provides
alternative pre-set margins of Narrow and Wide.

Home

Insert

Formulas Data Review View Power Pivat

Page Layout

Try ThIS Yourself' A B Colors - ¥ = ] oy Width: | Automatic - | Gridline
a = f=
Fomsv @ % [D [;" L1 E::j’ E:DHeight: Automatic ~ | [/ Viey
Themes — Margins Orientation Size  Print Breaks Background Print N .
Before stan‘ing this - [Dleffects~ & - = e Titles el Scale  100% Pri
q:; .2 eXGI'CISG you MUST Themes _II_-aEspt:Cus?grn[iettngtmmmg o F] Scale to Fit l Sheet|
ST open the file Page S ] IR g
Setup_1.xlsx... o
- r - MNormal
Top: 191 B 191
Ensure  the  Small E s rr I
R Header: 0.76 cm  Footer: 0.76 cm
1 worksheet tab is
selected, click on the 8 Wid
. . i Top:E 254 cm  Bottorm: 2.54 cm
View tab, then click on E Left  254cm  Right 254 cm
Page Layout |n the 1 Header: 1.27 cm  Footer: 1.27 cm »bal Enterprises
Workbook Views group i E v st for First Quarter
. . A 3 1 Top: 191 cm Bottorm: 1.91 cm
This shows you the size L4 Left  084cm Right 0.64cm Mar Total
Of the marg/ns N 5 — Header: 0.76 cm  Footer: 0.76 cm 347,000.00 1,488,369.00 4,085,623.00
o 6 ; i85,548.00  1,599,854.00  4,809,696.00
Click on the Page 7 CielomMamgine - )85,448.00  2,741,221.00  9,248,156.00
2 Layou G el dEn @hek 8 New York 2,531,225.00  2,621,889.00  2,453,999.00  7,607,113.00
on Margins in the Page
Setup group to display e . ) . ) ] i
a menu of options
If a custom setting has C
recently been created it C
will also be listed here... 1 Alpheius Glabal Enterprises
L 2 Budget Forecast for First Quarter
3 SeleCt Wide i Sales Jan Feb Mar Total
. . . - Auckland 1,050,254.00  1,547,000.00  1,488,369.00  4,085,623.00
This increases the size - Dublin 1,524,254.00  1,685,548.00  1,599,854.00  4,809,696.00
. elbourne ,521,487.00  2,985448.00  2,741,221.00  9,248,156.
of the  margins, i ware | pusmel s smal samses
providing more white 2
10 Total Sales 8.627.260.00  8.839.885.00  §.283.443.00 25.750.588.00
space around the data...
Repeat Step 2t0 SeleCt o 0 E 3 7 5 C 7 3 CREETRERT 2 T W] T Tis T T i DORems] T =
4 Narrow A ; c o e ; s X
This setting reduces the B
margins to a minimum :
. 1 Alpheius Global Enterprises
SO you Can flt more On 2: Budget Forecast for First Quarter
one page"' - ii Sales Jan Feb Mar Total
~ 5: Auckland 1,050,254.00  1,547,000.00  1,488,363.00  4,085,623.00
Repeat Step 2 to select 6 Dublin 1,524,294.00  1,685,548.00  1,599,854.00  4,309,696.00
5 7| Melbourne 3,521,487.00  2,985,448.00  2,741,221.00  9,248,156.00
Normal to restore the 8 mewron 253,250 262000 24535500 760711300
Or|g|na| Settlngs 190: Total Sales 8,627,260.00  8,839,885.00  8,283,443.00  25,750,588.00
1

For Your Reference...

To use built-in margins:
1. Click on the Page Layout tab
2. Click on Margins in the Page Setup group
3. Select an option

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e You can activate Page Layout view by
clicking on the Page Layout icon in the
status bar.

o The Narrow margin option reduces the width
of the left and right margins but sets the top
and bottom margins to the same width as
Normal to allow for headers and footers.

MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

SETTING CUSTOM MARGINS

You can change the left, right, top and bottom the left margin to allow for things such as holes to
margins to any size you like. This is especially be punched in the printed page. You can change
helpful if you need to meet -corporate one or two margin settings or modify all of them.

specifications or if you simply want more room on

Page Setup ? X

Try This Yourself: Page | Margins | Header/Footer  Sheet

Top: Header:
19 |5 08

Continue using the previous file
with this exercise, or open the Page Setwp rox
ﬁle Page Setup_Z.X/SX... Page  Margins  Header/Footer  Sheet

Left:
18 = Top: Header:

Ensure the Small worksheet 24 |2 0s |2
tab is selected and Page
Layout view is active sottom:

19 £ Left: Right:
On the Page Layout tab, click Center an page 23 5 Bk

[ Horizontally

on Margins in the Page Setup Dl yoneaty
group, then select Custom — .
Margins to display the Page rnt._ | | P a2 s 12
Setup dialog box [ coreronsae

[ Horizontally
[ vertically

Same
File

N B

3 On the Margins tab of the o
dialog box, click once on the up gt | | pont prevew | | Qotions..

spinner arrows for Top and -
Bottom so they read 2.4 o =

As you click, the corresponding
rule in the preview will be o
highlighted...

Click once on the up spinner
arrows for Left and Right so
they read 2.3

Click on [OK] to apply the
settings and make the margins
wider r

Alpheius Global Enterprises
Budget Forecast for First Quarter

Jan Feb Mar Total
1,050,254.00 1,547,000.00 1,488,369.00 4,085,623.00
1,524,294.00 1,685,548.00 1,599,854.00 4,809,696.00
3,521,487.00 2,985,448.00 2,741,221.00 9,248,156.00

U

~N o kW

On the Page Layout tab, click
on Margins o L s | ¢ b e | £ | s
The custom settings you
created will be displayed at the L
top of the list so you can apply
these  settings to  other
spreadsheets...

Alpheius Global Enterprises
Budget Forecast for First Quarter

Jan Feb Mar Total
1,050,254.00 1,547,000.00 1,488,369.00 4,085,623.00
1,524,254.00 1,685,548.00 1,599,854.00 4,809,696.00
3,521,487.00 2,985,448.00 2,741,221.00 9,248,156.00
2,531,225.00  2,621,889.00  2,453,999.00  7,607,113.00

Select Normal to return the
7 margins to the default size

L R R

For Your Reference... Handy to Know...
To set custom margins: e The margin size spinner arrows in the Page
1. Click on the Page Layout tab, click on Setup dialog box increase or decrease the
Margins in the Page Setup group, then margins in units of 0.1cm. If you wish to
select Custom Margins increase or decrease the size of the margins

by a different unit, you can select the existing
] settings and type a measurement with up to
3. Click on [OK] two decimal places.

2. Change the settings as required

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

CHANGING MARGINS BY DRAGGING

Margins can be adjusted by clicking and dragging
on the ruler in Page Layout view. This saves you
having to use the Page Setup dialog box. If you
aren’t sure exactly what size you want the

margins to be, but you want to fit more content on a
page, you can drag the margins out until the extra
data fits. Alternatively, you can drag with lots of
care to create a margin of a specific width.

Try This Yourself:

Continue using the previous
file with this exercise, or open i
the file Page Sefup 3.xIsx...

Same
File

Ensure the Sma// worksheet =
tab is selected and that Page
Layoutview is active

@ W g W =

— 1 ] 3 4] 5 g 7 g g 0 2] 3
Left Margin: 1.78 Centimeters
A

Alpheius Global Enterprises
Budget Forecast for First Quarter

Sales Jan Feb Mar Total
Auckland 1,050,254.00  1,547,000.00  1,488,369.00  4,085,623.00
Dublin 1,524,294.00  1,685,548.00  1,599,854.00  4,809,696.00!

Point to the left margin in the o
horizontal ruler to display the
tool tip, as shown

N B

This tells you that the margin G621
/s currently 1.78 cm...

Drag the margin to the right
3 until the tool tip reads 2.54
Centimelres, as shown

A vertical line will appear down
the page showing you exactly
where the margin will align... =

= TSR

Alpheius Global Enterprises
Budget Forecast for First Quarter

Drag the right margin to the
left until it reads 2.54
centimetres

Release the mouse to adjust
the margin =

On the Page Layouttab, click S
on Margins in the Page Setup

ON O WU

= R R TN

4 Release the mouse to adjust . Sales fan Feb Mar fotal
. Auckland 1,050,254.00 1,547,000.00 1,488,369.00  4,085,623.00!
the margln Dublin 1,524,254.00 1,685,548.00 1,599,854.00 4,809,696.00
The text now aligns where the o
vertical line appeared...
Point to the right margin to T T T T
display the current margin size . . c o .

Alpheius Global Enterprises
Budget Forecast for First Quarter

Sales Jan Feb Mar Total
Auckland 1,050,254.00  1,547,000.00  1,488,359.00  4,085,62
Dublin 1,524,294.00  1,685,548.00  1,599,854.00  4,809,69

group and select Last o
Custom Setting

For Your Reference...
To change margins by dragging:
1. Click on the View tab

2. Click on Page Layoutin the Workbook
Views group

3. Drag the margin either in or out as required

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

o When you drag margins into a new position
you can’'t use Undo to restore them. If you're
concerned about ruining the layout, save the
spreadsheet before adjusting the margins
and then close without saving if you’re not
satisfied with the result. Otherwise, you can
just drag them to another position.

MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

CENTRING ON A PAGE

Unless you specify otherwise, the data in your

spreadsheet will be printed at the top left-hand

corner of the page, commencing immediately

below the header section of the page and

immediately to the right of the left margin.
Sometimes it enhances the appearance of a page if
you centre the data on the page. You can centre
data horizontally, vertically, or both.

Try This Yourself:

Continue using the previous
file with this exercise, or
open the file Page
Setup_4.xIsx... F

Same
File

Alpheius Global Enterprises
Budget Forecast for First Quarter
I:-
Sales Jan
Auckland

Feb
1,050,254.00  1,547,000.00

Mar
1,488,369.00

Total
4,085,623.00

Ensure the Small worksheet
tab is selected and Page
Layout view is active

N R T R VR

3

Dubiin
Melbourne
New York

Total Sales

1,524,294.00
3,521,487.00
2,531,225.00

8,627,260.00

1,685,548.00
2,985,448.00
2,621,889.00

2,839,285.00

1,599,854.00
2,741,221.00
2,453,999.00

8,283,443.00

4,809,696.00
9,248,156.00
7,607,113.00

25,750,588.00

Click on the Page Layout

N B

tab, click on Margins, then
select Custom Margins to
display the Page Setup
dialog box

Page Setup

Page

Margins

Header/Footer  Sheet

Note the Centre on page
settings, in the bottom half of
the dialog box...

Under Centre on page, click

Top:

24 =

23 &

Header:

0.8 =

Right:

23 &

on the checkboxes for
Horizontally and Vertically
so they appear ticked
4 Click on [OK]
You may notice the Center on page
spreadsheet has  moved

further in from the left margin
but it appears to still starts at
the top of the page...

Click on the File tab, then
click on Print

EBottom: Footer:

24 5 0.8 |5

Print... Print Preview

Options...

Cancel

From the preview it is clear
that the adjustments will be
made when the spreadsheet
is printed...

Click on the Back arrow to
return to the worksheet

For Your Reference...
To centre data on a page:

1. Click on the Page Layout tab, click on
Margins in the Page Setup group, then
select Custom Margins

2. Click on the checkboxes for Horizontally
and Vertically in Centre on page until they
both appear ticked, then click on [OK]

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e The horizontal centring occurs between the

left and right margins, and the vertical
centring between the top and bottom
margins. To ensure that the data is centred
perfectly on the page, the left and right
margins must be equal, and the top and
bottom margins must be equal.

MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

CHANGING ORIENTATION

There may be times when you want a large print page orientation is portrait where the page is taller
job to appear on one page. Excel has a number than it is wide. To fit a wide spreadsheet on a page
of features to help you do this. The first method is you can turn the paper around so that it is sideways
to change the page orientation. The normal — this is called landscape.

Try This Yourself: . A s e >

Continue  using the =

€ o previous file with this _ .
& i-t . 1 Alpheius Leader Listing
a exercise, or open the 2
3 i 3 No FirstName Last Name Position
flle Page Setup_5 XISX . 4 NZ0000001 Peter Reynolds Enterprise Leader
r 5 NZ0000002 Mary Campbell Effective People Leader
H 6 NZ0000003 Helen Kai Monies Leader
CIICk on the Large " 7 NZ0000004 Norris. Maunga Forward Thinking Leader
Worksheet tab to d|sp|ay - 8 NZ0000005 Vivian Smith Enterprise Opportunities Leader
. 9 NZ0000006 Grace Goodson Communications Service Leader
thIS WorkSheet 10 NZ0000007 Kate Rualowy Insurance Service Leader

Click on the View tab, | @)
then click on Page

W N

Layout in the i
Workbook Views group — Brme  (he=i z — meulas Dataszi = L R T R —
A Colors = ] N B [ = | | G Width:  Automatic - Gridlines  Headings | 13 Bring Forward -
A S = = = . . .
Click on the Page Marfjins Orientation Size Prift Breaks Background Print EllHegh Automatic 7| b View | A View | Te) Sen! Backuiard
h [ - - Arch- - Titles | T}l Scale  [100% Print Print | 5; Selection Pane
Layout tab, then click EIT: 5| Saetoft 5 shectoptions n e
on Orientation in the b2t - rdols Product Leader
Page setup group 1 1 D pendseaee 4] 5 g ki g B 0] i iz el i 15 9] ] g g
The two options for - = L 8 [ ¢ -

orientation are Portrait
and Landscape. At the -
moment, the Portrait q Alpheius Leader Listing
orientation is selected...

4 Select Landscape o

The page now fits more
CO/UmnS Of data 1 1 E 3 4| 5 6| 7] 8| B o) i i3] EE] 1 g G 7] ig| 9|

1 Alpheius Leader Listing
2
i 3, No First Name LastName  Position Office E-Mail
4 NZ0000001 Peter Reynolds Enterprise Leader Auckland preynold
™ 5 NZ0000002 Mary Campbell Effective People Leader Auckland mecampbs
6 NZ0000003 Helen Kai Monies Leader Auckland hkai@alg
" 7 NZ0000004 Norris. Maunga Forward Thinking Leader Auckland nmaunga
- 8 NZ000000S Vivian Smith Enterprise Opportunities Leader Auckland  vsmith@
9 NZ0000006 Grace Goodson Communications Service Leader Auckland  ggoodso
10 NZ0000007 Kate Rualowy Insurance Service Leader Auckland krualon
For Your Reference... Handy to Know...
To change the page orientation: e You can access the page orientation settings
1. Click on the Page Layout tab by clicking on the File tab, clicking on Print,
2. Click on Orientation in the Page Setup then clicking on Page Setup.
group

3. Select Portrait or Landscape

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

SPECIFYING THE PAPER SIZE

While the majority of the work you'll print will be
on A4 paper, there may be times when you want
to print on larger or smaller sheets of paper. For
instance you may want to print a poster at A3

size (as long as your printer is capable) while you
may prefer to print a menu or flyer at A5 size. Excel
allows you to specify the paper size to print on so
that you can see the layout and prepare the data.

Home  Insert [ERSIEWSRSN Formulas  Data  Review  View  PowerPivot @ Tell me what you want to do..
H . : [ colors - L] N L s Width: | Automatic ~  Gridlines Headings | 1 Bring Forward +
Try Thls Yourself' [A] Fonts ~ @ FE ID IE%’ 1 EEE; $ (I Height: | Automatic | V] View [ View | ¥{ Send Backward -
Themes — Margins Orientation = Size | Print Breaks Background Print -
- [Oleffects- - - — Titles | e Scale  100%  C Print Print | G} Selection Pane
/| /| Themes or - Scale to Fit 5 SheetOptions K Anange
2 Cont_lnue .USIn.g the D ;ftst;mxz?aatm ’ ’
i previous file with this a1 - oo
g eXerCiSe’ or Open the 1 7 1 D 2158 em x 35.56 cm o T = B UG a1 g
g file Page Lol Soemas D ;
Setup_6.xIsx... [ Euecie
1841 cmx 26.67 cm
Ensure the Large [] Seremeizem
1 worksheet tab s . et M
selected and Page ] No s osition Oﬂ‘ilcle : E-Mail
Layout view is active,
then click on the Page o
Layout tab
2 Click on Size in the ; R B L R R R B i e e e e T T T
Page Setup group to A B c 0
display a menu of
options, as shown -
Notice A4 is Currently ; Alpheius Leader Listing
hlghllghted in green, o3 No FirstName LastName  Position
3 3 3 4 NZ0000001 Peter Reynolds Enterprise Leader
Indlcatlng that the i 5 NZ0000002 Mary Campbell Effective People Leader
current paper size is 6 NZ0DD0003 Helen Kai Moniedee:dekr ,
7 NZ0000004 Norris Maunga Forward Thinking Leader
A4- 8 NZ0000005 Vivian Srnithg Enterprise Oppo?tunities Leader
The paper sizes o
available are controlled
in part by which printer
you have Selected”. 1 1 3 4 5 G g g 0] 1 2] 13 14 5] 1] 1 1g] 9]
A B [« D E
3 Select A5 to see how
much data would fit on 3
the smaller paper size
1 Alpheius Leader Listing
:I Repeat step 2 to select 2 ! N ] :
. 3 No First Name Last Name Position Office E-Mail
A4 aga'n 4 NZ0000001 Peter Reynolds Enterprise Leader Auckland preynold
r 5 NZ0000002 Mary Campbell Effective People Leader Auckland mcamphbi
NOW the data fits across - 6 NZ0000003 Heleh Kai Mnnieslearnjerr Auckland  hkai@alg
7 NZ0000004 Norris Maunga Forward Thinking Leader Auckland nmaunga
the page 8 NZ0000005 Vivian Smith Enterprise Oppartunities Leader Auckland  vsmith@

For Your Reference...
To specify the paper size:

1. Click on the Page Layout tab, then click on
Size in the Page Setup group

2. Select the paper size of your choice

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e You can access the paper size settings by
clicking on the File tab, clicking on Print,
then clicking on Page Setup.

e You can access the printer settings and
check all available paper sizes by clicking on
Page Layout > Page Setup > Size, then
selecting More Paper Sizes.

MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

SETTING THE PRINT AREA

By default, Excel’s print area is all of the data in
the current worksheet. One option for printing
part of the data is to select it, then print the
selection. However, if you want to print this area

frequently, you would have to reselect it each time
you open the file. Print areas, on the other hand,
are saved with the spreadsheet so that you can use
them at a later date.

A B C D E F G
- 1 |Alpheius Leader Listing
Try Thls Yourself: : N First Name Last N Positi offi E-Mail Teleph
o irs lame lame 'osition ice -Mai elephone
- :  zmooooea by cophell e nepeoti st ki oo lo43 34402
() Continue using the 6 |Nzoooooo3 Helen Kai Monies Leader Auckland m.nz 649 344 0203
E preViOUS f,le Wlth th,s 7 |Nzooooooa N-cvr-ris Marmga Forwan? ThinkingLea-d.er Auckland com.n 649 344 0204
. & |NZ0000005 Vivian Smith Opportunities Leader Auckland m.nz 649 344 0205
qé eXerCISG’ or Open the 9 |nzoooooos Grace d C ications Service Leader Auckland  gg i m.n 649 344 0206
, 10 [Nzoooooo7 Kate y Service Leader Auckland iusge.com.n 6493440207
‘g flle Page 11| NZ0000008 Brian Houson Banking and Finance Service Leader  Auckland m.nz 1649 344 0208
Setup_7.xIsx... 1 | zoooaae e e e eesmrers A e tpee s e
14 [Nzooooo11 Kris Tamahori  Careers and Education Service Leader Auckland com.nz 16493440211
15 |NZ0000012 Kelk Jones Health Services Service Leader Auckland .com.nz 6493440212
1 Ensure the Lar ge 16 | Nzooooo1z Arlh‘:u Maohori i Product Leader Auckland i m.n 6493440213
H 17 NZ0000014 Marama  Takarami ronics Product Leader Auckland p com.n 6493440214
WorkSheet tab IS 18 | NZ0000015 Samuel Jenkins Computer Products Product Leader Auckland m.nz 649 344 0215
selected and Normal 19|Nz0o00016 Hine i icles Product Leader Auckland com.nz 16493420216
q q . 20| NZ0000017 Bab Smith Life Style Product Leader Auckland m.nz 649344 0217
view IS aCtlve, then 21 |Nzooooo1s Whetu  Ramabundi Tools Product Leader Auckland | wramabundi@alpheiusge.com.nz |64 9 344 0218
Se|eCt the range 22 L Paula Cleary ise Leader Dublin p y i ie 3531873 6558
A3:G21 (1]
This is the list of staff
in Auckland...
o File Home Insert Page Layout Formulas Data Review View Power Pivot
Click on the Page B Colors ~ LR IEN | oy Width: | Automatic -
§ Aa olors e I N | a3 Width:  Automatic
2 Layout tab, then click | | = Fants ~ @ DD ID E;’ o EE‘; & Height: | Automatic ~
. . Themes Margins Orientation Size  Print  Breaks Background Print
- )] Effects ~ - - - - i cale: v
on Print Area in the [@]es Area Titles [l Scal 100%
Page Setu rou Themes Pag [, Set Print Area IF} Scale to Fit IF}
2=l
. Clear Print A
Select Set Print A3 - L S
3 Area, then click away A B c D E
from the selected
area to deselect it
After a moment a line o Print
will appear around o [
o opies: |1 s -
the area...
Print
Click on the File tab,
4 then click on Print Rnter
HP Universal Printing PCLG
The print  preview W e
shows you that only T
the Auckland data will [ s
be pr’nted, as per the : .Onlyprm:tl’\ea:twesheeti
. ages: 3l to i
print area... ok One Sic
B s
Click on the Back =g Colne c
123 123 123
5 arrow to return to the 'D o
worksheet ’
[
I D 21 emx297 em i

For Your Reference...
To set a print area:
1. Select the range
2. Click on the Page Layout tab

3. Click on Print Area, then select Set Print
Area

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \

Handy to Know...

e You can set non-contiguous areas as the
print area but each range will print on a
separate page. To print two different parts of
a worksheet adjacent to each other, select
the area between the ranges then click on
Home > Cells > Format, then select Hide &
UnHide > Hide Rows/Columns.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

CLEARING THE PRINT AREA

Any print area that you set is saved with the need to clear the existing print area. If you have
spreadsheet and will be remembered next time several non-contiguous ranges set as the print
you go to print that particular worksheet. If you area, these will all be cleared at once when you
want to print another part of the worksheet, you clear the print area.
A | B | C | D | E | F | G
T Th - Y If 1 |Alpheius Leader Listing
ry This Yourself: :
' 3 |No First Name LastName Position Office E-Mail Telephone
4 | NZ00000O1 Peter Reynolds Enterprise Leader Auckland i m.nz 649 3440219
g g 5 |NZ0000002 Mary Campbell  Effective People Leader Auckland  mcampbell@alpheiusge.com.nz |64 9 3440202
Contlnue USIng the 6 |NZ0000003 Helen Kai Monies Leader Auckland  hkai@alpheiusge.com.nz 649 344 0203
g () previous flle Wlth thlS 7 |NZ0000004 Norris Maunga Forward Thinking Leader Auckland  nmaunga@alpheiusge.com.nz 649 3440204
c = . & |NZ0000005 Vivian Smith Enterprise Opportunities Leader Auckland  vsmith@alpheiusge.com.nz 649 344 0205
[, w exercise, or Open the 9 |NZ0000006 Grace Goodson  Communications Service Leader Auckland d Ipheiu m.nz 6493440206
. 10 | NZ0000007 Kate Rualowy Insurance Service Leader Auckland  krualowy@alpheiusge.com.nz 164 9 344 0207
flle Page Setup_8-XISX--- 11 NZ0000008 Brian Houson Banking and Finance Service Leader Auckland  bh Iphei m.nz 1649 344 0208
12 |NZ0000003 Tara Kinelly Legal Service Leader Auckland  tkinelly@alpheiusge.com.nz 649 3440209
13 |NZ0000010 Nora Mita Building Services Service Leader Auckland  nmita@alpheiusge.com.nz 649 344 0210
1 Ensure the Large 14 |NZ0000011 Kris Tamahori Careers and Education Service Leader Auckland  ktamahori@alpheiusge.com.nz 649 3440211
a 15 |NZ0000012 Kelly Jones Health Services Service Leader Auckland  kjones@alpheiusge.com.nz 6493440212
WorkSheet tab IS 16 NZ0000013 Arthur Maahori Communications Product Leader Auckland  amaghori@alpheir m.nz 6493440213
SeleCted and Normal 17 |NZ0000014 Marama Takaraml Electronics Product Leader Auckland rvtakérsml@alpt\elusge.com.nz 6493440214
. . . 18 |NZ0000015 Samuel Jenkins Computer Products Product Leader Auckland  sjenkins@alpheiusge.com.nz 649 344 0215
view is active 19 |NZ0000016 Hine Boramori  Vehicles Product Leader Auckland  hboramori@alpheiusge.com.nz |64 9 3440216
20 |NZ0000017 Bob Smith Life Style Product Leader Auckland  bsmith@alpheiusge.com.nz 6493440217
. 21 NZ0000018 Whetu Ramabundi Tools Product Leader Auckland i m.nz 649 3440218
you Can See the prlnt 22 |IR0000001 Paula Cleary Enterprise Leader Dublin pcleary@alpheiusge.ie 35318736558

area indicated by a line o
around the cells...

2 On the Page Layout

tab, click on Print Area 2 e | e | D [ e | E L ¢
. 1 |Alpheius Leader Listing
in the Page Setup 2]
3 |No First Name Last Name Position Office E-Mail Telephone
group, then select Clear 2 [naoosomn Peter  Reynolds |Enterprise Leader Auckland _ preynolds@alpheiusge.comn: 649 5420219
H 5 |NZ0000002 Mary Campbell  Effective People Leader Auckland  mcampbell@alpheiusge.com.nz 649 3440202
Prlnt Area 6 |NZ0000003 Helen Kai Monies Leader Auckland i h m.nz 649 344 0203
. . 7 |NZ0000004 Narris Maunga Forward Thinking Leader Auckland  nmaunga@alpheiusge.com.nz 649344 0204
The pr[nt area Outl[ne 8 | NZ000000S Vivian Smith Enterprise Opportunities Leader Auckland  vsmith@alpheiusge.com.nz 649 344 0205
. . 9 |NZ000D006 Grace Goodson Communications Service Leader Auckland  ggoodson@alpheiusge.com.nz 649 344 0206
will dlsappear... 10 | NZ0D00007 Kate Rualowy Insurance Service Leader Auckland  kruslowy@alpheiusge.comnz 649 3440207
11 NZ0000008 Brian Houson Banking and Finance Service Leader Auckland  bh Iphei m.n: 649 344 0208
R g 12 |NZ0000003 Tara Kinelly Legal Service Leader Auckland  tkinelly@alpheiusge.com.nz 649 344 0209
C“Ck On the F’Ie tab’ 13 |NZ0000010 Nora Mita Building Services Service Leader Auckland  nmita@alpheiusge.com.nz 1649 3440210
then CIiCk on Print 14 |NZ0000011 Kris Tamahori  Careers and Education Service Leader Auckland  ktamahori@alpheiusge.com.nz 6493440211
15 |NZ0000012 Kelly Jones Health Services Service Leader Auckland  kjones@alpheiusge.com.nz 649 344 0212
. 16 | NZ0000013 Arthur Maohori Communications Product Leader Auckland  amachori@alpheiusge.com.nz 6493440213
The pfeVIeW ShOWS that 17 |NZ0000014 Marama  Takarami Electronics Product Leader Auckland  mtakarami@alpheiusge.com.nz 649 3440214
. 18 | NZ0000015 Samuel Jenkins Computer Products Product Leader Auckland jenki i m.n: 6493440215
a” Of the data WI” nOW 19 | NZ0000016 Hine Boramori Vehicles Product Leader Auckland  hboramori@alpheiusge.com.nz 64 9 3440216
print 20 |NZ0000017 Bob Smith Life Style Product Leader Auckland  bsmith@alphei m.nz 6493440217
21 |NZ0000018 Whetu Ramabundi Tools Product Leader Auckland  wramabundi@alpheiusge.com.nz {649 3440218
CI' k h B k 22 |IR0000001 Paula Cleary Enterprise Leader Dublin pcleary@alpheiusge.ie 35318736558
ick on the Back arrow
4 to return to the o
worksheet
For Your Reference... Handy to Know...
To clear a print area: e You can add to existing print areas by
1. Click on the Page Layout tab selecting another range then clicking on

Print Area and selecting Add to Print Area.

¢ You can replace an existing print area by
selecting and setting another range.

2. Click on Print Area in the Page Setup group
3. Select Clear Print Area

Page 17
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

INSERTING PAGE BREAKS

Excel creates its own page breaks when you print your own page breaks wherever you need them.
preview a worksheet and displays them as You can insert them at the start of a column, the
dashed lines across and down the worksheet. start of a row, or in fact in any cell in the worksheet
However, you do have the option of inserting except A1.
1 1 z El q 5 G 7 3 g Tig 1 [ERREE & Tis
Try This Yourself: A 8 | ¢ | b
15: NZ0000012 Kelly Jones Health Services Service Leader
Conﬁnue using the @ 16| NZ0000013 Arthur Maohori Communications Product Leader
(] 7 7 R 7 17 NZ0000014 Marama Takarami Electronics Product Leader
g g preVIQUS flle Wlth th'IS = 1Ei NZ0000015 Samuel Jenkins Computer Products Product Leader
(75} w exercise, or open the ﬁle 19| NZ0000016 Hine Boramori Wehicles Product Leader
Page Setup 9.x/sx... 5 20| NZ0000017 Bob Smith Life Style Product Leader
- 21 NZ0000018 Whetu Ramabundi  Tools Product Leader
= 22 IRO00000L .Paula Cleary Enterprise Leader
1 Ensure the Large 23 | IR0000002 Suzanne O'Dowd Effective People Leader
worksheet tab is = 24 |RO000D03 Eileen Roddy Monies Leader
Selected and Page 25| IR0000004 Conor Healy Forward Thinking Leader
. . . = 26 | IROO0D0D00S Peter Morrow Enterprise Opportunities Leader
La_VOUt view IS aCt|Ve, 27 IR0O000006 Anthony Q'Brien Communications Service Leader

then click in cell A22 to
select the cell o

This is the first record for
the staff in Dublin. We
Want to Iist them On a 1 1 2 3 4 5 I3 7 8 g 10| 1 12| 13 14| 15
separate page... 2 E | ¢ | D

Click on the Page
2 Layout tab, click on -

Breaks in the Page 22 IR0000001 Paula Cleary Enterprise Leader
SetUp gl’OU p, then SeleCt 23 | IR0000002 .Suzanne O'Dowd Effective People Leader
Insert Page Break T 24 IRO000003 Eileen Roddy Monies Leader
25 | IRCO00004 Conor Healy Forward Thinking Leader
Ce” A22 now appears at i 26 | IROO0000S Peter Morrow Enterprise Opportunities Leader
the Start Of the Second - 27 | IRCO00006 Anthony O'Brien Communications Service Leader
28 IRCO00007 Marty Dayle Insurance Service Leader
Page--- L 29: IRO00000S Eireann McCafferty  Banking and Finance Service Leader
30 IR0OD00009 Melissa Quinn Legal Service Leader

Scroll up and examine
3 the first page o

Only the first 21 rows will

be printed on this page... : .
4 Repeat steps 71 and 2 to n 8 | c | 5
insert page breaks at 19 NZ0000016 Hine Boramori Vehicles Product Leader
cell A40, A58 and A76 2% NZ0000017 Bob Smith Life Style Product Leader
SO that every C|ty Starts 21 NZ0000018 ‘Whetu Ramabundi  Tools Product Leader
on a new page
Scroll up to view the
5 changes
For Your Reference... Handy to Know...
To insert a page break: e You can also insert vertical page breaks by
1. Click on the Page Layout tab clicking in the first row (i.e. cell) of a column
. . and clicking on Breaks then selecting Insert
% GleR e (2t & T D (g (e goup Page Break. The page break will be inserted
3. SelectInsert Page Break to the left of the selected column.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

USING PAGE BREAK PREVIEW

Page Break Preview is a special view created to
help you rearrange and organise page breaks.
It zooms out from the worksheet so that you can
see more of the pages and see the effect that

changes to margins or formatting changes have on
the position of page breaks. Page breaks can be
either inserted by you (manual page breaks) or
created by Excel (automatic page breaks).

Try This Yourself:

Same
File

=

Continue  using  the
previous file with this
exercise, or open the file
Page Setup_10.xIsx...

Ensure the Large
worksheet tab is active,
click on the View tab,

A

B

= =} E

F

a5

TE | FRO00001 lHenriette Lacombe  Enterprize Leader Fariz hlacombe@alpheiusge.fr 1331356602
77 |FRO0000Z2 Chantelle Paoirer Effective People Leader Paris cpoireti@alpheius ge fr | 3313586 02
& |FROO00OZ Jean Gerierre Monies Leader Fariz jgerierre@alpheiusge. fr

T3 |FROOO0O4 Fierre Kras Forward Thinking Leader Faris pkras@alpheiusge.fr

50 |FRO0000S Juliette  Vasmeule  Enterprize Opportunities Leader  Paris jwasmeule@alpheiusge fr

& |FROO00OE Gaston  Delafdare Communications Service Leader  Paris gdelamare@alpheiusge fr

&2 |FROOO0OT Susi Lacombe  Insurance Service Leader Fariz slacombe@alpheiusge.fr

33 |FRO000OS Katerina  Castaldid Banking and Finance Service LeSd P ariz keastalova@®alpheiuzge fr

g4 |FRO00003 Merida  Arameus,, LéaslSetbicf Lagdaf™ % Dpariz narameus@alpheiuzge.fr

35 |FRO00OID Wictor  Brounzan  Building Services/Service Leader  Pariz wbrounson@alpheiusgedr 1321356602
36 |FRO00ON Hanthea Maurice  Careers andEdugation Service Le2 Paris smaurice@alpheiusge.fr Izz1358602
&1_|FRO00012 Chantelle Fenuasse Health Services Service Leader Fariz crenausse@alpheiusge fr Izz1358602
&8 |[FROOOM3 Hugo Castille Communications Product Leader  Paris heastille@alpheiusge fr Izz31358602
&3 |[FROOO04 Christian Gadelle Electronics Product Leader Fariz cgadelle@alpheiusge fr

50 [FROOOMS Wivian Moantepatrs Computer Products Product Lead: Paris wmontepatre@alpheiusge fr

3 |FRO0OOIE Candice  Stremanells Vehicles Product Leader Faris catremanelle@alpheiuzge fr

52 |FROOOM? Julian Hoppe Life Style Product Leader Faris jhoppe@alpheiusge.fr

53 |FRO000S Levon Horace Tools Product Leader Fariz Ihorace@alpheiusge.fr 1321356602
34

then click on Page Break o
Preview in the
Workbook Views group
to display the workbook a 5 c 5 e F
. . . 22 _IIHUUUUUDI FPaula Cleary Enterprise Leader Dublin peleary@alpheiusge.ie 135215873 655
in this view 23 |IR000000Z Suzanne O'Dowd  Effective People Leader Dublin ~ sodowd@alpheiusge.ie 13531273 655
24 |IRO0000OO Eileen Fioddy Manies Leader Dublin eroddy@alpheiusge.ie | 3631873 656
25 |IR0000004 Conor Healy Forward Thinking Leader Dublin chealy@alpheiusge.ie | 3631873 656
2 SCFO” Up SO that you can 26 |IRO000005 Peter Morrow  Enterprise Opportunities Leader  Dublin pmorow@alpheiuzge e | 3631873 656:;
21 |IR000000E Anthony | O'Brien Communications Service Leader  Oublin aobrien@alpheiuzge.ie | 3631873 56:
See page 1 28 |l a7 Marty Dioyle Insurance Service Leader Diublin mdoylei@alpheiuzge.ie 13531873 656
23 |IR000000S Eireann  MecCafferty Banking and Finance Service Lead: Dublin emecaffery@alpheiusgeie | 3531873 656
30 |IRO00000S Melizza  Quinn Legal Service Leader Dublin mquinni@alpheiuzge iz
The page breaks are 31| IR000000 Paddy  DeeqanBuilding Services Service Leader, Dublin  pdeegan@alpheiusge je
g 32 IR 1 Kira Converl  Caregrswand EdugatiomServicelle: Dublin - keonvery@alpheiusge.ie
Clearly marked by solid 33 |IR00000IZ Desmond Hayes | e alihServices Sefuiseleader _o/Dublin dt Ik e
q 5 34 [IRO0000TE Tara Connolil  Cormmuhications Pradutt Le adémEubli teonnoly@alpheiusge.ie
blue lines to SIgn/fy they 35 |IRO0DO0N4 Darren Grant Electronics Profuct Leader Dublin  dgrant@alpheiusge.ie
. 36 |IRO00001S Michelle Cahalan  Computer Products Product Leads Dublin meahal an@alpheiuzge.ie
were inserted by you and 37 |IR000001E Sicbhan  Kellher  Vehicles Product Leader Dublin  skellher@alpheiusge.ie
. . 38 |IRO000OOIT Mora Caiszie Life Style Product Leader Diublin naissie@alpeiusge.ie
differentiate them from 33 |IR00000IS Alana  Keane  Tools Product Leader Dublin  akeane@alpheiusgee
. 40 | AUO0O00 Julianne  Kerr Enterprise Leader Melbourns jkerm@alpheiusge.com.ay
the automatic page 41| Auoooone Hamy  Jones  Effective Pecple Leader
42 |AU0OO0OZ Angel Harrington  Monies Leader Melbourns aharrignton@alpheiusge.com.d 613 3844 000
breakS EXCG‘I Creates, 43 |AUDOODO4 Peter Dawson  Forward Thinking Leader Melbourns pdawson@alpheiusge.com.au | 613 3844 000!
g 44 |ALI00OOOS Iark Jones Enterprise Opportunities Leader  Melbournd mjones@alpheiuzge.comau | 613 3344 000
WhICh appear as daShed 45: ALI00000E Maureen Grayzon  Communications Service Leader  Melbourns mgrayzon@alpheiusge.com.ad 613 3244 000
46 | AUDOODOT Augustine Millson Insurance Service Leader Melbourne amillson@alpheiusge.com.au | 613 3344 000

lines...

(3

Drag the second blue line
(bottom of page 2) down

to before cell A45 to A B | C | D | E
make page 2 Ionger 39 |IR0000018 Alana Keane Tools Product Leader Dublin
40 |AUODO0DL Julianne  Kerr Enterprise Leader Melbourne
Click on Normal in the 41 |AUO00DO2 Harry Jones Effective People Leader Melbourne
4 Workbook Views group 42 |AU000003 Angel Harrington  Monies Leader Melbourne
43 |AUODDODA Peter Dawson Forward Thinking Leader Melbourne
You’'ll see that the 44 | AUDD000S Mark Jones Enterprise Opportunities Leader Melbourne
posiﬁon of the line has 45 |AUODD0DE Maureen  Grayson Communications Service Leader Melbourne
Changed 46 |AUODDODT Augustine Millson Insurance Service Leader Melbourne
47 |AUODO0ODE Amanda  Bennet Banking and Finance Service Leader  Melbourne
48 |AUDO0DOY George Samuelson  Legal Service Leader Melbourne
49 |AU000D010 Meville Smith Building Services Service Leader Melbourne

For Your Reference... Handy to Know...

To use Page Break Preview: e You can drag the vertical page breaks as

1. Click on the View tab, then click on Page well as the horizontal ones. For example, by

Break Preview in the Workbook Views dragging the far right page break across one
group column to the left we could have prevented

2. Drag page breaks into new positions as 1 Wil ST U b [,
needed ¢ If you move automatic page breaks, they

become manual page breaks.

MUSTAFA H.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

REMOVING PAGE BREAKS

Manual page breaks are suitable if you always anymore and wish to remove them. You can
want the pages to start where you have remove page breaks one at a time or all at once. If
indicated. However, circumstances may change; you remove all manual page breaks, they will be
you may find that you don’t need the page breaks replaced by automatic ones.

Try This Yourself: A B ¢ b

Continue using the previous

€ o file with this exercise, or B
(‘/“J w Open the flle Page 22 |IR0000001 .Paula Cleary Enterprise Leader

Setup 11.XISX”_ 23 IR0000002 Suzanne O'Dowd Effective People Leader

- i 24 IRO00D0003 Eileen Roddy Monies Leader
25 IRO000004 Conor Healy Forward Thinking Leader

1 Ensure the La’_'ge ST IRO00000S peter Morrow Enterprise Opportunities Leader

Worksheet tab IS Selected — 27 IRO000006 Anthony  O'Brien Communications Service Leader

and Page Layout VieW iS 28 IRO00000T Marty Doyle Insurance Service Leader

. 5 29 IRO000008 Eireann McCafferty  Banking and Finance Service Leader
active
L If the page breaks aren't visible, click on the View tab, then click on

2 f\;";” to and click in cell Normal in Workbook Views to refresh them

To remove a single page
break, click in the cell where

the page break was inserted i e TN L B o e e e e
— immediately below the A B c D
page break llne"' 19: NZ0000016 Hine Boramori Vehicles Product Leader
. E 20 | NZ0000017 Bob Smith Life Style Product Leader
C“Ck on the Page LaYOUt 21 NZ0000018 Whetu Ramabundi  Tools Product Leader
i i = 22 IR0000001 paula Cleary Enterprise Leader
ap, CIICK on breaks In ine I
23 | IRO000002 Suzanne O'Dowd Effective People Leader
Page Setup grOUp, then = 24 | IRO00D0003 Eileen Roddy Monies Leader
Se|eCt Remove Page Break 25 | IRO000004 Conor Healy Forward Thinking Leader
i = 26 | IR0000005 Peter Morrow Enterprise Opportunities Leader
The page break will be 27 IRO000006 Anthony  O'Brien Communications Service Leader
pag ]
deleted and a Computer- E 28 | IRO000007 Marty Doyle Insurance Service Leader
. - 29 | IR0000008 Eireann McCafferty  Banking and Finance Service Leader
generated one WI” appear n 30 | IR0O000009 Melissa Quinn Legal Service Leader
between rows 33 and 34. a

You can also remove every
manual page break in a
worksheet simultaneously...

Click on Breaks in the Page
4 Setup group, then select
Reset All Page Breaks

All of the page breaks that
you created will be removed
and automatic page breaks
will be inserted where
they’re needed

For Your Reference... Handy to Know...
To remove page break(s): e You can’t remove automatic page breaks.
1. Click in the cell with the page break These are created by Excel and are

controlled by the paper size and the
specifications of the selected printer.

o When you select Reset All Page Breaks
Excel removes manual page breaks in the
current worksheet only.

2. Click on the Page Layout tab, then click on
Breaks in the Page Setup group

3. Select Remove Page Break or Reset All
Page Breaks

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

SETTING A BACKGROUND

Background refers to the area behind the into the background for display purposes, but they
numbers and text in the spreadsheet — the area are not printed. The image will be inserted at its
that is plain white, by default. You can insert a default size and then tiled across the background of
photograph or other graphic file such as a clip art the entire worksheet.

Try This Yourself: Insert Pictures

Continue using the

g o previous file with this g emaie Browse !
& E exerclse or Open the flle Browse files on your computer or local network
(7,1 7

Page Setup_12.xlsx... B Bino mage search e

“  Search the web
Ensure the Large
worksheet tab is Z& OneDrive - Personal Breass
selected and Page g

Layout view is active,

then press +

to return to cell A1

=

Also insert from:

The background of the
worksheet is currently n L1
white...

2 Click on the Page e

Layout tab, then click
on Background in the
Page Setup group to
display the Insert RS EERRECRERG R RENCRRE AR R R
Pictures pane . A | & | e | D

3 Next to From a file click
on Browse to display =
the Sheet Background

dialog box

=

W

Navigate to the course
files folder

~N o

Click on Dock.jpg, then
click on [Insert] =

b

IOIUJ

The white background

of the spreadsheet will o
be replaced by the
photograph

For Your Reference... Handy to Know...

To set a background: o If you set a background, make sure that the
1. Click on the Page Layout tab figures and other information in the

] ] worksheet are still easy to read. If the
2. Click on Background in the Page Setup backgroundiis quite dark, you may like {0

group . . ) change the font colour to white or yellow.
3. Locate and click on the image file Either that or modify the image to create a
4. Click on [Insert] paler version.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

CLEARING THE BACKGROUND

If you change your mind about the background background before setting another. When a
you have applied for whatever reason, you can background is set, the Background tool in the
easily remove it. To replace the background with Page Setup group on the Page Layout tab
another image you must delete the current changes to Delete Background.
" e[ o S ] e S e e
Try This Yourself: . A B | e | D

Continue using the
previous file with this i Add header
exercise, or open the
file Page
Setup_13.xIsx...

Same File

Ensure the Large
worksheet tab is
selected and Page =
Layout view is active, o
then examine the

worksheet o

Y

=R - R R TR R

=
(=]

The background is
currently filled with a

phOtOgraph, t/led LIRETI T || T 2‘ T 3| T 4‘ T 5| T Gl T 7‘ T s| T g‘ T ml T "l T |;| T ﬁl T |4| T ﬁr_r
across the entire . & B | c D
worksheet...

On the Page Layout
2 tab, click on Delete

Add header

) L 1 |Alpheiu5 Leader Listing 1
Background in the R
Page Setup group r 3 No FirstName Last Name Position
4 NZ0000001 Peter Reynolds Enterprise Leader
The default Whlte r 5 NZ0000002 Mary Campbell Effective People Leader
. [— [ NZ0000003 Helen Kai Monies Leader
baCkground WI” be L 7 NZ0000004 Narris Maunga Forward Thinking Leader
restored — & NZ0000005 Vivian Smith Enterprise Opportunities Leader
- El NZ0000006 Grace Goodson Communications Service Leader
— 10 NZ0000007 Kate Rualowy Insurance Service Leader
For Your Reference... Handy to Know...
To clear a background: o An alternative to using a background image
1. Click on the Page Layout tab is to use Fill Colour in the Font group on the

Home tab. Simply select the cells that you
want to apply the fill colour to before
selecting a colour.

2. Click on Delete Background in the Page
Setup group
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

SETTINGS ROWS AS REPEATING PRINT TITLES

If you have a long list of data to print, it can be printed data, Excel allows you to set a row or rows
confusing by the time you get to the third page if as print titles that are repeated at the top of every
you can’t remember what each of the columns page. This way, each column has its own heading
refers to. To make it easier for you to interpret no matter which page it is on.

o Page Setup ? X
Try This Yourself: _
Page Margins  Header/Footer
Continue using the Print area: F
£ o previous file with this Print titles _
& 'S exercise, or open the file fowsto repest attop: £
Page Sel‘up_ 74X/SX Columns to repeat at left: ERs
Print
Ensure the workbook is in [ Gridtines Comments: | (None) <
1 Paage Lavouftview. then L Black and white Cell grrors as: | displayed ~
g Ve ’ [ Draft quality -
on the Page LayOUt tab, |:| Row and column headings
CIiCk on Pl'l'nt ﬁt/es in the Page order
Page Setup group to @® Down, then over
display the Sheet tab of O Oyer, then down
the Page Setup dialog box
Click in Rows fo repeat at
2 tfop, then click on the row Brint.. | | Print Preview | | Opfions..
header for row 3 p—
This inserts the reference
$3:83 in the text box...
Click on [OK] to apply the 1 Rl Rl e LR R I RE R R ISR RLRE N E R
3 changes A B c D
Scroll down to see the
4 titles in row three repeated
at the top of every page
No First Name Last Name Position
n Norma/ V/e”/, l‘he 34i IRO000013 Tara Connoly Communications Product Leader
g 35 IR0000014 Darren Grant Electronics Product Leader
spreadSheet W///appea/‘ 36: IROD0001S Michelle Cahalan Computer Products Product Leader
Unchanged e 37 | IRO000016 Siobhan Kelliher Vehicles Product Leader
38 | IRO0000L7 Nora Caissie Life Style Product Leader
5 C||Ck on the Wewtab, click 39| IRO000013 Alana Keane Tools Product Leader
. . 40 AU000001 Julianne Kerr Enterprise Leader
on Norma/ VI?W in the il AU000002 Harry Jones Ef'fectF:ve People Leader
WOI‘/(bOO/( |/IeWS group, 22| AU000003 Angel Harrington  Monies Leader
then scroll down to page 2 o
The titles in row 3 don't
appear at the top of this
page and if you scroll
further, you will see that
they don't appear at the
fop of any of the pages

For Your Reference... Handy to Know...

To set a row as a repeated print title: ¢ If you only want part of a row to be repeated
1. Click on the Page Layout tab at the top of a page, set the part of the list
2. Click on Print Titles in the Page Setup that you want to display as the print area.

group The rows and columns then repeated as
3. Click in Rows to repeat at top, then click on titles will only be those that appear in the
the row header(s) print area.

4. Click on [OK]
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

CLEARING PRINT TITLES

Print titles are columns that are repeated on the
left of every page or rows that are repeated at the
top of every page. They make it easier to
understand tables of information. However, if

your worksheet has repeated titles that you no
longer need, you can clear them simply by
removing the row or column references in the Page
Setup dialog box.

o Page Setup ? X
Try This Yourself:
Page Margins Header/Footer Sheet
Continue  using  the Print area: £
€ o previous file with this Printtiles
& &L exercise, or open the file Bows to repeat attop: || A
Page Setup 15.X/SX... Columns to repeat at left: Rz
- Print
Ensure the Large [ Gridiines Comments: | (None) v
. [] Black and white -
Worksheet tab IS |:| Drat lity Cell grrors as: | displayed ~
raft quali
selected and that Page ] Row and column headings
Layout view is enabled Page arder
. ® Down, th
2 Click on the Page O Oser them down
Layout tab, then click
on Print Titles in the
Page Setup group
Frint... Print Preview Options...
Select the range in
3 Rows to repeat at top, Cancel
then press
Click on [OK] to apply T FRE q 5 g LRERE T R TR F R IRV T
4 the change, then scroll A B c )
down the worksheet
There are no longer
headers for  each i
Column in the table on 34 | IRO0D0013 Tara Connaly Commur?icationsProductLeader
35 | IR0000014 Darren Grant Electronics Product Leader
the second page and 36 | IRO000015 Michelle Cahalan Computer Products Product Leader
subsequent pages 37 | IR0000016 Siobhan Kelliher Vehicles Product Leader
38 | IR0000017 Nora Caissie Life Style Product Leader
39 | IR0O000013 Alana Keane Tools Product Leader
40 AUD00001 Julianne Kerr Enterprise Leader
41 | AUD00002 Harry Jones Effective People Leader
42 | AUD00003 Angel Harrington  Monies Leader
43 AUD00004 Peter Dawson Forward Thinking Leader

For Your Reference...
To clear print fitles:

1. Click on the Page Layouttab, then click on
Print Titles in the Page Setfup group

2. Select the ranges in Rows to repeat af fop
or Columns to repeat at left, then press

3. Click on [OK]

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY

Handy to Know...

o When you set rows or columns to be
repeated on each page, Excel automatically
creates a range name of Print_Titles for the
cells that will be repeated. You can identify
which cells will be repeated by selecting this
range using the Name box in the Formula
Bar.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

PRINTING GRIDLINES

In longer lists with row after row of data, it can be
difficult to follow data across the printed page. In
these situations, it may be more convenient to
print gridlines with the report so that you can

easily follow data across the page or down the
page. Gridlines also make the process of proofing
and editing a worksheet much easier.

Home Insert

Data

@ Tell me what you w3

Page Layout Formulas Review View Power Pivot

Try This Yourself' nColors' @ D:“ = L o3 Width: | Automatic - Gridlines Headings
; R O ® @5
Themes Fonts Margins Orientation Size  Print  Breaks Background Print 3..D Height Automatlc: 2 View | W1 View
Continue using the . [OEffects - s . v Arar - Titles | =lSeale  100% 2 | [ Print Print
% prev’ous flle Wlth thIS Themes Page Setup ] Secale to Fit ] Sheet Options [F]
g exercise, or open the e
3 file Page
Setup _16.xIsx...
Select the Large :
1 g Print
worksheet, then
ensure that the Page o | o=t E -
Layout tab is active .
. | Alpheius Leader Listi
2 In the Sheet Options nter i "
group: CIiCk on Print ? HP Universal Printing PCLS :;0000001 :::Z:“Eme ;?ntff :r?lsletrls::se Leader
H H H - ea NZ0000002 Ma Campbell Effective People Lead
under Gr.ldllnes SO It — Printer Properties NZ0000003 Hel:w Kai Monies Leader
appears t|Cked St NZ0000004 Norris Maunga Forward Thinking Leac|
ettings NZ0000005 Vivian Smith Enterprise Opportunit
L t, h th P?nt Active Sheets NZ0000006 Grace Cnmr:::micat?::s Servi
s il ook BH oy e~ Nzo00207 tae sy inaraceseves o
gridlines will look... o | e | Rinooioo Fars il agdiserwce Lo
Print One Sided NZ0000010 Nora Mita ' Bu?ldin,g Services Servi
C“Ck on the File tab, ﬁ Only print on one side of th... M NZ0000011 Kris Tamahori Careers and Education
3 then click on Printto R e Nasodnons M e eommnesion e
A NZ0000014 Marama Takarami Electronics Product Le
See a preVIeW Of the D Landscape Orientation - NZ0000015 Samuel Jenkins Computer Products Pr
WO rksheet NZ0000016 Hine Boramori WVehicles Product Lead
D Ad . NZ0000017 Bob Smith Life Style Product Leac
The preview Clearly 21emx28.7cm NZ0000018 Whetu Ramabundi Tools Product Leader
shows that the
gridlines will print with
the rest of the
worksheet...

Click on Zoom to
Page to make the
preview larger, so you
can view it more easily

Click on the Back
arrow to return to the
worksheet

For Your Reference...
To print gridlines:
1. Click on the Page Layout tab

2. In the Sheet Options group, click on Print
under Gridlines

3. Print the worksheet
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Handy to Know...

e You can print gridlines by clicking on the
Sheet tab of the Page Setup dialog box,
then clicking on Gridlines so it appears
ticked. The Page Setup dialog box is
accessible by clicking on the dialog box
launcher in the Sheet Options group on the
Page Layout tab.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

PRINTING HEADINGS

The term headings, in a spreadsheet, refers to particularly helpful if you are trying to check the
the column and row headings — the letters across integrity of formulas and other information in the
the top and the numbers down the left. These spreadsheet. You can choose to print headings
help you locate and identify specific cells and are with the rest of your data.

Home Insert Page Layout Formulas Data Review View Power Pivot @ Tell me what you wa
Try This Yourself' nCoIors' @ Dn’ = L o3 Width: | Automatic - Gridlines Headings
- o D s i <
Themes Foms' Margins Orientation Size  Print Breaks Background Print J U Height Automatlc: o View V\:ew
Contlnue us’ng the - Ef'Fects' - - - e - Titles 3:;\_vt—l.‘.cale: 100% . ] Print | [+ Print
.& . . . . Themes Page Setup ) Scale to Fit ] Sheet Options F]
ic  previous file with this
2 exercise, or open the e
3 file Page
Setup _17.xIsx...
O riint
Select the Large
1 worksheet and & | el :
ensure that the Page o
Layout tab is active A B c
Printer D 1 |Alpheius Leader Listing
2
2 In the Sheet s HP Universal Printing PCLE 3 |No First Name LastName  iPosition
5 A = &3 er nterprise Leader
Opt'ons group! CIICk fesdy Printer Properties : $g££$ :Jlaatry Campbell Efftectizvepeloplel
on Print under 6 |Nz0000003 Helen Kai Monies Leader
. . Settings 7 |NzZoooooo4 Norris Maunga Forward Thinking’
Headings ~so it [ e e et
appears tICked Only prin the active sheets 10 |NZ0000007 Kate Rua lor Insurance Service
Pages: B = 11 |[NZ0000003 Brian Hous:r:v Banking and Finar
Click on the File tab ,7 Print One Sided . 12 |NZ0000009 Tara Kinelly Legal Service Leac
3 . . ’ l:l Only print on one side of th... 13 |NZ0C00010 Nora Mita Building Services !
then C“Ck on Pr’nt to == Collated 14 |NZ0000011 Kris. Tamahori Careers and Educ;
0 0 E=E 123 123 123 M 15 |NZ0000012 Kelly Jones Health Services S¢
dlsplay a preVIGW Of - - 16 |[NZ00QO0013 Arthur Maohori Communications
the document B opeoiosion - 1 hesooss Merd bl e e
|:| A4 . 19 |NZ0000016 Hine Boramori vehicles Product |
C||Ck on Zoom to 21 cmx29.7 cm 20 |NZ0000017 Bob Smith Life Style Product
4 Page to make the
preview larger if
necessary, SO you
can view it more
easily
Click on the Back
5 arrow to return to the
worksheet
For Your Reference... Handy to Know...
To print headings: ¢ You can print headings by clicking on the
1. Click on the Page Layout tab Sheet tab of the Page Setup dialog box,

then clicking on Row and column headings
so it appears ticked. The Page Setup dialog
box is accessible by clicking on the dialog
box launcher in the Sheet Options group on
the Page Layout tab.

2. In the Sheet Options group, click on Print
under Headings so it appears ticked
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

SCALING TO A PERCENTAGE

If you want to increase or decrease the size of
data to make the best use of available space, you
can change the scale at which the spreadsheet
will be printed by percentage. For example, if you

have a small amount of data and want to increase
the size, you could change the percentage to
110%. If you want to shrink the data to fit more on a
page, you could choose 90%.

1 2| 3 4| 5 6| 7| 3 9| 10] " 1 13 14 15| 1
Try This Yourself: B : < = : :
Continue using the previous 3
g o file with this exercise, or -
‘g w Op en th e fll e P age 1: Alpheius Global Enterprises
Setup 18.xlsx... 2 Budget Forecast for First Quarter
L B —
. 4 | Sales Jan Feb Mar Total
1 Click on the worksheet tab ~ 5| Auckland 1,050,254.00  1547,000.00  1488,369.00  4,085,623.00
H 6 Dubiin 1,524,294.00 1,685,548.00 1,599,854.00 4,809,696.00
for small to d |Sp|ay th e " 7 : Melbourne 3,521,487.00 2,985,448.00 2,741,221.00 9,248,156.00
worksheet, then ensure _ 8| New York 2,531,225.00  2,621,889.00  2,453,999.00  7,607,113.00
. . . 5
Page LayOUt View IS aCtlve - 10_ Total Sales 8,627,260.00 8,839,885.00 8,283,443.00  25,750,588.00
We want to make this as o
large as possible without
going onto a second page... L L L B P B
A B z D
On the Page Layout tab,
2 click on the up spinner arrow <
for Scale in the Scale to Fit -
g rou p to Increase the 1 : Alpheius Global Enterprises
percentage to 105% _ Budget Foracast for First Quarter
3
you ’” nOtice that fewer 3 :7 iﬂ::fund b 1,050,254.00 FEbl 547,000.00 Marl 488,369.00
columns fit on the page... iy Dubiin 1:524:294.00 1:5&5:548.00 1:599:&54.00
3 T | Melbourne 3,521,487.00 2,985,448.00 2,741,221.00
3 Click on the up Spinner arrow 8 | New York 2,531,225.00  2,621,889.00  2,453,999.00
. . o
for Scale in the Scale to Fit || Total Sales 862725000 8988500 283,442.00
group three times to increase 11
the percentage to 7120% e
NOtice .all Of the data no 1 2| 3 4 5 6| 7| E] 3| 10| 1 1 13| 14 15 16) 7| 8|
longer fits on the page... A . c 5 .
Click on the down spinner 3
4 arrow for Scale in the Scale )
to Fit group to decrease the )
0, 1 Alpheius Global Enterprises
percentage to 115/0 - 2_ Budget Forecast for First Quarter
. - 3
Click on the File tab, then —— Sales "Jan Feb Mar Total
5 click on Print to dISpIay a 5: Auck_]and 1,050,254.00  1,547,000.00  1,488,369.00  4,085,623.00
. " 6 Dublin 1,524,294.00 1,685,548.00 1,599,854.00 4,809,696.00
preview of the document 7| Melbourne 3,521,487.00  2,985,448.00  2,741,221.00  9,248,156.00
. af 8 New York 2,531,225.00 2,621,889.00 2,453,999.00 7,607,113.00
Click on the Back arrow to w9
| Sal ,627,260. ,839,885. 283,443, , 730,288
return tO the Worksheet - ;IEF_ Total Sales 8,627,260.00 8,839,885.00 8,283,443.00  25,750,588.00

For Your Reference... Handy to Know...

To scale to a percentage: o |f you know exactly what percentage you
1. Click on the Page Layout tab want to scale to, you can click on the Page

. . Layout tab, click in the box for Scale in the
2. Click on one of the spinner arrows for Scale ; ;
in the Scale to Fit group Scale to Fit group, then type the desired

number.
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LAB 23: PRINTING WORKBOOK CONTENTS / CUSTOMIZING LAYOUT

FIT To A SPECIFIC NUMBER OF PAGES

and how many pages wide you want the printed
worksheet to fit into. By default, Height and Width

If you only need to scale the data down a small
amount to get it to fit onto one page, you can try
the Scale to Fit options of Height or Width.
These allow you to specify how many pages high

are set to Automatic and Excel then assumes you

want to print according to the format settings.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Page Setup_19.xIsx...

Same
File

Click on the Medium
worksheet tab, click on
the View tab, then click on
Page Layout in the
Workbook Views group
to view the worksheet in
Page Layout view

Y

Scroll across to see how
the worksheet is spread
over two pages

The status
indicated this...

bar also

Click on the Page Layout
tab, click on the drop
arrow for Width in the
Scale to Fit group, then
select 1 page

The worksheet is scaled
down to fit on one page.

Notice the status bar now
reads Page 1 of 1

L= = R I = T L
| |

May Jun
180092.6 198101.9
193582.3 212540.6
331687.7 364856.5
2968933.9 326627.3

Jul
217912.1
234234.6
401342.2

359290

Aug

239703.3
257658.1
441476.4

395219

Sep C

263673.6
283423.9
435624
2420

Ready

| small Mediun'_l Large |

Page: 1 of 1

Melbourne
New York

Total Sales

Costs
Auckland
Dublin
Melbourne
New York

Total Costs

ITOEFESF  IUOIIF O LI JOIF

352148.7
253122.5

862726

Jan
55099.8
83822.3

193688.2
139266.6

471876.9

298544.8
262188.9

B883988.5

Feb

85055.4
92677.8
164155.4
144144.7

486033.3

Mar

274122.1
245399.9

828344.3

81887.4

879114

150777.4

134955.2

455531.4

For Your Reference... Handy to Know...
To fit to a specific number of pages: e You can’t undo the changes you make using
1. Click on the Page Layout tab the Scale to Fit settings in the Scale to Fit

2. Click on the drop arrow for Width or Height e e e ”?ake sure
in the Scale to Fit group you save your worksheet before trying them.

) This way you can exit without saving and
3. Select the required number of pages return to the previous version if necessary.

MUSTAFA H. ALI
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