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Module 5: Printing the Worksheet
Objectives:
At the completion of this lesson you will be able to: 
· Printing a Single Worksheet
· Printing a Selection
· Using Advanced Printing Techniques
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Printing a Single Worksheet
Once you’ve edited and previewed your worksheet, it’s ready to be printed. When worksheets are small, it’s usually a safe bet just to use the Print button on the File Tab drop down menu. However, you’ll often find it helpful to use Excel’s Page Setup (Page Setup group on the Page Layout tab) to add a few final touches just for printing, especially as your worksheets get longer. With the Page Setup group, you can select a number of print options, including headers and footers. At any time during this process, using Page Layout view, you can preview the document to see if it’s going to look the way you want it to look.

Using the Print Dialog Box
The quickest way to print a worksheet is to simply press the File Tab and then the Print button. This is fine if you want to use the default settings. However, if you want to vary the default settings to print more than one worksheet in a workbook or to change to another printer, you’ll have to use the Print Settings page, shown in Figure 5‑1.




[bookmark: _Ref380465795]Figure 5‑1: The Print Settings Page


To use the Print Settings Page.

1.	From the File Tab, choose Print.
2.	On the Print Settings page, select the desired options.
3.	Choose Print to print your document.


In the following exercise, you will use the Print dialog box.

		1.
	Open the workbook Coffee Sales on Sheet1
	

		2.
	From the file tab choose Print
	The Print Settings page appears.

		3.
	In the Copies area, in the Number of copies spin box, select 3
	

		4.
	Choose Print
	Three copies of the worksheet are printed.
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Using Print Preview
Print Preview is used to display the worksheet as it will look when printed. Print Preview is no automatic and appears on the right hand side of the print settings page as illustrated in Figure 5‑2, you can zoom in on portions of the worksheet using the buttons in the corner of the page. You can also move from page to page in a print previewed document. 

 (
Show Margin/Zoom controls
) (
Page controls
)

[bookmark: _Ref380465837]Figure 5‑2: The Print Preview



To print preview a worksheet:

1.	Select the worksheet you want to preview.
2.	Click the File Tab, click the Print button, the document you wish to print will be previewed on the right hand side of the screen

To Zoom in on an area of the print previewed worksheet:

1.	Click the Zoom button.
2.	Scroll to see areas of the page.
3.	Click the Zoom button again to restore the page size.

To move to a new page in a print previewed worksheet:

1.	Click the Next Page or Previous Page button.





In the following exercise, you will preview the worksheet before printing.

		1.
	Click the File Tab and choose Print
	Page 1 of the worksheet appears on the Right hand side of the screen

		2.
	Click the Zoom button
	The page is magnified.

		3.
	Click the Zoom button again
	The page is restored.

		4.
	Click the Next Page button until there are no more pages
	

		5.
	Click the Previous Page button to return to page 1
	

		6.
	Click the show margins button, margins are displayed.

	The page margins are displayed

		7.
	Click the show margins button again to remove the margins.

	The page margins are removed

		8.
	Choose the Close Print Preview button
	The Print Preview window closes.
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Creating Headers and Footers
Excel allows you to assign headers and footers to your worksheets. Headers and footers are used to display information at the top or bottom of every page. Usually, such information consists of page numbers, filenames, or dates.

By default, Excel prints the worksheet name in the header and the page number in the footer. It also provides several other headers and footers in the Header/Footer screen on the Ribbon shown in Figure 5‑3.


 (
Header and Footer buttons.
)
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There are default Headers and Footers which can be found by clicking the Header or Footer buttons as shown in Figure 5-3. 


To use an available header or footer:

1.	On the Insert Tab, click Header & Footer
2.	The Header/Footer Tools tab will be displayed.
3.	Click the Header or Footer button and choose an available Header or Footer

To create a custom header or footer:

1.	On the Insert Tab, click Header & Footer. 
2.	The Header/Footer Tools tab will be displayed.
3.	Notice that a text box has been displayed in the Header/Footer area
4.	By default the text box will be in the middle of the Header/Footer. You can click to the left or the right to change the positioning.
5.	Enter text as needed.
6.	Use the Header/Footer elements buttons to select codes to add further information.
7.	Click the home tab to return to normal view



In the following exercise, you will create a header and footer.

		1.
	(Sheet1) Click the Insert Tab and choose Header & Footer
	The Header Footer ribbon appears

		2.
	In the Header drop-down list box, select (none)
	The default header is now removed.

		3.
	Click the text box to add Header
	

		4.
	Make sure the insertion point is in the Left section box, and then click the File name button
	The File name code is inserted.

		5.
	Click the Right section box
	

		6.
	Click the Date button
	The Date code is inserted in the box.

		7.
	Click the Center section box after the &[Page] code
	

		8.
	Press SPACEBAR, type of, and press SPACEBAR again
	

		9.
	Click the Total pages button
	The Total pages code is added.

		10.
	Choose File Tab click Print
	

		11.
	Use Print Preview to examine the worksheet as it would be printed.
	The adjustments to the header and footer appear in the Print Preview window.

		12.
	Zoom and scroll to view the new information
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Removing the Grid
There may be times when you don’t want your worksheet’s gridlines to appear on the printed page. To remove them, in worksheet view, simply look at the Sheet Options group on the Page Layout tab, and clear the Gridlines check box. Also, as illustrated in Figure 5‑4, on the Sheet page of the Page Setup dialog box you can clear the [Print] Gridlines check box.

Because the gridlines will still be visible in the normal worksheet window, you need to use Print Preview to tell if the gridlines have been removed. Removing gridlines from the worksheet window requires a completely different set of commands. Also, keep in mind that the term gridlines refers to the lines on the screen in Excel, not to any borders you may add to the worksheet during formatting. Borders will print with the worksheet. Usually, you will want to remove gridlines from the printout so that they do not compete with the borders and clutter the printed page.




[bookmark: _Ref380466164]Figure 5‑4: The Sheet Page of the Page Setup Dialog Box


To remove gridlines:

1.	On the Page Layout tab in the Page Setup group, click the dialogue box launcher button in the bottom right corner
2.	In the Page Setup dialog box, select the Sheet tab.
3.	In the Print area, deselect the Gridlines check box.
4.	Choose OK.



In the following exercise, you will remove the gridlines from the worksheet, and then you will print preview the worksheet.

		1.
	On the Page Layout tab in the Page Setup group, click the dialogue box launcher button in the bottom right corner
	The Page Setup dialog box appears.

		2.
	Select the Sheet tab
	The Sheet page appears.

		3.
	In the Print area, deselect the Gridlines check box
	

		4.
	Use Print Preview to view the sheet as it would be printed.
	The worksheet appears in Print Preview. The gridlines are gone. The Page Setup dialog box closes.

		5.
	Click the Close Print Preview button
	The worksheet window appears.
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Printing a Selection
Worksheets, especially those used in business, can grow very large. It’s a good idea to know how to specify exactly what to print—and what not to print. That way, you can print all the worksheets in a workbook at once, or you can print only those portions of the worksheet that have been altered. Printing a selection can save you time, money, and paper.

Printing a Whole Workbook
The default print command only prints the active worksheet in a workbook. Using the Print dialog box, you can print all worksheets in a given workbook at once, even those that are not active.


To print a whole workbook:

1.	From the File Tab click Print.
2.	In the Print dialog box, in the Print what area, select the Entire workbook option button.
3.	Choose OK.




In the following exercise, you will print the whole workbook.

		1.
	From the File Tab click Print.
	

		2.
	In the Print what area, select the Entire workbook option button
	

		3.
	Choose OK
	The whole workbook is printed, and the Print dialog box closes.
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Printing a Selection
Another feature of the Print settings screen is that it allows you to print a selected range from your worksheet. Using this feature, you can ensure that you only print those areas of the worksheet that need to be printed.


To print a selection:

1.	On the worksheet, select the area you want to print.
2.	From the File Tab click Print.
3.	In the Print settings screen, in the Print what area, select the Selection option button.
4.	Choose Print.




In the following exercise, you will print a selection.

		1.
	Select the range A1:J15
	If it is open, the Office Assistant moves so you can see your selection.

		2.
	From the File Tab click Print.
	The Print settings screen appears

		3.
	In the Print what area, select the Selection option button
	

		4.
	Choose Print
	The range is printed.
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Using Print Areas
If you are working with a very large worksheet, you can save time by printing only the parts of it you need. Although you can print just a selected range using the Print area button, you may find it beneficial to use a print area instead. A print area remains in memory until you clear it with a command, whereas a selected range is deselected as soon as you begin to work again on the worksheet. 


To set a print area:

1.	On the worksheet, select the area you want to print.
2.	On the Page Layout tab in the Page Setup group, click the Print Area button
3.	From the Print Area drop down submenu, choose Set Print Area.

To remove a print area:

1. On the Page Layout tab in the Page Setup group, click the Print Area button 
2. From the Print Area submenu, choose Clear Print Area.




In the following exercise, you will set and remove a print area.

		1.
	Select the range A5:E14
	

		2.
	On the Page Setup group (Page Layout tab), click Print Area.
	The Print Area drop down submenu appears.

		3.
	Choose Set Print Area
	The print area has a dashed border around it.

		4.
	On the File Tab drop down menu, click the Print button 
	The print area on the document is printed.

		5.
	On the Page Setup group (Page Layout tab), click Print Area.
	The Print Area drop down submenu appears.

		6.
	Choose Clear Print Area
	The print area dashed border is removed.

		7.
	Select cell A1
	The selected area is deselected.
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Using Advanced Printing Techniques
Excel has several print options well-suited to long worksheets. For example, you can modify worksheet page breaks, alignment, and orientation. In addition, you can include worksheet titles, such as the column headers, on each page.

Changing Page Layout
By default, Excel worksheets are printed in portrait layout, illustrated in Figure 5‑5. That is, data is printed across the short part of the paper—the part that measures 8-1/2 inches. Sometimes, however, you will create a chart or table that is better suited to a landscape layout, illustrated in Figure 5‑6. 
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To change the layout of a worksheet:

1.	Click the Page Layout Tab 
2.	In the Page Setup group, click the orientation button.
3.	On the Orientation drop down menu, select the Landscape or Portrait option button.




In the following exercise, you will change the layout of the worksheet to landscape orientation, and then you will change it back to portrait orientation.

		1.
	Click the Page Layout Tab
	

		2.
	In the Page Setup group, click the orientation button.
	

		3.
	On the Orientation drop down menu, select Landscape 
	

		4.
	Choose file tab and click Print
	The worksheet appears in Print Preview, in landscape layout.

		5.
	Click the Page Layout Tab
	

		6.
	In the Page Setup group, click the orientation button.
	

		7.
	On the Orientation drop down menu, select Portrait
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Aligning the Printout
Excel can automatically centre your worksheet vertically or horizontally on the printout. Alternatively, you can manually set the margins for the page, thus positioning the data exactly where you want it. To access these options, you use the Margins button on the Ribbon under the Page Layout Tab, shown in Figure 5‑7.




[bookmark: _Ref380466390]Figure 5‑7: The Margins button on the Ribbon



To align the printout:

1.	Using the Page Layout Tab click the margins button
2.	Select the desired margin setting




In the following exercise, you will align the worksheet horizontally and align it with margins.

		1.
	Using the Page Layout Tab click the margins button, choose custom margins
	

		2.
	Choose custom margins
	The Margins page appears.

		3.
	In the Center on page area, select the Horizontally check box
	The preview area of the Margins page reflects the changes.

		4.
	Choose Print Preview
	The document is centered on the page.

		5.
	Close Print Preview
	The worksheet window appears.
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Fitting a Document onto a Desired Number of Pages
If your worksheet is longer than a page, you can shrink it so that it prints on one page. If your worksheet is only slightly longer than one page, you probably won’t notice a difference. If, however, your worksheet is quite large, when you shrink it to fit on one page, it will be printed in a very small point size. This is especially true when you have many rows and few columns or vice versa.

In Excel’s Page Setup dialog box, illustrated in Figure 5‑8, you can specify the number of pages you want for the worksheet printout. You can also specify an amount by which Excel will shrink your worksheet. Often, experimentation is the only way to find the settings you need.




[bookmark: _Ref380466435]Figure 5‑8: The Page tab of the Page Setup Dialog Box


To fit a document onto a desired number of pages:

1.	On the Page Layout tab in the Page Setup group, click the dialogue box launcher button in the bottom right corner.
2.	Select the Page tab.
3.	On the Page tab, in the Scaling area, select the Fit to or Adjust to option button.
4.	Using the spinner buttons, make the desired changes.
5.	Choose OK.



In the following exercise, you will fit the worksheet onto a desired number of pages.

		1.
	Using the File Tab drop down menu open the Print Preview
	The worksheet appears in Print Preview.

		2.
	Click Next Page to examine pages 2 through 4 
	The remaining pages contain small portions of the worksheet.

		3.
	Click the Page Setup on the Print settings screen
	The Page Setup dialog box appears.

		4.
	Select the Page tab
	The Page tab appears.

		5.
	In the Scaling area, select the Fit to option button
	

		6.
	Make sure that the Fit to option reads 1 page(s) wide by 1 tall
	

		7.
	Choose OK
	The worksheet is adjusted to fit on one page and is displayed as one page in the Print Preview window.

		8.
	Click the Page Setup button on the menu bar
	The Page Setup dialog box appears again.

		9.
	On the Page page, in the Scaling area, select the Adjust to option
	

		10.
	In the % normal size spin box, select 100%
	

		11.
	Choose OK
	The worksheet becomes full size.
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Working with Page Breaks
Excel determines where each document page should begin and end. It does this by deciding where default page breaks appear. Page breaks are indicated by a horizontal or vertical dashed lines in Normal view.

As you edit multipage documents, you will often find that you need to manipulate Excel’s page breaks. For example, if the default page break forces a particular row onto the next page, you can insert manual page breaks to put the row where you want it. Manual page breaks override the automatic page breaks created by Excel, giving you more control over how your document looks when printed. 

In Excel 2010, using page breaks is easier than ever. With Page Break Preview, shown in Figure 5‑9, you can add and remove page breaks as well as drag page breaks to new locations.
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To access Page Break Preview:

1.	On the Workbook Views group of the Views tab, choose Page Break Preview.

To exit Page Break Preview:

1.	On the Workbook Views group of the Views tab, choose Normal.

To add a page break(s) in Page Break Preview:

1.	Right-click a cell below and to the right of the new page break(s).
2.	From the shortcut menu, choose Insert Page Break.

To remove page break(s) in Page Break Preview:

1.	Right-click the cell below and to the right of the page break(s).
2.	From the shortcut menu, choose Remove Page Break.

To move page breaks in Page Break Preview:

1.	Drag the page break to its new location.

Note: You can only drag page breaks when the double-headed arrow mouse pointer appears.




In the following exercise, you will use Page Break Preview to add, remove, and move page breaks.

	CNC Machining  should be open\on Sheet1

		1.
	Using the File Tab drop down menu open the Print Preview
	Page 1 is displayed in the Print Preview window.

		2.
	Click Next Page
	Page 2 is displayed.

		3.
	(In normal view) on the Workbook Views group of the Views tab, choose Page Break Preview.
	The worksheet appears in Page Break Preview mode.

		4.
	If the Welcome to Page Break Preview dialog box appears, choose OK
	The Welcome to Page Break Preview dialog box closes.

		5.
	Right-click cell E16
	The cell is selected and the shortcut menu appears.

		6.
	Choose Insert Page Break
	Two page breaks appear, to the left of and above the cell.

		7.
	Click the Print Preview button 
	Page 1 appears in the Print Preview window.

		8.
	In the Print Preview window, choose Normal View
	The worksheet appears in normal view, showing the new page breaks.

		9.
	From the View menu, choose Page Break Preview
	The worksheet returns to Page Break Preview mode.

		10.
	If the Welcome to Page Break Preview dialog box appears, choose OK
	The Welcome to Page Break Preview dialog box closes.

		11.
	Right-click cell E16
	The cell is selected and the shortcut menu appears.

		12.
	Choose Remove Page Break
	The inserted page breaks disappear.

		13.
	Change the worksheet to landscape orientation
	

		14.
	Drag the horizontal page break, presently located above row 49, to above row 56
	

		15.
	On the Workbook Views group of the Views tab, choose Normal
	The page break appears in the new location.
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Working with Page Breaks in Normal View
A big advantage of using Page Break Preview is that you can instantly see the effects of page breaks on your worksheet. However, if you know exactly where the page breaks should go, you might find working in Normal view quicker. 


To add page breaks in Normal view:

1.	Select a cell below and to the right of the new page break.
2.	On the Page Setup group (on the Page Layout tab) click the Breaks button and then Insert Page Break.

Note: The selected cell becomes the upper left corner of a new page.

To remove page breaks in Normal view:

1.	Select the cell directly below and/or to the right of the page break(s).
2.	On the Page Setup group (on the Page Layout tab) click the Breaks button and then Remove Page Break.




In the following exercise, you will add and remove page breaks in Normal view.

		1.
	Select cell E16
	

		2.
	On the Page Setup group (on the Page Layout tab) click the Breaks button and then Insert Page Break.
	Two page breaks appear as dashed lines.

		3.
	On the Page Setup group (on the Page Layout tab) click the Breaks button and then remove Page Break.
	The page break dashed lines disappear.
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Setting Print Titles
When a worksheet is more than one page long, it can be difficult to read, especially when printed. Often, because the column and row headings are listed only on the first page, it isn’t always clear what the data on subsequent pages refers to. For example, just imagine if we printed only the range A19:G26 of the present worksheet. There would be no telling what the numbers referred to. Fortunately, the Sheet page of the Page Setup dialog box allows you to set print titles. With print titles, you place row and column titles automatically on each page of a multipage document. 

Note: When you set print titles, this affects the way the document sits on the page. You may need, for example, to reset page breaks.


To set print titles:

1.	Click the Page Layout Tab and choose the Print titles button .In the Page Setup dialog box, select the Sheet tab.
2.	On the Sheet page, in the Print titles area, click the Rows to repeat at top text box.
3.	Select the row headings of the rows to repeat.
4.	Click the Columns to repeat at left text box.
5.	Select the column headings of the columns to repeat.
6.  Choose OK.




In the following exercise, you will set print titles.

		1.
	Click the Page Layout Tab and choose the Print titles button
	The Page setup dialogue box appears

		2.
	Select the Sheet tab
	The Sheet page appears.

		3.
	In the Print titles area, click the Rows to repeat at top text box
	

		4.
	In the worksheet, select row 4
	$4:$4 appears in the text box.

		5.
	Choose OK
	The Page Setup dialog box closes.

		6.
	Use Print Preview to view page 2
	The column titles appear on page 2.

		7.
	Choose Close
	The worksheet window appears.
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Removing Print Titles
If you decide you no longer need print titles, you can remove them.


To remove print titles:

1.	Click the Page Layout Tab and choose the Print titles button. In the Page Setup dialog box, select the Sheet tab.
2.	On the Sheet page, in the Print titles area, in the Rows to repeat at top text box, select the text.
3.	Press DELETE
4.	In the Columns to repeat at left text box, select the text.
5.	Press DELETE
6.	Choose OK.




In the following exercise, you will remove the print titles you just set.

		1.
	Click the Page Layout Tab and choose the Print titles button to open the Page Setup dialog box
	

		2.
	Make sure the Sheet page is selected
	

		3.
	In the Print titles area, in the Rows to repeat at top text box, select the text
	

		4.
	Press DELETE
	The range in the Rows to repeat at top text box is deleted.

		5.
	Choose OK
	The worksheet window appears.

		6.
	Close the workbook without saving your changes
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	1.	Open the workbook CNC Machining.
	2.	Remove the gridlines so that they won’t print.
	3.	Use the print dialog box to print one copy of the whole workbook.
	4.	Create a custom header containing the file name on the left side and the page number on the right. Remove the worksheet name from the center.
	5.	Select (none) as the footer.
	6.	Open Page Break Preview and insert a page break above cell A25.
	7.	Move the new page break to above row 36.
	8.	Move the page break presently over row 84 to above row 66.
	9.	Return to Normal view.
	10.	In Normal view, add page breaks above and to the left of cell F15.
11.	Remove the new page breaks at cell F15.
12.	Change the worksheet to landscape orientation and adjust it to 90% in size.
13.	Center the worksheet both horizontally and vertically.
14.	Print Preview the worksheet, checking all pages.
15.	Zoom in on the worksheet, then zoom out again.
	16.	Close the Print Preview window.
17.	Set the titles in row 5 to appear on each printed page.
18.	Set a print area to contain the data for the week of January 7 (A6:I14).
	19.	Print Preview the print area, and then close the Print Preview window.
20.	Clear the print area.
21.	Use the Print dialog box to print the data for the week of January 14 (A16:I24).
22.	Remove the print titles from the worksheet.
	23.	Save and close the worksheet.
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