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Excel 2007 offers you a great deal of options when it comes to

printing your data. You can print the active worksheet, the entire o .
workbook or just part of a worksheet. 1. Printing Tips
Alth N | ] ‘ g Excel 2. Print Preview a Worksheet
though you may not use up a lot of space for your data in Excel, . .
please keep in mind that the Excel worksheet is a huge sheet 8 Flie (Frevisy Co_mmands
(Excel has over 17 billion cells per sheet!) and it can be a challenge | 4. Set a Default Printer
to fit all your data on to an 8.5x11 sheet of paper. 5. Print the Active Worksheet
This document provides some of the more helpful printing options 6. Print the Entire Workbook
and techniques for changing your page setup. 7. Define the Print Area
8. Print a Range of Cells
Printing Tips 9. Define Print Area
e Use Print Preview or Page Layout view to verify how the | 10- Change Page Margins
printout will look before you click the Print button. 11. Change Paper Orientation
12. Change Paper Size
e For large or really wide worksheets, you may want to J >
print the information in landscape orientation (11x8.5) 13. Sgalg a Worksheet for
rather than portrait orientation (8.5x11) or change the Printing
paper size from Letter to Legal.

The icons in the Page Setup group on the Page Layout tab, lets you modify your margins,
page orientation, paper size and scaling properties for printing.

Print Preview allows you to view what your work will look like once it is printed. It’s a good idea to
preview your work before you send any print job to the printer.

Preview a Worksheet

-
In the top left corner of the Excel window, click Office Button @

1.

2. From the drop-down menu, click the E next to Print, then select Print Preview

3. The window changes to Print Preview.

4. The Print Preview tab appears.

5. When finished previewing, click Close Print Preview CEW ’ﬁ}

Preview
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Print Preview Commands

Once you are in the Print Preview view there are a few unique commands available from the Print
Preview tab.

Button Command

Opens the Print dialog box. Note: Click Print while in Print Preview
LE;J returns you to Normal view.

Print
_ugh Opens the Page Setup dialog box.
Page
Setup
= Alters the size at which your sheet is previewed. Note: Click to
q zoom in or out.
Zoom
" Next Page Previews the next page of your sheet.
*4 Previous Page Previews the previous page of your sheet.

7] Show Margins Displays or hides sheet margins. Note: When sheet margins are

displayed, you can adjust the margins by dragging them.

B Returns you to Normal view.

Close Print
Preview

If you want to use the same printer for all your documents, you can set a default printer.

1.
2.
3.

In the bottom left corner of your Windows screen, click the Start button 5 start

Select Printers and Faxes. The Printers and Faxes dialog box appears.

Right-click on the printer you want as your default printer and select Set as Default
Printer from the shortcut menu. A checkmark appears next to the new default printer.

When done, click the Close button tE

Excel lets you print the active worksheet(s) in your workbook. It is possible to select multiple and/or
individual worksheets for printing.

1.

aua A W N

Select the worksheet you want print. Note: to select multiple worksheets, press the Ctrl
key on the keyboard, then click the tabs of the sheets you want to select.

| -

Next, click the Office Button (3

Select Print (or Press Ctrl+P). The Print dialog box appears.
Under Print what section, select Active sheet(s).

Click Print. The selected worksheets are sent to the printer.
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Print the Entire Workbook
This process will enable you to print all worksheets that contain data within the workbook.

1. 1In the top left corner of the Excel window, click the Office Button @
2. Select Print (or Press Ctrl+P). The Print dialog box appears.

3. Under Print what section, select Entire Workbook.

4. Click Print. The selected worksheets are sent to the printer.

Print Ranges of Cells

Unless you set a print range, Excel will print everything on the current worksheet, resulting in a
printout of all cells within the workbook. You can manually select a range for printing. You can also
select non-adjacent cell ranges for printing (These will print on separate pages).

1. Select the range of cells to be printed. Note: to select multiple cell ranges, press and
hold the Ctrl key on the keyboard and select the second range with the mouse. When
ready, let go of the mouse, then the Ctrl key.

In the top left corner of the Excel window, click the Office Button.
Select Print (or Press Ctrl+P). The Print dialog box appears.

Under Print what section, select Selection.

i & W N

Click Print. The selected range of cells has been sent to the printer.

If you print a specific cell range on a regular basis, you can define a print area. After you define the
print area only the desired cell range will print when you print the worksheet. You can add cells to
expand the print area as needed, and you can clear the print area to print the entire worksheet
again.

Set the Print Area:

1. Select the range of cells you want to print.

2. Select the Page Layout tab. @

3. In the Page Setup group, click Print Area button [

4. Select Set Print Area. The print area is set.

Note: Excel will keep the print area you have defined until it is cleared or replaced.
Add Cells to an Existing Print Area:

1. Select the additional range of cells you want to print.

2. Select the Page Layout tab. @
3. In the Page Setup group, click Print Area button Fint

Area

4. Select Add to Print Area. The print area is re-set.
Clear the Print Area:

1. Select the Page Layout tab.

2. In the Page Setup group, click Print Area button

3. Select Clear Print Area. The print area is cleared.
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Changing the Page Margins
A Page Margins are the blank spaces between the worksheet data and the edges of the printed page.
Page margins can be used for some items such as headers, footers, and page numbers.

Excel 2007 offers predefined margins and custom margins, it is up to you have big you want them to
be. The larger the margin, the less room for text you will have and vice versa. If you are trying to
print a lot of text onto a page, you may want to decrease the margins to 0.5 inches all around.

1. Select the worksheet whose margins you want to modify.
Select the Page Layout tab. J

Margins

On the Page Layout tab, in the Page Setup group, click the Margins button

> W N

Select either Normal, Wide or Narrow. Note: You can also select Custom Margins.

In Excel 2007, the default orientation is Portrait style, but you can set the printing orientation of a
worksheet to landscape or portrait as you work on the worksheet.

Select the worksheet whose orientation you want to modify.
Select the Page Layout tab.

e

On the Page Layout tab, in the Page Setup group, click the Orientation button orentation

A W N

Select either Portrait or Landscape.

In Excel 2007, the default paper size is 8 1/2" x 11", but you can select other available paper sizes,
such as legal (8.5" x 14"). To select a different paper size:

1. Select the worksheet whose orientation you want to modify.
Select the Page Layout tab. lj
On the Page Layout tab, in the Page Setup group, click the Size button =

d W N

Select a desired paper size, typically it is Letter (8.5x11) or Legal (8.5x14). Note: You
can also select More Paper Sizes.

Sometimes you have more data within a worksheet that can actually fit on a page. Granted, you can
change the font size, narrow columns, change the margins and/or the page orientation, but that is
just too much work. Instead use the Scale feature. You can scale a worksheet for printing by
shrinking or enlarging its size to better fit the printed pages. You can also scale a worksheet to fit
the paper width of printed pages, or specify the number of pages that you want to use for the printed
worksheet.

1. Select the worksheet that you want to print.

2. Select the Page Layout tab.

54 Width: |Automatic ~

3. On the Page Layout tab, in the Scale to Fit group, select the desired 2 Heignt: Automatic -
scale setting for Width and/or Height. Note: To print a single page, select | £dsale  100% 2
1 Page for both Width and Height.

Note: If you save your workbook after applying scale settings, the new settings will be saved
with the file.




