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The Print Tab

You can access the commands and settings you will need to print your workbooks by
selecting the Print tab in the Backstage view.
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Allows You To

Access commands for selecting the number of
copies you wish to print and for executing a print
job.

Select the printer, device, or printer driver you wish
to use.

Access the Properties dialog box for your selected
printer, device, or printer driver.

Configure general print settings, such as which
worksheets to print, how to orient the printed
pages, and what magnification level to use.

Access the Page Setup dialog box, which enables you
to configure the page layout of your worksheets.

View a preview of how your workbook pages will
look once printed.
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Print Settings

To ensure that your printed pages look exactly as you want them to, you'll likely need to
adjust some of the print settings before you print.

It is important to keep in mind that the print settings buttons appear with different text
depending on your current selection, so the command buttons will not always match the
following figure.
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Print Settings

Decide among printing all worksheets in a workbook, printing the currently selected
Print selection settings worksheet, or printing the currently selected cell or range. If you have defined a print area,
you can also choose to ignore that in favor of whatever setting you select from this command.

Select which range of pages to print. The content that appears on each page and the number
of printable pages for a workbook depends on your other print settings.

Pages and to spin boxes

Duplexing settings Decide between one-sided and two-sided printing if your printer supports that functionality.

Decide between collating and not collating your pages. Collated print jobs print each copy of a
multiple-page document in sequential order, so each copy is in the correct page order. Non-
collated print jobs print all copies of the first page and then all copies of the second page, and
so on.

Collating settings

Orientation settings Decide between the portrait and landscape orientations for your printed pages.

Paper size settings Decide what size paper to print on. These settings depend on your printer's capabilities.

Margins settings Set the margin size for your printed pages.

Determine whether or not Excel changes the magnification level of your printed data and how

Scaling settings it applies magnification to printed pages. '




Page Orientation

A page layout setting that determines the general, overall layout of each printed page.
Pages can either print in the portrait orientation, where the page is taller than it is wide, or
in the landscape orientation, where the page is wider than it is tall.

Portrait orientation
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Margins

Page margins are invisible boundaries
that define where particular content can
be displayed on printed worksheets.
Margins determine how much space
there is between the worksheet content
and the edge of the paper. Excel provides
you with a set of common margin
configurations to choose from, and it
allows you to customize margin sizes to
suit your needs. Margins can define
where worksheet data, headers, and
footers are arranged on printed pages.
The Margins tab on the Page Setup
dialog box also provides you with options
for centering your content vertically or
horizontally on the page.
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Footer margin o
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Print Preview

The print preview is displayed in the right pane of the Print screen in the Backstage view.
You can access this by selecting File = Print or by selecting either the Print or the Print
Preview button in the Page Setup dialog box.
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margins on and off. Wt I P
Saha Harh (LIES amax] pureasal

Toggles between (ALl Navigation controls  MENSRIERNRN

Aelelgg o) iE R e e magnification levels  for
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Set Up the Page Layout
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The Page Setup Dialog Box

The Page Setup dialog box provides you with more options for configuring your workbooks
for printing than the print settings in the Backstage view.

Page Setup Dialo . : roox
& P & Provides You with Access To , ‘
BOX Element { Margins Header/Footer  Sheet
Commands to set page orientation and Dr”””@ et O angseane
Page tab magnification level, the paper size, the print quality,
and which page to start printing from. Sealing

. @&djusttn: '3*5 normal size
Comr.nands to adjust p:f\ge, header, and footer Oftte:  [1 Bpsgeuidey [ e
Margins tab margins and to determine how to center content on

printEd pages' Paper size: |Letter

Commands for inserting, modifying, and deleting Print quality: | 300 dpi
Header/Footer tab ’ ’ |
headers and footers. First page number:

Commands for defining a print area, determining
which rows and columns print on every page,
Sheet tab 5 o o . Print... | |Print Prwieg| | Options... |
determining which page elements print on paper,
and defining the order in which pages print. [ ok || cancer |

[<1[<]

The Properties dialog box for the currently selected
Options button printer, device, or printer driver. This command
appears on all of the Page Setup dialog box tabs. 9



Presenter
Presentation Notes
The Print and Print Preview buttons are displayed on the Page Setup dialog box only if you open it from the dialog box launchers on the Page Layout tab. You can also access most of Excel's print settings in the command groups on the Page Layout tab.


The Print Area

The Print Area feature enables you to select specific cells and ranges to print from your
workbooks. Once you've set a print area, only those cells within the print area will print.

You can access the Print Area options by selecting Page Layout - Print Area.
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Print area border



Presenter
Presentation Notes
The Ignore Print Area Option
Excel 2021 gives you the option of temporarily ignoring a defined print area if you wish to print content outside the print area. You can toggle this option on and off from the print selection settings on the Print screen in the Backstage view.


The Print Titles Command

Excel 2021 includes a feature that
enables you to determine which rows
and columns will print on every page:
the Print Titles command. By using
this feature, you can save vyour
worksheet viewers from having to flip
back to the first page to understand
the data they're looking at.

Selecting Page Layout - Print Titles
opens the Page Setup dialog box with
the Sheet tab automatically selected.
This is where you can enter row and
column references to determine
which cells appear on all printed

pages

Select rows or columns to |
print on every page

Page Setup

Page Margins

Print area:

I

Print titles

Rows to repeat at top:

Columns to repeat at left:

[ | 1=

Print
[] Gridlines
[ ] Black and white
[] Draft guality

|:| Row and column headings

Page order

Comments:

[Mone]

Cell errors as: | displayed

(® Down, then over
D Cwer, then down

Print...

Print Preview

Dptions..

Cancel
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Page Breaks

Page breaks are, essentially, boundaries that divide worksheet pages for printing purposes
only. Excel 2021 enables you to insert and delete specific page breaks and to remove all
page breaks on a given worksheet. Default page breaks appear as dashed lines on Excel

worksheets, whereas manual page breaks appear as solid lines.

Page breaks are worksheet-specific, so you need
to set them for each worksheet in a workbook
individually. When you insert page breaks, Excel
divides the pages by creating page breaks above
and to the left of the selected cell.

You can access the page break commands by
selecting Page Layout - Breaks, or by using the
Page Break Preview view.

G

Sales Ledger

Qtr. 4
$187.110
$197.830
£110.925

$61.670
$192,215
$142.320
$92.215
£102,270

Total

Average

Highest

Default page break

Lowest

Commission

$452,110| $113,027.50] $187,110.000 $45,500.00[00  518,084.40
$675,640| $168,910.00] $243,760.000 $113,500.00  $27,02540
$429,125| $107,281.25 $113,000.00, $100,700.00[  $17,165.00
$342,670| $85,667.50| $113,500.000 $61,670.00[0  $13,706.80
$592,215| $148,053.75| $192,215.00 $105,000.00[0  $23,688.40
$612,930| $153,232.50] $274,060.00. $74,000.00[l $24,517.20
$615475 $153,868.75| $243,760.00, $92,215.000 $24,61%.00
$591,495| 5147,873.75| $292,225.00 $84,000.0000  $23,659.80
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Workbook Views

Workbook views: Specific configurations that affect the way
Excel displays an open workbook. Workbook views are
meant to configure the Excel environment to be easier to
work with for a number of different tasks.

File Home Insert Page Layout

E

Normal|Page Break Page Custom
Preview Layout Views

Workbook Views

v Gridlines

 Workbook views can affect the placement and layout of worksheets and the Excel Ul, and
can affect whether or not particular elements, such as page breaks, appear.

* They are meant to configure the Excel environment to be easier to work with for several
different tasks. Aside from including several preconfigured views, Excel 2021 provides you

with the ability to create custom workbook views.

* You can access the commands you will use to change your workbook views in the

Workbook Views group on the View tab.

* The Normal view is the default because it is designed to be the best all-around view for

most workbook tasks.
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The Page Break Preview View

The Page Break Preview view is ideal for N —
. . . . Al [ colors - |_"\ =~ L -S-Width: Automatic v | Gridlines | Headin ] [~ N E
inserting, deleting, and arranging page _;;;;; P D RS Gt S B 2 D2 E
breaks on your Excel worksheets and for . ™ T T

defining print areas. In this view, default
page breaks appear as blue dashed lines,
whereas manual page breaks appear as
solid blue lines. To arrange page breaks
when in this view, simply drag them to
the desired location. Once you move a
default page break, it becomes a manual
page break.

4
Ready i) m

When you set a print area in the Page Break Preview view, only cells within the print area
will appear in full colour. Cells outside the print area appear greyed out. You can manually
adjust the boundaries of print areas in this view just as you can manually adjust page
breaks. When you right-click any cell in the Page Break Preview view, the context menu that
appears contains commands for working with page breaks and print areas. 14



Configure Headers and Footers
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Headers and Footers

Headers and footers are small content placeholders that display additional information or
images in certain Excel views and on printed pages. Headers appear along the top of the
page, whereas footers appear along the bottom. They are not considered part of the
worksheets themselves and cannot be referenced by formulas and functions. Headers
and footers are worksheet-specific, so you have to configure them for each worksheet in

a workbook individually.
T T |
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The Page Layout View

The Page Layout view displays worksheets as they would print on separate pages based on the
current print settings. When you select the Page Layout view, Excel also automatically displays
rulers along the top and left sides of the Ul to assist with the placement of on-screen objects.
Page Layout view displays all header and footer placeholders, which enables you to graphically
create, edit, and delete headers and footers. When you select a header or a footer placeholder
while in the Page Layout view, Excel displays the Header & Footer tab, providing you with access
to the various commands you can use to create and customize headers and footers.

P Search Sigl = = (i x
File Home Insert Page Layout Formu las Data Review View Help 123 Sh
N = iR Spl = =
@ @ IE‘ | Ruler ~| Formula Bar q Ijﬂ?ﬂ a:é:‘\ \j % I =R ‘.-El E
- . [AHid B
Normal Page Break | Page |Custom ~| Gridlines || Headings Zoom 100% Zoomto MNew  Arrange Switch Macros
Preview |Layout| Views B i Selection | Window  All Windows ~ =
Views Show Zoom Window Macros ~
M11 b f =
B = D E F G H J K L M N
1 Commission rate
Sales Ledger Total number of
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3 Employees resigned

4 | Region Qtr. 1 Qtr. 2 Qtr. 3 Qtr. 4 Total Average Highest Lowest Commission EmployeeID
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7 | Southwest $104,500/ $113,000( $100.700| $110,925| $429,125| $107,281.25| 5113,000.00| $100,700.00 $17,145.00| 51003

8 | South $79.500| $113,500( $88,000, $41.670| $342,470 $85,667.50) $113,500.00 $61,670.00 $13,704.80 S1004
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Contextual Tabs

P Seach EeEm =« - o =
View Help T

File Home et Page Layoud Formulas Data Rewniew Wiew =t Lhare

i E |
i HT

Add Chart  Quick Change
Elernent + Layout~ | Collong -

s -
¥ I‘] | | I:l e
&2 By | Edl
= Switch Royd Select Change Mlore

Column Data Chast Type Chgrt

Chart Layouts Chart Styles Data Type Location

P

The Header & Footer tab is one example of a contextual tab. Contextual tabs are
specialized, temporary ribbon tabs that display commands for working with a particular
type of worksheet content. Contextual tabs appear when you select the associated
content type, such as a graph or an image, and they close when you change your

selection. Contextual tabs can contain one or multiple other tabs that contain command
groups like any of the other ribbon tabs.
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The Header & Footer Contextual Tab

File Home Insert Page Layout Formulas Data Review View Help Header & Footer
ﬁ @ :?: @ E ﬁ - i i E } / Different First Page ~| Scale with Document
Heider Fufter NEra'r?Eer l:::upr::z CE::EM C_ll'_llrr;e:t Fl':allti NFai:'EE fi:i:te RETUE Enuutzr Different Odd & Even Pages |~ Align with Page Margins

Header & Footer Header & Footer Elements Mavigation Options

When you select a header or footer placeholder in Page Layout view, Excel displays the
Header & Footer contextual tab. From here, you have access to the commands you can
use to work with headers and footers in the ribbon environment. These enable you to
enter specific text or images to create uniqgue customized headers and footers.

You can also immediately switch to Page Layout view and activate the Header & Footer
contextual tab by selecting Insert > Text - Header & Footer.

19



The Header and Footer Dialog Boxes

The Header and Footer dialog boxes are an alternative to using the Header & Footer
contextual tab in Page Layout view. You can access these dialog boxes by selecting the
Custom Header or Custom Footer buttons from the Header/Footer tab in the Page Setup

dialog box.

Header ? p-4

: First Page Header |  (dd Page Header  Even Page Header

To format text: select the text, then choose the Format Text button,

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button,

To insert picture: press the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture button.

Al BR B0 |58 E S
Left section: Center section: Bight section:
&[Time] &[Page]

K Cancel
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Header and Footer Options

There are several header and footer options that warrant covering in a bit more detail.
These options provide you with a greater level of control over configuring your worksheet
headers and footers. You can access these settings either from the Header & Footer
contextual tab or on the Header/Footer tab of the Page Setup dialog box.

Tells Excel that you want to configure unique headers and footers for the
Different First Page first page of your document. This is useful, for example, if you want to
include a document title.

. Tells Excel th fi h f
Different Odd & Even Pages (? s Excel that you want to configure your headers and footers
differently for odd and even pages.
. Selecting this option tells Excel to scale header and footer text up or
Scale with Document :
down when scaling other worksheet content.
. . ' [ [ ically aligns h f ith th
Align with Page Margins Selectmg-thls option aut-omatlca y aligns headers and footers with the
left and right page margins.
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