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Customizing the Quick Access Toolbar

Quick Access Toolbar

File Menu

Customize Quick
Access Toolbar

(Backstage view)

The upper left hand corner of the Excel Window has a Quick Access Toolbar.
This is a very convenient location to place commonly used buttons. By default,
this toolbar has Save, Undo, and Redo. For this Printing and Setup workshop we
would like to add the Print Preview button to the toolbar.

There is a drop down button (B) at the end of the Quick Access Toolbar that will
help you decide which buttons to display. This drop down list displays several
common choices, including our Print Preview and Print. When you choose a list
item, Excel will place the button on the toolbar.

If you don’t see the option you would like, you can choose More Commands.
This will open the Excel Options window. From the Customize Section, choose
the command you would like to see and choose the Add > > button.

Customize Quick Access Toolbar
New
Open
v Save
Email
Quick Print
[ Print Preview and Print ]

Spelling

v Undo
Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

General

@% Customize the Quick Access Toolbar.
Formulas

) Choose commands from: @
Proofing

Customize Quick Access Toolbar@

| Popular Commands "

‘ For all documents {default) v|

Save

Language Insert Table lz‘ H Save
Merge & Center © Undo

=5 Name Manager © Redo

New File

Advanced

)

Customize Ribbon

Open

Page Setup

Paste

Paste |i
Paste Special...

PivotTable

Quick Access Toolbar
Add-ins

Trust Center

oo ) LG

i

Print Preview and Print

(oo

<< Remove

Quick Print
Redo |> .
Refresh All

Repeat

Save

Save As

Set Print Area

Shapes 4
Sort Ascending

Sort Descending

Spelling...

Sum
Touch/Mouse Mode

, -
Undo |' E

Show Quick Access Toolbar below the Ribbon

Modify...

O [ MG I TUD G 3 Gl

Customizations: @
Import/Export ¥ ©
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Page Setup
There are several of ways to customize your printouts in Microsoft Excel. Many of these options can be found on
the Page Layout tab in the ribbon.

Office 2010

@ @ IE E% Ié,ﬂ eo» Width: Automatic = | Gridlines Headings

ﬁﬂ Height: |Automatic = || [v] View [v] View
Margins Orientation Size Print EBreaks Background Print @5 | 100% ° - -
cale. v . rint rint

- - - Area- Titles
Page Setup | [F | Scale to Fit | F | Sheet Options [F
Office 365

 —

@ Ijlb‘ﬁ IE E'%] # g&l} 5 Width: Automatic ~ | Gridlines Headings

T f - . .

Height: Automatic  ~ v v
Margins Orientation Size  Print Background Print ;D J - M View | 4 View
S = v~ Area~ Titles |£—|5’:3|E: 100% L] print [ Print

Page Setup |I§ | Scale to Fit |I§ | Sheet Options [E

All of the page setup options can be found through the Page Setup window. You can view this window by
clicking any of the launch dialog box ("More") buttons in the bottom right of any of the sections shown here.
You can also open the window by clicking on the Page Setup button in the Print Preview.

Page Setup 7 >

{ Page | Margins Header/Footer Sheet

Crientation
(®) Portrait ) Landscape
Secaling

® Adjustto: 100 |5 % normal size

i) Fit to 1 = page(s) wide by |1 = tall
Paper size: Letter 8.5 11" 22%28cm e
Print guality: | Medium -

First page number: | Auto

Print... Print Preview Dptions...
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Page Tab

The first tab in the Page Setup window allows you to change some general page options.

Orientation
¥
This option lets you set your printout to Portrait or Landscape. The image “_I S, N ODD
rientation
portrays the actual direction of the paper. . -
‘ortral rientation D joma-t
| L Landscape Orientatior
This is also a button on the Page Layout Tab and in the Print Settings in the B e
print preview.
Scaling
EWidth: Automatic -
This option can be used to change the "zoom" of the printout &1l Height: Automatic -
with the Adjust to: option or force the number of pages the CelScale:  [100% - [0 | NesScaling ,
. . . i i . i i i <cale to Fit i Dlw Print sheets at their actual size
printout must fit within using the Fit to: option. Like the zoom in
Fit Sheet on One Page
the worksheet, you can adjust this option from 10% to 400%. il Shrink e prinsout so hat it it

on one page
—,  Fit All Columns on One Page
. . . . . . . L_I"  Shrink the printout so that it is one
Scaling is also available on the Page Layout tab in the Scale to Fit section. The Width and ™ pagewide
€ Fit All Rows on One Page

Height options are the same as the Fit to: option allows you to specify how many pages [ stk theprintout sothat it s e
wide or tall you want your printout to be. The Scale option is the same as to the Adjust m;f:ag:ﬂ o
to: option, it allows you to change the zoom percentage of the printout. [} Noscaling

(Y100 Print sheets at their actual size

The Scaling option in the print preview offers four options.
e No Scaling — Scale to 100%
e Fit Sheet on One Page — Scale Width of only One Page

e Fit All Columns on One Page — Scale Height of only One Page

e Fit all rows on One Page — Scale whole printout to fit everything on one page.

Paper size IE
This option allows you to choose paper sizes such as Letter, and Legal. This option can also be =
changed by using the Size button on the Page Setup section of the Print Layout tab, and in the < .
etter
Print Settings in the print preview. L] 85" x 11"
|_| Le_gal
Print quality

This option allows you to specify the print quality of your worksheet. The higher the resolution (dots per inch —
dpi), the better the quality of your printout. This option can only be changed in the Page Setup window.

First page number

By default, a printout starts on page one, but this option allows you to start on a different number. You might do
this if you have a cover page, or if you are adding it to another report. This option can only be changed in the
Page Setup window.
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Margins Tab

Margins are the distance between your data and the edge of the page. Here on the
second tab of the Page Setup window you can adjust the Top, Bottom, Left, and Right
margins to an accuracy of a hundredth of an inch.

A preset list of Margins can also be found on the Page Setup section of the Page Layout
tab and in the print preview menu. If you choose Custom Margins..., Excel will open the
Margins page of the Page Setup window.

Header is the text that appears at the top of each printed page, and Footer is the text
that appears at the bottom of every page. These do not show in the Normal view of the
worksheet, but can be seen in the Print Preview and the Page Layout View.

Top: 025
| Left 025"
= Header: 0.3

Normal
T Top: 075"

Wide

Left 077
Header: 0.3"

Top: 1
Header:0.5"

Narrow
Top: 075
Left  0.25

{eader: 0.3

L]

Custom Margins..

Last Custom Setting

Bottom:0.25"
Right: 025
Footer: 0.3"

Bottom:0.75"
Right: 07"
Footer: 03"

Bottom:1*
Right: 1"
Footer: 0.5"

Bottom:0.75’
Right: 0.25"
Footer: 0.3

Normal Margins
Left 07" Right: 07"

L]

Keep the distance of the Header: and Footer: margins smaller than the Top: and Bottom: margins to prevent

overlapping the data.

Page Setup 7 x
Page Header/Footer Sheet
Top: Header:
0.75 5 03 |5
Left: Right:
07 = 0.7 B
Bottom: Footer:
0.75 = 0.3 (=
Center on page
|:| Horizontally
[] vertically
Print Preview Options...

Center on page

This option allows you to adjust how the data will be placed within the set margins.

No Centering

Centered Horizontally

Centered Vertically

Horizontally & Vertically
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Header/Footer Tab Page Setup 7 X

The third tab of the Page Setup window is Page | Margins | L
Header/Footer. Remember, Headers appear at
the top, and Footers appear at the bottom of

Sheet

every page' Header:

[none) ~
The Header and Footer drop down lists offer Custom Fieader.. | | Custom Footer..
predefined options. The items listed pull the Eooter

{none) "
information such as Author from the Document
Properties. These can be modified through the ‘ |
File tab, Info, Properties. Other information is [] Different odd and even pages
derived from the Worksheet names, Workbook L piferent first page

. . Scale with document

names, computer date and time settings, and [ Align with page margins
calculated page numbers. Remember you can Bt RuniEisview)) [gectionss
set the beginning page number on the Page tab. o

There are several Header and Footer options at the bottom of the window.

o Different Odd and Even Pages — Custom Headers and Footers can be created for odd vs. even pages.

o Different First Page — Custom Headers and Footers can be created for the first page to be different from
the rest of the pages.

e Scale with Document — Keeps the same scaling as the worksheet. If we set the scale on the Page tab to
print at 200%, this check box will ensure the header and footer also scale to 200%.

e Align with Page Margins — Aligns the Header and Footer with the left and right margins of the
worksheet instead of the page itself.

Custom Header/Footer

If you choose the options for Odd, Even and First Page, Excel will show new tabs here so you can set each
section to have its own custom header and footer.

Header ? *

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 appropr
To insert picture: press the Insert Picture button, To format Footer 4 X
cursor in the edit box and press the Format Picture buttg
Footer

A @ r@ ﬁ @ 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 pictura: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button,

Al BB HO & 88 [

Left section: Center section: Right section:

Left section: Center section:

QK Cancel
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Header/Footer Elements (Custom Toolbar)

There are three sections you can enter text. The Left Section aligns its contents on the left side of the margin,
the Center Section aligns its contents in the middle of the margin, and the Right Section aligns its contents to
the right side of the margin. If you would like the Header/ Footer to align with the page instead of the margin,
turn off the Align with Page Margins option on the Page Setup.

» e Be REE B A aE 50 peE =

Office 2010 Office 365

10

1. Font - You can have several different fonts in the same section. You can set the format before or after you
type your text. If you format after, you will need to select the text before you go into the Font window.

2. Page number — Inserts the text "&[Page]" which represents the current page number.

3. Total number of pages — Inserts the text "&[Pages]" which represents the total number of printed pages. If
we wanted to see the phrase Page 1 of 6, we would need to type in the "Page" and " of " (don't forget the
spaces!) So our code would look like - Page &[Page] of &[Pages]

4. Current date — Inserts the text "&[Date]". This is the code to display the day the worksheet is printed. This
button is automatically updated. If you want it to display the day the worksheet was created, you will need
to type the actual date.

5. Current time — Inserts the text "&[Time]". Like the Date button, this will automatically update each time the
file is printed.

6. File path — Inserts the text "&[Path]&[File]". This is the code to show the full file path. Like the Date and
Time buttons, this will automatically update. If you move the file, or Save As into another location or with
another name, this option will automatically change.

7. Filename — Inserts the text "&[File]". This is the code to display the current name of the file.

8. Worksheet name — Inserts the text "&[Tab]". This is the code to display the printed worksheet name.

9. Insert Picture — Inserts a graphic in the header/footer. This is most often used for logos and watermarks.
The image will show in actual size behind the data. Very light images, such as a large graphic of the word

DRAFT or CONFIDENTIAL can be inserted into a header and will appear on every page in the printout.

10. Format Picture — This button allows you to format the picture you have

inserted. If there is no picture, this button will be disabled (grayed out). |:|

D IE | Ruler v

Normal Page Break Page Custom [ gridlines [v
Preview |Layout Views
Workbook Views Show|

The Page Layout View (found on the View tab), allows you to view and edit
your Header/Footer and still see the data in your worksheet. From this view i . £
you will see the edges of the page and the page numbers in the status bar.
When you click in the Header/Footer area you will get a Header & Footer 2 £ i
Tools — Design tab. From here you will see many of the options we have

available when setting up our Header/Footer in the Page Setup window.
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You may find it useful to create or edit your Header/Footer in this view, where you can see the Gridlines Headings
changes as you make them. To switch views or work within the sheet, double-click back in the v|View |v| View

cells to leave the Header/Footer design tab. Print | Print
Sheet Options 1

File Home Insert Page Layout Formulas [BEIE] Review View Design Q Tell me what you want to do...
A 8 T - F
D D '\ L/..‘ |—H u D O H Different First Page | Scale with Document
Header Footer Page MNumber Current Cu_rrent File File  Sheet Picture Go to Different Odd & Even Pages [v| Align with Page Margins
- - Number of Pages Date Time Path Name Name Footer
Header & Footer Header & Footer Elements Navigation Options

Sheet Tab

The final tab in the Page Setup window allows us to take things from the worksheet to add to our printout.

Print area
This option allows you to choose the range of cells to print. p— |
This option is not available if you enter Page Setup from the :
Page Margins Header/Footer Sheet
print preview, because you cannot "choose" cells. rin ares: =
Print titles
Rows to repeat at top:

EE., The Print area can also be set from the Page Columns to repest at left =
o Setup group of the Page Layout tab. Select ””g

] Gridlines Comments: (None) v
[& setprint Area the desired range of cells and choose, Set ] Black and white cellgrrons s |dnplayed ~

F . D Draft guality - '
Clear Print Area Prlnt Area' D Row and column headings
Page order
. . . (@) pown, then over
To set the print area from the Page Setup window, click © oxer, then down
inside Print area box and use the mouse to point to the cells
you want. You can move the dialog box by clicking and || | ]
Print... Print Preview Options...
dragging the blue title bar.
[ oK l l Cancel l

Print Titles

This option allows you to set which Rows to repeat at the top of each page, and which Columns to
repeat on the left of each page. These do not have to be the first row or column; any column can be E
chosen as your titles and will be repeated on each page of the printout. If you click on this button in BT
the Page Layout tab, it will open the in the Page Setup window to the Sheet page. Titles

As with the Print Area, to set the rows and columns to repeat, click inside the blank in the Page Setup window
and use your mouse to select the rows/columns you would like repeated on every page.

Gridlines

This option will print the gridlines around all the cells within the print area. The alternative is to place "border"
around your cells. Gridlines can be turned on and off from the Page Layout tab, in the Sheet options section.

No Options Set  Gridlines

Jack 123 Jack 123
Jill 456 Jill 456
John 789 John 789
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Black and white
This option will print your data in simple black and white. This does not include shades of gray. Excel will remove

all color formatting from the printout.
No Options SetBlack and white

Jack 123 Jack 123
Jill 456 Jill 456
John 783 John 783

Draft quality
This option is the ideal quick printout. Depending on your printer it may reduce printing time. This option will
not print gridlines or graphics.

Row and column headings

This option will print out the row headings (the row numbers) and the column headings (the column letters). Row
and Column Headings can also be turned on and off from the Page Layout tab, in the Sheet options section.

No Options SetRow and column headings

A | B
Jack 123 T [Jack 23
Jil 456 |
oh 2 2 |4l 456
onn 3 |John 789

Comments

These can be inserted through the Review tab in the Comments section. By default, comments are not printed,
but here on the Sheet tab of the Page Setup window we have three options that will print the comments: At end
of sheet, As displayed on sheet, and the default - (none).

Cell errors as

This option allows you to choose how you want the errors to print. The default is to print the errors as you see
them on the screen. But you can change this option to leave those cells blank or fill them all in with N/A or
dashes (----).

Page Order

This option allows you to decide how multiple pages will print out. By default, Excel will print data from the
upper left corner straight down to the end, and then over to the next page full of data and down. If you want to
change the print order, such that Excel reads across and then down, change this option.
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Page Breaks

You can tell Excel where to start a new page by choosing Insert Page Break from the Page Setup section of the

Print Layout tab. The page break will be set above and to the left of the selected cell. In Normal view the page

break will appear slightly thicker gridline. In Page Break Preview the page break will appear as a solid blue line.

Normal View

Page Break Preview

G H G H N\ I J
1 1 |
2 2 |
4 <:> 4 /\i ~N—
5 N Y N 5 \:, 7
\ Soft Page Breaks /

(natural breaks)

Hard Page Breaks

(inserted breaks)
= You can remove page breaks that have been inserted. Put yourself in the first cell of that
(i page (below and to the right of the break) and choose Remove Page Break from the Page

Breaks

Insert Page Break
Remove Page Break

Reset All Page Breaks

Page Break Preview

The Page Break Preview can be accessed through the View tab, in the Workbook Views D
group. As with the normal view, you cannot see the headers and footers.

The Page Break Preview shows the
order of the pages and allows you to
manually move the page breaks. The
dashed lines are soft (natural) page
breaks. As you change the margins,
scale, and orientation of the page,
these page lines will automatically
update. In this view only, you can drag
a page break (a blue line) to another
location. When you change where a
page break is located, it changes for
the entire worksheet. For the whole
row and the whole column.

Setup section of the Print Layout tab.

The Reset All Page Breaks option will remove all of the inserted page breaks and return
the worksheet to the default soft page breaks (natural breaks).

Normal Page Break Page Custom

Preview Layout Views
Workbook Views
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Class Exercise
- Open PrintSetup.xlsx

- Customize Quick Access Toolbar (see page 1)
- Click on drop down arrow at the end of the toolbar
- Choose Print Preview and Print

- View Print Preview (2 pages)

- Use the new button, or press Ctrl-P, or choose Print from the File menu
- Close Print Preview

- Double space
- Select entire spreadsheet
- Click and hold the mouse between two row numbers
- Current row height is 14.4
- Drag until you reach close to 28.8

- choose Home->Cells->Format->Row Height set to 28.8

O L == Y AutoSum v A
& 3y

H R . [®] Fill -
- Vertical Align the cells from Bottom to Middle ot veee B (oar-
Us | Cell Size
I[ Row Height..
- Print Preview (4 pages) o Autofit Row Height

2 co umn Width..

AutoFit Column Width
Default Width...
Visibility

. Hide & Unhide >
- Increase font size e
- Select all (if needed)

- Change Font Size to 22 pt

- Close Print Preview

- Double click between headings to AutoFit Columns

- *or* format Autofit Column Width Pagmsetl 'R s i Ol
‘ Page Margins Header/Footer Sheet
. . Print area:
- Print Preview (12 Pages) —
- Close Prlnt PFEVIEW Rows to repeat at top: $1:51 .
Columns to repeat at left: | $A:$A Rz
Print
- Repeat header Row & Column gﬁ”d"”“ Comments:  (None) [-]
Black and white
. . n Cell gl : displayed
- Click on any cell to drop the selection 7] Draft quaity e R [
b D Row and column headings
- Page LaVOUt Ta Page order
- Print Titles (see page 6) @ o e e
_) Over, then down
- Rows to repeat at top: Titles (1:1)
- Click inside the box, and then click in Row 1
- Columns to repeat at left: Last (A:A) b | [ ooreden | |, gotins. ]
- Click inside the box and then click in Column A [ oc | cancel |
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- Add Footer through Page Setup Window (see page 5)

- Click on the Page Setup Button in Print Preview
- Click on Header/Footer tab

- Set a custom Footer

- Click OK, and OK

- Close Print Preview

- You cannot see the footer here

Footer

Footer

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 paint in the edit bo, 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,

Center section:

Right section:

Page &[Page] of &[Pages] ~

- Add a Header in the Page Layout view
- Go to the View tab (see page 6)
- Choose the Page Layout view

- Click inside the Add header at the top of the page

- Click the option Sheet Name on the Design tab
- Click in the data on the worksheet to leave the

- Double-click on the worksheet name, Sheetl
- type in Customers
- Press Enter to accept

- Notice the header on the page changes

- Return to the Normal view

Workbook Views

Al -
header

Jr

Show

- Change the Margins (see page 6)
- Open Print Preview (12 pages)

- Click on the Page Setup button in Print Preview

- Click on the Margins Tab
- Set margins to 0.5 all around

-top, bottom, right, left, header, footer
- Click OK

- Open the margins window again
- Set Header and Footer margins to .25

- Center on Page Horizontally & Vertically

- View All Pages, some pages are weird (pg 4, 8, 12)

- Page Setup -> Turn off Vertical Alignment

Page Setup

Page Margins Header/Footer Sheet

Top:

05

Bottom:
05
Center on page
Horizontally
D Vertically

Header:
0.25

Right:
05

Footer:
0.25

OK

Cancel

J

)
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- Turn on Gridlines (see page 6)
- In Print Preview, click Page Setup Button
- On the Sheet tab, click Gridlines
- Click OK

- Row Headings (see page 6)
- In Print Preview, click Page Setup Button
- On the Sheet tab, click Row Headings
- Click OK

- Page - fit to 1x1 page (see page 2)
- In Print Preview, click Page Setup Button
- On the Page tab, click Fit To: 1 by 1
- Click OK

’M

- Landscape Page

- Paper size — Legal

/'

- Instead of Fit sheet to one page, use Fit All
Columns on one page (2 pages)

- Adjust to: 100%
- In Print Preview, click Page Setup Button
- On the Page tab, Click Portrait
- Change Adjust to: 100
- Paper Size: Letter
- Click OK (should be 12 pages)

- Close Print Preview

\

Settings
D Print Active Sheets
Only print the active sheets

~| © -
Print One Sided

Only print on one side of the p... T
Collated

123 123 123

Landscape Orientation

Legal
85" x 14"

BOWD S| mE

Last Custom Margins Setting
Left 0.5" Right: 0.5"

J

"
L

Fit All Columns on One Page
Shrink the printout so that it is...

i

Page Setup
Page Setup

o An

page | Margins | HeaderfFooter | sheet

Orientation

scaling

@ Portrait (©) Landscape

@ adjustto: | 100] | % normal size
) Fitto: 1 = tall

=| page(s) wide by

Paper size: | Letter

Print quality: |600 dpi

E

Ficst page number: | Auto

|

oK

I

Cancel

- In the Ribbon, on the Page Layout Tab

Margins, Orientation, Size

Width, Height, Scale  Gridlines, Headings

0 Y D e

ﬁ Width: Automatic~
ﬁﬂ Height: Automatic ~

II:'
e

Gridlines Headings

V| View || View

Margins Orientation Size  Print Ereaks Background Print @ Scale: 100% ) )
- = > Rpeas Titles Cale: CI. Print Print
Page Setup P! Scale to Fit P Sheet Options P!
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- Page Break Preview (see page 8)
- On the View Tab
- click Page Break Preview button
- Notice the small page numbers in the background

- Change Page Order (see page 6-7)

Page order

- Open the Page Setup by clicking on a "more" button
- if needed go to the Sheet Tab

- Choose Over Then Down (bottom of the window)

- Click OK

) Down, then over

- Notice new page numbering

- Insert Page Break (see page 8)
- Click on cell A10 (Dawson)
- Page Layout Tab

- Brea kS -> |nsert Page Break File Home Insert Page Layout Formulas Data Review View
[ colors - @ D" IE E [ EEE‘ o
Ly | )
= *
FDHTS' ) D N b= ] H? &
ThemesD Margins Orientation Size Print Breaks Background Print =
- Effects - - - - - - i H
- Insert more page breaks G Jitles
Themes Page Setup Insert Page Break
- C||Ck on Ce” 815 (Gary) ATG - fr Zimmerm Remove Page Break
5 B o Reset All Page Breaks
- Insert Page Break » |Knight Katrina 9204 Avocado Ave :Galnesvme FC EFLLYI
s |Kreck Kasper PO Box 3672 IGainesville FL 32689
- Remove Page Break . |Lamas Larry 9405 Date Terrace |Gainesville FL 32684
s |Lee Leslie 2930 Apricot Street IMicanopy FL 32608
H o |Li Lana 23 Iceberg Drive |Gainesville FL 32597
- CIICk on Ce” A15 (Gentle) « |Livingston Lenord 789 North Univerﬂ\{Ave'Waldu FL 32658
+ [Mack Mervin 2934 Turnip Place INewberry FL 32608
- Insert Page Break o [Martin Mary 230 Jalapeno Junction :Micanupy FL 32597
o [Mellott Marge 2309 Hercules Road IGainesville FL 32597
, [Miles Mark: 49453 NE 5th Street IEainesville FL, 32655
2 [Newsome Nehie 739 Bionysus Drive Micanopy FC 32597
. ; [Norris Ned 4324 SW 3rd Lane Gainesville FL 32608
- Cllck on Ce” A20 (Jackman) . [0'Connell Oscar 239 Marigold Street Gainesville FL 32597
s |Oglethorpe Qlivia 9042 Lima Bean Street  I1Waldo FL 32658
- ;. [Paulson Paul 726 South 45 Blvd Gainesville FL 32655
Insert Page Break . |Perez Penelope 2034 Banana Drive IGainesville FL 32567
o |Quinn Quentin -, 9884Beet Street |Gainesville, FL, 32658
. [Roberts Roger 123 West Main Street :Gainesville FC 32156
, [Rogers Robert 534 Lovers Lane |Gainesville FL 32653
H ! ley-Richardson Robin 987 Tinkerbell Drive |Gainesville FL 32684
- 4 |Rumle H
Scroll down to the natural (dashed) page break in the K's - jfumertichadbonftobn w7 imherbel pve ool 7 o
. . [Sells Stanley 246 Little Rock Lane :Gainesville FL 32597
- Look at the current scale in the Page Layout tab ~lsmitn Sarah  assEastMainStreet  IGaimesville  FL 32608
s [Thomas Toum, RA 5Box 534 Walde FL 34567
[s) . [Tinnez TinT 2701 wWilliston Road lGainesville FL 32597
- I
ShOU|d be 100/) . [Traver Tina Teresa 456 NW 5th Place IMicanopy FL 32608
; [Tubero Terry PO Box 1238 !Gainesville FL 32684
5 [Tweed Thomas PO Box 5678 Gainesville FL 32689
. [Van Gogh vincent PO Box 230 Gainesville FL 32684
- Place mouse over the blue line and drag down so the o vann vera 9130 Watercress Roan _[Waldo R 2265
: [Watson Wally, 4563 NW 43rd Blvd Archer FL 32608
page will break between Livingston and Mack s [west Wil ™ 9208 Sweet Potatoes AveWaldo R a6y
« [Williamson william 28000 SW 583rd Avenue :Mlcanopv FL 32597
. s [Xue Xena 2330 Poseidon Place |Gainesville FL 32597
- Look at the current scale in the Page Layout tab \[simmerman  Jran PO Box 6357 Keystone ReightarL 32733
2 [Zinn Zelda 745 Nectarine Ave |Gainesville FL 32655
- Should be around 85% .

- Insert Page Breaks
- Cell A56 (Paulson), Cell A62 (Saunders), Cell A70 (Van Gogh), A76 Zimmerman
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- Remove all page breaks
- Choose Breaks -> Reset all page breaks

- Ctrl-Home to return to the top of the worksheet
- Return to Normal View
- Insert Page Breaks in Normal View

- Click on cell A10 (Dawson)

- Page Layout Tab

- Breaks -> Insert Page Break

- Close and DO NOT SAVE

- Open PrintSetup.xlsx

- Set A-people as print area (see page 6)
- Select A1:F4
- Page Layout Tab-> Print Area -> Set Print Area
- Print Preview

- Clear Print Area

- Page Layout Tab -> Print Area -> Clear Print Area

Page Layout Formulas Data Review Viey
- Set C-people as Print Area

- Select A7:F9 @ IE [%ﬂ’% E:él'l

- Page Layout Tab -> Print Area -> Set Print Area Orientation Size = Print Breaks Background Print
. . . - - Area- -~ Titles
- Print Preview-no titles _
Pagc [ Set Print Area 2
T Clear Print Area

- Set Titles to repeat at top
. . Add to Print Area
- Page Layout Tab -> Print Titles B - .

- Rows to repeat at top: Titles (1:1)
- Print Preview

- Add A-people to print area
- Select A2:F4
- Page Layout Tab-> Print Area -> Add to Print Area

- Print Preview (2 Pages!)
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- Turn to worksheet Sheet2

- Open Print Preview (4 pages) =_BEl S wapTea
- Close Print Preview = = = % Angle Counterclockwise
¥ Angle Clockwise

lfj Vertical Text

- Select Row 1

- From the Home tab, change the orientation to Rotate Text Up E |&  Rotate Text Down

pril 2016 Ma) 0. £ mat ce Alignment

N

- Select All

- Center align, AutoFit column width

- Page Setup Options

- Landscape, Narrow Margins, Gridlines, Horizontally Centered

- Print Preview (1 Page)

= = S c
I7] = c § g = % © T % L} B c E g o
REBERERE 2% 2z T3P E FESEa =
a Il el WO GG cicicioi SiG 2ot @2 gl ogyiopni o 6l Rl == mw PR
2 ziw 2Ol clpgi @i gl T o@n eiLi 8 =ic. ciciZ TP T ml ol o oia:i gl B
.53 8% & 559902 oo § FE 93 R ECEEG PP E T EE2 25
? mm eidigiafidio g gy £ s sisislaigl 60 al i cininl o isisidld
TJOO9: Y Y ¢ ¥ Y MiY:MN:Y: I N:N ¥ Y M:N: Y:iYiMN:Y!N:N:YiIN!N YiY:iy
TFI58: NI N : MN: Y Y iy A MiN:Y Y iy Y iY:y MN:N Y i¥ Yy N
TFIBA: N Y i M: Y i N: YN MY MY N M:i N ¥i NN MY ¥:yY:y
8308 Y NiN:N Ni:N:N N:N:Y N N Yi ¥y N:Y ! N:N:N:Y:Y
TF873: Y i N Y Y Y NIN!Y: Y Y NN Y Y N:Y:Y!N
BRET YINI{N:Y: Y N NiY Y Y N Y Y N N:Y N Y Y:YiN:N
FO3d: N: N: Ni Y I NI N N:Y N:Y!YiY:¥YiN YiYiIN Y NiN:N:N N:N:Yi{Y:iN
8076 Mi NN ¥Y:iY:iY:Yy:yiy ¥i NN Y Y :iY i NININININ NININ M:iMN:NiN
7515 Y Y ¥ i N MiN:N MiN: YIN MiN:Y: Yy Y Y M:i N A
TF311: Y N MY ¥ i WN:N:N Y iY  N:YIN:Y!N Y MY :N:Y:PY Y ¥ NP Y N
580 Y Y ¥ i Y ¥ MY : ¥ Y N:Y:N:Y MiMN:N:N:Y:N ¥ ¥ NG Y ¥ N Y
7492 MY :Y Y MiN:Y:N N: Y ¥ ¥ i ¥ i Y: i N:NY Y Y Yy MNi N
- Turn to worksheet Sheet3 ==
- Open Print Preview (10 pages) ———
P 5 == e it bt Pometop
- Set Column Widths — 25, 6, 100 -
- Select All
- Wrap Text, Align Top of cell s
- Page Setup Options i
- Fit to 1-page wide, Narrow Margins, Turn on Gridlines R
- Print Preview (2 pages) el o 5 S e s
e e i e oy
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*EXEXERCISE***
- Open PrintCustomers.xIsx

- Create a Print Preview that shows

- Titles (Last, First, Address, City, ST, Zip Code)

- T-People (last name begins with a T)

- Gridlines

- Landscape

- Horizontally Centered
- Vertically Centered

- Page # in Right Footer

- Print Preview (1 Page)

LAST FIRST ADDRESS CITY 5T {ZIP CODE
Thomas Tom RR 5 Box 534 Waldo FL 34567
Tinnez Tim 2701 Williston Road Gainesville FL 32597
Traver Tina Teresa (456 NW 5th Place Micanopy FL 32608
Tubero Terry PO Box 1238 Gainesville FL 32684
Tweed Thomas PO Box 5678 Gainesville FL 32689
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