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In this lesson, you are going to learn to print a workbook. If a
printer is not connected to your computer or it is inconvenient to
print, take the lesson anyway. It is not necessary actually to print
the workbooks for the lesson to be of use.

Except for manual (or hard) page breaks that you might enter, a
workbook has no page breaks until it is printed or viewed in Print
Preview. At that time, Excel inserts soft page breaks. This is
different from other applications such as Word that automatically
insert soft page breaks as you type.

A workbook has to be on the screen (in memory) to be printed. You
are going to begin by printing Miller’s Shoes 8.

1. Open Miller’s Shoes 8.

2. Before printing the workbook, you are going to use the
Print Preview command to see what the workbook will
look like when printed.

On the File menu, choose Print Preview.

Notice the replica of an 8.5" x 11" page. (If you are
seeing only part of the page and the text is larger,
click anywhere on the page so it will look similar to
the one below. You will understand the procedure
in a moment.)

EZ3 Microsoft Excel - Miller's Shoes 5

Preview: Page 1 of 1 UM

Although in a moment, you will enlarge the page so
you can see details more clearly, notice that Excel
puts the name of the workbook at the top of the



Lesson 13 - Printing a Workbook

page and the page number at the bottom. Also
notice that there are no gridlines. By default, Excel
displays gridlines on the screen, but not when

printing.

Position the pointer anywhere on the page.

Notice that the pointer has turned into a

magnifying glass.

This indicates that if you click, the page will
zoom to full size with that section showing.

Q

Position the magnifying glass somewhere at the
top of the page (so this part of the page will be on

the screen) and click.

Notice that the page has zoomed to full size. Only a
portion of it can be seen on the screen. You may
have to scroll to see the top of the page. Notice that
the magnifying glass has become an arrow again.
Also notice that there is a horizontal and a vertical
scroll bar. These would allow you to view any
portion of the page.

B3 Microsoft Excel - Miller's Shoes 5

Hext | [Previous Page Break Preview

<
Preview: Page 1 of L

Foatwear
Children
Mlen
Wamen

Total
Exupenses
Profit
Divisions
Average

Highe st
Lowest

Shoes

MILLER'S SHOE DEPARTMENT

Jan

400
2000
3500

$5 800
4000
$1.800
1867

3500
400

Feb

(100
2500
3,000
§5.400
3500
#1800
1800

3,000
(100

50
3,000
4,000

86 950
3,000
$3 960
2317

4000
50

Total

250
7,500
10,500
$18,250
10,500

$7.750

1>

5.

Click anywhere on the page.

Notice that you can see the entire page once again.

At the bottom of the page, point to Page 7 and

click.
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The page zooms to full size with only the bottom
part showing.

7. Click on the page to return it to reduced size.

Notice the toolbar at the top of the page. This is a special toolbar for
the Print Preview screen.

ek Previous L Zoom J [Print...] [Setup...] [Margins] [F‘age BreakPreview] [ Close ] [ Help ] ‘

1. The Zoom button on the toolbar zooms the page to full
size. It does the same thing as the magnifying glass.

On the toolbar at top, click the Zoom —
Zoam

button and notice the page at full size.

2. Click the Zoom button again and notice that the
page returns to the reduced size.

3. On the toolbar, click the Close button
to return to the worksheet. ~

Before continuing, you are going to take a look at the page breaks
that Excel inserted in your document.

1. If you do not see a vertical dotted line at the right
of the worksheet, scroll right until it is in view. On
our screen, this dotted line is between columns H
and L. It may be at a different location on yours.
This is a page break.

[ E F G H

Eld Tatal

250
7,500
10,500

[
=

[

[

[

518,250

[

10,500

[

57 750

As mentioned, Excel enters page breaks after you
use the Print Preview feature or print the workbook.
Excel would break the page here if it needed more
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than one page. Columns A-H would print on one
page. The next page would start with column L.

Note: Page breaks are always at column borders.
Excel never splits a column.

2. There is a horizontal page break further down the
worksheet.

Click the down scroll arrow until you see the page
break. On our screen it is between rows 52 and 53.

vertical
page break

G | H [ 1

horizontal
page break —

| cm | cr | cr | | o | 0 [ [ f
|| & ||| = | S [@ |

3. Use CTRL/HOME to return to Al.

You are going to learn how to print the entire workbook. Once
again, you do not actually have to print it.

1. If you are going to be printing, check that the
printer is on and that it has paper.

2. On the File menu, choose Print.

The Print dialog box appears. Following is a
description of the various options.

Print

Printer

Mame: |cf$ HP Laserlet 4M w | [ Properkies... ]
Skatus: Idle Find Print

Type: HP LaserJet 4M
Where: LPT1:

Commment:

[ Print ta file
Print range Copies
® al Murnber of copies: £

Oreatt tom [ = [
Print what Ijg Ijg Collate
() selection ) Entire workbook

(®) active sheek(s)

(o Coma )

Printer. The options in this box provide you with
information about the current printer. If there are
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other printers available, you can use the Name
drop-down list box to choose a different printer. To
modify the settings for the current printer, click the
Properties button. If a printer is not currently
available, you can choose the Print to file option. This
tells Excel to store the printout in a file that can be
transferred to a disk and printed later.

The Print range box lets you print All the pages or a
range of pages that you would indicate in the From
and To boxes. For example, From 3 To 5 would print
pages 3, 4, and 5; From 7 To 7 would print only page
7; From 12 To 999 would print page 12 to the end of
the selection, sheet, or workbook, depending on
what you choose in the Print what box.

Print what. The options in this box allow you to print
selected cells, active sheets, or the entire workbook.
(Active sheets are those whose sheet tabs are
selected. To select a sheet tab, hold down the CTRL
key, so a selected sheet will not be de-selected, and
click.)

Copies. This lets you print multiple copies. If you
check the Collate box, the pages you print will be
grouped together (the page icons show the result).

Preview. Choosing this takes you to the Print
Preview screen.

To print the workbook, verify that A/l is selected in
the Print range group and click OK. Otherwise, click
Cancel.

To print an entire workbook, you do not have to indicate a range.
To print part of a workbook, however, you have to choose Selection
or Active Sheets on the Print dialog box.

You are going to print the cells containing the Footwear items.

On the File menu, choose Page Setup.

The Page Setup dialog box appears.

Click the Sheet tab.
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Notice the options on the Sheet tab.

Page Setup

| Page || Margins || HeaderFooter |

Print titles
Riows bo repeat at top: |
Columns ko repeat at left: |

Print

[ aridines [ row and column headings

D Black and white Comments: {hone) I

[ oraft gualiey Cell errors as displayed v
Page order

@& Down, then aver EE B E,'-EE

O Over, then down B8 ElF 58

[ K ][ Cancel ]

3. Click an insertion point in the Print area text box.

4. You can manually enter in the range, but it is often
easier to simply use the mouse to select the range in
the workbook.

In the worksheet, select A5:E8. If the dialog box is
in the way, drag it to the side first.

Notice the flashing marquee around the range in the
worksheet. Also notice the range in the text box.
Excel uses the dollar signs to indicate absolute cell
references (see Lesson 15).

Note: If you were not able to select the range, verify
that the insertion point is in the Print area text box
and then try again.

5. Click OK.

Notice the dotted page breaks around the range.
Excel has moved the right and bottom page breaks
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from their previous locations. Everything within the
dotted page breaks will be printed.

P Iy
E ﬁn \ Feh far Tatal
4

| 5 |Footwear: )

& [Children 400 (100} (50) 250 |

| 7 |Men 2,000 2500 3,000 7500 i

8 ["Women 3500 3,000 4 000 10,500 1
9
|10 |Total $5,5900 §5 400 55950 | §18.250
6. The Print Preview feature has its own button on the
Standard toolbar.
Click the Print Preview button. Ia:;
Notice that only the A5:E8 range is displayed.
7. Click the Close button on the Print Preview toolbar

to return to the worksheet.

Note: From now on, you will not be asked to print.
You will just use the Print Preview screen to view
the worksheet as it will look when printed. Always
feel free to print the workbook, however.

The Print Area item on the File menu allows you to set the print
range without using the Page Setup dialog box. You are going to
use this method to print A10:E14.

1.
2.

Select A10:E14.

On the File menu, point to Print Area.

Notice the submenu that 3t Prink Arsa

appears. Clear Print Area

On the submenu, choose Set Print Area.

Click anywhere to remove the highlight.
Notice that the page breaks surround the new range.
On the File menu, choose Print Preview.

Notice the new range that is displayed.

Click the Close button to return to the document.
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Removing the
Print area

If you want to print the entire workbook again, you have to remove
the Print area.

1. On the File menu, choose Page Setup.
2. Verify that the Sheet tab is displayed.

3. Delete the contents of the Print Area text box, and
then click OK.

Notice that the dotted border is no longer around
A10:C14. It is once again to the right of the
worksheet.

Tip: There is another way to remove the Print area.
On the File menu, point to Print Area and then
choose Clear Print Area on the submenu.

Navigating in
Print Preview

As mentioned earlier, if a worksheet is too wide to fit on the paper,
Excel splits it vertically and prints the other half on the next sheet
of paper. You are going to print a workbook named Two Years

P&L 1, which is too wide to fit on one sheet of 8.5" x 11" paper. You
are then going to move

through the document while in
Print Preview mode.

1. Open Two Years
P&L 1.

2. On the File menu,
choose Print Preview.

Notice that not all
of this worksheet -
is displayed.




162

Microsoft Excel 2003 - Beginning and Beyond

On the Print Preview toolbar, click the Next button
to go to the next page.

Notice the second
page.

You are going to learn
a few techniques for
moving around the
Print Preview screen.
On the toolbar, the
Previous button is no
longer dimmed,
because a previous
page now exists.

W § dzel |§ Bezi

‘ Mt Previous ‘ e

The Next button, however, is dimmed because there is
no next page.

Click the Previous button to return to Page 1.

Verify that you can see the entire page. If not, click
the magnifying glass on the page or click the Zoom
button.

By clicking the gray area on the right scroll bar, you can
go from page to page on the Print Preview screen when
it is at full size view.

Click the gray area on the right scroll bar (below
the scroll box) and netice how it takes you to
Page 2.

The scroll box is now at the bottom of the scroll bar
because this is the last page of the worksheet.

Click the gray area on the right scroll bar (above
the scroll box) and notice how it takes you back to
Page 1.

One final way to go from page to page on this screen is
to use the PAGE DOWN and PAGE UP keys.

Tap the PAGE DOWN key to go to page 2, and then
tap the PAGE UP key to go back to page 1.

Click the Close button to return to the workbook.
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Notice the dotted vertical page break that Excel
inserts when you either print the workbook or use
Print Preview. You may have to scroll to see it.

You can set your own vertical and horizontal page breaks with the
Page Break command on the Insert menu. (These are sometimes
called hard page breaks.) You are going to set a horizontal page break
before row 10 and a vertical page break before column E.

1.
2.

Two Years P&L 1 should still be on your screen.

If you have scrolled to the right, use CTRL/HOME to

return to Al.

Click the row 11 heading.

On the Insert menu, choose Page Break.

Click to remove the highlight.

Notice the page break above row 11.

Note: If you had clicked a cell in row 11, a vertical
page break would be entered to the left of it and a
horizontal page break above it. By clicking the row
heading, only a horizontal page break was entered.
Similarly, if you click a column heading, only a

vertical page break will be entered.

Click the column E heading.

On the Insert menu, choose Page Break.

Click to remove the highlight.

Notice the vertical page break | D E_ |
. \
before column E .
The worksheet will now print on MAR APR
four pages. 23,000 24000
i i 3,000 4 000
On the File menu, choose Print 500 B0
Preview. 4,000 5,000
Notice Preview: Page 1 of 4 30,500 33,500
on the Status bar.
17 000 17 000

Go to all four pages of the
worksheet.

Page 1 is the top left side of the worksheet and page
2 is the bottom left side. Pages 3 and 4 are the top
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and bottom right side of the worksheet, respectively.
This order is referred to as down, then over. You will
learn shortly how to reverse this to over, then down.

11. Click the Close button to return to the worksheet.

12. You are going to remove the page breaks that you
entered. The page breaks will then revert to the ones
that Excel enters.

Click the Select All button.
13. On the Insert menu, choose Reset All Page Breaks.

14. Click to remove the highlight.

Notice that your page breaks have been removed.
The page breaks that Excel enters remain, however.

Note: There is another way to remove page breaks.
If you position the active cell below a horizontal
page break or to the right of vertical page break, the
Page Break command on the Insert menu changes to
Remove Page Break. Choosing it removes the page
break.

The Page Setup dialog box lets you change a variety of options,
such as page orientation, paper size, and margins. The printer
Properties dialog box lets you change defaults for your printer.

1. On the File menu, choose Page Setup.

The Page Setup dialog box appears. You are going to
look at some of these options.

2. Click the Page tab.

Notice the options on the Page tab. (Some of these
options such as Scaling are too special for the scope
of this course.)
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Page Setup

| Margins || HeaderfFooter || Sheet |

Orientati

g
L &N

Orova Otanbne

(& adjust ko: (100 |5 % normal size

1 Fit b page(s) wide by tall

Paper size: | Letter w |

Print guality: |6DD dpi w |

Firsk page number:

[ K ][ Cancel ]

3. The Orientation box lets you choose Portrait (short side
of the paper on the top and bottom) or Landscape
(paper turned sideways). Portrait has been chosen.

Choose Landscape.

4. The Paper size drop-down list box lets you change the
size of the paper.

Click the Paper size drop-down list box.

Notice the various sizes available with your printer.
You are going to keep the size at Letter.

5. Click Letter to close the box.

6. The First page number text box lets you begin page
numbering with a number other than 1. (You might
want the numbering for this workbook to begin where
it left off in another workbook.).

Verify that Auto (the default) is displayed for the
First page number text box.

The Auto feature numbers the pages by their
position in the workbook. For example, page 7 will
be Page 7 when printed, page 15 will be Page 15
when printed, etc. Unless you want the numbering
to start with another number, always use Auto.

7. Click the Margins tab and notice its features.
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Page Setup
| Page | Header/Foater || Sheet |
5 [ B
Left: Right:
0.7 & 07w 3
Bottomn: Fooker:
[ @ [ B
Cenker on page
[T Horizontally [ vertically
[ K, ][ Cancel ]

The Margins tab lets you adjust all four margins. You
are going to change the Top and Left margins.

Highlight the contents of the Top text box.
Type: 1.25

Tap the TAB key two times to go to the Left text
box.

With the contents of the Left text box highlighted,
type: 0.25
Note: You can use the Center on page options to tell
Excel to center your worksheet horizontally or
vertically on the page. These options are helpful if
you are printing a relatively small range.

You are going to use the Header/Footer tab in the next
section. For now, you will look at more of the options
on the Sheet tab.

Click the Sheet tab.

You are going to print the workbook with the row and
column headings.

In the Print box, choose Row and column headings.

You are going to print the workbook with gridlines.
Remember that gridlines do not print unless you tell
them to.

Click the Gridlines check box.
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Note: The two options in the Page Order box, Down,
then over and Ouwer, then down, tell Excel how to print
consecutive pages in a workbook.

15. Click OK to return to the workbook.

16. On the File menu, choose Print Preview.

Notice the Page Setup settings that you changed:
landscape orientation, top margin of 1.25", left
margin of 0.25", row and column headings, and the
cell gridlines are displayed.

Sheetl

A
1 |First Half

Tokl Eipei 6

T HET TRSEWE

17. Notice the Print, Setup, and Margins buttons:

\

‘ [F'rint... J [Setup...] [Margins] ‘

18. The Print and Setup buttons let you quickly access the
Print and Page Setup dialog boxes. The Margins button
allows you to visually move the margins on the Preview
window.

Click the Margins button.

[ | A (Y - O Y - I N

T ry
N

FEl WAV, O

HEFENIE

lBCAENSES
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Notice the lines and markers on the Preview page.

19. Point to the various markers and lines and notice
the pointer turn into vertical and horizontal bars.

The lines across the page allow you to change the
margins and the heights of the header and footer

(which you will learn about shortly). The markers
along the top of the page allow you to change the
widths of columns.

You can also change column widths by dragging the
borders between printed columns. As you drag the
border, the Status bar will indicate how wide the
column is, just like when you change column widths
by dragging between column headings in the
worksheet.

Note: Sometimes the Page Setup settings do not
override the settings on the printer’s Property sheet.
Should this happen, change the settings on the
Property sheet as well.

20. Click the Margins button again to turn off the
margin markers.

21. Click Close to return to the workbook.

Note: The Print button =4
on the Standard toolbar prints the
workbook directly to the selected printer,
without displaying the Print dialog box.

Headers
and Footers

A header is information (usually text) that appears at the top of
every page. A footer is information (usually text) that appears at the
bottom of every page. The default positions are %2” from the top
and bottom of the page. As you have seen, Excel automatically
prints a centered header containing the file name and a centered
footer containing Page, followed by the page number.

1. Open Dairy 1.
2. First, you are going to preview this workbook.

On the File menu, choose Print Preview.
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Notice page 1 of
the workbook,
including the

default header
(at the top)
and footer
(at the bottom).

Tip: Use the
magnifying glass
to get a closer
look at the header
and footer.

3. Click the Next button or the gray area on the right
scroll bar.

Notice the header and footer on the second page.
Using the magnifying glass, notice that the footer
reads Page 2. Excel numbers pages automatically.

4. Click the Close button to return to the worksheet.

5. You are going to create different headers and footers
for this worksheet.

On the File menu, choose Page Setup.

The Page Setup dialog box appears.

6. Click the Header/Footer tab.

The Header/Footer tab appears. Notice the Header
and Footer preview boxes with the default settings.

Page Setup
Margins :
A
Header: -
s / 3
[ Cuskomn Header. .. ] [ Cuskom Fooker,.. ]
Fooker:
|Page 1 / w |
I
‘ Page1 |
[ K J[ Cancel
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Click the Header drop-down list box.

Scroll through the list of preset headers that are
provided with this document.

Header:

Drairy

> =0

Dairy 1

Z:WFLS Excel2003 Student Files\Dairy 1
Dairy, Page 1

Dairy, Finney Learning Svstems Confidential, Page 1 =
Dairy 1, Page 1

ZFLS Excel2003 Student Files\Dairy 1, Page 1 e

Note: You may have noticed that some of the
headers and footers have special company and
personal names. These are derived from the
Properties dialog box for the document , which is
accessed by choosing Properties on the File menu.

Choose any of the preset header options.

In the preview box, notice the header that you
selected. Notice that some of the items may be flush
right, centered, or flush left. You will see why when
you create a custom header.

Click the Footer drop-down list box.
Notice a similar list of preset options.

Choose any of the preset footer options.
In the preview box, notice the footer.

Click Cancel to return to the document.

Tip: To remove a header or footer from the
workbook, simply choose (none) from the
drop-down list box.

Creating a

Instead of choosing one of Excel’s preset headers of footers, you
can create your own custom header or footer. You are going to
create a custom header for your workbook.

1.
2.

On the File menu, choose Page Setup.

On the Header/Footer tab, click the Custom Header
button.
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The Header dialog box appears.

Header |'5|
Ta format text: select the text, then choase the font button,
Taoinsert a page number, date, time, file path, filename, or tab name: position the

insertion point in the edit box, then choose the appropriate button,

Left section:

Tainsert picture: press the Insert Picture butkon. Ta Format your picture, place the
cursor in the edit box and press the Format Picture button,

(2] EIE

Center seckion: Right section:

&Tab]

The three text boxes (Left section, Center Section, Right
section) are where you insert the header text. The
text will then be printed at the left margin, in the
center, or at the right margin, depending on the
section you choose. The buttons insert header codes.
All header codes begin with an ampersand (&).

The Text button lets you change the font or the font
appearance. You are going to make the Left section of
the header bold.

Verify that the insertion point is blinking in the Left
section box.

Click the Text button.

The Font dialog box appears.

In the Font style box, choose Bold and then click OK.

The insertion point should be flashing in the Left
section text box.

Type: Draft #45

The text is in bold. Notice that the text is
left-aligned. The contents of the Left section box are
always left-aligned.

Tap the TAB key to go to the Center Section text
box.

The contents of the text box are highlighted. You are
going to replace this highlighted text with the current
date and time.

Click the Date button.
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&[Date] is inserted. This is the code that tells Excel to
insert the current date at this location.

9. Type a semicolon ( ;).
10. Click the Time button.

&[Time] is inserted, which will be replaced

with the current time. Notice that the codes are
centered. The contents of the Center Section text box
are always centered.

11. Tap the TAB key to go to the Right section text box.

12. Click the Filename button.

&[File] is inserted, which is the code for the
filename. Notice that the code is right-aligned. Text
is always right-aligned in the Right section text box.

Your entries should look like the following:

Left section: Center section: Right section:
Draft #45 &[Date];&[Time] &[File]

13. Click OK in the Header dialog box, not on the Page
Setup dialog box underneath it.

Notice the changes in the Header preview box.
14. You are going to create a custom footer.

Click the Custom Footer button.

The Footer dialog box appears.

Footer X]
To format texk: seleck the text, then choose the Font butkan,
To insert a page number, date, time, file path, filename, or kab name: position the

insertion paint in the edit box, then choose the appropriate button.

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

E1EY @

Left section: Center section: Right section:

Page &[Page]

Notice that it is the same as the Header dialog box.
In the Center Section text box, notice the default
footer: Page &[Page]. This will be replaced by Page 1,
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Page 2, etc. (The &[Page] code prints only the page
number. The first part of the footer, Page, is text.)

15. You are going to place the page numbers in the Center
section box.
Delete the contents of the Center Section text box.
16. If necessary, click an insertion point in the Center
section text box.
17. Type Page followed by a space.
18. Click the Page Number button.
19. Type a space, type of and another space.
20. Click the Total Pages button.
Page &[Page] of &[Pages] is in the Center section
text box and will be replaced by Page 1 of 4, Page 2 of
4, etc.
21. Notice the Tab button. This inserts a &/Tab] code, which
is replaced by the current sheet tab
name when printed. You are going to insert
the sheet tab name on a second line in the
Center section.
Tap the ENTER key.
22. On the second line, type Sheet: followed by a space.
23. Click the Tab button.
Your entries should look like this:
Left section: Center section: Right section:
Page &[Page] of &[Pages]
Sheet: &[Tab]
24. Click OK.
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On the Page Setup dialog box, notice the header and
footer.

Diraft #45 AME2007;E:44 P DClaim 1
Hegder:
|DraFt #45, 4/16/2007;6:44 PM, Dairy 1 v|
[ Custom Header, ., ] [ Custom Fooker..,, ]
FEoaoter:
|Page 1 of ?O5heet: Dairy v|
Page 1of1
Shueet; Diairy
25. Click OK to return to the document.
26. Click the Print Preview button. |_‘1
27. Click the Zoom button or use the magnifying
glass to get a better look at the header and footer.
header —— Draft #45 4A16/2007;7:01 FM Dairy 1
JATT FEB MAR APR MAY JUH TOTAL AVG
INCOME
Ice Cream 25000 30000 43000 45000 32000 0000 255000 42500
Sherbet 2000 9500 12000 14000 18000 17000 F7500 12916 667
Ice Milk 3000 2500 5000 3500 4000 4500 22500 3750
Voguet 2500 4000 4000 2500 3000 3200 19200 3200
(= 1of2
footer Shot Dy
28. Go to page 2 and notice that Excel automatically
inserts the correct page number in the footer.
29. Click Close to return to the document.

End of Lesson 13



