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Excel 2019 (Part 11): Layout and Printing

Once you've selected your page layout settings, it's easy to preview and print your workbook from Excel using
the Print panel.

Y ou might sometimes want to print your workbook to view and share your data offline. Once you've selected
your page layout settings, it's easy to preview and print your workbook from Excel using the Print panel .

How to accessthe Print control panel

1. Select the Filetab. The Backstage view will appear.
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2. Select Print. The Print control panel will appear.
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Thisisthe Print control panel :
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How to print a wor kbook
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1. Navigate to the Print control panel , then select your desired printer.
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2. Enter the number of copies you want to print.
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3. Select any additional settingsif needed.



Print

Copies: | 1 -
=
Print
Printer
Lexmark MX310dn
'ﬁ Ready
Printer Properties
Settings
Print Active Sheets
Only print the active sheetslb
Pages: : to :
||=flll=|§| Collated .
= 123 123 123
:§ Portrait Orientation -
& Customn Page Size -
Mormal Margins
Left: 0.7" Right 0.7"
([ Mo Scaling
wo  Print sheets at their actual size

Page Setup




4. Click Print.
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Select the printing area

Before you print your Excel workbook, it's important to decide exactly what information you want to print. For
example, if you have many worksheets in your workbook, you'll need to decide whether you want to print the
entire workbook or just the active worksheets. Sometimes you might also only want to print certain content from
your workbook.

How to print the active spreadsheet

1. A worksheet is considered active when it is selected.
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Ready

2. Select the worksheets you want to print. To print multiple worksheets, click on the first worksheet, hold down
the Ctrl key on your keyboard, and then click on any other worksheets you want to select.

3. Navigate to the Print control panel.
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4. Select Print Active Sheets from the Print Range drop-down menu .
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5. Click the Print button.

How to print the entire wor kbook

1. Navigate to the Print control panel.



2. Select Print Entire Workbook from the Print Range drop-down menu .
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3. Click the Print button.
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How to print a selection



For example, thiswould print the profiles of the top 40 salespeople from the Central spreadsheet.

1. Select the cells you want to print.

2. Navigate to the Print control panel.

3. Select Print Selection from the Print Range drop-down menu .
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4. A preview of the selection will appear in the Preview panel .
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5. Click the Print button to print the selected area.

Print

-

int

Copies:

1k




If you wish, you can also pre-set the print area so you can visualize which cells will be printed when you work in
Excel. Simply select the cells you want to print, click the Page Layout tab , select the Print Area command ,
and then select Set Print Area . Remember that if you need to print the entire workbook, you will need to clear
the print area.
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Adjust content

Sometimes, you may need to make small adjustments from the Print panel to ensure the workbook content fits
neatly on the printed page. The Print panel includes several tools to help adjust and scale your content, including
scaling and page margins.

How to change page orientation
Excel offers two page orientation options. landscape and portrait. L andscape orientation sets the page

horizontally, while Portrait orientation sets the page vertically. The example will set the page orientation to
landscape.

1. Navigate to the Print control panel.

2. Select your desired orientation from the Page Orientation drop-down menu. For example, we would select
L andscape Orientation.
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3. The new page orientation will be displayed in the Preview panel.
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JANUARY FEBRLIARY MARCH APRIL May JUNE
511000 5 873000 5 656100 § 3BECO0 5 628200 5 B,516.00
5535.00 5 B36500 5 75300 5 3533.00 5 9,66500 5 1,126.00
651000 5 404500 5 963200 § 7B03.00 5 607600 5 5,130.00
716100 5 57700 5 550500 § 404500 5 9,63200 5 7,803.00
410500 5 747200 5 695400 5 212200 5 854200 5 £252.00
£755.00 5 201800 5 514400 5 TOET.00 5 156800 5 £522.00
789700 5 1,54400 5 807100 § 821000 5 775000 5 4,275.00
4500 5 953200 5 TEO3O0 5 538200 5 F4500 5 9.721.00
977E.00 5 73700 5 630200 5 BA3D.00 5 7,BBLO0 5 4,876.00
7.750.00 5 437500 5 426700 5 750,00 5 201900 5 5,144.00
156600 5 892200 5 B,7E5.00 S 4553.00 5 247400 5 B517.00
1A13.00 5 675800 5 501200 5 514400 5 B,55000 5 5,731.00
9590.00 5 25700 5 521000 5 9293.00 5 650400 5 1452.00
4573.00 5 80500 5 3,215.00 5 B517.00 5 523300 5 1,650.00
B765.00 5 825800 5 63600 3 TOET.00 5 1566800 5 B922.00
7,703.00 5 723500 5 TE12.00 5 241000 5 1,42500 5 B,732.00
TO32.00 5 625500 5 921600 5 5106.00 5 2,B6L00 5 4462.00
5233.00 5 1,65000 5 305200 § 377500 5 B,40500 5 3,566.00
627.00 5 780800 5 320400 § 771000 5 716100 5 577.00
1585.00 § 488600 5 622500 5 3433.00 5 248000 5 5,116.00
426700 5 556000 5 257.00 5 821000 5 775000 5 4,275.00
453600 5 543000 5 7BELOD 5 4576.00 5 BESO0 5 £,578.00
43267.00 5 8,58000 5 257.00 5 821000 5 7,70000 5 4,000.00
6525.00 5 743000 5 7.BELOD 5 4576.00 5 1,BB500 5 4,986.00
BFE0O00 5 76100 5 343500 5 01500 5 5,24E00 5 B40.00
4075.00 5 1,324000 5 2,243.00 5 4383.00 5 342500 5 5,545.00
9779.00 5 704200 5 337300 5 4383.00 5 342500 5 5,545.00
5365.00 5 1,684500 5 3,527.00 5 7AI.00 5 7,BB200 5 4,576.00
528B.00 5 527600 5 503100 5 4576.00 5 1,B65.00 5 4,996.00
9,565.00 5 1,12600 5 553500 5 261100 5 410500 5 5,631.00
6516.00 5 111200 5 251600 5 756500 5 6,25600 5 B,794.00
3052.00 5 4,653.00 5 547400 5 B517.00 5 523300 5 1,650.00
619.00 5 531000 5 EESLOD § 4533.00 5 775200 5 3,756.00

Revise the content before printing.

If some of your content is being cut off by the printer, you can use the scaling feature to automatically adjust
your workbook to fit the printed page.

1. Navigate to the Print control panel . As seen in the previous Preview example, the content will be cropped
when printed.

JANUARY FEBRLARY MARCH APRIL May JUNE
511000 5 973800 5 685000 5 3,883.00 5 629200 5 B,518.00
9235.00 5 536500 5 763000 5 3,533.00 5 9,66500 5 1,126.00
6510.00 5 404500 5 963200 5 7H03.00 5 607600 5 5,130.00
715100 5 57700 5 E505.00 5 404500 5 9,63200 5 7,803.00
410800 5 7AT200 5 695400 5 212200 5 854200 5 £,252.00
£755.00 5 201800 5 514400 § TOET.O0 5 1,56800 5 £,822.00
7B9T.00 5 1,54400 5 S07LOD § 821000 5 775000 5 4,275.00
404500 5 963200 5 7E03.00 § 5382.00 5 74500 5 2,721.00
S77EO0 5 73700 5 630200 § 843000 5 786200 5 4,576.00
775000 5 427500 5 4267.00 5 6750.00 5 201800 5 5,144.00
156800 5 ES2200 5 BJE5.00 5 455300 5 247400 5 B517.00
1A13.00 5 675000 5 501200 5 514400 5 550,00 5 5,731.00
9580.00 5 35700 5 B210.00 5 9303.00 5 6B0MO0 5 1402.00
4573.00 5 E05.00 5 321500 5 B517.00 5 5,233.00 5 1,650.00
B765.00 5 B,25600 5 63600 £ TOET.O0 5 1,56800 5 8,222.00
7,703.00 5 7,23500 5 TE12.00 5 241000 5 142500 5 B732.00
705200 5 6,255.00 5 921800 5 5105.00 5 2,B5L00 5 4452.00
5233.00 5 1,65000 5 3,052.00 5 3,775.00 5 240500 5 3,558.00
B827.00 5 790000 5 320400 5 771000 5 716100 5 577.00
1EE5.00 5 488600 5 622500 5 3433.00 5 248000 5 5,116.00
436700 5 558000 5 257.00 5 821000 5 775000 5 4,275.00
453600 5 EA43000 5 TEELOD § 4ETE00 5 BESO0 5 £,875.00
43267.00 5 8,58000 5 257.00 § 821000 5 7,70000 5 4,000.00
£525.00 5 743000 5 7EELOD § 4ETE00 5 1,BE500 5 4,986.00
BTES.00 5 762100 5 343500 5 801500 5 524800 5 84000
4075.00 5 1,24000 5 2724300 5 43E3.00 5 342500 5 5,545.00
8778.00 5 704200 5 337300 § 4383.00 5 342500 5 5,545.00
536000 5 184500 5 3527.00 S TADO00 5 7,BEIOO0 5 4,876.00
538E.00 5 537600 5 B03L.00 5 AETE.00 5 1,EB5.00 5 4,906.00
955500 5 1,12600 5 553500 5 251100 5 410500 5 5,631.00
6516.00 5 1,112.00 5 251600 5 7565.00 5 625600 5 B,794.00
3,052.00 5 465300 5 BATADD 5 B517.00 5 523300 5 1,650.00
619.00 5 531900 5 BE5LO00 5 4533.00 5 775200 5 3,756.00

2. Select the desired option from the Scaling drop-down menu. For example, we would select Fit All Columns
on One Page.



Settings

' Print Selection

Only print the current selecti...
Pages: v | to -
—  Collated
EE . -
143 143 1243
——| Landscape Orientation -
L Customn Page 5Size -
Mormal Margins
Left: 0.7" Right 0.7"

No Scaling
[ 100 Print sheets at their actual size

" Fit Sheet on One Page
*[ €  Shrink the printout so that it fits

on one page

Fit All Rows on One Page

[EHE  Shrink the printout so that it is
one page high

> &

Custom Scaling Options...



3. The spreadsheet will be adjusted to fit on one page.

Remember that the spreadsheet will become harder to read when scaled down, so you may not want to use this
option when printing spreadsheets with alot of information. The example will change the setting back to No

Scaling.

How to include headings

If your worksheet uses title headings, it's important to include these headings on every page of the printed
worksheet. It would be difficult to read aworkbook if the headings only appeared on the first page. The Print
Titles command allows you to select specific rows and columns to appear on each page.

1. Click the Page L ayout tab on the Ribbon, then select the Print Titles command.
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2. The Page Setup dialog box will appear. From here, you can select the rows or columns to repeat on each
page. For example, thiswill repeat the first row.

3. Click the Collapse Dialog button next to the Rowsto repeat at top: field .
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4. The cursor will become a small selection arrow and the Page Setup dialog box will collapse. Select the row(s)
you want to repeat at the top of each printed page. For example, we will select row 1.

Doyle, Quincy 7,151.!!! o 577.00 [

5. Row 1 will be added to the Rows to repeat at top field . Click the Collapse Dialog button again.
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6. The Page Setup dialog box will expand. To repeat a column, use the same procedure shown in steps 4 and 5.
The example selected repeats row 1 and column A.

7. When you are satisfied with your choices, click OK.
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8. In the example, row 1 appears at the top of each page and column A appearsto the left of each page.

5 4ME00 5 8/8200 5 TEB.00 5 434800 3 61200 3 331200

5 TAELO00 3 AE7E00 5 188500 5 8600 5 521000 3 5524.00

5 630200 5 35800 & 22300 5 498400 5 977800 3 7300

5 32700 § 55500 § 408500 5 831000 § B3B00 $ 1645.00

5 204300 5 426400 5 STBO0 5 35700 5 557500 5 404500

3 7.3500 § TELB00 5 241000 5 8600 5 621000 3 Se%a.00

5 940500 5 3,58800 S 181200 5 L4300 5 675800 5 2012.00
Adjust page breaks
1. Click the Page Break Preview command to switch to Page Break view .
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Page Break Preview

2. The vertical and horizontal blue dotted lines indicate page breaks. Click and drag one of these linesto adjust
the page break.




4. In the example, all pages now display the same number of rows due to a change in page breaks.



H 426700 5 555000 5 00 5 2000 § 775000 5 4275.00
$ 498600 5 BA3000 35 TERO0 35 AEE00 3 BESOD S £27200
b1 436700 § 358000 5 I S R2000 § 77000 5 4000,00
3 682500 3 743000 5 7ER200 3 ABFEO0 5 1BES00 5 450600
5 ETFEL00 § TEL00 § 34500 § ROIS00 § 524800 3 240,00
H 277200 3 79200 5 2280 3 277200 5 TORMD 5 337300
5 277800 3 704200 5 3330 5 43B00 § 342500 3 5,545.00
5 [0 5 521000 35 77000 35 83R00 35 30 5 2845.00
H 6900 § 531200 5 BEEIO0 5 480600 5 BA43000 3 7.BE2.00
§ 282200 5 780300 5 E07E00 3 LEE00 35 £33500 3 §77.00
3 651600 5 111200 $ 25600 3 756500 § 625600 5 E794.00
$ 306200 § 465300 5 347400 35 ESTO0 35 523300 35 LE50.00
5 873800 3 686100 § 38R0 § 35700 § 557500 5 404600
3 AAED0 5 o,68200 5 7EBO00 3 454800 3 61800 5 531800
H 7EE200 5 4E7E00 5 LEES00 3 00 5 B21000 § 590100
H £30200 3 I[EOD § L3E0 35 456400 35 277EQD 5 737.00
5 358700 § 557500 § 4MEL0 § RE000 § 300 § 1645.00
5 284300 3 496400 35 377E00 5 35700 5 557500 35 404500
H 7.3500 § TEL200 5 24000 5 0D 5 521000 5 5,504.00
§ 240500 § 358800 3 131200 3 L4300 3 57500 3 201200

How to modify marginsin the Preview panel

Margins are the space between your content and the edge of the page. Sometimes you may need to adjust the
margins to make your data fit better. Y ou can modify page margins from the Print control panel.

1. Navigate to the Print control panel.

2. Select your desired margin size from the Page M ar gins drop-down menu. For example, we'll select
Narrow.



Settings

1 Print Selection
Only print the current selecti...
Pages: - | to -
S Collated .
143 123 143
——| Landscape Orientation -
L Custom Page Size d

Mormal

Top: 073" Bottom: 0.73"
L eft: 0.7 Right: 0.7"
Header: 0.3" Footer: 0.3"
Wide

Top: 1" Bottom: 1"

L eft: 1" Right: 1"
Header: 0.5" Footer: 0.53"

Custoern Margins...



3. The new page margins will be displayed in the Preview panel.

B 950000 5 5700 S B21000 5 000 S 427500 |8
3 EA300D 5 788200 5 4,E7TE00 5 EESOO0 5 ES72.00 |
% 258000 § 5700 5 821000 % TI000 § 400000 £8
$ 78000 § 788200 LETEDD 5 LEESD S 4536.00 5
5 TEL00 5 343500 5 BOIS00 35 S24B00 § BA0.00 B8
5 704200 § 9,28300 3 277000 § TOR00 § 3373.00 |0
& Fa200 % 337300 3 438300 % 342500 % 554500 &7
5 EZ1000 5 775000 5 630200 5 I[ELO 5 354300 |}
% 531900 § 82100 § 420600 5 E43000 § 7EE200 [
3 TEI300 5 BOTEOD 5 152800 35 63500 5 577.00 [0
5 111200 § 251600 3 756500 5 625600 3 BTS00 S
$ 4EE300 § 247400 § BS700 5 578 § 1650.00 |25
5 686100 3 388800 § 352700 5 557500 § 404500 B8
5 58200 5 780300 5 439E00 5 EEL 5312.00 |05
5 AFTE00 5 188500 3 BEEDD % 2000 5 583400 5
3 IEOD 5 3300 5 436400 35 ST 5 737.00 [0
3 557500 § 404500 5 E5000 35 B3E00 164500 %
$ 496400 S 9T7RO0 § 352700 5 557500 S 409600 5
3 TELS00 § 241000 3 BE0 5 000 § 588400 1]
-3 358B00 3 151200 5 141300 3 673200 3 :-\.01_:.-’_'0’-:&

Y ou can manually adjust the margins by clicking the Show Mar gins button in the bottom right corner, then
dragging the margin markersin the Preview panel .
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Y ou finished reading the article "Excel 2019 (Part 11): Layout and Printing" edited by the TipsM ake team.
We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles
on tips and guides. Thank you for reading and for following us regularly.
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