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Show you how to align the printed Excel filewith A4

paper

Before printing, we need to align the datato fit in the A4 size of the print media. Thiswill be avery detailed and

extremely helpful tutorial for you

Unlike the datain word files, the datain excel is usually long spreadsheets and sometimes extends beyond an A4
page. However, the print standard for the paper sizeis only A4. Therefore, before printing, we need to align the
datato fit in the A4 size of the printing paper. Thiswill be an extremely detailed guide as well as extremely

useful for you offices. Follow along and do not missit.

1. Turn on thedisplay of the printed page limit line

To be able to see the page limit lines to edit the data to fit the printed page, you must do the following:

Select tab View => at Wordkbook Views => Select Page Break Preview or Page Layout.
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Or you can choose in the lower right corner of Excel.
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If you choose Page Break Preview, Excel's interface will turn into the image below.

The blue lines are the boundary lines of a page. The fuzzy letters count the number of pages Page 1, Page 2,
Page 3 . isthe print order of pages.
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If you choose Page Layout, the Excel interface will appear as shown below. The Excel worksheet is then divided
into pages like Word.
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2. Align the print pageto fit A4 paper

Step 1: Select Page Layout => click the box in the lower right corner of Page Setup

Home Insert Page Layout Farmulas Data Review View Developer Q Tell me what y]

j B Colors~ E = 1 [El N oy Width: | Automatic = | Gridlines  He
..... Fonts - - . D i E” [ k E[l Height: |Automatic - | |v] View v
‘hemes Margins Orientation Size  Print | Breaks Background Print N
- [DlEffects~ J - - Aea-| - Tiles | Il Scale  [100% > Print
Themes Page Setup Seale to Fit [F] Sheet Optior]
B3 - A || CC0193
A B c | D | E | F
1 |Stt M& khach Tén khach hang ) - Nodau ky Cd dau ky 1Phét sinh 1
2 1 CCo011 Cdng ty CP dau tw xay lap va thwong mai Hon 0 ol 198.00
3 2 |CC[]193 1Ban quan ly dy an dau tw xay dyng quan Cau ( 0 84.438.[][][]: 7347
1] 3 KHOOO04 Trwéng Cao dang cong nghiép Tuy Hoa 102.511.395 0 712
5| 4 KHO006 BQL Dw an S& Gido duc va dao tao Ha Moi 46.000.000 o
5| 5 KHO00O7 Ban Quan Iy dw &n Huyén Thanh Tri 0 224.204.000I 2244
7| 6 KHOO08 Ban Quan Iy Dy an S& Y t& Ha Néi 0 513.000) L
3 T KHOO15 Trwdng Bai hoc cdng nghiép Viét Hung 1.391.635.300 ol 14.]
hl o unnac PNV O NN YNP.Y Wit n oz nonnosl  £avc

Step 2: The Page Setup window appears, on the Page tab, select Paper size as A4.
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Frint... Print Preview Options...

Step 3: Select the width or the portrait of the printed page in Orientation. Portait is vertical, Landscapeis
horizontal
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Step 4: Set to always print to fit the page at Scaling. In this category there are 2 options:

Adjust to: To scalein%

Fit to: Automatically pressed to fit the number of pages you choose
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Step 5: Align the margin




We move on to the Margins tag. Here, we perform the alignment of the top, bottom, left, and right of the printed
page.

Bang can doi phat sinh cong n cua mat tai khoan_ Tk 131 (03-04-2019).xks [Compatibility Mode] - Excel
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Printes Properties.

Settings

Hope the article will be useful to you in the working process.

Good luck!

Y ou finished reading the article "Show you how to align the printed Excel file with A4 paper” 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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