Microsoft Excel 2010 - Level 2

CHAPTER 8 PAGE SETUP

: : INFocus

Page setup refers to the way we position the spreadsheet on the
printed page and what additional information we include, if any.

In this session you will:

gain an understanding of page layout concepts
learn how to use built in margins

learn how to set custom margins

learn how to change margins by dragging
learn how to centre data on a page when printed
learn how to change orientation

learn how to change the paper size

learn how to set the print area

learn how to clear the print area

learn how to insert page breaks

learn how to use page break preview

learn how to remove page breaks

learn how to set a background for a worksheet
learn how to clear the worksheet background
learn how to set rows as repeating print titles
learn how to clear print titles

learn how to print gridlines

learn how to print headings

learn how to scale to a specific percentage

learn how to fit a printed worksheet into a specific
number of pages
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gain an understanding of strategies you can use for
printing larger worksheets.
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UNDERSTANDING PAGE LAYOUT

In Microsoft Excel, page layout refers to several orientation of a spreadsheet so that it prints across
groups of commands that control the way a a page instead of down the page. Here’s an
spreadsheet will appear when printed. For overview of some of the settings that can be
example, they can be used to change the modified in a page layout.
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Click to add header

waters@alphelusge.com

\auriceson@alpheiusge.com

Ciick to add footer e

Examples of Settings Controlled by Page Layout

1
2

AN L & W

Margins

Repeated Titles

Headings

Headers & Footers

Background

Orientation &
Paper Size

Top, bottom, left, right and header and footer margins can be adjusted.
You can nominate specific rows or columns to be repeated on each page.
In this case, row 3 is repeated.

You can request that row numbers and column letters are printed with the
worksheet.

You can add headers and/or footers to each page.
You can select an image file to appear behind the data in the worksheet.
This is for display purposes only and can’t be printed.

You can specify how big the paper you’ll be using is and how the data is
printed on the page — whether it is printed in portrait or landscape (like
this example).
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USING BUILT-IN MARGINS

All spreadsheets come with the default settings of fine for most spreadsheets, there will be some
1.78cm for left and right margins and 1.91cm for situations where you want more or less space in
top and bottom margins. These settings are the margins. To make it easy for you, Excel also
known as Normal and, while they are probably comes with pre-set margins of Narrow and Wide.

Try This Yourself:

Before starting this exercise Click to add header

c
g_g you MUST open the flle E826 Alpheius Global Enterprises
o) LL Budget Forecast for First Quarter
Page Setup_1.xIsx... tl
Sales Jan Feb. Mar Total
. . Auckiand $1,050,254 $1,547,000 $1,488,369 $4,085,623
1 Click on the View tab on the Dublin $1,524,294  $1,685543  $1,599,854 54,809,696
. A Melbourne $3,521,487  $2,985,M8  $2,741,221 49,248,156
Rlbbon',and CIICk on Page New York $2,531,225 $2,621,889 $2,453,999 $7,607,113

Layout g in the Workbook
Views group

This shows you the size of the
margins...

2 Click on the Page Layout tab,
then click on Margins |/~ | in
the Page Setup group

Insert Page Layout | Formulas Data Review View

2 CEEse @ o
N s
B Dig:s & =
7
Orientation  Size Print Breaks Background Print
~ < Area < Titles g‘

Last Custom Setting £}
Top: 1.02ecm  Bottom: 117 em
Left: 135cm  Rightt 132cm
Header. 0.97 cm  Footer: 0.89 cm

n Colors =
Fonts =

Themes
~ [©]Effects
Themes

IEaips 1

The built-in settings are listed
here along with the most
recent custom setting if one
has been created previously...

3 Select Wide

Normal

Top: 191 cm  Bottom: 1.91 ecm
Left: 178 cm Rightt 178 cm
Header. 0.76 em  Footer: 0.76 cm

Wide

Top: 254 cm  Bottom: 2.54 cm
Left: 2.54cm  Rightt 254 cm
Header. 1.27 em  Footer: 1.27 cm

Narrow

Top: 191 cm  Bottom: 1.91 ecm
Left: 0.64 cm  Right: 0.64 cm
Header: 0.76 em  Footer: 0.76 cm

This increases the size of the
margins, providing more white
space around the data... Custom Margins...

4 CliCkOI"I Margins ___]' and I:l _nl | Is\|\1| G| ||9\ T 30| I11\|I1z| T3 \m‘\ [BE| \‘15\ 17 |
A B ® D E F G

select Narrow

m Siis|

is

This setting reduces the
margins to a minimum so you

Click to add header

A Alpheius Global Enterprises
can fit more on a page... BudfetF.,,msu.,,n,smum,
H o - - Sales 1 Jan Feb Mar Total
5 CIICk On Marglns -‘—'J and - Auckland $1,050,254 $1,547,000 $1,488,369 $4,085,623
select Normal to restore the i Dubin SLS22 SUGESSAS  SLEMEN| SAS096%
T | - Melbourne $3,521,487 $2,985,448 $2,741,221 $9,248,156
orlglnal margins - New York $2,531,225  $2,621,889  $2,453,999 7,607,113
; Total Sales $8,627,260 $8,839,885 $8,283,443 $25,750,588
= Costs Jan Feb Mar Total
For Your Reference... Handy to Know...
To use built-in margins: e The Narrrow margin option reduces the
1. Click on the Page Layout tab width of the left and right margins but sets

the top and bottom margins to the same
width as Normal to allow for headers and
footers.

2. Click on Margins || -| and select Normal,
Wide or Narrow
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SETTING CUSTOM MARGINS

You can change the left, right, top and bottom left to allow for holes to be punched in the printed
margins to any size you like, which is especially page. You can change just one or two margin
helpful if you need to match corporate settings or modify all of them. The choice of
specifications or just want a bit more room on the custom margin settings is yours.

o rPageSetup @u

Try This Yourself: o] renimooe et |
Continue using the previous I-:Z: . readen

e o file with this exercise, or open i i

S I the file E826 Page
Setup_2.xlsx...

Left: Right:

1 On the Page Layout tab of the 18 [ 18
Ribbon, click on Margins | g
and select Custom Margins to
display the Page Setup dialog Bottom: Footer:
box 19 [ 0.8 1

Center on page

2 On the Margins tab of the :::L%;’;l‘a"“
dialog box, click once on the e
up spinner arrows = for Top ot ) [Ptereven] [opions ]
and Bottom until they read 2.4
As you click, the corresponding S—T—
rule in the preview will be
highlighted...

3 Click once on the up Spinner Home Insert Page Layout Formulas Data Review View
arrows =1 for Left and Right ] Iy = @ = ) = =w
until they read 2.3 !:! [ = & ke

. Margins | Orientation  Size Print Breaks EBackground P_rint .

4 Click on [OK] to make the i Th@ Hfedsm | o\ - v Area- - mies B )
margins wider e | Top zdem Bottom: 24 cm

b0y Left: 23 cm Right: 2.3 cm

5 Click on Margins .._.] - Header: 0.8 cm Footer: 0.8 cm

Normal
The custom settings you just L 17sem Bigne 178 em
created will be displayed at the Header 0.76 cm  Footer: 0.76 cm
top of the list. These are then Wide
available to apply to other In o imm temin
spreadsheets so that you can Header: 1.27 cm  Footer: 127 cm
apply consistent margins to
Narrow
your worksheets... Top: 191 cm Bottom: 191 cm
Left: 064 cm  Right 064 cm
6 Select Normal Header: 0.76 em  Footer: 0.76 cm
Custom Margins...

For Your Reference... Handy to Know...

To set custom margins: e If you use the spinner arrows in the Page
1. Click on Margins |/l -| and select Custom Setup dialog box for the margin settings,

Wizl they are increased or decreased in units of
argins ) :
) ) 0.1 cm. Rather than using the spinner

2. Change the margins as required arrows, you can select the existing settings
3. Click on [OK] and type a measurement with up to two

decimal places.
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CHANGING MARGINS BY DRAGGING

Margins can be adjusted by dragging them in
Page Layout view. This saves you having to use
the Page Setup dialog box. If you aren’t sure
exactly how big you want the margins but you

just want to fit a bit extra on a page, you can drag
the margins out a little and hope the extra data fits.
Alternatively, you can drag with lots of care to
create a margin of a specific width.

Try This Yourself:

Continue using the previous
file with this exercise, or
open the file E826 Page
Setup_3.xlsx...

Same
File

Hover over the left margin in
the horizontal ruler to display
the tool tip

(U

This tells you that the margin
is currently 1.78 cm...

a

Ell

4

s

EEEmE

1q

eFtMargin: 1.78 Centimeters]
T T

Click to add heac

Alpheius Global Enterprises

Budget Forecast for First Quarter

Sales Jan Feb

Auckland $1,050,254 $1,547,000 81,
Dublin $1,524,294 $1,685,548 1,
Melbourne 53,521,487 52,985,448 52,
New York 42,531,225 52,621,889 52,

Drag the margin to the right

until the setting reads 2.54

‘{ Margin: 2.54 Centimeters]

centimetres

A dotted line will appear
down the page showing you
exactly where the margin will
align...

Release the mouse to adjust
the margin

The text now aligns where

[T g o] T ig

Click to add heac

Algheius Global Enterprises

BudgE et Forecast for First Quarter

Sales Jan Feb
the dotted line appeared... Auckland $1,050,254  $1,547,000 51
4 Point to the right margin to Dubln 5429 LB 51
display the current margin
size I:I Fe T 1] o T s T e T 7 T & T g
| | © A s | ¢ |
5 Drag the right margin to the
left until it reads 2.54 L
centimetres =
L Click to add he
6 Release the mouse to adjust
the margin Ay Alpheius Global Enterprises
[ [ 2 Budget Forecast for First Quarter
B | |
14| Sales Jan Feb
L5 | Auckland 51,050,254 $1,547,000
| 6 | Dublin $1,524,294  $1,685,548
-7 | Melbourne $3,521,487 $2,985,448
| 8 | New York $2,531,225 52,621,889

For Your Reference...

To change margins by dragging:
1. Click on Page Layout | []/ on the View tab
2. Drag the margin either in or out as required

Handy to Know...

When you drag margins into a new position
you can’'t use Undo | 47| to restore them. If
you're concerned about ruining the layout,
save the spreadsheet before adjusting the
margins and then close without saving if
you’re not happy with the result. Otherwise,
you can just drag them to another position.
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CENTRING ON A PAGE

Unless you specify otherwise, the data in your
spreadsheet will be printed at the top left-hand
corner of the page, commencing immediately
below the header section of the page and

Microsoft Excel 2010 - Level 2

immediately to the right of the left margin.
Sometimes it enhances the appearance of a page if
you centre the data on the page. You can centre
data horizontally, vertically or both.

Try This Yourself:

Continue using the previous
file with this exercise, or open
the file E826 Page
Setup_4.xlIsx...

Same
File

On the Page Layout tab of the
Ribbon, click on Margins | i
and select Custom Margins to
display the Page Setup dialog
box

(U

Note the Centre on page
settings, in the bottom half of
the dialog box...

2 Click on the checkboxes for
Horizontally and Vertically in
Centre on page, until they
appear with a tick

3 Click on [OK] e

Hmmm, strange, nothing
appears to have happened!
The spreadsheet still starts at
the top of the page...

4 Click on the File tab on the
Ribbon and select Print

From the preview it is clear
that the adjustments will be
made when the spreadsheet is
printed...

5 Click on the File tab (or any
other tab) to return to the
worksheet

0 Page Setup M

| Page |! | Header/Footer [ sheet |

I
[
o
=9
I

EE..

Top:

M
n
[E
M
n
B3

Center on page
[ Horizontally
[ vertically
print... | [ PrintPreview | [ Options... |
(o J[ coneel |

Alpheius Global Enterprises
Budget Forcce  for irst Quarter

- Feb Mar
S1050250  SLS47000 S1488368  SAESEH
51524280 S16ESSIB 51599854  S3E8E%
Samiaw  SsssmE  S7aimi Se
S2mizs Reime  24s3® ST

saErze  SeE3REmS

Costs Jon Feb Mer Total
Auekiong $ss0ss  msas4 Ssmma $2204%
Dublin SBEIB ST SRl S1EMIs
Melbourns SLSEER  SLE41SA  SLSOZTVA SSOEEAID
eow York S1MLE6  SLALMT  S1309557  SLIWIEEH
Totel Gox S4TIETE  S4BEOII 5SS S14IaA6
Grom Income. S3MEAM  S7RSI |70 SILESIR
Fixed Costs STM3AM mSETTI SMSILMI  STBIEE
Met income. 5176308 $139230 1208796 $42A7

ExchangeRete 7

For Your Reference...
To centre data on a page:
1. Click on Margins | ] -| and select Custom
Margins
2. Click on the checkboxes for Horizontally

and Vertically in Centre of page until they
both appear with a tick then click on [OK]

Handy to Know...

e The horizontal centring occurs between the
left and right margins, and the vertical
centring between the top and bottom
margins. To ensure that the data is centred
perfectly on the page, the left and right
margins must be equal, and the top and
bottom margins must be equal.
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CHANGING ORIENTATION

What do you do when you want a large print job normal orientation is portrait where the page is

to appear on one page? Well, Excel has a taller than it is wide. To fit a wide spreadsheet on a
number of features to help you do this. The first page you can turn the paper around so that it is
thing to change is the page orientation. The sideways — this is called landscape.

Page Layout Formulas Data Review \.

ERER= T

Orientgtion| Size Print Breaks Background Print
i < Area w7 Titles

Try This Yourself:

Continue using the previous
file with this exercise, or open B letup -
the file E826 Page . Portrait

Setup_5.xlIsx...
Landscape

Same
File

Click on the Large worksheet
tab to display this worksheet

(U

This has lots of data — 90 rows
to be precise...

Click to add header

2 On the Page Layout tab of the (lpheles Legler Lisins

. . . . No "First Nam| Last Name Position Office  E-Mail Telephone
R| b b on, CI |Ck on O rientation NZO000001  Peter Fewnolds | Enterprise Leader Auckland  preynolds@alpheiusge comnz 649344 0219
= . NZ0D0D0DZ  Mary Campbell | Effective People Leadsr Buckland | meampbel@alpheluzge.comnz 649344 0202
- h P g S p g p NZODODODE  Helen Kal Manies Leader Auckland  hkai@alpheiusge comnz 649344 0203
EE| In the Page Setu rou MZOOOD0D4  Momis  Maunga  Forward Thinking Leader Auckland  nmaunga@alpheiusge. comnz 649344 0204
MZO00000S Vivian Smith Enterprise Opportunities Leader Auckland  vsmith@alpheiusge com.nz 6493440205
. . . NZODO0O0E  Grace Goodson | Communications Service Leader Auckland  ggoodson@alpheluzge.comnz 649344 0208
T h e tWO 0 pt| ons fo r orie I’ltatl on HZO000007  Kate Ruslowy | Insurance Service Leadst Bucklind  Kiuslomy@slpheiusge. comnz 649244 0207
NZOD0000E  Brisn Housan | Branking and Finance Seruics Leader Bucklsnd  bhouson@alpheiusge.comnz 6493440208
are POI’tI’aIt and Landscape At MZOOOD0D3 Tara Kinelly Legal Service Leader Auckland  thinelly@alpheiusge com.nz 6493440208
0 [ Mita Building Services Service Leader Auckland  nmita@alpheiusge com.nz 6493440210
3 g g NZODODOH  Kiis Tamshori | Careers andEducation Service Leader  Auckland  ktamahori@alpheiuzge com.nz 643344 0210
the moment, th IS Op“on IS set NZODO001Z  Kelly dones Health Services Service Leader Buckland  kiones@alpheiuzge.com.nz 6493440212
. MZODODOIE  Ahur | Machor | Communications Froduot Leader Auckland  amaohorialpheiusge comnz 6433440213
to P 0 rtra]t . NZOODO0I4  Marama  Takarami  Electronios Product Leader Auckland  mtakarami@alpheiusge.com.nz 49344 0213
MZOOOOOIS  Samuel | Jenkins Computer Frodusts Froduct Leader Auckland  sienkins@alpheiusge comnz 6493440215
NZODO00IE  Hine Ecrameri  Wehicles Froduct Leadsr Auckland  hboramori@alphelusge.comnz 649344 0216
Se |eCt L an d sc ap e NZO0O00I7T  Bob Smith Life Stale Product Leader Buckland  bmith@alpheiuzge com.nz 649344 0217
MZOOOOOIE  Whets | Ramabundi | Tools Produst Leader Auckland  wramabundi@alpheiusge.comnz 6493440218
IFO00000T Paula Cleary Enterprise Leader Dublin poleany@alpheiusgeie 3631873 6558
IRODO000Z  Suzanne | O'Dowd | Effective People Leadsr Cublin sodowd@alpheiusgeds 3531873 6559
IROUONONS  Eileen Fioddy Manies Leader Cublin eroddy@alpheiusgele 531973 6560
IRO0O0004  Conor  Healy Forward Thinking Leader Cublin chealy@alpheiusgeis 531973 6561
P ag e b re aks W| | I ap pear O n th e IRODODD0S Feter Marrow Enterprise Opportunities Leader Dublin pmonow@alpheiusge ie 3631873 BEEZ
IFOOO000S Anthony | O'Brien Communications Service Leader Dublin anbrien@alpheiusgeie 3631873 6663
3 IRO0O000T  Mary Doy Insurance Service Leadsr Cublin mdayle@alpheiuzge ie 531973 6564
pag es h owin g yO u h oW muc h IFROUO0O0S  Eieann  McCafferty  Banking and Finance Seruice Leadsr Cublin emecaifary@alpheiuzgeie 531673 6565
. . IFO000003 Melissa | Guinn Legal Service Leader Dublin mauinn@alpheiusge ie 3521873 6666
data will fit on each page... FOOO0N (Pagh g |SusingSevsneSemiosin|Dutin poemganapminsede
FOO00OT Kia Convery  Careers and Education Service Leader  Dublin koonven@alpheiusge iz 3631873 6568

IRO00DO12  Desmond | Hayes Health Services Service Leader Dublin dhayes@alphelusgee 3531873 6569

4 Click on the View tab on the
Ribbon, then click on Page
Layout | ]| to see the data in e
relation to the page

There’s more data across the
page than there is down the

page

For Your Reference... Handy to Know...
To change the page orientation: e You can also access the orientation settings

1. Click on Orientation |- | in the Page Setup bylclic_king on the F”ﬁ tab If)fkt,he Ribbon,
T Gl 0 R TR selecting Print and then clicking on Page

) Setup.
2. Select Portrait or Landscape
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SPECIFYING THE PAPER SIZE

While the majority of the work you’ll print will be have a special application in Excel such as a menu
on A4 paper, there may be times when you want that you like to print on A5. Excel allows you to

to print on A3 (if your printer is capable) or even specify the paper size that you want to print on so
larger sheets of paper. Alternatively, you may that you can see the layout and prepare the data.

Try This Yourself: Click to 3dd header

Alpheius Leader Listing
q q q 1
o Contlnue us'”g the prEVIOUS No First Nam Last Name Position Office
= ) flle Wlth thIS exerC|Se’ or open MZ0000001 Peter Feynolds Enterp:rlse Leader Auckland
c —_ . MZ000o0oz Ilary Campbell Effective People Le ader Auckland
L the file E826 Page MNZO000DD3  Helen  Kai Manies Leader Auckland
MZ0000004 Marriz Maunga Forward Thinking Leader Auckland
Setu p_6 . XlSX . NZ0000005 Wivian Smith Enterprize Opportunities Leader Auckland
MNZ0000006 Grace Goodson Communications Service Leader Auckland
A MNZ0000007 k.ate Fiualowy Insurance Service Leader Auckland
1 CI ICk on the Pag € L ayo u t tab MNZ0000002 Errian Houson Eianking and Finance Service Leader Auckland
on the Ribbon, and click on NZO000003  Tara Kinelly Legal Service Leader Auckland
. . MZ20000010 Mora Mita Building Services Service Leader Auckland
S 1ze @ In the Pag e Set u p 0000011 Kriz Tamahaori Careers and Education Service Leader Auckland
MZ0000012 Eelly Jones Health Services Service Leader Auckland
MNZ0000012 Airthur Fachori Communications Product Leader Auckland
rou
MZ0000014 Marama Takarami Electronics Product Leadsr Auckland
Th'S ShOWS you that the MZ0000015 Samuel Jerkinzs Computer Products Product Leader Auckland
. . MZ0000016 Hine Boramori Wehicles Product Leader Auckland
current paper size is A4. The NZO000OT? | Eiob Smith Life Style Produst Leader Auckland
: H MNZ00000m2 ‘wWhetu Ramabundi | Tools Product Leader Auckland
paper sizes available are
Click. to add Footer

controlled in part by which
printer you have selected...

2 Select A5 to see how much e
data would fit on the smaller
paper size

3 Click on Size |13-|and select 7 7 E—
A4 to restore the normal paper —

First Nam: Last Name Position Office  E-Mail Telephone

. WZOOOOOM | Peter Feynolds  Enterprise Leader Auckland | preynolds@aipheiusge.com nz 6493440219
Size HZO0DE2  Mary Campbll  Effectis Pecpls Leader Aucklind | mesmpbel@alheiusgecomnz 548 340202
WZ0000003 Helen Kai Manies Leader Auckland bk ai@alpheiusge somnz 649 344 0203

. MZ0000004 Morris Maunga Forward Thinking Leader Auckland nmaungai@alpheiusge com.nz B4 9 344 0204

NOW the data f|ts across the WZO000005 ¥ivisn Smith Entetprise Opportunities Leader Buckland | usmith@zlphsiusge.comanz 6492440205
MZ000000E Grace Goodson Communications Service Leader Auckland ggoodson@alpheiusge comunz B4 9 344 0206

a e MZ0000007 Kate Rualowy Inzurance Service Leader Auckland kruzlowy@alpheiusge.com.nz B4 9 3440207
pag NZ0WODGS  Brisn  Houson  Banking andFinance Semiceleadsr  Aucklind | bhouson@alpheiusgecomanz £49 440205
MZ0000003 Tara Kinedly Leqgal Service Leader Auckland thinelly@alpheiusge comnz B4 9 344 0209

ZOWOUN) Mers Mits Building Services Seruice Leader Auckland | nmita@aipheiusge com.nz 6432440210

MZ000001 Kris. Tamahori Careers and Education Service Leader Auckland kramahori@alpheiusge som.nz 649 344 0211

MZooooot2 Kelly Jones. Health Services Service Leader Auckland kjonesi@alpheiusge comanz B4 3 344 0212

NZONOB  Amhur  Maohori  Communications Praduct Leader Auckland | amachor@aipheiusge com.nz 6433440217

MZ0o00014 Marama Takarami Electronics Product Leader Auckland mtakarami@alpheiusge com.nz B4 3344 0214

NZ0000M5 Samuel Jenkins Computer Products Product Leader Auckland zjenkins@alpheiusge.comnz 64 9 344 0215

NZOWHTS  Hine Boramori  Vahickes Product Lesdsr Auckland  Mbcramori@alheiusgecomn: | 549 340216

MZ0oo0017 Bob Srmith Life Style Product Leader Auckland bsmithi@alpheiusge comnz B4 3344 0217

NZOWOME  whet  Ramabund  ToolsProductLeadsr Auckland | wramsbundi@alpheiusge.comnz | 643 340218
FOO0000T Paula Clean Enterprise Leader Ciublin pelean@alpheiusge e 35318726558
IR0000002 Suzanne O'Dowd Effective People Leader Dublin sodowd@alpheiusge.ie 3531873 B653
WFO00I00T  Eieen  Feddy  MonissLesder T i 1973 6560
IR0000004 Conor Healy Forward Thinking Leader Dublin chealy@alpheiusge ie 3531873 6561
IRO00000G | Peter Marrow Enterprise Opportunities Leader Dublin pmonow@alpheiusgeie 5212726562
IFODOOD0  Amthory  O'Brisn  Commanications Servics Leader Dublin | sobrien@alpheiusge.e 38318736563
IR0000007 Mlarty Doyle: Insurance Service Leader Dublin mdoyle@alpheiusge.ie 3631873 6664

IFO00N009  Eveann  McCaffeny  Banking snd Finance SevicsLesder  Dublin i 1973 656
IRO00000S Melissa Cuinn Legal Service Leader Dublin i 1 (359
IRO0000TD | Praddy DOeegan Buiding Services Service Leader Cublin pieegan@alpheiusge.ie 36318726567

oot Kirs Corwery Carsers and Educaion Service Lesdsr  Dublin

IR0000MZ Desmond  Hayes Health Services Service Leader Dublin dhayes@alpheiusge ie 35318736563

Click ta add foater

For Your Reference... Handy to Know...
To specify the paper size: e You can also access the paper size settings

1. Click on Size [3-| on the Page Layout tab by clicking on the File tab in the Ribbon,
) i selecting Print and then clicking on Page
2. Select the paper size of your choice Setup.

e You can access the printer settings and
check all available paper sizes by clicking on
Size |3 -| and selecting More Paper Sizes.
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SETTING THE PRINT AREA

By default, Excel’s print area is all of the data in frequently, you would have to reselect it each time
the current worksheet. One option for printing you open the file. Print areas, on the other hand,
part of the data is to select it and then print the are saved with the spreadsheet so that you can use
selection. However, if you want to print this area them at a later date.

Click to add header

Try Th |S You rse'f: Alpheius Leader Listing

No First Name Last Name Position ‘Office E-Mail Telephone
. . Peter Reynolds  Enterprise Leader Auckland  preynolds@alpheiusge.comnz 6493440219
Contlnue usi ng the NZOOOD0O2  Mary Campbell  Effective People Leader Auckland  mcampbell@alpheiusge.com.nz 649 3440202
[} . . - q NZ0000003  Helen Kai Monies Leader Auckland  hkai@alpheiusge.com.nz 6493440203
9o previous file with this NZOOOD0O4  Norris  Maungs  Forward Thinking Leader Auckland  nmaunga@alpheiusge.com.nz 649344 0204
T . . Vivian smith Enterprise Opportunities Leader Auckland  vsmith@alpheiusge.com.nz 649 344 0205
& = exercise, or open the file \ooows  Grace  Goodson  CommuniaionsSarviceleader  Auckiand  ggoodson@lpheusgecomnz 6493110206
E8 2 6 P ag e S etu p 7 X I SX NZ0000007 Kate Rualowy Insurance Service Leader Auckland  krualowy@alpheiusge.com.nz 649 344 0207
LYo ooo NZ0000008  Brian Houson Bankingand Finance Service Leader  Auckland  bhouson@alphelusge.com.nz 6493440208
Tara Kinelly Legal Service Leader Auckland  tkinelly@alpheiusge.com.nz 6493440209
NZOO00010  Nora Mita Building Services Service Leader Auckland  nmita@alpheiusge.com.nz 649344 0210
SeleCt the range A3 621 NZOOODOLL  Kris Tamahori  Careers and Education Service Leader  Auckland  ktamahori@alpheiusge.com.nz 6493440211
NZOO00012  Kelly Jones Health Services Service Leader Auckland  kjones@alpheiusge.com.nz 649344 0212
Arthur  Machori  Communications Product Leader Auckland  amachori@alpheiusge.com.nz 6493440213
NZ0000014 Marama Takarami Electronics Product Leader Auckland mtakarami@alpheiusge.com.nz 6493440214
This is the list of staff in NZ0000015  Samuel  Jenkins Computer Products Product Leader  Auckland  sjenkins@alpheiusge.com.nz 6493440215
NZ0000016 Hine Boramori Vehicles Product Leader Auckland hboramori@alpheiusge.com.nz 6493440216
Auckland NZ0000017  Bob Smith Life Style Product Leader Auckland  bsmith@alpheiusge.com.nz 6493440217
. Ramabundi _ Tools Product Leader Auckland ‘wramabundi@alpheiusge.com.nz 6493440218

IR000000L | Paula Cleary Enterprise Leader Dublin peleary@alpheiusge.ie 353 1873 6558

IRO000002  Suzanne  O'Dowd Effective People Leader Dublin sodowd@alpheiusge.ie 35318736559
O n th € Pag € L ayo ut tab 1R0000003 Eileen Roddy Monies Leader Dublin eroddy@alpheiusge.ie 3531873 6560
on th e RI b b on , CI |Ck on IR0000004 Conor Healy Forward Thinking Leader Dublin chealy@alpheiusge.ie 353 1873 6561
q % q
Print Area |5~ in the a
Page Setup group, and
select Set Print Area
After a moment a dashed
line will appear around the "o eotteme testime  poston one s —
NZIDODODOL  Peter Reyncids  Enterprise Leader Auckand  preyndl&@alpheivge. om.n 6493140219
area Selected s NIDOOOOE  Mary Camphell  Effective Feopie Leader Auckiand  m@mpbell @aipheiusge com.nz 545 3440202
NZOOOOD0S Helen Kai Monies Leader Bascidand hiai@alphe iuzge comnz 645 3140203
. . NZIDOOODOA  Narris Maunga Forward Thinking Leader Auckdand  nmaunga@alpheiusge mmm 545 3440204
NZDOOOOOS  Vivian Smith Erterpriss Opportunites Lasder Auckiand  wsmithSalpheiusge com 545 3440205
3 CIICk on the FI I € tab on the NIDODODOE — Grace Goodson  Comm urications Service Leader Auckiand  ggoodson sipheiusge com nz 540 3440205
A R NZDODOOO?  Kat= Rusowy  |msurance Sevie Leader Muckand  krmlowyEalpheiusgs comnz 648 3040207
Rl bbo n, then SeIeCt E”nt NZDODOOOE  Beian Hewson  Barkingand Finance Service Leader Muckand  bhowsonE sipheiusge com.nz 6483040208
NIDDDOOOE  Tam Kinelly Legal Servics Leader Meckand  tirelly@alpheiusge comnz 645 340208
. NZDODOOID  Nera Mita Building Services Service Leader Muckand  nmitaBalgheiugecom.e 6453140210
The preV|eW ShOWS you NZDODOOLL  Kiis Tamahori  Careers and Education Servie Leader Auckiand  ktamahori@alpheiusge.com.nz 6493440211
NZDODOOLZ  Kelly Jores Health Serice Sz nvice leader duckand  Kjanesalpheiusge.com.e 6483040212
NIDODOOI3  Arthur  Macheri  Commurications Product Leader Auckiand  amachori@alpheiuge mm.ne 6493140213
that on Iy th € AUCkIand data NIDODOOMA  Marama  Takarami  ElectronicsProdu Leader Muckand  miskarami @alpheinge comnz 6403140214
8 8 NIDODOOIS  Semuel  Jerkins Cemputer Products Product Leader Muckand  sjerkins@alpheivge mm e 640340215
wi I I be prl nted , as per th e NIDODOOIE  Hine Borameor  VehicesProdictLeader Auckiand  hborsmor Balpheiisge comn: 6493140216
q NIDODOOY?  Bek Smith Life Style Product L=ader Auckand  bamith@slpheiugecom.r 6493040217
pr|nt area... NZDOOOOLE  Wihetu Ramabundi  Tooks Product Leader Auckand  wramabundi@alpheiusgs comn: 648 340218

4 Click on the File tab (or
any other tab) to return to
the worksheet

For Your Reference... Handy to Know...

To set a print area: e You can set non-contiguous areas as the
1. Select the range print area but each range will print on a
2. Click on the Page Layout tab on the Ribbon separate page. _To print two different parts of
a worksheet adjacent to each other, select
3 Click on Print Area || 5~ and select Set the area between the ranges then click on
Print Area Format |2}~ on the Home tab and select

Hide & UnHide > Hide Rows/Columns.
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CLEARING THE PRINT AREA

Any print area that you set is saved with the need to clear the existing print area. If you have
spreadsheet and will be remembered next time several non-contiguous ranges set as the print
you go to print that particular worksheet. If you area, these will all be cleared at once when you
want to print another part of the worksheet, you clear the print area.

Click to add header
Try Th |S You rself Aléhaiusmda_.usting
No First Name Last Name Position office E-Mail Telephone
. . . NZ0000001  Peter Reynolds  Enterprise Leader Auckland  preynolds@alpheiusge.com.nz 6493440219
Cont|nue us|ng the preV|Ous N20000002  Mary Campbell  Effective People Leader Auckland  mcampbell@alpheiusge.com.nz 6493440202
q) . . - - NZ0000003 Helen Kai Monies Leader Auckland hkai@alpheiusge.com.nz 64 9344 0203
c @ file with this exe rcise, or open NZOOOOODA  Norris  Maunga  Forward Thinking Leader Auckland  nmaunga@alpheiusge.com.nz 6493440204
(G — . NZ0000005 Vivian Smith Enterprise Opportunities Leader Auckland vsmith@alpheiusge.com.nz 64 9344 0205
N L the flle E826 Page NZ0000006  Grace Goodson Communications Service Leader Auckland  ggoodson@alpheiusge.com.nz 6493440206
NZ0000007 Kate Rualoy Insurance Service Leader Auckland krualoy alpheiusge.com.nz 64 9344 0207
wy wy@alpheiusg
Setu p 8. X|SX ven NZ0000008  Brian Houson Banking and Finance Service Leader  Auckland  bhouson@alpheiusge.com.nz 649344 0208
- NZ0000009  Tara Kinelly Legal Service Leader Auckland  tkinelly@alpheiusge.com.nz 6493440209
NZ0000010 Nora Mita Building Services Service Leader Auckland nmita@alpheiusge.com.nz 6493440210
1 1 1 NZ0000011 Kris. Tamahori Careers and Education Service Leader  Auckland  ktamahori@alpheiusge.com.nz 649 344 0211
1 CIICk anyWhere In the fIrSt feW NZ0000012 Kelly Jones Health Services Service Leader Auckland kjones@alpheiusge.com.nz 6493440212
NZ0000013 Arthur Machori Communications Product Leader Auckland amachori @alpheiusge.com.nz 6493440213
rOWS Of the table NZ0000014 Marama Takarami Electronics Product Leader Auckland mtakarami@alpheiusge.com.nz 6493440214
NZ0000015 Samuel Jenkins. Computer Products Product Leader Auckland sjenkins@alpheiusge.com.nz 6493440215
H NZ0000016  Hine Boramori  Vehicles Product Leader Auckland  hboramori@alpheiusge.com.nz 6493440216
You Can See the prl nt area NZ0000017 Bob Smith Life Style Product Leader Auckland bsmith@alpheiusge.com.nz 6493440217
indi i Nzooocoss _ whetu __Ramabundi ToolsPreductieader . Auckland___wramabundi@zlpheiusge.comnz__ 649340218 |
Indlcated by a' daShed Ilne IRO000001 Paula Cleary Enterprise Leader Dublin pcleary@alpheiusge.ie 35318736558
IR0000002 Suzanne 0'Dowd Effective People Leader Dublin sodowd@alpheiusge.ie 35318736559
around the Ce"s . IRO000003 Eileen Roddy Monies Leader Dublin i 353 1873 6560
2 On the Page Layout tab of a
the Ribbon, click on Print
5 q
Area |5~ | in the Page Setup
group, and select Clear Print
Area
Bipheius Leeder Listing
The print area outline will o estteme Lot Poston R — —
q NIDODODOL  Peter Reyncds  Enterpriss Leader fuckiznd  preynd e Balpheivmge. om. 6493440210
dlsappear - NIDOCDOZ  Mary Camptell  Effective Propis Leadsr Buckiznd  mampbell Salpheiusgs comnz 6483110202
NZOCOO008 Helen Kai Monies Leader Auckiand hiai@alpheisge comnz 6493440203
NZDIDODO  Norris Maunga Forward Thinking Leader Auckiand  nmaungaBalpheiug e mm.m 6453440204
. . NIDODODOS  Vivian Smith Enterprise Dpportuni fas Leader Buckand  vsmithalpheiusg.com.m 642 3440205
Cllck on the FI I e tab On the NZOODO00E Grace Goodson. ‘Comm unica tions Service Leader Auckland  ggoodson@ alpheiusge comnz 649 3330206
. . NZOCOODOF Kate Ruslowy Insurance Service Leader Auckiand krolowy 8 alpheiusge comnz 6493440207
R' bbo n then Select P”nt NIDGOGDOB  Brian Houson Banking and Finance Service Leader Suckbnd  bhowson alpheiusgs comnz 6493440208
’ — NIDODODCE Tarm Kinelly Legal Service Leader Buckiand  thinelly@aipheiusgs comnz 6493440208
NZOODO010 Nora. Mita Building Services Service Leader Awcidand e 6453430210
. NZOODO011 Kris. Tamahori Careers and Education Service Leader Awcidand il 6453430211
The preview shows that all of KD Ky s Mo Sorcesene losdr Auckond onaBlprehnge com e sas 212
h d . II . NZOODO013 Arthur Machori ‘Comm unica tions Product Leader Auckland  amachori@al pheiusge. om.e 6493430213
NZOODO014 Marama Takarami Electronics Product Leader Auckland m takarami Salphei usge com.nz 6493430214
t e ata WI nOW prl nt . NZDODDIS  Samuel Jerkin Computer Products Prodict Leader Auckland  sjerkins@alpheiusge.om 6433430215
NZOODO016 Hine Boramori Vehicle s Product Leader Awcidand hboramori @alphei usge com.nz 6453430216
a g NIDODODIF  Bob Smith Life Style Product leader Buckiand  bsmith@al pheiusge com.m 643340217
CI|Ck on the F| I e tab (Or any NZDODODLE  Whetu Ramabundi  Tools Product Leader Buckiand wmmahumﬁg::% = 643440248
RODOOCL  Pauls Geary Enterprise Leader Dubfin pelany@alpheiusge. i 353 1873 6558
IROOOCDO2 Suzanne ODowd Effective People Leader Dublin sodowdE alpheiusge e 333 1873 6559
other tab) to return to the moe An e e ror i er b
IRDCOCD0T Conor Healy Forward Thinking Leader Dubfin chealySalpheivsge.ie 353 1E73 6561
Worksheet IRDOOCDOS Patar Mormow Enterprice Opportuni fies Lesder Dubfin pmorowSalpheiusge je 353 1E73 65682
IRDOOCD0S Anthony O'Brien Comm unica tions Se rvice Leader Dubifin acbrien@al pheiuge e 353 1873 6568
ROCDODOR  Marty Doyle Irsurance Serviee Leader Dublin mdoyle Salpheiuge ie 3531673 6564
IROODCOCE  Eirearn McCafferty  Banking and Finance Servia Leader Dubfin & mecatterty Balpheivage i 353 1873 6565
ROCDODCE Mefima  Quinn Legal Service Leader Dubfin m quinnSa pheiusg is 353 1673 6556
ROCOCOID  Faddy Dezgan Buikfing 5 ervices Service Leader Dubfin poee D aipheiuszs e 353 1673 6567
IRDOOCD 1L Kira. Convery Careers and Education Service Leader Dubfin kconverySalpheiusge ie 353 1E73 6568
ROCDEDIZ  Desmond  Hayes Health Service S rvice leader Dublin dhayes@ alpheiusze o 3531673 6588

For Your Reference... Handy to Know...

To clear a print area: e You can also add to existing print areas by
1. Click on the Page Layout tab on the Ribbon selecting another range then clicking on -
2. Click on Print Area |5~ |in the Page Setup Z”nt Arze P el sElEElne ar e o Pl
rea.
group

5 Eelee Clesr B0 e e You can replace an existing print area by

selecting and setting another range.
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INSERTING PAGE BREAKS

Excel creates its own page breaks when you print you have the option of inserting your own page
preview a worksheet and displays them as breaks wherever you need them. You can insert
dashed lines across and down the worksheet. them at the start of a column, the start of a row, in
They won't always be in quite the right place, so fact in any cell in the worksheet except Al.
|17 NZ0000014 Marama Takarami Electronics Product Leader
Try Th|S Yourself- | 18 | NZ0000015 Samuel Jenkins Computer Products Product Leader
’ 119 NZ0000016 Hine Boramori Vehicles Product Leader
) ) ) 5] 20| NZ0000017 Bob Smith Life Style Product Leader
@ gontl_nue 1}5|n9 the preVlOUS 21 NZ0000018 Whetu Ramabundi Tools Product Leader
g9 file with this exercise, or open ! 22 IRO000001 _IPauIa Cleary Enterprise Leader
T . . .
¢+ the file E826 Page | rovoss oreen Trodey [momestenter
Setup—g'XISX"' L[ 25| IRO000004 Conor Healy Forward Thinking Leader
F| 26 IROO00005 Peter Morrow Enterprise Opportunities Leader

Click on A22 to select the cell

(U

This is the first record for the
staff in Dublin. We want to list

ST af T [ T g T 7 T & T g T igl T 1z T iz] T u—ﬂ
them on a separate page... B € D
2 On the Page Layout tab of
the Ribbon, click on Breaks .
= Click to a

+=-|in the Page Setup
group, and select Insert
Page Break

IR0000001 !Paula Cleary Enterprise Leader

IR0000002 Suzanne O'Dowd Effective People Leader
IRO000003 Eileen Roddy Monies Leader
IR0000004 Conor Healy Forward Thinking Leader

A22 now appears at the start
of the second page...

3 Scroll up and examine the

fil’St page “ [ TT 7 T s T el T 7 T [ T e[ T T ol T T Aa] T T iz[ TV 3
Only the first 21 rows will be 2 2 = 2
printed on this page...
4 Repeat steps 1 and 2 to Click to a
insert page breaks at A4O! FRO00001 IHenriette Lacombe Enterprise Leader
A58 and A76 so that every FRO00002 Chantelle  Poiret Effective People Leader
Country Starts on a new page FROOD003 Jean Gerierre Monies Leader
FRO00004 Pierre Kras Forward Thinking Leader
5 Click on the View tab of the FRO0000S Juliette Vasmeule  Enterprise Opportunities Leader
Ribbon and CliCk on NormaI FROOO00G Gaston DelaMare Communications Service Leader
! FROO0007 Susi Lacombe Insurance Service Leader
£] | to display the worksheet
view, then scroll up
The page breaks appear as
dashed lines across the
spreadsheet
For Your Reference... Handy to Know...
To insert a page break: e You can also insert vertical page breaks by
1. Click on the Page Layout tab of the Ribbon clicking in the first row ('-i cell) of a column
2. Click on Breaks =~ in the Page Layout and clicking on Breaks *=~| then selecting

Insert Page Break. The page break will be

group inserted to the left of the selected column.

2. Select Insert Page Break
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USING PAGE BREAK PREVIEW

Page Break Preview is a special view created to changes to margins or formatting changes have on
help you rearrange and organise page breaks. the position of page breaks. Page breaks can be

It zooms out from the worksheet so that you can either inserted by you (manual page breaks) or
see more of the pages and see the effect that created by Excel (automatic page breaks).

- Jead?lLlltingC l g [ E | F T =
Try This Yourself: e —N: ——

| First Na Last Nam Position Telephone

MZ0000001 Feter  Feynolds | Enterprise Leader Auckland  preynolds@alpheiusge.com.nz | 64 3 344 0213
MZ0000002  Mary Campbell | Effective People Leader Auckland  meampbell@alpheiusge.com.n; B4 3 344 020,
MZ0000003  Helen ai Monies Leader Auckland  hkai@alpheiuzge.com.nz B4 3 344 020
MZ0000004 Moris  Maunga | Forward Thinking Leader Auckland nmaunga@alpheiuzge.com.nz | 649 344 020,
MZ0000005  Vivian Smith Enterprize Opportunities Leader | Auckland  wsmith@alpheiusge.com.nz B4 9 344 020!
MZ000000E | Grace Goodzon | Commumisations Service Leader | Auckland gooodsoni@alpheiusge.comnz 64 9 344 020

Continue using the
previous file with this

Same File

H - | 10 [MZ0000007 Kate Fualowy  Insursnge Sefficeeadep™ng s Wuckland Eruslow@alpheiusge.comnz | 649 344 020
exercise, or open the file [ 1 |Nzo000002 Brisn  Houson | Banking S Fingneeldivicdl dbsmibckiand Bhouson@alpheiusge.com.nz |64 9 344 020
| 12 |MZ0000009 Tara Kinelly Legal Service LoGderl el "y fickland Bkinelly@alpheiusgecomnz | 649 344 020:
E826 Page [ 15 |NZ0oooo® Mors  Mita Building Services Servichl Auckland | nmil usge.comnz | 649 344 0210
[ 14 |MZ0oo0on  Kiiz Tamahari | Careers and Education Service Lez Auckland | ktamahori@alpheiusge.comnz 64 3 344 0211
Setu p 10 . XlSX cen [ 18 |MNZ0000ME  Kelly Jones Health Services Service Leader  Auckland kjones@alpheiusge.com.nz 649 344 0212
- | 16 [MZ0000013  Arthur  Machaori | Communications Product Leader | Auckland  amachori@alpheiuzge.com.nz B4 9 344 0213
[ 17 |MZ00000W  Marama Takarami | Electronics Product Leader Auckland  mtakarami@alpheiusge.comnz B4 9 344 0214
H H [ 18 |MNZ00000E  Samuel | Jenkin: Computer Products Product Leads Auckland  sjenkins@alpheiusge.com.nz 64 9 344 0215
1 CI ICk on the VI eW tab Of [ 18 |MNZ00000E  Hine Boramari | VYehicles Praduct Leader Auckland  hboramori@alpheiusge.comnz 64 3 344 0218
] g [ 20 |MZ00000TF  Echb Smith Life Style Product Leader Auckland  bemithi@ zlpheivzge.comnz B4 9244 0217
the Ribbon, and click on | 21 |Nz000001  Whety  Ramabundi Tools Produst Leader Auckland_wramabundi@alpheiusge com.r 649 344 0213
. — | 22 [IROOOO00T | Fauls Enterprise Leader Dublin__ poleary@alpheiusge.ie 353 1573 655
Pag e B reak Pr eview ﬁ | 23 |IR000000Z | Suzanne C'Dowd | Effective People Leader Dublin  sodowd@alpheiusge.ie 353 1573 655
4 [IR0Q00003  Eileen Fioddy Monies Leader Dublin eroddy@alpheiusge.ie 3531873 656
[ 25 |IRO000004  Conor  Healy Forward Thinking Leader Dublin chealy@alpheiuzge.ie
1 [ 26 [IROOOOOOS  Peter Morrow | Enterprize Opportunities Leader | Oublin pmorrow@alpheiuzge.ie
Som e Of the pag es Wi | | be [ 27 |IRO00O00E  Anthony  O'Brien Communications Service Leader | Dublin aobrieni@alpheiuzge e
1 1 [ 28 |IROODOOOT  Marty Dioyle Insurance Service Leader Dublin mdoyle@alpheiusgeie
d|3p|ay6d, and a d |a|09 | 23 [IR0000002  Eireann  McCafferty Bankin andBinance Servige | eady Dublin g7 B ce afferty@alpheiusge je
8 | 20 [IR0000003  Melissa  Guinn Legal Seauigdl <Ederl A Dubliin  giquinn@alpheiuzgeie
bOX eXp|a| ni ng hOW the | # [R0000010  Paddy  Deegan  BuildindServicef Seffidk Ledidl Dublin # pdecgan@alpheiusge.ie 363 1872 666
- | 32 [IR00000n Kira Convery | Career? and EdufBich 2Tvige Lo Diublin = Rronvery@alpheiusge.is 353 1873 656
view can be used... | 35 |IR0000012  Desmond Hayes | Health Services Service [¥3der  Cublin | dhayes@alpheiusge.ie 3531873 656
[ 34 |IROO0O0TS  Tara Connoly | Communications Product Leader | Dublin teonnoly@ alpheiusge.ie 3531873657
. IR0000014  Dlarren Girant Electronics Product Leader Dublin ie 353 1873 657
2 Click on [OK] to close the
dialog box then scroll up
so that you can see page 1
[ 18 |NZ0000015  Samuel | Jenkins Computer Products Product Leads Auckland | sjenkins@alpheiusgecomnz 64 9344 0215
e [ 18 |NZ00000ME | Hine Boramori  Wehicles Product Leader Auckland | hboramari@alpheiusge.com.nz 64 9 244 0216
[ 20 |NZ000001F Bob Smith Lite Style Product Leader Auockland | bemith@alpheiusge comonz E4 9 244 0217
The pa‘g e b reaks are MNZ00000128  whetu Fiamabundi Tools Product Leader Auckland wramabundi@alpheiuzge.com.r B4 9 244 0218

H | 22 [IROOOOODT  Fadla | Cleay | Enterpiise Leader Dublin__| poleary@alpheiusge.ie
Clearly m arked by So I Id [ 23 |IRO00000Z  Suzanne O'Dowd  Effective People Leader Dublin sodowd@alpheiusgeie
H H 4 [IRO00000Z  Eileen Rioddy Monies Leader DOublin eroddy@alpheiusge.ie
bl u e I In es o T h IS m eans that IROO00004 | Conor Healy Forward Thinking Leader DOuhlin chealy@alpheiusge is 3631873 BB

5
6 |IRDO00O0S  Peter  Morrow | Enterprise Opportunities Leader  Dublin | pmarraw@alpheiusge.e 3631473 656
7 |IR000000E  Anthony | O'Brien | Communivations Service Leader | Dublin | acbrien@alpheiusge.ie

they were inserted by you -

H IRO00O0OT  Marty Doyle Insurance Service Leader Dublin mdoyle@alpheiusge.ie

as Opposed to automatic | 23 |IR000000  Eireann  MeCafferty Bianking and Finance Seruice Leads Dublin | emccalferty@alpheiusge je
| 30 |IRO0000DS  Melissa | Quinn | Legal Service Leader Dublin mquinn@alpheiusge.ie 3631673 656
page breaks that Excel [ 31 |IR0000010 Paddy  Deegan | BwildingCemibes ServiceLegder  Dublin £ Beeqan@alpheiusge.ie 3631873 656
. IROOO0OH  Kira Convery | CareerBanddd Eaidh $eroie IE: Dublin | gfonvery@alpheiusge.ie 3531 473 656
Creates Wh|Ch appear as | 33 |IR000001Z | Desmond Hayes Health Berviceserdtdleader L Dublin  # dhayes@alpheiusge e 3531873 656
. | 34 |IR000OOTS  Tara Connoly | CommibnicationE Product Laeder Dublin “= Teonnoly@alpheiusge.ie 3621873 657
dashed lines... IRO0000N | Dlarren | Girant Electronics Product Lead®f Dublin | dgrant@slpheiusge.e 3631673 657

IROO00O01S | Michelle | Cahalan  Computer Products Product Lead Dublin meahalan@alpheiusge.ie 2631873 BB T,
. [ 37 |IROO00OIE | Siobhan | Kelliher Wehicles Product Leader Duublin skellher@alpheiusge.ie 3531573 657
Drag the Second blue Ilne [ 38 |IROOODOTY  Mora Caissie Lite Style Product Leader Dublin neaizsie@alpeiusge.ie 3531873 657
[ 39 |IROOODOIE  Alana Keane Tools Product Leader DOublin akeane@alpheinsge.ie 3531873 657!
[ 40 |ALIO00DM  Julianne | Kerr Enterprize Leader Melbourne jkerr@alpheinzge com.ao E13 9244 000;
(bOttom Of page 2) down to [ 41 |AU000002 | Harry Jones Effective People Leader Melbourns hjones@alpheiusge.com.au | 139244 000;
H | 42 |aUD00003  Angel | Harrington | Monies Leader IMelbourne aharignton@alpheiusge.com.a
before A441 makl ng page 2 AU000004  Peter Dawson  Forward Thinking Leader I d; b . .
Ion er [ 44 [AL0000OS  Mark Jones Enterprize Opportunities Leader  Melbourne mjonesi@alpheiusge.com.au
aureen | Grayson ommunications Service Leader | Melbourne marayson@alpheiuzge.com.au
AUOOOO0E | P Gi [t i atis Semwice Leads Pl (@ alphei B13 9244 000

AUD0O00T  Augustine Millson Insurance Service Leader Melbourns amillsoni@alpheiusge.com.au | 613 9244 000;

. P |AU000008  Amanda | Eennet Eanking and Finance Service Lead: Melbourne abenneti@alpheiusge.com.au
Cllck On NO rm al J_Ll _E AU00O0DS  George  Samuelson Legal Service Leader Melbourns gsamuelson@alpheiusge.com,
[ 49 |ALOOOMO  Meville  Smith Building Sapeiees Service Leader  Melbgmne nsmithi@alpheiusge.com.au
| 50 [AU00001  Petra | Henricks  Careers anfl Edie 105 SETO@ B3\ e bouth: phenrick s@alpheiusge.com.au 613 3544 001
| 61 [AU000MMZ  Wivienne | Clark Health Serfices Séyide bealel_Melbgufe volark@alpheiusge.comau | 5139244 001
) . | 52 |AU000OOIS  Jerry Hancosk | Communications Produliale® ader | Melbourne jhancock @alpheiusge.com.au
You ” see that the pos’tlon | 52 |AUODDOM  WVictor | Brown Electronics Product Leader Melbourne vbrown@alpheiusge.com.au
. [ B4 |ALOOOMS  Sandra  Kendall Computer Products Product Lead: Melbourne skendalli@alpheiuzge com.au
of the dashed line has | 65 |AL0O00IE  Melie  Adams  Wehicles Product Leader Pelbourne nadsms@alpheiusge comay | 613 3844 001
| BE |ALODONTY  Charles  Morris Lite Style Product Leader Melbourns cmormisi@alpheiusge.comau | B12 9244 001
Changed [ 57 |AU0000E  Lance williams | Tools Product Leader Melbourne lwilliamsEalpheiuzge.com.au  £1:3 3344 001
[ 98 |Us000001 Jones Enterprise Leader Mew York | ejones@alpheiusge.com 1718 387 6211
[ B9 |US000002  Marty Zimmstein Effective People Leader Mew York, mzimmstein@alpheiusge.com 1718 387 5212|
[ BO |US000003  Janet Grenfel Monies Leader Mew York | jgrenfeli@alpheiuzge com 1712 387 B213)
[ B1 |US000004  August  Charles Forward Thinking Leader Mew York | acharlesi@alpheiusge.com 1712 387 5214
B2 |US000005  David williams | Enterprise Opportunities Leader  Mew York, | dwilliams@alpheiuzge.com 1713 357 5215

For Your Reference... Handy to Know...
To use Page Break Preview: e You can drag the vertical page breaks as
1. Click on Page Break Preview | on the well as the horlzo'ntal ones. For example, by
g dragging the far right page break across one
View tab
. i column to the left we could have prevented
2. Drag p(;:lge breaks into new positions as the final column from being printed.
neede

¢ If you move automatic page breaks, they
become manual page breaks.
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REMOVING PAGE BREAKS

Manual page breaks are fine if you always want and need to remove them. You can remove a
the pages to start where you have indicated. single page break at a time or remove (reset)
However, times may change and you may find them all in one hit. If you remove all manual page
that you don’t need the page breaks anymore breaks, they will be replaced by automatic ones.

e 18 NZ0000015  samuel Jenkins Computer Products Product Leader Auckland
H i i hicles Product Leader Auckland
Try This Yourself: |19 | NZOODOO16  Hine Boramori Ve
" 20 NZ0000017  Bob Smith Life Style Product Leader Auckland
21 NZ0000018  Whetu Ramabundi  Tools Product Leader Auckland
) o Continue using the previous file 22 [Iroooooor — Ipaula Cleary Enterprise Leader Dublin
[ —— . . . | 23 |IR0000002 Suzanne  O'Dowd Effective People Leader Dublin
8 [ Wlth this exercise, or open the 24 IR0000003 Eileen Roddy Monies Leader Dublin
file E826 Page Setup_ll.XISX... | 25|IRD000004  Conor Healy Forward Thinking Leader Dublin
26 IR0000005 Peter Morrow Enterprise Opportunities Leader Dublin
1 |f the page breaks aren’t ViSible, 2_2;::000000? :ﬂntrl;;)ny ;}’Brlien :Zommuni(‘:satio_nsSLervcijce Leader gu::ln
q = | 28 | IRO0D000 al oyle nsurance Service Leader ublin
CIICk on PagerLaYOUt ﬁ and 29 |IR0000008 Eireann McCafferty Banking and Finance Service Leader | Dublin
then NOI‘mal ﬁ to refresh them 30 |IRO000009 Melissa Quinn Legal Service Leader Dublin
31 IRO000010 Paddy Deegan Building Services Service Leader Dublin
2 Scroll to and click on A22
. 19 | NZ0000016 Hine Boramori Vehicles Product Leader Auckland
TO rer-nOV-e a Slngle page brea‘k’ e ENZOOOOOH Bob Smith Life Style Product Leader Auckland
you click in the cell where the 21 |NZ00D0018  Whetu Ramabundi Tools Product Leader Auckland
i — 22 |[IRD000001 lpaula Cleary Enterprise Leader Dublin
page break was inserted
. d t | b | th 23 |IRO000002 Suzanne  O'Dowd Effective People Leader Dublin
imme !a € y elow € page | 24 |IRO000003 Eileen Roddy Monies Leader Dublin
break line... 25 |IR0000004 Conor Healy Forward Thinking Leader Dublin
i 26 |IROD0000S Peter Morrow Enterprise Opportunities Leader Dublin
3 CI|Ck on the Page Layout tab, 27 | IRDD00006 Anthony  O'Brien Communications Service Leader Dublin
CIiCk on Breaks ':—':_ and Se|eCt 28 |IRO000007 Marty Doyle Insurance Service Leader Dublin
= 29 |IRO000008 Eireann McCafferty Banking and Finance Service Leader  Dublin
Bemove Page Break 30 IROD0CODS  Melissa  Quinn Legal Service Leader Dublin
i 31 |IR0O000010 Paddy Deegan Building Services Service Leader Dublin
The page break will be deleted 32 |IR0000011 Kira Convery Careers and Education Service Leader Dublin
and a Computel’—generated one 33 |IRD000012 Desmond  Hayes Health Services Service Leader Dublin
q 34 |IRO000013 Tara Connoly Communications Product Leader Dublin
WI” appear bEtween rows 33 35 |IR0000014 Darren Grant Electronics Product Leader Dublin
and 34 36 | IRD000015 Michelle  Cahalan Computer Products Product Leader Dublin
37 |IRD000016 Siobhan  Kelliher Vehicles Product Leader Dublin
You can also remove every
manual page break in a
worksheet simultaneously...
| 61 | US000004 August Charles Forward Thinking Leader MNew York
CI|Ck on BreakS 'lff and Select e | 62 |US000005 David Williams Enterprise Opportunities Leader MNew York
-~ 63 |US000006 Brenda Hollstein Communications Service Leader New York
Reset A“ Page Bl’eakS | 64 |US000007 Julius Maher Insurance Service Leader New York
| 65 | US000008 Mary-Lou Dawson Banking and Finance Service Leader  New York
All of the page breaks that you 66 | LIS000009 Alfred Beadel Legal Service Leader New York
Created will be remOVEd and 67 |US000010 Marianne  Morris Building Services Service Leader New York
t t b k ” b | 68 | US000011 Crystal Waters Careers and Education Service Leader New York
iau omatic page reaks wi € 69 |US000012 Zak Mauriceson Health Services Service Leader New York
inserted where they,re needed | 70 |US000013 Harry Lovice Communications Product Leader New York
| 71 |US000014 Vernon Lewis Electronics Product Leader New York
72 |US000015 Chantelle Smith Computer Products Product Leader MNew York
For Your Reference... Handy to Know...
To remove page break(s): e You can’t remove automatic page breaks.
1. Click in the cell with the page break These are created by Excel and are
= controlled by the paper size and the

2 Clicldon Brieaksiimg specifications of the selected printer.

When you select Reset All Page Breaks
Page Breaks Excel removes manual page breaks in the
current worksheet only.

3. Select Remove Page Break or Reset All
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SETTING A BACKGROUND

Background refers to the area behind the
numbers and text in the spreadsheet — the area
that is plain white, by default. You can insert a
photograph or other graphic file such as a clip art
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into the background for display purposes, but they
are not printed. The image will be inserted at its
default size and then tiled across the background of
the entire worksheet.

[%] Sheet Background ‘ E

Try ThIS YOUfSG'f' e %v “ Users » Karen » Pictures » v- Search Fe

Continue using the previous - I ML i Date tek T
£ o file with this exercise, or P Links o ”
&I open the file E826 Page B Documents }

# Recently Changed 5 r_} =
Setup_12.xlsx... B Computer . Sample | Microsoft
. . = Recent Places i Pictures Clip Or...

1 Press [ + [ to return to =t

Al

The background of the

worksheet is currently

white...

Mare »

2 On the Page Layout tab of - .

the Ribbon, click on -

Background I_@l |n the File name: » | All Pictures (*.emf.* wmf*jpa; ~

Page Setup group, to ook~ (o] ]

display the Sheet

Background dialog box

It will open in your Pictures A

folder...

3 Navigate to the course files
folder or the Sample
Pictures folder

4 Click on E826 Dock.jpg or
an image of your choice and
then click on [Insert]

A
it
2
3
4
5
6
7
8
9
10
11
12

The white background of the
image will be replaced by
the photograph

15 'NZ0000012
16 |NZ0000013
17 |NZ0000014
18 NZ0000015

Kelly
Arthur
Marama
Samuel

Takarami ‘F‘MI .

Jenkins Computer Pr(

For Your Reference...
To set a background:
1. Click on the Page Layout tab of the Ribbon
2. Click on Background ||
3. Locate and click on the image file
4. Click on [Insert]

Handy to Know...

e If you set a background, make sure that the
figures and other information in the
worksheet are still easy to read. If the
background is quite dark, you may like to
change the font colour to white or yellow.
Either that or modify the image to create a
paler, washed out version.
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CLEARING THE BACKGROUND

If the background that you’ve chosen doesn't
work, isn’t quite what you want or you simply
don’t want it any more, you can clear it. If you
want to replace the background with another

Microsoft Excel 2010 - Level 2

image you must delete the current background first
before setting another background. When a
background is set, Background L@J changes to
Delete Background.

4 A B C D E
Try This Yourself: ;
. . 3
Continue using the 7
£ o previous file with this =
& & exercise, or open the file 6
E826 Page Setup_13.xlsx... 7
8
1 Examine the worksheet =
10
11
The background is currently ﬁ
f!IIed with a photogr_aph, 14 IR
tiled across the entire 15 NZ0000012  Kelly
worksheet... 16 |NZ0000013  Arthur  Maohori : -
h b 17 NZ0000014 Marama Takarami  Electronics Pr
2 On the Page Layout tab, 18 NZ0000015 Samuel  Jenkins  ComputerPr
click on Delete
Background || o
The white background will
be restored 4 A B c D E
1 |Alpheius Leadlzr Listing
2
3 [No First Name Last Name  Position Office
4 |NZ0000001 Peter Reynolds Enterprise Leader Auckland
5 |NZ0000002 Mary Campbell  Effective People Leader Auckland
6 |NZ0000003 Helen Kai Monies Leader Auckland
7 |NZ0000004 Norris Maunga Forward Thinking Leader Auckland
8 |NZ0000005  Vivian Smith Enterprise Opportunities Leader Auckland
9 |NZ0000006  Grace Goodson Communications Service Leader Auckland
10 |[NZ0000007  Kate Rualowy Insurance Service Leader Auckland
11 |NZ0000008 Brian Houson Banking and Finance Service Leader  Auckland
12 |NZ0000D003  Tara Kinelly Legal Service Leader Auckland
13 |NZ0000010 Mora Mita Building Services Service Leader Auckland
14 |NZ0000011  Kris Tamahori  Careers and Education Service Leader Auckland
15 |NZ0000012 Kelly Jones Health Services Service Leader Auckland
| 16 |NZ0000013  Arthur Machori Communications Product Leader Auckland
17 |NZ0000014 Marama  Takarami Electronics Product Leader Auckland
18 |[NZ0000015  Samuel Jenkins Computer Products Product Leader Auckland

For Your Reference... Handy to Know...

To clear a background: e An alternative to using a background image
1. Click on the Page Layout tab is to use Fill Colour | - in the Font group
2. Click on Delete Background LL’gl on the Home tab. You will need _to select the

- cells that you want to apply the fill colour to
before selecting a colour.
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If you have a long list of data to print, it can be
pretty confusing by the time you get to the third
page if you can’t remember what each of the
columns refers to. To make it easier for you to
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SETTINGS Rows As REPEATING PRINT TITLES

interpret printed data, Excel allows you to set a row
or rows as print titles that are repeated at the top

of every page. This way, each column
heading no matter which page it is on.

has its own

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
E826 Page
Setup_14.xlsx...

Same File

On the Page Layout tab,
click on Print Titles g to
display the Sheet tab of
the Page Setup dialog box

(U

Click in Rows to repeat at
top, then click on the row
header for row 3

This inserts the reference
$3:$3 in the text box...

Click on [OK]

In Normal view, the
spreadsheet will appear
unchanged. What about
Page Layout view?

Click on the View tab, then
click on Page Layout | []
and scroll down to page 2

A [ - — D I

1 |Alpheius Leadlr LisH{ page Setup ‘ [

2

ra— ES TSy T
| 4 |NZODO0OOL  Pete Print area: | reynolds@al
| 5 |NZ0D00002  Mary. Print titles campbell@a
| 6 |NZ0000003 Helel Rows to repeat at top: |$3:$3‘ kai@alpheiu

7 |NZDDODOD4  Norri . maunga@alp;
| & |NZ000ODOS Vivia Cobums o repeat atleft: | smith@alphe
E NZ0000006  Grace| | | Print oodson@alp
| 10 INZ0000007  Kate Gridlines Comments: ﬂ rualowy@alp)
| 11 |NZ0DODDDE  Brian [CBlack and white Cell errors as: houson@alp
| 12 |N70000009  Tara Draft guality kinelly@alph
| 13 |NZ0000010  Nora Row and column headings mita@alphei
| 14 |NZ0000011  Kris Page order amahori@al
| 15 |NZ0000012  Kelly ® Down, then over jones@alphe
| 16 [NZ000D013  Arth @) Over, then down maohori@alp
| 17 |NZ0000014 Mara takarami@al
| 18 |NZ00D00015  Samu Jenkins@alph

19 | NZ0000016 Hine boramori@al
| 20 |Nz00ODO17  Bob print... | [[printpreview | [ optons... | | | fbsmith@alphe
| 21 |NZ0000018 Whe ramabundi@
| 22 |IR0000001L Paula E leary@alphe
| 23 |IR0000002 Suza dowd@alph

24 |IRO000003 Eileen Roddy Monies Leader Dublin eroddy®@alphe

T

[ T TTTS[TT e TT T[T [ T e[ T T o] T4

Tia[ T T i T

A B = D

E

[ ’HD @

IR0000012

Desmond  Hayes Health Services Service Leal

der Dublin

Click to add footer

Click to add header

The t|t|eS in row 3 appear No First Name Last Name Positionr : Dﬂic?
q m IR0000013 Tara Connoly Communications Product Leader Dublin
at the top of this page and IR0000014 Darren Grant Electronics Product Leader Dublin
if you scroll further, you will E IR0000015 Michelle  Cahalan Computer Products Product Leader Dublin
see that the are at the to IRO000016 Siobhan Kelliher Vehicles Product Leader Dublin
y p 38 IRO000017 MNora Caissie Life Style Product Leader Dublin
of each page
For Your Reference... Handy to Know...
To set arow as a repeated print title: e If you only want part of a row to be repeated
1. Click on the Page Layout tab at the top of a page, set the part of the list
. . . = that you want to display as the print area.
2: (Clites o [Prifnt Tl & The rows and columns then repeated as
2. Click in Rows to repeat at top titles will only be those that appear in the
3. Click on the row header(s) print area.
4. Click on [OK]
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CLEARING PRINT TITLES

Print titles are columns that are repeated on the your worksheet has repeated titles that you no
left of every page or rows that are repeated at the longer need, you can clear them simply by
top of every page. Th_ey makg it easier to . removing the row or column references in the Page
understand tables of information. However, if Setup dialog box.
. 0 fPage Setup b @u
Try This Yourself: :
| Page | Margins | Header/Footer |
= Before starting this exercise Printarea: |
o7 You MUST open the file E826 Print titles
O Page Setup_lS.xst... Rows to repeat at top: |
1 On the Medium worksheet Colams torepeat atiet: [sa:sn
click on Print Titles ﬁ on the Pr Gridines Comments:  [qvre) B
o = Omments: ane,
Page Layout tab to display the [ Black and white A e B
Page Setup dialog box [F] oraft quality = '
. Row and column headings
2 Select the range in Columns oae org
‘age order
to repeat at left and press [pel] s v [T
3 Click on [OK] (@) Over, then down E'Efé % :E
The column print titles will
disappear... | print.. | [ PprintPreview | [ options... |
Click on the worksheet tab for
) . Cancel
4 Large, then click on Print Lo J| l
Titles |IH
5 Select the range in Rows to
repeat at top and press [pe] oct Now Dol oI SAUS
Change then scroll down the $311,766  $342,943 $377,237 $2,870,739
worksheet $524,186  $587,605 $646,366  $5,019,494
$2,662 $2,928 $3,221 $2,419,953

There are no longer headers
for each column in the table on $1,138,656/ $1,252,521 SL377,773  $5,591,060
the second page and

subsequent pages Oct Nov Dec| Total SAUS
aq pag $159,575  $175,533 $193,086 $1,445,229
$171,314  $188,446 $207,290 $1,577,581
$293,822  $323,205 $355,525 $2,760,847
$262,990  $289,288 $318,217 $2,434,250
For Your Reference... Handy to Know...
To clear print titles: e When you set rows or columns to be
1. Click on Print Titles [ repeated on each page, Excel automatically

, creates a range name of Print_Titles for the
2. Select the ranges in Rows to repeat at top cells that will be repeated. You can identify

or Columns to repeat at left and press [oel] which cells will be repeated by selecting this
3. Click on [OK] range using the Name box in the Formula
bar.
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PRINTING GRIDLINES

In longer lists with row after row of data, it can be the report so that you can easily follow data across
difficult to follow data across the printed page the page or down the page. Gridlines also make
without going cross-eyed! In these situations, it the process of proofing and editing a worksheet
may be more convenient to print gridlines with much easier.
Review View Add-Ins
Try This Yourself: =L = width: Automatic ~| Gridlines Headings =
Y ‘;] &[] Height: |Automatic = View View @ I__F—L* E_[k "_I:'
o , Continue using the previous file Y Tes | Blscle  (100% 3| Wlprint | [ Pint | romem- sacewards  Pane. o
= T Wwith this exercise, or open the | S (=) ISl dk+ Options N ETENIE
% file E826 Page Setup_16.xIsX... Print Gridiines
e Print the lines between rows and

columns in the sheet to make

With the Large worksheet e ety
selected, ensure that the Page
Layout tab is displayed

e Press F1 for more help.

Click on Print under Gridlines,
in the Sheet Options group,

N =

until it appears with a tick
Let’s see how the gridlines will
look... Alpheius Leader Listing
3 Click on the File tab, of the e P Cpe i i
R_lbbon, then_se_leCt Er_mt to NZ0000001 Peter Reynolds Enterprise Leader
display the printing options and NZ0000002  Mary Campbell Effective People Leader
see a preV|eW Of the Worksheet NZ0000003 Helen Kai Monies Leader
NZ0000004 MNorris Maunga Forward Thinking Leader
This shows C|ear|y that the NZ000D005  Vivian Smith Enterprise Opportunities Leader
gridlines will print with the rest NZ0000006 Grace Goodson Communications Service Leader
fth ksheet NZ0000007 Kate Rualowy Insurance Service Leader
Y € worksheet... NZ0000008 Brian Houson Banking and Finance Service Leader
: : NZ0000009 Tara Kinelly Legal Service Leader
4 Click on the File tab (Or iy NZ0000010 MNora Mita Building Services Service Leader
other tab) to return to the NZ0000011 Kris Tamahori Careers and Education Service Leader
worksheet NZ000D012  Kelly Jones Health Services Service Leader
NZ0000013 Arthur Machori Communications Product Leader
For Your Reference... Handy to Know...
To print gridlines: e You can also print gridlines by clicking on
1. Click on Print under Gridlines, in the Sheet Gridlines on the Sheet tab of the Page
Options group, on the Page Layout tab until Setup dialog box. This is accessible by -
it appears with a tick clicking on the dialog box launcher " in

the Sheet Options group.
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PRINTING HEADINGS

The term headings, in a spreadsheet, refers to
the column and row headings — the letters across
the top and the numbers down the left. These
help you locate and identify specific cells and are
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particularly helpful if you are trying to check the
integrity of formulas and other information in the
spreadsheet. You can choose to print headings
with the rest of your data.

Review View Add-Ins
Try This Yourself: =3 width: Automatic = Gridlines Headings E—&t =
‘;] 4[] Height: Automatic - View View @ E’ =
. . . . d Print Bri Send  Selection Ali
o Continue using the previous file U9 ftes | Hsale  |100% : | & prnt rirlt e S S TFGITL
% § W|th this exercise, or open the | Scale to Fit | Sheet Options” | Arrange
% file E826 Page Setup_17.xIsx... Print Headings
e Frint row and column headings.
1 With the Large worksheet el eerlin e e e e
SeleCted ensure that the Page numbers to the side of the sheet.
i i Col headi the lett
Layout tab is displayed huanbrs that apens shove e
. . . columns on a sheet.
2 Click on Print under Headings,
in the Sheet Options group, © Press i for more hep.
until it appears with a tick
3 Ensure that the spreadsheet is
in Page Layout view, then Click to add header
scroll up and examine the A 5 c 5
worksheet 1 Alpheius Leader Listing
g 5 2 I
You'll notice that the row and 3 No .First Name Last Mame  Position Off
column heaqlngs now appear 4 NZ0000001 Peter Reynolds Enterprise Leader Au
on the page itself as well as 5 | NZ0000002 Mary Campbell Effective People Leader Au
above and to the left of the 6 NZ000D0003 Helen Kai Monies Leader Au
spreadsheet 7 NZ0000004 Norris Maunga Forward Thinking Leader Au
8 NZ0000005 Vivian Smith Enterprise Opportunities Leader Au
9 NZ0000006 Grace Goodson Communications Service Leader Au
10 NZ0000007 Kate Rualowy Insurance Service Leader Au
11 NZ0000008 Brian Houson Banking and Finance Service Leader Au
12 NZ0000009 Tara Kinelly Legal Service Leader Au
13 NZ0000010 MNora Mita Building Services Service Leader Au

For Your Reference... Handy to Know...

To print headings: e You can also print headings by clicking on

1. Click on Print under Headings in the Sheet Row and column headings on the Sheet

Options group on the Page Layout tab so tab of the Page Setup dialog box. This is
that it appears with a tick accessible by clicking on the dialog box

launcher = in the Sheet Options group.
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SCALING TO A PERCENTAGE

If you want to increase or decrease the size of
data to make the best use of available space, you
can change the scale at which the spreadsheet
will be printed by percentage. For example, if you
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have a small amount of data and want to increase
the size a little, you could change the percentage to
105% or 110%. If you want to shrink the data a little
to fit more on a page, you could choose 90%.

i cormulas Data Review View Add-Ins
Try ThlS YOUI’SG” @ JEI ?Wildth: Automatic - Gridli!ﬂes Headi.ngs @ IE]
=l l}'__[l Height: Automatic - WView WView
T Continue using the previous file :,r,i_.:t. B :iﬂ:z ] scale:  |105% Print Print Fo?,;i,g?d. Bacm:,f
%E with this exercise, or open the > Setup G| SaletoFit G| SheetOptions |
% file E826 Page Setup_18.xIsx... Scale

Click on the worksheet tab for
Small to display the worksheet

(U

We want to make this as large
as possible without going onto a
second page...

Stretch or shrink the printed
output to a percentage of its
actual size.

The maximum width and height
must be set to "Automatic” to use
this feature,

rorr T

On the Page Layout tab of the
Ribbon, click on the up spinner
arrow =1 for Scale, in the Scale
to Fit group, to increase the
percentage to 105%

You'll notice that fewer columns
fit on the page...

Click on the up spinner arrow r=
for Scale twice, to increase the
percentage to 115%

It’s now too large and won't fit
on a single page...

Click on the down spinner arrow
=1 for Scale, to reduce the
percentage to 110%

T T o[ T T Tao[ T T 1wl T T Taa] T I Tag] T T Tag[ |
A B [ ¢ [ o | F
Click to add header

Aléheius Global E_ﬁterprises

Budget Forecast for First Quarter

Sales Jan Feb Mar Total
Auckland $1,050,254  $1,547,000  $1,488,369 $4,085,623
Dublin 51,524,294 S1,685548 51,500,854 54,809,696
Meibourne $3,521,487 52,985,448 52,741,221 59,248,156
New York 52,531,225 52,621,889 52,453,999 57,607,113
Total Sales $8,627,260  $8,839,885  $8,283,443 525,750,588
Costs Jan Feb Mar Total
Auckland $550,998 5850,554 5818,874 52,220,426
Dublin 5838,223 5926,778 5879114 52,644,115
Melbourne 51,936,882 51,6155 51,507,774 55,086,210
New Vork $1,392,666  $1,441,447  $1,349,552 $4,183,665
Total Costs $4,718,763  $4,860,333  $4,535,314 514,134,416
Gross Income 53,008,491 $3,0979552 53,728,120 511,616,172
Fixed Costs 52,145,444 52,587,222 52,521,333 57,253,399
Net Income $1,763,047  $1,392330  $1,206,796 54,362,173
Exchange Rate 70%

Click on the File tab, on the
Ribbon, then click on Print to
preview the final result

Click on the File tab (or any
other tab) to return to the
worksheet

For Your Reference...
To scale to a percentage:
1. Click on one of the spinner arrows - for

Scale in the Scale to Fit group on the Page
Layout tab

Handy to Know...

If you know exactly what percentage you
want to scale to, you can click in the box for
Scale and type that number.
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FIT To A SPECIFIC NUMBER OF PAGES

If you only need to squeeze the data down a bit
to get it to fit onto one page, you can try the

Scale to Fit options of Height or Width. These
allow you to specify how many pages high and

how many pages wide you want the printed
worksheet to fit into. By default, Height and Width
are set to Automatic and Excel then assumes you
want to print according to the format settings.

Try This Yourself:
o» Continue using the
T  previous file with this Aug sep oct Nov Dec  Total $aUS  Total $Us
© A R 9,703 $263,674 $290,041  $319,045 $350,950  $2,631,802  $2,237,032
£ S, Ol @it the file 7,658  $283,424 $311,766  $342,943 $377,237  $2,870,739  $2,440,129
8 E826 Page 1,476 9485624 $534,186  $587,605 $646,366 95,019,494 54,266,570
Setup 19.xIsx... 5,219 $2,420 $2,662 $2,928 $3,221  $2,419,953  $2,056,960
. 4,057 51,035,142 51,138,656 51,252,521 $1,377,773 5,591,060 54,752,401
Click on the worksheet
1 tab for Medium Aug Sep oct Nov Dec  Total $AUS  Total $US
1,880 $145,069 $159,575  $175,533 $193,086  $1,445229  $1,228,445
At the moment’ this 1,582 :155,740 :1?1,314 :188,446 2207,290 21,57?,581 21,340,944
. 2,829 $267,111 $293,822  $323,205 355,525 2,760,847 2,346,720
SpreadSheEt fits on two 7,347 $239,081 $262,990  $289,288 $318,217  $2,434,250  $2,069,112
pages...

2 On the Page Layout tab, a
click on the drop arrow ~
for Width, in the Scale to

Fit group, and select 1
page

The worksheet is then
scaled down to fit on one

Nov Dec Tota

page $319,045  $350,950 $2,631,802 $2,237,032
$342,943  $377,237 $2,870,739 $2,440,129
4587,605  5646,366 45,019,494 34,266,570

$2,928 3,221 $2,419,953 $2,056,960

Nov Dec Tota

$1,252,521 51,377,773 45,591,060 $4,752,401

$175,533  $193,086 $1,445,229 $1,228,445
$188,446  $207,290 51,577,581 51,340,944
$323,205  $355,525 $2,760,847 $2,346,720
$289,288  $318,217 $2,434,250 $2,069,112

Click to add data

1 5AUS Total $US

1 $AUS Total $US

For Your Reference... Handy to Know...
To fit to a specific number of pages: e You can'’t undo the changes you make using

1. Click on the drop arrow - for Width or
Height in the Scale to Fit group on the Page
Layout tab and select the required number
of pages

the Scale to Fit settings so make sure you
save your worksheet before trying them. This
way you can exit without saving and return to
the previous version if necessary.
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STRATEGIES FOR PRINTING LARGER WORKSHEETS

Unfortunately, not all spreadsheets fit neatly into number of columns you have used, you will

A4 segments. Given that they may extend down probably need to tweak the settings a little to print
the page a long way because of thousands of larger worksheets. Here’s a list of the techniques
records, or far across the page because of the that you can use to make the job easier.

Adjusting Columns Widths
Probably the first port of call when you want to reduce the width of a worksheet is to adjust the
column widths. While other methods might be quicker, this has the added advantage of allowing
you to match the width of the columns to the data in the columns. You can auto-size them by
selecting all of the column headers and double-clicking on the right border of one of the column
headers or you can reduce each one manually. You can also size them equally by selecting the
column headers and dragging one border to the required width.

Margins

If you only need a small amount of extra width or length to fit your data on a page, you can adjust the
margins. This is the amount of white space between the edge of the paper and the printed part of
your spreadsheet. Page Layout view is best for making this type of adjustment because you can
drag margins to new widths and see the result inmediately. Alternatively you can select the preset
Narrow under Margins || =| in the Page Setup group on the Page Layout tab.

Orientation

If you have a reasonably small number of rows but lots of columns, changing the Orientation |25~

to Landscape might fix your sizing problems and allow you to fit the data on one page. The same
actually applies when you have lots of rows and many columns — generally it makes more sense to
have more columns for each row than it does to have lots of rows but not be able to see enough of
the columns. Experiment a bit and settle for what works with your particular model.

Scaling

Another option for printing larger worksheets is to scale the worksheet down a little so that it fits
exactly into the required number of pages. The only danger with this is that you might scale it down
too far and make it illegible. You can also scale to a specific percentage.

Page Breaks

Excel automatically creates page breaks according to the printer, the paper size and the margins.
You can override automatic page breaks by creating your own and placing them in more logical
positions, such as at the end of a department or section.

Paper Size

If you have printers with the capacity, you can change the paper size to A3 or larger so that you can
fit more data on the page without losing readability.

Print Areas

You can print parts of a larger worksheet by setting a print area. A print area is delineated by a
dashed line and the range name Print_Area is assigned so that you can select and locate it easily.

Readability
You can improve the readability of larger worksheets by repeating rows and/or columns on each
page using Print Titles |[E]|, by printing the Gridlines so that you can read an entire row, and by

adding Headers and Footers especially with page numbering so you can organise the pages more
easily.

Page Layout vs Print Preview

Page Layout view is useful for visualising the margins and general layout, but be sure to make a
final check using the preview in the Print tab of the File menu.

© Watsonia Publishing Page 88 Page Setup



