Microsoft Office Virtual Learning

Page Layout and Printing

May 8, 2020
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Lesson: May 8, 2020

Objective/Learning Target:
Students will learn how to use Excel and Google Sheets
commands that let you control the way your content will
appear on a printed page
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Introduction

NDEPENDENCE SCHOOL DISTRIC

There may be times when you want to print a workbook to view and share your data offline. Once
you've chosen your page layout settings, it's easy to preview and print a workbook from Excel using

the Print pane.
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Access the Print Pane
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Excel
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Select the File tab. Backstage view will appear.
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Select Print. The Print pane will appear.
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Google Sheets
1.

2.

3.

Double-click the desired file to open it. te
Select File > Print.
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The Print dialog box will appear, along with a preview of your
file on the right. Choose the desired options, then click Print.
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Margins Defauit - of Art, and several local artists’ studios and galleries. While attendance at
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Print a Workbook
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Navigate to the Print pane, then select the desired
printer.
Enter the number of copies you want to print.

Print
Copes [1_ 9
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Printer
Lomark MIG10dn

B v - Print
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Select any additional settings if needed (see abov: ,
interactive).

Click Print

Print
i IE# Copies: |1
print [

Printer
Lexmark MX310dn
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Printer Properties

Sheets - i
1. Double-click the desired file to open it. -
2. Select File > Print.

3.  The Print dialog box will appear, along with a preview

of your file on the right. Choose the desired options,
then click Print.

Print
w — Lake Stone Montessori
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Art Club
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Choosing a Print Area

NDEPENDENCE SCHOOL DISTRIC

Before you print a workbook, it's important to decide exactly what information you want to print. For
example, if you have multiple worksheets in your workbook, you will need to decide if you want to print
the entire workbook or only active worksheets. There may also be times when you want to print only a

selection of content from your workbook.
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To Print Active Sheets
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Excel Sheets
1.  Select the worksheet you want to print. To print multiple 1. Select the worksheet you want to print. To print multiple
worksheets, click the first worksheet, hold the Ctrl key on worksheets, click the first worksheet, hold the Ctrl key
your keyboard, then click any other worksheets you want on your keyboard, then click any other worksheets you
to select. want to select. }
[ Contral || East Const | West Coast [ietnaiona | ® 2. Navigate to the Print pane. e
hee _ 3.  Select Current Sheet under the Print drop S""M‘
bl down menu at the top of the print pane © oseee
2. Navigate to the Print pane. e 4.  Select Next
3. Select Print Active Sheets from the (] e o 5.  Select your desired options and choose
Print Range drop-down menu. R Mssens Print —
4. Click the Print Button T — = |
Print |
[ % 1 Copies: "71 : :
Print Ik
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To Print Entire Workbook
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Excel

1. Navigate to the Print pane.
2.  Select Print Entire Workbook from the Print Range
drop-down menu

Print Active Sheets
Only print the active sheets

Q Print Entire Workbook
Print the entire workbook h

E\ Print Selection
Only print the current selection

Ignore Print Area

3. Click the Print Button

Print
‘ Eﬂ Copies: ‘71 ¥
Print Ik

Sheets
1. Navigate to the Print pane.
2.  Select Current Sheet under the Print drop
down menu at the top of the print pane
3.  Select Next

4.  Select your desired options and choose
Print

ccccc

ccccc

Current sheet
Workbook
Selected cells (A1)

@ Landscape

Fitto width
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To Print a Selection
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Excel
1.  Select the cells you want to print.

2. Navigate to the Print pane.

3.  Select Print Selection from the Print
Range drop-down menu.

4.  Apreview of your selection will appear in
the Preview pane.

5.  Click the Print button to print the selection.

Print

Dﬁ Only pri

Print Entire Workbook
Print the entire workbook

e active sheets

Print Selection
Only print the current sefection

Print Selected Table
Only print the selected table

Ignore Print Area

[0  NoScaling |

(Do Print sheets at their actual size

Sheets

1.  Select the cells you want to print.

2.  Navigate to the Print pane.

3.  Select Selected Cells from the Print Range
drop-down menu.

4.  Apreview of your selection will appear in the
Preview pane.

5. Click the Print button to print the selection.

Destiaton B Konca_FollowMaons +

Loading preview:

Current sheet
Workbook

Selected cells (A1)

@ Landscape Portrait

Normal

SET CUSTOM PAGE BREAKS

Formating

Headers & footers
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To Change Page Orientation
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Excel

landscape.

1. Navigate to the Print pane.

2.  Select the desired orientation from
the Page Orientation drop-down
menu. In our example, we'll select
Landscape Orientation.

3.  The new page orientation will be
displayed in the Preview pane.

Excel offers two page orientation options: landscape and portrait.
Landscape orients the page horizontally, while portrait orients the
page vertically. In our example, we'll set the page orientation to

Settings
[:] Print Selection 5
Only print the current selecti...
Pages: 2] to 2
EE

‘ 1

Collated
123 123 123

D Portrait Orientation

[ Lendscape Orientation 5

[ NoScaling

Dluo  print sheets at their actual size

Page Setup

Sheets

Google Sheets offers two page orientation options: landscape and
portrait. Landscape orients the page horizontally, while portrait
orients the page vertically. In our example, we'll set the page

orientation to landscape.

1. Navigate to the Print pane.

2.  Select the desired orientation from
the Page Orientation section. In our
example, we'll select Portrait
Orientation.

3. The new page orientation will be
displayed in the Preview pane.

SET CUSTOM PAGE BREAKS

Formatting )

Headers & footers. v
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For More Resources:

Microsoft Excel:
https://edu.gcfalobal.org/en/excel2016/page-layout-and-printing/1/

(%, GCFGlobal
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https://edu.gcfglobal.org/en/excel2016/page-layout-and-printing/1/

