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Formatting and Printing Spreadsheets;
Customizing Your Screen Layout
September, 2006
Introduction
Formatting and Printing setups allow you to define specific areas of your spreadsheet and
make it easier to visually locate data.

Change Font Type and Size

The quickest way to change your font type and size are the boxes located to the far left of
the Formatting toolbar:
BE -0 ~|B I U = =8 % » %l %

giea
U
(Thd)

1. Select the cell(s) where you want to change the font type or size.

2. Click on the drop down arrow to make your selections. This will only change the
typeface and size of the font.

3. You can add effects such as bold, italics, underscore and color from buttons
located on the Formatting toolbar. Other effects can be added to the Formatting

toolbar.
4. You can add effects to your font such as strike through, superscript, or subscript
from the Format menu: Format—Cells—Font

5. Click OK to apply the font style and size selected.

Murmber | Aligniment Font | Border | Patterns | Protection I
Eont: Font skyle: Size:
I.ﬁ.rial IReguIar I 10
P ALA Courier New 3 g -
T LA Lucida Sans Typew 9
Aloerian Bald ;I 11 j
LInderline: Colar:
INu:une j I Autarnatic j I Hormal Fart
fFects review
v strikethrough
[ Superscript | AaBbCc iz ]
[~ subscript

This is a TrueType fonk, The same Fonk will be used on bath your prinker
and your screen.

Ik I Cancel

You can also change the font type, size and effects of only part of data in a cell:
Select the cell(s) where you want to change the font type or size.

Go to the Formula Bar and highlight the specific text you want to format.
Click on the Format menu:  Format—Cells—Font.

Click OK to apply the font style and size selected.
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Hint: Right-click your mouse to access the Format Cells dialog box, too.

EJ Microsoft Excel - Book1
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Adding Borders and Color

Another way to make it easier to visually locate data is by highlighting cells with borders
and color. You can also apply a background to an entire worksheet. A background can be
a graphic, such as a line drawing or photograph.

To add borders to cells:

1. Select the cell or cells you would like to add a border to.

2. Use one of these methods to open the Format Cells dialog box:
¢ Click on the Borders button. -
e Choose Format—Cells.
e Right-click your mouse.
Click the Border tab to view the border options
Select the border style from the Style list on the right side of the dialog box.
Select the color you want the border to be.

Use the preset border buttons or specific border buttons to set the border for the
selected cells.
7. Click OK to apply the borders.

SNk w

Format Cells 2/ x|

Mumber | Alignrent | Font Border | Patterns | Prokection |
Presets ~Line
....... Shyle:
....... NDnE -
Mone Cutline Inside | | = ———
Border _—
= Text i B
i Color:
............ | F"l-ltnmatil: jv
| 2
The selected border style can be applied by clicking the presets, preview
diagram or the buttons above,

Cancel

Border Tab dialog box ]
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To add color to cells:
1. Select the cell or cells you would like to add c to.
2. Use one of these methods to open the Format Cells dialog box:
e (lick on the Fill Color button| .ty . |.
e Choose Format—Cells.
e Right-click your mouse.
Click the Patterns tab to view options.
Select the fill color in the Cell Shading area.
5. Click OK to apply the color.

Murmber | Alignmenkt | Fonk | Border  Patkerns |F‘ru:uteu:tiu:un|

hall g

Zell shading
Colors

|| Mo Color |

EEEEEEEN
EEEEEEEN
EEEEEEEN
EOROENO
Ooooouofn

AR NME N
EERENEEN

Pakkern: I * I

ample

Ik I Zancel

[ Patterns Tabdialog box ]
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To add a background to a worksheet:
1. Select the worksheet you would like to add the background to.

2. Choose Format—Sheet—Background to open the Sheet Background dialog

box.
3. Navigate to the background you choose and double-click it to apply the

background to the worksheet.

Sheet Background

Loak in: ' My Computer TUSZ j @~ 3 ﬂ X £ v Took

My Fecent : e o
Documents w w

314 Floppy (A Local Disk (C:) Remaovable Disk (D)

DVD '

T

My Camputer || pypco-Rw Drive (E:) DVD Drive (F:) shared on ‘AdcomlSoft

{H:) .

‘-g File name: I j Tnsert

My Metwork, _
Places Files of type: IF'.II Pickures l{*.emf;*.wmf;*.jpg;*.jpeg;*.jfif;*.jpe;*.pngfﬂ Cancel

[ Sheet Background dialog box ]
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Paste Special
The Paste Special command allows you to specify how you would like the contents of the
clipboard pasted into Excel.
1. Choose Edit—Paste Special, or
2. Right-click your mouse to access Paste Special.

Paste Special ﬂﬂ
Paste

i all " walidation

i~ Formulas " all except borders

i~ walues " Column widths

i Formats " Formulas and number Formats

i Comments " yalues and number Formats
Cperation

% Mone = pMulkiply

i add " Divide

i~ subkract

[ sSkip blanks [ Transpose

Paste Link | Ok I Cancel I

f Paste Special dialog box ]

Changing Column Width and Row Height

Another type of formatting is changing the width of columns and height of rows. You
would change these when the data you are displaying does not appear as you want it to.
Some examples of this might be:

5
7 ouruay
g oruay
g | 1uesudy
B4 - A 987654321987654 D] vveuriesudy
A 3 T¢c] D | T rrursuay

1 1Z riuay

5 13| Ddwuruday

3 14

4 \Wednesda 9ATERIE+14 #tk 15

[ Column Width needs to be changed ] e OO




Formatting and Printing Spreadsheets;
Customizing Your Screen Layout
September, 2006
To change column width by dragging column boundaries (The default width is 8.43
characters in standard font, or 64 pixels.):
1. In the column heading row, point your cursor at the line between the column you
want to change and the adjacent column. Your cursor will look like this:
| | F € G ||

[ Cursor

2. Drag to the left or right to adjust the column width as desired.

(HINT: If you want Excel to automatically adjust the width to the necessary size of
data, point your cursor at the line between the column you want to change and the
adjacent column and double-click your mouse.)

To change column width by selecting the column:
1. Select the column you want to change.
2. Choose Format—Column— Width to open the Column Width dialog box.

Colum x|

Column widkh: 3.43

K I Cancel |

3. In the Column Width field, enter a new value for the column width.
4. Click OK to change the column width.

(HINT: You can right-click your mouse and choose Column Width to open the dialog
box, t00.)

g cut
=3 Copy
[ Paste

Paste Special. ..

Insert

Delete

Clear Conkents
S Format Cells,,

Column wWidth...

Hide

Inhide
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To change row height by dragging row boundaries (The default row height is 12.75
points. 1 point = 1/72 inch.):
1. In the row heading column, point your cursor to the line between the row you
want to change and the adjacent row. Your cursor will look like this:

14

L3
w

Cursor on Row

2. Drag up or down to adjust row height you need.

(HINT: If you want Excel to automatically adjust the height to the necessary size of
data, point your cursor at the line between the row you want to change and the
adjacent row and double-click your mouse.)

To change row height by selecting the row:
1. Select the row you want to change.
2. Choose Format—Row—Height to open the Row Height dialog box.

Row He X
Feowe higight: I 12.75

kK I Cancel |

| Row Height dialog box ]

3. In the Row Height field, enter a new value for the row height.
4. Click OK to change the row height.

(HINT: You can right-click your mouse and choose Row Height to open the dialog
box, t00.)
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Cut

Copy

Paste

Paste Special. ..
Insert

Delete

Clear Conkents
Format Cells. ..
Row Height. ..
Hide

Unhide

[ Row Right-Click Options I
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The Hide and Unhide commands:

The Hide command allows you to hide any row(s) or column(s) in a worksheet. (The
rows and columns still exist and data is included in any formulas you may write.) The
Unhide command makes the rows and columns visible again. The Hide and Unhide
commands do not apply to cells, only rows and columns.

A c

1

2

3

Column B is hidden I

1. Select the rows or columns you wish to hide or unhide.
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2. Choose Format—Row (or Column)—Hide (or Unhide).

Format | Tools Data  Window Help  Adobe PDF

S cells. Chrl+1 ARl
I| Row 3 | IC Height...
Zolurmnn » BukoFik
Sheet 2 Hide
futoFarmat., ., nhide
Conditional Formatking. ..
Skyle...

Form at Row

Farmak | Tools  Data  Window Help  Adobe PDF

SE Cells... il |- | @ E - 4] %
R "8 % o %R B |EE S
| Column P width...
Sheet k AukoFit Selection
AutoFormat.. . Hide 1
Conditional Formatting. .. Inhide |
Skyle... Standard Width, ..

| Format Column

(Hint: You can access the Hide and Unhide commands by right-clicking your mouse
after rows or columns have been selected.
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Merge Cells

The Merge Cells command allows you to more easily manage ranges of cells by
combining them into one larger cell, without affecting other cells in the same column.

To merge cells:

1. Select the range of cells you want to merge.

2. If you know you want to mer d center the contents of the selected cells, click
the Merge and Center button.E, otherwise select Format—Cells to open the
Format Cells dialog box.

3. Select the Alignment tab and check the Merge Cells box.

Murnber .':'.|II;|I'|I'I'|EI'||: Fank: | Border | Pakterns | Protection |
Text alignment —orientakion
Horizontal: — [+ .
IGeneraI j Indenk: *
Vertical: IIZI 5 &
Text —#
IEh:nttn:nm j - .
L .
™ Justify distributed i
Texk conkrol +
[ wrap text
I~ Shrink to fit [0 =] pegress
[ mMerge cells
Right-to-left

Texk direction:

ICDntext j

Ik I Cancel

Format Cells dialog box
Alignment Tab

4. Click OK to merge the cells.

(Hint: Right-click your mouse to access the Format Cells dialog box.)

Applying Number Formats

You can apply a number format to cells before or after you enter the numerical data. A
number format forces the data in a cell to display in a particular layout. Excel’s pre-

installed number formats include: ~ Currency Percentage
Accounting Fraction
Date Scientific

11
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To apply a number format:
1. Select the cell(s) which you want to apply the number format.
2. Choose Format—Cells to open the Format Cells dialog box.
(Hint: Right-click your mouse to access the Format Cells dialog box.)
3. Click the Number tab.

Number ..... | Aligriment | Font | Border | Patkerns | Prokection |
Category: ample

zeneral :I 475

Mumber

CUFrEncy Decimal places: ||:| 5‘
Accaunting

Date Swrnbal:

Tirne $ j
Percentage Megative numbers:

Fraction =5 '

Scieritific 1234 A
Text $1,254

Special (%1,234)

Custom =iz =

Currency Formats are used for general monetary values, Use Accounting
Formats to align decimal points in a column,

Ik I Cancel

Format Cells dialog box
Number tab

4. Select the type of number format you want from the Category box.
5. Under the Sample box, make selections to specify the format layout.
6. Click OK to apply the format.

Aligning Cell Contents

You can align data, or cell contents, in a variety of ways.

To align cell contents:

1. Select the cell(s) that you want to align the contents. = E E

2. Click one of the Align buttons on the Formatting toolbar, Alignment or
select Format—Cells to open the Format Cells dialog box|  Buttons
(Hint: Right-click your mouse to access the Format Cells dialog box.)

3. Click the Alignment tab.

4. In the Text Alignment section, select desired alignment option.

5. Click OK to apply the alignment.

12
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Format Cells

Mumber  Alignment | Font | Border | Patterns Pru:uteu:tiu:unl

2 x|

Text alignment
Horizontal:

IGeneraI

‘ertical:

j Indent:

IEh:uI:tnm

I Justify distributed
Texk conkral

L =
[

—Orientation

Lol e (I |

| Wirap bexk
[~ shrink ko Fit

[ Merge cells
Right-to-lefk

Text direckion:

ICDntext

=

Horizonkal:

General

Left {Indent)

Center

Right (Indent)

Fill

Juskify

Cenker Across Seleckion

Horizontal Alignment ]
Options

Zancel

u:utI:m
Juskify
Diskributed

I8=1¢

Vertical Alignment
Options
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Find and Replace Formats

You can find and replace cell formatting in the same manner as cell data. To find and
replace formats:
1. Choose Edit—Replace to open the Find and Replace dialog box.
(Hint: Try using your Find button @% on the Standard toolbar.)
2. Click Options to expand the Find and Replace options.

Find Replace |

Find what: - Mo Format Set Format... | =
! =] | | |

Replace with: - Mo Format Set Format... | =
! = | | |

within: ISheet 'I I~ Match case

[ mMatch entire cell cantents
Search: |Bw Rows -

Look in: IFDrmuIas TI Dpkions << |
Replace Al | Replace | Find &ll | Find Mexk I Close |

[ Find and Replace Dialog Box, Replace Tab ]

with Options selected

3. On the Find What line, click the Format button to open the Find Format dialog box.

Murnber |.ﬁ.lignment I Fontk I Biorder I Patterns | Protection |

Cakegory: ’-Sample
zeneral -

Mumber J

Currency

Accaunting General format cells have no

Date specific number Format,

Time

Percentage

Fraction

Scientific

Texk

Special

Cuskam ;I

Clear |
Choose Format From Cell... QK I Cancel |

[ Find Format dialog box

14
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In the Find Format dialog box, select the format you want to find in the workbook.
Click OK to return to the Find and Replace dialog box.
On the Replace With line, click the Format button to open the Replace Format dialog
box.

I Sligrirment | Fank: | Border | Pakterns | F‘ru:uteu:tiu:unl

Cateqary: ’-Sample
General ;I

Mumber

CuUrrency

Accounting izeneral format cells have no
Date specific number Format,
Tinne

Percentage

Fraction

Sicientific

Texk

Special

Cuskom ;I

Zlzar |
Choose Format From Cell. .. Ik I Zancel |

[ Replace Format dialog box ]

In the Replace Format dialog box, select or create the new format you want to apply
to the workbook.

Click OK to return to the Find and Replace dialog box.

In the Find and Replace dialog box, click Find Next to locate the first occurrence of
the existing format.

In the Find and Replace dialog box, click Replace (or Replace All) to replace the old
format with the new format.

Click OK to confirm the replacements.

Close the Find and Replace dialog box.

AutoFormat

AutoFormat is a predefined group of formats that you can apply to a range of data that
include such formatting options as font size, patterns, and alignment.

To apply an AutoFormat:

1.
2.

Select the range of cells that you want to apply an AutoFormat to.
Choose Format— AutoFormat to open the AutoFormat dialog box.

15
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AutoFormat El

= oK, |
Jan Feb Mar Total Jan Febh Mar Total
Eazt 7 7 5 19 Eazt T 7 5 19 . |
West 8 4 7 A7) |west| & 4 7 17 ance |
South i 7 9 24 South 5] 7 9 24
Total 21 15 21 [=]] Total 21 18 2 G0
Simple Classic 1
Jan Feb War Total
East ¥ 7 A 19 ast 7 Yy & 19
West E 4 7 17 est E 4 7 17
South & 7+ 9 24 South 8 Yy 9 24
Total 21 158 M B0 Total 21 18 M B0
Classic 2 Classic 3
Jan Fek Mar Tetal Jan Feb  Mar Total

East 5 7% 7F 3% 19 |Bast § 7% 7% 5§ 19
st & 4 7 17 |vviest G 4 rooar
South g v 9 24 South 5 v 9 M
Totai F 215 16F%F 21 F 60 |Total $ 21 % 15F% 2 § B0

Accounking 1 Accounting 2 LI
—Formats ko apply
v mumber v Font I alignmert
Iv¥ Border ¥ Patterns IV width/Height

[ AutoFormat dialog box ]

3. Select the AutoFormat you want to apply.
4. Click OK to apply the AutoFormat.

16
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Styles

A Style is a collection of individual format options that you apply at the same time to
selected cells. You can use predefined styles or create custom styles that can include:

Number Border

Alignment Patterns

Font Protection
To apply a style:

1. Select the range of cells you want to apply the style to.
2. Choose Format—Style to open the Style dialog box.

X
Style name: r
Skyle includes
v Mumber General
Modify. .. |
v alignment General, Boktom Aligned R
v Eart Arial 10 Add
¥ Border Mo Borders Delete

i

[V patterns Mo Shading Merge. ..

¥ Protection  Locked

Style dialog box ]

3. Either accept the Normal (default) style or select a new style.
4. In the Style dialog box, click OK to apply the style.

To modify a style:

1. Choose Format—Style to open the Style dialog box.
Either accept the Normal (default) style or select the style you want to modify.
Click Modify to open the Format Cells dialog box.
In the Format Cells dialog box, make modifications you want and then click OK.
In the Style dialog box, click OK to apply the style.

i ol
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Formatting Worksheet Tabs

To change the name of a worksheet tab:
1. Select the worksheet you want to change.
2. You have three options for how to rename a worksheet
e Choose Format—Sheet—Rename.

Format | Tools Data  Window  Help  Adobe PDF

S Cells... Ctrl+1 - -4
Eom "B % 0wl 88|
Colurmn »

| Sheet k Rename

i AutoFarmat, .. Hide 1

onditional Formatting. .,

Skyle, .. Background. ..

Tab Color,..

[ Formatting Worksheet Tabs ]

e Right-click the sheet tab and choose Rename.
e Double-click the tab.

To change the color of a worksheet tab:
1. Select the worksheet you want to change.
2. You have two options for how to change the color of a worksheet tab:
e Right-click the sheet tab and choose Tab Color.
e Choose Format—Sheet—Tab Color.
3. Select the color from the Format Tab Color dialog box.

Format Tab Color x|

Tab Calar

|| Mo Calor

|
ENEEEENEN
EEEEEEER
EEEEEEEN
BOCONCORNEC
Ooodgodonmg

EElUmEEl
EE(((EEEN

Cancel |

4. Click OK to apply color.

18
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Reposition Worksheets in a Workbook

Reposition worksheets by dragging:
1. Click and hold the tab of the worksheet you want to move.
2. Drag the worksheet tab to its new position.
3. Release the mouse button.

Reposition worksheets by using the Move or Copy command:
1. Select the worksheet you want to move.
2. Choose Edit—Move or Copy to open the Move or Copy dialog box.

Mowe or Copy il

Move selected sheets
To bioaks

IEiu:u:ukl j

Before sheet:

Sheetz
Sheet3
(rmiove ko end)

[T Create a copy

K I Cancel |

(Hint: Right-click the sheet tab and choose Move or Copy.)
3. From the To book list, select the workbook you want to copy the worksheet to.
4. From the Before sheet list select the worksheet you want the worksheet you are
moving to appear before, or to the left of.

5. Click OK.

Insert and Delete Worksheets

Inserting and deleting worksheets helps you organize by consolidating related data
within, and removing extraneous data from, your workbooks.

To delete a worksheet from a workbook:
1. Select an existing worksheet.
2. Choose Edit—Delete Sheet to delete the selected worksheet.
(Hint: A quicker way is to right-click on the sheet tab and select Delete.)

To insert a worksheet into a workbook:
1. Select an existing worksheet.
2. Choose Insert—Worksheet to insert the new worksheet to the left of the selected
worksheet.
(Hint: A quicker way is to right-click on the sheet tab and select Insert.)

19
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Copy and Paste Worksheets

Copying and Pasting worksheets eliminates the need to repeat worksheet development for
worksheets that share common characteristics.

To copy and past worksheets:

1. Select the worksheet you want to copy.

2. Choose Edit—Move or Copy Sheet.
(Hint: Right-click the sheet tab and choose Move or Copy.)

3. From the To book list, select which workbook you want to copy the worksheet to
or accept the default.

4. Check the Create a copy box.

5. From the Before sheet list, select which sheet you want the copied worksheet
pasted in front of.

6. Click OK.

Copy a Workbook

To copy a workbook from within Excel:
1. With the workbook you want to copy open in Excel, hold down Shift or Ctrl and
click every worksheet tab in the workbook.
(Hint: Right-click any sheet tab and select Select all Sheets.)
2. Choose Edit—Move or Copy Sheet.
(Hint: Right-click sheet tab and select Move or Copy Sheet.)

3. Check the Create a copy box.
4. From the To book list, select (New Book).
5. Click OK.

Set Print Titles

When printing your spreadsheets, you may want a title at the top of each page. This title
can be a company name and location, or it can be column titles. Or, it can be both. To set
a print title:

1. From the File menu, select Page Setup.

2. Click on the Sheet tab.

3. In the Print Titles area of the dialog box, click the selection button to the right of
the Rows To Repeat At Top text box. (Your cursor will turn into a bold, right
arrow.)

4. On the spreadsheet, select the rows you want to print on each page.

A | B8 | ¢ | B | E | F |
1 Expenses January | February Farch April NERY
2 | Offica Toanlics %450 T Ty Ty Ty
ERIREl P ave Setup - Rows e
4 F'|$1:$1 =]
= XL X X X X

20
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5. Press Enter to accept this range as your Print Title.
6. Repeat the same steps to repeat columns at the left of your data.
A | 8 | ¢ | o | E | F | & | H | I K
L Espenses January | Pebruary | March | Apdl ! May (o dune oo Tetal L fuerage |
| 2 [Ofiice Supplies 5150 50 575 575 575 575 5450 575
| 3 |Travel 537 $137 $163 5129 5129 $129 5774 $129
| 4 |Printing Page Setup 2l x|[9 F30
| 5 |Postage & Freight 3 $34
| B |Telephone Page I Margins I Header/Footer ~ Sheet | 0 §120
|7 [Utilities b aren - : | 0 $100
| B |Maintenance & Repairs Pr?nt Q_rea ! 3 Ll 0 50
i print titles Print Previgw | 50
10 Total Rows ko repeat at top! |$1 1| ] $535

|11
|12
13
|14
|15
|18
|17
|18
|12
20
21
|22
23

R U ) ) Y PRI DR Y
R = —

4

Columnns ko repeat at left: |
Prink

[ Gridines

[ Black and white

I Row and column headings

e
EKJ Options. .. |

Comments!  |{None) hd
I Draft quality Cell errars as: IdiSD|a’y'Bd vl
Page order
% Down, then over E5 EJF, &8
A
" Over, then down E5 HIE
0K I Cancel

7. In the Page Setup dialog box, click OK to accept the changes.

Create a Header and a Footer

You may want certain other information (such as page number, date, file name, etc.) to

appear at the top or bottom of each page. To create a header:
1. From the File menu, select Page Setup and Header/Footer tab; or
From the View menu, select Header and Footer.
2. Select a default header configuration or create a custom header.

a. To use a default header configuration, select a header style from the

header list.
b. Select Custom Header to open the header dialog box.

c. Enter the new header information and format it as needed.

d. Click OK to return to the Page Setup dialog box.
3. Click OK to close the Page Setup dialog box.

Page Setup 21l
Page | Margins ~ Header/Fooker I Sheet |
Prink... |
Prink Presiew |
Header:
Options, .. I
I(none) j =
Custom Header ... Custom Foaoter. .. |
Fooker:
I(none) j
Ok I Cancel
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4. Create a Footer following the previous instructions.
5. Select File—Print Preview to view your spreadsheet, including Headers and
Footers. Or, click the Print Preview button [.5| on the Standard toolbar.

Set Page Margins

Margins determine the amount of space between the data in your worksheet and the edge
of the paper. There are six adjustable margins. The right and left margins determine the
space at the right and left edges of the paper. The top and bottom margins determine the
space at the top and bottom of the page. The header and footer margins determine amount
of space between the header or footer and the body of the worksheet.

To set page margins using the Page Setup Dialog box:
1. From the File menu, select Page Setup, and the Margins tab.
2. Determine the margin values as needed.
3. Click OK to apply the margins.

Page  Margins |Heau:|er,l'Fu:n:uter | sheet I

Top: Header: Brint. . |

Print Preview |

options. .. I

Left: Right:

IEI.?S 5‘ IEI.?S 5‘

Biokkorn: Foaket:
Cenker on page
[ Horizontally [ werkically

K I Zancel

To set page margins using the Print Preview Dialog Box:
1. From the File menu, select Print Preview.
2. Click the Margins button, if necessary.
3. Drag the margin guides as desired.

Mexk | Previnusl Zoom | Print...l Setup...l Marginsl PageBreakPreviewl Close | Help |

Bipeises Javiany Febrnan T WEK Bprii Tiay dne

Dl‘m’e Spples Fi20 k1) I "I Fi B2k
Toual =

213 ETo 2139 2170 2170
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Change Page Orientation

Excel has two types of page orientation: Portrait (data displayed vertically) and
Landscape (data displayed horizontally. To change the Page Orientation:

1. From the File menu, select Page Setup, the Page tab.

2. Select Portrait or Landscape.

3. Click OK to apply the change.

Page |Margins | Header/Fooker | Sheet I

Crienkati
rienkation Brit... |
[,
L
{* Porkrait " Landscape Print Praview |
Scaling Qptions, .., |

' adjust bo: 100 = % normal size

" Fit b |1 5‘ pagels) wide by |1 5‘ all

Paper size: ILetter j

Print quality: IEuIZIIII dpi |

Firsk page number: I.ﬁ.utn

(0] 4 I Cancel |

Insert and Remove Page Breaks

You can use Page Breaks if your spreadsheet data is too large to fit on one page, either
vertically or horizontally. To insert a page break:
1. Select the row or column that will be the first row or column on the new page.
2. From the Insert menu, select Page Break.

To remove a page break:
1. Select the row immediately below the page break or the column immediately to
the right of the page break.
2. From the Insert menu, select Remove Page Break.

Print a Range

You may have occasion where you only want to print a specific portion of your
worksheet and not the entire worksheet. To print a range:
1. Select the range of cells you want to print.
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2. Choose File—Print.
3. Under Print What, select Selection.
4. Click OK to print the range.

it 2|

~Printer
MName: I(—}ﬁ hp Laserlet 1012 j Properties. .. |
Skatus; Idle i i
Type: hp Laserlet 1012 AP
Where: D74 001
Zarmment:
[ Print ta file
~Prink range —_opies
& Mumber of copies: |1 5‘
" Pagefs)  From: I = 1o I =
~Print what Ijil Ijg ¥ Collate
¥ Seleckion i~ Entire workbaook -
™ Ackive sheet{s) & List

Preview | | Ik I Zancel

Split a Worksheet

This is one of several ways you can view data in your worksheet, especially if you have
several rows and/or several columns of data. To split a worksheet:

1. Select any cell in the center of the worksheet you want to split.

2. From the Window menu, select Split to add the split bars to your worksheet.

3. Drag the split bars as needed to split the worksheet.

A B & D E F E

1 Expenses January | February | March April hlay June

2 |Office Supplies $150 w0 575 575 575 575
3 | Traval ¥a7 137 $163 $129 $129 $129
4 |Printing $29 b §az $30 $30 $30
£ |Postage & Freight $45 $20 $36 $34 $34 $34
B |Telephone $120 $120 $120 $120 $120 $120
7 |Utilities $100 $100 $100 $100 $100 $100
8 |Maintenance & Repairs $a0 Fa0 Fa0 Fa0 Fa0 Fa0
5

Window with Split.
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Arrange Worksheets

Arranging worksheets allows you to view specific elements from multiple worksheets
on-screen at the same time. To arrange worksheets:
1. From the Windows menu, select New Window to open the entire workbook in a
new window.
2. Repeat Step 1 until you have a new window for every worksheet you want to
view in the workbook.
3. Choose Window— Arrange to open the Arrange Window Dialog Box.
arrange
i Tiled
™ Harizontal
% Yertical
™ Cascade
[ windows of ackive workbook

Ik I Zancel

4. Select the options you want.

5. Click OK

ST
A l B | c | A B | C [ D ] A T 8B [ ¢ [ 0o 5

1] Expenses January | February | 1 | |1

| 2 |Office Supplies §150 00 |2 | | 2 |

| 3 |Travel HE7 137 13 | - N =N

| 4 |Printing 20 8 |4 | [ 3 Worksheets Veriically Arranged } | 4 |

| 5 |Postage & Freight §45 $20 |5 | , =

| B |Teleghone F120 1200 | 6 | | 6 |

| 7 |Utilities $100  $100 |7 | 17|

| 8 |Maintenance & Repairs $50 $a00 | & | =

EN 19 | |9 |

10 Total $581 $435 10 10 -

4 4 » [\Sheetl  Sheet? £ Sheetd 4 4 » W[\ Sheetl J Sheetz ) Sheet3 W4 b M Sheetl £ Sheetz 30| 4] | jJJA

Freeze and Unfreeze Rows and Columns

Another way to customize your view of a worksheet is to force a specific row or column
to always appear on-screen. Freezing and unfreezing rows and columns allows you to
view specific elements of the worksheet on-screen at the same time, regardless of how
large your worksheet is. To freeze rows and columns:

1. From the Window menu, select Split to add split bars to the worksheet.

2. Position the worksheet contents and split bars where you would like them to

freeze.

3. Choose Window— Freeze Panes to freeze the rows and columns.

(To unfreeze rows, choose Window— Unfreeze Panes to unfreeze the rows and columns.)
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Hide and Unhide Worksheets

You can customize your layout by controlling when worksheets appear. You can Hide
and Unhide worksheets. This could be useful if your workbook contains many
worksheets and you only want to view the first and last worksheets.

1. Select the sheet you want to hide.
2. From the Format menu, select Sheet—Hide.

To unhide worksheets:
1. Choose Format—Sheet—Unhide to open the Unhide dialog box.
2. From the Unhide Sheet box, select the worksheet you want to unhide.
3. Click OK.

(These two features are also available by right-clicking your mouse.)
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