Formatting and Printing in Excel 2003
1. Choosing the printer

i. Choose File – Print and choose the printer you are going to use from the Name: selection box.  

ii. Click on the Properties button 

iii. Choose the Paper tab and choose the size paper and if necessary, choose the tray that contains the correct size paper you chose.

2. Formatting for Printing

i. File - Page Setup brings up a tabbed window:
1. Page Tab

a. Choose Portrait or Landscape

b. Adjust the scale (% change will adjust how much data can be put on one page. Example: lots of data lower the %, it will make the font smaller but fit more data on one page – preview to see if the change will be acceptable)

c. Paper size – letter or legal

d. Print Preview Tab available to see changes

2. Margins Tab

a. Set margins for top,bottom,left,right as well as header and footer

b. Print Preview Tab available to see changes

3. Header/Footer Tab
a. Create header and/or customize header

b. Create footer and/or customize footer

c. Print Preview Tab available to see changes

4. Sheet Tab

a. Choose an area of the spreadsheet to print

b. Choose an area to repeat on all pages

c. Choose to print gridlines

d. Choose order to print columns

e. Print Preview Tab available to see changes

ii. File - Print Preview shows the document as it will be printed.  If you wish to change some settings, click on the Setup tab at top and you will get the Page Setup window to change any or all of the features described in step 2 above.

3. Printing the document

i. File – Print brings up the print dialog box.  Note you have a Preview button at the bottom to check the document.  If you wish to change some settings, click on the Setup tab at top and you will get the Page Setup window to change any or all of the features described in step 2 above.

1. Printer – make sure correct printer is selected

2. Print Range – Choose number of pages to print

3. Print what – you can print more than one worksheet if needed

4. Copies – choose number of copies to print

ii. Click OK to print the job

Here is a 40 minute video – hands on training guide from Microsoft on Excel and Printing if you want to see a demonstration and get good tips.  Copy and paste this link into your Internet Explorer address box and press go.

 http://office.microsoft.com/training/training.aspx?AssetID=RC012318411033

