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Test Series

Microsoft Excel

Module 50 - Using Page Setup and Printing in MS Excel

In Excel, "Page Setup” refers to the configuration of print settings before printing
a worksheet, including options like margins, orientation, and paper size.
"Printing” in Excel involves the process of transferring a worksheet or a portion of
it to a printer for a physical copy
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Page Setup in Excel refers to the process of preparing your worksheet so it looks
the way you want before printing. It includes settings that control how your
spreadsheet appears on paper, such as:

» Page orientation (Portrait or Landscape)

» Paper size (e.g., A4, Letter)

» Margins (space around the edges)

« Scaling (to fit all data on one page)

» Print area (selecting specific cells to print)

» Headers and Footers (e.g., page numbers, date, file hame)
» Repeating rows/columns on every printed page
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LB Where You Can Find Page Setup in Excel?

You can find the Page Setup options under the Page Layout tab or via File >

m YTICR 328 Print > Page Setup (in the print preview window).
Services

1. Page Layout Tab Options

= Orientation

= Enl.tﬁu‘:ce » Portrait - Taller than wide (good for lists).

» Landscape - Wider than tall (better for wide tables).

MBA “, Size

Entrance [y your paper size (e.g., A4, Letter).

Print Area
Railways & Metro
SRR TUCEER . Highlight the cells you want to print.
» Go to Page Layout > Print Area > Set Print Area.

G EE

.Many more

abhyasonline.in

Corporate Office : ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in @ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com Follow Us: f y » E




@ KG-10 (School and Olympiads)
LI!WS . Entrance Exams (Navodaya, Sainik School etc.)

Bank, SSC, Railways & Other Govt. Exams

Course Using Page Setup and Printing in MS Excel

& e e e e e e e e e e - ————— =

Test Series

{ Margins
e Choose between Normal, Wide, or Narrow, or set Custom Margins.

CBSE . Scale to Fit

» Width and Height options let you fit the sheet to one page wide or tall.
« Use this to avoid content spilling across extra pages unnecessarily.
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Background

» You can add a background image (not printable though).

£53 wwidth: Automate T | Gridliness

Scale to Fit
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Advanced Page Setup (Dialog Box)

Go to Page Layout > Page Setup (small launcher icon in corner)

= Entrance RN

1. Page
MBA o Set orientation, scaling, and paper size.
Entrance [hkad-l
o Customize margins and choose to center on page horizontally/vertically.
3. Header/Footer
o Add things like file name, page number, date, etc.
Railways .& L 4 Sheet
: isbbad - Choose to print gridlines, row/column headings.
o Set print area and rows/columns to repeat for each printed page.
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Printing in MS Excel

Printing in Excel means sending your spreadsheet to a printer to get a physical
(hard copy) or PDF version of your work.

When printing, you can choose:

» What part of the sheet to print (entire sheet, selected area, or entire
workbook)

* How many copies you want

» Whether to print on one page or across multiple

» Page numbers, headers, gridlines, etc.
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@ NTSE Printing in Excel
Step-by-step:

1. Go to File > Print
2. You’ll see a Print Preview on the right.
3. On the left, choose:
o Printer
o Pages to Print
[ e M o Print Entire Workbook / Active Sheets / Selection
ervice o Collation and Orientation
o Margins and Scaling options (like "Fit Sheet on One Page")
4. Click Print
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Prnnter

PAlicroso™ Print to PDF

:S% Readyr -

Printer Properties

MBA

Entrance Settings

@ Prirt SActive Sheets
—
Only print the actres she...

@ Frint Active Sheets
Crnly print the active sheets

@ Frint Entire Workbook
Print the entire workbook
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@ Print Selaection
Cnly print the current sel=ction
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LERELUE Tips for Better Printed Sheets

 Use "Fit All Columns on One Page" to avoid cutting off your table.

» Use Print Titles (Page Layout > Print Titles) to repeat header rows on each
page.

e Turn on gridlines or headings if needed (in Page Setup > Sheet tab).

» Use Page Break Preview (View tab) to manually adjust page breaks.
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When to use Page Setup and Printing?

» Before Printing: Adjust layout and margins to ensure the data fits properly on
the page and looks presentable.

o When Printing Large Worksheets: Use scaling to fit the worksheet on a
smaller number of pages.

o When Adding Headers or Footers: Add information like page numbers, titles,

N Banking & or company logos to your printed sheets.

nsurance

o When Printing Specific Sections: Set a print area to print only the relevant
portion of your worksheet.

Central Govt.
) ':"ic: o When Exporting to PDF: Use the print function to save your worksheet as a

PDF file.

To Customize Page Layout
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LAMEDN « Change page orientation (Portrait or Landscape) depending on data width.

o Adjust paper size to match your printing needs.
» Modify margins for a better visual balance or binding space.
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fg‘f L1 To Preview Before Printing

» Use Print Preview to see exactly how your document will look when printed—
avoid surprises!
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1. Change the Page Orientation from portrait to landscape of the above table .
2. Use the functions of Page Setup and Printing in MS-Excel using the above data.
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