Formatting Excel Documents for Printing Reports

For earlier versions of Excel (i.e. 2003):

1. Resize the columns
a. When one first opens a spreadsheet, data and columns are difficult to read. This is due to the column
width being too small.

291 0dh Tl e 8 13 4 1 e s e

N SRy I‘-\!ﬂ i tkli‘lﬂ'&|u1r3|
ey ----u:ltiaﬂ?mu.ﬂﬂﬂlm_ﬁl'
i lJ L] ﬂ'pll'-u[".l:
3 o E F % ooH ] AT {3 | I
m ,;-- u.l:ul:.u Satn O Cag P pivarg IRy W8 P ey W ASL B imin AL e Dapevel B Sug vete Gupiraiai Sash 1D Gl List] Gt
i - barle ¥ Patar  Sabetp S Doy W2 Ema Sigerana F0T1A Seveedd (s
mwmn - bk PR e e T.-‘lr&\-=1 ||| R 1] Supdedipar F71IM Garedd CRim

|
|
|

|48 B sk e B _E_’If"
wrly i

i HIM |
£y
L)

E AL PR L ST P S S PRERR 8 T e T PR [ S R L L e [0 T

b. Click with the mouse in the small gray box ABOVE row 1 and TO THE LEFT of column A (this step
should select all of the columns and rows in the spreadsheet as shown below).
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c. Select Format > Columns > Auto Resize
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d. Then click in any cell on the spreadsheet.

e. The columns will be the correct size for the title or data that is in the column and the remaining steps

will enable printing of the spreadsheet.
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2. Page Setup changes for printing
a. Change the Orientation — to Landscape

]

| Margins I Header/Footer I Sheet |

Crrientation Prink |
: Print. ..
[
" Portrait & Landscape Print Preview |
Scaling Qptions, ., |

& adjust ko |1EIEI 5‘ 2t notmal size
" Fit to: |1 5‘ pagels) wide by |1 5‘ tall

Paper size: ILetI:er j

Print quality: |60 dpi =]

First page number: I.ﬁ.utu:u

Ok, I Cancel

b. Change the Left and Right Margins

Page iMargiHSEl Header,l'Fu:u:uterI Sheet |

Top: Header: PrirE. |

Prink Presview |

opkions. .. |

Left: Right:

Bokkorm: Fooker:
Zenter on page
[ Hatizontally [ wertically

Ik I Cancel

December 2011



c. Add Headers and Footers

Page Setup i

| Sheet |

Page I Margins

SM0Ga05 a-cps-asmnt-cnty-det ail-Monroe sls

Headet:

SMOBa0Sa-cps-asmnt-cnky-detail-Manroe, xls

Cuskom Header, .. Custom Fooker, ..

#
|

Foaker:

Page 1 of 7

Fage 1of 1

=

2 x|

Prinkt... |

Prink Preview |

Opkions. .. |

Ok, I Cancel

d. Change Key Sheet (i.e., printing) Preferences

Page Setup ]

Page | Margins | Headet[Fooker

d

Prink area: I :‘J Primk. ..

Print titles

Prink Presiews I

Rows to repeat at top: $1:41 :‘J
Qpkions. ..

Colurnns ko repeat at left: I &I\
Print

v Gridiines V¥ Row and column headings = e —————

I™ Black and white  comments: I(NDnej j
[ Draft qualicy

Page order

" Down, then over
& oyer, then down

1. Repeat the first row
(headings row)

2. Check Gridlines

3. Check “Row and column
headings™

4. Chatge Page Order

o« 1]

Cancel
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For Excel 2010:

1. Resize the columns
a. When you first open a spreadsheet, data and columns are difficult to read. This is due to the column
width being too small.
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b. Click with the mouse in the small gray box ABOVE row 1 and TO THE LEFT of column A (this step
should select all of the columns and rows in the spreadsheet as shown below).

EHEHD--|= Bookl - Microsoft Excel o B R
Home Insert Page Layout Farmulas Data Review Wiew o @@ =
— == A, SR -
4 cut Calibri 1 AT = §%| Mr Shvip Ted General - H i @ - @( E Z Autosum %r ﬂ
53 Copy - A - 8] Fin-
Paste B 5 U o E EiMerge & Center = $ = % 3 | %3 ;%  Conditional Format  Cell | Insert Delete Farmat Sork & Find &
- < Format Painter = - & 9 >0 | ormatting - as Table - Styles~ | = - - | @ Cearr  Fijter~ Select-
Clipboard a Fant [Fl Alignment [Fl Mumber [Fl Styles Cells Editing

Al A (‘ frl This is a test for resizing the calumn width v

This i a test for resizing the column width

c. Onthe Home tab, in the Cells group, click Format Auto Column Width.
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2. Page Setup changes for printing
d. Change the Orientation to Landscape — On the Page Layout tab, in the Page Setup group, click
Orientation Landscape
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e. Change the Left and Right Margins
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f. Add Headers and Footers

December 2011

Page I Margins  Header/Fooker | Sheet |

Testforthe Header 1

Header:
iTest For Fhe Header, 7

Custom Header. .. Zuskom Fooker. ..

Foaker:
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[ Different odd and even pages
[ Different first page

[V 5cale with document

Iv align with page margins
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g. Change Key Sheet (i.e., printing) Preferences

Page Setup

Page I Margins I Header/Footer ~ Sheet |

Prinkt area: I
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Cancel |

Rows to repeat at top — For each page display this heading

Check gridlines — Displays the gridlines

Check row and column headings — Displays the row and column headings

Page order — Change the page order
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