
Are you ever frustrated when it comes to printing your Excel worksheet? You 
may be proficient working with the data on a worksheet, but you often don’t 
get the results you want when it comes to printing.   
 

This Excel Tip will help you understand how to preview and then use the Print 
Layout tab so that you can easily setup printing to get exactly what you want.   
 

Before you print the worksheet, you should preview it to see how it is 
currently set to print. Click the Print Preview icon in the upper left corner of 
the window, as highlighted in the screenshot below. 

 

 
 

 
 

A preview of the printout will be shown.  If that looks good, click the Print icon 
on the Print Preview tab otherwise click the Close Print Preview icon.  Then 
you will use the Print Layout tab to make the necessary printing adjustments. 
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The Page Layout tab is used to setup printing options.  The four main settings 
are highlighted below. 

 

 

 

 

 

 

 

 

 

 

Set margins – select one of the desired margins or create Custom margins. 
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Set orientation   

Set paper 
size 

Insert page 
breaks 



Set orientation – select either landscape or portrait. 

 

 

 

 

 
 

Set paper size – select one of the desired paper sizes. 
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Insert breaks – insert the cursor where you want to insert a page break and 
then click on Breaks icon.  You will notice a dashed line indicating the page 
break, as shown in the screen shot below between rows 17 and 18. 
 
 
 
 
 
 
If you want titles to repeat on each new page, click the Print Titles icon in the 
Page Layout group.  In the example below,  row 1 will print on each new page.  
This includes the header titles. 
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If you want gridlines to appear on the printout, check the Print box in the 
Sheet Options group. 
 
 
 
 
 
 

If you want to just print certain data, select the data and then click on the 
Print Area icon in the Page Setup group.  In the screen shot below, notice the 
select data (highlighted in blue).  After selecting the data, click on Set Print 
Area.  Only that data would print.  You can later clear the print area. 
 
 
 
 
 
 

 

 

 

 

Need Help? Contact Us 

Wouldn't your business benefit from implementing our expertise in high level 
data analysis?  Talk to us about how we can help you improve your business, 
saving you time and money.  Info Express Virtual Business Consultants offers 
Excel data analysis services, Excel coaching, and  Excel one-on-one or small 
group online training as well as other services.  See the website for a complete 
list of the ways we can help you - InfoExpressVBC.com.  Please contact us at 
(561) 289-9484 or sharon_daniel@att.net  to discuss your needs. 
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