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Lesson 6
 

 

Open Example.xlsx if it is not already open.

 

 

Click on the Example 2 tab to see the list of 

names, addresses, and gifts with which we will 

work again in this lesson.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Headers and Footers 
 

When you print out a worksheet it sometimes is useful to include information, such as the last 

time the worksheet was opened, on very printed page. This information 

and/or footers. 

 

Choose the Insert ribbon and click 
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You should see the Header 

displayed at the top of the 

screen. 

 

 

 

 

 

Enter your name and 

“Wofford College” in the  

Left Section and “Printing 

Example” in the Center 

Section as shown here.  

 

 

 

Click on the Right Section to place the 

cursor in that section. With the cursor 

in the Right Section, click on the 

Current Date icon.  

 

 

 

 

 

 

 

 

This will place “&[Date]” in the right section, which 

will display the current date whenever the worksheet is 

printed. 

 

 

 

 

To add a Footer, use the Down 

arrow key on the keyboard to 

move down the Excel worksheet 

until you see the Footer. 
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Select the center section 

and click on the Page 

Number icon. 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will insert &[Page] in the center section, which will display 

as the page number when you print out the worksheet. 

 

 

 

Click on the View tab. You will 

see that we currently are in the 

Page Layout view. 

 

 

 

 

Click somewhere on the worksheet to enable the buttons in the 

toolbar. 

 

 

 

 

 

 

 

 

 

Then click on Normal to return to the Normal view of the worksheet. 
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Click on the Office Button and select

preview the printed page. You should see the header and 

footer displayed on the previewed page.

 

 

 

 

 

Page Setup 

 

Suppose that you want 

the font on the printed 

copies to be larger so 

that it is easier to see. 

As described in 

Lesson 3, select the 

entire worksheet and 

change the font to 

Arial 14.  
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and select Print Preview to the 

You should see the header and 

ed on the previewed page. 
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Change the column widths as follows: A, B, D, and F = 20; C = 30; E = 12

 

 

Click on the Office Button and select

the preview the printed page. 

 

 

 

 

 

 

 

 

 

 

You will see that the font now is too 

large to print an entire record in one line.

 

 

 

 

 

 

 

 

After you have previewed a page, breaks between pages will be displayed on the worksheet as 

dotted lines (between columns C and D in this example).

  

5

as follows: A, B, D, and F = 20; C = 30; E = 12. 

and select Print Preview to 

You will see that the font now is too 

large to print an entire record in one line. 

have previewed a page, breaks between pages will be displayed on the worksheet as 

dotted lines (between columns C and D in this example). 

have previewed a page, breaks between pages will be displayed on the worksheet as 
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One thing we can do is set the page 

Landscape (wide side on top and bottom).

Page Layout ribbon. 

 

 

 

 

 

 

 

If we click on Print Preview we see that this doesn’t quite 

the trick. The page break has shifted to the right, but still 

divides the State and Gift columns.

 

 

 

 

 

In the Page Layout ribbon, click on 

Margins. 
 

 

Back in the Page Setup window, click on the 

the left and right margins to 0.25.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you try Print Preview again, you probably will see that changing the margins will allow an 

entire record to be displayed on one 

columns in the worksheet. 

6

page Orientation to 

(wide side on top and bottom). Do this in the 

we see that this doesn’t quite do 

the trick. The page break has shifted to the right, but still 

divides the State and Gift columns. 

ribbon, click on Margins and then Custom 

Back in the Page Setup window, click on the Margins tab and set 

the left and right margins to 0.25. 

If you try Print Preview again, you probably will see that changing the margins will allow an 

d to be displayed on one line. If not, you might try narrowing one or more of the 

If you try Print Preview again, you probably will see that changing the margins will allow an 

f not, you might try narrowing one or more of the 


