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Print in Excel

Print one or several worksheets

1. Select the worksheets that you want to print.

2. Select File > Print, or press CTRL+P.

3. Select the Print button or adjust Settings before you
select the Print button.

Print one or several workbooks
All workbook files that you want to print must be in the same folder.

1. Select File > Open.
2. Hold down CTRL click the name of each workbook to print, and then
select Print.

Print all or part of a worksheet

1. Click the worksheet, and then select the range of data that you want to
print.

2. Select File, and then click Print.

3. Under Settings, select the arrow next to Print Active Sheets and select
the appropriate option.
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Settings

j__l Print Active Sheets
Only print the active sheets

Print Active Sheets
Only print the active sheets

Print Entire Workbook
Print the entire workbook I:;

— Print Selection

Only print the current selection

Ignore Print Area

4. Select Print.

Note: If a worksheet has defined print areas, Excel will print only those
print areas. If you don't want to print only the defined print area, select
the Ignore print area check box. Learn more on setting or clearing a

print area.

Print an Excel table

1. Select a cell within the table to enable the table.

2. Select File, and then select Print.

3. Under Settings, select the arrow next to Print Active Sheets and
select Print Selected Table.
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Settings

Print Active Sheets
= Only print the active sheets

Print Entire Workbook
= Print the entire workbook

Print Selection
Only print the current selection

pmm==  Print Selected Table h
Only print the selected table

Ignare Print Area
| 0 Left 0./ Kight 0.7° |

[[] No Scaling
Dmu Print sheets at their actual size

Page Setup

4. Select Print.

Print a workbook to a file

1. Select File, and then select Print, or press Ctrl+P.
2. Under Printer, select Print to File.
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Printer

Fax
Ready

Microsoft Print to PDF
Ready

Ready

Send To OneNote 2016
Ready

Snagit 13
Ready

=
$ Microsoft XPS Document Writer
=
=

Add Printer...
Printto File [}

3. Select Print.
4. In the Save Print Output As dialog box, enter a file name and then
select OK. The file will be saved in your Documents folder
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