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1. Margins)

:

,

.

(1) Page Layout Page
Setup Margins.

(2) ,

Normal ( )

Wide ( )

Narrow ( )

(3)

Custom Margins .

(4) OK.
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2. - (Orientation)

:
-  (Landscape)

-  (Portrait)

(1) Page Layout Page
Setup Orientation ,

3.
(1) Page Layout Size.

(2)

4.

(1) Page Setup Page Layout .

(2) Scaling Fit to.

(3)

(4) .

5. Header & Footer)

:  (Header
 (Footer

(1) Insert Text
Header & Footer

.
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(2)

(3) Header & Footer Tools Design
Navigation Go to Footer.

(4) Header & Footer
Tools Design Header & Footer
Elements

(5) Header & Footer Tools Design
Header & Footer

, Header Footer.

6.
F7

Spelling Review.

7.

(1) Page Setup Page Layout Print
Titles.

(2) Gridlines Row and column headings.
(3) .

8.

(1) Setup Page Layout Print Titles.
(2) Rows to repeat at top
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(3) Columns to repeat at left

(4) .

9.  (Print)

File Print.

Printer
( )

Print to File,

),
).

Settings :

o Print Active Sheets =

o Print Entire Workbook =

o Print Selection =  (
)

Copies
.
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(Description) (Tab) (Icon) (Group) (Dialog Box) (Keys)

(Margins)

-

(Orientation)

(Paper size)

(Header & Footer)

(Page Number) &[Page]

(Number of Pages) &[Pages]

(Current Date)
&[Date]

(Current Time)
&[Time]

(File Path)

&[File]

&[Path]
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(File Name) &[File]

(Sheet Name)
&[Tab]

(Picture) &[Picture]

(Format Picture)

F7

(Print) CTRL + P

(Settings)

(Copies)


