
Topic 28:- Page Setup

Page setup in Excel allows you to control various aspects of how your worksheet will appear
when printed. This includes setting page margins, adjusting orientation (portrait or
landscape), specifying paper size, adding headers and footers, and more. Here's how to use
the Page Setup options in Excel:

1. Open Your Excel Workbook: Launch Excel and open the workbook that you want to
configure for printing.

2. Access the Page Setup Dialog Box:

There are a few ways to access the Page Setup dialog box:

· Method 1: Page Layout Tab

· Go to the "Page Layout" tab in the Excel ribbon.

· In the "Page Setup" group, click the small arrow in the bottom-right corner of
the group to open the Page Setup dialog box.

· Method 2: Page Layout View

· Click on the "View" tab in the Excel ribbon.

· Select "Page Layout" to switch to Page Layout view. This view allows you to
see how your worksheet will appear when printed.

· In Page Layout view, you can double-click the gray area around the
worksheet to open the Page Setup dialog box.

3. Configure Page Setup Options:

Inside the Page Setup dialog box, you'll find several tabs with various options for configuring
your worksheet's print settings:

· Margins Tab:

· Here, you can set the size of the top, bottom, left, and right margins for your
printed page.

· You can also adjust the margins for the header and footer sections.

· Orientation Tab:

· You can select either "Portrait" (vertical) or "Landscape" (horizontal)
orientation for your printed page.



· Size Tab:

· Choose the paper size for your printed page, such as Letter, Legal, A4, or
custom sizes.

· Sheet Tab:

· Configure options related to the print area, print order, and whether to print
gridlines or headings.

· Header/Footer Tab:

· Customize headers and footers for your printed pages. You can insert text,
page numbers, date and time, and other elements.

· Page Tab:

· Set scaling options to adjust the size of your worksheet on the printed page.
You can specify a specific percentage or fit the content to a certain
number of pages wide and tall.

4. Preview Your Page:

You can preview how your worksheet will look when printed by clicking the "Print Preview"
button in the Page Setup dialog box. This allows you to see if your settings are correct and
make adjustments as needed.

5. Apply Page Setup:

Once you've configured the page setup options to your liking, click the "OK" button in the
Page Setup dialog box to apply the settings to your worksheet.

Remember that page setup options are specific to each worksheet in your workbook. If you
have multiple sheets and want the same page setup for all of them, you'll need to configure
the settings for each sheet separately or copy the settings from one sheet to others.


