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CHAPTER

10Printing Workbooks

Using the Ruler
1 Open the workbook you want 

to print.

2 Click Page Layout ( ).

3 Move the  over the right 
edge of the ruler’s left margin 
area (  changes to ).

4 Click and drag the edge of the 
margin to set the left margin 
width.

5 Click and drag the left edge of 
the right margin area to set 
the margin width.

6 Move the  over the bottom 
edge of the ruler’s top margin 
area (  changes to ).

7 Click and drag the edge of the 
margin to set the top margin 
width.

5 Use the spin boxes to specify the margin 
sizes in inches.

Note: Do not make the margins too small or 
your document may not print properly. Most 
printers cannot handle margins smaller than 
about 0.25 inch, although you should consult 
your printer manual to confirm this. In 
particular, see if your printer offers a 
“borderless” printing option.

6 Click OK.

 Excel adjusts the margin sizes.

Using the Ribbon
1 Open the workbook you want to 

print.

2 Click the Page Layout tab.

3 Click Margins ( ).

A If you see a margin setting you 
want to use, click the setting 
and skip the rest of these steps.

4 Click Custom Margins.

 The Page Setup dialog box 
appears with the Margins tab 
selected.

Adjust the Workbook Margins

You can get more space on the printed page to display your worksheet data by using smaller page 
margins. The margins are the blank areas that surround the printed data. For example, if you find 

that Excel is printing extra pages because your data is a bit too wide or a bit too long to fit on a 
single page, you can reduce either the left and right margins or the top and bottom margins.

If you or another person will be writing notes on the printouts, consider using wider margins to 
allow more room for the notes.

Adjust the Workbook Margins

TIPS
I increased my margin sizes to get more room around 
the text. Is there a way to center the text on the 
page?
Yes. This is a good idea if you want to ensure that you 
have the same amount of whitespace above and below 
the text, and to the left and right of the text. Follow 
Steps 1 to 4 in the “Using the Ribbon” subsection to 
open the Page Setup dialog box with the Margins tab 
selected. Click Horizontally (  changes to ), click 
Vertically (  changes to ), and then click OK.

What are the header and footer margins?
The header margin is the space between the 
workbook header and the top of the page, and 
the footer margin is the space between the 
workbook footer and the bottom of the page. 
(See Chapter 9 to learn how to add a header 
and footer to your workbook.) In the Margins 
tab of the Page Setup dialog box, use the 
Header and Footer spin boxes to set these 
margins.

8 Click and drag the top edge of the bottom margin 
area (not shown) to set the bottom margin width.

Note: You need to scroll down to the bottom of the 
page to see the bottom margin.

 Excel adjusts the margin sizes.

How to Use This Book
Who This Book Is For 
This book is for the reader who has never used this 
particular technology or software application. It is 
also for readers who want to expand their knowledge.

The Conventions in This Book
1	 Steps
This book uses a step-by-step format to guide you 
easily through each task. Numbered steps are actions 
you must do; bulleted steps clarify a point, step, or 
optional feature; and indented steps give you the 
result.

2	 Notes
Notes give additional information — special 
conditions that may occur during an operation, a 
situation that you want to avoid, or a cross-reference 
to a related area of the book.

3	 Icons and Buttons 
Icons and buttons show you exactly what you need to 
click to perform a step.

4	 Tips
Tips offer additional information, including warnings 
and shortcuts. 

5	 Bold
Bold type shows command names or options that you 
must click or text or numbers you must type.

6	 Italics
Italic type introduces and defines a new term.
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