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Lesson 2-19: Print out a 
worksheet 
We aren’t going to explore every option for preparing and printing a 
worksheet in this lesson. Printing is such a huge subject that we devote a 
whole session to it in: Session Seven: Printing Your Work. 

This lesson only aims to teach you the bare minimum skills you need to 
put your work onto paper. 

1 Open First Quarter Sales and Profit-12 from your sample 
files folder (if it isn’t already open).  

 

2 Click the Office button at the top left of the screen .  

3 Hover the mouse cursor over the Print button at the left of 
the dialog. 

4 Click Print Preview from the menu at the right hand side of 
the dialog. 

 5 A preview of the printout is shown on screen: 

First Quarter Sales and 
Profit-12 
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6 Click on the page to see the zoom feature working. 

Each time you click on the page the page zooms in and out. 

7 Click the Print button  at the top left of the Print Preview 
screen. 

If you don’t see this icon at the top of the Print Preview window it 
is because you have hidden the Ribbon.  Unhide it by double‐
clicking the Print Preview Ribbon tab. 

The print options dialog appears: 

  

8 Click the OK button to print your work. 

For this simple worksheet there’s no need to change any of the 
options but you can probably figure out what most of them are for. 

 


