
Print ABCD Report 
in Excel 
Applies To: Excel 2016 Excel 2013 Excel 2010 Excel 2007 

You can print entire or partial worksheets and 
workbooks, one at a time, or several at once. If the data 
that you want to print is in a Microsoft Excel table, you 
can print just the Excel table. 

You can also print a workbook to a file instead of to a 
printer. This is useful when you need to print the 
workbook on a different type of printer from the one 
that you originally used to print it. 

Before you print 
Before you print anything in Excel, please Change the 
page orientation and set your Print Area.  



Change the page orientation 
1. Select the worksheet or worksheets for which you want 

to change the orientation. 
Tip: When multiple worksheets are selected, [Group] appears in the title bar at the top of the 
worksheet. To cancel a selection of multiple worksheets in a workbook, click any unselected 
worksheet. If no unselected sheet is visible, right-click the tab of a selected sheet, and then 
click Ungroup Sheets. 

2. On the Page Layout tab, in the Page Setup group, 
click Orientation, and then 
click Portrait or Landscape. 

 
Notes:  

o If you don't have a printer set up, the Orientation option will appear dimmed, and you won't be able 
to select it. To resolve this, you must set up a printer. The option also appears dimmed when you're 
editing the contents of a cell. To resolve this, press Enter to accept the changes or Esc to cancel the 
changes. 

o Because you can set page orientation on a worksheet-by-worksheet basis, you might print some 
worksheets in a workbook in one orientation (such as portrait orientation) and other worksheets in 
the same workbook in the opposite orientation (such as landscape orientation). Simply set the 
orientation for each worksheet as appropriate, and then Print a worksheet or workbook. 



Change the page orientation when 
you are ready to print 

1. Select the worksheet, worksheets, or worksheet data 
that you want to print. 

2. Click File > Print. 
3. In the Page Orientation drop-down box, 

under Settings, click Portrait 
Orientation or Landscape Orientation. 

4. When you are ready to print, click Print. 

Set Print Area 

1. On the worksheet, select the cells that you want to 
define as the print area. 
Tip: To set multiple print areas, hold down the Ctrl key and click the areas you want to print. Each 
print area prints on its own page. 

2. On the Page Layout tab, in the Page Setup group, 
click Print Area, and then click Set Print Area. 

 
Note: The print area that you set is saved when you save the workbook. 



To see all the print areas to make sure they’re the ones 
you want, click View > Page Break Preview in 
the Workbook Views group. When you save your 
workbook, the print area is saved too. 

 
Important:  Some formatting, such as colored text or cell shading, may look good on the screen but 
not look how you expect when it prints on a black-and-white printer. You may also want to print a 
worksheet with gridlines displayed so that the data, rows, and columns stand out better. 
Excel 2016, 2013, and 20102007 

 

You are READY to Print 

Print ABCD Report 
1. Select the worksheets that you want to print.  
2. Click File, and then click Print, press Ctrl+P. 
3. Go to Settings before you click the Print button. 
4. Select Fit All Columns to One Page image below 

javascript:
javascript:


 

5. Click Print. 
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