CBOT 431 Computer Applications, Part II



Name  ___________________
Instructor:  Carolyn Jung

How to Print a Formula Page Using Keyboard Shortcuts

How to Insert a Header (or Footer) in Excel
Formula Page
Beginning with Excel Unit A, you must print a “formula page” in addition to the regular printout.  Print the regular printout first.  Then next, turn on the formula by pressing Ctrl + tildé key.  The tildé key is located to the left of the number 1 key at the top of the keyboard.  Click the Office button/Print/Print Preview.  Print Preview open up, click the Page Setup button on the top left-hand corner.  The Page Setup dialog opens, click the Sheet tab.  Under the Print section, click “Guideline’s and click “Row and column headings” and click OK.  Click the Close Print Preview button.  By turning on the guidelines & row & column headings, the instructor can easily check your formulas.  Be sure everything fits on one page.  You may need to resize the columns or change the orientation from portrait to landscape to fit on one page.

Header/Footer

To insert your full name, lesson and page ID, and file name in a header (or footer), do the following.  To insert a header (or footer), click the Insert tab at the top of your screen.  In the “Text” group, click Header & Footer.  The “Header & Footer Tools” contextual/Design tab appears.  In the center section of the header, type Skills Review, page 19 -20 (or whatever lesson you are doing).  Next, hold down the Shift key and press the Tab key once to move the active cell to the left section of the header and type your full name.  Next, hit the tab key twice to move to the right section of the header and in the Header & Footer Element group at the top of your screen, click File Name.
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