How to print formulae and functions

1. First make sure your spreadsheet model is working correctly – and that you have used formulae and functions correctly.

2. Next click the “tools” menu in Excel – and choose “options”

3. You will see a dialog box that looks something like this:

4. [image: image1.jpg]Transiton | cusmmliss |
e |

show

W Formulabar ¥ Status bar
Comments

€ none & Comment indicator only
Objects

@showall € Show placeholders

Windaw options
7 Page brezks
I Formulas
 ridines

Color: Autormatic

¥ zero values

7 Row & column headers

2 outline symbols

chart | Calor
Edit |

Gereral
I™ Windows in Taskbar
€ Comment & indicator

€ Hide all

7 Horizontal scroll bar
7 Vertical scrol bar
7 Shest tabs

oK Cancel





5. Make sure you click in the “formulas” option – this will put a tick in the little box.

6. Now print your spreadsheet model showing all the formulae and functions.  You may need to resize some of the columns so that the formulae are displayed properly.  Try to keep everything on one page – change the page orientation from portrait to landscape if you need to.

7. After printing change the display back to normal again by removing the tick against formulas in the dialog box above.  Don’t forget to change the column widths and page orientation if you need to.

