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Under Home in the ribbon.
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add rules around cells.
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Helpful Tips

Page Layout allows you to view pages as they will look in print. You can also
unchecked boxes for additional views in the Page Layout Tab.
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The Freeze Pane icon allows the
headlines, or any cells chosen, to remain
visible while scrolling.

—_

Freeze
FPanes -

HOME

EJ MNaormal

Conditional Format as

Formatting -

i

Table~

Ereeze Panes

Ruler

+| Gridlines

+| Formula Bar

+| Headings

Show

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row

Keep the top row visible while scrolling through

the rest of the worksheet,

Freeze First Column

Keep the first column visible while screlling
through the rest of the worksheet,
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Printing File>Print

If you are printing from the library, click Print, then enter your Ohio User Name (ex. AL180417) or if your a community member, enter the number on the bottom right of
your printer card. Click Yes on next window and swipe your OU card/Printer card at the designated printer. Press Print on the touch screen.
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In the ribbon menu choose Page
Layout. Under the Layout bar
choose the Print Tiles icon.
Select rows or columns in the
dialogue box that opens.



