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This Week: 4 tips on headers and windows.

 
Next Week: more great tips.
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HOW TO PRINT PAGE NUMBERS AT THE  
BOTTOM OF EACH PAGE

Problem: You are printing a lengthy report. You want the pages to be 
numbered.

Strategy: The header and footer options are controlled on the third 
tab of the Page Setup dialog box. There are a variety of formats that 
can be specified on this tab.

Select Page Setup from the File menu. The dialog box offers four tabs. 
Select the third tab called “Header/Footer.” There are a number of stan-
dard options in the footer dropdown. One of these options is called 
Page 1 of ?. This option will print a footer like “Page 1 of 2” in the bot-
tom center of each page.

Alternate Solution: It is possible to design a custom footer by select-
ing the Custom Footer… button. In a custom footer, you can build a 
footer for the left, center, and right sides of the page.
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Select the Custom Footer… button.

Tab to the right section: text box.

Type the word Page followed by a space.

Click the Page # icon (Figure 2).

Type a space followed by the word of followed by a space.

Click the Total Pages icon (Figure 3).

Result: The custom footer text appears on the right side of the page.

Gotcha: Sometimes the footer text will crash into the data from the 
report. If you have adjusted the lower margin to 0.5” you should adjust 
the footer margin to 0.25” to prevent this condition.

Summary: You can customize the header and footer to contain a page 
number, total number of printed pages, the file name or any custom 
text that you like. There are a left, center, and right header.

Commands Discussed: File > Page Setup

Cross Reference: To have certain cells appear at the top left of each 
page, use the Rows to Repeat at Top setting. See page _____
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HOW TO MAKE A WIDE REPORT FIT TO ONE 
PAGE WIDE BY MANY PAGES TALL

Problem: After creating a wide report, it is printing four pages wide. 
You want to make it fit one page wide.

Strategy: Ultimately, you will set the Page Setup to print to 1 page 
wide by <blank> pages tall. Before you can do that, you should follow 
these steps.

1. Eliminate extra columns from the print range. This worksheet has 
some lookup tables beyond column X that you do not want to print. 
Highlight columns A through X and select File – Print Area – Set Print 
Area.

2. Make the columns narrower. Select the data in A6:X130. From the 
menu, select Format – Column – AutoFit Selection.

3. Look for headings that can be on two lines. Sales Rep in cell D5 is an 
example. Prior Year in X5 had been previously split to two lines. (See 
Cross-Reference.)

4. Change the orientation to Landscape. From File – Page Setup, go to 
the Page tab and select Landscape in the orientation section.

5. Adjust the margins. On the Margins tab of the File – Page Setup 
dialog, set the left and right margins at 0.25”. Adjust the top and 
bottom to 0.5” and the footer margin to 0.25”

Finally, go to File – Page Setup. On the Page tab, choose the radio but-
ton for Fit To. Leave the first spin button as 1 page wide. Using your 
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mouse, highlight the 1 in the spin button for pages wide. Once the 1 is 
highlighted, hit the delete key in order to leave this entry completely 
blank.

Result: The report will fit on 1 page wide and 3 pages tall.
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Summary: The secret to having the report constrained to one page 
wide and any number of pages tall is to use the Page Setup dialog and 
leave the entry for pages tall completely blank.

Commands Discussed: File - Page Setup – Page; File – Print Area – Set 
Print Area; Format – Column – AutoFit

Cross Reference: How to Fit a Multi-Line Heading into One Cell

ARRANGE WINDOWS TO SEE TWO OR  
MORE OPEN WORKBOOKS

Problem: You have two workbooks open. One workbook contains a 
listing of airport codes and their respective city. In the other workbook, 
you are building a list of recommended packing items for students go-
ing on 7-city tours. Currently, you are shifting back and forth between 
the workbooks using Alt+Tab every time that you forget an airport 
code. It would be cool if you could see the airline codes at the same 
time you were working on the other workbook.
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Strategy: There are four Arrange options on the Window menu. Select 
Window – Arrange – Vertical to see both worksheets side by side.

Result: You will see both windows, side by side. The window with the 
darker toolbar is the active window. Any data entry will occur in the 
activecell of that workbook.

You can resize the window widths, although it requires two moves. 
First, make the right window narrower by dragging the blue edge of 
the window to the right.
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Next, drag the blue right edge of the left workbook to be wider.

To go back to full screen mode, choose the Maximize icon at the top of 
each workbook.

Gotcha: If you have additional workbooks open, they will also appear 
side by side. The side-by-side display works fine for 2 or 3 workbooks, 
but may not work for 10 open workbooks.

Additional Information: In Excel 2003, a new option on the Window 
menu allows you to Compare Side by Side. If you have only two work-
books open, the menu option will name the other workbook. If you 
have 3 or more workbooks open, you will have to select which work-
book in a new dialog box. If there is only one workbook open, the op-
tion will be grayed out.
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This will arrange two windows vertically and allow the scrolling action 
in the first workbook to cause the second workbook to scroll in a similar 
manner. 

Tip:  If you are comparing two workbooks that are supposed to 
be similar, it is likely that someone added some rows to one  
document or the other. The above workbooks are locked so 
that when you see row 154 in one window, you see row 154 
in the other window. In reality, row 159 of the left window 
matches with row 154 in the right window. Follow these 
steps:

In the Compare Side by Side toolbar, turn off synchronous scrolling. 
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Use the down arrow key until row 159 is at the top of the left window. 
Choose the Synchronous Scrolling icon again to force the workbooks 
to scroll together. Now, when you move down 10 rows in either work-
book, both workbooks will scroll together.

Summary: Arranging windows in a vertical fashion allows you to view 
two different workbooks at the same time.

Commands Discussed: Window – Arrange, Window – Compare Side 
by Side.

WHY IS THERE A :2 AFTER MY WORKBOOK 
NAME IN THE TITLE BAR?

Problem: Without any explanation, a :2 appeared after the spreadsheet 
name in the title bar of your spreadsheet. What is this and what caused 
it?
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Strategy: This is an annoying thing. It gets turned on when you ac-
cidentally chose Window – New Window from the menu. This setting 
applies to the workbook and persists from one usage of Excel to the 
next, so it is possible that the :2 showed up months ago and has been 
stuck there ever since. The other symptom is that you appear to have 
two copies of the same workbook open in the Window command:

To remove the :2, switch to the :2 version of the workbook. Use the 
black X to close that window.

This will close the second window of the workbook and the :2 and :1 
will be removed from the title bar.

Additional Information: Is there ever a time that I would want to use 
this feature? Is it useful to have two versions of the workbook? Yes let’s 
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say that you want to see both Sheet1 and Sheet2 of the workbook at 
the same time. Follow these steps:

From the menu, select Window – New Window. In the :2 version of the 
workbook, switch to Sheet2. From the menu, select Window – Arrange. 
In the Arrange dialog, choose Windows of Active Workbook and Verti-
cal. Choose OK.

Result: You can see the two different sheets, side by side.

Summary: The :2 usually happens when you accidentally choose Win-
dow – New Window. It can be removed, and it happens that there are 
certain instances where this can be useful.

Commands Discussed: Window – New Window; Window - Arrange

 

 




