Printing Instructions for Regulatory Reform Inventories

To successfully print out the spreadsheet on 11x17 paper:
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Click on the spreadsheet that you would like to print.
Click on the “Microsoft Office” icon in the top left hand corner.
Go down to “Print” and click on “Print Preview”.
Click on the “Page Setup” button in the top left hand corner.
Go to the “Page” tab under “Page Setup” and:
a. Select “Landscape”
b. Select “Adjust to” and enter 100%
c. Select “Paper Size” and enter 11" x 17"
Go to the “Margins” tab under “Page Setup” and:
a. Select “Top” and “Bottom” and enter 0.75
b. Select “Left” and “Right” and enter 0.7
c. Select “Header” and “Footer” and enter 0.3
Click on “OK" in the lower right
Now you are ready to print the spreadsheet
a. Click on “Print” in the upper left corner of the “Print Preview” tab, or

b. Click on “Close Print Preview” of the “Print Preview” tab and then print as normal.

Please note that no changes are needed in the “Header/Footer” and “Sheet” tabs under “Page Setup”.
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