Candles 2U practice exercise instructions

1. Print the ‘Pricing for January Sale’ worksheet, following these steps:
· Open the Candles 2U Excel file
· Go to ‘Pricing for January Sale’ tab
· Select ‘Page Layout’  ‘Page Setup’ (click on the arrow in the right corner, circled with red on the screenshot below):
[image: ]
· Use the following settings:
· Page orientation: Landscape
· Paper size: A4
· Margins: Top/ Bottom: 3 cm, Header/ Footer: 1.3 cm, Left/ Right: 2 cm, Centre or page horizontally and vertically
· Click on Print  Print Active Sheet
· Insert your screenshot of the print preview in the box below:

	




2. Print all tabs, following these steps:
· Open the Candles 2U Excel file
· Use the same Page Setup settings as previously
· Select ‘Print Entire Workbook’
· Insert your screenshot of the 3 tabs’ print previews in the boxes below:
	‘Jan Pricing Structure’ Tab

	‘Feb Pricing Structure’ Tab



	‘March Pricing Structure’ Tab
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