« Highlight your spreadsheet (just the portion that should be included, not the entire
screen), click on Print Area and choose Set Print Area.
e Double check that the page Orientation is in Portrait mode.
Do this for each worksheet in your Excel file.
Conversion into a PDF:



https://www.adobe.com/acrobat/online/merge-pdf.html

Preview Instructions

Preview is the image and PDF viewer on Mac computers; it can also edit PDFs. To use Preview
in creating a PDF of your budget forms, you will need to do the following:

Preparation:
e Open the Excel version of your budget forms.
e On the first worksheet, click on Page Layout on the menu at top.
e Click on Page Setup, and you will get a small pop-up screen:
0 Under Orientation, choose either Portrait or Landscape, depending on whether
the worksheet you are on is longer (for Portrait) or wider (for Landscape).
0 Under Scaling, click on Fit to 1 page wide by 1 page tall.
O Leave First Page Number as Auto.
o0 Click on Okay.
Do this for each worksheet in your Excel file. If you will be combining several Excel files into a
PDF, do this for each worksheet in each file.

Conversion into a PDF:

e Open the Excel file that you want to convert to a PDF.

e Under File, click on Save As.

e On the pop-up screen, for File Format, choose PDF.

e Indicate where you want the PDF saved to and click on Save.
Do this for each Excel file that you want to combine into a single PDF.

Combining PDFs in Preview:
e Open the first PDF that you want to combine.






