To Print New Mileage Template on one 8.5 x 11 page

Please don’t print in landscape

· Click on “File”

· Click on “Page Setup”

· Under “Scaling” click on “Fit to 1 page(s) wide by 1 tall

· Click “ok”
Inserting Blank Mileage Templates into your worksheet

· Right click mouse over “Blank Mileage Template” worksheet tab
· Click on “Move or Copy”

· Highlight “Blank Mileage Template”

· Check “Create a Copy”

· Repeat as needed

The worksheet will automatically name the worksheet:  Blank Mileage Template (2) or (3), etc.

Renaming Worksheets

· Right click on worksheet tab

· Click on “Rename”

The name on the tab will be highlighted.  Push “delete” and retype desired name

Suggestion:  rename each tab for the month of your mileage (October, October (2), etc.) so there is a running record of forms submitted and forms available for future reference.  Save changes.
