(Tin hoc 7) Bai thue hanh 7: IN DANH SACH LOP EM
Kién thirc
- Biét kiém tra trang tinh truéc khi in;
- Thiét ldp 1é va hwedng gidy cho trang in;
- Biét diéu chinh cdc dau ngdt trang phit hop véi yéu cau in.

Bai thwe hanh 7: IN DANH SACH LOP EM
o i o'
Tom tat Iy thuyét

1. Myc dich, yéu cau
o Biét kiém fro trang tinh trudc khi in
o Thiét it 16 va hudng gidy cho trang in,

o Biét dieu chinh cde dau ngot trang phis hop vai yeu cdu in

2. Noi dung

0. On tép kién thic

Cac budc thuc hién thao tae xem trugc khiin:

o Budc 1: Nndy chon ndt 12nh[&, (Print Preview),

o Budc 2: S0 dung che ndt [Bnh dé xem.
o Next: Xem trang ke tigp,

o Previous; v& trang frudc,

o Zoom: Pnang to, thu nhd khung nhin,

o Print: [n trang tinh,

o Setup. Binh dang lai trang in.

o Margins; Xem chi it & cdo trang in
Chiyén sang ché dé xem trang in vdi cdc ddu ngat trang
v Page Breok Preview. Nodt trang.

» Close: Dong ché dd xem trudc khiin,



b. Thuc htinh

Bdi tap 1: Kiém tra trang tinh trudc khi in

M& tén tin Bang diém Idp em o luu trong Bai thye hémh 6,

a) S0 dung cong cu [§ Print Preview dé xem trang tinh trudc khi in.
b} Tim hiéu chic ndng cla cdc nut 18nh khac trén thanh cong cu Print Preview:

¢) i dung nit lénh Page Break Preview dé xem cdc ddu ngdt trang.

G | [am béi:

M& Bai thue hanh & 48 luu & tiét trude: Nnay chon nit 1énh @ (Open) — md & dio D — md th muc
"LOPT" — chion 18p "BAITHE" — chon Open.

a) Xem trang tinh truc khi in; Nndy chon nut [énh [, (Print Preview)
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Hinh 1. Xem trang tinh trudc khi in
i) S0 dung cac ndt Bk dé xem,
o Next Xem trong k& tigp,

s Previous: vé trang frudc

Zoom. Phong to, thunho khung nhin.

Print; [n trang tinh,

Setup; Binh dang lai trang in,

Margins: Xem chi tiét & ca trang in,
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Sang trang tiep o hay thy Dang ché dd xem
Tk My o ' = trede khi in
e F
Thiét djt trng in & hip thoai in '
Xem trang in voi
Nhiy vio nit Knh dé Xem cki it & diu nght trang
xem cac dau ngat trang trang in
It e

Hinh 2. Cdc nut lénh dé xem trang in
¢) Chuyén sang ché 66 vem trang in vi cc ddu ngdt trang,
» Page Break Preview: Ngdit trang.
o Close: Didng ché db xem trudc khiin,

Baii téip 2: Thiét dat le trang in, hudng gidy vé diéu chinh cde déu ngdt trang
G § lam b

Céc hude thyc hien;

» Budc 1: File — Page Setup

+ Budc 2: Lya chon
o Page: Hudng frang gidy

o Margins. Thigt déit ctin 12 cho trang gidy

o Tao tiéU dé trén, dudi cho trong gidy.

o Header; Too fiéy dé trén trang “Trudng THCS Ditng dung”

o Footer, Tootiéu de dudi frang “Nauoi thue hign; Ghi tén em vag”
o Sheet; Dist fidng tiéu de cda trang tinh cho totn bé cdc frangin.
o Row to Repeat at top: Chon hang [ tiu 8 ¢l oéc cht.

o Columns to Repeat ot Left: Choncdt dau cla frang tinh,
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B&i tdp 3: Dinh dang va trinh bay trang tinh

Ggi 4 lam bai:

M& BAITHS bang cdch thuc hién: Nhdy chon nit [énh @ (Open) — md & dia D — md thy muc "LOPT" —
chen tép "BAITHS" — chon Open.

Dinh dang trang tinh d& co trang tinh nhy hinh dudi day;
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Hinh 81. Béng tinh Danh sdch Idp em
Gop cac 6 cha héng tiéu dé:
» Budc1: Chon cac é tr Al dén Gl
+ Budc 2: Nhay chon nit [énn B3 (Merge and Center) dé gop cac 61U & 10 A1 dén GIL

Dinh dang trang tinh:

s Héng 3 ctin gidio: Chon cdc 61 A3 dén G3 — nhay chon nut 1énh = (Center).
o Cot Fva G con gibe; Chon khoi &t F4 dén G15 = nhéy chon nut EnhE (Center).

o Cotchiu cao (_F) dinh dong vdi hai chlr sé thiip phan: Chon cét F — nhdy chon not iénh % (Increase
Decimal) hai 1Gn.

s« T6 mau nén; SG dung nut 1&nh Fill Color.
s Ké duong hién;
o Budc 1 Chon khéia tlr A1 dén GI5.
o Budc 2: Format — Cells — Border.
o Budc 3: Chon kiéu & khung Stule, chon mau & Color — nhdy chon tao bién — OK.
Xem trang tinh:
Nhay chen nét 1nh [3, (Print Preview) — xem trang tinh trudc khi in.
In trang tinh: |
* Budc 1: File — Print,
s Budc 2: [n van ban — 0K

Luu di lidu:
Nhay chon nt tenh [ig Save.
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