CHU PE 9: TRINH BAY VA IN TRANG TiNH
* NOi dung chinh
- Xem trang tinh truoc khi in
- biéu chinh ngit trang hop 1y
- Thiét dit cac tuy chon trang in
1. Xem trwéc khi in
- Muc dich: kiém tra dit liéu dugc in ra,

- Cu phap: str dung cac Iénh trong nhom WorkbookViews trén dai Iénh View.
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hink 7.1. nhom lénh workbook view
2. Piéu chinh ngit trang

- Chuong trinh s€ tu dong phan chia trang tinh ra thanh cac trang nho.

- Bé diéu chinh ngat trang nhu y mudn, sir dung lénh Page Break Preview.

- Khi d6 trang tinh hién thj thanh 2 trang in pagel va page2 ngin cach bai dau
ngat trang mau xanh.
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hinh 7.2. siF dung ché d6 page break preview

- Pé gop chiing lai theo ¥ mudn ta dua con tro vao ddu ngat trang khong hop
1y va kéo tha chung dén vi tri mong mubn.

- Két thuc diéu chinh bang cach chon ché 6 Normal trén thanh cong cy.
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hinh 7.3. diéu chinh ngdt trang

3. Pit 1@ va hudng in gidy

- Céc trang in dugc dit kich thudc I ngam dinh véi huéng gidy in dung.

- Dung cac 1énh trong nhom Page Setup trén dai Iénh Page Layout dé diéu chinh.
- B1: m¢é dai 1énh Page Layout
- B2: 6 hop thoai Page Setup chon margins

- B3: chon Custom margins dé tuy chinh I¢.
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- Cac kich thudc 1& duoc hién thi trong cac 6 Top, Bottom, Right, Left

- O hop thoai Page chon Portrait cho huéng gidy ding hodc Landscape cho

Page Layout

hinh 7. 4. md frang marging
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hink 7.5, tiy chink 1€ che trang in
- B4: thay doi so trong cac 6 trén dé thict dat le.
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Crientation
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hinh 7.6. tiv chinh hudng gidy in

4. In trang tinh
- B1: chon Iénh Print trén bang chon File

- B2: nhéy chudt vao nut Print

hinft 7.6. in trang tinh min hoa



