BAI 7: TRINH BAY VA IN TRANG TINH

1. Xem trwore khi in

- Xem trude khi in cho phép kiém tra truéc nhitng gi s& dugc in ra.

- Pé xem trudc khi in, ta chi can nhdy nit Print Preview &

2. Piéu chinh ngit trang
- Pé diéu chinh ngét trang, ta thuc hi¢n cac thao tac sau:
1. Hién thi trang tinh trong ché do Page Break Preview.

2. Pua con tré vao duong ngit trang
3. Kéo tha tha duong ké xanh dén vi tri mong muon.

3. Pit 1 va huéng gidy in
- Céc budc thay doi 1¢ va thay d6i hudng gidy:

1. Nhéay chudt vao Page Setup trong bang File — Hop thoai Page Setup xuit
hién:
2. Nhay chudt dé mo trang Margins. Cac 1& hién tai duoc liét ké trong cac
0 Top, pottom, Right, Left. o ‘
3. Thay doi cac so trong cac 06 Top, Bottom,‘ Right, Left d¢ thiét dat I€.
- Vi¢éc chon hudng gidy in dugc thuc hién bang cach stt dung hdp thoai Page
Setup:

1. Nhéy chudt dé mé trang Page. o
2. Chon Portrait cho huéng gidy dung hodc Landscape cho gidy nam ngang

4. In trang tinh

- Bé in trang tinh, trong hop thoai Page Setup ta chi can nhay nat 1énh Print =



