Bai 7: Trinh bay va in trang tinh

1. Xem trudc khi in
- Muc dich: kiém tra dir liéu duoc in ra.

- Cl phap: str dung cac Iénh trong nhém WorkbookViews trén dai Iénh View.
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hinh 7.1. nhém lénh workbook view
2. Diéu chinh ngat trang
- Chuong trinh sé ty dong phan chia trang tinh ra thanh cac trang nho.
- Dé diéu chinh ngat trang nhu' y mudn, sir dung I1énh Page Break Preview.

- Khi d6 trang tinh hién thi thanh 2 trang in page1 va page2 ngan cach bdi dau
ngat trang mau xanh.
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1 |danh séch kip 1
2 1
3 [stt ho v tén dja chi didn thoai nghy sinh  chiBu cao{m) Jcing ndngikgl 1
4 | 1 Binhvpn hodng an 1988 Hodng Hoa tham, Ha NG (043)-846-17-23 semssasss 15 36 1
5 | 2 Lé th hodian — a 21/ 2005 148 35
6 | 3 Lé Thdi Anh 30442004 1.58 a1 -
T | 4 Pham Nhwr Anh I_, a G e 'I 32 2005 149 37 pag c 2
8 | 5 v Vit Anh bl 15/9/2005 1.52 36
9 | & Pham Thanh Binh B3/ 2004 1.55 40
10 | 7 Trdn Qudc Blnh 615/ 2004 1.52 42
11 | 8 Mguydn Linh Chi HHARLRLT 1.49 37
12 | 9 Wil ¥udn C 574 004 1.51

hinh 7.2. siF dung ché dé page break preview

- D€ gdp ching lai theo y mudn ta dua con trd vao diu ngat trang khéng hap ly va
kéo tha chiing dén vi tri mong muén.

- K&t thuc diéu chinh bang cach chon ché d6 Normal trén thanh cong cu.
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S thanh ngat trang
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1 [danh sach Ko 1
2 \ 1
3 st bo va tén Ghachi dwin theel ngay sinh  chigu coolm¥ Jcing ninglte) 1
4 | 1 Dinh van hodeg an 198K Madng Hoa thaem, A NG (O61) 84617 23 sesaeass 1.5 % 1
S 1 2 L&t hosien A 2/1/2005 148 s
6 | 3 L& Thil Anh 30/4/2004 1.58 4 ~ D

7 | 4 Phgm Now Ash P a g e ' 3/2/2005 1.49) 37 Pag €<
8 | S VOVt Ash 157072005 152 30
9 | & Phgm Thanah Binh 8/3/2004 155 40
10| 7 Trdn Qualc Binh 6/5/2004 152 4
11| 8 Nguyen Link Chi sanannnns 1.49) 37
12 | 9 VO Xudn Coron, 5/7/2004 151 )

hinh 7.3. diéu chinh ngdt trang

3. bat lé va hudng in gidy

- Cac trang in dugc dat kich thudc 1é ngam dinh véi hudng gidy in ding.

- DUng cac Iénh trong nhém Page Setup trén dai Ilénh Page Layout dé diéu chinh.
- B1: mé& dai Iénh Page Layout
- B2: & hop thoai Page Setup chon margins

- B3: chon Custom margins dé tuy chinh [&.
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hink 7. 4. mg trang margins

- Cac kich thudc 1é dugc hién thi trong cac 6 Top, Bottom, Right, Left

- B4: thay d6i sé trong cac 6 trén dé thiét dat lé.
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hink 7.5, tiy chink I£ che trang in

- & hop thoai Page chon Portrait cho hudng gidy ding hoac Landscape cho hudéng
giay ngang
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hinh 7.6. tiy chinh hudng gidy in

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

- B2: nhay chudt vao nut Print

hinh 7.6. in trang tinh min hoa



