[ Bai7 TRINH BAY VA IN TRANG TiNH

In trang tinh 1a cach thudng dudc sir dung dé chia sé thong tin trong bang tinh. Trudc
khi in em nén kiém tra ndi dung frén trang cé ducc trinh bay hop Ii khéng va néu in
nhiéu trang, néi dung trén ting trang ¢ dudc in dung nhu mong muén hay khéng?
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Hinh 69

Hinh 69 trén day minh hoa mét vi du vé trang tinh khéng dudc ngét trang mét cach hop i,

Em c6 thé sif dung tinh nang trinh bay trang in cla chuong trinh d& khic phuc
nhimg khiém khuyét, lam che bang tinh dé doc va hdp dan han.

59



1. Xem trudc khi in

Xem tru6c khi in cho phép em kiém tra truéc nhing gi sé dudc in ra. Cac trang dugc
in ra sé giéng hét nhu em thay trén man hinh (h. 70).

P& xem trudc khi in, em chi can nhay nat Print Preview (& (Xem truéc khi in) trén
thanh céng cu.

Xem trang ti€p theo Xem trang truéc

El Microsoft Excel - bang diem lop em.xls
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Preview: Page 2 of 4 NUM

Hinh 70

2. Diéu chinh ngat trang

Chuong trinh bang tinh tur ddng phan chia trang tinh thanh cac trang in tuy theo kich
cd cla trang tinh.

Tuy nhién c6 nhiing trudng hgp em can diéu chinh lai cho phu hgp. Chang han, em
c6 thé in trang tinh trén hinh 69 chi trén mét trang gidy.

D& diéu chinh, em slr dung Iénh Page Break Preview (xem ngét trang) trong bang
chon View (h. 71):
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Hinh 71

Cac dudng ké mau xanh |a cac ddu ngat trang. Chiing cho thdy céc trang in duge phan

chia nhu thé nao (h. 72):
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Hinh 72
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Trén hinh 72 c6 thé thély sdu cot du tién cla trang tinh ndm & trang dau ién, con cot
th(f bay lai ndm riéng trén mot trang. Nhu vay cln phai diéu chinh lai ddu ngat trang.

Em hay thuc hién cac thao tac sau:

1. Hién thi trang tinh trong ché& do Page Break Preview.
2. Dua con trd chudt vao dudng ké xanh ma em cho rang dudng dé phan chia

trang khéng dung ¥ mudn cla em. Con tré chudt chuyén thanh dang + (duong ké
ngang) hodc dang ¥ (dudng ké ding) (h.73a).
3. Kéo tha dudng ké xanh dén vi tri em muén (h. 73b).
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3. Dt 1é va hudng gidy in
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Em c6 thé thay di cac 18 va huéng gidy in cho phi hap véi yéu cdu cia minh.

Viéc thay d8i cac 1é cling nhu hudng gidy khi in ra dudc thuc hién bang hdp thoai
Page Setup. Cac budc dé thay d8i cac |1é cia mdt trang in va thay d8i huéng
gidy nhu sau:

1. Nhay chudt vao Page Setup... trong bang chon File. Hop thoai Page Setup xuat
hién (h. 75).

2. Nhay chudt dé md trang Margins. Céac 1€ hién tai dudc liét ké trong cac & Top,
Bottom, Right, Left.

3. Thay ddi cac s@ trong cac 6 Top, Bottom, Right, Left dé thiét dat 18,

L& trén
Page Setup
Header:
ID.?S E
T Right:
L€ trdi : --pii.m = o7 &= - Lé phai
Bottom: Eooter:
I,t!‘I |n.u 5
Center on page —
W Herigontally [T yertically
[T ] come |

Lé dudi

Hinh 75. Thiét dat 1é trang in

Trong trudng hop chiéu réng cla phén trang tinh ma em muén in 16n hon nhiéu so
vdi chiéu cao, thay vi huédng gidy ngam dinh 1& huéng ding, em cb thé chon in theo
hudng gidy ngang.

Viéc chon hudng gidy in dugdc thuc hién bang cach sl dung hdp thoai Page
Setup (h. 76):

1. Nhay chudt dé mé trang Page.
2. Chon Portrait cho hudng gidy ding hoac Landscape cho hudng gidy nam ngang.
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Hudng gidy ding Huéng gidly ngang

("Page || Margins | HeaderiFooter | Sheet |
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Prink gualty: 600 dpi =
First page number:  [Auto
oK Cancel
Hinh 76. Thiét dat huong gidy

4. In trang tinh

Sau khi thiét dat va kiém tra cac trang in, néu em thay cac trang da dudc ngit mot
cach hgp li, cach trinh bay trén timg trang da phu hdp thi viéc in trang tinh chi con

la thao tac don gian. Em chi can nhay nat Iénh Print [ trén thanh cong cu. Cac
trang dudc in ra sé giéng hét nhimng gi em da thay trén man hinh.

CAu HO! |

1. Hay néu loi ich ciia viéc xem trang tinh trén méan hinh truéc khi in bang lénh
Print Preview.

2. Lam cach nao dé co thé diéu chinh duoc cé4c trang in cho hop 1i?

3. Lam thé nao dé co thé thay d6i huéng gidy cla trang in?
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