BAI 7. TRINH BAY VA IN TRANG TiNH

(Theri lwomg: 2 tiét)

A - Muc dich, yéu cdu

» Hiéu dwroc muc dich cua viéc xem trang tinh trede khi in;
= Bigt cach xem tredc khi in;

» Biét difu chinh trang in bang cich difu chinh dau ngit trang. dar 18 va

hirdng giay in;

» Biét cach in trang tinh.

B - Nhitng diém cin luu § va goi ¥ day hoc

a)

In ngay trang tinh trén may in va gidy cd thé & lam ton phi thot gan, muc in,
gidy in,... néu nhe ban in khéng ding véu cau. Kha nang c6 thé xem vin ban,
trang tinh,... trén man hinh may tinh tnedc khi thye s in ra gitp giam thidu cdc
chi phi nav. Hau nhw tat ca moi phan mém tng dung trong van phong déu cung
cap cong cu xem trede khi in, trong d6 c6 chirong trinh bang tinh. Véi cong cu
nay trang tinh dwoc hién thi trén man hinh nhw thé nao s& in ra gidv dung nhw thé
(What vou see is what vou get). Vi vay, sit dung céng cu nay cho phép phat hién

trrde nhitng diéu khéng hop 1i 2 nowdi diing chinh sia trude khi in ra giay.

Viéc tao ldp noi dung va dam bao tinh hop 1i cua néi dung la nhiém wvu coa con
ngwoi, chwrong trinh may tinh khéng thé gitp duoe. Vi thé. viéc dam bao tinh
dung dan. tinh hop 1i cia ndi dung va thé thike trinh bay 1a can thiét.

Mac du tén bai hoc co né1 dung in trang tinh, nhung dé tién hanh dav bai hoc
nay khéng nhat thiét phai st dung may in. In trang thong tin ra giay chi 1a mét
thao tac don gian Gido vién chi can nhan manh ring nhimg gi HS quan sét
dwoc trén man hinh trong ché d6 hién thi Page Lavout s gidng hét nhitng
trang gidy s& dwoc in ra. Ngodi ra. cdc may tinh dwoc cai dat hé dicu hanh tir
Windows 7 vé sau déu da dwoc cai dat ngam dinh phan mém PDF-XChange
két xuat két qua cac trang in dudi dang céc trang pdf. GV ciing cd thé truy cap

Internet dé tai vé mién phi & dia chi:

https://www tracker-software com/product/pdf-xchange-viewer



va cai dat trén mdy tinh cua minh. Khi s dung lénh Print, GV co thé chon
PDF-XChange trong & Printer (thav vi chon mayv in) va gidn thiéu cho HS

quan sat cac trang pdf thav cho cac trang 1n ra gidy.
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GV nén chuin b1 tniedre maot vai trang tinh dwoc chirong trinh tr ddng phan chia
thanh céc trang khong hop li va str dung may chifu dé chifu trén man hinh 16n
hodc in ra gidy dé HS quan sat. GV c6 thé bat dau bai giang bang cach gidi
thifu cdc trang tinh 46 cho HS quan sdt. Khong nhat thiét phai chi 18, GV ¢
thé véu cdu HS nhin biét va phat bifu nhitng didu khéng hop i d6 va d& xudt
cach thirc khic phuc. Qua d6 HS s&: (1) C6 duroc nhan thire vé cach thic 6
chire hop li thong tin trén trang in: (2) C6 nhu cau tim hiéu vé cdc cong cu maoi
dé khic phuc. Két hop véi viée quan sat ndi dung trang tinh trén man hinh. HS
s& thay sw khdc nhau gitra man hinh va két qua in ra giay.

Luu v HS ring tnrde khi in trang tinh chita nhiéu dit liéu hay bidu 45 théng
thuémg cén phai thue hién céc didu chinh can thiét. Cé thé didu chinh trang in
mét cach nhanh chéng trong ché d6 hién thi Page Lavout dé co cac trang in
hop li. Trong ché 46 hién thi nay ta cé thé d& dang thwe hién nhidu thao tdc
diéu chinh trang in khdc nhau, cha%ng han thém dau trang va chin trang, thay
@41 hwdng giay, thay d6i bé tri va dinh dang dir lidu, thiét dat 12 trang in,... Dé
cO cac trang in chi*a moi di¥ ligu cén thiét can chéac chin rﬁng dit liéu pha: duwoc
hién thi hét trén man hinh. Vi du, néu dir lifu van ban hodc sb qua dai so véi @6
réng cia mot cot, diF lidu van ban s& bi cat, dit lidu s6 dwoc in ra dwdi dang céc

ki hidu #22. D¢ khac phuc difu d6 can dicu chinh tang 46 rong cua cdt. Ngoai
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ra, 4 di¥ liéu dé doc cén thuc hién céc thao tac dinh dang khéc nhau gitp cho
ngwdi xem tap trung vio cac dit lifu quan trong. Tuy nhién. néu khéng in trén
mady in mau, cac hiéu qua d06 co thé khéng dwoc nhw mong doi va lic 46 can
phai dinh dang lai vo1 nhitng mau tirong phan nhau.

HS @3 dwoc biét dén tinh ning xem trwde khi in trong chwong trinh soan thao
van ban va d3 co nhitng hifu biét nhat dinh vé tac dung cta viéc xem trude khi
in van ban. GV nén dat cdu hoi giip cdc em nhd lai nhitng diéu nav, tir 6 mit
ra két ludn vé loi ich cia viéc xem trang tinh trwde khi in (khong chi trang tinh

ma con gém ca cac loal van ban khac).

Cudi ciing. nhdn manh dén diém sau dé HS ghi nhé: Xem trwdc khi in 1a tinh
nang rat hitu ich, gitip chinh stra bd cuc trinh bay d@é két qua in trén gidy dwoc
nhw mong mudn. nhi d6 tiét kiém thoi gian va cac chi phi khac. Mudn xem céc
trang in trrde khi in cén s dung 1énh Page Layout trén dai 1énh View dé hién
thi trang tinh trong ché d6 xem cac trang in.

Mot diém nita gido vién can lvu v 12 mac dit trén dai 1énh View cé rét nhiéu
1énh va nhitng tuy chon khac nhau, nhung chi cé ba ché dd co ban dé hién thi
trang tinh: ché @5 hién thi binh thuéng (Normal) 3¢ d€ dang soan thao va thuc
hién cdc tinh todn trén trang tinh, ché d6 hién thi trang in (Page Lavout) va ché
d6 hién thi ngat trang (Page Break Preview). Gido vién chi nén han ché gidi
thiu cho HS ba ché 44 hién thi nay, khong nén gicn thigu har ché dd hién thi
Custom View, Full Screen View va nhitng tuv chon khac dé HS danh thai

gian vao trong tdm cua bai hoc.

Khi gidi thidu ché 48 hién thi Page Lavout giao vién nén st dung trang tinh
dwoc ngit trang khéng hop li va gém nhiéu trang (tec cé nhidu di lidu trén
trang tinh). lan leot cho HS xem ting trang va chi ra nhing trang nao s& dwoc
i 1a.

Luu ¥ gidi thiéu cho HS biét ring dé xem trang tinh tnede khi in, ngodi ché d6
hién thi Page Layout ta con c6 thé sir dung 1énh Print trong bang chon File.
Khi d6 c6 thé xem trang tinh trwdc khi in & ngan bén phai cia man hinh. thim

chi con cé thé didu chinh lai cac 18 trang in,. ..

Ciing giong nhw chrong trinh soan thao vén ban. chwong trinh bang tinh t

dong ngat noi dung thanh cac trang va co ché ngat trang tir dong nay thoa min



droc véu cau cia ngudi ding trong da s6 céc trudng hop. Tuy nhién, trong
nhiéu tredme hop khéc con ngudi van phai can thiép bang céc thao tic ngat
trang thi céng. Dé xem két qua ngdt trang. ching ta sir dung lénh Page Break
Preview trén dai 1énh View. Trén man hinh cac dwomg ke mau xanh thé hién su
phén chia trang tr déng cia phan mém bang tinh, cdc dwing ké nay deoc goi la
dau ngédt trang). Co thé diéu chinh vige phén trang in tr déng bang cach ding
chuét dé thay 361 vi tri cia cac dau ngat trang theo v mudn. Tuy nhién, d6i khi
can két hop vdi diéu chinh d6 réng cia cot. 46 cao cia hang.
Luu v HS cac diém sau day:
— €6 hai loai déiu ngat trang: ngat trang tr ddng duwoc thé hién nhw cac duwong
nét dirt mau xanh. con cdc dau ngat trang thu cong (do ngwdi dung diéu
chinh) dwoc thé hién nhw cédc duong nét lisn. Khi thém néi dung cho trang

tinh, cac dau ngat trang tir dong co thé dwoc dieu chinh, nhung cac dau ngat
trang thu cong s& dwoc g1l nguvén vi tri.

— Khi didu chinh ngat trang, ¢& chir trén todn bé trang tinh cd thé tw dong
droe gidm xuéng 38 ndi dung chira dwoc trén trang.

Ngoai cach kéo tha vi tri cua dwong ke mau xanh dé dicu chinh ngat trang,
ching ta con co thé chén thém cac dau ngat trang maon (38 1a cac dau ngit trang

tht cong). hodc xo0d tat ca cdc dau ngat trang thi cong 44 co.

Khi cin chén thém céc dau nga'it trang, ta thwe hién nhwr sau:

» Hién thi trang tinh trong ché 46 Page Break Preview.

» Chon hang trén hang (hodc cot bén phai cdt) mudn chén dau ngit trang.

s Chon Iénh Breaks — Insert Page Break trong nhom Page Setup trén dai
léenh Page Lavout.

Chuong trinh s& chén cac diu ngit trang vao phia trén hang (hodc bén trdi cdt)
d3 droc chon. Cac déu ngét trang ty dong s& dugc difu chinh lai cho phu hop
v&i cac dau ngat trang mdi duoc chén thém.



Ngoai ra, sau khi chon hang (hoac cot) ta cing co thé
nhay nut phai chudt va chon Insert Page Break trén

bang chon tat. & Cuf
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Twong tw. dé xoa bd cdc dau ngit trang thi cong, ta nhay chon Reset All Page
Breaks trén bang chon tit. Moi dau ngit trang thl cong bi xod va trang tinh s&
dwoc ngat trang v&i cac dan ngat trang tir dong.

Ngoai ra ta con co thé xoa cac dau ngat trang don le bang cac thao tdc sau:

Dé xo4 diu ngat trang thi cong theo chiéu dimg (hoac theo chiéu ngang). chon
céit (hodc hang) ngay bén phai (hodc ngay phia dwdi) ddu ngit trang mudn xod.
Sau do chon lénh Breaks trong nhom Page Setup trén dai 1énh Page Lavout
va chon Remove Page Break

[ gl
Mir.nim unentnmn Size  Print Breaks Background Pﬂnt
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Xo4 cac dau ngat trang 13 viée thudng it khi xay ra trong thue té va khong phai
12 ki nang bat budc d6i véi HS, tuy nhién GV nén biét didu nay dé giai thich
khi can thiét.

Trang tinh gbm rat nhiu cét va hang va cé thé chira rit nhidu d& liéu. Mét cach
ngam dinh, chwong trinh bang tinh s& in mot khoi chia tat ca cac 6 co diF lidu



trén trang tinh, ké ca nhitng & tréng & gifta (nhitng & tréng ngodi ving niy sé

khéng dwoc in ra). Néu khong mudn in toan bd trang tinh. ta cd thé thiér dar ki

vire i ¢ chi in khu vre dwoc thiét dat. Néu sau dd quyét dinh in toan bd bang

tinh. ta c6 thé xod bd khu vire in da thist dat. Viée thiét ldp trang in 1 mét trong

nhitng tinh ning rat can biét dé c6 thé c6 dwoc nhitng trang in nhw mong mudn.

Cac bude thist dit khu vee in trén trang tinh nhw sau:

* Chon ving hodc cac ving can in.

= Mc dai lénh Page Lavout va chon lénh Print Area trong nhém Page
Setup, sau do chon Set Print Area.
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Sau khi thiét dat khu vic in, néu vao ché d6 hién thi Page Break Preview.
ving & duoc 1n ra dwoc hién thy 16 von duong vien ddm mau xanh. Khi d6 thi

chi nhitng & nam trong khu virc d6 dwoc in ra. bat ké d6 1a nhimg 8 nio.
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Dé xoa bo khu vuc in da thiét dat va tro lai ché 46 ngdm dinh ban déu. ta mé
dai 1énh Page Layout va chon lénh Print Area trong nhom Page Setup. sau

do chon Clear Print Area.

Ngim dinh hwdng giay in 1 hirdng ding, tuy nhién 461 khi do cd thé cé di lidu
trong nhiu cot nén ngwdi ding c6 nhu cau in theo hwdng gidy ngang dé cac
cdt dwoc in trén mot trang giay. Thong thudng cac bang nhw s6 diém. s6
lvong . déu in theo hwdng neang cia t& gidy. GV cé thé st dung 6 didém dé

minh hoa cho HS.

Vé cac budc thist dat hwdng gidy in va 1@ trang in SGK gidi thidu céch st dung
hop thoai Page Setup dé coé thé thue hién cac tuy chon nav chi trén mét hép
thoai. Tuv theo thot gian co ’rhé= GV c6 thé gidi thigu thém cac 1énh Margins
va Orientation ngav trong nhém Page Setup trén dai 1énh Page Layout. Luu
¥ rang v&i 1énh Margins chi co thé chon cac tuy chon thiét dat 18 trang c6 san,
muon thiét dat 18 trang v Iea chon khac can phai chon Custom Margins dé
hién thi hop thoai Page Setup.

Sau khi da dong v v6i hinh anh trang in, néu may tinh cé két ndi véi may in,
chon 1énh Print, bang tinh s& dwoc in ra giay. Tuy nhién, GV chi can gidi thiéu
1énh in ma khéng nhat thiét phai thuie s in trang tinh trén méy in.



Hurong dén trd I6i cdu héi va bai tiap

1.

C6 thé cén diéu chinh d6 réng cac cot. d6 cao cac hang, dat lai c& chi, tham
chi thay d6i bo tri ndi dung. . .

Cac bang dir liéu cé diF lifu ndm trong nhidu cét cb thé khong vira viéi kich
thwde chifu ngang cia hirdng giay ding. khi d6 cén in trang tinh theo hudng
oidy theo hwdéng giay ngang. Vi du thong thwong céc bang nhw 56 dicém. s
lrong... déu in theo hwdng ngang cua giay. Céc trang tinh 6 dir lidu trong it
ot va nhidu hang nén duoc in theo hudng gidy ding.



