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Quick test

Bai 1: Gidi thi€u
- Trong Excel ta c6 thé€ in cd WorkBook, in timg Sheet, hodc chi in pham vi nio dé do ta
chi djnh.
* Cdc bude t6ng quat trong qua trinh xi¥ 1y nhu sau:
- Xac dinh pham vi in (Range).
- Chon 1€nh in Office Bution --> Print.
- Chon may in va cii dit cdc théng s may in (Printer Setup).
- Quy dinh cac théng sé cho trang in (Print Preview).
- Thuc hi€én in ra may in (Print).

I_/' [ 5 C
Preview and print the document
Mew
Print

[ Select a printer, number of copies, and

Open other printing options befare printing.
& Quick Print

Save [ Send the workbook directly to the default

printer without making changes.

s Print Preview
Saveds b ‘ﬂ. Preview and make changes to pages befare
printing.

PETCLOU@

Print I[}\j




Bai 2: Quy dinh cic théng s6 vé trang in trong thé Page Layout
- Chon thé Page Layout --> Chon nit lénh Pape Setup:

1sert Page Layout Farmulas Data Review View

B 0Ok=s & @

Margins Orientation Size Print Breaks Background Print
~ ~ = Area - = Titles

Page Setup ’T\.

I. Thé Page Setup:

* Orientation: chon hudng in.

+ Portrait: in doc.

+ Landscape: in ngang.

* Scaling: xdc dinh ti 1€ phéng / thu so véi kich thudc chuin (Adjust to... normal size) hodc in
vifa vin vdi bao nhiéu tranpg do ta chi dinh (Fit to..page).

* Paper size: chon khé gidYy.

* Print Quality: chon dg phin pidi khi in (phy thugc vio timg may in cy thé)
* First page number: chon cich danh sé trang d4u tién (nén chon Auto).

* Print: bit ddu in.

* Print Preview: xem lai trang in.

* Option: xdc dinh thém 1 s6 khic.

Page Setup

Margins | Header/Fookter | Sheet

Crientation
i) Portrait () Landscape
Scaling

) adjust ko 100 2 | %% normal size

1 Fit ko & | pagels) wide by &kl
Paper size: Letker b
Print quality: | 300 dpi »

First page number: | Auto

Prink... ] [F‘rint Preview] [ Qptions. .. ]

[ Ok, l[ Cancel ]




II. Thé Margin
Xidc dinh 1€ cho trang in,
- Left: 1€ trdi cla Page Setup

trang in.
- Right: 1€ phai cia Top: Header:

trang in. 075 2| CENE]
- Top: 1€ trén ciia

Header|Footer | Sheet

trang in.
- Bottom: 1€ duéi cua Left: o
trang in. 07 * 07 *

- Header: khodng cich

tir Header dén 1€ pidy

teén nén nhé hdn Top. —_— _—

- Footer: khodng cdch i lo7s 2| 03 3]

w

Footer dén 1€ pidy dudi | Center onpage
- Center on page: chon [ Harizonkally
hinh thitc canh giifa: [ gertcaly
+ Horizontally: in theo

Print... l ’Print Previem] [ Options. .. ]

chi€u ngang ciia khé
giﬁ‘:"’- I K, l [ Cancel ]
+ Vertically: in theo |
Ehiéu doc ciia khé gidy.

III. Thé Header / Footer: Pt tiéu dé cho trang in.
+ Custom Header: dit tiéu dé trén.
+ Cusiom Footer: dat tiéu dé dudi.

Page Setup

Page Margins

Header:

|(nnne) v|
Custom Header... ] [ CZustom Foatker. ..

Foaoter:

|(nnne) v|

] pifferent odd and even pages
[ Different first page

Scale with document

Align with page margins

Print... l [F‘rint Previem] [ Options., .. ]

I Ok ][ Cancel ]




T¥. Thé Sheet:

- Xdc dinh cac théng s6 cho Sheet.

- Print Area: xdc dinh vung in.

- Print Titles: chon nhifng dong trén hodc nhifng cét tedi nao s& dude in 1ip lai 8 méi ddu
trang mdi (Rows to repeat top / Columns to repeat at left).

- Print: chi dinh cic yéu 16 trén bdng tinh cé dwgc in ra hay khéng.

+ Gridlines: bat / tit in dutng lwdi.

+ Back and white: in tring den.

+ Drati quality: in nhap.

+ Row and column headings: bdt, tit in Heading (dong / ¢t dia chi).

+ Comments: bdt, tit in chii thich trong & (néu cé).

- Page order: chon thit tiy in: in xuéng rdi sang trai (Down, then over) hodc in sang trdi
rbi xuéng (Over, then down).

Page

Margins | Header/Footer |

Prink area: R
Print titles

Rowss to repeat at bop:

Columns to repeat at left:

Prink
[ Gridlines Comments: {Mone) L%
Black. and white
. Cell errors as: | displayed w
[ oraft quality
[ row and column headings
Page arder
Ciown, then over  |E=gs Eaes
B Do, EE EJF: B8
() Over, then down | ==fs/=l==
EE .2JE 38
Prink... l [ Prink Presview ] [ Options. ., l
[ (a4 I [ Cancel ]
* Cdc thao tic nhanh:
- Chon thé Page Layout. | ] cotors -
P - - Fonts =
1. Nhém 1énh Themes: Themes (]
i . P, - Effects =
- Themes: chon ki¢u dinh dang ¢6 sin. er
. . emes
- Colors: doi mau cho do6 thi.
- Fonts: d8i miu chit.
- BEffects: thém hicu ing.
1sert Page Layout Formulas Data Review View
=l

2. Nhém 1&énh Pape Setup:

a. Margins --> Custom Margins:

Xdc dinh 1€ cho trang in.

b. Orientation: chon hudng in.
+ Porirait: in doc.
+ Landscape: in ngang.

@ﬁm el

Print Breaks Backgrou
@ Area ™ =
Letter

‘ _J 8.5 k11" ﬁ‘

B Dlags L &

Margins Orientation Size Frint Breaks Background Print
i < o Area T < Titles
Page Setup r1\

c. Size: Chon khé gidy in

B3 =
=
Crientation| Size

Q Portrait

= Landscape




d. Print Area: xdc dinh ving in.

+ Set Print Area: x¢ét vung in.

+ Clear Print Area: x6a vung in.

c. Print Titles:

= L

Print | Breaks Backgroun
Area - ke

ﬁ Set Print Area

Clear Print Area

Chon nhitng dong trén hodc nhitng cdt trdi nio s& dugc in lap lai 3 mdi diu trang mdi

(Fows to repeat top / Column to repeat at left).

f. In nhanh:
Dang 1€nh [Office Button]
--» Quick Print.

@ﬂ-}vu :
|

Chuong 7.dc

Preview and print the document
New

Open

Convert

printing.

Save As B

Print »

Bai 3: Xem trudce khi in
* Budc 1: Ding 1énh [Office Button | --> Print --> Print Preview (Cid + F2).

# Budc 2: Chon cdc nit 1€nh lién quan: )l “ =
+ Next Papge: hién thi trang in k& ti€p (néu cg). ) P —

+ Previous Papge: hién thi trang in trwdc.

+ Zoom: phéng io / thu nhé.

+ Print: chuyén sang hép thoai Print.
+ Pape Setup: chuyén sang hép thoai Page Setup.

Print |
Select a printer, number of copies, and |

other printing options before printing.

& Quick Print
Send the document directly to the default [% I
printer without making changes. 1

’ Print Preview
Save \ Preview and make changes to pages before

= s
' _'_r Previous Page
Print  Page . Close Print
Setup Show Margins Preview
Print Zoom Preview

+ Show Margins: bit /tit cic dudng bién cla 1€ va cét.

+ Close Print Preview: tit cita s6 xem trude khi in.

PCES

MNew

7 Dpen

N
Wy
I =

Print

H Save As

3

k

Preview and print the document

Print
[ Select a printer, number of copies, and

other printing options before printing.

Quick Print
[ 5end the workbook directly to the default

printer without making changes.

; Print Preview
\ Preview and make ch%ges to pages before

printing.




Bai4: In ra may in
* Bugc 1: Ding 1énh [Office Button | --> Print
* Budc 2: S dung cdc nit 1€nh chinh ¢6 lién quan:
- Printer (Name): chon tén mdy in va mét théng sé khic vé cau hinh mdy in.
- Print Ranpge: xdc dinh pham vi in:
+ All: in tdt cd cdc trang.
+ Pages: in tir (From) trang dé€n trang (To).
* Print Whai: chon déi tugng in:
+ Selection: in ph:’in hién dwge danh diu.
+ Active sheet: in sheet hién hinh.
+ Entire workbook: in it cd cic Sheet trén Book.

* Print to file: in thinh 1 file P I, =
dang nhi phin. @
* Number of Copies: xdc dinh j New Preview and print the document
56 bé in. i} Print
e . H - ~ Hg,lf] Select a printer, number of copies, and
Collate: Ch(_)ﬂ in theo “mg Open other printing options before printing. L
trang hay ting bd (phu thude © Quick Print Print (C
vi0 muc tlféﬂ:l. | I Save HEJ Se_nd thelworkbookldirectly to the default
' . . printer without making changes,
* Properties: xdc dinh thém 1 B N
56 cdc thuge tinh khic. l Save As b ﬁ Preview and make changes to pages before
printing.
i
'_l' Print [J

Bai 5: Cach ding Page Break Preview
- Cdc dudng chi trong phan tich trang la d€ théng bdo cho ta bi€t, chiing khéng xuit hién
trong bdng in.
- Néu ta mudén chén cic dudng chi vao trong bing in, ta ¢ thé ding dudng ludi (xem thé
Sheet trong hdp Pape Setup) hodc cé thé ding dic tinh Border trong hdp thoai Format cell
(chon Home --> cells --» Format cells --> chon thé Border).
- Néu ta muén cii dit in d€ Excel in cho ta mét s& trang riéng biét, viéc cii dat cé thé phin
tich trang ti déng hay bang tay.
1. Néu né chira dirge md va ta muén xem hay hiéu chinh Page Break hi'y md irang bdng tinh.
2. Xdc dinh 6 cdn npdt trang
3. Chon Insert Pape Break tir thé Page Layout --> Page Setup --> Breaks

= N

Breaks |Background Print
¥ Titles

L+ 7]

¥

Insert Page Break

Remove Page Break

Reset All Page Breaks

4. Néu ta quyét dinh hily bd nhitng thay déi ma ta d& thuc hién, phyc héi trang géc va loai bé
cic Page Break ta chon mét 6 ngay bén phdi dudng phin trang, sau d6 chon Remove Page
Break tir thé Page Layout --> Page Sctup --> Breaks hoic chgn 1énh Reset All Pape Break



Bai 2: Quy dinh cdc théng s& vé trang in trong thé Page Layout
- Chon thé Page Layout --» Chon niit 1énh Pape Setup:

1sert Page Layout Formulas Data Review View

0 3 GOlas & &

Margins Orientation Size Print Breaks Background Print
ks K ks Area~ ks Titles

Page Setup "h

I. Thé Page Setup:

* QOrientation: chon hudng in.

+ Portrait: in doc.

+ Landscape: in ngang.

* Scaling: xdc dinh ii 1§ phong / thu so vdi kich thudgc chuin (Adjusi to... normal size) hodc in
vira vin vdi bao nhiéu trang do ta chi dinh (Fii to..page).

* Paper size: chon khé pidy.

*# Print Quality: chon d§ phin gidi khi in (phy thugc vio tirng mdy in cy thé)
* First page number: chon cich ddnh sé trang d4u tién (nén chon Auto).

* Print: bit ddu in.

* Print Preview: xem lai trang in.

* Option: xac dinh thém 1 s6 khic.

Page Setup

| Margins | Header/Footer | Sheet

Crrientation
(%) Portrait (" Landscape
Scaling

%) pdjust b %o normal size
Y Eik B |:| page(s) wide by l:l kall

Paper size: |Letter w |

Print quality: |3E|IZ| dpi w |

First page nurnber:

Prink. .. ] [Print Previeg] [ Options. .. ]

[ Ok ][ Cancel ]




II. Thé Margin
Xidc dinh 1€ cho trang in,
- Left: 1€ trdi cla Page Setup

trang in.
- Right: 1€ phai cia Top: Header:

trang in. lo7s 3] 0.3 3
- Top: 1€ trén ciia

Header|Footer | Sheet

trang in.
- Bottom: 1& dudi cia Left: o

trang in. 07 * 07 *
- Header: khodng cdch

tir Header dén 1€ gidy

teén nén nhé hdn Top. Bottom: —

- Footer: khodng cich tij lo7s %] 03 3

w

Footer dén 1€ pidy dudi  Center onpage
- Cenicr on page: chon [ Harizontally
hinh thitc canh giifa: [ pertcaly
+ Horizontally: in theo

Print... l ’Print Previem] [ Options. .. ]

chi€u ngang ciia khé
giﬁ‘:"’- I 0K l [ Cancel ]
+ Vertically: in theo

‘%]'@:U doc ciia khé gidy.

1. Thé Header / Footer: DAt tiéu dé cho trang in.
+ Custom Header: dat tiéu dé trén.
+ Cusiom Footer: dit tiéu dé dudi.

Page Setup

| Sheet

Page Margins |}

Header:

|(n0ne) v|
Custom Header. .. l ’ Custom Fooker ...

Fooker:

|(nu:une]l v|

] wifferent odd and even pages
(] oifferent first page

Scale with document

Align with page margins

Print... ] [Print Previem] [ Opkions, .. ]

[ ok ll Cancel ]




IV. Thé Sheet:

- Xdc dinh cdc théng s6 cho Sheet.

- Print Area: xdc dinh vung in.

- Print Titles: chon nhitng déng trén hodc nhitng cét trdi nao s& duge in 1ap lai 8 maéi diu
trang mdi (Rows to repeat top / Columns to repeat at left).

- Print: chi dinh cdc y&u 16 trén bdng tinh c6 duge in ra hay khéng.

+ Gridlines: bai / i1t in dudng ludi.

+ Back and white: in iring den.

+ Draft quality: in nhap.

+ Row and column headings: bat, tit in Heading (dong / c6t dia chi).

+ Comments: bit, tit in chi thich trong & (néu cd).

- Page order: chon thi iy in: in xudng tbi sang trdi (Down, then over) hodc in sang trdi
ri xudng (Over, then down).

Page Setup IEIVZ\

Page Margins | HeaderjFooter

Print area: | Rz
Frint titles

Rows ko repeat ab bop: |

Columns ko repeat at left: |

Print

[ wridines Comments: (Mane) v
2
I row and column headings
Page order
@ Diown, then aver Elér E E-I-'EE
(O Over, then down | ==} ===
E .Sl 35
Print... I [PrintPrevieﬂ] [ Cptions. .. ]
* Cdc thao tic nhanh:
- Chon thé Page Lavout. | i cotors -
- - = Fonts -
1. Nhém l€énh Themes: Themes (4]
.7 . . - Effects =
- Themes: chon kiéu dinh dang c6 sin. %F
. .o emes
- Colors: doi mau cho dé thi.
- Fonts: d6i mau chit.
- Effects: thé m hi¢u inp.
1sert Page Layout Formulas Data Review View

2. Nhém 1énh Page Setup: |:| 5 Ij @ = '__::gj '_:jl
E| | X 1

a. Margins --> Custom Margins:
E B Margins Orientation Size Print Breaks Background Print

Xdc dinh 1€ cho trang in. v v T Areav v Titles
Page Setup I—h
1. Orientation: chon hudng in. c. Size: Chon khé gidy in
Portrait: in doc. —
B3
Landscape: in ngang. =] [j

Orientation| Size

= | = = |
lj @ =) a L

Size | Print Breaks Backgrot :_-I Fartrait

I Area~ -

Letter -

FE

= Landscape




d. Print Area: xdc dinh ving in.
+ Set Print Area: x¢ét vung in.

+ Clear Print Area: x6a vung in.

<. Print Titles:

Chon nhitng dong trén hodc nhitng cdt trdi nio s& dugc in lap lai 3 mdi diu trang mdi

‘Hﬁﬂ le i

Print | Breaks Backgroun
Area - ke

g Set Print Area

Clear Print Area

(Fows to repeat top / Column to repeat at left).

1. In nhanh:
Dang 1€nh [Office Button]
--> Quick Print.

@anu :
jﬂew

:-ﬁ Convert @
Pa

Chuong 7.dc

Print

7 Open
Quick Print

Print Preview
Save

printing.

Save As B

Print [

Bai 3: Xem trude khi 1n
# Budc 1: Ding 1énh [Office Button | -2 Print --» Print Preview (Cid + I2).

# Budc 2: Chon cac nit 1€nh lién quan: P

+ Next Page: hi€n thi trang in k& ti€p (n&u cé).
+ Previous Page: hién thi trang in trwdce.

+ Zoom: phéng to 7 thu nhd.

+ Print: chuyén sang hép thoai Print.
+ Pape Setup: chuyén sang hép thoai Page Setup.

+§j \ F J‘
¥

—-/] Print Preview

Frint  Page

Setup
Print

+ Show Margins: bit /tit cac dudng bién cia 1€ va cét.
+ Close Print Preview: tit cta 6 xem trude khi in.

G over
H Save

.,—l Save As  k
ngd Frint [

Preview and print the document

Select a printer, number of copies, and
other printing options before printing.

Send the document directly to the default [%
printer without making changes.

Preview and make changes to pages before

_f; Mext Page

Show Margins

Preview

Preview and print the document

Print

Select a printer, number of copies, and
other printing options befare printing.

Quick Print

5end the workbook directly to the default
printer without making changes.

% Print Preview

Preview and make ch%ges to pages before
printing.

ks

Close Print
Preview

10



Bal1 4: In ra may in
* Bugc 1: Ding 1énh [Office Button | --> Print
* Budc 2: S dung cdc nit 1€nh chinh ¢6 lién quan:
- Printer (Name): chon tén mdy in va mét théng sé khic vé cau hinh mdy in.
- Print Ranpge: xdc dinh pham vi in:
+ All: in tdt cd cdc trang.
+ Pages: in tir (From) trang dé€n trang (To).
* Print Whai: chon déi tugng in:
+ Selection: in ph:’in hién dwge danh diu.
+ Active sheet: in sheet hién hinh.
+ Entire workbook: in it cd cic Sheet trén Book.

* Print to file: in thanh 1 file = &
dang nhj phin. @
* Number of Copies: xdc dinh j New Preview and print the document
s6 bé in. i\ Print
e . H - ~ Hg,lf] Select a printer, number of copies, and
Collate: Ch(_)ﬂ in theo “mg Open other printing options before printing. L
trang hay ting bd (phu thude % Quick Print Print (C
vi0 muc tlféﬂ). | I Save Hg,d Send the waorkbook directly to the default
' . . - printer without making changes,
* Properties: xdc dinh thém 1 B N
56 cdc thuge tinh khic. l Save As b :'-j' Preview and make changes to pages before

printing.

H'J__;[:u Print b

Bai 5: Cach diung Page Break Preview
- Cdc dudng chi trong phén tich trang 1a d€ théng bdo cho ta biét, chiing khéng xuit hign
trong bing in.
- Néu ta muén chén ciac dutng chi vao trong bdng in, ta cé thé ding dudng ludi (xem thé
Sheet trong hdp Page Setup) hodc cé thé ding dic tinh Border trong hdp thoai Format cell
(chon Home --> cells --> Formai cells --> chon thé Border).
- N&u ta muén cai dit in d€ Excel in cho ta mét s trang riéng biét, viéc cai dit ¢ thé phin
tich trang ty dgng hay bing tay.
1. Néu né chua duge md va ia mudn xem hay hi€u chinh Page Break hiy md irang bdng tinh.
2. Xdc dinh 6 cAn ngit trang
3. Chon Insert Page Break tir thé Page Layout --> Page Setup --> Breaks

==R=

Ereaks |Background Print
Ed Titles

L+

—

Insert Page Break

Remove Page Break

Reset All Page Breaks

4. Néu ta quyét dinh hily bé nhitng thay d6i ma ta di thuc hién, phuc héi trang géc vi loai bé
cic Page Break ta chon mgt 6 ngay bén phdi dudng phin trang, sau dé chon Remove Page
Break tir thé Pape Layout --> Page Setup -->» Breaks hodc chon 1énh Reset All Papge Break



Bii 3: Xem trnrde khi in
* Budc 1: Dung 1€nh [Office Button ]| --> Print --> Print Preview (Cirl + F2).

* Budc 2: Chon cac mit 1€nh lién quan: "/Dﬁ\" o - =
+ Next Page: hién thi trang in k& ti€p (néu cg). S p—

+ Previous Page: hién thi trang in trudc. N
+ Zoom: phéng to / thu nhé. L,E,;J ‘=

_.ﬁ. MNext Page E

_4 Previous Page

Hr. oy = H H Print  Page Close Print
+ Print: chuyén sang hgp thoai Print. Setop Show Margine | presicr
+ Page Setup: chuyén sang hép thoai Page Setup. Print Zoom Preview

+ Show Margins: bit /it cdc dudng bién cia 1€ va cét.
+ Close Print Preview: tdt cta s8 xem trude khi in.

."/[ _'El.i-\‘- - T il
i

Preview and print the document
j Mew
Print
4 @ Select a printer, number of copies, and 1
¥ Qpen other printing options before printing.

Quick Print !
| I Save [ 5end the workbook directly to the default

printer without making changes,

= ; Print Preview
H Saveds b § Preview and make ch%ges to pages before
printing.
Print 2

Bdi4: In ra mdy in
* Budc 1: Dung 1€nh [Office Bution | --> Print
* Budc 2: St dyng cdc nit 1énh chinh ¢6 lién quan:

- Printer (Name): chon tén mdy in va mgt théng s6 khic vé cdu hinh may in.
- Print Ranpe: xdc dinh pham vi in:

+ All: in 1At cd cdc trang.

+ Pages: in tir (From) trang dé€n trang {To).

*# Print What: chon déi tugng in:

+ Selection: in ph;'in hién duge danh diu.

+ Active sheet: in sheet hi€n hinh.

+ Entire workbook: in it cd cdc Sheet trén Book.

* Print to file: in thanh 1 file = =

dang nhi phin. @

* Number of Copies: xdc dinh

Preview and print the document

Print
[ Select a printer, number of copies, and

7 Open other printing options before printing.
- . . Print |

Hew

56 bo in.
* Collate: chon in theo tithg

[m]

“§
trang hay nirng bo (phu thugc Quick Print c
vdo muc trén). H save J;ﬁ Send the warkboak directly to the default

. . printer without making changes.
* Properties: xdc dinh thém 1

. — Is Print Preyiew
56 cac thudc tinh Khac. H Save ds b 4, Preview and make changes to pages before

printing.

Frint 3

12



Bai 5: Cach dung Page Break Preview
- Cdc dudng chi trong phén tich trang la d€ théng bio cho ta biét, chiing khéng xuit hien
trong bdng in.
- N&u ta muén chén cic dusng chi vio trong bdng in, ta cé thé ding dudng ludi (xem thé
Sheet trong hdp Page Setup) hodc cé thé ding dic tinh Border trong hdp thoai Format cell
(chon Home --> cells --> Formai cells --> chon thé Border).
- Néu ta mudn cai dat in d€ Excel in cho ta mét s6 trang riéng biét, viéc cai dit c6 thé phin
tich trang tw dng hay bing tay.
1. Néu né chira dirge md va ta mudn xem hay hiéu chinh Page Break hi'y md trang bdng tinh.
2. Xdc dinh 6 cdn ngit trang
3. Chon Insert Page Break tir thé Page Layout --> Page Setup --> Breaks

= =

Breaks |Background Print
¥ Titles

L+ 7]

e

Insert Page Break

Remove Page Break

Reset All Page Breaks

4. N€u ta quyét dinh hiiy bé nhitng thay d6i ma ta da thyc hi€n, phyc héi trang géc va loai bé
cic Page Break ta chon mgt 6 ngay bén phdi dudng phiin trang, sau dé chon Remove Page
Break tir thé Page Layout --> Page Setup --> Breaks hodc chon 1énh Reset All Page Break

Bai4:In ra miy in
* Budc 1: Dung 1€nh [Office Button | --= Print
* Bugc 2: St dyng cdc nit 1énh chinh c6 lién quan:
- Printer (Name): chon tén mdy in va mét théng s& khac vé cdu hinh mdy in.
- Print Range: xdc dinh pham vi in:
+ All: in i4t cd cdc trang.
+ Pages: in tif {(From) trang dén trang (To).
* Print What: chon déi tugng in:
+ Selection: in phan hién dugc danh dau.
+ Active sheet: in sheet hi€n hinh.
+ Entire workbook: in 14t cd cdc Sheet irén Book.

41

*# Print to file: in thinh 1 file P I, T
danp nhi phin. @
* Number of Copies: xdc dinh j Newr Preview and print the document
s6 b in. @ Print
) . - . ~u [ Select a printer, number of copies, and

Collate: Ch(_.‘-ﬂ in theo “‘mg 3 Open other printing options before printing. Ll
trang hay titng bd (phu thudc @  Quick Print Print [E
YAOQ Muc tl'éﬂ). | I Save @ 5end the workbook directly to the default

- . . - printer without making changes.

* Properties: xdc dinh thém 1 )\ Print Preview

e P - e { =
50 cac thuge tinh Khic. H Save As b ‘:ﬂ Preview and make changes to pages before
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Bai 5: Cach dung Page Break Preview
- Cdc dudng chi trong phin tich trang la d€ théng bio cho ta biét, chiing khéng xuat hicn
trong bdng in.
- Né&u ta muén chén cic dutng chi vao trong bdng in, ta cé thé ding dudng ludi (xem thé
Sheet trong hdp Page Setup) hodc ¢ th€ ding dic tinh Border trong hdp thoai Format cell
(chon Home --> cells --> Formai cells --> chon thé Border).
- Néu ta muén cai dit in dé Excel in cho ta mét s6 trang riéng biét, viéc cai ddt c6 thé phin
tich trang tw dng hay bing tay.

1. Néu né chira duge mé va ta muén xem hay hiéu chinh Page Break hiy md trang bang tinh.

2. Xdc dinh 6 cdn ngit trang
3. Chon Insert Page Break tir thé Page Layout --> Page Setup --> Breaks
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Ereaks |Background Print
Titles

Insert Page Break [%

Remove Page Break

Reset All Page Breaks

4. Néu ta quyét dinh hiy bé nhitng thay ddi ma ta d& thyc hién, phuc héi trang géc va loai b
cic Page Break ta chon mét 6 ngay bén phdi duSng phin trang, sau d6 chon Remove Papge
Break tir thé Papge Layout --> Page Setup --> Breaks hodc chon 1énh Reset All Page Break
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