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Bai 6: Trinh Bay Trang va In An

| - Muc tiéu: Trinh bay trang va In an
<> Triyh bay trang (Page Setup).
+ Inan.

Il - Trinh bay trang

1. Pinh dang trang in

MB&i khi tao file méi, trong ctra s6 vian ban dd c6 san mot trang gidy trang dé bat dau soan
van ban (thuong 1a gidy letter hoic gidy A4). Chi khi nao can dén chi tiét chinh xac hon
chung ta méi chon lai khd gidy khac.

Menu File chon 1&énh Page Setup... Xuét hién man hinh nhu hinh v& dudi day.

a) Chon loai giay - L&p Paper Size

Margins i P | Paper Source | Lawauk I

Paper size: rPreviey

ICustDm size j

Y

Width: f.5" =

Y

Height: 11" —

rientation————— S
* Partrait S
" Landscape

Apply to: IWhDIe document j
Default. .. | oK I Cancel |

Hinh 6.1: Hop hoi thoai Page setup 16p Page size

* Paper size: Chon loai gidy, kich thudc twong tng s€ hién ra trong width va height,
né€u chon custom phai cho s6 do kich thudc giay trong width va height.
e Orientation: Chon hudng in.
e Portrait: Gidy doc.
e Landsape: Gifiy ngang.
e Appy to: Chon pham vi 4p dung trang gidy trong vin ban.
b) Dat Ié cho trang in - L&'p Margins
e Top: Lé dinh cua trang in.
e Bottom: Lé day cua trang in.
e Left: Lé trai cua trang in.
e Right: L& phai cia trang in.
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Néu co6 dung 1énh Mirror Margins dé lam sach (tao tinh ddi xtng giita céc trang) thi 1énh
left va right s€ tr¢ thanh Inside va Outside.

Page Setup EHE |

Margins | Paper Size I Paper Source I Layouk I
Top: B = Preview
Bioktamm: 1" —~ =
Left: 1.28" = —
Right: |1 z5" E —_—
fautker: " = =
rom edge
Header: 0.5" —~
Footer; 0.5 &pply ko I'l.-'l.-'hule document j
r Mirrar margins Gutker position
[ 2 pages per sheet % |eft " Top
Default. .. | (a]4 I Zancel |

Hinh 6.2 : Hop hoi thoai Page Setup 16p Margins

e Gutter: Khoang cach danh dé déng gay sach.

e From edge: Khoang cach tir mép cua t& gidy dén Header hoic Footer.

e Mirror margins: Pat 1& dbi xung nhau. Néu Iénh nay c6 dung, glay s€ dugc phan
biét 1a co trang 1¢ va trang chan (Odd and Even), thuong ap dung dé in sach.

2. Header — Footer

Trinh bay phan dau va phan cudi cua trang in.
- Menu View chon 1énh Header/Footer... dé€ vao ctra sO Header/Footer c6 dang tuong tu
nhu hinh vé, lic nay van ban s€ chuyén sang mau xam.

- Nhip chon biéu tuong 1énh Switch Between Header And Footer CEIRE chuyén tir
Header sang Footer hoic nguoc lai.

- Biéu tuong 1énh Page Numbers dé cheén s6 trang tu dong vao vi tri con trd text.

Faooter

* Header and Fooker

.2 . Hinh 6.3: Header va Footer
- Biéu tugng 1énk
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- Biéu tuong Time & dé cheén gi0 hién hanh vao vi tri con tré text.

- Nhép nut 1énh Format Page Number dé chon cach dinh dang cho s trang.

Page HNumber Format |
Murmnber Farmat: m

™ Include chapter number

“hapter starts with skyle IHeading 1 'I
Ilse separator; I (hyphen) "I

Examples:  1-1, 1-A

Page numbering

o Zonkinue From previous seckion

" Start ak: I 5‘
(a4 I Cancel

Hinh 6.4: Hop hoi thoai dinh dang sb trang

o Number format: Chon dang s6 thir tu.
e Include Chapter Number: S6 trang s& dugc kém véi s6 chuong.
e Continue From Previous Section: S trang ndi tiép véi section trude do.
e Start at: S) trang dugc bat dau tir sb ...
C6 thé két hop gb ndi dung ngin va nhap biéu twong dé chén §6 trang hodc ngay gio vao
trong Header/Footer, day 1a mot Paragraph da duoc cai trudc 2 di€ém dung Tab.
Tab 1: Loai Center Tab c6 diém dung & giira (3”).
Tab 2: Loai Right Tab c6 diém dirng bén phai (6”).
Header/Footer ciing dugc trinh bay va trang tri nhu mot paragraph thong thuong. Phan
ndi dung go vao trong Header/Footer s€ hién ra khong thay doi & vi tr dau/cu01 moi trang in.

Viéc chén sd trang co tac dung tao ra sd trang ty dong ting 1én & mdi trang, néu c¢6 chén ngay
va gio thi cir moi lan mé file, ngay gio hién hanh s€ dugc hién ra.

3. In van ban tir MS Word

May in phai dugc chuin bi sdn sang nhu md cong tic ngudn, nap gidy... V4i cac may cai
Windows, néu chua cai dit may in, phai vao chire nang Settings | Printers tir Menu Start trén
man hinh Desktop d¢ thiét 1ap may in. Trong truong hop khong co6 may in that, nguoi dung
van c0 thé thiét 1ap mot may in gid dé sir dung dugc chirc nng Print ctia Word.

% Cach 1: Nhip biéu tuong 1énh Print S in tAt ca cdc trang trong cira s6 van ban hién

hanh.

% Cach 2: Nhiap menu File chon 1énh Print...

e Printer — Name: Chon tén mdy in.

e Page range: Chon pham vi in c4c trang van ban.

e Al In tt ca cdc trang trong vén ban.

e Current page: Chi in m¢t trang hién hanh.
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e Selection: Chi in doan van ban da duoc danh diu chon trudc do

Bai 6: Trinh bay trang va in dn

e Pages: In theo sd trang chon liya bang cach gd cac 5O trang vao, dung dau phay ()
dé phan cach céc trang roi rac, dung déu gach ndi () dé in cac trang lién tiép.

e Number of copies: Chon sb ban in.

e Print to file: Tinh ning d6i vin ban can in thanh file & dang ma nhi phan va co thé
dung I¢nh in ctia h¢ diéu hanh Dos d¢ in file nay.

CuuDuongThanCong.com

Enter page numbers andfor page ranges

separated by cammas. For example, 1,3,5-12

Sin.

Print EHER
rinter
Mame: |($nGFn-AccuSet w523 ;I Properties |
Skatus: Idle
Type: AGFA-AccuSEL w523
where: LPTI: I™ Prink ba file
Commenk:
age range —Zopies
o« al Murnber of copies: 2
- Current page " Selection
© Pages: I Hq 11 W Collate

Print what: IDocument

[

Print: I.O.II pages in range

options. ..

[

rZoom

Pages per shest:

|1 page 'l
Scale to paper size: IND Scaling vl

[ o 1]

Cancel

Hinh 6.4: Hop hdi thoai Print
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BAI TAP

Chon khd giéy A4, don vi do cm. Lé trai = 18 phai = 1é trén = 1& dudi = 2cm. Tao vin ban

dudi day va luu 1én dia voi tén bienban.doc.

CONG HOA XA HOI CHU NGHIA VIET NAM

Déc lap - Tu do - Hanh phiuc

BIEN BAN

DOI CHIEU CONG NO VA THANH LY HOP PONG
So: 99HP MB_PTTS

Hom nay, ngay 2 thang 10 nam 2002, dai dién hai bén s& la:
Bén A: CONG TY PANACO
Piachi  :333 Lé Van S¥, Quan 3, Tp. Hb CHi Minh
Dién thoai : ® 8222123
Do éng  : LE ANH, Ph6 Giam Déc 1am dai dién
Bén B: CONG TY TNHH 3V
Piachi  : 123 Nguyén Van Trdi, Quan 3, TP. H6 CHi Minh
Dién thoai : ® 8123456
Do ong : PHAN MINH, Giam ddc 1am dai dién
Hai bén tién hanh ddi chiéu ching tir va thanh 1y hop dong sé 99/HD_MB_PTTS ngay

26/10/99

Diéu 1: Duwa vao diéu 1 ctia hop dong, bén A di giao hang cho bén B gdm:

Stt Tén hang bVvT S Thanh tién'
luong
1 | Duong Bién Hoa Tan 200,50 100.000
2 | Bot ngot Ajinomoto Tén 25,000 80.000
3 | Bot ngot A-one Tan 100,000 220.000
4 | Gao Kg 10,25 140
Téng cong 540.000

Piéu 2: Bén B di thanh toan tién hang cho bén A

1. Phiéu thu 425 29/10/2002  150.000 USD

2. Phiéu thu 455+459+462 30/10/2002  180.000 USD
3. Phiéu thu 463  02/11/2002  210.000 USD

Dicu 3: Can ddi giita khoan no hai bén
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Tinh dén ngay 12/12/2002, bén A con ng bén B: 5.000 USD. Bén A sé& phai hoan lai cho
bén B ngay sau khi bién ban duoc hai bén ky.

Sau khi bén A thanh todn xong, hop dong dugc thanh 1y.

Bién ban dugc 1ap thanh 04 ban c6 gia tri ngang nhau, mdi bén giit 02 ban.

DAI DIEN BEN A DAI DIEN BEN B
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