MOT A THU THUAT KHI IN VAN BAN TRONG MS WORD

MS Word: Trong thu lién hé gui vé ban quén tri QuanTriMang.com c6 mét s& ban hdi vé cach in
tai liéu trong Word nhu: Lam thé ndo dé in duoc 4 trang vén bdn trén cing 1 mét gidy? Lam thé
ndo dé khi in 2 trang vén bdn & 2 mét cla to gidy c6 |é bén trdi c&ugra

Dt |& cho trang chén, trang 1é nguoc nhau.

Trong trudng hop tai liéu cda ban cé rét nhiéu trang vén ban va ban muén in 2 trang vén
bdn vao 2 mét to gidly. Khi déng gdy tai liéu thanh quyén thilé cla c& quyén s& khong bi to nhé
l&ch nhau. Ldy vi dy trang van bén dat [€ la:

-Top: 1.5cm

- Bottom: 1.5 cm

- Left: 2.5cm

- Right: 1.5cm
1. Vao File / Page Setup...

2. Xuét hién hop thoai Page Setup, chon thé Margins:

Hay danh ddu b Mirror margins — Dét € cho trang chén, trang 18 nguoc nhau. (N6 khéng khéc gi
khi ban goi guong.)

3. K&t qud la trang van ban cda ban s& 6 1€ nhu sau:

Trang 1 c6 [é:
Top: 1.5cm
Bottom: 1.5 cm
Left: 2.5 cm
Right: 1.5 cm

Trang 2 ¢ [é:
Top: 1.5cm
Bottom: 1.5 cm
Left: 1.5 cm
Right: 2.5 cm



In 2 trang van ban trén cing mét mat gidy.
1. Vao File / Page Setup...

2. Xuét hién hop thogi Page Setup, chon thé Margins:

Ban hay danh déu lya chon b 2 pages per sheet — In 2 trang trén cung 1 sheet.

3. Sau dé ban in binh thudng.
4. K&t qud in s& gdp 2 trang trén man hinh word véo 1 mét gidy dat doc:

Véi céch lam nay thyc chét van chua dem lai loi ich gi cho ban.
In 2 trang vén bdn trén cing mét mét gidly (quay ngang & dp dung cho Office 2003)
1. Vao File / Page Setup...

2. Xuét hién hop thoai Page Setup, chon thé Margins:

Ban hay lya chon Book fold

3. Sau dé ban in binh thudng.

4. Két qud in s& gop 2 trang trén man hinh word vao 1 mét gidly dét ngang (Ban cé the déng thanh
sach vi & gitra 2 trang cé khodng céch lam chd déng gdy séch):

In nhiéu trang van ban trén cing mét mat gidy.

1. Ban vén soan thdo vén ban binh thuéng,
2. Vao File / Print (hodic dung 18 hop phim Ctrl + P): Bt ddu in tai ligu

3. Xuét hién hop thogi Print:

Trong hdp thogi ndy, ban cén chon & myc Pages per sheet — In n trang vaio cing mét mat gidly (n
=1,2, 4,6, 8, 16 trang). Trén hinh minh hoa l&: In 4 trang trén cing 1 mat gidy.



4. K&t qud ban s& in duoc nhiéu trang trén cung 1 t& gidly nhu sau:

Véi céch lam nay ban c6 thé in duoc 18i da 16 trang vén bdn trén cing 1 mdt gidy va tat nhién
kich thuéc chir s& bi nhd lai.



