DINH DANG FILE VAN BAN

Nhiéu khi ban loay hoay khéng biét lam thé nao dé quay duoc 1 trang ngang trong cd déng trang
van bdn. Hodc c& méi lan tao mét file méi ban lai phdi dinh dang lai € vén bén cho trang méic du
kich thuéc I€ 1an truédce va sau khéng thay déi,... Quén Tri Mang s& huéng dan ban céch dinh
dang €t

Nhiéu khi ban loay hoay khéng biét lam thé nao dé quay duoc 1 trang ngang trong cd déng trang
van bdn. Hodc c& méi lan tao mét file méi ban lai phdi dinh dang lai 1€ vén bén cho trang méic du
kich thuéc 1€ 1an truédce va sau khéng thay dai,... Quén Tri Mang s& huéng dan ban céch dinh
dang Ié trang, quay trang ngang, trang doc

v Cén 1€ van bén

Véo File\chon Page Setup... (Alt + F \ U)

d Xudt hién hép thoai Page Setup

Chon thé Margins (Alt + M)

Dién khoding cdch |é trang, néu ban chua déi lai don vi tinh thi don vi tinh méc dinh la inch.

Top: Lé trén
Bottom: Lé dui
Left: LE trdi

Right: L phdi



Header: Tiéu dé trang

Footer: Chén trang

Théng thuong Header va Footer s& khong thay ddi, méc dinh dé kich thuéc la 1,27cm dai véi dinh
dang l& trang A4

R Mirror margins: N&u ban mudn in 2 mét cé 1€ d6i xrng nhau trén 1 t& gidy

R 2 pages per sheet: N&u ban muén in 1 trang thanh 2 & gidy.

Apply to: Ap dung cho:

Whole document: Todin bé file vén bén

This point forward: Ap dung cho trang sau k& tir vi tri con tré dinh vi

Sau khi dat lai cac théng s8 cua |€, néu ban muén thiét l&p dinh dang 1€ nay cho céc file vén ban
sau nay thi kich vaio not Default... va trd |1 OK.

OK

v Quay trang doc, trang ngang

Véo File\chon Page Setup... (Alt+F \ U)



d  Xuét hién hép thogi Page Setup

Chon thé Paper Size (Alt + S)

Véi phén Paper Size, Width va Height ban nén dé méic dinh, 2 kich thuéc Width — Height ban cé
thé thay ddi duoc, nhung néu thay ddi qud nhiéu khi in s& phdi chon ding logi va kich thuéc gidy,
néu khéng ding van ban in ra s& bi mét ch.

Orientation: Dinh huéng kiéu trang

Portrait: Quay doc

Landscape: Quay ngang

Apply to: Ap dung cho:

Whole document: Todan bé file vén bdn

This point forward: Ap dung cho trang sau k& tir vi tri con tré dinh vi

Sau khi dat lai cac théng s8 cua |€, néu ban muén thiét l&p dinh dang 1€ nay cho céc file vén ban
sau nay thi kich vaio not Default... va trd loi OK.

OK



Meo: Trong file van ban cé nhiéu trang, ban chi muén quay ngang trang 1 hogc 1 s& trang & gitra

file van bén:

- ~ . . ) PV , o
bat dau dinh vi con trd & diém cudi cing & trang truéc mudn quay ngang,

Thyc hién thao téc quay ngang trang gidy lan luot trng buéc trén. Cha y: Phan Apply to ban cén
chon la This Point forward. Két qué: Toan bé nhirng trang sau vi tri con tré dinh vi s& duoc quay
ngang.

Tiép theo d& quay doc lai cdc trang sau, ban ciing cén dat con trd & vi tri cudi cling cta trang
ngang (truéc trang mudn quay doc). Thyc hién thao tac quay doc trang gidly va Phan Apply to
ciing chon la This Point forward.

S& dung phim Ctrl + F2 (File \ Print Preview) d& xem hinh &nh file van bén truéc khi in.

v Thiét lap tiéu dé trang, chan trang (header, footer) cia trang chdn riéng, trang 1é

riéng.

Véo File\chon Page Setup... (Alt+F \ U)

d  Xuét hién hép thogi Page Setup

Chon thé Layout (Alt + L)

Chon R Different odd and even. (Céch dét tiéu dé trang va chén trang ching t8i s& huéng dan tiép
trong cac phan sau)

OK



v Muén khéng c6 header, Footer & trang déu tién cia file van ban

Véo File\chon Page Setup... (Alt+F \ U)

d  Xuét hién hép thogi Page Setup

Chon thé Layout (Alt + L)

Chon R Different first page.

OK



