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Thur vién tai liéu hoc tip, tham khio online 16n nhét

Moi cac em hoc sinh cling quy thdy ¢ gido tham khao ngay hudng dan giai bai tap Tin hoc 16p 7
Bai thuc hanh 7: In danh sach 16p em ngén gon va day du nhit, dugc ching toi bién soan va chia

s¢ duoi day.

Bai 1 (trang 75 SGK Tin hoc l6p 7)

Kiém tra trang tinh truéc khi in

Mo bang tinh Bang_diem_lop_em (da luu trong bai thyc hanh 6).

Str dung 1énh Page Layout trén dai 1énh View dé xem trang tinh trude khi in. Quan sat sy thay

doi ctia man hinh va cac doi tugng trén man hinh.

Str dung cac thanh cudn dé 1an luot xem céac trang in. Kéo tha con trugt goc phai, phia dudi man

hinh dé phong to hodc thu nho cac trang in va kiém tra tong thé trang in.

100% (=) (+)
- L

Str dung 1énh Page Break Preview dé xem cac ddu ngit trang.

Ghi nhén lai cac diém chua hop 1i vé ngat trang va liét ké cac hudng khac phuc nhitng diém chua

hop i 6.
Tra loi:

Em mé thu muyc luu tép Bang_diem_lop_em va nhay dap chudt trén biéu twong cia tép:
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a) Trong dai 1énh View, nhay chudt chon 1énh Page Layout dé xem trang tinh trudc khi in:

@j H9-¢~-|s Bang_diem_lop_em - Microsoft Exc

Home Insert Page Layout Formulas Data Review View

| N\ 'E—%J £33 New Window [
i e = Arrange Al T

| Al Page Break Preview 5 e

A

I:[] Custom Views S T | mm AmrAnge Al
Pai& Show ' Zoom 100% Zoomto | . =
Lay 3] Full Screen v Selection o Freeze Panes ~ [
Woarkbook Views Zoom
Page Layout View
Al View the document as it will D E F G
1 ’ appear on the printed page,

o 2 -
Use th t h
besinand ene.ongtavicw . ICARANIERENREEY

headers or footers on the page.

n s WN

Str dung thanh cudn dé 1an luot xem céc trang in. Kéo tha con truot goc phai, phia duéi man hinh

dé phong to hodc thu nho cac trang in va kiém tra tong thé trang in.
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b) Trong dai 1énh View, nhay chudt chon 1énh Page Break Preview dé xem céc dau ngét trang:
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®| 90|z Bang_diem_lop_em - Microsoft Excel

n Home Insert Page Layout Formulas Data Review ‘ View ‘

EE A Paqe Break Preview| (o Q 233 New Window [ 1) E
IR (o | | o m

5

15| Custom Views = = Arrange All a;

Normal Page Show Zoom 100% Zoomto & Save Switch Macros
Layout ) Full Screen \ 4 Selection | G Freeze Panes ~ [] 414 Workspace Windows * -
Workbook Views Zoom ‘ Window Macros |
) H15 | page Break Preview l (Y
4| A View a preview of where pages will F G H 1 J | K 55

break when this document is

¢) Cac diém chua hop li vé ngat trang: cot H khong c6 dit liéu can in nhung van duogc in néu in

trang tinh.
— Céac cach khic phuc:

- Cach 1: biéu chinh do rong cac cdt, cac hang, c¢& chir, kiéu chit,... tir cot A dén cot G dé trang

tinh c6 do rong bang do rong trang in.

- Céch 2: Pua con tré chudt vao ddu ngit trang khong hop 1i, kéo tha diu ngit trang cho hop li

v6i trang tinh:

Website: https://tailieu.com/ | Email: info@tailieu.com | https://www.facebook.com/KhoDeThiTaiLieuCom



https://tailieu.com/
https://www.facebook.com/KhoDeThiTaiLieuCom

AI LI EU'COM Thu vién tai liéu hoc tip, tham khao online 16n nhat

@] ﬂ L B IR K Bang_diem_lop_em - Microsoft Excel — O K
Home Insert Page Layout Formulas Data Review View v 0 o @B R

K13 - (= £ | v

M 4 » M| Sheetl / Sheet? . Sheet3 ~¥J ~

Bai 2 (trang 75 SGK Tin hoc 16p 7)

Thiét dit 18 trang in, hudng gidy va diéu chinh cac déu ngit trang
Trong bai ndy em van tiép tuc sir dung bang tinh Bang_diem_lop_em.
Tra loi:

a) Trong dai 1énh Page Layoutnhdy chudt vao nat'* phia dudi, bén phai nhom 1énh Page
Setup d¢ mo hop thoai Page Setup. Trén trang Margins ctia hop thoai, quan sat cac thong sb

ngam dinh:
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Thu vién tai liéu hoc tip, tham khao online 16n nhat

Page Setup b (.
& 2
Page HeaderfFooter  Sheet e = @_
Top: Header: =
0.75 -+ 0.3 5 Arange
L
Left: Right: H =
0.7 5 0.7 s E
Bottom: Footer:
0.75 |3 03 B
Center on page | 4
[] Horizontally
[] vertically
Print. F‘rintPre\rietj| | Options... |
w
I oK ] Cancel | = | r_lﬂ
P A

— Céc thong s0 ngam dinh trong cac o:

+ Top: 0.75

+ Bottom: 0.75

+ Left: 0.7

+ Right: 0.7

Thay ddi cac thong sb Top, Bottom, Left va Right tvong Gng thanh 1.5, 1.5, 2 va 2 va nhay

chuot OK:
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(]| & 9 - dPage Setup ? X &
Page | [Margins | | HeaderfFooter | Shest | c@ =@ %
Top: Header: &G
’1'5 '%| ,0'3 i.“‘ Arrange
B v
Left Right: L (7] =
2 [ 2 [+ =
Bottom: Footer:
1.5 4 0.3 & =
Center on page
[J Horizontally
[ vertically
Print... PrintPreview = Options... |
. ‘ ' x
M 4 » ¥ Sh¢ [Tl l S )JI]
| Ready | Ay i_oA;@ it

Trén trang Margins ctia hop thoai Page Setup c6 hai lua chon khac ¢ phan duéi trang. Panh dau

cac 6 nay co tac dung can gitra ndi dung trén trang in:

can giira theo

chiéu ngang smtefmpage
Horizontally
can giwra theo

chiéu ding

Panh dau 2 6 nay, két qua nhan dugc:
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1. Quan sat va ghi nhan thiét dit ngdm dinh Portrait trén trang Page cta hop thoai Page Setup:

- Adjust to: 100% normal size.

- Fit to: 1 page(s).

- Wide by: 1 tall.

- Paper size: Letter.

- Print quality:

600 dpi.

- First page number: Auto.
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Themes I . O Landscape Arrange
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Scaling
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2. Panh dau chon 6 Landscape va quan sat su thay doi vé cach hién thi trang in.

Mb—ﬁam_diem_lop_em - Microsoft Excel — O x
Office Excel 2010: £nh dang trang va in bang tinh |
GO IS PagE TayouT . Formulas Data Review View v@ o P =

D8 - f| 8 v
' = | 1 !-l-_u.u_-luln_n_-_- -_u_u_-l-l- u_u_-l-l-u_u_u_-l-_:_u_ul- -u_u_u_-E
=
€
E
; -
M 4 » M| Sheetl ~Sheet2 .~ Sheet3 ~ ¥J (4] i | » [
Ready | B —C

Website: https://tailieu.com/ | Email: info@tailieu.com | https://www.facebook.com/KhoDeThiTaiLieuCom



https://tailieu.com/
https://www.facebook.com/KhoDeThiTaiLieuCom

AI LI E U 'Co M Thu vién tai liéu hoc tip, tham khao online 16n nhat

— Trang in dugc dinh dang in theo chidu ngang khi danh du chon 6 Landscape.

3. Pit lai huéng gidy ding: Panh ddu chon 6 Portrait trén trang Page ciia hop thoai Page

Setup va nhay chon OK:
FEHE D~ 1= Bang_dienl'l_lup_em - Microsoft Excel — O *
Home Insert Page Layout Formulas Data Review View v@oP R
D8 - fe 8 v
; Biagdiia lig T8 i ™
b= n 3
ETTT |
E -
M 4 » M| Sheetl ~Sheet2 . Sheet3 . ¥J [T« i | » ]
Ready | 1@] 20% (:)_;\)_.4@ o

¢) Kiém tra lai cac trang in bang ché d6 Page Break Preview.

Trong dai 1énh View, nhay chudt chon 1énh Page Break Preview:
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Xid9-o-|s

Mme Insert Page Layout Formulas Data Review View |
D IQ‘U [zg [¥] Ruler Formula Bar

Normal Page |Pagé®reak| Custom Full Gridlines Headings Zoom 100%
Layout | Preview Views Screen
Workbook Views Show \ Zoom

E10 Page Break Preview

- A View a preview of where pages will ,U [ __E
- L break vfhen this documer‘\)t 3 Lafmiiniy] _ldak aaln
2 1 HL printed. NAM  THAIBINH
[ 2N : NAM  THANHHOA
4 3 TRANTUANANH 21337 NAM  HANGI
(| 4 TRINHHOANG ANH__) »~ 25/0%3977] NAM  HANOI
B S LEVANBAD I CAuphsar | mnaM BACGIANG
i 6 PHAM QUANG CHIEN Fhonss? NAM  BACGIANG
8 7 NGUYENHUD CONG 6181397 MAM  NGHE AN

9 8 LEHUY CUONG 1541997 NAM  HAIDUONG
10 | 3 DAD ANHDANG 221031397 NaM__ JHANOI

n 10 VU TIENDAT 241121337 NAM  HANOI

12 11 PHAM DUY 8INH 39T NAM  THAIBINH
aan 12 NGUYEN XUANDUC 191031397 MAM  HANOI
" 13 NGUYENHUY DONG 171041996 NAM  HANOI

15 14 PHAM TRUNG DONG 121211397 NAM  THAIBINH
1B 15 TRIEU KHUONG DUY 201071397 NAM  THANHHOA
17 16 NGO QUANG HAI 1911337 NAM  THAIBINH
18 17 NGUYEN CONG HAU 281051997 NAM  NAMBINH

d) Thoat khoi ché do hién thi Page Break Preview va luu bang tinh.

Trong dai 1énh View, nhay chudt chon 1énh Normal dé thoat khoi ché do hién thi Page Break

Preview:
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9=
nﬂome Insert Page Layout Formulas Data Review } View \

& : :§§| V] Ruler Formula Bar Q :

|
Page Page Break Custom Full Gridlines Headings ’ Zoom 100% Zo

HLL

100)

> |Layout Preview Views Screen Sels
Workbook Views Zoom

Show

Normal View K

View the document in Normal view.

Nhay chudt vao nl'ltn & goc trai bén trén cira sd Excel dé luu bang tinh:

XIR9-~-|
Save (Ctri=S)

Insert Page Layout

| = = |
Normal| Page Page Break =Custom Full
Layout Preview Views Screen

Workbook Views

Uil

Bai 3 (trang 77 SGK Tin hgc 16p 7)
Dinh dang va trinh bay trang tinh

M¢ bang tinh So_theo_doi_the_luc da duoc diéu chinh cac hang va cot dugc luu trong Bai thuc

hanh 5.
Tra loi:

Em mé thu myc luu tép So_theo_doi_the_luc va nhay dip chudt trén biéu tuong cua tép:
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A v | Desktop o O X
Home Share View v 0
- v 4 I8 > MyCo... > Desktop v O Search Desktop P

~
24 Name Date modifie
v 3 Quick access El-' """"" i RN
24 Slide-VXL 12/1/2017 2:¢
& Downloads 2 il
= o &) So_theq-doi_the_luc 12/3/2017 11
%<| Documents o S
e #] So_Tiet_Kiem 12/4/2017 10
&=| Pictures » @ Tin hoc 7 Type: Microsoft Excel Worksheet /472017 1;
" | Authors: Windows User '
g i ) 172017
I Desktop EIVXL | Sie 10.3KB D/1/2017 11 &
L G T Date modified: 12/3/2017 11:37 AM >
25 items gzl &
a) Dinh dang trang tinh
| A | B | c D E _ F G
1 Danh sachlé&p em
2
3 |Stt Hovatén Dia chi bign thoai MNgay sinh Chigu cao (m) Nang (kg)
4 | 1 9inhVanHoang Anh 1988 Hoang Hoa Thdm, Ha N6i (043)-846-17-23  5/12/2004 1.50 36
S | 2 L&ThiHoaiAn 2/1/2005 1.48 35
6 | 3 LaThaiAnh 30/4/2004 1.58 41
7 | 4 Pham Nhu Anh 3/2/2005 1.49 a7
8 5 viiviétAnh 15/9/2005 1.52 36
9 | 6 Pham Thanh Binh 8/3/2004 1.55 40
10| 7 Tran Quéc Binh 6/5/2004 1.52 42

- Budc 1:Gop khéi A1:G1 thanh mot 6: Kéo tha chudt chon khdi A1:G1 va nhay chudt chon

lénh Merge & Center dé g6p o:
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>+ M- |7 So_theo_doi_the_luc - Microsoft Excel - O X '
Home Insert Page Layout Formulas Data Review View o 0 o @ =R
:—3 }; Calibri - 11‘ : z f !r%l :;'j‘ General A 39lnset v X v l;r Lﬁ
et b BZU- Ax EFIH $ -~ % Ses 3‘*‘ Delete ~  [g]~ s;n el
- & | B | A oI A I - [EiFormat~ 2~ Fiiter~ Select~
Clipboard 1 Font P) Alignment P Number . Cells Editing
Al hdl - 5 | Danh s& Merge & Center | 1
Al B ‘ C Joins the selected cells into one F | Iz
lExcel larger cell and centers the contents
Sl DanbiEich 16p em |11 2 inthe new cell,
2 This is often us_ed to create labels
3 ‘Stt Ho va tén Dia chi o that span multiple columns, cao (m) Ning (kg)
4 1 Binh Van Hoang Anh 198B Hoang Hoa T 1[ 2 1.50 36
5 2 Lé Thi Hoai An 1.48 35
- Budc 2: Dinh dang vin ban trong cac 6 tinh v6i phong chit, ¢& chit, kiéu chit va mau chii:
Al B | c | D | E | F G
. Danh sach I&p em
2
3
4 1 Binh Van Hoang Anh 198B Hoang Hoa Tham, Ha N§i (043)-846-17-23  5/12/2004 1.5 36
5 2 L& Thi Hoai An 2/1/2005 1.48 35
] 3 L& Thai Anh 30/4/2004 1.58 41
7 4 Pham Nhw Anh 3/2/2005 1.49 37
8 5 Vi Viét Anh 15/9/2005 1.52 36
5 6 Pham Thanh Binh 8/3/2004 1.55 38
10 | 7 Tran Qudc Binh 6/5/2004 1.52 38
11 8 Ngu',rén Linh Chi 12/3/2003 1.48 a7
12 9 vii Xuin Cwong 5/72004 1.51 38
13 | 10 Tran Qudc Dat 20/12/2004 1.52 40
14 | 11 Nguy&n Anh Duy 9/5/2004 1.51 39
15 | 17 Novwdn Trung Ning 11172005 157 29

- Budc 3: Can 1@ dit liéu:
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A B C D E F G

Danh sach I&p em

1

2

3

4 | 1 BinhVanHoang Anh 198B Hoang Hoa Tham, Ha N§i (043)-846-17-23  5/12/2004 1.5 36

5 | 2 LéThiHoaiAn 2f1/2005 1.48 35

6 3 LéTh&iAnh 30/4/2004 1.58 41
~7 | 4 Pham Nhw Anh 3/2/2005 1.49 37
ﬂ 5 wviivigt Anh 15/9/2005 1.52 36

9 | 6 Pham Thanh Binh g/3/2004 1.55 38
10 | 7 Trén Qudéc Binh 6/5/2004 1.52 38
11 8 Nguy&n Linh Chi 12/3/2003 1.48 37
12 | 9 Wi Xuén Cuwong 5/72004 1.51 38
13 | 10 Tran Quéc Dat 20/12/2004 1.52 40
14 | 11 Nguyén Anh Duy g/5/2004 1.51 39
15 | 12 Nguyén Trung Dling 1/11/2005 1.52 39

- Budc 4: Dinh dang dir liéu s dudi dang thap phan:

A B C D E F (<]
Danh sach I&p em

1

2

3 |

~ 4 | 1 DinhVanHodng Anh 198B Hoang Hoa Tham, H3 NI (043)-846-17-23  5/12/2004 1.50 36
5 | 2 L&ThiHoaiAn 2/1/2005 1.48 as
6 | 3 LéThaiAnh 30/4/2004 1.58 41
7 | 4 Pham Nhv Anh 3/2/2005 1.49 a7
8|5 vii Viét Anh 15/9/2005 1.52 36
_ 9 | 6 Pham Thanh Binh 8/3/2004 1.55 38
10| 7 Tran QudcBinh 6/5/2004 1.52 38
(11| 8 Nguyén Linh Chi 12/3/2003 1.48 37
12| 3 VU Xuin Cuong 5/72004 1.51 38
13 | 10 Tran Quéc Dat 20/12/2004 1.52 40
14 | 11 Nguy&n Anh Duy 9/5/2004 1.51 39
15 | 12 Nguyén Trung Diing 1/11/2005 1.52 a9

- Buoc 5: To mau nén:
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A B C D E F G
) Danh sach I&p em
2
3 Dién thoai Ngay sinh Chigéu cao (m)Ning (kg)
4 | 1 DinhVanHoang Anh 198B Hoang Hoa Tham, H3 NGi (043)-846-17-23  5/12/2004 1.50 36
5 2 Lé&ThiHoai An 2/1/2005 1.48 35
6 | 3 L&ThdiAnh 30/4/2004 1.58 41
7 4 Pham Nhu Anh 3/2/2005 1.49 37
8 5 VUViétAnh 15/9/2005 1.52 36
9 6 PhamThanh Binh 8/3/2004 1.55 38
10| 7 Tran QuécBinh 6/5/2004 1.52 38
11 8 Nguyén Linh Chi 12/3/2003 1.48 37
12 | 9 Vi XuanCuong 5/72004 1.51 28
13 10 Tran QuécPat 20/12/2004 1.52 40
14 | 11 Nguyén Anh Duy 9/5/2004 1.51 39
15 12 Nguyéen Trung Ding 1/11/2005 1.52 39
b)

1. Xem trudc trang in: Trong dai 1énh View, nhay chudt chon 1énh Page Layout dé xem trang

tinh trude khi in;

X d9-~-|= So_theo_doi_the_luc - Microsoft Excel - X
Home Insert Page Layout Formulas Data Review View 6@ o@ =
EEH N e | eENewWindow [ 13 1
= ey (%)) (9 = | =0 2
1@l = Arrange All —1 | @] —
Normal Pad& Show | Zoom | ) Save Switch Macros
Layout | =] . y T Freeze Panes - 71 A4 Workspace Windows ~ -
Workbook Views Window Macros
Page Layout View 1.58 v
— |
; = = = =l
View the document as it will o) R % L[ 7
appear on the printed page. o ==t ¥ s LRSS SRUEE B ==
L Use this view to see where pages
- begin and end, and to view any bdhoador
headers or footers on the page, .
B - Ioép em
2
| 3 Ste Dia <M Dila thosi Ngiy sinhide cao (ing (k4 _
4 1 DinhVanHodngfn 1986 HodnqHoa Thim, HIN (043)-346-17-2 541272004 150 36
=1 5 Z LETN Hedidn ZHIZ00S 1.48% 35
] 3 L ThéiAnk sorarzo0d_15¢ .l 4 —
= T 4 PhamNhs Ash 2202008 149 7 =
o $ 5 WVArAnh 150922005 152 3%
L) £ Pham Thanh Einh 302004 158 38
T~ 10 T TrdnQuicEinh £0502004 152 3%
™ 1 % Mauy¥nLinh CM 120202002 148 27
—- 12 9 WHeinCoong 572004 151 3%
= 13 10 TrdnQuicDar 2041202004 152 40
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2. Kiém tra cic ddu ngit trang: Trong dai 1énh View, nhdy chudt chon lénh Page Break

Preview dé xem cac d4u ngit trang:

@l H9~-|s So_theo_doi_the_luc - Microsoft Excel - O X
Home Insert Page Layout Formulas Data Review View | A 0 o @ X
E 222 I | \ 3 Q g New Window [= 1) == % .
e I = Armange Al T | ] H g
Normal Page _ | Show Zoom Save Switch Macros
Layout 'S T (I B Freeze Panes ~ ] 214 Workspace Windows v -
Workbook Views | ‘ ; Window Macros
F6 | page Break Preview Y.

= View a preview of where pages will
D@ oreak when this document is
printed.
T —oien tnoal rqay SINNEU C20 Olang (k)

T

3. Thiét dat huéng trang ngang dé in hét cac cot trén mot trang.

Trong dai 1énh Page Layout nhay chudt vao nut “ phia dudi, bén phai nhom 1énh Page Setup dé
m& hop thoai Page Setup. Panh ddu chon 6 Portrait trén trang Page ciia hop thoai Page Setup va
nhay chon OK:

Website: https://tailieu.com/ | Email: info@tailieu.com | https://www.facebook.com/KhoDeThiTaiLieuCom



https://tailieu.com/
https://www.facebook.com/KhoDeThiTaiLieuCom

LIAILIEU.COM

Thu vién tai liéu hoc tip, tham khao online 16n nhat

@9~

Orientation

O portrait (@ Landscape

Scaling

@ Adjustto: |76 % % normal size

O Fit to: 1 % page(s) wide by |1

— O

6@ o @ R

Headings
View
Print

ions |

Arrange

v

Paper sige: | Letter

Print guality: |600 dpi

[<][<]

First page number: | Auto J

| | PrintPreview | | Options... |

| | concel |

4. Thiét 1ap 18 thich hop va lua chon dé in ndi dung gitta trang gidy theo chiéu ngang:

Trong dai 1énh Page Layout nhay chudt vao nut “ phia dudi, bén phai nhom Iénh Page Setup dé

m& hop thoai Page Setup. Trén trang Margins caa hop thoai, thay doi cac thong sé Top, Bottom,

Left va Right cho phii hop va nhay chudt chon Horizontally dé in noi dung giita trang gidy theo

chiéu ngang:
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@lﬂ i ™ {Page Setup ? X B O
[ 3
M Page  Margns Header[Footer  Sheet @-7
A aj n" L Tk : Headings i
|lenzuss ' ::—"ﬂ‘_ l*legdei"_' View
Themes Ma :’_2 t‘j 0.3 = Arrange
- [ [7 Print .
Themes tions I
H14 = v
i Left: Right: SlEEE=IT
1 I (15 B (15 ] =
> —
3 .
4
5
el
- Bottom: Footer
5 2 & 03 3 -
:? Center on page
£ [MiHorizontaly;
- [ vertically
Print... | | PrintPreview || Optons... |
&
(o< ][ et | > |
Ready ik B

¢) Luu bang tinh va thyuc hién 1énh in dudi sy huéng dan cua giao vién.

Mo bang chon File , chon e sove de luu thay doi cudi cung trong tép bang tinh:
@l H Y-~ s So_theo_doi_the_luc - Microsoft Excel
Home Insert Page Layout Formulas Data Review
A Savek

Information about So_theo d...

Bl save As o :
C:\Users\Administrator\Desktop\So_theo_doi_the_|u...

(L7 Open
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