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Tai liéu nay thudc loai sach gido trinh nén cac nguon thong tin ¢ thé duoc
phép diing nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khao.
Moi muc dich khac mang tinh Iéch lac hoac sur dung véi muc dich kinh doanh
thiéu lanh manh s& bi nghiém cam.
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LOI GIOI THIEU
Trong nhitng nam qua, day nghé da c6 nhiing budc tién virot bdc cd vé sé lurong
va chdt liong, nham thyc hién nhiém v dao tao nguon nhan lyc ky thudt truc tiép dap
#ng nhu cau xa hgi. Cung vdi s phat trién cia khoa hoc cong nghé trén thé gidi, linh
vuc COng nghé thdng tin ndi chung va nghé Quan tri mgng may tinh ¢ Viét Nam noi
riéng da c6 nhing budc phat trién dang ké.

Churong trinh khung quéc gia nghé Quan tri magng may tinh d@a duroc xay dung trén
co' s¢ phan tich nghé, phan kj thudt nghé duoc két cau theo cac modun. Pé tqo diéu
kién thudn lgi cho cac co s¢ day nghé trong qua trinh thyc hién, viéc bién soan gido
trinh kj’ thudt nghé theo cac mddun dao tqo nghé 1a cap thiét hién nay.

M@ dun 07: Tin hoc Van phong 1a md dun dao tao nghé duroc bién sogn theo hinh
thize tich hop Iy thuyét va thec hanh. Trong qua trinh thuc hién, nhém bién sogn da
tham khdo nhiéu tai liéu trong va ngoai nuéc, két hop véi kinh nghiém trong thuc té.

Mac du c6 rat nhiéu cé gang, nhung khong tranh khéi nhing sai sét, rat mong
nhdn dwoc si dong gop Y kién cua doc gia dé giao trinh duwroc hoan thién hon.

Xin chan thanh cam on!
Ha Noi, ngay 25 thang 03 nam 2019
BAN CHU NHIEM BIEN SOAN GIAO TRINH

NGHE: KY THUAT SUA CHUA LAP RAP MAY TiNH
TRUONG CAO DANG NGHE KY THUAT CONG NGHE

Tham gia bién soan

1. Chu bién Phang Sy Tién Truong khoa
2. Tap thé Giang vién Khoa CNTT

Moi thdng tin @ong gop chia se xin gui vé hom thu tienphungktcn@gmail.com, hogc
lién hé so dién thogi 0913393834-0983393834
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GIAO TRINH MO PUN

Tén mo dun: Tin hgc van phong

Ma md dun: MDSCMT 09

Vi tri, tinh chat, y nghia va vai tro ciia mé dun :

Vi tri: M6 dun duoc bé tri sau khi sinh vién hoc xong cac mén hoc chung, Anh vin
chuyén nganh, tin hoc dai cuong va truéc cac mén hoc, mé dun dao tao chuyén
moén nghé.

Tinh chat: La mo dun ky thuat co so nghé.

Y nghia va vai trd cua md dun: Pay 1a md dun dao tao chuyén mén nghé, cung
cap cho sinh vién céc k§ nang co ban nhat ciia nghé Quan tri mang may tinh.

Muc tiéu cia mé dun:

Vé kién thuc:

+ Nim duogc cac cach soan thao cac vin ban theo dung tiéu chuan, quy céch trinh
bay van ban

V& k§ niang o q

+ Su dung thanh thao phan meém soan thao van ban (Microsoft Word) dé tao cac
tai liéu dat tiéu chuan van phong.

+ Su dung thanh thao phan mém bang tinh (Microsoft Excel) dé tao lap, biéu dién
cac kiéu dir lieu: sd, chudi ky tu, thoi gian, biéu dd...

+ Sir dung thanh thao phan mém trinh dién (Microsoft PowerPoint) dé tao lap, trinh
diZn béo cao, chuyén dé& mot cach chuyén nghiép

Vé ning lyc tu chu va trach nhiém:

+ Nhanh nhen, linh hgat trong thao tac soan thao van béng, bang tinh.‘ ‘

+ Tu hoc, sang tao dé binh tinh khi thuyét trinh véi su ho tro cia phan mém may
tinh

Noi dung ciia mo dun:

R Thoi gian
'??I' Tén céc bai trong mo dun Té[]g Ly’ Thuc | Kiém
i) thuyét | hanh tra*
1 K§ thuat soan thao van ban 15 2 13
2 | Xu ly bang biéu (Table) 5 2 2 1
3 | Baomatvalnan 5 1 4
4 K¥ thuat xur ly bang tinh. 5 1 4
5 | Ham va Truy van dix liéu 25 3 21 1
6 | Do thivalnan 5 1 4
7 Tong quan Powerpoint 5 1 4
8 | Hiéu tng va Trinh dién 10 3 6 1
Cong 75 15 57 3




BAI 1: KY THUAT SOAN THAO VAN BAN
M3 bai: MPSCMT 09.1

Gigi thiéu:

Bo6 Microsoft Office 2003 ngudi s dung quen thudc véi thanh menu chuan
nam & phia trén cira s6 thi Microsoft Word 2010 sir dung thanh menu theo giao dién
Ribbon, cac chuc nang sé duoc chia ra theo ting tab riéng biét trén menu. Ngoai
nhitng tinh nang co ban, phan mém soan thao van ban con cung cap cho nguoi sir dung
nhiing tinh nang gilp nguoi sir dung co thé giao tiép véi cac trinh tng dung khac.

Muc tiéu:
- Tr]nh bay duogc trinh soan thao van ban
- Nam duoc cac thao 'géc can ban trén mot tai liéu
— St dung duoc cac doi twong va higu tmg deé trinh bay van ban
- Nam duoc cac cach thac dinh dang van ban
- Nhanh nhen trong thao tac go van ban.
- Thich tha vé nhitng tién ich ho trg soan thao van ban nhanh.
Noi dung chinh:
1. Giéi thiéu Microsoft Word

Muc tiéu:
- Gidgi thiéu giao di¢n, chic nang céc tab trén thanh menu

Véi thanh menu theo giao dién Ribbon, c&c chirc nang sé dugc chia ra theo tirng
tab trén menu, khéng hién thi ra toan bo nhu kiéu menu cii 2003

Hinh 3.1: Menu Ribbon trén Word 2010

Thanh Ribbon ¢6 3 thanh phan can ban:

1. Tab (thé) c6 8 Tab co ban nim ngang phia trén, mdi Tab dai dién cho mét ving
hoat dong.

2. Group (nhém) mdi Tab bao gdm nhiéu Group tap hop cac di tuong c6 lién quan
mat thiét vai nhau.

3. Command (Iénh) mdi Command c6 thé 1a mét nit, mot ving dé nhap noi dung
hoic mot Menu (trinh don). Moi tha trén mot Tab déu duoc lva chon can than dya
trén céac hoat dong cua nguoi dung. Vi du Tab Home chira nhiing lénh c6 tan suat st
dung nhiéu nhit chang han nhu céc 1énh trong nhém Font @ dinh dang van ban nhu:
Font, Font Size, Bold, Italic, v.v...



2. Céac thao tac can ban trén mét tai liéu

Muc tiéu:

- Trinh bay céc thao tac co ban tao méi, mé, két thic van ban

- Trinh bay céac thao tac vai chuét va ban phim

2.1. Tao mgt tai ligu mai va ghi luu

Thong thuong sau khoi dong Word, mot man hinh trang xuat hién. D6 1a tai lieu mai
ma Word ty dong tao ra. Tao mai gom céc cach sau day:

+ Nhan chuét vao Microsoft Office Button (hozic Tab File), chon New, nhan dlp chudt
vO muc Blank document.

+ Nhan t6 hop phim tat Ctrl + N

Tao mét tai liéu moi tir mau c6 san: Nhan Microsoft Office Button (hoic Tab File),
chon New. Nhan nut Create dé tao mot tai liéu méi tir mau da chon.

Hinh 3.2 : Tao ma&i van ban

Miic dinh lwu tai liéu dang Word 2003 tré vé truéc

Mac dinh, tai liéu caa Word 2010 duoc luu vai dinh dang la *.DOCX, khac vai

* DOC quen thudc. Véi dinh dang nay, khong thé ndo mé duoc trén Word 2003 tré vé
truéc néu khong cai thém bo chuyén doi. Pé tuong thich khi ma trén Word 2003 ma
khong cai thém chuong trinh, Word 2007 cho phép luu lai véi dinh dang Word 2003
(trong danh sach Save as type cua hop thoai Save As, chon Word 97-2003 Document).

Mubn Word 2010 mic dinh leu véi dinh dang caa Word 2003, nhan Microsoft
Office Button (hoic Tab File), chon Word Options dé mé hop thoai Word Options.

Trong khung bén trai, chon Save. Tai muc Save files in this format, chon Word 97-
2003 Document (*.doc). Nhan OK.
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Hinh 3.3: Binh dang vin ban
2.2. Mg mégt tai ligu
Twong tu nhu Word 2007, phim tat mé tai liéu c6 san 1a Ctrl+O. Chdng ta ciing c6 thé
vao Microsoft Office Button (hoac Tab File), chon Open.

Hinh 3.4: M¢é van ban tao san

2.3. Ghi leu mgt tai ligu
Dé ghi tai liéu 1én dia co céc cach sau:
+ Nhan Microsoft Office Button (hoic Tab File), chon Save.
+ Nhan t6 hop phim Ctrl + S
2.4. bong tai liéu
Khi khéng lam viéc véi Word, thuc hién mot trong cac cach sau:
+ M6 muc chon File / Exit
+ M& muc chon File / Close
+ Nhan té hop phim Alt + F4
2.5. Thao tac véi chuét va ban phim
2.5.1. Thao tac vai chugt
2.5.1.1. Sao chép dang van ban

Dung Format Painter (nGt hinh cay co trén thanh céng cu Standard). Chlng ta cé thé
ding dé sao chép dang tir mot doan van ban nay dén mot hoic nhiéu doan vin ban
khéc.
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Cach dung:
+ Panh khéi van ban c6 dang can chép
+ Bam mat lan vao nat Format Painter (néu muédn dan dang vao mot doan van ban
khéc) hoic bam ddp nat (néu mudn dan dang vao nhiéu doan vin ban khac).
+ Dé déan dang vao nhiing doan vin ban nao thi danh khdi ching la xong (nhan thém
phim Esc dé tit chiic nang ndy néu bam dup nat Format Painter).
2.5.1.2. Sao chép hoic di chuyén dong hoic cot trong table
Trong mot table, néu mudn chép thém hay di chuyén mot hay nhiéu dong hozc cot thi
c6 thé dung cach kéo va tha bang chudt nhu sau: chon dong hozc cot can chép hoic di
chuyén, kéo khéi d4 chon (néu sao chép thi truge d6 nhan gitr phim Ctrl) dat tai vi tri
mong mudn.
2.5.1.3. Sao chép hoic di chuyén van ban
Sao cheép:
§  Chon khdi mubdn sao chép
§  Chon HOME — Clipboard— Copy
§  Dichuyén con tro dén diém can chén
§  Chon HOME — Clipboard— Paste

Di chuyén:

§  Chon khdi mubdn sao chép

§  Chon HOME — Clipboard— Cut

§  Dichuyén con tro dén diém can chén

§  Chon HOME — Clipboard— Paste
2.5.1.4. Phong to hoac thu nho tai liéu

&  Chon VIEW — Zoom — Nt Zoom

§  Chon Zoom trong hop thoai

Hinh 3.5: Hop thoai phdng to hoac thu nho tai liéu

2.5.1.5. Banh khéi toan bo tai liu
Thuc hién mét trong céac cach sau:
+ Chon HOME—Editing— Select All
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+ Nhan t6 hop phim Ctrl+A
+ Pua chugt vé 18 trai van ban (mili tén tro chudt sé nghiéng vé phai) va bam nhanh 3
1an chon toan bd tai liéu.
2.5.2. Thao tac vai ban phim
Céc phim thuong dung trong Winword gém cac phim:
Céc phim di chuyén con tro:
Phim 1: Di chuyén con tré 1én mot dong.
Phim |: Di chuyén con tré xuéng mot dong.
Phim —: Di chuyén con tro sang phai mot ky tu.
Phim «: Di chuyén con tro sang trai mot ky tu.
Cac phim x04 ky tu:
Phim Delete: Xoa Ky tu tai vi tri con tro (bén phai con tro).
Phim Backspace: X04 ky tu lién tréi vi tri con tro.
Phim Insert: Dé chuyén ddi gitra ché d6 chén (Insert) va thay thé (Overwrite) ky tu.
Céc phim diéu khién:
Phim Home: Chuyén vi tri con tro vé& dau dong vin ban chuaa con tro.
Phim End: Chuyén vi tri con tré vé cudi dong vin ban chira con tro.
Phim Page Up: Chuyén vi tri con tro I&n trén mot trang man hinh.
Phim Page Down: Chuyén vi tri con tré xudng dudi mot trang man hinh.
Mudn v& dau van ban: 4n dong thoi Ctrl+Home.

Muén V& cudi van ban: an ddng thoi Ctrl+End.

Mt sb thao tac nhanh trong vin béan véi cac phim tit thong dung
Ctrl+1: Gian dong don (1)

Ctrl+2:Giédn dong doi (2)

Ctrl+5: Gidn dong 1,5

Ctrl+0: (zero) Tao thém d6 gidn dong don trudc doan
Ctrl+Shift+F: Thay doi phéng chit

Ctrl+Shift+P: Thay ddi c& chi

Ctrl+D: Mo hop thoai dinh dang font chir

Ctrl+B: Bat/tat chit dam

Ctrl+1: Bat/tit chit nghiéng

Ctrl+U: Bat/tit chir gach chan don

Ctrl+A: Lua chon (bbi den) toan bo ndi dung file
Ctrl+F: Tim kiém K tu

Ctrl+G (hoicF5): Nhay dén trang sd

Ctrl+H: Tim kiém va thay thé ky tu
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Ctrl+]: Tang 1 co chir
Ctrl+[: Giam 1 ¢& chix
Ctrl+W: bong file
Ctrl+Shift+>: Tang 2 ¢ chir
Ctrl+Shift+<: Giam 2 ¢ chix
Ctrl+F2: Xem hinh anh néi dung file trudc khi in
Alt+Shift+S: Bat/Tat phan chia cira s6 Window
Ctrl+enter: Ngat trang
Ctrl+Home: V¢ dau file
Ctrl+End: Vé cuébi file
Alt+Tab: Chuyén d6i cira s6 lam viéc
2.5.3 Chon khéi va thao tac trén khai

- Chon khéi:
Thuc hién cac cach sau:
+ Nhip chudt tir diém dau dén diém cudi ctia van ban can chon
+ Nhap chuot dé dat con tro text & diém dau, gitr Shift va nhap chuot
& diém cudi cua doan van ban can chon
+ Dung phim Home, End va phim mii tén trén ban phim d¢ di chuyén
con tro text dén diém dau
Giir phim Shift va g cac phim mii tén thich hop dé di chuyén con tro text dén diém
cudi ciia doan van ban can chon

- Sao chép, di chuyén:

Lénh | Biéu twong | Phim twong dwong Y nghia

Cut Chuyén doan vin ban d4 chon
& Ctrl + X . _
vao bo nh¢g Clipboard

Ctrl+C Chép doan van ban da chon vao bo
Copy = o
nhé Clipboard
Ctrl +V Déan doan van ban cd trong
Paste

Clipboard vao vi tri con tré text

Panh dau chon doan van ban
- Vao menu HOME — Clipboard chon Copy hoac Cut
- Bt con tro & vi tri két qua chon Paste
Xéa khi
- Chon doan van ban can x6a. Nhan phim Delete trén ban phim
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2.6. Truy tim va thay thé trong van ban

Truy tim: Thuc hién cac cach sau

+ Chon HOME — Editing — chon Find

+ Nhan t6 hop phim Ctrl+F xuat hién hop thoai

¢ AX N AR

<+ Két qua tim kiém

Hinh 3.6: Hop thoai tim kiém

Thay thé:
+ Chon HOME — Editing — chon Replace xuat hién hop thoai:

A

G0 tir can tim

<+ G4 tir can thay thé

Hinh 3.7: Hop thoai thay thé

3. Soan thao tai liéu

3.1 B go tiéng Viét
Céch gb Tiéng Viét:
C6 rat nhiéu cach gb Tiéng Viét trong mdi truong Windows. Sau day 1a 2 cach gd
thdng dung nhat:
- Kiéu gd Telex:

aa aa s & diu sic
aw ai f & dau huyén
dd ad r & dau hoi
ee aeé x & dau nga
00 abd j & diu niang
ow,] ao z & huy dau
w,uw,] au

Lap dau:

ddd & dd [ al

000 a 00 11 al]

eeear ee
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Vidu: GO dong chr:  Nwéc chay da mon
bing ddy cac phim sau:

Nwowcs chayr ddas monf hoac N][cs chary ddas mofn

- Kiéu VNI:

Phim s6 56 1 = DAu sic

Phim s6 s6 2 = D4u huyén

Phim s6 s6 3 = Dau hoi

Phim s6 s6 4 = Dau nga

Phims6s65 = DAu nang

Phimsbs66 = Dau mii cia chir 4, 8 va 6

Phims6s67 = DAu rau cua chit o va u

Phims6s68 = Dau mii cta chir 4

Phims6s69 = DAu gach ngang cua chir d

Phims6s6 0= Huy dau (x6a diu)

Vi du: GO dong chir: Nwéc chay da mon
bing ddy cac phim sau:

Nu7o071c cha3y d9al mo2n hoac Nu7o7cl chay3 d9al mon2
3.2 B¢ font tiéng Viét va font Unicode
Bang ma va Font chir Tiéng Viét:

Pé gd duoc Tiéng Viét, ngoai kiéu gb, thi con can phai ¢ sy twong thich gitra
Bang ma va Font chit. Hién nay c6 rat nhiéu Bang ma dung dé go tiéng Viét. Tuy
nhién théng dung nhat van 1a cac Bang ma sau day:

Bang ma TCVN3 - 5712:

La loai font 1 Byte duoc ding hau hét tai cac tinh khu vuc phia Bac va Ha noi. Font
nay tuan thu theo bang ma chuan quéc gia TCVN 5712 duoc phat hanh nam 1993 va
dugc khuyén cdo dung trong khdi co quan nha nudc.

Font chir soan thao cho bang md@ TCVN3 ¢6 2 loai:
- Font soan thao chir thuong c6 dang: .Vn................
Vi du: Cac Font chit nhu: .VnTime, .VnArial, ......

- Font soan thao chir hoa c6 dang: .Vn............... H
Vi du: Cac Font cht nhu: .VnTimeH, .VnArialH, ......
Bang ma VNI:

Font VNI do cong ty Vietnam International (USA) phat trién, Ia font chit 2 byte
thuong dugc stir dung trong khu vuc phia Nam va ¢ nuéc ngoai.
Font chit soan thao cho bang md VNI cé dang: VNI-...............
Vi du: Cac Font chit nhu: VNI-Times, VNI-Univer, VNI-Vari, .........
Bang ma Vietware_X:
La loai Font chit 2 Byte.
Font chit soan thao cho bang ma Vietware X cé dang: VN...............

16



Vi du: Céc Font chix nhu: VNtimes new roman, VNarial, VNrenfrew, .........

Bang ma Unicode:
La loai Font chir 1 Byte. Rat thdng dung hién nay, va dang la Font chuan trén cac

trang Web tiéng Viét.
Font chit danh cho bang ma nay: Times new roman, Tahoma, Verdana,.....

Sw dung bo gd Unikey trong soan thao:
Dé sir dung bo gd nay can tién hanh nhu sau:

Khai dong Unikey (Néu bo g chua khoi dong).
- Nhép phai chudt vao biéu tuong Unikey trén Taskbar, chon muc “Hién cura sb

Unikey” (Unikey Panel). Man hinh Unikey c6 dang:

Hinh 3.8: Giao dién Unikey

o  Trong muc “Kiéu g8”, chon kiéu gb (Telex/VNI); chon kiéu bo dau

o] Trong muc “Bang ma”, chon bang ma can dung.
o] Trong muc “Mé rong”, ding bat/tit cac chirc nang tiy chon .

Bai tap 1: Tim hiéu vé Microsoft
Yéu cau:
Khai dong Microsoft Word: Quan sét, di chuyén qua c4c tab trén thanh

Ribbon -> kich vao Office Button va chon Word Options -> dé thiét lap mot
s6 théng s nhu: don vi do, hién thi khung, dit mac dinh luu tai liéu & dinh

dang Word 97-2003, ....

- Tao mot tép méi, khdng can soan thao noi dung hay

0 Ghi van ban véi tén “Vidu_1": theo dinh dang Word
97-2003

0 St dung hop thoai “Save As” luu file nay sang dinh dang Word 2007
(docx)
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- Quan st va thir thay doi cac cach hién thi, di chuyén tai liéu
Bai 2: Tim kiém va thay thé

- Tim kiém céc tir “Microsoft” trong doan van ban da
soan ¢ Bai 1 b)
- Thay thé tir “Microsoft” bang “MS”

Bai tap thwc hanh caa hoc vién

Kién thic:

Céau 1: Cac t6 hop phim sau c6 tac dung gi ?

Ctrl - ICtrl - P Ctrl - L Ctrl - F Ctrl -V

Alt- F4 Ctrl - B Ctrl - N Ctrl - G Ctrl - S

Cau 2: Trinh bay cach sao chép va di chuyén khéi vian ban?
Cau 3: Trinh bay kiéu gb Telex trong tiéng viét ?
Ky nang:
BAI TAP THU'C HANH WORD 1

YEU CAU :

- G0 va trinh bay vin ban theo mau sau va luu lai véi tén TH01.DOC

- Sao chép khé tho thir hai xudng dudi khd tho tht ba

- Di chuyén tén tac gia dudi tiéu dé

- Thay thé tir “ta” thanh tir “anh”

- Timtx “son ” trong doan tho trén
@ Huwoéng ddn thuc hanh
1.

- Mo file moi:File/New/Blank document
- GO bai tho theo mau
- Chon thé File/Save hay CTRL+ S dé luu bai tho t&n THO1.doc
2. Sao chép: Panh khéi kho tho tha hai;chon Home/Copy hoic Ctrl+C; sau d6
chuyén diém chén xudng dudi khd tho tht ba rdi chon home/paste hoic ctrl+v
3. Di chuyén tén tac gia: Thao tac nhu trén nhung chon home/cut
4. Chon Home— Editing — chon Replace thay thé tir “ta” thanh tir “anh”
5. Chon Home — Editing — chon Find hoac CTRL+F

bOI MAT NGUOI SON TAY
Em ¢ thanh son chay giic vé
Ta tir chinh chién ciing ra di

Céch biét bao ngay qué Bat Bat
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Chiéu xanh khong thay bong Ba Vi
Vang tran em mang troi qué huong
Mit em diu diu budn Tay Phuong
Ta nhé xa doai may trang lam

Em c6 bao gio em em nhé thuong?

Do6i mat son tay

U uan nhiéu luu lac

Buon vién xtr khon khudy
Ta gui niém nho thuong
Em mang gium ta nhé
Ngay tro lai qué huong

buong hoa kho réao 1¢

Bao gio ta gap em lan nira
Ngay 4y thanh binh ron tiéng ca
D4 hét sac mau chinh chién cii
Con c0 bao gio em nh¢ ta?
Luu Trong Lu
4. Pinh dang van ban

Muc tiéu:

- Gilp sinh vién dinh dang van bdn thanh thgo: dinh dang chiz, canh 1é vén ban,
khodng cach cac doan, dinh dang cét, sé thir tu t dong, the tab, khung nén, danh s
trang cho van ban.

- Thao tac thanh thgo dinh dang trang van ban: dinh dang 1é, hwéng trang vdan ban,
chén mét trang trong , chén trang bia, cach ngdt trang.

4.1. binh dgng font cha#

Dinh dang chi: Chon doan vin ban muén dinh dang, dua con tro chudt vao ving
chon cho dén khi xuat hién thanh céng cu Mini.
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Font chtx

N
bl T

In nghiéng Gach dudi

Indam

Mau chtr

4.2 Dinh dang doan (paragragh) van bdn

Can 1¢ dogn van:

Pé can 1& cho doan van thuc hién cac budc sau:

- Budgc 1: Chon 1 doan vin hoic cac doan van can can Ié

- Buéc 2: Trong thé Home, nhém Paragraph, nhan nat Align Left dé canh I& tréi, nhan
Align Right dé canh phai, nhan nat Center dé canh giita (giita 2 ¢ trai va phai), hay
nhan nat Justify dé canh déu hai bén.

Dinh dang khodng cach cac dogn van:

Dé dinh dang khoang cach cho doan vin thuc hién cac budc sau:

- Budc 1: Chon doan van ban mudn thay déi.

- Buéc 2: Trong the Home, nhdm Paragraph, nhan ndt Line Spacing.

- Buéc 3: Chon khoang cach mubn, chang han 2.0

Céc kiéu khoang cach dong ma Word hd trg:

- Single (dong don). Tuy chon nay hd tro font I6n nhat trong dong don

- 1.5 lines: Gép 1,5 lan khoang cach dong don.

- Double: Gap 2 lan khoang cach dong don.

- At least: Lwa chon nay xéac lap khoang cach dong téi thiéu can thiét dé phd hop véi
font hoic dd hoa I6n nhat trén dong.

- Exactly: C6 dinh khoang cach dong va Word s& khong diéu chinh néu sau d6

tang hoac giam c& chtr.

- Multiple: Xac lap khoang cach dong tang hoac giam theo ti I¢ % so véi dong don ma
ta chi dinh. Vi du, nhap vao 1.2 c6 nghia la khoang cach dong sé tang 1én 20% so véi
dong don.

Ghi cha: Néu mudn dat nhiéu khoang cach giira cac dong nhung khoang céch nay
khéng c6 trong menu xuat hién khi nhan nat Line Spacing, hdy chon Line Spacing
Options, va nhap vao khoang céach can dinh dang.
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