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TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin co thé dugc phép
dung nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khao.

Moi muc dich khac mang tinh léch lac hoic st dung véi muc dich kinh doanh thiéu
lanh manh s& bi nghiém cim



LOI GIOI THIEU

Trong thoi dai cong nghé s hién nay, viéc thanh thao cac k¥ ning tin hoc dang
dugce nude ta ngay cang cha trong nham nang cao co hdi hoc hoi va hoi nhip véi thé
gio1. Muc do can thiét cua viéc ung dung tin hoc trong cac linh vuc doi séng xa hoi
ngay cang cao.

Bai giang “TIN HOC VAN PHONG” bién soan diing cho sinh vién Nganh, Nghé
CONG NGHE THONG TIN ddng thoi ciing 1a tai liéu tham khao b ich cho sinh vién
cac khéi nganh k§ thuat cua truong.

Bai giang “TIN HOC VAN PHONG” da bam sat ndi dung chi tiét Chuong trinh
mon hoc do nha trudng ban hanh gém 3 chuong:

Chuong 1: Xt 1y van ban nang cao

Chuong 2: Str dung bang tinh nang cao

Chuong 3: Sir dung trinh chiéu nang cao

Nham cung cép cho sinh vién day du nhiing kién thirc va k¥ ning st dung tin
hoc vin phong nang cao. Vé&i phuong phap trinh bay ngan gon, truc quan, hy vong cudn
gido trinh ndy s& mang dén cho sinh vién nhitng kién thirc bd ich cho nganh hoc va ap
dung tot cho cong viéc sau nay.

Tuy da tham khao nhiéu tai liéu va qua kinh nghiém thuc té nhung chic chin
cudn gio trinh van c6 nhitng han ché nhat dinh rat mong nhan duoc su gop y ciia quy
thay c6, quy dong nghiép gin xa va cac em sinh vién dé cudn bai giang thuc sy tré thanh
mot cong cu hitu ich cho sinh vién Nganh, Nghé CONG NGHE THONG TIN ndi riéng
va doc gid ndi chung.

DPéng Thap, ngay 05 thang 01 ndm 2018
GIANG VIEN: VO THI TO HOANG
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GIAO TRINH MON HQC/MO PUN
Tén mon hoc/mo dun: Tin hoc van phong
Ma mon hoc, m6 dun: CCN230
Vi tri, tinh chat ctia mén hoc:
- Vi tri: Mon hoc Tin hoc van phong thuéc nhom cac mon co sé nganh duoc bd tri
giang day sau mon Tin hoc
- Tinh chét: 12 mon hoc co s& bat budc nham trang bi cho HSSV chuyén nganh cc
k¥ ning vé nghiép vu van phong
Muc tiéu mén hoc:
- Kién thrc:
+ Hinh thanh cac kién thirc vé xir Iy van ban, xir Iy bang tinh va phan mém trinh dién
nang cao
+ Hiéu dugc ¢t phap cac ham xir 1y bang tinh, két hop cac ham.
+ Hiéu dugc cach trinh bay, dinh dang van ban, hiéu ung ctuia phén trinh dién.
- Ky nang:
+ St dung phﬁn mém soan thao vin ban dé tao cac tai liéu dat tiéu chuan vin
phong.
+ Str dung phan mém bang tinh dé tao lap, biéu dién cac kiéu dit lidu: sb, chudi ky
tu, thoi gian, biéu do, lién két, nhang, ...
+ Str dung phén mém trinh dién dé tao 1ap, trinh dién bao céo, chuyén dé mot cach
chuyén nghiép
-Vé nang lyc tu chu va trach nhiém:
+ Nghiém tic khi tham gia hoc tép
+ X 1y dugc nhitng bai toan img vé1i tirng chuong trong chuong trinh hoc

+ Nghiém tlc khi tham gia hoc tap
+ XU Iy dugc nhiing bai todn tng véi tung chuong trong chuong trinh hoc

Noi dung cua mon hoc/mo dun:



CHUONG 1 XU LY VAN BAN NANG CAO
Giéi thiéu:
Nham cung cép kién thic gitip sinh vién c6 thé van dung cac chirc nang chuyén dung
dé nang cao chat luong van ban va tiét kiém thoi gian lam viéc. Khi hoan tit chuong
nay, sinh vién c6 thé soan thao cic vin ban chuyén nghiép va tiét kiém thoi gian thuc
hién, in &n, kiém tra va bao v¢ vin ban.

Muc tiéu:

- Biét thiét dit moi trudng lam viée tdi uu;

- Binh dang van ban, doan, cdt, bang, ... nang cao

- Biét cach cheén, thay dbi chan trang (footnote), chan bai (endnote). Biét cach
chuyén d6i chan trang thanh chan bai va nguoc lai

- Biét cach tao va cap nhat Muc luc tu dong dua vao phong cach va dinh dang cac dé
muc

- Biét cach chen, stra, x6a mot si€u lién két trong van ban

- Biét cach tao mot tai liéu chinh va cac truong cua no. Biét cach tao danh sach tép va
dit tén cho cac tép dé ghép vao thu.

- Biét cach bao vé mot vin ban bang cach chi cho phép nhan xét va str dung tinh
nang lan vét cac thay doi
Noi dung chinh:
1.1.Thiét dit méi trwdng lam viée tdi wu
1.1.1. Lwa chon ché d¢ va thiét dit phu hop

MS Office ludn thiét 1ap mot sb tinh ning co ban cho ngudi ding, nhung ciing c6 phan
tiy chon (Option) cé thé thay d6i mot s6 tinh ning pht hop do ngudi dung tu dat.
1.1.1.1. Pinh dang nhanh dir li¢u
bé dinh dang dir liéu mot cach nhanh chéong nhu thay ddi font chit, c& chit, mau
chit... khi chung ta bdi den mot doan vin ban nao d6, Word cung cip mot cong cu
thu nho dé hd trg chung ta lam diéu nay.(Hinh 1.1)

Times Mew Ri =13 - A" a7 & &.“'

B I U ¥~ A ~:i=~i=~ shles

Truomg cao dang cong dong

Hinh 1.1 — Minh hoa dinh dang nhanh dit liéu



Mic dinh khi cai dit Microsoft Office cong cu thu nho nay da dugc hd tro,
nhung trong mét s6 trudong hop néu nhu céng cu thu nho nay khong hién thi thi ta s& mo
man hinh Word Option 1én dé thiét 1ap.

Thuc hién:

= Vao Tab File / chon muc Options / Chon tab General
= Check vao chon lya “Show Mini Toolbar on selection” . Hinh 1.2

o2 General options for working with Word
R o
! Dapla

Procfey User btertare sptions
Cave [¥] Show Mini Toolbar on selection
Langusae [V] Ervabln Lve Preview
sdisnced |¥) Update document content wisle gragging

ScreenTip styde: | Show festure descriptions in SoeenTips v
Custymaze Bibben -
e CERN Peranalise your copy f Microsndt Office
Add v Lser name copson
Test Cernter Intiale: c

[] Ahways wie these yalises regardless of sign o to Office,
Office Background  No Background | v |
Office Theme: Light Gray v

S1ar wg! oprtiom
Chooue the axtansions you want Yord to cpn by defacit Dl Programs...
[¥) Tl ma i Microsoft Werd isn't the default program for viewing and editing documents

i¥! Qeeo e-mail attachments and othes uneditahle tiles in reading view
[¥] Show the Start screen when ths application starts

OF | Cancel

Hinh 1.2 - Tity chinh cho phép dinh dang nhanh dir liéu

1.1.1.2. Chirc ning kiém tra chinh ta
Mic dinh MS Word c6 chirc ning kiém tra chinh ta va ngit phéap tiéng Anh, chirc
nang nay gitp ting toc do soan thao ctia ngudi st dung rat nhiéu. Tuy nhién khi
ching ta g vin ban tiéng viét s& bi hiéu 14 sai chinh ta. Nhiing tir sai chinh ta s&
dugc gach chan mau do, sai ngtr phap s€ gach chan mau xanh.



CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ip - T do — Hanh phiic

$6: 110/2008/ND-CP
Ha Ngj, nady, 10 théng 10 ndm 2008

NGHI PINH'

Quy dinh mitc luong thi thidu ving ddi véi neudi lao dong lam viée & cong ty,

clia Viét Nam c6 thué mudh lao déng.

Difu 4.

1. Mitc hzong téi thidu vimg quy dinh tai Diéu 2 Nghi dinh nay duoc didu chinh tiy
thudc vao mirc ting trrdng kinh té, chi s gid sinh hoat va cung ciu lao dong theo thimg
thaot ky.

2. B6 Lao d6ng — Thurong binh va X4 héi sau khi 14y ¥ kién Téng Lién dodn Lao dong
V1iét Nam, dai dién nguoi sir dung lao dong va bg, nganh lién quan trinh Chinh phu didu
chinh mrc leong toi thidu viing quy dinh tai Diéu 2 nghi dinh nay.

Dé tit chuc nang kiém tra chinh ta ta thuc hién nhu sau:

» Vao Tab File / chon muc Options / Chon tab Proofing
= Bo dau check tai cac muc ciia d& muc When correcting spelling and
grammar in Word. Hinh 1.3.

G |
Enere i‘ECJ Change how Word corrects and formats your text.

Display
Proofing AutoCorrect options

Save Change how Word corrects and formats text as you type: | AuteCorrect Optiens...

Language
When correcting spelling in Microsoft Office programs
Advanced
lgnore words in UPPERCASE

Ignore words that contain numkbers
Ignore Internet and file addresses
Add-Ins Flag repeated words

Trust Center [[] Enforce accented uppercase in French

Custemize Ribbon

Quick Access Toolbar

[[] Suggest from main dictionary enly

Custom Dictionaries...

French modes: |Traditiona| and new spellingsEI
Spanish modes: |Tuteo verb forms only

When correcting spelling and grammar in Word

[[] Check spelling as you type

[[] Mark gramrmar errors as you type

[[] Frequently confused words

[[] Check grammar with spelling
Show readability statistics

Writing Style: | Grammar & Style. Settings...
Check Document

Furentinne far W Document

Hinh 1.3 - TUy chinh tdt kiém tra chinh ta
4



Dé kiém tra 15i tiéng viét trong ban Office 2013 chung ta co thé tai cong cu kiém soat
16i Tiéng Viét tai dia chi: http://www.microsoft.com/vi-
vn/download/details.aspx?id=35400.

1.1.1.3. Tw dong luu dir li¢u
Mot trong nhitng chirc nang cuc ky quan trong va hitu dung do 1a chirc nang ty dong luu
trit tai liéu cia Word. Ngudi sir dung rat it khi luu tai liéu trong qué trinh soan thao, diéu
nay rat nguy hiém vi c6 thé may tinh bj tat bat ngd (hu may, cap dién...) né s& lam mat
hét dit liéu. Pé Word tu dong luu tai liéu dang soan théo ta thyc hién nhu sau :
» Vao Tab File / chon muc Options / Chon tab Save

= Panh diu check vao muc Save AutoRecover Information every, nhap sé phut
tu dong luu (vi du 10 phut). Hinh 1.4

Word Options ?

General .

Customize how documents are saved.
Display
Procfing Save documents
Save Save files in this format: Word Document (*.docx) W
Language Save AutoRecover information every |10 2 minutes
Advanced Keep the last autesaved version if | close without saving

Customize Ribbon AutoRecover file location: Cih\Users\copcon\AppData\Roaming Microseft\Word\, Browse...

Quick Access Toolbar [C] Don't show the Backstage when opening or saving files
) B Show additional places for saving, even if sign-in may be required.
Add-Ins [] Save to Computer by default

Trust Center Default local file location: C\Users\copcon\Dacurments\, Browse...

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to: (i

() The server drafts Jocation on this computer

(®) The Office Document Cache

Server drafts location: | ChUsers\copcon\Documents'SharePoint Drafts), Browse...

Preserve fidelity when sharing this document:  |WE Document] v

[] Embed fonts in the file G
Embed only the characters used in the document (best for reducing file size)

#| Do not embed comman system fonts

Cancel

Hinh 1.4 - Tuy chinh tw dong luu

1.1.1.4. Thay d6i don vi do
Dé c6 nhitng trang vin ban dep, dinh dang chuan ta thudng cin chinh 1& trude khi
in. Nhung néu hién tai Word chung ta dang st dung dé don vi do 1a inch rat kho
hinh dung nén ching ta can thay ddi don vi do cho tai liéu. Cach thyuc hién nhu sau :
= Vao Tab File / chon muc Options / Chon tab Advanced
» Tai muc Display, chon lai don vi & muc Show measurements in unit of: Hinh
1.5


http://www.microsoft.com/vi-vn/download/details.aspx?id=35400
http://www.microsoft.com/vi-vn/download/details.aspx?id=35400

Word Options ? *

General [] Use fonts that are stored on the printer
Display Eont Substitution...

Proofing [ Expand all headings when opening a document G

Save Display

L -
anguage Show this number of Recent Documents: 25

4

Advanced

3

[l Quickly access this number of Recent Documents: |4

L]

»

Custornize Ribbon Show this number of unpinned Recent Folders: 20 =

Cuick Access Toolbar Show measurements in units of: Inches w
Add-Ins Style area pane width in Draft and Outline views:
[ show pixels for HTML features Cnimeters
Show shortcut keys in ScreenTips Millimeters
Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

Trust Center

Points

Picas

[] Optimize character positioning for layout rather than readability
[ Disable hardware graphics acceleration
Update document content while dragging G

Use subpixel positioning to smooth fonts on screen
Print

[ Use draft guality

Print in background G

7 Print pages in reverse order
[ Print XML tags

[] Print field codes instead of their values

= _su

QK Cancel

Hinh 1.5 - Ty chinh thay doi don vi do

1.1.1.5. Hién thi khung cin 1&
Khung cin 1& trong Word gitip chung ta cin chinh 1é Word chuan hon theo quy dinh
hién hanh. Khung 18 s& hién thi cac duong cham tao khung vién vin ban Word dé ching
ta chinh gii han chit trong timg vién khi chinh stra tai liéu Word. Tuy nhién theo mac
dinh thi khung can 1é Word nay dugc vo hiéu hoa, khién viéc diéu chinh 1& Word gap
kho khan. Dé hién thi khung cin 1& trong Word ta thyc hién nhu sau:
» Vao Tab File / chon muc Options / Chon tab Advanced

» Tai muc Show Document Content ta danh ddu Check & muc Show text
boundaries



Werd Options ? X
General [ Properties follow chart data point G L]
Display Show document content
Proofing [ Show background colors and images in Print Layout view
Save [ Show text wrapped within the document window
Language [ Show picture placeholders G
Advanced Show drawings and text boxes on screen

[ Show bookmarks
Custemize Ribbon Show text boundaries
Quick Access Toolbar [ Show crop marks
Add-Ins [ Show field codes instead of their values
Trust Center Field shading: |When selected |«

[ Use draft font in Draft and Qutline views

Courier Mew
10
[ Usefonts that are stored on the printer
Font Substitution...
[ Expand all headings when opening a document G
Display

Show this number of Recent Documents: 25 2

O Quickly access this number of Recent Documents: |4 =

Show this number of unpinned Recent Eolders: |20 =

Show measurements in units of: Centimeters |«

Style area pane width in Draft and Qutline views: |0 cm

[ Show pixels for HTML features

p Y]
oK Cancel

Hinh 1.6 — Tuy chinh hién thi khung 1é van ban

1.1.1.6. Cach go chir tu dong (AutoText)
Pé gilip ching ta tiét kiém thoi gian soan thao vin ban khi phai nhap cac cum vin
ban dai va lap lai nhiéu 1an, MS Word 2013 ra doi tinh nang AutoText. Vi¢c su dung
AutoText giup ching ta soan thdo van ban nhanh chong, tién lgi Trong qua trinh
soan thdo van ban, c6 nhitng cum tur ta thuong viét lap lai rat quen thudc. Vi du
nhitng cum tir dai nhu “Cong hoa xa hoi chu nghia Viét Nam”, hay “dat nuée” hay
“Cong ty trach nhiém hiru han”... 1 nhitng cum tir ma ta 13p lai nhiéu 1an, néu phai
viét lai nhu vay thi rat mat thoi gian.
= Tao AutoText:
& Pé tao autotext trude tién ching ta cAn boi den phan vin ban can dinh nghia,
vi du cum tir Cong hoa xa hoi chu nghia Vié¢t Nam.
@ vao tab Insert, tai nhom Quick Parts ,chon ki hiéu mii tén nho chi xuéng,
chon Autotext — chon Save Selection to Autotext Gallery.
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Hinh 1.7 - Tao AutoText

< Pién tén ngan gon cho AutoText 12 Vietnam trong muc Name, chon Gallery 1a
AutoText, nhdn OK dé hoan thanh. Hinh 1.8

Create New Building Elock Iiléj

Hame: vietnam

Gallery: AutoText

Category: General

M
M

Description:
Save in: Marmal.dotm

=]
Options: Insert content only |E|
|

K ] ’ Cancel

Hinh 1.8 — Par tén AutoText

= Chén Autotext vao van ban:

DPé chén AutoText da tao vao vin ban, ta chi can g0 chinh xéc tén can thay thé
(vietnam) va nhan F3, hodc bAm vao biéu tuong AutoText va chon phan vin ban
mudn chén.

= Xoa AutoText da luu :
vao tab Insert, tai nhom Quick Parts ,chon ki hiéu miii tén nhé chi xubng, chon
Building Blocks Organizer, chon tén AutoTex can x6a, nhan Delete. Hinh 1.9



| Building Blocks Organizer ? >
Building blocks: Click a building block to see its preview
! Marne Gallery Category Ternplate & &
) Admin AutoText General MNormal.dotm
vdpht AutoText General Mormal.dotm
A AutoText General Mermal.dotm e
Spike AutoText General Maormal.dotm
vietnam AutoText General MNormal.dotm
References  Bibliograp.. Built-In Built-In Buil...
Works Cited  Bibliograp...  Built-In Built-In Buil...
Bibliography Bibliograp.. Built-In Built-In Buil...
Austin Cover Pages  Built-in Built-In Buil..,
lon (Dark) Cover Pages  Built-in Built-In Buil...
lzn (Light) Cover Pages  Built-in Built-In Buil..,
Filigree Cover Pages  Built-in Built-In Buil...
Integral Cover Pages  Built-in Built-In Buil...
Motion Cover Pages  Built-in Built-In Buil...
Slice (Light}  Cowver Pages  Built-in Built-In Buil...
Semaphore  Cowver Pages  Built-in Built-In Buil...
Banded Cover Pages  Built-in Built-In Buil..,
Facet Cover Pages  Built-in Built-In Buil..,
ViewMaster  Cowver Pages  Built-in Built-In Buil..,
Sideline Cover Pages  Built-in Built-In Buil...
Slice (Dark) Cover Pages  Built-in Built-In Buil... v
o P P Ao nea Y| vietnam
< >
Edit Properties... Delete Insert

Hinh 1.9 - Danh sach cac AutoText
1.1.2. Ap dung miu

— Microsoft Word hd trg ngudi str dung hang loat céc tinh niing hitu ich, giup cong
vi€c soan thdo van ban, tai liéu nhanh chong va don gian hon. Véi nhitng dinh dang,
thao tac...thuong xuyén phai sir dung lap lai trong Word thay vi phai nhap lai hang
loat cac dinh dang, cac mau do céc ban co thé st dung tinh nang tao mau (Template).

— Template 12 mot tap tin mau, cho phép tao mdt tap tin méi véi mau da duoc tao
san. Tap tin mau co thé bao gdm tiéu dé, logo, nhitng dinh dang khac. Tép tin mau
¢6 phan dubi 1a .dotx.

— Trong Word c6 sén cac tap tin Template, ta c6 thé sir dung bang cach chon File >
New , xuit hién ctra s6 chtra cac mau Template, ta Chon mot mau phu hop vai ndi
dung cua tai liéu. Hinh 1.10
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Hinh 1.10 - Cac mdu Template ¢é sdn

— Cach tao myt Template moi
Pé tao mot miu Template str dung ta thyc hién nhu sau :

= Thiét ké mot miu vin ban riéng can sir dung

= Vao tab File\ Save As

= Trong hop thoai Save As tai khung Save as type ta chon Word Template
(*.dotx). Tu dong dudng dan luu trir cac Template s& duoc tré dén.

» Pit tén cho mau vira tao.

Save AS 1 : 12 * Litcanes » Documents o+ v & - wrt ‘. ‘

Quganze » New toides v ®
3 ;
@ cop con's SiyDrive A o A M Dete rnclifn -
A Lbones
Reaced Cusshoen Office Templates
# Documents
e . N & Hypar¥ wloly
I ] Computer &' Mhaic . :
Foe name: - Docldacy v

+ Add a Place Save m type mﬂuu‘mnﬂ{'.m l v

e Wotd Docursent *.200)
e Wotd Macro Esabied Document X decm)
ez -

or crC-Emasied | mergiats | Saim
Word 97-2003 Templete (*.det)

= Hide Fgfders POF (* paf)

%P5 Document (" apsi

Sngle File Webs Page (*.mie.” sl |
Web e (" 2eng " Mimi)

Web Page. Fiered (" hny” tomés

Rich Text Foemat (*.1tf)

Plan Tedt (" 2¢)

Wortd XML Decument {*emi)

Browse Word 2003 XWE Dacuesent (*anl|
Striet Open XML Decument " docs)
Neandlnement Tast * adil

Hinh 1.11 - Tao Template méi

— Tim va ap dung miu cé sin
Vao Tab File / New [J chon PERSONAL, chon mau vira thiét ké. Hinh 1.12.
10
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Hinh 1.12 - Ap dung mdu cé sdn

1.2.Pinh dang nang cao
1.2.1. Van ban

C6 3 churc nang dinh dang ma trong qua trinh soan thao van ban chiing ta str dung
nhiéu nhat d6 13 in ddm (Ctrl +B), in nghiéng (Ctrl+]) va gach chan (Ctrl+U). Va hau
hét cac dinh dang van ban thuong gip ciing da duoc liét ké trong nhom 1énh Font cua
Tab Home.

Ngoai ra MS Word 2013 con thiét 1ap cac kiéu Font chit dic biét ma trude day ta

it sir dung duoc dit tai biéu twong Text Effects . trong nhom 1énh Font cua tab
Home.

Pé sir dung font chit dic biét cho vin ban, ta chon vin ban can tao font chit, sau
d6 chon biéu tuong Text Effects, chon hi¢u ung can dinh dang.

11
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Styles

A A A A A LOTDAY CUAKHONG TU

L. Qutline " 1. Tam con chwra thién, phong thuy vo ich.

A  Shad ’ — . aa

B shadow 2. Bat hiéu cha me, tho cang vo ich,

A  Reflection A |

. G s |3 Anh em kihng hia, bgm be va ich,

N— X &I[Ammvﬂ@clbﬁttcmmnn,dm sﬁcﬂnv@ﬁcﬂn.
TR T Y] K M e o g s

fi Ligatures v .}'[Qﬁjﬁﬂi‘j

G, Khyame wide newyén ki, lfluu«u his v ich,
7. Th¥i vin khong théng, muu cdu vé ich.

Hinh 1.13 - Cdc hiéu iing ndng cao cho Font chir

— St dung Font Dialog

Dé dinh dang Font chir ning cao ta ciing c6 thé mo cira sé6 Font Dialog bang cach
bam vao biéu twong md rong trong nhom 1énh Font ctia Tab Home (hodc nhan t6 hop
phim Ctrl+D hoac Ctrl+Shift+F):
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HOME INSERT DESIGN PAGE LAYOUT

S Times MewRe = |14 =| A" & Aa- £ =
Copy

. B I U ~abex, x° - WA~
¥ Format Painter = : & A
sboard [ Font

B

Tab Font:

Dung dé dinh dang Font chit, kiéu
chit, ¢c& chit, mau chit, gach chan,
chit hoa, chit thuong, Superscript
(X?), Subscript (H20).

Tab Advanced:

Dung dé hiéu chinh co gidn chit,
ghép chir...

Text Effects:

Dung dé thiét 1ap hiéu ung nang
Cao.

Set As Default:

Dung dé thiét 1ap thong s6 mic dinh
theo ¥ mudn cua ngudi st dung.

REFERENCES

MAILINGS

Paragraph

Adyanced

Font:

Times Mew Roman

REVIEW

VIEW Foxit PDF

T Maormal

TMo Spac..

Font style:

Regular

Sylfaen
Symbaol
Tahoma
Tempus Sans ITC

(Regular |
Italic

Bold

Bold Italic

Times Mew Roman e

Font color:
Automatic
Effects
[] strikethrough

|:| Double strikethrough

|:| Superscript
|:| Subseript

Preview

Underline style: Underline colar:

W [none) Automatic

[] small caps
D&II caps
[]Hidden

AaBbCcDe AaBbCcDe AzBbC

Heading

Times New Roman

This is a TrueType font. This font will be used on both printer and screen.

Set As Default

Text Effects...

Hinh 1.14 - Cita s6 Font Dialog

Cancel

Khi in 4n d6i khi ta gap trudong hop: C6 mot vai tir roi xudng trang méi 1am x4u trang
in, hodc ta mudn dong cudi cung chit dugc gidn ddy dong cho dep thi ta xtr tri nhu thé
nao? Khi gap truong hop nay ta sé dung churc nang co gian chir & trong tab Advanced

ctia ctra s6 Font Dialog: Hinh 1.15

Normal : Chir dé binh thuong
Expanded : Gian chir
Condensed : Co chir
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