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TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach bai giang nén cic ngudn thong tin co thé duge phép
dung nguyén ban hodc trich dung cho cac muc dich vé dao tao va tham khao.

) Moi muc dich khac mang tinh 1é€ch lac hoac st dung vé1 muc dich kinh doanh
thiéu lanh manh s€ bi nghiém cam.

LOI GIOI THIEU

Bai giang duoc bién soan theo su chi dao cia Ban giam hiéu, nham nang cao chét
lugng giang day. Bién soan theo ding thoi gian nham dép ung ding ké hoach dao tao.
Tin hoc van phong 1a mot moé dun chuyén moén bat budc trong cac chuyén nganh nhu:
Tin hoc ung dung, Cong ngh¢ phan mém, Hanh chinh van thu, Thu ky van phong, ...

Cay trac bai giang gobm 02 bai: Soan thao vin ban véi Microsoft Word, Bang tinh
Microsoft Excel

Xin chan thanh cdam on Ban Gidm hi¢u, Phong Pao tao, Khoa Co ban — Luat —
Nghiép vu da chi dao va gop y cho bai giang. Cam on sau sac quy Thay cd thudc to
chuyén moén Tin hoc da tan tinh phan bién, gép ¥ chuyén mon cho bai giang.

Mic du di cd ging bién soan bai giang ddy du nodi dung theo chuong trinh va
trinh bay truc quan, logic, dé hiéu. Nhung chac chin khong tranh khoéi nhirng thiéu x6t,
rat mong sy thong cdm va mong tiép tuc nhan dugc cac gop y cua quy Thay cd va céac
ban hoc sinh, sinh vién.

Tac gia
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GIAO TRINH MO PUN

Tén mo6 dun: Tin hoc van phong
Ma mon hgc/mo6 dun: MD07
Vi tri, tinh chat, ¥ nghia va vai tré cia mén hoc/mé dun:

- Vi tri: M6 dun duoc bd tri giang day sau khi hoc sinh hgc xong cac mon hoc
chung.

- Tinh chat: La mon hoc co s nghé bat budc trong chwong trinh dio tao Trung
cap nghé Tin hoc tng dung va cong ngh¢ k¥ thuat phan mém may tinh

- Y nghia va vai trd ctia mo dun: Cung cip cac kién thirc quan trong trong viéc
soan thdo van ban va tinh toan, thong ké s6 li¢u. Giup nguoi hoc cé cac k¥ nang phuc
vu cac cong viéc lién quan may tinh van phong.

Muc tiéu cia mon hoc/mo dun:
- Vé kién thue:

+ Trinh bay dugc cac khai niém, mdt s6 thao tic co ban khi lam viéc
Microsoft Word;

+ Phan tich duoc cac kiéu dinh dang van ban, céc tién ich, cac cong cu nhu:
chir nghé thuat Word Art, diém dung Tab, chia cdt Column, chén va dinh dang anh
Picture, hop van ban , bang biéu Table;

+ Trinh bay dugc cac khai niém, mot s6 thao tdc co ban khi lam viéc Microsoft
Excel,;

+ Phan tich dugc cac ham thong dung trong Excel.

- Vé k¥ nang:

+ Nhap va dinh dang dit liéu theo dung yéu cau;

+ Dinh dang dugc cac kiéu dinh dang van ban, cac tién ich, cac cong cu nhu:
chir nghé thuat Word Art, diém dung Tab, chia cot Column, cheén va dinh dang anh
Picture, hop vin ban , bang biéu Table;

+ Pinh dang bang tinh Excel nhanh va dung yéu cau;

+ Véan dung cac ham vao tinh toan céac bai tap thuc té mot cach linh hoat va
chinh xac;

+ V& cac biéu do theo yéu cau.

- Vé nang luc tu chu va trach nhiém:

+ Soan van ban chinh xac va trung thuc vé s6 lidu;
+ Can than trong qua trinh nhap liéu.

Noi dung ciia mo6 dun:



BAI 1: XU LY VAN BAN NANG CAO
Gidi thi¢u:

Microsoft Word, cép dgqc biét dén voi tén khac ]é anwogd, l,él mot chuong
trinh soan thdo van ban pho bién hién nay cia cong ty phan mém ndi tiéng Microsoft.
N6 cho phép nguoi dung lam viée voi van ban tho (text), cac hiéu ing nhu phong chi,
mau sic, cing voi hinh anh d6 hoa (graphics) va nhiéu hiéu ung da phuong tién
(multimedia) khac nhu 4m thanh, video khién cho viéc soan thao van ban duoc thuén
tién hon. Ngoai ra cling c6 cac cong cu nhu kiém tra chinh ta, nglt phap cua nhic¢u
ngon ngr khac nhau dé ho trg nguoi st dung.

Cac phién ban cua Word thuong luu tén tip tin voi dudi 1a .doc, hay .docx d6i
v6i cac phién ban tir Word 2007 tré di. Hau hét cac phién ban cia Word déu c6 thé mo
dugc cac tap tin van ban thd (.txt) va cling co thé 1am viéc vé6i cac dinh dang khac,
chang han nhu xtr Iy siéu vin ban (.html), thiét ké trang web.

Muc tiéu cua bai:

~ Trinh bay dugc cac loai dinh dang vin ban thong dung bang Microsoft Word;

- Dinh dang dugc font chir, doan van ban theo yéu cau;

— Chén hinh minh hoa — d hoa cho tai li¢u;

— Thiét 1ap duoc cau tric trang va in an tai lidu;

Noi dung chinh:
1.1. Cac thao tac nang cao véi Microsoft Word
1.1.1. Thao tic nhanh trong vin ban vé6i cac phim tit

Phim tit Tac dung

Ctrl+1 Gian dong don (1)

Ctrl+2 Gian dong doi (2)

Ctrl+5 Gian dong 1,5

Ctrl+0 (zero) Tao thém d6 gian dong don trudc doan
Ctrl+L Can dong trai

Ctrl+R Can dong phai

CtrlI+E Can dong gitra

Ctrl+J Cin dong chit dan déu 2 bén, thang 1&
CtrlI+N Tao file moi

Ctrl+O Mo file da co

Ctrl+S Luu ndi dung file

Ctrl+P In 4n file
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https://vi.wikipedia.org/wiki/Ch%C3%ADnh_t%E1%BA%A3
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Phim tit

Tac dung

F12 Luu tai li€u voi tén khac

F7 Kiém tra 15i chinh ta tiéng Anh

Ctrl+X Cit doan ndi dung da chon (boi den)

Ctrl+C Sao chép doan ndi dung da chon

Ctrl+V Dan tai licu

Ctrl+Z B6 qua 1é€nh vira lam

Ctrl+Y Khéi phuc 1€nh vira bo (nguoc lai voi Ctrl+Z)

Ctrl+Shift+S Tao Style (heading) -> Dung muyc luc tu dong

Ctrl+Shift+F Thay d6i phong chir

Ctrl+Shift+P Thay d6i c& chir

Ctrl+D M6 hop thoai dinh dang font chir

Ctrl+B Bav/tét chit dam

Ctrl+1 Bat/tat chit nghiéng

Ctrl+U Bat/tat chi gach chan don

Ctrl+M Lui doan van ban vao 1 tab (mac dinh 1,27cm)

Ctrl+Shift+M Lui doan van ban ra 1& 1 tab

Ctrl+T Lui nhitng dong khong phai 1a dong dau cta doan vin ban
vao 1 tab

Ctrl+Shift+T Lui nhimg dong khong phai la dong dau cua doan van ban
ralé 1 tab

Ctrl+A Lya chon (b6i den) toan bd ndi dung file

Ctrl+F Tim kiém ky tu

Ctrl+G Nhay dén trang sd

(hoac F5)

Ctrl+H Tim kiém va thay thé ky tu

Ctrl+K Tao lién két (link)




Phim tit

Tac dung

Ctrl+] Tang 1 cd chix

Ctrl+| Giam 1 co chi

Ctrl+W Dong file

Ctrl+Q Lui doan vin ban ra sat 1& (khi dung tab)

Ctrl+Shift+> Tang 2 c& chir

Ctrl+Shift+< Gidm 2 co chir

Ctrl+F2 Xem hinh 4nh noi dung file trudce khi in

Alt+Shift+S Bat/T4t phan chia ctra s6 Window

Ctrl+enter Ngit trang

Ctrl+Home Vé dau file

Ctrl+End Ve cubi file

Alt+Tab Chuyén d6i cira s6 lam viéc

Start+D Chuyén ra man hinh Desktop

Start+E Mo cira s6 Internet Explore, My computer

Ctrl+Alt+O Cira s6 MS word ¢ dang Outline

Ctrl+Alt+N Cira s6 MS word ¢ dang Normal

Ctrl+Alt+P Cira s6 MS word ¢ dang Print Layout

Ctrl+Alt+L Panh sb va ky tu tu dong

Ctrl+Alt+F Dénh ghi chu (Footnotes) ¢ chan trang

Ctrl+Alt+D Danh ghi cha ¢ ngay dudi dong con tro & do

Ctrl+Alt+M Danh chu thich (nén 12 mau vang) khi di chuyén chudt dén
moai xuat hién chu thich

F4 Lap lai 1énh vira [am

Ctrl+Alt+1 Tao heading 1

Ctrl+Alt+2 Tao heading 2




Phim tit Tac dung

Ctrl+Alt+3 Tao heading 3

Alt+F8 M6 hop thoai Macro
Ctrl+Shift++ Bat/Tat danh chi sb trén (X?)
Ctrl++ Bat/Tat danh chi sé dudi (H20)

Ctrl+Space (diu
cach)

Trd vé dinh dang font chit mac dinh

Esc B6 qua cac hop thoai

Ctrl+Shift+A Chuyén d0i chir thuong thanh chir hoa (v6i chit tiéng Viét
c6 dau thi khong nén chuyén)

Alt+F10 Phong to man hinh (Zoom)

Alt+F5 Thu nh6é man hinh

Alt+Print Chup hinh hop thoai hién thi trén man hinh

Screen

Print Screen

Chup toan bd man hinh dang hién thi

1.1.2. Tach trang tai li¢u dé so sinh

Khi ban soan thao mdt van ban khé dai, hang tram trang, va c6 nhitng phan ban
muodn so sanh v&i nhau nhung lai nam trén nhitng vi tri xa nhau. Vi du nhu ban mudn
so sanh m¢ dau va két luan cua mot bai ti€u luan dé cé thé viét tot hon. Split Window

trong Word s& gitp ban giai quyét.

— Tab View = group Window —> Split
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4.1.1. Cac thanh phﬁn co ban trén man hinh Word

& Khoi dong Word. ‘Man hinh 2

C6 nhiéu cach dé khai dong chirong trinh soan thao Microsoft Word 2013:
- Khai dong tir shortcut man hinh Desktop :
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1.1.3. Hién thi dong thoi nhiéu cira sb

C6 nhiéu lic ban lam viéc trén nhiéu tap tin tai liéu khac nhau, that 13 bat tién
khi phai mo tung tap tin, Word cho phép ban hién thi cung lic trén man hinh nhiéu
ctra s6 1am viéc, hay md dong thoi mot tap tin trén hai cira so.



Sdp xép tdt ca
cika s6 Word trén
cung man hinh

IS REVI VIEW

:E Eﬁ View Side by Side EDﬂ
) | Syndhronous Scrolling )
New Arrange Split Switch
Window  All I-1-] Rese Windowis+

Foxit PDF FORMAT

Window Position

Windpw

Chon cika 56 hién
Mo thém ciia thi dong thoi
s& méi chita tai

liéu hién tqi

Hinh 1.1.3

Khi ban mudn hién thi trang tai li¢u ciia minh thanh hai cura s6 song song dé dé

nhin va chinh stra, ban chon cac ché do0 Window trén Tab View.

@)

S REVIEW | VIEW | Foxit PDF 3
D’ﬁ - [ View Side by Side EE

™
@ zvhlew firrange  Split
indow | All

Compare Side by Side with:
De Cuona Giao
dfds.docx

Doan 1.doo: [Compatibility Mode]
Document

Giao Trinh Chung chi A_LEMy.dooc [Compatibility Mc

@tép tin dé sn@

Hinh 1.1.4

Két qua sau khi ta chon 1€nh:
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4 Chayén dbi cde cdeh xem tdi ligu trong Word
Trong Word, ban ¢6 thé hién thi mét tai liéu trong mét loat cc cach hién thi khs
nhau, mdi dang pht hep var mét muc dich cu thé. Céc cach hién thi bao gém Print Layol
view (mac dinh), todn man hinh — Reading. Giao dién web — Web Layout, dang nhin Outlin
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wura cung cap nnieu cong Cu de quan Iy cacn pan 1am Viec Vol cac a1 1eu va ¢
56 tai liéu vé1 ngudd khdc. Churong nay s& hudng dan ban trong nghién ctru cich xem tai 1
ngan nglra nhitng thay dbi khéng mong mudn, 1am viée véi cde phién ban tai lidu, chia sé
liéu véi nguoi khde, tiét kiém tai lidu, va thay d61 s xudt hién cia mét tai liéu bfmg céct

dung mét ban méu..__




Hinh 1.1.5

Khi ban lam viéc, soan thdo ma can phai tham chiéu nhiéu tai li€u Word khac
nhau, ban c¢6 thé mé& dong thoi tat ca cac tai liéu cung hién thi dong thoi.

— M0 céc tai lidu can xem = Tab View = group Window = Arrange All

5 REVIEW VIEW Foxit PDF

51 [T View Side by Side ]
] Synchronous Scrolling i
Mew [JArrange] Split E : Switch
Window All Reset Window Fosition Windows ~
Window
] o ———— -
1 b €6 the mor dong thin Lt cd cic i li§u cing hién thy ﬂl":-ris thén.
= M ehe thi lidw cdn xem - Tab View = group Window =2 Afrange All

5 EEVEW I VIEW Fraui FOF

- T View: Sidle by Sl r.r

d
1
I
|
I

Hoge cach tha thir

i

Con ngui hiden o & hodn hio, khing pham phii sai lm ndo, 881 khi clriag ta

chn phii hoc edeh tha thin. Théng cim che Wa lim cba ngul kisbe khbag chi 12 s bao dung I
mi cim 14 the heén cia tinh yéu thmemg, déng cdm. Trong nkiéu hoin clsh chiang ta kivding .

khis e nhimg sa1 b, va bac 45 ching ta cin nhitmg 1in cim thing hon 14 chi chim chi

[

_______________________________ R T T L e
l; - = i a 1 i i m :
i A 122, Bdbo v thi lifo Wend :
B 1 Woed 2004 b o sdin b aiag G paseword bis 14 vin bis véi 1k big 4 1

u - .
| 3 1 Nhip chon fab File > chon Info = chom Protect Document - chod S oty :
" Pawiwenid "
I " . i
. Cerl+ A Lom chon (b1 den) todm b nén dung file ] 3 :

[ —

Hinh 1.1.6

1.1.4. Panh diu tai liéu

Trude khi ban mudn chia sé tai lidu voi nhitng ngudi khac, ban ¢ thé danh dau
két thuc tai li¢u, d€ ngan chan bat ctr ai tur lam thay do1 n6. Panh dau két thuc mat tai
liéu co6 két qua nhu sau:

- Tai liéu nay duogc thay ddi dé chi doc, va mot sd nut trén ribbon 1a khong co.

~ Mot danh du két thuc tai lidu s& c6 biéu ngit xuat hién & trén cling cua tai
liéu.

— Mot 14 cd trén trang thong tin cia Backstage chi ra rang céc tai liéu da duoc
danh ddu nhu 14 cudi cing.

— Mot danh dau két thuc tai liéu s& co biéu tuong xudt hién trén thanh trang
thai.

Bt cu su thay ddi nao trén tai liéu cua ban s& khong thyc hién dugc. bé thuc
hién thao tac nay, ban chon Tab File & Info = Protect Document - Mark as Final :

11



Info

Chia_se tai lieu

My Documents

Protect Document
d’ Caontrol what types of changes p
Protect
Document ~

D Mark as Final
2 Let readers know the document is

Encrypt with Password |

Password-protect this document

_ Chi doc tai liéu
L

| @ > ¥ 0 s [ |

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MALINGS  REVIEW  VIEW  FoxtPDF  copcon =

AaBbCcl AaBbCel #

Paste B U abc %. % ¢ A a Editing
Clipboard Fo Paragraph = Styles

o MARKED AS FINAL An or hias marked this document as final to discourage editing. Edit Anyway x
s N
Cac Buttfm chire nang Biéu frong mark final
bi khéa " —
Chia sé tai liéu

Trurée khi ban phat hanh mét tai ligu cho ngwdi khic, ban cé thé danh diu né nhwr

la cudi cing dé ngin chin bit ci ai tir lam thay ddi nd. Danh diu mét tai lidu nhir 1a cubi

PAGE1OF1 154 WORDS

]ct‘m mark final |

Hinh 1.1.7

Dé bo chirc nang danh diu Mark Final:
- Ban chon ' S Anpney | trén thanh Banner cuia Mark final.
- Vao Tab File = Info = Protect Document - Mark as Final.

Info

Chia_se_tai_lieu

My Documents

Protect Document

[3 This document has been marked as final

D Mark as Final
2 Let readers know the document is

final and make it read-only

En t : rare that it col
Hinh 1.1.8
1.1.5. Han ché quyén dinh dang va chinh sira tai li¢u

12



C6 nhirng tai lidu khi chia sé cho nhidu nguoi cung st dung, nhung ban khong
muon thay d6i mot s6 dinh dang va chinh stra ndi dung, ban c6 thé thiét 1ap han ché

quyén trén tai liéu ban chia sé.
Info

Chia_se tai

My Documents

Save As

Print

Share

Export

»

Encrypt with Password
Password-protect this document

_lieu

Protect Document
Control what types of changes pec

Mark as Final

Let readers know the document is
final and make it read-only

Close

Control the types of changes others

D ST
can make
Restrict Editing ~ Han ché quyén
J dinh dang
| 1. Formatting restrictions
7 Limit formatting to a selection
of styles .
Seningﬁ-.-.—.-_,___h____ H?-ﬂ Ch_é
chinh siza
[ 2- Editing restrictions

Allow only this type of editing
inthe document:

-

Nao changes (Read only]

3. Start enforcement l—r

Are you kgady to apply these
settings? Mou can turn them off
later)

Pit mét khau

Yes, Start Enforcing Protection

Styles

By restricting farmatting to the styles you select, you prevent the
sbility te modity styles and the ability to apply direct formatting ta the
document. Select the styles you want to allow to be used in this
document,

Checked shyles are currentiy all

9
i-(].ful

|+ articte / Sectian !
Balioon Text (recommended)

|| Bibiiography irecommended;

[+ Block Teat (recommendad)

[+ Body Text (recommended)

I | Body Text 2 recommended]

|[w] By Text 3 jrecommended

Al

w

: Becommended Minimum Hong

Farmatting
] ailow AutoFormat to override farmatting restrictions
__f Elock Theme or Scheme switching
7] Black Quick Style Set switching

ox |

Cancel

Hinh 1.1.9

Protection method
®) Password

[The document is not en
the file and remove the pasL

Enter new password [optional:
Reenter password to confirm: ssesss -01
() User authentication

The document is encrypted and Restricted Access is
enabled.)

—
OK ! Cancel

(Authenticated owners can remove document protection.

Restrict Editing ™ *
1. Formatting restrictions
1+ Limit formatting to a selection
of stylfes
Settings... £ = 1h
Mlow ani is type of editing

inth cument:

[Nu changes (Read onhyj | 'I

Exceptions (optional)
Select parts of X
choose users | m
freely edit the
Groups:

||Z Everyone  / | ]
¥ =l
|.',\'- More use'rs... |

h trang thai.

Hinh 1.

1.1.6. Tao mat khau bao quan tai liéu

13

3. 5tart enforcement

Are you ready to apply these
settings? [You can tum them off
later

“‘-vcs. Start Enforcing Protection ||

1.10



Trong nhiing tai liéu ban soan thao, c6 nhitng tai li¢u mat, ban khong muon chia
s¢ cling nhu khong muon bi nguoi khac xem, ban co6 thé thiét 1ap mat khau cho tai liéu
cua minh.

~ Pé tao mat khau cho tai liu = Tab File > Info > Protect Document
- Encry with Password.

Info | nfo

New
Protect Document
Open ? Control what types of changes people can make to this document.
Protect

Save Document - c
- Mark as Final
S A D?, Let readers know the document is 2

final and make it read-only Encrypt Document
Saint Encrypt with Password ra a Encrypt the contents of this file
Share P password-protect this document - Utth"Et Password: Dat mat khiu bao vé tai liéu

f.........

[ s o W

Control the types of changes others : B-d 1t 0

passwords and their corresponding document
names in a safe place,

Risstrict Access [Remember that passwaords are case-sensitive.}
& Grant people access while removing  *

their ability to edit, copy, or print. Cancel
Hinh: 1.2.12

- Pé x6a mat khau cho tai liéu da thiét lap > Tab File > Info = Protect
Document = Encry with Password = X6a mat khau cii di.

Info

can make
Close

Chia_se_tai _lieu
Wy Documents

Protect Document
4’ & A password is required to of

D fite Encrypt the contents of this file

Password: Xoa password ci
D Mark as Final % sssnnnse |
0 4
"

Let readers know the document is _,ICaution: If you lose or forget the password, it
final and make it read-only #" 1 cannot be recovered. It is advisable to keep a list of

_ passwords and their corresponding document
Encrypt with Password r names in a safe place.
} Password-protect this doc 't L [Remember that passwoards are case-sensitive.)

Restrict Editing . Cancel

Contrel the types of changes others

Hinh 1.1.11

1.2. Pinh dang van ban nang cao
1.2.1. Pinh dang Font chir bang cira so Font

Dé thay doi dinh dang font = chon vin ban - Tab Home = Group Font >

s

M¢ cira sO Font

14



ChonFontmacdinh

Font | Adyanced | C lon |

Fomt style:
| Regular

Italic
Bold
Bold falic

Font colon

| Automatic

Effects
[ ] strikethrough
[ ] Double strikethrough
|:| Superscript

|:| Subscript

Preview

Thisis a TFLi_-.mﬁﬁ-- will be used on both printer and screen.

| Set As Default | Text Effects...

Hinh 1.2.1

Ngodi ra, ban c6 thé thay d6i khoang cach gitra cac tir, vi tri tir trong hang, ...

mé ctra s6 font > chon Tab Advance

15
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1 o

OpenType Features

Ligatures: Mone T
Number spacing: | Default [w]
Number farms: Defauit L
Stylistic sets: Default [«]
|
[[] Use Contextual Alternates
Preview

Times New Roman

Text Effects... | ok Cancel

L

Set As Default

This i3 & TrueType font. This fant will be wsed on both printer and sereen.

Position: Nnrm—‘ v By
[] erning for fonts: == Points and above
Thay d6i 1€ trén dwdi cia hang

Hinh 1.2.2
1.2.2. Pinh dang doan van bang cira s6 Paragraph

Dinh dang paragraphs cho phép ban thay d6i cach nhin trén toan bo

| Fopt || Advanced y -
Character Spacing — Tﬁng glﬂfﬂ k]ilﬂﬂﬂg
saaler  [100% ~] cach cac ky tie
Spacng: _h!nlmal ?J—Qr—

tai

liéu. Ban c6 thé truy cdp vao cac cong cu cta dinh dang Paragraphs bang cach chon

Tab Home, chon nhém Paragraph.

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
il - — 1— — L [
D %Cut |T|rr1es MNew Ro v|'IF_' A A | Aa-~ 'EJ roiwir— e A | S B %l q C
Paste E‘E‘ Copy P 2 apy = = = = T=
& % Format Painter I U -aeex. X' [~ il = =S E _ﬂ
Clipboard P Font I Paragraph Ma

Hinh 1.2.3
Cira s6 Paragraph:

16



Paragraph ? >

Indents and 5pacing  Line and Page Breaks

General
Alignment: e
Cutline level: | Body Text e Collapsed by default
Indentation
Left: Ocm Special: By:
Right: Ocm First line vl 1.27 cmps
|:| Mirror indents
Spacing
EBefore: & pt = Line spacing: At
After: 6pt b= single W e

|:| Don't add space between paragraphs of the same style

Preview

Conh 2 moay Frspeph: Conh be che phip b e Bp coh vin bdn g hin. ety 36
e o thip: Ba nhis s

Tabs... Set As Default Cancel

Hinh 1.2.4
~ First Line: Diéu khién dudng bién bén trai cho dong dau tién cta doan.
— Hanging: Piéu khién duong bién trén trai véi tat ca cac dong trong mot doan
ngoai trir dong dau tién.
— Left: Diéu khién duodng bién bén trai vai moi dong trong mot doan.
~ Right: Diéu khién dudng bién bén phai voi moi dong trong mot doan.

Tao khoang céch gilta cac dong: Trong van ban ky thudt dan trang gitp trinh
bay vin ban rd rang va dep mat. Néu nhu trude day ban thuong tao khoang cach bang
phim Enter dé xuéng dong thi gio ddy ban s& str dung cc cong cu c6 sin trong chuong
trinh soan thao MS Word dé lam viéc nay.

Chon cac dong can dinh dang khoang cach cho chiing.

Chon chtrc nang Line and Paragraph Spacing

Thay d6i cac thong s trong phan Spacing dé tao khoang cach giita cac dong
1.2.3. Pinh dang khung va nén bing cira so Borders and Shading

Thém dwong vién va hi€u ung to bong: Ban c6 thé thém duong vién va to
bong cho cac doan van ban va toan trang. D€ tao mot duong vién bao quanh mot doan
hoac cac doan, ta thuc hién nhu sau:

Lya chon vung van ban noi ban muon c6 dudng vién hay hiéu ung t6 bong.

17



Nhip niit Borders trén nhom Paragraph, chon Border and Shading.

TChuong T Morm

Bottomn Border

Top Border

Left Border

Eight Border

Mo Border

All Borders

Clutzide Borders
Inzide Borders

Inside Hornzontal Border
Inside YVertical Border
Diagonal Dewn Border

Diagonal Up Border

Horizontal Line

Draw Table

Wiew Gridlines

D EER

Borders and Shading...

Hinh 1.2.5
% Ké khung

ey

Borders | Page Border | Shading | Chon dudng vién
—— |
Setting: Style: cho khung

| ~ Click on diagram below or
use buttons to apply borders

None l

Box | || —===mmemmmmemmemee.

Color:

3D Automau. Chon d6i twong ap dung
Width: ﬂ_] [__y
Custom
'

il | (| |(m | |(m| {1

b
.- gt | | [2ppy to:
y Paragraph
C‘L‘E}Td’-ﬂg D6 rong d\lm' g vién []
ung Options...
| oK | [ Cancel :
Hinh 1.2.6
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