BAI 11. MOT SO CHUC NANG SOAN THAO NANG CAO

Bullet Library Klén tht’l’c;
wel o O None e Nam virng muc tiéu va cac chirc nang: tao
Columns A danh sach liét ké, tao chir cai I&n dau doan
Dropped o . . X ~ - , .
van, dinh dang nhiéu cét va sao chép dinh
A n margin dang
w2 ¥ Format Painter | Ki nang:

Drop Cap Options...

e Thuc hién dwgc cac chire nang ndi trén

1. Tao danh sach liét ké dang ki hiéu va s thi tu
a. Cach tao nhanh:
- St dung ntt 1€nh trén thanh cong cu

+ Dang ki hiéu (Bullets): + Dang s6 thtr tw (Numbering):
- Pé loai b dinh dang kiéu liét ké nhay lai nit 1énh twong tng.
b. Pinh dang chi tiét: Chon Format/ Bullets and Numbering...
- Chon trang tvong tng (Bulleted hoic Numbered) réi chon kiéu;
- Nhay Customize... néu mudn dinh dang chi tiét: kich thudc, hinh anh,...
- Nhay lién tiép OK.
2. Tao chir ci l6n dau doan viin: Chon Format/ Drop Cap...
- Chon chif cai can tao chit 16n ddu don vin ban
- Chon Format/ Drop cap
- Chon kiéu
- Chon s hang tha xudng
- Chon khoang céch to1 van ban
- Nhay OK.
3. Pinh dang c¢t: Chon Format/ Columns...
- Chuyén sang ché d6 Print Layout View.
- Chon vung van ban can dinh dang va thyuc hi¢n cac thao tac:
e Format/ Columns
e Chonsb luong cot
e Thay d6i kich thuéc (néu cin)
e Nhédy OK

4. Sao chép dinh dang: (Format Painter)

- Pé sao chép dinh dang tir doan nay sang doan khac ta thuc hién cac budc:
- Chon doan vin ban can sao chép dinh dang
- Nhay nat Format Painter trén thanh cong cu
- Kéo tha (hodc nhay) chudt trén doan vin ban can dinh dang.

5. Thue hanh trén may tinh (Sich Nghé THVP - Trang 68 — 69)
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*Gi4o vién: Vwong Tran Minh Phwong Trang 1/1



