BAI 17. MQT SO CHUC NANG KHAC

1. Pinh dang kiéu danh sach
C6 hai loai: dang liét ké va dang sé thir tu

Céch thyuc hién: Chon nut Iénh ¢ nhém Iénh Paragraph ¢ thé Home

—

o Néu dinh dang kiéu liét ké chon “=1"

e Néu dinh dang kiéu sb thtr ty chon U=

Recently Used Bullets

¢
Bullet Library
we (B R A e

O 4 o

Document Bullets

;e

& Change List Level

Define Mew Bullet...

2. Ngat trang va danh sé trang
a. Ngat trang
e Dit con tré ¢ vi tri muén ngét trang.
¢ Insert > Page Break (Ctrl + Return)
b. Pdnh sé trang
e Insert > Page Number
e Chon vj tri s6 trang
e Canlé
e Danh s trang dau tién
e Sau do OK

3. In van ban
a. Xem trwoc khi in

Cach 1: File - Print
Cach 2: Nt 1énh Print Preview trén thanh
truy cap nhanh.
Céch 3: T hop phim Ctrl + P
b. In van ban
Cach 1: File - Print

Cach 2: Nt Iénh Print trén truy cap nhanh.

Céch 3: T6 hop phim Ctrl + P

Bai tdp va thwe hanh 7: DINH DANG VAN BAN
Séach giao khoa 10 trang 112-114.

MNumbering Library
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b. I
C. 1
Define Mew Mumber Format...
Copies: |1 s
e
=
Print
Chon may in : i
C y\ Printer
; HP LaserJet Professional ... .
=) offline
Printer Properties
Settings

G6 86 trang Print All Pages
; B ; -
déin The whole thing
\ PagEE: i

E Print One Sided
Only print on one side of ..



BAI 18. CAC CONG CU TRQ GIUP SOAN THAO

1. Tim kiém va thay thé
a. Tim kiém

Navigation i

Search document Do~

Headings Pages Results

Pé thuc hién tim kiém mot tir hoac mot cum tur ta ¢é thé 1am cach sau:

Find -
e Home - # Fin (Ctrl + F)
e G0 tir (cum tir) can tim vao & Search document

Tir tim duoc sé& hién thi dudi dang bi bdi vang.
b. Thay thé

Find and Replace ? .

Find Replace  GoTo

Find what: | v

Replace with: “

More == Replace Replace All Find Mext Cancel

Pé thuc hién thay thé mot tir hozc mot cum tir bang mot tir hay mot cum tir khac, ta c6 thé lam
cach sau:

o Home > =asREPIECE (o) 4 )

e G0 tir (cum tir) can tim vao 6 Find What

e GO tir (cum tir) mai vao 6 Replace with
Bam vao Replace hoic Replace all dé thay thé toan bo.

2. GO tat va sira |6
+ Sira l6i:
Heé soan thao vin ban tu dong stra cac 16i chinh ta khi ngudi dung gd vin ban.



+ GO tait

AutoCorrect: English (United Kingdom) ? x
AutoFormat Actions
AutoCorrect Math AutoCaorrect AutoFormat &s You Type

Show AutoCorrect Options buttons

Correct TWo IMitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of c&PS LOCK key

Replace text as you type
Replace: With: Plain text Formatted text

Automatically use suggestions from the spelling checker

File > Options = Proofing = AutoCorrect Options... & md hop thoai AutoCorrect
Tich vao 6 kiém Replace text as you type dé g tat

GO tir viét tat vao 6 Replace

GO tir day du vao & With

Nhay vao nat Add

Pé xda muc khdng con st dung dén thi chon muc can x6a va nhay vao nut delete.





