BAI 16: BINH DANG VAN BAN

Binh dang van ban la:

1. Pinh dang ki tw: Xac dinh phéng chi¥, c& chi¥, mau sac van ban
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a. Dinh dang ky tw bang thanh céng cu
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alibri (Body) ~

Tao chir dam, nghiéng,
gach dudi

Tao gach ngang chir Tao chi s6 trén
b. Dinh dang ky tv bang t& hop phim
e Tang kich thwéc (Size): Ctrl + ] hoac Ctrl + Shift + > A A

e Giam kich thwéc (Size): Ctrl + [ hoac Ctrl + Shift + <

e Chirdam: Ctrl + B

e Chir nghiéng: Ctrl + |

e Gach duw¢i 1 nét: Ctrl + U B 7 U ~a35 x X
e Gach dw¢i 2 nét: Ctrl + Shift + D -

o Gach duwdi ting twe: Ctrl + Shift + W

e Chisb dwéi: Ctrl + =

e Chi sb trén: Ctrl + Shift + =

e Chir hoa I&n/thwdng: Ctrl + Shift + A
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e DOi chir hoa/thwdng/hoa: Shift + F3




c. Dinh dang Font bang hdp thoai

Buwdc 1: Chon doan van ban can dinh dang
Calibri (Body) =[11 = A
B I U - ab x, %°
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Font
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Buwdc 2: Chon phan mé rong cla thé Font hodc 4n td hop phim Ctrl + D
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Font | Advanced |

Font: Font style: Size:
+Body Regular 11
- g 8 a
+Headings [ Italic 9
Aharoni | |Bold |10
Andalus Bold Italic l
Angsana New | L T2 X
Font color: Underline style: Underline color
Automatic B (none) E Automatic
Effects
[7] strikethrough [7] small caps
[7] Double strikethrough [7] ANl caps
[7] superscript [7] Hidden
[7] Subscript
Preview

+Body

Set As Default | [ Text Effedts...

This is the body theme font. The current document theme defines which font will be used.

Hép thoai Font

2. Dinh dang doan van ban

e Doan van ban (Paragrap) 1a tap hop céac tir dwoc két thic bang dau ngét doan do

Ll nter

e Chuy: Bé xubng nhung khéng bat ddu bang mét doan maéi ta nhan t6 hop phim

Shift + Ente
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a. Dinh dang bang hop thoai Paragrap

Dé dinh dang doan, thyc hién cac budc sau:
e Chon doan van ban can dinh dang

e Vao Home -> chon Paragraph Hop thoai Paragrap xuét hién

= .i=.hs. &=s= 8| q | Paragraph ?
=== | =« | s Indents and Spacing  Line and Page Breaks
Faragraph la GEne ] _
2 3 4 5 / 7 alignment: | TESTHINNNN -
Dutline level: | Body Text ~ Collapsed by default
Indentation
Left: 0 m : Special: By
Right: Dem 5 | inane) w

|:| Mirror indents

Spacing
Before: lo pt = Line spacing: At
After I3 pt = Multiple [+ 1.08

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

Preview

Sarmi el Tt Sl Tt Sarvied o Taoe? Sann 2l Tuoet S e Tt S 8 Taoet S i Tioe? St 2 Ty
Sl Tt Sarfiplel Teoe? Sarnipel ol Tooet Saeni el Teost Sl o Teoet Sorti gl Teoet Sanm pla Tt Sl el Test
Sarnple Toce Sarr ol Tt Sarmapele Tieet Saamopeli Tooeh Saarmpela Taoet

Tabs... Set As Default Cancel

Hoép thoai Paragrap

Aligment: Dung dé c&n chinh 1&

Left: Canh |& phai

Right: Canh & trai

Center: Canh Ié gitra

Justified: Canh 1& déu

Line spacing: Khoang cach cac dong
Spacing: Diéu chinh khodng cach cac doan

Indentation: dé thay dbi canh 1& Cac nut 1énh trén thanh cong cu
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3. DPinh dang trang
a. Vao thé Layout chon Page Setup
Hép thoai Page Setup

@ E [E ¥= Breaks ~ Page Setup ? X

alk |k

=l|

: ) : . [ Line Numbers =
Margins Orientation Size Columns = Margins = Paper  Llayout
v - - - bt Hyphenation ~
Page Setup N Alrgims L ) o o
E 4 c Top: |2.54 cm %  Bottom: |2.54 m
Left: 12,54 cm = Right: 2,54 cm
Gutter: 10 cm = Gutter position: Left
Crientation

Portrait Landscape

Pages

Multiple pages: Maormal [

Preview

Applyto: |Whole document |~ |

Set As Default Cancel

b. Cac nut Iénh trén thanh cdng cu

@ F’D" [E "= Breaks ~
. . _ . :[) Line Numbers ~
Margins Orientation Size Columns

- - v v be Hyphenation ~

Page Setup s




