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BAI 17: MOT SO CHUPC NANG KHAC

Dinh dang kiéu danh sach
Liét ké dang ki hiéu: dung dé liét k& nhirng thanh phan nhw nhau
B1: Chon cac doan van ban mudn dinh dang
B2: Chon thé Home (nhém Paragraph) —Bullets, chon moét kiéu tuy y
B3: Néu mudn chon kiéu bullet khac thi nhap Iénh Define New Bullet..., xuat hién
hop thoai Define New Bullet:
- Symbol: chon ky tw dac biét lam bullet.
- Picture: chon hinh anh lam bullet.
- Font: dinh dang ki tw cho bullet.
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Trong trwdng hop mudn dung lai ki hiéu vira chon cho doan vén ban vira méi dinh
dang trwde, ban chi can chon khdi rdéi nhap nat 1énh bullets.
Liét ké dang sb the tw: thir tw liét ké cé vai trd nhéat dinh
B1: Chon cac doan van ban mubdn dinh dang. R o= P

Mumbering Libra

B2: Chon thé Home (nhom Paragraph) —

MNone

W

Numbering, chon mét kiéu tuy y

nmp

B3: Néu mubn chon kiéu Numbering khac thi m

nhap Iénh Define New Number Format: =
Number style: chon kiéu danh sé6 numbering. i :
Number format: khai bao kiéu trinh bay. =

Font: dinh dang ki ty cho numbering.

Alignment: canh bién cho numbering.
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e Dinh dang Tab:

- Binh dang Tab bang thanh thuéc: _(Left Tab), _(Center Table), _(Right

Table),

_(Decimal Table)
- Pinh dang Tab bang hép thoai:
Tabs

Tab stop position:

8,3cm

8,5 cm

Alignment

(@) Left () Center
() Decimal () Bar

Leader

@lNone Qg

Oa__

Set

2. Ngat trang va danh sé trang

a. Ngat trang

B1: Dat con trd tai vi tri mudn ngét trang

B2:
Cach 1: Insert -> Page Break

Home Insert Page Layout Refel
m [(h = | EE
BDE = @8

Cover Blank Page Table Picture Clip Sk

Page = Page Break b Art
Pages Tables

? X

Default tab stops:
1,27 cm =

Tab stops to be cleared:

() Right

Clear All

Cach 2: Layout -> Breaks -> Next Page

bail7.docx - Micro

Page Layout References Mailings Review View

I’j J iml «1 -.“ﬁ ‘m Inden

Page Breaks

15 Orientation Size Columns Page
- . pJ Mark the point at which one page ends
PRGESEti ﬁ and the next page begins.

Page Break (Ctrl+Return)

Start the next page at the current
position.

& Press F1 for more help.

Cach 3: Ctrl + Enter

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

B1! section Breaks

HNext Page
B Insert a section break and start the new
iﬁ section on the next page.

Continuocus
— Insert a section break and start the new
= section on the same page.
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b. Panh sb trang

B1: Insert -> Page Number

Top of Page: Day la danh diu trang & trén cung dau
trang

Bottom of Page: Pay la danh dau trang & cubi trang.
Page Margins: Day la danh dau trang & bén Ié trang.
Current Position: Bay la danh dau trang & tai vi tri dat
con tré chudt.

B2: Chon cé&c tuy chon va vi tri muén danh sé trang
B3: Insert -> Page Number -> Format Page Numbers,
thwe hién tuy chon trong hop thoai Page Number

Format.

EPage Number Format ? *

Number format: B0 i
[ ] Include chapter number

Chapter starts with style: |Heading 1

Use separator: - (hyphen)

Examples: 1-1, 1-A

Page numbering
@ Continue from previous section

() Start at: =

B4: Insert -> Header/Footer ho&c chon Page number dé danh d4u trang.

3. Invan ban
Xem trwdc khi in va in van ban
» Buwoc 1:
+ Cach 1: File -> Print

-
+ Cach 2: Nhay nat = trén thanh cong cu
+ Cach 3: Ctrl+P

» Buwdc 2: Tuy chon cac thong tin

Copies: sb lwong ban in.

Printer Properties: Tly chon may in cho viéc in an.

Print All Pages: Trong muc nay co thé chon bao gém Print All Pages (in tat ca

cac trang cua van ban) hoac Print Curent Page (chon in chi vai trang tuy chon) va

khi d6 dong Pages & duwéi sé dung danh sé trang dé in nhw 3-5,...

Print One Sided (in 1 mé&t) hodc Print on Both Sides (in 2 mat gidy) tich hop tuy

may in co tinh nang in 2 mat hay khéng.

Collated (in theo tap): Chlrc ndng nay dung dé déng sb luén 1 tap van ban khi

mudn in v&i s lwong Ién hodc in theo tirng trang.

Portrait/ Lanscape Orientation: Ban c6 thé lwa chon ban in doc hay in ngang

A4/ Letter. Chon loai kich thuéc pht hop cho gidy in A4 hodc A3, ...

Magins: Lia chon can 1& cho ban in cé nhiéu dinh dang nhw kiéu Normal véi can

1& 4 bén 1" hodc Narrow can 1é 4 bén 0,5",...
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Page per sheet: Liya chon in gdp cac trang in cia van ban lai trong 1 page. C6

thé lwa chon in 2/4/6 hoac 8 trang gop 1

> B3: Nhan Print

Print

%] Copies: |1
Print \

Printer

Snagit 2018
Ready

Printer Properties

Settings

Collated

123 123 123

A4
N emu87ecm

Mirrored Margins
Inside: 25cm  Outside: 1.,

Account

Feedback
1 Page Per Sheet -
Options B

' Print All Pages i
The whole thing |
Pages: [ 0

Print One Sided "
Only print on one side of th...

D Partrait Orientation v
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