MOS WORD 2016
Bai 3: Pinh dang van ban va doan van ban

Created by: 11G Vietnam



[/ { Huéng dan str dung

IG VIET NAM

« Str dung man hinh & ché d6 Show Presenter View bao gém phan
ly thuyét va hwéng dan thao tac thue hanh

« CAc cAu hoi On tap bao gom ca phan dap an dudi dang Animation

’@@@@I 2/8/2022 MOS Word 2016 - 1IG Vietnam 2



FP€@  Muyc tidu bai hoc

IG VIET NAM

« Ap dung cac thuoc tinh dinh dang pho bién nhu Font, Size,
Bold hoac Italics cho cac ky tu;

e Can chinh van ban;

» Thay db6i khoang cach dong va doan:

e Thut I1é doan vin ban;

» Hiéu diém ding cua tab & gi va nhan ra cac loai diém dung tab
khac nhau;

« Pat, sira doi hodc xda diém ding tab;
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VPG Muyc tiéu bai hoc (tt)

IG VIET NAM

* Sur dung tinh nang sao chép dinh dang (Format Painter);
» Ap dung Quick Styles;

« Tao danh sach dau dau dong (Bulleted Lists) hodc danh sé
(Numbered Lists);

» TUy chinh danh s&ch da cap (Multi-Level Lists);
» Chuyén doi van ban sang WordAwrt.

OO



/& pinh dang cac ky tu

IIG VIET NAM *

» Pinh dang cac ky tu dé cap dén viéc thay do6i dién mao cta Ky
ty khi hién thi trén man hinh ciing nhu khi in ra gidy. C4c tuy
chon dinh dang ky tu bao gom:

Mb ta kiéu chit hodc sy xuét hién ctia cac ky tw (Characters).

Kich ¢o chir (Font PN SN A S R . .
Size) ( be cap deén do 16n bao gdm chiéu rdng va chicu cao cua cac Ky tu.

. . Dé cap dén cac bién thé, cac cach diéu dic biét duoc 4p dung cho cac ky tu
Déﬂgr%%![‘egrky L8 don gian nhim 1am cho chling ndi bat so véi cic van ban khac. Ching bao

ormatting) gom in dam (Bold), in nghiéng (Italics), gach chan (Underline) hoac mau sac
(Color).

O ITINAPTY La nhitng cach diéu ban cO thé thém vao van ban: Strikethrough,
ban (Effects Superscript/Subscript, Shadow va Small caps

@@@@ 2/8/2022
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L Dinh dang cac ky tu

IIG VIET NAM
* St dung hop thoai Font (Font Dialog Box)
* Truy cap vao hop thoai Font — noi chira nhirng 1énh néng cao vé hiéu
tmg van ban. Nhiing 1énh nay bao gom:

Strikethrough Gach nét don 1én vin ban. Vi du: Strikethrough
Double Strikethrough  Gach nét déi 1&n van ban. Vi du: Deuble-Strikethrough
Superscript Tao s6 mii cho vin ban. Vi du: X2
Subscript Tao chi sé cho vin ban. Vi du: A, A,
Chuyén vin ban dugc chon sang cac Ky tu in hoa nhung giam
Small caps chiéu rong va chiéu cao c4c ky tu so vé6i ky tu in hoa binh thudng.
Vi du: IIG VIET NAM va IIG VIET NAM
All caps Chuyén van ban duge chon sang cac ky tu in hoa

Hidden An van ban dugc chon
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/'@ pinn dang cac ky tu

IIG VIET NAM *

* Sitr dung hop thoai Font (Font Dialog Box) (tt)

Kéo dai hodc nén vin ban theo chiéu ngang.

Scale
IIG Viét Nam (100%), I8Vt N (50%), IIG Viét Nam (150%)

Spacing Thiét lap khoang cach gitra cac ky tu b.%lng cach thay doi khoang tréng
gitra cac ky tu.

Seafitan Thiét 1ap vi tri ciia dong van ban. Vi du: 11G Viét Nam (Normal),

IIG Viét Nam (Raised) . Viét Nam (Lowered)|

Thiét 1ap khoang cach giita cac Ky tu theo chiéu ngang bang cach thay
Kerning for Fonts do6i hinh dang ky tu. Vi du:

O o0 S < ol

AWAY .
AVVAY <= keming
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6 »

IIG VIET NAM

v

inh dang cac ky tu

* Sitr dung hop thoai Font (Font Dialog Box) (tt)

Cho phép ndi cac ky tu. Ban can chl Y rang khdng phai tat ca cac Font

O o 0 S < o P

Ligatures

Number Spacing

Number forms

Stylistic sets

(0)| 2/8/2022

déu c6 thé ap dung tinh niang nay. Vi du dudi day st dung Font
Gabriola, Ligatures: Historical and Discretionary va Stylistic sets 6

Welcome to Micresoft Word zons
- -
Walcowe to Micmsg@!gz%lﬁ

Thiét 140 khod £ch wifta CAG kv s6. Vi du: 1234567850
1et lap khoang cach giura cac Ky so. VI du. 1234567890
. ) . _ ) 1234567890
Dinh dang so so véi duong ngang co so (Baseline). Vi du: 1234567850
Céac bo phong céach.
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e Dinh dang cac ky tu

IIG VIET NAM

* Sitr dung hop thoai Font (Font Dialog Box) (tt)

Bat/tat tinh ning thay thé theo

Use ~ . . . ;
Contextual | 1&Y canh cac chr ghép dugc ap

alternates dung cho cac ky tu riéng dua trén
cac chir cai xung guanh chadng.

Thiét 1ap céc thdng sb vé hiéu tng
van ban nhu TextFill & Outline,
Text Effects.

O oo S < ol

2/8/2022 MOS Word 2016 - IIG Vietham

Font 7 X

Font Ad\ranced

Character Spacing
Seale: [ 100% E
Spacing: |Normal E By %
Position: | Normal E By +

D Kerning for fonts: [ = Pgints and above

OpenType Features
Ligatures: Mone
Number spacing: | Default

Number forms: Default

K3|K3|K9 K3

Stylistic sets: | Default
D Use Contextual &ltefnates

Preview

There are

This is a TrueType font. This font will be used on both printer and screen.

. Set As Default . Text Effects... Cancel
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! .mq, DPinh dang cac doan van ban
e La viéc &p dung cac dinh dang nham thay doi vi tri, dién mao, va
tinh chat ctia doan vin ban bao gom: cin chinh (Alignment),
Tab dung, thut lé (Indent), khoang cach dong (Line
Spacing)...
« CO thé str dung cac 1énh trén Ribbon, hop thoai (Dialog box),
phim tat (Shortcut keys), thuc don ngir canh (Contextual
menu), Mini Toolbar.

OO



G Pinh dang cac doan van ban

IIG VIET NAM
e Can chinh van ban

« P& cap dén vi tri cua van ban lién quan dén trang (Page), 1é
(Margin) hoac doan (Paragraph) van ban.

« Mic dinh Word cin 1€ trai cho cac doan vin ban.

» C6 the thay doi can chinh cac doan trong tai ligu bang mot trong
bon loa1 can chinh:
 Can trai (Align Left), Nignteft b= =
 Can giira (Center), I
« Can phai (Align Right), Center Align Right
e Can déu (Justify).
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G Pinh dang cac doan van ban

IIG VIET NAM
- Thay doi khoang cach giira cac dong

(Line Spacing) trong doan van ban

« Khoang cach dong duoc do bang khoang cach
tr duong co so (Baseline) cia dong van ban
dén duong co sé ciia dOng vin ban ké tiép.

» Khoang cach duoc tinh bang Point véi mot
Point sap xi bang 1/72 inch.

« CO thé thiét 1ap khoang cach dong tir Ribbon,
tir phim tat, tir hop thoai Paragraph, hodc tir
thuc don ngit canh.

OO




G Pinh dang cac doan van ban

IIG VIET NAM
» Thay do6i khoang cach giira cac doan vin ban (Paragraph
Spacing)
« Khoang céch giita c4c doan van ban dugc hiéu 13 khoang cach trudc
(Before) va khoang cach sau (After) ctia doan van ban.

e Theo mac dinh, khoang cach trudc (Before) la O pt va sau (After) la 8
pt giira cac doan vin ban cuing kiéu.

Spacing
= Add Space Before Paragraph Before: Opt 5 Line spacing: At:
7 Remove Space After Paragraph After: 8pt IS Multiple v| [1.08 |5
E] Don't add space between paragraphs of the same style
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G Pinh dang cac doan van ban

* Thut Ié (Indent) doan vin ban

« Ngoai cach sir dung cac biéu tuong Indent trén thudc ké (Bai 1 muc
4), hop thoai Paragraph ciing cho phép thiét 1ap thut 1& cac doan vin

ban.
Indentation
Left: 0.3 = Special: By:
Right: 0.3 = Hanging 0.5 =

First line
Hanging

DMirrnrindents
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G Pinh dang cac doan van ban

IIG VIET NAM
« Kiém soat cac dong trong doan vin ban va cac doan vin ban
» Word khdng cho phép chi mot dong dau tién (Widow) va dong cudi cling
(Orphan) cua doan van ban nam & hai trang khac nhau.
* St dung hop thoai Paragraph, c6 thé kiém soét d¢ cdc dong trong cling
mot doan van ban luén nam trén cung mot trang.
» Ngoai cd thé thiét 1ap cho cac doan vin ban ludn lubn nam trén clng mot
trang voi nhau.

Paragraph ? x

Indents and Spacing  Lline and Page Breaks

Pagination
[“]widow/Orphan contral:
|:| Keep with next
|:| Keep lines together
[] Page break befare
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G Pinh dang cac doan van ban

IIG VIET NAM
* Sir dung hop thoai Tabs
* Ngoai cach sir dung cac Tal? dung trén thudc ké (Ruler), Co tl}é sur
dung hop thoai Paragraph dé tao cac Tab dirng chinh xac so véi 1€ cta
van ban.
« Hop thoai Paragraph con cho phép tao cac kiéu duong gach Leader
cho cac Tab dung.
« C4c muc trong hop thoai Tab gom co:

OO



@
I [ Pinh dang cac doan van ban

* St dung hop thoai Tabs (tt)

Tab stop position Nhap vi tri (do trén thudce do) cho Tab méi.

Hién thi khoang cach con tré di chuyén khi ban nhan Tab. Theo mic dinh,
Default tab stops con tré di chuyén 0,5 inch mdi 1an ban nhan Tab; tuy nhién, ban co thé
thay doi cai dat nay.

Nhap vao mét tab dirng ma ban muén loai bo, r6i baim Clear.

Chon cén chinh cn thiét cho diém dimg Tab.

Chon Ky tu dimg trude vin ban tir cot ndy sang cot tiép theo.

Set Nhép vao sau khi nhap sé6 do méi hodc thay d6i so do hién c6 cho diém
dung Tab

X6a b disng d chon
Clear All X0a tat ca cac Tab dung trong danh sach va tra vé cai dat mic dinh.

@@@@ 2/8/2022 MOS Word 2016 - 1IG Vietnam
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V'€  Pinh da g Cac doan van ban

IIG VIET NAM . .

* Sir dung hop thoai Tabs (tt)

Tabs ? I Left Tab stop
T o AT 00000 . Position = 1 inch
1] 0.5" =
T Tab stops to be cleared: | =000 iseeesesssssssssessees Leader 2
..................................... Center Tab Stop
A e e ererenn Position 2 inch
() Left () Center ) Right
O Decimal OB ————— s Leader 2
Leader
O1None  @2..... = RIGNE TAD STOP vurreerssseemresesssaemrsssssssssssassssssssssnses
Oa__
Set Clear Clear All POSION 3 N0 ceneeee e crneens s een s mens s eonenns
S LEAHET Zreeeereeeeereeeesseemmeessseasmeeesssaasssessnesassesennees
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G Pinh dang cac doan van ban

IG VIET NAM

« St dung Format Painter
« Format Painter cho phep sao chép cac dinh dang (Font, Size, Color,
Style,...) tir mot mau van ban va ap dung dinh dang ndy cho nhiéu mau
van ban khac.
« CO thé s dung Format Painter bang cach sir dung Ribbon, trinh don
ngit canh (Contextual menu) hoic phim tat (Shortcut key).

OO



e Dinh dang van ban str dung Styles

IIG VIET NAM

« Style 1a su két hop duogc dinh nghia trudce cua kiéu chir (Font), mau
sac (Color) va kich thudc (Size) va co thé duoc ap dung cho bat ky
van ban nao trong tai liéu.

« Style dugc str dung dé dinh dang cho ky tu (Character) va cho doan
van ban (Paragraph), mdi Style dugc luu véi mot tén duy nhat.

« Ba loai Style dugc sir dung pho bién nhat Ia:
 Paragraph: Binh dang va vi tri cho toan bd doan van ban;
 Character: binh dang va vi tri cia nhom van ban dugc chon,;

 Linked (Paragraph and Character): Binh dang va vi tri cta toan bd
doan van ban hoac moét nhom van ban dugce chon.

OO




G Dinh dang van ban str dung Styles

IIG VIET NAM

« Word cung cap mot s6 Style nhu tiéu dé (Heading) hoic danh sach
(List).

« Normal 14 kiéu dinh dang mic dinh duogc tu dong ap dung cho tat
ca cac doan van ban mai trong tai liéu.
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/{4 Dinh dang van ban st dung Styles

IIG VIET NAM
* St dung dinh dang nhanh (Quick Styles)
» Quick Style 14 cac Style dung san duoc thé hién trong nhdm Styles trén
thé Home duoi dang Gallery.

AaBbCcDc AaBbCeDe AaBbCe AaBbCcl /—\aB AaBbCcC AaBbCecDi AaBbCcDi

TMormal | ThNoSpac.. Heading1 Heading 2 Title Subtitle  Subtle Em... Empha:i:@
Fa

Styles

* CO thé mo rong Quick Styles bang cach nhap chon nit More gdc dudi
bén phai cua nhém Style

aBbCcDe| AaBbCcDe AaBbC¢ AaBbl Aa B AaBbCcC AgBbCcDt AaBbCcDi
T Mormal || TMo Spac... HEacIlng 1 Heading 2 Title Subtitle Subtle Em... Emphasis
AaBbCcDc AgBbCchn AsBBCCDC AaBbCcDt  AaBbCcDc

Strong Cuote Intense O... Subtle Ref. T

A4 Create a Style

L Clear Formatting
24, Apply Styles...
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e Dinh dang van ban str dung Styles

IG VIET NAM

* St dung dinh dang nhanh (Quick Styles) (tt)
» Cé4c chirc ning trong cira s6 Quick Styles gom:
 Create a Style: Cho phép tao mot Style méi.
» Clear Formatting: Cho phép xoa céc dinh dang van
ban da duoc ap dung Style va tra vé Normal Style.
« Apply Style: Hién thi mot ctra s dé chon tir danh
Ség:h S}yle hoac nhap tén cua S’Eyle s¢ ap dung (co
thé nhan CTRL+SHIFT+S dé¢ hién thi ctra sO nay.

’@@@@I 2/8/2022 MOS Word 2016 - 1IG Vietnam

Apply Styles
Style Name:

Normal

Reapply Modify... . |

v AutoComplete style names
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G Dinh dang van ban str dung Styles

IIG VIET NAM
» Sir dung cira so Style (Style Pane)
« Sur dung Style Pane dé nhan dién Style nao &p
dung cho van ban, doan van ban hoac ca hai.
« Khi tré chudt vao mot Style bat ky trong Style Heading 1

N Heading 1:
nt

Pane, Word s& cho biét CAC thONg tin cu the V& ™ o s s i s s

grap
SPACING

Style dé Before: 12 pt

After: 0 pt

LINE AMD PAGE BREAKS Keep with next, Keep lines together

4 N g Oai ra‘l Styl e Pan e CO n biét: e :t'u::l:nI::ls::»elll'jthe Styles gallery, Priority: 10

* Pham vi ap dung cua Style Folloving s o

* Hién dang cO bao nhiéu truong hop (Instance)
dang ap dung Style cu the.
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G Dinh dang van ban str dung Styles |

IG VIET NAM .
» Sir dung cira so Style (Style Pane) (tt)
« Bén duéi Style Pane cé céc tuy chon véi tinh ning cu thé nhu sau:
ruychon | . Chwenang |

Show Preview Hién thi mdi tén Style duoc dinh dang theo céc thudc tinh cua Style.
Disable Linked Khi chon tinh nang nay, cac kiéu duoc lién két chi cé thé hoat dong giéng

Style nhu kiéu doan van, c6 nghia 12 phai 4p dung cho ca doan vin ban.

New Style Cho phép tao mot Style mai

Style Inspector Hién tllu hop thoai dé xem lai cac thudce tinh Style cho phép tuy chinh hoac
quan ly Style.

Thiét 1ap cac tly chon mic dinh cho Style hién thi trong Style Pane bang
VEGERESINIESE c4ch sir dung cac thudce tinh médc dinh cho Style cu thé. C6 thé chinh stra cac
Style trong hop thoai ndy néu can.

Kiém soat hanh vi va su xuat hién cua Style Pane.
MOS Word 2016 - 1IG Vietnam 25
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VPG T chic danh sach thong tin

IIG VIET NAM
e To chirc danh sach thdng tin
e LA tao danh sach danh dau dau dong (Bulleted List), danh s6 dau
dong (Numbered List) hoic danh sach da cap (Multilevel List).
« St dung Bullets néu céc y trong danh sach khdng cé wu tién
e St dung danh s6 (Numbering) dé 1ap danh sach cac y c6 do wu tién.
e Tao danh sach da cap khi mudn hién thi tién trinh ctia c4c chu dé thao luan

e Blue 1. The provincial 1. MOS Exams
e Green 2. Citv a. Word Core
D > Dstrct . ExcelCots.
Inds 7 .
: P m;{go 'j' Ward d. Excel Expert
- To“‘_n ) e. PowerPoint
* Purple 6. Residential £ Access
* Red _ g. Outlook
* Turquoise 2. IC3 GS4 Exams
e Yellow a. Computing Fundamentals

b. Key Applications
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VPG T chic danh sach thong tin

IIG VIET NAM
* To chirc danh sach danh dau dau dong
» Bén canh c4c dau dau dong Word tao san, ngudi dung ¢d thé tao cac
dau dau dong mai tir mot soO Font chir dac biét, tir hinh anh (Picture)
hoac tir bi€u tuong (L0go).

Define New Bullet ? * Symbol ? X
Bullet character : | Wingdings i
Recently Used Bullets - T
Bicture. Eont.. P A R = e ) e ¢ e i
¢ Alignment: HEHEBEHE EEEECEERNEEE
- Left - = .
Bullet Library e e ||| || O|®|6 2|H|R=| |12 &|%|F
e @O W e i R R R ER R
> |[v 2 Hjer&d @O EOOU O | ¢ & <« XK
®|2|® “ 7|0 D2|0|D|0|@® @G0 0|0
Document Bullets
006 006 00 0 0 0w m R e & e
O M - ¢ e
€ Change List Level » Becent! yused s ymbols :
D v . ©fe]v]e|ofo] s [x|+[4]-[+]+]r|m]e]|s[e
i::‘(:::;::r:: Character code: 56 from: Symbol [decimal ] |
Cance
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VPG T chic danh sach thong tin

IG VIET NAM

» To6 chitc danh sach danh s6 dau dong

e Tao danh sach danh s6 dau dong (Numbered List) |« :
khi muon thé hién y c4c doan vin ban c6 muac d6
guan trong giam dan hoic muén phan chia tai lieu | ™ °
thanh c4c phan theo b cuc va logic nao do.

« Word tao san mot so kiéu danh s6 dau dong théng
dung va cho phép ngudi dung dinh nghia kiéu s6 dau

dong theo mong muon.
Calibri (Body) - |11+ A" o As b i
B' I u -EIJ? - ﬁ - EE - EE b Et:,"l'-:'.-' & Change List Leve

Define Mew Number Forma

MNumbering
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VPG T chic danh sach thong tin

IG VIET NAM

All v

Current List

« Tao danh sach da cap :
« Tao danh sich voi Cac cap chu dé bang '

danh séch da cap (Multilevel List) s rat 1
hitu ich khi cdc muc danh sach khong one | 911
phai la tiéu de¢ (Title/Heading), nhung - -
muon wu tién cac chu dé. : %”m”m 311

€ Change List Level
Define Mew Multilevel List...

Define Mew List Style...
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VG sy dung WordAurt

IIG VIET NAM

« Pé nhin manh hodc tao mét hiéu ung dac biét cho van ban
(thuong la tieu d¢) hoac mdt nhom van ban khong qué 200 Ky tu.

* Word Art la mét dang doi tuong dd hoa chira trong hop van ban.

» Sau khi chon mau (Template) WordArt, nguoi dung c6 thé hiéu
chinh cac hiéu tng cua Word Art nhu: Font, Size, mau nén
(Text Fill) ky tu, mau vién (Text Outline) ky tu va cac hiéu ung
(Text Effects).

Welcome to Micrnenft Word 2016
’@®©@| 2/8/2022 MOS Word 2016 - 11G Vietnam “




NG Tong két bai hoc

IIG VIET NAM
« Bai hoc 3 d3 cung cap cac kién thirc va k¥ ning ve:
e Ap dung cac thudc tinh dinh dang pho bién nhu Font, Size, Bold
hoac Italics cho cac ky tu;
Can chinh van ban;
Thay doi khoang cach dong va doan;
Thut 1& doan van ban;

Hiéu diém diung cta tab 12 gi va nhan ra cac loai diém dung tab
khac nhau;
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NG Tong két bai hoc

IIG VIET NAM
« DPit, stra ddi hodc x0a diém ding tab;
 Str dung tinh nang sao chép dinh dang (Format Painter);
* Ap dung Quick Styles;

« Tao danh sach dau dau dong (Bulleted Lists) hodc danh so
(Numbered Lists);

« Tuy chinh danh sach da cap (Multi-Level Lists);
e Chuyén d6i vin ban sang WordArt.
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VPG caunoion tap Iy thuyét

IIG VIET NAM
1. Pinh dang Ky tu dé cap dén diéu gi?

a. Qua trinh nay anh huong dén cach cac kiéu sé duoc thiét lap
cho tai liéu.

b. Qua trinh nay anh hudng dén cach vin ban dugc chon s& dugc
dinh vi trén man hinh hoac in.

c. Qué trinh ndy anh hudng dén cach cac chu dé s& xuat hién
trong tai liéu.

d. Qué trinh ndy anh hudéng dén céch vin ban dugc chon xuat
hién trén man hinh hoac in.
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G

IG VIET NAM

Cau hoi on tap Iy thuyét

2. Dinh dang doan vin dé cap dén diéu gi?

d.

Qua trinh nay anh hudng dén cach céc kiéu s& dugc thiét 1ap cho tai
liéu.

Qua trinh ndy anh huong dén cach cac doan duge chon s& duoc dinh
vi trén man hinh hoac in.

Qué trinh ndy anh hudéng dén cach cac chu dé sé xuat hién trong tai
l1éu.

Quaé trinh nay anh hudng dén s6 lugng doan sé bi anh hudng trén man
hinh.
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VPG caunoion tap Iy thuyét

IIG VIET NAM
3. Tai sao ban muon thay doi khoang cach doan?

a. Dé tang hoic giam lugng khoang trang giira c4c doan trong tai
l1éu.

b. Dé ting hodc giam so6 luong dONg cO san cho vin ban trén moi
trang.

c. Dé thay doi tong so trang trong tai liéu nho hon.

d. Dé ting hoic giam luong khoang trang gilta moi dOng van ban
trong mot doan van.
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VPG caunoion tap Iy thuyét

IG VIET NAM
4. Loai thut 1& ndo dugc &p dung khi ban chon danh dau dau
dong hoic danh s6 dau dong vai danh sach cac muc?
a. Thut dong dau tién
b. Thutlé
b. Thut 1é phai
c. Thut 1é tréi
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VPG caunoion tap Iy thuyét

IIG VIET NAM
5. Tai sao ban nén dit cac diém diung cua thap phan dé can chinh cac

gia tri v&i cac vi tri thap phan trong bao c4o Bang can d6i ké toan?

a. Day la can chinh tab ban nén luén st dung khi nhéap cac gia tri trong
bao cao tai chinh.

b. Can chinh tab nay sé tu dong thém ky hiéu $ & gia tri dau tién va cudi
cung trong bao cao.

c. bit cac diém dung tab cu thé trong béo céo gilip xac dinh c4c gi tri
theo vi tri thap phan thay vi ky tu dau tién hoac cuoi cung.

d. Cain chinh tab nay sé& tu dong nhap hai s6 khéng sau dau thap phan.

OO
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6. Khi nao ban co thé nhap dap vao lénh Format Painter
thay vi nhap vao mot 1an?

d.

b.

OO

Khong c6 su khac biét gitta hanh dong nhap chudt don hoic
nhap dup.

Nhép dup vao Format Painter dé tw dong ap dung kicu cho céc
tieu de.

Str dung mot lan bam dé &p dung dinh dang cho tai liéu 1 trang
va nhap dup cho tai liéu nhiéu trang.

Nhap dup vao Format Painter khi ban mu6n 4p dung dinh dang
cho mot s6 khoi van ban.



VPG caunoion tap Iy thuyét

IIG VIET NAM
7. Tai sao ban lai 4p dung danh s6 cho danh sach vat pham thay

Vi str dung dau dau dong?

a. e tao danh séch hién thi phan cap cac chu dé nhu tiéu de va
tieu dé phu.

b. Dé thiét 1ap muc luc hodc chi muc.

c. Beé ket hop danh sach dugc danh s6 véi danh sich dau dau
dong & cung cap.

d. Dé cb thé dinh dang sb danh sach.
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8. Ban nén str dung 1énh nao dé noi véi Word dé khai dong lai
sO tur danh sach trudc?

a. Advanced value (skip numbers)
b. Setvalue to

c. Start new list

d. Define new numbering
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9. Su khac biét giira kiéu Ky tu va kiéu doan vin 1a gi?

a. Kivéu doan van anh hu’("?ng dén yi tri cua toan bo doan van va
ki€u Ky tu anh huéng dén su xuat hién cta lya chon van ban.

b. Kiéu ky tu chira cac thudc tinh dinh dang va phai duoc &p dung
trudce tién.

c. Khong co su khac biét giita cac kiéu nay; ho thuc hién diéu
tuong tu.

d. Ban chi c0 thé tao kiéu méi cho doan van.
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10. Ban sé sir dung t0y chon nao tir thu vién Quick Styles dé ap
dung kiéu tir cira s6?
a. Tao kiéu
b. Xoba dinh dang
c. Trinh khoi chay hop thoai Styles
d. Ap dung kiéu
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11. Tai sao ban ¢6 thé mudn chuyén d6i van ban sang WordArt?

d.

OO

WordArt ¢6 nhiéu lwa chon hon dé cai thién vin ban hon hinh
dang hop van ban.

WordArt ¢ thé dugc thao tac dé dang va nhanh hon trong mot
tai liéu co chira nhiéu doi tuong truc quan.

Chuyén doi vin ban sang WordArt dé co6 thé thém hiéu tmg vao
van ban nhu 14t ngugc hoac xuat hién dudi dang song.

Ban khong thé ghép nhiéu vin ban vao hinh dang hop vin ban
ma nhap nhi¢u dong trong hinh dang WordArt.



