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A Bai 3: Dinh dang van ban va doan van ban
1. Muc tiéu bai hoc
— Cac ky thuat dinh dang van ban va doan (paragraph) van ban.
Céch td chire tai liéu dang danh sach, danh sach da cp.
Céch dung tab va dat diém dimg cua tab.
Vai tro cua Style trong dinh dang va ap dung style trong dinh dang.
Cach su dung WordArt trong trinh bai va trang tri tai liéu
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» Céc lénh dinh dang van ban trén Ribbon

» Su dung hop thoai Font (The Font Dialog Box) . ...

» Su dung mini toolbar
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> Dinh dang vin ban bang chirc ning Find and %o
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Pavagragh T X

Indety W Spacng | Lise dnd Buge Benak

3. Dinh dang doan van ban

> Dung phim tit canh 1& doan van ban

» Dung Iénh trén Ribbon canh 1¢ doan
van ban

» Canh 1& doan vén ban sir dung hop
thoai Paragraph

> Thay dbi khoang cac giira cac dong
trong doan van ban

Tabe. 1 43 et ax Cants
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> Gil cac dong trong doan v
mot van ban ¢ trén cing X
mot trang

> Thay dbi khoang cach giita
cac doan van ban str dung
Ribbon

» Thém hodc loai bo khoang
khong gian trén hoac dudi
doan van ban
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» Gilr cac doan van ban trén cuing mét trang
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F\rﬁj line 1 Hanging
X i /ideo provides a powerful
_ A 3 A iideo provides a pov Vi pm P
Thut 1€ doan van ban Online Video, you can paste [Video, you can pasts
> Dflng thude (Ruler) can also type a keyword to = also type a keyword

= First-line indent ' Letindent | ¥
=

= Hanging indent Right Indent
ging Video provides apos  your point. When
= Left indent Online "';‘f‘q_— YO code for the video
i X You can also type a & online for thy
= Right indent document prenanie ey
> Dung h()p thoz_n Paragraph PAGE LAYOUT = REFERENCES  MAILINGS  REVIEW
» Dung lénh trén Ribbon - Indent Spacing
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— Thiét 1ap diém dimg
> Cach thiét 1ap diém dimng trén thudc
= Left Tab
= Center Tab
= Right Tab
= Decimal Tab -
= Bar Tab j}

Left Tab
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» Dung hop thoai Tab

A Tabs ? X
> Xoa diém dimg Tab stop position: Default tab stops:
] 05 5
;5 Tab stops to be dleared:
% fi 2 1 f 5 n
Mat-hang - sblugng - don-giaq Aignment
Mouse....... O Left @ Center O Right

Keyboard.. O Decimal O Bar
Leader
(O 1 None @2 O3—
Os__
Set Clgar Clear All
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4. St dung Format Painter
» Cach sao chép dinh dang dung chirc
nang Format Painter
5. Dinh dang van ban vai Styles
» Su dung Quick Styles
» St dung Styles Pane

Aab
THie i Emphoss
AaBbCcD AaBbCcD AaBbC¢ AaBbCcC 4@
strang
TNormal | TNoSpac.. Headingl Heading2 Title =

Styles b.
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» Tao Styles trong Style pane

» Su dung lénh Create a Style trén
Quick Style

» Str dung nit Manage Style trong
Style pane

» Hiéu chinh Styles

» Xoa cac Style do nguoi dung tao ra

» Xoa dinh dang hoac Style

e
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» Sao chép tat ca Style tir mot tap tin Template
> Sao chép mot sb Style tir tap tin Template
- = i I . Sao chidp Style Cac Style can sao chep
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— Tao mdt danh sach véi sb thir tu (numbering)
> St dung s6 thi tr dinh sén
> Thibt lap gia tri cua s6 thir tw
> Sép xép thir ty cia mot danh sach
B & 2 9 |AaBbCo ™ T | Set Numbering Value ~ ? X
Z (®) start new list
1 1) (O Continue from previous list
None 2 2 Advance value (skip numbers
3 3) l
Then Set yalue to:
: 4 b Wy i Plrewm:l
1 B b) 5 i e 8 e o o
" < 2 e o = Cancel
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ERi- .. &= LI Define New Bullet ? x
Bullet Library Bullet character
6. T chic danh sich thongtin e _ € o o = Boes | o
— Bullets ermd‘Numbermg s[>V L=
> Danh dau dau dong cac doan
van ban =
2 4.z — 0 w| o| V¥V =
» Tuy bién kiéu Bullets :
> Két thic mot danh sach el | el | | B
DefinaNew B oK Cancel
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» Tao mét danh sach da cép — Multilevel List
> Tuy bién danh sach da cép
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7. St dung WordArt

» St dung WordArt

» Hiéu chinh nén cia WordArt

» Hiéu chinh van ban ni dung ciia WordArt

» Hiéu chinh vi tri cia Word Art so voi van ban xung quanh
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LAYOUT OPTIONS

In Line with Text

[a)

With Text Wrapping

® Move with text

Fix position on
page
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8. Tdng két bai hoc - Cac ky ning lién quan dén bai thi MOS
— Céch dinh dang van ban va doan van ban.
— Dinh dang vin ban bing chirc ning Replace va Format Painter
— Cach tao Style va str dung Style
— Cach tao va dinh dang WordArt
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