Khoa CNTT Bai 3: Dinh dang van ban

Bai 3: Dinh Dang Van Ban

| - Muc tiéu: Dinh dang van ban
e Dinh dang Font chir cia van ban (Font)
e Dinh dang doan van ban (Paragraph)

Il - Trinh bay font chiv

1. Chén ki ty dic biét

Trong van ban, co thé chén vao mot sd ky tu do cac font chir dac bi¢t tao ra bé’mg cach dat
con trd text ¢ vi tri thich hgp, nhap Menu insert chon Iénh Symbol
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dutoCorrect, .. | Shortcutﬂey...l Shorkout key:

Hinh 3.1: Hop hoi thoai Symbol

Font: dung dé thay doi font chit, vi du chon font Windings s& c6 mot so d6 font twong ting
hién ra.

Giit mouse kéo qua timg 6, ky tu trong 6 s& dugc phong 16n 1én. Nhip chon mot ky tir can
thiét, nhép nut 1énh Insert hoac nhép dap ¢ ky tu can chén dé ky tu dugc chén vao tai vi tri
clia con tro text. Lap lai cac budc trén dé chén thém cac ky tu khac vao van ban. Nhap niit
1énh Close dé dong hop thoai.

2. Trinh bay font chir duing biéu twong trén Toolbar

Danh du chon mdt doan vin ban can trinh bay, nhép biéu tuong 1énh:

Times Mew Roman -

Font dung dé thay d6i font chir , nhip nut tam giac dé c6 ban liét ké cac

font chit, nhap chon mét tén font chir thich hop.

Font Size ding dé thay ddi kich thuéc font chit 2, nhip nut tam giac dé co bang liét ké
cac font chir (dung don vi 1a point), nhip chon mét sé do thich hop, ngoai ra con c6 thé gé sb
do can thiét vao.

Font Style dung d¢é thay doi kiéu chit, gom cac biéu tuong lénh:
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B Bold chir ddm
I . N .
Italic chit nghiéng
g Underline chit gach dudi
& - Font color chon mau chit, thuong dung Automatic

Cac biéu tuong Bold, Italic, querljne 96 trang ﬂ‘léi nhu mot nﬁt, nhén, nha"lp dé biéu tuong
16m xudng 1a 1é€nh c6 tac dung, nhap d€ bi¢u tuong 161 1én 1a 1énh mat tac dung.
Highlight - chiéu sang van ban.
Nhép nat tam giac ciia biéu tuong — Highlight, chon 14y mot mau, hinh biéu tuong 16m
xuong.
Con tro mouse s& dugc gan kém mot cay viét, kéo mouse qua doan vin ban can chiéu sang
Nhép mouse vao biéu tuong Highlight mot 14n nira dé tit chtrc nang chiéu sang, hinh biéu
tuong 161 1€n, con tro mouse trd vé dang binh thuong.
bé j:ﬁt doan van ban di duoc chiéu sang, danh diu chon doan van ban, nhe'ip nat tam giac
cua biéu tugng Highlight, chon None.
Chit y: Néu in vin ban bang mdy in trdn den, mau chiéu sang sé chuyén sang thang xam.
3. Trinh bay font chir dung Iénh trong Menu
Panh dau chon mot doan vin ban, vao Menu Format chon 1énh Font...
a) Lép Font
Céc 1énh Font, Font Style, Size, Color c6 cach ding twong ty nhu dd ding cac biéu
tuong.
e Underling: ding dé gach duéi ky tu, gdm cac 1énh:
e None: khong gach dudi
e Single: gach dudi moét nét

e  Words only: chi gach dudi tirng tr
e Double: gach dudi nét déi

e Dot dash: gach dudi bing dudng chim gach

e Dot dot dash:gach dudi bang dudng chim chim gach
e Wave: gach dudi béng duong dang song
o Effects: tao hi€u qua nhu:
+ Strikethrough: gach giira chit bang duong d
Double strikethrough: gaeh-gita-chibans dudnedi

Superscript: dua chit ™" va giam kich thudc
Subscript: dua chit yuéng dusi va gidm kich thudce
Shadow: chir c6 bong

Outline: chf ¢6 dang nay d6 cb bist khéng
Emboss:

Engrave:

+ + + + +

_|_
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+ Small Caps: D6l CHit THUSNG THANH CHir IN V6T KICH THUSC NH6 HON
+ All Caps: POI CHU THUONG THANH CHU IN CO CUNG KIiCH
THUGC

+ Hidden: 4n doan vin ban

Font K

Font | Character Spacing I Text Effects |
Font: Fant style: Size!

ITimes Mew Roman

Times Mew Roman

Font color: Underline style: Underline color:

I Aukomatic j EEnone! Eﬂ I Aubomatic j
Effects —

[ Strikethrough ™ shadow I small caps

™ Double strikethrough ™ Cutline [ &llcaps

[ Superscript ™ Emboss [ Hidden

[~ subscripk I Engrave
Prewview ————

Times New Roman

This is a TrueType Font, This Font will be used on both printer and screen,

Default, .. | ok I Cancel

Hinh 1.2: Hop hgi thoai Font

Chu y: Neu sur dung may in mau, mau cua chir sé dwoc in dung voi mau da chon. Néu dung

may in trang den, mau chit sé chuyén thanh thang xdm, trong truong hop nay sé cé6 mot sé

mau khi in ra sé la trang

Redin thanh mau den

Pink in thanh mau tring
Blue in thanh mau den
Bright green in thanh mau tring

Chon mau la Auto, mau chir co thé ty dong thay doi turong phan véi mau nén. Néu nén
mau tring chit s& c6 mau den, nén mau den chit s& c6 mau trang.

b) L&p Character Spacing

2

Scale: co gidn chir theo chiéu ngang. néu ding sb do 16n hon 100 thi chit “map
ra, néu dung s do nhé hon 100 thi chitr “6m” lai.

Spacing: khoang cach thuong

Expanded: khoang cach thua — by = sd point.

Condensed: khoangcachnén — by = s6 point.

Position: vi tri cua cac ky tu.

Normal: vi tri thuong — cac ky tu ngang hang nhau.

Raised: dua chit €1 tréN _ by = 6 _ point.
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= Lowered: dua chir xubng dudi ~ by = sd point.
Font
Fort 1| Tt Ebbects |
Scale: [0 =]
Spading:  [Wormal | e —
Position:  [Mormal [ = =

™ Kerning for fonts: I 5‘ Points and above

Prewiew —

Times New Roman

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

Default... | O I Cancel I

Hinh 1.3: Lop Charater Spacing trong h¢p thoai Font

c) Lé&p Animation

Cac 1énh trong 16p nay lam cho doan vén ban trén man hinh co6 tinh chat sang lung linh,
nhap nhay..., gom céc lénh nhu: Blinking Background, Las Vegas Lights, Marching Black
Ants, Marching Red Ants, Shimmer, Sparkle Text. Cac 1énh nay khong c6 tac dung khi in
ra giay.

Tao font chir ngim dinh

Trong qua trinh 1am viéc, nguoi Viét Nam s& thuong xuyén go chir co dau, nhu vay can
pl}éi tao ra font chit mic nhién (default) sao cho cir mdi 1an tao vin ban méi 1a gd duoc chit co
dau (vi du: font VNI Centur, 12pt).

Sau d chon xong céc 1énh can thiét trong hop thoai Font, nhip 1énh Default... dé luu giir
cac 1énh da chon lam default.

Microsoft Word Ed

@ Do wou want ko change the default Fonk to Times Mew Roman?

This change will affect all new documents based on the NORMAL kemplate,

Hinh 1.4: Hop hoi thoai cap nhat

Nhip niit 1énh Yes, 1énh trinh bay font chit Default c6 tac dung ngay, dong thoi nd con
duoc luu trir lai trong file NORMAL.DOT cta Word dé Iénh con c6 hi€u lyc trong nhitng 1an
lam viéc sau do.
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Chii y: Cac 1énh trinh bay fon chir rat da dang gitip nguoi sir dung c6 nhiéu kha ning chon
lya. Nhung trong thuc t€, néu khéng c6 yéu cau dac biét thi dicu quan trong cua mot van ban
la phai rd rang va de doc.

lll - Trinh bay Paragraph - Poan van ban
1. Str dung cac biéu twong lénh

> Alighnment — trinh bay tuyén tinh theo chiéu ngang
Panh dau chon Paragraph
Nhép chon mot biéu tuong lénh

= | Left Chinh cac dong chit thang 1& bén trai

= Center Chinh céc dong chir can ddi theo truc

= Right Chinh céc dong chit thang 1¢ bén phai
= | Justify | Chinh céc dong chit thing ca 1& bén tréi Ian 1& bén phai

> Indentation — Trinh bay 1& cia Paragraph
L& trai ciia Paragraph c6 thé dugc diéu chinh nhanh bang cach nhip biéu tuong

&= Lé trai cna Paragraph di chuyén sang bén
; Decrease Indent phai mot budc Tab

i= L& trai cua Paragraph di chuyén sang bén trai
: Increase Indent mét bude Tab

> Dung Ruler dé trinh bay I¢ ciia Paragraph

L& cua Paragraph dang duoc danh diu chon 14 vi tri twong d6i cua cac biéu tuong 1énh trén
Ruler.

Dung mouse kéo cac biéu tuong 1énh:

Keéo nut tam gidc trén @ First Line Indent, chi c6 mdt nit nay di chuyén (cac mit phia
dudi van dung yén), thay doi 1€ trai cia dong dau tién trong Paragraph theo ki€u thut dau
dong.

Kéo nut tam giac phia dudi & Hanging Indent, nit nay s& di chuyén ciing v6i nat hinh chir
nhét (nut tam giac phia trén ding yén), thay doi 1€ trai cia cac dong dudi trong Paragraph
theo kiéu treo dau dong.

Kéo nut chir nhat @ Left Indent, ca 3 nut s€ di chuyén cung mdt lic, thay doi 18 trai cua
Paragraph.

Kéo nut tam giac bén phai right & Indent, thay ddi 1& phai ctia Paragraph.

Cac mau trinh bay ctia Paragraph:

None First Line Hanging
E"'!"'?"'!'ﬁ' h"v""}"'!'ﬂ F"ag"'}"':'a

Chii y: Dé the hién diing tinh chdt thut vao (indent), chi nén kéo cac biéu twong sao cho vi
tri ciia chiing van con nam trong pham vi mau trang ciia thuée do (thong thuong tir 0 t6i 6
inch) la thich hop.
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2. Sir dung Menu

Bai 3: Dinh dang van ban

Danh déu chon Paragraph, vao Menu Format chon 1énh Paragraph.

Paragraph

Indents al

nd Spacing | Line and Page Ereaks I

Alignment: W Outline level: IBody text |- l
Indentation
Left: ID-- E‘ Special: B
T o (R (N | -
Spacing
Befaore: 0pt = Line spacing: ~ Ak:
After: 0pt — ISingIe j I ﬂ
Preview
Sanipdc Teadsaraple Trackanplc Teadanpic Toadanplc Teaganplc Toadanplc Toadanplc
eviminris Tratiirtis Teourais Tes hrelis T30l TEAGaricis TovEaratis Troimnric
TErmunghe Teacrae TEocsanie e SRt T Ik TEICAnLIE TErargie Tore
Tabs... | a4 I Cancel |

Hinh 1.6: Hop hgi thoai Pagraph

e Alignment - Lénh cin 18 ngang cta Paragraph gom: Left — Centered — Right — Justify.
e Indentation - Lénh dit 18 cho Paragraph (don vi = inch).
+ Left - s do khoang cach 1& trai.
+ Right - s6 do khoang cach 1& phai.
+ Special - gdm cac 1énh:
v' None - First line va left thing hang nhau.
v First line - First line & bén phai cta left, dong dau tién thut vao bén trong.

v' Hanging - First line ¢ bén trai cia left, dong dau tién treo ra ngoai.

v By - S6 do khoang céach giira first line va left.
e Spacing - Lénh vé khoang cach trong Paragraph.
+ Before - Khoang cach so voi Paragraph trén (don vi = point).
+ After - Khoang cach so voi Paragraph dudi (don vi = point).

+ Line spacing - Khoang cach gita cac dong trong mot Paragraph.

ASENENENENEN

CuuDuongThanCong.com

Single - 1 line
1.5 line - 1. 5 line
Double - 2 line
At least - Tao khoang cach 16n hon mdt dong (1 line).
Exactly - Khoang cach chinh xac theo sd point da cho.
Multiple - Khoang cach tinh theo line, tdi thiéu = 0. 5 line.
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IV - Trinh bay van ban dang liét ké
_ Vin ban dang liét ké 1a mot kiéu trinh bay dc biét, c6 thé nhan biét nho céc ky higu dimg
dau moi Paragraph (thong thuong la dau gach dau dong, dau * hodc can than hon la cac so thi
tu 1, 2,3 hay a, b, c...). C6 hai dang liét ké bang so thur tu hodc bang cac ky tu dac biét.
1. Dung biéu twong 1énh
Panh dau chon cac Paragraph lién tiép.

Trén Toolbar nhip biéu twong 1énh Numbering =
Pau mdi Paragraph s¢ dugc chén thém mot sb ky tu.

Trén Toolbar nhip biéu twong 1énh Bullets ==
Pau mdi Paragraph sé dugc chén mot ky tu dac biét.
Chii y: Khi chon mogt Paragraph da dwoc trinh bay liét ke, biéu twong lénh liét ké twong
ung sé c6 dang lom xuong. Muon bo kiéu trinh bay liet ké cua Paragraph, chi can nhap vao
biéu twong lénh liét ké dé cho no 101 lén.

2. Dung Menu

Str dung Menu gitip ngudi dung s& chon duoc mau Number hoic Bullet theo y mudn.

Danh diu chon cac Paragraph can trinh bay, vao Menu Format chon 1énh Bullets And
Numbering.

» Lép Numbered
Trong hop thoai hién ra 8 mau, nhép chon mot mau — OK.

Bulletz and Mumbering | 7| x|
Bulleted | Mumbered ‘ Outline Murmbered |
] &
Mone : - il
[ &
+ o v
+ o v
+ 'l ¥
Picture. .. | Customize, .. |
Reset | (0’4 I Cancel |

Hinh 1.6: Hop hoi thoai Bullets and Numbering
Néu muén hiéu chinh chi tiét hon cho mau di chon, c6 thé nhép nat 1énh Customize... dé
hiéu chinh thém cho Numbered.
Hop thoai Customize Numbered List hién ra
» Number Format: cach dinh dang s6 thir tw nhu 1, hodc 1- hodc (1)-
e Font... thay ddi font chir cho sé thir tu
e Number style: chon kiéu danh s thir tu 1, 2, 3 hodc a, b, ¢ hodc I, II, III...
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e Start at: sd bét dau.

e Number position: vi tri ciia s6 thu ty duogc thé hién thong qua cac 1énh nhu: Left,
Center, Right va nut Aligned at.

e Text psition: vi tri chit cia Paragraph dugc thut vao so véi s6 thir tu thé hién trong
muc Indent at.

Customize Numbered List 2| x|

rMumber Formak
|2. Fort... |

Cancel |

Preview

Murmber stvle: Skark ak:

|1,2,3,... =z

~Mumber posikion
ILeFt vl fligned at: |0

~Text position

Indent at: IU ﬂ

Hinh 1.7: Hop hgi thoai Customize Numbered List

» Lép Bulleted
Chon mdt mau liét ké bang ky tu dic biét. Nhip nut 1énh Customize... dé hiéu chinh thém
cach dinh dang cho Bulleted.

Cusztomize Bulleted List EE

~Bullet character |
| .

~Bullet position

oK |

Zancel |

Preview

Font... | Bullet. .. |

Indenkt at: IU 5‘ -

rText position

Indent at: ID E‘

Hinh 1.8: Hop hdi thoai Customize Bulleted List

Bullet character: Liét ké cac ky tu duoc chon trude, cd thé chon ky tu khac bang cach
nhép nut Iénh Font... hodc Bullet... mot hdp thoai méi hi€n ra cho phép chon font chir va
chon ky tu méi.

Chi y: Word 97 c6 thé tw dong trinh bay vin ban theo kiéu liét ké néu chung ta gd dung
quy udc:

+ Néu dau dong g6 dau (*) hodc dau gach (-) kém theo mét khodng tring roi méi g6 noi
dung thi khi Enter xuong dong tao Paragraph mdi sé trinh bay theo kiéu Bullet.

Trang 36

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Khoa CNTT Bai 3: Dinh dang van ban

+ Néu dau dong go s6 (1-) hodc chit(a-) kém theo mét khodng trdng ré‘{ moi go noi dung
thi khi enter xuong dong tao Paragraph moi sé dugc trinh bay theo ki€éu Numbering.
C6 thé tat chirc nang tu dong trinh bay van ban theo kiéu ligt keé bang cach nhip Menu
Tool — Autocorrect, chon 16p AutoFormat as you type, nhap tat I¢nh:
e Automatic bulleted lists
e Automatic numbered lists

3. Dat Tab

Mot kiéu dinh dang thudng gip trong vin ban 1a ding phim Tab dé tao ra cac cot chir c¢6
tinh so hang v6i nhau & mot toa do xac dinh.

Tab c6 pham vi xac dinh trong tung Paragraph do d6 cac Paragraph c6 dung cach dat Tab
s€ co cung cach so hang.
a) Dung biéu twong 1énh

Dé viéc trinh bay Tab dugc d& dang hon, can phai cho cac ky tu khong in dugc hién ra trén
man hinh bang cach nhap biéu tuong 1énh show/hide T
budec:

va phai thuc hién ding theo tung

e Buwéc I: Chon cac Paragraph can trinh bay.
e Buwéc 2: Chon lai Tab bang cach nhip mouse & goc bén trai ciia Ruler, mdi khi nhép
vao s€ c6 mot bi€u tugng Tab hién ra, d6 la cac loai Tab cia Word:

(] | Left Tab Tab dong thang hang bén trai cia doan vin ban

Center Tab Tab dong thang hang ¢ tim ctia doan vin ban

[a] | Right Tab Tab dong thang hang ¢ bén phai ctia doan vin ban.

[=] | Decimal Tab | Tab dong thang hang d4u phan cach thap phan cta doan vin ban.

e Bwéc 3: Chon diém dung Tab trén Ruler béng cach nhép mouse & mot toa d0 xac

dinh, mot ky hi€u Tab tuong ng hién ra trén Ruler
Budc 2 va 3 ¢o thé lap lai nhidu 1an néu mudn dat nhiéu Tab cho Paragraph.

e Bwoc 4: Dat con tro text & vi tri thich hop trong Paragraph, gé phim Tab, doan van
ban duoc di chuyén t6i vi tri da dinh. Néu trong mot Paragraph c6 dat nhiéu Tab, trén
mot dong phai gd du sb Tab da dinh thi cac doan vin ban méi duoc di chuyén dén
dang vi tri.

» Hiéu chinh Tab

Panh diu chon cac Paragraph da duoc dat Tab, Ruler thé hién cac vi tri Tab da dat b::ing
céc ky hiéu Tab mau den (cac ky hiéu nay co thé bi md néu cac Paragraph c6 cach dat Tab
khac nhau).

Kéo mot ky hi¢u Tab trén Ruler sang vi tri méi — thay ddi toa do diém dung cia Tab, doan
van ban c6 bam phim Tab tuong tng s& di chuyén theo.

Kéo ky hiéu Tab xudng dudi Ruler - g bé Tab da dit (clear), doan vin ban c6 bam phim
Tab tuong tng di chuyén sang vi tri Tab ding ké tiép.

Kéo tat ca cac ky hiéu Tab xubng dudi Ruler - bo tit ca cac Tab (clear all), parabraph s&
dung default Tab.

Chii y: Néu khong dat Tab thi trong méi Paragraph van ton tai default Tab va loai left
Tab, c6 diém dirng cach déu 0. 5.
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b) Str dung Menu
e Buwéc I: Danh diu chon cac Paragraph can trinh bay.
e Buoc 2: Nhép Menu format chon 1énh Tabs...
e Buwdc 3: Thuc hién viéc dat Tab trong hop thoai.
+ Default Tab stops: Khoang dung cuia default Tab, thong thuong 1a 0. 57
+ Tab stop position: G toa do diém dimg cta Tab.
+ Alignment: Chon moét loai Tab la Left — Center — Right — Decimal — Bar (loai Tab
chi c6 tac dung tao mot duong ké doc & mét toa do da dinh).
Leader: Chon cach thé hién Tab:
1 None: Tab tao ra 1a khoang tring.
Tab tao ra 1a cac ddu chdm, du gach hoac gach lién nét.
Cac nut 1énh:
Set: Dat mot diém dung Tab, toa d6 da go s€ duoc dua vao danh sach.
Clear: Chon mot toa do trong danh sach, nhép nut 1énh nay dé xo04 toa do da chon.
Clear all: Xo4 tit ca cac toa do diém dung Tab da dat.
thuc hién:

+ o+ o+ + o+ o+ o+

Cac

=

G6 mét toa do diém dung cua Tab trong Tab Stop Position.
Chon mot loai Tab trong Alignment.

Chon céch thé hién khoang Tab trong Leader.

Nhiép nut 1énh Set — x4c dinh mot vi tri Tab da dat.

Tare NN |

+ o+ 4+ o+

Tab stop position: Default tab stops: n.5" =
[1.157
T - Alignrment
1.13 j‘ ¥ |eft ™ Decimal
[ Cenker (8 Bar
"~ Right
Leader
&= 1 None Llc PR
LI (- (. 4

Set | Clear | Clear All |

(] 4 I Cancel |

Hinh 1.9: Hop hoi thoai Tabs

e Buworc 4: Dat con tro text ¢ tung vi tri thich hop trong Paragraph, gd phim Tab.
Chu y: Pé viéc trinh bay Tab dwoc thuc hién dung, nén cho cac ky tu khong in hién ra

Show/Hide T , hiic nay méi phim Tab di gé dwoc thé hién bang ddu miii tén —
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4. Trang tri doan van ban

Dung Border d¢ trang tri cho Paragraph nhu tao dudng vién bao quanh Paragraph hoic tao
mau nén cho Paragraph.

a) Str dung toolbars

Nhép biéu tuong 1énh Tables and Borders trén Toolbar s€ c6 thém thanh cong cu
Tables and Borders (nén di chuyén thanh cong cu niy nén trén sap dung vao vi tri cac thanh
cong cu dé n6 khong che khuat ving lam viéc cia van ban).

Thanh cong cu nay dugc ding cho 2 phan 12 Tables and Border.

 Tables and Borders

- 1ﬁ7£|'&*
5@ B~ 3 | 4 2 >

Hinh 1.10: H¢p héi thoai Tables and Border

Trong muyc nay chung ta chi xét dén nhing 1énh cta Borders.

= | Line Style Chon dang nét ke.
1% Line Weight Chon d0 day nét ké.
7 Draw Table V& bang tinh
0 [boraer | Gl o ot ko g P
& - Shading Color Tao mau nén cho Paragraph.

Cach thuc hién Border

e Budc 1: Danh dau chon cac Paragraph can trang tri (néu chon mot Paragraph thi chi
can dat con tro text trong mét dong chir cua Paragraph 1a dugc).

e Buwoc 2: Nhép biéu tuwong line style dé chon mét dang net ke. Nhép biéu twong Line

Weight d¢ chon do day nét ké. Nhap biéu tugng Border Color dé chon mau cho nét

ké.

e Budc 3: Nhip vao nat tam giac cua biéu twong Border dé chon dudng vién thich hop.

Outside Border Tao dudng vién bao xung quanh Paragraph.

= | Top Border Tao dudng vién phia trén ctia Paragraph.

2 | Bottom Border Tao duong vién phia dudi ciia Paragraph.

|- | Left Border Tao dudng vién bén trai ctia Paragraph.

| | Right Border Tao dudng vién bén phai cta Paragraph.

Tao tat ca cac dudng vién gom dudng bao xung quanh va cac
duong ngang doc bén trong (thuong dung trong bang bi¢u —
Table).

B | All Borders
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Khoa CNTT Bai 3: Dinh dang van ban

4 | Tnside Border Tao du?’ng vién ngang doc bén trong (Iénh nay thuong dung
trong bang bieu — Table).

= | Inside Horizontal | Tao cic dudng vién ngang gitra cac Paragraph (Iénh nay
"""" Border thuong dung trong bang bi€u — Table).

Inside Vertical | Tao duong vién doc ( 1énh nay thuong dung trong bang biéu —

Border Table).

| No Border Bo cac duong vién da tao.

Céach thwe hién 1énh Shading
e Danh diu chon Paragraph can trang tri.

e Nhip nut tam gidc cua biéu tuong shading color dé chon mau cho Paragraph, néu
chon mau t6i thi mau chir (auto) trong Paragraph se chuyén sang mau tring.

Chu y: Khi tgo Border th{ chiéu rong cua ‘dwong‘ vien dwoc xdac dinh bang lé ciia
Paragraph (indentation) va chiéu cao ciia né sé bang chiéu cao cua Paragraph.

Néu chi chon mot doan van ban trong Paragraph (chon béng cach kéo mouse dé to den mot
doan van ban) ma dung 1énh Border and shading thi 1énh nay chi c6 tac dung trén doan chir da
chon. Ngoai ra, con c6 thé tao Border riéng cho tung canh.

Vidu:

+ Dang Box: Line Style = Nét do6i (hoac nét déi day mong...), Outside Border
+ Dang Shadow: Line Style = Nét don, Line Weight = %2 pt nhap Top Border va Left
Border, Line Weight = 3pt nhap Bottom Border va Right Border, Shading = Gray 20%
+ DANG 3D: Line Style chon nét gén cudi (hodc nét cuéi), Outside Border, shading
color = Gray 30%, dé tang thém hiéu qua thi font chit nén ding thém lénh
+ Emboss (hodc Engrave)
+ Dung No Border dé bo duong vién di tao ra.
+ Shading color = None dé bo mau nén di tao ra.
b) Str dung Menu
Déanh dau chon Paragraph, vao Menu Format chon 1énh Border and Shading...
Chon 16p Borders dé tao duong vién
e Setting  Chon dang duong vién.
e None Khéng tao dudng vién.
e Box Tao dudng vién bao xung quanh c6 bong.
e Shadow Tao duong vién bao xung quanh c6 bong.
e 3D Tao dudng vién bao xung quanh c6 dang ndi (3 chiéu.
e Custom Tao dudng vién cho timg canh (chon width, sau d6 nhap chon nit thé
hién cho tirng canh & muc preview)
e Style Chon dang cta nét.
e Color Chon mau cho dudng vién.
e  Width Do day cua nét.
e Apply to Chon pham vi anh hudng cua I¢nh (Paragraph hodac text).
Chon 16p Page Border - Tao dudng vién cho trang in.
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Lénh nay c6 tac dun tao duong vién cho trang in bang cach ké khung bao quanh trong
trang giay.
_ Cach dung twong tu 16p Border, c¢6 thém Iénh art dé tao dudng vién trang tri cho trang gidy
bang hinh vé.
Chon 16p Shading dé tao mau nén cho Paragraph
e Fill Chon mau nén.
e Patterns Tao ludi trén nén fill bang cach chon mau (Color) va chon kiéu (Style).

Borders and Shading 12 x|

Borders | Page Border | Shading I

Setting: Skyle: Preview
—————————— ;I Click on diagram below or use
buttons b iy bord
Mone utkons ko apply borders
o
..........
Box
——
—
Shadow I'l .
Calor: @

I Automatic j
= width:
I it — j Apply ta:
= Cuskom |Paragra|3h j

| o] O o}

Show Toolbar I Horizantal Line. .. I QK I Cancel I

Hinh 1.11: H¢p héi thoai Border and Shading

Borders and Shading 2=

Biorders | Page Border  Shading |

Fill Preview
Ta Fill

I I
0 o o
--lll--= A
HE NN ENE

RmE |
I_I_I_I_I_I_I_I_ More Colors, ..

Patterns
Shyle:

Apply to:

IParagraph j

Color:

Autarnatic j

Show Toolbar I Horizantal Line. .. I QK I Cancel I

Hinh 1.12: Lép Shading trong hop hi thoai Border and Shading
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Chii y: Word 2000 con cé khd nang tw déng Border cho Paragraph néu ching ta g6 diing
quy woc:
+ DPau dong, g6 3 ddu bang (=) va gé Enter, Word sé tir tao dwong gach dwdi bang nét
doi mong.
+ Pau dong, g6 3 dau gach (-) va gé Enter, Word sé tw tao dwong gach dwdi bang nét
don mong.

+ DPau dong, g6 3 dau gach dai (=) va gé Enter, Word sé tw tao duong vach duéi bang
nét don day.
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BAI TAP
1. Bai tap 1
G0 va dinh dang bai tho sau day vao mot file co tén la quanha.doc
Qua Nha

Cdi ngay éé chuia ed chéng

Puong gdn téi e di vong cho xa
L6i nay lam budi nhiéu hoa

(Pi vong dé duve qua nha diy thoi)

M6t hém thay cb cudi cudi
Toi yéu yéu qua nhung hoi mat long
Biét dau roi cha noi quang
OLang minh khéi dira phai long minh dayL]
Mot ndm dén ldm la ngay
Mua thu mua ¢cém vao ngay mua hdng
TS nguy c« ®i 1By chang
Gim sao c3d mét qu-ng ®-éng mp xa

Bé& ruo c® b-&i kh«ng hoa
Qua b*n nhp thﬁy b*n nhpy v¥#ng teo

Lin kh«ng nu«i, ®Zc ao blo

Giun kh«ng d®y chl¥ng budn leo vpo
giun

GiOng th¥%m m-a ngEp n-ic trun

Ba gian ®Cy cY ba gian n%ng chilu
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2. Bai tap 2
Gd va dinh dang phiéu ding ky dudi day vao mot file co tén 1a dangky.doc

SO GIAO THONG CONG CHANH CONG HOA XA HOI CHU NGHIA VIET NAM
Thanh Ph Hd Chi Minh Doc lap - Ty do - Hanh phuc
Cong ty Cap Nudc
SO i, /CN

TP. HS Chi Minh, ngay ... thing ... nim ....

DANG KY SU DUNG NUOC

| - PHAN NGU'O'l SU DUNG NU'O'C GHI

. Hotén trén hod Gom: .....ooovvviiiiiiiiieeeeee e
5. T KNOAN SO e e et e e es s eens

Il - PHAN CONG TY CAP NUOC GHI

1. Dinh muc st dung NUGC: .....cceeveeiieeiieie e
2. MES/SDING e e et et
3. MSCQ:uiiiiiieeeece e sttt ettt

4. GHADIEU wooveereriereie et
- Trong GInh MUC: .....c.coviiiiieeie e
- VUOt GINh MUC......coiiiieeiieeeeeeeeeee e
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