Khoa CNTT Bai 4: Dinh dang van ban

Bai 4: Pinh Dang Van Ban Bang
Style va Section

I. Muc tiéu: Pinh dang van ban

e Dinh dang van béan theo Style (Phong céach soan tho).
e Dinh dang van ban theo Section (Vung ).
e Ung dung cua Style va Section.

Il. Style

Style 1a mot nhom cac dinh dang duoc thiét 1ap sin tir trude gitup nguoi dung c6 thé
dinh dang nhanh chong mdt doan tai li¢u (Paragraph) hodac mot tir (Word) mét cach thich
hop va chuyén nghiép. Cac kiéu Style c6 thé duoc ghi lai thanh cac miu (Template) dé sir
dung trong nhiéu van ban khac nhau.

1. Thiét 1ap mét Style

Co6 hai cach thiét lap Style cho mét doan van ban: Chon truc tiép va chon br:ing hop hoi
thoai Style.

a) Chon truec tiép
e Buwéc I: Dit con tré vao doan vin ban can thiét 1ap mot Style hoac boi den doan
van ban can thict 1ap.
e Buwdérc 2: Chon mot Style trong danh séach nam trén menu cua Word rdi kich chudt
trai.
Chu y
+ Pé héiphuc lai doan van ban vira bi thiét ldp theo dinh dang cua Style. Go
phim Ctrl+Z hodc nhén vao biéu tuwong % trén thanh cong cu cua Word.
+ Néu khong thdy hdp danh sdach cdc Style trén thanh céng cu. Vao View |
Toolbars. Click chuot trai vao Formatting.
b) Chon bang hép héi thoai Style

e Budc I: Dit con trd vao doan can thiét 1ap dinh dang theo Style.

e Buwdc 2: Vio hop hoi thoai Style theo duong dan Format | Style trén menu cta
Word.

e Buwdc 3: Chon mdt lua chon trong hop danh sach dudi nhan List. Trong hop danh
sach dudi nhan List ¢6 mot sO lua chon nhu sau:

+ Style in use: Hién thi danh sach cac Style dang duoc st dung trong vin ban
hién thoi.

+ All Styles: Hién thi danh sach tit ca cac Style da duoc thiét lap san.

+ User-defined Styles: Hién thi danh sach cac Style do nguoi dung dinh nghia.
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Bai 4: Dinh dang van ban
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Hinh 4.1: Hop lua chon Style trén thanh cong cu Word
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Fonk: Times Mew Roman, 12 pk, English {U.5.%, Flush
left, Line spacing single, Widow/orphan contral
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Hinh 4.2: Hop hgi thoai Style

e Buwoc 4: Danh sach céc Style s€ dugc hién thi tuy theo cac chon lya trong hdp danh
sach du6i nhan List. Chon mot kiéu Style bang cach kich chudt trai vao Style can
chon. V&i mdi lya chon. Cac hdp van ban dudi nhan Paragraph Preview va
Character Preview s& hién thi cac mau vin ban sau khi chon Style va kiéu font
chir dé nguoi ding c6 thé dé dang kiém tra. Dong vin ban dudi nhin Description
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Khoa CNTT Bai 4: Dinh dang van ban

s& hién thi thudc tinh cta Style dang chon: Font chit, cin 18 trai, 18 phai,... Cac
Style doan s€ dugc ky hi¢u boi ky tu 9§ trude tén Style. Style tir duge ky hiéu baoi
ky tu a.

* Budc 5: Click vao nut Apply dé chon Style rdi thoat ra khoi hop thoai. Nguoc lai,
click vao nat Cancel dé thoat khoi hop hoi thoai Style.

2. Tao mét Style méi
a) Tao mét Style tor hop hoi thoai Style

Pé tao mot Style méi ta lam nhu sau:

* Budc I: Vao hop hoi thoai Style theo duong dan Format | Style trén menu clia
Word. Hop hdi thoai Style s€ xuat hién nhu hinh 2.

° Bujo"c 2: Kich chudt vao nut New... dé tao mot Style m&i. Hop hoi thoai New Style
xuat hién.

e Budc 3: Dt tén cho Style méi bang cach gd tén vao hop vin ban dudi nhin Name.

e Buwdéc 4: Chon kiéu Style trong hop lua chon dudi nhin Style Type. C6 hai loai
Style: Paragraph (bat Style cho ca mot doan van ban) va Character (Dat Style
cho mot tir). Néu khong thiét 1ap cac thudc tinh cho Style vira tao. N6 sé& 1ay cac
thudc tinh mac dinh, da duoc dat trudc. Be‘thlet 1ap cac thudc tinh cho Style. Kich
vao nut Format, sau do chon thanh phéan can thiét lap. Cac thanh phan trong
Format gom co:

+ Font: thiét 1ap dinh dang font chir...
+ Paragraph: thiét 1ap dinh dang cac doan van ban...
+ Tabs: dinh dang céc kiéu Tab.
+ Border: dinh dang cac duong bién.
+ Language: dinh dang ngon ngtr.
+ Frame: dinh dang khung.
+ Numbering: dinh dang cac Bullet va Number.
DI === 21X
Skyles: Paragraph preview Style bype:
1) List Bullet 4 - IParagraph j
1l List Bullet 5
A1 List: Continue Based on: Style for Following paragraph:
3 Lit Contis 3 11 Hormal MIEKES |
1l List Continue 4 X
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Sunnbers | | TimesNewRoma | i e
1l Lisk Mumber 5 Loxtianupk Textbuph Toxtbupk Toxtamph Toxtbhupk Textiupk
1l Macro Text Textampk Textampk Iextaaupk Iextaauplk lext
1 Message Header Description
M Font: Times Mew Roman, 12 pt, English {U.5.}, Flush Description
Lisk: left, Line spacing si Marmal +
IAII skyles -
Organizer.., | Modify... | Delete | [~ add to template ™ suromatically update
’WI Cancel | Ok I Cancel | Farmat ~ Sharteut Key. ..
Hinh 4.3: Hop h§i thoai New Style
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Khoa CNTT Bai 4: Dinh dang van ban

e Buwéc 5: Sau khi thiét 1ap xong cac thudc tinh cho Style. Kich vao niit OK dé tao
S‘Eyle mdi va thoat ra khoi hop hdi thoai New Style. Nguoc lai, kich vao nut Cancel
de thoat ra khoi hop hoi thoai.

e Budc 6: Ngoai viéc xay dung bang tay cac thugc tinh cua Style, word con cho phép
xay dung mot Style méi dua trén cac Style cii bang cach chon tén cua Style do
trong danh sach duéi nhan Based on. Hoac tao ra cac Style theo khuén dang trudc
do bang cach chon mdt trong cac dinh dang dudi nhan Style for following
paragraph.

b) Tao mét Style tir mét méu cho truwéc

Dé tao mot Style nhanh chong tir mot mau (Template) cho trude ta 1am nhu sau:

e Buwéc I: Dit con tro vao doan van ban mau ma ban mudn thiét 1ap nhu mot Style
moi.

e Buwdérc 2: Kich chudt vao hop lua chon Style trén thanh cong cu cuia word.

e Buwoc 3: Xo4 tén cua Style cti va go lai tén cho Style moi.

e Buoc 4: G Enter dé ghi lai Style moi.

Gl Document - Microsoft ¥ord
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Hinh 4.4: Tao Style tir miu cho truéc

Chii y: Néu tén méi trimg véi mot tén Style c6 trong hép danh sach, doan vin ban
mau sé bi chuyén dinh dang theo dinh dang cua Style cil.
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3. Stra thudc tinh cua mét Style

Nhiéu khi ta mudn chinh sira cac thudc tinh ctia mot Style dang c6 sin, chir khong can

tao mot loai Style mai. Ta thyc hién nhu sau:

* Buwdc I: Vao hop hoi thoai Style theo dudng dan Format | Style trén menu cia
Word. HQp hdi thoai Style s€ xuat hién nhu hinh 2.

e Buwoc 2: Chonq mot Style can stia d6i thudc tinh trong danh sach cac Style duoi
nhan Style. D€ chon cac Style khac, ta co thé thay doi cac lya chon trong hop lya
chon duédi nhan List.

e  Budc 4: Chon nit Modify... Hop hoi thoai Modify Style xuét hién.

* Budcs: Kich vao nat Format ,r6i chon mot thér}h phan can chinh stra. Cac thanh
phan trong Formatting cling giong nhu trong phan tao mt Style maoi.

* Budc 6: Kich vao nat OK dé cap nhat cac chinh stra cho Style. Kich nut Cancel
de thoat ra khoi hop hoi thoai Modify Style.

Styles: Paragraph preview ———————————————
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1l List Continue 2
9] List Continus 3
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List:
m [ame: Style bype:
INormaI IParagraph j
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Hinh 4.5: Hop hoi thoai Modify Style

Chii y: Khong giong nhw viéc tao mot Style méi. Khi sira doi thude tinh ciia mot Style,
mot s6 thanh phan trong hop héi thoai Style khong thé chinh sira dwege. Vi ddy la nhitng
thudc tinh c¢é dinh cho mét Style khi no dwoc tao moi. Cac thanh phdn nay sé bi lam mo
dé phan biét véi cdc thanh phan khdc.

4. Xoa mét Style

Céc Style dugc tao 1ap trude trong word thi khong thé bi xo4, ta chi ¢6 thé xoa duoc
cac Style do nguoi dung tao ra. B xod mot Style do ngudi dung tao, ta lam nhu sau:
e Buwéc 1: Chon hop thoai Style theo dudng dan sau Format | Style.
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e Bwéc 2: Chon mot Style ma ban mudn xo04 trong danh sach dudi nhan Style bang
cach kich chuot vao Style do.

e Buwoc 3: Trude khi xoa, ’sé xpét hién mét hp thoai dé héi lai xem ban ¢6 chic chin
xo0a Style nay khong. Néu dong y, kich nut Yes, nguoc lai kich nat No.

e Budc 4: Kich Apply dé cap nhat hoic Cancel dé dong hop thoai.
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Hinh 4.6: Xo04a mot Style
5. Sao chép cac Style
‘Taco thé sao chép cac Style gitra cac file hodc gitra cac file dinh dang mau (template).
B¢ thuc hién diéu do ta lam nhu sau:
e Budc I: Chon hop hoi thoai Style theo duong dan Format | Style.
e Buworc 2: Kich vao nat Organizer, hop hdi thoai Organizer xuét hién nhu hinh v&.

2l x|

Skyles | AutoText | Toolbars | Macro Project Ikems |
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Copy #F | Default Paragraph Fonk ;I
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Delete

Marmal Indent

Stylel Rename, .. |
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Hinh 4.7: Hop hgi thoai Organizer
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e Buwdc 3: Chon trang Styles nhu hinh v€. Trong trang nay, danh sach bén trai chtra
cac Style cua file hién tai, danh sach bén phai chira cac Style cua file khac (mac
dinh 1a Normal.dot). Ta cling c6 thé chon céc file khac béng cach dong file hién tai
khi kich chudt vao nat Close file rdi Open file dé chon file méi.

e Buwdéc 4: Chon thudc tinh can sao chép bang cach kich chudt vao tén Style d6 va
kich nut Copy, thudc tinh d6 s€ dugc sao chép vao danh sach cac Style cua file kia.

e Buwdc 5: Ngoai ra ta co thé xod hodc doi tén (hodc xo04) cac Style bang cach chon
mot Style can thao tac rdi kich cac nit Rename (hoac Delete).

Il - M6t s6 van dé thuwdng gap voi Style
1. M6t Style thay déi mét cach bat ngo

o Thir nhat: Diéu nay cé thé 1a do ban chon thudc tinh cap nhat tu dong cho Style
nay. Dé kiém tra lai diéu nay, ban chon hop thoai Style theo duong dan Format |
Style. Chon Style can kiém tra trong danh sach dudi nhin Styles.Kich vao nut
Modify... Trong hop thoai Modify Style. Kiém tra lai hop check canh nhin
Automatically update. B6 diu kiém tra néu ban khong mudn cap nhat thudc tinh
nay mdt cach ty dong nira.

o Thir hai: Style cua ban dugc xay dung dua trén mot Style khac. Do do khi Style co
s& thay doi, 1am cho tat ca cac Style khac xay dung dua trén n6 thay doi theo. Dé
ngumg su phu thudc nay ta 1am nhu sau. Vao hop hoit thoai Style theo duong dan
Format | Style. Trong danh séch cac Style du6i nhan Style, chon Style ban can
kiém tra bang cach kich chudt vao Style d6. Tiép tuc kich chudt vao nat Modify...,
hop hoi thoai Modify Style xuat hién, Trong danh sach cac lya chon dudi nhan
Based on chon (no Style) hoac chon mot Style khac.

e Thir ba: Vian ban hién thoi ctia ban dugc mé tir mot MAu c6 sin. Do d6 néu ban
stra d6i cac thudc tinh cua Style trong MAu rdi mo lai vin ban ctia ban, 1am cho cac
Style trong van ban ctia ban s& bi thay d6i theo céc chinh sira ciia cac Style trong
mau. Dé cit dit sy phyu thudc nay (phu thudc gitta mau va vin ban hién thoi).
Chon hop thoai Template and Add-Ins theo duong dan Tools | Template and
Add-ins. Hop hoi thoai Template and Add-Ins xuét hién, xoa diu kiém tra trong
hop kiém tra canh nhin Automatically update document Styles.

2. Lam sao deé tao cac doan van vé&i cung mét Style nhwng cé
thém cac thuéc tinh khac nhau

Ngoai cac thudc tinh cta Style duoc gin cho doan van khi sir dung Style, ban con cd
thé thém cac thudc khac cho doan vin d6 bang cach st dung cac dinh dang thong thuong
trong cac hop hoi thoai: Font, Paragraph,... Sau khi thay d6i, néu ban chon lai Style d6
cho doan van vira thay ddi, word s& dua ra mot thong bao véi céc lua chon sau:

+ Update the Style to reflect the Style recent changes: Cap nhat cac thudc tinh méi
va thay d6i dinh dang cua tit ca cac doan van ban dang sir dung Style niy theo cac
thudc tinh moi.

+ Reapply the formatting of the Style to the selection: Chon lai cic thudc tinh cli
cua Style, loai bd cac thude tinh méi.
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+ Automaticaly update the Style to the selection: Ty dong cdp nhat lai cac thudc
tinh méi cho Style va thay do6i dinh dang cua tat ca cac doan van dang st dung
Style nay.

Stvle: Heading 1

[ you wank Eo:

¥ ilipdate the style to reflect recent changes?

" Reapply the Formatting of the style to the selection?

[ aukomatically update the skyle From now on

Ik I Cancel J

Hinh 4.8: Thong bao cip nhét lai cac thudc tinh style

Dé tro lai cac dinh dang nguyén thuy ctia Style ban dau sau khi thay ddi ta 1am nhu
sau:

+ Dbi voi Style doan (Paragraph), chon doan can thao tac (bo6i den doan d6 hoac dua
con tré tdi1 doan can thao tac). GO phim Ctrl+Q.

+ Ddi vai Style tir (Word), chon tir (bdi den tir d6) roi gd phim Ctrl+Space Bar.
3. Lam thé nao dé hién thj tat ca cac Style trong danh sach

Dé xem tat ca cac danh sach Style trong hop Style trén thanh cong cu ctia word ta 1am
nhu sau: gitt phim Shift trude khi ban kich chudt vao hop danh sach.

N Dé xem tat ca cac Style trong hop hoi thoai Style (chon hop hdi thoai Style theo duong
dan Format | Style) chon muc All Styles trong danh sach dudi nhan List.

4. Sao chép cac Style

Dé thiét 1ap cung mot Style cho nhiéu doan vian ban khac nhau, ta 1am nhu sau:
e Buwdc I: Chon mot Style trong danh sach cho doan dau tién.

e Buwdc 2: Nhay doi vao biéu tuong Format Painter < , luc nay con tro. chudt s€
d6i sang hinh &1

e Budc 3: Kich vao tit ca cac doan can thiét 1ap Style tiép theo.

e Buwdéc 4: Nhan phim ESC dé huy bo cong viéc nay.

IV - 'ng dung Style
1. Thay déi cac thudc tinh ciia mét siéu lién két (hyperlink)

pé thay ddi cac thudc tinh cia mot doan siéu lién két ta lam nhu sau:
e Budc I: Chon hop hoi thoai Style theo dudng dan Format | Style.
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Budc 2: Trong danh sach cac Style du6i nhéan Style chon Hyperlink. Néu khéng
thay xuat hi¢n Style Hyperlink, chon gia tri All Styles trong danh sach dudi nhan
List.

Buwdc 3: Sau khi chon Style Hyperlink bang cach kich chudt trai, Kich vao nat
Modify... B¢ thay doi thudc tinh cua cac Style Hyperlink sau khi da dugc, chon
Followed Hyperlink trong danh sach trudc khi kich Modify.

Buwéc 4: Kich Format, rdi chon cac thanh phan can thay d6i.

2. Hién thj cac dé muc trong Document Map

So db tai liéu (Document Map) 13 mot khung cira sé doc 1ap hién thi danh sach céac
tiéu dé trong van ban. Str dung so do tai liéu ta c6 thé dinh huéng nhanh chéng vi tri con
tro trong vian ban. Dé nhay t6i dé muc khac trong van ban ta chi can kich vao tén cia dé
muc d6 trong so d tai liéu.

Dé hién thi so d6 tai liéu, kich View va chon Document Map

Pé chon mdt tiéu dé chi tiét trong so dd tai liéu ta thuc hién mot trong cac budc sau:

+

Hién thi tit ca cac tiéu dé con ciia mot tiéu dé cu thé béng cach kich phai chuot
phai vao tén tiéu dé dang hién thi trong so d6 tai liéu roi chon mot muc hién thi cu
thé hodc chon All dé hién thi tit ca cadc murc con cua tiéu dé d6. Vi du: Ta chon
Show Heading 3 dé hién thi tit ca ca tiéu dé tir mirc mot t6i mirc 3, hodc chon All
dé hién thi tit ca cac tiéu dé con.

Kich chudt trai vao ddu cong trudce céc tiéu dé dé “Mo ra” cac tiéu dé con. Hodc
kich vao diu trir dé “Pong lai”.

3. Tao muc luc tw déng

Mot trong cac ung dung quan trong cua Style 12 viéc tao muc luc cho tai liéu. Dé thuc
hién viéc tao muc luc ta thuc hién theo cac budc sau:

Buére 1: Chon hop hoi thoai Index and Tables theo dudong dan Insert | Index and
Tables.

Buéc 2: Chon thé Table of Contents. Hop hoi thoai Table of Contents xuat hién
nhu hinh vé.

Buéc 3: Hop van ban du6i nhin Print Preview hién thi cac loai Style va cac muic
do tuong lﬁrpg s¢ dugc dua vao muc luc khi in. Hop van bén’ dudi nhan Web
Preview hién thi cac loai Style va murc do twong ng khi xuat ra trang si€u van ban.
Buéc 4: Trong hop hoi thoai nay c6 mot s6 thanh phan sau:

+ Show page number: Hién thi s6 trang twong tmg ciia Style trong vin ban.
Right align page numbers: Hién thi sb trang sang bén 1& phai.

Tab leader: Hién thi mau ndi giita tén tiéu dé va trang trong muc luc.
Formats: Danh sach cac mau muc luc khéac nhau.

+ + + +

Show levels: S& muc dugc hién thi trong muc luc.
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Index and Tables e |
- i | Table of Figures | Table of Authorities I
i Web Preview
................................. 1 ﬂ Heading 1 ﬂ
HIZ 2. 3 Heading 2
Mg 3 ] Heading 3
hd| hd|
¥ show page numbers
v Right align page numbers
Tab leader; I ....... - l
General
Farmats: IFrDm template vI Show levels; |3 5‘
Cptions... | Modify... |
Ok I Cancel I

Hinh 4.9: Hop thoai Table and Contents

e Buwéc 5: Kich niit OK dé tao muc luc, Cancel dé thoat khoi chirc nay.

Build table of contents fram:
;Eule skyles: ToZ |evel: Lcell
¥ Heading 1 1 -] ﬂl
¥ Heading 2 =
¥ Heading 3 3
Heading 4
Heading &
Heading & _LI

[ Table entry Fields

Hinh 4.10: Hop héi thoai Table of Contents Options

Pé dua thém cac Style khéac vao muc luc ta thuc hién nhu sau:

+ Kich vao nut Option trong hdp hoi thoai Index and Table ¢ trang Table of
Contents. Hop hdi thoai Table of Contents xuat hién nhu trong hinh vé 4.8.

+ Dam bao rang nit kiém tra truée nhin Styles dugc danh dau.

+ Trong danh sach cac Style du6i nhin Available Styles chon Style ban mudn
dua vao muc lyc bang cach danh mot s6 trong khoang tur 1 dén 9 vao 6 tuong
g bén canh Style do. S6 hiéu d6 cho biét mirc d6 cua Style trong myc luc.
Néu ban mudn bo mét Style nao trong muc lyuc, chi viéc xo04 sb nay.

+ Kich OK dé dong ¥, nguoc lai kich Cancel.
+ Nut Reset c6 chiic nang xoa tat ca cac lua chon vira thuc hién va tré lai trang
thai nguyén thuy nhu trudce khi thay doi.
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Khoa CNTT Bai 4: Dinh dang van ban

V - Ngat vuing van ban (Section Break)

Ngit ving la mot dau hi¢u dugc dat sau mdi viing vin ban nham biéu thi su két thuc
ving. Mot ngit vung bao gdm cac thanh phan dinh dang vung nhur: 1é trang (margin),
hudng trang, doan dau trang (header), doan cubi trang (footer) . Mot ngét ving dugc biéu
dién bang mot du:ong thang nét dit va cé chit “Section Break” & gura

C6 mot s6 loai ngat viing nhu: ngat vung sang trang, ngat ving tiép trang va ngit ving
trang chan, ngat vung trang 1¢€. Pé dit cac ngat vung, vao Menu Insert | Break, ta co ctra
sO sau:

Break tyvpes

'r' Cl:ulumn break,

i~ Text wrapping break
Section break bypes

- Mext page

- Conkinuous

e Even page

" odd page

(] 4 I Zancel

Hinh 4.11: Hyp thoai Break

1. Cac loai ngat vuing
a) Ngat vang sang trang

Ngat vung sang trang 1a viéc chén mot ngat vung vao sau vung van ban hién thoi va
bat dau mot ving maéi ¢ trang tiép theo.

b) Ngat vung tiép trang

Ngat vung tiép trang 1a viéc chén mQt ngat vung vao sau vung van ban hi¢n thoi va bat
dau mot vung moi ngay sau vung van ban do trén cung mot trang.

¢) Ngat vang trang chan hodc trang 1é

Ngit vung trang chan hodc trang 1¢ 1 viéc chén vao mdt ngat ving va bat dau ving
méi ¢ trang c6 sO hiéu chan hodc 1€ tiép theo.

2. Cac thao tac véi ngat ving

a) Dat ngat vang
Dé dat cac ngét vung trong mot tai li¢u, ta thuc hi¢n theo cac budce sau:
e Bwoc I: Dat con tré vao noi can ngat vung.
e Buwdéc 2: Chon hop hoi thoai Break theo duong dan Insert|Break.

e Budc 3: Sau khi hop hoi thoai Break xuét hién. chon mot loai ngat ving (Next
Page, Continuous, Even page, Odd page) trong phan Section break types .

Trang 55

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


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt
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e Budrc 4: Kich vao nit OK dé thuc hién viéc ngét trang. Nguoc lai, kich Cancel dé
thoat khoi hdp hoi thoai.
b) Xoa ngat ving
Dé x04 mdt ngit ving ta lam nhu sau:
e Buwéc I: Hién thi ngit ving bang cach chon ché d6 hién thi Nomarl theo duong
dan View | Nomarl.
e Buwdéc 2: Chon ngit ving cn xoa bang cach dit con trd vao ngit ving do.
e Buwdc 3: Nhan phim Delete.
c¢) Sao chép ngat ving
Dé sao chép cac dinh dang tir mot ving nay tdi mot ving khac (cac thiét dat 18, cac
dinh dang c6t) ta lam nhu sau:
e Budc I: Hién thi cac ngit ving bang cach chon ché do hién thi Nomarl theo
duong dan View | Nomarl.
e Buwdc 2: Chon ngit ving cin sao chép bang cach dit con tro vao ngit vang d6 rdi

bdi den.
e Budéc 3: Copy ngit ving bang cach gé Ctrl+C, hogc nhan vao biéu tugng sao

chép trén thanh cong cu.
e Budc 4: Dt con tro vao noi can sao chép va gd Ctrl+V hoic kich vao biéu tuong
B dan trén thanh cong cu.
3. Ung dung cua ngat ving
C6 thé str dung céc viing vin ban dé thay doi cc dinh dang ctia mot van ban trong
cung mdt trang hodc gitra cac trang bang cach chén cac ngat ving vao gilra cac vung van
ban dé chia thanh nhiéu ving khac nhau. Sau do ta c6 thé dinh dang cac vung van ban
nay mot cach tuy y.
a) Ung dung ngét vang sang trang
Mot trong cac ing dung cia ngat viing sang trang 1a tao cac vung cac dinh dang khac
nhau gitta cac trang khac nhau cia mot van ban.
Vi du: Tao mdt vian ban voi cac chuong ¢ phan header hién thi tén chuong tuong
ung.
Ta thuc hién nhu sau:
- Dit cac ngat ving sang trang tai cudi mdi chuong.
- Hién thi phan header cua ting chuong theo dudng dan View | Header and Footer.

- Tai mdi chuong, chon mot Header bat ky va dat tén chuong tuong tng. Ban c6 thé
chon dinh dang tuy y cho céc tén chuong & cac chuong khéac nhau.
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Tén chuong
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Hinh 4.12: Ngit viing sang trang

b) Ung dung ngat ving tiép trang

Ung dung chinh cta ngat ving tiép trang 1a ta c6 thé tao cac dinh dang khac nhau cho
cac vung van ban khéac nhau trong cuing mdt trang tai liu.

Vi du: Tao mot trang bao c6 hai phan, phan dau ndm trong 1 cot, phin sau chia thanh
hai cot.

Vung van ban nay duoc NNV
dinh dang theo 1 ¢t !

R

Vung van ban nay duoc
dinh dang theo 2 ¢t
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Hinh 4.13: Ngit ving tiép trang

Ta thuc hién nhu sau:

Dit ngit ving tiép trang gitta hai phan can dinh dang khac nhau.
Phan thtr nhat dé nguyén vi Word mic dinh 13 1 c6t.
Trong phan thir hai (sau dau Section Break (Continuous)). Chon vung van ban can
chia thanh hai c6t bang cach boi den vung can phan chia.
- Chon hop thoai Columns theo dudng dan Format | Columns.
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- Trong hdp vin ban Number of Columns gd vio s cac cot can chia (6 day 1a 2 vi ta
mudn chia thanh 2 cot). Ta co thé dinh dang céc cot hién thi khac nhau theo céac thanh
phan khac trong hop hoi thoai nay.

- Trude khi kich OK dé chia cot cho ving tai liéu nay, phai dam bao gia tri trong
danh sach dudi nhan Apply to 1a This section.

e
% E | % Cancel |
Cne Two Three  Left Right

Murnber of columns: = I Line between
~Width and spacing review
Col #:  width: Spacing:
[ & = =]
¥ Equal column width
Apply o IWhoIe document j I~ skart new column

Hinh 4.14: H¢p hoi thoai Columns
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BAI TAP

1. Bai tap 1

Tao van ban dudi day va luu véi tén Tinhoc.doc. Trong d6 cé st dung cac loai section

break.
Microsoft Word For Windows

Microsoft Word 6.0 1a mot hé chuong
trinh mg dung ¢ nhiéu chirc ning manh
trong soan thdo va trinh bay vén ban, s
dung cac uu diém trong moi truong
Windows, cho phép nang 1én mot budc moi
trong cong tac van phong. Viéc tao cac lién
két chit ché véi cac trinh ing dung riéng
biét khac nhu Microsoft Graph, Microsoft
Excel, Equation Editor, ... cho phép
Microsoft Word 6.0 c6 duoc mot loat cac
chtic nang k¥ xao tién tién, dic biét trong
cac thao tac soan thdo va trinh bay céc tai
liéu

2. Bai tap 2

Mot tap hop rat nhiéu cac tap tin khudn
mau, Winzard ciing véi cac kiéu trinh bay
phong phii chuan bi sin c6 thé lam cho ban
thém cong cu trong qua trinh lam viéc tur
d6 ban co thé tao nhanh céc tai liéu cua
minh. Céc thao tac stir dung cac chirc nang
trong Microsoft Word dugc don gian hoa
va ngay cang d& hiéu va d& sir dung nho
cac chtrc nang hién thi thudce do, cac 18,
mép bién va tap hop nhiéu nat biéu twong
chtra cac 1énh va cac cum Iénh trong
Microsoft Word.

Tao muc luc tu dong cho toan bo bai nay giong nhu vi du sau:
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