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Muc tieu

» dinh dang van ban bang
cach st dung dam,
nghiéng va gach duwoi

« thay ddi font chir, c& chiy
va mau sac font chir cla
van ban

« diéu chinh khodng céach
hoac vi tri ky tw

« diéu chinh canh chinh
van ban

e thut Ié cac doan van

« thay dbi dong va khoang
cach gilra cac doan

e sir dung Format Painter
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Dinh dang cac ky tw

« Bat ky tinh nang Iam thay dbi sw thé hién cta cac ky tw trén man hinh

hodc in an

Font M6 ta kiéu chi hodc su thé hién cac ky tw trén man hinh va
trong in an.

Font Size Dung dé chi chiéu cao cua cac ky tw.

Character Dung dé chi cac bién dbéi cach diéu dac biét &p dung cho

Formatting cac ky tw lam cho ching ndi bat so véi cac van ban khac.

Effects Cac hiéu rng dac biét dwoc thém vao van ban.
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bPinh dang cac ky tw

«Dé &p dung dinh dang cho cac ky tw van ban:
— Trén tab Home, nhém Font, bam vao nut dinh dang, hoac
— St dung cac tuy chon dinh dang trong hép thoai Font, hoac
— Nhan phim tat cho cac tiy chon dinh dang, hoac
— Kich chudt phai vao van ban va sau d6 nhap vao chir, hoac
— Bam vao tay chon thich hop trén thanh céng cu Mini
(Mini toolbar).
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Dinh dang cac ky tw

* Mini toolbar
— Chi xuat hién khi van ban dwoc lwa chon
— Bat hodc tat trong File, Option
—Puwoc st dung phd bién nhat 1a cac 1énh dinh dang
Calibri (Body) ~|10 ~ A" A" | Aav | &

B I U-~she x, X | \~%~-A-

Famnt

«Dé loai bo tat ca cac dinh dang cung mét luc, trén
tab Home, nhom Font, bam vao Clear Formatting
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Sw dung hép thoai Font

e Truy cap vao cac tiy chon dinh e —
dang khéng phai trong nhdm Font 2 e
hoac Mini toolbar, hoac ap dung ||| =__ i -
mot sb tly chon cling moét lic = alecal _ﬂ‘

- D& truy cap vao hop thoai Font: T et

— Trén tab Home, nhom Font, nhap | Faees ——
vao hop thoai Font, hoac e vy

— Nhén Ctrl + D, hosc -

— Kich chudt phai vao van ban da Tomodrommnes  ——

This = a TrueType font. This font will be used on both printer and soreen. i

chon va nhan Font.

i[satmuefn.lt][rmﬁm,..] | ok || concel ]
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Swr dung hop thoai Font

Ve < FFGM*TMEM M1
*Nhap vao Text e [tearn
Effects o

Fil Color

—Thém IU’a ChOﬂ cho Z:T:sqftEdws ;U % Wl
trng hiéu wng
«Hay can than khi ap
dung hiéu ng

mmmmm
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Thay d6i khoang céch cta ky tw
(Character Spacing)

Times New Roman is a proportionally spaced font.
Courier 1s a nonospaced font.

. Khoérlg cach phong chir twong wng lam cho viéc doc mét lwgng I&n cac van
ban dé dang hon
— C6 thé gay ra nhiéu khoang trang gitra cac tir
« Phéng chir monospaced st dung cting mot chiéu réng cho méi ky tw van ban
« D& diéu chinh khoang céch gitra cac ky tu:

— Trén tab Home, nhém Font, nhap vao hop thoai Font, bAm vao tab Advanced cho
cac tuy chon Character Spacing, hoac

— nhén Ctrl + D va nhap vao tab Advanced cho céc tiy chon Character Spacing, hodc

— kich chudt phai vao van ban, nhap vao Font, sau dé nhap vao tab Advanced cho cac
tuy chon Character Spacing
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Thay doi khoang céach cua ky tuw

L2 oo

= | ~] |
Spading: |Normal ] ev: =
Position: | Normal 3 By: '+
] Kerring for fonts: | 2| Pgints and above
Scale Thay dbi chiéu réng ctia van ban dwoc lwa chon theo sb ty 1&
phan tram.
Spacing Piéu chinh lai s6 cia khodng cach cho méi ky tw theo so.
Position Pwa lén cao hodc ha thap van ban dwoc lwa chon tie vi tri
binh thwérng theo so.
Kerning for | Lam thay déi sé lwong cda khdng gian gitra van ban dwoc
fonts lwa chon dwa trén cac ky tw trong vung chon.
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Dinh dang doan van ban (Paragraph)

« Ap dung dinh dang dé thay déi vi tri doan

« Pé 4p dung dinh dang doan van ban:
— Trén tab Home, nhom Paragraph, nhan tly chon dinh dang, hoac
— str dung cac tuy chon dinh dang trong hép thoai Paragraph, hoac
— nhan phim tat cho céc tuy chon dinh dang, hoac

— kich chuét phai vao doan van ban, sau d6 nhap vao doan van ban,
hoac

— trén thanh céng cu Mini, nhap vao ty chon thich hop.

« D& loai bd tat ca cac tly chon dinh dang tr doan van ban, hay
nhap vao tab Home, nhém Font, bam vao Clear Formatting
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Canh chinh van ban

Align Left

Tolano Adventures provides eco-friendly trave|services to a growing market, All our tours meet
stringent requirements to ensure these adventures have the lowest carbon footprint and are
environmentally friendly. At Tolano, we are pleasedto be achieving our goal to “go green” at every
opportunity.

Center
Tolano Adventures provides eco-friendly travel services to a growing market. All our tours meet
stringent requirements to ensure these adventures have the lowest carbon footprint and are
environmentally friendly. At Tolano, we are pleased to be achieving our goal to “go green” at every

opportunity.

Align Right
Tolano Adventures provides eco-friendly travel services to a growing market. All our tours meet
stringentrequirements to ensure these adventures have the lowest carbon footprintand are
environmentally friandly. At Tolano, we are pleasedto be achieving our goal to “go green” at every
opportunity.

Justify

Tolano Adventures provides eco-friendly travel services to a growing market. All our tours meet
stringent reguirements to ensure these adventures have the lowest carbon footprint and are
enviranmentally friendly. At Tolano, we are pleased to be achieving our goal to “go green” at every
opportunity.
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11



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Canh chinh van ban o .
) [Indents and Spacng | | Line and Page Breaks |
e Pé canh chinh van ban: %ﬂ:m P

— Trén tab Home, trong nhom Paragraph, chon
Paragraph Dialog Box. Trén tab Indents and Spacing,
chon mii tén cho Alignment va chon canh chinh, hoac

— trén tab Home, trong nhdm Paragraph, chon nuat canh chinh, hoac

, , E===
— Bam phim tat twong wng cho sw cann chinh, hoac
Align Left Ctrl+L Center Citrl+E
Align Right Ctrl+R Justify  Ctrl+J

— Kich chudt phai vao doan van ban, chon Paragraph, trong tab
Indents and Spacing, nhap vao mii tén Alignment va nhap vao
canh chinh thich hop.
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Thiét lap khoang cach dong (Line Spacing)

« Khéng gian tiéu chuan gitra cac dong van ban danh may
- Dé thiét l1ap khoang cach dong:
— Trén tab Home, trong nhom Paragraph, chon Line spacing, hoac
— Trén tab Home, trong nhom Paragraph, chon Paragraph Dialog
Box.Trén tab Indents and Spacing, chon mui tén cho Line spacing
va chon khoang cach dong, hoac
- nh’én phim tat cho céc tuy chon gian cach dong dwoc st dung phd
bién nhat, hoac

e Single Ctrl+1
e One and a Half Ctrl+5
 Double Ctrl+2

— Kich chudt phai vao doan van ban, chon Paragraph, nhap vao mii
tén cho Line spacing va chon khoang cach dong.
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Thiét 1ap khoang cach doan

* Lwong khong gian gitra cac doan

« M&c dinh la 10pt khoang cach sau moi doan van

« P& thiét lap hoac thay dbi khoang cach gitra cac doan:
— Trén tab Home, trong nhom Paragraph, s

Before: opt Line spading: At:

chon Paragraph Dialog Box. Trong e o B ] i B
vung Spacing, thiét 1ap s lwong, hOAc T oot e space between paragraphs of the same stye

— Trén tab Page Layout, trong nhom Paragraph,  sesing
nhan nat tang hoac hoac gb vao s6 lwgng cho E::::: ':':;t :
Before hoac After, hoac

— kich chudt phai vao doan van ban, Paragraph, va trong vung
Spacing, chon khoang cach cho Before, After, hoac ca hai.
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Thut |é doan van ban

) ) Proposal for Haunted Adventure Tours
Fl rSt L| ne | nde nt —_— Our preliminary research shows thatthe following tours are popular with travelers, These
tours are broken down into adventure types:

Haunted Sites
The following buildings are known (with documented sightings) to be haunted:

* Borley Rectory, Britain

Left |ndent, *  TheWhaley House, California, USA
= EdinburghCastle, Scotland

. _—
Hang I ng Indent * Mante Cristo Homestead, New Sauth Wales

o Dkiku'swell at Hameji Castie, Japan
s The Colossaum, itaky
= 5t Francis Xavier University, Mount $t. Bernard College, Antigonish, Mova Scotia, Canada

Celebrity Burial Sites
mMany famouws people (including some entertainers) are buried here:

#  Arlington National Cemetery, Washington, DC, USA [US Presidents,

Albert Einstein, Martin Luther King, National World War Il Memaorial,
Left Indent etc.)

Hanging Indent
Right Indent

* Tomb of the Unknown Soldier, Eurcpe (Paris, London, Bucharest,
Athens, etc.)

& Pierce Brothers Westwood Village Memaorial Park Cemetery, Los
Angeles, USA (Marifyn Monroe, Burt Lancaster, Jack Lammon, Rodnay
Dangerfield, etc.)

Y
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Thut |é doan van ban

Left Indent Toan bd doan van ban thut |é tir | trai.

Right Indent Toan bd doan van ban thut 1& tir 1& phai.

First Line Indent | Chi c6 dong dau tién ctia doan van ban thut 1& tir 1é trai.

Hanging Indent Thut 1& doan van tw I& trai, v&i dong dau tién "treo"
(hanging) & 1é trai.
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Thut |é doan van ban

Tab First Line Hanging
Selector Indent Indent
Iil I e e IR *% ||||||| F D oA esh ke R P T b e s b 6111$l.|?|p|
Left Indent Right Indent

- Diéu chinh cac diém danh dau thut Ié (indent marker) bang cach st
dung danh dau trong thanh thwdc do (ruler), hoac chon tr Tab
Selector

 Dé di chuyén hodac diéu chinh diém danh dau thut |é:

— Kéo diém danh dau thut 1&, hoac

— Nhap vao Tab Selector cho diém danh dau thut 1€, sau d6 nhap vao
thanh thwée do & vi tri cho thut |é

« Dudng doc xuat hién (vertical line) dé& hwéng dan cho vi tri thut 1&
« BAm phim Alt dé gitp thiét 1ap chinh xac phép do thut 1&
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Thut |é doan van ban

«Dé thiét 1ap thut 1é doan van ban chinh xac:

—Trén tab Page Layout, nhom Paragraph, thiét
lap phép do thut |é tr Left hoac Right, hoac

Indent
EE Left: 0.5
E3 Right: 0

—Trén tab Home, trong nhdm Paragraph, chon
Paragraph Dialog Box ™= e .

Right: 0" = .l:m} E
|| Mirror indents
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Sw dung Format Painter

« D& ap dung cac tinh nang dinh dang t&r mdt phan dén mot phan khéc
cua van ban:
— Chon van ban yé’i cac tinh nang dinh dang, trén tab Home, trong nhom
Clipboard, nhap vao Format Painter
— Di chuyén dén doan van ban ma ban mudn ap dung tinh nang dinh dang, va
chon van ban
« D& 4p dung cac tinh nang dinh dang t&r mdt phan dén nhiéu phan cua
van ban:
— Chon van ban yé’i cac tinh nang dinh dang, trén tab Home, trong nhom
Clipboard, nhap dup vao Format Painter
— Nhép vao tirng doan van ban dé ap dung tinh nang dinh dang
« Dé tat tinh nang Format Painter:
— Trén tab Home, trong nhém Clipboard, nhap vao Format Painter, hoac
— nhan Esc, hoac
etevenan_ nhap vao mot 1énh cho mot hanh déng khéac 19




