CAC KY NANG DINH DANG VA XU LY VAN BAN
Yéu cdu ciia bai 1:
1. Nhdp thé van ban va dinh dang vin ban theo diing mdu bén duedi.
2. Thiét Idp lai khodng cach bén dudi ciia cdc doan van ban dwéi day la 3pt
3. Luwu lai file van ban voi tén la BaitapWord3_1.docx

C4c lénh thuong dung trong vin ban ¢ thé trinh bay nhanh bang biéu twong Iénh

nhu Bold dé tao chir dam, Italic dé tao chiz nghiéng, Underline dé tao chir gach dudi

hay két hep cd ba biéu tuong trén. Font Color dé doi mau chir, FONt Size 4 dol

c& chir, FEXURIGNIGNEGOION o dinh diu doan Text

Ngoai ra con c6 cac Iénh khac cau ky hon phai vao Menu Iénh dé trinh bay nhu:

C6 thé tao ra céc kiéu trinh bay dic biét hon cho doan vian ban di chon bang
cach tly chon trong Effects: Strikethrough dé tac-ra-chirgachgiia, cac Iénh Superseript
VA subscript d€ gilip chling ta c6 thé tao ra mot biéu thire don gian c6 dang nhu: AX? +
B1Y2 =0 VA CAC LENH NHU SHADOW. Tir mot doan vian ban dugc gd bang chit

thuong ta c6 thé chuyén sang CHU' IN LON biang ALL CAPS hoic tao ra CHU'
HOA BE bang SMALL CAPS.

Céc lénh trong l6p Character Spacing c6 tac dung diéu chinh chi tiét cho cac

doan van ban vé mat khoang céach va vi tri.



