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TRINH BAY VA PINH DANG KI TU
MS Word la mdt chuong trinh xtr Iy vdn ban manh, ngoai cac chirc ndng gitip nguoi su dung
g0 nhanh va ding mdt van ban n6 con cho phép chung ta dé dang chén cac ky tu dac bi¢t vao

Chung ta c6 thé nhap vin ban ¢ dang chir thwong hoic CHU IN dé roi sau d6 co thé d6i sang
mot kiéu chir thich hgp. Cac 1énh thuong dung trong van ban cé thé trinh bay nhanh nho biéu
tuong nhu Bold dé tao chir dam, /talic dé tao chir nghiéng, Underline tao ra chitr gach duoi,
hay két hop cd ba.

Ngoai ra con cac 1énh khéac cau ky hon danh phai vao menu dé trinh bay nhu ::Words Only chi

biéu thirc don gian c6 dang nhu a;X2+ b1 Y2= 0, tir cach g chir thuong c6 thé doi sang dang
CHU IN hoic CHU IN CO KICH THUOC NHO HON nho vao cac 1énh ALL CAPS hoic
SMALL CAPS.

Khoang cach giita cac ky tu c6 thé thay doi dé dang nho dung cac 1énh trong Spacing :
Normal Trung tam tin hoc

Expanded Trung ta m tin ho ¢

Condensed Trung tim tin hoc

Céc font chir tiéng Viét thuong duoc dung trong vin ban:
Arial Bold, Italic
Time New Roman Bold, Italic

VNI-Times Bold, Italic
VNI- Bruch Bold, Ttalic
VNI-Centur Normal, Italic, Bold, Bold Italic

l. Muc tiéu bai thue hanh:

1) Hoc vién thuee hién luyén gé vén bén va ndm bét ndi dung.
2) Thuwre hanh ky ndng dinh dang ki tw trong nhém chirc ndng Font ctia Word.
3) N&m duwoc ky ndng chén céc ki tw dac biét vao van ban.
4) Thiét Iap duwoc céac kiéu font chir thuong dung cho vén bén theo y muén.
Il.  Huwéng dén:
1) Khéi dong chwong trinh MS Word tir Desktop clia may tinh va thure hién bai thuee hanh.
2) Tao moi mét tai liéu File 2 New =2 Blank document
3) Luwu tai liéu vao thr muc MOS Word 2016 trén may tinh theo hwéng déan cua GV va dat tén tai
liéu nhw sau: 02-HoTen.docx
4) Thurc hién gé toan bé néi dung tir phan van ban “TRINH BAY VA BINH DANG ... Italic”
5) Thuwce hién dinh dang ki tw theo ndi dung ly thuyét duwoc hoc trong muc Home 2 Font.
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