§1 7. MOT $6 CHUC NANG KHAC

1. dinh dang kiéu danh sach

Tromg zoan thae vin ban, nhifn khi ching ta cin trinh biy phéa vin ban
dudi dang lidt k& (b, 61a) hodc dang & thid tu (k. 61b). Dang thid nhat thudmg
ding de Lide ks nhiing thinh phin nhu nhan, cén véi dang thii hai thi thd o Lidt
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ké ciing co vai tro nhét dinh. Ta goi danh sdch thii ahit 13 liét k& dang ki hién
va danh sich thithaild lift k& dang =8 thi n

Cie dic trums djnk dang M twco bix:

R L LR S Tt Céns viéc agiy this hai, 15/9
e el 1. Hocweslép

& Fidn cho l. I_aHII iin gia Hah
« Cichit . 0 .-:-ng- gidp gia dia
s Mig sic 3. P bdag

o Vieio v dong hidn o 4. Lim bdi Gnhi

a| b)

Hinh 61

Dé dinh dang kifn danh sdch ta s dung mot rong ka1 cich zan:

Cach I Ding l2ah Format-sEullets and Numbering... (ki hifu vi ddnh :8)
dé me hop thoai Bullets and Numbering (h. 62).

Cach 2. 50 duag cdc ait léak Bulles B hoic Numbering = tén thash
cing cudjnh dang.
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Hinh 82. Hdp thosi Bulleiz and Numbering

Dé bo diah dang kifu danh séch cia mét phia vin ban, chicia choa phia

viz bin dé 161 nhdy nit 12k tuong dng (© hoic 2.
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2. Ngattrang va danh 56 trang

Rreak o
al Ngdf trang Bk ypes
Ngim djah, Word vy doag thuc hifa ngit | Lﬁ':‘:’:‘k
trang vi chuyds sapg tramg méi Tuy ohida Vet vrapping brosk
tromg mot 18 trudng hop, ngudn soan thao | sacmon break tynes
muda cha déag ngit trang, Ehing han shu ™ Hest sage
khi muda dit toisn bé bang trén trang méi " Canprocs
Vidc ngit trang duoc thuc hifa nhu sau: Eﬁﬁ'
) Pit con o vin bin & v tof muda | ,
: ol Cancel
ngittrang. _._j _._,_..-__l
2 Chon léoh Insert—+Ereak.. rd4i chon Hinh 63

Page break mong kop thozi Break (b 63).
& Nhéy chust vio adt 0K

Chia§: Co thé nh&n td hop phim Ctrl + Enter d€ ngat trang tai v trf con tro véin ban.

b) Pdnh s6 trang
Khi vin ban ot ahifu hon mot trang, ta co thé dé Word tw doag déah 18 trang.
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igin Broinggh B J
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Danh 3o trang

diiven — =]

Hinh 64. Hép frosl Page Numbers

(@ Chon Insert—+Page Numbers._..

@ Trong hép Posifion cha hép thoai Page Numbers (b 64), choa vj tri cia
s8 trang: & diu trang (Header) hoic & cudl trang (Fooler);

& Trong hop Alignment, choa céch cia 1€ cho :48 tranp: cia trdi (Leff), &
giifa (Center) hoic cin phai (Right);

@ Chosn (koic bo chon) Show number on first page 4¢ hifn thi (hoic khong
hifn thi) 58 rang & traag diu téa,
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3. In van ban

a) Xem trude khi in

Trudc khi in mot via bas nho dé, théng thubag aéa thuc hifs vidcxem vin
ban trude khi in d€ kifm tra cdec 14 trang, viéc agit trang, viée bd i 261 duag,
céc bang bidw, hiah +& tréa trang,... di disg shu mong mufa chua

Dé md cira 10 Preview (b 63), sirduap mot moag hai cdck sau:

Cach 1. Choa 12ah File=sPrint Preview;

Cdch 2. Nhay ait 1&oh Print Preview (3] trén thaah cong cu chuia
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Hinh 65. Xeam frude BB

b) Invan ban

Vin baa cé thé duce in na giffy nfu miy dab két adi truc tifp vél méy in
koic cb thé tuy cip t&l méy in trong mang Ta thuc hiés lénh in via ban bing
mot trong cic cdch aan:

Cdch I. Dung léah File—pPrint._.
Cich 2. Nhds t0 hop phim Ctrd+P.
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Cdch 3. Nhay chuot vio ait Print & e thagh cong cu chuda d¢ in agay
toda bo via baa
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Hinh 86. Hap thosi Prin

S8 bdn in

Vi hai céch diu hop thoai Print (b 66) 52 hifn 1a cho phép hua chon céc tham
18 i, ching has shu chon méy in, in todn bo hay mét phia vin ban, 18 baa in .

Cac thuat ngir chinh

Binh dang ki€u danh sach; Mgét trang; Danh 58 trang; Xem

vin ban trude khiin; In van ban.

CAU HOI VA BAI TAP

1. Hay n&u cic budc cdn thuc hign 48 foo danh sach list k& dang ke

hi&y

v dang 56 tha tu

3. Cé thé tao danh sdch Kéu 38 tha tu a, b, c... duoc khéng? M&u
dugc. hay n&u cdc thao tac cdn thigt.

3. C6 nhing cach ndo d& chlin mét frang van ban frong mét t8p van

ban

4. N&u uuva nhuge didm khi st dung ndtiénh = ] d&ralanhin.
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