Tuin 23:
CHU PE 12: PINH DANG VAN BAN

1. Khai niém dinh dang van ban :

- binh dang vin ban 1 trinh bay cac phan vin ban theo nhitng thudc tinh cua vin ban
nham muc dich 1am cho vin ban rd rang, dep hon.

- Céc kiéu dinh dang vin ban : Binh dang ki tu, dinh dang doan vin ban, dinh dang trang
van ban.

2. Lgi ich cuaa viée dinh dang vin ban:

- Nhan manh nhitng phan quan trong ciia vin ban.

- Gitp ngudi doc dé dang ndm bat céc noi dung chinh caa van ban.

CHU PE 13: PINH DANG Ki TU TRONG VAN BAN

1. Khai niém dinh dang ki tw

Dinh dang ki ty trong vin ban 14 thay d6i kich thudc, mau sac, hinh dang cuaa céc ki tu
trong van ban.

2. Cac yéu t6 cia dinh dang ki tu

- Khi dinh dang ki ty, c6 bon yéu té chu yéu: Phdng chir (font), ¢& chir (font size), kiéu
chit (font style), mau sic (font color)

3. Cac buwére dinh dang ki tw

- Pé dinh dang dugc ki tu, can thuc hién cac budc sau:

+ Budéc 1: Chon phan van ban can dinh dang.

+ Buéc 2: Chon yéu té can thay ddi bang cach nhay vao cac nut Iénh twong ting trong
nhém Iénh Font cua bang Home.

*BAI TAP VAN DUNG: Hoc sinh tién hanh nhap cac van ban tho nhu hinh trang 61, sir
dung cac nat Iénh trong nhdém Iénh Font dé dinh dang phan quét khéi, cho biét chic niang
cua tirng nat Iénh va ghi vao sach Tai liéu.

Pap an:

- Céc chire ning lan luot 1a:



+ Péi font chit.

+ Tang kich thudc chit.

+ Tang/ giam kich thudc chir mot bac.
+ In dam chir

+ In nghiéng chir

+ Gach chan chi.

+ Gach gitra chir.

+ Tao chi s6 dudi (hoic nhan Ctrl + =)
+ Tao chi sb trén (hodc nhan Ctrl+ Shift+=)
+ Chinh hiéu trng cho chtr.

+ T6 mau nén cho hang chir.

+ TO mau chi.

+ X06a bo hét dinh dang dang c6 trén hang chit dang chon.





