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DINH DANG KHUNG VA DO MAUD
(BORDERS AND SHADING...)

1. MUC DiCH
Nhim lam ndi bat ndi dung chinh doan VB hoic trang VB.
II. CACH THUC HIEN
1) Pong khung
a) bong khung doan VB (Border)
= B,: Dit nhdy den tai doan VB cin déng khung

= B,:Chon ribbon Home, tai Paragraph, nhdp niit
= EeE 4 1énh Border, chon lénh Borders and Shading

@ Borders and Shading...

XuA't hién hop thoai Border and Shading
= B,: Tién hanh dinh dang cho khung va déng khung
= B,: Nhip OK

% Gidi thi€u cdc chic nang trong thé Border




“== b) Kiéu khung

a) bong/bo khung | =
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! o (. e) Bat/tit khung
g ngang hodc doc
d) b6 day khung g e

b) bong khung trang VB (Page Border)
= B,: Chon ribbon Page Layout, tai Page Background,

h nhap nit 1énh Page Borders

Watermark Page Page
Color = Borders

| Page Background |

Xuat hién hop thoai Border and Shading
= B,:Ti€n hanh dinh dang cho khung va déng khung

= B;: Nhiap OK
% GiGi thiéu cac chic ning trong thé Page Border

Ngoai cdc chic ning giong thé Borders, thé nay
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Borders and Shading

c6 thém ki€u khung hinh 4nh ®
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- Click on disgram below or use
Bone El buttons to apply borders
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Whole document

(none)
Options...

2) Pé mau
a) D6 mau doan VB (Shading)
= B,: Bit nhdy den tai doan VB cin d6 mau
= B,:Chon ribbon Home, tai Paragraph, nhap niit
== eels  1énh Shading
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Paragraph
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" B;:Chon mau can do




3% Ngoai ra, c6 thé thuc hién biing hop thoai
Borders and Shading,  thé¢ Shading

% Gidi thi€u cdc chic nang trong thé Shading
( Borders and Shading @‘ﬂ—hj

a) Méu nén Pa&rnsm—
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b) Kiéu nén va
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mau ki€u nén

Paragraph [=]

b) D6 mau trang VB (Page Color)
= B,:Chon ribbon Page Layout, tai Page Background,
) nhdp nit 1énh Page Color

Watermark Page Page

< Color = Borders
| Page Background |
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" B,:Chon mau can do




