NOI DUNG BAI HOC THANG 2
MON TIN HOC 7

Bai 6: PINH DANG TRANG TiNH

1. Pinh dang phéng chik, c¢& chir va kiéu chit va mau chik :

Pé dinh dang ndi dung ctia 1 hay nhiéu 6 tinh, ta thyc hién nhu sau:
+ Chon cac 6 c6 dir liéu can dinh dang
+ St dung cac 1€nh trong nhoém Font trén dai 1énh Home

a. Thay d6i phong chit;
B1: Nhay chudt tai miii tén & 6 Font
B2: Nhay chudt chon Font chir

b. Thay d6i c& chit:
B1: Nhay chudét tai miii tén & 6 Font Size
B2: Nhay chuét chon cd chit

c. Thay d6i kiéu chii:

+ Bold B: Chit dam (Ctrl+ B)

+ Italic £: Chir nghiéng (Ctrl+ 1)

+ UnderlineX: gach chan(Ctrl+ U)

* Ngoai ra con ¢ thé dinh dang phong chit, ¢& chir, kiéu chit va mau chir
bang cach str dung bang chon: Format\Cells va chon Font

d. Binh dang mau chir:
B1: Nhay chuét tai miii tén ¢ 6 Font Color
B2: Nhay chudt chon mau

2. Cian 18 6 tinh :

Str dung cac 1énh trong nhom Alignment trén dai 1énh Home

a. Cin thing ndi dung giira 6 tinh:

B1: Chon cac 6 can can 1€

B2: Chon I1énh Center dé cin gifra



b. Can thing ndi dung vao gitta nhiéu 6.
B1. Chon céc 6 can can dir li¢u vao gitra
B2 Chon 1énh Merge and Center

3. To mau nén va ké dwong bién cida cac 6 tinh:

Str dung 1énh Borders va Iénh Fill Color nam trong nhom Font trén
dai 1énh Home

a) T6 mau nén trén cic 0 tinh:

B1: Chon cac 6 can t6 mau nén.

B2: Nhay chuot tai miii tén & Iénh Fill Color &
B3: Nhay chon mau nén.

b) K¢ dudng bién trén cac 0 tinh:

B1: Chon céc 6 can ké duong bién

B2: Nhay chudt tai miii tén & 1énh Borders
B3: Chon tuy chon duong bién thich hop.

4. Ting giam chir sé thap phan ciia dir lidu sb.

St dung céac 1énh ting hay giam sb chit s6 thap phan trong nhém
Number trén dai 1énh Home

B1: Chon 6 hoidc cic 0 can tang hay giam s6 chit s6 thap phan.
B2: Nhay chudt chon 1énh Increase Decimal dé tdng so6 chir so thap phan
hodc Decrease Decimal dé giam so chir so thap phan



