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MAT AI TINH HON

Co 2 van ban xuat hién trén man
hinh, cac doi hay quan sat diém
khac nhau giira 2 van ban doé va ghi
vao bang nhom. Poi nao tim dwoc
nhiéu diém khac nhau va nhanh
nhit sé chién thang. Thoi gian 1a 3

| phut.



Tim nhirng diém Khac nhau gitra 2 van ban

BIEN PEP

m ndng sdng. Nhitng cdnh buom néu frén e e
<\1}'ﬁ;£hjé“ vdo hong riec 1én nhie dan bwdm mia heon gifta

o XIS

Lai dén mét budi chiéu gié mia déng bac vira
Bién ling d6 duc, day nhir mim banh dnc, loang
1 thc}ang nhitng con thuyén nhw nhitng hat lac ai
dem ric 1&n trén.

R4i ngdy mwa rao. Mua giing giing bon phia. C6 quing ning
xuveén xudng bién éng inh di mau: xanh 13 ma, tim phdt,
héng, xanh bidc,.... C6 quing bifn thim xi, ndng trich. Nhing
canh bubm ra khm con mua, wot dam, thim lai, khoe nhe, boi
hé1, nhy ngwe do bac néng din cay xong rudng vé bl wot.

C6 budi sém néng mi, bién bic hoi mrdc, lthéng nom th:ij,r nii
xa, chi mét mau ﬁang du{: K]mng co thu}ren khing co song,
khing co ma

Mt budi chiéu lanh, ning tit sém. Nhimg nii xa mau I3
I.'||.'|'ll' pha mau tring siea. Lhuuu co gio, ma song van d6 déu
t‘[e_u ri mul Nuéc bién ding day, quanh dic mit min
trang,; bt phin trén da qua

Chiéu ning tan, mét diu. Bién xanh veo miu manh chai. Nai
¥a tim pha héng. Nhitng con song nhé nhe 1i&m 1&n bii cat, bot
song mau birdl dao.

BIEN DEP

Budi sém ning sing. Nhimg cinh budm niuv trén bién duoc ning chifu vio héng ryc 1én nhr dan
budm mia leon gita trod xanh.

Lai dén mét budi ch:eu gié mila déng bac vira dimg. BiEﬂ lang 46 dye, ddy nhw mim banh dic, lodng
thodng nhimg con thuy én nhr nhimg hat lac ai ai dem rc 1én trén.

Rdi ngay muma rao Mua_ gidng giing_h&n phia. Co quanp nang xuyén xuﬁnp bién ong dnh da mau
xanh 14 ma, tim ]:rhcrt hong xanh biéc,.... Co quing bién thim xi, nang trich. ‘\hu'ng, canh budm ra
khoi con mwa, wot dim, tham lai, khoe I:I.hE bai hdi, nhv ngwe 4o bic néng din ciy xong rudng ve bi
it

C6 budi s6m ning mé, bién béc hoi nuée, khéng nom thiy nii xa, chi mét miu trang duc. Khéng cé
thuyen, khong cb séng khong cd may, khong oo sic bigc cia da trod.

Mgt buoi chidu lanh, ning tit sém. Nhimg nhi xa miu lam nhat pha mau tring siva. Khéng 6 gio, ma
song van do deu déu, ri ram. Nuwde bien ding day, quanh dic mét mau bac trang, lan tan nhw bjt phan
trén da qua nhot.

Chiéfu_ﬂé.ﬂg tin, mat diu. Bién xanh veo mau minh chai Nii xa tim pha héng. Nhimg con séng nhé
nhe liem 18n bai cat. bot song mau bud dao.

(¥ Thi Nam)



Chu dé 14

PINH DANG
TRANG VAN BAN

Noi dung trong tam:
- Cdc thuéc tinh cua trang.
- Dinh dang trang vdn ban
+ Bang nut Iénh
+ Bang hép thoai Page Setup.
- Xem vdn ban trwde khi in va in vdn ban.
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1 Cac thudc tinh cua trang
* Kich co’ trang glay (kho giay)
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1 Cac thudc tinh cua trang
* Kich co trang gidy (kho gidy)

Kho gidy thuong dwoc sivr dung nhat la kho gidy A4 c6 kich c&:
297mm x 210mm.

* Hwéng giay
C6 hai loai huwéng gidy: hwdng gidy dirng va huwéng gidy ngang

* Lé trang van ban
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M6t trang in thudng c¢é hai vung chinh: vung |é trang (1é trai, 1& phai, 1& trén, 1& duéi) va
vung ndi dung van ban trong trang.

Em hay quan sat hinh bén duéi va dung but dién cac cum ti: 1€ trai trang, 1€ phai trang,
Ié trén trang, Ié duéi trang, phan néi dung trang vao vi tri thich hop.

m o TR FINEN NN TN | FIEENERET TR 0 Lo L e FIRENERRF 4 Ty ||
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.................................... b
Bién dep

g : T sink ra v k0 1&n & mid thinh phi bidn. Tai yéu Tai sinh ra va

— - b |&n & méd thinh phé bén, Téd yéu bidn bdi nd cho b cim gisc
brirth yén, thén tude vis gei cho 183 nhing ki nigm tud tha.

Budi =hng, mdt v dfn din nhi len khbi duding chin iréd, rdi cao
ddin, caa din, Bién dubng nhy cing ree vui khi dén chao ngiy
mdi, nhiing &a nng ddu ngay dat 1&n cho bidn Mot chiéc 4o ang
larh nhat hang wan vién kim cudng.

Budi tnia, mit brdi chifu &nh ndng chii chang xuding bidn,

Bién trong whl. ME1 badtn xanh, may irél xarh, nhdng ngon ndi xankh
xanh & phia xa, nhilng can gt dia wui trén nhilng ngon sang dénkh
- - 11! tiing dat ting dat vao ba. Bai cal duiing rha dai hon, Bp B v 1“
162 sang nha mét 8m lua vang.

Budi chiftu, iré con Bon 16i m Ahau Aé dia trén BEi cal. Tha

diéiu chan ché, ching 184 choi dd béng. HEL da béng, ching

téi lai i nhaw t@m bién, Bidn cang v& chidu cang lanh. Loe

con bé, 18§ hay nghi ngay nge: Hay 1a bién bufa vi mai

rhrE.rﬂi sdp khing & lai chai vdi bidn nika. Moi ngudi v& nha
rdi. Bidn =& cd don.

;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;

iy t3i v I ban thich thd nhdl 14 £6 81 ahidu sinh v s8ng &
bign. Ching bi hay thiy nhiing con sia bidn irdi ling dang irang
nuds, nhing dedn thuyén danh bit thit nhidy ca bidn hay nhing
con dc vin dudi cat.

o5 N dung minh hoa: Thanh Troe

H i
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Em hay thao luan vdi ban va cho biét:
- L& trang van ban khac véi 1& doan vin nhu thé nao? L& trang.vdn.ban.dworc tinh. bat ..
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Luu y: Lé trang van ban khac véi 1é doan van. Lé trang van ban dugc tinh bat dau ti mép
trang gidy. Lé doan van dudc tinh bat dau tu 1é trang van ban.

* Chu thich: Inch (ti€ng Viét doc nhw "in-so™); ky hiéu hodc viét tat 1a in, do6i khi
13 ” - ddu phay trén kép la tén cia mdt don vi chiéu dai trong mdt s6 hé thong do
lwong khac nhau, bao gom Hé do lwérng Anh va Hé do lwdng My

1inch = 25,4 mm



https://vi.wikipedia.org/wiki/Ti%E1%BA%BFng_Vi%E1%BB%87t
https://vi.wikipedia.org/wiki/Ti%E1%BA%BFng_Vi%E1%BB%87t
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PINH DANG TRANG VAN BAN
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| | |Létrén ¢1

I Bign dep

T sink] ra wat bn 1&n & mi thanh phi bién. Tai yéu Tai sinh ra va
In 180 § mit thanh phé bién. Téi yéu bidn bdi nd cho thi cm gise
birih y&b, than thubc v goi cho 183 nhing ki nigm tudi the.

Budi :!ng. mmnrﬁdin din nha kn khoi duding chan tréd, 18 cao
cao din. Bién dutng nha cing reo vui khi dén chao ngay

madi, ;lﬁ'lg tia ndng ddu ngay dat [&n cho bi#n mat chidc 4o lang
Binh nhy hang wan vién kim cudng.

A 2c FII!H tra, mit brdi chidiu &nh nding chéi chang xufing bidn.
Le tral Hi#n trong vit. M1 bi#n xanh, may i xanh, nhdng ngon noi xanh

=

xanh & phia xa, nhilng con gis dia vui trén nhiing ngon s6ng dank
tiing daf ting dat wao bé. Bii cit dudng nhar disi hon, Bp Mnh v
sanl nha mét 1&m lua vang.

Lu:‘u chidu, iré con bon 16i i nhay A8 dia irén bai cal Tha
lﬁud‘l&l‘lﬂm ﬂ1u i choi da béng. Hét da béng, ching
Ihrunhaul.im fi. Er!ﬂr:h-rgufd-m!uninglmh Loc
fon b 18i hay nghi ngdy ngo: Hay |3 bién budn vi moi

i s4p khing & |ai choi vai bién nika. Moi nguai vé nh
réi. Bifn & ¢ don.

Didy n&lﬂhhﬂ.ﬂl}l:hl}m nhil la co ril nhidu sinh w34 sdng &

bidn. Chadng i hay thily nhilng con sua bidn 18 ling dang trong
nuds, dodn thuyén danh bit thit nhidu c& bién hay nhing

mﬁc'uim::ﬁr_

Mgi dung mink hoa: Thanh Tric
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1 Cac thudc tinh cua trang
2 Lam thé nao dé dinh dang trang van ban?

7o rusns \\

An muén dinh dang vin ban thang_bom.docx véi cac thudc tinh: khé gidy A4, hudng
gidy ngang, cac lé trang van ban trai, phai, trén, dudi déu la 1 inch. Vay An nén lam

nhu thé nao?
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1 Cac thudc tinh cua trang
2 Lam thé nao dé dinh dang trang van ban?

Cach 1: Pinh dang trang in bang cach st dung nat Iénh
Pé dinh dang trang in, em dung nhédm lénh Page Setup trong thé 1énh Page Layout:

Columns
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A

1 Cac thudc tinh cua trang
2 Lam thé nao dé dinh dang trang van ban?

; . , Insert Page Layout Feferences Mail
* Thiét l1ap lé trang van ban = ' =l Breaks -
P ? A - £[3 Line Num
+ Budc 1: Chon thé lénh................. . || erens | orientaton  size  cotams 0"
Trén thanh Ribbon nzes Sevp .
+ Buwdc 2: Trong nhom |Iénh Page Setup,
chon nut lénh ...................
+ Bwéc 3: Em cé thé chon cac kiéu lé cé
san nhw Normal,.......ccccevueereernneee. ,
............................ hoac tu thiét 13p Ié

Bang cach chon Custom Margins
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1 Cac thudc tinh cua trang
2 Lam thé nao dé dinh dang trang van ban?
* Thiét 1ap hwéng giay

Insert | Page Layout nefere T Bwoc 1: Chon the Iénh...............
- Trén thanh Ribbon
[5 I T:] + Buwdc 2: Trong nhom lénh Page
Margins (Orientation| Size  Column:  Setup, chon NGt 18NA ..eeeeeeneevcnenes
| Page Setup + Buwdc 3: Chon ......eeeeeveeeneeneenes Cho
hwdng gidy dirng hodc .......eveevvennee.

Cho huwéng gidy ngang
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1 Cac thudc tinh cua trang
2 Lam thé nao dé dinh dang trang van ban?

Insert Page Layout Refe

* Chon kho gidy

T 1 ] [r—
| L Ij ~—  + Buwdc 1: Chon the lénh.................
Margins Orientation | SIZ€ | Zolun Trén thanh Ribbon
@ B x 11" + Bwdc 2: Trong nhém lénh Page
T x 17 Setup, chon nut Iénh ............uuu.ee.
Legal ’ , ~ Ve ~ o’
8.5 x 147 + Buwdc 3: Em c6 thé chon cac kho giay
As , san nhu............ Jesenreenssnanes hoac thiét lap
11.69 = 16,54 R A~ . .
Aa kho giay bang chon More Paper Sizes.
B.27 x 11.697
[l ;Zsz.z?r
B4 (J1Is)
10,12 » 14.337

BS (J1IS)
7.17" x 10.12"

More Paper Sizes...
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1 Cac thudc tinh cua trang
2 Lam thé nao dé dinh dang trang van ban?

7o nusns\\\

s’  Em hay thwe hién dat lé
giay ngang, cac ’ )
nhu thé nag cho trang van ban
vOi cac
|é trai 3 cm; lé phai, trén,
duwéi déu la 2 cm.

L A4, hudng
1 nén lam
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cung co

Kho giay
Huwdéng gidy

Cach dinh dang
trang van ban

Margins Crientation oize
w — J_ _— el
r _____ V4 —_— _— —_— _— \
: Hudng | 2 o
I L& trang L . Khé gidy !
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Dan do

Xem lai n6i dung da hoc:

+ Cac thudc tinh trang van ban.

+ Cach dinh dang trang van ban bang nuat 1énh (nhé dic diém cac
nut Iénh)

Xem phan tiép theo:

+ Dinh dang trang van ban bang hop thoai Page Setup

+ In van ban.




