Bai 6: Binh dang trang tinh

1. Pinh dang phong chir, c& chir, kiéu chir va mau chir.

- B&é ding dang n6i dung cla 1 hay nhiéu 6 tinh can phai chon 6 tinh d6, dinh dang
khong lam thay d6i ndi dung clia cac 6 tinh.

- Sau khi chon 6, dung céc lénh trén thanh cong cu dé ding dang cho 6 do.
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hinh 6.1 ding dagng cho & tinh

- Trong do:

+ cong cu th 1: dung dé chon font chir

+ cbng cu thur 2: chon c& chir

+ cbng cu thur 3: chon mau chir

+ cOng cu tha 4: kiéu chir in dam, in nghiéng, gach chan
- Twong tu nhu b cong cu ctia Word
2. Can lé trong 6 tinh

- Mac dinh d{r liéu van ban can 18 trai, dit liéu sé can 1é phai. ta cling c6 thé tuy chinh
chung trén thanh céng cu
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hinh 6.2 can Ié cho & tinh
- Trong do:
+cdng cu 1: can lé trai, gitta, phai cho ndi dung
+cdng cy 2: can lé trén, gira, dudi cho ndi dung

+cOng cu 3: gdp nhiéu 6 lai v&i nhau, cac 6 nay phai lién ké nhau va cing nam trén
1 dudng thang.

Vidu gdp 4 6 A1, B1, B1, D1:
+ B1: gitr Ctrl
+ B2: chon déng thoi 4 6

+ B3: click vao cong cu Merge & Center



Chon cac 6 cin can chinh Nhay vao nit Merge and Center
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hinh 0.3. gdp cdac 6 sir dung cong cu mergefcenter
3. T6 mau nén va ké duong bién dir liéu ctia cac 6 tinh

- Muc dich: gitp ngudi s&r dung bang tinh dé dang phan biét cac di liéu khac nhau.
Dé dang quan ly dit liéu hon.
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hinh 8.4. ké chaomg vién va t6 méau cho 6 tinh

- Trong do:

+cOng cu 1: 1énh Borders dé ké dudng bién, cé thé tly chon dudng bién toan bo,
hay chi c6 bén ngoai 6 dugc chon.



+ cdng cu 2: td mau cho 6 da chon, trong vi du 6 A1:D1 dugc td mau vang.
4. Tang hoac giam chir s6 thap phan cta dir liéu s6
- Dung cac churc nang trong nhém [énh Number

- Khi gidm bét chir s6 thap phéan, chuong trinh sé thuc hién quy tac lam tron s6.
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hinh 6.5. gidm cluf 56 thép phin



