MS WORD: BINH DANG POAN VAN BAN

1. Vao Format \ Paragraph. ..

=> Xuét hién hép thogi Paragraph:
2. Chon thé Indents and Spacing

3. Generadl

Alignment: Can [é.

Left: Can € trai

Justified: Dan déu chi sang 2 bén [é

Centered: Can [é gita

Right: Can |€ phai.

Outline level:

4. Indentation: Lui vao / ra doan van bdn so véi lé

Left: LE trdi

Right: L& phdi: S8 (-) lvi ra ngoaii €

Special:

S& (+) lui vao trong [€



First line: D& & cho dong ddu cda doan vén bén, mdc dinh dé By = 1,27 cm

Hanging: Dong khéng phai la dong déu tién cda dogn vén bén, thuong dé méc dinh By = 0

5. Spacing: Khodng céch tréng gitra cac doan van ban.

Before: Khodng céch tir digém trén cung cia doan véi doan trén.

After: Khoding céch tir diém duéi cing cia doan dén doan duéi.

Line spacing: Dd gidn dong trong doan.

Single: Gian dong don (Cirl + 1)

1,5 lines: Gian dong 1,5 (Ctrl + 5)

Double: Gién dong déi (Cirl + 2)

At least: D6 gidn nhé nhaét.

Exactly: D gidin dé theo sS chinh xdc bdéng At .

Multiple: D3 gidn Ién nhét

Véi dé gidin dong la At least, Exactly va Multiple cé phdn At dé dién & tuy thich.



6. Kich vao nit Tabs. .. néu mudn thay déi dé dai cta tab (mdc dinh dé dai cla tab = 1,27cm)

* Truong hop ban ¢6 thé si dung thanh cong cy Formatting dé cén |&é nhanh doan vén bén:

Can lé trgi:  (Ctrl + L)

Cén | gitra: (Ctrl +E)

Cén lé phdi:  (Cirl +R)

Dan déu chiy sang 2 bén [&: (Ctrl + J)



