MS WORD: DINH DANG PHONG CHU, THAY B3I DO GIAN CHU,

TRANG TRI CHU CHO SINH DONG.
Thay dai do gidin ch.
binh dang phéng chi.
1. Lya chon (bsi den) doan font chi cén dinh dang.
2. Vao Format \ Font (Ctrl + D)

=> Xuét hién hép thogi Font:

3. Chon thé Font

Font: Chon loai phéng ch

Font style: Chon kigu chr binh thuong, dém, nghiéng, dam nghiéng
Size: Chon kich thudc chi.

Font color: Mau chiy

Underline style: Logi duong gach chén chi.
Underline color: Mau dudng gach chén chiv.
Effects: Mét s kiéu lya chon bé sung:

R Strikethrough: Gach gitra ch@.

R Double strikethrough: Nét gach déi gita chir.
R Superscript: Chi s& trén. (Ctrl + Shift + =)

R Subscript: Chi s6 duéi. (Cirl + =)



R Shadow: Kiéu hinh béng

R Outline: Nét chr bao ngodii.

R Emboss: Chiy ndi m& (mau trdng) truéce

R Engrave: Chi ndi m& (mau tréng) sau.

R All caps: Chi in hoa lén

R Hidden: An chi.

- Sau khi da chon kiéu dinh dang font chr xong, néu muén dé dinh dang méc dinh cho cdc file sau
thi kich véio ndt Default. Mét hép thoai xudt hién:
Ban cé mudn dai lai dinh dang font chir méc dinh cho céc file méi sau nay khong?

Chon Yes: Dong y

Chon No: Khéng déng y

4. Chon nit OK d& hoan thanh viéc dinh dang lai font chi.

* Truong hop ban ¢6 thé st dung thanh céng cy Formatting dé dinh dang nhanh font chr cda
minh:

- Dinh dang theo nhirng style c6 sén:

- Dinh dang font chi:
- Binh dang ¢& chi:

- Chor dam:
- Ch& nghiéng:



- Chr gach chén:

1. Lya chon (bsi den) doan font chi cén dinh dang.
2. Vao Format \ Font (Ctrl + D), xudt hién hop thoai Font
3. Chon thé Character spacing, hép thoai Font ¢é hinh &nh sau:

Scale: Dinh dang dé gidin chi theo %.

Spacing: Khodng cach gita céc chiy

By: Tang: Gidn thua cht  Gidm: Gian ch¥ mau

Position: Vi tri & dong

By: Taing: Vi tri chir Ién cao dén so véi dong Gidm: Vi tri xudng dén so véi dong

NGt Default: Néu mudn méc dinh dé gidin chi nay cho céc file sau.

4. Chon nit OK hodn thanh vién thay déi dé gidn chi.
Trang tri ch cho sinh déng.
1. Lya chon (bsi den) doan font chi cén dinh dang.

2. Véo Format \ Font (Ctrl + D), xudt hién hop thoai Font.
3. Chon thé Text Effects, hép thoai Font ¢é hinh dnh sau:

Lya chon cdc hoat hinh chr & 6 Animations.



NGt Default: Néu mudn méc dinh dé gidin chi nay cho céc file sau.

4. OK
Sau khi kich ngt OK, doan font chr da chon s& cé két qué nhép nhdy theo logi dé chon & &

Animations. Vi du:

Luu y: Véi viée trang tri ch@ cho sinh déng nay chi nhin trén man hinh mdy tinh, khi in s& khéng

xudt hién nhirng hinh dnh nhép nhdy.



