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File Word hién nay duoc sir dung vo cing phd bién trong moi cong viée, hoc tap.
Nhung khong phai ai ciing biét rd cach cin 1& trén dudi trong Word hay cach hién
thanh can 1& trong Word 1 cach chuan chi nhat. Chinh vi vdy, ching t6i da tong
hop moi cach can 1é trong Word v&i huéng dan cu thé dé hd tro ban. Moi ban theo

doi!
Cich cdin Ié trong Word 2010, 2007

Huéng dan ban cach can 1& trong Word 2007 va cach can chinh 1& trong Word
2010 nhu sau:

Buwéc 1: Tai tab Page Layout, chon biéu twong miii tén trong nhém Page Setup.
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Budce 2: Tai muc Margins, Nhéan vao nit miii tén 1én/ xuéng hoac nhap truc tiép

thong s6 vao muc Top, Bottom, Left, Right dé diéu chinh khoang can 18.

Trong do:
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- Top: Can 1€ trén, 1a khoang céach tir mép trén cua kho giay téi dong dau tién cua

kho gidy.

- Bottom: Can 1& dudi, 1a khoang cach tir mép dudi cho dén dong cubi cung cua

kho giay.

- Left: Can 18 trai, 12 khoang cach tir mép trai kho gidy t6i ky tu dau tién bén trai.

- Right: Can 1& phai, 14 khoang cach tir mép phai gidy dén chir, ky tu cudi ciing bén

phai.
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Budc 3: Nhan OK dé hoan tit hodc nhin Set As Default dé luu mic dinh.
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Nhu vay ban da hoc dugc cach can 1é chuan trong Word 2010, 2007 roi phai khong
nao? Rét dé dang dung khéng? Hay cung thir ngay nhé!

Cich cin Ié trong Word 2016
Céch can chinh 1& trong Word 2016 véi nhitng thao tac nhu sau:

Buée 1: O Tuy chon Word, cac ban click va Options (Tuy chon)
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@ Recent Last Week

[ Chen-word-Bieumau...

@_ 9/9/2022 2:28 PM
. " | . =| Desktop » HDC
. OneDrive - Hoc Vién Béao Chi Tuy...
1856020049@ajc.edu.vn Other
[ 248_don-xin-phep-... 3
. OneDrive - Personal C: » Users » Admin » Do... A0 T A
nguyenthuy01100@gmail.com e
eaaer-rooter-mad... 0/12/2022 9:48 AM
: y Desktop » HDC
‘ Sites - Hoc Vién Bao Chi Tuyén Tr... . |
1856020049@ajc.eduvn glao-an-ngu-van-io.. 4,15 5022 8:17 AM
C: » Users » Admin » Do...
g giao-an-ngu-van-lo... 3003 B3 AN
E‘]; This PC C: » Users » Admin » Do... bkt '
Account
giao-an-ngu-van-lo... SR a A
Options + Add a Place C: » Users » Admin » Do... U ’
glao-an-ngu-v_an-lo... 9/12/2022 804 AM
C: » Users » Admin » Do...
Browse
Buéce 2: Tiép tuc chon Advanced (Nang cao)
Word Options ? X
General FD . . .
Advanced options for working with Word.
Display
Proofing Editing options
Save Typing replaces selected text
Language When selecting, automatically select entire word

Allow text to be dragged and dropped
Use CTRL + Click to follow hyperlink

Customize Ribbon

(0 Automatically create drawing canvas when inserting AutoShapes
EBlicKRGEssipallar Use smart paragraph selection
Add-Ins Use smart cursoring
Trust Center (0 Use the Insert key to control overtype mode

(0 Use overtype mode
(3 Prompt to update style
[ Use Normal style for bulleted or numbered lists
O Keep track of formatting

1CO stencie:

Updating style to match selection: |Keep previous numbering and bullets pattern v
Enable click and type

Default paragraph style: iNormaI ¥
Show AutoComplete suggestions
() Do not automatically hyperlink screenshot
B Use seqguence checking

Type and replace

(0 Automatically switch keyboard to match language of surrounding text

Cut, copy, and paste

I OK W Cancel
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Bwoc 3: Kéo chudt xuéng phﬁn Hién thi, tai phﬁn Hién don vi do cac ban chuyén

tur Inch sang Centimeters.

Display

Show this number of Recent Documents: 25 = 6]
O Quickly access this number of Recent Documents: |4 <

v

Show this number of unpinned Recent Folders: 20 $~

Show measurements in units of: |Centimeters v | |

Style area pane width in Draft and Outline views: |0 cm
(3 Show pixels for HTML features
Show shortcut keys in ScreenTips

Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

() Optimize character positioning for layout rather than readability
() Disable hardware graphics acceleration

Update document content while dragging@

Use subpixel positioning to smooth fonts on screen

Print

(J Use draft quality
Print in background @
[ Print pages in reverse order

OK ‘ Cancel

Bwéc 4: Quay trd lai giao dién Word 2016, chon B tri.

Buére 5: Chon tiép Lé.
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Budée 6: Tai diy cac ban co thé chon ngay cac kiéu can chinh 1& mic dinh. Néu

mudn ty chinh cac thong s6, hiy chon Lé Tuy chinh.
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= Document1 - Word &= - m| X

File Home ‘ Insert | Design References WETI S Review | View ‘ Foxit PDF ‘ Q Tell me.. A ,C},Share

@ ([ Orientation ~ *= Breaks ~ Indent Spacing . ring Forward - [2 Align~
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Margins __ o ) . —os — | Position Wrap i
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Normal

Top: 254 cm Bottom:2.54 cm
Left: 254cm Rightt 254 cm

Narrow
Top: 127 cm  Bottom:1.27 cm
Left: 127 cm Right: 127 cm

Moderate
Top: 254cm Bottom:2.54 cm
Left: 191cm Right 1.91cm

Wide
Top: 254 cm Bottom:2.54 cm
Left: 508 cm Right 508 cm

Mirrored
Top: 254cm Bottom:2.54 cm
Inside: 3.18cm  Outside:2.54 cm

Office 2003 Default
Top: 254 cm Bottom:2.54 cm
Left: 3.18cm Right 3.18cm

H B B8 O O O =

Custom Margins...

Lo+ 210

Buéc 7: O phan Lé: Trén, Dudi, Trai, Phai cac ban chon nhu tiéu chuan qudc gia.

Khd A4:

- Can 18 trén: Cach mép trén cta gidy tir 20mm-25mm
- Can 18 trén: Cach mép dudi cua gidy tir 20mm-25mm
- Cin 1¢ trai: Cach mép trai gidy tir 30mm-35mm

- Can 18 phai: Cach mép phai gidy tir 15mm-20mm

Sau d6 4n OK dé luu lai
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Tham khao thém:

« Top cach lam nhan v trén word dep nhét cho hoc sinh, gido vién

« Top 6+ phan mém chuyén pdf sang word khong 15i font chuin nhét

Cdch cin Ié trong Word 2013, 2019

Moi ban tham khao mot s6 cach can 1& trong Word 2019 hay Word 2013 duoc

chung t6i hudng din chi tiét tai day:

- Cach can 18 trong Word
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+ Dung Page Layout dé ciin 18 trong Word

Buérc 1: Tai tab Layout, chon biéu twong miii tén

He O -

trong nhom Page Setup.

Docu

File Home Insert Desiin References Mailings Review View Help Q Tell me wha

Margins Orientation Size Columns

Page Setup

L Et
-; 2

E P\} ™ E "= Breaks Indent
: L] “J I Line Numbers ~ 5= Left: 0"

5 % S ~  b& Hyphenation ~ =€ Right: 0"

Spacing

Al a= [
\. ‘IE Before: |Auto

CAARARAA) VAR VARAY VANRS

quay trg vé nha va duong nhu

Budéce 2: Tai muc Margins, nhin vao nat miii tén 1én/ xuéng hoac nhap truc

tiép thong s6 vao muc Top, Bottom, Left, Right dé diéu chinh khoang cin 1& >

Nhén OK dé luu lai.
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aiLieu.com Tai Tai Liéu, V
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portrat Landgcape
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Multiple pages: Normal v

Preview

quav trg vé oha

+ Dung Options dé cin Ié trong Word

Bwéc 1: Nhan chon File > Chon Options.

Share

Export

Close

Account

Feedbar

Options

Bwée 2: Vao muc Advanced > Tai

-

L Y, ‘ m‘—"
L g L Wi

Name

Word 1 - Hanh Minh

Nguyén Hanh Minh's OneDrive (Personal) » Documents

Word 1

Downloads

Tiéu luan Van hoc so sanh - Tac pham Heidi cia Johanna Spyri va tac pham Khu v
D: » Chuyén nganh Van hoc » Nhdp mon Van hoc So sénh

Tiéu luén Van hoc so sanh - Tac phdm Heidi ciia Johanna Spyri va tadc phdm Khu v
Downloads

Mat khau Vietcombank
Nguyén Hanh Minh's OneDrive (Personal) » Documents

DANH SACH PANG KY AO CHUONG TRINH

Nguyén Hanh Minh’s OneDnive (Personal) » Documents

Hanh Minh - Tap léu bac Tom
Nguyén Hanh Minh's OneDrive (Personal) » Documents

phan Display,

measurements in units of va chuyén sang don vi Centimeters > Nhian OK.
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Bwéc 3: Nhan chon Layout trong giao dién chinh ctia Word > Chon

Margins >
Nhén vao Custom Margins phia duéi cung.

H -0

Documentt {Compatibaity Mode] - Woed
File Home Irsern De an | eferences Magings Revew View Help Q Tell me what you want to do
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Bwéc 4: Chinh sta lai cac thong sb 18 trén (Top), 1& dudi

(Bottom), 18 trai
(Left), 18 phai (Right) theo ¥ muén > Nhan OK.
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Bwéc 1: Nhan chon File > Chon Options.
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Bwéc 3: Nhan chon Layout trong giao dién chinh ctia Word > Chon Margins >

Nhén vao Custom Margins phia duéi cung.
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Microsoft Word
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T

1ent look. You
100sing a look
an also format
offer a choice
fy directly. To

% on the Page

2 the Change
Quick Styles
ook of your
1sert tab, the
» look of your
s, lists, cover
es, charts, or
‘easily change
or the selected

A i A_3° 1

Tham Kkhao thém:

« 6 cach chinh stra file pdf don gian, dam bam thanh céng 100%

« Top 8+ phin mém scan trén dién thoai, may tinh mién phi va hiéu qua nhét

Cich cin Ié trong Word 2003

Buwée 1: Truy cap vao Menu File. Chon Page Setup. Trong Page Setup, ban hay
chon tab Margins
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Buére 2: Thiét 1ap khoang cach 18 trong myuc Margins nhu sau:

« Top: Lé phia trén, khoang cach tir canh gidy phia trén dén dong chir dau
tién. Kich thuéc chuan 1a 2.5cm

« Bottom: Lé phia dudi, khoang cach tir canh gidy phia dudi dén dong chi
cudi cung. Kich thuéc chuan 1a 2.5cm

« Left: Lé bén trai, khoang céch tir canh gidy bén trai dén chir dau tién bén
trai. Kich thudc chuan la 3cm

. Right: Lé bén phai, khoang cach tir canh gidy bén phai dén chix cudi cung
bén phai. Kich thuéc chuan 1a 2cm

« Gutter: L4 phan gay sach, phan nay thuong chi dung khi can dong
séch. Néu chi 1a van ban thong thuong thi ban hay dé mac dinh 1a Ocm

Buwéc 3: Tuy chon Multi pages dung dé ap dung kich thudc 1& cho cac kiéu dinh
dang cho cac trang khac nhau trong tap tin vin ban nay. Néu chi 13 vin ban thong

thuong thi ban hay chon Normal.
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Buwéc 4: Tuy chon Apply to Whole document dung dé 4p dung kich thude 1& cho

tat ca cac trang trong tap tin vin ban nay.

Sau khi thuc hién xong ban hiy nhan Ok dé dong y.
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Nhu vay ching t6i dd huéng din cho ban cac cach cin 18 trong Word nhanh va cuc
don gian. Hy vong nhimng thong tin ching t6i tong hop s& giup ich va hd tro

ban cach cin chinh 1é trong Word mét cach dé dang. Tran trong.
Tham khéo thém:

. Cac mau gidy mai dep file word tai mién phi méi nhat 2022

. Cac mau gidy gigi thiéu cong ty, ngan hang, neudi vao dang file word
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Cdch hi¢n dwong cin 1é trong Word moi phién ban

Cach hién duong can 1é trong Word 2016, 2007, 2013, 2003 hay Word 2019 nhu

Sau.

Bwéce 1: Mo file Word > Chon thé View.

Buéce 2: Di ¢én muc Show > Tich chon vao Ruler dé hién thi thanh thuée ké

trong Word.
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v/ Ruler

Gridlines

Navigation Pane

Show

Nhu vy 1a ban d4 hoan thanh viéc hién dudng cin 1& trong Word dé dé dang hoan

thién van ban ctia minh roi.
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