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Indent — thut déu dong,

1 2 3 4 5 6

< » Video provides a powerful way to help you prove your point.
<+—— When you click Online Video, you can paste in the embed code for the]

video you want to add. You can also type a keyword to search online for

Indent Spacing
2= Left: 0" |1 =Before: 0 pt :
=< Right: [2.5" O t=After: 8 pt °
First Line Indent
Indent Left
Margin

the video that best fits your document.

l. To make your document look professionally produced, Word «——«—————

Indent Right

provides header, footer, cover page, and text box designs that

complement each other.

Spacing — khodng cdch giita hai doan vdn lién ké

Margin

Indent Left — thut dong bén trdi,
Indent Right — thut dong bén phai.
First Line Indent — thut dong bén trai
dong ddu tién cua doan vén
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Indent Spacing
2= Left: 0" |3 =Before: 0 pt z
=< Right: [2.5" O t=After: 8 pt °
* Line Spacing — khodng cdch giita cdc dong
Video provides a powerful way to help you prove your point. Ban doc xem lai kién thire vé Line Spacing tai: Home ‘ $§ v

When you click Online Video, you can paste in the embed code for the

video you want to add. You can also type a keyword to search online for . R i - i .
* Paragraph Spacing — khoang cdch giira cac doan van
the video that best fits your document.

I Paragraph Spacing

I To make your document look professionally produced, Word

provides header, footer, cover page, and text box designs that

I Line Spacing
complement each other.
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Before: 0 pt Cdc doan vidn mdc dinh cdch nhau thém 8 pt (dugc thé hién & After)
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After: 8 pt
(1) Video provides a powerful way to help you prove your point. When you click Online Video,

you can paste in the embed code for the video you want to add. You can also type a keyword
to search online for the video that best fits your document.

(2)To make your document look professionally produced, Word provides header, footer,
cover page, and text box designs that complement each other. For example, you can add a
matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different galleries.

Ddt cursor tai doan (1), giam After vé 0 pt, hai doan vdn cdch nhau bdng vdi Line Spacing

(1) Video provides a powerful way to help you prove your point. When you click Online Video,
you can paste in the embed code for the video you want to add. You can also type a keyword
to search online for the video that best fits your document.

(2)To make your document look professionally produced, Word provides header, footer,
cover page, and text box designs that complement each other. For example, you can add a
matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different galleries.]
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Tuy vao vij tri cursor:

s Dt tai doan (2), tng i=8efore dé tdng khodng cdch so vdi doan (1),

s Ddttai doan (1), tdng i=afer | dé€ tdng khodng cdch so vdi doan (2)
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Add Space Before Paragraph — thém khodng cdch vdi doan lién trén, ting Before 1én 12 pt

Add Space Before Paragraph
Remove Space After Paragraph — xod khodng cdch vdi doan lién sau, dwa After vé 0 pt

ullmils

Remove Space After Paragraph
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Hanging — khodng cdch tir Number/Bullet dén

Hanging
|. «—To make your document look profe

provides header, footer, cover page

complement each other.

Paragraph ? X

Indents and Spacing  Line and Page Breaks  Asian Typography

General

Alignment: Justified v

Outline level: | Body Text v Collapsed by default
Indentation

Left: 0" % Special: By:

mohe o 5 s B

chi¥ cdi déu cua dé muc

Tuy chinh khodng cdch Hanging tai hép thoai Paragraph, nhém Indentation
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Paragraph ? X

Indents and Spacing | Line and Page Breaks | Asian Typography

Pagination — quan ly ndi dung trong trang  agination

D Widow/Orphan control
[:] Keep with next
() Keep lines together
D Page break before

Forrmatting exceptions — ngoaqi trtr dinh dang  Formatting exceptions
(1) suppress line numbers
D Don't hyphenate

Textbox options — tuy chon textbox  Textoxoptions

Tight wrap:

None v
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EN)
X

Line and Page Break

Paragraph

Indents and Spacing | Line and Page Breaks | Asian Typography

Widow/Orphan control

Pagination

Widow la dong don xuat hién o cudi van ban, I T——
Orphan la dong don xudt hién o dGu van ban, T
tuy chon ndy kiém sodt widow va orphan bdng cdch ngdn dong don () Keep lines together

& cudi hodc dau trang (mdc dinh duworc bat)

Reading is easier, too, in the new Reading
document and focus on the text you want.
the end, Word remembers where you left o

I Tinh ndng Widow/Orphan control duoc bat

Page 1

Page 2

Video provides a powerful way to help you
Video, you can paste in the embed code fo
type a keyword to search online for the vid

O Page break before

Reading is easier, too, in the new Reading
document and focus on the text you want.
the end, Word remembers where you left o

Video provides a powerful way to help you

Tinh ndng Widow/Orphan control duoc tat
Page 1

Page 2

Video, you can paste in the embed code fo
type a keyword to search online for the vid
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? X

Paragraph

Indents and Spacing | Line and Page Breaks | Asian Typography

Pagination

Widow/Orphan control
Keep with next | [ keep vith next

gitt cho bullets/numerbing c6 cting néi dung (chid quan)
luén ndm cling mét trang
doi vdi doan, phdi bat thém ca tinh ndng Widow/Orphan control

() Keep lines together
O Page break before

Tinh ndng Keep with next duoc tat Tinh ndng Keep with next duorc bat

Microsoft Office:

Page 1 Page 1

Page 2 Page 2
e Word Microsoft Office:
e Excel « Word
e Powerpoint e Excel

e Powerpoint
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Keep lines together
gitr cho cdc cdu trong cling doan luén nam cuing trang

Tinh ndng Keep lines together duoc tat

Reading is easier, too, in the new Re:
document and focus on the text you
the end, Word remembers where you

Line and Page Break

Paragraph ? X

Indents and Spacing | Line and Page Breaks | Asian Typography

Pagination
O Widow/Orphan control
[:] Keep with next

(1) Keep lines together

O Page break before

Tinh ndng Keep lines together duoc bat

Page 1 Page 1

—

Page 2 Page 2

powerful way to help you prove your
paste in the embed code for the vide:
search online for the video that best"

Reading is easier, too, in the new Reading
document and focus on the text you want.
the end, Word remembers where you left ¢
powerful way to help you prove your point
paste in the embed code for the video you
search online for the video that best fits y«
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Paragraph ? X

Indents and Spacing | Line and Page Breaks | Asian Typography

Pagination
D Widow/Orphan control
[:] Keep with next
() Keep lines together
Page break before | [ rage break before

thém ddu ngdt trang trwdc doan dang chon

Tinh ndng Page break before duorc tat Tinh ndng Page break before duoc tat
Video-provides-a-p)owerful-way-to-help-y
Page 1 Il Page 1
Page 2 Page 2

 Video,"you-can-paste-in-the-embed-code

-|Video- rovides-a-powerful-way-to-help-
type-a-keyword-to-search-online-for-the- P p y Py

Video,you-can-paste-in-the-embed-code
type-a-keyword-to-search-online-for-the-
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[ Page
™ Breaks )l—‘ Mark the point at which one page ends

and the next page begins.

Ddu hiéu ngdt trang cua Page Break - Page

-------------------- Page Break---------------------1]

T

Page 1

Page 2

To-make-your-document-look-profession:
header,-footer,-cover-page,-and-text-box-

Page Break - Page Break Before

C] Page break before

Dé&u hiéu ngdt trang cta Page break before

Page 1

Page 2

!

To-make-your-document-look-profession:
header,-footer,-cover-page,-and-text-box-
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[ Page
™ Brea ks )|—| Mark the point at which one page ends
and the next page begins.

Page Break — Page van con dnh hwdng dén
dinh dang tai diém bdat déu ngdt trang

B

Page 1

Page 2

—

Page Break - Page Break Before

D Page break before

Page break before khéng bi anh huéng

Page 1

Page 2
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Paragraph ? X
Indents and Spacing | Line and Page Breaks | Asian Typography
Pagination

C] Widow/Orphan control

[:] Keep with next

() Keep lines together

C] Page break before
Formatting exceptions — ngoai trtr dinh dang | romating exceptions

Suppress line numbers — tit hién thji ddnh s6 dong | O suppress line numbers
Don’t hyphenate — tét hién thi gach ngi | 2ot mehenace

Textbox options
Tight wrap:

None v

Textbox options — Tight wrap cung cdp cdc thiét Iap kiém sodt
vdn ban bao quanh text box c6 phdi la Tight wrap hay khéng.
Mt s6 tuy chon cd sén:

* None - Khéng thiét lap,

e All-Tat cd,

* First And Last Lines — Dong ddu va dong cudi,

* First Line Only — Chi dong déu, and

 Last Line Only — Chi dong cuéi.
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Line Break — ngdt dong:

* Use Asian rules for controlling first and last characters

Thiét lap st dung quy ludt Asian dé€ diéu chinh ky tw ddu va cudi

* Allow Latin text to wrap in the middle of a word

Thiép ldp cho phép chit Latin bao quanh & gilta mét tur

* Allow hanging punctuation

Thiét Iap cho phép chdm cdu dé bdm vao cudi méi cGu khi né dirng mot
minh

Character spacing — khoang cdch gitta cdc ky tu:

* Allow punctuation at the start of a line to compress

Cho phép chdm cdu & déu méi dong dé nén lai

* Automatically adjust space between Asian and Latin Text

Khi st dung chi¥ Asian va Latin déng thoi trén cing mét cdu, tw déng
diéu chinh khodng cdch gitra chi¥ Asian va Latin dé dé doc

* Automatically adjust space between Asian Text and Numbers

Khi st dung chi¥ Asian va sé déng thoi trén ciing mét cdu, tw déng diéu
chinh khodng cdch giira chir Asian va sé dé dé doc

* Text Alignment

Thiét IGp cdn Ié vdn bdn khi st dung chit Asian, Latin hodc sé déng thoi
trén cung mét cdu

Line and Page Break

Paragraph ? X

Indents and Spacing  Line and Page Breaks | Asian Typography

Line break
D Use Asian rules for controlling first and last characters
[:] Allow Latin text to wrap in the middle of a word

() Allow hanging punctuation

Character spacing
D Allow punctuation at the start of a line to compress
O Automatically adjust space between Asian and Latin text

O Automatically adjust space between Asian text and numbers

Text alignment: | Auto v

Options...

Asian Typography chi xudt hién khi ngudi
dung cai dat ban phim mét trong cac ngén
ngi¥ thudc chdu A nhv: Trung Quéc, Han
Quéc, NhGt Ban, Thdi Lan,...



