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Ly thuyét thuc hanh téng hep vé soan thao vin ban

1. Cac chirc niang dic trung cia phan mém soan thio van ban

Chuc nang dac trung Cong cy phyc vy
Nhap va luu van ban Dinh dang doan
Trinh béay van ban Dinh dang trang
Sua déi van ban Tim kiém va thay thé
In va@n ban Chon s6 ban in vé tén may in

2. St dung cac cong cu dinh dang va trinh bay trang in
Soan thdo don xin phép nghi hoc:

- B1: M¢ t€p van ban mdi.

- B2: Chon c& gidy va can 1.

- B3: Nhap ndi dung.

- B4: Dinh dang doan va trinh bay.

- B5: Luu va in vén ban.

3. Tao bang trong vian ban

Soan thao thoi khod biéu cua em:

- Budc 1: Tao bang mai.

- Budc 2: Nhap ndi dung cho bang.

- Budce 3: Dinh dang bang va céan bién.

- Buodc 4: Trang tri lai bang.

- Budc 5: Sir dung cong cu Tim kiém dé xem c6 bao nhiéu tir “Toan”.

- Budc 6: Luu va in van ban.
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