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Presentation of beautiful Word documents -
Presentation beautifully in Word

Currently the use of Microsoft Word to draft documents, papers, applications ... isaregular job of everyone. But
to have a nice, proper text, many people still have difficulty editing.

Currently the use of Microsoft Word to draft documents, papers, applications . is a regular job of everyone. But
to have a nice, proper text, many people still have difficulty editing.
So how to present atext, single word . in Word beautiful, you follow the article below.

Normally, normal documents use A4 size paper, the top and bottom margins are 2.5 cm, left 3cm and right 2cm,
common fonts such as Times New Roman (Unicode), .VnTime (TCVN) ., the average font size is about 13pt,
theline spacing is 1.5 lines.

Select a paper size

Choose Page L ayout -> Size-> A4.
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Maore Paper Sizes...

Align text

Provisions on margin standards in documents (for 210mm x 297mm A4 size).
Top margin: 20 to 25 mm from the upper edge.

Bottom margin: from 20-25 mm below the bottom edge.

L eft margin: 30 to 35 mm from the left edge.

Right margin: 15 to 20 mm from the right edge.

Step 1: First you need to change the unit in Word from inches to centimeters,
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select File -> Options.
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Information about Cach trinh bay van ban d...

C:\Users\Administrator\Desktop\Cach trinh bay vin ban dep trong Word.docx

Save As
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Ej Clase — B
Product Activation Required
Info IE\ Microsoft Office Professional Plus 2010 requires a valid
preduct license. Activate your product key now to obtain
Activate a valid product license,
Recent Product
Mew
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acument ~
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Prepare for Sharing
Before sharing this file, be aware that it contains:

2] Options —
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B9 Exit

Document properties and author's name
Check for

Issues -

In Word Options, select Advanced , in the Display section, select the Centimeters in Show measurementsin
units of section and click OK .
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Step 2: Next, you select the Page Layout -> Margins -> Custom Mar gins tab to set the alignment parameters
for the Word document.
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In the Page Setup dialog box , at the Marginstab , enter the parametersin the Margins section :
- Top: top alignment.

- Bottom: bottom alignment.
- Left: left alignment.

- Right: right alignment.

Then you click OK to finish.
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| ndent linesfor text

Step 1: You select (highlight) the text to be extended and right-click to select Paragraph .
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Additional Actions

UniKey is free and open-source. You can freely use UniKey under the terms of The GNU
General Public License. Times Ne » 13 «| A* 57 iE 35

= abs . i}
Please note: unikey.orgis the only official website of UniKey. The aw BIU=EE-A-J
responsible for any other websites providing UniKey software.

Step 2: In the Paragraph dialog box, select the Indents and Spacing tab , you select the distance with the
previous paragraph (Before), the space with the following paragraph (After) and the line spacing in the Line
spacing section is usually 1.5 lines. After setup is complete you click OK .
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Or you can quickly adjust the line spacing by highlighting text that needs a line break. In the Home tab on the
Ribbon, navigate to the Paragraph and select the Line and Paragraph Spacing icon . There appear spacing

you choose 1.5.
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& Vietnamese Keyboard for Windows & Linux

L_ Features.

j UniKey is a very small and easy-to-use Vietnamese keyboard for Windows.

z UniKey is free and open-source. You can freely use UniKey under the terms of The
5 General Public License.

? Please note: unikey.org is the only official website of UniKey. The authoris not

Use Align to align

Y ou select (highlight) the text should be adjusted to align, in card Home section Par agr aph the mode you select
Alignto align. There are 4 options:

- Align Text Left: adjust the left margin (or Ctrl + L key combination).
- Center: center alignment (or Ctrl + E key combination ).
- Align Text Right: adjust the right margin (or Ctrl + R key combination ).

- Justify: adjust both sides of the line (or Ctrl + J key combination ).
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For example:

- You choose Align Text Right (right alignment) you will get:
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Features.
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UniKey is a very small and easy-to-use Vietnamese keyboard for Windows.

- Select Center (center alignment):

' Home | Inser‘t PageLayout References Mailings Review View Developer Add-Ins

'Thu@luatPhanMem vn

IE #  Times New Roman iz -| E=E-i=
. I U ~abe x, x* | &
Paste % Quick Change | Editing

5 :y A0+ A-Aav | A A Styles ~ Styles ~
Clipboard = | Font = | Paragraph M| Styles | |
H9w-60% <
| £z x T 110201 31 A 1 5 1617 B 18 100 AL A2 3 1 A4 15 1 16 i i)

el
s [

Cich trinh bay van ban dep trong Word

thuthuatphanmem. vn
Unikey

Vietnamese Keyboard for Windows & Linux
Features.

|-5-|-4-|-.3-|-2-\-1-\-|-

UniKev 1s a very small and easv-to-use Viemamese keyvboard for Windows.

- Select Justify (align both sides of theline) you are:
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So with some of the actions presented in the article, you were able to present beautiful text and Word documents
that fit the most basic standard of Word. Good luck!

Y ou finished reading the article "Presentation of beautiful Word documents - Presentation beautifully in
Word" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. You can search for similar articles on tips and guides. Thank you for reading and for following us
regularly.
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