Cach can I€ trong Word chuan kho giay,
can lé van ban
Voi Word 2010, 2013 va 2016

Buéc 1: Bé can 18 trong Word phai chuyén don vi do mic dinh vé Centimeters bang cach nhan
vao File goc trén bén trai giao dién Word va chon Option ¢ giao dién tiep theo.
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Buwére 3: Quay trd lai giao dién sir dung Word, chon tab Page Layout > Margins > Custom
Margins
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Budére 4: Hop thoai Page Setup xudt hién, chinh sura lai cac thong s6 18 trén (Top), 1& dudi
(Bottom), 1¢ trai (Left), 1€ phai (Right) theo ¥y muon roi nhan OK.
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Bude 1: Dau tién thuc hién bude chuyén don vi do méc dinh vé Centimeters.
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Buwéc 2: Vao tab Advance — kéo xudng nhém tiry chon Display — chon Measurement Unit 13
Centimeters — OK.
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Buéc 3: Vao tab Page Layout — Margins — Custom Margins
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Buérc 4: Ban chinh stra lai cac thong sd 18 trén (Top), 1& dudi (Bottom), 18 trai (Left), 18 phai

(Right) theo ¥ muén — OK.
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Budre 1: Vao Tools — Options
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Bude 2: Vao tab General — chon Measurement Units la Centimeter — OK
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Buéc 3: Vao File — Page Setup
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Budrc 4: Chinh sira lai cac thong sb 18 trén (Top), 18 dudi (Bottom), 1& trai (Left), 1& phai (Right)

theo y muén— OK.
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