CHUYEN FILE WORD VA FILE EXCEL SANG FILE PDF

File word va file excel gd bang nhiéu phéng chir khac nhau va cé nhiéu
dinh dang khi dwa Ién quan ly ho so dién tr sé bi 16i phéng chi, 16i dinh dang.

DPé dam bao dinh dang chuan khi dwa file 1én mang internet sé chuyén
file sang dinh dang PDF co san trén Word va Exel.

1. Trén Word:

1.1 M¢& trinh soan thao Word chon Tab File go trén bén trai.
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1.2 Chon noi Save As chon noi lwu triy va & phan bén dwéi tén file bAm vao
hinh tam giac nhd bén phai sé xuat hién cac dang lwu file.
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2. Trén Excel
2.1. Chon tab File
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2.2. Chon Save As chon kiéu file can save chon
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- Sau khi Save sé& xuét hién thém file dang (Tén file).pdf

- Dung file nay dé tai [én hé thdng tranh bi sai dinh dang phéng chir va cac

dinh dang khac.

- File PDF chi mé& dwoc bang cac chuwong trinh m& PDF hodc mé& bang cac

trinh duyét Internet.
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- Khéng thé sira dwoc file PDF néu khéng c6 phan mém chuyén dung dé
stra file PDF. Néu stra thi sira trén file word (excel) rdi lai save ra pdf.
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