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Lam quen véi MS-Word

Chirong trinh soan thao van ban Microsoft Word 1& mét phan mém thuéc bo
chirong trinh Microsoft Office noi tiéng ciia hdng Microsoft. Bdy |a mét bg soan
thdo truc quan, hay con goi 1a WYSIWYG (What You See Is What You Get), ¢6
giao dién dep Va dé sir dung. MS Word ¢ nhiéu tinh nang manh mé, dwoc coi
nhw mét cong cu chuyén nghiép trong cong nghé ché ban.

Budc dau lam viéc vai chuong trinh

icrosoft Word Ia mot chuong trinh 'ng dung x& ly van ban trén nén hé
diéu hanh Windows.

W
Khéi déng MS-Word Mﬂgfdnft
Co hai cach khoi dong chuong trinh: Hinh. Nt b&m nhanh

Cach 1: Nhan dap chudt vao nit bam nhanh cua chwong trinh trén Desktop.

Cach 2: Nhan chudt vao nlit Start ciia Windows, sau do chon Programs. Tiép theo bim
chon muc Microsoft Office dé chon Microsoft Office Word.

g Kx-TE Mainkenance

LAC YIET mtd2002 r

&

Microsaft Office Toaols »
@ Microsoft Office Access 2003
@ Microsoft OFfice Excel 2003

Microsoft OFfice

Mozilla Firefox 4

ek aiting »

Panasonic K-Ta, Kx-TE F Il [D] Microsoft Office Outlook 2003

Skvpe K @ Microsoft Office PowerPoint 2003

Startup 3

Unikey Yietnamese Input Method [ Create and edit bext and

pages, or e-mail message

WMware L4

WinP ’
All Programs » e

WinRAR »

‘ahoo! Messenger 4

IEM Jawva Plug-in Control Panel 1.4.2
Internet Explorer

115M

4dbgeeaOEREET

Hinh. Khdi dong MS-Word tir nat Start



Man hinh lam viéc Thanh tiéu d&
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Document5 - Word Sign in

Insert Design Layout References Mailings Review View Q Tell me what you want to do 2 Share
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v Z3cReplace
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Thanh cong cu

RN RREE EE R R

[ Viing soan thao } Thanh cudn doc

Thanh trang thai

(IS SERNEE [ RENAER EERNACE: RN AR O BN BRI

12.

Pagelof? Owords English (United States) 3 5] B - 1 +  100%

Hinh. Ctra s6 lam viéc ciia chudng trinh

Man hinh chinh gdm cé4c phan co ban nhu sau:
= Thanh tidu dé

= Thanh thyc don 1énh (Menu bar): Chira c&c nhém lam viéc véi cira sd,
thu muc va tép tin gom: File, Home, Insert,...

= Céc thanh cong cu (Toolbars): Gom cac nit biéu twong cho cac 1énh gilp
cho théc tac 1énh dugce nhanh chéng va chinh xac.

* \Ung soan thao van ban (Text Area): noi soan thdo va chinh stra van
ban.

= Con tré van ban (Cursor) : C6 dang mét thanh dimg nhap nhéy xac dinh
vi tri nhap van ban. Ngoai ra chling ta van thay con tré chudt véi hinh
dang miii tén da quen thudc khi sir dung hé diéu hanh.

» Thanh trang thai : cho biét con tré vin ban dang ¢ trang ndo, dong nao,
¢ot nao,...

= Ba nit thao tac véi cira s6 gdbm: nit thu nho cira s6, phong to cira so,
dong ctra so

Thoat khéi MS-Word

Sau khi lam viéc xong, mudn thoat khoi MS-Word va quay v& man hinh 1am viéc cia
Windows:

Cach tha 1: Nhan chudt vao thue don File -> Close.

Céch thtr 2: Nhan nat |X| tai g6c trén bén phai cua cira s chwong trinh MS-Word.
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Mg /sao luu/dong tep van ban
M@ cira s méi dé€ soan van ban
= Khi khéi dong, MS-Word ludn tu dong tao mot clra s6 méi cO tén ngam
dinh 1a Document1. Sau khi nhip van ban va luu thanh tép tin thi tén cira
s0 dugc thay doi theo tén nguoi dung tu dat.
»  Mudn mé thém mot cira s6 méi dé soan van ban can thao tac nhu sau:
Vao thuc don File --> chon New --> chon trong hop thoai dinh dang géc cua van
ban, dé tao mdi van ban trang chon Blank Document. Tép van ban madi s€ cO tén
ngam dinh la Document1, Document2, ...

Module3Word.docx [Compatibility Mede] - Word Sign in ? - a X

New

Search for online templates 0

Suggested searches:  Business Industry Personal Design Sets Event Education Labels

@ Aa

Take a
tour

Blank document Welcome to Word Single spaced (blank)

Account

Feedback

Options

Creative resume, design.. Creative cover letter, de.. Crisp and clean resume,...

Hinh. Tao mai mét tai liéu MS-Word

Ghi luu

Nhén vao nit Save trén thanh cong cu hodc st dung 1énh Save... trong thuc don 1énh
File. Lan dau tién Iuu tép tai liéu ching ta s€ phai thuc hién:
= Dat tén cho tai liu: GO tén tai lieu (nén g khong dau va khéng co
khoang trong) vao hop thoai File name.
»  Chon thu muc (noi dat tép van ban) trong hop thoai Save in. Co thé nhin
Va0 Cac bi€u tugng (History, My Documents, Desktop, Favorite,..) trén
thanh céng cu bén trai hop thoai Save in dé truy cap nhanh dén cac thu
muc 1én trong may tinh.
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- |4¢| | carch Documentis yol |

Bém vao day dé
chon cac 6 dia hay
cac thu muc khac

i Favorites
Bl Desktop

E E i
& Downloads i ' I
| Recent Places Chon nhanh cac . I| [
thu muc hay dung
- Libraries tai dﬁy om Office OneMote khung chung Downloads
3 Docurnents emplates Metebooks chi_images
J‘- Music
2 | | L — L @
File name: GIOT THIEU.docx -
Save as type: IWord Document (*.doox) hd
Authors: ismail - [2010] Tags: Add atag Add a title
[ Sawe Thumbnail
“ Hide Folders Tools - [ Save J ’ Cancel

Hinh. Ghi luu tai liéu mdi
Trong hinh minh hoa, thao tac cdc muc sau:

(1) chon nhanh cac thu muc hay dung nhu: My Documents, Desktop
(2) tao thu myuc méi cho phép tao thu muc méi ma khéng can tré vé man hinh chinh

(3) sir dung céc ndt tién ich: di chuyén tién/lui cac thu muc, xem van ban theo dang rit
gon hay day du, sap xép tép va thu muc theo tén, phan mé rong, ngay cap nhat,...

(4) gb tén cho tép van ban trong 6 File name

(5) c6 thé chon kiéu tép sao luu khac nhu .htm, .dot, .rtf, .txt bang céch chon trong 6
Save as Type.

File name:  GIOI THIEU.docx

-

Save as type: | Word Document (*.docx) -
Word Document (*.docx)

Authors: Word Macro-Enabled Document (*.docm)

Word 97-2003 Docurment (*.doc)
Word Template (*.dotx)
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)
+ Hide Folders PDF (*.pdf)
XP5 Document (*.xps)

[ L T T T T R S I




Pong tai liéu

Chon 1énh Close trong thyc don 1énh File dé dong cira s6 soan thao vin béan.

Khi dong cira s6 van ban, ¢6 hai kha nang nhu sau

= Néu tai liéu soan thao di dwoc dat t&n, MS-Word s& hién thi hop thoai
khi xac dinh ndi dung tép vin ban da c6 chinh stra. Nhan nit Yes - dé
dong ¥ ghi noi dung méi thay cho noi dung cii; nhan nit No - dé giir
nguyén ban cii, nhung gi méi chinh sira xem nhu bo qua; nhan nat

Cancel dé dong hop thoai, tro vé lai ctra s6 soan thao:

Microsoft Word

Want to save your changes to Module3Word. doo?

If you click "Don't Save”, a recent copy of this file will be temporarily available.

Learn more

[ Save ] [Dog'tSa\re] [ Cancel ]

==

-

= Néu tai liéu chua duoc dit tén - MS-Word mo hop thoai Save in nhu da

thao tac trong noi dung sao huu.

M4 tép van ban cé san trén dia

Nhan chon thuc don File->Open -> Browse dé mé hop thoai Open nhu hinh minh hoa

# Homegroup

File name:

=

dudi day:
@ Open =3
i
[ 1) « DU LIEU-CHUAN-KYNANG-CNTT » Bo TT&TT » Tailiéu day ~ | 42 || Search Tai liéu da ol
e - 0 @
Nt tién ich giup = =
di chuyén giﬁ-a ame Date modified Type Size
cac thu muc ~$dule3Word.docx 15/03/20178:57 SA  Microsoft Word D... 1B
- Favorites @ HDSD - quantri.docx 15/03/2017 8:15 54 Microsoft Word D... 2728 KB
B Deskiop 3 s HDSD - quantri.pdf 15/03/2017 8:13 SA  Foxit Reader PDF ... 3.048 KB
& Downloads S Ky nang tao l3p bai giang dién tindocx 14/03/2017 4:22 CH  Microsoft Word D... 25592 KB
‘.'_ Recent Places M5 Modulel CNTT.docx 15/03,/2017 8:33 SA Microsoft Word D... 410 KB
DIIL Module3Word.docx Co thé ch(_)n mC)t soft Word D... 2.590 KB
N_Libraries M5 ModuledExcel.docx hOéC nhiéu tép vin soft Word D... 1.244 KB
j Documents 15 MeduleSAccess.docx ban soft Word D... 1.031 KB
rJ’- Music 015 ModulefPowerpoint.docx fosoft Word D... 1.005 KB
= Pictures 12 ModuleTInternet.docx 14/03/2017 4:02 CH  Microsoft Word D... 2518 KB
E Videos

- [AIIWord Documents (*.doog*.c v]

Tools - [ Open

[ |

Cancel

)

Hinh. M& mot tai liéu d& co sin trén dia.

* Chon mét tép van ban di c6 trong thu muc. Co thé sir dung cAc nlt tién ich di chuyén
thu muc dé tim dén té€p tin muén md. Luu y cac tép van ban cua Word tir 2007 mac
dinh c6 phan m¢ rong la .docx.




* P& mé mot tép van ban, nhan dup chudt vao tén tép hodc nhan don (tép s& duoc danh
dau chon — bdi den) roi nhan nit Open.

* P& mo nhiéu tai liéu clng ldc, danh ddu chon cac tép can mod (nhdn phim Shift dé
chon céc tép ké nhau hoac phim Ctrl dé bdi den cac tép khdng ké nhau) roi nhan nit
Open.

Thao tAc nhanh: C6 thé m¢ nhanh hop thoai Open dé mé mot tai liéu c6 sdn bang
cach nhan t6 hop phim tat Ctrl+O.
Gigi thiéu thanh cong cu Ribbon

MS-Word hé trg cac thanh cong cu gidp cho ngudi st dung thao tac duogc nhanh
va chinh xac hon.

Che déu/ hién thi thanh cong cu:
» Nhén Ctrl + F1 hoac

= Nhan chon (nhu hinh) dé hién thi/che ddu thanh cong cu
Ribbon.

Sign in

[ ------ Auto-hide Ribbon
» Hide the Ribbon. Click at the top

of the application to show it.

F Show Tabs
Show Ribbon tabs only. Click a

tab to show the commands.

_ | Show Tabs and Commands

= | Show Ribbon tabs and
commands all the time.

Hinh. Thao téc d& che ddu ho3c hién thi cac thanh céng cu

Tién ich phong to, thu nho trang soan thao

Theo mic dinh, kich thudc hién thi mét trang soan thao trén man hinh 1a 100%. Ngudi
ding c6 thé phong to trang tai lidu lén téi da 500% hodc thu nho xudng con 10% kich
thudc thuc véi cdng cu Zoom. Viée thay doi kich thudc khdng lam thay doi khubn dang
thuc cta van ban khi in ra. Vao thuc don View --> Zoom




Zoom @

Zoom to
200%: Page width Many pages:

Text width

75% Whole page =

Percent: |100% |+

Preview

AaBbCcDdEeXxYyZiz
AaBbCcDdEeXxYysiz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyiz
AaBbCcDdEeXxYyZiz
AaBbCcDdEeXxYyZz

) AaBbCcDdEexXxYyZiz

[ OK l | Cancel

Hinh. Cong cu Zoom

Chuan bi trudc khi soan van ban

Trude khi soan thao ¢éng viéc dinh hudng cho khung vin ban soan thao 1a viée rat quan
trong. Chlng ta phai xac dinh van ban dugc soan uu tién theo chiéu ngang hay chiéu
doc, phdng chit khi nhap thé (trc 1& nhdp ma chua can chinh sua) 1a bao nhiéu,... Cong
viéc thi€t 1ap nay chi doi hoi lam mét lan.

Thiét 1ap Page Setup

+ Nhén chon thuc don 1énh Layout -> Page Setup 1am xuit hién hop thoai Page Setup

* Thé Margins trén hop thoai Page Setup

Cho phép dit 18 trai, phai, trén duéi cho vin ban. Khi diéu chinh cac tuy chon nén chi y
dén hinh minh hoa (Preview). Céc tham sé trén hinh 1a vi du thuc t& ¢é tham khao.

Thay d6i hudng ciia ndi dung van. Viée ndy rat quan trong cho viéc thé hién céc loai vin
ban khac nhau. Vi du vin ban la théng béo ciia thu truong dén cac don vi thi phai chon
khé gidy theo chiéu doc (Portrait), con bang minh hoa so dd t6 chirc don vi can chon
theo chiéu ngang (Landscape) dé trinh bay duoc diy du trong mot trang.

Sau khi chinh sira, nhidn nit Set As Default dé ghi nhan trang thai méi. Trang thai
mai duge ap dung ngay cho van ban dang soan. (Khdng can phai Iam lai lan tha hai néu
khong cé y dinh thay doi).
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Page Setup \EI
Margins Paper Layout
Margins
Top: 1,83 cm = Bottam: 2,08 cm =
Left: 3,03 cm = Right: 3cm =
Gutter: 0cm = Gutter position: Left E|
Orientation
Portrait Landscape
Pages

Multiple pages:

Mormal E|

Preview

Nut dé ghi nhan
trang thai méi

Appl

Set As Default oK

| | cancel
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* Thé Paper Size: Cho phép chon khé gidy in thong thuong st dung kho gidy A4.

e

Automatically Select
Printer Auto Select
Manual Feed in Tray 1

Page Setup

Paper size:
I - |
Width: |21 em =
Height: 29,7 cm =

Paper source
First page:
Default tray [Automatically Select

:

Dther pages:

Automatically Select
Printer Auto Select
Manual Feed in Tray 1

e —
Default tray (Automatically Seled]

:

Tray 1 Tray 1

Tray 2 Tray 2

Tray 3 Tray 3

Tray 4 Tray 4

(2WWindows: COWindowshs T | OWindows: C\Windows\S o
Preview
Apply to: | This section IZI Print Options...

Set As Default

| ok

| [ |

-

Thiét 1ap phong chir

+ Nhén chon thuc don 1énh Home -> Font 1am xuat hién hop thoai Font.
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Font IE'
Font Advanced

Font: Font style: Size:

Times Mew Roman Bold 11
Tahoma - Regular - a -
TOWMS Sample Font Italic 9 m
TeamViewerll (7 10 .
Tempus Sans ITC ~ | |BoldItalic 11 | il
Times New Roman =7 12

Font colon Underline style: Underline colon
Automatic |Z| [none) |E| Automatic
Effects
|:| Strikethrough |:| Shadow |:| Small caps
[ Double strikethrough  [] Outline [] Al caps
|:| Superscript ngbnss Dﬂidden
|:| Subscript |:| Engrave
Preview

Times New Roman

This is a TrueType font. This font will be used on both printer and screen.

Set As Default | | Text Effects... oK ] [ Cancel

* Thep hinh vé, phéng chir Times New Roman !é phong chit dugc st dung ngdm dinh
cho bat ctr trang van ban méi. Nguoi dung c6 thé thao tdc chon phéng chir khéc, c¢& chir
khéc. Vi du phdng chir méi la Arial, c& chit 13.

* Sau khi chon phai nhdn vao nat Set As Default dé ghi nhan lai sy thay dbi.

Soan thaovan ban
Qui tic cd ban khi nhap van ban

= Nhip nhanh van ban. Khi dugc nhan mot van ban, nguoi st dung thuc
hién nhap nhanh van ban. Van ban dugc nhap nhanh khong doi hoéi phai
dung theo vin ban san cd, khéng chinh khuén dang ngay khi nhap. Vi du
sau khi nhap 1 dong van ban khdng can thiét in ¢dam ngay cac dong chit.

= Chir cai diu cau phai dwogc viét hoa. Khi nhap nhanh vin ban phai ch
y dén viéc gd chir hoa cho c4c chir cai dau tién vi sau khi nhap xong
ching ta khdng thé chinh sira lai timg chir cai mot cach nhanh chéng
duoc. Trong MS-Word khéng thuc hién chirc ning tu dong chuyén céc
chir cai tiéng Viét diu cau thanh chir hoa mdt cach chinh xac.

* DAu phiy va diu chAm phai di lién véi cac chir ngay trude no.
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Cac phim diéu khién con tré van
ban

Bon phim miii tén: Lén trén, Xuéng
dudi, Sang trai, Sang phai st dung dé
di chuyén con tro soan thao.

Trong khi soan thao c6 thé s dung
thanh cudn ngang/doc dé xem phan
bi che khuat.

Ché do cheén va ghi deé ki tu

Mot s6 phim dich chuyén vi tri

Page Up: Dich con tro Ién mét trang
man hinh.

Page Down: Dich con trd xuéng mot
trang man hinh.

Home: Dua con trdé vé dau dong hién tai
End: Dua con trd vé cubi dong hién tai
Ctrl+Home: Dua con tro vé dau dong
dau tién cua van ban

Ctrl+End: Dua con tro vé vi tri cudi ciing cua

Ché d6 cheén (Insert) va ché do ghi d¢ (OverWrite).

= & ché do chen, ki tu
gd vao duogc thém
ngay sau vi tri con
tro. Cac ki tu & tiép
sau (néu c0) s& dich
sang phai.

= ¢ ché do ghi de, ki
tu g0 vao sé dé Ién
thay thé cho ki tu
ngay bén phai con
tré. Céc ki tu khac
khong cé su dich
chuyén vi tri.

M6t s6 phim chid®c nangcdg ban

Caps Lock: Bat/ tat ché& dd viét chil hoa.
Shift+<Phim ki tu>: Gilt Shift trong khi &n
mot phim ki tu sé dugc chir hoa (trong trang
thai Caps Lock tat)

Delete: Xo0a ky tu bén phai con tro soan thao
Back Space: Xoa ky tu bén trai con tré

soan thao

Space Bar: Tao dau tréng

Insert : chuyén d&i ch& dd chén/ghi dé

Phim Insert cho phép chuyén déi giita hai ché do.

Thu'c hanh nhap van ban sau

Hoa sita khong biét dugc du nhip vao Ha Noi tir bao gio, cdy cao, dang dep, than mbc
théch, cao téi gan 20m, canh dan xen khic khuyu. Cay hoa sira khong c6 mua trit 14,
chi lac dac rung l4 vang, nén sudt nam cy ludn xanh tdt.

Hoa sita nd vao do cubi thu dau déng, nhitng cum hoa nho xiu chen chic timg dam mau

trang phot.

Lua chonvanban

Phuong phap chung Iya chon dbi tugng vin ban:

=  Dung chudt: dit con tré chudt tai diém diu ddi twong can chon, nhin va
kéo di chudt dén cudi doi tuong.

= Dung ban phim: Pua con tré van ban dén diém dau dbi tugng can chon,
gitt phim Shift va an phim mii tén (trai, phai, Ién, xudng) dé mo rong

vung chon.

Vin ban duge chon thudng duge hién thi trén nén c6 mau tuong phan v6i mau vin ban
goc Vi thé thao tac chon vin ban cling dugc goi ndm na la “bodi den van ban”.
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Thuc hanh véi ki tu, ti, cau, dong van ban, doan van ban
Ki tw: ki tw c6 thé 1a chir cai hodc chir s6 va nhimg ki tu khac cd thé nhap vao tir ban
phim.
Mot tir: mot day ki ty lién tiép khdng c6 khoang tréng duoc xem 1a mot ti.
Thao tac nhanh:

= Nhdn dip chudt tai vi tri bén trai mét ki e bat ky cia tir.
BlE¥sita khong biét duge du nhap vao Ha Noi tir bao gio, cay cao, dang dep, than mdc
théch, cao tdi gan 20m, canh dan xen khuc khuyu. Cay hoa sira khdng c6 mua trat 14,
chi lac dac rung la vang, nén suot nam cay ludn xanh tot.
Hoa sita nd vao d6 cuodi thu dau déng, nhitng cum hoa nho Xiu chen chic tirmg dam mau
trang phot.

Mt cAu: trong mot diy cac tir, ddu chidm xac dinh két thlc mot cau.
Thao tac nhanh:

= Giir phim Ctrl va nhdn chudt tai vi tri bén trai mot ki tw bat ky ciia cau dé

chon dwoc ca cau.

Hoa sira khdng biét duge du nhip vao Ha Noi tir bao gio, cdy cao, dang dep, than moc
théch, cao tdi gan 20m, canh dan xen khic khuyu. FOEVEEESiER Gl Ne ol VER (NS
chi lac dac rung 1& vang, nén suot nam cay luén xanh tot.
Hoa sira nd vao d6 cudi thu dau dong, nhirng cum hoa nho xiu chen chdc tirng dam mau
trang phot.

Mot dong: gdm céc tir cling nam trén dong.
Thao tac nhanh:

= Nhan chugt o dau dong dé chon mét dong. Két hop véi phim Shift dé
chon nhiéu dong.

Hoa sira khéng biét dugc du nhap vao Ha Noi tir bao gio, cdy cao, dang dep, thAn moc
théch, cao téi gan 20m, canh dan xen khic khuyu. Cay hoa sira khéng c6 mua trit 14,
chi lac dac rung l4 vang, nén sudt nam cay ludn xanh tot.

Hoa sita nd vao do cubi thu dau dong, nhitng cum hoa nho xiu chen chic timg dam mau
trang phot.

Poan vin ban: gdm cac dong vin ban duoc két thic béi mot 1an bAm phim Enter.

Néu dang soan vin ban ma st dung to hop phim Shift-Enter van cd thé dit con tré soan
thao vé dau dong cudi nhung khong lam két thic doan van ban.

Thao tac nhanh:

= Nhdp chuét tréi ba lan tai vi tri bat ky ciia doan d@é chon dwoc cd doan
van ban.
Hoa sira khdng biét dugce du nhap vao Ha Noi tir bao gio, cay cao, dang dep, than mdc
théch, cao t6i gan 20m, canh dan xen khic khuyu. Cay hoa sita khong c6 mia trit 14,
chi lac dac rung l4 vang, nén sudt nam cay ludn xanh tot.
Hoa sita n¢ vao do cudi thu dau déng, nhimg cum hoa nhé xiu chen chc timg dam mau
trang phot.

Mot khéi vin ban: xuat phat véi mot tir bat ky trong dong vin ban va két thdc tai mot
tir khac bat ky trén cac dong van ban.
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Hoa sira khdng biét dugce du nhap vao Ha Noi tir bao gicr BRI QIR UL Rt
théch, cao toi gan 20m, canh dan xen khic khuyu. Cay hoa sira JualeglsReeMVER IR EN
chi lac dac rung 1& vang, nén su6t nam cay lubn xanh tot.

Thao tac chon véi ban phim

= Pjt con tré vin ban tai vi tri bat ky, giit phim Shift, bAm phim diéu khién
sang trai/ phai, lén/xuong dong dé chon van ban.

= Pat con tr van ban ¢ ddu mot dong, gitr phim Shift, bam phim End dé
chon ca dong.

= Pjt con tré vin ban ¢ cudi dong, giir phim Shift, bAm phim Home dé
chon ca dong.

= Nhén t6 hop phim Ctrl+A dé chon todn b vin ban.

Huy lua chon do6i tugng van ban

= C6 thé ting giam ving vin ban duoc chon bang cach sir dung con chudt
hay ban phim trong khi thao tac chon.

=  Pé hiy Iya chon toan bo van ban da chon, chi can nhap phim chudt tai vi
tri bat ky hoac bam mot phim diéu khién.

Luu y: Sau khi d3 danh ddu van ban thi kha ning 1am mit vin ban rat cao.Vi du thuc
hién chon toan bd van ban, sau d6 nhan phim SpaceBar thi toan bo vin ban bién mat
hoac. B¢ hoi phuc lai van ban hdy stir dung chirc naing Undo/Redo.

Su dung chirc nang Undo/Redo

Chue nang Undo rét hitu ich trong truong hop ngudi soan thao ¢6 sai sot khi chinh stra,
X04 bo van ban. MS-Word cho phép thao tac Undo nhiéu lan dé tra lai mot trang thai ct
da qua nhi€u budc thyc hién.

Chu y: Nguwoi dung khong thé thao tac Undo néu da lam thao tdc SAVE. Trude khi
SAVE thi moi dir liéu cia van ban dang dwoc luu tam trén bo nho chinh cia may tinh,
nén MS-Word cho phép phuc hoi lai trang théi cii. Khi thiec hién SAVE cac dir liéu tam
thoi bi x04 bé va néi dung van ban duwoc ghi 18n bé nhé ngodi (dia mém hay dia cimg)
nén van ban khong con khd ndng phuc héi bang Undo.

Chtrc nang Redo, cho phép tra lai trang thai da trudce khi thao téc Undo.

Céch 1: trén thanh 1énh, vao muc Home --> chon Undo hoédc Redo.

Céch 2: bam chon Undo Redo ngay trén thanh cong cu.
Céach 3: Sir dung t6 hop phim tit [Ctrl-Z [thay cho [Undo| va [Ctrl-Y| cho |Redo].

Sao chép (copy), cat (cut) va dan (paste) van ban

Cac thao tac sao chép van ban dugc thuc hién thdng qua mdt vung nhd trung gian goi la
Clipboard. Sir dung Clipboard c6 thé d& dang thuc hién cAc thao tAc sao chép, cit va déan
mot doan vin ban, mot hinh anh, mot ddi tuong, ... va ¢ thé hdi phuc Ccac trang théi
thuc hién.

Céc thao tAc sao chép, di chuyén va x0a vin ban chi dugc thyuc hién trén cic dbi twgng
van ban da duogc chon.

Thao tac sao chép/dan doi tugng van ban
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= Chon ddi tugng van ban,

= Vao thanh 1énh chon Home --> Copy.

=  Di chuyén con tro vin ban dén noi cin sao chép.
= Vao thanh 1énh chon Home --> Paste

s
EFEhl Copy Paste
NUt 1énh Copy (hodc dung t& hgp phim Ctrl+C) NGt 1énh Paste (hodc dlng t6 hgp phim Ctrl+V)

Thao tac di chuyén déi tugng van ban

Déi tugng duge chuyén vao bd dém, trén man hinh dbi twong khong con nira.
»  Chon d6i tuong van ban.
= Vao thanh 1énh chon Edit --> Cut.
=  Di chuyén con tro vin ban dén noi cin sao chép.
= Vao thanh 1énh chon Edit --> Paste

5‘5 Cut
NUt 1énh Cut (hodc dung t& hgp phim Ctrl+X)
Di chuyén giira cac ctra so soan thao
MS-Word cho phép ta mé va soan thao nhiéu tai liéu mot ldc.

MGi tai liéu dugc hién thi va soan thao trong mot cira sd riéng. Khi mé tai liu méi
théng thuong ching hién thi day man hinh nén cua s6 khac bi che khuat.

Dé xem va chuyén ctra s6 soan thao tir tai liéu ndy sang tai liéu khac hay thuc hién:
Thao tac nhanh:

+ Khi ¢6 nhiéu ctra s6 chuong trinh 1am viéc c6 thé st dung t6 hop phim Alt-Tab dé
chuyén doi ctra s6 mdt cach nhanh chong.
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+ C6 thé nhin thdy céc thanh cira s6 thu nhé ¢ thanh trang théi cudi man hinh chinh.
Bam chon tén trén cac thanh thu nho s& mé duoc ctra so dé lam viéce.

Bl.e eorleaE ]y w]g] oL mme B

Thye hanh néng cao k¥ nang soan thao vin ban

(1) Chén mét hodc nhiéu khoang tring giita hai ki tu.

(2) X6a mét hodc nhidu khoang tring giita hai ki ty. Stra chita mot Ki tu.

(4) Chén khoang tréng trudc 1 dong. Xo6a bo cac khoang trong do.

(5) Tach mét dong van ban thanh hai dong

(6) Néi hai dong da tach thanh 1 dong.

(7) Chén mét hodc nhiéu dong trong gitra hai dong.

(8) Xba dong tréng giita hai dong.

(9) Lya chon dbi twong, thao tac sao chép/cit va dan vin ban.

(10) M¢ hai cira s6 van ban méi. G6 mot s dong van ban. Thuc hién sao chép noi dung

gitra hai ctra s0 van ban.

Thay ddi cach hién thi tai liéu

C6 bbn cach hién thi tai liéu gdm: Read Mode, Print Layout, Web Layout V3 Outline

H -0 = Module3Word.docx [Compatibility Mode] - Word

File Home Insert Design Layout References Mailings Review @ Tell me what you want to do

Ezl |:| @DOutline [] Ruler Q [E) DOnEPagE FE E [ View Side by Side EE D

[= Draft [] Gridlines £ EE Multiple Pages

X X . i Synchronous Scrolling X
Read | Print  Web o Zoom 100% R Mew  Arrange Split ) . Switch Macros
Mode Layout Layout [ Navigation Pane ‘£l Page Width Window  All Reset Window Position  \Windows + -
Views Show Zoom Window Macros

Cac ché do
xem tai licu Hinh. Cac ché d6 xem tai liéu
Céch thuc hién

Cach 1: BAm muc View --> chon mdt cach hién thi

Céch 2: chon mdt trong bon biéu tuwong hién thi ¢ goc phai dudi man hinh

Céac ché do
xem tai liéu

ES B - I + 100%

Hinh. Cac ché dé xem tai liéu, hién dang tro dén ché do Print Layout
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Hién thi thanh thuéc
Bam chon muc View lam xuat hién hop chon Ruler. Néu chua c6 thanh thude ngang

xuat hién trong ctra thi bam chon muc Ruler.
Module3Word.docx [Compatibility Mode] - Word

H -0 -

Mailings Review Q@ Tell me what you want to do

El one Page FE E [ View Side by Side EE Er

] |:| =] outline Ruler Q [E)
I::l & n
[=] Draft CINdlines ED [E Multiple Pages _ Synchronous Scrolling )
) Zoom 100% MNew Arrange Split Switch Macros

File Home Insert Design Layout References

Read | Print  Web ] . .
Mode Layout Layout [ Na & Page Width Window  All Reset Window Position | windows + -
Views Zoom Window Macros
Chon Rule d@é

hién thi
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Cac tién ich nang cao

Chén thém ki hiéu (Symbol)

Vi dy: Trong vin ban soan thao, ta cd thé chén thém céc mau tu khong thé gd tir ban
phimnhu o ¢ @ A .. c&c Ki hiéu toan hoc nhu 3 V € .., cac ki hi¢u khac nhu:

360 (4 V => AN © =

Chén céc ky trr nay theo c&c budc sau :

= Pat con chay tai vi tri can chén vao.

= Trén thanh lénh Insert --> chon muc Symbol.

Module3\ Compatibility Mede] - Word
Design Layout References Mailings Review View Q Ten me what you want to do
& Cove - Yy I A - [ + - : - [~ -
B Cover Page D 3 Lad r<|>'. ) SmartArt 8 store W B Hyperlink T [ Header B~ [~ T Equation
ank Page = 1 art ookmarl ooter= - B 2 Symbol
[ Blank Pag 1ch ) |> Bookmark ! OF 4-F £ Ssymbol
o Table  Pictures Online Shapes B My Add-ins - Wikipedia Comment Tet
*= Page Break o Pictures ~ i Screenshotr | %P s [ Cross-reference [¥] Page Number~  go. - B- o g0 & ¢
Pages Tables Tlustrations Add-ins Media Links Comments Header & Footer Text
. S o £ 0E @ ® ™
L 3‘\‘l‘l‘l-\‘g‘\‘l‘l‘Z-l-]-\-4‘l-§-l-e-\- ‘\‘E‘l‘9‘\‘l'u‘l‘ll‘l-lZ-l-l]-\-l4-|-1§-b-16-\‘17‘\‘lﬂ‘|
- £ # = 2 =
' - . - ~ ¥ w o p B om
] Cac tién ich nang cao
- © More Symbols...

Cheén thém ki hi&u (Symbol)
= Chon More Symbo!s, trong bang Symbol chon phoéng Wingdings (hay
céq phong khéc) dé xuat hién cac ky hiéu can dung. Chon ki hi¢u va
nhan nit Insert va Close dé két thic viéc chen ki hiéu.
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-

Symbol @

Symbaols | Special Characters |

Font: | 5ymbaol E
VNHoboH ' n
Vrinda . —
Webdings ) ¥+ 3 |/ L
Wide Lati
ide Latin | \Q\ . : . <=1 ?
Wingdings 2 —| DOoiphéng dé dugc

= |wingdings3__ "I cackidudangky |k |M|N|O

hiéu khac nhau
[IOP|Z|T|Y|c|O ™ Jl|1] .

Becently used symbols:

SEBO 0| € £|¥|0|®™L|£|<|>|+]|x

Unicode name:

symbol: 32 Character code: |32 from: | Symbal (decimal) IEI
[ AutoCorrect... ] [ Shortcut Eey... Shortcut key:
[ Insert J [ Cancel ]
A
Thuchanh:

Chén mét s6 ki hiéu minh hoa vao tép van ban
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GO dang ki tu chi so trén/ duédi
Trong vin ban soan thao ¢6 thé nhap cong thirc todn hoc nhu biéu thirc x?y? hay H,O.
Céch g ki tu chi so trén:

+ nhan t6 hop phim : Ctrl- Shift - = (dé chuyén sang trang thai gd chi s6 trén khi do
con tré s€ chuyén sang dang dong cao hon dong binh thuong)

+ nhap ki tu chi sb trén. Vi du nhu s6 2 trong phuong trinh
+ nhan lai t6 hop phim : Ctrl - Shift - = (dé chuyén vé trang thai binh thuong)
Céch g0 ki tw chi s6 dudi:

+ nhin t6 hop phim : Ctrl - = (dé chuyén sang trang thai gd chi s6 dudi khi d6 con
tré s€ chuyén sang dang dong thap hon dong binh thuong)

+ nhap ki tu chi sé duéi. Vi du nhu sb 2 trong cdng thirc hoé hoc.
+ nhan lai t6 hop phim : Ctrl - = (dé chuyén vé trang thai binh thudng)
Thuchanh:

G6 thém nhirg dong cong thirc toan hoc, hod hoc Vao tép van ban. Sao luu két qua lam duoc.

Hién thi cac ki tu dic biét

Trén thanh céng cu Home cé nt Al cho phép hién thi/che déu céac ki tu dic
biét. Pé biét duoc chinh x&c chirc ning cua ndy chi can nhin ndt va xem su thay
ddi van ban dang soan thao. Bam mot 1an nita 1én nit s& dat van ban vé trang théi
binh thuong.

Chén diu ngat trang

MS-Word ty dong tao trang moi khi dong vian ban vuot qua sé dong theo dinh
dang trang dugc dit trong Page Setup. Thé nhung trong vin ban ngudi dung lai
c6 nhu cau ngit trang mdi khi ndi dung vin ban di két thic mot chuong va soan
thao trang dau tién ciia chwong moi.

Thao tac:
= Pit con trd van ban tai vi tri can sang trang.
* Nhéin chon thuc don Insert->Page Break.
Thao tac nhanh: St dung t6 hop phim tt Ctrl-Enter dé tao ngt trang.
Thuchanh:
+ GO dong vin ban tuy y trén c4c trang dé c6 khai niém vé trang.
+ Thu nho khung nhin 25% va xem céc trang dugc hién thi thé nao.

+ Sao luu két qua lam dugc.

Huy bé ngat trang
Viéc huy bo ngit trang don gian chi 1a viéc x0a ki tu ngit trang.
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Huy lua chon van ban

Mhién phim chudt vao v tri ndo dd ngod ving vin ban di ¢
» Pé uf bé vin bt den : Nhin bit ki mbt trong 4 phi
Sau khi d& danh dau vin b
wan ban b danh dau. Wi du;

= INhén phim Delete s& xoa phin
» P huy bd lénh thwe hitn: Nhin

dau gach khéng
lién nét thé hién
ngit trang

Dit con tro tai dong cudi ciia trang trén va bam phim Delete lién tuc cho dén khi cac
dong cua trang dudi dugc di chuyén 1én trang trén.

Thuchanh:
+ Thu nho khung nhin soan thao 1a 25%. Pém s trang hién c6. it lai khung nhin 100%.

+ Tao thém trang méi. X0a bo trang cubi cuing.

Chén s trang

MS-Word cho phép tu dong danh sb trang van ban. Khi chinh sira vin ban, sd trang
duoc thay doi theo, rat tién loi cho nguoi str dung.

Céch thyc hién:

+ Nhén chon thuc don Insert -> Page Numbers. Hop thoai xuét hién nhu hinh minh hoa.

ocument?
References Mailings leviey View Q Tell me what you wa
B CoverPage~ D . D“_tl T SmartArt o store 'W E“j B Hyperlink + [7] Header - E-[#- 7 Equation -
O kg & & L =
[] Blank Page = B 11 Chart & |* Bookmark [ Footer~ 4 - B3 €2 Symbol *
O Table | Pictures Online Shapes & My Add-ins ~ Wikipedia | Online Comment Text
= Page Break = Pictures - g Screenshot~ LAl i Video Ej Cross-reference [] Page Number= Box~ M-
Pages Tables Illustrations Add-ins Media Links Comments E Top of Page 13 Symbols
L I-Z‘I-l-\‘E-I-I-I-Z‘I-E-\‘4-|-§‘|-€‘|-.'-\‘E-I-‘i‘l‘l:-\-ll-\‘ll‘@Ecttcmcfpage » 118
] Page Margins 3
[@ Current Pesition 3

Eh Eormat Page Numbers...

Siete2

E;( Remove Page Numbers

- Nhan chudt lya chon dat sb trang ¢ tiéu dé dau trang (top of page) hay ¢ tiéu
dé chan trang (bottom of page)...

- Sau d6 lwa chon cho phép dat sé trang & phia tréi, phai hay giita trang.
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+ Bam vao nit Format Page Number dé xuat hién hop thoai

Page Mumber Format @
Number format: E

|:| Include chapter number

Chapter starts with style: [Heading 1

Use separaton - (hyphen)

Examples: 1-1,1-A
Page numbering

@ Continue from previous section

(7 start at: =

OK ] [ Cancel

- Myc Number format: cho phép ngudi ding chon kiéu chi s6 1a s6 nguyén hay
s6 La ma, chir cai.

- Muc Page numbering: ¢ danh sach mot lua chon cho phép nguoi dung hodc la
dat theo so trang noi ti€p nhau (lya chon Continue from previous section) hogc
theo mot con so tu dat (Iwa chon Start at).

Luu y: Mudn X04 s6 trang da thue hién chon muc Remove Page Numbers
Thuchanh:
+ Thu nho khung nhin soan thao 12 25%. Pém sé trang hién c6. it lai khung nhin 100%.

+ Thyc hién chén sé trang theo cé4c tuy chon. Mdi tuy chon can kiém tra bang cach xem s trang
duoc danh so trén van ban.

Chifc nang tim kiém
Nhén chon thuc don 1énh Home->Find.

Document? - Waord Signin

Insert  Design  Llayout  References Review fiew Q@ Tell me what you want to do

£ Find ~

= - - A A - | 8
0 G o Aral (Body) - 11~ R AaBbCel| AaBbCel AaBbC aaBbca AAL assbee o o
Cop: - nd
Paste . o | R ) - E
= ~ Format Painter B I U ~abeX X A-- A TNormal | ThoSpac.. Headingl Heading 2 Title Subtitle |+ 5 Advanced Find.
Clipboard 1 Font [ Paragraph ] Styles 5l 3 GoTo. “
L |‘2‘\-1‘\‘g-l‘1‘\-2‘\-}‘\‘4-|‘5-|‘E‘ PRI R BRI IS VRN IS RIS PR IS BRI CR DSOS F AN 0

- Tim kiém don gidn chon Find
- Tim kiém néng cao chon Advanced Find. Hop thoai tim kiém xuét hién.

Thé File
* O Find what la noi nhap mau tir can tim kiém
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Find and Replace

Find | Replace | GoTo |

Find what: home

| Reading Highlight* | | Findin~ | [ Eind Next ] [ Cancel

Search Options

Search: | All IEI

|:| Match case

|:| Find whole words only

[7] Use wildcards

[] sounds like [English)

|:| Find all word forms [English])

Find

[ Format = ] [ Special - ] Mo Formatting

|:| Match prefix
|:| Match suffix

|:| Ignore punctuation characters
|:| Ignore white-space characters

Trong phan Search Options
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* Danh sich chon Search cho phép chon pham vi tim kiém.

Search; - chon muc Down dé giéi han tim kiém tir vi tri con
l[: Match case trd van ban hién tai dén cudi vin ban
Find whole word

I~ Use wildcards - chon muc Up dé gi6i han tim kiém tr vi tri con trd
I™ Sounds like van ban hién tai 1én dau vin ban

I” Find all word forms P » . o
- chon muc All dé chi dinh tim kiém trén toan bd

ndi dung van ban.

* O chon Match case: Néu & nay dugc danh dau chon, s& tim kiém cum tir theo dung timg
chir, c6 phan biét ky tu hoa va thuong, néu khong thi c6 nghia 1a ky tu duoc tim kiém khong
phén biét chit hoa hay thuong.

* 6 chon Find whole words only Khi mau tim kiém 12 mot tir thi ching ta thay 0 nay xuit
hién. Néu & nay dugc danh dau chon thi Cac tir trong van ban phai trung véi mau tlm kiém
mdéi duge nam trong danh sach két qua, néu khong thi cac tir trong van ban ¢ chira miu tim
kiém ciing dugc nam trong danh sach két qua.

* Thé Replace

Chirc nang thay thé
* Nhin chon thyc don 1énh Home->Replace.

Find and Replace @
Replace GoTo

Find what: home |Z|
Options: Search Down
Replace with: Home |Z|

Replace ] [Replaceﬂll] [ Find Mext ] [ Cancel ]

Search Options

Search: | Down IEI

[] mateh caze [] mateh prefix
|:| Find whole words only |:| Match suffix
[7] Use wildcards
|:| Sounds like [English] |:| Ignore punctuation characters
|:| Find all word forms [English]) |:| Ignore white-space characters
Replace
Format = ] [ Special = Mo Formatting

Nhap miu tir can tim trong 6 Find what va nhap méiu tir can thay thé trong 6 Replace
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with.
Thuye hién viée tim kiém va thay thé
* Nhan ndt Replace hoic Find Next dé bat dau viéc tim kiém va thay thé.

* Néu ¢ cum tir trong vin ban dugc tim thiy, chling ta s& thiy cum tir ¢6 xuét hién &
dang nén dao mau.

Pail hoc Quic gia
CONG NGHE THONG TIN

Str dung céc ndt nhu sau:
- n(t Replace dé dong y thuc hién thay thé theo két qua ctia mdi lan tim kiém.

- nut Replace All dé chuong trinh tu dong thuc hién tim kiém va thay thé trén
toan van ban.

- ndt Find Next dé thyc hién tiép tim kiém, bo qua trang thai hién tai va khong
thue hién viéc thay thé.
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- nat Cancel dé ngimg tim kiém va dong hop thoai.

Trong khi tim kiém, hop thoai Find and Replace van ¢ trang thai ni trén cira so van
ban cho phép thao tac tiép vaéi cac ndt. Qua trinh tim kiém s duoc két thic khi da thuc
hién xong tat ca yéu cau ma nguoi sir dung da chon.

Thé Go To - cho phép di chuyén nhanh con tré vin ban

Find and Replace @

| Find |Reglace| GoTo |

5o to what: Enter page number:
T . | |

Section = ) B
|i| Enter + and - to move relative to the current location, Example: =4

Line
Eookmark will move forward four items.

Comment
Footnote

[ Previous ] [ Mext ] [ Close

Phan Go to what: cho phép chon Iya Page (trang), Line (dong),..

Phan Enter page number: cho phép nhap con sb chi vi tri di chuyén. Theo hinh minh
hoa thi con s 25 cd y nghia la trang s6 25 cua vin ban. C6 thé go thém diu cong (+) dé
chi dinh 1a di chuyén di I&n phia ddu vin ban hodc gd thém dau trir (-) dé chi dinh di
chuyén vé phia cudi vin ban.

Nhan nit Go To dé thuc hién viéc di chuyén nhanh con tro vin ban dén vi tri duge xac
dinh.
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Pinh dang van ban

Dinh dang ki tu

Dinh dang ki tu duoc thé hién qua hop thoai Font. Thao tac nhu sau:

+ Nhan chon thuc don 1énh Home --> Font

Font Advanced

Font @

Font @
Font Advanced

Font: Font style:

Times Mew Roman Regular

Tahoma -
TCVNZ Sample Font

TeamViewerll

Tempus Sans ITC

Times New Roman 2

Bold Italic

Character Spacing
sale  |100% [=]

Spacing: | Mormal IZ| By: =
Position: | Mormal IZ| By: =
|:| Kerning for fonts: % Points and above

Font color: Underline style: Underline colar: OpenType Features
Automatic |Z| [none) |Z| Automatic Ligatures None
Effects .
Mumber spacing: |Default
[] strikethrough [T shadow [ small caps
[7] Double strikethrough [ Qutline [ Al caps Humber farms PR
[] superscript [T Emboss [ Hidden Stylistic sets Default
[7] subseript [7] Engrave Use Contextual Alternates
Preview Preview
Home Times New Roman

This is a TrueType font. This font will be used on both printer and screen.

This is a TrueType font. This font will be used on both printer and screen.

Set As Default Text Effects... [ [s] 4

| [ canes ]

[ setaspefautt | | Text Erfects.. [ ok || cancel

Hinh 30. HOp thoai Font véi thé Font

Thé Font - (goi la phon

Hinh 31. HOp thoai Font véi thé Advanced

= Theé Font chira hau hét cac chtrc nang dinh dang dd ndi ¢ trén. C6 thé ddi
mau chit, mau nén bang danh sach chon Font Color.
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Pinh dang doan van ban (paragraph)
Khai niém: Mot doan van ban gdm mét hodc nhiéu dong van ban duoc két thiic bang mot ki
tu dic biét goi 14 ki tw danh dAu doan, c6 hinh anh hidn thi 1a T .

Bimndt 1 trén thanh cdng cu Home dé hién thi ki tw ¢anh dau doan.

Céc thao tac dinh dang cho doan vin ban dugc thé hién day du trong hop thoai Paragraph.

P )

Paragraph @

Indents and 5Spacing | Line and Page Breaks |

General

Alignment: Left IEI

Outline level: | Body Text |E| Collapsed by default

Indentation
Left: 0cm = Speciak By:
Right: 0cm = [nonel IEI =

|:| Mirror indents

Spacing
Eefore: 0 pt = Line spacing: At
After: opt = Multiple E =
[ Don't add space between parag ~ingle
1.5 lines
Double
Preview At least
Exactl
e
Sample Tex Sample Text Sample Tex Sample Tex Sample Texk Sample Text Sample Text
Sample Tex Sample Text Sample Tex Sample Tex Sample Texk Sample Text Sample Text
Sample Tex Sample Text Sample Tex Sample Tex Sample Texk Sample Text Sample Text
Tabs... ] [ Set As Default ] [ oK ] [ Cancel
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Paragraph

Indents and Spacing I Line and Page Breaks I

21x]

Alignment: ICentered vl Qutling level: IBOdV kext ,I
Indentation

Left: IO cm E‘ Special: By:

Right: IO m E‘ l(none) :J l =
Spacing

Before: 6 pt x Line spacing: At

After: 0pt 2 ISingle ZI | il
Preview

Tabs... |

- Alignement: Chon mat trong céc lua chon can 1& trai (left), phai(right), gitta(centrered)

va hai bén(justify).

- Identation left/right: dit khoang céch tir I& trai / phai dén ki tu ngoai cling bén tréi /

phai cua doan van ban.

- Special - cin chinh dong dau tién (first line) c6 thé thut 18 trai hon nira so voi ca doan.

- Spacing before/after: dit gidn cach dong truoc khi bt dau doan van ban va sau khi két
thuc doan (dé sang doan khac).

- Line spacing : dit gi&in cach giita cac dong trong doan vin ban d6 1a don (single), gap doi

[ 1|

Cancel I

Hinh 33. HOp thoai Paragraph

(double) hay gap rudi (1.5 line) ...
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Luu y:

+ Sau khi gd dong van ban va nhan phim Enter, mot doan van ban duoc xac dinh va con
tré van ban xubng dong dé nhap dong vian ban méi.

+ Trong khi g& dong van ban va nhan t hop Shift-Enter, doan van ban chua két thic chi
c6 con tro van ban xudng dong dé nhap tiép. Vay khong thé dya theo viéc xubng dong dé
xé&c dinh mot doan van ban da két thuc hay chua.

Thuc hanh:
+ M6 tép van ban va gd vin ban sau. Y&u cau ndi dung duoc nhép chi 1a ba doan vin ban ma théi.

N D A N A R I O AR Rk D

Riéng diéu dy khong bao gi anh bié ca
m{t lin em 16 hen véi anh

Chiéu wing xanh noi g(ic phd xanh

m dén gan canh ciza xanh hé m...

Bén bdc cira c6 mét déi guoc do

doi chan em sao kho bude qua

chi mgt budce thoi lazeét cach xa

anh gan lam... phia bén kia déi guoc

Changbiétvisaochanem IUibwée chiéu
dwong xanh béncanh cira xanh
¢0 1€ nao em & hencunganh
doiguocdobietrangem datoi...

+ Thuc hién dinh dang ki tu: thay dbi phong chit, ¢& chir, mau sic chit, in nghiéng/dam/gach chan
+ Str dung t6 hop phim Shift+Enter dé chi tao ra ba doan van ban.
+ Thyc hién dinh dang doan vin ban: mdi dong cach nhau 1.5line, mdi doan cach dong trén 6pt

+ Poan thir nhat duoc can 1 phai, doan tha hai duoc can I phai, doan thi ba dugc cin
gitra.
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Thanh cong cu Formating

Viéc dinh dang cac ddi twong van ban

Mot s6 phim tidt co ban

duoc chon c6 thé thao tac nhanh qua | *

Ctrl + B : Bat tat ch& dd viét chir dam.

thanh céng cu. = Ctrl + I: Bat tit ché dd viét chif nghiéng

= Ctrl + U: B4t tat ché& dd viét chir c6 gach
chén

= Ctrl + L: Can |é trai

= Ctrl + R: Can |é phai

= Ctrl + E: Can gilta

= Ctrl + J: C3n hai bén (trdi 1an phai)

Trén thanh cdng cu Home (xem hinh dudi) c6 cac nat chirc nang co ban:

Inset  Design  Layout  References

Arial (Body] - A A . B = a £ Find -
N Aricl Body)  -[11 - A & | Aa = 2L 9 aambcel| AaBbcel AaBbC aambca AAL aaBboe .
- Find
Pa'tts © Formatpainter | B T M T3 X X° A-T-A-lE=== 1=- | O- T Mormal | TNoSpac.. Headingl —Heading 2 Title Subtitle |+ O Advanced Find..
Clipboard [F] Font LM Paragraph [F] Styles W3 GoTo.
L I‘Z‘\‘l'l‘§‘\'l'l‘2‘\']‘l‘4'l‘S‘W'G'I'-"\'E'I‘Q'I'l:‘\'11'I'12‘\'13'I‘14'I'15‘\'@‘\'17‘\'18'
. e e —— i=— = = =
” Mormal = MnTime 14 = B I 0O ||=— = = = :— 1= tE =

Hinh 29. Thanh c6ng cu Formatting
Giai thich cac nit:
=  Kiéu dang van ban (style).

= NGt hién thi phdng chix dang st dung. NUt nay cho phép chon phdng chir
chuyén doi cho phan van ban da duoc chon.

= Nt hién thi ¢& chit dang sit dung va cho phép thay doi ¢& chit (cho phan van
ban dugc chon) . C6 thé chon ¢ theo danh sach hoac cé thé g truc tiép c&
chit khéng c6 trong danh séch.

= Bat/ tat ché do chir dam.
= Bat/ tat ché do chir nghiéng.
= Bat/ tit ché do chitr gach chan.
= Can I& tréi van ban. (phim tuong duong la Ctrl - L)
= Can Ié giita van ban. (phim tuong duong la Ctrl-E)
= Can I& phai van ban. (phim trong duong la Ctrl -R)
= Can I& ca tréi 13n phai. (phim tuong duong la Ctrl -J)
=  Péanh chi sb tw dong cho mdi doan vin ban
= Dat cac nut danh sach liét ké
» Dich ca doan van ban sang bén phai 1 Tab
= Dich ca doan van ban sang bén trai 1 Tab

Thao tac nhanh:
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+T6 hop phim | Ctrl+[ | : giam c& chit cho ddi tugng van ban theo tuyén tinh.
+ T6 hop phim  giam ¢& chit cho dbi tuong van ban theo tuyén tinh.
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Sao chép dinh dang

Trén thanh cng cu Home c6 nit Format Painter (hinh dang 4 Format Painter ) Chie nang
cua nat nay la sao chép dinh dang cua mét doi tuwong va chuyén dinh dang dé vao doi
tuong duoc chon khac.

Céch thuec hién:
- Chon mét dbi tugng vin ban

- Bam mot 1an Ién nGt Format Painter. Sau d6 di chon cac déi twong muén chuyén dinh dang
va tu dong két thuc viéc chuyén dinh dang.

Dé c6 thé 1am nhiéu lan sao chép dinh dang ma khang can xéc dinh lai ddi tuong goc thi
nhap dup chuot 1én nat Format Painter. Khi muon ket thac viéc chuyén dinh dang phai nhap
chuét 1én nat Format Painter.

Pinh dang chung
S« dung va thiét 1ap didu Tab dé can Ié doan van ban

Déu Tab la mot ki tw dac biét dugc dat trén thanh thudc ké cho phép can I8 tréi / phai mot
doan van ban hoac tao cac dong ké gom céac ki hiéu dau cham (.) hoac dau gach ngang (-).

||'ri B2

diéu chinh 18

|||1|||2|||3|||4|||E|||

diéu chinh 1& cac

Ch? dC‘)E\g dong ctia doan van
thir 1 cua ban (trir dong thir 1)
doan van

ban

1. bat Tab thong thudng

= Budc 1: Nhin vao biéu tuong dau Tab [ |5 dthu mit tréi cia thanh thuroc ke
cho dén khi hién biéu tugng dau Tab thich hop. C6 cac loai Tab sau: trai

El, phai El gitra l_;'__l thap phén El thanh ngan El

= Budc 2: Nhan chudt vao vi tri dat Tab trén thanh thudc.
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2. Thiét lap bang Tab

ankcel AL

Bl el orlelalslslasls ST

= Buodc 1. Chon thyc don Home -

-> Paragraph trong bang
Paragraph chon nut Tab...

» Budc 2: Dat vi tri cho dau Tab
trong 6 Tab stop position

» Budc 3: Chon kiéu can 1& cho
doan van ban sau dau Tab tai 6
Alignment

= Buoc 4: Chon ki tu dat trudc
dau Tab tai 6 Leader

(Xem hinh bén)

3. Xoéa thiét lap Tab

Tabs @

Tab stop position: Default tab stops:
1,27 cm =

Tab stops to be cleared:

Alignment
@ Left Center Right
Decimal Bar
Leader
@ 1 Mone 2 3o
a____
Set Clear Clear All
Ok ] | Cancel |

Hinh. DBat Tab co ki hiéu phia trudc

»  Budc 1: Chon Iénh Tabs trong bang chon Format

= Budc 2: Chon muc Clear hogc Clear All dé x6a céc gia tri d thiét lap cho

phim Tab.

Danh sach liét ké

Danh sach khong danh so thir tu va danh sach c6 danh so6 tha tu

Danh sach khong dénh s thir ty 1a mot day lién tiép cac doan van ban duoc danh dau bang cac
gach dau dong, c&c cham tron, dau sao hay nhiéu kiéu dau hiéu khac

Néu day lién tiép cac doan van ban duoc liét ké bang cach thém mot s thir tu 1,2,3,4 .. hay
a,b,c,d, ... tai diém dau dong cua moi doan van ban thi ta c6 danh sach cé danh soé thur tu.

C06 nhiéu cach dé tao danh sach:

= Nhén vao nat Bullets hay Numbering trén thanh c6ng cu Home
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= Sirduyng tinh nang AutoFormat dé tao Bullets khi dang gé van ban

. Chon lénh Bullets and Numbering tir bang chon Home dé chén hoac thay
doi dinh dang cua Bullets va Number list

Tao danh sach bang nat 1énh trén thanh cong cu

= Boi den toan bd cac doan van ban thudc danh sach.

= Nhian vao nit chirc ning Bullets =1 dé tao danh sach khong cé s6 thir ty
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= Nhin vao nit chirc ning Numbering dé tao danh sach c6 danh sé thir
tu

Tao danh sach khong danh sé thir tu bang hop thoai Bullets and Numbering

= Di chuyén con tro van ban t6i dau danh sach can liét ké.
= Chon thuc don lénh Home chon nit Customize dé chon cac ki tu khac (miii tén)

Lua chon mét trong cac kiéu danh sach c6 san.

Module3Word.docx [Compatibility Mode] - Word
Insert Design Layout References Mailings Review View Q Tell me what you want to do
T a Verdana -8 <A A Aa- B ZLiT.uo. =532 8] 0
D &2 cop, Er=-e == 01 amca AQB AaB AaBb AaBb AsBhce
Paste |, . . aty . a . | BulletLibrary . A . ) ) .
- & Format Painter B I U ~abex, X v - A Headingl THeading2 THeading3 THeadingd THeading5 <
*
Clipboard & Font 5 None || @ O | d || e Styles &
L 3-|-2-|‘L‘\-§-|-1‘\-2 sl 120 13- 14 15 16 AT 1B
> v
Document Bullets
- o | m || * | m| -
* - ] ]

Define New Bullet...

Hinh . Thay d&i d& muc trong danh sach khéng danh s& Bullet

Tao danh sach danh sé thir tu bang hop thoai Bullets and Numbering
Di chuyén con tro van ban téi dau danh sach can liét ké.

Chon thuc don lénh Format --> Bullets and Numbering. Mo thé

Numbered. Néu muén tao danh sach dugc danh sb th tu thi chon thé
Numbered.
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Document? - Word Sign in

Design Layout References Mailings Review View Q Tell me what you want to do

1= i—

Al Body) |11 -|A A Aa- g = -EEetee =32 2l | aapbCell paBbCcl AaBbC AaBbcad AALE aasbce

B I U-axx, x|A-%.4a - B RecertlylsedNumber Formats INoSpac.. Headingl Heading2  Title Subtitle |=
Font [F1 1 Styles [F1
|-2-|-L-|-§-|-1-|-2-|-32' |-11-|-12-|-13-|-14-|-15-|-Q-|-1.?-|-1.8-
3,

Numbering Library

1. 1)

None 2 2)

3. 3)

1. A a)

I B. b}

Il C. c)
a. i.
b. ii.

C. iii.

Document Number Formats

1. @ [64]
2. 3) @
3. 6) 3)

Define Mew Mumber Format...

= D¢ danh chi s6 khong theo chi s6 da ¢d ¢ dong trén thi chon Restart new list. Khi
d6 chi s6 dugc danh lai bat dau tir so 1.

Set Mumnbering Value @

@ Start new list

(71 Continue from previous list

Advance value (skip numbers)

Set value to:

e

1 -

Preview: 1.

[ OK ] [ Cancel

Thay doi Style cia van ban

Trong mot cudn tai liéu, mdi tiéu dé chuong muc can ¢6 mot dinh dang chung khac véi noi
dung chi tiét duoc viet ra. Bieu dé gidp cho ching ta cé thé xay dung duoc mot bang muc
luc tu dong bang chirc nang Insert Index and Tables caa MS-Word.

Cach thuc hién
- Chon van ban va chon Style thich hop & 6 Style trén thanh cong cu

35



AaBbCcl AaBbCcl AaBbC aaBbcel AAL AaBbce
TMermal  THMoS5pac.. Headingl  Heading 2 Title Subtitle |+

-

Styles I
E I TR S TR £ SIS SR IR S T S T £ 2 T I I s N B R R -

Tao bang muc luc tu dong

Trong mot tai liéu co ap dung Style cho cac chuong muc thi viéc tao bang muc luc tu dong
s€ rat de dang.

Chon muc References --> chon thé Table of Contents.
H oS-

File Home Insert Design Layout References

% T Add Text - AB i Insert Endnote ,CD

[ Update Table A, Next Footnote -
Table of Insert Smart

Contents ~ Footnote = >how Notes Lookup
Built-In
Automatic Table 1

Conlents

Heading 2 ._._.. .

Automatic Table 2

Table of Contents

Manual Table

Table of Contents
Type chapler Blle (ewel ) e

Typa chapier tithe (el 3]
Type chapter titke (level 1)

TyPE SHAPABE I8 [EVET ZY oo eeeece oo semesees oo cermsm oo eeerseserenes

|2 TR T

@ More Tables of Contents from Office.com k
Custorn Table of Contents...
E;.; Remove Table of Contents
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Khuon dang tai liéu mau (template)
Khai niém tai liéu mau (template)
Moi vin ban trong Microsoft Word déu duoc x@y dung dua trén cac khupn mau nao d6 ma ta
goi la Template. D6 1a nhimg t¢p tin chura cac cau tric va cong cu dung dé dinh dang thugc tinh
cua mot tai liéu nhu kicu dang, phong chit, cach bo tri cac phan trong tai li¢u... MS-Word c6 rat
nhiéu khubn mau dinh san cho 7 loai tai liéu khac nhau, d6 la: Business, Industry,
Personal, Design Sets, Event, Education, Labels.
Tao mdi mot template

=  Budc 1: M mét tép van ban méi. G& noi dung mau, vi du tiéu dé caa 1

cong ty.
» Budc 2: Chon File / Save as . Trong hop thoai Save as Type, chon

Document Template. it t&n cho mau vin ban d6, xac dinh duong dan rdi
nhan OK.

Su dung template da tao
=  Budc 1: Vao thuc don Iénh File --> New.

= Budc 2: Chon tén Template dd tao (khdng chon mau san co la Blank
Document)
Vin ban méi s& ¢ nhiing dong van ban mau xuat hién. Ngoai ra ¢ thé chon nhitng mau
Template ma MS-Word dé cung cap dé€ soan nhanh cac van ban tieng Anh dling chuan quoc
te.
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Module3Word.docx [Compatibility Mode] - Word

Open

Search for online templates

e Suggested searches:

Business

Industry Personal Design Sets  Event Education  Labels

Save As

9 Aa

Take a
tour

Blank document Welcome to Word

Single spaced (blank)
Account

Feedback -

Creative cover letter, de... Crisp and clean resume, .. Crisp and clean cover le...

Title =]

Creative resume, design...

L A

Polished resume, desig...

Title

IFIEIFALAE)

Signin 7

S8 S

=
257CH | |
15/03/2007 |
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Puong vién va dang nén cho van ban

Str dung thuc don Home chiing ta c6 thé thay doi dudng vién va dang nén cho cac déi
tuong van ban duoc chon.

Vi du minh hoa

khong biét dugc du nhap vao HA'NGI'tir bao gio, cay cao, dang dep, than mdc
théch, cao ti gan 20m, canh dan xen khic khuyu. [SENIRSREIkhong co mua trit |4, chi lac
dac rung la vang, nén suot nam cay luén xanh tot.

Céch thuc hién
= Budc 1: Chon di twong vin ban
= Budc 2: Chon thuc don Home --> Chon loai dong khung c6 san

Document/ - Word

Insert Design Layout References Mailings Review View Q@ Tell me what you want to do

D g e Avial Body) -1 A A Aav | fe = -izefEe 2232 2L asppcel| AsBbCl AaBbC AaBbcel AsBbed Adl

Paste B I U-aex.x MA-%-A

- e Fertay T Mormal | TMNeSpac.. Headingl Heading2 Heading 3 Title =

Clipboard [ Font = Bottom Border

|-2‘|‘L-|-§-|-1-|-2- “3or 40 o5 61 i TopBorder (IS RIS E SIS C TR IRS RN IR S AR |-

Styles [F]

i Left Border
Right Border
1 NoBorder
M AllBorders

Qutside Borders

+ Inside Horizontal Border

i Inside Vertical Border

s 14 13 12 el 10 09 0
=]

= 2= Horizontal Line

; ™ Draw Table

Z [ View Gridlines

% [] Borders and Shading...

2 Borders and Shading

N —— Explore additional border options,
= such as line color and line width,
=

8

]

2.

= Hoic chon Borders and Shading 1am xuét hién hop dinh dang;
= Trong thé Borders thuc hién viéc chon duong bao, c& duong bao, mau duong bao.
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Borders | Page Border | shading |

Setting: Style:

Preview

Shadow

Click on diagram below or
use buttons to apply borders

Color:
3D Automatic |Z|
Width:
= Custom 1 pt

Apply to:

|Paragraph |Z|

Eorders
Setting: Style:
== MHone
—|| Box
—|| shadow .
— Colon
—||| 3-D
_ = Automatic
Width:
§ Custom 1 pt
[ |
Art:
[none)

Preview

Click on diagram below or
use buttons to apply borders

Apply to:
|Whn|e document |Z|

o
=

Cancel ]
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= Trong thé Shading c6 thé chon dang nén cho vin ban

Fill
| NoColor |+

Patterns

stle: [ crear v
Color: | Automatic [~]

Preview

Apply to:

Paragraph

Cancel ]

Thao tic nhanh:

a1




Ngoai viéc chon Ignh trén thanh Iénh, chiing ta ¢6 thé sir dung Iénh tuong img trong cira s6
Iénh c6 dugc khi nhap nat phai chudt Ién doi twong chon.
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Bang biéu va hinh anh

Trong MS-Word, nén phan loai cac ddi twong nhu sau dé dé hoc cach xir Iy: vin ban, bang

biéu va hinh anh.

Bang biéu

Can phan biét hai thanh phan cua bang: khung ciia bang va noi dung trén timg 6 cua bang.

Tén goi mbi thanh phan cua khung:

Tén goi tiéng Viét

Tén goi tiéng Anh

0 Cell
cot Column
dong Row

Céc lénh thao tac trén khung va noi dung hoan toan khac nhau.

Tao khung bang biéu
C6 hai cach tao khung bang biéu:

Mot s thudc tinh cua bang

=  Number of Columns : SO cét.

= Mo chon o
Insert chon Table = Number of Rows : S0 dong
va chon Insert * Fixed column width: C6 dinh d6 rong cla
Table. Hop thoai = cdt AutoFit to contents: Tu dong co dén
Insert Table hién ra theo s6 lugng dit liéu
yeu Féu nhép so cot, = AutoFit to window: Tu ddng co din theo
s0 hang cta bang. clra

= Hay dat sé cot cua
trong phan

bang

Number of columns, s6 hang ciia bang trong phan Number of rows, sau d6
chon nit OK.
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= Mot hop lua chon cho phép nhap sé hang va sb cot yéu cau.

7 .
Insert Table @
Table size

Mumber of columns: 5 =

MNumber of rows: 2 =
AutoFit behavior

@ Fixed column width: | Auto =

(71 AutoFit to contents

(71 AutoFit to window

|:| Remember dimensions for new tables

| ok || cancel

Hinh 46. Tao mot bang biéu c6 5 cbt, 2 dong

Thao tac nhanh

= C04 thé sir dung ndt tao bang truc quan hon. Nhan chudt vao biéu tuong
Insert table, mot khung ke 6 ludi s& hign ra cho phép dung chut de chon so
hang so6 cot cua bang.

Document? - Word

Design Layout References Mailings Review View Q Tell me what you want to do

Bj Cover Page - D ,j‘D ’_._‘ ’_z\;\ T Smartart ol store ‘W E‘ﬂ &, Hyperlink t,j [ Header~ E - [#- T Equation -
D EBlank Page = =2 1l Chart & |’ Bookmark D Footer 4q - Efm QS}fme\'
—p et Table  Pictures inm& Shapes s Lo .‘Myi\(lcl-in: - Wikipedia C\Jrjﬂme I . Comment B : Text —-
— Page Breal . Pictures ~ 4 Screensho Video ] Cross-reference Page Mumber Bow~

Pages 5x3 Table Add-ins Media Links Comments Header & Footer Text Symbals
L || -|-§-\-1-|-2- RN RS- BN PRI PRS- PRI RS U SRS t RISt RISt DIREL SISt PRI S EEN IS -
N I
° I
A I
2 I o
f I o
3 I o
- I o
? [ Insert Table...
o [ Draw Table

Ea Excel Spreadsheet
E Quick Tables 3

Hinh 47. Tao bang biéu gém 3 dong, 5 cbt
Phan ndidung
Nhap ndi dung
= Chuyén ddi qua lai gitta cac 6: Di chuyén con tré chudt, diing phim Tab
hoac phim mi tén.
= Viéc nhap noi dur]g van ban, sau do dinh dang van ban dugc thuc hién nhu
da trinh bay tai phan van ban.
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Sao chép/cat/dan/xoa ndi dung
= Hoan toan co thé sao chép/cat /dan va xoé noi dung van ban trén cac 6 nhu
da trinh bay tai phan van ban.
= Thao tac x04 ndi dung cua trén 6/dong/cot khong lam mét d/dong/cot cua
bang.
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Phan khung

Thao tac chon 6/cdt/dong ctua bang

= Chon mét hogc nhiéu 6 cua bang bang céch di chuyen con tro chut (hinh
mai tén den xuat hién nhu trong hinh minh hoa) dén 6 va bam chon.

= B4im chon mot & va kéo chuot dén cac 6 khac dé chon nhiéu 6.

Stt Ho tén

2

Hoang Tuan

Thao tac chinh xac:

Khi chon nhiéu 6/dong/cot can phai thao tac chinh xac nhu sau:
= Chon 6 dau tién
= Gitr phim Shift va chon & cudi ciing trén ddy cac 6 mudn chon.

Thao tac chon nhanh 1 c6t/1dong:

+ Dua con tro chuot Ién dau cot (hay dau dong) khi d6 hinh mii tén xuat hién nhu hinh
minh hoa va bam chon. Ca cét hoac ca dong duoc chon.

DANH SACHPHAT QUA TI
!

Stt Ho tén

1 N;zuvgn Thanh

A

2

Hoang Tuan

Thao tac nhanh

Pé viéc sao chép/cat/dan/xoa noi dung duoc thuc hién nhanh hon can thuc hién thao tac
chon khung truéc.

Vi du: Chon ndi dung cua 6 dau tién trén 1 cot, nhan nit sao chép. Thuc hién chon cac 6
tiép theo cua cot, nhan nat dan noi dung lap tirc noi dung dugc sao chép 1én cac 6 tiep theo.
Tuong tu c6 thé xo0d nhanh céc noi dung cua 1 cot bang cach chon 1 cot va nhan phim
Delete.
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Thao tac chén/xoa/chinh sira trén khung

= Thém hang(hoac cot): Dat con tro tai vi gri hang (hoic cot) can thém, chon
trén thanh lénh Layout cta Table Tools dé chen Rows & Column (nhu hinh).

Document? - Word Signin

Inset  Design  Layout  References  Mailings

Q Tell me what you want to do

ETE] = EEE R T T

FH split Cells B Convert to Text

Draw Eraser Delete  Insert Insert Insert Insert AuteFit = PR ==] Text Cell Sort
. [uan] o3 Width: 159 ecm . [ Distribute Columns . " "
Ty Properties Table Above Below Left Right 0o SplitTable i E = = pirection Margins Je Formula
Table Draw Rows & Columns F} Merge Cell Size K} Alignment Data
G ! Insert Rows Above ved E s B 7 s 98 1000 B 12 B3 B 15 @E ) 170 18
Add a new row directly above the
current row.

= Xoa 6/cot/dong/bang: Dt con tro tai vi tri hang (hodc cot) can xda, chon
trén thanh Iénh Layout cua Table Tools va chon Delete dé xda Rows &
Column (nhu hinh).

E S5- 0 = Document? - Word

File Home Insert Design Layout References Mailings Review View Design

Q Tell me what you want to do

%‘TIEE; . D/ D i ¥ € L & IS]T.I:ICE ;IE”_ § [ Height: 0,45cm > T Distribute Rows Z Z S A—v_' @

1ew Gridlines - it Cells S

o ) Draw Eraser Delete Insert Insert Insert Insert o g ) AutoFit ﬁ\“."iclth: 159em  * EEI' sl Bl Text Cell

[ Properties Table - Above Below Left Right @D Split Table - - : z EEE Direction Margins
Table Draw Ex Delete Cells... 5 ] Merge Cell Size (] Alignment

L Lut Delete Columns i-l-l&'E'I‘ﬁ'l""ﬁ's'l'xl'.-_"lﬂe'l‘gﬁ c10. B 12080130 8 o 15 #1817 18

Drelete Rows

x
x
3% Delete Table

= X04 mot hodc nhiéu 6: Chon cac 6, sau d6 kich nit phai chudt dé xuat hién
hop lwa chon nhu hinh minh hoa va chon Delete Cells.

P

(") Shift cells up
(71 Delete entire row
() Delete entire column

[ QK ][ Cancel ]

Hop thoai chon lya phuong an x0a xuat hién:

+ Chon Shift Cell Left dé x04 8 chon va dich chuyén céc 6 bén phai sang tréi dé dien
vao cho trong.

+ Chon Shift Cell Up dé x04 6 chon va dich chuyén céc 6 phia dudi Ién dién vao chd
trong.

+ Delete entire row dé xoa ca dong dang chira 6 chon va dich chuyén céc dong phia
dudi Ién dien vao cho trong.

+ Delete entire column dé xo4 ca cot dang chira 6 chon va dich chuyén cac cot phia
bén phai sang trai dién vao cho trong.
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Tong két:
Khi xo0a khung ciia bdang thi ngi dung trong khung bi xoa theo, nhung X0a néi dung
trong khung thi khdng lam mat khung ciia bdng.

= X0 dit liéu trong bang: B6i den viing dit liéu can xo4, nhan phim Delete.

= Néu nhan phim Enter thi 6 s& rong thém mot dong, xoé& dong tréng s& thu
hep dong.

= Thém mét hang vao cudi bang: Pua con tro vé 6 cudi cling cua bang, nhan
phim Tab.

= Piéu chinh d6 rong, hep cac cot: Pua con troé vao dudng phan cach giia cac
cot, khi né c6 hinh * thi kéo-tha dé thay doi do rong cot.
» Nhap (Merge) va tach (Split) 6:
+ Trudc tién chon cac 6
+ Nhip chut phai trén dbi teong chon dé 1am xuat hién hop lua chon.

+ Chon muc Merge Cells dé nhap nhiéu 6 thanh 1 6. Thao tac tach bang thuc hién tuong
tw

: Stt Ho tén Biemn
Mon 1 Mon 2

Trong hinh minh hoa cac & nhu Stt, Ho tén, Diém 1a nhiing 6 dwoc nhap lai tir 2 6.
Hop lwa chon Iénh khi thao tac véi bang

1
2 Arial (Body] ~-|11 -~ A A ¥ lI', l:}\,
3 B I =% - A - & -Fiie Insert Delete
| |
H— Cut
E®y Copy

m Paste Options:

Delete Cells...

HH

Merge Cells

Border Styles L

—
=
=

Text Direction...

Table Properties...

U

Mew Comment
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Thao tac nhanh bang thanh cong cu

C6 thé thuc hién duoc cac thao tac trén khung cua bang qua thanh cdng cu c6 tén 1a Design
& trong Tables Tools.

H -0 s Document? - Word

File Home Insert Design Layout References Mailings Review View Design @ Tell me what you want to do

Header Row First Column || /| === memes] —m——— o e __ é _ -
] Total Row [ Last Column e e P e e “-CTT O TEZZEC - Y2 pt - |
o ey gy ZZZZZ ZIZZZZ | _ Shading Border Borders Border
Banded Rows [ ] Banded Columns - - Styles ~ L pen Color - B C it
Table Style Options Table Styles Borders ]
L O ICNENE S I -2-|-§-|-4-$-5-|-x&-?-@e-u-s‘ﬁ 210 o #1208 .13.0 0 # .15, @16 017 o 18
o
Z a
- 1 |
2
3

Hodc thao tac véi bang c6 tén la Layout ¢ trong Tables Tools.

H -0 = Document? - Word Tabl
File Home Insert Design Layout References Mailings Review View Design Layout W odo
= * A Merae Cells ) . . —
I3 select D/ D > € 3 REGEEEE #Height: |0.45cm  =| OF Distribute Rows SEE A3 @
[ View Gridlines o 6 betee | 1 . ¥ . . [ split Cells AtoF, EEE T—’ p
raw Eraser elete nsert Insert Insert Insert utoFit Dy e R = = ext €l
. e og Width: |1,59em || [ Distribute Columns
rﬁPerertles Table - Above Below Left Right @O Split Table - b EEE Direction Margins
Table Draw Rows & Columns I} Merge Cell 5ize [F] Alignment
L ‘|-1-|-1.-|§-|-1§-2‘|-§-|-4-§-5-|-&|-.-"-\&E‘l-Sﬁg-li-l&-l-lz-ﬁ-l}-\‘ﬁ|-15-|§L6-|-L?-|-].8
-
z 2
' 1
2
3
i o

Mudn hién thi thanh cong cu Design va Layout ¢ Tables Tools chi can dua con tré vao bang
khi @6 Tables Tools sé& xuat hién.

Trong hinh trén & Layout ¢6 hai chtrc ning rat tién ich khi thao tac véi noi dung cua bang d6
la: Text Direction va Cell Alignment

Table Tools

View Dresign Q' Tell me what you want to do

El] Height: |0,45 cm : EE Dhstribute Rows SiSi= A___; @
N EEE =
Autvu:uFlt o Width: 159 cm - HH Distribute Columns = & & piection Margins

Cell Size a Alignment
5. . #7438 100 #0128 .13 8 .15 #EIE. ) 1T - 18
Text Direction Cell Alignment
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Text Direction - Table Cell

~Orientation i rPreview

21X

Text

Text

»al
The quick brown
fox jumps over
the lazy dog.

Cancel

o 1]

ElIE =
E ==
= = =

Md& rong/thu hep cot va dong

Str dyng ndt phan céach cot trén thanh thuéce c6 chirc nang khac han so véi st dung dich

chuyén cot qua duong phan céch.

nat phéan cach
cot

duong phan
cach cot

DANH SACHPHAT QUA TRUNG THU 7
Stt Ho tén So tién K/ fihan
1 Nguyen Thanh | 100.000 I
2 Hoang Tuan 150.000
Bang so sdnh
buong phén céch Nt phén céch

+ khi di chuyén 1 dudng phan céch sang
phai thi chi ¢ cac cot chung duong phén
céch thay dbi d6 rong. Céc cot khac khong
di chuyén vi tri.

+ nhip dap chudt trai vao duong phan
cach, do rong cua cot duoc tu diéu chinh
vira ding véi d6 dai van ban trén céc 0,
tranh duoc viéc dat d6 rong cot qué 16n.

+ cho phép chon lya 1 6 va diéu chinh do
rong cua chinh 6 d6, cac 6 khac khdng bi
anh huong.

+ khi di chuyén nit phan céch sang phai
thi Iam cho c6t twong trng mé rong sang
phai, dong thoi todn bo cac cot phia phai
ctia nt phan cach dich chuyén theo.

+ khong 1am dugc viée ty didu chinh do
rong cot.

+ tac dong Ién ca cot.
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Tu dong chinh dd rong bang nhau cho cét/dong

Su dung chuc nang Distribute Rows Evenly va Distribute Columns Evenly dé tu dong
chinh d6 rong bang nhau cho cot/dong.

Thyc hién nhu sau:
+ Chon nhiéu cot/dong

+ Kich nit phai chudt lam xuét hién hop lwa chon, sau d6 chon chirc ning Distribute Rows
Evenly (hoac Distribute Columns Evenly)

Arial (Body) ~|11 ~ A" A" |I|, E,

5{ Cut

Lol (M) =

E®y Copy

y Paste Options:

prm— m‘

=8, &

Insert k

Delete Columns
FH Merge Cells
Ht Distribute Rows Evenly

Distribute Colurmns Evenly

=5

EBorder Styles [

_
—
=

Teut Direction...

Table Properties..,

U el

Mew Comment

Pinh dang dudng vién cho bang
C6 theé dinh dang lai kiéu cach dudng vién cho bang, vi du: sir dung duong vién dam bao
quanh bang, duong vién manh ké 6. Thao tac nhu sau:
= Budc 1: it con tré van ban vao vi tri bat ky thudc bang biéu. Chon Design
trong Table Tools va chon Borders (nhu hinh)
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- s Document? - C Sign in
g

File Home  Inset  Design  Layout f Mailings vie layout  Q Tell me what you want to do

Header Row First Colurnn D é —_— -
[ Total Row [ Last Column

- Yo pt -
— | Shading = Border Borders Border
Banded Rows [_] Banded Columns - Styles - EPen Color - > Painter
Table Style Options Table Styles Borders Bottom Border
L I ARSI -1#-1-.&-.-4‘&-5-.‘ﬁa‘?-ﬁﬁaw-sﬁ ‘m"ﬁ"'u"'u"'ﬁ"15"‘”TngEnrdEr

'; Left Border
. Right Border

Mo Border

All Borders

Outside Borders

el =zt

Inside Borders

Inside Horizontal Border

Inside Yertical Border

Diagonal Down Border

Diagonal Up Border

Horizental Line

LI

Draw Table

View Gridlines

I
N
&
i)
i
0O

Borders and Shading...
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= Budc 2: Chon muc Borders and Shading trong Borders

Borders and Shading @

Borders | Page Border | Shading |

Setting: Style: Preview

»

Click on diagram below or
use buttons to apply borders

MHone

[m

Box
All e i
) Color
Grid Automatic |Z|
. Width
3: Custom 1 pt |Z| -
pply to:

Table E

Options...

[ OK ]’ Cancel ]

Hinh. Binh dang lai ki€u dudng ké cho bang biéu

»  Tuong tu nhu thao tac tao duong ké cho trang tai liéu, sau khi lya chon dang
bang biéu trong 0 Setting, chon kiéu duong ké (manh, dut gy, gach
ngang...), chon mau duong ké (Color), d6 day mong (Width), ta nhan vao
c4c nit tuong tng xung quanh 6 Preview dé thiét dat vi tri s& &p dung cac
thuoc tinh vira chon (duong ké ngang, doc, chéo...)
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Bai thuc hanh - tao bang dang lich hoc nhw sau:

DAI HOC QUOC GIA HA NOI
TRUONG BAI HOC CONG NGHE Thoi gian biéu khoa hoc
CO BAN VE SU DUNG MAY TiNH
Gio hoc : 17h15 - 19h45
Chi nhiém lop

Diéu phoi vién

Ngay Gio Noi dung Giang vién

Tha2 | 17h15 - 18h00 | SOAN THAO VAN BAN

22/3 Lam quen v&i chuong trinh MS Word

- M6 & déng chuong trinh

18h15 - 19h45 | - Thao tac luu tép, tao thu muc méi dé luu tép

Ther3 | 17h15 - 18h15 | Lam quen véi chuong trinh MS-Word

23/3 - Chinh sira cac thiét dat co ban (ché do xem tai
lidu, phong to va thu nho ctra so, hién thi cac
18h30 - 19h45 | nut chirc nang trén thanh céng cu)

Thtr4 | 17h15 - 18h15 | Lam quen v&i chuong trinh MS-Word _
24/3 - M& nhiéu cira s6 soan thao, thu nho cira s6
soan thao, déng cira s6 soan thao, dong chuong
18h30 - 19h45 | trinh.
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Hinh anh
Chén tép anh vao tai liéu

MGi anh la mot tép rigng biét. Dan mot anh vao tai ligu la chen thém mot tép vao mot chd
nhat dinh trong tai liéu. Thuc hién thao tac chén anh trong tai liéu nhu sau:
= D3t con trd van ban tai vi tri can chén anh vao.
= Nhian chon thuc don Iénh Insert -> Picture. Bé xé4c dinh tén trong hop
File Name, co the go tén (kem duong dan) cua tép anh can chén hodc nhan
chon tép anh trong danh sach chon. Chon tién ich Preview dé c6 thé xem
anh truae khi chen.

=

| (] Insert Picture
( )Q - |g » Libraries » Pictures » v l +5 H Search Pictures ,0‘
Organize ¥ New folder =+ [ @

B Microsoft Word = Pictures Ilbrary

] Arrange by: Folder ¥

Includes: 2 locations

7.0 Favorites - o) I
Bl Desktop

4 Downloads i

m

m

=1. Recent Places

4 Libraries 2016-12-13 Sample Pictures VueScan

E} Documents
J’ Music
[=| Pictures

§ Item type: Sil
Rating: Unrai
d : : : £ - . * Dimensions:

omegioup 16681597_616102 img001.jpg img003.§ Size: 1,32 MB
495253990_49252

- -

- C246N01 ENON01Q

File name: 5735a59080€95.jpg - [ Al Pictures (*.emf:".wmf:"jpg:’ ~|

Tools ~ [ Insert lv] [ Cancel ]

Hinh. Chén tép anh vao tai liéu hién hanh
= Nhan ndt Insert dé két thic.

Chén thém cac mau chif nghé thuat san cé - Word Art

Co rét nhiéu mau chir trang tri 1am sdn. Dé chén vao cac mau chit ndy vao vin ban, thao tac
nhan chon thuc don 1énh Insert -> Word Art.
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Document? - Word

Design  layout  References  Mailings  Review  View @ Tell mewhat you want to do

Bi Cover Page~ D E @ ’Z\;w ﬁfc.r:::ﬂrt ol store W E’é & Hyperlink t,j [ Header - 5l : [~ T Equation -
T

[ Blank Page L o = P Bokmark [ Footer - 4 - O symbol~
o] Table  Pictures Online Shapes 1MyAdd-ins - Wikipedia Online Comment et
" Page Break - Pictures = s Screenshote @ Video [ Cross-reference [#) Page Number=  goyv — —
Pages Tables Tllustrations Add-ins Media Links Comments = Header & Footer A A FANY FAA /\
L ol
L |-1‘\‘1‘\‘é‘l‘l-l-l-\-J-\-“»-\‘5‘\‘s-l-7-|-ﬂ-l-9-\-10-\-11‘|-12-|-13-|-14-|-15-|-o‘|

: " AAAAA
AAA AL

Hinh . Chon m&u chif nghé thuat

Sau khi chon mau, khung nhap vin ban hién ra cho phép nhap dong chit.

H -6 - Document? - Word Drawing Tools

File Home Insert Design Layout References Mailings Review View Q Tellme yo o do
@ Q \ \ [} f_?' — Qshape Fill = B - A ~ “ﬁ Text Direction = Pusition' 00 Send Backward ~
OCOALLD - ‘ Abc | | Ape |, Zshape Outline - A J""X /_" & < [:]Align Text ~ = Wrap Text ~ EQ Selection Pane "k~
& ] % RIS - C |- o Shape Effects ~ ) T & - | @ Create Link .1 Bring Forward = |: Align =
Insert Shapes Shape Styles ) WordArt Styles ) Text Arrange
L -|‘1-|-L-|-§-|-1‘|-1‘ =R S RN IO O L FIVANS SRS R ANS R AN NS LI CE I E OIS L

z | | (@ \

: e ) ,
: -Your text here-

~ e O

Hat

Hinh . Nhap dong chit nghé thuét, chon Font chir va c§ chir trong khung Edit WordArt Text
Sau khi c6 dugc mot ddi tugng WordArt trong tai liéu, ¢ thé thay ddi thudc tinh vé mau
sac, kiéu dang,... cua doi tuong do nhu sau:

= Nhan chudt vao doi tuong can thay doi. Di tuong duoc lya chon s& c6 mot
khung vién den bao quanh
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H -6 -+

File Home

Insert

1 g

Hinh. Mot vi du vé chit nghé thuat

» Thanh cong cu Format ctiia WordArt hién ra vai cdc nit Iénh chinh c6 y
nghia nhu sau:
Document? - Word

Design Layout References Mailings Review View Format

AOBE N NO

o7

O0ALLy - E

IS IRTAN

Insert Shapes

R — ﬂ Shape Fill = _ L A ﬂﬁ Text Directi sition * 0 Send Backward ~
| Abe ‘ | Abc | |- zﬁhape Outline = A JL\ /;_ ﬂ @ [:]Ahgn Text - = Wrap Text~ Ek Selection Pane Sk~
) 3 AR~ Shape Effects = | & ~ | @ Create Link .1 Bring Forward - \: Align~
Shape Styles 7] WordArt Styles F] Text Arrange
. -2-|‘L-|-g-|-1‘ RN RN IR IR RIS S TR IS E SRS RIS R IS TR S LN RIS PR RS E

Hinh. Thanh cong cu WordArt

= Chén thém mot d6i twong WordArt

= Thay ddi noi dung chit

= Chon lai kiéu chir nghé thuat

= Thay d6i kich thuéc, mau sic phdi hop trong ddi tugng
= Thay ddi kiéu udn lron cua chix
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Drawing Tools

Format @ Tell me what you want to do
.E, < “ﬂ Text Direction = Pu:usitiu:un* 0O Send Backward
h _ - ﬂ o [:] Align Text - 7~ Wrap Text ~ E[‘,g Selection Pane
- T+ @O Create Link .1Bring Forward - = Align -
1At Styles E. Arrange
IR IR Shadow P30 140 150 16 170 18
A\ Reflection  »
{_illl
A@FA /) Glow b
i il & |
JE Bevel 3

Mo Transform -
ﬂ. Transform 3

abede
Follow Path
'q;'d{u'- ‘Lde.,. .‘;of'dp*
n - ® & Ghij

& - y-g

oy %,

dtd N Gy B

Warp

abcde abcde abcde 2bcde

abcde abede =ty %%

| 5Y b,
~QC W 2 abe
N

abcde abeae abcde abede

abede abcde ahcde abede

Hinh. Thay d8i ki€u cach chit nghé thuét

= DPitthuoc tinh Wrap Text
= Thay d6i chir ngang thanh chit viét theo chiéu doc
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Chén thém cac hinh hinh hoc sin cé - Auto shapes
Chen céc hinh vao van ban:

Nhén chon thyc don 1énh Insert -> Shapes nhu minh hoa bén duéi.

H oS-

B Cover Page-
[ Blank Page

File

O =

Home

Tahble

'ﬁ Page Break -

8r

P12 0 1L 10

o140 130

19 1B o 7 16 15

121 200

122

v 23

Pages

Tables

Thao tac vé nhu sau:

= Pua chudt ra trang gidy va v& hinh bang cach kéo- tha chudt. Hinh mau sé tu

Layout References Mailings Rew

D F . T‘FJ =] SmartArt &l Store

Il Chart

Pictures inlne Shapﬁ .'.'M}rhdd-ins -

* 4 ocreenshot -

Il Recently Used Shapes

! @@I\\DQD&IIED‘"

G0O% N

Lines
SNSNTLLLRNG G
Rectangles

O OobOoo0ad

Basic Shapes
EOANOAOOQOOEO®
®@GOJOrL¢ o0
O0@ANOVXEC3N
(016

Block Arrows

DA RESEPR IS
¢ dvnaDD >N
(X e

Equation Shapes

=R >=

Flowchart
OC<eoOdolUacoday
CUArd®E X ¢ AVAD
QsiOo

Stars and Banners

T L > Yy 303 6 (b 5 i ER £
Ik F ik IF [T I

Callouts

Q QOB OO AT A A A

A’_) Mew Drawing Canvas

Kich chudt vao hinh mdu can veé.
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XUuét hién.
= Chung ta c6 thé chinh kich thudc, vi tri cho dlng.
Vi du : Chon muc Callouts va chén cac hinh, sau d6 soan thao cac dong chir bén trong:

(-
S

=1

Cha yin!

Thay ddi mau nét vé, té nén
Nhan phai chudt vao di trong AutoShape, chon 1énh Format Shape...
Nhan chon thé Colors and Lines.
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Format Text Effects ~ %
A A

4 Text Fill

Mo fill
® Solid fill
Gradient fill

Color & it

Transparend Theme Colors

I Text Outline

Standard Colors
| N | EEENERN

ey More Colors..

Hinh. Thay d&i mau nét v&, mau té nén

Pat cac thudc tinh cho hinh anh

Hinh anh duoc dua vao van ban 1am cho van ban thém sinh dong. C6 thé diéu chinh cac tuy
chon cua hinh anh dé anh Iam nén cho van ban, hinh anh dugc van ban bao quanh, ...

Cach thuc hién:
+ Chen hinh anh

+ Chon ddi twong hinh anh, nhan phai chuét 1am xuét hién hop lwa chon.
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ot #

Style Crop

Copy
Paste Options:

Edit Picture

Save as Picture...

Changg Picture

5

Group

Ering to Front
Send to Back
Hyperlink...
Insert Caption...
: Wrap Text

Size and Position...

+ Chon muc Format Picture
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+ Trong hop thoai Format Picture, chon thé Layout

Layout Options X
In Line with Text
[an Y=

With Text Wrapping

Ha i o TR » &

See more...

Giai thich cac thugc tinh trong thé Layout:

+ Chon In line with text 1am cho anh va dong van ban nam trén cac dong riéng biét

+ Chon Square lam cho ki ty van ban bao quanh anh theo hinh vuéng.

+ Chon Tight lam cho ki tu cta van ban bao quanh anh theo hinh dang cua anh.

+ Chon Behind text lam cho anh tro thanh nén cua van ban

+ Chon In front of text lam cho anh ndi 1én trén dong van ban. Cho phép tao ra hiéu tng
nhiéu anh ghép dugc vao nhau.

Thay d6i kich c¢& hinh anh

Hinh anh c6 thé di chuyén vi tri, phong to/thu nho kich c& caa anh.

Cach lam:

+ Chon ddi twong hinh anh 1am xuat hién cac nat diéu chinh kich ¢&. Bam chudt vao céc
nat dé co gién hinh.
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Di chuyén/ sao chép/ cat/dan/xoa hinh anh

C6 thé thao tac di chuyén/sao chép/cit/dan/xoa hinh anh dé dang nhu d4 thao tac véi van
ban.
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Hoan tat tai liéu va in an

Tiéu dé dau trang va tiéu dé chan trang -
Header / Footer

Thém dau trang va chan trang cho tai liéu

Dé tao tidu dé& dau va chan trang, ta thuc hién cac budc sau: md bang chon Insert chon
Header/Footer.

Phan danh cho Header s& noi 1o dé ta nhap noi dung cua tiéu dé dau cc trang. Thong
thuong ¢ day co tén tat cua tai liéu, tac gia, so trang, ngay thang ..

Cac nuat chic nang
C4c n(t chitic nang trén thanh cdng cu cho phép chén tu dong sb trang, ngay gio.

H -0 - Document? - Word

File Home Insert Design Layout EE = Mailings Review View Design Q Tell me what you want to do

By F m [E1q Previous [] Different First Page L+ Header from Top: 125ecm o a
# O =h O e : - :
- - e Eip Next D Different Odd & Even Pages + Footer from Bottom: |1,25cm
Header Footer Page Date & Document Quick Pictures Online Go to ) . Close Header
- ~  MNumberr Time Infor Pars~ Pictures Footer Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close
L |-Z-|-l-|-§-|-1-|-Z-l-3-|-4-|-5-|-6-|--‘-|-_E-|-‘i-|-1-:-|-11-|-12-|-1}-|-l4-|-15-|-m-|-1?-|-18-
- [Type here] [Type here] [Type here]
3 [Heacer [ EE T GROSSTAND R S,
> 4 L e
N -
i . r /B -
: ~a 7 p i
o avw F _

Hinh. Thanh cdng cu Header and Footer
Céac nut nhu liét ké duoi day:
= Insert Page Number: chén s trang.
» Insert Date & Time: chén ngay thang va chen thoi gian hién tai.

Mudn chuyén xudng phan Footer, 4n vao Go to Footer, twong tu nhu véi Header chon Go
to Header, ta c0 thé soan thao phan chan trang cua tai li¢u.

Nhan nit Close dé tré vé viing soan thao noi dung cua trang.

55



Intailiéu

Xem trudc khi in

Trudc khi in tai liéu, ta c6 thé xem trudc trang tai lidu s& duoc bai tri ra sao trén gidy.
Cach thuc hién:

+ nhan chon thuc don Iénh File -> Print hoic nhan phim Ctrl + F2.

HOp thoai Print - Cac tham s6
Chon thuc don File->Print hodc bdm t& hgp phim Ctrl + P 1am xuét hién hop thoai Print

Module3Word.docx [Compatibility Mode] - Word Sign in ? = x
= Copies: |1 -
Print

Intailiéu
Printer i Xem truéc khiin

Truée khi in 13i lidu, ta cé thé xem tredc trang tii lidu s& dwoc bii tri ra sao trén gidy
[, HP LaserJet 4250 PCLE . .
- Cach thye hitn:

Ready . .
=5 ~+ nhén chon fhye don lénh File -> Print hode nhin phim Ctrl + F2
Printer Properties
Hép thoai Print - Cic tham s&
Setti ngs Chon thue don File=Print hoke bam 16 hop phim Ctrl + P lam xuit hign hép thoai Print
F Print All Pages i
D The whole thing Print

Pages: - T
E Print One Sided . =
Only print en one side of th... 5 B
—  Collated s
123 123 123

D Portrait Orientation -

Account
Feedback
Options

Letter
21,59 cm x 27,94 cm

] costomargins o

1 Page Per Sheet =
Page Setup oL = £
AN AR - AENEIL- 3 L EEETT
Trong phin Printer

*Mye Name: nhin mili tén dé o danh sich chon lye méy in trong 56 méy in duge cai dit.
* O chon Prnt fo file: nhin chon & néy % tzo ra tép déc bidt chia isbn dang m.
Trong phéin Page range

Dnnhiachme(hmchmam

chon & niy dé xéc dinh 1 in tht od cde trng vin bn Néu chon tidp &
danhsachd]ml"rm(dnmg(aooih&nhlmmmt{aﬂg 50 1& (0dd pages) hoic chi in cac

<[ a0 b 5% = ! + [
Lo @laf-lle|a|dm]s] 7/ E]o cmm B

Trong phan Printer

* Myc Printer: nhin miii tén dé cd danh sach chon lya may in trong sé may in duoc cai dat.
* O chon Print to file: nhan chon 6 nay dé tao ra tép dic biét chira khudn dang in.

Trong phan Settings

Danh séach mét lya chon gom:

* 6 Print All Pages: chon & nay dé xéac dinh 1a in tat ca cac trang van ban. Néu chon tiép
& danh sach chon Print ching ta c6 thé chi in:
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- Céc trang sb 1¢ (Odd pages) hoac chi in cac trang s6 chin (Even Pages),
- Current Page dé x4c dinh trang in 1 trang hién dang chira con tr6 van ban,

- Selection dé xéc dinh Ia chi in ndi dung van ban duoc chon (hay goi ndm na 12 boi
den). Trong hinh minh hoa, 6 nay khéng hoat dong vi khéng c6 vung van ban nao

duoc chon.
* 6 Pages : chon 8 nay dé xéc dinh in theo sé trang tly chon.
Vi du:

- g8 vao 6 con sb 1-50 dé xéc dinh in tir trang 1 dén trang 50,

- g6 vao & con s6 1,2, 20-25 dé xac dinh in trang 1, trang 2 va trang tir 20 dén 25.
Trong phan Copies
* Muc Copies: cho phép lua chon (hodc nhap vao) sé 1an in caa mdi trang.
Nhan nit OK dé bat dau in, nhin nt Cancel dé hay bo cac lra chon va dong hop thoai.
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Thay doi mot so tuy chon hé thong
Céch thyc hién

+ Vao thuc don 1énh File --> Options

Word Options
General . - -
] . General options for working with Word.
Display “
Proofing User Interface options
Save Show Mini Toolbar on selection G
Language Enable Live Preview U
Advanced Update decument content while dragging

ScreenTip style: | Show feature descriptions in ScreenTips A
Customize Ribbon

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-ins User name: ismail - [2010]

Trust Center Initials: U
| Always use these values regardless of sign in to Office,

Office Theme: | Colorful -
Start up options

Choose the extensions you want Word to open by default: Default Programs...
Tell me if Microsoft Werd isn't the default program for viewing and editing decuments,
[] Open e-mail attachments and other uneditable files in reading view G

Show the Start screen when this application starts
Real-time collaboration options

When working with others, I want to automnatically share my changes: | AskMe -

[] Show names on presence flags

Cancel
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- Thé Advanced cho phép d6i don vi thudc do sang centimet. Diéu d6 tao thuan
tién cho nguoi dung khi dat tuy chon trong hop thoai Page Setup.

Documer

Inset  Design  layout  References  Mailings  Review  View @ Tellme you want to do 9 share

= W e P Find ~
- - - B R e e 4 =iS—NIN
N Aial @ody) -[11 | A 7 Aa- A 2SR (EEE AL T aapbcer| AaBbGel AaBbC asBbed AaBbcd AL -
Cops - B Replace
Paste  Farmst Painter B I U-akx, x° £~ = Ig- Qv H v fMNormal | TMoSpac.. Headingl Heading2 Heading3 Title = Iy Select~
Clipboard o Font & Paragraph = Styles nl  Editing -~
L [ VIR I IR IR WIS R RIIES R -SW I SN SRR RIS E IR VRITEES SIS : SINES ¢ RINRS CRANRY S NS v POV NCS 35
Word Options
General [ Show text wrapped within the document window =
Display [ Show picture placeholders @
Show drawings and text boxes on screen
Procofing
[ Show bookmarks
Save [ Show text boundaries
Language [ Show crop marks
Advanced [ Show field codes instead of their values
Custornize Ribbon Field shading: | Never v
[ Use draft font in Draft and Outline views
Quick Access Toolbar
Namg:  Courier New
Add-ins Size: 10
Trust Center [ Use fonts that are stored on the printer
Font Substitution...
[ Expand all headings when opening a docurent &
Display
Show this number of Recent Documents: 50 e
[ Quickly access this number of Recent Documents: 4
Show this number of unpinned Recent Folders:
Show measurements in units of [Centineters |7
Style area pane width in Draft and Outline views:
[ Show pigels for HTML features CERHmEtEE
Millimet:
Show shortcut keys in ScreenTips Himeters
Points
Show horizontal scroll bar pi
icas
Show vertical scroll bar
Show vertical ruler in Print Layout view -
oK Cancel

EiCie elaETeEaal s

- Thé Save cho phép dat ché d6 tu luu sau bao nhiéu phut.
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General
Display
Proofing
e
Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E Customize how documents are saved.

Save documenits

Save files in this format: Word Document (*.docx) A |

Save AutoRecover information every minutes

Enter a whole number from 1 to 120
rosoft\Word',

[] Don't show the Backstage when opening or saving files

Keep the last autosaved version if

AutoRecover file location:

Show additional places for saving, even if sign-in may be required.
[ save to Computer by default

Default local file location: |C:\UserS\NguyenLV\Documen‘cS\ |

Default persenal templates location: |

Offline editing options for document management server files

Save checked-out files to: (D
() The server drafts location on this computer

® The Office Document Cache

Server drafts location: |C:\Users\NguyenL\a’\Documents\SharePoint Drafts!, |

Preserve fidelity when sharing this document: | Document? -

] Embed fonts in the file &
Embed only the characters used in the document (best for reducing file size)

Do not embed commeon system fonts

OK | | Cancel
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- Tuong ty vao thé Proofing dé xoa cdc muc hién ¢ dé tranh viéc gd van ban
Tieng Viét ludn bi bao Ioi tir ngir va van pham. Thuc hién hay chon 6 Check
spelling as you type va Check grammar with spelling.

Word Options @

General ABC =

v Change how Word corrects and formats your text.
Display

Proofing AutoCorrect options
save Change how Word corrects and formats text as you type: | AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs

Advanced

Ignore words in UPPERCASE
Customize Ribbon i Ig -

Ignore words that contain numbers
Quick Access Toolbar Ignore Internet and file addresses
Add-ins Flag repeated words
Trust Center [] Enforce accented uppercase in French

[ Suggest from main dictionary only

Custom Dictionaries...
French modes: | Traditional and new spellings ~
Spanish modes: | Tuteo verb forms only -
When correcting spelling and grammar in Word
[ Check spelling as you type
pelling as youtyp

Mark grammar errors as you type

Frequently confused words

[ Check grammar with spelling

9 pelling
Writing Style: | Grammar ~ Settings...
Check Document
-

Fucentinns for: W= Document? -

Cancel

Chirc nang Auto Correct
Khi g8 van ban tiéng Viét do chirc nang Auto Correct ma chix i thuong” s€ tu dong bién
thanh chir "I hoa" khi sir dung. Bé tranh 16i can thuc hién nhu sau:

+ Nhin chon thwyc don lénh File -> Options -> Proofing. Nhan nat AutoCorrect
Options...
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Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

| AutoFormat | Actions

AutoCorrect Math AutoCorrect | AutoFormat As You Type

Show AutoCarrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: @) Plain text Formatted text

| Add

| | Delete |

|:| Automatically use suggestions from the spelling checker

[] Hide grammar errors in this document only

1]

| | Cancel
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