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LGOI NOI PAU

Soan thdo vdn ban la céng viéc duge st dung rdt nhiéu
trong cdc co quan, xi nghiép ciing nhi nhu cdu ctia bat ky cd
nhdn ndo hién nay. .

Tir 18u, con ngudi da biét st dung mdy méc vdo viéc soan
thao win ban (mdy gé chir). Gé dén dau, vdn ban duoc in ra
ngay dén dé trén gifly. Cdc cong viéc dich chuyén trén vdn
bdn, cling nhu cdc k§ ndéing soan thdo vdn bdn con rdt thé so,
don gidn. D€ tao ra duoc mét vén ban, doi hdi ngudi soan
thao phdi c6 nhitng ki ndng st dung mdy gé rdt t6t (khéng
nhw mdy tinh bay gid, hdu nhir ai ciing c6 thé hoc va soan thdo
dirgc mét céch rd rang). Soan thdo la nhu vdy, cén vé in dn
ciing ¢6 vo cing khé khidn. D6 la trudc day, khi ma céng nghé
théng tin con chua phdt trién.

Ngay nay, khi ma céng nghé théng tin dang phdt trién
rdm rd, céng nghé thay déi tirng ngay, nhirng bai todn, nhimg
khé khdn cla con nguti dang dén dén dugc mdy tinh hod, thi
viéc soan thdo nhitng vdn ban bdng mdy tinh da tr&-thdnh
nhitng céng viéc rdt binh thuwong cho bat ky ai biét s dung
mdy tinh. Mét trong nhitng phdn mém mdy tinh duoc si dung
réng rdi nhat hién nay la Microsoft Word cla hdng Microsoft
hay con goi phdn mém Winword.

Ra doi ti cudi nhitng ndm 1980, dén nay phdn mém
Winword da dat duwoc téi su hoan hdo trong linh vuc soan
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thdo vidn ban ciing nhu trong linh vuc vin phong ctia bo phdn
mém Microsoft Office néi chung. Cé thé liét ké cdc ddc diém
ndi bat cua phdn mém nay nhu sau:

- Cung cdp ddy du nhdt cdc kj ndng soan thao va dinh
dang win ban da dang, dé s dung;

- Kha ndng d8 hoa da manh dan lén, két hop véi cong
nghé OLE (Objects Linking and Embeding) ban c6 thé cheén
duwgc nhiéu hon nhitng gi ngodi hinh anh vé ém thanh lén tai
lieu word nhu: biéu d8, bdng tinh,.v.v.

- C6 thé két xudt, nhdp dir liéu dwdi nhiéu logi dinh dang
khdc nhau. Pdc biét khd ndng chuyén ddi dit liéu giita Word
véi cdc phdn mém khdc trong bé Microsoft Office da lam cho
viéc xut Iy cdc ung dung vin phong trd nén don gian va hiéu
qud hon.

- Dé dang két chuyén tdi ligu thanh dang HTML dé chia sé
dit lieu trén mang ndi bd, ciing nhw mang Internet.

Dé gitip cdc ban ¢6 dugc mét ¢dng viec nhu i, cudn sdch
Tin hoc van phong Word 2003 & Word 2007 sé cdp nhat,
giup cdc ban c6é th€ hodn thién hon nhimg céng viéc dang
lam. Hy vong, cudn sdch sé phdn ndo bé ich va giup d& ban
trong céng viéc hang ngdy.

Chuic cdc ban thanh céng!
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Chuong 1:

KHAI QUAT VE WORD 2003

1. CACH KHOI PONG

C6 rédt nhiéu cich c6 thé khai déng duge phdn mém Word. Tuy
vio muc dich 1am viéc, s& thich hoac su tién dung ma ta c6 thé chon
mét trong céc cdch sau day dé khdi dong:

Cdch I: Chon lénh Start cta Windows: Start | Programs |
Microsoft Word

Céch 2: Nhay kép chudt 1&n biu tugng cla phdn mém Word

Microsoft Word | néu nhu nhin thay né bt ky & ché nao: trén thanh
tac vu (task bar), trén man hinh nén cia Windows, vv..

Céch 3: Néu mudn m& nhanh mot t¢p van ban vira soan thdo gin
day nhit trén mdy tinh dang 1am viéc, cé thé chon Start | Documents,
chon tén tép van ban (Word) cin mo. Khi d6 Word sé khoi dong va
md ngay tép van ban vira chi dinh.

1. MOI TRUONG LAM VIEC

Sau khi khéi dong xong, man hinh lam viéc cia Word thudmg cé
dang nhu sau:
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Hé thong bang He thong thanh
chon cong cu

Cira so soan thao tai lieu

E [-n- AwOOH4@. - A .F‘B.J_.. i s

[F R i B IR

Thudmg thi moi trudmg lam viéc trén Word gém 4 thanh phdn
chinh:

- Cira sé soan thao tai liéu: L2 noi dé ché ban tai liéu. Ban c6 thé
g6 van bén, dinh dang, chen c4c hinh 4nh l&n day. N6i dung trén cira
3 nay sé dugc in ra mdy in khi sir dung ¥nh in.

- Hé théng bang chon (menu): chia cic 1énh d€ goi t6i céc chic
nang clia Word trong khi 1am viéc. Ban phai diing chudt d8 mé cic
muc chon ndy, doi khi ciing cé thé sir dung t6 hop phim tit dé goi

nhanh t& céc muc chon.

- Hé thong thanh cong cu: bao gém rat nhiéu thanh cong cu, mbi
thanh cong cu bao gbm céc mit lénh dé€ phuc v mot nhém cong viée
nao d6. Vi du: khi soan thio van ban, ban phdi sir dung d&n thanh cong
cu chuin Standard va thanh c6ng cu dinh dang Formating; hoac khi
vé hinh cin dén thanh cong cu Drawing dé 1am viéc.
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- Thudc ké: gém 2 thudc (ruler) bao vién trang van ban. Sir dung
thuéc ndy ban c6 thé di€u chinh dugc 1€ trang van ban, cling nhu
thiét 1ap cdc diém dich (tab) mot cch don gidn va tryc quan.

- Thanh trang thai: gitip ban biét dugc modt vai trang thidi cin
thiét khi lam viéc. Vi du: ban dang lam viéc & trang mdy, dong bao
nhiéu, .v.v.

L. TAO MOT TAI LIEU MOI

Lam viéc véi word 13 1am viée teén cdc tai lidu (Documents). Méi
tai lidu phai duoc cat 1én dia véi mot ép tin c6 phdn mé rong .DOC.
Thudmg thi cic tép tii lieu cia ban s& duge cit vao thu muc C:\My
Documents trén dia cimg. Tuy nhién, ban c6 thé thay d6i lai thong s6
nay khi lam viéc véi Word.

Thong thudmg sau khi khai dong Word, mét man hinh tring xust
hién. D6 ciing 12 tai liéu m&i ma Word tr dong tao ra. Tuy nhién dé
tao mot t2i liéu méi, ban cé thé sit dung mot trong céc céch sau:

- M@ muc chon File | New..;

hodc

- Nhén nit New .D_I trén thanh cong cu Standard;
hodc
- Nh#n 18 hop phim 1t Ctrl + N.

IV.LUU TAI LIEU

DE |iru tai litu dang 1am vitc vao mdy hodc dia, ban c6 thé chon
mot trong cic cich sau:

- M& muc chon File | Save..;

hodc
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- Nhin niit Save !‘ trén thanh cong cu Standard;

hodc

- Nh4n t8 hop phim tit Ctrl + S.

S€ c6 hai kha nang xay ra:

Néu day la tai lieu mdi, hop thoai Save As xudt hién, ban s& chon
dudmg diin d€ luu tai lidu vao noi minh muén:

S T F
He-mQ> M- toke

Thers ere tires ways to
Lsing Crystal Report in W
herih hrorg word. doc

We.doc

i Go itn itp
tin vio diy!
<
2
2 I
Places Save o pe; [word Docment (*.doc) =] Cocd |

Hiy xdc dinh thu muc (Folder)- noi s& chira tép tin méi nay réi gé
tén t&p tin vao muc File name: (vi du Vanbanl rdi nhin nit Save dé
k&t thiic viée luu noi dung tai liéu.

Néu tai liéu cha ban dd dugc luu vao mét tép, khi ra Iénh cat ta1 ca
nhing sy thay d6i trén i liéw s& dugc lvu vao mdy hoac lén dia.

LUUY:

& P& tranh bi m4t dir lidu khi cb su cd bit ngd nhu mat dign,
truc tric mdy méc... trong qua trinh soan thAo van ban ban nén
thuéng xuyén thuc hidn thao tac luu tai liéu bling cach dn vao bidu
tuong Iuu hoac &n t8 hdp phim ctrl + S.
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V. MO TAI LIEU DA TON TAI TREN DiA

Tai liéu sau khi da soan thao trén Word duge lvu trén dia dudi
dang tép tin c6 phin md rong 12 .DOC. D€ mé mét 1ai lieu Word di
c6 trén dia, ban cé thé chon mét trong céc cdch sau dau:

- Md& muc chon File | Open;

hodac
- Nhén 18 hop phim tit Ctri+O.
Hop thoai Open xuft hién:

A 2

JemiQXeR- Yo
Emhwvmmawmc

Hay tim dén thu muc noi chita tép tai lidu cdn md trén dia, chon
tép tai liéu, cudi cing nhdn nit iénh dé tiép tuc. Tep tai
lidu s& dugc md ra trén man hinh Word.

Mt khdc, ban ciing c6 thé thuc hién md rdt nhanh nhimg tép tai
liéu d3 lam viéc gan day nhat bing cich m& muc chon File nhu sau:
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Soog Yo 50 B
; Nhan chuor lén wp
tai Li¢u can mo' !

2C W Doamenisihall . fhe2.doc

TPy Doasmentha).. e aubng o

4 <E\Bukingh... . thon tiong viet.doe
oo,

Tiép theo nhin chudt 1&n tén tp tai lidu cdn mo.

VI. THOAT KHOI MOI TRUONG LAM VIEC

Khi khéng lam viéc véi Word, ban c6 th€ thuc hién theo mot trong
c4c cich sau:

- M& muc chon File | Exit

hodc

- Nhan t8 hop phim tit Alt + F4.

Nhian chuot lén tép tai litu cin mad !
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Chuong 2:

SOAN THAO CO BAN

2.1. MOT SO THAO TAC SOAN THAO CO BAN

2.1.1 Nhép van ban

Nhap vin ban 12 khau d4u tién trong qui trinh soan thao tai lidu.
Théng thuomg lugng van ban (Text) trén mot tai li¢u 1 r4t nhiéu, ban
ti€p can duge cang nhiéu nhitmg tinh nang nhap van ban thi cang tdt,
bdi I né s& lam tang téc do ché ban tai liéu.

a. Swr dung bé go tiéng Viét

Ban d4u, may tinh chua c6 bang ma ti€ng Viét ma chi c6 duy nhat
bang mid chuidn ASCCI. Bang ma nay bao gém 128 ky tu La tinh (cic
phim chit, cic phim s6 va mot s cic ky hiéu dic biét).

DéE c6 thé dua duoc tiéng Viét sit dung trén may tinh, cic nha lap
trinh phai xay dung phin mém go ti€ng Viél va cic bo phong chit
tiéng Vidt di kém.

Hi#n nay ¢6 khd nhiéu céc bo gd ti€ng Viét dang duoc sir dung
nhe: VNI- duge sir dung rong rai & phia Nam, VietWare- duoc sir
dung nhiéu & mién Trung vd ABC, Vietkey thi dugc sit dung rong rai
mién Bic.

Do médi noi sir dung nhilng bd go riéng (bdng md ti€ng Viét ciing
khic nhau) nén viéc trao d6i thong tin gap rét nhiéu khé khan. Méi
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day Chinh phu da khuy&n cdo sir dung bo gé vd bo phong chir
Unicode. Vi he th6ng méi ndy viéc trao d6i théng tin da trd nén don
gian hon r4t nhiéu. Tuy nhién né van gap phai mot s6 khé khan vi tinh
tuong thich v6i cic he thong phdn mém ci trén mdy tinh khong cao.
T4t nhién, Unicode s& 13 giai phdp ti€ng Viét trong tuong lai.

Phin mém ti€ng Viét ching 16i gidi thiéu trong cuén gido trinh
nay 12 ABC hoic Vietkey vdi kiéu gd Telex. Mdy tinh cia ban phai
dugc gai dat phan mém nay dé c6 duoc bd gé va bo phong chir di kem.

Khi nac trén man hinh cia ban xuit hién biu tuong: gl hodic
-"lﬂ'.‘] [2 khi ban c6 thé gd ducc tiéng Viét. Néu bifu tuong xust

hi¢n chit E & (kiéu gb ti€ng Anh), ban phai nhin chuot Ien biéu trong
l4n nifa hoac nhan t6 hgp phim néng Alt + Z d€ chuyén vé ché do go
tiéng Viét. Qui tic go tiéng Viét nhu sau:

G0 | Puge chir Go | Dugc ddu
aa a f huyén
aw i 5 séc

00 0 r hoi
ow o X nga

w u i nang

Vi DU:

MUON GO TU: “ Céng hoa xd hoi chii nghia Viét Nam"

Ban phai bat tiéng Viét va gé lén tai liéu nhu sau:

“Coongj hoaf xax hooij chur nghiax Vieetf Nam"

* Néu g6 z, tir tiéng Viét s€ bi ho ddu.

b. Sit dung ban phim

Bat ti€ng Viét (n€u ban mudn go ti€ng Viét) va sir dung nhimg
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thao tic soan thao thong thudmg d€ soan thao tai liéu nhu la:

- Cdc phim chira, b, ¢, .. Z;

- Céc phim s6 tiz 0 d€n 9;

- C4c phim dau: ',><?[](}...

- Sir dung phim Shift dé go chir in hoa va m6t s& ddu,

- Str dung phim Caps Lock dé thay déi kiéu g chit in hoa va chit
thuong;

- Sit dung phim . Enter dé ngit doan van ban;

- Sir dung phim Tab dé dich diém Tab;

- Slr dung phim Space Bar dé chén du cach;

- Sir dung céc phim mii tn: —1|— dé djch chuyén con tré trén
tan liéu;

- Sir dung phim Page Up va Page Down dé dich chuyén con tro
vé ddu hodc cubi timg trang man hinh;

- Phim Home, End dé dua con trd vé ddu hoac cu6i dong van ban;

- Phim Delete d€ xo4 ky tu van ban dimg ké sau diém trd;

- Phim Backspace dé xo4 ky tu dimg ké trudc dié€m tré

2.1.2 Thao téc trén khoi van ban

Muc nay cung c&p nhitmg k§ nang thao tic trén mot khéi vin ban
bao gém: sao chép, cit ddn, di chuyén khdi van ban. Gidp lam tang téc
do soan thao van ban.

a. Sao chép

Sao chép khéi van badn 14 qua trinh tao mot khéi van ban méi tix
mot khoi van ban da ¢6 sdn. Phuong phip nay duge 4p dung khi ban
cin phai gd lai-mot doan van ban giong hét hodc gdn gidng véi mot
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doan van ban di cé san trén tai liéu vé mat ndi dung ciing nhu dinh
dang (ching ta s tim hi€u kh4i niém dinh dang & phén tiép theo).
Cach lam nhu sau:

Buéc 1: Lua chon khéi van ban cén sao chép. D€ lua
chon kh6i van ban ban lam nhu sau:

- Di chuét va khoanh ving van ban cén chon;

hodc

- Diing cdc phim mii tén «—1|— két hop viéc gilt phim Shift dé
chon viing van ban. Chon dén dau ban sé thdy van ban duoc héi den
dén do. -

Budc 2: An lenh sao chép dit lieu bang mot trong céc cich:

- Mé muc chon Edit | Copy;

hodc

- Nhin nit Copy Q_ﬁ’ trén thanh ¢6ng cu Standard;

hodc

- Nh4n t8 hop phim néng Ctrl + C;

Buéce 3: Dén van ban da chon 18n vi tri ¢dn thiét. Ban 1am nhu sau:

Pt con trd vao vi tri cdn ddn van ban, ra 1énh din bing mot trong
céc cich sau:

- M& muc chon Edit | Paste;

hodc

- Nh4n nut Paste E.l trén thanh cong cu Standard;
hodc

- Nhan t6 hop phim néng Ctrl + V.

Ban s& thdy mot doan van bdn mdi dugc din vao vi tri cén thiét.
Ban c6 th€ thuc hién nhiéu 1énh dén lién tiép, dir liéu dugc dan ra sé 12
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dit liéu cta 14n ra lénh Copy gdn nhat.
b. Di chuyén khéi van ban
Véi phuong phidp sao chép van ban, sau khi sao chép duge doan
van ban ‘mdi thi doan van ban cii vin tn tai ding vi tri cla n6. Néu
mudn khi sao chép doan van ban ra mét noi khic va doan van ban cil
s& dugc xod di (tic 1a di chuyén khéi van ban dén mét vi tri khic),
phuong phap nay sé giip lam diéu d6. Cé thé thuc hién theo hai céch
nhu sau:
Céach 1:
Bude 1: Lua chon kh6i van ban can di chuyén;
Bu6c 2: Ra lénh cit van ban c6 thé bing moét trong cdc cich sau:
- M& muc chon Edit | Cut;
hodc
- Nhin nit Cut !LI trén thanh cong cu Standard;
hodc
- Nhan t6 hop phim néng Ctrl + X.
Vian ban di chon sé& bi cét di, ching sé duge luu trong bod nhG dém
(Clipboard) chia mdy tinh.
Bude 3: Thue hién lénh ddn van ban (Paste) nhu d3 gi6i thigu &
trén vao vi tri dinh trudc.
Cach 1:
Buéc 1: Lua chon khéi van ban cén di chuyén;
Budc 2: Ding chuét kéo ré viing vin ban dang chon va rad 1én vi
tri ¢4n di chuyén dén.
Phuong phdp nay goi la kéo - thd (drag and drop).
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2.1.3 Thiét lap Tab

Tab la cong cu duge sit dung rit nhiéu trong viéc nhip van ban.
Ngoai kha nang dich chuyén diém trd theo timg budc nhdy, muc nay
s& gidi thiéu cach sir dung Tab cho viéc tac mot van béan hién thi dudi
dang céc coL.

Baj toan dit ra: hiiy tao bang dif lidu nh sau:

STT Hovatén Pia chi

1 Nguyén Van Quang 123, Tay Son

2 Hé Hai Ha 68, Nguyén Du

3 Duong Quéc Todn 23/10 Nguyén Trai
4 Nguyén Anh Dic 32/7 Nguyén Trai

Céc budc lam nhu sau:

But6c 1: Dinh nghia khodng céch cho cdc cot clla bing boi hép
thoai Tab nhu sau:

Ménbang chon Format | Tab..., hop thoai Tab xuat hién:

T 1)
ﬁm Deiut,t&ﬂups: 05cm =
‘m_.___. r__
€ Conter Cax
© gt ¢
Leader
G § b C 3o
€2 c
= 3 . T
Tab stops to be deared:
Sex i Cloar I Cloar &1 I
[T 1 cace |
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- Hop Default tab stops: dé€ thiét 1ap budc nhdy ngédm dinh cha Tab.
Hinh trén buée nhdy ngdm dinh 12 0.5 cm (téc 12 méi khi nhdn phim Tab,
con trd s& dich mot doan 0.5 cm trén man hinh scan thao). Ban ¢6 thé
thay déi gi4 tri buéc nhay ngdm dinh Tab trén man hinh soan thao Word
bang cich gé mot gid tri s6 ( don vi 12 cm) vao hop nay;

- Bang trén c6 3 cot, mbi cot s& dugc bat ddu tai mot vi tri cd
khoang cach ¢ dinh dén 18 trdi trang van ban ma ta phai thiét 1ap ngay
sau day. Gia sir cot STT céch 1€ trdi lcm, cot Ho va tén céch 18 trdi 3
cm, cot Dia chi cdch 1€ trdi 8 cm. Khi d6 phai thiét 1ap cac thong s6
nay trén hdp thoai Tab nhu sau:

Hop Tab stop position: go 1 (gd khoang céch tir cot STT dén mép
18 trai trang van ban; & muc Alignment- chon 1€ cho dir li¢u trong c6t
nay (cot STT): Left — canh 1& dii liéu bén trai cOt, Right- canh 1€ bén
phai cot, Center - can 1€ giira cot, hiy chon Center. Chon xong nhin
nit Set. Tuong tu 14n luot khai bdo vi tri Tab cho cac cot con lai: Ho
va tén (3) va cot Dia chi (8). Dén khi hdp thoai Tab ¢6 dang:

N ]
Isbstopposkion: pefmitabstops:  [0.5on A
T
3
C Conter  par
€ Rigt p
Leader =
= Lhone ©a-—
200 -
j 2 . S
Tab stops to be deared: ¢ om, Som
Set J Clgar | O!arell
oK I Cancel l
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Cu6i ciing nhan nit Ok dé hoin tat viéc thiét 1ap tab cho cic
cOt va c6 thé sit dung ching nit Clear- d€ xo4 bd di€m Tab dang
chon; nit Clear All - d€ xo04 bo toin bé cic diém tab dang thiét lap
trén hop thoai).

Buéc 2: Cich sit dung nhimg di€ém Tab vira thiét lap & trén dé tao
bang dit lidu:

CAC VI TRi PIEM TAB VUA THIET LAP

3»--11%!-{‘-,-- ' 5"-6-'-?\“_" g SR AU R R

| STT Ho vi tén Dia chi
Pl Nguyén Van Quang 123, Tay Son
2 Hé Hai Ha 68. Nguyén Du

Khi con tro dang nim & ddu dong van ban, nhdn Tab dé nhap dir
liu c6t STT. Nhap xong nhan Tab, con trd s& chuyén d€n vi tri tab tiép
theo (vi tri cot ho va tén) va nhap ti€p dir li¢u Ho va t&n. Nhip xong
nhédn Tab d€ nhap di¥ liéu cot Dia chi. Lam tuong tu véi cac dong tiép
theo, ban da cé thé tao dugc bang dir lieu nhu yéu cdu & trén.

Pac biét, chi can ding chuét xir Iy trén thude ké ndm ngang
(Vertical Ruler) ban ciing c¢6 thé thiét 12p va diéu chinh cédc diém tab
nhu vira r8i. Cach lam nhu sau:

D€ tao diém tab cho c6t STT (c6 khodng cich 12 lem, 1€ giiva),
hay nhén chudt trdi 1&n vi tri | cm trén thudc ké ndm ngang. Mot diém
é‘ab c6 khoang cich lem, 1€ trai (Left) d3 duge thist 1ap nhu sau:

B P A e

Muén thay déi 1€ cho diém tab nay 12 giifa (Center), 1am nhu sau:
Nhéan kép chuét lén diém tab vira thiét lap, hop thoai Tab xuat
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hién. Tiép theo chon 1€ cho diém tab dang chon trén hop thoai nay &
muc Alignment 13 Center

e il

Chon Ceuter
1

Nhan Set de thiet lap

Tiép theo nh& nit Set dé thiét 1ap. Tuong ty, hdy tao ti€p cic
diém tab cho cot Ho tén va cot Dia chi.

Muén xo4 bd mét diém tab nio dé, chi viéc ding chudt kéo chiing
(diém tab d6) ra kioi thudc ké.

2.2 CAC KYNANG PINH DANG VAN BAN

Nhap van ban bao gém céc thao tic dé gd duge van ban lén tai
liéu. Con dinh dasg viin ban bao gdm cac thao tdc gitp ban Jam dep
van ban theo ¥ mwn.

2.2.1 Pinh dang don gian

Gitip ban ¢6 droc nhimg k¥ nang dinh dang van ban diu tién, don
gidn nhat nhu [3: p1ong chitr, mau sic, cd chit, 1€ v.v.

Hay gé doanvan bén sau:
Maiu van ban dinh dang
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a. Chon phong chir
Dé chon phong chit cho doan van bin trén, hdy lam nhu sau:
Budc 1: Chon (bodi den) doan vin ban;

T v
Budc 2: Ding chugt bim 1én hop Font = I trén
thanh cong cu Standard. Mot danh sich céc kiéu phong chir xudt hién:

WREWOER _Zﬁ
T hdlng lliges
.VnSouthem

I
VNSOUTHERNH i
VNSTAIP |
VriTekrical _
YNTEKNICALH \

1

|

oW

b VnUniveros ~1

Ban c6 thé chon mot ki€u phi hgp. Vi du, sau khi chon kiéu

phong .VNTIMEH, doan van ban di chon sé c¢6 dang:
MAU VAN BAN DINH DANG

Luu y:

- Ban ¢6 thé bdm 16 hop phim néng Ctrl + Shift + F dé goi nhanh
hdng chon phong chit;

- Véi bo gé Vietkey hodc ABC, nhitmg phong chit ¢6 tén hdt ddiu
bdi ddu chdm (.) la phong chir tiéng Viét. Vi du: .vnTime, .vnArial,
.yaTimeH;

- Phong tiéng Viét két thic bdi chit in hoa H, 56 chuyén van bdn
dang chon thanh chit in hoa. Vi du: .vaTimeH- ld mér trong nivimg
phéng chit in hoa.
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b. Chon ¢o chir
D€ chon ¢ chit cho doan vin ban trén, hay lam nhu sau:
Buéc 1: Chon (b6i den) doan van ban;

Budce 2: Ding chudt bdm lén hop Size 12_] trén thanh cong

cy Standard. Mot danh sich cdc ¢& chit xuft hién cho phép chon
lva. Ho4c ciing c6 thé gd truc ti€p cd chir vao muc Size nay.

Vi du: sau khi chon c& chir 18 (lic ddu 1a ¢& 14), doan van ban
trén s€ trd thanh:

MAU VAN BAN DINH DANG

Ban c6 thé bam t6 hgp phim néng Ctrl + Shift + P d€ dinh vi
nhanh dén hop thiét lap cd chir.

¢. Chon kiéu chir

Dé chon kiéu chit (kifu chir béo, ki€u chit nghiéng, ki€u chir ¢6
gach chan) cho doan van ban trén, hdy lam nhu sau:

Buée 1: Chon (boi den) doan vin ban;

Bu6c 2: Dung chudt b&m Ién mit ki€u chir trén thanh cong cu
Standard:

B | Kiéu chit béo (phim néng Ctrl + B)
MAU VAN BAN DINH DANG

2| Kiéu chit nghiéng (phim néng Ctrl + I)
MAU VAN BAN DINH DANG

EJ_. Kiéu chit gach chan (phim néng Ctrl + U)

MAU VAN BAN DINH DANG

Mat khéc cé thé thiét 1ap van ban bdi t8 hap nhiéu kidu chir: vira
béo, vira nghiéng hodc vira cé gach chan nhu la:

MAU VAN BAN DINH DANG
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MAU VAN BAN DINH DANG
MAU VAN BAN BINH DANG

d. Chon mau chix
Pé chon mau sic chir cho doan van bén trén, hdy lam nhu sau:
Budc 1: Chon (b6i den) doan van ban trén;

Budc 2: Ding chuét bim len hop Font Color & 7| en thann
cong cu Standard. M6t bang mau xudt hién cho phép chon lua:

B Automatic

=
.. i . ‘:‘;‘

More Colors...

Ban c6 thé chon loai mau phi hop bang céch nhan chudt lén 6
. Ngoii ra, ban c6 thé chon nhimg miu mau déc ddo hon

mau cin chon

khi nhin nat oS |,

w26«
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. 3 Hew
S W .
Current

Thé Standard cho phép chon mau ¢6 sin ¢6 thé chon;
Hon nita, thé Custom cho phép dinh nghia méu cho riéng minh:

Xem mau dang
chon & day.

o 8w fF |
s 23] gon[B o
um 75 o [ d

pp—

Ban c6 thé chon mau & bang céc diém miu, déng thdi ciing c6 thé
tidu chinh duge ty & cdc mau don trong timg gam miu (Red- ty 18
- au do; Green- ty 1& mau xanh la cay; Blue- ty 1& mau xanh da trdi).

-27-
http://tieulun.hopto.org



e. Chon mau nén van ban
P& chon mau nén cho doan vin ban trén, vi du nhu:

hidy lam nhu sau:
Budc 1: Chon (bdi den) doan van ban trén;

g i # -|
Budc 2: Dung chuét bam lén hop Hight light trén thanh
cong cu Standard. M6t bang mau xuét hién cho phép chon lya:

None

JoOm.
EEEEN
EEECON

C6 thé chon loai mau nén phd hop bang céch nhén chuét 1&n &
mau cén chon. Néu chon None- tuong duong viéc chon mau tring.

f. Hop thoai Font

Ngoai nhimg tinh nang dinh dang cin ban & trén, hop thoai Font
cung c4p nhimg tinh nang dinh dang dac biét hon. D€ md& hop thoai
Font, kich hoat muc chon Format | Font..

Thé Font: Cho phép thiét 1ap cdc dinh dang cin ban vé phéng chir
nhu da trinh bay & trén, vi dus

- Hop Font- cho phép chon phong chir;

- Hop Font style- chon kiéu chir: Regular- ki€u chif binh thudng;
Italic- kiéu chir nghieng: Bold — kiéu chit béo; Bold Italic — kiéu
vira béo, vira nghiéng;

- Hop Size- chon cd chir,
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- Font color- chon mau cho chir;

= g3 2 x|
{Fo 1| Chatacter Spacing | Text Bfects |
Font; Font stzl_&: Size: .
[-onTiment [Requiar [14
9 -

VnUniverse Ttalic 10 o

.VniniverseH Bo{d l 11

VnVogue Bold Italic 2

.VnVogueH _"_‘ _"_I X

Fort \l : Underiine st'ds: tndarlne cohor:

Autematic :] I(none) _v_j ’ Agtemakic :_I

Effects - =

I syfethrough [ Shadow I Sl caps

I” Dauble striketivough ™ Qutine I~ S caps

I™ Sugbrscript I™ Enboss I~ tidden

T sepunt I™ Bgave
Preview

___ MAU VAN BAN DINH DANG ~ ___|
Thit & 3 TrueType font. This font wil be used on both printer and screan,

Qofak... | o ] conen |

- Hop Underline style: dé chon kiéu dudng gach chan (néu kidu
chir dang chon la underline).

- Ngoai ra, muc Effect cho phép thi€t 1ap mot s6 hiéu ing chit don
gian, ban ¢6 thé chon ching vi xem thé hién & muc Preview.

- Néu nhén nit Defanit — kiéu dinh dang nay s& dugc thiét 13p Ia
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ngdm dinh cho cic doan van ban mdi sau nay,
N - ilﬂ

Fae | Chanacter picnn Tt e |

Chion kicu
higu ing !

Thé Text Effect: cho phép thiét 12p mot s6 hiu ing trink dién s6i
dong cho doan van bian. Hay chon ki€u trinh dién & danh sich
Animations: va xem trudc két qua sé thu duge & hop Preview.

2.2.2 Pinh dang doan van ban

(3 muc 1.2.1 chiing ta d3 1am quen v&i céc thao téc dinh dang van
ban cho ving vin bdn d dugc chon (duge boi den). Trong phén niy,
chiing ta tim hiéu cdch dinh dang van ban trén ciing doan van ban.

M&i ddu xudng dong (Enter) s& tao thanh mot doan van ban. Khi
dinh dang doan van ban, khéng cin phai lya chon toan b van ban
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trong doan dé, ma chi cin dat diém o trong doan cin dinh dang.

D€ md tinh nang dinh dang doan van ban, m& muc chon Format |
Paragraph, hop thoai Paragraph xul hién:

Paramiaph

rdents 91 5pacng | Lie and Pageereaks |
General — - o

Asgrineet; m Qucine fovel:  {codytext v
Ity — - -

\oft: ﬁ"" g | Special: By:

Right: jocm ﬁ !Frs'.lne _:! Inex:m &
Before: fe H uppeny

Altgr: I H e A 4

7 Con 5dd space betwerr parag st o o same styie

o i SR

-y
. e

- e
PORSpaee

e o i e s g i b e g
oo Ty i . g i e S iy o b o

5 e |

Muc Aligment: chon kiéu cén 18 cho doan:
- Justified — can déu 1€ 1r4i va 1€ phai;
- Left — can déu |8 tréi
- Right — can déu |4 ben phai
- Center — can giita 2 1€ trai va phai.

Muc Indentation: thiét 1ap khoang cdch tir mép 1€ doan so véi 1€

trang:

- Left — khoang cach 1ir 1€ trdi doan dén I trdi cia trang van ban;
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- Right- khodng cdch tir 18 phai ciia doan d&n 1€ phai cua trang van ban

Ngam dinh, hai khodng cdch nay déu la ().

- Trong muc Speciai néu chon:

« First line: khi d6 c6 thé thiét 1ap d6 thut dong cia dong déu tién
trong doan vao muc By:

BDady la vi du vé mot dogn vdn bdn thiét Idp d6 thut ddu dong (First
line) so vdi cdc dong tiép theo trong doan mot khodng cdch 0.5 cm.

» Hanging: d€ thiét lap do thut dong clia dong thy 2 trd di trong
doan so véi dong dau tien mot khoang céch duge gd vao muc By:.

- Day la vi du vé mér doan van hdn thiét ldp dé thut cia cde dong
thir 2 o di (Hanging) so vor dong ddu tién trong dogn mét khodng
cdch 0.5 em.

« None: dé huy bo ché do thut ddu ddng trén doan.

Dady la vi du vé mot doan van bdn khi khong thiét ldp ché do thu
ddu dong trén doan (None).

- Néu muc Special 1a First line, khi d6 c6 thé thiét lap do thut
dong cua dong ddu tién trong doan vio muc By: .

- Muc Spacing: cho phép thiét 1ap céc khoing cich dong:

- Before — khoang cich dong gitra doéng ddu tién clia doan tdi
dong cudi cung cha doan van ban trén né;

- After- d€ thiét lap khodng cdch dong giif ddng cubi cling cua
doan véi dong d4u tién cia doan sau no;

- Line Spacing - d€ chon d6 din dong. Ngim dinh d6 dan dong 1a
1 (Single);

Man hinh Preview cho phép xem trudc nhimg két qua dinh dang
doan vira thiét lap.

Nhan Ok dé€ chdp nhan nhimg thudc tinh vira thiét 1ap cho doan
vin ban dang chon; tréi lai nh4n Cancel d€ huy bd cong viec vira lam.
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2.3 THIET LAP BULLETS VA NUMBERING

Phin nay s& hudng din cich thiét lap cédc loai danh ddu ddu doan
(Bullets) va céch ddnh s6 chi muc (Numbering) cho céc tiéu dé trén tai
lidu word.

2.3.1 Thiét lap Bullets

D¢ d4nh d4u ddu dong mot doan vin bén, hdy 1am theo céc buée
sau day:

Buéce 1: Pat con tro 1én doan can dénh ddu ddu dong va kich hoat
tinh ning ddnh ddu d4u dong bing cich md muc chon: Format |
Bullets and Numbering.., hop thoai sau day xuit hién:

Bt aniumbormg
@eted | pumbersd | Ouing Mumoseed |

'] s} L4
None 5 2 '
L ] a L4

o »
- >
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Bude 2; Thiét lap théng tin vé ddu diu dong o thé Bulleted nhur sau:

Dung chudt nhan 1én kiéu Bullet mu6n thiét lap (doan van ban nay
dang sir dung ki€u bullet chon & hinh trén);

¢ Nhin nit Picture.., 3€ chon mot ki€u bullet la cic hinh anh
khic, khi d6 hop thoai sau day xu4t hién:

Picture Bullet [_)E]
Search text: | “Go
BN ot O ol e
] ]
2] [
E ]
& - »
| : v
.

Chon mot loai bullet réi nhan OK dé hoan t4t.

¢ C6 thé nhin nit Customize.. 8€ thuc hién mot vaj thao tic dinh
dang cdn thi¢t cho bullet dang chon:
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Customze Bulleted List L 2 xf

T e
‘l-l__.:]_ " " ° |—°_ o Concel
.

W

rText posiion ——————————— —— ——

Indent at: _ll.27crn 5

- C6 thé chon lai ki€u bullet & danh sich Bullet character;

- Nhdn nit Font.. d€ chon loai phong chit cho bullet;

- Nh4n ndt Bullet.. dé c6 thé chon bullet 1a mot ky tu dac biét
{Symbol);

- Muc Bullet position dé thiét lap khoang cich ddu bullet so
véi mép trong 18 beén trai tai lidu;

- Muc Text paosition d¢€ thiét 1ap khodng cach tir van ban (text)
161 mép trong I€ trdi clia tai ;iin.

£3) Nt Iénh Bullet '_“-:J trén thanh céng cu chudn sé gilp

ban thiét lap nhanh ho3c bd thiét 1ap dinh dang danh dau dau
doan van ban.

2.3.2 Thiét lap Numbering

Dé d4nh s6 chi muc cho céc tidu dé tai liu, hay lam theo céc budc
sau day:

Budc 1: Dat con tro 18n doan cin dinh sd chi muc va kich hoat

tinh nang dénh s6 chi muc bang cich md muc chon: Format | Bullets
and Nubering .., hop thoai sau day xuft hién:
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Bt mtbuiewng  SCTE |

a)
b)

]

€ Cortevm oremr bt Cuftpmize... I

=] o |

Buée 2: Thlel lap thong tin vé dénh s chi muc & thé Numbered

nhu sau:

Hay ding chudt nhén 1én kiéu danh s6 chi muc mudn thiét lap;
Nit Customize..., d& dinh dang cho s6 chi muc nay bdi hop thoai

sau:

Customze Nambesed |

ot =] thpedat Food 2, e

rTet poskion

lzen o
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Y nghia cdc muc tin trén hop thoai nay nhar sau:

- Niit Font..., cho phép chon kiéu phéng chil cho s6 chi muc;

- Muc Start at: dé chon chi muc d4u tién cdn dénh s6: néu
chon 1, sé& thuc hién ddnh chi muc la 1, 2, ..; nhung né€u chon 12 5 thi
se danh s8trStrddila s5,6,7..;

- Muc Number position dé thiét 1ap vi tri cia chi muc trén
doan van ban;

- Text position dé thiét 1ap khodng céch vin ban so véi mép I
clia trang tai liéu.

2.4. SOAN THAO CONG THUC TOAN HOC

PE c6 thé soan thio duoc cong thitc todn hoc, mdy tinh ciia ban phii
duoc cai dit bd Microsoft Equation 3.0 cing véi bd Microsoft Office.
Cich soan thdo mot cong thiic todn hoc duge tién hanh nhy sau:

Budce 1: Chon mdt vi tri trén i lidu, noi sé chén cong thic todn
hoc vao;

Budc 2: Kich hoat trinh soan théo cong thifc toan hoc bing cich: mo
muc chon Insert | Object... Hop thoai xuét hién:
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Ding chudt chon muc Microsoft Equation 3.0 (nhu hinh trén),
réi nhén OK. Thanh céng cu Equation ciing hop soan thao céng thic
xuft hién:

_ . Thanh cong cu de soan
’ Hop soan thao cong thio cong thie
§ 4 thur toan hoc

.

li

VTP Y TP

sz | [ l’l: to.J-ns& ..valsnc aootilwﬂ AQ@
M| §ao cf spm|fupp Sgloe QY -8

- Hop soan thao cong thic, 13 noi dé soan thae cong thiic toan hoc.

- Thanh céng cu Equation chifa céc niit [énh cho phép chon cdc miu
cong thitc va cic ky ty, ky hiéu, phin tf trong mot cong thifc toan hoc.

Budc 3: Soan thio cong thic: Pon gian bing cich chén céc méu
cong thitc réi x4y dumg céc thanh phén céng thifc.

2.5. CHIA VAN BAN THANH NHIEU COT

Microsoft Word cung cfp tinh ning Columns gitp ngudi ding dé
dang chia vin ban cta minh thanh nhiéu cot (gidng nhu dinh dang trén
céc trang bédo va tap chi). Mbi doan van ban ¢6 thé duogc chia thanh cic
cdt c¢6 d6 rong khic nhau. Trén méi cot, ¢ thé thuc hién chén cic
théng tin nhu: bang biéu, hinh v&,.. nhu thao tdc trén céc trang tai liéu
binh thudmg. '

2.5.1 Chia c¢6t van ban
Budc 1: Lua chon (boi den) viing van ban cin chia 1am nhidu cot;

Budc 2: Kich hoat muc chon Format | Columns.. Hop thoai
Columns xuAt hién:
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™ e
1

Appiy¥sl  [Whole document ~] T st dew column

Thiét 14p cic théng s& cho hdp thoai Columns véi cdc ¥ nghia nhu sau:

~ Y nghia céc hop chon & muc Presets nhu sau:

One -1 cot;
Two -2cot;
Three - 3 cot,

Left - chia van ban thanh 2 cot, cOt bén trdi cé chiéu rong bing
mét mira ¢4t bén phai;

Right - chia vin ban thanh 2 cot, cot bén phéi cé chiéu rong bing
mot mira cOt bén tréi;

~ Ban cé thé thi€t 14p s6 c6t ¢in tao ra nhiéu hon bing céch gd s6
¢ot viao muc Number of Columns;
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- Muc Width and Spacing: cho phép thi€t 12p céc thong s6 vé
chiéu réng va khodng cdch gila céc cot. Ban cé thé ding chuét
(hoac gd) thay ddi gia tri muc Width, d6 rong cla cot tuong ing sé
dugc thay d6i (hdy nhin hinh & muc Preview dé xem trudc kéi qua).
Hodc thay ddi gi4 tri muc Spacing.

- Khodng cich gilta hai c6t ké nhau ciing dugc thay déi khi
muc Equal columns width duge chon (checked)- thi d¢ rong coa
céc cOt va khoang cdch gilta cdc cOt déu bing nhau. Mu6n thay
déi 46 rong mdi cot hodc khoang céch giita cdc cot khic nhau, hiy
bd chon muc nay. Khi d6, c6 thé diéu chinh d6 rong hoic khoang
cich giita hai ct nao d6é mot cich truc tiép.

- Hiy quan s4t muc Col #: dé bié€t dugc cot s& cin diéu chinh
v khong quén xem hop Preview dé nhin thdy trudc dugc két qui
sé dat dugc.

- Muc Apply to: cho biét pham vi vin ban s chia thanh céc cot.

+ Né&u chon Seleted Text thi chi chia cot cho van ban di ducc
chon (boi den)

+ Néu chon Whole Document, toan b cic trang van ban sé duge
chia cOt theo thiét 1ap nhu trén.

2.5.2 Sira lai dinh dang

D¢ stra lai dinh dang c6t da chia, hdy lam theo 2 budc

Buéc 1: Dat diém trd vio mot vi tri bat k¥ trén viing van ban di
chia cot.

Budc 2: Kich hoat menu Format | Columns.. , Hop thoai Columns
xufft hién cho phép chinh sira cdc théng s6 vé cic cot da chia.
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2.6. TAO CHU CAI LON DAU DPOAN VAN BAN

Tinh nang DropCap ciia word gitip tao céc kiéu chit c4i Ién ddu
tién cho mét doan van ban.

2.6.1 Céch tao

D¢ tao chi cdi lon ddu doan van bén, hiy 1am theo cic budc sau:

Bugc 1: Pat con trd 12n doan cin tao chir cdi 16n ddu doan; khoi

dong tinh ning Drop Cap bing cdch: md muc chon Format | Drop
Cap.. Hop thoai Drop cap xu#t hién:

Diop Cap T ] [xll

Postion

Budc 2: thiét 14p cdc théng s6 cho chir 16n nay:

- Muc Position- dé chon ki€u chit c4n dat. C6 3 kiéu chir 13: None
— khong thiét 1ap; Dropped va In Margin. Hiy xem mdu trén hinh;

- Hop Font:- chon phong chir cho chir céi nay;
- Muc Line to drop:- thiét 14p s6 dong van béan 1am chiéu cao cho chi;

- Muc Distance from text:- g& vao khodng cich tir chir céi 16n
nay dén ky tu ti€p theo nd.
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- Cu6i ciing, nhan OK dé hoan t4t

Dué6i day la 2 vi du minh hoa khi sir dung 2 loai chir cdi lén didu
doan la Dropped va In Margin

oan vdn hdn nay dé mo 1d cdc loai chit cdi lom dau doan
vdn hdn. Khi chon Position la kiéu Dropped, véi chiéu

cao cia chit la 2 dong (Lines to drop=2)

oan vdn hdn nay dé mé td cdc loai chit cdi lon ddu doan
vdn hdn. Khi chon Position la kiéu In margin, véi chiéu
cao cua chit la 2 dong (Lines to drop=2).
2.6.2 Diéu chinh chir cii 16n & ddu doan
Dé thay déi lai chir cdi lén ddu doan da tao duoc, hdy 1am nhu sau:

Bude 1: Pat con trod 1én doan cin sua chif cdi 16n ddu doan; khdi
dong tinh nang Drop Cap;

R d B |
_Posiuon
None DRropped
Options —
Fork: X

[-vrTimert ~}

Lines to drom . |2 E.'
Distance from text: ID cm E i

[ OK I Cancel! l
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BuGe 2: Thuc hién thi€p [ap lai céc thong sO trén hop thoai nay.
Cusi ciing nhan OK dé ch4p nhan su thay déi.

2.7 TAO VA QUAN LY CAC STYLE

Trong qué trinh soan thdo van ban, nhiéu khi cdn dinh dang nhiéu
doan van ban theo ciing mot kiéu dinh dang. Néu phai dinh dang l4n
luot timg doan nhu vay s& mat rat nhiéu thai gian, va lai khd chinh xédc
vi phai thao tic qué nhiéu. Mot trong nhimg cdch don gian nhét trong
Word gitip don gian tinh huéng trén la Style.

Style Ja mot tap hop céc dinh dang vin ban ciia mot doan, ¢6 tén
goi va c6 thé duoc gan bdi mot t6 hop phim néng.

Style dic biét cin thi€t khi phai soan thao mot gido trinh, mot tai liéu
c6 chira nhiéu muc, nhiéu loai doan vin ban khéc nhau.

2.7.1 Tao mét Style

D¢ tao mot Style hay 1am nhu sau:

Budc 1: M& muc chon Format | Style.. Hop thoai Style xuat hién:
T .11

1 Paragraph praview
auk Par ok «

Charachiy previow

. Tunes New Reman ]

Deaurpthar —

2] Fonk: Tunas Now Roman, 12 ot, Ergheh (U.5.), Flush
st loft, Line spacing singls, Widoworphan control
sy | s |
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Budc 2: D€ wtao Style mdi, nhan nit New, hop thoai: New Style
xuft hien cho phép thiét 1ap thong tin cho Style mdi:

2%
diame: , Style type: *

Im [Paragrach =l
fased ons Svle for folowing paragraph:

| 1n0ma MK -

Provies: — e —

Fumph Teriamyd Textfumpl Toxfumyh Inxionpl ZoxBumpd Toxtfampl
v > tocfungh Teriugh 1 26 Toxtangh Luxthough

Rexthungls Textmpls Taxtampd Toxiampls Toxt

Normat + -
™ add to templats ™ Augomaticaly updats
ox canct | rgmatc | sorargey.. |

- Go tén cho Style méi vao muc Name: vi du Mucl;, -

- Nh4n niit Format dé chon cic chic ning dinh dang cho Style
nay:

Iabs...

Border..,
Language...
| Frame ..
- Numbering...
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Bao gém cic théng tin:

- Font... d€ dinh dang phéng chi cho Style;

- Paragraph... dinh dang doan;

- Tabs.. dé dat diém Tab cho Style (néu cdn);

- Border.. dé chon kiéu dudmg vién cho Style (n€u cén);

- Frame.. d€ chon kiéu khung cho Style (néu cfn);

- Numbering.. d€ chon kiéu gach ddu dong (néu cén),

- Nhan nit Shortcut key.. dé gan phim néng cho Style nay, hop
thoai Customize Keyboard xuat hién cho phép thiét 1ap phim néng:

Lustomize Keghnard g ﬂ—xJ

G Y- -
e |

Asgign

_:'J Ranove i
Press pew shortcut key: Curont keys: pase ai.. |
] 2
P |
D ipt e DS
Normal + Sayw changes In;
o e Iﬂm‘hddot 'l

- Khi con tr6 dang & muc Press new shortcut key: hiy bim 16
hop phim néng can gén trén ban phim. Vi du: Ctrl + I

- Tiép theo nhan nit Assign d€ dong y phim néng nay;

- C6 thé gén nhiéu té hgp phim néng cho mét Style, chiing dugc
chita & danh sich Current keys:

- Nit Remove, nit Reset All.. giip quan ly cdc phim néng vira
tao;
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- Sau khi gén xong t6 hop phim néng, hép thioai Customize
keyboard sé ¢6 dang:

Customize Keyboard | s R JJ—"—I

Cgromands: - G_!

Assagn I
o [(ewew ]
Cygrent keys: Reset 4., l

- Nh4n nut Close dé ti€p tuc.

- Néu chon &Aﬂu_mdy_tpdltc_] , khi d6 dinh dang cua Style s&
dugce tr ddng thay déi. Tic I3, trong qua trinh soan thdo van bin, gia
sit mot doan vin ban nao dé ban chon dinh dang kifu Style nay
(Muc1) bi thay d8i dinh dang thi ki€u dinh dang clia Style Muc| ciing
tu dong bi thay d6i theo;

- Néu chon W @gdbtamelde | g0 45 & duoc lwu lai tep
Normal.dot ctia word. Khi d6 Style nay ¢6 thé dugc sir dung trén moi
tép van ban. Néu khong chon muc nay, thi Style Mucl chi ¢6 tdc dung
trén tép van han dang mdg.

- Sau khi thiét 1ap ddy da thong tin cho Style méi, nhan niit OK dé
hoan t4t.

- Gi sir dinh dang cla Style Mucl la:

-46 - )
http://tieulun.hopto.org



Tén style: Mucl

Phong chir: .VNBLACKH
Co chix: 14
Phim néng: Ctrl + 1

Buée 3: Sir dung Style vira tao dirge: Gid sir c6 doan van ban sau:
Style la mot tap hop cdc dinh dang van ban cia mot doan cho
trudc, cé tén goi va c6 thé duoc gin béi mot t6 hop phim néng.

Néu muén doan van ban nay cé dinh dang nhu Style Mucl di tao
duoc & trén, hiy 1am nhu sau:

Budc 1: Dat diém tré 1&n doan van ban cin dinh dang;

Buéc 2: Nhén t6 hop phim néng Ctrl + 1 dé goi Style Mucl.
Doan van ban di chon s& ¢6 dinh dang nhu style Mucl:

STYLE LA MOT TAP HOP CAC DINH DANG VAN BAN
CUA MOT POAN, CO TEN GOI VA CO THE PUJC GAN BOI
MOT TO HOP PHIM NONG.

2.7.2 Gén Style cho mdu da duge dinh dang

Khi d3 ¢6 mt doan d3 duoc dinh dang trén tii liéu, mudn gin né
bdi moét style, hdy lam nhu sau:

Budc 1: Dat diém trd 18n doan cén gén style;

Buéc 2: Md hop thoai Style bing cdch md muc chon Format |
Style..

Budce 3: Nhan nit New dé€ tao mot style méi:
- Muc Name, g vao tén Style muén tao;
- Nh4n Ién nidt Shortcut Key.. dé gan phim tat cho Style nay;

- C6 thé tu sira dinh dang Style ndy khi nh4n nit 1&nh Format va
chon cdc tinh nang dinh dang cén thiét;
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- Cuéi ciing nhéin OK dé hoan tat viéc gén style mdi nay cho doan
van ban dang chon trén tai lidu.

Style 1&a mot tap hop céc dinh dang van ban cla mot doan cho
trisde, c6 tén goi va c6 thé duge gan bdi mot t6 hop phim néng.

2.7.3 Diéu chinh Style

D€  sira lai dinh dang cho Style, hay 1am nhu sau;

Buéce 1: M& hop thoai Style va chon tn Style cén tu sita & danh
sach Styles: (vi du muén tu stra Jai dinh dang style Mucl)

Sylec: Parzapaph preview s

SAALE TETTURA/ 1F TEIFLS 10 TG D HE TEINAI
AR FEKTMERPLE TELTSANSCR I ERTIAY 1R

TEXTWIRILE MECTRVAPLE TEXTRANALE FIRTRANF 1L
TERTRARYAC TIXTRANPLE PTETRANOLE FOEVRAND i€
TRUTWANNE FEITUiNpLE FEXTOANSCE F TR ND 1R
FER I AL | B8 ERT AL | RAY

Character praviem

| YNREVAEH —

Description
2] nMomsd 1 Forly ¥nhovuod

Bt
|5‘:vies i use EI

Qrponiees... | ew. | wiv.. | e |

o

Budce 2: Nhan mit Modify.. hop thoai Modify Style xuat hién cho
phép thay d8i lai dinh dang ciia style nay:
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Maidif Styte s T ﬂl‘

Nane: Styie Lepe:

Im [Pat::gr aph -]
Based on: Style for following paragraph:

| 1 normal X sma R
Preview

SAMPLE TEXTMAMPLE TEXTSSMPLE TEXISAMPLE TEXIEMPLE
TEXTWANPLE TEXTSAMPLE TEXTSAMPLE TEXTSAMPLE TEXTSAMPLE
TEOWAMPLE TEXTSAMPLE TEXTSANFLE TEOSAMPLE TEXTAMPLE

Description = .
Normal + Font: .vnRevueH 3

L]

™ add to template I Automatically update

l 0K I Cancel l Format * J Shortcut Key...

- C6 thé thay déi lai cdc dinh dang khi nh4n |én nit Fermat, chon

kiéu dinh dang va thuc hién thay d6i ching;
- C6 thé thiét l4p lai phim néng khi nhan nit Shortcut key..;

- Vi ¢6é thé lam dugc 14t cd nhimg viéc d6i véi Style ndy nhu da

lam khi tao Style méi.
- Cu6i cing, nhdn OK dé déng ¥ moi su thay déi.

A Trén tép tin Normal.dot chia word lubn chira sin style ¢6 tén

Normal. Day la dinh dang ng4m dinh cho vin ban khi soan thio trén
word. Ban nén sira dinh dang style nay phii hop véi dinh dang vin ban

thubng xuyén lam viéc. Vi du:
~ Font chir (Font name); .vnTime
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- C& chir (Font size): 13

- L& (Alignment); Justify

- D6 gidn dong (Line spacing): Single

- Khoang cich ddng trude cha doan (Spacing bcforc) 6
- Khoang cich dong sau cia doan (Spacing after): 4
2.7.4 Quan ly céc Styles

D¢ quan 1y céc Style trén Word ciing nhu céc styles dang sif dung
trén i2p tai liéu dang ma, hay 1am nhu sau:

Buéc 1: Md hop thoat Style va nh4n nit Organizer..:

w2 x1
] Parqq:hprmw
» @ Defauk Paragraph Fork &)
Muci
Character proview
— Times New Roman ol
: m:mium 12pt, aﬂﬁ(u.g),
b Nhan Ién day Spach s, Wikt
dé tiép tuc
Styles in
e G S
' oty | |

Hop thoai Oganizer xu4t hién cho phép quan ly céc style ¢c6 trén
word ciing nhu trén tp tai liéu dang mo:
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Svbs | mutorent | rocars | paacrs promct rems |

1n Devument s T Nor mal det:
LR | E v =
]
Rename...
o :
Syks ayalabiein; Styks avalatlein:
Joocumnt) @oaman) K 3l.dee {gabd remplata) ]

Chas Bl Clg Filn I

gm L P S N PO e
Trefant of theundedynoparagraptisl  Danh sich cic srvle
c6 the quan ly

- Danh sich In Decumentl: liét k& céc style dang s dung trén
tép Documentl.doc (t&p dang mo);

- Danh sich To Normal.det: liét ké danh sich céc style c6 trén
tép Normal.dot clia word (c4c style trén tép normal.dot c6 thé chia sé
cho t4t ca céc tép word khic sir dung durge);

- Mat khéc ta cling c6 thé thay ddi céc styles trén danh s4ch nay
béng cich chon tép tai liéu & hop Styles available in:

- Quén Iy style 1 thém vao, xo4 di hoac déi tén céc style cho tai
litu dang ma hoac cho tép normal.dot clia word.

- Sir dung nit Copy dé sao chép mot style gilta hai danh sdch teén;
- Sir dung nuit Delete d€ xo4 style dang chon;

- Sir dung nit Rename A€ dgi ten style dang chon;

- Cudi cung nhén Close dé két thiic.
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2.8 TIM KIEM VA THAY THE VAN BAN

Tinh niang Find & Replace trong Word giiip tim ki€ém van ban,
déng thoi giip thay th€ mot cum tir bdi mot cum tir mdéi. Diéu nay
gitip ich rat nhidu khi ban phai 1am viéc trén mot s6 lugng trang van
ban rat Ién (mot gido trinh, mot bo cao dai ching han).

2.8.1 Tim kiém van ban

Pé tim kiém mot cum tir trong tai liéu clia minh, 1am nhu sau:

Buéc 1: Chon ving van ban mudn tim ki€m;

Néu khong hra chon mot ving van ban, Word s& thuc hién tim
kiém trén toan bé tai liéu.

Budc 2: Khai dong tinh nang tim kiém van ban bang cich: kich
hoat muc chon Edit | Find.. hoic nhin t6 hop phim tit Ctrl + F, hop
thoai Find and Replace xu4t hién:

Danh sich céc style ¢6 thé quan 1y

Gé cym it can " zx
) I.‘-I P | dm vao day ’

gt et Fawm =]

ik

T e vairws:

I tews b o

I Pt o gy Forme (Erybon) B

Find

e | mpde | e

Budc 3: Thi€t lap cic thong tin vé tim kiém wrén thé Find. Y
nghta cdc muc tin nhu sau:
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- (55 tir cAn tim ki€m vao muc Find what: vi du: Viet nam,;

- Thiét lap cic tuy chon tim kiém ¢ muc Search Options nhu sau:

- Match case- tim ki€m ma khong phan biét chit hoa, chir thudng;

- Find whole words only- chi tim trén nhimg tir déc 14p

Buéc 4: Nhan niit Find next, may s€ chi dén vi tri van ban chia

cum tir cdn tim.

2.8.2 Tim va thay thé van ban

Tinh nang nay giip tim ra nhimg cum tir trén van ban, déng thoi
c6 thé thay thé cum tir tim duoc bdi mot cum tir méi. D€ thuc hién tinh

nang nay, lam nhu sau:

Buéc 1: Chon ving vin ban muén tim ki€m; khoi dong tinh ning

tirn ki€m vén ban;

Buéc 2: Thiét 1ap théng tin vé& cum tir can tim va cum tir sé thay
thé & thé Replace ciia hop thoai:

bt u-iam

2z

Aod whits vecem

Gé cum tir s& thav the 2

Raotae wite

ene | pepe t Aopheodd | [ praneat |

K |

Caneel I

e th Cptore.

oy, Iaa -

(" rexbcaen

T R S

™ pewdad

™ tanes b Frdd

™ vrd dlmord fores (Erghet)
Reoiece

~ Funa - | m]u v

- G& cum tir c4n tim kXi€m vao muc Find what:
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- G5 cum tir s& thay th€ & muc Replace with:

Hop thoai trén thiét 14p théng un tim ki€ém cum tit Viet nam, néu
tim théy c6 thé thay thé cum tir d6 boi Viét Nam.

Buéc 3: Nhin nit Find next dé tim dén vi tri van ban chia cum tir
cin tim. Khi tim th4y, c6 thé bam nit Replace dé thay th& cum tir tim
dugc bai cum tir d3 chi dinh & muc Replace with: hodac nhén nit
Replace All, Word sg tiy dong thay th& toan bo céc cum tix s& tim dugc
nh chi dinh.

2.9 TINH NANG AUTOCORRECT

Pay 1a tinh niang wur déng sita 16i chinh ta rdt manh trén Word. Né
~ gilp téc¢ do soan thdo vdn hdn cua ban nhanh hom nhd nhig tir viét
tat va trdnh dugc cdc 16i chinh 1d khong cdn thiét boi kha nang tu dong
stra 16i chinh ta cha né.

2.9.1 Thém mot tir viét tat
PE them mot tir viét tat, thuc hién theo cdc budc sau:

Budc 1: Khai dong tinh nang AutoCorrect bang cdch mé muc
chon Iénh: Tools | AutoCorrect.., Hop thoai AutoCorrect xuit hién:

Astgien Auisformel Srart Togn
dsComent _ Aot meat As Tou Tvoe

[ Somw esteCarrect Optore buttons

0] Coract Tvin emm Cagrate
[ camntuliee fre: wmms of gorivxes
[] costabre frxt ity of tabie gobs
] Canrakra pirmes of davs
) Correct acodunial umage of 1495 LOCK ke
[ avimce gret m vou tvoe
Bawtece e
N Joae vt

" Ll -~
Wby by
Vi S
vy very -
-
| o | Caee |
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- G& cum tir viét tit vao muc Replace:
- GO cum tir s¢ thay thé vao muc With:
Vi du; mudn viét tit tir vdn bdn bdi vb thi:
Replace go vh
With go vdn ban
Bu6e 2: Nhin niit Add dé€ ghi thém tir nay vao danh sich viét tit
ciia Word.

2.9.2 Xoa di mot tir viét tit

Dé xo04 di mot tir viét tét, thuc hién theo cdc bude sau:

Bude 1: Khai déng tinh nang AutoCorrect;

Buée 2: Tim dén tir vi€t tit cdn xod bang cich gd tir viét tat vao
muc Replace. Vi du mudn xod tir vk (i vdn bdn vira thiét lap & trén,
hay gb vb vao muc Replace;

Bu6e 3: Nhan nit Delete dé xo4 cum tir viét tat nay.

& Khi ching ta soan thao trén Word, thudmg hay gap phai 16i sau:

Néu gd chir thi, mdy sé tu dong sira thanh thl

G6 chir thién, may tu dong sita thanh thlén

Tic 1a chit i (i thuomg) s& tu dong chuyén thanh I (I hoa). Lbi nay
do AutoCorect dat sira 16 chinh ta ithanh I (vi trong ti€ng Anh I cé
nghia 1a £67, va ching ludn dugc viél in hoa trong cau). Dé sira 161 nay,
hay thuc hién xod di kiéu viét tit chir / boi tinh nang Delete cha
AutoCorrect.

2.9.3 Cac tuy chon vé sira 16i chinh ta

AutoCorrect cho phép thiét 1ap mét s6 tinh chdt ty dong sira céc
16i chinh ta trong qud trinh soan thio. D& thiét 1ap cédc tinh chat
déng stra 181 chinh ta, hay lam nhu sau:
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Budc 1: Khdi dong tinh nang AutvCorrect;

Budc 2: Thiét 1ap cdc théng s6 vé tu dong sira 16i chinh ta bang
cach chon (checked) cdc muc sau:

I7_Cgrect TWo Ingial CApkals e tu déng sira nhimg tir néu cé 2
ky tu hoa ddu dong s& chi dé lai k¥ tu hoa ddu tién. Vi du TWo s& w
déng sita thanh Two,

IV Capkalize first lotter of gentences |
mot ciu thanh ky tu in hoa;
[V Capitalize names of days

- tr dong sira ky tu ddu tién cha

l - viét in hoa cho k¥ tu diu tién cua
ngay. Vi du: sé ludn sira 1a Monday;

I¥ Correct accidental usage of cAPS LOCK ml - tu déng sira 16 kiéu nhu

cAPS LOCK khi bat nhdm phim Caps lock. Khi d6 mdy s& stra thanh
Caps lock.

2.10 CHEN KY TU PAC BIET

Trong qﬁa‘ trinh soan thao van ban, nhidu lhic ching ta cin chén
mot s6 ky tu dac biét vao tai ligu (khong c6 trén ban phim) vi du nhu:
v,3, 1, 2, .. Tinh ning Insert Symbol cia Word giip don gian
lam viéc nay.

2.10.1 Chen ky tu dac biet

Chon vi tri cdn dat ky tr dic biét, ti€p theo md muc chon Insert/
Symbol... Hop thoai Symbol xuit hién:

-56 -
http://tieulun.hopto.org



Symhal > _,. ’”_ _1_'_5'

Symbols | Sgecel Characters |
Fort:  [symbol )
vle[afselels [ ] [eT. [-[ [s[o]12]3]4[s[s]7]a]o] [.
<|=[>]?|a|alB|x|alE[¢irin AlMiN|o|n|elr|ziT]Y]|<[O
s|w|zf] |]]|L “c,;sgtt\ﬁ alfelefr]ulvlolsle]e]o
|v(wje| v {11 l-1oja g(ojgjojajojojojojoja|o
ojojojojojajajojojojojciojojajoja|r] <]/ ]=l/|a]e|v]|al
| Tl ]|t f 2| x]e|afa]-[n]a]=] ||} ]R3 ][R]|p|e|®]|2|n
vislglelclglelelz]vlele™n]¥] |-]|alvislel]=|U] e (ele
izl Irfeerfs g g e et cbt Y i i s fo
mnoCoret.. | Sertesgey.. | shotauker

O thé Symbol, c6 thé fim ky tu dac biét c4n chen Ién van ban.

Trong trudmg hop khong tim théy, ¢6 thé tim ky tr & danh muc khac

ang cdch chon mot danh muc tap hop cic ky tv & muc Font:
T

Man hinh trén hién thi tap hop cic ky tu dac biét cia danh sich

a [Ppiole Cutngaghic ;” danh

Symbol. Gia sit khi chon hop Font |
sach cdc ky tu dic biét s& nhu sau:

Symbiol e 2x
Smboks | spactal Characters |
Bont:  [Mapirfo Cartographic =}
loenaooooonTolooenoo A'v|alvia|d]|wfe
eloje|elo|ofo].l vi+]e xfifnim|m|s]r o]ofeie|e| ]
| alh]s ]|~ al®iwfe I-n;c—nc--;gnnnu
cf{bo;cjojojeojojc aicjo olole{c{o]aloiojo, ofojc|c|c
ODDCIDCIIJ:IDBIIDIJOOBOQUH!J_DUUUHUB
ODODEOOtDBDDﬂnDOUDUHU!OUDDIBII_
nlo nin!nlalc{al{nlalala]a|alalsln/nlaja ala]n]alaloln
ojo|ofofolojojcf{ofp/a|ojo|njojofo o/ ojojo ofojpfojojojo
&me.' Shom:\x[w...l Shortos key .
[ fnsert I Cancel I
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Khi thdy ky tut cdn tim, cé thé chén ching i{én tai liéu bdi mot
trong hai cich sau:

Cach 1: Nhan kép chu6t 1&n ky tu cin chén;

hodc

Cich 2: Chon k¥ tu cdn chén bing cich nhin chudt trdi 1&n nd, réi
nhén nit Insert dé chén ky tu 1én tai ligu.

Véi tinh nang nay, ban c6 thé chén mot lic nhiéu céc ky ty dac
biét 1én tai lieu.

Pic biét: c6 hai chite nang rédt thuan tién néu ta phai ding nhiéu
ky tu dic biét ndo dé trong soan thio, d6 1a gin t8 hop phim néng va
thiét 1ap cum 6 viét tat cho ky tu dic biét.

2.10.2 G4n td hop phim nong cho ky ti dic biét

M&éi ky ty dac biét, ban c6 thé gin mét t6 hop phim ndng dé sau
nay khi soan thdo chi cin b&m 14 hop phim dé, ky ty dac biet wong
ting s€ dugc chen 1én tai li¢u. Hay lam nhu sau:

Budce 1: Mé hop thoai Symbol;

Budc 2: Tim dén ky tu dic biét cdn gén phim tit, nhin chudt trdi
1n ky tu d6 dé chon:

B [Sa X .

vivie]afelals| () lel«].[-[ . lel1]z]{s]als]6]7]s]9]:].
<|=]>[?|alalB]x[a]E]e|r]n AlMinjolnielris]T|T! (0l
giviZi(]-]11L albixié nitfefeiripfvioin|bip|s
AABARNRANNARE nio|oicio:olojololnjola
ciojojo|ojojoje|olo|ofojojofo)ajolr] lst ol flale]e] sk
b | Tiotdiof2|~ ]2 x]x|8]e|+in|ml=] | |}aiR S{R|p|e|0 S~
vlslzlelclc|e]elel vlele a4 [Sla]v]af=it|S{U]o]: {8 ]6
NERABEHANGANDORIDDNNIERIDNnoens
_DykeCoarect | swtotgmy.. | shatackey:

[ et | cocd |

'

L4

-]
[
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Buéc 3: Nhan nit Shortcut Key.. , hop thoai Customize
Keyboard xuat hién:

Cugrent keys:

Khi con tré dang & muc Press new shortcut key: hdy nhin 6 hop
phim néng cdn gan. O vi du trén, gia sir mudn gan 18 hop phim Akt + O
cho k¥ tu @, hay bam t6 hop phim A + O, tiép theo bam niit Assign
dé dang ky phim tat ndy. Khi hop thoai sau day xuét hién, tic 1a ban
di gan phim tit Alt + O cho ky tu ¢

(Covom = Krbwamd R
* eguny Cammonds: Close |

=™

Sysbct 1542

I Wi d duk -
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Cach si dung:

Sau khi da thiét l4p t6 hgp phim tat cho ky tu ¢, d€ chén kY tu nay
1&n 1ai liéu ban khong cin quay lai tinh nang Insert Symbol nira, ma
chi c4n nhén t6 hop phim Al + 0. Ky v @ s& dugc chén vio vi tri ma
con trd dang chon.

2.10.3 Gan tir viét tit cho ky tu dac biét

Ngoai viéc gin t8 hop phim néng cho mét ky tr dac biét, ta con ¢6
thé gdn td hop ky tr thay cho ky wr dac biét théng qua tinh nang
AutoCorrect.

Vi du, dé chen ky tr dic biét ¢ ban c6 thé gén né béi t6 hop k¥ tu
fi, cach lam nhu sau:

Budéce 1: Khoi dong tinh niang Insert Symbol;

Bué6c 2: Tim dén ky wr dic biét cin gan phim tit, nhin chuot trdi
1én ky ty d6 dé chon:

vlwlalwlels[hl=l+].[-[ [/]o]1[2]3]a]s]6][7]8]9]:];
<|=|>|?l=|A|B|X|A|E{®|T|H AM|NIC|INT|®|PIZ|T|Y¥Ic|Q
BIW[Z[{{-{]|L Jefp|xis nlslpiefr|n|viols|8lpio
tlu|lwlolely(C{{]}])]~|O]0 glojojo|ojo|pjoig|o(o|o
glojojojp|o|oiajp|a|oioo o 3{D|0|Y{ ||/ |x|f|sjt]e|aj
ATl o2 |2l x|x]afellula]=| | |- J|x]|5|%|e|el®e]|n
v:aecgeeé?b@“‘nﬂ'-ﬂAvc:cﬂauc(Qé
AN U e DD 0] ¢ e
atocomes... | shotomkey.. | shortatiey: :
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Bu6c 3: Nhan chuot lén nuit
AutoCorrect xuit hién:

AutoCorrect, hop thoai

TN . 1.5

Adelorert |

¥ conecr ™o puoal Capitels Erreciom. .
F captabe Arsticteer of spnpenoes

e . .

GO i an gan

=4 vao day * eAPS LOCK koy
-+ e

ﬁfxe, = Wih:  © Blantext & Fommated et

- B

fertty fnah al
len LHiE

Frayl Mk

Terck Frense -~

(3 Irst

b Iudow

nharen feiravrg |

L
[ add I vr |
[ tys sid e o o_smire o the soebbes Tog b
| cocet |

Hay g6 vao 18 hop ky tu thudng cin gan cho ky tu dic biét nay
vao muc Replace. O vi du ndy, muén gin t8 hop ky tu fi cho ky tu dac

biét @, hay gd fi vao muc Replace;

Budc 4: nhan nit Add dé déng y cho viéc gan vira réi. Cubi cing

nhan Ok dé déng hop thoai.
Cich st dung:

Gia sir ban da thiét lap fi cho k¥ tu @ nhu trén, néu phai gé biéu

thiic:
¢ = 2n+1 chi can gd fi = 2n+1
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CAU HOI VA BAI TAP

Cac cau héi kiém tra ly thuyét:

1. Hay néu nhimg khd nang ma phdn mém Microsoft Word co thé
lam duge cho cong viéc van phong ma ban dugc biét?

2. Phan biét su khac nhau gifta hai khai niém: nhap van ban va
soan thao van ban?

3. Phan biét sy khdc nhau gira hai khéi ni¢m vin ban va tai li¢u?

4. Thong thudng tép van ban Word ¢6 phin md rong la gi?

5. Thé nao 12 mdt khdi van ban? Néu cdc thao tic c4n thiét dé 'cé
thé di chuyén mét khéi dén vi tri khéc, d€ sao chép mot khdi wong tu
dén vi tri khac?

6. C6 thé sir dung phim tit dé mé& hop thoai chon phéng chir dugc
khong? Néu duoc, dé 1a t8 hop nhimg phim gi?

7. Néu céc t6 hop phim tét cdn thiét dé: thi€t 1ap chir béo, thiét lap
chir nghiéng, chif cé gach chan?

8. Thé nao 12 mét doan van ban? Mot doan van ban cé thé nam trén
nhiéu trang van ban dugce khéng? Néu duoce thi trong truémg hop nao?

Bai tap thuec hanh

Go cdc doan van bén sau:

Bai tap 1:

Heé th6ng mang m4y tinh day hoc AVNET duoc cong ty SCC trién
khai tix giita ndm 1996 trong cdc trudng dai hec va trung hoc ciing nhu
cdc trung tdm tin hoc - ngoai ngi 43 mang lai nhiéu hiéu qua thié&t thuc
cho viéc day va hoc. AVNET da duoc dong ddo ngudi sir dung hoan
nghénh vi tinh than thién va hi¢n dai. AVNET ximg ddng 12 mot hé
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diéu hanh l6p hoc Vi trén nén cha AVNET thdy gido c6 thé quan ly
toan dién 16p hoc déng thdi day va ki€m tra nhiéu mén hoc khéc nhau.

Bai tap 2:

Trong s6 cac chuong trinh phét trién kinh t&, xa hoi Thi d6 dén
nam 2010 ¢é du 4n tu bé va tén tao khu di tich Van Miéu - Quéc T
Gidm, noi dugc coi Ja biéu tuong chia vin hoa Viet Nam, Viéc tring tu,
ton tao Van Miéu - Quoc Tir Gidm 132 mét trong nhimg viéc duoc quan
tam ciia Ha Noi chudn bi ti€n téi ky niém 1000 Thing Long.

Nam 1991, sau khi duge Bé Van hod - Thong tin phé duyét, Du
4n bao tén, tu bd, tén tao va khai théc du lich Van Mi&u - Quéc T
Giam di tién hanh. Nha bao quan 82 bia tién si dugc xay dung bang
s6 tién 70.000USD, tai B4i Dudng trang nghiém, ¢é kinh, thudng
xuyén ¢6 cic hoat dong truyén théng; ky niém ngay sinh cia céic
danh nhan, 1& dang huong, rudce kiéu vao dip Tét Nguyén din, Vin
Miéu - Quéc Tir Giam da dén 920 nghin lugt khac du lich trong d6
¢6 550 nghin lugt khach quoc € ..

Vi dién tich hon 54.000m’ & trung tam thanh phé vi the céc hoat
dong van hoa, nghé thuit dan toc lén thudmg duoc 18 chic tai day. C6
duoc khong gian va trang thiét bi thich hop, ddy di, khu di tich Van
Miéu - Quéc Tir Gidm s€ 12 noi luu danh danh nhan van hoé can, hién
dai véi ndi dung va hinh thic thich hop, trung bay c6 tinh chit bao
tang vé& lich sit hoc hanh, thi cit clia Viét nam, t chic cdc cude hoi
thao khoa hoc, ky niém danh nhan van hod, trao tang hoc ham, hoc vi
va nhimg danh hiu cao quy ciia Nha nudc cho cic nha khoa hoc dé
ti€p noi truyén théng hi€u hoc, trong dung nhan ta cia dan téc

Bai tap 3: Thuc hién soan thao va dinh dang theo miu sau:
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DIRG DARG
FONT CHA.
- Pdnh d&u khéi van ban

- Chon Format > Font > xdc dinh chi #idt cde thuée tinh (font
chi,c3, mau...)

Hodae cé the cheon titng thudc tinh trén thanh céng cu

THD CHA CAY OAU DONG:
- Pdnh ddu chit cdi cdn trang tri

- Chon Format > Drop Cap.. > xéc dinh kidu trang tri, s&
dong, font chit...

Bai tap 4:Thuc hién tao cic Bullet va Nubering sau day lén tai
lidu:

1. PE ¢6 thé hoc tap t6t Tin hoc ban phai:

- Gidi ti€ng Anh, dac biét 1a kha nang doc hidu tai liéu ti€ng
Anh;

- Ham hoc hoc hdi, dac biét 1a s& thich tim 1i va khdm ph4 bi 4n;

- C6 k& hoach va ky luat hoe tap t8t; ’

- Chiu khoé giao luu véi cic ban ciing lop, cling s& thich tin hoc,
dac biét giao luu véi cdc dién dan tin hoc trén mang Internet;

- Cuéi ciing, ban hdy ludn cdi m& tdm long dé v sita minh, dé
ciing hoc hoi. Niém vui sé dua ban dén nhimg thing lgi !

2. Quan di€m cua ban nhu the nao d€ hoc t6t mén Tin hoc?
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Bai tap 5: Soan thio cic cong thic sau:

L VAX S+ i AVg (X)) + i p;Vh(X)
’ i=| ; J=1

L(X,S,/:L,ﬂ)ﬁ f(X)'!"ZIAng:(X _S|')+

5= {x

WA
X -AX!<X, <AX],i=1,..,
X =lx. 2]

(1
g (X)
PX) =] g.(X)J”g‘(X) I
4 g | & &
. go=cz\zy2
l
8,(X)=-g,
B 2=g,
T I r
H
5 Hpum 1+ 2005 |00 SelH LR
’ kT k [ S 4 kk
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Bai tap 6: Go vao doan van ban va chia thanh 2 cot nhu sau:

wc udn dong vai oo rat lex]
ot v&i nhin thire, né la cd
a, 6dn§ lwe va mye dich
phin thire . Thyc dén 1 diém xuat pha}
ryc tiép cia nhin thic, no 4é ra nind
l:au nhi¢m vu, cich hue 12 Lhuml]
humg vin dong phit gién cia nhaq
thuc, s¢ di @ noi ohu vav bov vi xuit
phit tr véu cau khich quan cia con
nguoi la gidi thich, chinh phyc va ca
!ao thé gidi con ngudi i tic ddng ]
tiép vao tu nhidn, vio cac sy vy hién
twng théng qua cic hoat dong thuc
tién cia mih. va qua su tic dong 4é
£ic sy vt boc 16 unh chat, thude tnh!
nhﬂng mbi lién hé va quan hé khad
ucuanodxeudoglupdwocd
ngudi ohin thue va ndm bit duoc sy
%3t biét duoc ban chatva quy it \aq
pc\ng phat trién cia cic sy vat wén cg
8¢ 46 ma hiwh hinh nén cic wi thud

hien tuong thng qna cac hoat 4on:
thye tién cia minh, va qua sy tic dén:
116 cie sy vit béc 16 uoh chat, tiud
finh, nhing moi lign hé va quan h
khic nhau cia no diéu 46 giip cho cot
pgudi nhan thuc va nam bat duoc s
vay, biétduoc ban chitva quv atva
Bdng phat mién caa cic sy vitwal o
5¢ 46 ma hinh thanh nén cic ui the
céc v dmvét khoa hoc va suv cho 44
cimg Lhong co mét linh vyuc i thw
nao ma lai khong xuat phat ur thi
Hén, l-dwng nham vao vide phuc v
thye tién, hudng dan thyc dén Do 4
né& thoat Iv thue dén, khéng dua va
thye tién thi nhan thuc s& xa rai co s
hién thyr nudi duing sy phit sinh .t
tanzphatméncuamnh N1 vdv cn
thé nhin tirc khong thé cé duoa
nha]ngtn thite ding dan va siu sac v
ihé gidi .

Bai tap 7: Soan thdo cdc miu sau:

A= b2 - 4ac
S= ZTl‘r2
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Chuong 3:

BANG BIEU

3.1 TAO CAU TRUC BANG
3.1.1 Chen bang méi
Cich 1: Sir dung muc chon Insert Table

Dé chén mét bang mdi I&n tai litu, m& muc chon: Table | Insert |
Table... Hop thoai Insert Table xu4t hién:

Insert Table . ¥l'_’.‘.!

Table stre —— :

Number of columngt I3 a

Number of pows |3 E

% Fxed column width IAuto E

r‘mwm

Pmmm

Tabla format (none) &ﬂ’o%m '

W set as defauk for naw tables
D[] caen |
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Hiy dién thong tin vé céu tnic bang mé&i 1én hop thoai nay:

- Muc Table size: cho phép thiét 1ap s6 cot (Columns) va s6 dong
(Rows) cho bang:

- G5 s6 cot clia bang vao muc: Number of columns:

- G s6 dong cua bang vae muc Number of rows:

~‘Muc AutoFit behavior: thiét 14p mot s6 cac thudce tinh tu dong
can chinh:

- Fixed column with: s& cd dinh chiéu rong cia méi cot 1a: Auto
— tu dong cin chinh chiéu rong cho cot; hoac ban gé vio d6 rong cia
mdi cot vao muc nady (16t nh4t chon Auto, vi ban c6 thé can chinh do
rong cia cic cOt sau nay);

- AutoFit contents: tr dong diéu chinh d9 rong cic cot khit vai
dir lidu trong cot 4y;

- AutoFit window: tu dong didu chinh 40 rdng céc cot trong bang
sao cho bang c6 chiéu rong vira khit chiéu rong trang vin ban.

Nén chon kiéu Auto clia muc Fixed column with:

- Niit Auto format cho phép ban chon lua dinh dang clia bang sé
1ao theo mot 8 miu bang da c6 sén nhu la:
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Hay chon mét kifu dinh dang & danh sdcn.rormats: (néu ban
cam thdy ung ¥). Nguoc lai ¢6 thé bdm Cancel dé bd qua budc nay.

- Néu chon muc ¥ ek &s dofack Tor news tables , thi thong tin vé cdu
tric bang hién tai s& 14 ngdm dinh cho cic béng tao méi sau nay.

- Cuéi ciing nhén OK dé chén bang lén tai ligu:

Cich 2: Sir dung thanh céng cu: Ban c6 thé nhén nit Insert Table
trén thanh cong cu Standard d€ chén mot bing 1én tai lieu. Bang chon
sau day xust hién, cho phép chon s6 ddng va s6 cot cha bang:

N
]
HEN

3x 3 Table

Hinh trén chon mot bang mdi véi 3 dong va 3 cot. Sau khi thuc
hién 1énh trén, s& thu dugc két qua nhu sau:

2.1.2 Sira célu tric bang

Sau khi dd chén mot bang 1en tai liéu, ban vén c6 thé thay déi c4u
triic bang bing cdch: chén thém hoac xod di cdc cot, cdc dong ciha
bang. ¥ E

Gia sif ban da chén va nhap dir liéu cho bang nhur sau:
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STT Ho tén Ngay sinh
1 | Nguyé&n Van Nam | 12/3/1983
2 | Trén Thi Binh 22/1/1981

Bay gi¢r mudn chén thém mét cot Gidi tinh vao sau cot Ho tén.
Ban c6 thé lam nhu sau:

Budc 1: Dit diém tr6 18n cot Ho tén;

Budc 2: M& muc chon Table | Insert | Columns to the right (tic

12 chén thém mot cot vao bén phai ¢t dang chon). Mot ¢t méi duoe
chén vao bén phai coét Ho tén:

STT Ho tén Ngay sinh
1 | Nguyén Vin Nam 12/3/1983
2 | Trdn Thi Binh 22/1/1981

Hay thuc hién nhap dir liéu cho c6t Gidi tinh nay:

STT Ho tén Gi6i tinh | Ngay sinh
1 | Nguyédn Vin Nam | Nam 12/3/1983
2 | Trén Thi Binh Ni 22/1/1981

Mudn chén thém dong vao cudi bdng dé nhap thém dit liéu, lam
nhu sau:

Buéc 1: Dat diém trd vio dodng cudi cing (Trdn Thi Binh);

Budc 2: M& myc chon: Table | Insert | Row below (nic 1a chén

theém dong méi vao phia dudi dong dang chon). Mot dong mdi duge
chén vao bang.
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STT Ho tén Gidi tinh | Ngay sinh
I | Nguyén Vian Nam | Nam 12/3/1983
2 | Trén Thi Binh Nir 22/1/1981

Ngoai ra, khi sir dung céc thao tic vé con trd truc ti€p lén
bang ban c6 thé don gian khi thuc hién viéc chinh sira c4u tric
bang.

Dé cheén thém (cdc) cot mdi vao bdng, ban lam nhu sau:

Buoc 1: Chon (boi den) todn bd c¢dt mubn chén: gid sir mudn chén
thém 1 cot vao trude cot Ngay sinh, ban bdi den toan bo cot Ngay sinh;

Bu6c 2: Nhin phai chuét 1&n viing bodi den cia bang, r6i m& myc
chon -
trudc cOt Ngay sinh.

Tuong tu, dé chén thém (cdc) dong mdi vao hdng, ban lam nhu sau:

Buéc 1: Chon (bdi den) toan bd dong mudn chén: gid sir mudn
chén thém 2 dong ién ddu bing, ban boi den toan bo 2 dong ¢6 STT Ia
Ivaz2;

Bu6c 2: Nhén phai chudt [én ving boi den cla bang, r6i md muc
chion Fe pasert Rows
trude hai dbng cii.

Dé xod (cdc) ot ra khoi bdng, Iam nhu sau:

Budc 1: Chon (boi den) toan bd cic cOt mudn Xo4;

Bewrfie 2: Nhin nhii chodt 14n viing bdi den cla bang, rdi md& muc
chon —Eu’m . Céc cot duoc chon s bi xo04 ra
khoi bang. -

D¢ xod (cdc) dong ra khoi bdng, lam nhu sau:

| . Mot cot m&i s€ dugc chén vao

. Hai dong mé& sé dugc chén 1¢n
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Buéc 1: Chon (b6i den) toan bo cac dong mudn xoé; )

Buée 2: Nhin phai chuot len ving bdi den ctia bang, réi md muc
chon __D Lo l . Toan b cac dong da chon s& dugc
xoé ra khoi bang.

3.1.3Tron o

Tr6n 6 12 thao tdc tron nhiéu 6 k& nhau trén mét bang lai thanh
mot 6. Xét vi du sau:

Cac 0 da duoc tron

////\k\

=
Hoc ky | Hoc Xy 2

HL HK HL HK
1 Nguyén VanNam | T6t | T6t | Kha Khé

2 Trin Thanh Binh Tér | Tét Khi Tét
Cach lam:

D4u tién ban tao bang nhu sau:

A&
STT Ho tén

STT | Ho tén Hoc ky 1 | Hoc ky 2

HL HK HL HK
1 | Nguyén Van Nam | Tét Tot | Kha Kha
2 Trin Thanh Binh | Tét Tot | Kha Tot

Sau d6 14n Luot tron céc 0, vi du, d€ tron 6 Ho va tén:
Buéc 1: Boi den 2 6 cén trdn cia 6 Ho tén;

Hoe Hoc
ky 1 ky 2
HL HK | HL | HK

STT

e
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Buéc 2: Mo muc chon Table | Merge Cell. Khi dé 2-6 da chon sé
duoc tron thanh mot 6.

Tuong tu, ban hiy 14n lugt trén cic 6 con lai.

3.1.4 Vé bang

Trong trudmg hop mudn vé thém cic dudmg cho bang, ban c6 thé
st dung chifc ning nly.

Hay md thanh cong cu Tables and Borders, nhin nit Draw
Table l:.’.I . Con chu6t lic nay chuyén sang hinh chiéc biit vé va ban
c6 thé dung né dé ké them cic dudmg ké cho bang.

Cic 6 da dugc tron

3.2 PINH DANG BANG BIEU

3.2.1 Dinh dang dir liéu trong 6

Viéc dinh dang phong chit, mau chi¥ trén bang biéu thuc hién theo
nhu phéin dinh dang chit da trinh bay & (muc 1.2).

Dinh dang lé

Bwéc 1: Chon (boi den) c4c 6 cdn dinh dang;

Bu6c 2: Nhay phai chuot len ving bdi den, m& muc chon

(] col adgrenens ] i chon kiéu 1& muén dinh dang theo
bang:

il
HEE
HiEE

Dinh dang huéng véan bdan
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Ban ¢6 thé€ dinh dang hudng vin bin trong 6 (hién thj theo
chiéu doc, hay chiéu ngang). D€ dinh dang huéng, ban lam nhu sau:

Buéc 1: Chon 6 cdn dinh dang huéng;
Budc 2: Nhiy phdi chudt ién ving d3 chon, m& muc chon
It Texg Dwoction... }, hop thoai Text Direction xuat hien:
Text Duection - Table Cell . J -ﬂéﬂ

Text
¢ g3
R
L g2z
|

Hay ding chuft nhin vao huéng mudn thiet 14p o muc Orientation.
Budc 3: Nhin OK dé hoan tat.

3.2.2 To nén, ké vién

Dé 16 mau nén hay ké vién cho mét ving clia bang, cach 1am nhu
sau:

Budc 1: Chon céc 6 (boi den) cin t6 nén hay dat vién;

Buc 2: Nhin phadi chudt lén ving di chon, mé muc chon

Qordors and Shedng... | Hap thoai Border and Shading xuft hién:

Thé Border cho phép thi€t lap céc dinh dang vé dudng ké cla
vung lua chon:
- Muc Style: chon ki€u dudng dinh thiét lap;
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- Muc Color: chon mau cho dudmg thing;
- Muc Width: chon d6 day, mong cho dudmg;

- Muc Setting: chon pham vi dudmg cédn thiét lap. Ngoai ra ban cé
thé chon pham vi cdc dudmg cén thiét lap dinh dang & muc Preview;

- Muc Apply to: dé chon pham vi cic & thiét 1ap cho phii hop:
Table — s& thiét 12p dinh dang nay cho toan bd bang; Cell- chi thiét
Iap cho cdc 6 di chon;

- Nhan Ok d€ két thic cong viéc.

Boiders ani) S hading

{Grders || page Border | shading |
Setting! Style:

g
|
g
i

Automatc -
Grid :
Apt - fpply to:
i, cm | J [raie ~
Sowlodber | He=altne.. | [Tox 1 com |

The Shading cho phép thiét 1ap c4c dinh dang vé 16 nén bing:
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s 12

- T%

BT TTTIE _saecoos. |
R

Stge:

Oa = =i :
2 olew 1 5 l.d E‘
] Gutriats. - 3 L

- Muc Flll: chon chon mau cdn t6. D3 ¢ sin mot hop véi rat
nhiéu mau. Ban c6 thé nh&n mit More Colors.. dé ty chon cho minh
nhimg mau khéc:

CT R x|
(it ]| cusom |
Colors:

Y
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- Muc Apply to: dé chon pham vi cdc 6 c4n t0 miu nén: Table —
16 toan bd bang; Cell- chi té cho cdc 6 da chen;

- Nhin Ok dé két thiic cong viéc.

3.3 TINH TOAN TREN BANG

Ban c6 thé thuc hién mot s6 phép tinh don gian trén bang cla
Word. M6t khia canh nao diy thi Word ciing c6 kha nang nhu mot
bang tinh dién tir (Excel), tuy nhién né chi xir Iy dugc nhimg phép tosn
don gidn, rit la don gian.

3.3.1 Tinh tong
Gi4 sir c6 moét bang s6 liéu nhu sau:

TT Ho tén Luong Phu cdp Thue finh
1 | Nguyén Nam | 507000 150000 7
%2 Trdn Khénh 600000 - 150000 ?
3 ] Minh Hea 630000 200000 ?
Tong cong: ., ? ?

Ham tinh tdng SUM ctia Word dé dién gid tri téng vdo cdc 6 ¢
dsu?

Butc 1: Dat di€m trd 18n 6 cdn chifa gid tri t6ng. Vi du mot 6 trén
dong Téng cong:

Buédc 2: M& muc chon Table | Formula.., hop thoai Formula
xudt hién:
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Fonis USRI
Eormula: ’
=T o)

Bumber format:

I =

Paste funchion; Paste bockmark.:

| 2} =
o] oo |

O muc Formula, gé vio cong thiic cn tinh. C6 3 loai cong thic
tinh 10ng;:

=SUM(ABOVE) — tinh téng cic dong tir trén dong dat diém
tro. Cong thitc nay dugc dp dung dé tinh téng cho dong Téng cong;

=SUM(LEFT) — tinh t6ng cho cac dong bén trdi dong dat diém
tro. Cong thitc nay duge ap dung tinh t6ng cho c6t Thue finb ( =
Luong + Phu cap);

Tuong tu, =SUM(RIGHT) — tinh t6ng cho c4c dong ben phai
dong dat diém trd.

Cu6i ciing nhan OK dé hoan t4t viéc tinh téng.

Sau khi thuc hién din céc cong thic tinh téng cho dong Téng
cong, va cot Thue linh ta duge bang két qua nhu sau:

TT | Hown Lumg | Phwosp ThL‘:_:a:Lm
1 | Nguvéo Nam 507000 ***°| 156008 " "657000 ,

2 | Tean Khanh 600000 | 150000 7500001_

3 | Mok Hos 60000 | 200000 | 830000}

v
Téng cong: | 1717000 | 500000 | 2237000

=SUM ABOVE:
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2.3.2 Tinh trung binh cong
Gia sir c6 mét bang s6 liéu nhu sau:

TT Ho tén DTB HK1 | DTB HK2 | DTB ci nam
1 | Nguyén Nam 57 6.5 ?

2 | Trdn Khénh 7.6 74 ?

3 | Minh Hoa 75 8.3 7

DTB chung ca 16p: ? ? ?

Ham tinh trung binh céng AVERAGE cilia Word d€ dién gi4 tri
vio cdc 6 ¢6 diu ?

Buée 1: Dat diém trd 1én 6 cén tinh. Vi du mét 6 trén dong DTH
ca nam:

Buéc 2: M& muc chon Table | Formula.., hop thoai Formula
xudt hién:

Formula

Paste function: Faste bookmark: _
2 Le . =
|- OK | Cancel J
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& muc Formula, g6 vao cong thitc cin tinh. C6 3 loai céng thitc
tinh trung binh cong:

=AVERAGE(ABOVE) — tinh trung binh cong cic dong tir trén
dong dat diém trd. Cong thiic ndy duge 4p dung dé tinh gid tri cho
dong PTB chung ca l6p:;

=AVERAGE(LEFT) — tinh trung binh cdng cho c¢éc dong bén
trdi dong dat di€m trd. Cong thic nay dugc ap dung tinh gi4 tri cho cot
PTB ca nam = (DTB HK1 + DTB HK2)/2;

Tuong ty, =AVERAGE(RIGHT) — tinh trung binh cong cho cic
dong bén phai dong dit diém tro.

Cuéi ciing nhdn OK d€ hoan t4t viéc tinh tdng.

San khi thyc hien dén cidc cong thic tinh trung binh cong cho
dong DTB chung ca Idp:, va cot DTB ca nam: ta dicc bang két qua
nhu sau:

Tr| Hotn |DTBHKI |DTBHK2 |DTB cinam
1 | Nguy&n Nam 57 6.5 6.1
2 | Trdn Khénh 7.6 74 7.5
3 | Minh Hoa 5 8.3 79
DTB chung ci Idp: 6.93 74 7.17

3.4 SAP XBP DU LIEU TREN BANG

Dit ligu trén bang c¢6 thé duoc sip x€p theo mot thit tu nao dé.
- Qid sir c6 bang dft lign sau:
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T | ““Ho'dém Tén mm
PALE L . R R

1 | Nguyén Quang | Anh 7.5

2 | Tr4n Manh | Ha 8.0

3 | Nguyén birc Binh 7.2

4 | Nguyén Xuan | Thang 6.5

5 | Nguyén Th) Qanh 8.0

Sdp xép bdng theo Tén va Ho dém

Dit diém trd-1én bang cén sdp x€p ré6i md muc chon Table |
Sort.., hdp thoai Sort xuit hién:

T 1 x|
Sortby ———— .
Tén v e flex ] (;M: e
Then by (‘"" .
Im I I I . A
- Tygs: Tcxt- |- c m‘ﬂ
Then by P
| " Type: IText 'I f:w
My bt has r
% Hoaderrow € Noheader row
ok | coxe | options.. |

Thiét 1ap thudc tinh cho hép thoai ndy nhr sau:
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- Muc Sort by: chon c6t ddu tién cin sip x&p (cot Tén);

Sort by
] S3p dwo chacu Lng
i g =] wejieg -} ~ m—

5ip theo chucy giam

Cox cin wp atp Sip xép dwo
Iiéu 40 Lida

- Muc Type: chon kiéu dit liéu cia cot dé d€ sip x&p. Co 3 kiéu
dir liéu ma Word hé tro: Text — kiéu ky tw; Number — kiéu s6 hoc
va Date — kiéu ngy;

- Céc muc Then By: S& dugc so sinh khi gid tri sip xép truomg
déu tién tring nhau. Vi du trén, khi Tén tring nhau thi sdp x&p tép
theo Ho dém;

- Muc My list has: chon Header row- dong d4u tién clia bang sé
khong tham gia vao qué trinh sip x&p (12m dong tiéu dé); n€u chon No
header row- méy tinh s& sip x&p c& dong ddu tién cha bang (chon khi
bing khong c6 dong tiéu dé);

- Cubi ciing nhan OK dé thuc hién.

& Ban chi c6 thé sip x&p duge dif liéu clia bang trén pham vi cac
¢ khong bi tron (Merged)

Sau khi sdp xép theo Ten vd Ho dém, thu dugc bang két qud nhur sau:

Nguyén Quang
3 | Nguyén Diic Binh 55
2 'f!‘ra‘n Manh Ha 8.0
5 | Nguyén Thi Qanh 8.0
4 | Nguyén Xuan 'Iging | 65
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Sdp xép bdng theo Diém TB réi dénTén

biat diém trd lén bing cén sip x€p réi m& muc chon Table |
Sort.., hop thoai Sort xuft hién va thiét 1ap c4c thong s6 cho hop thoai
nay nhu sau:

e ——————
L R jrm

Then by —

Tén ] ee: [rex 'l ﬁw
Then by .

IHodém v’ Type; [Text - ‘:mtl
Wy fst hes

& Header ow © Roheader ro,

o cacel | g, |

Két qud sdp xép thu duge la:

R i Tens F

Tran Manh Ha 8.0
Nguyén Thi Oanh 8.0
Nguyén Quang | Anh 1.5
Nguyén Pirc Binh 7.2
Nguyén Xuan | Thing 6.5

F S ST i LT S

3.5 THANH CONG CU TABLES AND BORDERS
Thanh cdng cu nay chifa cic tinh nang gitp ban dé dang thuc hién
nhimg thao tic xr ly trén bang biéu.

Dé hién thi thanh céng cu, kich hoat muc chon View | Toolbars |
Tables and Borders:
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v Tables and Borders [x]

4 2|

v_%vliilz]vav

ST I LICTIDRE

Y nghia cdc niit trén thanh cong cu nay nhir sau:

¥
]

Lo 222 |18 |38 (3 0|2 2 I~

'_I.&b

Dung dé ké hodc dinh dang cdc dudng;
Dung dé tdy bo dudmg thing;

D€ chon kifu dudmg thing;

Chon d¢ dam cia dudng;

Pinh dang mau cho dudng;

K¢ khung cho ciéc 6;

Té mdu nén céc 6;

D€ chén theém bang mdi 1&n tai lidu;

Pé tron céc 6 di chon thanh | &;

D& chia mot 6 thanh nhidu 6 nho;

Dé dinh dang Ié van ban trong 6;

D¢ kich hoat tinh nang ty dong dinh dang
Pinh dang huéng van ban trong 6;

Sép x&p gidm d4n theo cot dang chon;
Sép x&p tang dén theo cOt dang chon;

Tinh téng don gian.
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CAU HOI VA BAI TAP

Tra Ii cic cau hoi kiém tra 1y thuyét sau:

I. C6 mdy phuong phap dé chén mot bang mdi 1en tai lisu Word?
Hay liét ké tén timg phuong phép va cho biét nhimg wu diém cia timg
phuong phap nay?

2. Tron nhiéu 6 thanh mot 6 ngudi ta sir dung tinh nang Merge
trén thanh cong cu Table. Néu bo trén mét 6 dé vé trang thai cdc 6 nhod
ban d4u phai lam thé nao?

Thue hién ché ban céc bang biéu theo yéu ciu sau day:

1.
ADVERTISEMENT

TRADING FOR LEASE FOR SALE

1983 BMW 18t

BUSINESS FORMS
MFT CO

ROOM FOR RENT

112 Ng Thi Minh Khas 5¢
Dist 3. Ho €ki Minh Cicv
Fax: 18383 822313
Tel 8223831
fr i

+ Compuisr forms with
I w 3 ply NCR
carboniess

+  Busioess form:

il' auae

Add: 127 La Van S &
Ward 2. Taa Binh Dast
2km from the Auporn,

* Wellequpped room.
Inciude aa-con. war
heus. DD, phone. fax

2doors, dark green in
good condinon
Pnce: 9,400 USD

X

Pls. Connacu
Mr F Noooenmaches
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2.

06 50 DM KTiM .
MON BOC TRA GHI CHO
TréT : MON HOC
+ | BR 961 | ARB8O 2
-HOC KV &: -
1. Tin hoc Pui cuomg 30 1 1 1 1. Quoi hoc k¥ 1
> Dich miv vi tinh 45 1 2 2 h_uc viéa phi;
3. Theis toin LT 75 1 2 3 lgmniu#plon
4. Winword 45 1 I 3 unl: 4_5‘ uee 1o
S Excel 15 1 3 3 gno vita huong
s 2 {E = 5. T "?E:_r: &4 4,'!_ dan).
HOC KY 1 2. Cusi boc ky
6. Accoss 43 1 2 2 IT hoc vitn phi:
‘ 7. ¥isual Banc 45 1 2 2 lam Bl 1ip ot
8. Mang MT [ 1 2 3 nghiép v thax
9_ Inernet-Web 60 1 2 3 | men 2 dhing.
4 ‘.;D‘ v I ¢ R AT jL '!"- ;“.WJ‘: i 4

3.
Ms _ | pm .| Sésomg
o Tém thude ” Oui cich M3 thadc S
Al | Viamin Bl 15000 | Loatl00 vién : A2 20
Al | ViammC 20000 | Vi0wén Q 1l
2 | Clorpbeniramin | 30000 | Loail00 vién G 30
G | Anpaln 6000 | Vil0vién Al 100
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4,
Truimg PTTH Hoang Dién
KET QUA THI HOCKY I
Ndm hoc 2001 — 2002

Diém thi
STT Ho va tén Ngdy sinh gfg'nf
Toan l:y' Hba
1 Truong Thi Chi 02/10/80 8 7 9
2 | Nguyén Phudc Cutmg | 0409780 | 5 7 6
3 Nguyén e Duy 16/01/79 8 9 5
4 Nguyén Vi Ding 15/05/80 7 6 8
5 Pham Cao Ding 25002178 9 9 8
6 Pham Bich Loan 04/08/80 7 5 6
Yéu cau:

1. Soan thio va dinh dang bang diém theo miu trén;
2. Tinh cot t8ng diém = Toén + Ly + Hod (Ding Formula).

3. Thuc hién sip x&p dir liéu trong bang theo chiéu ting d4n (Theo
cot téng diém).
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Chuong 4:

PO HOA

Ngoai nhimg kha nidng vé€ soan thio va dinh dang van ban, kha
ning d6 hoa clta Word ciing rdt manh. Trong chuong nay, chung ta sé
dugc tim hiéu va ti€p can nhimg k¥ thuat vé hinh cling nhu xir Iy mot
58 khdi hinh hoa truc ti€p trén Word.

D€ 1am viéc v6i moi trudng d6 hoa trén Word, ban phai sir dung
dén thanh cong cu Drawing.

- Drawng . F
Drawv I G| agtoshpes- N\ N IO E 4 [
d. L-A-EEERN

Néu chura nhin thfy thanh c6ng cu ndy trén man hinh c6 thé md né
béng cich kich hoat muc chon View | Toolbar | Drawing

4.1 VE KHOI HINH PON GIAN

4.1.1 Sir dung céc méau hinh don gian

Ban c6 thé vé mat s6 khéi hinh rdt don gian Ién tai liéu ctia minh
bing cich s dung mot <8 nidt v& hinh trén thanh céng cu Drawing
nhu:
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V& hinh chir nhat;

V& hinh 6 val, hinh tron;

Tao 6 hinh chit nhét chifa van ban;
V& dudmg thing;

VE mii tén.

Céach vé hinh nhwr sau:

Budc 1: Diing chuét nhép 1&n nit chifa hinh cén vé;
Budce 2: Dung chuét vE hinh d6 lén tai liu,

Dudi day 1a mét hinh chir nhat vira duge vé:

| Diém digh dsi

| ;

‘ Khi con tro chuyen hunh mili tén, ban
‘ ‘LL ¢ co the thay doi kich ¢5 hinh v€.

j2 |2 1B [0 [O

g ™
L

Chiing ta dé ¥, trén khéi hinh thudmg c6 céc diém dinh ddu 9
néu dit con tré chudt vao nhimg diém danh d4u nay ban c6 thé co din
dugc kich c& cha hinh v& bang cich kéo ré chuot.

4.1.2 Sir dung cac khéi hinh AutoShape

Ngoai cdc kh6i hinh don gian ma ban thdy trén thanh cong cu
Drawing, nit AutoShapes con cung c4p rit nhiéu cdc miu hinh vé da
dang.

Pé sir dung mot miu hinh trong AutoShapes, Ban 1am ahu sau:

Nhip mit AutoShapes trén thanh cong cu Drawing:
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XTI e o s et 0
Dz~

L unes ’
E?wm ’
B Bigek rrows ’
Sam v

3 o R

Qe

5n££' =En e

- :h

Danh sich cic mau hinh duoc liét ké ra, ban cé thé€ chon va vé
ching 1&n tai liéu nhu da hudng din & trén.

4.1.3 Pinh dang hinh vé

Thanh céng cu Drawing cung cdp nhiu niit tinh nang gidp ban
dinh dang trén khéi hinh vé:

2o [l |2 | )z

Nit nay diing dé chon d6i tugng cin dinh dang;
Chon d6 ddy mong cua dudng;

Chon kiéu nét clia dudmg;

Chon chiéu miii t&n (khi v& miii 1&n trén hinh);
Chon miu sic cho dudmg;

Td mau nén cho mot hinh kin;

Chon mau sic cho chif;
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!J: Tao béng cho hinh vE;
g.l: Chon khéi hinh trong khong gian 3 chiéu (3D);
g_l: D€ quay hinh vé.

4.1.4 Lam viéc tap hop cac hinh vé

Mot khéi hinh vé thudmg bao gém t6 hop nhiéu hinh vé& ghép lai.
Tinh ning rhém (Group) giip gom nhém céc hinh nho ¢dn thiét thanh
maot khdi hinh 16n. Diéu nay rdt thusin lgi cho vige sir dung ciing nhu
quén Iy khéi hinh vé trén tai ligu.

a. Gom nhom (Group)

Pé gom nhém mot tap hop c4c hinh, ban lam nhu sau:

Bude 1: Sir dung niit EI trén thanh cong cu Drawing, két hop
viec gilt phim Shift. R6i 14n lugt chon céc hinh phd cin nhém lai
(béng cich nhdn chudt lén timg hinh) hoic diing chu¢t khoanh ving
bao quanh khéi hinh cin nhém;

Bude 2: Kich hoat tinh nang nhém béng cdch: nhdn nit Draw

trén thanh céng cu Drawing, chon Group Wgow - ..o |
. T4t ca cdc hinh nhd d3 chon sé duoc nhém lai thanh mot hinh 1én.

b. & shom (Ungroup)
Trong trudng hop mudn sira lai timg cfu tnic hinh nhoé trén khdi
da nh6m, ban phai thuc hién g& nhém. Cach Jam nhu sau:

Budc 1; Sir dung niit RJ dé chon hinh (I6n) cén g& nhém;

Buéc 2: Kich hoat tinh nang g& nhém bang cdch: nhdn nit Draw
trén thanh cong cu Drawing, chon Ungroup

Ungroup .| Tt ci céc hinh nhd trong binh Ién s& dugc:
trd 1ai trang thii nhu trude lic bi nhém.
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Den day, ban ¢6 thé hieu chinh timg hinh nho theo y mudn.
c. Nhém lai (Regroup)

Sau khi g& nhém va chinh sira xong, muén nhém lai thanh khdi
hinh nhu ban d4u ban khong cén phai thuc hién lai tinh ning nhém,
ma chi cdn goi tinh nang nhém lai (Regroup). Cich lam nhu sau;

Buée 1: Sir dung niit EI dé chon bt k¥ mot hinh nho nao trong
$6 c4c hinh nhd cdn nhém lai;
Budc 2: Kich hoat tinh nang nhém lai bing cdch: nhén mit Draw

trén thanh cong cu Drawing, chon Regroup Regra | <
C4c hinh nho s& duoc tr déng nhém lai nhar viéc nhém di 1am ban
diu.

4.2 TAO CHUNGHE THUAT

4.2.1 Chén chir ngheé thuat
Dé chén mét dong chit nghé thuat (Word Art) 1én tai liéu, ban Jam
nhu sau:

Bude 1: Nhap nit Insert WordArt ﬂ trén thanh cdéng cu
Drawing, hop thoai WordArt Gallery xuit hién:

E TN TP
Select & WordArt stylet
]&«:«m ani”‘ worda,, Wordart | 3 V¥
E W
[ 7ovice [Nondgot Woedhre| 1.« wentlet |

wontan | Wor s\rll'- Y\

R

T R £

N
Nhin chudt 1én 6 ¢6 ,_r;*
mAu chit cén tao! F 3
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Bu6c 2: Ddng chudt chon kiéu chir nghé thuat c4n tao, bang cach
nhé&n viio 6 chita ki€u chit ma ban muén;

Buéc 3: Gb vao dong chit ban mudn tao & muc Text trén hép
thoai Edit WordArt Text:

arvmin 1o Y
Eore: P

[ A== =] 4]

fext:

o | _coma |

Ban c6 thé chon phéng chit, kiéu chil, cd chif cho doan van béan nay.

Buéc 4: Nhin Ok dé€ ket thiic. Dong chit nghé thuét s& duge hién
Ién tai ligu:

IHAY-GIAG

Ban c6 thé thuc hién cdc phép hiéu chinh cho dong chir nghe thuat
da tao duge bdi thanh cong cu WordArt:
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qlenret. QY w GF oL EY

Y nghia c4c niit Iénh trén thanh cong cu nay nhu sau:
4] D€ chén them dong chix nghe thuat khéc;
Edt Togk.., I: DX stia n6i dung van ban cia dong chi;

Dé chon lai kiéu chit nghé thuat;

Pé dinh dang mau cho khéi chi,

Dé chon mot s& kiéu chit nghé thuat khic;

Pé quay khéi chi;

Dé xoay huéng van ban;

D¢ dinh dang 18 van ban trong khéi hinh;

@S |2 s

Dé diéu chinh khoang cach giita cic ky tu.

4.3 CHEN ANH LEN TAI LIEU

Ban c6 thé chen duoc hinh anh tir nhiu nguén khic nhau trén
mdy tinh lén ti liteu Word nhu: dnh tir mo6t tép tin; anh tir thu vién anh
Clip Gallery ho#c anh tir man hinh mdy tinh.

4.5.1 Chén anh tir mot tép tin
Dé chén anh tiy mot tép tin l&n tai liéu, ban lam nhu sau:

‘M& muc chon Insert | Picture | From file, hop thoai Insert
Picture xuit hién cho phép ban tim tép anh cin chén I2n tai liéu:
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CER |

W [Fmin o e®QXED -

: 2 Mcrosoft Cip Organier

]

») OWTLago.of
Dsom. g 1

) Semcis Flres i

]

l »

o | N
Flosof irww: |l Pctures (*.ond,* vk ™. 0. * o ® ;s o0, = Cangal

Hay chon t&p anh, r6i nhin nit Insert € hoan t4t.

Anh 1ir t&p da chon dugc chén Ien tai liéu cing thanh cong cu
Picture giip ban thuc hién cic phép dinh dang, hiéu chinh anh. Y
nghia céc nit 1&nh trén thanh cong cu Picture nhy sau:

El DE€ chén them anh tir tép tin khéc;
| Dinh dang mau cho anh;

ﬂ !J: Diéu chinh d6 tuong phan cho anh;
Eﬂ _?"_I Diéu chinh d6 sang, t6i cha 'inh;
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Dang dé cit anh;
Chon kiéu dudng vién cho anh;
BAt cdc tinh nang dinh dang d6i tuong anh;

Thiét lap thudc tinh xuyén thau (Transparent) anh;

ey 4Ly

Huy bd céc dinh dang anh.

Trong trudng hop khong xuat hién thanh céng cu Picture, ban co thé
g0i muc chon View | Toolbar | Picture dé hién thi né.

4.5.2 Chen anh tir thu vién anh Clip Gallery
DX chén anh tir thy vién anh Clip Gallery 1én tai liéu, ban 1am nhu sau:

Md& muc chon Insert | Picture | Clip Art, hop thoai Insert
ClipArt xudt hién cho phép tim hinh dnh cén chén lén tai liéu:

2 2 8 [ S O
f:.-dqluup; Tyoe onn o more words

&) P PN, | w00 wemmines]
Catsgories 1 - 51

EREIE.

Now Calogory Eavortes Acden ey

) [l &
Goies & Fuargy . Buarens Buttors & fcors

sevew| | (R
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Anh dugc luu trong cic muc (Categories), ban phii m& c4c muc
nay ra dé tim anh.

& > ‘
Nit Back —! va Forward _l giip ban quay vé thao tdc
trurée hodc thao tac sau trong khi dich chuyén giira c4c Categories.

Sau khi tim duge anh, nhan chudt lén anh tim duoc, mot thué don
xufit heén cho phép ban chon céc tinh hudng xir ty d6i vdi anh dang chon:

Nhin léa day dé chea
aoh l¢a 1ai liéu!

=R

Hiy nhan nuit Insert il dé chen anh [&n i lieu.

Sau khi anh dugc chén Ién tai liéu, ban c6 thé sir dung thanh céng
cu Picture dé dinh dang anh nhu d3 huéng din & trén.

4.5.3 Chup anh tir man hinh vao tai liéu

Tiong qué trinh ché ban tai liéu, nhidu khi ching ta cin chén
nhimg hinh anh dang xuét hién trtén man hinh mdy tinh vao tai liéu.
Sau déy 12 cac buée cin thiét gidp ban 1am viéc dé:

Bent nmucn chup toan b man hinh mdy tinh vao tai lidu?

Brdc 1: M& man hinh cdn chup, nhan phim Print Screen. Toan
bd hirh anh clia man hinh s& duge liru vao bd nhd dém (Clipboard)
duoi ding hinh dnh;
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Budc 2: Chon vi tri cdn chén 1&n tai liéu, nhan té hep phim Ctri +
V hoic niit Paste d& dan hinh tir b6 nhé dém [én van b,

Ban mudn chup hép thoai hodc cia s& dang dwoc kich hoat trén
man hinh vado tai liéu?

Nhén |én day dé chén anh lén tai Jieu!

Budc 1: M& man hinh cén chup, nhap 6 hop phin Alt + Print
Screen. Hinh anh cia hép thoai hoic cira s6 dang kici hoat sé dugc
lvu vao bo nhG dém;

Buéc 2: Chon vi tri cin chén anh trén tai liéu, nhin t6 hgp phim
Ctrl + V hoic nit Paste dé dan hinh tir b6 nhé d2m lénvin ban.

Ban chi mudn chup mét ving ndo dé cua man hinh o tai liéu?

Budc 1: M& man hinh c4n chup, nhap phip Print Screen.

Budce 2: Hiy mo chuong trinh Paint brush cia Window hay bit
ky mot phdn mém xir ly anh nio cé trén mdy tinh; tao not tép maéi va
din man hinh vira chup dugc vao. Tiép theo, sir dung tinh nang cit
hinh cia phdn mém nay dé cat phén hinh anh céan lay. Nhan Ctri+C
hoac niit Copy dé sao chép chiing.

Buée 3: Cusi ciing, ban chon vi tri cdn chén 18n tii liéu, nhan 5
hop phim Ctrl + V hoac niit Paste dé ddn hinh da cit dvge lén tai héu.
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CAU HOI VA BAI TAP
Bai tap vé khéi hinh

BAN GLAM HIEY
{BOARD OF HEADMASTER)

|

| -
fr~ PHONG PHONG PHONG

18 CHUC - HANMH CHINH DAO TAO 76 CHUC - HANM CHINH
PERSOMEL - AOMIMISTRATION PERSONEL - ADMINIS TRATION
OFFICE TRAINNING OFFICE OFFICE

XUONG B1EU KHAC
SCULPTURE FACTORY

TRUNG TAM ORGAN
KEYBOARD CENTER

Direct Play Ob Ject
Service
TCPIP IPX TAPI NetX
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£

Ti¢n
inh3
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Tao cAc mau chir nghé thuat sau:

Yy PRAPLOPBDC BB 241

'wmmm.z Qe T Gudwe

DIV TUONG COA VAN HOA
L— ______ J—
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Bai tap chén hinh anh:
1. Chen céc biéu tigng sau tix Clip Art lén word:

2 Chup anh man hinh chinh cia Word va vé thém cdc chi thich
nhu hiph sau:

YT T T T o
DRI EAY FiWI a0 § ma-au'm ..
Wod o Yweloer o (2 + 'F'l“{"" "EE’-aU"e

Cira 50 soan thio ti lidu

[ 11}

/

w8 Aftwe- S NOOWAE 8- L& S=CWG .
T I T R T P R R T :
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2. Chup hinh hop thoai Page setup nhu sau:

(Page Setwo . IS
ergs [Paper 520 || paper source | Levout |
Paper dze: Preview v
[a¢ 2 =
Width: I21 cm EI =
Height: [57em 3§ —
- Orientation - 1 =
Eég  Portrag —
" Landsgape —
Aeplyto: [Whoke document 7]
\
pefak.. | . ok | cance |

3. Hay thuc hién chup riéng thanh cong cu Drawing ctia word nhu

sau:
[==—eam—ss ¥
& tnes b
¥ Basc shapes ’
R, Block Arrows 4
Z Flovichart »
Shars 2=d Ba m
— 86
G 2 voe aoshepes.. 0 ng g iy
o~ B @ [[asosnpes- N 2O 70909 1
d-L-A-S=EE0E
-103 -

http://tieulun.hopto.org



4. Hay chup thuc don sau (khi nhdn chudt phai I&n man hinh
word):

oo
B2 Copy
2 paste
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Chuong 5:

IN AN

5.1 QUI TRINH PE IN AN

In 4n la cong doan rat quan trong va 1a khau cu6i ciing trong qui
trinh soan thao tai lidu.

Dé€ tam 6t viéc in 4n cho tai liéu cha minh, ban nén thuc hién theo
qut trinh sau:

1. Pinh dang wang io {Paga Setup|

!

2. Soaa thao 1a: béu

!

3 Thiet lip aéu de diu. tév dé cudi
tang. dinh so wang (néu cin)

|

4. Xam ta héu owse khi in

¢Print previsws

3. Io an ta héu

- Dinh dang trang in: day la budc ban phdi 1am d4u tién khi soan
thao mot 1ai liéu trén Word;
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- Soan thao tai liéu: bao gém 14t ¢4 cdc k¥ nang ma ban da duoc
tim hiéu it chuong | dén chuong 5;

- Thiét [4p tiéu dé ddu, tieu dé cudi trang;

- Print Preview- 12 khau rit quan trong. Cho phép ban ¢6 thé xem
ndi dung cic trang in trudc khi in;

- Thuc hién in tai lidu ra gidy.

5.2 TINH NANG PAGE SETUP

Tinh nang nay giup thiét 1ap cdu tric trang in, kh6 gidy in. Hay
md& muc chon File | Page Setup.. d€ kich hoat. Hop thoai Page Setup
Xuét hién:
Page Selup :‘.;ﬁi a4 2=
Margs  Paper ke | paper Sourco | Layout |
szt rPraview

B.27 =

T =,
| o =

%

]
Tw

Portrak
Lardsgape

.
3

- —— et S— e == -

Thé Paper Size: cho phép ban lya chon khé gidy in:

- Muc Paper size: d€ chon khd gidly in. Bao gém cic khé: Letter,
A0, Al, A2, A3, A4, AS5,.. wy thudc vao timg loai mdy in cha ban.
Binh thuimg, van ban dugc soan thao trén khé A4;
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- Ngoai ra ban cé thé thiét lap chiéu rong (muc Width), chiéu cao
(muc Height) cho khé gidy;

- Muc Orientation: dé chon chiéu in trén khé gidy. Né&u la
Portrait — in theo chiéu doc; Lanscape — in theo chiéu ngang khé
giay; .

- Muc Apply to: dé chi dinh pham vi cic trang in dugc ap dung
thiét 1ap nay. Néu |2 Whole Document - ap dung cho toan bo tai liéu;
This point forward - 4p dung bit ddu tir trang dang chon trd vé cudi
tai ligu;

- Muc Preview — cho phép ban nhin thay cdu tnic trang in di
thiét 1ap;

- Nhé4n nit Default.. — néu ban muén 4p dung thiét lap nay la
ngdm dinh cho cic tép tai liéu sau ciia Word;

- Nhan OK dé déng y va déng hop thoai lai.

Thé Margin: cho phép thiét 1ap 1€ trang in:

Page Sewp SR {F]
(tiawgns || peper size | aper Source | Lavout |
W, o 3 [Previow— —-——--l
- [« =
[ = |
LT I (YT | ; = l
e [ A ; — l
e | =
l—ﬁ:lﬁ-' G } [ :
| oot s ER Appigto:  [Whole documert @
™ Myror narging Gutter postion -~~~ M
™ 2pages per choet Fr Cip
Rofaut. | oK i Carcel I
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- Muc Top: d€ thiét lap chiéu cao cha 1€ trén cla trang in;

- Muc Bottom: d€ thiét 1ap chiéu cao cia 1€ dudi cla trang in;

- Muc Left: dé thiét 1ap chiéu rong cia 1€ bén trdi cia trang in;

- Muc Right: dé thi€t 1ap chiéu rong cua 1€ bén phai cia trang in;
- Muc Gutter: dé thiét 1ap bé rong phén gdy tai liéu;

Lefi —a
- Top
Gutrer L i
— -\ Right
—— |1 Bxwom

- Muc Header - thi€t lap chiéu cao ctia phén tiéu dé ddu trang
(Header),

- Muc Footer - thiét 1ap chiéu cao cha phén tiéu dé cubi trang
(Footer);

- Muc Apply to: dé chi dinh pham vi céc trang in dugc dp dung
thi€t lap nay. Néu la Whole Document - ip dung cho toan b6 tai liéu;
This point forward - 4p dung bat ddu tir trang dang dat diém trd tré vé
cudi tai lidu;

- Muc Preview cho phép ban nhin thy céu tric trang in di thiét lap;

- Nhén niit Default.. — n€u ban mu6n dp dung thiét 1ap nay 12
ngim dinh cho céc @p tai liéu sau ciia Word;

- Nhan OK dé déng ¥ va déng hop thoai lai.
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53 TIEU PE DAU, TIEU PE CUOI TRANG

Co thé miéu td vi tri clia phan tieu dé dau, tiéu dé cudi trang qua
hinh sau:

e DA T REEE R RS SR SRR T R R R |
phai ctia trang in;
Footer Mud Gutter: @€ thiét tAp bé rong phan gay tai
Ligw;

Cich xay dung tiéu dé dau va tiéu dé cuéi:

M muc chon View | Header and Footer, con tré 1ap titc chuyén
ngay vao phin tidu dé ddu (Header):

- Thanh cong cu Header and Footer ciing xuét hién:

~ Header and Footer

Insert AutoText » '@ @@@n%lm @ﬁeng"”
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Ban c6 thé soan thdo tiéu dé bing cach g truc tiép van ban, réi dinh
dang ching. Ban ciing ¢6 thé chén céc hinh anh, d6 hoa, bang biéu,.. lén
tieu d€ nhu 12 ch&n lén tai ligu. Ngoai ra, ban c6 thé chén thém céc thong
tin khéc nifa tir thanh cong cu Header and Footer nhu sau:

Ingert AutoText ~ I:

Author, Page #, Date

Created by

Created on

|

|

|
Flename and path |
Flename !
|

|

Last printed
Last saved by

Page Xof Y |,

Niit pay cho phép chén vio mot so cédc
théng tin tiéu dé cua tép tai liéu nhu la:

Chén Téc gia, trang, ngay;

Chen tén tdc gia;

Chen tén may tinh tao €p tin;
Chen tén tép tin ciing dudmg din;
Chén tén t&p tim;

Chen ngay in van ban gan nhét;
Chén thai di€ém cudi siT van ban;
Cheén trang thd X cia t6ng s6 trang Y
Chen s6 thi tu trang hién tai;
Chén téng s trang cla tai liéw;
Cheén ngay hién tai;

Chen gid hién tai;

Dinh dang s6 trang;

Chuyén déi 1am viéc giita Header va
Footer;

Poéng thanh tiéu dé lai.
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5.4 CHEN SO TRANG TU PONG
Ngoai viéc chén s6 trang tu dong bdi tinh nang Header and Footer,
ban c6 thé chén s& trang tr dong Ién tiéu dé trang bing céch:

Mé& muc chon: Insert Page numbers... Hop thoai Page numbers
xudt hién:

Page Numbers g , .ﬂ.’g

Position: rPreview

Lo

Alignment:

Right

Led
[ e

T

¥ show number on first page
[ ok | cocet | rpomat. |

- Muyc Pesition — chon vi tri s& chén s6 trang: Bottom of page
chén vilo tidu dé cudi; hodc Top of page chén vao tidu dé ddu trang;

- Muc Aligment — déng hang cho s6 trang: Right- bén phai
trang; Left — bén trai trang hoac Center- & giita trang;
- Né&u chon muc V_Show rumber onfist page | o5 thuc hién dénh s6

trang d4u tién, trdi lai trang dau tién s& khong duogc dénh s, chi dénh
s6 tir trang thi 2 tro di;

- Muc Preview- dé xem kéi qua thiét 1ap trén trang tai liéy;
- Nh4n OK dé€ hoan tat cong viéc.
5.5 XEM TAI LIEU TRUGC KHI IN

- Xem truée khi in (hay cdn goi Print preview) la viéc rat quan
trong, dac biét ddi vdi nhitng ngudi méi hoc word, chua ¢é nhiéu cic
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ky nang vé in &n. Qua man hinh Print Preview, ban c6 thé quan sat
trudc duge cdu tric trang in cing nhu ndi dung chi tié1 rén trang in.
Qua dé s& c6 nhitng diéu chinh hop ly, kip thai doi wéi tai lidu coa
minh dé khi in ra s& thu duge két qua cao nhu y mudn.

D¢ bat man hinh Print preview, ban c6 thé lam theo mét trong
hai cdch:

Cach 1: Mo muc chon File | Print Preview

Cach 2: Nhan nut Print preview I_:QJ rén thanh céng cu
Standard.

Man hinh Preview cung thanh céng cu Print preview xuat hién:

i
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Man hinh Preview 12 noi hién thi cfu tnic, cling nhu ndi dung céc
trang tai liéu trudce khi in;

Thanh céng cu Print Preview cung cfp céc niit chifc nang dé lam
viéc trén man hinh Preview, dé la:

49% .I Pé phéng to, thu nhod (Zoom) théng tin trén man
: hinh Preview;

l E';I Cho phép hién thi hay khong hién thi thudc ké (Rule)
: trén man hinh nay;
aj Chi hién thi mot trang tai liéu trén man hinh nay;
EJ C6 thé chon n trang tai liéu ctng hién thi trén cling
: mot man hinh nay (n=/7..6);
| :gj Dé chuyén déi ché d6 chi xem va xem + cé thé sua
: nod1 dung truc tiép tren tai lidu;
8| In ti lieu ra mdy in;
Poéng man hinh nay lai, tré vé man hinh soan thao tai
Close ]: liéu ban d4u. Ban ciing ¢6 thé 1am viéc niy khi nhan
phim ESC.
5.6. IN AN TAlI LIEU

Sau khi di ché€ ban xong tai liéu, dd ki€m tra lai cdc 18i ché ban.
Budc nay ban s& thuc hién in 4n tai lidu ra mdy in.

C6 nhiéu cach cho ban chon lua ra 1énh in 4n:
Cach 1: M muc chon File | Print..

Cach 2: Nhan t6 hop phim Ctrl + P

Hoép thoai Print xuat hien:
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S 11

bamet . - [P Laserlet 1200 Series PCL =1 *»m-l !
Stabus:. © e %, Priviter
Type: HO L acer 30t 1200 Series PCL L_' !
Whersi - DOT4_001 I~ piktofip
Commerdt - - _— rww, |
-Pmtm g -Copies =
« y( Number of goples: lﬁ E i
o Wpup € Selection i
© poges: | ' Foolgte
Entorpage tumberc andfor page rangez : = 1 ;
separabec by commas, Ftueumpia 1,3,5-12 ;
Prk what: {Document ] “Zoom i :
Pkt . Ja pages in range = ERpe Y - |

- Hop Printer cho phép ban chon mdy in ¢n in (trong trudng hop
méy tinh ban ¢4 néi t6i nhidu mdy in). Niit Properties cho phép ban
thiét 1ap cic thude tinh cho mdy in néu cén;

- Hop Page range- cho phép thiét 1ap pham vi cdc trang in:
- Chon All — in todn bo céc trang trén tép tai liéu;

- Current page — chi in trang tai li¢u dang chon;

- Pages — chi ra cdc trang cén in. Qui tic chon ra céc trang
cin in nhu sau:

<fir trang>-<dén trang>

Vi du:

Chi in trang s6 5: 5

In tir trang 2 dén trang 10: 2-10
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In tir trang 2 dén trang 10; tir trang 12 dén 15: 2-10, 12-15

- Hop Copies — chi ra s6 ban in, ngdm dinh la 1. Néu ban in
nhiéu hon 1 ban, hdy gé s& ban in vao day;

- Hop Page per sheet dé chi ra s6 trang tai liéu s& dugc in ra mot
trang gify. Ngdm dinh ]2 1, tuy nhién ban c6 thé thiét 1ap nhiéu hon s6
trang in trén mot trang gify, khi d6 c@ sé rit bé;

- Cu6i ciing nh4n nit OK dé thuc hién viéc in &n.
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CAU HOI VA BAI TAP CHUOGNG

1. Muén in céc trang: 3,4,5, 9, 10 va 15 cua tai liér dang md trén
cing mét 1énh in, phai thiét 14p nhu thé nao?

2. C4ch thiét lap dé c6 thé in dugc 3 ban in trén mot Iénh 1n?
3. Mudn in 2 trang tai liéu |8n mét trang gidy, lam hé nao?

4. C6 thé vira thiét 1ap mot s6 trang tai liéu in theo budng gidy doc
(Portrait), vira in theo hudng gifly nam ngang (Laidscape) dugc
khong? Néu dugc, hiy néu cach lam? (tham khao hinh cuéi)

-
-
-
%
a3
2
2
]
A
E
x

L

Pogn 7 Sec | e Al3om lal Kl . v Engehius 0D P

* 5. C6 thé sira duge ndi dung tai lidu trén cira 56 Prit preview dugc
khong? Néu duogc, néu cach lam?
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Chuong 6:

TRON TAI LIEU

6.1 KHAI NIEM VE TRON TAI LIEU

Mot tinh nang rat manh cua phin mém soan thao van béin
Microsoft Word la tron tai liéu (Mail Merge). Diéu nay da gitp ich
cho cédc nhén vién van phong rat nhiéu trong viéc in cdc danh sich clia
minh ra cdc phi€u nhd. Ching ta hay tim hiéu tinh huéng sau:

Lan 13 Bi thu chi doan 16p Q9A1, c6 dang phai soan thao céc gidy
mon dé gl 161 cdc ban sinh vién tham du budi lién hoan van nghé do
Chi doan 16 chirc. Danh séch khdch mai di duoc liét ké trén mét bang
Word (hoic trén Excel) nhu sau:

TT | Ho tén Lép |
1 | Nguyén Vian Quang | Q9A2
2 | Thach Hai Van Q9A2
3 | Bui Thi Ninh Q9A3
4 | Le Quang Tam Q9A3

_5 | Nguyén Thi Ha Q9A4 |

Lun phdi lam nhu thé nao?

Tinh nang Mail Merge clia Word s€ gitip Lan don gidn va rat nhanh
chéng tao ra dugc cac gidy mai ghi ddy di théng tin cin thiét,
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6.2 CHUAN BI DU LIEU

Phai chic chan ban di tao dugc danh séch khach m&i nhu sau:

TT Ho tén’ Lop
1 | Nguyén Vin Quang Q9A2
2 | Thach Hai Van Q9A2
3 | Bui Thi Ninh Q9A3
4 | Lé Quang Tdm Q9A3
5 | Nguyén Thi Ha Q9A4

Bang nay c6 thé dugc soan trén Word, trén Excel hoic mdt bang
trén Access, Foxpro.

6.3 SOAN MAU TAI LIEU TRON
Soan thao mot miu gidy m&i nhu sau:

DOAN TRUONG ESTIH
BCH Chi dodn Q10A1

GIAY MOI

Nban dip ky nlém ngiy Qudc t¢ Phy nir 8-3. Chi doin
QIOAL1 18 chirc budi lien hoan van nghé tei Hoi tndmg 16,
trwdrg ESTIH.

BCH Chi doan kinh mi ban ..............cooeeen Lép ...
A&n dus va of vii.

Sy xufit hién ciiz Ban nhat dinh s 1am dém véio nghe thtm
phén 4dng vui vi sinh ddng. R& mong ban 4&n du dfing gidy.

TM BCH CHI DOAN Q10A)

Ta Ngoc Lan

6.4 KICH HOAT TiNH NANG MAIL MERGE

Kich hoat tinh nang tron tai lieu cha Word bing cdch mé& muc
chon Tools | Mail Merge.. , Hop thoai Mail Merge Helper xu4t hién:
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i Mene o SRR

rmmamummamNm.mwmmom

TR wensmmt e

i

o ]

set Datay ~ I

Concnl |

O muc ] [} "“'"'"“"""I bdm chudt nit Creat va chon muc
Mailing Label, hop thoai sau day xuft hi¢n:

P } Tocreate the maling labels, you can use the adtive document window Doasment4 of
\Va & new document window.

»

[a@adinde 3 twvancoamen |

Hiy chon Active Window dé tiép tuc:

0] muc 2 [& Déta moixce | , nhan chuot nit Get Data va chon muc

Open Data Source.., hop thoai Open Data Source xuit hién, ban hay
chon tép chira danh sach khdc mai d3 tao réi nhdn Open.
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Sau khi md duge tép chita danh siach khich mdi, ¢é thé nhan
Close d€ déng hop thoai Mail Merge Helper va sit dung thanh
cong cu Mail merger dé chen cac truong tin cin thiét 1&n tai liéu:

» Mail Merge

Insert Merge Field + | Insert Word Field « | .2 | M <

Lo on | B[ B % %6 pee. | TR

Néu khéng thdy thanh cong cu Mail Merge xuit hién trén man
hinh, c6 thé hién thi n6 bang cach chon thuc don View | Toolbars |
Mail Merge.

6.5 CHEN CAC TRUONG TIN LEN TAI LIEU

DE chén mot trudmg tin 1én gify mai, 1am nhu sau:

Bu6ce 1: Dat diém trd vao vi tri cn chén théng tin trén tai lidu: dat
1én phdn dinh ch2n tén (néu muén chén trudng Ho tén) hoac dat diém
tro lén muc 16p (néu muén chén trudmg Ldp);

BuGc 2: Tren thanh cong cu Mail merge nhan nit Insert Merge
Field, réi chon trudmg tin cdn chén lén tai lidu.

Sau khi chén ddy du cdc trudng tin vao nhimg vi tri hop ly cua
chiing trén tai li¢u, ban c6 thé chuyén sang budc ti€p theo € ti€n hanh
tron ra cac Gify mai.

6.6 THUC HIEN TRON TAI LIEU

Nhian nit __IE' ® 1 tren thanh cong cu Mail merge, hop thoai tuy
chon trén thu Merge xuat hién:
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[T - | Setup... ot |
~Records to be marged
l ca “Ej‘u'n I Io! i ' Check Erors. ..
g Query Options...

¢t @ Donl: prnt blank lines when data fields are empty.

- When merging records e
i € Printblank ines when data fisids are empty. ‘

No query options have been set,

C6 thé thié€t lap thong s6 cho hop thoai nay nhu sau:

- Muc Merge to: cho biét nhilng gidy mdi duge tao ra s€ dat ¢
dau: New document- & mét 1&p word moi; hoic Printer — s& dugc in
ngay ra may in;

- Muc Records to be merged: cho biét pham vi cdc ban ghi s&
duge tron ra: All- s€ thuc hién trén tt ca céc ban ghi hoic From: —
hiy chi ra trén tr ban ghi nao dén To: bin ghi nao?

- Cuéi cding nhian nit Merge dé thuc hién trén ra cic Gidy moi
nhu da thiét 1ap.

6.7 THANH CONG CU MAIL MERGE

Thanh céng cu Mail Merge cung cip cdc nut chitc nang giip ban
1am viéc nhanh chéng va thuin tién trong qua trinh tron tai lidu trén
word.

v Mail Merge B3

Insert Merge Field ~ l Insert Word Field » | %2 l M 4

1 fr »l}%llﬁ/..l%mem;e |REV
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D& chén mdt trudng tin (c6t) tir danh sich lén
tai liéu tron;

DE chuyén dén vi tri céc tai )iy sau khi da
tron duogc;

D€ hién thi hop thoai Mail Merge Helper ti€p
tuc nhitmg thiét 1ap & muc 5.4;

Pé€ kiém tra xem c6 mdt 16i nao trong qua
trinh thi&t lap cdc thong tin tron tai lidu hay
khong?

Thuc hién tron tai liéu va dua cdc két qua ra
mot tép Word mdi;

Thuc hién rén tai liéu va in luon két qua ra
mdy in;

M¢& hop thoai thigt 13p cdc théng tin trude khi
ron thu Merge.
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BAI TAP CHUONG

1. Néu cac budc cén thi€t dé€ tron tai liéu word tit mét bang dir liéu
c6 san trén mot tép word khac?

2. Tao mét danh sich diém hoc sinh ctia mdt I6p (15 hoc sinh) bao
gdm cdc cot: Ho tén, Lop, Tin hoc dai cuong, Thuat todn lap trinh,
Triét hoc, DTB, X&p loai. Tiép theo sir dung tinh nang Mail merge trén
ra cic phigu diém nhv sau dé gti t6i phu huynh hoc sinh:

TRUONG ESTIH
Phong Dao tao
PHIEU DIEM HOC KY 1

Hoc ky 1 nam hoc 2003-2004 d& k&t thiic, Nhi trudmg xin
gin t&i phu huynh hoc sigh: ......... Két qua hoc ky 1 nhur sau:

1 | Tin hoc dai cvong .

2 | ThuAt toan l4p trinh
| 3 | Triét hoc _

4 | Diém trung binh:

5 | Xé&p loai:

Moi thdc mAc xin lién hé véi Phong Dao tao Nba trudmg,
hodc s5 dién thoai (04) 8357388 & duoc giai ddp.

Xin cim on!

: TM NHA TRUONG

3. Tao danh sach két qua thi tuyén (10 thi sinh) bao gém 8 cot théng
tin: SBD, Ho tén, Ngiy sinh, Dia chi, Diém monl, Diém moén 2, Diém
mon 3, Két qué xét tuyén. Tiép theo sir dung tinh ning Mail merge dé tao
v in ra cdc Gidly bdo két qua thi tuyén guri t6i timg thi sinh.
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CHUONG 7:
MOT SO UNG DUNG KHAC CUA WORD

7.1 TINH NANG PEM TU

Tinh nang dém tir cho phép ban théng ké dugc cdc théng tin vé ky
tu, tir, doan, trang trén mot tép tai lieu. N6 rat can thiét khi ban 13 nha
béo, viét sich hoac lam nhimg viéc cé lién quan.

M& muc chon Tools | Word Count dé goi tinh nang nay. Hop

thoai Word Count xut hién:

ot ot SR

Statishis:
Poges ne
Words 15,010 i~
Charecters {no spaces) S1,8L6 4+
Characters (wth spaxes) 65,004 4
Par agraphs 1401 o
Lhes 2,209

™ Induds focinctes and endrotes

/Tona 0 rang

Tong so ne
Torg so ky o khong tinh daw zazh;

\Tdng 50 o 1y 1€ <3 cau ach)
|~ Tdng 10 doan

Tong so dong
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Néu chon muc 7 lnchude footniotes and endnates | 5 thuc hién dém
ca cdc tir va doan trén nhilng phdn ghi chi ciia tai liéu.

7.2 BAO VE TAI LIEU

Viéc bao vé dir liéu trén Word duge phéan thanh cdc midc do. Mikc
d6 cao phit 12 bao vé khi mé tép (ai liéu, v miic d6 thi hai 1a bao vé
sif thay d6i dir lidu trén tép tai lieu. Sir dung mitc d6 nao 12 do ban
quyét dinh, tuy thudc vao muc dich cua ban.

Nguyén tic bao vé cho méi miic la: ban gin moét mat khiu
(Password). Khi d6, chi khi ndo ngudi dung nhap ding mat khiu da
gan mai c6 thé 1am duge viéc ma ban di bao ve.

7.2.1 Bao vé khi mo tép tai lieu
Bu6e 1: Mo tai liéu can bao vé trén word,

Bude 2: Mo muc chon: Tools | Options.., hop thoai Options xuit
hién:

Optians e .';ll ﬂﬂl
Tiack Chenges | User Information | Compatbity | Fie Locations
Vow | Geed | E | Pm Seve | Souling® Grammar

Sava options

T Abwarys croats backup copy

T Allow fast saves

I Promet for docurment properties

T~ Promet to save Normal tempiste

™ Embat TrusType forits
[ Beiod by actor. e by

™ Save data only for forms

W Afow badground saves

W Seve sutoRecover info every: Em E mrutes

Save Word tos a5: | Word Document (*.dxc) =l
™ Disable features ot spported by Word 97

Flle sharny, aptions for Document” i st
Passwiord to operr: Paspword to modify;

I~ Read-onty recommanded

T oo |
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Trén thé Save, ban hay gé vio mat khdu bdo vé 1&p khi md & muc
Password to Open:, gé xong nhin OK. Hop thoai Confirm
Password xu4t hién, yéu cdu ban nhap lai mat khdu vira go:

Contitm Password e T 2] x|

Reenter password to open:

Caution: If you lose or forget the password, it cannot be
recovered, It is advisable to keep a kst of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ 1
Ca'-cdl

Hay g& lai mat khdu vira g truéc d6 vio muc Reenter password
to open: G& xong nhan OK dé hoan tat.

Néu ban gb diing, hop thoai s& déng lai, viéc thiét 1ap mat khdu khi
md& van bin di thanh cong. N€u ban gd sai, thong bédo sau day xudl hién:

Microsoft Word

\l) The password confirmation does not match,

i
.
X Eﬁ :

- |

Tiép theo ban phai nhap lai mat khiu da gé trude do.

Sau khi di thiét 1ap mat khdu bao vé tai lieu khi mé tép nay thanh
cong, néu ngudi ding md tép tai liu nay ra dé lam viéc, hop thoai sau
day xu4t hién yéu cdu nhap vao mat khiu bio vé:
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2

Password

Erbér password te open fie
C.i \Aﬂmlslniuw IMcu'nents\MT doc

[ o ] cawm |

Ngudi ding phai nhap ding mat khiu ma ban da thi€t Iap 1én hép
thoai nay méi c6 thé mé dugc tép tai licu.

7.2.2 Bao vé khi sira ndi dung tai liéu
Budce 1: Ma tai lidu cdn bao vé trén word;
Bude 2: Md hop thoai Options;

opuons — Y

Track Changes | User Information | Compatblty |  Fle _ocations
) General | Ex | Pax  Seve | Speling & Grammer

Save optios — 2 ==
I™ Aiways create hackup copy _
I™ Aow[ast saves
™ Prompt For document propertes
I Promet to save Normal template
™ Embed TruaType fonts
[T Enbed characters in use only
™ Save data only for forms
¥ Allow badkgyround saves
W gave AutoRecover info every: I!D E TERKES

Seve Wod flesas:  |Word Document (*.doc) =]
™ Disable Foatures not supported by Word 97

Fia sharing options for “talleuMAT.doc” =
Password to open: Password to modify:

I Read-only recommended
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Trén thé Save, ban hdy g& vao mat khdu bdo vé khi sua déi noi
dung vin bin & muc Password to modify:, gd xong nhan OK. Hop
thoai Confirm Password xuit hién, yéu cdu ban nhép lai mar khiu
vira go:

Coctan pacmos SRR
Reerter password to modfy: P
== o 1

Caution: If you lose or forget the password, & camnot be
recovered. Itis advisable to kesp 4 list of passwords and
their correspanding document namas In a £afe place.,
(Remember that pasawords are case-sensktive, )

Hay gd lai mat khdu viia gd trudc dé vao muc Reenter password
to modify: G6 xong nhin OK d€ hoan tat.

Néu ban go ding, hop thoai sé déng lai, viéc thi€t lap mat khau
thanh cong. Néu ban gd sai, thong bao sau ddy xuit hién:

Microsolt Woid P o= =il _)S]

Sau khi da thi€t 1ap duoc mat khau, néu ngudi diing mé ©@p nay ra
dé sir dung, mét hop thoai yéu cdu ho nhap mat khdu dé€ c6 thé sira
duoc ndi dung tai liéu:

T . 2| x

‘taBsuMAT . doc’ lsmurved by Nouyen San Hal

Enter password tofnt;t!v, or open read only,

Password: |-
ok | caxsl | ReadOny |
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- Néu nhap mat khdu ding, ngudi ding d6 s€ c6 quyén sira ndi
dung tai li¢u;

- Néu khéng c6 mat khdu, ho cling c6 thé nhdn ndt Read Only dé
md tép tai litu ndy dudi dang chi doc- Read Only (dang nay thi khong
sra va cat duge ndi dung van ban). Khi d6, thanh tiéu dé word xuft
hién dong chit:
iaj tailieuMAT .doc [Read-Only) - Microsoft Word

| fle Edt ¥ew Insert Formet Tools Table ‘Window Help

& Cich bio vé nay khéng duge hidu qua lim khi ma céc k¥ ning
xir ly dir liéu trén tai liéu hién nay la rit don gian. Ban nén ding cich
bao vé mifc khi md tép dit liéu thi hidu qua s& cao hon.

7.3 HOP THOAI OPTIONS

Khi 1am viéc véi word (cling nhu 1am viée trén b4t ky phdn mém
¢6 qui mo 1én nao d6) ban thuong phai thigt lap cho minh mét moi
truémg lam viéc thuén tién, phd hgp véi s& thich va céng viec. Hop
thoai Options cho phép ban lam nhiing viéc d6.

Ban kich hoat muc chon Tool | Options. Hop thoai Options xuit
hién véi nhiéu thé, gitp ban c6 thé thiét 1ap moi trudmg 1Am viéc theo
cic nhém:

7.3.1 Thé View

D¢ thi€t 1ap cac thdng tin mang tinh hién thj (Viewable) trén moi
treong lam viée:
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TrackCherges | User Iformation | Compathity | Fle Locations
imﬂm&|mlmlm}m-nam
F 7 Tkl W agiatad tod . l'm
i oodpais ¢ 7 Fowgprinisoolber  Feld shadng
¥ s ¥ yartical scvol bar Whensslacted v
Fw I‘uchnplurdd-rs ™
H H il oyl = '-f_,_ .rt:".'r L_|
; r'md-m I“w it At KR
Y rmw L] s
F rwgmhoes . 8t
Print and Web Layout options
¥ teowinty ¥ vertical nidler (Print view only) KRk
T Clijact anchoes TR S A
f"ugh«m ‘ , -
Outine: and Normd cplices, ———————— - o
§ Wrap o window mmm
I preffore foem E 3 L

=1 Cnmll

C6 r4t nhiéu céc thudc tinh ma ban c6 thé thiét lap duge & day,
nhung dudi day 12 mot s6 thudc tinh hay duge sir dung nhat:

- Status bar: dé hién thi thanh trang th4i Status bar;

- ScreenTips: cho phép hién thi nhimg miu gidi thiéu (Tips) trén
man hinh clia word;

- Animated text: cho phép hién thi nhiing hiéu Ung trinh dién cta
van ban (d€ thiét lap nhimg hiéu dng nay, ban tham khdo muc 1.2,1.f
Hop thoai Font);

- Hozirontal scrollbar: d€ hién thi thanh cu6n ngang ctia cira sé
tai litu;

- Vertical scrollbar: ¢€ hién thi thanh cudn doc ciia cira sé tai
lidu;
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- Drawing: cho phép hién thi hinh v& Ién tai liéu va in duge ching
ramdy in. Néu khong chon muc ndy, ban khong thé nhin thdy c4c hinh
vé bang thanh céng cu Drawing ciing nhu khong thé in duoc cic hinh
nay ra may in;

- Text Boundary: hién thi dudmg vién bao cho trang van ban ciing
nhu nhimg d6i tuong khac trén tai liéu. Diéu nay gitp ban phan dinh
duge 16 rang bién gidi cic doi tuong ¢6 trén tan lidu dang 1am viéc;

7.3.2 Theé General

D¢ thi€t 1ap mot s6 théng tin mang tinh chung trén méi trudng
lam viéc:

s - - x|
TrackChanges | User Information | Compatbity | e Locanons |
vew [Generali] £dt | Pt | swe | Spelingacesmer |
Genard opbors —=
(3 Background repaginatic

™ Bige background, whits text

™ Pravide Feedback with gound

W Provida feedback with spimation

[~ Confiem conversion at Cpen

W update automatic links at Open

™ Mad as attachment

¥ Recently used Fie bist: |4 3 gntres
I Help for WordPerfect users

™ Nayigation keys for WeadParfact users

Msas rament uniks:

I(ont’meters » I

™ Show pixels for HTM. featires

webOgtions... | E-mall Optiors... |

|_ o I.V‘Cancd |
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Chiing t6i chi gi6i thiéu 2 thudc tinh ban c6 thé quan tam nhat:

- Recently used file list: hay nhap vio s6 tép word dugc sit dung
dung gin diy nhat 1én muc chon File ciia word. Diéu nay rft thuan
tién cho viéc md mot t8p van ban ma ban chiing méi dugce sir dung gdn
day chi bing cdch nhip chuér. Ngdm dinh s6 tép 12 4, ban nén thiét lap
con s& nay nhiéu hon,

- Measurement units: dé thay ddi don vi do chiéu dai trén word
cho phil hgp véi ban. C6 2 kidu don vi do chiéu dai duge sir dung & day
1a Inch va Centimeter.

7.3.3 Thé Spelling & Grammar
D4 thiét 14p nhimg thong tin vé kiém tra 18i chinh t3 van ban:

- 1.
TrdMlWMIM'Nm
Vew [‘Gmord | e® | e | sabe mam
w 1P < v
&

F rads sielieg seiors in this document
Fw-gnm
r's i"ﬁ !im .!l aﬁ ‘ - ‘\:'4_ .
Pwmmmmm

# Igrmork Intemet e e addresses

Custom ry:
IG.ETOM.DIC 'I Qitionaries... '
- -
™ theck grammar as you typs g style:
W Heda grammaticel eerors inthis document  [Standard v
= :

Chack grsnnar with spaling
[ 1 coxa |
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- Check spelling as you type: dé kich hoat tinh nang kiém tra 16i
chinh ta. Ban nén chon muc nay, bdi 1€ néu né dugc chon thi nhimg tir
viét 1a1 va nhimg thi€t 1ap kiém tra 18i chinh ta trén hop thoai
AutoCorrect mdi c6 tic dung; ;

- Check grammar as you type: dé kich hoat tinh nang kiém tra
18i ngit phdp (ngir phdp tiéng Anh). Ban chi bat né khi tai liéu la van
ban tiéng Anh, trdi lai ban nén bé muc nay.

7.3.4 The File Locations

Thiét 1ap nhimg thong tin vé thu muc trén dia c6 lién quan dén
moéti truomg 1am viée word:

vew | Genmal | Ex | Pix | seve | seelgtcramme
Track Changes | User Information | Compatibity [ lle Locations |

User templates C:\...\Microsoft\Templetes
workgroup templates

User options

AutoRecover files C:\...\Application DataWMicrosoft)...
Tools Ci\...\Microsoft Officazk\Office
Startup C\.. \Microsoft\Word\STARTUP

ox'l_fbi-l
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Hay chon muc cén thi€t lap lai thy muc & danh sich File types:
¢6i nhan nit Modify dé chon lai thuy muc 1am viéc. Vi du, muén thay
d6i thu muc ngdm dinh khi m& va c4t van bin méi, Jam nhu sau:

Budc 1: Chon muc Documents trén danh sach File types;

Buéc 2: Nhén nit Modify, hop thoai sau xudt hi¢én cho phép ban
chon lai thu muc méi.
“ 2y

T e®|@ % - ok -

Bud6c 3: Sau khi chon xong thu muc ngdm dinh dé m& va cét tai
lieu, nhan mit OK dé€ ddng ¥ su thay d6i nay.

7.4 LAM VIEC VOI MACRO

Khi lam viéc véi word nhiéu khi ban phai lap lai mot s6 céc thao
téc xir Iy trén t3i lieu. Diéu ndy s&€ dugc don gian hon khi ban p dung
k¥ thuat Macro. ;

Macro c¢6 thé hi&u 12 mo6t 1énh d€ goi mot thi tuc (thii tuc Id mot
chuong.-trinh dvgc ldp trinh trén mdy tinh ¢6 thé bao gom nhiéu lénh
yéu cdu mdy tinh lam viéc) nio d6. Lénh Macro c6 thé dugc gin boi
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td hop phim tit hoac dugc gén vao mot nit lenh trén thanh cong cu
ma khi bdm 6 hop phim tit nay hodc nhdn chudt 18n nit dd gén trén
thanh cong cu, Macro dé s€ duoc thuc hién.

7.4.1 Tao Macro

D¢é dé hiéu hon, ching t6i s€ dua ra bai toan va cdch gidi quyét né
sau day:

Ban 13 mét nban vién vin phong, rit hay phdi soan thio céc bio
céo, hgp déng,.. ma c6 dong tiéu dé ddu tién la:

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Twdo — Hanh phuc
--000--

Hay tao mot Macro ¢6 ten CHXHCNVN va gén né béi mot 18 hop
phim néng Ctrl + T ching han, ban lam nhu sau:

Budc 1: Kich hoat tinh ning tao méi Macro béng cich: md muc
chon Tools | Macro | Record new Macro.. Hop thoai Record Macro
xuflt hién:

{ANDocuments (Normal.dot) x
Rescription:

|Maao recrded by Nguyen Son Hai
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Budc 2: Khai bo tén va thiét lap phim tit cho Macro nay:

- O Macro name: ban hiy gé vao tén clia Macro cén tao la:
CHXHCNVN;

- D€ thiét lap phim tit cho Macro, hdy nhdn lén niit Keyboard

, hop thoai Customize Keyboard xuit hién:

Cuslomze Keyboard

Macras 3

B A

Khi con tré dang nhdp nhdy & hop Press new shortcut key: ban
hdy b&m t8 hop phim néng cén thiét lap (0 day 1a Ctrl + T), ti€p theo
nhdn Asign dé€ déng ¥. Cubi ciing nhdn Close dé déng hdp thoai nay
lai. Mét thanh cOng cu méi xudt hién nhu sau:

Q_ :
Va con trd trén man hinh s tr& thanh: . Khi d6 ban c6 thé ra
cic lénh cho Macro nay.
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Bud6c 3: Ra cic lénh cho Macro: Thuc chit lénh cho Macro dang
tao la: Soan thao dong chir

Cong hoa xa hoi chu nghia Viét Nam -
Déc 1ap — Tu do — Hanh phiic
--00o--
va dinh dang dong chit d6 dé trd thanh:
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phiic
-=0l)o--

Ban hiy |am cdc cong viéc soan thio d€ duoc két qua nhu vay.

Budc 4: Két thic viéc tao Macro: Sau khi soan thao duoc méu tiéu
dé nhu § muén, hay két thic viéc tao Macro nay bing cich nhén lén
mit Stop recording -!l trén thanh céng cu Stop. Ban di tao duoc
Macro c6 ten CHXHCNYVN véi phim néng 1a Ctrl + T.

7.4.2 Sir dung Macro da tao dugc

Gia sir di tao dugec Macro CHXHCNVN. Khi mudn hién thi tiéu
d€ nhu vay ban chi cdn goi Macro nay bdi phim néng cua né l1a Ctrl +
T. Ban sé& thu dugc két qua nhu mong muén,
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CAU HOI VA BAI TAP

|. Néu cdc phuomg phép bio v& dir li€u trong céc tép van bian
word? Néu khong mudn cho bt k¥ ai doc duge ndi dung trong mot t&p
tai liéu, ban phdi ding phuong phép nao dé bio vé, cho biét cic budc
dé thiét 1ap?

2. Do man hinh hién thi dit liéu mdy tinh nhd, néu muén 4n di
thanh trang théi cha word phai 1am nhu th€ nao?

3. Trong khi soan thao trong word néu céc dong van ban ti€ng
Viet  xuft hién nohing ddong gach chan mau d6 nhu saw
Neu cac phwong phap . Hiy cho bié€t tai sao nhu vay, va cich
khéc phuc sy c6 nay?

4. Gid sir d 6 thu muc CATaiLieu. Mu6n méi l4n thuc hién lenh
mo tai lidu hodc 1énh ghi tai liéu méi trong Word, thu muc nay s& dugc
md ra ddu tign, phai 1am nhu thé nao?

5. Ban hiéu khéi niém Macro nhu th€ n3o? Néu c4c budc cin thiét
dé c6 thé tao dugc mot Macro?

6. Hay tao c4c Macro dé€ 1am céc cong viéc sau:
- Macro ¢6 t¢n ChupManHinh dé chup toin bo man hinh hién
tai cia mdy tinh va dua vao vj tri dang chon trén i liéu;

- Macro c6 tén DanhSoTrang d€ ty dong dénh s3 trang cho van
ban dang soan thdo 1én tiéu dé cudi theo dinh dang nhu sau:

- Macro c6 tén CatVaThoat dé ghi lai noi dung van bin dang
soan thao 1&n dia déng thai thodt khdi Word.
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Chuong 8:

HE THONG PHIM TAT

TRONG WORD 2003

Lénh tat Tac dung
Fl M3 bdn 1dc vu Help L
Alt + Tab Chuyén doi giita cde chuong trinh dang diugc mo
Alt + Shift + Tab Kich hogt chuonyg trinh duge sir dung truce dé.
Cul + Esc Mo Menu Start.
Cut+ W Pong cita s6 hign hanh
Ctri + F4 Déng cita 56 Word o
Ctrl + F5 Thu nhé kich thude ciia s6 hién hanh
Ctrl + FIO Phong ta thu nho cita 56 hién hanh.
Ctrl + F7 Chon citu 568 hién hanh.
Alt+T ;{ig;u hinh cho cde donyg rong Paragraph dén ciing mét

ub.

Cac phom tit cho Menu bar

Alt+ Menu Bar chit guch dudi trén
Menu Bar Diing dé chon cde Menu Bar.
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Esc Tdr Menu x6 xuong hay huy bo thuo tdc vitu mon the
hién

Phim T! Ding dé di chuyén chudt trong menu X6 xuéng.

Phim « — Diing dé' mo hay déng menu con trong menu xé
xudng.

Cul+ 4 Néu menu s6 xudng thi thu nhd (khéng hién thi hét)
thi t8 hop phim nay 6 tdc dung mo todn bé menu xé
xubng dé.

Enter Nhdn Enter dé thue hién lénh dung duoc chon

Ctri Tab Néu Menu bu dung hién hanh thi lénh ndy mai o6
tdc dung. Té hap phim nay 6 tdc dung di chuyén
dén thanh céng cu duai no.

Ctrl + Shift+ Tab C6 tdc dung di chuyén dén thunh céng cu hay menu
bar k€ trén né.

Ding phim Tab hay cdc phim mi tén dé di chuyén qua lai
mé cac chitc nang con cta né hay nhin Enter dé thi hanh.

Shift + F10

Néu dang dimg trén menu bai hay trén thanh céng cu |

thi 18 phim nay ¢6 tic dung ma danh sdch cdc thunh
céng cu. Néu 6 hién hanh dimg rmong cita s& vin hdn
thi 18 hop phim ndy mé menu 1dt, tiong t nhap chudt
phdi.

Home

Di chuyén vé chon lénh ddu tién trén Menu hay biéu
tugng diu tién trén thanh cong cu

End

Di chuyén vé chon Iénh cudi cing trén Menu hay
hiéu tugng cudi cing trén thanh céng cu
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Cac phim tit trong Menu x6 xuéng

1. Nhimg phim tdt trong menu File

iClﬂ‘(—P

Ctrl + N Tuo bdny tinh mai
Cul+ 0O Mo tdp tin dd 6
Alt+F+C Thuc hién lénh Close.
Cul+ S8 Thuc hién iénh Save.
Alt+F+A Thute hién lénh Suve As
Alt+F+G Thuc hién lénh Save as Web page.
Alt+F+W Thuw hién lénh Suve Wordspace
Alt+F+H Thue hién lénh Search
Alt+F+B Thuc hién lénh Web Page Preview
Alt+F+U Thuc hién lénh Puge Setup

Thuc hién lénh Print

2. Nhirng phim nhdn tat trong menu Edit

Cul+Z Thuc hién ténh Undo

Cirl + Y Thuc hién lénh Redo

Ctrl + Y Thute hién 1énh cdt

Cul +C Thie hién lénh Copy.
Alt+E+B Thue hién lénh office Clipbourd.
Curl + V Thue hién lénh ddn.

All+E+S Thue hién lénh Paste Special

At +E+H Thue hién lénh din As Hyperlink
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3. Nhimmg phim (it trong menu View

Alt +V+N thue hién ténh Normul
Alt+V 4+ W Thuc hién lénh Web Layout
Alt+V+P Thuc hién lénh Print Layout -
Alt+ V4K Thuc hién Iénh Tusk Pane
Alt+V+T Mg menu chita tén cdc thanh cdng cu. Ding cde mii
tén dé chon thanh céng cu va nhén Enter.
Alt+V +L Bl tdt thuée do.
Alt+V+F Bat hay tédt thunh Formula
Alt+V +H Phute fiién 1h Header and Fooler ]
[ Alt+V+U Thuc hién lénh Full Screen
Alt+V +B Thuc hién lénh Thumbnails
A+ V+2 Thish-high dénh Zoown |
4. Nhiing phim tdt trong menu Insert
All+1+B Thuc hién lénh Break...
hA]t +I+U Chén rang vao vdn hdn
Alt+1+T Chén ngay gic vdo van bdn
Alt+1+ A Thuc hién lénh AutoT ext
Alt+1+F Thue hién lénh Field
(Alt+1+58 Thuc hién lénh Symbol... T
Alt+1+P Thuc hién lénh Picture N
Alt+1+X Thue hién ténh Text Box
Alt+I+L Thue hién lénh chén File
Al+1+0 Thuc hién iénh Object
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5. Nhiing phim tit ding cho cdc lénh con cia Picture

Alt+1+P+C Thuc hién lénh Clip Art.
Alt+1+P+F Thuc hién lénh From File
Alt+1+P+0 Thuc hién fénh Orangnization Chart.
Alt+1+P+A Thue hién lénh AutoShapes.

Alt + 14+ P+ W | Thuc hién lénh WordArt
Alt+1+P+N Thuc hién lénh New Drawing

Alt+1+P+0O Thuc hién iénh Qrangnization Chart
Ali+1+P+H Thuc hién lénh Chart

6. Nhitng phim tdt trong menu Format

Alt+F +F M hop thoai Font

Alt+F +P Mg hop thoui Paragraph.

Alt +F + N Thue hién lénh Bullets and Numbering

All+F +B Thuc hién iénh Border und Shading

Alt+F +C Thyc hién lénh Columns

Alt+F +T Thuc hién Iénh Tab

Alt+F +D Thue hién lénh Drop Cup...
ANW+F +X | Thuc hién lénh Text Derection

Alt+F +E Thuc hién lénh Change Case

Alt+F +K Thuc hién lénh Background

Alt+F +H Thte hién l1énh Theme

Alt+F +R Thuee hién Iénh Framer

Alt+F + A Thue hién Iénh Auto Format

Alt+F +8 Thuc hién lénh Style and Formatting
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Alt+F +V Thue hién lénh Reveal Formutting

Alt+F +0O Thuc hién lénh Object
7. Nhimg phim tdt trang menu Tools
F7 Thue hién lénh Spelling und Grammar -
Alt+T+R Thuc hién lénh Research
Alt+T+L Thue hién lénh Language
Alt+ T+ W Thuc hién lénh Word Count
Alt+T+H Thuc hién lénh Speech )
Alt+T+K Thuc hién lénh lénh Shared and WordSpace
Alt+T+T Thuc hién lénh Track change
Alt+ T+ A Thue hién Auto Options
Alt+T+C Thuc hién lénh Customize
Alt+T+0O Thuc hién lénh Options

8. Nhing phim tdt trong menu Table

Alt+ A+W Thue hién lénh Draw Table

Alt+ A+1 Thuc hién lénh Draw Insert

9. Cdc lénh nho trong lénh Insert

Alt+A+1+T | Thuc hién lénh Draw Table

Alt+ A +[+L | Thuc hién lénh Columns to the Left

Alt+ A+1+R | Thuc hién lénh Columns to the Right

Alt+ A +1+ A | Thue hién 1énh Rows About

At + A+1+B | Thuc hién lénh Rows Belaw

Alt+ A+1+B | Thuc hién lénh Cell

Alt+A+D Thuc hién lénh Delete
Alt+A+C Thuc hién lénh Selecr
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10. Cdc lémh nho trong lénh Delete va Select

AIr+A+l+T_|

Thuc hién lénh Tuble

Alt+ A+ 1+ C | Thuc hién lénh Columns
Alt+ A+1+R | Tl hién lénh Rows

Alt+ A +1+E | Thi hién fénh Cell

All+ A+M Thuc hién lénh Merde Cell
Alt+A+P Thuc hién ténh Split Cell
Alt+ A+ T Thue hién lénh Split Table
Alt+A+F Thuc hién lénh Table Format
Alt+ A+ A Thuc hién lénh Autofit

11. Cdc lénh nhdé trong lénk Auto Fit:

Alt+A+[+F Thiee hién lénh AutoFit to contents
Alt+ A+ +A | Thuc hién lénh AuroFit to Windown
Alt+ A+ 1+ X | Thue hién lénh Fixld Column Width
Alt+ A +1+F | Thuc hién lénh Distribute Rown Evenly
Alt+A+I+F Thue hién lénh Distribute Columns Evently...
Alt+A+H Thue hién lénh Heading Row Repeat
Alt+A+V Thue hién lénh Convert...
Altl+A+S Thuc hién lénh Sort
Alt+A+0 Thue hién lénh Formula
Al+A+G Thuc hién lénh Hide Gridines

| Alt+ A + R Thue hién lénh Tuble Properties

12. Nhiang phim tat dang trong menu Windows

Alt+ W+ N

Thuc hign lénh New Window

All+ W+ A

Thuc hién lénh Arrange All
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:It +W+B Thue hién lénh Compu_re Side By Side With Word
Alt+ W +S Thuc hién lénh Srlit
13. Nhiing phim tdt diing trong menu Help ¢
Fi MG hang tdc vu Help |
At+H+M Thuc hién lénk Microsoft Office
All+H+0 Thiae hign 1anh Show the Office Assirant T
Alt+H+C Thuc hién lénh Conract Us.
Alt+H+P Thuc hién lénh WordPerfect Help
Alt+H+K Thyc hién lénh Check For Updutes
Alt+H+R Thuc hién lénh Detect und Repair
Alt+H+V Thuc hién lénh Activate Product
Alt+ H+F Thue hién lénh Customer Freedbuck Options
Alt+H+ A Thutc hién lénh About Microsoft Office Word

* Cac phim tidt ding trong hop thoai
EII + Tab Ding d¢ chon nhdn ké phdi ctia nhédn hién hanh
trong hdp thoai
Curl + Shifi+ Tab | Diing dé chon nhin ke trdi cia nhdn hién hanh Ngoai
nhitng cdch trén ta con o6 thé nhdn 16 hap phim 1t Alr
+ (Chit cdi ditoc gach dugi ciia nhdn) dé chon nhdn
can thiét.

Chit y: Nhin hién hanh la nhdn cé khung chdm chdm bao
quang nhdn 46,

14. Di chuyén va chon cée chire ndng trong cée nhin

Tab Co tdc dung di chuyén trong nhin hién hanh, méi ldn :
nhdn Tub la chuyén t6i chic ndng ké tiép chuc ndng
hién hanh trong nhan.
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Shift + Tab Di chuyén trong nhdn hién hanh, mdi lin nhdn Shift +
Tuh & chuyén 161 chicc ndng ké sau chic ndng hién
hanh trong nhdn.

* Dang dé md danh sdch néu cé cia chitc ndng hién hanh
trong nhdn.

Esc Ddng dunh sich dang mo cia chitc ndng hién hanh va
khéng chen gi cd. Ban ciing c6 thé déng hép thoai
bing phin nay.

= hly Diang bén phim mii tén dé di chuyén trong danh sach
cria nhdn hién hanh.

15. Nhiing phim tdt hé trg cho cdc hdp thoai open, save,

as vaé Insert picture .
Alt+ 1 Mo mét Folder trieée do (chii ¥ cho cde Folder hién
hanh mai ¢o tde dung).
Alt+2 Tro vé truce Folder hién hanh
Alt+3 Déng hép thoai va mg Wde tim kiém trang
Alt+4 Xod mot Folder hay File hién hanh
Alt+5 Tao mot Folder mai.
Alt+6 Chuyén déi cdch thire trinh bay Folder
Alt+7or Alt+L Mo menu Tool
F4 hay Alt +1 Ma danh sdch Look in
F5 Lam mai danh sdch File
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PHAN 2:

MICROSOFT WORD 2007
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Chuong 1
CHINH PHUC WORD 2007

Cho du ban da timg sir dung qua by Microsoft Office 2003 hay
cac phién ban trwée day thi khi tiép xic véi phién ban Microsoft
Office 2007 méi nhit nay, ban sé vin cir “lang ta ling ting” nhu
ngudi mdi bit dau.

Thét vy, by Office 2007 1a mot sy “Iot xac” ca vé hinh thic 1an néi
dung ma chic chin ban s& phai ton kha nhiéu thoi gian tim hiéu vé né. Tuy
nhién khi da lam chii dugc b phan mém nay réi thi ban sé cam thay céng
viéc van phong cia minh tré nén nhe nhang hom truéc nhiéu vi bd cuc
chuong trinh dugc sap xép lai hop ly, cac cong cy hé trg ty dong san sang
gittp d& ban, nhimg tinh nang mén d4p (mg tdt hon nhu cu cda ban...

I. LAM QUEN V{OI GIAO DIEN MG

Trong Word 2007, ban sé khong con thiay cAc menu lénh nhu phién
ban trde ma thay vao 36 la hé théng “ribbon™ vdi 3 thanh phén chinh:
thé {Tab), nhom (Group) va cac nat Ignh {(Command button). Cac nit
Iénh c6' lién quan dén nhau duge gom vao mdt nhém, vi du nhu cac nat
chon font, ¢& chir. in dam, nghiéng, gach chan... dugc gom vao nhém
Font. Nhiéu nhém cé chung mét tac vy lai duge gom vio trong mét thé.

Ban hay d¢é y, & goc trén bén tay trai co mét nat hinh tron , né ¢ tén
14 Microsoft Office Button. Nhan nit nay sé xuat hién mot bang lénh
tuong ty nhu menu File ciia phién ban Word truéc, bao gom cac lénh:
New, Open, Save, Print...
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Quick Access Toolbar la thanh céng cu nidm canh niOt Microsoft
Office Button, gitp truy cép nhanh dén nhitng nit [énh thuong dung. Ban
¢6 thé nhin chudt vao nut miii tén & cudi thanh va bd sung thém nhirng
nut 1énh ban hay ding khac vao thanh cong cu nay béng cach danh diu
chon vao no. .

Sir dung phim tit 8¢ mé cac thé, nit I¢nh

!.!al’,nf-,g-,

.— -
je=— w 3=
- o

X As-|®7- A-llEE

-

Ngoai phuong phép nhin chudt, ban co thé sir dung phim tit dé truy
cap dén cic theé, nit énh mdt cach nhanh chéng. Rat don gian, hay gii
phim Alt trong 2 gidy, 1ap tirc xuat hign cac chi cai trén cdc thé, ban nhan
tiép chif cai trén thé nao minh mudn md, thé do sé& dugc kich hoat. Bay
gior trén cac nit Iénh lai xudt hién mot loat chir cai dé ban kich hoat no
véi cich tuong tu. )

Tao mjt tai liéu mbi

Tuong & nhu Word 2003, phim tat d& tao mot tai ligu mdi trong Word
2007 la Ctrl+N. Cich khac: Nhan chugt vao Microsoft Office Button , chon
New, nhan dip chugt vd myc Blank document.

Tao mét tai ligu mdi tir mAu cd sin: Nhan Microsoft Office Button ,
chon New. Nhan Installed Templates, sau d6 chon mot mau da cai vao may
hay chon mdt mau tir Microsoft Office Online (yéu cau c6 két ndi Internet dé
tai vé). Nhin nit Create dé tao mét tai ligu mai tir mau d chon.
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M tai li¢u ¢6 siin trép may

Tuong tu nhu Word 2003, phim tit md tai liéu ¢6 sin la Crrl+O. Ban
cling c6 thé vao Microsoft Office Button , chon Open.

H9-0 =

TR & st i« s - e 8. A A (L2 A b S SR e R R =

L Recent Documents !
i

1 2806 tu hoc Word 2003-2007 (cbi) bed

5. Qpen 2 DPalau rdi nd ko con himg thu viét blog =
: 3 KT doanh nghiep bang EXcel (cbl) = |
['f-a Conyert i
o -

-151 -

http://tieulun.hopto.org



Lira tai ligu

_Phim tat dé luu tai liéu la Curi+S (giong Word 2003). Céch khac:
Nhan Microsoft Office Button , chon Save.

Néu file tai liéu ndy trude dé chua duoe luu Jan nao, ban sé duge yéu
chu dat tén file va chon noi luu. g

Dé luu tai liéu voi tén khac (hay dinh dang khic), ban nhin
Microsoft Office Button , chon Save As (phim tit F12, twong tu nhu
Word 2003).

Mic djnh luu tai liéu dang Word 2003 tré vé trude

Mac dinh, tai liéu cua Word 2007 dugc luu véi dinh dang la
* DOCX, khac vdi *.DOC ma ban da quen thudc. V&i dinh dang nay, ban
sé khong thé nao m& duoc trén Word 2003 trd vé trudc néu khdng cai
thém b6 chuyén d6i. Dé tuong thich khi md& trén Word 2003 ma khong
cai thém chuong trinh, Word 2007 cho phép ban luu lai véi dinh dang
Word 2003 (trong danh sach Save as type cua hdp thoai Save As, ban
chon Word 97-2003 Document).

Muén Word 2007 mic dinh luu véi dinh dang ciia Word 2003, ban
nhan Microsoft Office Button , chon Word Options dé md hép thoai

Word Options. Trong khung bén trai, chon Save. Tai myc Save files in
this format, ban chon Word 97-2003 Document (*.doc). Nhén OK.

H Comtoruin "o s documents e Lived

oAty s Dwramtn
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Trong Word 2003 ciing ¢ tinh nang méc dinh luu theo mdt dinh
dang nao dé (di nhién khéng c6 dinh dang ctia Word 2007). Dé truy cap
tinh nang twong img trén Word 2003, ban vao menu Tools > Options >
thé Save > chon dinh dang trong muc Save Word files as > OK.

Giam thiéu kha nang mit di liéu khi chwong trinh bi dong bit ngdy

Dé dé phong trudng hop treo may, cip dién lam mét dir liéu, ban nén
bt tinh niing sao huu ty dong theo chu ky. Ciing trong hdp thoai Word
Options, chon muc Save & bén trdi, danh diu check vao Save
AutoRecover information every, sau d¢ nhép %) phdt ty dng luu vao 6
bén canh. Nhin OK.

Liru tai liéu véi dinh dang PDF/XPS

Mét tinh nang mai ¢ trong Word 2007 la kha nang luu tai lidu vai
dang file *.PDF va * XPS. C6 € ban da kha quen thudc véi dinh dang
PDF. Con XPS? Tuong ty PDF, XPS (XML Paper Specification) 13 loai
file dién tir co bd cuc ¢b dinh, dam bao khi file duge xem trén mang hay
dem in né van giir lai chinh xéc cac phén dinh dang ban cén, dir liéu trong
file khong dé thay di.

Dé lwu hoac xuét sang dinh dang PDF/XPS, truéc hét ban cin cai dat
thém phin hé trg Microsoft Save as PDF or XPS cho hé théng Office
2007: truy cdp vao http://r.office.microsoft.com/r/rlid-MSAddinPDFXPS
hay http://tinyurl.com/y32)78 va lam theo huéng din trong d6 dé cai dit.

Cai xong ban c6 thé hru tai liéu lai voi dang PDF/XPS biing cach nhén
Microsoft Office Button , chon Save As, chon PDF or XPS.

deuroimbied Tme (*.dotw)

S ML lyroid 972003 Documer {*.doc) =
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Phéng 1ém / thu nhé tai ligu

C6 1€ ban da kha quen thugc vai hop Zoom trén thanh cong cy
Standard ctia Word 2003, n6 gilp phong to hay thu nho tai liéu véi nhiéu
tiy chon. Con trén Word 2007, cong cu nay nim & dau? Ban hay dua mit
xuong goc dudi bén phai cira s, trén thanh trang thai sé thdy thanh trugt
Zoom . Ban chi viéc kéo thanh trugt qua phai dé phong Ion hay qua trai
dé thu nho tai ligu.

Xac lap ché 4§ phong lém / thu nho déc bigt

Trong thé View, nhém Zoom, nhan 100% dé dua tai liu vé ding
kich ¢& ciia no. Ciing trong nhém Zoom, nit One Page cho phép ban hién
thj vira diing | trang trén man hinh, nit Two Pages hién thj ding 2 trang,
con Page Width la ché 46 Zoom ma chiéu rong trang vira véi chiéu rong
man hinh. Nhin niit Zoom sé& cho nhiéu tiy chon hon nira.

Xem tai li¢u & ché dp Full Screen Reading

O Word 2003, ban co thé xem tai fiéu giéng nhur xem séch (2 trang
ddi dién nhau, va chiéu rong man hinh duoc tin dung ti da € c6 thé doc
va ghi chu vao tai li¢u mjt cich dé dang). Cach thyc hign: vao menu
View — Reading Layout.

Pé6i véi Word 2007, cong cu nay ndm & thé View, nhém Document

Views, myc Full Screen Reading. Khi & ché d¢ Full Streen Reading,
nhan phim mii tén & géc dudi cia trang dé di chuyén qua lai giita cac
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trang. Nhin ESC dé trd vé ché d¢ Print Layout. Ciing trong nhém
Document Views ban c6 thé chon nhiéu ché d6 hién thj khac nhu Web
Layout, Outline, Draft.

Posag bon  oho ahs ris bin
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Thanh thuéc ké (Ruler)

Thudc ké doc va ngang rat tién lgi cho ban canh chinh, thé nhung
trong phién ban Word 2007 nay hinh nhu Microsoft da loai bo no réi?
Khong phai viy, ciing nhir Word 2003 cho phép ban tiy y bat tat thanh
Ruler (menu View — Ruler), trong phién ban 2007, chirc ning nay da
dugc dua vao thé View, nhém Show/Hide. Ban chi viéc danh dau check
vao muc Ruler dé cho né hién 1én lai.

Mdt cach khac dé cho thude ké hién ra 1a nhan chudt vao nit View
Ruler & phia trén thanh cudn doc.
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Refarences P ailir

[¥] Ruier. [ ] Do
[] Gridlines ]

tMassage Bar

3PS
v

Néu thyc hién cach nay ma ban chi thiy cé mdi thudc ké ngang xuat
hién, khong thay thude ké doc dau ca, hay lam thém budc sau dé bat
thuoc ké doc 1én: Nhéan Microsoft Office Button , nhin tiép Word
Options. Trong hop thoai xuét hién, & khung bén trdi chon Advanced.
Kéo thanh trugt & khung bén phai xuéng dudi nhém Display, danh dau
chon hop kiém Show vertical ruler in Print Layout view. Nhidn OK

L v: Ban phai xem tai liéu & ché dd Print Layout thi m&i hién du
dugc cac thanh thuoc ké.

Duyét tai liéu & ché 5 hinh thu nhé (Thumbnails)

Ché d6 nay rat hir ich néu trong tai liéu cla ban ¢6 qua nhiéu trang
vi n6 cho ban mot céi nhin tdng thé vé cac trang, va ban cé thé nhay
nhanh dén mét trang bt ky.

Trong thé View, nhém Show/Hide, ban danh dau check vao hép
kiém Thumbnails. Lap tirc bén trai cira s6 xuat hién mét khung chira hinh
thu nho cua céc trang trong tai liéu, kém theo s trang & bén dudi. Ban
nhan chudt vao mét trang dé nhay dén trang do.

- 156 - )
http://tieulun.hopto.org



Avebimad | e L) J::@hm..,__m---":g.“ &_‘ e
*Prnd Fu'rea'-l t—as-m‘ ro;n s;nxd 2 . = s:nm v.:nf:
Pl rte = o
Lol Readng - Dradt a il T remon Spe i .

Cho 0U ban da timg i dyng qua bE Microsolt Oftice 2003 hay cic phil
phién ban Microsoft Office 2007 mén nhdt ndy. ban sd v3n ¢t “lung ta lu

Thil viy bd Office 2007 A mdt su IR xac' ¢d vé hinn iere 0 odi cung ma d
o1 gian KM Mebuvé nd Tuy wen ki @3 L ol Guoc bad padn mém ndy ré
PRANg cda minh Ird nén nhe NNANG Nom o ewku vi DS Cuc Awong tinh d
tro ty d6ng s8n sdng guip 45 ban nhimglinh nang mén Gip Ung 16t hon nhu

Limquenvon glac dgn mdt

Trong Wora 2007 0an 38 kndNg conihdy cac menu san nivs preén bin (o

w01 3 Manh phdn chinh é (Taby ndm (Group) va tac ait knh (Commang i
hau Lo gom vas mdt NhOM vi du RN Cic N chan font ¢ ondt nddm 1
nhom Font Niséu nhom 6 chung mét t4c vu W duoC gom vaa trong mat thé

Ban hiy & v 6 gocirénbéntay (ra o6 MOt A DiNRIOh N co 18N 1A MIr oY
xult neéns md1 Bdng R Long tu nhu menu Fie oda prwén bin \Word truoe 1]
Pone

Thay ddi xac lap I trang

Trong Word 2003, dé thay ddi nhimg xdc 13p trang, ban vio menu
File - Page Setup. Con trong Word 2007 thi sao? Cac xac lap trang gidy
nim trong thé Page Layout, nhém Page Setup.

- bé thay dbi 18 trang, nhén nit Margins, mdt menu x6 xuf)ng cho
ban chon nhimg kiéu 1& trang minh thich (m3i kiéu Ié déu c6 ghi chi
thong s bén canh, vi dy kiéu Normal thi 18 trén, dudi, trai, phai déu cach
mép giay | inch...).
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- Néu nhur cic théng sé 1€ trang ban mudn xéc 1ap khéng ¢6 sin trong
danh sich, hay nhan Custom Margins & cudi menu, sau 46 w minh nhdp
vio thong sb mai.

Hién thj céc I trang

Nhén Microsoft Office Button, nhan tiép Word Options. Trong hop
thoai xuét hién, & khung bén trai nhan Advanced, khung bén phai kéo
thanh trugt xubng nhom Show document content va danh déu check vao
hép kiém Show text boundaries. Nhin OK.
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Cic Ié trang sé xuit hi¢n trong tai li¢u dwdi dang dwomg dirt nét

Trong Word 2003, ban ¢6 thé thuc hién chirc nang tuong img bing
cach vao menu Tools — Options > thé View > danh diu check muc Text
boundaries trong nhém Print and Web Layout options > OK.

Chon huémg giiy cho toan bg tai li¢n

Trong thé Page Layout, nhém Page Setup, nhén nit Orientation va chon
mdt trong hai kiéu 1A Portrait (trang doc) hodc Landscape (trang ngang).

Xic lip trang doc va trang ngang trong cung mt tai lieu

- Dung chudt quét chon cac doan van ban ma ban mubdn thay ddi
sang huémg doc hodc ngang.

- Trong thé Page Layout, nhém Page Setup, nhin nit Margins.

- Nhan Custom Margins, chon tiép Portrait (trang doc) hoic
Landscape (trang ngang) trong muc Orientation.

- Trong muc Apply to, chon Selected text. Nhan OK.

Thay ddi civ gidy :

Néu mudn thay déi kich c& trang gidy, trong thé Page Layout, nhém
Page Setup, ban nhin nat Size. Menu x4 xuc‘;ng cho ban chgn mét trong
chc ¢ gidy 6 sin nhu: Letter, A4, AS, A6, Postcard...

Mudn xac lap mét & giéy dac biét khong c6 trong danh sach, ban
chon More Paper Sizes & cudi menu va nhip vao chiéu rong (Width),
chiéu cao (Height) minh thich.

Khéc phyc hi¢n tgng: L2 trén bj bién mit

Khi ban xem tai liéu & ché do Print Layout, diém chén nam o sat goc
trén bén trai trang, giéng nhur 1a khong c6 1€ trén viy. Cach khic phyc:

1. Khi 18 trén hoac 1 dudi khong hién thi, ban dua con trd chudt dén
1& trén hodc 1é dudi cua trang cho dén khi con trd bién thanh mii tén hai
dAu rdi nhén dip chudt vao
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2. Lé trén va 18 dudi gior day da dugce hién thi.

Mot cach khac dé khic phuc hién tugng bi mat 1 trén:

- Trong thé View, nhém Document Views, dam bao ring niit Print
Layout dang duge chgn,

- Nhan Microsoft Office Button , nhan tiép Word Options.

- Trong khung bén trai, chon Display.

- 0 khung bén phai, dudi nhém Page display options, danh du chon
muc Show white space between pages in Print Layout view. Nhan OK.

Khéc vai Word 2007 phai nhdn dip chudt, trong Word 2003 dé hién
thi lai 1& trén, ban dua con trd chudt dén 1é trén hoic lé dudi cia trang cho
dén khi con tro bién thanh mii tén hai dau rdi nhin mdt 1an chudt trai vao.

Chén Header, Footer cho toan b§ tai liéu

Trong Word 2003, dé chén Header hay Footer vao tai liéy, ching ta vio
menu View — Header and Footer. Con trong Word 2007, tai thé Insert, nhom
Header & Footer, ban nhin chuét vdo nit Header hay Footer.

Mot menu xb xudng véi cic Header, Footer miu cho ban chon. Ké
dén ban nhap ndi dung cho Header hay Footer do. Nhip xong nhan dap
chudt vao ving ndi dung cua trang, 13p tirc Header / Footer s& dugc ap
dung cho toan b trang cua tai ligu.
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Thay d6i Header / Footer cii bing Header / Footer méi

Tai thé Insert, nhom Header & Footer, ban nhin chudt vao nut
Header hay Footer. Sau d6 chon lai mdt Header / Footer méi dé thay cho
Header / Footer hién tai.

Khéng sir dung Header / Footer cho trang diu tién

Tai thé Page Layout, ban nhin chudt vio nit géc dudi phai cla
nhom Page Setup dé mo hép thoai Page Setup. Ké dén mé thé Layout ra.
Panh ddu kiém muc Different first page bén dudi muc Headers and
footers. Nhin OK.

Vay la Header / Footer di dugc loai bo khoi trang dau tién cia tai lidu,

Trong Word 2003, ban ciing c6 thé loai bo Header / Footer cho trang
déu tién bang cich vao menu File ~ Page Setup > chon thé Layout > danh
déu check Different first page > OK.

Ap dung Header / Footer khic nhau cho trang chin va trang lé

Tai thé Page Layout, ban nhin chudt vao nit géc dudi phai cua
nhom Page Setup dé m& hop thoai Page Setup. Ké dén md thé Layout ra.
Danh diu kiém muc Different odd and even bén duéi muc Headers and
footers. Nhan OK.

Bay gla ban co thé chén Header / Footer cho cac trang chin trén mét
trang chin bit ky, chén Header / Footer cho cac trang 1é trén mot trang lé
bt ky. ‘

Trong Word 2003, ban ciing co thé thyuc hién tuong ty bang cch vao
menu File — Page Setup > chgn thé Layout > danh dau check Different
odd and even > OK.

Thay d5i nji dung ciia Header / Footer

Tai thé Insert, nhém Header & Footer, ban nhén chudt vao nit
Header hay Footer. Ké dén chon Edit Header / Edit Footer trong menu x4
xudng dé chinh sira néi dung ciia Header / Footer. Trong khi chinh sira
ban c6 thé dinh dang lai font chir, kiéu chir, mau sic... cho tiéu d& Header
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/ Footer bing céch chon chir va sir dung thanh céng cy Mini xudt hién
bérn canh.

Chinh sira xong ban nhin dip chudt ra ngoai ving ndi dung cua
trang tai ligu.

Xoa Header / Footer

Tai thé Insert, nhém Header & Footer, ban nhin chudt vao nit
Header hay Footer. Ké dén chon Remove Header / Remove Footer trong
danh sach x0 xudng.

Tao Header / Footer khac nhau cho cic ving khac nhan caa tii liéu

- Trudc tién, ban cin tao cac ngit vang dé phan chia cac viing trong 13i
liéu. Nhin chuét vio vi tri mudn dat mot viing man. Trong thé Page Layout,
nhom Page Setup, nhin niit Breaks va chon mot kiéu ngit ving phis hop
trong Section Breaks, vi dy Continuous (chiing ta sé tim hiéu k§ hon vé ngat
trang / ngét ving & nhimg bai viét sau).

- Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nat
Header hay Footer. Ké dén chon Edit Header / Edit Footer dé chinh sia
ndi dung cho Header / Footer.

- Trén thé Header & Footer, nhém Navigation, néu thay nit Link to
Previous dang sang thi nhin vao nit nay mét lan nira dé ngit két ndi gida
Header / Footer trong viing md&i nay vai viing trude do. Ban s& thay myc
Same as Previous & goc trén bén phai ctia Header / Footer bién mét.

- Sau do ban chinh stra Header / Footer cho ving mdi nay va yén tim
ring nhimg Header / Footer ciia cac viing trudc d6 khong bj thay di theo.

Thay ddi giao di¢n cho Office

Theo nhitng anh trén ban c¢6 thiy la mau xanh truyén thdng cia
Microsoft Word da bj thay d6i? Office 2007 c6 tinh nang thay doi giao
dién hién thi (cho tat ca cac chuong trinh nam trong b Office 2007) va
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c6 3 mau dé ban c6 thé lva chon: Mau xanh (Blue), mau den (Black), mau
bac (Silver). Ban ¢6 thé thay doi bang cich nhin Microsoft Office Button,
nhan tiép Word Options. Trong hdp thoai xudt hién, & khung bén trai nhan
Popular, tai phin Color Scherme chon mau ma ban mudn (Chil y: thay dbi
s¢ duoc ap dung khi khoi déng lai chuong trinh Office dang ma).

Bopts . .
e ;‘ Change the mast popuiar opuons in Word. .]

Top optons tor worung with Wora

e & Show Lt TosIbar on seiection

' Enatre ynve Prevew

& 5nos. Pescloper tabin the Ribbon

W irasys une Cearhpe

¥ Open e.ma! Atacrmertt i F Uil Sreen READAG it

Lolor (eheme IBIMI -I

Sreanhipacite | BlUe re aescnptions in Scareenlios hd !
veeag e Sibeer
Personaute yous ¢ tt Offhce

user mame  |Mhy ruong
|niaars ji]

Zho9s¢ tne INQUAgEs KOU v ant 10 uke with Atiroroft Ciice  Lgnguage Settings...

o Iﬂ

Chén s6 trang vao viin ban

S6 trang nay sé dugc dua vao Header hay Footer tity ¥ ban. Dé thuc
hién, ban chon thé Insert. 1ai thom Header & Footer, ban nhén nat Page
Number. Trong menu xuat hién, ban tro t&i Top of Page (chén sb trang
vao phan Header) hodc Bottom of Page (chén vao Footer). Word 2007
cung cap san kha nhiéu mau danh sé trang va ban chi viéc chgn mét trong
cac mau nay la xong,
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Thay dbi dang sb trang

Ban c6 thé thay di dang s trang theo y thich cia minh ma djnh
dang chuin khong cé san. Pé thyc hién, ban nhin dip vao Header hay
Footer, noi ban da dat s6 trang. Tai thé Design, nhom Header & Footer,
ban nhan nat Page Number, chon tiép Format Page Numbers.

Trong hop thoai Page Number, tgi muc Number format, ban hay
chon mét kiéu danh s6 minh thich, sau d6 nhan OK.

Thay d6i kiéu chir, c& chir, mau sic coa sb trang
Nhén dip chugt vao Header hay Footer, noi ban da dat s trang tai do.
Dung chudt chon s6 trang. Tai thanh céng cu mini vira xuét hién &
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bén trén, ban co6 thé chon lai font chi, ¢& chir, dinh dang lai chir dam;:
nghiéng, hay chen mau tuy thich. Khi hiéu chinh xong ban nhén dip
chudt vao vimg ndi dung chinh cua tai liéu.

Bit du danh sb trang bing mjt s6 khac

Ban c¢é thé bit diu danh s trang bing mot con s6 khéc, thay vi 1
nhu méic dinh. Cach thyre hién: Tai thé Insert, nhom Header & Footer, ban
nhan nat Page Number, chon Format Page Numbers. Trong hép thoai
xuat hién, ban chon Start at va nhip vio con sb bt dau khi danh sb trang.
Nhan OK.

Ghi chi: Néu tai liéu cia ban c6 trang bia va ban muén trang dau
tién sau d6 duoc bit dau bﬁng I, tai & Start at, ban hay g vao 0.

Xoa 6 trang d3 dénh

Tai thé Insert, nhom Header & Footer, ban nhin nit Page Number,
sau do chon Remove Page Numbers & cudi menu.
Xoa s6 trang & trang dau tién caa tii lidu

Trong tai ligu, thudng trang ddu tién khong duge danh sb vi no la
trang bia. Ap dung phén ghi chi & thii thudt “Bit dau danh s trang bang
mot s& khac” bén trén, trang bia van dugc danh s 12 0. Vi viy ban hay
thue hién thém budc sau dé x6a hin sb trang & trang diu tién clia tai lidu.

- Nhin chuét vio bat ky viing nao ciia tai liéu
- Tai thé Page Layout, ban nhén chut vio & vudng goc dudi bén
phdi ciia nhom Page Setup dé ma hdp thoai Page Setup ra.

- Nhén chudt vao thé Layout trong hdp thogi, bén dudi Headers and
footers, ban danh diu chon vao hdp kiém Different first page. Nhin OK.

By gi¢r ban hay kiém tra lai xem, c6 ding |2 trang dhu tién khong co
s6 trang, sau do trang ké dugc danh s | khdng nhé.
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Ngét trang — ngit ving

Trong Word 2003, ngudi dung thudmg vao menu Insert - Break dé
chén vao tai lidu cac ngit trang, ngat ving. Con trong Word 2007 ban hay
thye hién nhu sau.

* NGAT TRANG
Chén mjt ngit trang don thuan

Trude tién ban dé con trd vao vi tri mudn bat dau trang méi. Trong
thé Insert, nhom Pages, ban nhin vio nat Page Break.

Lap tirc, phén ndi dung phia sau con tro sé duoc dua vao mét trang mai.

Tranh ngit trang gitra mét doan

- Chon mét doan ma ban mudn tranh ngit thanh 2 trang.

- Trong thé Page Layout, nhan vao nit & vudéng & géc dudi phai cia
nhém Paragraph dé ma hop thoai Paragraph.

Detumenty - Bhacsoft Yot
Page Layout Refarenias g Atview  Vew " =
N =1 TR j - 3 O Soadng -
J L) lj L._! ) e Mumtsan + - ﬁ i-} Een acm D a Beon om ;2 '

Boe O B o e phmaas T N o B ta Zaw e ::'°’" .
_ mgey

— : SE——
=

- Trong hop thoai nay, ban chon thé Line and Page Breaks, ké dén
danh dau chon vao hop kiém Keep lines together. Nhan OK 4 xong.

Trénh ngit trang giira cic doan

- Chon céc doan ma ban mudn giir trén | trang dom.
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- Tai thé Page Layout, nhin vao nit 6 vuéng & goc dudi phai cia
nhém Paragraph dé mé hop thoai Paragraph.

- Trong hjp thoai nay, ban chon thé Line and Page Breaks, ké dén
danh dau chon vao hgp kiém Keep with next. Nhan OK la xong.

Tgo ngit trang trede mjt doan

- Nhén chudt vao doan ma ban mudn tao ngét trang truéc né.

- Tai thé Page Layout, nhin vao nit 6 vudng & goéc dudi phai clia
nhém Paragraph dé mé hop thoai Paragraph.

- Trong hép thoai nay, ban chon thé Line and Page Breaks, ké dén
danh dau chon vao hop kiém Page break before. Nhan OK.

Indents and Spacing  Line and Page Breaks |

Pagination
V' widow/Orphan control -
M Keep with next
[V Page bhreak before

Formatting axceptions
™ Suppress lne numbers
I™ Don't hyphenate

Textbox aptllp_ns , -t —
Tight weani - ‘
lf\bne ;l
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Trénh ngét trang trong mét hang cua bing .
- Nhan chuét vao hang clia bang ma ban khong muén ngit, hojc
chon toan bd bang néu ban khong mudn bang bj ngat.

- Trén thanh cong cu, nhén vao thé Layout.
- Tai nhém Table, nhan nat Properties.

- Trong hdp thoai Table Properties, mé thé Row, bo dau kiém Allow
row to break across pages. Nhan OK.

* NGAT VUNG
Cic loai ngit ving c6 thé chén

- Lénh Next Page chén ngit viing vdo va bit dau ving méi trén trang
mdai ké tiép. Loai nay thich hgp dé bit ddu mot chuong trong tai liéu.

- Lénh Continuous chén ngit ving va bat diu ving mdi trén
ciihg mdt trang. Loai ndy hiru dung cho viéc thay déi dinh dang,
ching han trinh bay sé ¢6t khac nhau trén cing mét trang.

- Lénh Even Page hoac Odd Page chén mdt ngit ving va bit diu
viing m&i trén trang chin hoic lé ké tiép. Néu ban mudn céc chuong
trong tai li¢u ludn bét ddu & trang chin hoic trang 1¢, hdy ding tuy chon
Even Page hoidc Odd Page.

Thay d6i bd cuc hodc djnh dang tai lidu

- Nhén chudt vao noi mudn thay ddi dinh dang.

- Trong thé Page Layout, nhom Page Setup, ban nhan niit Breaks.

- Trong phén Section Breaks, ban hdy chon mét kiéu ngﬁt ving
phi hgp. Ching han, néu ban chia tai liéu thanh cic chuong va mdi
chuong ban mudn bat dau & trang 1é, hay chon Odd Page.
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Page Layaut References Mailings Review View

25 J[-;-Tmm R Ty e

Page Breaks
ns Qrientation Sizre Coiumns
= = . | Page ‘
ant Setup ‘ Mark the point at which one page ends
I

e i i and the next page begins.
-1

Lolumn !
Indicate that the text tallowing the column
break will begin in the next column.

Wi i3

Jext Wrapping
= Separate text around objects on web
| o pages, such as caption text from body text,

:

on Breaks

Next Page
Insert a section break and start the new
section onthe next page.

o

Cgntinuous
— Insert a saction break and start the new
—r section on the same page.

Even Page
Insert a section break and start the new
sedtion on the next even-numbered page.

Odd Page
{nsert a section breax and start the new
section on the next odd-numbered page.

I

%

Xoa cdc thay dbi cia bd cuc tai ligu
Ngit ving ding dé chi ra noi thay dbi dinh dang trong tai lidu. Khi

x6a ngdt vingdi thi phan van ban & ving trudc va sau sé dugc dp dung
chung dijnh daig.

- Trong tte View, nhdm Document Views, chon nit Draft dé co thé
nhin thiy cac (rong dut doi cha vang ngét.

- Diing chi$t chon ngét viing ma ban mudn xoa. Nhin Delete.
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* THEM TRANG - XOA TRANG

Thém m§t trang moéi

- Nhin chudt vio bét cir noi nao ma ban mudn chen vao thém mat
trang mai.

- Trong thé insert, nhém Pages, nhin nat Blank Page.

Trang méi s& duge cheén vao vi tri sau con tro chugt dang dimng,

Thém mot trang bia

Word 2007 cung cép san cho ban mdt bo suu tip cic trang bia kha
dep mat. Cac trang bia luén dugc chén vao dau tai liéu, khong phu thuge
vao vi tri hién tai ca con Iro trong tai liéu.

- Trong thé Insert, nhom Pages, ban nhan nat Cover Page.

- Trong menu xuét hi¢n, ban hdy nhin chon mdt kiéu trang bia minh
thich. Trang bia do sé duoc ap dung vao tai lidu va ban co thé sira dbi ndi
dung céc dong chir méac dinh bang dong chir minh thich.

;@ oo ok
nsen Pege Layeout Reterencer langs Rs
J = T bl BE Y = ol

Page Tabie Prctre (IP Snages s—-mn Chest W

g

m sustere
-
Vo s s b
———
— o i

) a0 | |4

Consurvative Contias Cubider
[ S

l At - |
L1 S |
i - !
T . |
o -— i Ll
Eposure Mod Hation 1}
i

ik Bemove Curant Covar Page

-
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Xoa trang bia

Dé xoa trang bia. ban nhin chudt vao thé Insert. nhin nut Cover Page
trong nhom Pages, sau d6 nhan Remove Current Cover Page.

Xo6a mjt trang trong

Ban c6 thé xéa mdt trang tréng trong tai liéu bang cach xoéa di cac
ngt trang. Hiy ddm bao ring ban dang xem tai ligu & ché d¢ Draft (trong
thé View, nhém Documem Views, nhan nat Draft). Chon 2 diu ngit ---
Page Break--- lién tiép nhau va x6a né di.

Luru y: Néu trang tréng ndm & cudi tai liéu thi ban s& chi thay mot
dau ngit ---Page Break--- ma théi, va ban ciing chi vi¢c xd6a nd di la trang
trong sé bién mat.

Xéa mjt trang don cé chira ngi dung
- Dt con tro vao trang ban mudn xoa.

- Trong thé Home, nhom Editing, nhan nit mili tén bén canh nit
Find, chon Go To (hoac nhan phim tat Ctri+G).

- Trong hop thoai xuat hién, ban gb \page vido & nhip liéu va nhén
Enter. Toan bd ndi dung cia trang hién hanh s& duge chon.

- Nhan niit Close. Sau d6 nhén phim Delete dé x6a di ndi dung cia trang,

* PEM SQ TU TRONG TAI LIEU

Word 2007 ¢6 thé dém sb tir cia tai liéu trong khi ban g5 vén ban.
Ngoai ra chuong trinh con ¢6 thé dém sb trang, s6 doan, sb dong, sb ky tu
c6 hodc khdng co khoang tréng.

wordcount LR

St atistics: -
Pages 9
Words 3,370

Characters (no spaces) 100, 106
Charactors (with spaces) 123,231
Paragraphs 2
. Unes 1,38

I {fnciuds textbonies, footnotes and endnokes)
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Dém sb tir trong khi gd viin ban

Trong khi ban g6 vin ban, Word 2007 s& ty dong dém s trang va sd
tir ¢6 trong tai liéu. Thong tin nay duge hién thi trén thanh trang thai &
goc dudi bén trai man hinh: myc Page (s6 trang) va Wor ds (sb tir).

Dém sé tir trong vang chon

Ban c6 the dém sb tir trong cac viing chon, va cac vang chon nay
khéng nhét thiét phai lién mach nhau.

- Truéc tién ban ding chudt chon ving can dém. Néu cac ving
khong lién mach nhau, sau khi chon ving dau tién, ban giir phim Ctrl va
chon thém céc viing khac.

- Trén thanh trang thii & cubi man hinh s& hién thj sd tir co trong
vung chon. Vi du 110/1025 cé nghia la trong ving chon ¢6 110 tr trén
tong sb 1025 tir ca tai liéu.

Bao gom ca textbox, footnote va endnote trong khi dém tir

- Trong thé Review, nhém Proofing, nhan nat Word Count.

- Trong hdp thoai Word Count. dinh diu check vao muyc Include
textboxes, footnotes and endnotes.

Pém so tir trong textbox

- Chon textbox ma ban mudn dém tir.

- Trén thanh trang thai & cudi man hinh s& hién thi sé tir c6 trong
textbox. Vi dy 110/1025 co6 nghia la trong textbox c6 110 tir trén tong s6
1023 tir cua tai liéu.

Xem 30 trang, s6 ky tur, s6 doan va s dong

Dé co day du thong tin vé sb trang, sd ky ty, s doan va sb dong, ban
thuc hién mét trong hai cach sau:

- Trong thé Review, nhém Proofing, nhén nut Word Count.

- Trén thanh trang thdi & goc dudi bén trai man hinh, ban nhan chudt
vao muc Words.

Hop thoai Word Count xuit hién cho ban diy du théng tin ma ban muén.
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Tiép tac di sdu vao viée chinh phuc Word 2007, bai hém nay sé
hwémg din ban cich tim kiém - thay thé va xir ly nhimg dinh dang
dic biét.

*TiM VA THAY THE

Tim viin ban

Ban c6 thé nhanh chong tim kiém mét tir hodc cum tir theo cich sau:

- Trong thé Home, nhom Editing, nhan nat Find (hoac nhan phim tat
Ctrl+F). :

. ¥ Fina ~
2aBbCcDe | AaBbCeD I AaBbCi AaBbcce AdB JwEST, %

£, Replac
= o Ti - Change
tormal Ho Spadl Heading}  Heading 2 itle Subtitie * Srless 4 Select
Stgles Eaiting
E 2o 2 J Find (Ctr-F)

. Find and select speafic
| formatting o1 type of ir
within the workbook.
You can 3lso replacze the
nfarmation with new t.

tormatting

- Trong muc Find what cua hép thoai Find and Replace vira xuat
hién, ban hay nhdp vao doan van ban cén tim.

- Dé tim mdj mot tir hodc cym tir, ban nhan Find Next. Dé tim tat ca
tir hojc cym tir cing mdt luc trong van ban, ban nhan Find in, sau do
nhan Main Document.

- Mudn két thac qua trinh tim kiém, ban nhan ESC.

Tim va thay thé vin ban

- Trong thé Home, nhom Editing, nhin nat Replace (hodc nhin phim
tat Ctrl+H).

- & muyc Find what, ban nhap vao doan vin ban muédn tim.
- O muc Replace with, ban nhip vao doan van ban mudn thay thé,

- Dé tim doan van ban tiép theo, ban nhan Find Next.
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- Dé thay thé doan van ban, ban nhin Replace. Sau khi nhan xong,
Word s& chuyén sang doan van ban 1iép theo.

- Dé thay thé tat ca cac doan vin ban tim dugc, ban nhan Replace All.
Tim va té sing doan van ban tim dugc

pé dé dang nhan biét cac cum tir tim duoc, ban cd thé 16 sang nd trén
man hinh (khong t6 sang khi in ra).

- Trong thé Home, nhém Editing, nhan nat Find (Ctrl+F).

- Trong hép Find what, nhap van ban ma ban muon tim.

- Nhan Reading Highlight, sau d6 chon Highlight All.

- Tat ca tr tim dugc s& dugc to sing. DE tit tinh nang nay di, ban
nhin Reading Highlight lan nira, chon Clear Highlighting.
Find and Replace 7%

nd Replace  GoTo

Fod hat: V& pan v

uere”ﬁ ]ge Highsght  ~ | nv [Frdi-n: { Cancel

Highiight atl

Tim va thay thé nhimg djnh dang diic bigt

- Trong thé Home, nhom Editing, ban nhan nit Replace (Ctrl+H).
- Nhén niat More néu ban khong nhin thay nat Format.

-174 - )
http://tieulun.hopto.org



Fog  Repace  GoTo
Frog et ¥ ban| ~
Feolace ith: v
| << e [ Replace J [ Reptace 1 | | Erdnext | | Conce _]
Seard Spuwars

Semsh, & v

[raice case [ Matcn eefix

[ Magen suffin

D Lrse vdocards

[ sounds ke Enghen) [ 1grore punctuabor characters

[JFac ot yord Sorms Enghs-, Dlignore siwie space characiers
Reoace

=) (=]

- D& tim kiém doan van ban véi dinh dang dic biét, ban hay nhap
doan van do trong & Find what. Néu chi dé tim kiém dinh dang, hay dé
tréng 6 nay.

- Nhin nut Format, sau d6 chon dinh dang ma ban mudn tim.

- Nhén vio & Replace with, sau do nhin Format, chon dinh dang thay
thé. Néu ban ciing mudn thay thé bing doan vian ban, hiy nhip doan text
do vao & Replace with.

- Nhéan Find Next, nhan tiép Replace dé tim va thay thé cac dinh
dang dac biét. Pé thay thé toan b, nhan Replace All.

Tim va thay thé cac ddu doan, ngit trang va cidc muc khac

- Trong hop thoai Find and Replace xuét hién sau khi nhan Ctrl+H,
ban nhan nit More néu khong thay nat Special.
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- Nhin vao 6 Find what, sau dé nhin nat Special va chon mdt muc

cén tim.

- Nhip nhimg gi ban muédn thay thé trong 6 Replace with.

- Nhan Find Next, Replace hoac Replace All.

Sir dung ky tr dai dién khi tim kiém

- Bat hop thoai Find and Replace [én.

- Nhan not More dé mé rong hop thoai.

- DBanh dau ki€ém vao 6 Use wildcards.

- Nhap tir cung nhitng ky tur dai dién vao 6 Find what.

- Nhap nhirng gi ban muén thay thé trong & Replace with.

- Nhan Find Next, Replace hoic Replace All

Bang cdc ky twr dgi di¢n

Dai dién

Nhip

Vidu

.

chi dinh

MGt ky tyr bat ky ? “g7t” tim “sat” va “set”.
Mot day ky ty ¥ “s*d” tim “sad” va “started”.
) “<(inter)” tim “interesting”,
Bat dau mot tir < “intercept”. Khong tim
“splintered™.
o, N . a8, l 2 4 “ n‘ "Within”. Khén
Cudi mot tir > .( "‘)? tm 1 2 &
tim “interesting”™.
Mot tron nhﬁn k y t ¢ . LTI PTG TY ”
i g ] ] ‘w[io]n” tim “win” va “won”.

Mot ky tyr bét ky trong
day

“[r-t]ight” tim “right” va “sight”.
D3y phai theo thir ty ting dan.
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Mot ky ty bat ky, trir
nhimg ky tr cho sin ['x-z}
trong ngodc

“t{'a-m]ck™ tim *‘tock™, “tuck”.
Khong tim “tack™ hay “tick”.

Pe tim mét ky tu dinh nghia nhu mot ky ty dai dién, ban go dau \
trrde ky ty d6. Ching han go \? dé tim dau hoéi. Ban cé thé sir dung déu
ngic don dé nhém cdc ky tyr dai dién va doan text dé chi ra thir tr phép
tinh. Vi dy go <(pre)*(ed)> dé tim “presorted” vi “prevented”.

Ban c6 thé sir dung ky tu dai dién \n dé tim kiém mét biéu thic va
thay thé bﬁng mot biéu thire duge sép xép. Vi dy g6 (Office) (Word) vao
5 Find what va g6 \2 \] vao 6 Replace with. Két qua 13 chuong trinh s&
tim cym tir Office Word va thay bing Word Office.

* CHEN BIEU TUQNG HOAC KY Ty DAC BIET

Chén biéu twgng

- Nhén chudt vao noi ban mudn chén bidu tirgng trong tai lidu.

- Tai thé Insert, nhém Symbols, ban nhén nit Symbol.

- Thye hign tiép mot trong hai thao tac sau:

o Nhin chudt vao biéu tugng ban mudn chén trong danh sich x& xubng.

e Néu biéu tugng can chén khéng cé trong danh sich, ban nhén
More Symbols & cudi danh sach. Hop thoai Symbol xuat hién. Tai muc
Font, ban chen mét font chir minh thich, nhin chon biéu tugng céin chén
trong khung bén dudi, nhin nit Insert dé chén. Xong nhan Close dé dong
hop thoai Symbol lai.

Ghi chai: Néu ban chon mdt loai font chir mé rong, ching han Arial
hoac Times New Roman, danh sach Subset s& xuat hién bén canh myc chon
Font. Sir dung danh sach nay dé chon cac ky tir ciia ngdn ngir mé rong.
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Chén m{t ky twr dic biét
- Nhén chudt vao noi ban mudn chén vao mét ky tu dic biét.

- Tai thé Insert, nhém Symbols, ban nhan nit Symbol. Sau d6 chon

More Symbols.

Equation bol

€ 1+ u e
® @ ® ©
® 0 @ ©

® 0 © = -

£2 Llore Symbols..,

- Trong hép thoai Symbol, nhén chon thé Special Characters.

- Ban chon trong danh sach mot ky ty can chén va nhan nit Insent,
- Nhén nut Close dé dong hop thoai lai.

Chén mét ky ty Unicode tir hjp thoai Symbol

Khi ban chon mét ky ty Unicode trong hdp thoai Symbol, ma cta nd
hién thj trong hp Character code.

- Nhin chudt vao vi tri ban mudn chén ky ty Unicode.

- Trong thé Insert, nhom Symbols, nhin nit Symbel va chon More
Symbeols.

- Trong hép thogi Symbol, thé Symbols, tai hop Font ban chon font
chir minh thich.

- Tai 6 From, ban chon Unicode (hex).
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Bymbol T RO >

Symbols | Specil Characters |

Fort: Knormal text) =i Sybsets [Currency Symboks =]
(LT [F{e ] d %] t [N]™]Q]e !
Va4 %% | S|~ =l i =] 2 |21 3] Al
SI-171- [¥|=l=in|f|=l#|=|g|2(c| 2
(=T R R TR =T
Recently used symbals: '
l€l£|¥|o|®@[™+]#][s|z[+]x[=[u]a]|p]
ELRO SIGN Characer code: POAC _&andeou;_;]
Aocoren.. | Sonasgey... | shatos key: ecuiee

m Corcel |

- Néu hjp Subset hién thj, nhan chon mét ky twr subset.

- Nhin vao ky ty ban mudn chén trong danh sach va nhan nit Insert.

- Nhén Close.

Dung ban phim dé chén ky ty Unicode vao tai ligu

Néu ban biét ma cia ky ty can chén, ban c6 thé nhap vao ma do trong
tai liéu va nhin phim Alt+X dé chuyén dbi no sang ky ty. Ching han ban
nhp vao 00A9 va nhdn Alt+X ngay sau dé s& dugc ky nyr. Ngugc lai, dé hién
thj mot ma ky ty Unicode cua mét ky tr nao do trong tai li¢u, ban djt con
nhay phia sav ky tu d6 va nhin Alt+X.

Chén mjt biéu twgng duwge djnh nghia sin bing cich sir dyng

AutoCorrect

Dé sir dung dugr tinh nang nay, trudce hét ban can bit AutoCorrect Ién:
- Nhin Microsoft Office Button, sau d6 chon Word Options.
- Trong hép thoai Word Options, chon Proofing & khung bén trai.
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- Nhén nat AutoCorrect Options. Trong hop thoai xuét hién, chon thé
AutoCorrect.

- Banh diu chon muc Replace text as you type.
- Nhén OK hai lan dé déng cic hdp thoai lai.

AntoCorrect: Tnghsh (U.5.)

o agromat seadleps

AuoCorrect | Math AutoCorect AutoFormat A5 YouType |

ed. L

[ show AutoCermect Opbons buttons

[¥] Cgeract T\o Dutal CApitats

) Capitaize frst etier of gentences

[¥] Capirabze frst letter of tabie cells

[ Crestnbire qames of days

] Comect acadenta! usage of cAPS LOCK key

Exceptions...

[#] Replace text as vou type
Replace: With: -

W [esebsd
Tveey”
sl taly
ik V-85
ey very
vuinerible vuinarable .
l... e 3 =

1L T .. e s P

[) Autmaticaly use suggesbons from the speling checker

o ] [Come )

Tao myc AutoCorrect ciia riéng ban

- Trong thé Insert, nhém Symbols, nhan adt Symbol, chon More
* Symbols. '

- O hop thoai Symbol xuét hién, ban nhin vdo thé Symbols hay
Special Characters ty y.

- Chon médt biéu tugng hay ky ty dac biét ma ban mudn dua véo myc
AutoCorrect.
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- Nhan nit AutoCorrect. Biéu tugng ban chon s& xuat hién trong hop
With,

- Trong myc Replace, ban g& cac ky tu ma Word s& ty dong chuyén
sang biéu tugng hay ky ty dic biét ma ban chon & trén.

- Nhan niit Add.

- Nhan OK.

- Nhan Close dé dong hép thoai Symbol lai.

* THU THUAT VOI DAU GACH NOI (-)

Khi mét tir qua dai, khéng vira khit vai vi tri cudi dong, Word sé&
chuyén tir ndy sang vi tri du dong mdi thay vi gach ndi no. Tuy nhién
ban c6 thé dung tinh nang Hyphenation dé gach ndi ty dong hoac gach
nbi bing tay doan text, xac lap s6 khoang cach Iém nhat cho phép giita
mot tir va Ié phai ma khdng gach néi tir d6.

Khi sir dung tinh nang gach ndi tur dong, Word 2007 s& ty dong
chén gach ndi vao vi tri cin thiét. Khi gach ndi bing tay, Word s& tim
text dé gach ndi va hoi ban c6 mudn chén gach nbi vao hay khang.

Ty djng chén gach nbi trong toan b tai ligu

- Dam bao ring khong co doan text nao dang dugc chon.

- Trong thé Page Layout, nhom Page Setup, ban nhan nat
Hyphenation, sau d6 chon Automatic.

) e o
i & Home Insert Page Layout References Mailings Review View
\ n Color Y = " Breaks *

AL E | x
o [A]Font: - ) Line Numbers ~

Themcs Hnn;ms Omntiﬂon Size Coiumns = Watermark
g .Eﬂem . . (M Hyphanation +| 5

: Themes Page Setup [ J HNone ‘
v - Vol <. ‘

J Agtomatic

i t{anual I
| |
. u®"  Hyphenation Options... |
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Chén déu gach ndi tuy y

Ban cé thé diéu khién vij tri ngét cia mét tir hodc mot cum tir néu tir
d6 “rét” & cubi dong. Vi dy, ban c6 thé chi dinh vi tri ngit cua tr
“nonprinting” 1a “non-printing” thay vi “nonprint-ing”.

- Trong thé Home, nhém Paragraph, nhén nit Show/Hide.

- Nhin chuét vao vj tri trong tir, noi ban muén chén dau gach ndi.
- Giir Ctrl va nhén phim gach néi.

Ty djng chén dau gach ndi trong mt phin tai lidu

- Chon doan text ma ban mudn gach ndi.

- Trong thé Page Layout, nhom Page Setup, ban nhan nut
Hyphenation, sau d6 chon Automatic.

Gach noi biing tay trong mét phin tai ligu

Khi ban gach ndi bang tay, Word 2007 s& tim doan text dé gach néi.
Sau khi ban chi dinh vj tri mudn gach ndi trong doan text, Word s& chén
mot dau gach ndi thy y. Néu sau d6 ban soan thio tai ligu va thay ddi ngat
dong, Word s& chi hién thj va in ra nhimg dau gach ndi con rot & cubi
déng ma khéng gach nbi lai trong tai liéu.

- Chon doan vin ban muén gach néi.

. Trong thé Page Layout, nhom Page Setup, ban nhin nit
Hyphenation, sau 46 chon Manual.

Chén m{t dau gach noi khong ngit

Chc diu gach ndi khéng ngt giip ngan ngira céc tir, s5 hodc cym tir
bi ngit néu né rat & cudi dong. Vi dy, ban c6 thé ngan ngia diy s6 999-
1234 bj ngit gilra chimg, thay vao do toan bd cum ddy so nay sé duge
chuyén xudng dau dong ké tiép.
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- Nhén chudt vao noi ban mudn chén diu gach ndi khong ngat.

- Nhan giir Ctrl, Shift va nhan phim gach néi.

Xac lap vang gach nbi

" iAutomatically hyphenate document!
¥ Hyphenate words in CAPS
Hyphenation zone: Jo.63 cm £

Lmit consecutive hyphens to: lNo limnit E"
Manual, .. ‘ l oK l Cancel

Viing gach ndi 1a s khoang tréng i da cho phép gira mét tir va 1€ phai
ma khéng gach ndi tir nay. Ban c6 thé thay ddi ving gach ndi: dé giam sb
lugng gach ndi, hay lam cho viing gach ndi rong hon; dé giam tinh chat i rac
ctia Ié phai. ban lam cho viing gach ndi hep hon.

- Trong thé Page Layout, nhém Page Setup, nhan ndt Hyphenation,
sau d6 chon Hyphenation Options.

- Trong Hyphenation zone, nhip vao khoang cach ma ban mudn.

Xoéa b ddu gach ndi ty ddng
Trong thé Page Layout, nhém Page Setup, nhan nit Hyphenation,
sau d6 chgn None.

Xo6a bé ddu gach ndi bing tay

- Trong thé Home, nhom Editing, nhdn nit Replace (hoac nhan phim
Ctrl+H).

- Nhan nit More>> dé mo rong hop thoai Find and Replace.

- Nhén nat Special, sau d6 chon:
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e Optional Hyphen: néu mubn xoa dau gach ndi bing tay.
» Nonbreaking Hyphen: dé xoa diu gach ndi khong ngit.
- Dé trong 6 Replace with.

- Nhan Find Next, Replace, hoic Replace All.

* GO ROI CAC VAN BE TRONG KHI SOAN THAO

Chit m&i “dé” chir cia

Trigu chimg: Mdi khi g6 chir méi, chir ci tai diém chén bj x6a di.

Nguyén nhdn: Ché d6 viét chong di duoc bit lén.

Gidi phdp: Tit ché 46 viét chéng bang cach:

- Nhin chudt vao nit Microsoft Office Button, sau dé nhan nit Word
Options.

- Nhén Advanced trong khung bén trai.

- Bén dudi nhém Editing options, ban xoa dau kiém trude muc Use
overtype mode. Nhan OK.

Wling Gpions

W Iyping replaces selected tect
¥ when selecting, automatically select entire word
¥ Allow text to be dragged and dropped
¥ Use CTRL - Click to follow hyperhink
N Autbmaticahy create drawing canvas when inserting AutoShapes
W Use smart paragraph selection
W Usg smart cursoring
™ Use the Insert key to control gvertype mode
T e s

Khéng thé tim thiy I¢nh Clear Contents
Tri¢u chimg: Ban mudn xéa chir hoac cac dbi twgng d6 hoa nhumg
khéng thé tim thay Iénh Clear Contents dé thyc hién viéc nay.
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Nguyén nhan: Khic vai cac phién ban trude, 1énh Clear Contents
khong cd trong ban Word 2007.

Giai phdp: Ban c6 thé sit dung phim Delete dé xéa text hoac cic dbi
tuong d6 hoa sau khi di chon né.

Word cudn qua nhanh khi ré chujt chon chir

Triéu chimg. Khi ban chon chir béng cach gir va ré chudt theo
huomg xudng dudi, Word cudn tai liéu nhanh dén ndi khé ma nha chudt
vao vi tri chinh xéc, noi ban mudn két thiac ving chon.

Nguyén nhdn: Trong khi ban ré chudt dé chon chir, Word sg& cudn tai
liéu theo hudmg ban chon.

Gidi phdp: D& giai quyét vin dé nay, ban nén két hop giira chudt va
ban phim trong khi chon chir.

- Nhén chudt vio noi bt ddu viing chon.

- Sir dyng thanh cudn dé trugt dén vi tri mudn két thiic viing chon.

- Giir phim Shift trong khi nhin chudt trai vao vi tri két thic viing chon.

Léanh Insert File bién ddu mét?

Triéu chimg: Ban mudn chén chi tir mdt tai liéu khac vio tai liéu
hién hanh nhung khéng thé tim thiy 1énh Insert File dé thyc hién viéc
nay.

Nguyén nhan: Trong Word 2007, lénh [nsert File da dwoc d46i tén
thanh Text from File va dugc chuyén vao menu Object trong thé Insert.

Giai phap:
- Nhén chudt tai vi tri mudn chén tai ligu vao.

- Trong thé Insert, nhém Text, ban nhéin chudt vao mili tén bén canh
nit Object, chon Text from File.
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A I‘.iQmmmx:,;mﬁ&tmﬂmmn--1 TC equagion
"l Wordart < 3} Date & Tieme £ Symbai -

Txt oy -

'-.;-- AS Drop Cap ~  |"g Object v{
I

'4d Object...
il é‘_j Text {rom File...

! Insernt Yeet from File

- Trong hop thoai Insert File, ban xac dinh file mudn chén, sau do
nhén dip chudt vao né dé chén vao tai liéu hién hanh.

Khéng thé kéo — tha chudt d6i v6i vin ban

Triéu chimg: Khong thé dung chudt kéo — tha dé thyc hién thao tac
sao chép hay di chuyén van ban.

Nguyén nhan: Chic nang kéo — tha chudt trong Word da bj v6 higu
héa.

Giai phap:

- Nhin chudt vao nit Microsoft Office Button, sau d6 nhén nat Word
Options.

- Nhin Advanced trong khung bén trai hop thoai.

- Bén dudi nhém Editing options, ban danh dau kiém muc Allow text
to be dragged and dropped. Nhan OK.

NG UPLEONS

M Iyping replaces selected teat

Use CTRL - Click to follow hypertink
T Automatiqly creste drawing canvas when inserting AutoShapes
N use smart paragraph selection

W usg smart cursorning

™ Usethe insent key to control gveriype mode

= ifem mamopa mends
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- By gi& ban c6 thé chon van ban va ding chudt kéo — tha doan vin
46 sang vi tri moi dé di chuyén (hoac giir thém phim Cirl trong khi thyc
hién dé sao chép).

Chir Unicode bi “nhay” khi copy

Triéu chimg: Khi sir dung font chir Unicode, néu copy mét dong van
ban thi hién tuong nhay chir xuat hién.

Giai phap:

- Nhin chudt vao ntit Microsoft Office Button, sau d6 nhéan nit Word
Options.

- Nhdn Advanced trong khung bén trai.
- Bén dudi nhom Cut, copy, and paste, ban nhin nit Settings.

“efaul settings

Use defauk options for: | ENERTIRRU -

Individual options
(F? Adiust sentence and word spacing automatically )

1™ Adjust paragraph spacing on paste

(¥ Adpst table formatting and alignment on paste

[¥ Smart style behavior

¥ Merge Formatting when pasting from Microsoft Cffice PowerPoint

I~ Adjust Formatting when pasting from Microsoft Office Excel

¥ Merge pasted lists with surrounding lists

oK | Cancel

- Bo ddu chon ¢ hop kiém Adjust sentence and word spacing
automatically. Nhin OK hai 1an dé déng cic hép thoai lai.

Viét mjt phwong trinh
Vai Word 2007, dé viét mét phuong trinh, ban cé thé chén cac
biéu tugng trong hop thoai Symbol; sir dung tinh ning Math
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AutoCorrect dé chuyén chir thanh biéu tugng; hay sir dung céch sau:

- Trong thé Insen, nhém Symbols, nhan vao mdi tén bén dudi nit

Equation, sau d6 chon Insert New Equation.

A A A& Signature Line -

X} oate & Time
w MOvea

Buit.in
Ares of Circle

it <2

WordArt Diop llnu.non}symbot

ila=nr
1

! Binomial Theorem

D
iy ra)t = ZE{.:;\"‘G"""
2

Expangion of 3 Sum

| minomiat Thearem

Expaniion of the sum i ~ 3
‘ powerof n

i
!

t

|

!
‘€1+\\":1+—l—:+ =
1

1

i Fourier Seres

ny  nin—1)x*
—_—

1 Pyihagorean Theorem

=
2 & nx nax.
: fix) =ae *Z(ancos-i—— +b, smT]

al+bime?

TC  [nsect tlew Equation

e

|
|

- Trén thanh cong cy xuét hién thém thé Design, va ban cd thé nhén
chudt vao céc nit trong nhém Symbols dé chén cac ky hiéu todn hoc, hay
nhan chudt vao cc nat trong nhém Structures dé chén vao tai ligu mjt

cdu tric toan hoc cé sdn, sau d6 chinh sua lai.

Chu y: Dé hién thj danh sich diy du cic ky hiéu toan hoc trong
nhém Symbols, ban nhén nat More & géc dudi phai cua nhom,
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Sir dung cdc biéu tugng trong Math AutoCorrect
- Nhin Microsoft Office Button, sau 6 nhan Word Options.

- Trong khung bén trai, nhdn Proofing, sau d6 nhin nit AutoCorrect
Options.

- Trong hdp thoai AutoCorrect, nhdn chon thé Math AutoCorrect, sau
do danh diu kidm trude 2 muc Use Math AutoCorrect rules outside of
math regions va muc Replace text as you type. Ghi nho cac ky ty ¢ muc
Replace (ky ty ban nhip) va muc With (ky tu todn hoc sé thay thé).

MpcCored__ MahAcocorsd __ muasornat As Yoy Type

[Jigse Path AutoComras rues outside of math regers! :
Wt st Aocomct and ko arect o o, AkoGarec e |
usad.

(] Replace Lot a5 you type

Replace: Wih:

TR \
|
wow L

\acute

Yeloph ~

\alohe L

1albha A

\enalg u

\angle -

\aork ' ol
\appwox -

esnash 1

lar -

| Ragogriess functions... l #

T Ceaxe )

- 189 -
http://tieulun.hopto.org



- Nhén OK 2 l&n @& dong céc hép thoai lai.

- Bay gio ban hay gb thir cac ky t (myc Replace) va nhin phim
khoang tring, né sé& bién dbi thinh ky ty toan hoc tuong ing. Vi du:
\approx, nhan khoang tring s& bién thanh diu .

Chén mégt phwrong trinh théng dung

Trong thé Insert, nhém Symbols, ban nhén chuét vao mii tén bén
dudi nat Equation. Mot menu xuit hién véi danh sach céc phuong trinh
thong dung. Mubn sir dung céi nao, ban chi viéc nhén chon cai d6 dé
chén vao tai li¢u va chinh stra lai theo y thich,

Thém mét phuong trinh vao danh sach cac phuong trinh théng dung

- Chen mét phuong trinh mudn thém.

- Bén duéi Equation Tools, trong thé Design, nhom Tools, nhin nit
Equation, sau d6 chon Save Selection to Equation Gallery.

- Trong hép thoai Create New Building Block, ban nhip vao tén cia
phuomg trinh tai muc Name.

- Tai danh sach Gallery, chon Equations. Nhan OK.

. 2
Qa +x)'=l+%+:£” L

2!
m: :__.__. l ... —reme o e St 2o & .
Goboy:  femmos ]

Description:

oo et

L

Qotons:  {insrt cortert i ks o e ]

<]

(ox ) [ <omea |
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Thay i phiromg trinh dwgc soan thio trong Word 2007

Ban chi viéc nhdn chudt vao phuong trinh mudn chinh sua va thay
ddi theo ¥ thich.

Thay déi phuong trinh duge soan thao trong Word phién ban cii hon

De thay ddi mét phuong trinh duge soan thao & phién ban ci, sir
dung Equation 3.0 add-in hay Math Type add-in, ban can si dung add-in
ma da viét phuong trinh nay.

Ngoii ra, khi ban md tai liéu cé chira phuong trinh dugc viét trong
phién ban cii cha Word, ban khong thé s dung cac chuong trinh viét va
thay di phrrong trinh dugc cung cép sin, trir khi ban chuyén tai liéu sang
dinh dang Word 2007.

* Chuyén tai li¢u sang dinh dang Word 2007

- Nhin Microsoft Office Button, sau dé nhin Convert.

- Nhén OK trong hjp thoai x4c nhén.

- Nhan Microsoft Office Button, sau d6 nhan Save.

* Thay déi phuong trink duwgc soan thdo bing Equation 3.0

- Nhén dip chudt vao phuong trinh mudn chinh sira.

- Thay dbi phuong trinh theo ¥ mudn.

* Thay d6i phuong trinh dwgc soan thao bang Math Type

- Hay dam bao réng Math Type da dugc cai dit trén may.

- Nhan dip chudt vao phuong trinh mudn chinh sira.

- Trong Math Type, chinh sira lai phuong trinh theo y mubn.

- O menu File, nhan chon Close and Retumn t0... dé trd vé cira sb
soan thao Word.

* KIEM TRA CHINH TA VA NGU PHAP

Ty ddng kiém tra 15i chinh ta va ngir phap (cac dudng gon séng mau
dé, xanh duong, xanh |4 cay)
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Khi ban bt ché 6 kiém tra chinh ta ty dong trong khi gd, ban c6 the
an tam rdng khéng bj mic nhiéu I3i chinh ta trong tai ligu. Word 2007 sé
danh diu nhiing tir bj 16i gitip ta phat hién ra 16i mdt cach nhanh chéng.

Vi du: Ban c6 thé nhén chudt phai Ién tir sai dé xem nhimmg céch sira
16i dugc dé nghi.

Tuong ty, néu bit ché d6 kiém tra ngir phap ty dong, Word sé danh
diu nhimg 13i ngir phap trong tai liéu trong khi ban soan thio.

Vi du: Ban cé thé nhian chudt phai va chon nhimg kiéu sira 16i dé
nghi. Ban ciing cé thé chon lgnore Once dé “lo” di 15i nay, hodc chon
About This Sentence dé xem tai sao Word xem cau 46 1a 15i.

Bit hojc tit ché 4§ kiém tra chinh ta, ngir phap tw déng

- Nhan chudt vao Microsoft Office Button, chon Word Options.

- Trong hdp thoai hién ra, chon Proofing & khung bén trai.

Exceptions for: |@ All New Documents | v

Hujs Jpeling

1 Hide nmmmr’@ Documentl

- Dé bavtit ché dd kiem 15i ty dgng trong tai liéu hén hanh (dang
md), ban thyc hién nhu sau;

s Tai myuc Exceptions for, chon tén cua tai liéu hién hanh.

¢ Chon hoic bo chon muc Hide spelling errors in this document
only va Hide grammar errors in this document only.

- Dé bav/tit ché 49 kiém 13i ty dong trong tt ca tai liga tir gitr o di,
ban thyc hién nhu sau:

+ Tai myc Exceptions for, chon All New Documents.

e Chon ho#c bo chon myuc Hide spelling errors in this document
only va Hide grammar errors in this document only.
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Kiém tra tat ca 13i chinh ta va ngir phdp sau khi soan thdo vin
ban

- Chon doan van ban ban mudn kiém 16i (hoac khéng chon néu mubn
kiém toan bd van ban).

- Bam phim F7 (hoac chon thé Review, nhin nat Spelling &
Grammar trong nhom Proofing).

- Néu chuong trinh phat hién ra 18i chinh ta, hop thoai Spelling and
Grammar xuét hién, 16 do tir sai.

s Tai khung Suggestions, ban cé thé chon nhimg ggi y sira 16i ma
chuong trinh dua ra va nhin nit Change dé sira theo ggi y d6.

« Néu ban mudn ty minh sira, hiy nhan chudt vao tai liéu, noi tr
dang bi phat hién 1a 16i va sira lai theo y minh. Sira xong nhin nit
Resume dé kiém tra tiép nhirng tir khac.

+ Trong truémg hop tir ma Word phat hién 12 16i nhung lai 14 tir ma
ban cho la chinh xac va ban mudn Word nhin ra tir nay la ding chinh ta
d¢é lan sau khoi “bat 16i” nira, hay thém né vio tir dién bing cach nhén nit
Add to Dictionary.

o Néu mudn “l&” di tir sai va chuyén sang kiém tra tiép nhimg tir
khac, ban nhin not Ignore Once (1& 1 14n) hoac Ignore All (1 tit ca).

e Truémg hop ban thudng xuyén bj méc 15i & tir ndy va ban muén
Word ty dong sira lai thanh tir ding trong khi ban gé véin ban, hay chon tir
ding trong khung Suggestions va nhén nit AutoCorrect.

- Ngoai ra, néu ban mudn kiém tra ludn ngir phap, hay danh diu chon
Check grammar trong hop thoai Spelling and Grammar. Sau khi kiém tra
chinh ta, chuong trinh s& chuyén sang kiém tra ngit phap cho ban. Céch
sira [6i ciing tuong ty nhur trén,

Tim tir trong tir dién

Sir dyng tinh nang Research, ban co thé tim céc tir trong tir dién.
Cach thuc hién: :

- Trong thé Review, nhém Proofing, nhan nit Research.
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- Dé tim mét tir dom trong tai liéu, gir phim Alt va nhin chudt vao tr
can tra ciru.
- D¢ tra nghia mot cym tir, ban dung chuét chon céc tir 46, gilr phim
Alt va nhan chudt trai vao ving chon.
- Tai khung Research bén phai man hinh, muc Search for, ban\ sé
thdy tir cAn tra hién thi trong day. Bén dudi la phan giai nghia coa né.
- Ban ciing ¢6 thé go tryc tiép tir can tra nghia vio & Search for va
nhan OK.
Tra tir ddng nghia, phan nghia
revusion
disgust
extreme diskke
[love (Antonym) =
Ja £y Insent % .
abhor| 23 Copy
= ikl Lookup |
loathe ==
can't stand

Sir dyng tinh nang Research, ban con co thé tra tir ddng nghia va tir
phan nghia.

- Trong thé Review, nhom Proofing, ban nhin nit Thesaurus.

- Giir phim Alt va nhin chudt vao tir cén tra. Két qua s hién thj
trong khung Research ¢ bén phai.

- Dé chén tir ddng nghia hoac phan nghia d6 vao tai liéu hién hanh,
nai con trd dang dimg, ban dua chudt vao tir trong danh sach két qua,
nhén chudt vao miii tén bén canh tir, chon Insert.

- Bé tim ’tiép tir ddng nghia / phan nghia caa tir trong danh sach tim
dugc, ban nhan chudt vio tir d6 trong danh sach két qua.
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Ghi chu: Ban ¢6 thé tim tir dong nghia, phan nghia trong ngdn ngir
khac (ngoai tiéng Anh) bing cach nhin chudt vao hop danh sich bén
dudi khung nhédp liéu Search for va chon mét ngdn ngi, vi dy nhu tiéng
Phap (French) ching han.

Dich vidn ban

Khac voi cach tra nghia timng tir, trong phan niy ching ta s& cung tim
hiéu cach dich mét doan van ban dai.

- Trong thé Review, nhom Proofing, ban nhén nit Translate.

- Hodc ban ciing c6 thé nhin chudt phai vao vj tri bat ky trong tai
liéu, chon Translate - Translate.

4 Paste
A Font..
EW  Paragraph..
I=  Butlets >
i= HNumbering »
wb Hyperlink...
3l LlookUp...
Synonyms ]
Translate > ~;—_'a Translate... '
| Stytes > Arapic (Saud) Araba) E
Enghish (U.S. :
! FrenchiFrance) i
Spanish (Internatianal Sart] !

i v | Turn Of Transiaton ScreenTip
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- Dé chon ngén ngir dich, tai khung Translation & bén phai, chon
ngdn ngi ngudn tai myc From, ngén ngir dich tai myc To.

- Pé dich mjt tir bit ky trong tai ligu, ban git phim Alt v nhin
chudt trai vao tir. Nghia ciia n6 s& dugc hién thj trong khung Translation
& bén phai.

- Dé dich mét doan vin ban, ban ding chudt chon doan vin ban do,
gilt Alt va nhan chuét trai vao viing chon. Nghia cua nd sé dugc hién thi
trong khung Translation & bén phai.

Student 1L s &
Computer .

teve nasCant

dOmttader Y

Try orw of rese st Mebves

o pee Help for tnts 0N

refreng your stacch.

Other placet to seerch

1 1 Search for St n:
(] M Reference Boaks

) 2 tesea L

- Dé djch 1oan b{ tai liéu, tai khung Translation, ban nhén chuét vao
niat Translate the whole document . Sau d6 bAm Yes trong hép thoai xac
nhéan. Ban djch s& dugc hién thj trong mot cira s duyét Web mdi mé ra.
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- Ngoai ra ban ciing ¢ thé dich tir hodc doan van bing cich ty
minh nhédp vio khung Search for, sau d6 nhan nat Start Searching .

Bit tinh nang “dwa chudt vao tir 3¢ hién thj nghia trong mét
Screentip”

Chi cén dua chudt vao tir, nghia cha n6 (d3 dugc dich sang ngdn
ngir khac) sé hién thj trong mot Screentip bén canh, rat tién lgi.

[

provide
| “[pra‘vaid) transitive vark fournir; provide something to
| someone, pro vide someone with soimet/vng fournir
something 4 someone

ser provides a fast. safe. and easy way to browse the Web. It will max out your
il features than the others could ever offer. Give it a try. and we guarantee that
l-wares.

Dé bit tinh nang nay, ban thyc hién nhy sau:

- Tai thé Review, nhom Proofing, nhin chudt vao miii tén bén canh
nit Translation ScreenTip.

Page layout R=ferences

Arabic (Saudi Arabia)

Spefling &
Gummf aﬁ Tlaﬂ.’rht'

English {U.S.]

French [France)

Spanish (International Sort}

« Turn Off Translation ScreenTip H fas
with many useful Teatures than th

browser with mal-wares.
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- Chon mdt ngén ngir mudn dich sang trong menu xuit hign.
- Mubn tét tinh nang nay, ban chon Turn Off Translation ScreenTip.
Tw djng tao hyperlink cho dja chi Weh

Word ty dgng tao mdt hyperlink khi ban gé vao mét dja chi Web
{ching han www.microsoft.com) va nhén Enter hodc phim khoéng tréng.
Néu mudn tit/ bat tinh nang nay, ban nhin Microsoft Office Button ,
chon Word Options. Nhin Proofing. Nhan nat AutoCorrect Options, nhan
chon thé AutoFormat As You Type. Tai hdp Internet and network paths
with hyperlinks, ban bo chon hoac chon dé tit/ bat tinh nang nay.

Tao mjt hyperlink tay y dén mdt i lidu, tip tin hay trang Web

1. Chon doan text hodic hinh anh ma ban mudn dung dé hién thi nhu
m@t hyperlink.

2. Trong thé Insert, nhoém Links, ban nhén nat Hyperlink.
3. Hop thoai [nsert Hyperlink xuat hign.

- Dé lién két dén mot file hoac trang Web cé sén, ban nhan nit
Existing File or Web Page bén dudi myc Link to, sau dé nhap vao dja chi
ma ban mudn lién két dén trong hdp Address. Néu khong biét dja chi caa
mot file, ban c6 thé dung khung duyét file/ the myc trong cira sb nay dé
cheon file minh mubn lién két.

- D¢ lién két dén mot file ma ban chua hé tao n6, hdy nhin nut
Create New Document bén dudi muc¢ Link to, sau dé nhap tén cua file
mdi s€ tao tai myc Name of new document. Tai muc When to edit ban
¢6 thé chon la Edit the new document later (soan tai liéu ndy sau) hojc
Edit the new document now (sogan ngay bay git). ”

Dé tiy bién ScreenTip (hién thi khi ban ré chuét 1én hyperlink), ban
nhén nut ScreenTip va gd vao dong ghi chi. Néu ban khahg ¢hi dinh
dong ghi chia nay, Word sé sir dung duomg din hay dja chi oi‘n file lién
két dén tam ScreenTip.

-198 -
http://tieulun.hopto.org



- Nhan OK khi tao xong hyperlink.

Tao mét hyperlink dén trang e-mail tréng

Thyc hién buéc 1 va buée 2 nhu trén d& hién thi hdp thoai Insert
Hyperlink.

3. Bén dudi myc Link to, ban nhén nit E-mail Address.

4. Tai myc E-mail address, nhap vao dja chi e-mail ma ban mudn khi
nhan vao hyperlink sé giri thu cho dia chi nay.

5. Tai myc Subject, ban nhap tiéu dé thu. Nhin OK.

Document
D
Create New
Docsment H
V ;._._ I w & J _—Wlﬂ
£ mad Aodress &
L3l

Tao m{t hyperlink dén vj tri bat ky trong tai li¢u hay trang Web
hién hanh

Dé sir dung tinh nang ndy, trudc hét ban can dinh dau vij tri dich
muon lién két dén trong tai liéu hién hanh.
* Chén mgt bookmark:

1. Trong tai ligu hi¢n hanh, chon doan text hay ddi tugng ma ban
mudn gan mot bookmark.

2. Trong thé Insert, nhém Links, ban nhén not Bookmark.
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3. Cira s6 Bookmark xuat hién. Tai Bookmark name, ban gé vio mét
tén d¢ nhin dang bookmark nay (luu y, tén khdng dugc chia khoang
tring). Nhan Add dé thém vao.

Chuong_1

Sort by: @—ﬁ—a;e
O Location
[T} Hdden bookmarks

(_gzed |

* Thém lién két dén bookmark:

1. Chon text hodc d6i tugng ma ban mubn hién thj nhu mdt hyperlink.
2. Nhan chut phai va chon Hyperlink trong menu ngit canh.

3. Bén du6i myc Link (o, ban nhén nit Place in This Document.

4. Trong danh sach ban chon mét bookmark mudn lién két ¢én. Nhin OK.
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—

el A = B 7. * |

‘ Lk tex Tt to dupluy: Thwerkd Brower Screenlig,.. I
l _'& Sehct & plage m this dorgment:
Egstng Fie o Tap of the Docunent
; web Pagr oo
LK i [Tagmt 71
El ! Gl o e
i Aganite | Chuong 2
.| Cocument
i‘
i J
| Croste toer
i< Documant
i (o ) o ]

= i ——
Tao mjt hyperlink dén vj tri bat ky trong tai li¢u hay trang Web
khac (khong phai trang hién hanh)

e T v e —imem—em——mmE— o e

1. Truge tién ban tao nhimg bookmark trong file dich (file ma ban s&
lién két dén) tuong tw cach & trén.

2. M¢ tai liéu nguén, chon doan text hay dbi tugng mudn hién thi 14
hyperlink.

3. Nhan chudt phai, chon Hyperlink trong menu ngir canh,

4, Bén dudi myc Link to, nhén nit Existing File or Web Page.

5. Tai khung Look in, ban duyét dén file dich mudn lién két dén.

" 6. Nhan nit Bookmark, sau d6 chon nhirng bookmark muén lién két

dén trong tai liéu dich. Nhin OK.

G& bo mt hyperlink

Ban nhidn chudt phai vao hyperlink mudn g& bo, chon Remove
Hyperlink trong menu ngir canh.

Ap dyng nhanh mjt kiéu mau (Quick Style)
Ap dung mpt kiéu miu
1. Chon doan text ban mudn 4p dung kiéu mau.

2. Trong thé Home, nhém Styles, nhin chudt vao mét kiéu ma ban
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thich. Néu khéng thay kiéu dinh dang ma minh mong mudn, ban nhan nat
More d¢ mé rong khung Quick Styles.

AaBbCcDt AaBbCeDc AaBbC: AaBbCc AaBbClcl ‘, AaBbCcL ‘
fNormal T No Spaci.. Headingl Heading2 Heading3 | Heading 4

AaBbCcD AaB daBoCec. 4e3blcit AaBbCeD( AaBbCcDi
Heading S Titte Subtitle Subtie Em... Emphasis  IntenseE..

AaBbCcDc AaBbCcDc AaBbCcD: AABBCIDC AABBCCDC AABBCCDL
Strong Quote Intense Q... Subtie Ref... [ntenseR... BookTitle

AaBbCclDx

T List Para... -
Save Selection as a New Quick Style...

@5 Clear Formatting

4 Apply Styles...

Vi du, ban mudn doan text dang chon dugc 4p dung kiéu tiéu dé,
nhén nat Title trong khung danh sach. .

Ban c6 thé xem trrée kiéu dinh dang duge ap dung nhu thé nao bing
cach ré chudt vao timg ki€u minh mudn xem, né s& ap dung “thi” vai
doan text ban dang chon.

Tao mpt kiéu miu

1. Chon doan text ma ban mudn tao mét kidu méi. Vi dy, ban mudn
tao mgt dinh dang in dam, chir mau do.

2. Trong thé Home, nhém Font, ban 1an lugt in dam (nhén nat B) va
t6é do chir (chon mau tir nat Font Color).

3. Nhan chudt phai vao ving chon, tro téi Styles, va nhin Save
Selection as a New Quick Style.
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4. Nhap vao tén cua style mai (chang han Style 1) va nhan OK.

Lap tirc kiéu chir méi tao sé nim gon trong nhém Styles & thé Home,
san sang dé ban sir dung.

Thay di kiéu miu

1. Pinh dang doan text theo y thich cda ban.

2. Trong thé Home, nhom Styles, nhin chudt phai vio style ma ban
mudn thay d5i, chon Update to Match Selection. .

Trong tai liéu, tit ca nhimg doan text ¢4 duoc ap dung kiéu nay trudc
do sé dugce cap nhat lai vdi dinh dang mai.

G& bo mpr kidu méu

I. Trong thé Home, nhém Styles, ban nhan chudt phai vao kiéu mau
mudn g& bo.

2. Chon Remove from Quick Styles gallery.

Cai @3t diém dirng tab (Tab stops)

Dé cho viéc cai dat tab dugc thuan tién, ban nén cho hién thi thude
ngang trén dinh tai liéu bang cach nhan nat View Ruler & diu trén thanh
cudn doc.

Ban c6 thé nhanh chéng chon tab ba;mg cach 1an lugt nhéan vao 6 tab
selector — la & giao nhau giira thudc doc va thudc ngang (& goc trén bén
trai trang tai liéu) cho dén khi chon dugc kiéu tab mong muén, sau dé
nhan chudt vao thanh thudc ngang noi ban mudn dit tab.

Tay timg truomg hop cu thé ma ban c6 thé sir dung mét trong cac logi
tab sau:

o Tab trdi: D3t vj tri bat diu ciha doan text ma tir d6 sé& chay sang
phai khi ban nhap liéu.

»  Tab giira: Dat vi tri chinh giira doan text. Doan text s& nim giira
vi tri dat tab khi ban nhdp liéu. .

e Tab phai: Nam & bén phai cudi doan text. Khi ban nhap liéu,
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doan text sé di chuyén sang trai ké tir vi tri dat tab.
o Tab thdp phdn: Khi djt tab nay, nhimg diu cham phan cich phan
thap phdn sé ndm trén cung mot vi tri.

e  Bar Tab: Loai tab nay khong dinh vi tri cho text. N6 s& chén mét
thanh thang dimg tai vj tri dat tab.

!ncm ! Tab stops to be deaed:
i {
—
O Left @® Center O right
O peamal Osar
Leader
O LNone () et O 3
Qa___
| st J[ cear | [ cears ]
[ oK 1[ Cancel_]

Néu ban mudn dit diém dimg tab tai vj tri phi hop na khong thé xac
dinh chinh xéac khi nhan chudt 1én thanh thuéc ngang. hofic ban mudn
chén ky ty dic biét trudc tab, ban cé thé ding hp thoa Tabs bing cach
nhin dap chugt vao bat ky diém dimg tab nao trén thanh thuéc.

Sau khi cai dat diém dimg tab xong, ban c6 thé nhin phim Tab dé
nhay dén timg diém dirng trong tai ligu.
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* DJNH DANG CHU TRONG WORD 2007
In ddm
I. Chon doan text ma ban mudn in dam, dua con tro chudt vao ving
chon cho dén khi xuét hién thanh cong cy Mini.
In dam
Anal 3 Eg A A

BIEW. A i
2 Nhin it Bold (B). . ]

o

-.

1. Chon doantext mabanm ‘chon

oo
i ||i

2. Nhin nit Bold (B).

Ban ciing c6 thé sir dung phim tit Ctrl+B.

Luu y, nhén Bold (hodc Ctrl+B) l4n nira néu ban mudn bo in dam.
Ia nghiéng

Thue hién tuong ty nhir in ddm, nhung thay vi nhédn nit Bold thi ban
nhan nit ltalic (phim tit Ctrl+1).

Gach dwéi doan text

Nhén Ctrl+U dé gach dudi doan text dang chon. Nhin Crri+U lan
nira dé bo gach dudi.

Ngoai ra con c6 nhiéu kiéu gach dudi khac:
* Gach dwdi cdc tir, triz khodng tring:
- Chon doan text ban muén gach duai.

- Tai thé Home, nhém Font, ban nhan nit mii tén & goc dudi bén phai.
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- Trong hop Underline style. ban chon Word only. Nhan OK.
* Gach déi ¢ dudi tir.

Thyrc hién budce 1, 2 tuong ty trén.
Trong hdp Underline style, ban chon biéu tugng dong dbi. Nhan OK.

* Duomg gach dwdi trang tri:

Thue hién bude 1, 2 tuong tu trén.

- Trong hép Underline style, ban chon kiéu minh thich.

- Dé dbi mau cta duomg gach dudi, nhén chugt vao hop Underline
color va chon mau minh thich. Nhan OK.

Déi mau chir

1. Chon doan text ban mudn ddi mau, di chuyén con tro chudt vio
viing chon dé xuat hién thanh céng cy Mini.

2. Nhan niit Font Color va chon mau minh thich.

Déi kich c& chir

1. Chon doan text, di chuyén con tro chudt vao dé xuat hién thanh
cong cy Mini.

2. Dé tang kich ¢& chir, ban nhin nit Grow Font (phim tat
Curl+Shifi+>). D& gidm kich c& chir, nhan nit Shrink Font (phim (it
Ctrl+Shift+<).

Dianh diu (Highlight) doan text

Dénh déu doan text dé lam n6 trong ndi bat hon. Cach thuc hién:

1. Tai thé Home, nhém Font, ban nhin vao mii tén bén canh nit
Text Highlight Color .

2. Chon mét mau diing dé t sang ma ban thich (thuémg 1a mau vang).

3. Diing chut té chon doan text mudn danh dau.

4. Mubn ngimg ché 49 dénh dAu, ban nhédn chudt vao miii tén canh
nut Text Highlight Color, chon Stop Highlighting, hoac nhan ESC.
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G& bo ché 36 danb déu text
1. Chon doan text mudn g3 bod ché do danh dau.

2. Trong thé Home, nhém Font, ban nhéin chudt vio mii tén canh nit
Text Highlight Color.

3. Chon No Color.

Tim kiém nhanb nhimg dong chir duge dinh diu

1. Trong thé Home, nhém Editing, nhan nit Find.

2. Néu ban khéng thay nit Format, hiy nhin nit More.

3. Nhin nut Format, sau dé chon Highlight.

4. Nhan Find Next.

Tao mét chir hoa thut cap (Dropped Cap)

Cé 2 ché dp:

1. Dropped cap.

2. In-margin dropped cap.

Cidch thuc hién:

1. th"in chudt vao doan van ban ma ban mudn bat diu bing mét chir
hoa thut cap.

2. Trong thé Insert, nhom Text, ban nhin nit Drop Cap.

3.Chon tiép ché do Dropped hoéc In margin tuy .

Dinh daag chi s trén (Superscript), chi s6 dwéi (Subscript)

1. Chi s6 trén (Superscript); 2. Chi s6 dudi (Subscript).

(x +y)’=x2+2xy + y>— 1

H2804_. 2
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Chon doan text can dinh dang. Trong thé Home, nhém Font, ban
nhén nat Superscript (phim tit Ctrl+Shift+=) dé dinh dang chi sb trén,
hodc nhan nut Subscript (phim tit Ctrl+=) dé dinh dang chi sb duai.

* CANH CHINH VAN BAN
Canh trai, phai, giira, hoic canh déu hai bén
1. Chon doan vin ban ban mudn canh chinh.

2. Trong thé Home, nhém Paragraph, nhin nit Align Left dé canh 1é
trai, nhan Align Right dé canh phai, nhan nit Center dé canh giira (giira 2
1& trai va phai), hay nhan nit Justify dé canh déu hai bén.

Canh chinh nhiéu ché dp trén cing 1 dong

1. Chuyén ché do xem van ban la Print Layout hoac Web Layout
{Trong thé View, nhém Document Views, chon nat Print Layout hoac
Web Layout).

2. Nhén chudt vao dong méi va thyc hi¢n nhu sau:

- Chén doan text canh trai: Di chuyén con tro chudt chir 1 sang trai
cho dén vj tri can g6 text, nhin dip chudt va gd vao doan text.

- Chén doan text canh gitra: Di chuyén con tro chudt chir I vao
khoang giira dong cho dén vi tri can go text. Nhan dip chudt va gb vao
doan text.

- Chén doan text canh phai: Di chuyén con tro chudt chir | sang phai
cho dén vj tri cin g text, nhin dip chudt va gb vao doan text.

Thay dbi cic canh chinh theo chiéu doc doan text

1. Trong thé Page Layout, nhom Page Setup, nhan chudt vao nit mii
tén ¢ goc dudn bén phai,

2. Trong hop thoai Page Setup, nhin vao thé Layout. Tai muc

Vertical alignment, ban chgn mdt loai canh chinh minh thich (Top,
Center, Justified, Bottom).
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Magns  Paper Layout
Section

Section start: _New page ;:r_]

Headers and footers
{T] Different ood and even
[ D#ferent frst page
Header: 1.27¢m B

From edge:

Page
Vertical akignment:

+ Preview

i

" Apptyto:  whale document ] | Line tpmbers... | [ porders... |

s

[ ]fma]
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3. Tat myc Apply 1o, ban chon pham vi ap dung la Whole docum_ent
(toan vin ban), This section (vimg hién tai), hay This point forward (ke tir
diy trés vé sau). Nhan OK.

Canh giira I¢ trén va 12 dwréi

1. Chon doan vin ban ban mudn canh giita so v&i 1& trén va 1€ dudi.

2. Trong thé Page Layout, nhém Page Setup, nhan chudt vao nit mii
tén & goc dudi bén phai.
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3. Trong hop thoai Page Setup, nhdn vao thé Layout. Tai muc
Vertical Alignment, ban chon Center.

4. Tai muc Apply to, chon Selected text. Nhin OK.
Thuyt I dong diu tién ciia doan
1. Nhan chuét vao doan méa ban mudn thyt Ié dong dau tién.

2. Trong thé Page Layout, nhan vdo nit mii tén géc duéi bén phai
cuiia nthom Paragraph.

3. O hop thoai Paragraph, chon thé Indents and Spacing. Tai myc
Special, ban chon First line. Tai muc By, chon khoang cich thyt vao.
Nhin OK.

Diéu chinh khoang cach thyt 1é ciia toan b§ doan
1. Chon doan vin ban mudn diéu chinh.

2. Tai thé Page Layout, nhém Paragraph, nhan chudt vao mii tén Ién,
xuéng bén canh muc Left dé ting, giam khoang cach thyt 1é tréi, hay tai
muc Right dé diéu chinh thyt ié phai.

Thyt dong tht cé, trir dong diu tién cia doan
1. Chon doan vin ban ma ban mudn diéu chinh.

2. Trén thanh thuéc ngang, hdy nhén chudt vao ddu Hanging Indent
_va 1& dén vj tri ban mudn bat dau thut déng.

Néu ban khong thdy thanh thuéc ngang dau ca, hdy nhin nat View
Ruler & phia trén cida thanh cugn doc 4 hién thj n6.

Tgo mt thyt &m

Thay vi thyt dong vao trong, ban c6 thé diéu chinh thyt ra ngodi so
véi 1€ tréi bing céach:

1. Chon doan vén ban ma ban mudn mé rong sang trai.

2. Tai thé Page Layout, nhém Paragraph, nhén nut miii tén huéng
xudng trong myc Left cho dén khi doan van ban ndm & vj tri ban vira y.
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* THAY POl KHOANG CACH TRONG VAN BAN

Tao khodng cach déi giira cic dong cho toan b§ tai liéu

Khoang cach mic dinh giira cac dong cho bit ky tai liéu tréng nao la
1.15. Ban ¢o thé tao khoang cich d6i (2) néu mudn biing cach sau:

t. Trong thé Home, nhom Styles, nhin chuét phai vao nit Normal,
chon Modify.

Updaie Normal to PMatch Selection
Modify..,
Select All 1 Instance(s)

Rensme...
Remove fram Quick Style Gallery

Add Galtery ta Quick Access Toalbar

2. Bén dudi nhom Formatting, nhén nat Double Space. Nhan OK.

Thay ddi khoang cich dong cho doan vin bin dang chon

l. Chon doan van ban mubn thay dbi.

2. Trong thé Home, nhém Paragraph, nhén nat Line Spacing.

3. Chon khoang cach ban mudn, ching han 2.0

Ghi_chi: Néu mubn d3t nhiéu khoing cdch gilra cac dong nhumg
khoing céch nay khéng cé trong menu xuét hién khi nhidn nat Line
Spacing, ban hdy chon Line Spacing Options, va nhép vao khodng cich
ma ban thich.

Cac kiéu khoang céch dong ma Word hd trg:

- Single (dong dom). Tuy chon nay hd trg font Iém nhat trong dong
do, thém vao mét lugng khoang tréng nho bd sung. Lugng khoang trong
bé sung tiy thuge vao font chir ma ban dang sir dung.
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- 1.5 lines: Gép 1,5 1an khoang cach dong dom.

- Double: Gép 2 1an khoang cach dong dom.

- At least: Lya chon nay xac lip khoang cach dong téi thi€u cin thiét
-.d& phu hop vai font hoiic dd hoa Ién nhit trén dong.

- Exactly: C6 dinh khoang cach dong va Word sé khong diéu chinh
néu sau d6 ban ting hodc giam c& chir.

- Multiple: Xac lap khoang céch dong ting hodic gidm theo ti 1§ % so
véi dong don ma ban chi dinh. Vi dy, nhap vao 1.2 c6 nghia 13 khoang
céch dong s& ting 1én 20% so v&i dong dom.

Thay d3i khoang cdch trurde hodc sau cic doan

1. Chon doan van ban ban mudn thay dbi khoang cach truée hoic
sau no.

2. Trong thé Page Layout, nhém Paragraph, ben nhén chuét vao mii tén
- canh myc Before (truéc) hodic After (sau) dé thay doi bang gia tri ban muédn,
Thay a8i khoing céch gifra cdc ky twr

1. Chon doan van ban ma ban mudn thay déi.

2. Trong thé Home, nhin chudt vao nat miii tén & goc dwdi phai cua
nhém Font dé m& hp thoai Font.

3. Nhin chon thé Character Spacing & hop thoai nay. Trong muc
Spacing, nhin Expanded d& mé rdng hay Condensed dé thu hep khoang
céch va chi dinh s8 khoang cich trong myc By.

e -—@
gt e |
Scde:  100% v {
Spacng: Condensed  w| By 3Spt ¥ i
Poskion: ‘Normal i By 2 ‘
[ Kerning for Forks: 14 points and above !

{
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Co dén viin ban theo chiéu ngang

1. Chon doan vén ban ban mudn cing ra hoZc thu lai.

2. Trong thé Home, nhan chudt vao nit mii tén & goc duéi phai cia
nhém Font dé mé hop thoai Font.

3. Nhén chon thé Character Spacing & hdp thoai ndy. Tai myc Scale,
nhap vao ti 1é % ma ban mudn. Néu ti 1é nay lém hon 100% thi doan vin
ban s& dugc kéo ra, nguge lai, nd sé dugc thu lai.

Dinh dau sy thay ddi va ghi chi trong tai liéu

Theo doi s thay ddi trong khi chinh sira

1. Mé tai liéu ma ban muén theo dGi.

2. Trong thé Review, nhém Tracking, nhin nat Track Changes.

3. Thay di tai ligu theo ¥ ban (chén, xéa, di chuyén hay dinh dang
van ban...). Lap tic & bén hong trang tai li¢u s& xuat hién nhimg bong
bong hién thi syr thay doi nay.

Tit ché dj theo dbi sy thay ddi

Trong thé Review, nhém Tracking, nhan vao nit Track Changes mot
ldn nira dé tit ché d§ theo dai trong khi chinh sira.

Thay dbi cach Word d4nh dédu

- Ban c6 thé dbi mau va nhimg dinh dang ma Word ding dé danh
déu sy ddi trong tai liéu bing cach nhdn vao miii tén bén canh nit Track
Changes, va nhin chon muc Change Tracking Options.

Review

|

_ =" "] Show Markup *
| Track {Batioons

I Changes - . E Reviewing Pane ~
.} Track Changes

1 Change Tracking Qptions...

o ; f.:ll Final Showing Markup "_].1
- 1
i

Change User Hame,,. oo
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- Néu ban mudn xem tit ca nhimg thay d6i ngay trong tii ligu thay vi
hién thj nhimg bong béng bén hong tai ligu, & nhém Tracking, nhan vao nut
Ballons, sau 46 chon Show all revisions inline.

- Pé lam ndi bit viing hién thj nhimg bong bong (bén I tai ligu), hay
nhin nit Show Markup va chon Markup Area Highlight.

Chén m{t ghi chi

Ij {55] Oelete: - |
s Previous
New 2
| Comment % Next

1. Chon doan text hodc d6i twgng bét ky trong tai liéu ban mudn ghi chi.

2. Trong thé Review, nhém Comments, nhén nit New Comment.

3. Nhap vao ghi chi cita ban trong bong bong hién thj & khung bén
canh tai liéu.

Xoa ghi chi

- Dé x6a mdt ghi chi, nhin chuft phai vio ghi chii d6, chon Delete
Comment.

- Dé x6a nhanh tit ci ghi chi trong tai liéu, nhan chudt vao mét ghi chi
bat ky. Trong thé Review, nhém Comments, nhin vao mii #n bén dudi nit
Delete va chon Delete All Comments in Document.

Thay dbi ghi ché

1. Néu céc ghi chi khong hién thi trong tai liéu, ban shin nat Show
Markup trong nhém Tracking cia thé Review, sau d6 ¢anh dau chon
Comments.

2. Nhan chugt vao bén trong mt bong bong cé ghi chii cdn sira. Sau
d6 stra lai ndi dung theo y ban.
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Thay d6i tén nguwi ghi chd

Bén canh moi ghi chi luén co tén cua ngudi sir dung. Néu ban muén
thay ddi tén nay, hay thyc hién nhur sau:

l. Trong thé Review, nhém Tracking, nhan chudt vdo mii tén bén
duéi nat Track Changes, sau d6 chgn myc Change User Name.

2. Trong hop thoai xudt hién, bén dudi myc Personalize..., ban nhap
vao tén cua minh, sau 6 nhin OK.

) RS R el
Change the most popular opﬁans n wotﬂ

Top optiens for working with Word

[#] show pdim Toalbar on selection ™=

E Enable Live Preview -

{71 Show Developer tab in the Ribbon .

E] Always use ClearIype

[¥] Open e-mail sttachments in Full Sareen Reading view
Color scheme: rgl-ue &

ScreenTip style: L?-rfow feature desaiptions in Sueen‘llps

Personalize yous copy of Microeft Ofice

User name: (#4500 |

[nitials: II ) |

Choose the languages you want to use with Micosoft Office: I Lgnguage Settings... l

Luu y 1a nhimg ghi cht ké tir bay gis tro di méi c6 thc dung véi tén méi.
In tai lid¢u kém theo ghi chii va nhirog ddnk diu thay 46i
1. Nhan nit Microsoft Office Button , sau 46 chon Print.

2. Trong hdp thogi Print, tai myc Print what, chon Document
showing markup va nhan OK.

In danb.sich nhimg thay ddi trong tai li¢u
1. Nhén nit Microsoft Office Button , sau 46 chon Print.

-215-
http://tieulun.hopto.org



2. Trong hdp thoai Print, tai myc Print what, chon List of markup va
nhén OK.

Khéng in nhimg d4nh déu thay dbi va ghi cha
1. Nhén niit Microsoft Office Button , sau 46 chon Print.
2. Trong hdp thoai Print, tai myc Print what, chon Document va nhan OK.

_ * DUNG TiNH NANG BULLETS - NUMBERING PE PANH

DAU/PANH SO TY PONG

Tao danh sach danh diu (bullet) hay ddnh so6 (number) te djng 1
chp

I. G& vao diu * dé bit diu mot danh sach cac danh diu ddu dong
hodc nhip 1. Pé bat didu mdt danh sach danh s6 ty dong, sau d6 nhan
phim cach (space bar) hoac phim Tab.

2. Nhap bét cir chir nio ban muédn.

3. Nhin phim Enter. Word s& ty dong chén thém mét déu bullet hoic
s6 thir ty tiép theo.

4. Dé két thic viéc danh diu, danh sb tyr dong, nhan Enter hai lin hoic
nhén phim Backspace dé x6a diu bullet hoic sé cudi cling.

Néu chirc ning dinh ddu / danh sb ty djng khéng cé hiéu Iy,
ban bat né 1én bang cich sau:

1. Nhan nit Microsoft Office Button , sau d6 chon Word Options.

2. Nhan Proofing.

3. Nhan nat AutoCorrect Options, sau d6 nhin vao thé AutoFormat
As You Type.

4. Bén dudi nhém Apply as you type, ban danh dau chon vio 2 myc
Automatic bulleted lists v Automatic numbered lists. Nhan OK dé dong
céac hop thoai lai.
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nmmvanw-W'* — —

{_ Autoformat 2 i 5|!|-'l Tnp
AutoCorrect . Math AutoCorrect ‘ Il Wm As Yw Type
1 Replace a5 you typs
; "Strasght quotes” wath “smart quotes” E Ordinals (15t) with superscript ]

' [] Fractions (1/2) with fraction character (14) (] Hyphens (--) with dash (—)
I [ *Boid™ and _italic_ with real formatting
Internet and retwork paths with hyperiinks

Apply % you type

Automatic bulleted lists ‘uunntir, numbered bsts '
Border Wes Tables
[[] Buit-n Headng styies

Thém diu bullet bay numbering vio trong danh sach
1. Chon mét myc ban mudn thém vao.

2. Trong thé Home, nhém Paragraph, nhin nat Bullets hoac nit
Numbering.

Marlings Peview View DEVEI’\[\"I ~dd.Ins

) uummgublw
' e
i f}ﬁu& s
Pisul - 1
" Pifn2---- PR
| D#a3--~ d e

Ghi chi: Ban c6 thé tim thiy nhiéu kiéu bullet hodic kiéu sé khac
béng cach nhin vao miii tén bén canh nat Bullets / Numbering.
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Gifin khoang cach giira cic myc trong danh sich Bullets /
Numbering

1. Trong thé Home, nhém Styles, nhan chudt vado mii tén hudimg
xudng bén canh phai dé md rng danh sich Styles. Sau d6 nhin chudt
phai vao kiéu List Paragraph, chon Modify.

2. Trong hop thoai Modify Style, nhan niit Format, chon Paragraph.

3. Bo chon myuc Don’t add space between paragraphs of the same
style. Nhin OK dé déng cac hop thoai lai.

Indentation
Left: Tgra.n'v !:l Special: By:
Right: om @ oy ]} B
(] Meror indents

Spading
Before:  Opt %] Line spacing: at:
After: H—j@_ kol [w] s
[[] bon't add space between paragraphs of the same style

Chuyén danh séch Bullets / Numbering tir mjt ciip sang da ciip
1. Nhén chut vio mét myc trong danh sich ma ban muén chuyén né
thanh mét cdp khac.

2. Trong thé Home, nhém Paragraph, nhan vao miii tén bén canh nit
Bullets hoiic Numbering, chon Change List Level va chon mét cap ban mudn.

Thém cic bullets hinh dnb hojc biéu twgng vao danh sich

1. Chon myc ma ban mudn bd sung céc bullets hinh anh hay céc biéu
tuong.

2. Trong thé Home, nhém Paragraph, nhén vao mii t&n bén canh nat
Bullets.
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3. Chon Define New Bullet. Trong hdp thoai Define New Bullet, ban
nhin nit Symbol (biéu tugng) hay Picture (hinh anh) tay muyc dich.

4. Chon hinh anh hoac biéu tugng ban mudn sir dung, sau d6 nhédn

OK hai tan.
Bullet character
[omet. | [(oenwe.. | (ot
.
Lo |[ coce |

Thém mét bullet hinh snh hodc biéu twgmg vao trong thw vién Bullet

1. M tai lidu c6 chira biéu tuong bullet ma ban mudn thém vao thu vién.

2. Trong thé Home, nhém Paragraph, nhin vdo miii tén canh nat
Bullets.

3. Bén duéi nhém Document Bullets, nhén chudt phai vao kiéu butlet
ma ban muén thém vao thu vién, sau d6 chon Add to Library.

Xé6a mt kiéu ra khéi thw vién Bullet

1. Trong thé Home, nhém Paragraph, nhin vao mii tén bén canh nit
Bullets.
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2. Bén dudi nhém Bullet Library, nhin chudt phai viao mét kiéu ban
mudn loai bo khoi danh sach, sau 46 chon myc Remove.

* TAO DANH SACH CAC O PANH DAU CHQN (CHECKLIST)

Khi tao mot tai ligu dang tric nghiém, chic chin ban phai thiét ké
nhimg & danh déu d& ngudi ding déinh ddu vao . C6 2 dang danh déu trong tai
lidu: mot dang 13 ding dem di in (dé ngudi diing danh diu vao gidy), dang thir
hai 1a cho ngudi diing danh dau trye tiép trong néi dung file.

Tao mét checklist dé dem di in

Cé 2 céch co ban dé tao mot checklist dem di in:

- Néu tai ligu cia ban khong chira nhiéu kiéu bullets khac nhau,
ban ¢6 thé sir dung cach tao mét danh sach bullets tuy bién dinh dang.

- Néu tai liéu ciia ban ¢o sdn nhiéu dinh dang bullets khac nhau, ban
c6 thé ngan ngira cic bullets cii thay ddi bang cach tao mét danh séch
checklist trong bang. .

Tao checklist bing tinh ning tiy bién dinh dang bullets

1. Nhép vao nhimg muc trong danh sach cuia ban.

2. Chon danh sich nay.

3. Trong thé Home, nhém Paragraph, nhan vao mii tén canh nit Bullets.

4. Chon Define New Bullet.

5. Nhén nat Symbol.

6. Trong hgp thoai Font, chon mjt font biéu twong dd cai sén trén
may, vi dg nhu font Wingdings.

7. Nhin dap chudt vao biéu tugng check box ma ban mudén chén vao
tai liéu. Nhan OK.

Tgo bang dé ngin ngira cic bullets ci thay déi khi tso checklist

Burdgce 1: Tao bang

1. Trong thé Insert, nhém Tables, nhan nit Table.
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2. Chonlnsert Table.

3. Tai muc Number of columns, ban nhap 2.

4. Tai nuc Number of rows, nhip vao s6 dong ban mudn, lru y la
mdi dong chra mét khoan myc chon trong checklist.

5. NhanOK.

Budc 2: Chén nhimg 6 check box va nhip li¢u

|. Nhinvao 6 dau tién & trén bén trai trong bang,

2. Trong thé Insert, nhém Symbols, nhin nit Symbol va chon More
Symbols.

3. Nhdnvao thé Symbols.

4. Trong hép Font, chon mot font biéu tugng da cai trén may, ching
han font Wirgdings.

5. Nhindup chuét vao biéu tugng check box ma ban mudn.

6. NhanClose.

7. Nhér chut vio 6 ké tiép ma ban mudn chén mét check box,
nhan td hgp phim Ctri+Y, ban s& thay mdt check box mai xuét hién.

8. Sau khi chén cac & check box ma ban muén, nhin chuét vao 6 dau
tién & trén bén phai va nhdp vao céc khodn muyc tuong img vai cac check
box da tgo.

Bucde 3: Trau chudt Igi bo cuc

_a.Jd“P L [SRRCOL R R Tam .-
.’ o e T eyt s ey ey g Ll 3 A Cive Lt
¢ ssgmuen 2 lew Lo - [P, P masay - - — -
o Ry v Lo %]E sizi: iiii: 2215t zrma. - fhidlemwy  wxe—— - Dol Lo
¢ Werged Nasd] « vha Y —_— A B PLIVEIE =
“asar Sy s Ove s . ‘s e tracbwse -
a
Céc tab cin chinh Table

1. Nhan chudt phai vao bang, tré dén muc AutoFit va chon AutoFit
to Contents.
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2. Nhin chuét phai vao bang. chen Table Properties. Sau 46 md thé
Table trong hop thoai mai xuit hién.

3. Nhin nut Options, & hop Left, Right, nhip vao khoang cich giira
check box va doan text bén canh, vi du 02 inches. Nhan OK.

4, Trong thé Table, nhin nat Borders and Shading, sau d6 nhan vao
the Borders.

5. Bén dudi myc Setting, nhin None, va nhén OK hai lin dé dong
cac hgp thoai lai.

Ghi chi: Sau khi ban bo dudmg vién ciia bang, ban s& vin thiy mét
dudmg vién dint khiic, tuy nhién ban c6 thé yén tam la dudmg vién nay sé
khdng durge hién thi khi in. Néu ban mudn nhimg duomg vién dint khic nay
bién mat hoan todn, ban cé thé nhan nut View Gridlines & nhom Table cia
thé Layout bén dudi Table Tools.

Céch tao 6 dinh ddu dé ngwoi ding danh diu tryc tiép vio ndi
dung file

Buwdrc 1: Tao bing
1. Trong thé Insert, nhom Tables, nhan nit Table, sau 36 chon Insert Table.
2. Trong h$p Number of columns, gé vao 2.

3. Trong hop Number of rows, nhip vao sb dong ma ban mudn, mébi
dong la mét myc chon trong danh sach sé tao. Nhin OK.

Budc 2: Chén vio nhitng 6 check box va nhdp ligu

Dé thém vao nhimg 6 cho phép ngudi ding danh dau check tryc tiép
trong file, ban can sir dung thé Developer.

* Hién thé Developer

1. Nhan nit Microsoft Office Button , chon Word Options.
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2. Trong hép thoai xuat hién, chon muc Popular & khung bén trai.
3. Danh diu chon muc Show Developer tab in the Ribbon. Nhin OK.

| ..._. —] e T
‘I 'l ' ; i' _ﬁ Change the most popular options in Word.

i Dhsplay ‘
+ Prooling ! Top options for working with Word
| save | Show Mini Toolbar on selection
! g {#] Enabie Live Preview -
Agvanced !

! | |[Z]_show Developer tab inthe Ribbon |
Customize ; Always use ClearType
Open e-mail attachments in Full Screen Reading view

. Add-Ins ! | '
1 Lalar scheme: Black ,_v}‘
+ Trust Center : —

* Thém vao cic 6 check box

1. Nhin vao 6 du tién bén trii clia bang.

2. Trong thé Developer, nhém Controls, nhdn nit Legacy Tools.
3. Bén duéi Legacy Forms, chon Check Box Form Field.

Ghi chii: Néu & check box c6 nén mau x4m, ban nhén nit Legacy
Tools , chon Form Field Shading dé g& bé nén xam doé di.

4. Nhén vao 6 ké tiép, noi ban mubn chén tiép mdt check box. Sau
d6 nhan Ctrl+Y dé chen check box vio.

5. Sau khi da chén xong hét cac check box, ban nhin chudt vao 6 diu
tién bén phai cia bang va nhip vao cac khoan myc tuong (mg v&i timg
check box bén trai.

Bude 3: Hoan thign Igi b6 cuc

1. Nhiin chudt phai vao bang, tré dén muc AutoFit va chon AutoFit
to Contents.
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Table Tools

Design Layout

2] Height. 043¢m = 4T Distribute Raws

| s wadth, .2em 5 "f Distribute Columns
Fidd _-’;_-u;igu—".. § . e
J @ AutoFit Contents P e ]
W SutoFit Window
| & Fixed Colump 'Nidth

-

2. Nhin chudt phai vao bang, chon Table Properties. Sau dé md thé
Table trong hp thoai mai xuat hién.

3. Nhin nut Options, & hép Lefi, Right, nhip vao khoang céch giira
check box va doan text bén canh, vi dy 0.19cm. Nhén OK.

Table Progerwes ?i¥%

Borom: om

”‘.ﬁ

Text nead Defauit sad acrg

[] Asow gosang between ool

1l o .

[l Automatcaly remge to M conterste

=) (e ]

Lo

[Rorcers and smaang.. | | gpwors... |

E [coren |
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4. Trong thé Table, nhan nat Borders and Shading, sau d6 ahin vao
the Borders.

5. Bén dudi muc Setting, nhin None, va nhan OK hai lan dé dong
cac hop thoai lai.

Bude 4: Khoa form

Dé ngudi ding c6 thé danh déu chon tryc tiép vao file tai liéu, ban
can khoa form lai. Luu y, khi khoéa form lai ban khong thé chinh sira
chit ciing nhu b6 cuc cia tai ligu, do d6 hay dam bao thyc hién bude
nay sau cling.

1. Nhin vao nit Design Mode trong nhém Controls cia thé
Developer dé tat ché 4 Design.

2. Trong thé Developer, nhom Protect, nhin nit Protect Document,
sau 46 chon Restrict Formatting and Editing.

srmation

ilon Packs

- R ' = l P - .
v Unrestricted Access
Restricted Access

tanage Credentials

3. Trong khung Protect Document, bén dugi Editing restrictions,
danh dau chon Allow only this type of editing in the document.
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4, Trong combo box bén duéi, chon Filling in forms.

'Restrict Formatting and Editi ¥ X

1. Formatting restrictions

] Limit Farmatting to a selection of
styles

Settmgs...
2. Editing restrictions

Allow only this type of editing in
the document:

[Mo changes (Read only) .

fresly odit them,
Groups:

QE——— e e ey = 1

D%veryone P

5. Bén dudi Start en}‘orcemem. ohdn nit Yes, Start Enforcing
Protection.

6. Dé dat mat khau, khong cho ngudn ding gir bo ché dd bao vé, hay
nhép vao mat khau trong & Enter new password (optional) va x4c nhin lai
mit khiu & 6 bén dudi.

Biy gi¢ ban co thé giri file tai ligu nay cho ngudi ding danh déu
chon vio,sau d6 ho lwu lai va giri lai cho ban. Rét hitu ich néu ban mudn
thuc hién mét cude thadm do khao sit ndo d6 qua e-mail...

-226 -
http://tieulun.hopto.org



Chuaong II

NHUNG PIEM MOTI TRONG
MICROSOFT OFFICE WORD 2007

Microsoft Office Word Q_(I(I'T gidp ban si'p xépf cac tai ligu mjt
cich chuyén nghigp bing viéc cung cdp cac céng cy cho viée tao va
dinh dang tai ligu trong mét giao di¢n mé&i. Khi ning Review, chi
thich (commenting) va so sinh phong phu giip ban nhanh chéng tip
trung vi quin ly théng tin phan hbi tir phia cac dbng nghiép. Tich
hop dir li€u ndng cao bdo dim cho cic tai li¢u trong trang thai an
toan nhw nhirng ngudn théng tin kinh doanh quan trong.

Ban muén lam nhimg gi?

* Tao cdc tai ligu theo phong cdch chuyén nghiép
* Chia sé tai li¢u mot cach tw tin

* Vgt ra khoi nhimg 1ai ligu

* Phoi phuc tir nhimg van dé cua mdy tinh

Tao cac tdi li¢u theo phong cich chuyén nghiép

Office Word 2007 cung cép cac cong cy soan thio va tdng quan cho
viéc tao cdc tai liéu trang nha dé dang hon so vai trude day.
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Giam th&i gian djnh danh vin ban

Mot diém méi & day 1a giao dién hudng két qua hién dién cic cong
cu mot céch rd rang va c6 td chirc khi ban cin dén chang.

- Tiét kiém théi gian va vai nhiéu nhimg tinh nang Word khac bang
viéc lya chon tir cac tip hop styles, table formats, list formats, graphical
effects,... 43 dugc gidi han trudc.

- Pua ra dy doan khi ban dp dung dinh dang cho tai li¢u. Nhing
chon lyra trong dinh dang cho phép ban xem qua trudc khi thay dbi.

| v n c A DA I
I PR - A-iEERiE -
mmwmaﬁ- —

<q

[ 2rial

43 gopy
l.ﬁ Paste
|A font..
N Earagraph,..
Bultets

il

Humbering
Hyperink..
Look Up...
Synanyms

B8

»
Transiate » |
|
|

StAes ¢ L

Chi can boi den viin ban ban sé thiy ngay bang dinh dang xuat hién

Thém céc phin tir dwrge djinh dang trwéc chi véi vai kich chuft

Office Word 2007 c6 cac khdi dugc thiét ké cho viée thém ndi dung
d& dugc dinh dang trude vao tai 1igu cia ban:

- Khi dang 1am viéc trén mdt miu nao dé (nhu bdo cio), ban co thé
lya chon tir gallery ciia cic trang nhu trich dén, headers and footers dé tai
~ ligu cia ban tréng trang nha hon.
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- Néu ban muédn tiy chinh ndi dung dugc dinh dang truée hode néu
t6 chirc ctia ban thudmg sir dung mdt doan ndi dung (nhu vin ban tir chéi
hop 1€ hodc théng tin lién hé khach hang) thi ban c6 thé tao cac khéi coa
riéng cho phép ban ¢6 thé Iya chon tir gallery chi v&i mét lan kich chuét.

Truyén théng hi¢u qua véi dd hga mirc cao

Nhirng tinh ning biéu dé va so 85 mdi gdm c6 hiéu img ba chiéu,
chiéu sang, bong va cic hiéu (mg khac.

Ap dung tirc thi sy nhin nhan va cam giac véi cac ti ligu

Bing viéc sir dung Quick Styles va Document Themes ban c6 thé
thay d6i mot cach nhanh chong dién mao cia van ban, ciac bang biéu va
d5 hoa trong toan ti liéu.

Tranh dé dang cac 15i chinh ta

M@t sb tinh nang kiém tra 15i chinh ta:

- Kiém tra 16i chinh ta dugc thyc hién thich hgp hon qua cac chuong
trinh hé théng Microsoft Office. Nhimg vi dy dién hinh vé sy thay ddi la:

e M0t s6 tiy chon kiém tra chinh ta dugc ap dung voi tit ca. Néu
ban thay ddi mot s6 cac tiy chon nay trong mdt chuong trinh Office thi
no s& duge thay ddi & tét ca cac phén Office khac

o Thém vao do6 viéc chia sé cic tir dién thong dung, tit ca cac
chuong trinh déu 6 thé quan ly ching bing sir dung cung mét hop thoai.

- B{ kiém tra chinh ta cta Microsoft Office2007 gom c6 ca tir dién
tiéng Phap méi sira dbi. Trong Microsoft Office 2003 ddy la mét phén
md rong phai cai dat riéng.

- Mét tir dién loai trir s& tyr dong dugce tao cho ngon ngi dau tién
dugc st dung. Tir dién nay cho phép danh dAu kiém tra chinh ta nhimg tir

ma ban mudn tranh sir dung. Chiing rit khéo 1éo trong viéc tranh tac tir
ngir khong lanh manh hoac khong hop 1€ véi chi dén kiéu coa ban.
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- Bo kiém tra chinh ta co thé tim va danh dau cac 16 chinh ta theo
ngir canh. Trong Office Word 2007, ban co thé kich hoat tiy chen Use
contextual spelling (kiém tra chinh ta theo ngir canh) dé tro gip viéc tim
kiém va sira cac 15i tiry theo timg cdu. Tiy chon nay duge cung cap khi
kiém tra chinh ta cac tai ligu viét bang tiéng Anh, Dirc, Tay Ban Nha

- Ban c6 thé v6 hiéu hoa viéc kiém tra chinh ta va ngi phap cho mét
tai liéu hofic tat ca céc tai li¢u ban tao.

Chia sé tai liéu mt cich ty tin

Khi ban giri mdt tai liéu nhip dén ddng nghiép ciia bas, Office Word
2007 s& gitp ban lya chon hiéu qua va quan ly cac ban chmh sira va chi
thich coa tai liéu d6. Khi ban 83 sin sang cong bo tai liée, Office Word
2007 giop ban bao didm rang bat ky ban chinh sira va chir thich khong lién
quan s& dugc che dau trong tai liéu dugc xuat ban.

Cho phép so sanh nbanh chéng hai phién ban cia mit tii liéu

Office Word 2007 dé dang hon trong viéc tim ra nhimg thay ddi gi
duge thuc hién trén mot tai tiéu. Khi ban so sinh va két hop cic tai ligu
v&i nhau, ban c6 thé nhin ca hai phién ban tai liéu — vdi vin ban dugc
x6a, chén va chuyén rd rang trong phién bin thir ba cha tai liéu.

Tim va x6a b thong tin c4 nhén va siéu dir kién 4n trong tii ligu

Trudc khi chia sé tai liéu voi ngudi khac, ban cé thé sir dung
Document Inspector dé kiém tra tai lidu cé thdng tin ci nhin va siéu
div kién 4n, hojc ndi dung in co thé duge luvu trong tai liéu. Document
Inspector c6 thé tim va x6a bo théng tin nhu cac chu thich, phién ban,
nhimg thay d6i dugc ghi, dién gidi, thude tinh tai li¢u, thdng tin may
chi: quan ly tai liéu, vin ban an, dir liéu XML théng thuomg va thong
tin trong headers and footers. Document Inspector ciing €0 thé giip
ban bao dam céc tai li¢u ma ban chia sé v&i ngudi khac khong c6 bat
ky mot thong tin c4 nhin 4n nao hodc bat ky ndi dung én ma td chirc
ciia ban c6 thé khong mudn. Thém vao d6, 18 chirc cia ban chng co
thé tiy chinh Document Inspector dé thém vao kiém tra cho cic loai
ndi dung an khéc,
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Thém chir ky s6 hodic dong chir ky trong céc tai ligu

Ban c6 thé dugc giap d& dé coé mét sy tham djnh tinh xdc thyc, tinh
toan ven va nguén gbc cua tai lidu béng viéc thém vao do chir ky dién tir
sb. Trong Office Word 2007, ban c6 thé thém vao mot chir ky khéng nhin
thiy hoac ban c6 thé chén mdt dong chir ky sb cha Microsoft Office.

Kha nang bét giir chir ky sé bing viéc sir dung céc dong chir ky trong
tai liéu Office lam cho né hoan toan kha thi d8i véi cac td chire trong vige
sir dung quy trinh ky khong gidy cho tai ligu nhu cac hgp dong hay thoa
thudn khac. Khéng nhu chix ky trén gidy, chir ky sé cung cap mét ban ghi
chinh xac nhimg gi dugc ki va chiing cho phép thay ddi trong tuong lai. *
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Chuyén d4i tai lidu Word sang PDF ho#c XPS

Office Word 2007 hd trg viée két xult céc file cia ban theo cic dinh
dang sau:

- Portable Document Format (PDF). Dy la mét dinh dang file dién
tr ¢6 dinh cho phép bao vé dugc dinh dang tai liéu va cho phép chia sé
file. Dinh dang PDF bao dam ring khi cic file dugc quan st inyc tuyén
hay dugc in thi vdn giit dugc chinh xic dinh dang va dir ligu thi kho thay
d45i. Dinh dang PDF ciing rat hitu dung che cac tai ligu s€ dugc tai san

xudt bang vigc sir dung phuong phap in an.

- XML Paper Specification (XPS): Ddy ciing la mét dinh dang file
dién tir cho phép bao vé duge dinh dang va chia sé.

Phat hién ngay lap tirc céc tai liéu c6 chira macro

Office Word 2007 sir dung mét dinh dang file phéan chia (.docm) cho
che tai liéu c6 chira macro, vi vy ban c6 thé phat hién duoc mét file cé
kha nang chay bat by macro nao dugc nhing.

Ngin chin sir thay dbi trong phién ban cudi ciing cia tii lidu

Truée khi chia sé mét file phién ban cudi cing voi ngudi khac, ban
¢6 thé sir dung Iénh Mark As Final dé xay dung tai lidéu chi doc va
truyén théng véi ngudi khac. Khi mét tai lidu duge danh déu 13 phién
ban cudi cang thi viéc danh, soan thao céc I¢nh va dau kiém chimng
bj vo hiéu hoéa. Ngudi quan sat tai liéu khdng thé vo tish thay dbi tai
ligu. Ciac Iénh Mark As Final khong phai Ia mdt dic tinh bao mat.
Bét ky ai ciing c6 thé sira tai liéu dugc danh diu nhe i liéu cubi
ciing bing cach tét Mark As Final.
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Vugt ra khéi nhirng tai li¢u

Khi cic may tinh va file dwoc lién hé gin giii vai nhau, nd phai luu
tai liéu trong céc file vimg chic va phi hop v&i nhiéu nén tang khac
nhau. Dé gidi quyét vin dé ndy, hé théng Microsoft Office phét trién
thém mot ting mdi trong tién trinh hé trg XML cia n6. Pinh dang file
md&i dya trén XML cho phép cac file Office Word 2007 nho hon, viing
chic hon va dugc tich hgp véi cac hé théng thong tin va cac ngudn dir
liéu m& rong sau hon.
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Giam kich thudc file va ting swr khéi phue

Dinh dang Worrd XML méi la mot dinh dang nén, phin doan cho
phép giam mét cach rd rang kich thudce cua file va giup bao dam cic file
bi hong cé thé dugc khoi phuc lai mét cach dé dang.

Két ndi cac tai ligu ciia ban véi thong tin doanh nghiép

Trong doanh nghiép, ban tao cic tai liéu dé truyén thong dir liéu
doanh nghiép quan trong. Ban c6 thé tiét kiém dugc thai gian va giam rii
ro 18i bang viéc tr déng xir ly théng tin nay. Tao céc tai liéu dong va
ning cdp ban thin ching bing viéc sir dung cac diéu khién tai liéu mai va
ndi két dir ligu dé két ndi dén cac hé thdng back-end cia ban.

Quan ly thuge tinh tai liéu trong Document Information Panel

Document Information Panel cho phép dé dang quan st va soan
thao cac thudc tinh tai liéu trong khi ban lam viéc trén tai liéu Word.
Document Information Panel hién thj trén dinh cua tai lidu trong
Word. Ban c6 thé sir dung Document Information Panel dé quan sat va
soan thao cd hai thude tinh tai 1iéu Microsoft Office chudn va cac
thugc tinh cho file duge Iru dén mt may chi quan ly ti ligu. Néu
ban sir dung Document Information Panel dé soan thao cic thudc tinh
tdi liéu cho mot tai liéu may chu thi cac thudc tinh dwgc ndng cap sé
dvgc luu tryre tiép dén may chu.

Vi du, Ban c6 thé c6 mdt may chi dé dir kiém tra cdo trang thai
soan thdo cua tai liéu. Khi chinh sir xong tai liéu thi baa c6 thé mo
Document Information Panel dé thay di trang thai soan thdo tir ban
nhap dén ban cudi cing. Khi luu lai cic tai liéu trén may chu, sy thay
dbi trong trang thai soan thao s& dugc cdp nhat trén may clii.

Néu ban luu cdc mau tai liéu trong mét thu vién tién may chi
Microsoft Windows SharePoint Services 3.0, thu vién cthé gdm ¢6
cic thugc tinh théng thuong dé luu thong tin vé mau cosin. Vi dy,
td chirc ciia ban c6 thé yéu cau ban phin loai tai liéu trang thu vién
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bang viéc dién vao dé thudc tinh cia loai. Bang st dung Document
[nformation Panel ban cé thé soan thao cac thudc tinh nay gidng nhu
lam né truc tiép bén trong mdi trudng Word.

Khéi phyc tir cac viin dé xay ra véi may tinh
Hé théng Microsoft Office 2007 cung cip cac cong cy ning cao cho

viéc khéi phyuc cong viéc ciia ban theo sy ki¢n cia véan dé trong Office
Word 2007,

Office Diagnostics

Microsoft Office Diagnostics 12 mdt loat cac kiém tra chudn doan ¢6
thé giap ban kham pha ra tai sao may tinh cia ban bi hong. Cac kiém tra
chuin doan c6 thé giai quyét truc tiép mot sb van dé ciing nhur cé thé chi
ra cich ma ban cé thé giai quyét vin dé khic. Microsoft Office
Diagnostics thay thé cho mot sb d4c tinh ctia Microsoft Office 2003 nhu:
Detect and Repair va Microsoft Office Application Recovery.

Khéi phuc chwong trinh

Oﬁ’ ice Word 2007 d3 cai tién nhiéu kha ning dé gitp ban tranh dugc
viéc mét dir I|¢u khi chuong trinh dong dot ngdt. Bit cir khl ndo ¢b thé,
Word ciing c¢b ging khoi phuc nhiéu khia canh trang thai cia chwong
trinh sau khi nd khai ddng lai.

Vi dy, néu ban dang lam viéc trén nhiéu file tai chng mét thoi
diém,mdi file thuomg 14 mdt cira 50 khac nhau. Dot nhién Word bj hong
hay lam thodt cdng viéc mdt cach 4ot ngdt. Khi khdi dong lai Word, nd
sé mo chc file va khoi phyc cic cira sb gidng nhu trang thai trudce khi gap
sur ¢0.

XU LY LOI XAY RA KHI CO GANG CAI PAT OFFICE 2007
TU PIiA CD HOAC DVD

Bai nay s& huéng din ban cach xi ly céc vin dé c6 thé xay ra khi cb
ging cai dat chuong trinh Microsoft Office 2007 tr dia CD hoic DVD
churong trinh.
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Dé hoan thién céc budc xir ly 15i trong bai nay, ban cé thé can dén
mét hojic nhiéu cong cu sau:

- Mt may tinh duoc trang bj nhiéu hon mét & CD hodc DVD

- C6 quyén sir dung mdt mdy tinh khac

- Mt thiét bj ctia bén thir ba sir dung dé lau cac dia CD va DVD.

- M§t thiét bi cua bén thir ba dé lau sach cac ddu doc cua 6 CD va
DVD trén may tinh cua ban.

- Bai nay danh cho ca nhitng ngudi méi bat dau sir dung may tinh.
Vi viy, ké ca d6i vai ngudi chi biét mot chat vé may tinh thi cing co
thé dé dang thuc hién theo cac budc hudng dan sau.

Phuong phap 1: Xem xét k¥ va nhé lau sach dia CD

Ban hay xem xét ky mét sang bong (mat chira dir liéu) cia dia DVD
hodc CD chuong trinh xem n6 cé sach hay khong va phai dam bao no
khéng c6 vét xude hay bj 15 chd.

Rat nhiéu cong ty bén thir ba c6 ban thiét bj cho phép lam sach cac
dia CD va DVD. Néu ban ¢6 mét thiét bj nhu viy, hay thyc hién theo cac
budc chi din ctia hudng dan di kém vai thiét bi dé c6 thé lam sach dia
CD va DVD chuong trinh Office 2007,

Néu may tinh vin khéng thé doc dugc dia CD hay DVD sau khi ban
da fam sach no, hay thyc hién theo phuong phap 2.

Phuong phap 2: Cai dait Office biing cich sir dyng 6 CD hoic
DVD thir bai

Néu may tinh ciie ban co trang bi mgt & CD hodc DVD thir hai, hay
thir cai dat Office trén & 6. Néu c6 thé cai dat Office trén 6 ndy thi c6 thé
6 CD hoic DVD diu tién cia ban khong thé doc duge dia churong trinh.

Néu van khéng cai dit duge Office bing & thi hai, hay thyc hién
theo phuomg phap 3.
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Phuong phip 3: Kiém tra lai dia CD hodic DVD xem c6 héng
khong

Dé thyc hién viéc kiém tra ndy, sir dung mét hodc ca hai cach thirc sau

Cdch I: Thir cai dat Office trén may tinh khac bing chinh dia CD
hay DVD doé

Thye hién theo cac bude sau:

I. May tinh thir hai ma ban sir dung 14 may chura duge cai diit Office 2007

2. Pua dia CD hoic DVD vao é doc CD hodic DVD.

3. Qua trinh cai dit Office s& ty ddng chay. Hay thuce hién theo céc
budc huéng dan dé cai dat Office vao mdy.

Néu ban cé thé cai dat dia Office nay trén mot may tinh khéc thi co
thé 6 dia CD hojc DVD trén may tinh diu tién coa ban khong doc duge
dia nay. Tiép tyc sir dung céc phuong thirc xir ly 18i trong bai nay dé giai
quyét van dé c6 thé xay ra véi & CD hoic DVD trén may tinh ban dau.
Néu ban sir dung toan bd cac phuong thirc trong bai ma van khdng gidi quyét
duge vin dé, thi hily nghi dén viéc lién hé véi bén k¥ thudt hodc bao hanh
ctia nha dich vy da cung cip 6 CD hojc DVD cho may tinh cia ban.

Néu ban khéng thé cai dit dia Office nay trén mdt may tinh khac thi
c6 thé dia CD hoac DVD cia ban bj 18i. Hay thyc hién theo cach thir 2.

Cidch 2: Copy dia CD hoic DVD Office ra mt mdy tinh khac

Pé thyc hién viéc nay, hdy thuc hién theo cac budc sau trong (mg
vai timg phién ban Windows dang chay trén may.

* Windows Vista

Buede I: Tao mét thy myc chay thi

1. Kich vdo nit Start, chon Documents

2. Trén menu Organize, chon New Folder.

3. Nhap tén folder vira tao la Office Test
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4. Pong cira s6 Windows Explorer

Buréc 2: PBua dia CD hojic DVD Office vao

1. Pura dia CD hoac DVD Office vao 4 doec CD hoic DVD wén may
2. Kich chon Open folder to view files

Burdc 3: Copy céc file tir dia vao

1. Kich vao Start, chon Computer.

2. Kich dip vao 6 CD hoic DVD

3. Trén menu Organize, kich Select All va sau d6 chon Copy
4, Péng cira s6 Windows Explorer

Burée 4: Dan (paste) cic file di copy vao 6 cimg

1. Kich vao Start, chon Documents

2. M& thu myc Office Test

3. Trén menu Organize chon Paste.

* Microsoft Windows XP
Burdc 1: Tao thu muc chay thir

1. Kich vao Start, chon My Documents

2. Trén menu File, chon New Folder.

3. Nhip vao tén folder la Office Test

4. Pong cira s6 Windows Explorer

Budc 2: Pua dia CD hosc DVD Office vao

1. Dua dia CD hoic DVD Office vao 6 doc CD hoac DVD
2. Kich Cancel dé dong chuong trinh cai dat Office ty djng

3. Kich Yes dé xic nhin ring ban mudn két thic qué trinh cai dat
Office.

Burdc 3: Copy cic file tu dia CD hosc DVD
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1. Kich vao Start, chon My Computer

2. Kich dup vao 6 CD hoic DVD

3. Trén menu Edit chon Select All va sau d6 chon Copy.
4. bong Windows Explorer

Buede 4: Din (Paste) céc file dd copy vao 6 cimg

|. Kich vao Start, chon My Documents.

2. Mé& thu muc Office Test

3. Trén menu Edit, kich vao Paste. .

Phuong thirc 4: Xac dinh 3 xem & CD hoac DVD di duoc
Windows nh@n hay chua va sau d6 thir xem mét thuy myc dir li€u trén dia

Windows Vista

1. Dua mét dia dit liéu CD hoac DVD vio & doc CD hay DVD.

Quan trong: Dia dit li¢u 14 bat ky dia CD hay DVD néo c6 chira céc
file, thu myuc hay chuong trinh. Khong nén sir dung dia Office, dia CD
hay DVD ca nhac.

2. Kich vao Start, chon Computer.

3. Néu dia dir Jiéu CD hay DVD duwgc nhin, tén dia s& hién thi tai
chinh tén 6 CD hay DVD

4, Kich dup 1én biéu tugng dia CD hay DVD

5. Tim dén va md thir mét thu myc trén dia dir li¢u d3 dua vao.

Windows XP

1. Dua dia div ligu CD hay DVD vao & doc CD hojc DVD

Quan trong: Dia dir li¢u la bat ky dia CD hay DVD nao cé chira cac
file, thu muc hay chuong trinh. Khong nén sir dung dia Office, dia CD
hay DVD ca nhac.

2. Kich vio Start > All Programs > Accessories > Windows Explorer.
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3. Trong phan Folders, kich chon My Computer.

4. Néu dia dir ligu CD hay DVD dugc nhén, tén dia sé hién thi tai
chinh tén 6 CD hay DVD

5. Trong phan Folders, kich lén biéu tugng & CD hay DVD dudi My
Computer

6. Tim dén va m& thir mét thu myc trén dia CD hay DVD dir liéu

N.éu ban c6 thé xem ndi dung ciia thu myc trén dia thi Windows da
nhén 0 CD hay DVD roi.

Néu khong xem dugc ndi dung trong thu myc hay néu Windows khéng
ahén 6 CD hay DVD, hiy thyc hién theo phuong thirc S.

Phuong thirc §: Cai d4t phién ban cip nhat Windows mdi nhét

Tuay thufc vao ban dang sir dung Windows Vista hay Windows XP,
hay cép nhét [én phién ban mdi nhat b&ng cong cu cép nhit ty dong hoac
bing tay.

Sau khi cdp nhat xong hé diéu hanh, hily thir cai dat lai cac chuong
trinh Office 2007. Néu van khong thé cai dat, hay tiép tuc v&i phuong
thirc 6.

Phurong thirc 6: Thyc hién bao dudng & cimg

Burbc 1: Quét 16i & dia

D6i khi chinh cac 13i trén & cimg méy tinh ciing c6 thé ngan chin
vigc cai dat chuong trinh Office 2007 cia ban. Dé xic dinh xem & ciing
c6 161 hay khong, hdy thyc hién theo cic budc sau tity thude vio timg
phién ban Windows ban dang sir dyng.

Windows Vista
|. Dbng todn b céc chuong trinh dang md trén may
2. Kich vao Start chon Computer.

3. Kich chugt phai vao 6 cig ma ban dang co cai dit chuong trinh
Office
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4. Chon Properties, sau d6 chon tab Tools

§. Trong phén Error-checking, kich vao Check Now.

6. Tich vao lya chon Automatically fix file system errors

7. Tich chon lya chon Scan for and attempt recovery of bad sectors

8. Kich vao Start

Chut y: Trong sudt qua trinh quét I5i, ban c6 thé gap phai 18i sau:

The disk check could not be performed because the disk check utility
needs exclusive access to some Windows files on the disk. These files
can be accessed by restarting Windows. Do you want to schedule the disk
check to occur the next time you restart the computer? (Viéc kiém tra c6
thé khong thure hién dugce bai tién ich kiém tra & can dugc truy céap riéng
(& mot vai file cia Windows trén 6. Nhimg file nay c6 thé dugc truy cép
thong qua viéc khai dong tai Windows. Ban mudn 1ap biéu kiém tra & vao
thai diém tiép theo khi khai dong lai may?)

Néu nh@n dugc théng bio niy, ban hiy lam nhu sau:

1. Kich Yes

2. Vao Start, kich vao hinh miii tén bén canh nut Lock, chon Restart,

Windows XP

I. Kich vao Start, chon My Computer.

2. Kich chuét phai vao 6 cimg ma ban dang thir cai dit Office 2007,
sau d6 chon Properties.

3. Trong tab Tools, kich vio Check Now trong phin Error-checking.
4. Tich chon phin Automatically fix file system errors

5. Tich chon phan Scan for and attempt recovery of bad sectors

6. Kich vao Start.

Chi y: Trong sudt qua trinh quét 15i, ban ¢6 thé gip phai 15i sau:

The disk check could not be performed because the disk check utility
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needs exclusive access to some Windows files on the disk. These files
can be accessed by restarting Windows. Do you want to schedule the disk
check to occur the next time you restart the computer? (Vigc kiém tra ¢o
thé khéng thurc hién duge béi tién ich kiém tra & cAn duge truy cdp riéng
téi mét vai file cia Windows trén 4. Nhimg file nay cé thé dugce truy cép
thong qua viéc khai dong lai Windows. Ban mudn lap biéu kiém tra 6 vio
thdn diém tiép theo khi khai dong lai may?)

Néu nhin dugc théng bao nay, ban hdy lam nhu sau:

1. Kich Yes

2. Vio Start, chon Shut Down.

3. Trong danh sach What do you want the computer to-do, kich
Restart va sau d6 kich OK.

May tinh s& khéi dong lai va sau do s& quét 15i 5.

Buréc 2: Chong phan manh 6 cimg

"Khi mt chuong trinh duoc cai dit trén méy tinh, cic file cia chuong
trinh c6 thé dugc hru trir tai nhiéu vi i khong lién ké nhau trén 8. Trwomg hop
nay duge goi 1a “su phin manh”. Néu & cimg bi phin manh nhiéy, ban c6 thé
khéng cai dit duge chuong trinh Office 2007

Cang cu Disk Defragmenter dung & cai thién téc d¢ thyc thi may
tinh bing céch b chirc lai cac file trong & cimg lén céc khéi lién ké nhau.
Khi cdng cu Disk Defragmenter két thic qué trinh chong phin manh cac
file trén & cimg, nhiéu churong trinh ciia ban cé thé s& chay nhanh hom.

Dé chdng phan manh & cimg, hay thyrc hién theo céc budc sau tuy
thugc vao timg phién ban Windows dang chay.

Windows Vista

Dé giai quyét van @& nay, hdy thyc hién theo cic budce dudi diy
trong phan thich hgp.

May tinh cé két néi Internet
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Hay xem phan “Improve performance by defragmenting the hard
disk™ (Chong phan manh & cimg nhim cai thién tdc dd thyc thi) trén
website H3 trg va trg giop truc tuyén Windows tai dja chi:
hitp./‘windowshelp.microsoft.com/Windows/en-US/Help/6065f372-90dd-
44cd-be8d-c89d1 710fdfd 103 3. mspx

My tinh khéng két néi Internet

Hay xem phdn “Improve performance by defragmenting the hard
disk” (Chdng phan manh & cimg nhim cai thién téc dd thuc thi) trong
phan H3 trg va tro gitp Windows trén may tinh bing cach lam theo cac
budc sau

I. Kich vao Start, chon phan Help and Support.

2. Trong hop Search Help hodc trong phan Search online Help, nhap
vac Improve performance by defragmenting the hard disk, sau d6 kich
Search Help.

3. Trong danh sich chii dé tim dwoc, kich Improve performance by
defragmenting the hard disk.

4. Kich vao két n6i mo ta chi tiét nhat vé van dé ma ban gip phai.
5. Sau moi van dé I3 cac dé xuat xiur ly 16i ma ban gip phai.
Windows XP

1. Kich vao Start, chon All Programs.

2. Chon phén Accessories > System Tools va chon phin Disk
Defragmenter.

3. Chon & cimg ma ban dang thir cai ddt chuong trinh Office, va sa;l
d6 kich Defragment.

Sau khij thyc hién xong qua trinh bao dudmg 6 cimg may tinh, ban
hay thir cai d&t chuomg trinh Office 2007 lai. Néu van khong cai dat dugc,
hay tiép tuc véi Phuong thirc 7
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Phubmg thiac 7: Khoi dong Windows XP ma khong chay cac
chuong trinh khéng can thiét trong nén sau

Chu y. Phuong thirc nay chi ap dung cho cac may tinh chay Windows
XP. Néu ban chay Windows Vista, hdy xem tiép phuong thirc 8.

‘Hay xem bai “Thyc hién clean boot trong Windows XP" dé biét chi
tiét vé vige bo chay cac chuong trinh khdng cén thiét trén may tinh.

Sau khi 43 khdi dong Windows XP trong ché d6 khai dong “sach”,
hay thir cai diit Office 2007. Néu vin khong cai dat dugc, hay xem tiép
phurong thirc 8.

Phirong thirc 8: [ién hé voi nha san xuat hay cung cap may tinh cho
ban dé c6 dugc ban cip nhit phén mém méi nhit cho 6 CD hay DVD

- O CD hay DVD ciia ban ¢é thé cdn ban cap nhdt firmware mai thi
mdi ¢6 thé doc duge dia CD hay DVD Office 2007. Hay lién hé véi nha
sén xudt hay cung cép & CD hodc DVD trén may dé ¢ dugc ban cap nhit
cho loai thiét bj ma ban dang sir dung.

-~ Thay thé mot dia CD hay DVD 15

- Néu dia CD hay DVD ciia ban bj I3i, hdy nghi dén viéc thay dia CD
hay DVD.

- Néu méi mua dia chuong trinh dé trong vong 30 ngay, ban c6 thé
déi lai mét dia CD hay DVD khdc tai chinh cira hang d4 mua. Lién hé vai
dia chi mua dé c6 thém thong tin vé viéc dbi nay.

‘SI"DYNG CAC PHIEN BAN’OFFICE CU BE MO
VA LUU FILE TAO BOI OFFICE 2007

MGt goi tuong thich phii Bigp chic chin sé cung cap cho ban kha
ning md vad ghidinh dang Open XML tfong tac phién ban truéc cia
Microsoft Office. Ban c6 thé cai dit goi tuong thich trén méy tinh
dang chay cac chuong trinh Microsoft Office 2003, Microsoft Office
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XP hogc Microsoft Office 2000. Khi cai dat goi tuong thich, ban co
thé ma, ghi, chinh sira va tao file theo nhiéu kiéu dinh dang manh cia
Office Open XML.

Bai nay sé thao ludn vé mgt s6 van dé sau:
» Cac ban update ban phai cai dat dé chuong trinh trén phién ban
Office trude co thé dung djnh dang Office Open XML Format.

* M{t s6 van dé ban co thé gap phai néu may tinh khéng dugc update
day du dé tuong thich véi Office Open XML Format.

« Thuc hién mét sé thay ddi sau khi cai dit goi nrong thich Microsoft
Office Compatibility Pack.

Cic ban update cin cho chwrong trinh Office ci

Dudi day ta danh sach cac ban ﬁpdate cin phai cai dat dé ma va ghi
file trong Office Open XML Format:

1, Ban phai cai dat cic ban update sau:

Cho Office 2003

* 923097 ban update cho Office 2003: ciip nhat ngay 10/10/2006

s 923272 ban update bao mét Office 2003: ngay 10/10/2006

= 923088 ban update bao mét cho Excel 2003: ngay 10/10/2006

e 923091 ban update bac méat cho PowerPoint 2003: ngay
10/10/2006

e 923094 ban update bao mit cho Word 2003: ngay 10/10/2006
Cho Office XP

» 918420 ban update bdo mét cho Microsoft Excel 2002 11/7/2006
e 917153 ban update cho PowerPoint 2002: 11/7/2006

» 917347 ban update cho Word 2002: 11/7/2006

Office 2000, khdng ddi héi cac ban update
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2, Ban phai cai goi tuong thich Microsoft Office Compatibilitiy cho
Office 2003, Office XP va Office 2000.

Céc van dé ban c6 thé gip phai khi mdy tinh chwrra dwyge update
ddy da dé teong thich vai cée kidu dinh dang Office Open XML Format

Khi c6 ging m& mét file duge ghi theo mét trong cac kiéu dinh dang
Office Open XML trong phién ban Office cii, ¢6 thé ban s& gap phai cac
vén d¢ sau:

1, Néu mdy tinh chua dwgc update va ban chwa cai géi tuomg
thich (Compatibility Pack), khi ma file, ban s& nhan duge mét trong cac
thong bao 15i sau, tuy thudc vao chuong trinh dang sir dung:

- Word

Khi sir dung hdp thoai Open hodc hinh thirc “kéo va tha” dé chuyén
file vao phién ban Word dang diing, ban s& nhan dugc thong bio sau:

Select the endcoding that makes your document readable.
(Chon hinh thizc md hod dé vén ban ciia ban cé thé doc dwpc)

Khi kich dip vao file trong Windows Explorer hoac kich dip vao file
dinh kém trong thu dién tir, ban nhan dugc théng bio 16i:

Windows cannot open this file
(Windows khong thé mo dugc file nay).
- Excel

Khi dung hép thoai Open hoic hinh thirc “kéo va tha” dé chuyén file
vao phién ban Excel dang sir dung, ban nhén dugc théng bao 15i sau:

The file is not in recognizable format,
(Khéng thé nhdn ra dupe kidu dinh dang file)

Khi kich dip vao file trong Windows Explorer hodc kich dip vao
file dinh k&ém trong thu dién tir, ban nhdn dugc thong bao 15i sau:
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Windows cannot open this file.

(Windows khong thé mo duwge file nay)

- PowerPolnt

Khi ding hop thoai Open hodc hinh thitc “kéo va tha” dé fhuyén file
vao phién ban Excel dang sir dyng, ban nhén dugc thong bdo 16i sau:

PowerPoint can’t open the type of file represented by filename.

(PowerPoint khong thé mo digc file thé hién theo kiéu tén_file).

Khi kich dap vao file trong Windows Explorer hoac kich dap vae
file dinh kém trong thu dién tir, ban nhian dugc thong bio 15i sau:

Windows cannot open this file.
(Windows khong thé mo duwyc file nay)
© Dé xir ly vdn dé nay, cai dat timg ban update theo timg phién ban
chuong trinh Office phi hop. Sau d6, cai dit géi twong thich Office
Compatibility Pack.

2, Néu may tinh chwa dwge update, nhung goi twong thich
Compatibility Pack 43 dwgce cai dit, khi ¢b ging mo file ban sé&
nhan dugec mot trong céc théng bdo sau, tuy thudc vao chuong trinh
dang sir dung.

- Word

Khi sir dung hdp thoai Open hoic hinh thirc “kéo va tha” dé chuyén
file vao phién ban Word dang dung, file s& dugc mé mdt cach chinh xac.
Ciing tuong ty nhu vay khi kich dip file trong Windows Explorer.

- Excel

Khi sir dung hdp thoai Open hoac hinh thirc “kéo va tha” dé chuyén
file vao phién ban Excel dang dung, ban nhin dugc thng bao 15i sau:

The file is not in 2 recognizable format.

(Khing nhdn dang dwpe kiéu dinh dang file)
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Cén néu kich dap Ién file trong Windows Explorer, file s& dugc ma
mot cach chinh xac.

- PowerPoint

Khi sir dung h$p thoai Open hodic hinh thirc “kéo va tha” dé
chuyén file vao phién ban PowerPoint dang ding, ban nhan dugc
théng bo 15i sau:

PowerPoint can't read the outline from filename. No text
converter is installed for this file type

(PowerPoint khing thé doc duwyc file dwa trén tén_file. Khéng cé b
chuyén d6i van ban cho kiéu file nay)

Khi kich diap Ién file trong Windows Explorer, file duge md mér
cach chinh xac.

Pé xir ly van dé, cai dit timg ban update cho cic chuong trinh Office
thich hop.

3, Néu mdy tinh da duwgc update, nhung géi twomg thich
Compatibility Pack chua duge cai dit, khi md file ban sé nhin dugc
théng béo 13i sau:

Cd trong Word, Excel, va PowerPoint

This file was created by a newer version of Micresoft program.
Do you want to download a compatibility pack so that you can work
with this file?

(File nay duypc tao boi phién ban chuwong trinh mdi hon ciia Microsoft,
Ban c6 mudn download goi twomg thich ko tro kiéu file nay?)

Pé xir 1y van dé, ban chi cin cai dat géi twong thich Office
(Compatibility Pack) phu hgp.

Nhimg thay i duwyc thye hién trén cic chwong trinh Office sau
khi cai dit géi twong thich (Compatibility Pack)
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Sau khi cai dat cac ban update theo yéu cau dé mé va ghi file da
duoc luu trir dudi dang Office Open XML Format, mt sb thay ddi sau
dugc thue hién trén churong trinh Office:

Excel 2003 va Excel 2002

Cic kiéu dinh dang file sau dugc thém vao hdp thoai Save, Save As
va Open:

« EXCEL WORKBOOK (*.XLSX)

e Excel Macro-Enabled Workbook (*.x1sm)

« Excel Binary Workbook (*.xIsb)

» Excel Template (*.xltx)

+ Excel Macro-Enabled Template (*.xltm)

o Excel Add-In (*.xlam)

‘ Ngoai ra ban cé thé dung Windows Explorer dé mé va ghi file ¢

kiéu dinh dang Office Open XML Format,

Excel 2000

Khéng ¢co kiéu dinh dang file nao dugc thém vao hjp thoai Save,
Save As hay Open.

Pé md mét file Excel 2007 trong Microsoft Excel 2000, thyc hién
theo cac bude sau:

s Xdéc dinh vj tri trong Windows Explorer.

e Kich dup vao file.

Chii y: Microsoft Excel 2000 phai dugc cai dit trén may tinh. Néu
cac phién ban khac ciing dugc cai dat, file Excel ¢6 thé s& duge md theo
phién ban méi hom.

Pé ghi file Excel 2000 nhu mét file Excel 2007, thyc hién theo cac
budc sau:

a. Xdc dinh vij tri file trong Windows Explorer.
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b. Kich phai chugt Ién file, sau d6 kich Save As.

c. Trong hop thoai Save As, & & Save as type, bim chon mét trong
céc kiéu djnh dang file Excel 2007 sau, sau 46 kich Save:

o Microsoft Office Excel 2007 Macro-Enabled Workbook
(*.xIsm)

e Microsoft Office Excel 2007 Binary Workbook (*.xlsb)
e Microsoft Office Excel 2007 Workbook (*.xlsx)
d. Sau khi qua trinh ghi hoan thanh, kich vao OK.

PowerPoint 2002 va PowerPoint 2003

Céc kiéu dinh dang file sau dugc thém vdo hop thoai Save, Save As
va Open:

e PowerPoint Presentation (*.pptx)

s PowerPoint Macro-Enabled Presentation (*.pptm)
« PowerPoint Template (*.potx)

¢ PowerPoint Macro-Enabled Template (*.potm)

» PowerPoint Show (*.ppsx)

¢ PowerPoint Macro-Enabled Show (* ppsm)

Ngoai ra ban cé thé ding Windows Explorer ¢ ma va ghi file co
kiéu dinh dang Office Open XML Format.

PowerPoint 2000

Khéng cé kiéu dinh dang file ndo dugc thém vao hdp thoai Save,
Save As va Open.

Pé ma file PowerPoint 2007 trong Microsoft PowerPoint 2000, thyc
hién theo cac budc sau:

s Xac djnh vj tri file trong Windows Explorer.
+ Kich dup vao file.
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Chu y: Microsoft PowerPoint 2000 phai dugc cai dt trén mady tinh.
Néu cac phién ban khac ciing dugc cai dat, file PowerPoint co thé sé
duge mao theo phién ban méi hon.

Pé ghi file PowerPoint 2000 dudi dang file PowerPoint 2007, thyc
hién theo cédc budc sau:

a. Xdc dinh vi tri file trong Windows Explorer.

b. Kich phai chudt 1én file, sau dd chon Save As.

¢. Trong hop thoai Save As, & 6 Save as type, bim chon mdt
trong cac kiéu dinh dang file PowerPoint 2007 sau, sau d6 kich vao
Save: '

= Microsoft Office PowerPoint 2007 Presentation (*.pptx)

¢ Microsoft Office PowerPoint 2007 Macro-Enabled Presentation
(*.pptm)

d. Sav khi xong, kich OK.

Word 2003. Word 2002 va Word 2000

Ciac kiéu dinh dang sau dugc thém vao hdp thoai Save As, Save va
Open:

e  Word Document (*.docx)

=  Word Macro-Enabled Document (*.docm)

Ngodi ra, ban c6 thé ding Windows Explorer dé m& va ghi file theo
kiéu dinh dang Office Open XML Format.

DUNG WORDART TAO CHU LONG ANH

Trinh img dung WordArt di kém b{ gidi phap MS Office khong
chi mang dén cho nguvi sir dung nhirmg ki¢u chi¥ uon lwgn sinb djng
véi mau sic biit mit mang tinh ngh¢ thudt, ma con cho phép ldng
anh vao chir bay t nén cia chir nhy chirc ning ciia céc chwong trinb
xir Iy @6 hoa Photoshop hay Corel...
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Pe thyc hién, dau tién hay chuan bj | s6 hinh anh cho phi hop véi
doan vin ban ma ban can long vao. Sau d6 cic ban hiy m& mét img dung
trong b Office ra, nhu MS Word ching han va chén Word Art bing cach
vao trinh don [nsert/Picture/Word Art.

Tiép theo ban g& vao ndi dung, & diy lay vi du la “Chuic ban thanh
céng!", rdi chon kich thudc va phong chix thy ¥, xong chon OK.

Anh: wordart

Budc ké tiép, ban nhan phim chudt phai 1én Word Art d6 va chon
myc Format WordArt...

Tai hop thoai WordArt dinh dang nay nhap chon thé Colors and
Lines. Tai day, ban xudng phén Fill, trong hgp Color lién ké hdy chon Fill
Effect.

Sau 46, ban hday chon thé Picture, vao nut Select Picture... dé chon
hinh anh cin 16ng véo.

Khi chon lya hinh xong, tai 6 Picture céc ban sé thdy hinh anh minh
vira chon, ban nhén nit OK dé hoan tat.

Dé cho dong chir nghé thuat nay thém dep céc ban c6 thé dung chirc
ning WordArt Shape trén thanh chinh sira WordArt d¢ thém vao dang 3D
hay trang tri dudng vién v.v...

- 252 -
http://tieulun.hopto.org



Nhimg méu chit nhu viy ¢6 thé dugc sir dung cho nhimg dé myc van
ban lam ndi bat tich chit d3c sic clia mdi doan vin, bang tinh hay ban
thuyé! trinh.

MOT SO THAO TAC VOI CUA SO MS WORD

MS Word: Tiép tuc v&i céc bai hudng dan sir dung chuong trinh MS
Word, QuanTriMang.com s& gi6i thiéu mot sé thao tac véi cira s6 MS
Word: Hién thi ndi dung file dang md& sang mét file méi va Phan chia cira
sé lam vige.

1- Hién thi ndi dung file dang m& sang mét file méi:

Vao menu Window \ New Window.

window | Help Adobe PDF _Acrobat
New Window j

Compare Side by Side with, .,

1 sach_word.doc

™

- b

Vi du: file Sach_Word.doc dang md, khi lya chon Window \ New
Window, chuong trinh MS Word s& ty dong tao ra | file mdi vdi tiéu dé
la: Sach Worddoc:2, tiéu dé file géc sé& duge chuyén thinh
Sach_Word.doc:]
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TH ﬁ Normal + Justif » Verdana -
file géc

i Normal + Justf » verdana -

file mé1 dugc tao

2- Phan chia cira 34 1am vigc:

Tai ligu cia ban cé rat nhiéu trang, dé khéng mudn phai di chuyén,
cudn chudt lén trén hoic xudng dudi xem lai tii liéu ma vin cip nhit
dugec giir liéu mai, ban chi cén phén chia cira sb 1am viée nhu sau:

1. Vao Window \ Split

| Wk} tp Aoy PO Acrobet
ijw\lh\cbw
Hprange Al
Tniedte ade L o de el L
P J

Sau d6, trén man hinh xuét hién vét m& ndm ngang.
2. Di chuyén chudt 1én xubng dé lyra chon chd phan chia cita s& pha
hop va nhay chudt trai
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3. Khi d6 cira sé lam viéc sé duge chia d6i nhung ndi dung van la
cua | file

,  MS Ward: Tiép e voi cic bai buong din s dung chwong wrmh MS Word, QuanTriMang com 5@
gioi thieu mot 3¢ thao tic voi cm 56 MS Word Hien thi néi dung fil¢ dang ma sang mét file mai va Phin
chis cua s¢ lim viec

MS Word Tiép mc vai cac bai huong dan sir dung chvong rmh MS Word, QuanTriMang com sé
gioi thiéu mot s0 thao tic véi cin 56 MS Word Hién thi néi dung file 4ang mo sang mot file méi va Phin
ichia cuea so lam viec

4. Mudn bo phan chia cira so lam vige:

¢ Vao Window \ Remove split

Arrange All

Cernpare Snde D Sede bt

]

 Hoac ban chi cin kich diip vao dudmg phan chia cira s6 la xong.

Remove Spik

v | 1 sach_word.doe
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BIEU DO TRONG MS WORD

MS Word: Trong mjt sb bai tip hay vx‘w thoi dlem tdng ket cudi
k¥, cubi niam,... cb thé ban phai vé biéu dd dyra trén sb li¢u tdng hep
dwge nhim trinh dién s6 ligu bang hinh anh cho phigu ngmh khic
xem, QuanTriMang.com huing din ban mt sd thao tac vé biéu dd
trong chuong trinh MS Word:

1- VE BIEU O

1. Dé vé dugc biéu db can cd bang dir liéu, ban c6 thé nhap dir liéu
vao bang trude rbi chon biéu tugng vé biéu db; hodc ¢é thé chon biéu
tugng vé biéu dd trudc sau d6 nhép dir liéu vao bang Data Sheet.

Vi du v& biéu @5 véi bang di liéu sau:

D t]ﬂ Thué tl:q;
« oanh nhudn ue nbuin
DN thu Chi phi truwdre TTDN sau

thué thué

Nam 2004 | 100.000 80.000 20.000 5.600 14.400

Nim 2005 150.000 | 150.000 0 0 L 0

Nim 2006 | 200.000 120 000 | 80.000 22400 | 57.600

2. Lya chon (bdi den) bang dir liéu.

3. Kich vao bleu tuqng- trén thanh cong cu Standard (Hogde vao
Insert \ Object... Xudt hign hgp thoai Object. U the Create New, lya chon
chuong trinh Microsoft Excel Chart)

4. Xuat hign cira s6 chuong trinh vé& biéu db va bang nhdp dir liéu
Data Sheet cho phep nhap hoac stra n$i dung bang dix heu Luc nay trén
bang dir liéu & biéu db cé thé bj 16 phong chir, ban c6 thé chinh sira tryc
tlep tai bang dir liéu d6.
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- -

-

M;\I Chi pd ldM Thaadl THON L-M

5. Kich dup ra man hinh soan thao néu thay biéu d5 hoan thién. Khi
d6 viéc chinh sira biéu dd gin nhu chinh sira anh, dic biét hon c6 ca
thanh céng cy dé chinh sira.

6. Mudn vao sira ddi ndi dung & kiéu dang biéu db: Kich dip vao
biéu d6. Hojc kich chudt phai vao biéu db, chon Chart Object \ Edit:

-.--4-0 ey A B
'Hq‘e

ey
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2- THAY PO1 LAI KIEU BIEU O

1. Ban dang trong man hinh chinh sira biéu dé, kich :hugt phai, chon
Chart Type...

=
% Format Chart Area. ..

Chart Type...

Chart Options...

3-D Yiew. ..
Datasheet

J Cbgr

Kandard Types Cudunwu
Chart bype:
tnd IR ~
"
= ill
it
|l % (Scatter)
"
© Doughrut
iy Roder
gsu!'m
‘al& v :
o - Custored cohn wth ¢ 36 vassiofien.
O oottt Formattng
|___Press and ok to viow Semsle |
|Eudafudm | o tocel |
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- Hay lya chon loai biéu dd theo danh sach Chart type va chon hinh
biéu 36 bén & Chart sub-type.

- Chon nut Set as default chart néu mudn dé kiéu biéu db da chon sé
duge ding cho nhimg an vé biéu do sau.

3. Banco thé chon thé Custom types dé chon 1 s6 loai biéu dd khac
4. Nhén nit OK dé hoan thanh viée thay ddi kiéu bi¢u d6

3- CHINH SUA NQI DUNG HIEN THI TREN BIEU bO

1. Ban dang trong man hinh chinh stra biéu dé, kich chudt phai, chon
Chart Option. ..

Format Plot Area...

Chart Type...

Chart Options... _II
3-D View...

Datasheet

Clear

=> Hop thoai Chart Option xuét hién:
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2. Thé Titles: Cac tiéu dé trén biéu db

Chart Options

- Chart title: Tén biéu db

- Category (X) axis: Tiéu dé tryc X

- Series (Y) axis: Tiéu dé truc Y

- Value (Z) axis: Gi4 trj hién thj trén truc Z.

3. Thé Axes: Gi4 tri hién thj theo cac tryc
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Ttles  Axes  Gridines Llegend  Datslabels  Dats Table
Trima ¢ Axis

] Catogory [(X) s TEN BEU B0

) Automatic

) Category

(=) Tene-scale

() yahse (2) ]

~sassdiitll

WTINS  AIIEES  SIITISE  WSALINSS  WrAsenem

) (o]

Category (X) axis: Hién thj gia trj truc X
@® Automatic: Theo ché d ty dong

@® Category: Theo logi

® Time-scale: Theo tryc thai gian.

B Series (Y) axis: Hién thij gié trj truc Y
& Value (Z) axis: Hién thi gia trj truc Z.

4. Theé Gridlines: Thay dbi dudng ké mat day biéu do.
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| Tes | Axes Gidines Legend . Dato Labels | Dats Table 1
Category (X) axis |
(=] Motor e U 80
[} Minor gridines e i
Serws (Y) as -

. -
-
vd.n(nn;s. :
D maer s 2
Emm_] e e r——
(320 wals and gridines Foomnehaieon
1 [ o ]| cna |
5. Thé Legend: Chu giai

Chart Qpeions

| Thos | Axes | Gridines | Legend | Data Labels | Date Table

(7] how lgand
PMacement
@ igoiton
O cogree
Ol
C pight
Olat

TéN BV B0

v A8 IR, i

e A
)
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Show legend: Hién thj / An chi giai
Placement: Vi tri dit:

@ Bottom: Dudi bi¢u dd

® Comer: O goc biéu db

@ Top: Trén biéu 46

® Right: bén phai biéu 46

© Left: Bén trdi biéu do.

6. Thé Data Labels: Hién thi dir liéu va cac nhan gi tri

{ had? Mptionn” x

T | Aas . Giles  lsgend  Daalsel Osalabe |

Labed Contasrs |
[[] Sertes nane TN B U 00 i
[ category name
[] yous

[Tiegend key;

- Labe Contains: Céc nhin
- Separator: Déu phén céch cla gia tri dang s6.

@ Legend key: Hién thj / An biéu tugng cha giai trén nhén dif ligu.
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7. Thé Data Table: Hién thi ca bang di liéu

Thes  Ames  Gndires legend Datalabels | Dats Table|

[ Show gata table Seeskied :

e CV A R A

" W e
(ardm2ea] B[ WE

L ""' _ﬂ".! L 14 4
s'm‘m;

C=_J [ com ]}

[ Show data table: Hién thi / An bang dir liéu
(41 Show legend keys: Hién thj / An biéu tugng chi giai trong bing

dir liéu.
4- QUAY & HIEN TH] BIEU PO THEO HINH ANH 3-D

1. Ban dang trong man hinh chinh sira biéu d6, kich chugt phai, chon
3-D View...

Format Plat Area...
Chart Type... N
Chart Options...
3-D View..,
Datasheet
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=> Xuathién hop thoai 3-D View:

3.0 View X|
(=] [ 3 |
(L] (L)
Elevatior: Perspective:
-S0 3s
Rotation
140 ]
Q]/ | \b I RwitmwM‘Im%nftmse
[ pefak | ok ]| cos ][ asy |

- Elevation: Quay biéu dd theo chiéu ngang.

- Rotatien: Quay biéu dd theo chiéu dec.

- Perspective: Phdi canh xa.

Ban c6 hé sir dung cac nut chirc ning quay biéu db pha hop.

5- THAY POI PINH DANG BIEU PO

1. Ban dang trong man hinh chinh sira biéu dd, mudn thay déi lai

phong chit ¢ viing nao hly kich chuét phai & ving dé. Tiép do, chon
Format Axis .. (Format Legend...)
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4 Format Axis...

Clear

Kich chudt phai vac viing dir liéu trén truc toa 4§

% Format Legend...

Clear

L%

Kich chudt phat vao vang cha giai

=> Xuét hién hdp thoai Format Axis

2. Thé Patterns: Kiéu dang dudmg tryuc

Pattes  Scele @ Font

— .

Lnes Mayor bk mark type i
I O futomatic ) Nore © Outnde
@ custom Moy ok mask type
T TV O Dousk
o SEEENE - Cree Coo
f— - 160k mark. labets
O none
Sammple ®Low O Next to axde

J [ cocw |
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3. Thé Scale: Co gi@n bi¢u db

Pemars e fow  embw | et i

Category (X) ant scals

Number of Categones
| bt vween tok mark labels: I

Rumbar oF categors
| bwtweon tick marks: J

Ocatwgones ingevorss ardor-

e ) Cama)

] Categories in reverse order: Dao ngugc biéu db
4. Thé Font: Thay d5i phéng chir

Eftacts Proview
O srgeteash
[ supprsaree [ AsSbCcYyZz ]
) sutrseret
(%] Mago scain
This s & TroeType fant. Th sens Farg will be used on both your preder and
YO8 S0ISEN.
Lo | [ coxe |
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5. Thé Number: Céc kiéu dinh dang dir liéu: dang sb, ngay thang,
don vi tién 1é, phén tram,...

Furnnd fxis K_,
Paklems | Scale Fort  Number  Algrenent

Catwgory: Sale

Ganeral e nhudn sau thud

T :

becourting

Date fymbal.

tere o

m Negative tumbers:

Suertfic

Toxt wIED 1, b0

Special (YND 1,234.10)

Custom D L2NHLG

[0 Linkad o source
Currency farmats are used for ganeral vy valuas, Use ]
Formats to align decimal ponts 1 & column.
o ] [ coma ]

6. The Alignment: Cin 1é

Pattwns | S Fort  Number | Algrant
Creentataon Raght-to-left
{5 fusomatx et dwechion: Context -
e
*
r )
: Teat =@
t i
% L ]
o
0§ Dogress
Off set: 100 s
=N Y I
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6 - THAY DPOI DINH DANG DIEM DU LIEU (Vi biéu db vi dy
trong bai, diém dir ligu 1a dang cot).

1. Ban dang trong man hinh chinh sira biéu db, mudn thay dbi dinh
dang cét di liéu nao thi kich chudt phai vao cét dir 1iéu d6, chon Format
Data Point. ..

lé'f' Format Data Paint...

Chart Type...

T —

Add Teendle v

Clear

=> Xuat hién hdp thoai Format Data Series

2. Thé Patterns: Thay d5i mau nén va dudmg vién cot dir liéu

Lated Contans
] 5eres name
[ catogory nome
J yake

Sparalor -

=) (=)
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Ban c¢6 thé kich vao nat Fill Effect... dé chon céc loai mau nén tha
vj hon cé dinh dang la: 6 ke chim, sir dung 2 mau séc, thim chi st dung
ca anh ¢o sin trén may tinh dé lam mau nén ¢ot dir lidu.

3. Thé Shape: Hinh dang cét dir ligu:

ol g ye e ¥

. ==

4. Thé Data Labels: Nhan ¢t dir liéu cia biéu db.

Putema  wpe | Dstalabsk  Optrrs

Lyl o s
] gorws nome.

o= I coxu |
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5. Thé Options: Tay chon d4 to, nho; d6 nghiéng cft dir lidu.

tormat Dta Series x

i

Patterns ~ Shaps . DataLabeks * Optiars

et

Gwodoth: [0 2
Geppekth: 80 3
-

Sau mdi lan thay doi lai dinh dang diém dir lidu, didm mau trong
phan cha giai ciing s& dugc thay ddi theo.

7. THAY DOI BINH DANG MAT DAY BIEU PO

1. Ban dang trong man hinh chinh sira biéu dd, kich chudt phai vao
vi tri mit day biéu d5, chon Format walls...

Af Format walls. ..

i 3-D View...
A
: Clegr
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=> Xuét hién hdp thoai Format walls

2. Chon mau tuy theo s& thich cia ban (nén chon mau tuong phan
vGi mau sac ¢t dir liéu cho dé nhin).

TPatterns '
Border Area !
> uromatic O Agtomatic ;
C Hone > Nong
(® Custom AEBEBEED i
style: ] o EENERESN
’ : : BE " AEENEN '
Coor: NN ~ : E: l
Weght: | e W ms e e
- e EaN
[ J ‘EREN i
: ( FlEffects... | |
o J[ coa |

Ban c6 thé kich vao nat Fill Effect... dé chon cac loai mau nén thu vi
hon c6 dinh dang la: 6 ke cham, su dyng 2 mau séc, tham chi sir dyng ca
anh ¢6 sin trén may tinh dé lam mau nén cdt div lidu.

8- THAY POI PUONG KE MAT DAY BIEU O

1. Ban dang trong man hinh chinh sira biéu 45, kich chudt phai vao
.8Gng vi tri dudmg ké mit ddy biéu dd, chon Format Gridlines...
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Clear

||£ Format Gridlines... “

=> Xuat hién hép thoai Format Gridlines.

2. Thé Patterns: Kiéu dudmg ké

Format Gridlines

Patterns Scale

Line

7 utomatic

= Custom
Syle: L
.
Weight: v

Salhe

&) (o)
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3. The Scale: M{t s6 ché do 4o co gidn cot dir liéu.

| [ Logarithmic scale
. [ values in peverse order
[7] Floor (XY plane) orosses at minemum value

Trén diy la mét s tinh ning dugc sir dung thudmg xuyén khi v& biéu
46. Ngoai ra, khi & trong man hinh chinh sira biéu 0, con ¢6 ca mot
thanh cong cy dé chinh sira. Ban ndo dang cin biét cach v& biéu dd trong
MS Excel cé thé sir dyng bai viét ndy 1am tai ligu tham khao. Vi du trén
b két qui'sau qué trinh chinh sira biéu 44 nhu sau:
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Chuong III

MOT sb THAO TAC CO BAN
TRONG VAN BAN WORD 2007

PAT MAT KHAU BAO VE FILE KHONG MO VA LUU
CHINH SUA NQI DUNG

MS Word: Ban mudn bao vé tai liéu ciia minh khong ai ¢6 thé doc
dugc; hodc chi doc ma khéng chinh sira duge, ban dfit mit khéu bao vé
file nhur sau:

Cdch I:

1. Vao Tools / Options...
[Jools | Table Window Help Ad
Spelling and Grammar,.. F7
Research... Alt-+Click
Language L4
Word Count.,.

Shared Workspace...

Protect Document...

Lgtters andMalllngs 7 >

M AutoCorrect Optlons
Qustomize...
Options, ..
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2. Xuét hién hép thoai Options, chon the Security: (Néu ding Office
2000 thi phan ddt mdr khau sé ¢ thé Save)

Options 1“5]
Us:_ur ]r;Fnrmatqon Compat%ﬂit;’ _ Fll_e an;tlons

view ' General Edt | Print Save

(__Secuty }  scelngsGrammar | TrackChanges |
File encryption options for this document !
Passwrdtogpen: [pgpesess Advanced...

File sharing options far this document
Password to odify: !

[] read-only recommended
[D_igital Sig'\atures...] [ Protect Document... ]

Privacy options
[] Remove personal information from file properties on save |

[] warn before printing, saving or sending a file that contains tracked
changes or comments

l
|B Store random number to improve merge accuracy {
Maks hidden markup visible when opening or saving :

Macro security

Adjust the security level For opening files that might | Macro Security. .. l {
contain macro viruses and specify the names of !
trusted macro developers. i

o e )

» Password to open: Bat ngudi sir dung phai nhap mét khau khi mé.

» Password to modify: Néu chi nhap mat khidu & 6 nay thi ngudi
diing van xem dugc ndi dung file van ban (bdng cdch mo Read Only), chi
khi chinh sira va luu lai thi ngudi dung mai phai nhap mét khau.
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3. Chon nit OK, man hinh xuit hién hop thoai Confirm Password:

b

Reenter password to open:

recovered. (Remember that passwords are case sensitive.)

L oox ][ caxs |

Nhap lai mit khiu vio 6 Reenter password to open (hoic Modify)
4. Nhan nit OK dé hoan thanh.

Cdch 2:
1. Nhin phim F12 hofic Ctrl+S dé lwu tai ligu
2. Xuat hién hop thoai Save As:

310_0208 T-1
My Doauments | (J11_1008 a2

212 1608 oo
\g AD13_Z08 S)Seve
)i+ 0109 _fin_phim_tak_TV.doc
|-c-w- AD15_0912 _word. doc
1
*_;: T — - — - o e — b ——— e
. B .

Pt 39 S0 [ oot ()

Click vao nit Tools \ Chon Security Options... (Déi voi Office 2000
thi chon myuc General Options...)

-278 -
http://tieulun.hopto.org



3. Xuit hién hop thoai Security:

Security

e —

© Security

; File encryption options for this document

| FERRR Do, e i |

File sharing options for this document

Password to 7 T T T
| N
i ] read-ondy recommended
Al S rE e [ Protect Documert... |
i Privacy options

[C1Rpmove personal information from file properties on save

] warn before printing, saving or sending a fils that contains tracked
changes or comments

Store random number to Improve merge accuracy
[¥] Make hidden markup visible when opening or saving
‘ Maco securty

Adjust the security leved For opening files that might Macro Securty...
contain macro viruses and spedfy the names of 5
trusted macro developers.

o ) o ]

o Password to open: Bit ngudi sir dung phai nhép mit khau khi ma.
o Password to modify: Néu chi nhip mft khéu & 6 nay thi ngudi
ding van xem dugc ndi dung file van ban (bdng cdch mo Read Only), chi
"khi chinh sira va luu 13i thi ngudi dung méi phai nhip mat khau.
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4. Chon niit OK, man hinh xuit hién hop thoai Confirm Password:

Confirm Password

Reenter password to open:

7

[ooceed

Caution: If you lose or Forget the;assword, it cannot be
recovered. (Remember that passwords are case sensitive.)

I

OK

] L Cancel

Nhép lai mat khiu vao 6 Reenter password to open (hoic Modify)

5. Nhan nit OK. Lic nay man hinh sé trd lai hép thoai Save As

Save Ais

Swep (9 Word
oy Howae
| SaJ2_1201

9

i

My Recont  : ()3_g2ne
Document s ‘.Qq_m
1 ()5_0103
| L36_2006
L7 _2806

)0_0506
| 9 2206

O)10_2o8
| )il _1008
X le_wua

W14 0109

My

My

o
= y "33 z08

150912

Dt6_2109
DIL7_0610
Die_z010
D19_3010
Ez0_0111
21_1311
w22_2311
3231112
21712
s T}
26
027
LSave
B)z_tie_phm_rar_Tv.doc
28] sach_word. doc

i q |Flagame:  (Np_ten_file.dod
Places | Save s ype: | word Documont (*.doc)

vid M@ X (aDDToe -

v [ces

5 x

6. Nhap tén file vao & File name va nhin nit Save dé hoan thanh.
Chiic ban bao v¢ file thanh cong’
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VAI TRO CUA SECTION TRONG TRINH BAY VAN BAN

Trong mdt s6 trudng bop khi xdy duyng mdt vin ban (thwong la
cic dé an, ludn viin...), ta c6 nhu ciu trinh bay phong phii va da dang
trong ciing mjt tap tin vin ban, vi du nhw thiét }ip nhiéu hé théng Ié
cho vin ban; huéng gisy khi in 4n; nhiéu hé théng header, footer
khic nhau; nhiéu hé thdng thir tw s6 trang va thiét lap ché 3¢ bao vé
khic nhau cho mdi doan... trong cing mdt viin bin.

Cé thé bing cach nay hay céch khac, ban ding cac cdng cy trong
{mg dung thuc hién dwoc cac tinh ning trén, tuy nhién ching ta c6 thé sir
dung mét phuong phap chia doan va sé thue hién cac chirc nang trén timg
doan nho cdng cu chia doan Section.

1. Chia van ban thanh nhiéu Section (doan, phan).

Dt con tro vao vi tri mudn chia doan, sau dé chon thwe don Insert,
chon Break, ta ¢6 cac lya chon nhu sau:

Break types
¢ page break
€ Column break
" Text wrapping break

Section break types
" Continuous
C Evenpage
.(‘ Qdd page

OK I Cancel - J
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Dé chen thém section, ta chon 4 lua chon & muc Section break types,
cy thé nhur saun

- Next page: Section mai bat dau tir dau trang tiép theo.
- Continuous: Section m&i bét dau ngay tai vj tri con tro.
- Even page: Section m&i bt dau tir trang chin tiép theo.
- Odd page: Section m&i bt dau tir trang 1& tiép theo.

Sau khi thyc hién xong thao tac trén, van ban 83 dugc chia thanh hai
phan, phén sau cich phin trrdc bdi ranh gidi 14 dau Section break ma ta
vira chén vao (c6 thé nhin thiy diu phin céch nay khi ta chon thuc dom
View va chon Nomal, s thir ty cia section ciing thé hién trén thanh trang
thai). Bing cich nay, ta co thé chia mét tap tin van ban thanh nhiéu
Section theo y mubn.

2. Thiét lap nhiu bh¢ théng 1 (Margin) va huwéng gidy in
{Orientation) trong cang mdt viin ban.

Ta c6 thé thiét 13p mdi mot section c6 mét hé thong 1é (Margin) khac
nhau theo y mudn, cich 1am nhu sau:

D3t con tré vao Section mudn thiét lap 1é, chon File, chon Page
setup, chon thé Margin. Ta thiét 13p 1€ cho trang in binh thuéng theo y
mudn, va cudi cung, mudn ché do 1¢ vira thiét lap chi 4p dung cho Section
chira con tro thi tai myuc Apply fo ta chon This section (hinh minh hoa),
néu mubn ché 46 cin 1& 4p dung cho todn by van ban ta chon Whole
document. Tuong ty ta ciing thiét 1ap dugc hudng gidy in cho riéng timg
Section tgi thé Paper size.
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3. Thiét lap nhiéu h§ thong tidu dé trén va tidu d& dudi (header
and footer) che cac Section.

Tai Section sau, ta mudn c6 tiéu dé trén va tiéu dé dudi khac v
Section trudc ta lam nhu sau:

Dt con tro tai Section sau, chon thyc don View, chon Header and
Jooter, trudc khi soan vao ndi dung tiéu d¢ ching ta nhan vao nit Same
as previous cho nit nday dang & ché do lin xudng thanh ché 83 binh
thuomg nhim loai bo tuy chon cic Header va footer cia tat ca céc
Section déu gidng nhau (hinh minh hoa).
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Header and Footer

Insert AutoText ~ A AN P UD

Luc nay cac Header va footer ma ta gé vao, s& khic vai cac Header
va footer cua Section truéc do. Bang cach nay, ta ¢é thé tao cac Header
va footer cho riéng tirmg section.

4. Thiét 13p nhiéu hé thong sé trang trén cing mt vin ban.
Ta c6 thé tao mdi mot Section cd mdt hé thong s6 thir ty cia trang
{page number) khac nhau, cach lam nhu sau:

Pat con tro tai Section mudn tao hé théng 56 trang riéng, chon thire
don Insert, chon Page numbers, cliia sb Page numbers hién ra, chon nit
Format. Tai myuc Page numbering ctia cia sb Page Number Format, ta
danh diu vao muc Start af va chon sb thir ty diu tién cha trang dau tién
ctia Section (hinh minh hoa). Khi hoan thanh, Section ndy s& cé mot hé
thong sb thir tyr trang riéng theo y muén cia ban.

Page Number Format

I tnclude chaptar pramber
Chapter starts with styie IHaadwrru } ' j
Use separator: . . [— (Feyphen) ' ;' '
Examples:  1-1,1-8 -

Page numbering

" Continue from previous section

l'?Starté:_ |1 E
[T ] cocn |
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5. Thiét 1ap ché d§ bao vé ndi dung cho timg doan viin ban.
Sau khi di tao dugc cic Section can bao vé ndi dung, ta lam nhur sau:

Chon thu don Tools, chon Protect Document, hdp thoai Protect
Document hién ra, ta danh diu vao muyuc Forms, khi d6 nQt Sections mai
dugce cho phép kich hoat (sdng 1€n), ta chon vao nut Sections,

Protect Document [z] IE]

Protect document for
(" Tracked changes
" Comments
{+ Forms:

Password {optional):

J Cancel

Hop thoai Sections Protection hién ra, trong do c6 cac Section dugc
danh s theo thir tir tir | dén 9. D& bao vé Section nao, ban hay danh dau
vao Section dd, thi du Section 2.
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Section Protection

Protected sections:

v Section 1 -
v Cancel

z

Checked sections will be protected when the
document is protected for Forms.,

Trd lai hop thoai Protect Document, ban nhip mit khiu vio &
Password (Options). Hop thoai Confirm Password hién ra, ban gb lai
mét khau ¢ mt 1an niva trong 6 Reenter Password to open.

Sau khi hoan thanh cic budc nay, vin ban di duge bdo vé theo timg
Section theo ¥ 4 cia ban, tit ci ndi dung trong doan dugc bao vé sé
khéng thé sira chira (tat nhién [a trir chinh ban).

Mubn sira chira n6i dung cia vin ban, ban chon thyc don Tools,
chon Unprotect Document. Hop thoai Unprotect Document hién ra, go
ding mjt khiu vao & Password ta mé&i c6 thé sira chita dugr doan vin
ban ma ta bao vé.

TAO MUC LUC TY DPONG

* M{t 36 td bop phim tit thudmg ding:
- Alt + Ctrl + |: Heading | (D& myc 1)

- Alt + Ctrl + 2: Heading 2 (D€ myc 2)

- Alt + Crl + 3: Heading 3 (Dé muc 3)
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Tir Heading 4 trér di s& khong ding tiép dugc phim tit nhu trén. Tuy
nhién c6 thé ding td hgp phim Ctrl + Shift + S dé vao hop Style trén
thanh Formatting, sau d6 cing phim mii tén lua chon loai Heading.

* Cach tao Heading:

1. Ding | trong 3 10 hop phim trén dé tao loai Heading twong {mg.
Vi du: Ding t5 hop phim Alt + Ctrl + 1 4p dyung cho loai Heading 1. Néu
khong dung 3 loai Heading 1, 2, 3 thi ¢co thé vao hop Style va chon loai

Heading tuy thich:

E] Clear Formatting

Bold, Blue

3

Heading 1

'Heading 2
Heading 3

‘] Tao heading 4

heading4

Normal

More...
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2. Thay déi lai dinh dang font chir ciia Heading
Trudme hop dung Office 2000:

1, Sau khi d3 chon d& myc |2 Heading 1, ban thay déi dinh dang font
chir binh thuong.

2, Kich vao hip Style trén thanh Formatting (hodc dung phim tat Ctrl
+ Shift + S), lic d6 & dinh vi s& hién thi & dong Heading 1

[
3, G6 phim Enter
4, Xuat hién théng bao Modify Style

Modify Style

Style: Heading 1
Do you want to:

" Reapply the formatting of the style to the selection?

[~ Automatically update the style from now on

OK C%

®Update the style to reflect recent changes?: Ban ¢ mudn cfip nhat
sy thay d6i mdi cia Style (heading)?”

O Reapply the formatting of the style to the selection: Sir dyng kiéu
dinh dang méc dinh.

_ B Automatically update the style from now on: Ty dong cfp nhit
kiéu dinh dang tir thdi diém nay.
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5. Chon nut OK dé hoan thanh thay d6i dinh dang lai fon* chir cho
heading 1.

Viéc thay d8i nay chi ap dung duoc cho file ban dang sir dung, sang
file m&i nhitg heading sé tr& lai ché d§ mac dinh ciia Office 2000.

Truimg hop diing Office 2003:
1. Vao hép Style\More...

ﬁiﬂ!—a—tl‘!‘lhﬂkfﬂww

Clear Formatting
Heading 1
Heading 2
Heading 2
heading4 T

Normat ¥

ﬁ; Paragraph...

EE§ Bullets and fumbering...
% Borders and Shading...

; 4? Theme...

44 Styles and Formatting. ..

i
i

~
.

Thay df lai dinh dang Heading 1
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2, Trén man hinh s& xuét hién panel Style and Formatting bén phai,
chon Headingl:

.
.
.
Il —| B Erwm i eB iiII

3, Trén 6 Formatting of selected text, chon Medify:

W

formatting of selectedtent
Heading 1 ]
[Goied § Select At Instance(s)
!
A |
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4, Xuat hién hop thoai Modify Style:

Modify Style

Properties

Name: h-leadnql .,,g,,J

Style based on: F 1] ﬁérmc:ii -

Style for following paragraph: { 1 Normgl
Formatbng
Ly e SuBlr O A

=]

Al

-_— 0=
- ==

Thay do |3 Jinh dang Hesding 1

Normal + Font: (Defauk) Arial, 14 pt, Bold, Font color: Orange, Kern at
16 pt, Space Before: 12 pt, After: 3 pt, Keep with next, Level 1

[[] Addto template (] automaticaily update
Farmat ~ [ o« ][ cence |

¢ Name: Tén Heading

¢ Formatting: Dinh dang font chir.

« HAddto template: Ap dung dinh dang méi nay cho ci nhimg
file sau. Néu khéng danh déu thi chi ap dung cho file hién tai.
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° Automatically update: Khi thay d6i thém dinh dang khac cho
Heading s& ty dong cap nhit ma khéng can phai vao hép thoai Modify
Style dé sira dbi.

e Nut Format: Mjt sb dijnh dang cho Heading

Modify Style

Propetties =

" Name: E[HeadLngl |
ke 2o it sk

Syl based o SNomdl v
Style For following paragraph: [_ 1 Normal Vl
Formatting

[ra vt v 8|7 [U[A-

|[|[=|= =!$a 12 & &

ading 1

tial, 14 pt, Bold, Underfine, Font color:
re Before: 12 pt, After: 3 pt, Keep with
r update

Automatically update
) (o )

Beees http://tieulun.hopto.org



o Font...: M& hop thoai Font, thay déi dinh dang phéng chir

Font | Chayacter Spacing | Text Effects

Font: Fork style: Size: I|
m | ‘Bold | |14 i
TEN ~ | |Requir | ]9 Al
| Arial Black = talic ' 110 =
| Arial Narrow — o1 |
. Arial Rounded MT Bold . Bold Italic 12 "
Balloonist SF ,f,li_| ! e
Font golor: Ll_ncia_lhe style: o Underline color:
B v | Automatic v‘
|
| Effects
I [[] strikethrough [[] shadow [] small caps
' [[] pouble strikethrough [ outline [_] &l caps
. |] sugerscript [LJEmboss (7] Hidden
[[] subscript [Jengrave
' Preview

__ Thay doilai dinh dang Heading 1

—

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

- [ ox || Cancei._:]
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o Paragraph...: M& hop thodi Paragraph, thay 83i dnh dang doan
vin ban.

O N 7

Indents and Spacng | Line and Page Breaks |

{
i Abgnment: Lt w| Utk e e Lzvell ¢
i
!
|
|
!

Indentation

Right: l(hone) v | 2
|

Spadng

efore: 2 Lipe spacng;

Ak
After: 3§ Isge v [ 3

[ ] Don't add space between paragraphs of the same style

Preview

T this 20 db damy Noalaw |

Tabs. L[ come |
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o Tabs...: M& hdp thoai Tabs, dit Heading c6 dinh dang tabs.

f

Tahs “';
Tab stop posiion:
1

;Ttstqnmbadarsﬁ:
B o
@ et O gontor Ogiht
O Pecimd Ogar
Laader
® 1 None O 2eiiis O3—
O4___

[ x J{ coxa |

o Border...: Mo hop thoai Boder, d3t Heading c6 dinh dang dutmg

http://tieulun.hopto.org



o Language...: M& hop thoai Language, thay d5i kiém tra 15i chinh
ta ngdn ngir.

Languape

| armharic
N

The speber and other proofing tooks ackomatically
use dictionanies of the selected language, £
avalable.

[0 Do ot check speling or grammar

fy l oK ][ Cancel l

o Frame:... M& hop thoai Frame, d3t Heading thanh frame co thé
di chuyén & mei vj tri file vin ban.

Text -m :

]

|

-
Ao
Auto

o 4

S
WEn:
Hght:
Horzereal

Vertical ;

Pospion: O cm v’ Rgativeto: Paagagh v/
Distanes frombext: Oom i~

[Z) pyove wth et

[ iocs ancher
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o Numbering...: M¢ hop thoai Bulleted and Numbering. Dit
Heading c6 danh sO thir ty, ky ty dau dong tyr dong.

Bieted | ppmbersd  Oufioa umbersd st Styles

. o ua »
None . 2 =
. o L

L
v
<

o Shortcut key...: Mo hop thoai Customize Keyboard sira hogc bd
sung phim tit dung cho loai Heading.

Speciy & command

Semiess o Commends: o

Specify keyboard sequence

Cygrent kays: Pross pew shorttut key:
a4 t]

Currently assigned to: ApplyHeadingl
Says changes in; Normal. dot e
Descrpton

Normal + Fonz: (Default) Aral, 14 pt, Bold, Underine, Font color:
Orange, Kern at 16 pt, Space Bafore: 12 pt, After: 3 pt, Xeep

[ assan ] . (o |
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5, Sau mbi thao tac chon niit OK hodc Close dé hoan thanh viéc dinh
dang Heading.

* Cho hién thj muc luc ty djng theo cic d& myc di tao

1. Lya chon vi tri dit muc luc: (Thwrong dat & cudi file hoac dau file)

2. Vao Insert \ Reference \ Index and Tables. ..

Reference ’ Footnote...

et Componert. .. Caption. ..

4 Picture » Cross-reference...
Diagram... Ingex and Tables...
Text Box .

Trudmg hop diung Office 2000: Vio Insert \ Index and Tables...

3. Xuit hién hop thoai Index and Tables, chon thé Table of Contents
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Index and Tahles

Indey [Toble of Conterts | Tabloof Fipres _ Tobloof fukhorkies
Prink Preyiew Web Praview
HEBAING 1 o covvisiinaonessummmss 1 |4 |Heading 1 -~
Heading 2 ..ucoovveinicnnne, 3 Heading 2 g
Heading 3....................5 Headin i
- v
[+] Show page numbers [] Use hyperinks instead of page numbers |
|
(] Right akgn page numbers !
Tat leader: T 5
Formats:  From tempiate. v‘ Show levels [3 :I E
I[srmog:kngrm] [ optons... | | Mody.. ]!
L J(Ccma )

Print Preview: Kiéu myc luc s& hién thj khi in

Web Preview: Kiéu muc luc s& hién thj & dang trang web
© Show page numbers: Hién thi s trang.

Right align page numbers: Hién thi so trang bén Ié phai.

. Use hyperlinks instead of page numbers: Cé sir dung lién ket
tir myc lyc tgi trang 43t Heading.

o Tab leader: Chon loai dudmg tab tir cudi cic Heading dén sb
trang. )

o Show levels: S5 cp 46 Heading,

e Nut Show Outlining Toolbar: Cho hién thi thanh céng cu
Outlining trén cira s6 MS Word

« Nt Oplions...: M@ hip thoai Table of Contents Options: Tiy
chon thém mat s6 tinh ning khac.
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Tabiln of Coments Optivoe

Build table of contents from:

Avalable styles:

Body Text indent
Body Text Indent 2

Reset R

| [ canemt

e Nat Modify...: M& hop thoai Style, sira doi dinh dang font chir

cho ndi dung phan muc lyc ty dong.

Ploase solact the apprapriate styls for
your index or table entry
Styles:
ToC |
o omat— ]
| AT0C2
eT0CY
| ATOCH
L Rie &)
A70CE
. 47007
AT0CE
§70CH
Proview
verdana ‘ _tedfy. |
Normal 4, Automatically update
L Coxel |
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Truémg hop trong file di cé muc lyc ty déng‘ va ban dong ¥ thay di
dpnh dang font chir bing hop thoai Style s& xuat hién thong bao: “Ban cé
mudn thay thé dinh dang cho bang ngi dung muc luc khong? "

Micrasoft Office Word

‘ ? J Do you want to replace the selected table of contents?

[ () (o)

Chon nit Yes: Pdng y. Ngoai font chir cia ndi dung bang muc luc
thay déi, MS Word con ty ddng cip nhat lai sb trang cho céc dé muc.

4. Kich va nit OK dé MS Word hién thi muc luc.

e B P pum gma Bk Wb P e -

Fa --I-v-;—u-a 1

2

MUC LYC
PRI o cunpiag Mlieyanel Woed . L LS Do B bedie L L L
w--mﬂmmmw:-

[T 1 et o=~ L, S otk .3
Hiybd il ... ... - LS V- TR S "
e iy 0lin (29, ﬁ-ﬂ& T N
Naadn ey Sl 0 bl W) P Balscaldy 2 oo gk — ]
Di e sl Sliw cle it abn e, it ot . M
Tovlbwitiuinpfecet vi i tuig Fomd o WONL - ..
E L 1. (SRR S WP SO - "
Ty SAR QN A, . o o e B S A e -]
Treng Thend chonab g .. . .. + e b i J';

»

8

Binks tomg dvmt- sl bl - QPR e LT VI, SR
Mvwﬁ--u- .-u.l.t...s_....m....s.

M 1 O 0 4 Mg B0 b 1 by AR 13 54 A . -
Tt iy (D i g bl RN ¥l IR T D -n

)
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O tai phin muc luc nay, tr déng co lién két cho phép ba click chuét
(hodc dung két hop phim Ctrl + click chudt) dé nhay dén diug myc va 56
trang cin dén.

Trudmg hop ban tiép tuc lam viéc vai file, cé thé xéa ndi dung muc
luc 43 tao va lam lai thao tic “Cho hién thi muc luc ty dpngtheo cic dé
muc di tao” dé cap nhit lai cac d& muc chinh xéc tai sb trang hién thi.

Véi néi dung trén co thé dai boi ching t6i huimg ddin womg doi cu
thé, nhumg khi ban da hiéu thi céng viéc lai hoém toam dom gicm va ngdn
gon. Chtic ban thuc hién thanh cong!

SAO LUU AUTOCORRECT TRONG MICROSOFT OFFICE

Truéc hét ching ta tim hiéu chirc ning AutoCorrect trong
Microsoft Word. Chirc ning ban diu cua AutoCorrect Ia ding d¢
sira 16i gd sai trén ban phim, vi du tir "teh" thi sé ty djng sira lai
thanh tir “the", "(c)" thanh "©",... Sau d6 ngudi ta van dung chirc
ndng AutoCorrect trong viéc soan thao van ban nhu cai thém cac cym tir
thuomg gip dé go tit nhu: vn thay bang Vigr Nam, pl thay bing phdp

fudt,...

| Tools Table Window Help
Word Count...

AugboCorneck, .,

=1 Envelopes and Labels...

Pé thém mot tir cho AutoCorrect, tir trinh don Tools chon
AutoCorrect Options d¢ goi hdp thoai AwteCorrect. Trong khung
Replace go cum tir tuong (mg (VD: vn), trong khung With g6 cum tir thay
thé (VD: Viét Nam) tdi nhin vao nit Add. Nhin OK dé dong hép thoai.
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Tur day vé sau, khi soan thao vin ban ta chi ¢in g0 vn thi MS Word sé tr
stra thanh "Viét Nam". N§i dung AutoCorrect chira nhiéu cum tir thuong
gap sé giup cho viéc soan thao van ban nhanh hon.

Vil Microsoft Office 2000/2003 chay trén may tinh dung HPH
Windows 2000/2003/XP, dit 1iéu cia AutoCorrect dugc luru giir trong file
MSO1033.acl tai vi tri C:\Documents and Settings\<Account
Name>\Application Data\Microsoft\Office.

AutaCorrect. tnglish (U.5.)

AutoComrect | AutoFonnat As You Type | AutoText | Astorarmat |

W Correct Twio Itial CApkals . Exceptions. ..

R Caplaltze tyst lotter of gertences

P Caphtalire pames of days

W Correct accdental usage of cAPS LOCK key
& Reglace et a5 you type

Roplece: wah r
fr ot ]

very -
hrtuahd vrtually -I
v~ 8- vis-d-vis
oy very
puinerible vunes able
jovas st was not —
raht what =

e 1] J

i ET, el €y & g

x| s |

Nhur vy, ban c6 thé dé& dang sao luu ndi dung AutoCorrect (chi can
luu gitr file MSQO1033.acl), hodc chia sé cho cédc mdy tinh khac (chép file
MSO1033.acl vao thuy muc C:\Documents and Settings\<Account
Name>\Application Data\Microsoft\Office theo tai khodn ngudi diing
tuong ung).

Ngoai ra, ban con co thé liét ké toan bd ni dung cia AutoCorrect
thinh mét file vin ban bing cich diung tp tin t3i ligu mau
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SUPPORT.DOT cia Office 2003 ndm trong thu muc C:\Program
Files\Microsoft Office\OFFICE]I\MACROS (ban cb thé copy file nay
vao may tinh ding Office 20008). Ghi chu: SUPPORT.DOT chi ¢ khi
cai dat diy du, tham khiao huong din cai dit & trang
support.microsoft.com ("How to Install the Support.dot Template", KB:
289506).

Mg file nay tryc tiép tir cira s6 Windows Explorer, ¢6 thé Microsoft
Word s& dua ra hop thogi Security Warning canh bso macro chita virus,
ban nhén vio nit Enable Macros dé tiép tuc, file nay sé ty déng tao mét
tai liéu mai trong Word, lic ndy ban nhin nit AutoCorrect Backup thi
hédp thoai AuCorrect Utility xuét hién. Ban nhin niit Backup, Word s& liét
ké ndi dung file MSO1033.acl vao tai li¢u cé tén mac dinh la
AutoCorrect Backup Document. Ban c6 thé xem ndi dung AutoCorrect
hoic in ra gidy.

TRANG TRI VAN BiN GISNG TRANG BAO.
Trang tri van bin nhyr ct bao.
I. Vao Format\Columns...

I Format Jools Table Window

A Fort...

=% Paragraph...

= Bullets and Numbering...
Borders and Shading...

n ST

T Iabs..

@ Thems...

&j Chiect..
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2. Xuét hién hop thoai Columns;

= —
= ([[em] |5z |:= |3
= l 4 | iE l i= £ Cancel
One Two  Three  Left Right, 7
Number of calumns: ] = ™ Line between
Width and spacing Preview
Col #:  Width: Spacing: i

1 [Bteem 2 [127em
[ v | =
—=ar =3

W Equal column width

Apply to: Iwholedocmnent :_' - 7

o Presets: Lira chon loai cft, kidu cdt.
¢ Number of I'!___ﬂ columns: S& cit sé chia.
Width and spacing: D$ rng cit va khoang céch:

Width: B§ rng cit bao

Spacing: Khoang céch tir chir dén duémg vién cét
@Line berween: Xuit hién dudmg ké doc giira cac cft

) JEqual column width: Méc dinh dé rong céc cot bing nhau. Néu
dé (J thi co thé di¢u chinh d¢ rong cac cot khac nhau tiy thich.
s Applyto: Ap dung cho:

® 0O O

*

o Selected text: Ap dung cho nhilmg doan vin ban da lva
chon (bai den)
o Whole document: Ap dung cho toan bg file vin ban
- 305 -
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o This point forward Ap dung cho tir dong ndi dung van
ban & dudn diém dit con trd dén hét file.

3. Chon nit OK & hoan thanh viéc chia van ban thanh ¢t bio
Trang tri chir hoa diu doan to d¢p gidng trén béo chi.

1. Lya chon (bdi den) chik diu cia doan van ban

2. Vao Format \ Drop cap...

|Fgrmat Tools Table Window

A Font...
= Paragraph...

= Bullets and Numbering. ..

Borders and Shading...
== Columns...
Tabs...
Cyop i—ap...
@ Theme...
Style...
Insert Text Box
s il
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3. Xuat hién hp thogi Drop cap:

« Position: V| tri dat

o Dropped: Chir ddu tién cia cic dong sau cing doan vin
ban hién thi thing véi mép ngoai (1€ tréi) clia chir hoa to.
o In Margin: Chir dau tién cita cic dong sau cing doan viin

ban hién thj trong 1€, thing v&i mép trong ciia chir hoa to.
¢ Font: Chon phong chir.
= Line to drop: Chir hoa to hién & may dong.

» Distance from text: Dat khoang cich tir chir hoa to xa v&i chir
tiép theo ciia doan vin ban.

4. Chon nit OK dé hoan thanh viéc tao chir hoa to diu doan vin bén

Nhém chudn | wuc béng Duadng lan 10 san phdm CNTT-
i cho sy thir 2, td chirc ngay TY dudec céc Lanh dao
ki@n Hdt nghij 29/8 tan HA N§i, Tap CNTT va Gidm déc
vad Lé Binh chon | doan D& lidu Quéc | BiBu hanh (C1O va
Ldnh dao cbng | té tai Vidt Nam CEC) uva chugng
nghé thong tin (IDG * viét Nam) nhdt.

(CNTT) xust s&c | dang tién  hanh Chudng frinh binh
Viet Nam va khu céng t3c binh chon chon dugec tién hanh
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Két qua tao duge sau khi chia cdt bao va trang tri chir hoa to déu
doan van ban... giéng nhu mét trang béo

_ TAO DUONG VIEN (BORDER) BAO QUANH POAN VAN
BAN

Tao dwomg vién (border) bao quanh doan vin ban.

Trudc khi tao dudmg vién bao quanh, cAn lra chon doan van ban (béi
den).

Cdch I: Kich chudt vao biéu tugng . ducmg vién bang (V& cach
nay sé khong lva chon duge cac kiéu duomg vién tuy thich).

Cdch 2:
1. Vao Format \ Borderand Shading...

 Tdols  Table. ‘Windew

Font...

-Paragraph...

Bullets and Numbering. ..

Borders and Shading... |

"AutoFormat...

7
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2. Xuat hién hdp thoai Border and Shading, chon thé Border:

Borders and Shading "%
Borders | page Border shadnq
Settng: Style: Preview
[“'"_‘*:Ia. Click on dingram below or Lsa
D buttons to apply borders
None
— R i
. 0 *
Shadow e v
R =
1 Automatc v
FI' ® 2o - S |
;R v, . Aoy to: i
m s T lewagaen v
T -
[ show Joobar | [ Horizonteltive... | o ) [ comm |}
o Setting: Kiéu loai border:
o None: Khéng c6 duromg vien
o Box: Kiéu duomg vién binh thudng
o Shadow: Kiéu dudmg vién co6 hinh béng
o 3-D: Kiéu dudng vién 3D.
o Custom: Kiéu dudng vién tay chon (Vi dy: C6 thé chon

mai canh 14 mét kiéu dudmg vién, mau sic, hodc nét ddm, nét nhat. ..

khac nhau).

e Style: Kiéu nét duomg vién.
¢ Color: Mau dudng vién

«  Width: Dj rong dudmg vién. (nét dém, nhat)
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Apply to: Ap dung cho:
o Text: Timg dong ¢ 1 border.
c Paragraph: Timg doan ¢6 | border

e Nt Show Toolbar: Hién thi thanh cong cy Fables and Borders
ding d¢ higu chinh dudmg vién.

'Tables and Borgiers

Al —

e Nut Horizontal Line... => Xuét hién hdp thoai Horizontal Line:
Lya chon ki¢u duémg vién ngang,.

Search tendt: | ][ @ ]

{'74&%————""__"‘"'* — ’é"
é
¢

=1 [ J[ox]
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vién.

Nut Options... => Xust hién hop thoai Border and Shading
Options: Thay ddi mét sé thude tinh vé khodng cach tir chiy t&i nét dudmg

Boirder and Shading Options

From text

Top:

Bottom: 1 pt 3 Right:  |4pt &

Preview

[

Il

i

|

Lox | cocel ]

3. Kich nit OK d¢ hoan thanh viéc tao dudmg vién cho doan vin

ban.
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MUON PO MAU NEN CHO POAN VAN BAN VUA mroc
BAO DPUONG VIEN
1. Vao Format \ Border and Shading...

i Fort...
Paragraph..,

Bullets and Numbering. ..
Borders and Shading...

:f{ AutoFarmat..,
¥

2. Xuit hién hop thoai Border and Shading, Shading:

J” |||I >‘.

Borders and Shading

fﬁ wa[uul:\n “| [ Horaontalne... | [ ]D:.nm

-312-
http://tieulun.hopto.org



- Fill: Chon ma nén

- Nit More Colors... M& rdng cac gam mau can chon
- Style: Chon kiéu ¢6 chdm nhé & nén mau.

- Color: Mau ctia chdm nho.

- Bén viing Preview: Hién thj nhimg tinh nang da chon.
3. Kich nit OK dé hoan thanh viée 46 mau nén.

CHUC NANG TRACKS CHANGE, COMMENTS TRONG
MICROSOFT WORD

Chirc néng Tracks Change cho phép ban luu lai mt bian "nhip”
nhirng gi ban vira sira trén vin ban mgt cach khoa hoc, nhin vio vin
bin ¢ sir dung chirc ndng Track Change, ban sé thiy dwyc rat 1o
rang nhirng thay dbi vé ndi dung da dwgc thém vao, x6a di hay chinh
sira nh thé nao.

Chire niang Tracks Change ciing nhu Comment thuong khéng duge
moi ngudi quan tim sir dung vi cho ring céch sir dung réic rbi. Tuy nhién,
quan niém nay dang dén dugc thay ddi khi trong nhimg phién ban Word
méi (XP, 2003), hing Microsoft ngay cang chi trong ning cép tinh nang
nay cho tién lgi va dé sir dung hon.

B4t va tiit ché dd Tracks Change

Cidch I: Bé kich hoat ché 86 Track Change, vao menu Tools --> -
Track Changes

Cdch 2: Kich vao biéu tugng Track Change trén thanh toolbar
Reviewing (Néu ban khong thiy xudt hign thanh cong cu Toolbar thi ¢é
thé l1am nd xuat hién béng cach chon menu View --> Toolbar -->
Reviewing)

Khi ché 46 Tracks Change dugce kich hoat thi biéu tuong TRX trén
thanh trang thai sé chuyén tir ché d6 m&r sang dam
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Nho cé ché 46 Tracks Change ma & trang thai Print Lavout, Web
Layout va Reading Layout, nhiing chir bj x6a hay dugc dinh -dang lai sé
xuat hién trong mét vong cha thich phia ngoai I¢, nhin gidng nhu cach
chiing ta thudmg diing biit dé sira vin ban trén trang gidy viét haag ngay.

Wide World Importers
Interoffice Memo

a3
1 To: All Subsidiary Managers, { Formatted: Font: Bold]
From: Eva Corets
| Cc: Lawrie Geffrey, General Sales Mans
Re: Yearly Sales i2) .
Date: January {5, 2009 ) i
(’3’} ?
| Wegeceived the final income n-{ Deleted: just J

month at the intermational sals
Help make the meeting a succe

O trang thai quan sit Normal hay Outline, nhimg chiy da bj x6a xuét
hién ngay trong van bén véi duomg gach chin phia dudi, khong nim
trong vong chi thich va nhimg thay déi s& tic dong truc tiép |én vin ban.

‘ Chén 1&i binh vao vin bin
Cdch I Chon menu Insert --> Comment
Cédch 2: Trén thanh cdng cy Reviewing, kich biéu tugng /nsert

O trang théi Print Layout, Web Layout vi Reading Layow, ban s&
quan sat thay dinh dang nhu sau:
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;

ai) Svbes iy N e Fasvievesita s

Fiom. Eva Corets
| Ce: Lawne Gaffney, General Jakes Iela .

Re: Yearly Sales

Date: January 15, 2009

n-i“l ri-a
|(welzeceived the ;. Comment [#11 T W received this
month at the intr, !yo!!'lmﬁhago,mimih'tny!
Help make the 5 (27l

(Deleted: jst }

Sir dung céc nht trén thanh céng cu Reviewing dé xic nhén hay hay
b6 qua trinh Track changes va 8¢ x6a céc Comments (cdu binh ludn).

| .Kich vio Previous dé xem lai cac thao tac di&n ra trudc do.

2.Kich vio Next 8¢ xem céc thao tac dién ra sau d6 cho dén thao tac
sau cing.

3.Kich vao Accept Change dé xic nhén qua trinh soat 15i.

4 Kich vao Reject Change/Delete Comment dé hity bo qua trinh soét
13i va x6a phan binh lugn.

Dinh dang Track changes trong s& khac nhau & nhimg ché 44 nhin
khac nhau (Print Layowt, Normal, Web layout, Reading layout, Outline).
Khi da sir dung quen ché d¢ Track changes thi ban s& tim ra dugc dang
nao thi thich hop nhét vai ban.
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O ché 86 quan sat Print Layout, cac dong vin ban ducrc xod, cic 1o
chu giai va ca dinh dang van ban nira dugc hién thj trong céc 6 ghi chi
phia bén I& cia van ban. Cing xuit hign twong ty nhu ché d§ Print
Layout la ché 46 quan sat Web Layour va dang Reading Layout.

Tuy nhién, & dang Normal va Outline thi khong ¢6 bat ki 6 ghi chi
ndo ca. Dong van ban duge xoa dugc thé hién trong van ban véi mot
dudng ke trén no, va loi chi giai duge thé hién & phia duéi ciing cda vin
ban trong phan Reviewing.

Wide World Importers
l_nummse Memo

| To: All Subsidiary Managers
From: Eva Corets
| Ce: Lawme Gaffney, General 5ales Manager
Re: Yearly Sales
Date: January 15, 2009
L 2
|Wefjh1] just recerved the final income report and we are pl
month at the mternational sales meeting. We want to encou
Help make the meeting & success by bringing the following

Ngodi ra, & tat ca cac dinh dang ., dong van ban duge chén vao
dugc the hién vai nhimg dudng gach chin va bdi mau riéng, va nhirng
dudng ké dimg xuat hién phia bén 12 tréi dé chi rd noi sy sira doi vira
dugc thyc hién.

Céc ché 46 hién thj ciia & ghi chi (Balloons)

Ban ¢6 thé thay d5i cac ché dé hién thj cia Balloons bing cach chon
menu Show ndm trén thanh cong cy Reviewing va thay dbi cac ché d¢.
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(rfm
A Reviewng Pene ¥ Hever
| ¢ Qpters... igdyfurﬁamrmf

‘Toonth af fhe e mport a month ago, 10 | woukdat
Help maks the ;v - st
{Deteted: just |

Walrecerved the | cwmm(’-l}“mhdn:;l

+ Always: Ludn ludn xuat hién 6 ghi cha trong qua trinh thao tac van
ban

+ Never: Khong mudn xuét hién 6 ghi ch trong subt qué trinh thao
tac van ban

+ Only for Comments/Formaiting: Xuit hién 6 ghi chd d6i v&i nhimg
1&i chii giai va thao tic thay doi trong van ban, con nhiing dong van ban
by xda di s€ hién thi v&i duomg ké gach ngang qua.

Irack Changes

| Track Changes |

| Markup

| Insertions: .\?l Colo: .

i Deletions: Str;‘eti_;uué:_; | Color: i
Formattng:  (none) v | Color: il
Changed ines: &t_n;b;c_leﬁ' Color: Vi_

Comments color; [ 6y asthor v
Balloons e
Use Balloons (Print and Web Layout): ~ Always
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KET LUAN

Nhimg phan bj x6a, phan chu gidi hay nhimg thay ddigjnh dang sé
xulit hién trong cic & ghi chis (balloons) & cac ché 46 qan sit: Print
Layout, Web Layout v Reading Layout. Ngodi ra, ban conhiéu sy lya
chon vé viéc thé hién sy chén, xod bo va thay dbi dinh dag trong phén
"Tracks changes and Comment" v&i nhimg kiéu chir, font ai¥, dinh dang
chir khéc nhau, khong bét budc phai theo ché 46 mac dinh da Microsoft.
Truy cip vao menu Show, chon Options dé cé nhimg sy la chon riéng
cia ban. Chiic thanh cdng.

BARCODE WORKS V3.2 - ADD-INS CHEN MA VACH
TRONG MS WORD

Barcode Works Ji add-ins mién phi cho Microsoft Vord dang dé
tao mi vach. Yéu ciu Word 97 tré Ién va khong cin i thém font
djc bi¢t ndo d¢ hién thi ma vach. Ngodi ra, ban c6 thé dimg add-ins
ndy dé tao ma vach réi sao chép vao cic churong trinb khic.

Ban c6 thé tai mién phi Barcode Works tal a3y hay www.chip.com.vn

Néu add-ins khong ty khoi dong cing Word thi bar chon menu
Tools > Templates and Add-Ins > trong hop thoai Tempiatesand Add-ins
ban nhan nit Add dé chon tap tin BarcodeWorks.dot rdi nharOK.
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Templates and Add ins e

Dposnent beeplats r sy
T satpesatically ypdate dectrment styles ¥
Gobl tmrpates s sdd s :

Fulpath: C4.. WW

orowiewr... | C o ] s |

Sau d6, ban sé thiy Add-ins nay xuit hign dudi dang 2 nit trén thanh
cong cy chuan.

IIEI'.‘H#H ‘D.lﬂ*lm '@J"I
(d] ez

M3 vach EAN va ITF

A
Ml
ns! l $678

Khi nhén nit Doe Bar Dialoog s& hién ra hop thoai Barcode Works
vai 4 thé chic nang:
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1. EAN: Tao m# vach EAN.

Barcode Works 3.2

-| oooo0000 i

2. ITF: Tao ma vach ITF.

Barcode Works

3. Setting: Thé ndy gdm c6 cdc myc:
- Use this font. Chon font cho ma vach.

- Reduce font size: Céc s6 in ra chi bing 70% kich thwéc binh
thuong.
- Reduce bar width: Chen d¢ rng mé vach theo y thich.
4. About: Théng tin vé tc gia va chuong trinh,
- 320,-
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Dé taoc ma vach, ban nhan vao thé EAN hoic ITF tay thick. Sau d6
nhap vao day sb cia ma vach, néu mudn ma vach xudt hién co thém sd thi
ban danh dau chon vao myc "Include digits" va diéu chinh kich ¢& cho
phi hgp trong & Size Height x Width. Cudi cung nhédn nit Insert dé chén
ma vach vao tai liéu.

MS WORD: PINH DANG POAN VAN BAN
1. Vao Format \ Paragraph...
[ Format | Tooks  Tghls  Window
A Fort...
T Paragraph...
1=, Bullets and Numbering...

il. forders and Shading...

o

i Iabs...

i ¥
=> Xuat hién hdp thoai Paragraph:
2. Chon thé Indents and Spacing

|
rdent abon i
Leit. Gom E sz [ A
Right: Dom - Frabe v L2on  $
Spaong
fefors o 3 g8 specry :
Al o e LY v 12 s
Provew

|
(e ] [cmw |

-321 -

http://tieulun.hopto.org



d

. General

Alignment: Can 1é.

- Left: Can 1€ trai

- Justified: Dan déu chir sang 2 bén 18
- Centered: Can 1€ giita

- Right: Can 1€ phai.

Qutline level:

4. Indentation: Lui vao / ra doan vin ban so véi 1é

Left: Lé trai

Right: Lé phai:

S4 (-} i ra ngoai 1&

S6 (+) i vao trong 1&

Special:

- First line: Dé_li": cho dong d4u cia doan vin ban, mic djnh dé
By=127cm %!

- Hangin%z Déng khéng phai la dong dau tién cia doan vin ban,
thuong dé mac djnh By =0

5. Spacing: Khoang cach trong gilta cac doan van ban.

Before: Khoang cach tir diém trén cung ciia doan voi doan trén.
After: Khoang céch tir diém dudi cing cia doan dén doan dudi.
Line spacing: P$ gidn dong trong doan.

- Single: Gidn dong don (Ctrl + 1)

- 1,5 lines: Gidn dong 1,5 (Ctrl + 5)

- Double: Gian dang d6i (Ctrl + 2)

- At least: D gian nho nhat,

- Exactly: D$ gidn é theo sb chinh xé4c bing At .~ .
- Multiple: B$ gian 16n nhét
Véi 86 gian dong 14 At least, Exactly va Multiple c6 phan

e vy T ;
At ¥ .!dé dien so tuy thich.
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6. Kich vao nat Tabs... néu mudn thay ddi do dai cia tab (mac dinh
dd dai cuatab = 1,27¢m)

* Truong hop ban co thé sir dung thanh cong cu Formatting dé
cin {é nhanh doan vin bdn:

o Cinltsi: = (Ctrl+ L)

L
s Can lé gilra: ' = (Cul+E)

« Cinléphii = (Ctrl+R)

« Dan déu chir sang 2 bén é: (Ctrl + )
_MS WORD: PINH DANG PHONG CHU, THAY POl PQ
GIAN CHU, TRANG TRi CHU CHO SINH PONG.

binh dang phong chir.
I. Lua chon (bdi den) doan font chir cin dinh dang.
2. Vao Format \ Font (Ctrl + D)

Format f Tools “Table  Window
A Font...
ﬁi Paragraph...

EE?! Bullets and Numbering. ..

I

Borders and Shading...

4 Tabs...

{
ﬁ! Styles and Formatting...

b

%
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=> Xuat hién hop thoai Font:

| Foot {Choscterspacng | TestBffecs |
Font: . __ Fon style: Size: i
- |,rRegi.lar T |
| eadiional Arabic al l ‘s A
Trebuchet M5 Ttalic ) S
Tunga Bold |- |
Ukra Serif SF | 'Bold italc Y i
i v 12 b
i i .
Fonk golor: __ Underiine style: I
. | I v (ronc) | !
Effects ‘
(O strikethrough [ shadow ] smal caps
(] Double strikethrough [ outline [ al caps
I [ superscript ] emboss [ tedden
[ subscript O Engrave
Preview
Verdana i
This is 2 TrueType font. This fort will be used on both printer and screen.
[ efak... | | ox | [ cancel

3. Chon thé Font

¢ Font: Chon loai phong chir

o Font style: Chon kiéu chir binh thuomg, dim, nghiéng, dim
nghiéng

o Size: Chon kich thudc chit.

» Font color: Mau chir
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Underline style: Loai duéng gach chan chir.

Underline color: Mau dudmg gach chan chir.

Effects: Mot sé kiéu lra chon bd sung:

o I Strikethrough: Gach giira chir.

) [ Double strikethrough: Nét gach ddi gitra chir.
) (2 Superscript: Chi sb trén. (Ctrl + Shift + =)

o [ Subscript: Chi sb dudi. (Ctrl + =)

° @ Shadow: Kiéu hinh bong

o  Qutline: Nét chit bao ngoai.

o @ Emboss: Chir ndi m& (mau tring) trude

) 4 Engrave: Chir ndi mo (mau tring) sau.

o 1 All caps: Chix in hoa Iém

o @ Hidden: An chir.

- Sau khi d4 chon kiéu dinh dang font chir xong, néu mudn dé dinh
dang mic dinh cho cac file sau thi kich vao nit Default. Mt hjp thoai
xudt hién:

9 Do you want to change the defauk font to (Default) vordana, 10 pt, Fort color: Dark Teal?
X This change vl affect ofl now documents based on the NORMAL templots.

G [ ]

Ban cé mubn d6i lai dinh dang font chix mic dink cho cdc file mdi
sau ndy khong?

e Chon Yes: Dongy
» Chon No: Khong déng y
4. Chon nat OK dé hoan thanh viée dinh dang lai font chir.

* Trueong hop ban co thé sir dung thanh cong cu Formatting aé
dinh dang nhanh font chi cia minh:
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- Dinh dang theo nhimg style c6 sén:
: Yerdana

Clear Formatting

Heading1
Heading 2 )
Heading 3 ﬂ‘

Normal |

1) Stylel =

More...

- Dinh dang font chir:

B YMILH

% .VnArabia

% VRARABIAR

T .VnArial .

& .VnArial Narrow

B VNARIAL NARROWH
T VNARIALH

B (OncAristote
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- Binh dang co chir:
J Normal v Verdana .
(<] ‘

- Chirdam: B

- Chit nghiéng: 4

- Chir gach chan: a

Thay déi 4§ gidn chir.

1. Lua chon (bdi den) doan font chir can dinh dang.

2. Vao Format \ Font (Ctrl + D), xuit hi¢n hop thoai Font

3. Chon thé Character spacing, hop thoai Font ¢6 hinh anh sau:

Foge " Chamsame Soacng Tag Difaces :
Scin: 100% » ;
ey £ xpardiedt v B bam H
Postes Lomarad v B a2 <
[garangtor fonts: S Pts and above
Provrees
vardana —
Tha i & Te T yon Fars. Tus ford il be vaed on et prrear ared s .
L, 3 C o J o ]
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e Scale: DPinh dang 46 gian chir theo %.

» Spacing: Khoang cach giira cac chir

- By: Tang: Gian thua chir

- Giam: Gian chit mau

e Position: Vj tri 0 dong

- By: Tang: Vj tri chir 1én cao dén so vai dong

- Giam: Vi tri xubng dan so v&i dong

o Nt Default: Néu mudn mac dinh d6 gién chir nay chocac file saw.
4. Chon nit OK hoan thanh vién thay d6i do gidn chir.
Trang tri chir cho sinh d§ng.

1. Lwa chon (bdi den) doan font chir can dinh dang.

2. Vo Format \ Font (Ctrl + D), xuat hién hop thoai Fost.
3. Chon thé Text Effects, h{p thoai Font c6 hinh énh sac

Fant :'J ﬁ

5 Fu_-p 'Mattdiomrq ley.EH‘ec:-s.

! E.:: QuanTriMang.com ::. ‘l

) =
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e Lyra chon cac hoat hinh chir & 6 Animations.
e Not Default: Néu mubén mac dinh d6 gian chir nay cho cc file sau.
4. OK

Sau khi kich nit OK, doan font chir 43 chon s& ¢6 ket qua nhap nhay
theo loai da chon aod Anlmalwns Vidu:

W1 QUanTriMang.com .

Luu ¢ VGi viée trang tri Chﬁ' cho sinh dong nay chi nhin trén man
hinh may tinh, khi in s& khéng xuét hién nhitng hinh anh nhéap nhay.

MS WORD: TAO TIEU PE TRANG (HEADER) VA CHAN
TRANG (FOOTER)

1. Vao View \ Header and Footer

Zh sach_word. dor: - Micrasaft Yord

Fle €dt | View | Insert Format Took

D@ @b tm '
@ weblavou

Print Layout I

Qutiine

Task Pane

Tookars »

Ruler

Document Map

Lioader and Footer

B LR B -

Markup
Full Soeen

R RS O

Zoom...

4

=> Xuit hi¢n thanh cong cy Header and Footer
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1_’-‘--_—-_ E
& £ G Qose

IBEHS O VG

- PAGE - I
‘ Author, Page #, Date
‘ Confidential, Page #, Date
i Created by

Created on

Flename
Fiename and path
Last printed

Last saved by
Page X of ¥

2. Nhip ndi dung tiéu dé trang & chén trang. Chi tiét diic nang vé
thanh cong cy Header va Footer nhu sau:

Insert Auto text: Chén ndi dung tu djng
- - PAGE - : - Chén sb trang -

- Author, Page #, Date: Chén tén may tinh, sé trang, ngd thang nim
(lay theo ngay hien thj trén may tinh).

- Confidential, Page#, Date: Chén Confidential, $6 trang ngay thing
nam.

- Created by: Hién thj “Created by: tén may tinh”

- Created on: Hién thi “Created on: ngdy, thing, nam gio” (ngay
thiét 1ap may tinh)

- Filename: Tén file
- Filename and path: Puémg dan cua file va tén file

- Last Printed: Hién thi “Last printed ngay, thang, nam gid”. (ngay
thiét lap méy in)

- Last saved by: Hién thj “Last saved by tén dit khi cai wndows”,
- Page x of y: Trang thir x trén tong sb y trang cua file.
{#] - Chen sb trang
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()- Chén téng sb trang cua file

@ - Ty ddnh sd trang bit diu tiy thich.

®.- Chen ngdy, thang, ndm (tinh theo ngay hién tai trén may tinh)
@ - Chén gitr hién tai trén may tinh

& - Dinh dang lai kich thudc header & footer va Ié trang

&- An/ hién ndi dung file khi tao ndi dung header & footer

- Same as previous: Hién thi ndi dung header & footer gi6ng file

trroc

& - Di chuyén giira Header véi Footer

. Quay Ién trang trudc trang hién tai

T - Hién thi trang sau trang hién tai

8 . Thiét t3p mét s6 tinh nang khac cho thanh cong cy Header and
Footer.

Truémg hgp mudn co dudmg gach ngang cung voi ndi dung Header
& Footer, ban hdy ding thanh vé cia MS Word la Drawing nhu binh
thuémg, v& mot dudng ngang & vi tri phi hop (vi du):

L Hedder o ememmeam—aa

2[R @ &G o

Close: Thoat khoi man hinh tao header & footer. Sau khi tao xong
ndi dung header & footer ban c6 thé kich dip chudt ra man hinh ni dung
trang dé thoat.

* Trudomg hep ban mudn nbip ndi dung Header & Footer cha
trang chanp, trang lé khac nhau:

1. Vao File \ Page Setup
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@l sach_waord. doc - Microsoft Word

Edit VYiew [nsert

Farmat Tools Table

New...
open...,
Close
Save

Save As...

Save as Web Page...

Search...

Web Page Preview

Ctrl+N
Ctrl+O

e

Ctrl+S =

Page Setup. ..

g

Print Preview
Print...

Send To

Exit

Ctrl+P

r

g

=> Xuat hién hop thoai Page Setup \ chon thé Layout:
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Page Setup

Margins | Paper

Section
Section start:

=

Headers and footets

[ Different first Qa"den

Layout I

v Diferent odd and even,

From edge: Header: |1.27 cm 5‘
Footer: [127em =

Page ‘ R

Vertical abgnment : Top -
Preview

Apply to:

,Whnle document _:__l —

Line Numbsars.., I Borders... I

.‘JI
X

INew page

Qd&tT_J

Lo 1

Cancel J

2. Tai muc Headers and Footers:

® Different odd and even: Lya chon viéc nhap ndi dung Header &
Footer cia trang chan, trang lé khac nhau.

@ Different first page: Lya chon viéc nhdp ndi dung Header &
Footer trang dau tién cua file khéc vai moi trang.

3. Sau d6 ban nhdp lai ndi dung Header & Footer cita trang chin,

trang 1é riéng.
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MS WORD: TiM KIEM - THAY THE - DI CHUYEN NHANH

MS World:Ban ¢6 mét van ban nhu*ng lai bj sai cing mot 18i chinh ta
& tit nhiéu vi tri khac nhau, ban mudn sira lai ma khéng mat qué nhicu
thoi gian tim kiém cling nhu khdng bi bo s6t? Quan Tri Mang s& gitp ban
lam viéc d6 mot cach dé dang dong thai ban co thé di chuyén nhanh dén
mdt vi tri ndo do trén filte vin ban ma khéng can dung den thanh cudn hay
chuét de tim kiém.

Muén tim kiém chik, tir ngi¥ trong file

Vao Edit\ Find... (Ctrl + F)

©  Xuat hién hgp thoai Find and Replace

tind and Replace

Frd | Repixe | GoTo |

Find what fin kiém =z

| (e ] _coat_||

2. Nhap tir cin tim kiém vao 6 box (vi du tir “tim kiém™)

3. Chon nat Find Next (hodc an phim enter): Néu trong ndi dung
file vin ban c6 tir “tim kiém” cir mdi ldn enter s& hién thj che ban két qua
diing tir “tim kiém” dugc boi den, sau khi tim kiém hét trong cé file sé
xuat hién théng bao “Da hoan thanh viéc tim kiém trong file vord”

Microsoft Ward

-
1 ) Word has finished searching the document.

4. Neu tir tim kiém khéng c6 trong ni dung file s& xui hign théng
bao “Dd hoan thanh yi¢c tim kiém trong file word. Khong m thdy mgt
d6i ugmg nao”
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Microsoft Word

1 J word has finished searching the document. The search tem was not found.

Mubn thay thé tir ngir trong ndi dung file vin bian
1. Vao Edit\ Replace... (Ctrl + H)
2. < Xuat hién hop thoai Find and Replace

Find and Replace

frd  Regiace | GoTo |

Fing what: kot =]

Replace with fir s& thay the Tl

Moe = | geplace | Replacead | [ Endnest | coel |

Nhip tir ngix can tim dé thay thé & 6 Find what

Nhip tir ngi¥ s& thay thé & 6 Replace with

Chon Replece dé tim va thay thé timg tis

Chon Replace All dé thay thé trong toan bd ndi dung vin ban

o e, R D

Chon Find Next chi dé tim tir

7. Sau khi tim kiém va thay thé hét trong ca file s& xuat hi¢n thang
bao “Da hoan thanh viéc tim kiém trong file word”

5. Néu tir tim kiém dé thay thé khong cé trong ndi dung file s& xuat
hién thong bao “Da hoan thanh viéc tim kiém trong f' ile word. Khéng tim
rhay mot doi fupmg nao”
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6. Cha p: Trong qué trinh thay thé tir ngit néu ban thay :pé toan bo
ndi dung vin ban bang niit Replace AN thi ban can chac chan ring tir ngir
dd trong toan bd van ban sé dugce thay bang tir ngir mai.

DI CHUYEN NHANH DPEN CAC VI TRi CAN THIET

I. Vao Edit\ Go to... (Ctrl + G)

2. = Xuat hién hgp thoai Find and Replace

Find and Replace :7 |.ri(__|
frg | Reglece  GoTo |
GQ ko what: Enter page rumber:
- [14]
Section
Line Enter + and - to move relative to the turrent
Bookmark location. Example: +4 will move Farwatrd Four
Comment Refns.
drot =~
En
e ‘ ] I Go Jo I Close I

2. Chon dbi tugmg dé di chuyén:

Page: So trang

Line: S0 dong

Commeat: S5 ghi chi

Table: S0 bang

Heading: S4 dinh dang cac tiéu dé 1a heading

3. Nhip con sé cin di chuyén téi (& vi du trén anh 14 dii chuyén
nhanh dén trang so 14)

4. Chon nit Go to (ho@ic gd phim Enter)

5. Két qua thu dugc s& md ra cho ban diing vj tri vira chon ong.

6. An phim Ecs hoc nit Close dé trd lai man hinh word law vige.
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DINH DANG FILE VAN BAN

Nhiéu khi ban loay hoay khong biét Idm thé nao dé quay duge 1
trang ngang trong ca dong trang vin ban. Hodc cir mdi lan tao mit
file méi ban lai phai dinh dang lai 1é vin ban cho trang mic du kich
thude 12 an trudce va sau khong thay ddi,... Quan Tri Mang sé hudmg
dan ban cach dinh dang H trang, quay trang ngang, trang doc

< Can lé vin ban
I. Vao File\chgn Page Setup... (Alt+F\ U)
=  Xuat hién hop thoai Page Setup

Page Setup

Margins lpaper Size I Paper Source I Layout l
Top: m (Frevin

Bottom:  [1.5cm 5‘ _—

Left: 'Z.S cm 3‘ —_—

Right: 1.5em 5‘ —_—
Gutter: 0cm a ! =

From edge et I ——————
Header:  [1.27em =]
Foter;  [1Z7em 3 foplyto:  [Whole documere v
™ Miror margins Gutteriposhion =
[T 2 pages per sheet @ Left C e

Defauk... I ! oK I Cancel J

2. Chon thé Margins (Alt + M)

3. Dién khoang cach 1 trang, néu ban chua ddi lai don vj tinh thi
don vi tinh méac dijnh 1a inch.

e Top: Lé trén
» Bottom: Lé dugi
o Left: Lé trai

-337 -
http://tieulun.hopto.org



 Right: Lé phai

¢ Header: Tiéu dé trang

¢ Footer: Chan trang

Thong thuong Header va Footer sé khdng thay d5i, mic dinh dé kich
thudc Ja 1,27cm d6i véi dinh dang la trang A4

4. @ Mirror margins: Néu ban mudn in 2 mit c6 1& d6i ximg nhau
trén 1 t& gidy

@ 2 pages per sheet: Néu ban muén in | trang thanh 2 to gidy.

5. Apply to: Ap dung cho:

e  Whole document: Toan b{ file van ban

o This point forward: Ap dung cho trang sau ké tir vi tri con tro
dinh vj ;

6. Sau khi dat lai cdc thong sé cua ¢, néu ban muédn thiét lap dinh
dang 1é ndy cho cac file viin ban sau ndy thi kich vao nut Default... va tra
1on OK.

7. OK

< Quay trang doc, trang ngang
1. Vao FileX\chgn Page Setup... (Alt+F \ U}

©  Xuat hi¢n hop thoai Page Setup

Poape Setup _"“ x
Margrs 'Qw&.!ﬁmma | Layout 1
e Proview
Custom stze = e
Yok | ==
Haight: E27.9'|Ul| E mm———
Orisrt.ation el —
@ portrat —_—
@ r Landogepe S
Apphto:  |whols document |
s | [ ] _ow |
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2. Chon thé Paper Size (Alt + S)

3. Véi phan Paper Size, Width va Height ban nén dé mic dinh, 2
kich thudc Width — Height ban cé thé thay ddi dugc, nhung néu thay déi
qué nhiéu khi in s& phai chon diing loai va kich thude gidy, néu khong
ding van ban in ra s& bj mat chir.

4. Orientation: Binh huéng kiéu trang

e O Portrait;: Quay doc

e (O Landscape: Quay ngang

5. Apply to: Ap dung cho:

e  Whole document: Toan bd file van ban

e This point forward: Ap dung cho trang sau ké tir vj tri con tré dinh vj

6. Sau khi dat lai cac thong sd cua I€, néu ban muén thiét lap dinh

dang Ié nay cho céc file van ban sau nay thi kich vao nit Default... va tra
loi OK.

7. OK

Meo: Trong file van ban cé nhiéu trang, ban chi mu6n quay ngang
trang | hodc | sb trang & giira file van ban:

» Dt ddu dinh vj con trd & diém cudi cing & trang trudc mudn
quay ngang,

¢ Thuc hién thao tac quay ngang trang giay lin lugt timg budc trén.
Chit y: Phin Apply to ban cén chon 1a This Point forward. Két qua: Toan
bd nhitng trang sau vi tri con trd dinh vi s& dugc quay ngang.

o Tiép theo dé quay doc lai cac trang sau, ban ciing cin dat con trd
& vi tri cubi cing cua trang ngang (trudc trang mudn quay doc). Thye
hién thao tac quay doc trang gidy va Phan Apply to ciing chon la This
Point forward. N

s Sir dung phim Ctel + F2 (File \ Print Preview) dé xem hinh anh
file van ban trudc khi in.
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% Thiét lgp tiéu dé trang, chin trang (header, footer) ciia
trang chin riéng, trang lé riéng.
1. Vao File\chgn Page Setup... (Alt+F \ U)
=  Xuat hién hp thoai Page Setup

Page Setup [') (%

Margns | Paper Size | Paper Source  Layout |
Section stagt: Preview
INew page E]

- Headers and footers - —
% Biferent 50d and even = ‘

I Dfferent first page =

(1 I{'

Vertical aignment .
froe |

o Te—— ‘

Line fumbers... | Applyto:  [whole document ~]
Borders... ]

Qefak... | [T ] coa |

2. Chon thé Layout (Alt + L)

3. Chon @ Different odd and even. (Cach dat tiéu dé trang va chan
trang chung toi s& hudng dan tiép trong cac phan sau)

4, OK

“ Muén khong cé header, Footer & trang dau tiéncua file
van ban

1. Vao File\chon Page Setup... (Alt+F \ U)
=  Xu#t hién hop thoai Page Setup
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Page Selup

Margins I Paper Size | Paper Source  Lavout

Section start: Preview

[vew page |

Headers and footers
™ Different add and even

(0

vertical alignment:
[Top =
-
Line Numbers... J Apply to:
Borders. .. '

IWhote document

2

Defaut... | [ ]

Cancel

I

2. Chon thé Layout (Alt + L)
3. Chon [ Different first page.
4. OK

IN AN FILE VAN BAN

Huomg dan cai dat may in ndi tre tiép véi may tinb hién tai,

cach in 4n trong MS word va hiy bé lénh in.

% Cai dit may in ndi truc tiép véi may tiob hién tai

1. Kich chudt trai vao nit Start
2. Chon Settings \ Printers and Faxes
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[g Outlook Express

New Office Document

Open Office Document -|L
- Microsoft Update "
[

Programs >

Documents b

[ control Panel

Sethings

@ Network Connections ~ »

Search ¥
0» Help and Support 1 Taskbar and Start Menu i

Professional

Windows XP

=  Xuit hién cira s6 Printers and Faxes
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® Printess and Faxces
He Edt Vew Favoites Jook Help '

o IS PR

* Agdrars S Printers and Faxes
\\.blo Canon LBP-1260

e oo

St the Add Priver Waard, which helps you nstal a prrer

Pranter lasks

See Also

_ﬂ Troubleshoot penting
&) Get help with prnang

Other Places

3 control Paned
'Y Scannors and Cameras

3. Chon Add a printer
=  Xuét hién hdp thoai Add Printer Wizard

Add Printer Wizard

Welcome to the Add Printer
Wizard

This wzard helps you nsiak & prnder of make prinkes
connechons.

: If you have a Pug and Play prnder that connects

, through a USB port [or any othes ot phuggable
port. such as [EEE 1394, mared. and 50 on]. you
do nol need 1o use thes wezard Chck Cancel to
closs the wazard. and then plug the prrier’s Cable
o yous computer of port the printer toveard your
comouter's ni*ared port, and hum the prnts on
Wirsdows vall sutomalc sl nstad the pmier far you

To contnue. chck Next

iNu>]iCmoel]
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4. Chon nit Next

= Xuét hién man hinh: .

Add Privtis Wizand y

Local or Network Printer .

The wizaid needs to know which type of printet to set up
Select the option that descnbes the printer you want to use:
©#ocal pintey attached o this computed

[¥] Automatically detect and install my Plug and Play pinter
O A ngtwork printer, ot a printer attached to ancther computer

s To set up a network. prnter that is not attached to a pant server,
\l) use the "Local pinte” oplion.

[ <Bax ][ Newt> | [ Carcs

Lara chon kiéu két néi véi may in

v ® Local printer attached to this computer: My in duge ndi tryc
tiép v&i may tinh.

v @ A network printer, or a printer attached to another computer:
May in dugc ndi qua mang ndi b hojc két ndi voi mdt may tinh khac da
dugce cii may in.

5. Chon niit Next

=  Xuét hién man hinh:
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Add Printer Wizard

Hew Piinier Detection
Thet wized sutomabcally detects and nslals new Plug and Play panders

" panior manually. chck

The wazard was m&htodeleﬂwﬁ.u ard Play printers To nstall the

l < Back " Newt >

1 [ caxcel

6. Chon nut Next
©  Xuét hién man hinh:

Add Printes Wizard

Select » Pimter Port
Computess communicale with panters tuough ports

neve Do,

The connector o thes port should lock something ke thix:

Select the port you want pour prnter to use. |1 the port 1 not ksted. pou can create &

© Lro the fobovang por: (RN

Nola Most computers ute the LPT1 por 1o communacate vath & local prntar

R
ted ==
) Create & new port
[ <pac [ Bee> | [ Concel
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Chon cong cdm két ndi v&i may in, mac dinh 1a cong LPTI
7. Chon nut Next
= Xuit hién man hinh:

Ldd Printer Wicard

Install Printes Software i
The marudachrer and model datermine whch printer 1oftware 1o use f\/

i Selaci the manulacturer and model of your pente. | pous printer came wath an natalation
drak chek Have Disk || pour prniter it rot inted, conault pour prndes documentshon for
compabble pnrtet sottware

Manulachuer -

Printers i
AST - LEP-430
Al : :-.vt: LBP-430W
8 5 Faron LBP-860
g B 2
& Thes dever e dighally sgnad Windows Update ‘ Have Dislt. ;

{_<Bock |l _Nex> Cancel

¥ Chon tén héing san xut may in & bén ¢t Manufacturer.
v Sau d6 chon Tén loai may tin bén cft Printers.

v Trudng hop cb dia clia ding loai méy in thi ban cho dia vao §
CD va chon nit Have Disk... => )‘(u t hién hop thoai Install From Disk.
chon dudmg dén téi b chira phin mém cai dat méy in:

Tosrall |acan Dk X

Insent the maredachaes’s nsislabon diak. end then

maka suro that the comoct dive @ selectsd bolow. EE
==

Copy manufachaer’s fies from:

Fy v '_lloww,, I

¥" Chon nut OK
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8. Chon nut Next
= Xuét hién man hinh:

Add Printer Wizard

Name Yows Printer
You must assign a name to this panter.

Type & name for this printer. Because some programs do nat support panter and server
name combnabons of mote than 31 characters, it is best to keep the name as short as
possble

Pinter name

Do pou wart to use this prrter as the defaul piinter?

©Yes
ONe

[ cBack J[_pew> ] [ cancel |

Ban c6 mudn lya chon may in nay 12 mac dinh khi in?
v @ Yes: Dong y

v @ No: Khéng

9. Chon nit Next

< Xuit hién man hinh:
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Add Printer Wizard

Print Test Page
To confin that the prrter is nstalied properly, you can pmnt a test page.

Do you want to print atest page?
QOes
@Ng

(e o) oo |

Ban ¢é mudn in luén thir mét trang?

v ® Yes: Dongy

¥ @ No: Khong

10. Chon nut Next

<  Xuit hién man hinh hién thi thong sb da thiét 1ap khi cai may in:
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hdd Printer Wizard

Completing the Add Printer
Wizard

You have successfuly completed the Add Printer Wizard
You specified the following printer settings:

Name Canan LBP-860
Share name:  <Not Shaied>
Port: LPTI:

Mode!: Canon LBP-860
Default Yes

Testpage: No

To close this wizard, click Fiesh.

| <Back J§ Frwsh | | Cancel

11. Chon nat Finish dé hoan thanh viéc cai dat may in

12. C6 trudmg hop ban khong thé thuc hién énh Xem truée khi in
Pre Preview) vi ly do chua cai may in. Lic dé ban cing chi can thyc
ién 1an lugt thao tac trén dé cai may in, ban ciing khong can phai lo ling
hdng cé dia cai hay can phai cai dung loai may in méi duge vi ban chi
an xem hinh anh file van ban trudc khi in chir khong phai cai ¢é in.

% In 4n trong MS word

1. Vao File\chgn Print... (Ctrl + P}

=  Xuat hién hp thoai Print
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Print

Printer - : : i

i - I
Name: Canon LBP-1260 |

| (S _| properties | |

| Status: Idle :

| Type: Canon LBP-1260 ‘

: where: LPTL: ™ Print tofie

| Comment: - S

Pagerange -~ -—omee e e Copies e

] Number of copess: ]n ...gl '
 Current page | g

| pages: | ra W Caais
Enter page numbers andfor page ranges EF
separated by commas. For example, 1,3,5-12

Print what:  [Document | Pagespershest:  Jipage >

Pont: [AI pages In range _ﬂ Scale to paper sige: ]No Scaling vl

gptors...| [ ] coco |

2. Printer: May in. Néu may tinh ciia ban cai dat nhleu loai may ir
cing sir dung thi luu y lra chon lozu may in phu hop. Néu mdy tinh chi
cai mot loai mdy in thi ban khéng cin quan tAm dén phin nay.

v" Name: Tén loai may in

Status: Trang thai

Type: Loai may in

Where: Cong két ndi véi may tinh

Page range: Vung in

© All: In tat ca céc trang trong file

© Current page: In tai trang con trd dinh vi

L e T

Q© Pages: In nhitng trang dugc chi dinh r5:
Vi dy: nhip s6 vao hdp box

® 2->intrangsb?2
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e 235->intrangs62,3,5

e 2-6-> intirtrang sb 2 dén trang s6 6 (2, 3, 4, 5, 6)

v' O Selection: Chi in tai nhimg ving di dugc lya chon (ving ban
i boi den)

4. Number of copies: In ra bao nhiéu ban

5. Muc Print: Mac dinh & ché do All pages in range
| vl

IAII pages in range

v"  All pages in range: In toin b trang

v"Odd pages: Chi in nhimg trang lé

v" Even pages: Chi in nhimng trang chin

6. [ Collate: In lan luot tir trang | den hét, quay lai in tiép tir trang

dén hét.

7. O Collate: In héttrang 1, trang 2,... dén hét trang cudi ciing

8. Properties: Chon chi tiét loai gidy in.

Luu y: Néu file cia ban da dat sb trang (vi du so trang bit dau danh
ir sé 10 wro di), nhung ban d3t |¢nh in trang s6 8 thi may in s& khong thyc
1ién dugc Iénh in nay.

8. OK

< Huy bo Iénb in

Truong hgp ban da thyc hién 1énh in nhung lai muén hiy bo luén
€nh in nay, ban khdng nén thyuc hién lubn thao tic xéa bo 1énh in vi khi
ndy in dang in néu bo ludn 1énh in rat dé xdy ra truong hop bi ket gidy.
Mrude hét can bo gidy ra khoi may in sau d6 thyc hign lan luet cic bude
au:
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1. Kich chu@t phai vao biéu tugng mdy in trén thanh Taskbar, chon
Open All Active Printers and Faxes

i Open Al Active Printers and FdXFS

Open The Printers and Faxes Folder
Refresh |

i Canun LBP- 1260 i

Hoac:
- Kich chudt Start \ Settings \ Printers and Faxes

= Xuét hién cira sd Printers and Faxes

'® Piinters and Faxes
Edt

File

View Favortes Tools Help

b J 3 / “Search  Foders [T31]~

Acdress “‘,‘ Prmters end Faxes 5: GD

Sl
pen

[5) Add o printer Pmtng Preienences
15] See what's priting
% S i Pause Prirking
¥ ct prnting
"7 preferences Cancel AT ?_OF_"'_W“_'_B‘ X
g3 Pause printing Sharing...
e Share this printer Use Printer af‘he
[ij Rer.ame this printer Create 8 m.t
¥ Delete this printe) Delete

§ : - o Rename

Properties

Kich chudt phai vao biéu tugng may in, chon Open (Hojg kich dup
chudt trai vao biéu tuong may in)

< Xuit hién cira & mai
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Document Name Status
[ ) Microsoft Word - Sword_inan.doc  Printing

<

Brinter Document Yiew Help

Admin

Size
374 KB,

Pages
8

Owmer

1 document(s) n queue

Owner Pages  Sze
Admin 8 374 KB
Admn 8 2.2am]

2. Chon file muén bo lénh in
3. Vao Document trén thanh menu
3 Canon LBP-1260
D;Cun- Pause Status
Micri STt nan.doc Deleting - P
Restart
¢ -
it =
Cancels t :
anc Properties Fts

¥ Chon Pause: Tam dimng 1énh in
v Chon Cancel: Hiy bé 1énh in

4. Nhu viy la ban d3 hoan thanh thao tac tam dimg hodc huy bo

lénh in. Ban dé y thiy trang thai cia

file di thyc hién & lénh in la

Printing, con sau khi tam dimg hodic hiy bé I¢nh in, file d6 s& & trang
thdi I3 Paused hodc Deleting

Printer Dorument Wiew Help
Document Name Seatus Owner Papas Size
a Microsoft Word - Sword_inan.doc ~ Paused Admin 8 2.28M
Ficrosoft Soed - sach Deleting - S... Adnmn s 3.55M
< : E)
2 document(s) In queue ]
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KHAM PHA THANH CONG Cy MS WORD

Nhimg thi thuit sau ddy sé giip ban tay bién méi truing
Microsoft Word nhim muc dich ting tinh hiru dung cia cac thanh
cong cy va tiing tdc cong viéc cia ban.

Cic thanh ¢ong cu cua Microsoft Word cé nhimg phim chirc nang
gitip tAng tdc qué trinh xi 1y van ban hing ngay ban vin thuc thi lén rit
nhi¢u. Tuy nhién, ban vin cé thé thy bién nhimg thanh cong cu d6 dé
khién ching cang tr& nén thiét thyc va hiru dung hon nira. Lay vi dy nhu
viéc ban thuong xuyén sir dung mot “biéu tugng” (symbol) nhét djnh thi
ban ¢6 thé tao ra mdt nit bim trén thanh cong cu dé chén biéu tugng nay
mét cach hoan toan ty déng. Ban ciing c6 thé b sung thém cac ddi tugng
menu vao menu tit hay tham tri tao ra mdt menu riéng cho MS Word.
Nao ching ta hay diém lai xem chiing ta c6 thé lam dwoc nhimg gi dé

khién cho cac thanh cdng cu cia MS Word tré nén hiru ich hon nita.

Pé tao ra mjt nat bam trén thanh cong cy gitp chén mét biéu hrgng
vao van ban mdt cach hoan toan ty dong va dé ding hom ban hiy vio
Tools | Customize. Trong cira s6 Customize ban hiy chuyén sang muc
Commands rdi tim dén lya chon All Commands trong danh sich li§t ké
Categories bén phia tay tréi. Trong cira s6 liét ké All Commands bén tréi
ban hay tim dén I¢n Symbol. Hay nhip chudt trai vao I¢nh Symbol rdi
kéo va tha no 1én thanh cong cy ndo ma ban mudn nit bim Symbol ndm
& d6. Khi hp thoai Symbol hién ra ban hdy lya chon mjt biéu tugng
mudn chén. Nhip OK.
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Customize

Categories:

Toolhars ~ Commands | Options I

To add a command to a toolbar: select a category and drag the
command out of this dialog box to a toolbar.

Commangs:

Selected command:

Description j

;l x*  Superscript _‘_I

Symbl: I

SymbolFont
TableAutoFormat —
TableAutoFormatStyle _:J

@I 2avein: INormaI

7] Keyboard... | [ Close ]

Sau khi ban tao ra phim-bim theo cach trén thi nit bim s& mang tén
1a biéu tugng d6. Dé lim cho nit bAm tr¢ nén thin thién hon ban hay
4t 14n nira m& hdp thoai Customize rdi nhip chugt phai vao nit bam
in vira tao ra do. Gid diy ban hdy xem trong menu ngir canh chuft phai
in c6 thé dbi tén hay déi ca biu tuong cho phim bim d6.

Tuong tu sir dung cach trén ban cd thé bd sung thém mdt nit bim
én thanh c¢dng cu cho phép ban chén mdt bitc anh vao trong vin ban
»an toan tu dong. Ban hay tim dén lénh InsertPicture trong danh sich
[l commands roi kéo va tha né Ién thanh cong cu nio thuin tién véi ban
vat. Sau d6 ban hay nhip chudt phai vao nit,bim ban vira tao ra dé va
a chon mét birc anh lién két v&i phim bam dé bing cach chon Assngn
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Hyperlink | Insert Picture. Hay nhd la ban phai dé hop thoai Customize
vin mé trong khi nhdp chudt phai vao nit bdm dé néu khong thi sé khéng
¢0 tac dyng dau.

Ban c6 thé tao ra nhimg birc anh cho céc nit bAm trén thanh cong cy
cua ban tir bt cir birc anh nao ¢6 kich ¢ 16 x 16-pixel. Sau d6 ban sao
chép birc anh d6 vao trong clipboard ciia hé diéu hanh va dan né thay thé
cho nit bim trén thanh céng cu biing cich nhip chudt phai vao nat bam
mudn thay d6i va chon Paste Button Image. M{t 1in nira hay nhé la phai
m& hop thoai Customize trudc khi nhip chudt phai vao nit bim thanh
cong cu nhé,

Pé chuyén nit bim chén mét birc inh sang cac img dung khac cia
bé Microsoft Office ban hiay md (ng dung MS Office mudn chuyén
sang va hop thoai Customize trong MS Word, nhip chudt phai vao nut
bam mudn chuyén va chon lénh Copy Button Image. Ban chuyén sang
ing dung mubn chuyén nat bam qua va mo hop thoai Customize bing
céch twong ty nhu trong MS Word rdi dung I¢nh Paste Button Image
nhu binh thuémg.

Danh sach All Commands chira mdt loat cac lénh trong Word cé
chirc nang twong ty nhu lénh Symbol ké trén nhir Color, Column,
Condensed, Expanded, Lowered, Raised, FontSize, and FileOpenFile, .,
ciing chi bing nhimg budc thue hién don gian nhu trén. Bing cach nay

- chiing t&i bao dam cong vigc xir ly cdc vin ban cia ban sé& duge ting téc
1én rit nhiéu.

Ban ciing co thé tby bién MS Word bing céch bo sung thém céc 1énk
vio menu tit (Shortcut Menus). Dé thyc hién cong viéc niay ben hay ma
hop thoai Customize chuyén sang muc Toolbar. Trong danh sich cic
thanh cong cy cua Word ban hay danh diu lya chon Shortcut Menus. Khi
thanh cong cy nay xuit hién ban hay lya chon Text, Table, hay Draw tiy
thugc theo sa thich ciia ban. Vé&i menu méi con dang mé ban hdy chuyén
sang myc Commands trong h§p thoai Customize rdi kéo va tha cac lénh
can thiét vao menu tit nay.
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Mot cach khac dé tiy bién Word 1a bd sung mét trong sé nhimg
menu dugc xay dumg sin trong img dung nhu menu Work ching han. Cac
thanh céng cu dugc xiy dung sin trong Word ciing nim trong hép thoai
Tool | Customize. Ban hdy chon Built-in menu trong danh sach

Categories bén tay trai cia cira s roi kéo va tha

menu Work trong danh

sach Commands bén tay trai dé tha vao bit ky mét thanh cong cy nao hay

thanh menu hé thong ciia Word.

Customize

Toolbars | Commands I Options I

Toolbars:

™ Function Key Display

Japanese Greetings
|Taxt' Table v Draw ~ |

T Mail Merge
¥ Menu Bar

Tables and Borders
™ visual Basic

I~ web

[~ web Tools

™ Word Count

I~ Wordart

ﬂ New... I

[.,.\.‘r.

_Bde: |

e
v

Keyboard... | [ ose |

Thanh menu Work ¢6 chira cic dudmg dan dén cic tép tin cho phép

ban mo cac tép tin mdt cach nhanh chéng — mot
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cho néu nhu ban phai lam viéc v&i rdt nhiéu van ban khac nhau. Dé vian
hanh chirc ning nay ban hdy mo hop thoai Customize va mé mét tép tin
ma ban mudn bé sung vao menu Word. Vi tép tin ban vin ban dang mo
ban hdy lya chon menu Word | Add To Work Menu, gi¢ diy dm‘mg din
cua tép tin dé da duge hru trong menu Work va ban hoan toan cé thé mo
né mot cich rat nhanh chong,

Pé logi bo dudng dan ciia mot tép tin nao d6 trong thanh menu Work
ban hiy bim té hgp phim Ctrl + Alt + _ (phim gach dudi) lic nay con tro
da chuyén thanh mét déu trir Ién. Ban hdy nhip chudt vao menu Work roi
nhdp chudt 1én tép tin ma ban mubn x6a khoi danh sach. Chi y khéng
nhimg tép tin bj x6a khoi thanh menu Work ma ca trén & cimg cua ban do
viy ban hay that sy thin trong m&i khi xéa mét tép tin nao d6. D¢ tranh
tinh trang ban thuomg xuyén phai xda tép tin nao d6 khoi danh sich va
mit luén tép tin d6 thi ban hdy tao mét ban back-up cia tép tin 46 & mot
thy muc khac rdi hay tién hanh x6a né khodi danh sich ciia Work menu
bai vi ban khoéng duoc Word canh bao mdi khi x6a méot tép tin ndo do
trén Work menu.

Ban dd ¢o déy dii moi thir giip cho cdng vige cha ban trd nén tign lgi
va nhanh chéng hon bao gi& hét. Nhung néu ban mudn dua moi thir trd
vé trang thii ban diu thi sa0? Ban hdy mo hdp thoai Customize ra rdi
nhép véo nit Reset va chon Yes. Moi tha lai vé trang thai ban dau.

THAO TAC NHANH TRONG VAN BAN VOI CAC PHIM TAT
THONG DUNG

Sir dung phim tat lam cho téc d xir ly viin ban dem lai higu qua va
rit nhanh chéng trong viéc soan thdo vin ban. Bai trude ching tdi da
hudmg din Ty in phim tit sir dyng trong MS Word, tiép theo Quan
Trj Mang gioi thigu vé mdt s phim tét thuong xuyén sir dung trong MS
Word bing tiéng Viét.
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f

i jCuel
2 :Ctl+2
3 Cuits

4 | Ctrl+0 (zero)

5 Ctrl+L

6 1 Ctri+R

7 Ctri+E
0
| 8 Ctrl+]
i 9 [Ctrl+N
10 ECtrHO
' i1 ‘Ctrl+S
t 12 ECtrH—C)
i 13 F12

14 ! F7

e

| Gian dong don (1)

| S
: Gian dong d6i (2)

!Gién dong 1,5

l Tao thém d¢ gidn dong dom trudce doan

' Cén dong trai

] Cﬁt ribng phai ;

Can dong giira

Ciin dong chir dan déu 2 bén, thing 18 :

Tao file mé&i

Mo file d& co

Luu ngi dung file

In an file

' Luru tAi liéu vai tén khéc
Kiém tra 18i chinh ta tiéng Anh
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15 | Ctr+X } Cit doa.n ndi dung 43 chon (bdi den) E
16 |Ctrl+C i . Sao chép doan ndi dung di chon '!
T B
BY Ctri+V I Dan tai liéu L
18 | CtrZ Elé qua lénh vira {am !
Khdi phuc [énh vira bo (nguge lai vai I
19 | Ctrl+Y |;r1+2)
N A ,_-ﬂ, — A‘ S
20 | Cul+Shift+S §T?o Style (heading) -> Dung muc lyc tyr
|dong
21 | Ctri+Shift+F ! Thay d6i phong chir
e R
22 Ctrl+Sh|ﬁ+P i Thay dm o cht'r |
S et e Frerey S
23 | Ctrl+D : Mo hop thoai dmh dang font chix
24 |Cul+B I Bavitit chir dam \
R B T
25 ’ Ctri+l . Bau‘t&t chir nghleng
- - i N
26 |Crl+U Bﬁt/lét chir gach chan do‘n
27 | CultM Lui doan van ban vao | tab (mie dxnh
1 27cm) ‘
SO W —— i i i ;
. 28 Clri+Sh1ﬁ+M Lui doan vin ban ra I€ | tab
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29

30

¢ 3

32

33

34

35

36

37

38

; 39

40

41

42

P

'Cu+T
i
} Ctrl+Shif+T

[
|Ctrl+A

Crl+F

Ctrl+G  (hodc |

_F5)

' Ctri+H
i Ciri+K
Ctrl+]

‘ Ctrl+[

' Cul+w
i Cul+Q
! Ctrl+Shift+>
f Ctrl+Shift+<

- Ctrl+F2

Tﬁng 1 co chu

Lui nhimg dong khong phai 1a dong dau cua |
doan van ban vao | tab
' Lui nhitng dong khéng phai la déng dau cia :
" doan vin banra 1& 1 tab '

. Lua chon (boi den) toan bo noi dung file

: Tim kiém ky tuy

f

Nhay dén trang s6

{ T1m kiém va thay thé ky tu

Tao lién két (lmk)

G:am | ¢& chir
{ Dbéng file

Lui doan van ban ra sat Ié (khi dung tab)
: Tang 2 c& chir

Giam 2 c& chix :

! Xem hinh anh néi dung file trudc khi in
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I 43 . ;r‘Alt+Shiﬁ+S | , Bat/Tét phan chia cira s6 Window
! 44 | | Crr 1+(, (enter) {Ngﬁt trang
i 45 | Ctrl+Home rvé diu file f
s - : | s g !
T L S
g 47 [:IHTab ; Chuyen déi cira sb lam vigc |
: 48 E Start+D ; Chuyen ra man hinh Desklop
! 49 : Start+E ! M cira sb Intermet Explore, My computer
[;) ; Ctr!+Alt4O 1 Cira 56 MS word o dang Outline i
51 ClrI+AIt+N l Cl'm s MS word v} dang Normal |
,r 52 | CulsAltp : Cira s6 MS S word ¢ dang Print Layout !
[ 53 CtrI+Alt+L [ Danh s6 va ky tyr tyr déng %

| 54 | CurbsAltF

i r——-
t

——————— e — e — -

Banh ghi cha (Footnotes) & chdn trang

| 55 J Ctr1+A|t+D | Banh ghl cha ¢ ngay dmﬁrl dong con trb 6‘ do '}

| &g Ctrl+All+M

| Dénh chi thich (nén 13 mau vang) khi di 5
| chuyén chugt dén moi xudt hign chitthich |
| Lip lai Ienh vira lam
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' 5 S LS i

¢ 58 . Ctri+Alt+] Tao heading |
C ; EA———

© 59 Ctrl+A+2 !Tao heading 2 !

; e e e
} 60 Ctrl+Alt+3 iTao‘heading3 !
o ! % P e
| 61 5A|1+Fs |Ma hop thoai Macro ;

| 62 CtrI+Sh1ﬁ++ | BavTit danh chi sb trén {xZ)

—- - -—-w*—rifrfﬁ* . e o e e

63 | Crrl++ i Bat/Tat danh chi s6 dudi (02)

fias e - e " —_— R S

64 | ((:‘;;:;Space (i Tr& vé dinh dang font chir mic dinh

65 ! Esc | Bo qua cac hep thoau

66 ; Ctri+Shift+A

Chuyén ddi chir thudmg thanh chir hoa (véi
chir tiéng Viét c6 dau thi khong nén chuyén)

P67 | Alt+FI0 Phong to man hinh (Zoom)

68 . Alt+F5 _ Thu nhd man hinh

" | ‘

69 - Alt+Print Screen | Chup hinh th thoai hlen thl trén man hinh |

; ____‘_.._.__ e W .
70  Print Screen Chup toan bo man hinh dang hlen th|

} 'Ngoai ra dé sir dung thanh Menu ban ¢6 thé két hgp phim 1
P71 Altrky te ggcln chin ciing s& xir ly vén ban ciing rat nhanh :
\ chong, hiéu qua khong kém gl ) ho’p phim tit & trén
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Hy vong rdng véi bing phim tit nay, ban sé thao tdc nhanh hon
dbi véi van bin ma khéng gdp phdi kko khidn gi!

TU IN PHIM TAT TRONG MS WORD

Dé ban doc ngay cang sir dung nhimg céng cu trong 19 Microsofi
Office mt cach hiéu qua nhét, Quan Tri Mang s& cung :ap loat bai
huéng din nhimg thi thuat don gian nhung lai hiéu qua vé thh nang caa
2 chuong trinh phd bién nhét trong bd Office thong dyng nar: MS Word
va MS Excel

Tuén [ sb thi nhar: Bai 1: Ty in danh sach phin tit trong
Microsoft Word

Sir dung phim tat lam cho téc dd xir ly van ban dem laihiéu qua va
rat nhanh chéng trong viéc soan thao van ban nhung ban chia biét nhiéu
vé cac phim tit d6 va mudn tim danh sach nhimg phim tat, that don gian,
chuong trinh Microsoft Word s& ty li¢t ké danh sich cac thim tit cho
ban:

t. Vao Tools\Macro\Macro... (Hoac ding phim Alt+F8)

Xuat hién hp thoai Macro:

name:
[ |
= Conced |
i
Create
|
“_-"
Mocros in: [l active temphires and documents -
Dascription: Hm\;;tmdntn and doguments
sach_word.doc (documant)
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2. Chon Word Commands trong Macro in ban s& ¢6 h{p thoai

Macros:

tacro name: .
(R [ ]
Language -
LoftPara -J ,_,—_jc'm
le(te-rvrwu;g;
Lette:wiz

erwizar Step Into
LireDownf xtend |
Lnclp - =

incert |

Outdent I
LockDocument ..‘:J

Organizer... l

Marosn: - |word commands =l

3. Tai ddy ban tim myc List Commands (hodc nhap chit List
Commands) vao 6 Macro name -

4. Chon nut Run hodc Step Into

Xuét hién hop thoai List Commands dé ban lua chon viéc liét ké
danh sach lénh phim tat

List Commands

Create a new document which lists:
" Current menw and keyboard settings

8l Word commans|

] co |

5. Chon Current menu and keyboard settings: Ligt ké céc 1¢nh da
dugc cai dat phim tit (c6 thé sir dung) trong List Commands
Hoac chon All word commands Liét ké tdt ca cac Iénh da dugc cai

dat lan chua cai dit phim tit (ban s& cé théty cai dat thém) trong
Microsoft Word

- 365 -

http://tieulun.hopto.org



6. Chon nit OK -> Két qua sé in cho ban mét danh sach cac phim Uit
str dung trong chuong trinh Microsoft Word:

Command Name Madters Key Meru
About Help
Activate Object
Add Caphion
Add Record Default
Addr Fonts

ddress
All Caps Ctrl+Shift+
Annctation &%+ Ctri+
Annptations
App Maximize Alta 10
App Minimize
App Move
App Restore Alt+
App Size
Apply Headingi A+t
#Apply Heading2 Alt+trl+
|Apply Heading3 ) Alt+Ctrl+
Apply List Bullet Ctri+Shits

=3

a

W] 0=

Vay la khéng can phai tim kiém dau xa ma ban cé thé c6 ngay danh
sach tit ca cac phim tit can dung trong MS Word. Ban hoan toan c6 thé
ty cai dt thém hodc chinh stra cic phim tht nay cho thudn tién trong viéc
sir dung. Néu chua biét thu thudt nay thi ban c6 thé tiép tuc theo ddi tiép
cac bai sau.

VE HINH TRONG MS-WORD

Khi sogn thdo mjt vdn bin, ngodi vigc gé va dinh dang ci, ban
con cé nhu cau vé cdc so dé minh hoa. Cdc nat ignh trén thanh cén
cu Drawing sé gidp ban thue hign cong vigc nay. Néu ban khong thiy
thanh céng cu Drawing, ban thuec hign cdc thao tdc Idy lgi thanh cong
cu nay trong Tool > Customnize

Chirc nang cac nit I¢nh trén thanh cdng cu Drawing.
Hinh anh minh hga trén mdi nat lénh phén nao thé hién chirc nang

cia né: ban s& v& dugc dudmg thing, dudng mii tén, hinh chix nhat, hinh
elip 1r chinh nhimg nit 1énh trén. Ban chi vigc bam vao nut Iénh twong
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ung rbi bAm giir va ré chudt trén viing soan thao dé vé. Dé vé hinh vuéng,
hinh tron. bam gilr phim Shift trong khi v& v&i hinh chir nhat, hinh elip.
Viéc git phim Shift khi vé dudng thing s& gilp ban v& dugc nhanh
dudmg thang nam ngang, thang dimng.

pé thay d6i mau ciing nhu vé day nét v&, ban bim chon hinh cin
thuc hién roi bim vao nat lénh ¢6 hinh ciy co, hinh cic duong ké _ngang
& gin cudi thanh cbng cu. Néu la hinh chir nhal hay hinh tron, bam nut
Iénh c6 hinh binh som va chon mau dé t6 mau nén cho hinh. Dic biét, bin
nut miii tén nho bén canh nit lenh nay chon Fill Efféct va bam chon cac
lua chon trong cira s hién ra dé t6 mau nen hoéc béng chim nhd vao hai
nut [énh & cudi thanh cong cu. Mot diéu cin nhic lai 14 ban cdn bim chon
hinh tradc khi bam nat 1énh thi nit 1énh 46 méi cé tac dung.
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Deé vé& nhimg hinh dic biét khac khong thiy trén cac nut lénh, bam
chut vao nit Iénh AutoShapes, dl chuyen chudt dén nhém hinh twong
img, bam chon nit 1énh ¢6 hinh mubn vé roi thye hién vé.

------

[0 sscsmwes +]OO OO
ga;mmaamersb B@DD
ﬁigaﬂouts | ©0 @A
q ] .

= (1O Of
{ J & >

Sao chép nhanh hinh vé da co:

Béam gitr phim Ctrl trong khi bam gir chudt vao hinh va kéo hinh
sang nai khac. Néu mudn hinh sao chép ra nim thing hang vai hinh d3 c6
hay bam giir thém phim Shift khi thyc hién.

Chon ciing lic nhiéu hinh:

Béam gitr phim Shift trong khi bam chudt chon cac hinh, hofic bém nut
lénh c6 biéu nrqng con trd chut (ndm gita hai nat I¢nh Draw va
AutoShapes) roi bam giir va kéo chuét bao chon céc hinh can chon. Mét khi
da chon dugc nhiéu hinh, ban ap dung nhimg rhay dbi vé& nét vé&, mau nén
nhur khi thye hién & timg hinh riéng 1é dé tac dong tat ca cac hinh di chon.
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L1 D001 QAW .ot e et eeae et eeeaessataeeesnsaeanreaeeesranns 5

Microsoft Word 2003

Chuong |: KHAI QUAT VE WORD 2003

Vo CACh KNG BONE «osviasimasssimins i s s s v R s B S g s 9
11 MOI trudng 18m ViEC saimsmiivpiuisssaasissimmsissain 3
R b Tyt a e [ s —— 11
IV Lotrin CA1 O coivemimismsssinmsnionsmeiyuissavimssmss et pin st siinabissosnis I
V. MO 130 1iéu d3 10N 11 8N 012 cooevveeoveees e sssesiessnsenenenss 13
V1. Thoat khoi méi trudmg 1am vigC ...t 14
Chuong 2. SOAN THAO CO BAN

2.1. M&t sb thao tac soan thao co ban L e e e T L P
2.2. Céc ky nang dinh dang van ban ............cccoingiinicininnnnn, 23
2.3 Thiét ldp bullets va NUMbETING .......cco.uvvrrvmsremrereessesssesseseerssaenes 33

2.4. Soan thao ¢Ong thic 104N hOC ...t 34
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2.5. Chia van ban thanh nhigu ¢t ........ccccocooiviiievieeiniciencceesienn. 38
2.6. Tao chir cai tém ddu doan vAN bAN ..., 41
2.7. Tao va quan |y €ac Style ....oovvve e e 43
2.8. Tim Kiém va thay thé VAN BAN ......coooveeierce e, 52
2.9. Tinh nAng AUtOCOITeCt ........c.cvreerrvcvrerrrrrereraecenereecovereesre sasanane 38
2.10. Chén Ky 1 d8C Dilt....ccvrciiriieeinirire e veveaens 30
CAU HOT VA BAITAP ...oovorccrcevceimnmrmesesessesececcsmmesssssesss senesis 62

CHUGQNG 3. BANG BIEU
3L TooSRUARIE BARD ... st isassnsns 67
32 B davip BAne BB s mssss T, 73
3:3; Tl toatv e BAhD cnnnmmimmminmnna e rsniss 17
34, BipRbpdit 110 BN BANG oo s 80
3.5. Thanh cdng cu tables and borders...............occivvniiiiines e 83
CAU HOI VA BAITAP ...oeeveeertcrcieerececsesssenseosessnsssssemsenn s 85

CHUONG 4. DO HOA
4.1. V& khdi hinh dom Zian c...ueeveecvivoreeeseeeeseesesenerrenssisassiesiesseemnens 88
4.2. Taochlh ngh thult .....cocmissmmamniniimnissininsissisisg 92
4.3. Chen anh 180 tai HBU ..coovcveero e cevaeeeeaiee e cres st ene s 9
CAU HOI VA BAI TR R o v o - 99
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CHUONG 5. IN AN

5.1, QuY RN @€ N AN ierrercverirenranes e senerserenisssnisessnseciasneressseces 105
5.2. Tinh naAng page Setup .....coceceeceercrieicnerrsnenencnccsneneeeenecneneenens 106
5.3. Tiéu dé dau, tiéu d& cudi trang ooo..oecvvveee s 109
5.4. Chén 6 trang 8 dONE .....cevvvveeerrierrerremarseessssoressesaesesssmessennee 111
5.5. Xem tai HEu trurdc Khi in wvvoeei e 111
S8 T R TR st e A B e A BB s b TR 113

CAU HOI VA BAITAP ceeeeeeereeeceeersesesssssesesocmssseesssssssssneceesees 1 16
CHUONG 6. TRON TAI LIEU

6.1 Khidi aiém v8 imdn i T8t 117
67 Chudn bl-dit el essmeneranm s 118
6.3: Soan man B DEudtsewmsssmmmsrasnpsmsme: 118
6.4. Kich hoat tinh nang mail merge..............cccovvininicnciinnnn, 118
6.5. Chén cac trudng tin 1én tai liéu ..............., P 120
6.:6. Fhuc Men iron i HEW v minmmas s 120
6.7. Thanh cong cu mail merge..............o.oocoeevennecnencceenecianenennnne 121
BAI TAP CHUGONG .......oossrveveeneeeeeseseeeesssssssssssssnssssssssssssssnssss 123

CHUONG 7. MOT SO U'NG DUNG KHAC CUA WORD

Fil PIRERE AR s it e s e 198
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7 2. BA0VE B MU it o i s o g v i e Pl 125
7.3. HOp thoai OPtIONS .o iissoniiivessmssisinintiissssvsivess snivbnssn 129
74 LamiviBe vOL MARCIO. cuiicisinmanmmm it i oot 134

CAU HOI VA BAITAP ..ooveiveeecenneeceseeeessssisseesenassaseos 138
CHUONG 8. HE THONG PHIM TAT TRONG WORD 2003

Cac phim tit cho Menu bar.......cooecv.vvcvevvvrireisisessssssnsssessssssssnssens 139
Céc phim tit trong Menu X6 XUSNE .......ceerrreervrscvnrmrssensesessssssenenrns 141

Cac phim tit ding trong hOp thORi ......eevveeveeeeerceriresseseaesssrssesienns 146

PHAN 2
MICROSOFT WORD 2007
CHUONG 1: CHINH PHUC WORD 2007

Lam quen v&i giao dién M. 149
Themtrang X0 RFENE cunssisistiisio sissssivesiiirassn it 170
DEm $8 tir trong 127 U .....oucvvveereerssereeessesessieeresessessessisssssesssensens 171
TAm VA thay thé .....veeeeeeveeeieecsreeseeeresesessesersssessssssessssssssnesssasnnens 1 73
Cheén biéu tuong hodic Ky ty dBC D€L ....oevvveereerereirriceeesessereareeesenns 177
Thii thufit vEi QAU BACh NBi ......coeernrcresnnsnssasisnssssssssssssssssassassiassras 181
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G& rdi cac van dé trong khi 508N thao........c..eereeeeecsesinsiiceninnns 184
Kiém tra chinh 14 vA ngil PhAP ....coecvereveeeecreiesssecee e ssessneens 191
Pinh dang chir trong word 2007

Canh €hinh ¥A0 bAN wosnismii s b RIS TR 208

Thay dbi khodng cach trong VAN BAN .........ccovverreeeereeeecasssnesnesenions 211

Dung tinh nang trong Bulelets numbering dé danh diw/

sb HOHE st s s R 216

Tao danh séch c4¢ 6 dANh GAU ChON .....cvuvvvcovvccivceensctmisesssins 220
CHUONG Il

NHUNG PIEM MO
TRONG MICROSOFT OFFICE WORD 2007

Tao tai liéu mét cach chuyén nghi€p........ccociiiiiimnieiniciiciiiinan, 227
Giam thai gian dinh dang van ban ... 228
Thitn cac phn 1 duoe dinh AaNg..oiswisammssssnismismmigy 228

Truyén thong hiéu qua v&i 3 hoa MiTC €A0.....uevveveeee e 229
Ap dung tire thi sy nhin nhdn va ¢am gIAC......ccvvevververicicinnnnrinnn 229
Tranh dé dang cdc 187 chinh tA ..ovvveccvee e rsresensanans 229

Chia s€ tai lidu 1 CAch ty tin .ot 230
Chio phip S0 s8Nh BMANN...cooinimemmmsmsssmsmmssssss issstssmssiissmg 230
Tim va x6a bd thdng tin ¢ nhan ..o 230

LT R TS AT LT T S e —————
Chuy&n dbi Word sang PDF ho&ic XPS.......co.ccovuremrvrunseinnsssssonnen: 232
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