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CHUONG 7: KIEN THUC CO BAN VE VAN BAN

Khai niém vin ban

Khai niém

Phin

Vin ban n6i chung 13 mot loai phuong tién ghi tin va truyén dat thong tin bang ngdn ngir (hay mot loai ki
hiéu) nhét dinh. Van ban duoc hinh thanh trong nhiéu linh vuc cta doi séng xa hoi. Tuy theo ting linh vyuc
cu thé cua doi séng x4 hdi va quan 1y nha nudc ma vin ban co nhitg ndi dung va hinh thirc thé hién khac
nhau. Vin ban 14 san phdm cua hoat dong giao tiép bang ngodn ngit & dang viét. Vin ban thuong 13 tap hop
ctia cac cau co tinh tron ven vé ndi dung va hoan chinh vé hinh thurc, ¢6 tinh lién két chat ché va huong téi
1 myc tiéu giao tiép nhét dinh.

mém xir Iy vin ban
Phan mém xt Iy vin ban dugc sir dung dé thao tac mot tai lidu van ban, chang han nhu mot don xin viéc hay

bao cao. Ban thuong nhép van ban bang cach gb tur ban phim va phan mém cung cap céac cong cu cho viée
sao chép, x6a va céac kiéu dinh dang khac nhau. Mot sé chic ning ciia phan mém xir Iy vin ban bao gom:

- Tao, chinh sira, luu trix va in 4n tai liéu.

- Sao chép, dan, di chuyén va x6a vin ban trong mot tai liéu

- Dinh dang van ban nhu loai font chit, in dam, gach chan hoac nghiéng.

- Tao va chinh stra bang (table)

- Chén cac yéu t6 tir cac phan mém khac nhu hinh anh minh hoa.

- Sira 16i chinh ta va ngit phap

- Xt ly van ban bao g(‘t)m mot sb cong cu dé dinh dang céc trang. Vi du, ban co thé sép Xép van ban theo
dang céc cdt, thém so trang, ...

Ngay nay, co nhiéu tng dung xur ly van ban khac nhau. Mot trong nhirng ng dung dugc st dung rong réi
nhat 12 Word, 12 mot phan mém cua Microsoft Office. Mot phan mém dugc sir dung rong rdi khac 1a
WordPerfect ciia Corel. An pham ké tiép 1a Writer, 1a mot phan cua OpenOffice cua Apache va LibreOffice
Writer do The Document Foundation phat trién. Hai phan mém dau tién la phan mém thuong mai,
OpenOffice, LibreOffice 1a ma ngudn mé va co thé dugc tai vé va sir dung mién phi. Cudi cting, phan mém
Pages, 1a mot phan ciia iWork cta Apple.

Cac chirc ning cua MicroSoft Word

Microsoft Word (goi tat 1a Word) 1a mot cong cu soan thao van ban pho bién hién nay ctia hing Microsoft.
Phan mém cho phép nguoi ding 1am viéc voi vin ban tho (text), cac hiéu tng nhu phdng chit, mau séc, clng
v6i hinh anh d6 hoa (graphics) va nhiéu hiéu tng da phuong tién khac (multimedia) nhu 4m thanh, video
khién cho viéc soan thao van ban dugc thuan tién hon. Ngoai ra cling ¢6 cac cong cu nhu kiém tra chinh ta,
ngit phap cta nhiéu ngdn ngit khac nhau dé hd trg ngudi st dung,... Ban ciing sir dung Word dé tao céc
trang Web sinh dong va ndi bat cho Word Wide Web hay Intranet cuc bd.

Vi Word la mot ph?m ctia Microsoft Office, do d6 né c6 thé chia sé dit liéu véi Microsoft Excel, Microsoft
PowerPoint, Microsoft Access, Microsoft Outlook.

Hién nay, & nudc ta da sb cac van ban ding trong giao dich, cdc 4n pham vin hoa, tap chi, gido trinh... déu
str dung Word 2013 dé soan thao va in an. Do d6 chuong nay sé trinh bay Word 2013.
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Cic thanh phin co ban trén man hinh Word
Cira s6 chuwong trinh Word 2013 d& dang diéu khién va st dung don gian (hinh 7.2)
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CA4c thanh phan co ban dwgc mé ta trong bang sau:

Tén Mo ta
Thanh tiéu dé & phia trén cliing cta cira s6 chuong trinh va hién thi tén cua tai liéu va chuong
(Title bar) trinh. Cac nut ¢ phia bén phai cua thanh tiéu dé dugc su dung dé co duoc sy giup

d; thay doi hién thi cua thanh Ribbon; va nat thu nhé ctra s6 (Minimize), nit
phong to/thu nhé (Maximize/Restore), nut dong ctra so (Close).

Thanh cong cu truy cép
nhanh
(Quick Access toolbar)

Xuét hién ¢ phia bén trai cua thanh tiéu dé va chira céc 1énh thudng duoc st dung,
nd doc 1ap cua cac tab hién thi trén thanh Ribbon.

Ribbon

nam ngay bén dudi thanh ti€u d€, bao gom nhiéu tab, moi tab c¢6 chira cadc nhom
1€nh c6 lién quan

Panel diéu hudng
(Navigation pane)

O phia bén trai cta ctra s6 chuong trinh va cho phép ban diéu hudng cac tai licu
dai, tim kiém van ban cu thé va to6 chirc ndi dung van ban.

Cira sb soan thao
(Document window)

bén dudi giao dién Ribbon va hién thi ndi dung cua tai li¢u.

Con tré
(Cursor)

Déu nhap nhay ctia con tro trong ving soan thao cho biét vi tri vin ban (hay dbi
tugng) khi ban nhap vao

Thanh cudn
(Scroll bars)

doc theo phia bén phai va phia dudi cia ctra s6 tai liéu va cho phép ban duyét qua
cac phan con lai cua tai liéu.

Thanh trang thai
(Status bar)

& dudi cling cia cira s6 chuong trinh va hién thi thdng tin vé tai liéu (s6 trang, sd
..). Céc nut cong cu ¢ phia bén phai cia thanh trang c6 thé dugc st dung dé
trinh bay man hinh, phong to/ thu nho viung soan thao

Ribbon: dugc thiét ké dé giup ban nhanh chong tim thay nhitng 1énh ma ban can phai hoan thanh mot

task. N6 bao gdm mdt loat cac tab chuan (standard tabs). Céc tab chuan c6 thé nhin thiy trong sudt qua
trinh 1am viéc. Cac tab khac, duoc goi 1a cac tab theo ngit canh (contextual tabs), chi xuat hién khi ban
tao hodc chon mot ddi tugng (nhu hinh anh hay bang). Cac tab theo ngir canh dugc chi dinh boi tiéu dé
duogc t6 mau va chira cc cau 1énh cu thé dé lam viéc véi cac ddi tuong duge chon.(hinh 7.3)

Standard tabs |

|Co ntextual tabs |

v

ESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT
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IDialog box launcher | |Col|apse the Ribbon button |

Hinh 7.3: Mo ta Ribbon

v/ Cac Tab chuin trong Ribbon: bao gdm céc Tabs dugc mo ta trong bang sau:

Tén M6 ta
File Chtra cac 1énh lién quan dén viéc quan 1y cac tap tin va cac tiy chon chuong trinh
Home la Tab mac dinh., chtra cac 1énh thuong xuyén duoc sir dung nhit nhu soan thao, copy, cit,
dan, tim ki€m van ban; dinh dang font, doan, ...
Insert Chira cac 1énh lién quan dén tit ca cac dbi twong ma ban c6 thé chén vao tai lidu.
Design Chtra céc 1énh lién quan dén viéc thay ddi su xuét hién téng thé cua mot tai lidu.

Page Layout

Chtra céac 1énh lién quan dén viéc thay doi bo cuc cua tai lidu.

References

Chura cac 1énh lién quan dé tham chiéu thong tin ma ban cé thé thém vao mot tai lidu.

Mailings

Chtra cac 1énh lién quan dén viéc tao thu (mailing)
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Review Chtra cac 1énh lién quan dén ban nhap mot tai liéu, thém chu thich (comment), theo d6i va
giai quyet (tracking and resolving) céc thay doi tai li¢u, va bao v¢ tai li¢u.

View Chtra céc 1€nh lién quan dén viéc thay ddi hién thi va cac khia canh trinh bay khéc.

v' Céc nhém 1énh (group): 1a mot tip hop cac 1énh lién quan dwoe .., .
td chire thanh cac nhom logic. Mdt s6 1énh bao gém mot mii tén T :
tich hop hoac riéng biét. Nhép vao mili tén s hién thi mtmenu == == 1=- H- -
cac tiry chon c6 san cho cac 1énh (hinh 7.4)

il

Paragraph
Hinh 7.4: Nhém 1énh

v Khéi chay hdp thoai (dialog box launcher )Exhiat hién & goc dudi bén phai cua hdu hét cac nhom
trén Ribbon. Nhip chudt vao né s& mé ra mot hop thoai co lién quan hoic cira sd tac vu cung cip tiy
chon b6 sung hodc diéu khién chinh x4c hon céac 1énh c6 sin trén thanh Ribbon

v' Thanh cdng cu truy cip nhanh (Quick Access toolbar): cung cap click chudt truy cap t6i 1énh
thuong dung va cac tuy chon. Theo mac dinh, n6 nam & phia bén trai cua thanh ti€u dé va hién thj
nut 1énh Save, Undo va Redo (hinh 7.5). Ban c6 thé thay ddi vi tri cua thanh cong cu Quick Access
cling nhu tiy chinh né bao gdm cac 1énh ma ban st dung thudng xuyén

H - O =
Hinh 7.5: thanh cong cu truy cip nhanh

e Déthém mot 1énh vao thanh cong cu Quick Access: trén thanh Ribbon, click chudt phai vao 1énh
ma ban mudn thém vao, va sau d6 click chon Add to Quick Access Toolbar

e Déloai bo mot 1énh tir thanh cdng cu Quick Access: trén thanh cong cu Quick Access, kich chudt
phai vao 1énh ma ban mudn loai bo, va sau d6 click chon Remove from Quick Access Toolbar

v’ Thanh cong cu nhé (Mini Toolbar): cho phép truy cap
nhanh vao cac 1énh thuong xuyén sir dung va xuét hién | Calibri (Body) ~/11 ~ A" o° & A4
bat ctr khi nao ban chon van ban hodc click chugt phai B I U 5 = t— o

hY A . L p v A b :— v 2— v YtV
vao doi tugng (hinh 7.6)

Hinh 7.6: Mini toolbar

v" Thudc va don vi chia trén thuwdce (Ruler): thudc dugce diung dé kiém soat céc 18, d6 1éch so véicéac
18, diém dimg cua céc tab, ... Trong Word c6 hai thude: thudc ngang (Horizontal Ruler) nam ngang
phia trén man hinh, thudc ding/doc (Vertical Ruler) nam doc phia bén trai man hinh.

e Bat/tit thudc, chon 1énh: View/Ruler

e Don vi chia trén thudc c6 thé 1a Inch (") hodc Centimeter (cm), ... Dé thay ddi don vi chia trén
thude, thue hién nhu sau: Chon menu: Files/ Options/ Advanced. Sau d6, trong nhom Display,
chon don vi trong Show measurements in units of.

v Panel diéu huéng (navigation pane): cung cap xem nhanh cu triic cia mot tai lidu va cung cap
mdt cach dé dang duyét qua cac tai liéu dai, tim kiém van ban. Bat/tat panel diéu hudng, chon 1€nh:
View/ navigation pane

Cac thao tac co ban trong Word

Trinh bay hién thi vin ban
V&i Word, ban ¢6 thé hién thi vin ban theo nhiéu cach khac nhau. Su thay doi ché d6 hién thi khong lam
thay doi ndi dung van ban, n6 chi thay doi cach nhin ctia ban déi véi van ban.

Ché @9 hién thi viin ban
Word cung cap nhiéu ché d¢ khac nhau dé trinh bay vin ban trén man hinh. Ban c6 thé sir dung cac nut trén
thanh truot ngang (hinh 7.11)

Web Layout
Print Layout
Read Mode |
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Hinh 7.11: Cac ché do hién thj trén thanh status

a. Ché d Print Layout

Vao menu View/Print Layout. Ché d6 hién thi chi tiét, vin ban va d6 hoa dugc hién thi chinh xac nhu khi
chung xuat hi¢n trén trang in, bao gom cac dinh dang dac bi¢t nhu nhicu cdt, dau ngat trang, cac ti€u dé dau
va cuoi trang. Ché do nay thuong dung dé kiém tra cach trinh bay thiét ke, bo cuc, xur 1y van ban va do hoa
trudce khi in (hinh 7.12)

- - = GT Tin hoc can ban_Phan LI DANG_HNGAN_vS.doc [Compatibility Mode] - Microsoft Word 2 = — o
= < P ty 2 = o | <

HOME INSERT DESIGIN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ABBYY FineReacd »
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a) Ché as Print Layout
Vao menu View/Print Layout. Ché @ hién thi chi tlet van ban va @ hoa dwoc hién

thi chinh xac nhw khi ching xuat hién trén trang in. bao gom cac dinh dang dac bist nhw
nhidu cdt, ddu ngat trang. cac tisu aé didu va cudi trang. Ché a6 nay thudng dung dé kiém

= tra cach trinh bay thiét ké. bd cuc. xwr I¥ van ban va dd hoa trudc khi in.
b) Ché @6 Web Layout
= Vao menu View/Web Lavout. Ché d& hién thi dang Web. hién thi van ban rat dé
doc trén man hinh Pay 1a ché dd hién thi I tvong cho cac trang Web hay cho viéc doc
= trize tuyén cic v an_ ban Word théng thuwdng. Van ban duoc hién thi khdéng cd cac, ngat trang
ma chi cd cac 1& rat nho. Cac dong wan ban duoc chay ngang qua toan bd cira s& Word. va
= bat kir mau nén hay hinh anh nao di gan cho vian ban déu duoc nhin thasy.

PAGE 56 OF 151 46188 WORDS (B

Hinh 7.12: Ché d6 hién thi Print Layout

b. Ché d9 Web Layout
Vao menu View/Web Layout. Ché do hién thi dang Web, hién thi vin ban rat dé doc trén man hinh. Pay 1a
che do hién thi Iy twong cho cac trang Web hay cho viée doc tryc tuyén cdc van ban Word thong thuong.
Vién ban dugc hién thi khdng c6 cac ngat trang ma chi c6 cac 1€ rat nho. Cac dong van ban dugc chay ngang
qua toan b cua s6 Word, va bat ky mau nén hay hinh dnh nao da gan cho van ban déu dugc nhin thay.
c. Ché d¢ Outline
Vao menu View/Outline. Ché d6 hién thi téng quan, chi ra cAu trac van ban. Cho phép ban xem rat nhiéu
murc chi tiét va sap x€p lai van ban mot cach nhanh chong.

Cac ché dd hién thi khac

Ngoai cac thay d6i hién thi di trinh bay, ban c6 mot sé cach khac dé thay doi hién thi van ban khi 1am viéc
nhu phong to/thu nhd kich thudce hién thi van ban trén man hinh, hién thi van ban trén hai vung dong thoi.
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a. Phéng to/thu nhé man hinh (Zoom Control)

Ban c6 thé phong to/thu nho man hinh dé tién theo ddi trong qué trinh soan thao vin ban bang cach vao
menu View/Zoom hoac str dung niat Zoom Control d€ chon ti 1€ phan tram hién thi

PAGEL1 OF1 o0wWoRDs [J#

Phéng to/thu nho ti 1é phan tram hién thi

b. Hién thi hai ving vin ban dong thoi

Trong qua trinh soan théo, doi khi ban mubn tach man hinh hién thi ra dé théy hai phﬁn van ban khac nhau
cung mot lic. Bé tach man hinh hién thi ra lam hai phan, ban thuc hién bang 1énh View/split va bo viéc chia
ctra sO bang lénh View/remove split (hinh 7.13)
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Cach thay don dom gian bang muc luc
Ban cé thé thuc hién cac thay d6i nhé ma khéng cdn r&i khéi hdép thoai Table of
Contents. Ching han thay ddi cic gach dit quang gitr cac dé muc va sd trang (goi 1a Tab

Leader), hoac thay déi canh dong (align) cua sé trang.

“«0nd

v

<

Page: 63 of 142 | Words: 21,076 | |IEEE 3 = 100% (—

Hinh 7.13: Ctra s6 van ban hién thi ¢ hai vung
Nhap va hiéu chinh van ban

Tom tat chirc nang cua mdt s6 phim trong soan thdo van ban

STT PHIM | CHUC NANG

1 | SHIFT Nhén gitr phim dong thoi két hop véi mot phim khac sé:
- Chuyén chir thudng sang chir in hoa hodc nguoc lai.
- Déi vai phim hai chirc nang thi s& tac dung chirc ning thir 2: Vi du Shift+1->1,
Shift+2->@,. ..

2 Caps Lock Chuyén ch¢ do danh chir hoa sang chir thuwong hoac nguoc lai.

3 | Tab MGi lan gd phim tab s& thut dau dong vao mot khoang ding TAB. Mic dinh 1a
1.27 cm

4 Space Bar Dung de day ky tu sang bén phai hodc chén 1 khodng trang gitta cac ky tu.

5 Backspace Xoba ky tu phia trudc bén trai con tro.

6 Delete Xoa ky tu phia sau bén phai con tré hodc x6a cac doi tugng da chon.

7 | > Qua trai, qua phai 1 ky tu

8 |11 Lén, xuong 1 dong.

9 Ctrl+,Ctrl+— Qua trai, qua phai 1 tur

10 | Ctrl+1,Ctrl+] Lén, xuéng mot doan vin ban.

11 | PageUp, PageDown | Lén, xudng 1 trang man hinh.

12 | Ctrl+Home,Ctrl+End | V& dau, vé cudi tai liéu.

Ghi chu:
- C6 thé di chuyén ddu nhay dén bat ky vi tri ndo trong tai liéu bang cach click vao vi tri d6 va st dung
cac thanh cudn dé cudn van ban.
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- Lénh Home/Find/Go to...(hodc ’té hop phim Ctrl + G, hodc phim F5): dung dé di chuyén nhanh dén
trang (hay doi tugng khac) c6 so trang nhap tur ban phim (hinh 7.14)
Find and Replace M
: Find | Replace . Go To
Go to what: Enter page number:
Sé;hon |

Line Enter + and — to move relative to the current location. Example: +4 will
Bookmark move forward four items.

Comment
Footnote

i Previous Il Next ][ Close

Hinh 7.14: Hop thoai tim kiém va thay thé
Cic thanh phan cia vin ban

Trong mdt van ban (Document) c6 thé c6 mot hodc nhiéu trang (Page). Trong mot trang c6 thé c6 mot hodc
nhiéu doan (Paragraph). Trong mét doan c6 theé c6 mdt hoac nhiéu cau (Sentence). Trong mot cau co6 the co
mot hodc nhiéu tir (Word). Trong mot tir ¢6 thé c6 mot hodce nhiéu ky tu (Character).

Cach nhap van ban
- Giira cac tir phai c6 it nhat mot khoang tring (space).

- Mot cAu phai bat ¢au bang ky tu in hoa va két thic bang mot trong cac dau chim cau: dau cham (.), dau
cham than (!), dau cham hoi (?).

- Mot doan duogc van ban két thiic boi phim Enter.
- Mot trang dugc két thiic boi dau ngit trang (Page break).
C6 hai kiéu ngit trang:

- Ngit trang cing (Hard page): dugc chen vao van ban khi go t6 hop phim Ctrl+Enter hay chon menu
Page Layout/Breaks/Page, dau ngit trang cting ¢ dang:

- Ngit trang mém (Soft page): do Word ty dong qua trang khi vin ban da duoc nhap day trang, dau ngit
trang mém c6 dang:

Khoi van ban va cac 1énh xir ly khoi
Chon khéi vin ban
Khoi van ban bat ky: Ban thuc hién céc cach sau

- Dung ban phim: dit du nhay & dau (cu01) phan vin ban can chon, nhan va giit phim Shift két hop voi
cac phim di chuyén dé mo rong khéi can chon.

- Dung chudt: click vao vi tri dau (cubi) phan vin ban can chon, nhan gitt chudt tréi va kéo dén vi tri cudi
(dau) khoi.

- Dung chudt két hop v6i phim Shift: Click vao vi tri ddu (cudi) phan vin ban can chon, nhan giit phim
Shift, di chuyén chudt dén vi tri cudi (dau) khoi, click chon.

- Chon tir: D_Click 1én tir can chon.

- Chon dong: dua tro chudt vao dau dong can chon, khi c6 dang <= thi Click chon.
- Chon cau: nhan giit phim Ctrl va click vao vi tri bat ky trong cau can chon.

- Chon doan: D _Click vao khoang trong bén trai ctia doan.

- Chon toan bd véan ban: dung t6 hop phim Ctrl + A hogc nhin giit phim Ctrl rdi click chon 1én dau dong
bat ky hoac chon 1énh Edit/ Select All.



Chon cac khéi viin ban khong lién tuc: Pé chon khoi van ban khong lién tuc ban thuc hién:

Chon khdi déu tién
Tir khéi thtr 2 nhan gitr phim Ctrl trong qué trinh chon.
Xéa khéi viin ban
Chon khdi vin ban can x0a.
Nhan phim Delete hodc phim Backspace.
Sao chep (Copy), dan (Paste)
Chon dbi twong (vin ban, hinh anh, ...) mudn sao chép (Copy).
Thue hién mot trong cac cach: Chon menu Home/Copy hoidc R_Click/Copy hoic t6 hop phim Ctrl + C.

Di chuyén dau nhay dén vi tri gﬁn dan. Thyc hién mot trong cac cach: Chon menu Home/Paste hodc
R_Click/ Paste hoac st dung t6 hop phim Ctrl + V.

Di chuyén (Cut), dan (Paste)
Chon ddi twong (van ban, hinh anh, ...) mudn sao cat (Cut).
Thuc hién mot trong cac cach: Chon menu Home/Cut hodc R_Click/Cut hodc t6 hop phim Ctrl + X,

Di chuyén dau nhay dén vi tri can dan. Thuc hién mot trong cac cach: Chon menu Home/Paste hodc
R_Click/ Paste hoac st dung to hgp phim Ctrl + V.

Hiy va lap lai mét 1énh

Cac thao tac Undo, Redo va Repeat

Undo: cho phép huy bo 1énh vira méi thue hién. Co thé thuc hién 1énh Undo nhiéu 1an, mdi 1an s& hay
bo mot Iénh, trinh ty Undo s€ di nguoc lai véi trinh ty [énh vira duoc thyc hién.

Muén thuc hién Undo, ban chon mot trong céc thao tac sau: chon 1énh Undo trén thanh ti€u dé, hodc
nhan t6 hop phim Ctrl + Z.

Redo: cho phép huy bo thao tac Undo vira dugc thyc hién.

Muén thuc hién Redo, ban chon mét trong cac thao tac sau: chon 1énh Redo trén thanh tiéu dé, hoac
nhan t6 hop phim Ctrl +Y.

Repeat: cho phép 1ap lai thao tac vira méi thyc hién. Lénh Undo va 1énh Repeat cung chia s¢ mot vi tri
trén thanh tiéu de.

Muén thuc hién Repeat, ban nhén t6 hop phim Ctrl+Y.

Chén tap tin va chen ky tw dac biét (Symbol)

Chén tap tin

Ban c6 thé thuc hién chén vao van ban hién hanh noi dung tap tin tir dia nhu sau

= Céac budc thuc hién

Dit con tro tai vi tri cAn chén.
Chon menu I¢nh Insert, chon miii tén bén phai ntt 1énh Object, tiép tuc chon Text from File

Xuét hién hdp thoai, chon tap tin can chén va click Insert.



Chén Ky tu dic biét (Symbol) T E .
F quation -

Symbol la nhimg ky tu dac biét khong c6 trén ban phim nhu: €2 Symbol -
OO000 9 ==—<1 —— ...Sau day la c&c budc thyc hién dé chen ky hiéu =
. n = £ i
dbiét:
n51] TIvi
~=. Céc budc thyc hién =7
= — = [

- biatdau nhay tai vi tri can chén Symbol.
£ . . » ot &) TT L2
- Vao menu Insert bam miii t€n phia dudi nat Symbol, ti€p tuc chon More

Symbol... (hinh 7.15) P
- Hop thoai Symbol hién thi nhu hinh 7.16 Hinh 7.15: Menu Symbol

- Chon16p Symbol dé chén céc ky hiéu hodic 16p
Special Characters dé chén cac ky tu dac biét.

More Symbols...

Symbol ? X

Symbols  Special Characters

- Chon Font cho symbol: st dung hdp thoai

Font, thuong sir dung cac font symbol nhu: - = = — R
Wingdings, %ymbdl, \%Vebdings, y L x‘f‘f = L8 & 0oX= L_;’CC s
. ) ) OB |EF| E| R &b e B = S
- Ch\(_)n k\}'/ hi€u can chén. Nhan nut Insert dé =| ¥ &[] [=[=d|P %0062k
chen véo. ‘ Ry 6= 7| 7| ¢ |0 |Cle|®|® [y .
- Néu mudn chén nhi€u symbol thi ldp lai céc —_———
thao tac trén. ‘9‘€ £|¥‘ .‘@l]‘M'i‘#‘S|Z‘—:—‘ ><|oo|p‘a_
- Chon nut Close dé thoat (sau khi chén kyhiéu toicit ok Charsctercode 52| toms [Symvorigeana) B
thi nut Cancel d6i thanh niit Close). e P
Ghi chii: C6 thé thay ddi kich thudc ctia Symbol

tuong tu nhu d6i voi ky ty.

Y S A o« 1 Hinh 7.16: Hop thoai Symbol
Tim kiém va thay the van ban (find and replace)

Chuc nang tim va thay thé 1a hai cong cu di chuyén va stra van ban manh nhét trong Word. Churc nang cho
tim kiém (Find) cho phép tim va di chuyen nhanh dén mot diém xéac dinh. Chirc ning thay thé cho phép tim
kiém va thay thé mot tir hodc nhom tir bang mot tir hodc nhom tir khac. Sau day 1a cac bude thyc hién:

- Vao menu Home, chon miii tén bén phai nut 1énh Find, chon Advanced Find hoac Home va click chon nut
1énh Replace (Ctrl+ H) (hinh 7.17). Hop thoai hién thi (hinh 7.18)

Find and Replace ? *
}:' Find - Find  Replace GoTo

Find what: KHTM v
. Replace
L\; Select ~

Replace with: |CNTT] o

Editing
Hinh 7.17: Menu Find e e E—— -

Hinh 7.18: Hop thoai tim va thay thé

- Néu chi mudn tim kiém, click chon 16p Find. Néu mudn tim kiém va thay thé, Click chon 16p Replace.
- Nhap phan vin ban can tim vao 6 Find What.
- Nhap phan vin ban can thay thé vao 6 Replace With.
- Chon nat Find Next. Word s& dimg lai ¢ tir dau tién tim thdy.
- Click moét trong cac nuat sau:
+ Replace néu mudn thay thé mot tir va tim tiép.

3



+ Replace All néu mudn ty dong thay thé tit ca cac tir dugc tim thay.
Chu y: mudn thém tuy chon cho tim kiém, click nat 1énh More >>



Str dung tinh niang Autocorrect

Chuc nang AutoCorrect gilp ban tu dong stra nhirng 16 sai thuong xuyén xay ra trong khi soan thao vin ban
hodc dé dwa nhanh vao tai liéu nhitng khéi van ban hay d6 hoa thudng xuyén duoc sir dung.

Tao m¢t muc AutoCorrect

= Cac budc thuc hién:

- Vao menu File/Options.

- Tiép tuc chon Proofing \{é chon AutoCorrect
Options..., hop thoai xuat hi¢n (hinh 7.19)

|¥] Show AutoCorrect Options buttons

- GO tén tat vao 6 Replace | 7] Correct TWo INitial Capitals | Exceptions... |
V| Capitalize first letter of sentences

- Nhap ndi dung day du vao 6 With 7] Capitalize first letter of table celis
¥| Capitalize names of days

- Sau do click vao nat Add. 7] Correct accidental usage of CAPS LOCK key

- Click vao nut OK. ] Replace text as you type N
Replace: With: @ Plain text ForfSitted text

Chén mot muc AutoCorrrect vao tai liéu !

Pua dau nhay dén vi tri can chén, sau d6 gb tén tit va
nhan phim khoéang trang (Spacebar), phim Tab hodc |(em)
Enter. i

© ®

~
DO
“

Xo6a mét muc AutoCorrrect

= VélO la,i Cfl’a Sé AUtOCOfTECt Automatically use suggestions from the speling checker

- Chon muc can x6a bén cot Replace sau d6 click [Cox ) [ cenca |
vao nat Delete.

Hinh 7.19: Hop thoai AutoCorrect



>=_ BAI TAP
1. Bai tap 7-1: Phan Iy thuyét cua bai thuc hanh 7-1 ndy khong cé trong

gido trinh, tuy nhién hoc vién c6 thé thuc hién theo timg budc hudng dan EEE‘::HE A
1./ Bét/ tat menu Tab: ' Clipboard
- Mo cura s6 tirng dung Microsoft Word Font
- Chon menu File/ Options/Customize Ribbon EE'IEH'EF“
- Trong hop thoai Main Tabs, click bo dau check menu Tab Home, Etd)irtierfg
Insert Insert
- Click chon OK va kiém tra xem 2 menu Tab trén c6 con xuét hién Design
khﬁngf; Page Layout
A . M . [ £ \ ] |+
- Bat lai 2 menu Tab Home, Insert bang cach danh dau check vao 2 S::::;:es
menu nay trong ‘h(f)p thoai Main Tabs. Review
2./ Tao menu Tab moi: . _ ] View
- Tao menu Tab mdi ¢o6 tén 1a My Tab bang cach chon menu File/ [] Developer
Options, chon Customize Ribbon. [¥] Add-Ins
- Chon vi tri &t menu Tab mdi trong hop thoai Main Tabs, click chon Foxit Reader PDF
nGt New Tab. Blog Post

[+] Insert {Blog Post)
[+] Outlining
Background Removal A

- Chon tab m&i tao va bAm Rename va nhap tén My Tab, chon OK
va kiém tra lai menu Tab méi c6 xuét hién chua?.
3./ Gan nt 1énh 1én menu Tab:
- Tién hanh gén cac nut 1énh Copy, Cut, Paste, Font Color, Font Size
vao Tab My Tab da tao ¢ cau 2. Vi du:
» Chon menu File/ Options/Customize Ribbon
= Chon tab My Tab trong hop thoai Main Tabs, Click vao diu + dé chon New Group trong My Tab.
* Chon nut 1énh Copy trong hop thoai Choose commands from va click vao nat Add >>.
= Tuong ty nhu trén gan cc nat 1énh con lai vao tab My Tab
- Kiém tra xem niit 1énh di dwoc gan trong menu My Tab chua?.
4./ Go bé menu My Tab
2. Bai tap 7-2:
1./ Bat/tat thanh thudc:
- Bat/tit thudc, chon View/Ruler; Chon don vi do trén thuée 1a Centimeter
2./ Trén thanh cong cy truy cap nhanh gin cac nit 1énh New va Open
3./ Mo tap tin moi, dinh nghia AutoCorrect nhu sau:
Replace With
nagn nang
4./ Nhap vao ndi dung van ban sau:

CONG NGHE SAN XUAT PIN

Hau hét thiét bi di dong hién nay str dung pin sac Lithium lon (viét tat Li-ion),

cau mgdm mot cip dién cuc va chat dién phan bén trong. Cap dién cuc dugc ché tao tir Lithium, than chi
hoic c6 thé 1a cac day nano, nhung hau nhu déu phy thudc vao tinh chat hda hoc cua ion Lithium.
Nign lugng duge tinh bang cong suat cua pin theo thoi gian (watt/gidy hodc kW/gid). Dung luong ctia pin
dugc tinh bang mili-ampe/h (mAh).

Vi kha ndgn Iuu trit ndgn lugng 16n, lai c6 phan ing héa hoc bén trong, cac nha khoa hoc cho rﬁng loai
pin Li-ion nhu mot 10 phan tmg nagn lugng nho vi c¢6 kha nagn giai phong nagn lugng & nhiét do cao, ¢
kha nign giy chdy, nd ¢ nhiét d6 qua mirc cho phép.

Vay nén trén cac chuyén bay déu c6 nhitg khuyén cdo nguoi dung khong nén cit pin trong hanh 1y dé
tranh nhitng su c¢b dang tiéc.

Pin Li-ion 1 loai pin str dung nhiéu nhét trong dién tir tiéu dung (ngoai ra con duoc st dung trong khoa
hoc quéan sy, hang khong vii tru va céc loai xe di¢n) vi kha nang luu trit ndgn lugng lon nhat trong mot dién
tich nho cho phép.

5./ Tim va thay thé tir “Li-ion” thanh tir “Lithium Ion” trong vin ban trén.

6./ Di chuyén doan van ban cudi vao giita doan vin ban 2 va 3.

7./ Luu tai liéu véi tén BT7 _2.docx

MNew Tab Mew Group Rename...



3. Bai tap 7-3:

1./ Nhap vao ndi dung van ban sau
CHAN DUNG NHA KHOA HOC
"Udc mo ciia em: nha khoa hoc twong lai...". Nhung ¢6 luc nao ban tu hoi minh: Thé nao 1a nha khoa hoc?
Song con cau tra 101 doc dao cua ban tré Viét nam thi sao, nhét 1a cau tra 16 rat riéng cua chinh ban?

Cau hoi nay dd duoc 2.500 hoc sinh tir 10 dén 17 tudi & An D, Chilé, Phap, My, Y, Méhicé,
Braxinva Nigiéria tra 101 qua nhirng birc tranh tham gia cudc thi vé chan dung nha khoa hoc. La lam sao khi
hau hét déu v& nha khoa hoc nhu mot ngudi... deo kinh tring day cop, toc tai bu xu va lic nao ciing khoac
40 choang tring, ban biu véi linh kinh nhitng chai lo ciing éng nghiém va ludn lam viéc don doc,...

—_— =~=> Gido su Leopoldo de Meis, ngudi 6 sang kién ma ra cudc thi nay, nhan xét:" Do 1a
chan a@getia ngudi ki thuét vién trong phong thi nghiém, hay cua nhitng ngudi 1am nghé gia kim hoi thé ky
18,19 chir ndo phai 1a nha khoa hoc!". Theo gido su, c6 1& cac ban tré da "thira hudng" hinh anh 4y tir cac
phim hoat hinh va truyén tranh.
ok B <= Trong khi d6 90 ban tré tham gia cudc thi Chau Au danh cho cac nha khoa hoc tré ¢r
15 dén 21 tudi) lai tra 16i bang chinh san pham nghién ctru ctia minh nhu cac tac gia doat ba giai nhat
ddng hang ctia cudc thi 1an thir 10 dién ra tai thanh phd Porto bén B6 Pao Nha, di tao ra chU:O’ng trinh tin
hoc bién ddi cac anh chup tir may anh ki thuat sé thanh nhitng anh ba chiéu hay chiéc giy cé dau do siéu
am gilp nguoi mu phat hién chu:ong ngai cach 5m trén duong di, hay tim ra nguyén nhan son trang bi 6
vang trong bong téi tir d6 tao ra cac chat thém vao son dé chong hién tugng nay.

2./ Di chuyén cau Song con cau tra 10i doc déo cia ban tré Viét nam thi sao, nhat 12 cau tra 1oi rat riéng cia

chinh ban?" dén cubi tai liéu trén (dung thao tic cat va dan)

3./ Dung thao tac chép va dan dé tao ra dong sau vao cudi tai liéu:

PV HIAIPYEACIY AV EAGOY AV &A

Hudng dan: - Chén 4 ky hiéu ¢, w, &, & vao tai liéu (Font: Symbol)
- Chép (Edit/ Copy) 4 ky hiéu trén vao Clipboard.

- Thyc hién thao tac dan (Edit/ Paste) 5 lan.
4./ Chon khéi 1a doan thtr nhét, nhan phim Delete. Nhan xét. Thuc hién thao tdc Undo. Nhan xét.
5./ Chon khéi 14 toan b tai liéu (nhan t6 hop phim Ctrl + A), nhan phim Delete. Nhan xét. Thuc hién thao
tac Undo. Nhan xét.
6./ Tiép tuc thuc hién thao tdc Redo. Nhan xét.
7./ Luu tai liéu voi tén BT7_3.docx

4. Bai tap 7-4:
1./ Tao 2 muc AutoText nhu sau:

Tén muc Noi dung
kv khu vue
db bong bang Song Ciru Long

2./ Nhap vao ndi dung van ban sau
DONG BANG SONG CUU LONG: TIEM NANG CHUA PUOC KHAI THAC

Pong bang Séng Ciru Long gdm 13 tinh, thanh pho c6 dién tich dat gan 40.000 km2, dan s khoang 17 triéu
nguoi. Nhitng ndm gan day, cac tinh khu vuc Bong bang Séng Ctru Long di tao moi trudong dau tu ngay
cang hp dan dé thu hut ngudn vén dau tu tryc tiép nudce ngoai (FDI).

Sau thoi gian tram ling, trong nhitng thang cudi nam 2004 va quy 1-2005, tinh hinh thu hat dau tu nudc
ngoai vao khu vuc Pong bang Song Ciru Long da ¢ ddu higu tang trd lai. Theo s liéu mai nhat tir Cyc Dau
tu nude ngoai- Bo Ké hoach va Pau tu, FDI ctia khu vuc Pong bang Song Ciru Long dat x4p xi 1,4 ty USD
v6i 179 du an.

Bén canh viéc phét huy noi luc cua céc tinh, thoi gian gan day, Pong bang Séng Ciru Long di nhéan duoc sy
quan tdm nhiéu hon ctia Trung wong va cac bd nganh trong viéc cai thién co so ha ting, tao moi trudng dau
tu.

3./ Str dung chirc nang tim kiém va thay thé tim cum tir “Ciru Long” va thay thé boi tir “Hong".

4./ Luu tai liéu véi tén BT7 4.docx



Chuong 8: Dinh dang van ban
CHUONG 8: PINH DANG VAN BAN

Trong chuong nay sé& cung cip cho ban nhimng k¥ ning co ban dé dinh dang mot tai liéu Word - diéu chinh
hinh thure cua tai li€u. Ban s@ bi€t cach dinh dang cac ky tu riéng biét cling nhu cach dinh dang toan bd céc
doan van ban.

Pinh dang Kky tw va phong chir
Dinh dang ki tw

Pinh dang ky tu tic 1a no6i vé céac dic tinh cho tirng ky tu riéng 1¢ trong mat tai liéu. Cac dac tinh nay la:
Font chit (Font), kiéu chir (Font style: gach dudi, in nghiéng, in ddm), c¢& chir (Font size), mau chit (Font
color), ...

= Cac budc thuc hién

- Chon phﬁn van ban mudn dinh dang.
- Thyc hién mot trong cac cach sau:

Cach 1: Vao menu Home/Font hoac dung Ctrl+D (hinh 8.1)

v

(3(83 HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

Calibri(Body) ~[11 ~| A A" Aa~ A T.iT.'Z. &= 8 ¢

) ® =3 EY |5 AaBbCcDC

Paste ' I U~aex, ¥ QA-¥-A- =E==

. P— .
o .
. % Format Painter

= 52 o] i Normal

I
4
i
‘
4

Clipboard ] 7] Paragraph

<1

Customize your text using advanced
-4 font and character options to give it
: the exact look you want.

Click vao mii tén sé

hién thl hOp thoal You can add a variety of styles and
colors to your text, as well as visual
effects, like strikethrough,
superscript, and all caps.

) Hinh 8.1: Menu Font
Xuat hién hop thoai sau (hinh 8.2)

i Font @Jﬂ‘

Font Advanced

Font: Font style: Size:
Times New Raman Regular 13
Symbol PN 8 -
Tahoma Italic 9 7
TCVN3 Sample Font | Bold 10 =
\Tempus Sans ITC j Bold Italic g U
Font colorn: Underline style: Underline colon
I - | (none) [=] Automatic
Effects
[] strikethrough [7] small caps
[] Double strikethrough [ Al caps
[ superscript [ Hidden
|| subscript
Preview

Times New Roman

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

Set As Default | [ Text Effects... | [ ok || cance

Hinh 8.2: Hop thoai Font
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Chuong 8: Dinh dang van ban

- Font: chon font chir.
Font:
Times New Roman

Symbol -
Tahoma

TCVN3 Sample Font

Tempus Sans ITC

- Font Color: chon mau chir.

“ont color: Underline «

Automatic % (none)
- Automatic
'

Theme Colors

- N == - = o
-ll.llllll
Standard Colors L

N B B .

More Colors... »

- Font style: chon ki€u chir.

e Regular: chir binh thuong.

Font style:

Regular e Italic: chir nghiéng.

I.tal‘vc ' “| e Bold: chir dam.

S?,:ﬂ Italic e Bold Italic: chir vira dam

= | vira nghiéng.

- Underline style: chon kiéu gach dudi.

Underline style: °
(none)

oone) ____}

Words only

None: khong gach dudi.

e Single: nét don.

e Double: nét doi.

m

e  Words Only: chi gach dudi
___________________ CAcC tr.

- Size: chon kich c¢& cua chir.

- Underline Color: chon mau cho nét gach dudi.

- Effects:
+ Strikethough: Gach mot duong gitra céac ky tu.

+ Double Strikethough: Gach hai duong gitra cac
ky tu.

+ Superscript: Dit chi s6 trén, hoic to hop phim:
Ctrl + Shift + =

+ Subscript: it chi s6 dudi, hodc to hop phim: Ctrl
+ =

+ Small caps: Chit hoa nho.
+ All caps: Chir hoa 16n.
+ Hidden: Chir khong hién thi khi in

- Chon OK néu mudn ap dung céc xac lap nay cho tai liéu hién hanh.

Chu y: Néu nuon cac xac 1ap nay tré thanh mac nhién, nghia la s€ ap dung vao tat ca cac tai liéu dugc tao

tir 46 vé sau thi chon Default, sau d6 chon Yes.
) , Text Effect and typography
Cach 2: Dung menu Home va phim tat (hinh 8.3)
Times Mew Roman = | Chon Font chit hodc t6 hop phim Ctrl + Y- -A- === L5
Shift + F ~ A
12 - Chon size chit hoidc t6 hgp phim Ctrl + : A A /a\ T
Shift + P )
A /A
hoac: A — A
- Ctrl + ] (tang size chir 1én 1 don vi) A A A N /
- Ctrl + [ (giam size chit xudng 1 don vi) s ¥ il
- _1& Qutline »
B Chon chir dam hodc t6 hop phim Ctrl + B B Sadi ’
ﬂ Chon chit nghiéng hoac t6 hgp phim Ctrl i Reflection »
+ 1 A Glow »
H Chon chit gach duéi hoic t6 hop phim 12_3 NumberStyles ’
Ctrl + U ﬁ Ligatures >
abc Stylistic Sets >
abe Gach mdgt duong
X, X Chi s6 dudi va chi s6 trén

Hinh 8.3: Céc nut dinh dang Font trén menu Home
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Chuong 8: Dinh dang van ban

Chuyén dbi loai chir

Word c6 thé chuyén dbi gitta cac loai chit: chir in hoa thanh chit thuong, chir thuong thanh chir in hoa, hay
chir c6 ky tu dau la chir in hoa, ... , mdt cach nhanh chong ma khong can phai go lai tir ban phim.
= Cac budc thuc hién

- Chon phan van ban can chuyén doi.

Aa - \ 2 .
- Vao menu Home/Change Case ) va chon loai chit can chuyén doi (hinh 8.4). Trong do:

+ Sentence case: ky tw dau cau 14 chit in hoa, con lai 14 chit thuong. - REFERENCES  MAIL
+ lowercase: toan bd la chir thuong. A pa | 1= = o
a - Hl

+ UPPERCASE: toan b0 1a chir in hoa.

+ Title Case: ky tu dau mdi tir 1a chit in hoa, con lai 1a chi thuong.

Sentence case.

lowercase
+ tOGGLE cASE: d4o nguoc chir thudng/chit in hoa so v6i ban dau. UPPERCASE '
Ghi chu: Capitalize Each Word
- CO thé str dung to hop phim Shift + F3 1an lugt chuyén doi giita cAc loai tOGGLE cASE

chi. .
o ) , ) .. , Hinh 8.4: Menu chuyén d6i loai chix
- Véi tieng Viét c6 dau, viéc chuyén doi loai chir cé thé khong Y i

chinh xac.

Pinh dang doan van ban
Mot s6 khai niém

Trong Word, khai niém doan (Paragraph) duoc dinh nghia la mt phﬁq van ban (c6 thé chi 1a mot dong tréng)
duoc két thuc boi mot ky hiéu cudi doan (Paragraph mark). Dau cudi doan dugc dua vao bang cach nhan

phim Enter. Dé hién thi ddu phan doan, click vao nut " nhu hinh 8.5

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in

R L R == 1 | AaBbC AaBbCc AaBbCc "

Bit tit ky hi¢u cudi doan |4~ = e~ | 22

Clipboard " Paragraph B Style " -~
i

T %
de truy cap vao giao dien tao - tab moi ¥

(mm nut lcuh lén thanh cong cu¥
wmepu File/ Options/Customize Ribbon 4

- Lhon nhom tab trong dauliolibon va chon i'ab mudn thém nit 1énh 4
Click vao New-Group-dé tao Group méi-(néu-can thi

Lhon nhoém -1énh trong -danh-sach Choose commands from. khi chon-dén
o hi-cac nur lenh cua nhom ao s@-xudt hxen u uup khung bén dum K

-

Ghichu:"
Muon g& bo nit-lénh-thi DR
Loai-bo thanh-céng-cu’
Chon-menu-File/-Options/Customize Ribbi
Chon-tab-can-logi-bé trong-danh-sach ¥
Click nut-<<Remove.q

Chua y:edc tabmac dinh & khong xda duoe. chicod thé xo6a-cac tab-do ngudn
dung tao-thém. ¥

PAGE 29 OF 92 19401 WORDs  []¥ o M e -+ 100%

Hinh 8.5: Hién thi ky hiéu cubi doan

- Khi gd vin ban vao, van ban s& duoc trinh bay tir 1 tréi sang phai, khi dén 18 phai s& tu dong xudng
dong moi. Tuy nhién, trong trudng hop tuy van ban chua dén 1& phai nhung ban mudn xudng dong méi
(nhung khong mubn sang doan méi) thi nhan to hop phim Shift + Enter.

Co6 thé thuc hién dinh dang doan trudc hodc sau khi gd van ban. Truong hop: o
- Tmc’yc’ khi go van ban: kpi g0 Enter, dinh dang cua doan trudc s€ duoc ap dung cho doan ké ti€p sau,
cho dén khi c6 sy thay doi.

- Sau khi g6 van ban:
+ Néu dinh dang mot doan: chi can dua con tro vao doan can dinh dang.

+ Néu dinh dang nhiéu doan: phai chon tat ca cac doan can dinh dang.
10



Chuong 8: Dinh dang van ban

Canh I¢ doan viin ban
C6 4 cach canh 1& doan vin ban nhu sau (hinh 8.6)
- Left (canh trai): canh thing 18 trai nhung 18 phai sé so le nhau.
- Center (canh giita): canh thing & giita so v6i 18 trai, phai ctua doan vin ban.
- Right (canh phai): canh thing 1& phai nhung 1& trai s& so le nhau.

- Justify (canh déu): canh thang 2 18 trai, phai cta van ban.

Canh tréi Canh gifta Canh phai Canh déu

P9 | (0 SERCES SN SN OO ST SO SO - 7 -1 -8 1t 9+ 1 ~30+ ¢t +31- 1 +12] 1 +33+ 1 +14- 1 -19- 1 16 NeqFe | 36+ 4§
—J} =3 ¥ T T T ¥ ¥ ¥ ¥ ¥ ¥ ¥ T -

=] Ngudi dung ¢ thé chén, xdéa hay|thay ddi Font, kich thudc Fornft, mau sac, dank dau. ..
7 véi van ban mang hiéu img cua Wdrd Akt
Chu y: Chire nang nay chi sir dungfcho nhimg file Word duoc taojra tir Word 201p va co

dinh dang * docx néu ngudi dung luu file dudi dang * doc thi cfic hiéu tmg naylsé tw

dong bi g& bo khoi van ban

6. Luu file dwéi dang PDF va XPS dwoc tich hop sal
n£c do6 nhu Doc.

Ngoai cac dinh dang duoc hd tro bdi MS Office cac phiénbant Docx...
thi Office 2010 ciing hd tro lvu file dudi dinh dang PDF va XPS ma khong phaf cai dat

thém Add-in nao nhu Offide 2007

7. Hién thi théng tin chi tiét cia file van ban trong Office Button

Dé biét thong tin vé file van ban ban dang lam viéc ban chi viéc nhdp chudt yao nut

Office Button. Moi théng tin s& dwoc hién thi nhur dung luvong (tinh dén 1an luu cudi

“« 0 n ¢

Hinh 8.6: Céac dang canh 1& doan van ban
<= Cac budc thuc hién canh 1& doan vin ban
- Chon cac doan vin ban can dinh dang

- St dung menu Home, gdm céc n(t:

Canh trai, hodc nhan t6 hop phim Ctrl + L

Canh gitra, hoc nhan t6 hop phim Ctrl + E

Canh phai, hodc nhén t6 hop phim Ctrl + R

Canh déu, hodc nhan t6 hop phim Ctrl +J

Piéu chinh dj 1éch cic dong trong doan so véi 1& bing thwdée

Khi chua dinh dang thi cac dong trong doan s€ dugc hién thi tir & trai sang phai cua doan. Word cho phép
thay doi cach thé hién cac dong trong doan nhu sau:

- First line indent: dong dau tién thut vao so véi cac dong con lai trong doan.
- Left indent: cac dong trong doan déu thut vao so véi 18 trai cta van ban.
- Right indent: cac dong trong doan déu thut vao so véi 1& phai ctia van ban.

- Hanging indent: cic dong tir dong thi hai trong doan déu thut vao so v&i dong déu tién.
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Chuong 8: Dinh dang van ban

<= Céc budc thuc hién diéu chinh dd 1éch doan van bang béng thudc
- Chon cac doan van ban can dinh dang.
- Chon canh 1& bing c4c nut céng cu trén thude ngang (hinh 8.7)

First line indent o
Tab marker Right indent

LW A ‘.'I 1» } |>.. | : | ) "-I i | : | b4 ‘I ! i. ¢ | '. | } _‘_| b ‘f*
, \ ] Hanging indent Right margin area
Left marginarea  Left indent

Hinh 8.7: Canh 1& trén thudc ngang

(e}

Ghi chi: Bbi voi Left indent c¢6 thé sir dung nhanh 2 nit E (Increase Indent) va
trén menu Home.

=| (Decrease indent)

Pinh dang doan viin ban bang cach sir dung menu Home, nhém Paragraph

Ngoai cach dinh dang doan van ban theo thanh cong cu thudc va phim tat, ban c6 thé dinh dang doan van
ban bang menu 1€nh. Cac budc thuc hién dicu chinh d¢ 1éch doan van ban bang menu 1énh:

<= Cac budc thuc hién
- Chon céac doan van ban can dinh dang, néu khong sé& thuc hién trén doan van ban hién hanh.

- M6 menu Home, tai nhom Paragraph click vao miii tén & goc dudi bén phai, xuét hién hop thoai (hinh

8.8)

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

Q- - - A - . L == =3 | ”
Calibri (Body) =~ (11 “|A A Aa ~ 4 - - 3 v 8= == 7 a1

Pas A X * v
a.‘f ~ B I U - abex, x A~ - A~ BE= : H= .

lipboard %

Font 3 Paragra
Paragraph [P S

Indents and Spacing Line and Page Breaks
General
Alignment: O -

Qutline level: Body Text -

Indentation

Left: 0 S Special: By: . \ ' ~NC A ~
i — e — o | Click vao miii tén s€
Mirror indent R 1 A M
orifidents «— | hién thi hop thoai
Spacing
Before: O pt S Line spacing: At:
After: O pt = Multiple E 2.5

Don’'t add space between paragraphs of the same style

Preview
g Tout Samye Tens Samy
Samgiz Toos Sampls To
Sample Teus Sampic
i Tabs... | | Set As Default ‘\ oK [ Cancel

Hinh 8.8: Hop thoai Paragraph

Lop Indents and Spacing
- General:

+Alignment: Canh 1& cho doan, gém c6 cac muc: Left, Centered, Right, Justified.
- Indentation: Tao dg 1€ch cac dong trong doan so voi 1é:

+ Left: D0 1&ch trai.
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Chuong 8: Dinh dang van ban

+ Right: B§ l¢éch phai.
+ Special: Co céc lya chon sau:
« None: 1& theo qui dinh cta Left va Right indent.
* First Line: Dat d¢ I¢ch cho dong dau tién cua doan (dugc xac dinh trong muc By).

« Hanging: it d6 1éch cho cac dong khong phai 1a dong déu tién cia doan (dugc xac dinh
trong muc By).

- Spacing: Dinh khoang cach giita cac doan, bao gdm:
+ Before: khoang cach gitra doan hién hanh va doan phia trén (mac nhién 0).
+ After: khoang céach gitra doan hi¢n hanh va doan phia du¢i (mac nhién 0).
+ Line Spacing: Pinh khoang céch giira cac dong trong Paragraph.

Lop Line and Page Breaks

Word tu dong tao cac dau ngit trang trong qua trinh nhap vin ban, nhung ban co thé dit cac doan lién quan
dén nhiing trang giay. Vi dy, ban c6 thé chan mdt doan cd cidc dong ndm & cung trang hay cac trang khac
nhau bang cach su dung 16p Line and Page Breaks

Tao ky tu Drop Cap

ot trong nhimg dinh dang pho bién thudong két hop véi doan 13 Drop Cap. Céc chit Drop Cap

thuong duogc sir dung dé mo ta cac ky ty 10n ma né xuat hién bat ddu mdi chuong (chapter) hay

mdi phan. Khi ban tao Drop Cap, Word phong to ky tu dau (c6 thé nhiéu hon mot ky ty hay catir
dau tién ciia doan) mot doan nam trén nhiéu dong lién tiép cia doan do.

= Cac budc thuc hién

- Dit con tré vao doan can tao Drop Cap, néu mudn nhiéu hon mot ky tu hay ca tir dau tién cia doan, ban
chi can chon cac ky tu hay tir dau tién ctia doan.

- Vao menu Insert/Drop Cap.

- Chon Drop Cap Options xuat hién hop ;
thoai (hinh 8 9) [ Quick Parts ¥ E’ Signature Line
' A WordArt v [E3 Date & Time

& Drop Cap~ ™ Object ~

+ Position: Dinh vi tri cho ky tu

Drop Cap.

+ Options: Cac tuy chon: e In margin
e Font: chon Font cho ky tu Drop Cap. A | dropped
e Lines to Drop: chon chiéu cao ciia
ky tu Drop Cap nam trén bao nhiéu A= margin
dong (mac nhién 1a ba dong).

e Distance from text: khoang cach tur .
ky tur Drop Cap dén vin ban.

A= Drop Cap Options..,

- Chon nut OK dé ket thic. Hinh 8.9: Menu va hop thoai Drop Cap
Ké dwong vién va to nén cho doan vin ban

Word hd trg chirc ning dudng vién (border) va té nén (shading). Ban c6 thé thém duong vién hodc mau nén
cho mot lghéi ky tu, cho cac doan, cac 6 (Cells) trong bang (Table), hodc toan bd bang. Ban ciing co6 thé in
dudng vién xung quanh toan b cac trang trong tai li¢u. Xem vi du bén dudi:

You can apply Borders and shading to blocks of characters. You can apply borders and shading
to entire paragraphs. You can borders and shading to tables
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Chuong 8: Dinh dang van ban

Ké duong vién va té nén bing menu Borders and Shading
= Cac budc thuc hién
- Chon khdi vin ban can ké duong vién hoic t6 nén.
- Str dyng cac nut trén menu Home, nhom 1€nh Paragraph. (hinh 8.10)

NCES MAILINGS REVIEW VIEW Click miii tén mo danh
S ' sach cac kiéu duong
vién.

Click miii tén m& hop
thoai chon mau nén.

Hinh 8.10: Menu kiéu dudng vién

Ké dwdng vién va té nén bang hdp thoai Borders and Shading

= Cac buge thue hien (ot sty R -
- Chon khdi vin ban can ké duong vién hofic t0 || gudes | page soder | sroing |
nén. Setting: Style: Preview
\ ~ . Click on diagram below or use
- Vao menu Home, trong nhom Paragraph, click None 3 buttons to applyborders

mili tén m& danh sach cac kiéu duong vién (

1

|

- 7)), chon muc Borders and Shading,..., dé
bat hop thoai Borders and Shading. (hinh 8.11)

Shadow

- Chon 16p Borders: ké duong vién cho khéi/

2l | | | | (I | |
¥

30
doan vin ban. P [+]
Width: I7 |
- Chon Apply to: e [l Aoy o
+ Paragraph oo [
| Qptons..._|
+ Text — —
: , . | Horizontal Line... | oK | Cancel |
Cha ¥: Déi v6i khdi van bén thi dudng vién s¢ e :
bao quanh khoi van ban. Hinh 8.11: Hop thoai Border and Shading - 16p Borders
Y nghia:
- None: Khong ké (ké nét rong) - Style: Cac kiéu duong ke.
- Box: K¢ hop bao quanh. - Color: Chon mau duong ké.

- Shadow: Puong ké c6 nét bong mo | - Width: Chon d rong duong ké.

- 3-D: Puong ké khong gian ba chiéu | _ Apply to: V& cho ddi turong 1a: Text (khdi vin ban duoc

- Custom: Puong ké tuy ¥. chon) hoac Paragraph (toan b doan van ban).

- Options: Cho phép dat khoang cach dudng vién déi v6i khoi vin ban.
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Chon 16p Shading: t6 mau nén (hinh 8.12)

f S B 6 [ ( : et A )
bt s [ M (ocesui%) g b b e o
| Borders | page Border | Shadng | s [ pgetorer | sadog
Fl Preview 1 Fil Preview
[ NoCor —a] > tocor [
Theme Colors
oy i | “‘n mmmEmEn i
s Jow [ —" ; —
Color: Automaty ] I I I i
- Standard Colors e e
' EEN. NENEEN ’
No Color
l 19 More Colors...
Apply to: Apply to: |
Paragraph B Paragraph E[
|
. o Lo )| | e L) (o)

Hinh 8.12: Hop thoai B

Panh diu va danh sb thi tw

order and Shading - 16p Shading

Bullet 12 mot ky hiéu dd hoa nho nhu diu cham nho dé gidi thiéu mot chi muc trong danh séach va duoc ding
khi thtr ty cac chi muc 1a khong quan trong. Str dung s6 thur ty khi ban mudn nhan manh tinh lién tuc nhu
mot chuoi cac bude. Néu ban thém vao, di chuyén hodc x6a cac chi muc trong danh sach céac s6, Word sé tu
dong cap nhat cac so.

Chen ky hiéu in (Bullets)

= Cac budc thuc hién

Chon céc doan van ban can tao Bullets.

Trong menu Home, nhan vao mili tén nho trén nut Bullets *= .

Chon kiéu danh d4u c6 san thich hop.

JCES MAILINGS REVIEW VIEW

.-—_ y— 5 —
S 2— v A—w
-— — i- =

e= 3= | 2

hll | AaBbCcDc 2

Recently Used Bullets

|
0.0
Bullet Library

T | = = I = I . =
we|l @ [| O] = || % ][
> || v
Document Bullets
e =

Define New Bullet...

Néu mudn c6 ky hiéu (symbol) khac. Ban nhan Define New Bullet... xuat hién hop thoai (hinh 8.13)
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Chuong 8: Dinh dang van ban

+ Nut Symbol...: mé hop thoai Symbol.
+ Picture: M¢ hQp thoai picture Bullet.
+ Font: thiét 1ap cac dinh dang cho Bullet.
+ Alignment: chon vi tri cho danh déu (Left, Centered, Right).
+ Preview: xem trudc két qua.
Pinh s6 thir tw (Numbering)
= Cac budc thuc hién
- Chon cac doan vin ban can tao sb tht tu.

i —
T —_—

- Trong menu Home nhan vao miii tén nhé trén nut Numbering =7 .
- Chon ki€u danh s6 c6 san thich hop.

- Néu mudn s6 thir tu v6i dinh dang khac chon Define New Number Format, xuat hién hop thoai (hinh

8.14)
NCES MAILINGS REVIEW VIEW
-
. N — et o Define New Number Format i sl e
= -i=E - &3 2l T | aasbeepe ¢ —
= = Numbering Library 1 !| Number format |
s : Number style:
Bai 1:- - 1.
s |||z vz, =]
Bai 3: — 3.- Number format:
i |
L2 I | | A Alignment: ‘
2)- 1. - - = —
3) n. — Left [Z]
Preview
aj)- a.— - i—
b) b.— - ii.
Cc)- C. - i, —— 5
Document Number Formats 6
Hinh 8.1-1:-
Hinh 8.1-2: 5
Hinh 8.1-3:
Define New Number Format.
[ ox | [ cancel |

Hinh 8.14: Hop thoai Number

+ Number style: chon kiéu s6 thu tu.
+ Font: thiét 1ap cac dinh dang cho s6 thir tu.
+ Number Format: nhdp vao dinh dang cho s6 thu tu.
+ Alignment: chon vi tri cho s6 thu tu (Left, Centered, Right).
+ Preview: xem trudc két qua.
Pat cac Tab

Mot diém dimg Tab (tab stop) la mét vi tri tai day diém chén vin ban sé& dimg n‘éu ban nha”:m phim tab. Khi
nhan phim Tab, diém chen van ban s€ dich chuyén sang phai t¢i vi tri Tab stop dong thoi neu bén phai diém
chén van ban c0 bat ky van ban nao thi van ban d6 ciing di chuyén theo. Biém dirng mac nhién ctia Tab stop
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la 1.27 cm, tuy nhién ban c6 thé thay ddi. Ban c6 thé dung thudc hodc menu 1énh dé tao céc diém dung tab
va phai tao cac dieém dung tab trude khi tao van ban (hinh 8.15)

Left Center Right  Decimal
2 S- 1 -5-1-6-1-741 S - ::wvv::-»-::-»»;,"-n»:4~n,_-‘_;s;-»:s-f;;;(t—(;;
2 Description Date Price -
5 01B-01 Big Book - "Alcoholics Anonymous" 08/2010 $17.60
= 01B-08 Big Book (Portable - soft cover) 09/2011 $24 .00

Hinh 8.15: Vi du vé str dung diém Tabs

Sir dung thwéc xac dinh nhirng diém dirng Tab

Ky hiéu Y nghia
L] | Left Tab: Vin ban duoc canh trdi so véi vi tri diém Tab.
El Right Tab: Van ban dugc canh phai so vai vi tri diém Tab.
El Center Tab: Vin ban dugc canh gitta so vai vi tri diém Tab
|i| Decimal Tab: Vin ban dugc canh theo dau cham thap phan tai vi tri diém Tab.

<= Cac budc thuc hién
- Nhép vao ky hiéu Tab tai vi tri giao nhau giita 2 thu6c ngang va doc dé chon loai diém Tab.
- Nhap vao céc vi tri mudn dat diém dimg Tab trén thudc ngang.
- Lap lai 2 budc trén cho cac diém Tab khéc.
Ch0 y: - Thay d6i vi tri diém ding Tab bang cach kéo (drag) n6 dén vi tri méi trén thude.
- X6a diém ding Tab bang cach kéo (drag) no ra khoi thude.

Xac dinh nhirng diém dirng Tab tuy bién bing hop thoai Tabs

== Cac buoc thuc hién:

Trong menu Home nhén viao miii tén ¢ goc dudi bén phai nhom Paragraph, xuat hién hop thoai
Paragraph, ti€p tuc nhan vao nit Tabs & goc dudi bén trai hdp thoai. Hop thoai Tabs xuat hién. (hinh

g - :
Paragraph 2 " Tabs LM
[ | T i : f 3
Indents and Spacing Line and Page Breaks | 1ab stop: position Ze;?u" fab stops <
General =
Tab stops to be cleared:

Alignment: | [EXTE— - | 2

Qutline level: Body Text E Collapsed by default
Indentation Alignment

- =) R
Left: 0" 2 Special: By: Left Center Right
Decimal Bar
Right: 0- = (none) - s
o D Leader
Mirror indents © 1 None S 3 -
g =
Spacing — .
~ | Clear All
Before: 0 pt = Line spacing: At: -
After: spt = Multiple [z] 108 = b 4 [ ox ][ cance |

Don’'t add space between paragraphs of the same style
Preview / Hinh 8.16: Hop thoai Tabs
/IM Default J ( OK J ( Cancel J
N
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Chuong 8: Dinh dang van ban

+ Tab stop position: nhap/chon diém Tab.
+ Alignment: chon loai diém dimg Tab.
+ Leader: Chon loai ky tu dan.
- Nhén vao nat Set.
- Tiép tuc lap lai cho cac diém Tab khéc.
+ Nt Clear: bé mot diém Tab duoc chon trong hop Tab stop position.
+ Nut Clear All: bé tat ca cac diém Tab.
Chu ¥: Dé sir dung dugc diém ding Tab trong bang (Table) thi phai nhan t6 hop phim Ctrl + Tab.
Vin ban dang c)t (columns) va cac déi twong khac q v
Még nhién Word hién Ehi van ban trén mot cot, nhung ban c6 thé chi dinh van b{m hién thi trén 2, 3 hoidc
nhi€u c6t giong nhu hién thi dudi dang cac bai bao hodc quang cao va word co6 thé chia van ban dén 12 cit
(hinh 8.17). Ban chi cé the thay cot hi€n thi & che do Print Layout hodc Print Preview. Trong cac ché d6 hién
thi khac, van ban chi hién thi mot cot.

TRRMELERE S o ———————  ERT DESIGM PAGE

] amn

¥ N T 7'7"”7" 777”j”747 'l_‘BI'EEkE'
Xoa 0 trang @ trang ~ méhopthoaiPageSetup LA trang oo thé dwoe %ELine Numbers |
diu tién cia tai lign o chinh sta qua cde bude COIuvmns %" Hyphenation § éé Eé §§
Trong thi liéu, thuomg - Nhin chugt vio the One one Two Thvee Left Right
trang dau tién khong Layout trong hop thoai, + Chon tab Page Layout . ) el 3 Line between
duoe Ganh s6 vin i bén duoi Headers and trénshomRibbon e Width and spacing Preview
trang bia Ap dungphin  footers, ban danh v, o e Fagt Three Col #: Width: Spacing:
ghi chi ¢ thi thudt “Bt chon vio hp kiém Setup, kich chon 1 4.86 om 1.27¢cm
dau danh so trang bing  Different fist page. Margiss Left 466w 27 ar
mft 50 kbdc” bén trén,  NhanOK. : 4,66
Oz : + Chion Default Margin, Right
trang bia van duoc danh Biy gior ban hay kidm tra B V| Equal column width
50100V vay ban b hiode == More Columns...
010 Viviybanbdy  iven o dinglatrang ) Applyto: |Selectedtext || tart new
thye bign témbSe S0 42 e Yhong o 56 | Cion a0/ Custont -
$éxtahin s UIEO  pie g g ki B vi boan thinh oK [ cancel |
g e o hop thoai.
trang ddu tién ¢B3 B go gioh ik 1 khane

Hinh 8.17: Vi du chia ¢t van ban

<= Cac budc thuc hién

- Chon phan van ban can chia cot.

- Trong menu Page Layout, bAm vao nat Columns.

Hinh 8.18: Hop thoai chia cot

- Trong danh séach hién thi, chon kiéu chia cot sin c6 thich hop.

Hoic c6 thé chia cot phirc tap bang cach bim vao nat More Columns. .. (hinh 8.18)

Y nghia:

- Presets: cac mau chia c6t dinh san.

- Number of columns: chon s6 ¢6t muon chia.

- Width and spacing: do rong ¢t (Width) va khoang cach (Spacing) gitra cac cdt.

- Line between: bat/ tit duong phan cach giira cac cot.

- Equal column width: Néu chon, céc cot s& c6 do rong béng nhau.

- Apply to: pham vi van ban dugc chia thanh cét.

+ Selected text: chia cot cho khéi van ban dugc chon (mic nhién).

+ Whole document: cho toan van ban.

+ This Point Forward: tir vi tri ddu nhay tro vé sau.

- Preview: hién thi két qua xem trudc.
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Kiéu dang (Style)

Khai niém
Style la tap hop cac dinh dang ma ban €6 thé 4p dung t6i van ban trong tap tin van ban. Vi du mét style chira
dung thong tin quan hé dén ki€u chir va phong chir, 1€ cua doan véan ban va khoang cach xuat trude sau va
gilta cac doan van ban... Thay vi dinh dang tryc tiép cac thanh phan nay t61 van ban, ban c6 thé xay dung tap
hop céac thong tin dinh dang nay v&1 mét tén goi 1a tén style va sau d6 ban c6 thé ap dung style nay dén van
ban. Trong Word c6 bon kiéu Style:
- Paragraph style: dinh dang toan doan véan ban cung cac phong chtr, kich thude chir, khoang cach hang,

dudng vién, to nén...

- Character style: chi dinh dang khdi van ban d3 chon, chi dinh dang ky tu va ngdén ngfr.
- Table style: dung dé bd tri cach xuét hién cta bang, hang, cdt va 0.
- List style: dinh nghia cach dinh dang cac chi myc (bulleted) va sb (numbered) trong danh sach.

Hién thi va sir dung Style

MBOi tap tin van ban chira dung cac Style. Bit cur khi nao ban md mét tap tin mau dé bat ddu mot van ban
m&i, ban di co cac Style san dung. Ban c6 thé sir dung cac Style nay, tao nhimng style méi hodc c¢6 thé sao
chép Style tir cac tap tin van ban hodc c4c tap tin mau khac. Khi ban chon File/New va nhan Blank document,
ban dang sao chép mau cua tap tin Normal document. Miu co ban cia Word duoc thiét ké chung cho cac
tap tin van ban. Nhan vao mili tén chi xudng trong khung xem trudc Style, danh sach céac Style duoc hién thi
day du. Ban ciing ¢ thé nhan vao mili tén & goc dudi bén phai ciia khung Style dé mé rong khung Style va
cac chtrc nang (hinh 8.19)

R DR g - Styles
AaBbCcDc AaBbCeDc AaBDC( AaBbCcl AaBl AaBbCcC AaBbCcDt AaBbCcD ‘

Clear All

TNormal | TNoSpac.. Headingl Heading2 Title Subtitle  Subtle Em.. Emphasis |3 [ Normai
No Spacing

T

9

Heading 1 i3

Heading 2 b

Title 33

Subtitie a8

AaBbCcDc AaBbCcDe AaBbhC( AaBbCcl Aa BI AaBbCcC AaBbCcD: AaBbCcDe o sihiaas -
mphasis

y a
1]

a

a

: ]

9

$141 Subtle Er\ Emphasis Intense Emphasis

0 anN } A
Judtitie b

Normal | T NoSpac.. Headingl Heading2 Emp
. g g

Strong

Quote

AaBbCcD¢ AoBbCcDe Ao AABBCCDC AABBCCOL AaBbCcDi AaBbCcDc S

Subtle Reference

L Titl L +

Intense E... Strong Quote Intense Q... SubtleRef.. IntenseR.. BookTitle T ListPara..

Intense Reference
- p Chol Book Title

A4 Create a Style

b | €alyic List Paragraph

Show Preview

Disable Linked Styles

Hinh 8.19: Danh sach liét ké cac Style va dinh dang
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Ung dung Style vao doan va vin ban

= Cac budc thuc hién Styles - x
- Chon céc doan vin ban, néu chi 4p dung cho mot doan thi dat I e o
con tré trong doan mudn ap dung _No Spacing =
. { Heading 1 [El
- Chon Style trong hdp liét ké Style trén menu Home. Update Heading 1 to Match Selection
2 Modify
Ch(.)ll va thay doi tat ca cac doi tll’(.)’llg cé Cl]ng m@t Style Select All: (No Data) N
7 ~ r 7. , ~ A R Remove All: (No Data)
Ban c6 thé dé dang chon tat ca cac doi tugng co cling mdt Style &
bat ctr noi Ao trong van ban. Vi du, ban ¢ thé lya chon tat ca cac Remove from Style Gallery ’
khoi van ban c6 cling mot dinh dang dé thay thé mot dinh dang s A— =
khac hodc x06a bo tat ca cac khoi van ban co ciing mot Style. Subtie Reference 3
Intense Reference a
= Cac budc thuc hién BookTile o
List Paragraph b |
- Trong khung Style cia menu Home, nhan vao miii tén & goc
dudi bén phai khung Style, danh sach cac Style hién thi. e e
- Nhéin vao miii tén bén phai cta Style ma ban mudén chon tat 2 [%B] | %2
ca cac doi tuong ap dung Style nay va chon Select All (no .
data). (hinh 8.20) Hinh 8.20: Chon cac doi

. . e £ LA 4 t ing styl
- Sau khi chon tat ca cac doi tugng co cung Style, ban c6 the dinh dang UOng cung style

lai cho cac dbi tuong béng cach chon céc style khac trong hop liétkeé
Style hodc c6 thé bo tat ca bang phim Delete.

Sao chép dinh dang

Ban Cé‘the; copy dinh dang mot khdi van ban da dinh dang trudc d¢6 cho mét hay nhiéu hon céc khéi van ban
khac bang cach stir dung chirc nang sao chép dinh dang (Format Painter).

>=. Cach thuc hién:
- Chon khdi vin ban c6 dinh dang can sao chép.

<

- Click vao nat Format Painter . M6t chdi quét son nhé ngay canh con trd chudt hinh chit I.
- Dé gan dinh dang di sao chép, chuyén con tro chudt dén vian ban mudn sao chép, va quét khéi van ban.

< kni

Luu y: Mudn sao chép dinh dang cho nhiéu khéi van ban, nhip D_Click vao niit Format Painter
két thiic hdy Click vao nit Format Painter i hodc nhan phim Escape.
Xo0a bé cac dinh dang

Trong Word, hdp liét ké Style trong menu Home c6 chirc ndng x06a cac dinh dang. Ban co thé sir dung churc
nang nay dé xoa dinh dang cho cac khdi van ban dugc chon, cac doan hodc toan tai liéu.

= Cac budc thuc hién:
- Chon khdi van ban hoidc doan mudn x6a dinh dang

- Chon Clear All trong hop liét ké style.

. . A
Ban c¢6 thé thuc hién 1énh x6a dinh dang thong qua nuat 1énh Clear Formatting trong menu Home.
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>=_ BAI TAP

1. Bai tap 8-1: )
Nhap va dinh dang giong nhu van ban sau va luu vao dia véi tén BT8-1.docx

Cac chirc nang cua MicroSoft Word

Microsoft Word (goi tit 1a Word) 1a mot cdng cu soan thao vin ban phd bién hién nay cua cong ty
phan mém Microsoft. Phan mém cho phép nguoi dung lam viéc voi van ban tho (text), cac hi¢u img nhu

phéng chir, mau sic, cung v6i hinh anh d6 hoa (graphics) va nhiéu hiéu tng da phwong tién khac
(multimedia) nhu &m thanh, video khién cho viéc soan thao van ban dugc thuan tién hon. Ngoai ra cling c6
cac cong cu nhu kiém tra chinh ta, ngit phap ctia nhiéu ngdn ngit khac nhau dé hd tro ngudi sit dung. ...Ban
cilng c6 thé sic Word dé tgo céc trang Web sinh déng va noi bt cho Word Wide Web hay Intranet cuc bj.

Vi Word 12 mét phan cua Microsoft Office, do d6 n6 c6 thé chia sé dit liéu voi Microsoft Excel,
Microsoft PowerPoint, Microsoft Access, Microsoft Outlook.

Hién nay, 6 nuwéc ta da sé cdc van ban diing trong giao dich, cdc dn phdm vin héa, tap chi, gido
trinh... déu si dung Waord 2013 dé soan théo va in dn

2. Bai tap 8-2: ’
1./ Nhap va dinh dang giong nhu van ban sau va luu vao dia vdi tén BT8-2.docx

IHaf s@ic hoa tigbm

Mot mua thu trude, moi hoang hon
Nhat canh hoa roi chang thay buon,
Nhudm anh nang ta qua mai toc,
T61 cho nguoi dén véi yéu duong.

Nguoi dy thuong hay vudt toc toi,
Tho dai trong lic thay toi vui,
Bao réng: “Hoa, dang nhu tim vd,
Anh so tinh ta cling v& thoi!”

Thué 4y, nao toi da hiéu gi

Cénh hoa tan tac cua sinh ly,

Cho nén cudi dap: “Mau hoa tring
La chut 1ong trong chang bién suy”

Nguoi 4y thudng hay ngam lanh ling
Dai duong xa viit bong chiéu phong,
Va phuong trdi thim mo suong, cat,
Tay vit ddy hoa tring chanh 10ng.

2./ Pinh dang bai tho theo yéu cau sau:

- Pinh dang tiéu dé bai tho: chon Font: “Tahoma”, Size: 26, chit ddm

- Khé tho 1: chon Font: “Times New Roman”, Size: 18, chit dam, gach dudi mot duong

- Khé tho 2: chon Font: “Arial”, Size: 18, chit nghiéng, gach du6i hai dudng

- Khé tho 3: chon Font: “Calibri”, Size: 18, chir ddm nghiéng, gach duéi timg tir

- Khé tho 4: chon Font: “Verdana”, Size: 18, chit dm nghiéng, chit hoa nho (Small Caps)
- Sao chép khd tho dau tién vao cubi bai tho

- Di chuyén kho tho 4 1én trudc kho tho 2
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3. Bai tap 8-3: ’
Nhap va dinh dang giong nhu van ban sau va luu vao dia véi tén BT8-3.docx

HOP HOI THOQAI FONT
Néu ban mudn chon nhitng Font chit khac nhau cho cac ky tu, chi dinh in ddm Bold, in nghiéng Italic,
gach dudi Underline, chir bong Shadow, chit vién Outline, sach-métdudne sitracde ke chi s6 dusi, 0

"*%hit phat sang, hay chir phan chiéu thi ta c6 thé chon 1énh trén menu Home. Tuy nhién Word concung

cap rat nhidu kiéu dinh dang khéc cho cac ky tu nhu: gach hai duong gita cac ky tu, CHU'HOA NHO...
nhitng dinh dang nay mac nhién khong c6 nit Iénh trén menu Home. Do d6 dé su dung thi phai st dung
hop hoi thoai Font.

2D B %

Sau khi chon khdi van ban can dinh dang, trong menu Home, ban click chon Iénh miii tén phia du¢i bén
phai nhém Font. Hop thoai Font gdbm c6 cac thanh phan sau:

Lép Font: chon Font chir
O Font: cho phép nhap hay chon Font chir cho céc ky tu.
O Font style: liét ké cac ki€u chir: Regular, Italic, Bold, Bold Italic.

O Size: cho phép nhép hay ChOl’l C(~)' Ch&

O Underline: cho phép chon kiéu gach dudi.

O Font color: cho mau cho céc ky tu.

O Strikethrough: gach mot duong gitra cac ky tu.

O Beuble strikethrough: gach hai duong gitra cac ky tu.
O Superscript: chi sd trén (a2+b?).

O Subscript: chi s6 dudi (H2SOa).

O Small Caps: chit HOANHO.

O All Caps: chit HOA LON.

O Hidden: an (khong cho hién ky tu).

Lép Advanced: dinh khoang cach, vi tri gitra cac ky tu.
Preview: khung hién thi minh hoa.

OK: ap dung cac théng sd vira chon cho ky tu.

Default: luu cac thong sb vira chon thanh gia tri mdc nhién.
Cancel: huy bo cac thong sb vira chon.

4. Bai tap 8-4: thwéadinhldan%gfin%nhm@.hé&llsﬁdhw&lmm&éﬁ;diaav\(ﬁlténl&'ﬂ%&dﬂ%
HO HEN MAI CUOI CUNG EM CUNG BEN

Ho hen mdi cudi cing em ciing dén
Chi tiéc mua thu vira méi di roi
Con s6t lai trén ban bong cuc tim
Bon canh tin_ba cdnh sdp sira roi

HO hen mii cudi cling em datéi
Nhuw cénh chim trong mét cﬁa chan troi

Qua tim anh nhu cén nha bé nhd

Gi6 em vao - néu chdn - gié lai ra
Ho_hen mai cudi cung em diung doé
Dau mua thu, hoa ctc cudp anh roi...

Hoang Nhuin Cim
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5. Bai tap 8-5: ’
1./ Nhap va dinh dang giong nhu van ban sau va luu vao dia vdi tén BT8-5.docx

HOC 51 THU TIENG NHO MAY TINH

Transparent Language Company

T ransparent Language, mot cong ty chuyén vé phan cémg day ngoai ngit di cong bd mot san
pham phan cing co thé day nhanh 51 thir tiéng cho nhitng ngudi thuong di du lich hay cong tic &
cac nudc. Day 1a con sb ky luc cua Transparent Language, vuot xa san pham cung loai cua hing
Learning Company (san pham nay c6 thé day dugc 31 thi tiéng).

S an pham cua Transparent Language c6 thé day cac thi tiéng

thong dung nhu Anh, Hoa, Tay Ban Nha, Phép, Pirc, Y, Nhit.
Ngoai ra san pham nay c6 thé day dugc hau hét cac tha tiéng
Kh&c trén the gidi, trong do co ca tieng Viét, Do Thai, Hin-di, La-tinh,...

cing nay lai giup nguoi dung nam rat nhanh cac kién thuc can ban vé mot ngon ngi.

Céc chu dé day hoc cua phan ctng ciing rat phong phi Va gan giii voi cude séng hang
ngay. Ngudi dung Click chudt vao cac cau trén man hinh 12 tiéng s& phat ra, dong thoi man
hinh ciing hién thi phan bién dich, y nghia, tir vung va cac lién két dan tdi cac chu giai vé
ngit phap. Ngoai ra, san pham phan cimg nay ciia Transparent Language cung cho phép
ngudi dung 1ap mot danh muc cac tir hay st dung hodc cac tir kho dé tra nhanh va cho phép
thu tiéng cta hoc vién dé ddi chiéu.

T ransparent Language da tung ra san pham nay véi gia chi ¢6 29,95%SP nhung phan

2./ Dung chirc ndng sao chép dinh dang ¢ Format Painter) dé dinh dang cho cac chir Transparent
Language

6. Bai tap 8-6: )
Nhap va dinh dang giong nhu vén ban sau va luu vao dia voi tén BT8-6.docx

CONG TY TNHH TAN PAI THE GIOI

ham tao diéu kién thuan 16i cho viéc gao dich véi cac khach hang thuong xuyén ciia Cong ty, Phong
Quan tr1 xin gui dén cac don vi truc thudc Cong ty bang tin thi truong nhu sau:
TRUONG PHONG
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7. Bai tap 8-7: ’
Nhap va dinh dang giong nhu van ban sau va luu vao dia véi tén BT8-7.docx

|
| COHOI LAM VIEC TAI CONG TY CHUNG KEQAN LON NEAT VIET NAM |

O, == ==
Cic ban c6 muén khdng dinh tai nang va vi tri ciia minh ?
Do nhu cau phat trién va mé rong hoat dong kinh doanh, Céng ty C6 phan Chung khoan Sai Gon (SSI), can

tuyén nhttng vi tri [am vi¢c tai TP.HCM va Viing Tau nhu sau:

Moi cac ban tham gia vao cdc vi tri sau:
1. TRUONG PHONG DICH VU TAI CHINH (FS01)

e (o kinh nghiém & vi tri twong duonghoic Trudng/ Pho phong phu trach san pham tai chinh tai cong
ty Chirng khoan hoac Ngan hang.

e Hiéu biét thi truong, c6 kha nang nhay ben danh gia bién dong cta cb phiéu cam cb nham som phat
hién ra nhirng rui ro dé kip thoi dé xuat xu ly.
e (6 quan hé rong rii voi cac Ngan hang hoic to chirc tai chinh.
2. CHUYEN VIEN VI TINH (1T01)

< Tt nghiép Dai hoc chuyén nganh Tin hoc. C6 kinh nghi¢m vé thiét ké, tao méau bﬁng vi tinh va lap
trinh quén ly trén mang.

% C6 kha ning giao tiép va nghién ciru cac tai liéu chuyén moén bang tiéng Anh.

Céc ban tring tuyén sé& duoc: Hb so gom:

a. Luong va cac ché d6 phu cip hap dan. 1) Pon xin viéc viét bang tiéng Anh (Application
b, Coéng ty s& tao mét cong viéc lau dai va én form) o

dinh. 2) Tom tat ban than viét bang tieng Anh

' o (Curriculum vitae)

L D}r e t?o moi diéu ki¢n thuan loi d¢ nang cao 3) Ban sao c6 cong chirng cac van bé“mg, chung

trinh do \

chi.
4) Anh4x 6:2tdim

Néu ban quan tim xin moi ngp ho so sém nhit vé dia chi sau:
Cong ty Co phan Chirng khoan Sai Gon (B$ phan Nhan sur)
S6 72 Nguyén Hué, Quén 1, TP. H6 Chi Minh
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8. Bai tap 8-8

Nhap va dinh dang gidng nhu vin ban sau va luu vao dia véi tén BT8-8.docx

cach noi

ord la
Wordprocessor (Phan mém xu ly
van ban). Qua trinh xtr Iy van banbao
gom hai giai doan chinh: Soan thio

gon cua tu

Véi may danh chir

(Editing) va xir ly (Processing). Soan thao van ban
1a cong viéc rat thuong gip trong vin phong va 1a
cong viéc rat nham chan khi ngudi ta con dung
may danh chir (typewriter) dé thyc hién.

moét hang, ban phai kéo can dé xubng hang. Muon canh 1& cho ngay ngin, ban phai canh

V J ® may danh chir, mdi lan ban g& mot phim thi 1ap tirc cac ky tu dugc in ra gidy. Khi gb hét

bang tay va mét. Mot van ban da duoc tao xong, néu c6 15i thi phai g0 lai tu dau va c6 thé
mac phai khuyét diém nhu lan trude (cang go cang sai).

Véi may vi tinh va Word, mai
dén lic ban ra 1énh in, van chua
c6 vét nao trén gidy. Vin banchi
hién ra trén man hinh dé ban
kiém tra va hiéu chinh cho diing.
Mdi khi ban g6 dén cudi hang,

Vi may vi tinh va Word

ché d6 Wordwrap s& ‘tu dong
mang tron tur (word) xubng hang
va tu dong sip xép cac murc canh
1¢ (margin) di dugc khai béo
trudc d6. Ngoai ra, voi nhiing
cbng cu (tool) xtr ly van ban nhu:

Tim va thay thé (Find and
Replace), sip xép (Sort), sao
chép (Copy), di chuyén (Move),
.. lam cho Word tr¢ thanh nguoi
ban ddng hanh khong thé thiéu
cta nguoi thu ky van phong.

Ddc biét:

Microsoft Word 2013 s& cho phép ban nang 1én mot bude moi dbi véi cong tac
soan thao van phong. C6 thé don cir mot vai khia canh dudi day:

YL Kha nang dinh dang Ky tu rat phong pht nhu: Pam (Bold), Nghiéng (Italip), Gach duoi
don (Single Underline), Gach dudi nét doéi (Double Underline), chi s trén a? + b?

(Superscript), chi s6 dudi H,SO4 (Subcript), ...
(Paragraph) rat tién loi.

va nhiéu chuc ndng dinh dang doan

“LiJiéc hién thi thuée do va cdc thanh céng cy s& gitip cho ban don gidn héa thao tc, d& hiu

va dé sir dung.
9. Bai tap 8-9

Nhap va dinh dang gidng nhu vin ban sau va luu vao dia véi tén BT8-9.pdf

Mot ngudi dan 6ng va vg ong ta di du lich vé mién
Tay va dung lai & mot tam bién dé "Tiéng vong"

- Nguoi vg bao : Thu xem.

- Anhnghi d6 la diéu ngoc nghech nhung cling thur
mdt 1an xem sao. Ngudi chong noéi rdi hét that to:
- V0 ly. Sau mot phut, anh ta bao : Thay khong ?

chang co gi xay ra ca.

- Ngudi vo noi : Thir 1an nira xem.
- Lan nay anh ta lai hét : TGi 1a ngudi banh trai nhat

trén doi.
Va sau d6 1a moét tieng doi lai :

"Voly..ly..ly.n"

TRUYEN CUOI

cho toi!
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==~ (o dac thong tin

Pang bién tap bai viét ciia mot phong vién,
thu ky toa soan goi anh nay 1én khién trach:
- Bai nay chi can viét trong 50 chit, ma anh viét t6i
500 chit! Anh c6 biét mot dién tich nhu vay trén mat
bao gia bao nhiéu tién khong? Mang vé co dic lai

Cudi cung tin d6 dugc dang nhu sau: “Nguyén
Thanh X., Ha Noi. Toi 22/5, bat Itra soi xem xe
con hay hét xdng. Xang con. X. tho 30 tudi”.

Swu tam
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10. Bai tap 8-10

Nhap va dinh dang gidng nhu vin ban sau va luu vao dia véi tén BT8-10.docx

BONG CHUYEN VIET NAM

"Lén" nhung chwa that ""manh"

Yén tdm béi con sb 12 CLB nam, 12 CLB
nit & hang doi manh VN thudc vao loai c6 c&
so véi Pong Nam A. Va ngoai nhiing tay danh
xuét sic nhat khu vue ¢6 mat & VN nhu Patcharee,
Pleujmit, Wanchai, Supachai...,
2 Nhiéu lio tuéng, thiéu chuyén hai

] Co thé yén tdm vé ha tang

Ttr hai giai trén, chi can ké ra nhom cau th
-40 cua cac d6i nhu Ha Thu Dau, Chu Mi(\h
Tam, Vi Viét Dung, L€ Bich Lién (nir), Tran

11. Bai tap 8-11

Van Triéu, Triéu Duy Luong, Lé Van Oanh, Hiru
Cuong, Van Trong, Van Hoa (nam).. cung Cho
thdy giai vo dich quoc gia cua chung ta qua "gia™.
é dén 1a viéc thiéu trAm trong C&cC nir
chuyen hai. Sau su ra di cua Pang Thi
Héng, Ha Thi Hoa, Hai Tuyét, cac
chuyén hai cia B6 Tu Lénh Théng Tin
(BTLTT), Binh DPién Long An... déu chua that su
thuyét phuc. Va hién cac dfi nir cling thiéu ludén
nhing libero ctr khoi...

Nhap va dinh dang giéng nhu vin ban sau va luu vao dia véi tén BT8-11.docx
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phlc

Anh 4x6

PON XIN VIEC

Kinh glri: ..o

00 T8N Nam xI, Nir
Sinh ngay....... thang ...... nam............ T e
Glay ching minh nhén dan SOTe e CAP NGAY..../ oo it e,

Trinh do van hoéa:......................l. Ngoai ngit:

Trinh O ChUYEN MON: ..ottt
Tinh trang SUC KROE: .......cciiiiiiii
Hién nay toi chua c6 viéc 1am, nguyén vong xin dugc b tri cong viéc lam.

Néu dugc nhén t6i xin cam doan thyc hién cac cong viée duge giao va chép hanh céac chu
truong chinh sach ciia Nha nudc va ché do ndi quy, ky ludt ctia co quan, don vi.

Kinh mong phong kham (co s&) chip nhan./.
XAC NHAN

Ciia UBND x4, phuong, thi tran
(hoac Thi truwéng don vi)
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12. Bai tap 8-12 )
Nhép va dinh dang giong nhu vin ban sau va luu vao dia vai tén BT8-12.docx

BUU BPIEN TP. CAN THO CONG HOA XA HQI CHU NGHIA VIET NAM
Cty DIEN THOAI TPCT Doc 1ap - Tu do - Hanh phuc
Sb:ean. MMAPKT e
Can Tho, ngady ... thang.......nam 200.......

HOQP PONG KINH TE

VE VIEC CHUYEN KY THUAT MOI, LAP PAT THIET BI VA CUNG CAP
CAC LOAI NGHIEP VU VIEN THONG

- Cain ctr Phap 1énh Hop dong Kinh té ngay 25/09/1989 ciia Hoi dong Nha Nudc va Nghi dinh s6 17/HDBT
ngay 16/01/1990 cua Hoi dong Bo trudng quy dinh chi tiet viéc thi hanh Phap Lénh Hop Dong Kinh Té;

- Can ctr Nghi dinh s6 121/HPBT ngay 15/08/1987 cua Hoi ddng Bo trudng ban hanh Piéu 1¢ Buu chinh
vien thong Viét Nam;

- Theo yéu cau ctia khach hang va kha nang phuc vu ctia Cong ty Dién thoai Thanh phd;
CHUNG TOI GOM:
BEN A: CONG TY PIEN THOAI THANH PHO

- Diachi . == 156 Ly Tu Trong, Thanh phb Can Tho.
-Piénthoai : = 071.812345.
-Taikhoan @ ., tal NGAN haNG: oo
e 2 L2V I 1<) 1 18V
BEN B oottt £
-biachi : o et e e e e e e e e e e e an et e aaaaeae e
-biénthoai : B ... et aaaes
-Taikhoan @ tal Ngan hang: ...
o Y W 1131 1Y/ OSSPSR
Cung thoa thuan ky hop dong theo nhimng diéu khoan sau day:
DIEUL: ....
DIEU2: ....
PAI DIEN BEN A PAI DIEN BEN B
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Chuong 9: Nhing cac d6i tugng khac nhau vao vin ban

CHUONG 9: NHUNG CAC POI TUQNG KHAC NHAU VAO VAN BAN

Bang - Table
Gi6i thiu

Bang (Table) cd cdu tric gidng nhu ludi bao gdm cac 6 duogc sap xép trong cac hang va cac cot. Mot o (cell)
la giao cua hang va cot. Trong 6 ban c6 thé nhap vao van ban va ca hinh anh. Ban ciing c6 thé thuc hién cac
thao tac dinh dang dit liéu trong céc 6, d& dang diéu chinh kich thuéc ciia hang va cot. Dir lidu trong bang co
thé duoc sip xép lai theo mot trat tu nao do, c6 thé nhdn manh (1am ndi) cac phan cua bang bang cach st
dung Borders and Background Shading (khung va nén).

TZ_IO bfmg INSERT DESIGN PAGE
Word cung cap nhiéu c4ch tao bang, ban c6 thé tao bang cach vao menu Insert [ =
nhan chon nit Table str dung chirc nang Insert Table truc quan, hodc nhan nit  "2's et Joine, shaees =

Insert Table... 3 mo hop thoai hoac str dung chirc nang Draw Table
Str dung Insert Table truc quan
= Cac budc thuc hién:

Sir dung hop thoai Insert Table

= Cac budc thuc hién:

Dit ddu nhdy tai vi tri can chén Table.

Chon menu Insert/Table. o L
Trong phén Insert table, drag chon $b hang va c6t cho Table (hinh 9.1). B -Bcenspresdaress

Hinh 9.1: Menu chén bang

£ e A \ [ |
Dit dau nhay tai vi tri can chén Table. Insert Table S

Table size

Chon menu Insert/Table, nhan vao nat Insert Table xuét hién hop thoai

nhu hinh 9.2 Number of columns: 5
A AL LKk n Number of rows: 2
Number of Columns: s6 cot toi da 63 cot.
AutoFit behavior

Number of rows: s6 hang tbi da 32767.

AutoFit behavior: chon cach chinh bang.

Fit column width: cho phép xac dinh dg rdng cho cac cot.

AutoFit to contents: diéu chinh do rong cot tuy vao ndi dung.
AutoFit Windows: diéu chinh bang sao cho né vira véi cira s6 trinh
duyét Web.

+ AutoFormat: dung dé chon cac bang da dugc dinh dang san.

9 Fixed column width: | Auto
AutoFit to contents
AutoFit to window

+ 4+ 4+ + + +

Remember dimensions for new tables

[ ox ][ conce ]

Nhan nit OK dé tao bang. Hinh 9.2: Hop thoai chén béng

Tao bing tir miu c6 sin

Ban ciing c6 thé tao bang vdi cic bang miu da tao trudc trong thu vién Word bang cach sir dung Quick
Tables.

= Cac budc thuc hién:

Dit dau nhay tai vi tri can chén bang va Chon menu Insert/Table

Chon tiép menu Quick Tables, xuit hién danh sach cac mau bang. Chon mau bang twong tmg.

Chu y: Ban c6 thé tao méi kiéu bang bang cach chon bang da tao va vao menu Insert/Table/Quick Tables,
nhan vao Save Selection to Quick Tables Gallery...

29
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Céc thao tac trén bang

Di chuyén con tré trong bang
Str dung cac phim:

v «—,—,1, |: qua trai, phai, 1én, xudng.

Tab: chuyén dén 6 ké tiép.
Shift + Tab: chuyén vé 6 trude do.
Alt + Home: vé 6 dau cua dong hién hanh..
Alt + End: dén 6 cudi ciia dong hién hanh..

<N X X

Alt + Page Up: vé 6 ddu cua cot hién hanh..
v Alt + Page Down: dén 6 cubi cua cot hién hanh.

Ghi chu:

- C6 thé st dung chuot dé click chon 6 can chuyén t4i.

- Khi con tr6 dang ¢ 6 cudi cuing, néu nhan phim Tab thi Word s& ty dong chén thém mot dong méi &
cuoi bang.

- Bat tat ludi phan cach: Table Tools/ Layout/ View Gridlines

Hién thi ki hiéu két thic (Markers)

Mot trong bi quyét thanh cong trong di chuyén va stra chita dir liéu trong bang 1a thay nhimg phan khong
thay MGdi 6, cot, hang trong bang déu c6 mot ki hidu két thiic (marker) dé xac dinh diém két thiic ctia cac
phan trong dinh dang bang (hinh 9.3). Khi ban di chuyén, sao chép va chén vao thong tin, nhirng ki hiéu két
thiic khong thay nay c6 thé di cung va c6 thé cho két qua khong mong doi hodc viét chong 1én dir liéu ton
tai. D€ hién thi cac ki hi€u két thiic an, ban nhan nut cong cu trong menu ...

TT-o Phim-tato Tac-dung-o n

1= Ctrl+1 2o 1 )

Gidn-dongdon-(1)=

2 Ctrl+2 Gidn-dong-do6i(2)= -

Hinh 9.3: Hién thi ky hiéu két thuc
Chon hang, cgt va 0
Pé sao chép, di chuyén va dinh dang, trudc hét 1a chon cac 6, cot, hang dé Word biét dir liéu nao ban mudn

thuc hién.

-

&t

Chon toan bang

Chon bang va sau d6 nhan chon 6 dieéu khién phia trén cung bén trai

cua bang. (hinh 9.4) Hinh 9.4: Chon bang
Chon hang TT  Phim tit Tac dung
Pua con trd chudt vé dau hang muén chon sao cho chudt
2 . N . 1 Ctrl+1 Gian dong don (1
chuyén thanh # (hinh 9.5) va nhan chuét. 4l ’ s congfen
2 Ctrl+2 Gidn dong d6i (2)

Hinh 9.5: Chon hang
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Chon cot s
TT |Phim tat Tac dung

Pua con tré chudt vé phia trén ¢ot muon chon sao cho chudt 1 |G+l Gian dong don (1)
chuyén thanh W (hinh 9.6) va nhan chudt.

2 Ctrl+2 Gian dong do6i (2)

Hinh 9.6: Chon cot

Chon 0
Pua con tré chudt vé phia trai ciia & mudn chon sao cho chudt
chuyén thanh & (hinh 9.7) va nhan chu6t. TT  Phim tat Tac dung
1 Ctrl+1 Gian dong don (1)
»
2 Ctrl+2 Gidan dong dé6i (2)

Hinh 9.7: Chon 6

Chon nhiéu 6, ¢dt, hang

Bam phim Ctrl va nhan chon nhiéu 6, cot, hang theo c4c céch trén 3
(hinh 9.8)

s A Hinh 9.8: Chon nhiéu 6, cot
Chén hang, ¢t va 0

Chén hang
<= Cac budc thuc hién:
- Chon s6 hang can cheén.

- Thuyc hién mét trong hai cach sau:

+ Trong menu Table Tools/Layout nhin vao nit Insert Above/Insert Below dé chén thém hang bén
trén/dudi dong dang chon.

+ R_Click va chon Insert va tiép tuc chon Insert Above/Insert Below dé chén thém dong bén trén/dudi
hang dang chén hang

Chen cot
>=_ Cac budc thuc hién:
- Chon sb cot can chen.
- Thuc hién mdt trong hai cach sau:

+ Trong menu Table Tools/Layout nhan vao niit Insert Left/Insert Right dé chén thém cot bén trai/phai
ct dang chon.

+ R _Click, chon Insert va tiép tuc chon Insert Left/Insert Right dé chén thém cot bén trai/phai cot dang
chon.
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Chen 0

= Cac buoc thuc hién:

A X \ 0 il ¥
- Chon s 6 can chen, Insert Cells | (i o)

- Thyc hién mot trong hai cach sau dé mo hdp thoai chén 0:

Shift cells right

+ Trong menu Table Tools/ Layout, click vao ddu miii tén & goc
dudi bén phai nhém Rows & Columns;
+ R _Click va chon Insert, tiép tuc chon Insert Cells.

- Hop thoai Insert Cells mo ra (hinh 9.9)

Insert entire row f
Insert entire column

+ Chon Shift cells right & chén 6 méi va ddy cac 6 dang chon [ oK ] [ Cancel ]

sang bén phai.
+ Chon Shift cells down dé chén 6 mai va day cac 6 dang chon Hinh 9.9: Hop thoai chén 6
xuong dudi. ' '
+ Chon Insert entire row/Insert entire column dé chén hang/cot méi

Xéa bang, hang, cjt va 6
Xba bang
<= Cac budc thuc hién:

- Chon céc hang can Xx0a.

- R_Click va chon Delete Table hodc vao menu Table Tools/Layout, nhan chon Delete va chon Delete
Table.

Xba hang
<= Cac budc thuc hién:
- Chon céc hang can X0a.

- R _Click va chon Delete Rows hoac vao menu Table Tools/Layout, nhan chon Delete va chon Delete
Rows

Xba cot
<= Cac budc thuc hién:
- Chon cic cdt can xda.

- R_Click va chon Delete Columns hoic vao menu Table Tools/Layout, nhin chon Delete va chon Delete
Columns.

X06a 6
>= Cac budc thuc hién:
- Chon céc 6 can x6a.

- R _Click va chon Delete Cells hodc vao menu Table Tools/Layout, nhén chon Delete va chon Delete
Cells.

Di chuyén va diéu chinh Kich ¢ ciia bang
Di chuyén bang
>= Cac buodc thuc hién:
- Nhén chon bang va giir chudt tréi

- Kéo dén vi tri mong muon.
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Diéu chinh kich ¢# ciia bang .
>=. Cac budc thuc hién: T
- Nhén chon bang. 1
- Nhén giit gbc dudi bén phai va kéo dé thay doi kich 5

thudc mong muon (hinh 9.10).

Diéu chinh chiéu cao ciia hang
= Cac budc thuc hién: =
- Nhéan chon bang.

- Nhén giit canh cta hang kéo 1én/xudng dé thay d6i
kich thudc mong muon. (hinh 9.11)
Piéu chinh d$ rong cia cot
= Cac budc thuc hién:
TE

- Nhan chon bang.

1
- Nhén giit canh cua cot kéo trai/phai dé thay ddi kich
thudc mong muon. (hinh 9.12)

Piéu chinh Kich ¢& ciia cac 6

Phim tat Tac dung
- Nhan ch()n 0 can dieéu chinh 1 it Ctri+1 Gian dong don (1)
- Nhan giilr canh cta 6 kéo trai/phai dé thay doi kich 2 [cur2 Gian dong d6i (2)

thudc mong mudn. (hinh 9.13)

Hinh 9.13: Piéu chinh kich ¢& 6 trong bang
Table Properties ; M

St dung hop thoai Table Properties !

Dé mo hop thoai Table Properties, R_Click 1én bang va chon
Table Properties... hodc chon bang va trong menu Table
Tools/ Layout, chon Porperties (hinh 9.14)

- Lop Table: cho phép canh 1é cho bang, chon duong vién
va td mau, chon vi tri dit bang

- L&p Row: cho phép thay doi d6 cao cua hang.
- Lép Column: cho phép thay d6i do rong cua cot.

- Lép Cell: cho phép thay doi kich thudc ciia 6, canh 1 dix
liéu trong 0.

Phim tat

Ctrl+1

Ctrl+2

Tac dung

Gian dong don (1)

Gian dong dé6i (2)

Hinh 9.10: Diéu chinh kich c¢& bang

Phim tat

Tac dung

-

Ctrl+1

Ctrl+2

Hinh 9.11: Diéu chinh chiéu cao bang

Phim tat

Ctrl+1

-

Ctrl+2

-

Gian dong don (1)

Gian dong d6i (2)

Tac dung

Gidan dong dom (1)

Gidan dong do6i (2)

Table || Row | coumn | cet [ altText

Size

V| Preferred wadth:

53.9% - Measure in: Percent

I
e

@

'
=]
0
3
L]

i B

g

Hinh 9.12: Diéu chinh d6 rong cot trong bang
<= Cac budc thuc hién: e

E2

Borders and Shading... Options. ..

o [ cancel

Ghi chu:

- D_Click trén duong ludi (Gridline) bén phai ctua cit dé tu dong diéu chinh (AutoFit) do rong cua cot

cho vtra v4i kich thudce van ban.

- Tuddng diéu chinh (AutoFit) do rdng cua cot cho toan bang vira voi kich thude van ban: chon toan bd

Hinh 9.14

: HOp thoai thudc tinh bang

bang, sau d6 D_Click trén dudng ludi (Gridline) bén phai cia bét ky cot nao.

Phén bd cac hang, cot déu nhau

TABLE

== Cac budc thyc hién: DESIGN

1

- Chon cac hang, cot mubn phan bd déu nhau. £ [ Height:

,,,, Width:

- Nhén Distribute Rows hoic Distribute Columns
trén thanh céng cu Tables and Borders. (hinh
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Cell Size

3
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9.15) Hinh 9.15: Menu phan bé hang c6t déu nhau
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Ké khung va to mau nén cho bang
= Céac budc thuc hién:
- Chon céc 6 can ké khung va t6 nén.

- Nhén vao nat Borders dé ké khung va nat Shading dé t6 nén (hinh 9.16)

Documentl - Word ? €3] — =
3IGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT
=== -z-z-z-z <z-zz:z: S — z &
P = e = ] P O ) e S e e - ¥z pt - o
= 5= §= = = = = o o 5 S e g g — Shading Border ' —; = Borders Border
Z Styles ~ wim Pen Color ~ - Painter
Table Styles Borders
Hinh 9.16: Menu thiét ké bang
Ngoai ra con c6 thé dinh dang ki€u khung cho bang bang cac nut Border Styles, Pen Color, Border
Painter.
Canbh I€ cho van ban trong 0
= Cac budc thuc hién:
- Chon cac 0 can canh I¢.
- Trong menu Table Tools/Layout, trong nhém Alignment chon céc ki€u canh 1€ phu hgp

& goc bén tréi.
Thay d6i hwéng viin ban
= Cac budc thuc hién:
- Chon cic 6 can do6i hudng.

- Trong menu Table Tools/Layout, trong nhém Alignment, nhan chon Text Direction dé dugc huéng van
ban mong muon.

Ghép dvatach 6
Ghép 6
== Cac buoc thuc hién:

- Chon cic 6 mudn ghép.

4 A’
Split Cells L9 e

- Trong menu Table Tools/Layout chon Merge Cells.

Tach 6 Number of columns: 2 e
== Cac buoc thuc hién: Number of rows: 1 :
- Chon cac 6 can tach. Merge cells before split
- Tro_ng menu Table Tools/Layout chon Split Cells, xuat hién hop thoai = =
Split Cells (hinh 9.17) {
+ Number of columns: s cot dugc tao thanh. LHinh 9.17: Hop thoai tach 6J

+ Number of rows: sb hang dugc tao thanh.
+ Merge cells before split: ghép 6 trude khi tach.
Tach bang va ghép bang
Tach bang
<= Cac budc thuc hién:
- Dit con tré nam trén dong can tach (dong dau tién cua bang méi)

- Trong menu Table Tools/Layout chon Split Table.
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Ghép bang

Xo4 bo cac dong tréng gitra hai bang thi hai bang s& dugc ghép lai thanh mét.
Dién s6 thit tw cho bang

= Cac budc thuc hién:

- Chon ¢4t mudn dién s thir tu

- Trong menu Home, nhan vao Numbering (twrong ty nhu dbi voi vin ban thuong).
St dung Tab trong bang

Ban c6 thé st dung diém dirng Tab trong bang bang t6 hop phim Ctrl + Tab.
Tao chir nghé thuat (WordArt)
Chén WordArt

V61 WordArt ban ¢co thé chuyén nhitng tu binh’thuémg thanh nhitng dbi tuong dd h(_)e} da dang, !éch hoac
cang gian cac ky tu, quay cac tir hay thém mau sac, che bong mo van ban (hinh 9.18). Bang cach két hop cac
hiéu iing ciia WordArt, ban c6 thé tao ra hang tram thiét ke tha vi.

AV L AW NN

YOUR TEXT HERE =

li'\_] T A E"SignatureLine » T Equation ~
-

T > % Date & Time Q Symbol+
> @unr CEXU eEire Tet Quick WordAtt Drop __ )

. . Box~ Parts~ v Cap~ | Object
Hinh 9.18: Vi du vé WordArt

7 6 A ,':, / \
* Cach 1: i =AY |

>=_ Céac budc thuc hién:

- Chon khéi van ban mudn chuyén thanh WordArt. A A - A
- Vao menu Insert, click vao nit WordArt, xut hi¢n
5 ! ! ' ‘ Gradient Fill - Blug, Accent 1, Reflection
céc kiéu WordArt (hinh 9.19) A B
- Chon kiéu WordArt thich hop.
- Sau khi chon thi khéi van ban s& chuyén sang WordArt. Hinh 9.19: Menu chon kiéu

* Cach 2 -
+=. Céac budc thuc hién: '

- Dit con tré tai vi tri muén chén WordArt. ﬁ q»mm”’ wxu ml@m@

- Vao menu Insert, click vao nat WordArt, XUAt hién cac kiéu
WordArt.

- Chon kiéu WordArt thich hop.
- Tai vi tri con trd s& xudt hién khung dé nhap nodi dung WordArt.

- Nhap vao noi dung va nhan ngoai khung dé két thiic tao WordArt.
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Pinh dang cho WordArt

Sau khi chén WordArt vao vén ban, ban ¢6 thé dinh dang lai d6i twong WordArt cho phi hop véi myc dich.
Str dung menu Drawing Tools/Format dé dinh dang (hién thi sau khi d6i tuong WordArt dugc chon), hinh
9.20

Documentl - Word DRAWING TOOLS No Transform =
REFERENCES MAILINGS REVIEW VIEW FORMAT
= R sbede
_,,“. Shape Fill ~ = L |1} Text Direction
‘ Abc ‘ - ’-_’ Shape Outline ~ A A A b .ﬂ > [:::] Align Text ~ Follow Path
~ | &@ Shape Effects - = | A~ O Create Link o"d('/ ocu e; /}oc db’
Shape Styles = WordArt Styles " = L=, i o) = _shil
5 1 Sz 3 [\ Shadow ¥ Ceae™ % a\T  Zno®
) 7 Warp
/e Reflection >

abcde abcde abcde =bcde

3‘ Glow >
P\
2 abcde ahbcde =g e5%3:
- Chon kigu WardArt thich ho’g /E\ Bevel >

== Vi tri con trd s xuat hién

a4
‘)
N
\4
&
%
g

’L\ 3-D Rotation

=) ) : - 5 ,p“‘ ':;, .&&
& r - Nhap vao néi dung va nhanr =5
r ‘ Binh dang cho WordArt: gl Trensform £
gdangchio abcde abcae- abcde abcde

Sau khi chen WordArt vao van ban ban cé thé dinh dang lai d8i twong WordArt cho phi
dich. S& dung menu Drawing Tool d&€ dinh dang (hi€n thi sau khi d&i twvong WordArt du

abcde abcde abede abcede

abcde abcde abcde aPcde

Hinh 9.20: Menu Text Effects trong Drawing Tools/Format

Cong thire toan hoc
Microsoft Equation giup ban thém cac phan so, sO mi, tich phan phuong trinh...trong todn hoc vao trong
Word. Khi ban m¢ Microsoft Equation, mot ctra s6 soan thao céng thirc sé xuat hién cung véi thanh cong cu
Equation.
== Cac budc thuc hién:
- Pit con tro tai vi tri cAn chén cong thtrc.

- Trong menu Insert, nhip vao nut Equation, Word s& hién thi khung soan thao cong thirc dong thoi xuat
hién thanh cong cu equation tools/design (hinh 9.21) nhu sau:

—_—
B a8 - 3 Document2 - Word EQUATION TOOLS ?2 B - 0O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN Sign in
5 x ” i I7as Py .
= - [ lim
7T N y € VX 2 10F sme (g g%
Equation N } l = ‘ | T | [j E‘ ‘ = ‘ | v | —| Fraction Scrlpt Radical Integral Large  Bracket Function Accent Limit and Operator Matrix
> abc Normal Text ¥- -4 == 8= e ~  Operator~ =~ - Log~ >
Tools 7] Symbals Structures ~

Hinh 9.21: Thanh cong cu cong thirc

- Nhap vao cong thirc bang cach chon dang cong thirc, cac Ky hiéu trén cac biéu tuong tuong tng, sau d6
tien hanh nhap cong thirc vao.

- Khi nhap xong, dé thoat ra khoi khung Equation (két thlic viéc nhap cong thirc), ban nhap chudt ra ngoai
cbng thuec.

Pinh dang cong thirc: cong thic khi dugc chén vao vin ban thi dugc xem nhu 1a mot doi twong nén ta cd
thé dinh dang n6é nhu mét hinh anh.

Chinh sira cong thire: tir man hinh soan thao vin ban, D_Click vao cong thirc, khi d6 Word sé& chuyén sang
man hinh soan thao cong thurc.
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Chen hinh anh
Phan nay trinh bay cach thém hinh anh vao trong van ban. Ban c6 thé chén hinh anh tir cdc ngudn dir li¢u
khéac nhau: tir anh, thu vién anh san c6 hodc tu tao hinh anh tir menu céng cu v€ cia word.

Chén cac hinh anh tir tip tin d6 hoa
>= Cac budc thuc hién:
- Dt diém chén tai vi tri muén chén hinh vio tai lidu.
- Trong menu Insert, click vao Picture, xuét hién hop thoai (hinh 9.22)

- Chon vi tri chira tap tin d6 hoa, kiéu file (nut All Pictures), chon hinh can chén sau d6 click vao nit
Insert.

? ,‘ | %« Local Disk (C:) » Users » Asus » My Pictures » LifeFrame -

Organize v New folder - 0 @

# Downloads -
oo - -
. Recent Places ' n

~a Libraries lipg 2jpg

<] Documents
J‘ Music

b= Pictures

m

B videos 3jpg
™ Computer

& Local Disk (C:)

. Local Disk (D2)

a Local Disk (E:)

File name: 2.jpg - [AIIPictmes('.unf;'.wmf;'.jpg;' vJ

Tools v [ Inset |v] [ Cance |

Hinh 9.22: Hop thoai chén anh tir tap tin
Chén anh tir thu vién c6 san trong Word
= Cac budc thuc hién:
- Piat diém chén tai vi tri mudn chén picture vao tai ligu.

- Chon menu Insert, nhan Online Pictures, xut hién hp thoai Insert Pictures (hinh 9.23)

Insert Pictures

G Office.com Clip Art

. . computer
Royalty-free photos and illustrations

@ Bing Image Search

Search the web

Sign in with your Microsoft account to insert photos and videos from Facebook, Flickr, and other
sites.

Hinh 9.23: Hop thoai chén anh tur Clip Art

- Hop thoai bao gém cac tac vu sau:

+ O tim kiém Office.com Clip Art: Tir kh6a ctia tén anh mudn chén vao tai liéu tim trong thu vién Clip
Art cua Word.

+ O tim kiém Bing Image Search: Tir khoa cta tén anh mudn chén vao tai liéu tim bang cong cu Bing.
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- Sau khi nhap tir khoa vao 6 tim kiém Clip Art va nhin Enter, hop thoai hién thi két qua (hinh 9.24)

X
< BACK TO SITES
O_ff_ice.com Clip Art computer
1000 search results for computer
2 -
‘g 2 -
O - =
gol?jrzzrzt;” and CRRs 1 item selected. Insert Cancel
Hinh 9.24: Hop thoai hién thi két qua tim kiém theo tir khoa
- Click vao hinh mudn chén sau do click vao nut Insert (hoac D_Click).
Cac thao tac nhanh co ban trén hinh
Cat/xén hinh
bé cat/xén hinh ban thuc hién nhu sau:
= Cac budc thuc hién:
- Chon hinh can cat xén. Menu Picture Tools/Formart xuat hién (hinh 9.25)
B E 9 3 Documentl - Word PICTURE TOOLS 7 BH - 0O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT Signin
[‘] Corrections~ & — QPictureBorder' . ﬁ Bring Forward &~ @ 3[] = :
= [& color~ F’] ol | sl A;é‘ ~| G Picture Effects ~ end Backward = | L
Remove — — [ ) Position Wrap 4 Crop =iyn B
Background 23] Artistic Effects~ 4 7| BL Picture Layout - + Text- Dl Selection Pane A~ < 2
Adjust Picture Styles M Arrange Size M A

Hinh 9.25: Menu Picture Tools
- Click vao nat cong cu Crop trén menu Picture Tools. Con tro s& thay doi biéu tugng cropping.
- Dit con tro tai cac canh hodc cac goc noi ban mudn cét/tia va thuc hién kéo tha chudt dé thay doi.

Thay déi kich thwéc va quay hinh

== Cac buodc thuc hién: Rotation handle

- Chon hinh anh ban muén thay d6i kich thudc
hodc xoay hinh. T

- D& thay doi kich thudc hinh, nhén chudt vao cac
0 diéu khién kich thude (Sizing handle) va kéo
chugt (hinh 9.26)

- Pé xoay hinh c6 2 cach: Sizing handle

+ Nhan chudt vao 6 diéu khién quay (Rotation
handle) va kéo chudt (hinh phai khong co
Wrap type la In line With Text)

+ Trong menu Picture Tools, click vao nut cong

cu Rotate va chon kiéu xoay phu hop. Hinh 9.26: Thay dbi kich thudc hinh
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Ngoai c4c kiéu van ban bao quanh hinh. Word cho phép tao cac kiéu bao quanh

Thém va sira cac diém ciia Wrap Points

In Line with Text

riéng bang céch str dung Edit Wrap Points tir chitc ning WrapText trén Picture Square
Tools. Tight
Through

= Cac budc thuc hién:

Top and Bottom
1 A A Behind Text
Chon hinh muon thuc hién.

In Front of Text

Nhéan Wrap Text trén menu Picture Tools (hinh 9.27) va chon Edit Wrap Edit Wrap Points
Points. Mot duong bién dut nét mau dé voi nhidu 6 diéu khién mau den
bao quanh hinh. Hinh 9.27: Menu chinh
sua Wrap Points

B R AN R R E

More Layout Options...

Chon va kéo cac 6 diéu khién dé sira d6i duong bién, ban ciing c6 thé tao
thém 6 dicu khién mai bang cach nhan l1én duong vién va kéo no t6i diém
ban muon tao.

Hinh vé va cac ddi twong anh

Word h trg cac ¢ong cu v& rat manh cho phép ban tao cac ddi tuong d6 hoa nhu cac duong thang, hinh tron,
chir nhat... va duoc goi la cac ddi tuong vé&, bang cach sir dung menu Drawing Tools/Format. Cac ddi tuong
nay xudt hién truc tiép trén mot trang ctia van ban khi ban v& va ban c6 thé di chuyén né dén bat ky vi tri nao
trong trang. C nhiéu cach bat dau vé mot ddi tuong:

Chon menu Insert, nhan vao nt Shapes (hinh 9.28), chon mét hinh dang sau d6 click va drag dé v& hinh.

Chon menu Insert, nhan vao nit SmartArt (hinh 9.28), chon mét d6i twong do hoa théng minh (SmartArt
Graphic). Word s€ tao mdt khung vé trong d6 co cac thanh phan cua doi tugng da chon, ban c0 thé chinh
stra ndi dung cho phu hop.

PAGE LAYOUT REFEREMNCES PMATLIN

(A0 = g =l ==

INSERT |~ DESIGN PAGELAYOUT ~ REFERENCES ~ MAILINGS REVIEW  VIEW

S el B o B pnedink i \
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—~ S shapes,

=0s 0 - o0 xUx T3 B> for 45 05 £ 95 - '7‘71- “—‘Dﬂ[

B3 o N ot S e S Y | 55 BeB ===

Callouts @l@@ B;; o=y .
&eijr;vwlng Canwvas 1 0K Cancel

@D P @ B ¢

) THIBIE
o [ ]
]

Office.com

iyl
=

Hinh 9.28: Menu cheén hinh v€ Sharp va SmartArt

ChU y: Drawing Tools/Format: hién thi khi nhan vao mot d6i tuong v& (AutoShape, WordArt) va giup ban
chinh stra cac d6i tuong phu hop véi van ban. Ngoai cac doi tugng d6 hoa ¢ phan trén, ban con c6 theé thém
vao tai liéu cac hinh v€ nhu: cac dudong thang, hinh tron, hinh chit nhat. Hinh 9.29

BES O:- Documentl - Word DRAWING TOOLS ?7 @ - 0O
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT Sign it
COENNO -1 Dy shape Fill < A~ |lfi TextDirection [ %l Bring Forvard ~ [& v & lloge"
A=K | | . i \ — — *.
COALLD| u Abc ‘ Abe | [+| 2 Shape Outline~ A A | & [§]AlignText- = {3 Send Backward §

S04 AN i ey s i = Position Wrap G ; e =108

YASEER o |71 G2 Shape Effects - Tl A v @ Create Link +  Text~ ol Selection Pane Ay | ®¥

Insert Shapes Shape Styles F] WordArt Styles Fl Text Arrange Size &
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Chuong 9: Nhing cac d6i tugng khac nhau vao vin ban

Hinh 9.29: Menu Drawing Tools — Lép Format
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Chuong 9: Nhing cac d6i tugng khac nhau vao vin ban

Hop van ban (Text Box)

Gidi thiéu Text Box
Textbox 1a mot hop chtra vin ban. Nhung khong gidng nhu mét trang vin ban binh thudng, ban co thé 1am
viéc voi Textbox giong nhu lam viéc véi cac doi tuong khac nhu hinh, WordArt, va cac doi tugng AutoShape.
Ban c6 thé dat textbox & bat cir dau trong van ban, c6 thé t6 mau, v€ dudong vién. Ngoai ban c6 thé dat ca
van ban va hinh anh vao trong textbox va thém cac dinh dang phirc tap cho text box nhu hiéu tmg 3D, bong
mo va té nén. Ban c¢6 thé tao textbox bang mot trong c&c cach sau day.

Tao va Pinh dang TextBox

== Thuc hién cac cach sau:

- Chon van ban trudc, trong menu Insert click vao nut Text Box

, sau do6 chon Draw Text Box.

A

- Trong menu Insert, click vao nat Text Box va chon Draw Text Box, sau d6 drag chudt dé xac dinh

vi tri va kich thuéce cho textbox.
Chay: Ban co6 thé nhap vian ban, chén cac dbi tugng d6 hoa, bang (Table) vao Textbox, tuy nhién cac dinh
dang va doi tugng sau khong dugce cheén vao trong TextBox: Columns, Comments, Dropcaps, AutoFormat,
Footnotes, Indexes, Page va Column Breaks, table of Content.

o,

¢ Dinh dang TextBox

Ban c6 thé dinh dang 12.1% dbi twong TextBox cho phu hop véi muc dich. Ngoai cac dinh dang gidng dinh
dang hinh anh, ban 6 thé co cac dinh dang sau vdi TextBox. Mac nhién van ban trinh bay theo hang ngang.
Ban c6 thé doi hudng van ban tron TextBox theo cac hudng sau (hinh 9.30).

- Chon TextBox mubn thay d6i huéng van ban.
- Nhén ndt cong cy Change Text Direction trén menu Drawing Tools/Format.

- Chon huéng cho hdp vin ban hodc nhan menu Text Direction Options, ..., sau d6 chon huéng vin ban.

DRAWING TOOLS Text Direction - Text Box "1M
FORMAT 3 ’ :
Orientation Preview
A - |Iff Text Direction ~ Tl F I - ]
‘ ext
+| B . | = The quick brown
A~ ABC || Horizontal fox jumps over
Styles 5 the lazy dog.
2 > e
w Rotate all text 90°
(Al /
2 | R | text 270°
2 \otate all text 2/0
||} Text Direction Options..

Hinh 9.30: Menu va hop thoai chon huéng cho van ban trong TextBox
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Tham chiéu
St dung Footnotes va Endnotes

Footnotes va Endnotes 13 nhitng thong tin giai thich thém dugc thém vao 18 dudi trang gidy hodc phan cudi
cua doan hoac van ban. Endnotes giong nhu Footnote ngoai trir n6 dat ¢ cudi van ban.

TZ_IO FootNotes va EnanteS rFootnote and Endnote [M
>=_ Cac budc thuc hién: e =
, , | notes: Bottom of page B4
- Dat diém chén tai noi muon thém footnote hoidc endnote. Endnotés End of document
- Trong menu References, nhin vao miii tén nho trong
nhom Footnotes, hop thoai xuat hién (hinh 9.31) FnpLE St
Columns: Match section layout B
- Lua chon Footnote hoac Endnote. Format
- Chon dinh dang s6 (number fotmat), sé bt dau (start at). =2 =]
~ r A A \ A ’ Custom mark: | Symbol.. |
Ban ciing c6 thé nhap vao muc Custom mask dé chon ky . = ¢ '
. A - A o - Start at: 1
hiéu dac biét str dung cho footnote hodc endnote.
Numbering: Continuous | -
- Nhﬁn Insert. Apply changes
Nhép Vé,O 16’1 ghl Chl:l Apply changes to:  Whole document E]
- Nhén Close trén cira sO ghi chu. lnset ) (uconcer ]

Hinh 9.31: HYp thoai Endnote va Footnote

Di chuyén t6i cac Footnotes va Endnotes

7 , . AT DESIGN PAGE LAYOUT REFERENCES
Ban c6 thé xem ludt qua tat ca cac footnotes va endnotes bang S —— N A Manac
cach sur dung Next Footnote trong menu References (hinh 9.32) :‘i AB! Next Footnote ~ b_: 3 style
Footnote A8 Next Footnote jon~ ¥ Biblioc
i Previous Footnote itations & Bibli¢
Next Endnote
Preyious Endnote
Sira di Footnotes va Endnotes Hinh 9.32: Céc nit 1énh duyét cc déi tuong

= Cac budc thuc hién:

- D_Click vao d4u tham chiéu ghi thich ciia footnote hoic endnote mudn sira doi.
- Sira d6i ngi dung ghi thich.
- Nhén Close dé dong cira so.

Di chuyén vi tri Footnote va Endnotes

Néu muén di chuyén mot footnotes hodac endnotes tir vi tri nay dén vi tri khéc, ban lua chon va kéo (drag)
dau tham chiéu ghi thich. Ban c6 thé di chuyén bang thao tac cat, dan (Ctrl+X va Ctrl+V).

Cha y: trong qua trinh drag dau tham chiéu ghi thich, ban nhén git phim Ctrl thi thao tc nay Ia thao tac sao
chép dau tham chiéu ghi thich.

Xba Footnotes va Endnotes

Dé thuc hién thao tac x6a Footnotes va Endnotes, ban chon dau tham chiéu ghi thich muén x6a va nhin phim
Delete.
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Chén sd trang E H 4
# -

Page Text Quick Word#

Co6 hai cach dé chén sb trang vao trong tai li¢u:
Cach 1: Trong menu Insert, nhan vao nit 1énh Page Number va chon vi Number~ Box~ Parts ~
tri chén s trang (hinh 9.33) M Top of Page
[§] Bottom of Page
) Page Margins
[#) Current Position
EE] Format Page Numbers...
E;( Remove Page Numbers

-

>

>

>

Hinh 9.33: Chén s6 trang trong menu Insert

Céch 2: Trong menu Insert, nhén vao nat 1énh Header/Footer, chon Edit Header/Footer, va chén s trang

théng qua menu Header & Footer Tools.
Céc vi tri chén s6 trang:
- Top of Page: chén & phan dau trang.

- Bottom of Page: chén ¢ phan cubi trang.

- Page Margins: chén trong phan canh 18 trang. f Page Nar b Fore i 1D ]

f

- Current Position: chén tai vi tri dat con tro hién tai.

Chuy:
- Trong céc vi tri cheén s0 trang con co6 céac tuy chon canh 8,0, 6=
lé Chapter startdp B, C, ...

A A

A A , X Use separator™
- Néu muon chon dang khac cho so trang, chon Format

Page Numbers (hinh 9.33) s& xuét hién hop thoai (hinh
9.34): Page numbering

© Continue from previous section
") Start at:

Examples:

+ Number format: chon dinh dang ) trang.
+ Page Numbering: Dinh s0 trang bat dau tir s nao.
+ Start At: s0 bat dau cua trang dau tién cua phan van

ban (section) dugc danh sd.

Hinh 9.34: Hop thoai chon dinh dang ) trang
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Chuong 9: Nhing cac d6i tugng khac nhau vao vin ban

Hoan chinh van ban
Chén cac diu ngit
Phén viin ban (Section)

Khi ban tao mdt van ban mdi, tap tin van ban moi sir dung tap tin mau (template) mdc nhién cua word la
Normal.dotm. Word s& xem toan bd van ban nhu 14 mot phan (Section) va tat ca cac trang trong van ban c6
thé dinh dang giéng nhau nhu: khé gidy, 18 trang, tiéu dé va ha muc,... Néu mudn trong vin ban c6 nhiing
dinh dang khac nhau thi can phai chia vin ban d6 thanh nhiéu phan khac nhau. Section la phan dic biét quan
trong khi chiing ta can cac dinh dang khac nhau trong cung 1 trang va rat can thiét cho cac dinh dang nhu:
chia cot, dinh 18 trang gidy, hudng trang in, sd trang in va dat tiéu dé header va footer,. .., s& dugc gidi thiéu
trong giéo trinh,

Chén déu ngit phan va ngit trang
Ban c6 thé thay ky hiéu ddu ngit phan & ché do Print layout bang cach nhan chon nit ky hiéu cudi doan (

ol ) trong menu Home. Mot ddu ngat phan danh dau vi tri trong vin ban ban bat ddu dinh dang méi. Ban
c6 thé cheén dau ngat phan ¢ bat cir noi nao trong van ban.

DESIGM PAGE LAYOUT REFEREMCES MAAILIF
. . .
= Cac budc thuc hién ! Breaks - Indent Spacing

= 5 s . roA N A < Page Breaks
- Ddt con tro tai vi tri can cheén dau ngat. ? .
Page
Mark the point at which one page ends
and the next page begins.

- Vao menu Page Layout bam chon miii tén bén phai nat 1énh
Break, menu hién thi (hinh 9.35)

- Chon loai ngit can chén

Colummn
Indicate that the text fellowing the column
break will begin in the next column.

Text Wrapping
Separate text arcund cbjects on web
pages, such as caption text from body tesxt.

- Column: ngat cot tai vi tri con tro. Section Breaks

- Page : ngit trang tai vi tri con tro.

I B8 L

MNext Page
Insert a section break and start the new
section on the next page.

L

PH BH I Wi

- Next page: ngat phan tai vi tri con trd, phan méi bt dau tir
trang ke.

Continuous

Insert a section break and start the new
section on the same page.

- Continuous: ngat phan tai vi tri con trd, phan méi nam lién tuc
VOl phan Cu. Even Page

Insert a section break and start the new

section on the next even-numbered page.

- Even page: ngit phan tai vi tri con tr6, phin méi bat dau tir

trang chan ké do. Odd Page

Insert a section break and start the new
section on the next cdd-numbered page.

- Odd page: ngat phan tai vi tri con tr6, phan moi bat dau tir
trang 1¢ ké do. Hinh 9.35: Chon ngit phan
- Click chon loai ngit dé hoan thanh.

X6a ddu ngit phan va ngit trang

Khi ban x6a mot section break gitra 2 section, section trudc s& 1y dinh dang cua section sau. Vi du: section
1 ¢6 dinh dang 1 cdt, section 2 c6 dinh dang 3 cdt. Néu x6a section break thi ndi dung cua section 1 s€ gom
vao section 2 va cling chia thanh 3 cot.

>=. Cac budc thuc hién:

- Nhéan chon section break hodc page break mudn x0a (nhén chon nut ky hi¢u cudi doan T ) dé hién thi
cac dau ngat).

- Nhan phim Delete
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Thém tiéu dé va ha muc (header and footer)

Khi ban thém header va footer, word chuyén sang ché d6 Page Layout 12 mét cira sd cho phép nhap vin ban
vao header hodc footer va hién thi menu cong cu Header and Footer Tools, dong thoi ving soan thdo van
ban thanh mau xdm. Nguoc lai, khi ban lam viéc véi vung soan thao thi Header va Footer tré thanh mau
xam.

- Pé thém tiéu dé va ha muc, trong menu Insert, nhén chon Header/Footer va chon menu Edit
Header/Footer.

- Hinh 9.36, thanh cong cu Header and Footer Tools/Design

m B ©- 0 s Documentl - Word HEADER & FOOTER TOOLS
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN
Fh ™ [h [saaex M IS _’ %] [ 9] =] [EqPrevious Different First Page o+ Header from Top: 105" v a
| | #| 2O =] . & =l - ; |
= e === = = | A0 —— Ely Next Different Odd & Even Pages 1 Footer from Bottom: 0.5 £
Header Footer Page Date & Document Quick Pictures Online to Goto x Close Header
Number= Time Infor Parts~ Pictures Header Footer + LinktoFre v Show Document Text 3] Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close

Hinh 9.36: Thanh cong cu Header and Footer

In van ban
Dinh dang trang in
Thiét 1ap cac thong sb cho trang in (Page Setup)

Thong thudng trude khi in van ban, ban méi nghi dén dinh dang trang in nhu dinh dang kho gidy in, cac 18,
huong in... Tuy nhién khi tao mét van ban 16n hay van ban bat budc ding theo nhitng qui dinh ban dau thi
van de nay rat mat thoi gian. Vi c6 mot s6 doi tugng dac biét 1a hinh anh s€ bi glich chyyén S0 V01 vi tri ban
dau. Do d9, trude khi tao mot van ban mai ban nén dinh dang trang in trudce. Dé dinh 1€ trang in, chon menu
File/Print/ Page Setup hodc chon Layout va click vao ntit mii tén trong nhém Page setup. Khi d6 xuat hién
hdp thoai nhu hinh 9.37.

Pinh 1€ trang in (L6p Margin)
Viéc dinh 1& trang in phu thudc vao ché d6 ban chon & Multiple Pages (hinh 9.37 va 9.38)

Margins
Top: 254m [+ Bottom: 2.54am
Left: 2.54am % Right: 2.54cm <
Gutter: 0em % Gutter position: Left [=] |

= A m|

Portrait  Landgcape
Pagés Pages
Multiple pages: Normal E] Multiple pages:
Preview Preview

Apply to: | Whole document [ ] Apply to: | Whole document [ ]

J [ conce

R

Set As Default [ o

H

Hinh 9.37: Hop thoai dinh dang trang in Hinh 9.38: Pinh 1& trang in
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Left, Right, Top, Bottom: 14 cac khoang cach ctia van ban voi 18 trai, phai, trén, dudi cla trang gidy.

Gutter: dung khi dong thanh sach, 14 khoang cach dung dé dong gay sach.

Guttet position: dit vi tri déng gay bén trai hay phia trén trang gidy.

Orientation: dinh hudng trang in:

+ Portrait: hudng in dung, day la hudng in mac nhién.

+ Landscape: hudng in ngang.
Multiple Pages:
Left
|

Top

Bottom +—Right

Lé trang gidy ¢ ché d6 in 1 trang

Top

Top

Bottom | — —— | _Bottom

47

Left

I Top

Bottom

— 4 _Right

Lé trang gidy ¢ ché do in 2 trang trén 1
mat giay (2 pages per sheet)

Lé trang gidy & ché d6 in 2 mit

(Mirror margins)

1: Trang chin.

2: Trang 1¢.

3: Inside: 18 trong.
4: Outside: 1& ngoai.
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Pinh kh gidy in (Lép Paper)

Paper size: dinh kho gidy in, kho gidy thuong dung 1a A4 (21x29.7 cm).

Width: nhap vao chiéu rong cua gidy.

Height: chiéu cao cua gidy.

Paper source: chon méc dinh (Default tray).

Apply to: p dung céc lira chon trén cho toan vin ban (Whole Document) hay phan dang dinh dang (This

Section) hay tir vi tri con tré vé sau (This point forward). Hinh 9.39

Default tra

Automatically Select
Printer Auto Select
Tray 1

Tray 2

Tray 3

Manual Feed in Tray 1
Unspedified

Automatically Select

Default tray ( Automatically Select

Automatically Select
Printer Auto Select
Tray 1

Tray 2

Tray 3

Manual Feed in Tray 1
Unspecified

Plain

Hinh 9.39: Chon kho gidy in
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Chuong 9: Nhing cac d6i tugng khac nhau vao vin ban

Pinh khoang cach tao Header/Footer

Form Edge: khoang cach dung dé tao Header va Footer (khoang cach tir Top/ Bottom dén Header/
Footer)

Apply to: ap dung cac lya chon trén cho toan van ban (Whole Document) hay phan dang dinh dang (This
Section) hay tir vi tri con tré vé sau (This point forward).

Chon OK néu mudn 4p dung cic lwa chon nay cho vin ban hién hanh.

Set As Default, sau d6 chon Yes néu mudn céc lua chon nay trd thanh mdc nhién, nghia 1a s€ 4p dung
vao tat ca cac van ban dugc tao ¢ cac lan sau. (hinh 9.40)

[ Margns | paper | Loyout |
Section
Sectonstart:  |[CEATTIVEVRN v |

Suppress endnotes

Headers and footers
[] pifferent odd and even
[ Different first page
Header: [1.27am 5+
Footer: |1.27am -

From edge:

Page
Vertical alignment: | Top E]

Hinh 9.40: Binh khoang cach Header va Footer
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In 4n trong Word

Xem trude tai liéu in cho phép xem tai liéu trude khi in trong nhiéu cach khéac nhau. Trong mot vin ban 16n,
diéu nay rat can thiét dé ban kiém tra sy ngat trang, kiém tra cac hinh che phu van ban va kiém tra mét hang

don cta doan chay qua trang khac,...

Trong word 2013, dé xem truéc va in van ban, chling ta vao menu File/Print hodc nhéan t6 hop phim Ctrl+P.

Man hinh Print Preview hién thi & phan bén phai (hinh 9.41), phan thiét 1ap thong tin in & bén trai.

GT Tin hoc can ban_Phan II_Ngan_v2.docx - Word 2 — s

Sign in

Print

Normal Margins
Left: 1 Right: 1’

{

@, ®

[’ [1 1 Page Per Sheet
=

Page Setup 1

Printer
Foxit Reader PDF Printer
m Ready @
Printer Properties ‘4 ’
Settings
m g s Print All Pages - ( 5 )
The whole thing
Pages: BN | 6 ’
=] Print One Sided o
SECotnE L | Only print on one side of th... ®
: = Collated ‘ |
Options =] - ‘
g EIE] 1,23 1,23 1,23 @ | \
[ 1‘ Portrait Orientation - | ( 9 ) :1]6
l £ N
I 8.27" x11.69 10

Hinh 9.41: Xem van ban trudc khi in

4|75 95 » 30% — —} + [

STT Chirc nang

In t@p tin van ban hién hanh

SO ban in trong moi lan in

Chon may in

Nhan vao dé chon thudc tinh may in

Pham vi in (tat c4, trang hi¢n tai, in thudc tinh trang)

OO BW N

Nhép vao sd cac trang can in. Nhimg trang roi rac thi cach nhau bai dau phay, nhiing trang
lién tuc thi viét theo dang: Trang dau-Trang cudi.

Ché d6 in gidy (mdt mat, hai mat,...)

7
8 Tht tu in (in hét s6 ban sao cua van ban hodc in hét soban sao ctia mot trang)
9 Hudng giay in

10 | Khd gidy in

11 Canh 1€ giay in

12 S6 trang van ban s€ in trén mot trang gidy
13 Thiét 1ap trang in

14 Trang hi¢n tai va tong so trang ctia van ban
15 Phong to/thu nho van ban xem trude khi in

16 Man hinh Print Preview
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>=_ BAI TAP

1. Bai tap 9-1: ’
Nhap va dinh dang giong nhu van ban sau va luu vao dia véi tén BT9-1.docx

K o 7.8
Comg Ty Tan Dai ThE G101

o . £
S Lién doanh Von dau tw Dia diém =X
:I% 1. VinaStar.........cooeeininen 50.000.000 Song Bé §>
§ 2. Mercedes Benz................... 70.000.000 TP.H) Chi Minh
5 3 VN-SUZUKi o 9.957.000 Pdng Nai s
GCJ 4, FOrd VN....oooooviiiieiiieee 102.700.000 Héi‘ Duong 2
T 5. Toyota AUtO ......ccceevveenenn. 89.600.000 TP.HO Chi Minh %’_
A =3

2. Bai tap 9-2: )
Nhap va dinh dang giong nhu vén ban sau va luu vao dia voi tén BT9-2.docx

\-
\
>

nang

ﬁ Qua trinh hoc

Tién tap ki ndng  Thue

danh gia hanh ky
ky nang nang
&Ap dung I
ky nang
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OHIL NYD OOH IV@

3. Bai tap 9-3: )
Nhap va dinh dang giong nhu van ban sau va luu vao dia véi tén BT9-3.docx

CHUNG TU KE TOAN
SO BANG TONG HQP SO THE
QUY CHUNG TU KE TOAN KE TOAN
« CUNG LOAI CHI TIET
i A\ 4 v v’l
| . o e ik R » BANG
RS »  NHATKY -SO CAI TONG
ﬁ T
BAO CAO TAI CHINH |« “
A
T
o
>
@
z
—
—
2013 &
-

E TO CHUC - QUAN TRI THEO HUONG HE THONG ]

_—" HETHONG ~—

/ ™~
. (SYSTEM) NHUNG YEU
NHUNG YEU QUA TRINH .
TO PAU VA . TO PAU RA
O(INP[LJJ'\I']) 0 BIEN DOI
(OUTPUT)
MOI TRUONG ~ =

(ENVIRONMENT)

A

BANG LUONG CONG
TY GIA MINH

. Lwong - Phu cap - Thuc lanh ciia CB-CNV
Stt Hy va tén Heé 56 | Miec lwong | Phu cip Thuc lanh
1 | Nguyén Van Anh 5.08 1200000 600000 6,696,000.00
2 | Lé Thi Binh 3.66 3000000 330000 11,310,000.00
3 | Tran Viét Chau 3.66 2500000 500000 9,650,000.00
4 | Nguyén Tran Diing 2.67 4000000 700000 11,380,000.00
5 | Lé Thanh Em 3.99 3000000 80000 12,050,000.00
6 | Thai Phuong Tung 5.08 3000000 500000 15,740,000.00

Tong cong:
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4. Bai tap 9-4: ’
Nhap va dinh dang giong nhu van ban sau va luu vao dia véi tén BT9-4.docx

TRUONG PH KHOA HQC TU NHIEN - TRUNG TAM PIEN TU & MAY TINH

> Ky thuat vién trung cap f Qo
=<
£
((

> Lap trinh vién Gng dung iy

CAC LOP TRUNG CAP ~ CNTT

cung may tinh

CAC LOP NGAN HAN

)}) ¢ Tin hoc can ban Windows,
#* Windword, Excel

§ ¢ Lap trinh Pascal, Foxpro
)

cap “» A Corel Draw, AutoCad
LINDO N
> Hoc tép trung mdi ngay mot budi (sang, chidu | v/ Cac 16p sang, chiéu, tdi
hogc toi) trong 14 thang v Thoi lugng 40 - 60 tiét. Thyc hanh 1/2 thoi
» Hoc phi dong 1 hoac 2 lan gian trén may P4 n6i mang
> Tot nghiép duoc cp bang Trung cp v' Chimg nhan do Trung tim cap
TRUNG TAM PIEN TU & MAY TINH 10 - 12 Pinh Tién Hoang - Q1
======= 135B Nguyén Chi Thanh - Q5
Pd hoat dong trén 14 nam, tich lity dwoe nhiéu kinh nghiém 227 Nguyén Van Ctr - Q5

Vé t6 chire, chirong trinh giang day.

Trang thiét bi dwoc ndng cdp, déi méi thuong xuyén.

Giang vién nhiéu kinh nghiém, tan tdm

145 Pasteur - Q3 (hop tac)

= 822254 - Fax: 84-8-
22236

5. Bai tap 9-5: ’
Nhép va dinh dang giong nhu van ban sau va luu vao dia véi tén BT9-5.docx

TRUONG PAI HOC CAN

‘ THONG BAO TUYEN DUNG 2013 7
Truong Dai hoc Can Tho can tuyén Giang vién lam viéc tai Khoa Khoa hoc, cu thé nhu sau:

> Sélugng: 03

S % L> Sb lugng: 02
S L Yéu cau: = X Yéu ciu:
& = Pai hoc chinh quy loai gioi trd 1én <€ = Df,li hoc chinh quy loai gioi tro
§ Chuyén nganh: To4n hoc, Su pham toan = lén
< t . L ¢ s =] - A N e
| Su pham Toén-Tin hoc Chuyén nganh: Tin hoc
%= Luu y : Ngoai cac chuyén mon néu trén, ing vién phai dat cac yéu cau sau:
v" Chuing chi ngoai ngiX: .................... trinh do B tro 1én
v" Chung chi Tin hoc: ....ocveveevenaee. toi thi€u trinh dO A
v Uu tién rng vién ¢6 trinh d Sau dai hoc theo dung chuyén nganh trén va tot nghiép dai

hoc van phai loai gioi

v’ C6 stic khoe tot va co nguyén vong lam viéc lau dai
v" La doan TNCS H6 Chi Minh (néu con trong tudi Poan)

THO KHOA KHOA HQC TU

Ho so xin viéc gom c6:
% Pon xin viéc 1am (ghi 1 vi tri du tuyén ngoai
bi hd s0)
% So yéu 1y lich ¢6 dan anh va xac nhan cia
chinh quyén
% Gidy kham strc khoe ciia Bénh vién cap huyén
trd 1én
% Ban sao cac van bang, chimg chi, bang diém
¢6 xac nhan ctia noi cip hodc co quan cong chimg
Nha nudc

> Thoi han nhan ho so:
Ké tir ngdy ra thong bao dén hét ngay
21/08/2013

> Dia chi lién hé va nop hd so:
Phong td chire- Can bo, Truong Dai hoc
Can Tho
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Chuong 9: Nhing cac d6i tugng khac nhau vao vin ban

6. Bai tap 9-6: )
Nhap va dinh dang giong nhu van ban sau va luu vao dia vai tén BT9-6.docx

PLUTONIUNV

Chéat Plutonium (Pu) khong hién dién STT | Linhkién | SL | DG T tfong i Ehiérl
nhién cta dia cau, néu c6 thi ciing chi - ? la nhiing vét vo
cung nho. No sinh ra trong nhitng 10 1 | Mainboard 20 70 phan (mg hat
nhan. 2 | CPU 12| 149

gudi ta biét c6 15 chat dong vi 3 | Monitor 30 92 thién nhién. Néu

cua Plutonium. Nhitng chat xuét 4 | HDD 10 57 di vao co thé,
hién trong cac 10 phan tng déu 1 chat xuong sé gitt nd
dong vi phong xa. Khéi luong cua > | Ram 40 25 it nhét trong mot
ching bién thién gitra 238 va 242. 6 | Keyboard 26 7 thé ky.
Plutonium 242 tdn tai 400.000 nam. 7 | Mouse 33

Pay 1a mot chat nguy hiém, buc xa
alpha cta no6 cao gap 100.000 lan birc xa Uranium

7. Bai tap 9-7:

1./ Nhap vao van ban va tao cudc chu 1 (Footnote). Sau d6 luu vao dia vai tén BT9-7.docx

CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

S6: 110/2008/ND-CP

Ha Ngi, ngay 10 tthang 10 nam 2008

NGHI bINH!

Quy dinh mirc luong t6i thiéu viing ddi v6i nguoi lao /dong lam viéc ¢ cong ty, doanh nghiép, hop tac xa,
t6 hop tac, trang trai, ho gia dinh, ca nhan va céc to chirc khac cta viét nam c6 thué mudn lao dong

Diéu 4.
1. Mure luong t6i thleu vung quy dinh tai Bleu 2 Nghi dinh nay dugc diéu chinh tuy thugc vao mirc ting
truong kinh té, chi s6 gid sinh hoat va cung cau lao dong theo timg thoi ky.

2. BO Lao dong - Thuong binh va X4 hoi sau khi 13y ¥ kién Tong Lién doan Lao dong Viét Nam, dai dién
nguoi st dyng lao dong va Bg, nganh lién quan trinh Chinh phu diu chinh muc luong t61 thiéu ving quy
dinh tai Diéu 2 Nghi dinh nay.

186: 110/2008/ND-CP

BANG LUONG CHI TIET
Thang 05/2008
STT Ho va tén Ngach | Bac | H¢ s6 | Phucip | Thuc linh
1 Nguyeén Van Anh 15.110 3 5.08 600000
2 Lé Thi Binh 15.111 5 3.66 330000
3 Tran Viet Chau 15.113 5 3.66 500000
Tong cong

2./ Pit con tro tai cot Ngach, thém cude chi 2 (Footnote) vao cudi trang nhu sau:

“Trong moi ngach lwong thi co nhiéu bdc, ung voi ngach va bdc thi co hé s6 lwong. Hé s6 lwong xdc dinh
muec lwong cua CBVC: Tién lwong = Hé so lwong * Lwong toi thiéu”

3./ Bat con tré tai cot Thuc linh, ghi cudc cha 3 (Footnote) vao cudi trang nhu sau:

“540000 la mirc hrong t6i thiéu theo qui dinh, né dwoc diéu chinh theo tirng thoi diém phu thudc vao tinh
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Chuong 9: Nhing cac d6i tugng khac nhau vao vin ban

hinh thuc té va kinh té ciia Nha nuée”
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Chuong 9: Nhung (embed) cac ddi twong khac nhau vao vin ban

8. Bai tap 9-8:
1./ Binh 1€ trang in theo cac kich thudc sau:

Top : 2.5cm, Bottom : 2.5cm, Left : 3.5cm, Right : 2.5cm.
Khé gidy: A4.

2./ Tao van ban (véi Font: Times New Roman, Size: 12) c¢6 dang nhu sau va luu vao dia voi tén BT9-8.docx

7 viéc can lam khi muon b thudc 13

Thu Thuy (theo www.vnn.vn)

Gc tién, hiy tu nhic minh rang, nhimg nguoi
hut thud uong chét som vi mdi tuan cudc séng
cua ho bi rat ngan di 1 ngay.

Cu 5 phat lai c6
1 nguoi chét vi
thuoc l4.

<= Néu muén bo thudc 14, ban hay:

. Ty nhu tai sao minh mudn bo thude: vi sirc khoe cua ban, vi strc khoe cua nhiing ngudi

xung quanh (nhu gia dinh chang han), tiét kiém tién...

. Pé ra thoi han dé bo thude.

. Lap ké hoach dbi ph6 véi cac biéu hién thém thudc va thiéu thude.

. Lén ké hoach dé giir cho tay ban ron: Néu ban cam thdy nhé viéc cam diéu thudc trén tay,

hay thay thudc bang mét thir gi khéc.

. Tim sy hd tro tir phia gia dinh, ban bé va dong nghiép: Hay cho ho biét 1 ban dang ¢
gr«fmg b6 thude dé ho hiéu tai sao ban lai cu xir khac trude. Va nhu vay ho s€ khong moi
ban hat thudc nita.

. C6 tranh viéc hit thudc lai.

. Ty thudng cho minh: di ban dang 1am gi ciing dimg quén thuong cho minh déu dan vi
viéc khong hut thudc.

Bung nan chi néu khong thanh cong ngay tir lan dau. Phan 16n moi ngudi déu chi dat duoc
mong mudn trong nhiing 1an sau do.

3./ Nhap vao tiéu dé (header) sau:

Chuwong 9: Pinh dang sé trang va in én trong word

4./ Nhap vao han muc(footer) sau:

Gido trinh chirng chi A Trang [chén vao so trang]

5./ Nhap Ctrl + Enter dé thém trang méi, copy ndi dung vin ban ¢ cu 1 vao trang méi va dit lai tiéu dé cho
trang moi (khac vai ti€u dé trang trude) nhu sau:

Chwong 10: Kién thikc co bin vé ban tinh
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Chuong 9: Nhung (embed) cac ddi twong khac nhau vao vin ban

9. Bai tap 9-9: Tao van ban nhu sau va luu vao dia véi tén BT9-9.docx

~>=_Ho tén SV: M4 s6 sv:

N e

gay hom sau, tit ca c4c co s&

o

Ngay hom sau, tat ca cac co sé

khac da lap tirc ngit mang va mot vai
trong s6 nay hién van chua cho hoc
sinh tlep tuc sir dung. Bo Giao duc
Singapore ra thong bao: “Dé dé
phong sau lay lan sang cac truong
khac ciing nhu nhiéu co quan cta
Bo, tit ca cac trudng déu phai tam
ngung truy cap Internet trén mang
cua Bo Gido duc tir ngay 11/5 va s&
chi dugc hoat dong tr¢ lai khi cong
cu chdng virus da dugc nang cap trén
tung may tinh & céac truong”.

6

khac da 1ap tire ngit mang va mot vai
trong so nay hién van chua cho hoc
sinh tlep tuc sur dung. Bo Gido duc
Singapore ra théng bao: “Dé dé
phong sau lay lan sang cac truong
khéc cling nhu nhiéu co quan cua
B9, tit ca cac truong déu phai tam
ngung truy cap Internet trén mang
cua B Gido duc tr ngay 11/5 va s€
chi dugc hoat dong tr¢ lai khi cong
cu chdng virus di duoc nang cap trén
ting may tinh & cac truong”.

\__/ N

10. Bai tap 9-10: Tao van ban nhu sau va luu vao dia véi tén BT9-10.docx

B
< e

10Base T 10Base T
E Standard Patch Cable CrossOver Cable
1 > 1 1 1
NG |pe—Qume 5 | 2
g |3 °'°°‘;’:’u"“"° 3 3 3
4 - 2 > 4 4 4
N@ 5 Blue/White >5 5 5
@ 6 «—Cren 6 6 6
7 Brovwrn/Whate >7 7 < > 7
O |s+———»s || 8 > 3
@ So dd bam cép thing So do bam cép chéo
% nél PC qua Hub aé nél PC qua PC
PHAM KIM NGAN ( Cty ANDI)
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Chuong 9: Nhung (embed) cac ddi twong khac nhau vao vin ban

11. Bai tip 9-11: Tao van ban nhu sau va luu vao dia véi tén BT9-11.docx
SO G.THONG CONG CHANH ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TP HO CHI MINH Déc lap — Ty do — Hanh phlc
CONG TY CAP NUGC
SO e /CN Tp. HO Chi Minh, ngay ... thang ... nam 200...

PANG KY SU DUNG NUOC
Eoe K o>

PHAN NGUOI SU DUNG GHI PHAN CONG TY CAP NUGC GHI

1 - HOp @ONE: oo 6 - Binh muc s dung nudc: ....................
2- Danh bo: oo 7 - MS/ISDN:. ..ot
3- Pjachidit TLK:  S&:icoieieicnne. 8- MSCQ: .o
Puong: ... 9- TLK cO: oo T, F
Phudng: .......co...... QUAN: ..o, 10 - GI& BIU: v
4 - Ho tén trén héa don: .......cocovvvvnieennne — Trong dinh mc: ......coooviieiiiiice,
5 - Tai KhOAn SO wveveveeeeeeeeeeeeeeeeeeren, — Vuot dinh mic: ....c.ooovveveeiieece,

NGaN hang: ..o
BAN CHAT SU DUNG NUGC

S6 S6 nguoi Cong . .
STT | Sénha | soho tronghd | Nganh | sudt thiét Doanh s6 | - Don vi

khiu khau nehd | ké nha theo KH SP/m

& . nha nude nude

may
11 12 13 14 15 16 17 18

19 — Chung nhan cua phuong 20 — Co quan/hd st dung nudc

(Ky tén, ghi r6 ho tén) (Ky tén, ghi 13 ho tén)

12. Bai tap 9-12: Tao van ban nhu sau va luu vao dia vdi tén BT9-12.docx

TEN dOANN NGNIEP ...ttt e b e

TEN VIB A oo, GIAM GOC:.....eeeeeeeeeeeeeeeeee e e

Dia Chi (N8N DA0): ...ttt ettt

Telephone: ..., EMall e
Sélwgngdangky (theo | 50 cubn O Chuyén lan 1 O Hoac 12 ky O
ndm-danhdéduX) |[100cubén O Chuyén lan 1 O Hoac 12 ky O
200 cubn O Chuyén lan 1 O Hoac 12 ky O
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Chuong 9: Nhung (embed) cac ddi twong khac nhau vao vin ban

o

@ HQP MAT CUTU SINH HOQP MAT CU'U SINH VIEN

13. Bai tap 9-13: Tao van ban nhu sau va luu vao dia véi tén BT9-13.docx

VRN NAM 2016
AM 2016 CHUONG TRINH
> 7h30: Pén tiép
> 8h00: Gi6i thiéu dai biéu
7h30 > 8h10: Phat biéu khai mac
Ngay 12/12/2016 > 8h20: Tong két hoat dong Hoi

cuu sinh vién nam 2016
9h00: Pong gop v kién

9h39: P¢ xuiat phwong huéng
hoat dgng nam 2017

> 10h00: Két thiic bé mac

Phong 02- Khoa CNTT
Truwong Pai hoc Cong Nghé

Y VvV

Q

/

N

14. Bai tap 9-14: Tao van ban nhu sau va luu vao dia voi tén BT9-14.docx

-
-

Wi i ~
J. Ianes no thal L‘/
‘_'; 'F"i !‘h"*

.....

Nghé? va Trong Thuy®. Cudc thi bét dau.

Robinhood oai vé budc ra, Hau Nghé cudi khéy, anh ta dat
dat trai tao 1én dau nguoi mot qua chanh 1én dau nguoi kia,
giit bia, 0i xa 50 m, givong lui xa 100m va nhe nhang ly
cung...Phap...Trdi tdo bi cung cho miii tén xuyén thuing qua
miii tén xuyén qua. Anh ta chanh. Anh ta vd nguc néi: “I am
vd nguc noéi: I am Hau Nghe!”.

Robinhood!”.

NVNL 1onD 1AL 1IVID
[0ND FUL 1001 08 DV Ny)

Trong Thay dé nguoi giit bia dat trai chanh ciing mili tén ciia Hau gh¢ 1én dé}l.
Anh ta nhay 1én ngua phi ra xa mdt ddm (1,6 km) va dot ngét quay phat lai ban
ludén mot phat...
Cung truong nd bung 1én tleng ho reo tan thudng vi mot mii tén da cim ngap vao dbc tén cua than tién
Trung Qudc. Moi su chil y déu d6 don vao Trong Thity khi anh nay tir tir tut xudng ngua, giong khan dic:

- l..am...s...0..I...I......

Tt ca quay lai nhin nguoi gitt bia: Anh ta loang choang rdi d6 kénh xubng dat. Trén nguoi, tén cim day dic
i nhu mdt bg 16ng nhim ...

&= =& <= Chuyén muc gidi tri trén trang Web www.fpt.vn —=> —=> —=>

! Cung thii huyén thoai ngudi Anh.
2 Thién xa sb mot Trung Qudc.
3Pho ma ndi tiéng Dét Viét.
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