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Word 2002

Bai 1: Gi®i thiéu vé MS Word

1) Vao phan mém soan thao MS Word:
Cach 1: Néu kh&i dong méy xong trén goc phai cao nhat clia man hinh ¢é thanh biéu

2) Thoat khoi MS Word:

3) Giao dién man hinh caa MS Word:

- Menubar : Thanh trinh don, chiva cadc nhém 1&nh, méi nhém 1&nh rng v&i mot sb
tac vu.

Menu bar

Standard toolbar

Formatting toolbar

twong Shortcut ﬁ“|| | bam vao g

Cach 2: BAm vao nit I&énh Start & goc trai dwdi cling — Prorgam — Tim dén muc
Microsoft Word.

Sau khi vao Word ‘néu ban chi can dong dén mot phim 13 ky tw hodc sb bat ky thi coi
nhw ban da bat dau soan thao van ban.

Né&u ma&i vao ma thoat ngay: Ban bam vao biéu twong dau Xl & goc cao nhat bén
phai man hinh Word.

Néu da soan thdo: BAm nit | ®ban sé thay xuat hién hdp thoai yéu cau ta chi ra thw
muc chira tap tin va dat tén cho tap tin ma ta vira soan thao.

- Standard Toolbar : Thanh céng cu, chlra cac nat Iénh thwc thi cac tac vu. (13 mé
m&i mot tap tin Word. [Z= M& mdt tap tin Word da c6. = Ghi lai tap tin dang soan
thao, . ..

- Formating toolbar: Thanh cdng cu chira cac nit I&nh hodc clra s6 phuc vu cho viéc

dinh dang van ban. . ctra s6 Font chir. [15 kich
o Z ~ YhLimes new roman - -
cO® chiy, ...

L-_E. Document2 - Microsoft Word

File Edit ‘iew Insert Format  Tools  Table  MathType  ‘Window Help of&
DEEHSR SGRY | t2RT -« |@BORE =8

44 Marmal - YWNI-Tirmes -12 -| B F U |= EIE* i= =

Vung soan thao van ban
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4) Tao mé&i mot tap tin, lwu tap tin vira soan
Khi vao MS Word, tién hanh soan thdo van ban, néu mudn lwu van ban da soan thao
ban bam biéu twong 7 thi s€ xuat hién hép hdi thoai cé chira cac thanh phan sau:

5) M& méi mot tap tin da

Open

Look in:

;I
;&
=

My Documents

B &

Favorites

B

o=

[y Mebwark
Flaces

Hoép Save in. BAm vao hdp thoai va chi ra 6 dia va thw muc can chiva tap tin.

Save in:

I I:l BaiSoan

=

Hop file name. G6 vao tén tap tin. Nén dat tén cé tinh goi nho.

File narne: IBaiTapll

j Save I

Jave as bype: I'u'u'n:nru:l Document

[

Cancel

Hoép save as type: chi ra kiéu tap tin can Iwu trlr, mac dinh 13 tap tin dwoc lwu Vi
phan mé& rong .doc. Ban c6 thé lwu tap tin v&i phan mé rong .txt, . . .

Sau khi thuc cac cong viéc trén bam nut Save dé lwu lai tap thi

B&m vao biéu twong & Open trén thanh cong cu s& cé hdp hdi thoai xuét hién,
tim 6 dia, thw muc chra tap tin cé tir twéc do, bAm chot trai dé chon tén tap tin

can mé, nhan phim Enter dé mé.

| [ Baisoan

-j My Computer

[ Admin's Documents
[ Shared Documents
5 314 Floppy (A:)
5 314 Floppy (B:)

@}{Dvmulﬁ*

Chon 4 dia va tén thu muc

age Local Disk ()
[ Baisoan
age Local Disk (D)
i D0 Drive (E:)
= DAT (F2)
& My Nebwork Places
[} My Documents

% FTP Locations
=l addMadify FTP Locations

Chon tén tap tin can mé

?X

File mame: |

Files of bype: |.ﬁ.II Word Documents

Cpen =

ﬂ Zancel
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Bai 2: Soan thao va dinh dang van ban.

1) Go tiéng Viét trong giao dién MS Word:
1. Bat biéu twong Vietkey & géc phai dwdi cing man hinh vé ché do gb tiéng
Viét, sao cho biéu twong nay la chir V. Néu biéu twong nay 1a ch E |a dang
& ché do gb tiéng Anh. Néu may cai Vietware thi bAm chubt trai vao biéu
twong Vietware phia dwéi cung bén trai cia man hinh [én dé chon Kiéu gé
va Bang ma cua ky tw can gé. Dai da s cac van badn méi hién nay déu quy
dinh dung ma Unicode. Anh (Chij) nén cai Vietkey hoac Unikey.

2. C6 hai kiéu g tiéng Viét Ia kiéu gb Vni va Telex. Bang duoi day sé chi ro
cach gob cac phim dé dwoc cac chir va dau tieng Viét:

Sita déu nhanh
Cho phép gb t&t

Gap [8i i3 lai tiéng Anh

Hién cira =4 Vietkey
_l'_"

E?

IInicode
Bdng m3 VNI
Eang m3 VIOR
Bdng m3 TCWN3

| G tigng it
G tigng Anh

2000

1N - -
2 -Vietware_#

3-WN Uricode 1 '
m

Ch{r hoac dau tiéng

Kiéu g6 Vni phai gob

Kiéu go Telex phai go

Viét phai go cac phim sau cac phim sau
a avadau” aa
a avaso8 aw
d dvaso9 dd
o ovaso7 ow
o} ovadau” 00
w uvaso7 w hodc g6 uw
o ovaso7 ovaw
é evadau” ee
dau sac 1 s
dau huyén 2 f
dau héi 3 r
dau nga 4 X
dau nang 5 f
dau cla chi v,0 7 w

Khi soan thao nén cb gang st dung nhiéu ngon tay dé go. Ban dau tuy c6 cham,
song rat cb 1gi khi da soan thdo quen, tdc dd soan thdo nhanh hon rat nhiéu so vo&i
g6 md ¢od trng ngdn modt.
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Cac thao tac trong man hinh soan thao MS Word:

1. Di chuyén con trd: Ta c6 thé dung chudt dé chon v tri con trd, ngoai ra cling c6
thé dung ban phim. Sau day la cach di chuyén con trd dung ban phim:

« V& dau hang: bAm phim Home.
« V& cudi hang bAm phim End.
« V& dau van ban nhan Ctrl va Home
« V& cubivin ban: nhan Ctrl va End
«  Nhay con trd tlr d4u tlr nay vé dau tir khac: nhan Ctrl v phim — hay—
2. Khdi chon van ban: khi van ban da duoc khdi chon thi cac thao tac tiép theo
iﬁéc(l:i tac dong lén khoi van ban dé ma khéng tac déng Ién phan van ban

«  Cach 1: bam chudt trai, gil nguyén va miét xudng kéo, chudt di dén dau
1a van ban dwoc boi den dén do.

« Cach 2: nhan va gir phim Shift kém theo bdm phim — (hodc «)
3. Thao tac v&i khéi vén ban da chon:
«  Sao chép khdi van ban da chon: dwoc thuwe hién bang cach chon khdi van

ban r&i nhan phim Ctrl va phim ky tw C, sau d6 chi chudt dén vi tri moi
nhan Ctrl va phim ky tw V.

«  Catdan khdi van ban da chon: dwoc thire hién bang cach chon khoi van
bér) roi nhan phim Ctrl va phim ky tw X, sau dé chi chudt dén vi tri moi
nhan Ctrl va phim ky tw V.

1. Chon Font chir: KhGi chon van ban can thay ddi font chi, bam tim chon kiéu
font thich hg'p trong clra sO font| Times Mew Roman - |cUa thanh cdng cu dinh
dang.

2. Chon kich ¢& chi (Font size): Khéi chon vén ban can thay dbi kich c& font chiy
bam tim chon kich c& font thich hgp trong ctra font size | 13« | cla thanh
cong cu dinh dang.

3. Lam dam, nghiéng, gach dwdi van ban: Khdi chon khdi van ban réi bAm chuot
tréi vao cac nat| B |dé lam dam, | £ | dé lam nghiéng, | II |dé gach dudi.

4. Can chinh van ban vé phia trai, gitra, phai hodc déu hai bén: khéi chon phan
van ban, bam bam chon vao mét trong cac biéu twong sau day trén thanh
cong cu diinh dangj.g =

Ta,oé thé sao Chép}dinh dang béng cach khéi chon kh’c‘)i vér] ban mau wng y, bAm
biéu twgng cai chdi trén thanh cong cu, chi chudt dén phan van ban can sao
chép dinh dang roi bam chuét trai va kéo miét chuét.
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doan van ban

4) Dinh dang :
Doan van ban hay con goi 1a paragraph: 1a phan vén ban gi¢i han b&i hai 1an go

phim enter. Khi dinh dang theo paragraph thi viéc dinh dang cé tac dung Ién toan bd
paragraph dé.

M&i khi g5 phim enter xubng hang Ia Word t dong chuyén sang mot paragraph

mai. Paragraph sau sé c6 dinh dang giong paragraph trwdc do.

Gia st c6 nhiéu paragraph mdi paragraph cé dinh dang khac nhau,ta c6 thé sao
chép dinh dang cua paragraph nay cho moét paragraph khac. Cach lam l1a: dat con trd
vao paragraph mau, bam chudt trai vao biéu twong
paragraph khac va b&m chubt trai thém mot lan niva

sau do chi chuot dén

Sau day la cach tién hanh dinh dang mét paragraph.

1.

Dbat con trd vao moét paragraph, vao muc menu Format chon muc paragraph.

Farrmat | Tools  Table  ‘Window

A Font...

=% Baraaraph. ..

2. Chidinh mét s muc cho hdp thoai dwdi day:

Special:

(none) -

(none)

Paragraph

General

Indentation
Left;
Right:

Spacing
Before:

After:

Alignrment ;

Left -

Indents and Spacing l Line and Page EBreaks l

Cukline level:

Special:

By

Body text

PX

|{nnne]|

Line spacing:

Ell

ak:

=

|Single

[ ] |

=

« General: hdp Alignment chi cach thirc can chinh cho paragraph .Left : can
trai; Right: can phai, Centered: can gilra, Justifield: can déu hai bén.
Hop Outline level: chon gan cho paragraph hién hanh mau ma phan

mé&m Word da chuan bj san.

« Indentation: Chi ra d6 dich trai(Left) hay phai (nght) cla paragraph.
Riéng hdp Special c6 ba muc chon. (none) van pan trong paragraph hién
thi binh thwong, First line: chi dong dau tién cla paragraph dich trai so

v&i cac dong khéc bang kich thuwéc chira & hop By:
Special:

] [ -
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Hanging: chi phan van ban tinh tlr dong thtr 2 cua paragraph thut vao
bao nhiéu so vé&i dong dau tién, kich thwéc thut vao dwoce chi ra trong hop
By

« Phan Spacing:

«  Before: chi ra khodng cach paragraph hién hanh cach paragraph
trén né bao nhiéu diém (point)

o After chi ra khodng cach paragraph hién hanh cach paragraph
sau no bao nhiéu diém (point)

« Phan Line spacing: chi ra khoang cach gilra cac dong trong mot
paragraph. Cé thé chon khoang cach nay cu thé bao nhiéu point tai

hop At
Spacing
Before: |12 pt El: Line spacing: ak:
After: [tzpt -2 [Exacty |+ [1zpt -3
-
Prewview

5) Danh so trang van b

1. Vao menu Insert chon muc Page Number, ta nhan dwgc hdp thoai cé cAu truc
sau.

Page Numbers 2]

-
=
)
=
g
=

Position:

L4

% L1

IEh:uttu:um of page (Fooker)
alignrment;
AT - |

[ show number on firsk page

Format. .. |

Cancel

2. Chon vitri danh sb trang trong hop Position, néu chon Bottom of page thi
con sd ma may tinh danh sé trang sé& ndm & phia dwdi trang gidy, néu chon
Top of page thi nguoc lai.

3. Chon can chinh vj tri cta con sb chi trang Right thi sb chi trang nam bén
phai, Left ndm bén trai, Center ndm & gia.

4. B&m OK dé dongy.

71



Word 2002

6) Tao tiéu dé dau trang va cudi trang
1. Vao menu View chon Header And Footer, xuat hién thanh cong cu sau.

Header and Footer

-
Insert SutoText = @7 (= @] Eh @ & O,  dose

2. Ba&m chon 2 d& vao phan khéng gian soan tha;lo tiéu dé dau trang. Luc nay
man hinh soan thdo chinh s& mo di, nhwd'ng cho cho cong viéc tao tiéu dé
trang.

3. Taivitricon tré man hinh nhap nhay, nhap phan van bén‘cén xuét’hién trén moi
tiéu dé cla trang giay. BA&m chon nit Iénh EE nay mét Ian nira dé chuyén

sang phan nhap tiéu dé cudi trang, tién hanh tiép tuc nhap vén ban tao tiéu dé cudi
trang.

4. BA&m nit Close dé chdm dirt cong viéc tao tiéu dé cho mdi trang in.

e Tac dung cla muc Iénh: Insert Auto Text

Danh sb trang L pacE-

Tac gia, SO trang, Ngay thang nim Author, Page #, Date
Confidential, Page #, Date
Created by

Created on

Filename

Tén tap tin,duong dan noi huu trir BN e and path
Last printed

Last saved by
Page ¥ of ¥ |

Inzert AutoText - E

E|

« Danh sb trangin:

«  Dinh dang con sb chi trang in:

e Chén ngay, thang, nam hién hanh:

B EE

o Chén gio, phut, gidy hién hanh:

o Dinh dang trang in: (o

O mutrc d6 thong dung ta chi cin tao dugc tidu dé diu trang, cudi trang, danh sb trang in 1a dat yéu cau.
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Bai 3: Bullete, Numbering, Tab.

1) Pit biéu twong hoac sé (Bullete And Numbering):

Bullete, Numbering |a cac biéu twong hodc sé dan dau mét doan van ban. MG
khi xudng hang sang mét doan khac thi cac Bullete hoac Numbering sé tw déng

dwoc dién va cho mdi doan.

Vao menu Format chon mucE= g jiers and pumberingS€ €O hop hoi thoai
xuat hién. ' =

Thé dau tién 13 Bullete. Trong thé nay c6 cac hop, hdp chira chiv
None néu dwoc chon sé khong co6 Bullete dadn dau, cac hop con lai
chra cac biéu twong hinh &nh cta Bullete. Néu mubn thay déi hinh
dang cta Bullete ta bAm nut Customize.

Thé ké tiép la Numbering. Trong thé nay cé cac hop, hop chira chi
None néu dwoc chon sé khéng c6 Numbering dan dau, cac hép con
lai chra cac dang sb dan dau ctia Numbering. Néu muén thay ddi
Numbering ta bAm nut Customize.

Bulleted l rumbered l Cutline Mumbered l Lisk Skyles l

- [m] u
MNone . e ' |
- [m] u

W% Bullet 2

M5 Bullet 2

W% Bullet 2

Khéi chon phan van ban dinh k& dwéng vién hodc té mau.

Vao menu format chon Border and Shading, xuat hién hdp hoi thoai, ta

chon thé Border, mé&c dinh 1a None. BAm chon biéu twong
hoac D Biox

‘ |:I Shadow
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Skyle:

Y

«  Chon mau duéng vién trong hop. =]

« Mubn t6 mau nén ta chon thé Shading. Mac dinh Ia No Fill, t&c khong t6.
mau nén. Ta c6 thé chon mdt trong cac mau nén da cho mau san va nhan
nat OK. |Fill

| Mo Fill

(rrrrrree

Trén ban phim c6 phim Tab, phim nay chi diém dirng clia con trd. Khi nhan Tab thi
con trd s& nhay dén vi tri do ta chi dinh khodng cach cho phim Tab dé. Cac loai Tab
gdm | 1a Tab c&n trai, [ 4] Tab can phai,[| Tab can gitva, x| Tab can I4y chuén la
d&u phan cach phan thap phan.

Ta c6 thé dat cac diém dirng cho phim Tab nay va chi dinh cac ky tw dan trwdc Tab
hoac cach can chinh van ban dwa trén vj tri ctia Tab.

Cach dat tab trén thwée:
« Bé&m chon biéu twong Tab trén thwéc & Tab trai, phai, gita, ... réi chi
chudt vao vi tri cAn dat Tab trén thwéc, bam phim trai. Trong hinh vé
dwéi day luc nay ta da dat dwgc 2 Tab cé buwdc nhdy la4 cmva 11.5
cm.

Elq'l'l'l'Z'l'3'I'i'I'S'I'E'I'?'I'S'I"B'|'1|:I'|'11'J_'12'|'13

« Mubn g& bé Tab trén thwoc ta chi chudt trai vao biéu twong Tab trén
thwéc mudn bd, nhan va gitr nguyén chudét trai kéo ra ngoai man hinh
dang soan thao.

Ciach dat Ky tw din truée tab:
Vao muc Format trén thanh menu, chon muc Tab, thwc hién theo chi dan:

Tab stop position: Cefault tab stops:

Chon Tab qua kich thuéc Tab 4|4 o |1.2? o =

.

11.5 rrit Tab stops to be cleared;

=
Alignmenkt

i Left ¥ Center i~ Right
" Decimal " Bar

Leader

If'“lNu:urua
T4

Chon loai ky tu dan trude 1a .....

Set | Clear | Clear all I

(] 4 I Cancel |

Nhén Set va OK dé dat, nhan Clear dé xo4
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Bai 4: Dinh dang van ban theo khuén mau (Style)
Styles 1a mot tap hop cac dinh dang vé Font chi¥, Paragraph,Tab, Bullete, cach tr‘lnh
bay, ...do ngwdi soan thdo van ban da chuan bi tlr tredc. N6 nhw 1a mot bd mau,
khi d& c6 doan van ban ma&i soan thao, chi cAn gan doan van ban nay cho Style
da chuan bj thi doan van ban sé dwgc dinh dang nhw Style nay.

Muc dich gl’Ja dinh dang van ban theo Style la ;Té c6 mot van ban dinh dang theo
mét s0 mau thong nhat, qua trinh dinh dang tién hanh nhanh chéng.

M&i mdt Style c6 mot tén goi, ta cé thé tao mdi va dét tén mot Style do ta tao ra.
Word phan biét bén loai Style. Character Style : khudén mau ky tw, chi c6 tac dong
Ién van ban da chon. Paragraph Style: khuén mau doan, tac dong Ién toan bd doan
van ban. Moi dinh dang do ta thiét Iap cho Style mau déu cé tac dung Ién doan van
ban ma ta gan. Table Style: khuén mau phuc vu cho dinh dang Table. List Style:
khudn mau phuc vu cho tao cac danh sach.

Mac dinh khi ta tao mot van ban mai thi MS Word sé& c6 sdn mét sb Styles, va
dong van ban dau tién khi ta go sé dwoc dinh dang theo Style c6 ténla Nomal.

1) Cach tao mét style (khuén mau
1. Vao menu Format chon Styles And Formating hodc bam nut bén phai cla
thanh dinh dang | .4y | sé xuat hién hop héi thoai bén phai man hinh soan

thao. —

2. B&m nit New Style sé ra hép hdi thoai. Go vao tén Style m&i do ta dat sao
¢6 tinh goii nhé trong hdp Name.

m
Properties Cla

G vao tén Style M [FieuDeCapz
Skvle kvpe: |F'arau;|ra|:|h j
Skvle based on: | 11 Marrnal ﬂ
Skyle For Following paragraph: WMWj
Formatting

) YMEimes nes rarman ~ 12 ~ B F Ul A -
Lya chon cac dinh dang — 2|

— — = +

F

i
|
i
4+

Ii

[l 1
ark
]
¥
]

Semple Torsampk Texisompl Taxrzample TemiZomple Tawizample Tes
SOk Texrtampk TexiSomple Texrsomple TemiZomple TewSampke T
STk Torsempk TexiEompl Taxrzample TemiZomple TawiZampke Tes
SETpk Texisampke Texiaampke Tawi

Marmal +

[ &dd ko template [ Automatically update

Format - (] 4 | Cancel

Dinh dang chi tiét
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3. Lwa chon kiéu trong hop Style Type. M&c dinh né Ia Style &p dung cho
doan van ban (paragraph).

4. Chon kiéu Style c6 trwéc dé trong hopk Style Base on dé stra hanh
Style méi.

5. Chon Style ké tiép sé& dap (ng trong hdp khi chuyén sang moét
paragraph khac Style following paragraph.

6. Tién hanh dinh dang cho Style vi¥a tao trong cac clia s6 clia hop Format:
chon Fontch® |-~ ,kich c& chir, ,
Arial Black, 13 -

nghiéng , khodng cach gilra cac dong , khodng cach gilra

doan nay va doan trudc, sau nd| += 4= | ,..Tacling c6 thé bam nut
Format dé tién hanh dinh dang chi tiét.

C6 thé stra lai dinh dang cla cac Style c6 sdn hodc Style hién hanh trong clia s6
Style And Formating. Muén vay chi chu6t vao Style can stra chiva dinh
dang, b4m chuét phai vao tén Style d6, vao Modify. Luc nay man hinh sé
xuét hién hop thoai, chon Format dé vao phan dinh dang chi tiét.

Bam nut Font ¢é dinh dang Font chi, Paragraph dé dinh dang cho doan do,
Tab dé dat Tab, Frame dé ké khung, Numbering dé danh so,...

Sau khi dinh dang xong ta chi can gan tén Style cho bat ky doan van ban nao ma
ta muoOn né c6 dinh dang giong khuén mau ma ta da tao.

styles and Formatting > >

. Fant. .. Formatting of selected text
Chon cac loai
& di Paragraph... R . | .
d¢ dith dang Tén Style méi TieuDeCap1
chi tiet Tabs. ..
Border. .. Select Al Mew Skvle
Language, .. Pick formatting to apply
Frame. .. .
- Clear Formatting =l
mumbering...
Shorbcut key... Cac Style mac dinh Headlng 1 1
AL Heading 2 |
Heading 3 1
Normal 1
Stylel |
TieuDeCap1 1
2) Sir dung mét Style:
1. Dat con trd vao doan van ban (paragraph). Show: | Available Formatting -
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2. Chon tén Style, van ban sé duwgc dinh dang nhw mau.

1. Vao menu Format chon Styles And Formating hoac bAm ndt bén phai cla thanh
dinh dang 2 sé xuat hién hop hoi thoai bén phai man hinh soan thao.

2. B&m niit phai chudt vao tén Style — chon Modify — tién hanh stra lai dinh dang
trong cac muc ma hdp thoai chi dan— nhan ndt OK.

4) X6a bé moét Style:

1. Vao menu Format chon Styles And Formating hodc bam nut bén phai cla
thanh dinh dang 4 sé xuat hién hop hoi thoai bén phai man hinh soan

thao.

2. Bam m],t phai chudt vao tén Style — chon Delete — xac nhan viéc x6a bang
viéc nhan nat Yes.

Bai 5: Tao bang (Table).
M6t bang biéu (table) Ia mét hinh chir nhat gdm c6 nhiéu dong (rows) va nhiéu cot
(columns). Phan giao cila mot dong va mot cot duge goi la 6 (cell). Ngoai ra trén mot
trang cuing c6 thé chia thanh mot vai cdt gidng nhw cdt bao, viéc nay ddi khi cling rat
can cho viéc trinh bay hodc soan giao an.

1) Cach tao bang

1. D4t con trd tai vi tri mudn tao bang.

2. Vao menu Table bdm chon Insert, sau dé chon Table, ta nhan dwoc hdp hdi
thoai.

Table size

Mumber of columns: |5 5‘

GO vao so cot

Mumber of rows: |2 5‘

AutoFit behavior

{*' Fixed column width: I.ﬁ.utn 5‘"

f" AukoFik bo conkents
™ AutoFit ko window

Table style: Table Grid AutoFormat. .. |

3. G vao sb lwgng cot trong hdp Number of columns.

G0 vao so dong

4. G6 vao sb lwong dong trong hdp Number of rows.

5. Chi dinh d rong cla cac cOt trong hdp Fixed of column width.
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Néu Fixed column width va Auto thi bang tw dong dién vao gitra hai ranh gidi 18,
kich thwéc cac cot déu nhau. Néu 13 Autoflt to contents thi tw dong cot sé bao
lay ndi dung van ban chua trong no. Neu Autofit Windows dwoc chon thi bang
sé thu gon sao cho nam trong clra s6 trinh duyét trang WEB. Néu hop kiém tra
Remember demension ...dwgc danh d4u thi nhirng chi dinh hién tai sé dwoc ap
dung cho 1an tao bang sau.

6. B&m nat OK

Ngoai cach dung trinh thanh don chi dinh cu thé viéc tao bang ta con c6 thé ap

dung theo cach sau: bAdm chdt tréi vao nit

quét chon sb cot can tao.

2) Cac thao tac can thiét khi tao bang:

1. Chénthém cot: bAm chudt trai Ién dwong bién cla dong ké trén ciing sao cho
con trd ¢6 hinh dang mii tén | va bdm chudt trai d& chon danh dau cot dé. Vao
menu Table chon Insert — Table — Column to the Left d& chén cdt m&i bén trai
cOt da chon.

Table | MathType Window  Help

Type a queskion Fq

I 'ﬂ Table AutoFormat. ..

Table Properties. ..

»
W

fa o 3 @C

i

m.n

_ &7 Draw Tahle ' [3) =S ,@| 100%:
| Inserk g ||D Table. ..
Delete » Columns ko the Left
Seleck 3

Colurmns ko the Right
Rows Ahove

Fows Below

Cells. ..

2. Xéa cot: bAm chuot tréi Ién duwong bién cua dong ke trén cung sao cho con
trd c6 hinh dang mi tén | va bam chuét trai df: chon danh dau c6t doé. Vao
menu Table chon Delete — Table — Columns dé x6a cOt da chon.

Table | MathType ‘Window Help Type a g
7 Draw Table ﬁ” @ =
Inserk 3 = t= ., |i= &
= L= T _— m)
| Celete k | Table
Select b Columns
"ﬂ Table AutoFormat. .. = Rows
Tahle Properties. .. g Cells...
¥ oe '

3. Thém hang, x6a hang : Thuwc hién twong tw nhw ¢t nhwng tthay vi ta chon

Column thi ta chon Rows.

4. Chia mdt cOt, hang, 6 thanh nhiéu cbt, hang, 6

|:| trén thanh cong cu, gilr nguyén va
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Vao menu Table, chon Draw Table ta thay xuat hién thanh cong cu Table and
Border, bam chon biéu twong bat vé — chi chudt vao 6 hodc cdt can chia —
bAm chudt trai kéo. Sau dé lai bAm vao bt dé rdi bd viéc chon bat. 7

Ngoai ra ta co thé khong dung but dé chia. Thay vi bAm vao bt ta bAm chudt
trai vao biéu twong ESplit Cell, sau do6 ta sé nhan dwoc hop thoai

du6i day. Ta nhap vao 6 Number of columns mét s6 chi s6 lvgng cot,
Number of rows mét s6 chi s6 lwgng hang, bam OK

split Cells : ied |
Mumber of columns: |2 5‘
Mumber of rows: |2 5‘

¥ Merge cells before split

(4 I Zancel I

5. Trdn nhiéu cdt, hang, 6 thanh mot 6:

Khéi chon cac 6, ¢t hodc hang lai — Vao menu Table, chon Draw Table ta thay
xuat hién thanh céng cu Table and Border, bAm chon biéu twong merge cells i

6. Can chinh van ban trong bang: Truwéc hét ta khdi chon phan van ban va chi
chuét vao nat sao cho xuét hién hinh anh biéu thj cach can chinh.

Sau d6 ta bAm chon céch cén: dinh, day, trai, phai, ....sao cho vira y.

Can dinh, trai .| =853l | Tables and Borders

TUlE
[

=
Cén gitra =
= = = . N ,
Tron boi Tinh
mot chiéu tong
thanh chit
nhiéu

Bai 6: Soan thao van ban dang cot bao.
1) Cach chia van ban thanh cot

1. Nhap ndi dung phan van ban.

2. Khdi chon phan van ban can chia cot.

3. Vao menu Format chon Column.

4. Chon sb cot thong qua biéu twong sb cot, hodc co thé gd nhap sd codt trong hop
Number of column. (Xem hinh vé)
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5. Néu can dwdng phan cach gitra cac cot ta bAm chon vao hop Line between.

. . g
(ta cling co thé bam chon vao biéu twgng Column trén thanh céng cu

E= E=
* ; Colurmns |
Presets | ok |

= [[w[w

e Two Three Left Right

Mumber of columns: z 3: [ Line bebween

Width and spacing Presview
Col #:  Width: Spacing:

o |rrean ] 1zzem 2
| =l =

| = =
[

Cancel |

[v Equal colurnn width

-

&pply to: |Selected ket

2) Cac thao tac can thiét khi lam viéc véi cot:
1. Thay dbi kich thuwéc clia cot bang cay thuwéce:

« Néu chwa c6 cay thwdc trén man hinh thi vao menu View chon muc Ruler.
Cay thwdc cé hinh dang nhuw sau:

Eﬂ-|-1-1-2-1-3-1-4-1-5-1-5-1-_]1-9-|-1u-|-11-1-12-1-13-1-14-1-151

«  R®icon trd chudt dén cac vi tri | LW bam va gilk nguyén chubt tréi
kéo m& réng hodc thu hep cot.

2. D&t ngat cot
«  Dat con trd vao vi tri mudn ngét cbt, vao menu Insert, chon Insert Break.

«  Chon Column Break, liic ndy phan van ban ké tlr diu nhay sé duwoc mang
sang c6t moi.

3. Con trd dang & vi tri van ban nhiéu cot chuyén vé dang mét cot binh thuwong dé
tiép tuc soan thao:

«  Dat con trd vao vi tri clia dong cudi cling clia cot cudi cling, vao menu
Insert chon Break.

«  Chon Continuous, va bAm vao nit Column trén thanh cong cu chon biéu
twong 1 cot.
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Bai 7: Chen cac doi twong vao van ban.
Khong phai moi ky tw, déu hiéu can thiét cho viéc soan thao va trang tri van ban
dé&u c6 san trén ban phim, MS Word dé riéng cac dau hiéu va cac ky tw dac biét nay
(Symbol) va cho phép chén vao van ban. Cac dau hiéu.

Cdch chén ky tw, dau hiéu dic biét (Symbol)

1. Taivi tri mudn chén vao menu Insert chon muc Symbol, s& xuat hién hop
hdi thoai.

Syrbals | Special Characters |

Eonkts I{ru:urmal kexk)
38|%8| 78
| oo

|l rlq = |FlrlF3
gl B[ L EE LA TE A =

2. Lwa chon biéu twong ctia Symbol cin chén va bdm Insert, sau d6 bam
Close.

Subset: IMathematicaI Cperators j

nxl-1/4
[
"

— |1

1
N
]

T

=1 "

—
# | =
T

= ol |1

|_
L LAY el

-

Cach cheén hinh anh (Picture):

1. Vao menu Insert — Picture — Clip Art.

| Picture v | (B cip ...
Tk Box Ls2]  From File..,
Obiject. .. @' Fram Scanner or Camera. .,
WL, Hyperlink.. Crl+k s Organization Chart
¥ il -

2. Beén tay phai man hinh sé xuat hién hdp thoai, ta chon Clip Organizer & cubi
man hinh, sau dé xuat hién tiép mot man hinh khac, chon Office Colections,
chon tiép danh muc phan nhém hinh @nh, Iwa chon hinh &nh, nhan Ctrl + C
dé sao chép, dong lai giao dién nay, nhan Ctrl + V dé dan &nh ra man hinh
soan thdo. Ngoai ra ta c6 thé bAm nit Search dé thay cac hinh anh, badm
chon anh do.

Ta cling c6 thé chén tap tin &nh hodc ndi tap tin Word Iwu tri¥ & mot thw muc ndo dé
vao van ban dang soan thao bang cach chon muc File — tim dén File can chén —
bam Insert.

Pinh dang hinh anh (Picture):
Sau khi ¢6 hinh anh chén vao van ban, thong thwong hinh anh thwéong co kich
thwde Ion, nam déc lap véi van ban, ta phai tién hanh dinh dang lai hinh anh.
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1. BAm chudt phai vao hinh anh, chon Format Picture, ra tiép hop thoai cho
phép ta dinh dang anh.

2. Chon muc Layout dé dinh dang vi tri &nh so v&n ban théng qua cac biéu
twong In Line with text (n&m riéng trong van ban, chiém mét s dong),
Square (ndm riéng trong van ban nhwng chiém dién tich hinh vuéng),
Tigth (Nam riéng, song van ban dwoc dién sat vdi anh), Behind Text
(nd@m sau anh), In font of text (n&m trwéc)

| Picture | Texk Box I Wieh |

Colars and Lines I Size

YWrapping skyle

Chon twong quan giira
anh va van ban —
~ | ~ | b = | e &

In line with bext Sguare Tight Behind text  In front of bext

Horizonkal alignment

£ Left " Cenker £ Right £ Other

3. Sau khi dinh dang vi tri xong ta dinh dang dwong bao cho anh: Chon thé
Color and Lines. Théng thuwdng ta chi nén chon muc Line (duwdng
thadng bao xunh quanh anh), Style (mau dwéng bao I&n hay nhé), Color
(mau séc cla dudng bao)

Fill

Color: | Mo Fil |
Transparency: LI _*I II:I i E‘

Line
Chon mau sdc duong bao Calor: ||:|j dipl=t I j
va mau duong bao Dashed: I j Weight: ||:|.?5 pt ﬂ

Tao ky tw dang Drop Cap

Dé trang tri cho mot doan van ban ta c6 thé tao mot ky tw 16n, dinh dang dac biét,
ky tw nay dwoc dinh dang riéng kieu Drop Cap. Cach thirc dinh dang ta lam nhw sau:

1. Khdi chon ky tw d6 lai, vao menu Format, chon Drop Cap, ta nhan duwgc hdp
thoai nhw sau:

2. Chon mét trong hai kiéu Drooped: ky tw & dau doan, chiém moét vi tri hinh
vuon, hodc In margin: ky tw nam riéng ngoai dwong bién cla van ban.
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Chon Font chi¥ trong hép Font. 2| x|
Position
Kiéu déng cta chir dang Dropcap u w W
Mone Dropped In margin
Options
Fank:
Dinh dang Font chit Franklin Gothic Book =]
Lines ta drop: |3 E‘
Distance from bexk: 0cm —

3. Chon sb dong ma ky tw chiém chd trong hodp Line to drop.

4. Chon khodng cach tlr ky tw nay vao van ban trong hdp Distance from text

Tao chuéi ky ti Word Art;

1. Vaomenu Insert — Picture — Word Art, | soject 5 wardart style:
ra hOp hoi thoai WordArt Gallery, chon _
kiéu chi¥, nhan OK, ta nhan dwoc hép

. .
thoai tiép theo. WerdArt ﬂorﬂmt wiorda,,

Wordar{

2. GO vao van ban thay thé cho chir Your N | -
Text Here, tién hanh dinh dang Font cht, | [ 1/are) /7 WordArt [WordArt [yord2
Kich ¢& chib, ....oam nit OK.

3. DPinh dang dbi twong Word Art giébng nhw dinh dang cho hinh anh: chon dbi
twong nay,bam phai, vao menu

g;)rl;r;atWord Art, tien hanh dinh 4{ Edit Text... q % T W ﬂ,‘?

11
1%

Néi tap tin Word vao cuéi van ban hién hanh:

Ta c6 thé ni mét tap tin van ban MS Word khac vao cudi cla tap tin dang soan
thao. Thong thwdng ta noi hai tap tin c6 khuén mau dinh dang (Style) giong nhau
la tot nhat. Cach thirc thwe hién:

1. Dé&t con trd vao cudi cla tap tin.

2. Vao Menu Insert chon muc File, ta nhan dwoc hép thoai.

Look in: | ) My Documents

@ My Music

ﬁﬂ My Pickures
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3.

4,

5.

BAm vao hop Look In dé tim dén thu muc chira tap tin d6.
Lwa chon tap tin c6 trong thu muc do.

Nhan nuat Insert dé noi.

Tao hép soan thao van ban dang Text Box:

Text Box la mot di twong ¢6 thé nhap vao van ban, dinh dang van ban da nhap,
dem chén vao van ban dang soan thao giong nhw mét doi tweng doc 1ap. Sau khi
soan thdo xong ta ¢ thé di chuyén di bat c vi tri

1.

Vao menu Insert — Text Box, con trd sé& c6 hinh dang dau cdng, s&n sang cho ta
tao mot hOp van ban moi.

Chi chudt vao man hinh soan thdo, bam phim trai, git nguyén roi kéo miét
chudt. Ta nhan dwgc mot doi twong cé dwong bao va trong dé co con tré
ch® nhap van ban.

Nhap va dinh dang van ban binh thwdng.

Pinh dang déi twong Text Box: baAm chudt phai vao dbi twong, vao Format
Text Box. Ta dinh dang Text Box giéng nhw dinh dang déi twong hinh anh.

St dung cac chire nang cua thanh Drawing:

Bat thanh cong cu Drawing: Vao menu View — Toolbars — Drawing. Thanh nay thong
thwéng nam & dwdi day man hinh. Muon tat thanh Drawing ta lam 13p lai nhw vay
mot lan niva.

1.

Hop Draw:ndm & bén trai nhét ctia thanh Drawing, chira cac muc lién quan
dén viéc dinh dang doi twong da vé.

Hop AutoShapes: chira cac dbi twong cd thé soan thao van

ban trong né, thich hop v&i tao cac phan cha thich. Muébn

thwe hién ta lwa chon 1y mét déi twong, bAm chuét trai ra ving
can tao AutoShapes. BAm chudt phai vao no, chon Add Text hodc
Edit Text dé thém phan van ban trong AutoShapes.

Vé dwong thang, hinh chiv nhat, hinh elip, hinh tron, duoc
thuwe hiénlqua viéc chon vao mot trong cac biéu twong (hinh vé s w [
bén). Mudn vé ta bam chon né, chi chuét ra vang muén vé bam
trai va kéo miét chuét.

Tién hanh dinh dang: thwe hién gidng nhw déi twong Text Box hodc hinh &nh
da hoc.

Tao céng thure toan hoc:

1.

Diéu kién can thiét: MS Word phai dwoc cai ddt thanh phan phan mém
MathType.
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2. Thuwc hanh: dat con trd tai dong can nhap céng thirc vao muc menu
MathType bam chon nut Insert Inline Equation ¥, sé& xuét hién man hinh
m&i clia chwong trinh phan mém MathType — lwa chon médt mau nhém
cbng thirc — chon dang cong thire va tién hanh nhap cdng thrc. Sau khi
soan thao song thi déng lai man hinh MathType va bdm Yes dé luu lai cong
thire vira nhap.

zz=| jab | ¥3E| 2+® | 2=l 73| gnc | doef | AwB | AC®

I
o

mét trong

m
3. Viduy: YV = In xdx . D4u tién ta bAm chon }

cac biéu twong c6 dang nhw cdng thire mudn nhap, man hinh soan

thao s€ co dang cdng thire va con tré chudt nhép nhay cho ta nhap .
liéu, bam chudt vao tirng khu vieec mudn nhap, tién hanh nhap I
, déng lai man hinh MathType, bdm Yes dé dwa cdng thirc da nhap y == j L
vao van ban. M

4. Tién hanh dinh dang di twong cong thirc vira nhap: Cong thirc 1a mot doi
twong riéng dwgrc nhung vao trong MS Word, viéc dinh dang gidong véi dinh
dang hinh anh.

Bai 8: Dinh dang trang van ban, In an van ban
Thong thudng ban déulta chi nhap ndi dung van ban, chwa quan tam dérj van ban in
ra loai giay kho nhuw thé nao, van ban nam ngang hay nam doc trang in, 1€ tinh tr
bién,cfla t& giay in vao phan van ban. Lic in phai chi dinh cu thé loai may in, trang
in, sO ban copy,...

Dinh dang trang van ban:

1. Vao menu File chon muc Page Setup, s& xuat hién hop hdi thoai.

Page Setup el
Dinh dang 18 :
: ang Margins | Paper | Layauk I

Maragins
Top! |2.5 cm 5‘ Eottam: |2 cm E‘
Left: |2.5 cm E‘ Right: |2 cm 5‘
Gutker: IEI cm| E‘ Gutter position: ILEFI: TI

Chon hudng in cho gidy rienkation
A | A
Portrait Landscape

Pages

Multiple pages: |N|:|rmal j
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. B&m chon thé Margin dé dinh dang 1&: nhap kich thudc vao cac hop sau. hdp kich thuwdc Top
Chl phan 1& tlr mép trén dinh t& glay xuong phan van ban. Hop Bottom chi phan 1& tlr mép day to
glay Ién phan van ban. HOp Left chi phan 1& tr mép trai to glay dén phan van ban. Hop Right chi
phan 1& tir mép phai t& gidy dén phan van ban.

. Trongthé Margin c6 phan Orientation dé chon huéng td gidy in: chon Portrait dé in theo
hwéng thdng dirng cua to gidy, Landscape in theo huwéng ngang cla to giy.

Céc hdp con lai thong thwdng dé & ché dd mac dinh.

2. BAm thé Page dé chon cac thong sb lién quan dén gidy in:
Page Setup 7] x|

Margins

Paper size:

Letter j
YWidth: |21.59 cm E‘

Height: 27.94 cm

j

Chon khb gidy in trong hop Page size. Thong thwdng c6 hai khd gidy hay
gap, khd A4 kich thwdc chidu cao (Helght) 297mm , chiéu réng (Width) 210
mm. Kho gidy A3 kich thuwdc gip doi khd A4. Cac hop con lai thong thwdng
dé ché do méac dinh

3. Bam nit Default dé xac dinh tir day vé sau cac trang gidy s& dinh dang theo
ché dé vira xac lap, bam OK dé hoan tat viéc dinh dang trang in.

In 4n van ban:

Pé in &n dwoc van ban trudc hét phai cd may in, may in phai dwoc cai dat voi
may tinh dé may tinh nhan dang dwoc loai may in nay. Viéc cai dat may in dwoc
tien hanh théng qua mét dia CD chira chwong trinh cai dat may in dé.

C6 hai loai may in: may in phun, may in laser. May in phun théng thwé'ng dung
binh mwc wét, co thé in dwoc mau, muc in gia thanh cao. May in laser dung muc
bét khd, dau tw ban dau I&n nhwng gia thanh cho mét trang in thap.

Ta chiin vén,bén khi d@ tién hanh soan thdo va dinh dang xong van ban. Céac
thao tac in tién hanh nhw sau:

1. Vao menu File chon Print ta nhan dwoc hop thoai (xem trang ké)
2. Hop Printer chi céc thong sb lién quan dén may in. Néu may tinh chi cai dat mot
may in thi trong hdp Name chira tén cla loai may in da cai dat. Néu may tinh

cai dat nhiéu loai may in thi ta chon loai may in nao dang ndi truc tiép voi
may tinh.
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2l x]

~Printer

Mamne: | 56 HP LaserJet 1100 (M3) x| Properties |

Skatus: Idle Find Prirker. .. |

Twpe: HP LaserJet 1100 (M)

Where: LPT1: [ Prink ko file

Comment; ™ Manual duples:
—Fage range —_opies

Lo Mumber of copies: |1| =

f" Current page € Seleckion

" Pages: I v Callate

Enter page numbers andfor page ranges

separated by commas. For example, 1,3,5-12

Print what: ID::u:ument j regan

: Pages per sheet: 1 page i
Prink: I.ﬁ.II pages in range ﬂ 9es pEr SR I e J

3. Hop Page Range c6 3 nit. Nit All néu dwoc tron sé 13 in tAt ca cac trang ¢c6
trong van ban. Current Page la in trang hién tai con tré man hinh dang
dirng. Pages la chi dinh cu thé in trang s may. Néu nhap 3 14 in trang s6 3,
nhap 3-5 thi in tir trang 3 dén trang 5.

4. Hop Copies chi sb ban in cho mbi trang in. Méc dinh & 1 ban cho méi trang in.
Luu y: Tredng hop trén chi ap dung cho viée chi dinh in cu thé, van ban c6 nhiéu

trang. Trong trwdng hop van ban c6 mét trang thi ta khong can chi dinh thong s in
theo cach trén ma bam truc tiép vao biéu twong chiéc may in trén thanh cong cu.

(AN
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Bai tap 1: Nhap va dinh dang van ban.
Anh (Chi) hay nhap va dinh dang van ban theo mau sau day:

Nguoi s dung sé dugc loi gi
khi dung tén mién tiéng Viét.

Trong thoi gian toi, Trung tam Internet Viét Nam (Vnnic) phbi hop voi
VietKey Group s€ trién khai viéc dang ky tén mién trén font chit tiéng Viét. Hé thong tén
mién ndy s¢ giup nguoi khong biét t1eng Anh s& c6 thé d& dang truy cdp cac trang web
bang tiéng Viét. Pong thoi giam thiéu dugc nguy co gy tranh chap tén mién. Hon thé
nira, gio ddy ngudi dung con c6 duge dia chi email hoan toan dung véi tiéng Viét c6 dau
ctiia minh.

Phan mém plug — in xtr 1y tén mién tiéng Viét do VietKey Group phat trién cho
trinh duyét Internet Explore (IE 5, 6, chuong trinh e-mail, ourlook express trén cac hé
diéu hanh Window 2000, XP, ME, 98). Phin mém nay cho phép sir dung tén mién tiéng
Viét, voi cac tinh nang truy cédp trang web, bookmark, history, URL Link trén trinh duy¢t.

Vi du: mot cong ty co tén 1a Nha dat Ha Noi gio day da co thé duong hoang dang
ky tén mién qudc gia bang tiéng Viét c6 dau 1a www.nhadiathangi.com.vn thay vi chi 1a
www.nhadathanoi.com.vn

Trong giai dogn mét, bat dau tir thang 10/2003, Vnnic da phéi hop thir nghiém
tén mién tiéng Viét véi cdc ISP dé danh gia hé thong. Trong thoi gian thir nghiém cé 1 50
chi thé dang ky. O giai doan hai, Vnnic sé cho nguoi dung dang ky thir nghiém tén mién
tiéng Viét, thoi gzan thir nghiém 1 6 thang. Mét ké hoach chinh thire dd dwoc dé trinh 1én
Bo BCVT duyét va ap dung trong thoi gian toi

(Theo PC World thdang 11/2003)

Yéu clu: Nhép ding tiéng Viét, chon ding Font chir kich c& chit. Sau day la mau font
chir:

Mau : Font chit Kich ¢& chi:
www.nhadathanoi.com.vn Arial 10

Trung tam Internet Letter Gothic 12

mién tiéng Viét Courier New 16
VietKey Group Times New Roman 12

Nha dat Ha Noi Times New Roman 12

Theo PC World FEuclid 10

(a8
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Bai tap 2: Tao bullete, numbering. N
Anh (Chi) hay nhap va dinh dang van ban theo mau sau day:

@EEEOEEEEQEEEEQEEEEQREEEEEEEEEREEEEREEE@@

I. HAM SO LUQNG GIAC.
1. Goc va cung luong giac.

» Don vido gbéc va cung.
e Do
e Radian
e D{ dai mot cung tron.
» Goc luong giac.
® M¢ rong khai ni€ém goc.
e Dinh nghia goc luong giac.
e S do cua goc luong giac.
» Duong tron luong giéc.
e Dinh nghia.
e Biéu dién cung luong giac trén vong tron luong giac.
2. Cac ham sb lugng giac.

3. Su bién thién va do thi cua cdc ham s6 lugng giac.

4. Cong thuc lugng giac.

II. PHUONH TRINH VA HE PHUONH TRINH LUQNG GIAC.
1. Phuong trinh lugng gidc co ban.

2. Mot sb phuong trinh luong giac thuong gip.
3. Nhiing phuong trinh lugng giac khac.

4. So lugc vé hé phuong trinh lugng gic.

III. DAY SO - CAP SO CONG - CAP SO NHAN.
@@ @@@Q@@Q@@Q@QA@@Q@@@@A@@R@@@@A@@R@@@@A@

Yéu cau:
Nhép dt ndi dung. Tao cac muc tidu dé: dung chic nang Bullete va Numbering.
(Khong dugc dung ban phim dé tao céac sd, ky hiéu dan trudc cac tidu dé, khoang tring)
Goi y:

Trudc hét soan thao cho du ndi dung ¢ mdi hang vin ban.

Dit con tré vao mdi hang vin ban cé cing Numbering (hodc Bulleet) gidng nhau
— Format— chon Bullete And Numbering — Chon thé Bullete dé tao bleu tuong, (hodac
chon thé¢ Numbering dé tao so) —Chon loai biéu trong—OK. Néu chua sén co Bullete,

Numbering thi bAm Customize — Character dé chon biéu tuong cho phu hop.
(A
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Bai tap 3: Dat Tab, Bullete, Chén Symbol, B
Anh (Chij) hay nhap va dinh dang van ban theo mau sau day:

® Phian mot: VAN HOC DAN GIAN

» Bai l: Truyén qua DAU INE oo trang 5
» Bai 2: Bat nit than Mt TIOT ..o 12
» Bai 3: Chir DONg T 18
P Bai 42 TTAU CAU oot 26
P BAI 5 LAY VO COCooooooeeeeeeeeeeeeeeeee e 31
Phéan hai: VAN HOC VIET NAM
@ Bai 1: Binh Ngb dai C40 (NGUyen Trai) .............covveurrrevvvvvveerissssn 92
@ Bai 2: Moi trau (HO Xudn HUONG) ......c..ccoviviciniiniiiiiiiiicinn. 151
@ Bai 3: Van t& Truong Quynh (Pham ThGD) ..........c.cocovveiiinininnn. 166
@ Bai 4. Chicu hom nhé nha:(Ba huyén Thanh Quan, ....................... 212
& Bai 5: Bay thon Vi Da (Han Mac Tu) ......cooceeviiiiieniieieeeeeee, 215
= Phin ba: VAN HOC THE GIOI
v Bai I: Uylixo tr6 v8& (OIXE) .....ovveeeeeeeeeeeeeeeeeeeeeeeeeeee e 217
v Bai 2: Rama budc t01 (Vamiki) .......cccceeevierciieniieniieieeieeee e 235
v Bai 3: Tiba hanh (Bach curdi) ..o 259
v Bai 4: Theé nguyeén (ROmEo va Juliet)........cccveveeeciienieniienieeieenen, 282
v Bai 5: Co géi ban diém (AndecXen) ........cceeeeeeeenieeiiieniieniieeeenen. 300

Yéu cu:
Nhap du ndi dung. Dt 3 Tab (1 cm, trai; 2 cm, trai; 14 cm, phai, c6 ky tu dan trudc) dé
can chinh theo ding mau. Chon hinh anh Bullete va dat dung vi tri ctia doan van ban.

Céch thwc hién:

- BAm chuét trai chon Tab — chi chudt ra vi tri kich thudc trén thude, bAm trai sao cho
¢6 hinh dang Tab trén thudc — vao menu Format — Tab — bam chon con s6 14 chi
budc nhay Tab — bam chon nat ¢6 chira nét ... — Set — OK

- Nhép vén ban, dung phim Tab dé di chuyén con tro dén vi tri.

- Chen Symbol: Dat con trd vao vi tri vao menu Insert — Symbol — Bam chon hinh
Symbol — bam Insert dé chén.
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4: Pinh dang van ban theo khuén mau

Anh (Chi) hay nhap va dinh dang van ban theo mau sau day:

CHUONG 2
Thiét 1ap tai khoin nguoi dung
I. Tong quan:

Cho phép nguoi dung (user account) gia nhip mang va truy cép tai nguyén mang.
Chuong 2 gidi thi€u ba loai tai khoan nguoi dung va cung cap phuong phap sir dung
chung. Phan thyc hanh tién hanh hoach dinh va tao tai khoan nguoi dung.

II Hoach dinh tai khoan ngudi dung
1. Muc tiéu
» Mo ta tai khoan nguoi dung.
» MO ta su khac biét gitra tai khoan ngudi dung vung (domain user acount)
va tai khoan nguoi dung cuc bd.
2. Cac loai tai khoan ngweoi dung.

3. Noi tao tai khoan

III Tao bo luu trif ngudi dung

Yéu cau:

Soan thao du ndi dung. Tao méi 3 Style. Style thir nhdt chia tiéu dé “I. TOng
quan’ dit tén 1a Numl, font chit Verdana, kich c& chir 13, dam. Numbering 1a I, I,
I11,...Style theo sau 1 Nomal. Paragraph c6 Before: 6, After: 3. Style thir hai chira tidu dé
“1. Muc tiéu” dat tén 1a Num?2, font chit Arial, kich ¢& chit 11, d@m. Numbering 1a 1,
2, 3,...Style theo sau 1a Nomal. Paragraph c6 Before: 3, After: 3. Style thir ba chua tiéu dé
“p MO ta tai...” dat tén la Num3, font chir Times New Roman, kich c& chir 12,
Numbering la P ,...Style theo sau 1a Nomal.

Cach thwc hién:

- Soan thao 3 dong dai dién cho 3 cép tiéu de.

- Pit con trd vao tiéu dé dau tién — menu format chon muc Style And Formating
—> xuét hién hop thoai bén phai man hinh — New Style — xuét hién hop thoai nira — go
vao tén trong hop Name: Numl — bam chon nit Format dé chon cac muc dinh dang
Paragraph, Numbering — OK. Lap lai cho ba cap do tiu dé.

- Tiép tuc soan thao phan con lai — sao chep dinh dang cho mbi loai tiéu dé bang
cach dat con tr6 vao dong tiéu dé da dinh dang — bam chudt trai vao biéu tuong cdy chdi
— bam chudt trai vao dong can sao chép dinh dang t6i

L]
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nh(Chi) hay tao Table va dinh dang sao cho dung mau sau day:

THOI KHOA BIEU
T 1 2 3 4 5

Hai

CHIEU Boi duomg | Boi duong

B

|

CHIEU
AN
= SANG ‘ ‘
CHIEU
=Jll SANG ‘ ‘
In4 N
Z. | CHIEU Hop HD
Bl SANG ‘ ‘
=
“2 | CHIEU
S SANG ‘ ‘
a3
/M | CHIEU
Yéu ciu:

K¢ dting s6 lugng cot, hang nhu mau. Dinh dang vin ban dung mau chit doc, chit ngang.
T6 dugc mau nén cho cac hang.

Céch thwc hién:

- Vao menu Table — Insert — Table — G0 hdp Number of column: 6 (cdt), Number of
row: 15 hang).

- Vo menu Table — Draw Rable dé hién thanh Tables and Borders— chon but v& ché
chéo 0 trén cung bén phai , — ché doi cot tho nhét cho céc 6 con lai cua cot nay.

- Tron 2 6 dé ghi thi: dung chudt quét chon 2 6 — bam nut Merge trén thanh Tables and
Borders dé tron.
- Nhap van ban.
- Quay doc chir: quét chon chit trong 6, bAm nit Change Direction i
- T6 mau nén: quét chon cac 6 — Borders and Shading — Shading — Chon mau den
nhat — OK.

A8
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Bai tap 6: Chia van ban thanh cot

Anh (Chi) hay nhap va dinh dang van ban theo mau sau day:

KY THI OLYMPIC TOAN QUOC TE

Mbi doan dai biéu dén du
ky thi IMO (Internetionnal
Mathematics Olympiad) c6
nhiéu nhét 13 8 nguoi, gdm
6 thi sinh va 2 trudng, pho
doan. Trong hai ngay thi
lién tiép, céac thi sinh s& 1am
hai bai thi, mi bai gom ba
bai toan, mdi bai toan dugc
7 diém tdi da.

pé thi: |
M&éi nude duge

moi s€ goi toi ¢

nhiéu nhét 13 6

bai toan du

tuyén. Tat ca s& duoc tuyén
chon thanh mot tap gém 30
bai boi Ban tuyén chon dé
thi IMO ctia nudc chu nha,
va s€ duoc dé trinh 1én Ban
Giam khao Qudc té. Ban
Ban Giam khao Qudc té s&
c6 cudce hop trude ky thi
vai ngay, nham tuyén ra 6
bai toan cudi cing lam dé
thi.

Thi sinh can phai co st
khoé dé phai trai qua 2
ngay thi cang thang, lién
tiép nhau, mdi ngay 4 gio

rudi, khong giai lao. Thong
thudng bai toan 1 d& nhét,
bai todn 6

khé nhat. @

Sau khi thi, P
trong ltc ban \\é
Giam khao chim

bai va chuéan bi cong bd két
qua thi cac thi sinh duoc
tham gia cac chuong trinh
giai tri, giao luu van hoa
do nuée chu nha to chic.

Yéu ciu: Chia vin ban thanh ba cot. T6 mau nén cho cac tiéu dé nhu mau da cho. Chén

hinh anh dung vi tri.

Cach thwc hién:

- Nhép van ban va chia cot: Nhap phan ndi dung can ban cho xong — khéi chon
toan bd van ban — vao menu Format — Columns — nhp 3 vao 6 Number of
columns — danh dau vao hop Line between — OK.

- Ngét phan chia sb cot: Ra phén soan thao, dit con tré vao vi tri ndo mudn ngét
sang cOt khac — vao menu Insert — Break — ra hop thoai, chon nit Column Break

— OK.

- T6 mau nén: Khéi chon dong vin ban — vao menu Format — Border And
Shading — ra hop thoai bam chon thé Shading — chon mau — OK.

- Chén hinh: vao menu Insert — Picture — Clip Art — ra hop thoai bén phai
man hinh — bam Search dé ra cac hinh — bam chon biéu tugng hinh anh dé cho hinh

chén vao.

- Piéu chinh va dinh dang anh: Thu nho vira du kich thuéc — bam phai vao anh
— Format Picture — bam thé Layout — chon Tight — OK — di chuyén hinh sao

cho dung vi tri .

A
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Bai tap 7: Chia c6t, Chén cac Word Art, Hinh vé, Tiéu dé, Danh so
Anh (Chi) hay nhap va dinh dang van ban theo mau sau day:

Binh I 14 (ve f thé tich)

Bai toan: Str dung cac cong thire
Cho tir dién S.ABCD c6 thé tich V. Mot 1 )
mat phépg tuy y cat 3 canh SA, SB, SC. Goi df(SAB) = ESA'SBSM'H ’
V’ 1a the tich ta di¢én S.A’B’C’D’. Luc do ta 1.

) K_SA'.SB'.SC' df(SAB ): ESA .SBsmﬂ,

vV  SASB.SC hoc sinh d& dang di dén diéu cAn chung
minh.

Chirng minh :
Goi goc a 1a goc gita SC va mat phang
(SAB), hién nhién day ciing 1a goc giira SC’
va mat phang (SA’B’); goi S 14 goc dinh S
cua tam gidc SAB, day cling la géc dinh S
ctia tam giac SA’B’. D& nhan thiy:
V =SC.sina .dt((SAB),
V’=SC’.sin B .dt(SA’B’).

Yéu ciu:

- Phan tiéu dé "Dinh Iy ti thé tich" 1a chudi ky tu kiéu Word Art.

- Van ban chia lam hai c0t.

- Str dung MathType nhap dugc cong thirc toan hoc.

- Str dung Line, Text Box cua thanh Drawing dé v& va ghi chu thich cho hinh ti dién.
- Binh dang dugc cac ddi tuong Line, Text Box nhu hinh vé yéu cau: nét lién, nét dut,
cac dinh phai ndm dung vi tri.

Hwéng dan thwe hién:

- Phan tiéu dé: vao menu Insert — Picture — Word Art — Chon kiéu nhu mau — G&
vao chudi ky tu — chon Font chit — OK.

- Phan cong thirc toan: BAm chon MathType — Chon nhém mau cong thirc — Nhap...—
OK.

- Phan khdi t dién: V& dbi tuong dudng thang. Nhan phim Ctrl va nhiap phim miii tén —,
—,... dé di chuyén cho dting vi tri.

- Phan cha thich: Cac dinh nén cho nam trong cac Text Box. Bam chon ddi tugng Text
Box dé tao — nhép dinh A (B, C, ...) xong — bam trai vao Text Box — hop Draw —
Order — Send Behind Text.

- Panh s thtr ty trang in bén goc phai dudi ctia to gidy in. Tiéu dé dau trang 1a chudi “Microsoft
Word 2002”. Tiéu dé cudi trang 1 chudi “Thyc hanh Word”.

A
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Bai 8: Dinh dang trang in, chén déi _
Anh (Chi) hay nhép va dinh dang van ban theo mau sau day:

Str dung VethType

247 +5C =90
547 —2C =80

Bai tip Dai s6
1. Giai h¢ phuong trinh: {

1
2. Tinh tich phan sau: [ = I(x +2)%dx
0

6 5 4
2 2o 2l

3
3. Tinh tong sau:S:TC2+7Cé+ 3 C62+2—

2
4C63+2—

4
s C, +
. M , . . X n 1 & , . . £ “A
4. Chung minh rangvdi moi sO x: x" = 2_,,2 C¥(2x-1)", v&in1a s6 ty nhién.
k=0

Phwong trinh chinh tic cua Parabol

ALY R X "
H M/ \ '
N / F v
F X Fee X
g 2
2
y' =2px y'=-2px
Truc d6i xtng: Ox Truc dbi ximg: Ox
Tiéu diém: F (g oj Tiéu diém: F (—g, oj
DPuong chuan: A x +§ =0 Puong chuan: A:x —% =0
Tam sai: e=1 Tam sai: e=1
Ban kinh qua tiéu diém: r ~MF=2 1 x Ban kinh qua tiéu diém: r ~MF=2 _ »
cua M(x,y) € (P) cua M(x,y) € (P)

Yéu cu:
- Tiéu dé “Str dung MathType” dang Word Art.
- Dung phan hd trg MathType dé nhap cong thic toan hoc, thanh cong cu Drawing dé vé hinh, dung d6i
tugng Text Box dé ghi chu thich cho hinh v&. Chia cot, dinh dang cac ddi tugng nhu mau van ban da cho
- Pit 18 trang in: Left 2.5 cm, Right 2 cm, Top 2 cm, Bottom 2 cm. Hudng in gidy ding thing.

A
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Cau héi trac nghiém

1. Kich chuét phai trong Word c6 nghia la:
A. Xoa dbi twong
B. M& mdt menu tat chira cac lénh tac dung
lén dbi twong.
C. Chon déi twong
D. Khéng lam gi ca.
2. T6 hop phim nao sau day chon toan bo tai
liéu?
A. <Alt> + <A>,
B. <Shift> + <Ctrl> + <A>.
C. <Ctrl> + <A>,
D. <Alt>+ <F8>.
3. Phim nao dé xoa ky tw dirng trwéc diém

nhay?
A. <Page Up>.
B. <Page Down>.
C. <Delete>.

D. <Backspace>.
4. Cach nhanh nhéat dé chon mét tir?
A. Kéo chudt qua tir dé.
B. Di chuyén diém nhay dén chi dau, git
phim shift va dung cac phim mdii tén.
C. Bam chon chirc nang Select Word Wizard
trén thanh céng cu va lam theo huéng dan.
D. Nhép dup vao ti.
5. Khi mét khéi van ban da dwoc chon, ta c6 thé
thay thé khéi dé bang van ban méi dung cach:
A. GO van ban méi.
B. Chon File -> Insert New Text tir menu.
C. Khoéng thé thay thé van ban da chon voi
van ban mai.
D. BAm nut Replace Text trén thanh céng cu.
6. Cach nao sau day dung dé lwu tai liéu hién
hanh? (danh dau chon nhiéu muc néu cé thé).
A. Bam <Ctrl> + <S>,
B. Vao menu File, chon Save .
C. B&m nut Save trén thanh cong cu.
D. BAm Save trén nit Start cila Windows.
7. Hién thi trang in trén man hinh bang cach:
A. Bam nut Print Preview trén thanh coéng cu.
B. Vao menu File chon View Onscreen
C. Vao menu File chon WYSIWYG .
D. Word khdng thé hién thi dinh dang trang in
trén man hinh.
8. Dé Iwu tai lieu dang m& dwéi mot tén méi:
A. B&m nat Rename trén thanh cong cu.
B. Chon File -> New File Name Save tir menu.
C. Chon File -> Save As tir menu.
D. Word khéng thé lwu thanh moét tén khac.
9. Pé di chuyén vé cubi tai liéu nhan:
A. <Ctrl> + <End>
B. <Ctrl> + <Page Down>
C. <End>
D. <Page Down>
10. Phim nao sau day dwa con nhay vé dau déng
hién hanh?
A. <Ctrl> + <Home>
B. <Ctrl> + <Page Up>
C. <Home>

D.

Khdéng c6 phim nao.

11. Ta mudn thay thé tat ca tir “hay” trong mot tai

lieu dai bang tir “tuyét voi”,
A.

cach lam nhw sau:
Chon Edit -> Replace t*r menu , gé “hay”
trong hép Find what , g6 tir “tuyét v&i” trong
hép Replace with réi bAm nut Replace Alll.
Khoéng cé cach nao thay thé hang loat ban
phai xoa va go lai tirng tw .

BAm nat Find and Replace trén thanh cong
cu, sau d6 lam theo chi dan trén man hinh.
Chon Tools -> Replace tir menu , gd “hay”
trong hép Find what , gd tr “tuyét voi” trong
hop Replace with rdi bAm nut Replace All.

12. Ta muén xem vi tri cia cac ky tw dac biét nhw:

khoang trang, tab, enter,...

Lam sao dé hién thi

ching trén man hinh?

A.
B.
C.
D.

Chon Tools -> Reveal Codes tr menu.
BAm nut Show/Hide trén thanh cong cu.
Nhan <Ctrl> + <R>

Chon Edit -> Reveal Codes tir menu.

13. Lénh nao sau day khong phai la l1énh cat ?

A.
B.
C.
D.

BAm nut Cut trén thanh cong cu.
Nhan <Ctrl> + <C>.

Nhan <Ctrl> + <X>.

Chon Edit -> Cut ttr menu.

14. Cach nhanh nhéat dé di dén moét trang bat ky?

A.
B.
C.
D.

Chon Edit -> Go To tr menu.

BAm nat Go To trén thanh cong cu.
Chon Edit -> Jump To tr menu.
Chon Edit -> Find tir menu.

15. Lam cach nao dé thwc hién lénh in 3 ban ?

A.

B.
C.

D.

Chon File —> Print tir menu va gd s6 3 vao
hép Number of copies .

Nhan <Ctrl> + <P> + <3>.

Chon File —> Properties tr menu va gé s 3
vao hép Copies to print .

BAm nut Print trén thanh cong cu va mang téi
may Photocopy chup ra 2 ban khac nira.

16. Khi nao dung lIénh Save As trong menu File
thay cho Iénh Save?

A

ow

o

Dé lvu mot tai liéu dwdi mot tén khac hoic tai
vi tri khac.

Dé gwi tai liéu cho ai d6 qua thw dién ter.

Dé thay déi tAn sé thwc hién chirc ndng phuc
hdi tw dong (AutoRecovery) .

Pé chi dinh Word ludn ludn tao ban sao dw
phong cho tai liéu.

17. Dé thay déi kich c& cua font?

>

w

C.

D.

Chon van ban, chon sb kich c& trong hop font
size trén thanh céng cu.

Chon van ban, bdm chuét phai, chon font
trong menu tat, chon kich c& font trong hop
thoai réi bAm OK.

Chon van ban, chon Format -> Font t&r menu,
chon kich c& font trong hop thoai rdi bAm OK.
Ca 3 cau trén déu dung.

18. Dé sao chép dinh dang, ta cé6 thé:
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A. S dung lénh Edit -> Copy Format va Edit -
> Paste Format tr menu.

B. S dung nut Format Painter trén thanh cong
Ccu.

C. Khéng c6 cach nao.

D. M& hop thoai Copy and Apply Formatting
bédng cach dung lénh Format ->Copy
Formatting ttr menu.

19. Muén dung Format Painter dé ap dat dinh
dang cho nhiéu dong khong lién tiép:

A. B&m nut Format Painter trén thanh cong cu.

B. Ba4m dup nat Format Painter trén thanh
cbng cu. .

C. Khong thwe hién dwoc.

D. M& hop thoai Copy and Apply Formatting
bédng cach dung -> Copy
Formatting t&r menu.

20. Cau nao sau day la khéng duang?

A. BAm nut Center trén thanh cbng cu sé canh
doan hién hanh hoac da chon vao gilra
trang.

B. Khoang cach canh c6t mac nhién la %z inch.

C. Khi dat mét nat canh cét n6 sé co tac dung
trén tat ca cac doan van ban trong tai liéu.

D. Hai loai canh 1& dic biét la: First Line va
Hanging.

21. Cach nao sau day khong phai diung dé canh
Ié mo6t doan?

A. DPuwa con trd t¢i canh trai hodc phai cua
doan van ban va dung thao tac kéo tha dé
canh l&.

B. BAm nut Increase Indent trén thanh céng
Ccu.

C. Kéo tha diém canh I trén thuéc ngang.

D. Chon Format ->Paragraph tr menu rdi
chinh stra cac théong sb trong muc
Indentation.

22. Cach nao sau day khong phai dé lam chiv
dam?

A. Chon Format -> Font t&r menu va chon Bold
trong khung Font style .

B. Nhén <Ctrl> + <B>.

C. Nhép chudt phéi va chon Boldface tr menu
tat.

D. Bam nut Bold trén thanh céng cu.

23. Khi nhan <Enter> dé tao ra doan méi, doan
méi dé sé cé dinh dang giong hét nhw doan
trwworc do. (dung/sai?)

24. Pé canh giira mot doan:

A. BAm nut Center trén thanh cbng cu.

B. Bam mii tén canh thdng hang trén thanh
cbng cu rdi chon center

C. Nhéan <Ctrl> + <C>.

D. Chon Edit -> Center tir menu.

25. Cac loai nut canh cot bao gom (c6 thé chon
nhiéu cau tra 1vi):

Iénh Format

A. Trai
B. Gira
C. Phai
D. Thap phan

26. Thay doi ky hiéu danh dau dau doan (bullet)
bang cach:

A. B&m nut Bullets trén thanh céng cu rdi chon
ky hiéu.

B. Khong thé thay déi ky hiéu do.

C. Chon Edit -> Bullet Symbol ttr menu, chon ky
hiéu t&r danh sach.

D. Chon Format ->Bullets and Numbering tw
menu, chon bulleted list rdi bam nuat
Customize, va chon ky tw mudn st dung.

27. Ta mudn diat mét dwong ké dwéi cha doan.
Cach nao sau day cho phép thwc hién?

A. BAm nat mii tén Border trén thanh cbng cuy,
va chon cac loai dwéng ké.

B. Chon doan van ban va bAm nut Underline trén
thanh cong cu.

C. Chon Edit -> Border tr menu va badm chon vi
tri muén ké duong.

D. Chon Insert -> Border tlr menu.

28. Cach nao sau day khong thé tao dwoc bang?
Chon Table -> Insert Table tr menu.
BAm nut Insert Table trén thanh cong cu.
Chon Insert -> Table tir menu.
Chon View -> Toolbars -> Tables and Borders
de hién thj thanh coéng cu Tables and Borders
rdi st dung nut Draw Table dé ké bang.

au nao sau day la khéng dung?
Cé6 thé thyc hién dinh dang ky tw va dinh
dang doan trong table.
C6 thé sap xép thong tin trong moét bang theo
thir tw dworc chi dinh

C. C6 thé tach mét 6 thanh nhiéu 6
gop nhiéu 6 thanh mét 6 chung.

D. Co6 thé thwc hién cac tinh toan hoac cbng
thire gidng nhu trong bang tinh Excel.

30. Phim nao sau day cé thé dung dé nhap dir liéu
va di chuyén trong table?

A. <Tab> dé di chuyén qua 6 ké tiép, <Shift> +
<Tab> dé di theo huéng nguoc lai.

B. <Enter> dé di chuyén qua 6 ké tiép, <Shift> +
<enter> dé di theo hwdng nguoc lai.

C. < Mii tén > dé& di chuyén qua 6 ké tiép,
<Shift> + < mi tén > dé di theo hwéng
hguoc lai.

D. Tatca déu dung.

31. Cau nao sau day la khéng dung?

A. Chirc nang AutoFit tw dong diéu chinh bé
rong cla cot.

B. Ta c6 thé ngan khéng cho mét hang bi ngat
trang bang cach: Vao menu Table, chon Cell
Height and Width, danh du Allow row to
break across pages.

C. DPuong lwéi cha bang thi ludn ludn xuét hién
khi in.

D. Co thé tron nhiéu & thanh mot va co thé tach
mét 6 thanh nhiéu 6.

32. Tha tuc nao sau day dwoc sir dung dé ké
dwong bién cho mét bang?
(c6 thé chon nhiéu cau tra I&i)

29.

>Q>» DOD>

w

nhd, hoac
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Chon khéi 6, sau d6 chon dwong ké trong
nut Borders cda thanh cong cu dinh dang
hodac cua thanh cong cu Tables and
Borders.

Chon Tables ->Table Border Wizard tw
menu va thwc hién theo hwéng dan.

B&m nut Draw Table trén thanh céng cu
Tables and Borders va sau dé vé dwong
bién.

Chon khéi 6, chon Format -> Borders and
Shading t* menu, va chi dinh cac loai
dwong bién.

33. Mot bang rat dai kéo qua nhiéu trang. Lam
cach nao deé dat tiéu de cot xuat hién & dau moi

trang?
A.
B.
C.

D.

Khéng thwc hién duorc.

Chon hang cha tiéu d&, sau dé bam nut
Table Headings trén thanh céng cu Tables
and Borders.

S dung chic nang Office Assistant dé
dwoc hwéng dan lam tirng bwde

Chon hang chwa tiéu dé, vao menu Table
chon Iénh Headings .

34. Mudn trén 4 6 thanh mét 6 Ion. Cach nao sau
day c6 thée thyc hién dwoc ( c6 thé chon nhiéu
cau tra loi)

A

B.

C.

) O

Chon 4 6 va bAm nut Merge Cells trén
thanh cbéng cu Tables and Borders.

Chon 4 6 va chon Table -> Merge Cells tw
menu.

Chon 4 6 va chon Table -> Combine Cells
tr menu.

Chon 46 rdi nhan <Ctrl> + <M>.

35. Cach sap xép theo thr tw Alphaber?

.UU.>

o

D.

Chon Tools -> Sort t&r menu.

Ba&m nut Sort Ascending (A to Z) trén thanh
cbng cu Tables and Borders .

B&m nut Sort Ascending (A to Z) trén thanh
cébng cu dinh dang.

Chon Edit -> Sort tlr menu.

36. Template la gi?

A

B.

C.

D.

Mot tai lieu Word co thé doc bdi cac
chwong trinh x& ly van ban khac.

Mot loai tai liéu dac biét chra cac khudn
dang, macro, style,...dung dé tao mot tai
liéu maoi.

Mot cach dat tén cho tai liéu chinh ctia chire
nang mail merge.

Mot tai lieu Word chi chia hinh ma khéng
co chir.

37. Trong Microsoft Word, Style la:

A

B.

Cung nghia v&i style trong thé gigi thoi
trang.

Mét tap hop cac dinh dang lwu trir thanh
mot tén goi riéng va dé dang ap dat Ién cac
ddi twong khac bang mét thao tac duy nhét.
Mot loai tai liéu dac biét.

Mét thanh phan dinh dang chi dung trong
trang Web.

38. Thu tuc dé tao ra mét Style méi? ( co6 thé chon
nhiéu cau tra 1)

A. Chon ky tw hodc doan van ban chira cac dinh
dang mau, bdm vao hop style trén thanh cong
cu va go tén mai.

B. Ba&m nut New Style trén thanh céng cu.

C. Chon Format -> Style tr menu, bAm New, gan
tén mai rdi thwe hién cac chi dinh dinh dang.

D. Chon File -> Style tr menu, bAm New, gan
tén mai rdi thwe hién cac chi dinh dinh dang.

39. Khi ta stra d6i mot tuy chon dinh dang trong
mot style, tit ca cac van ban hodc doan van ban
thuéc style d6 sé dwoc tw dong cap nhat
(dung/sai)

40. Tén cua template mac nhién dung cho cac tai
liéu meéi:

A. Blank.DOT.
B. Default.DOT.
C. Khéng cé.

D. Normal.DOT.

41. Cau nao sau day la khéng dung?

A. Gilr phim <Shift> khi vé elip, hinh chi¥ nhat sé

tao ra dwdng tron, hinh vudng.

B. Trong thanh céng cu Drawing chira cac cdng
cu vé dudng thang, vé hinh tron,....

C. Khéng thé dinh dang ndi dung trong hop
textbox.

D. Co6 thé thay ddi kich c& hop textbox bang
cach chon va kéo tha.

42. Cach nao sau day dung dé chon nhiéu déi
twong trén tai lieu ? (c6 thé chon nhiéu cau tra
loi.)

A. Ba&m nut Select Object trén thanh cong cu,
badm cac dbi twong can chon, nhan enter khi
chon xong.

Gilr phim <Shift> khi chon méi ddi twong.

Chi c6 thé chon moét déi twong méi 1an.

BAm nuat mii tén trén thanh céng cu Drawing
va kéo moét hinh chi¥ nhat bao quanh cac déi
twong can chon.

43. C6 thé dinh dang cac déi twong drawing bang
cach: (c6 thé chon nhiéu cau tra Ioi.)

A. Chon dbi twong va st dung thanh céng cu

Drawing.

B. Chon dbi twong, chon Format -> AutoShape
tlr menu, va chi dinh cac théng sb dinh dang
trong hép thoai Format AutoShape .

C. BAm nut phai chudt, chon Format AutoShape
tr menu tat va chi dinh cac théng sé dinh
dang trong hép thoai Format AutoShape.

D. Chon dbi twong, nhan <Ctrl> + <F>, va chi
dinh cac théng sé dinh dang trong hop thoai
Format AutoShape.

44. C6 thé thay doéi do sang toéi va dd twong phan
ctia mét hinh, cidt xén mét hinh bang cach s
dung cac nuat trén thanh céng cu Drawing .
(dang/sai?)

45. Block Arrows, Stars and Banners, va Callouts
la cac vi du cua:

A. Cac kiéu trd choi xay dwng cla tré em.
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B. Cac chu dé Clip art trong by swu tap
Microsoft Clip Gallery.
C. Cac cha dé AutoShape .
D. Mot thuat ngtr ky thuat chwa xac dinh.
46. Gia str ta can dwa vao trong tai liéu nhiéu
hinh anh minh hoa. Khi tiép tuc hiéu chinh va
dan trang, cac hinh dé khoé gitr dwoc cac vi tri
twong do6i ban dau. Giai phap nao sau day gitp
ta xtr ly tinh huéng trén?
A. Xoba hinh va chén hinh lai khi dinh dang
trang bi thay dbi.
B. Chon tat ca cac hinh, bAm nat phai va chon
Iénh Group.
C. Chon Edit -> Select pictures tr menu méi
khi di chuyén va lam viéc véi nhiéu hinh.
D. Khong phai cac cach trén.
47. M6t so AutoShapes c6 hinh thoi mau vang.
Hinh thoi dé la gi va c6 tac dung ra sao?
A. D6 la nut kich c&, dung dé thay ddi kich
thwéc cha dbi twong AutoShapes.
B. D6 la nut di chuyén, dung dé kéo dbi twong
AutoShape t&i mot vi tri khac.
C. D6 la nat diéu chinh, dung dé thay déi hinh
dang clia dbi twong AutoShapes.
D. Khoéng phal ba tac dung trén.
48. Cac loi diém khi lam viéc trong ché do
Outline view?
A. Ta c6 thé thay cAu truc tdng thé cla cac tai
liéu dai bang cach chi xem nhitng murc tiéu

de.

B. Co6 thé dé& dang sap xép lai thi tw cac dé
muc.

C. Co6 thé nang cép hodc giang cép tiéu dé
trong tai liéu.

D. Caba cau trén déu dung.
49. Trong ché d6 Outline view, ky tw dirng canh
tiéu dé chi ra rang:
A. Tiéu dé da dwoc thém vao trong lan mé ra
gan day nhét.
B. Tiéu dé thudc vé mdrc 1.
C. Tiéu dé chtra cac tieu dé con va co noi
dung.
D. Tiéu dé la tiéu dé dau tién cla tai liéu.
50. Thu tuc dé chuyen déi qua ché dé6 Outline
view? (c6 thé chon nhiéu cau tra 1oi.)
A. B&m nut Outline View & phia bén trai thanh
cudn ngang.
B. BAm nut Outline View trén thanh cbng cu.
C. Chon View -> Outline ttr menu.
D. Chon Tools -> Outline tir menu.
51. Cach nao sau day khong dwoc dung dé
giang cap tiéu dé?
A. Chon heading style trong Style list trén
thanh cong cu.
B. Bam nut Show Level 2 trén thanh céng cu
Outlining .
C. Nhén phim <Tab> .
D. BAm nut Demote trén thanh céng cu
Outlining.

52. Ta muén két hop nhiéu tai liéu nhé thanh mét
tai liéu I&n. Cach lam tot nhat la:

A. Thay dbi cach danh sb trang trong tirng tai liéu, in
trng tai liéu riéng ré, sau do dong bia chung.

A. Tao mét tai liéu chd ( master document) va
chén cac tai liéu con vao.

B. Tao mét tai liéu méi va sao chép/cat dang cac
tai liéu con vao tai liéu moi do.

C. In tivng tai liéu nhd, dung but xoa xoa sb trang
réi dong bia chung.

53. Khi ta m& mét tai liéu chi, Word déng thei mé
cac tai liéu con( dang/sai)?
54. Cach tao mét bang tham chiéu?

A. Chon Insert -> Cross-reference tir menu.

B. Bam chon Cross Reference trén thanh cong
cyu Long Documents.

C. Chon Tools -> Cross-reference tir menu.

D. Nhéan <Insert> + <C> + <R>.

55. Cau nao sau day khong diang?

A. Mot bang tham chiéu dwoc tw dong cap nhat
mdi khi cac d& muc ctia né bi di chuyén di. Vi
du: .See Page 5. c6 thé tr& thanh .See Page
8..

B. Word c6 thé tao ra méot bang muc luc dwa trén
cac murc tiéu dé da co.

C. D& dadm bao Word tw déng cap nhat bang
muc luc khi in, chon Tools -> Options tw
menu, chon thé Print, danh diu chon &
Update fields .

D. Pé thém d& muc chon Tools —> Index Entry
ttr menu.

56. Cau nao sau day la khéng dung?

A. Pé lvu mot tai lieu thanh mot trang Web,
chon File -> Save as Web Page tir menu.

B. Mot siéu lien két (hyperlink) la mot lién két
dan dén mét tai liéu dich khi dwoc kich chuét.

C. Khi Word lwu mét tai lieu thanh mét trang
Web, tit ca cac hinh hay déi twong di kém
déu dwoc lwu chung vao mét tép.

D. Cac trang Web chra céac dinh dang theo
chuén cta ngdn ngtr HTML.

57. Khi lwu mét tai lieu Word thanh moét trang
HTML, moét s6 dinh dang c6 thé mat. (dung/sai?)
58. Mot siéu lien két co6 thé dan téi cac dich sau
day ? ( c6 thé chon nhiéu cau tra l&i.)

A. Mét trang Web trén Internet.

B. M0t vi tri khac trén cung mat tai liéu Word.

C. Mot tai liéu khac.

D. Mot tap tin tao béi mét chwong trinh khac.

59. Lam cach nao dwa siéu lién két vao tai liéu?
(c6 thé chon nhiéu cau tra l&i.)

A. Néu dich cla lién két 1a mét trang Web trén
Internet, chi can gé dia chi cta trang web d4,
Word tw déng nhan ra va dinh dang nhw mét
siéu lién két.

Chon Tools —> Hyperlink ttr menu.

Chon nut Insert Hyperlink trén thanh céng cu.
Chon v&n ban mudn tao lién két, nhap phai
chudt va chon Hyperlink ttr menu con .
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60. C6 thé chinh stra siéu lién két bang cach
nhap phai chuét va chon Edit Hyperlink tiv
menu tat . (dGng/sai?)

61. Cung gidéng nhw tai lieu Word, cac trang
Web dung cac styles c6 san dé dinh dang van
bang va doan ( ding/sai)?

62. Cau nao dwéi day la khéng dung?

A

D.

C6 thé thay ddi vi tri cia moét thanh cong cu
bang cach kéo diém di chuyén cta thanh
do.

C6 thé hién thi thanh coéng cu bang cach
chon View -> Toolbars va chon thanh céng
cu mudn hién thj tr danh sach.

C6 thé hién thi thanh coéng cu bang cach
bdm vao nut Toolbar trén thanh cbng cu
chuén, sau d6 chon tén thanhn céng cu can
mé.

Cac thanh cdng cu gan chat véi cac canh
clia clra sd chuwong trinh.

63. Cau nao dwéi day la khéng dung?

A

C6 thé hiéu chinh mét thanh céng cu bang
cach nhap phai chuét vao bat ky thanh
contg cu nao va chon customize tr menu
tat.

B.

C6 thé hiéu chinh mét thanh cong cu bang
cach nhdp chon View ->Toolbars -
> Customize t&r menu.

Mot khi hop thoai Customize dang mé ban co
thé thém cac nat bang cach bam dup trén
thanh cbng cu twong rng.

Hop thoai Customize dang mé& ban cé thé
thém cac nat bdng cach kéo chung tha vao
thanh céng cu.

64. Cau nao dwéi day la khong ding?

A.

B.

C.

AutoCorrect tw dong kiém tra va siva chiva
cac 16i nhap théng thwong, vi du: hte dwoc
chinh thanh the ..

AutoCorrect kiém tra mdi tr dwoc nhap ngay
khi ta nhan phim <Enter>.

AutoText cho phép Iwu trir cac khdi vén ban
thwong s dung, vi du céac tiéu d& cong van
dia chi nguwdi glvi ngwoi nhan V.v...

Cach nhanh nhat va dé nhat dé chén mot dé
muc AutoText la chon Insert -> AutoText
—> AutoText tr menu, chon dé muc AutoText
can s dung va bam Insert.
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