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BAI MO PAU

1. GIGI THIEU PHAN MEM MICROSOFT WINWORD

Soan thao van ban la cong viéc dugc st dung rdt nhi€u trong cic co quan, xi
nghiép cling nhu nhu cau cta bat ky c4 nhan nao hién nay.

Tir thiia xa xuwa con nguoi da biét st dung may moéc vao viéc soan thao van ban
(may gob chit). G6 dén dau, van ban dugc in ra ngay dén do6 trén gidy. Cac cong viéc
dich chuyén trén van ban, cling nhu cdc k§ ning soan thdo vin ban con rit tho so, don
gian. D€ tao ra dugc mot van ban, doi hoi ngudi soan thao phai cé nhitng k§ nang sir
dung mdy g6 rat t6t (khong nhu mdy tinh bay gid, hau nhu ai cling c6 thé hoc va soan
thao dugc mot cach rd rang). Soan thao 1a nhu vay, con vé€ in an ciing cé vo cung khé
khin. D6 1a ngay xua, khi ma cong nghé thong tin con chua ph4t trién.

Ngay nay, khi ma cong nghé thong tin dang phat trién rAm 10, cong nghé thay doi
tng ngay, nhitng bai toan, nhiing khé khan cua con nguoi dang dan dan duoc may
tinh hod, thi viéc soan thao nhitng van ban bang mdy tinh di trd thanh nhiing cong
viéc rat binh thuong cho bat ky ai biét st dung may tinh. Mot trong nhitng phan mém
may tinh dugc st dung rong rai nhat hién nay la Microsoft Word cua hiang Microsoft
hay con goi phan mém Winword.

Ra doi tir cudi nhitng nam 1980, dén nay phan mém Winword da dat duoc tGi su
hoan hao trong linh vuc soan thao van ban cling nhu trong linh vuc van phong ctia bo
phan mém Microsoft Office néi chung. C6 thé liét ké cdc diac diém noi bat cua phan
mém nay nhu sau:

- Cung cap diy da nhat cac k§ nang soan thao va dinh dang van ban da dang, dé
str dung;

- Kha nang d6 hoa da manh dan lén, két hop vé6i cong nghé OLE (Objects
Linking and Embeding) ban c6 thé chén duoc nhiéu hon nhitng gi ngoai hinh
anh va am thanh lén tai liéu word nhu: biéu do, bang tinh,.v.v.

- C6 thé két xudt, nhap di liéu duéi nhiéu loai dinh dang khéc nhau. Dac biét
kha niang chuyén déi dit liéu gitta Word véi cdc phdn mém khédc trong bo
Microsoft Office da lam cho viéc xu ly cac ung dung van phong tr& nén don
gian va hiéu qua hon.

- Dé& dang két chuyén tai liéu thanh dang HTML d¢€ chia sé dit liéu trén mang
noi bo, cling nhu mang Internet.

2. CACH KHOI PONG

C6 rit nhiéu cach c6 thé khoi dong dugc phan mém Word. Tuy vao muc dich lam
viéc, s& thich hodc su tién dung ma ta ¢ thé chon mot trong cdc cach sau day dé khoi
dong:

Cach 1: Chon 1énh Start cua Windows: Start | Programs | Microsoft Word

Ciach 2: Nhdy kép chuot 1én biéu tugng ctia phadn mém Word W Microseft word | ey
nhu nhin thay né bat ky & chd nao: trén thanh tac vu (task bar), trén man hinh nén cta
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Windows, vv..

Cach 3: Néu muén moé nhanh mot tép van ban vira soan thao gan day nhat trén
mady tinh dang lam viéc, c6 thé chon Start | Documents, chon tén tép vin ban (Word)
can mé. Khi d6 Word s€ khai dong va mé ngay tép van ban vira chi dinh.

3. MOI TRUONG LAM VIEC
Sau khi khéi dong xong, man hinh lam viéc cua Word thuong c¢6 dang nhu sau:
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Thuong thi moi truong lam viéc trén Word gom 4 thanh phan chinh:

- Ciura s6 soan thao tai liéu: La noi dé ché ban tai liéu. Ban c6 thé g6 van ban,
dinh dang, chén c4c hinh anh Ién day. Noi dung trén cilra s6 nay sé dugc in ra
may in khi st dung Iénh in.

- Hé thong bang chon (menu): chita cic lénh dé goi t6i cdc chiic nang cla

Word trong khi lam viéc. Ban phai ding chudt dé m& cac muc chon ndy, doi
khi ciing ¢6 thé str dung t6 hgp phim tét d€ goi nhanh t6i cac muc chon.

- Hé thong thanh cong cu: bao gom rat nhi€u thanh cong cu, moi thanh cong
cu bao gdém cdc nit Iénh dé phuc vu mot nhém cong viéc nao dé. Vi du: khi
soan thao van ban, ban phai sir dung dén thanh cong cu chuin Standard va
thanh cong cu dinh dang Formating; hoac khi v& hinh can dén thanh cong cu
Drawing dé€ 1am viéc.

- Thuéc ké: gom 2 thuGe (ruler) bao vién trang van ban. Sit dung thudc nay ban
c6 thé diéu chinh duoc Ié trang vin ban, ciing nhu thiét lap cac diém dich (tab)
mot cach don gian va truc quan.

- Thanh trang thai: gitp ban biét dugc mot vai trang thai can thiét khi lam
viéc. Vi du: ban dang lam viéc & trang miy, dong bao nhiéu, .v.v.

4. TAO MOT TAI LIEU MOI

Lam viéc v6i word 1a 1lam viéc trén cdc tai lieu (Documents). M6i tai liéu phai
duoc cét 1én dia v6i mot tép tin c6 phan md rong .DOC. Thuong thi cac tép tai licu
cta ban s& duoc cét vao thu muc C:\My Documents trén dia cting. Tuy nhién, ban c6
thé thay déi lai thong s6 nay khi lam viéc v6i Word.

Thong thuong sau khi khoi dong Word, mot man hinh tring xuét hién. D6 ciing 1a
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tai licu méi ma Word tu dong tao ra. Tuy nhién dé tao mot tai liéu mdéi, ban c6 thé sir
dung mot trong c4c cich sau:

- M6 muc chon File | New..;

hodc

- Nhan nat New Eltrén thanh cong cu Standard;
hodc

- Nhan t6 hop phim tat Ctrl + N.

5. GHI TAI LIEU LEN bIA
Pé ghi tai liéu dang lam viéc 1én dia, ban c6 thé chon mot trong céc cach sau:
- M6 muc chon File | Save..;
hodc
- Nhan nut Save Eltrén thanh cong cu Standard;
hodc
- Nhan t6 hop phim tat Ctrl + S.
S€ c6 hai kha nang xay ra:

Néu day la tai liéu méi, hop thoai Save As xuét hién, cho phép ghi tai liéu nay boi
mot t&p tin méi:

Savers 20
Save in: I.D My Docurnents j - @ x5 + Toals ~
| )ACT Projects There are three ways to
;&ﬁ |)Mang mavy tinh Using Crystal Report in ¥l
History | )My Data Sources ve hinh trong word.doc
| )My eBooks Why e, doc
dMy Music

L

.ﬂMy Pictures
My Documents | |L)My Webs
| Quan Iy nha truong pho thong
| ) visual Studio Projects
Con Ta Yai Nong Man.doc

[

Deskkop Dear Hai.doc
protect your PC W2K,doc GO tén tep
2 pratect vour PC.doc tin vao day!
setupYSnetlog, doc
Favorites tao bang trang ward.dac
= 4] | i
:_Ii"_ File name: oc] , doc) j Save
Iy Metwork =
Places Save as bype: |Word Document (*.dac) =l LCEIL
4

Hay xdc dinh thu muc (Folder)- noi s€ chita tép tin méi nay roi go tén tép tin vao
muc File name: (vi du Vanbanl 16i nhan nit Save dé két thic viéc ghi noi dung tai
liéu.

Neéu tai liéu ctia ban da duoc ghi vao mot tép, khi ra 1énh cat tit ca nhiing su thay
déi trén tai lieu s& dugc ghi lai lén dia.

L@\ Ban nén thuc hién thao tac ghi tai liéu vira réi thudng xuyén trong khi soan tai liéu, dé tranh mat dir liéu
khi gap cac su c6 mét dién, hay nhimng truc tréc cdia may tinh.
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6. MO TAI LIEU DA TON TAI TREN DiA

Tai liéu sau khi da soan thao trén Word dugc luu trén dia dudi dang tép tin c6
phan m& rong 1a .DOC. DEé md mot tai lieu Word da c6 trén dia, ban c6 thé chon mot
trong cac céach sau dau:

- M6 muc chon File | Open;
hodc
- Nhan t6 hop phim tat Ctrl+O.
Hop thoai Open xuat hién:
Open x|

Lok in: I@ My Documents j - | @ b4 [:%f - Tools -
|)ACT Projects @Adding the Report Viewer ko a ¥&.doc
5= axialis Librarian @bia.doc
| =) gian trinh word Cén Ta vdi Mang Man.doc
|2) Histary Crystal Reports User.doc
L3 Intervideo de o cho SOM,doc
| =) Mang may tinh Dear Hai.doc

ents @My Data Sources Mét nai.doc

| )My eBooks Open a Conneckion Object within ADO.doc
éMy Music @pmtact your PC W2k, doc
aMy Pictures prntact wour PC.doc
| My Received Files setupVSnetImg.dnc
\L)My Wehs bang trong word,doc
|53 Quan ly nha truong pho thong |Using Crystal Repart in VB, doc
| Sitemp ve hinh trong word. doc
) visual Studio Projects Why We,doc
File marne: I j = oOpen v

Files of type: IAI\ word Documents (*,doc; *,dak; * herng *,hienl; *,url; "‘j Cancel |

Hay tim dén thu muc noi chira tép tai liéu can ma trén dia, chon tép tai liéu, cudi
cung nhan nit Iénh dé tiép tuc. Tép tai lieu s&€ dugc md ra trén man hinh
Word.

Mat khéc, ban ciing c6 thé thuc hién m& rit nhanh nhitng tép tai liéu da lam viéc
gan day nhat bang cdch m& muc chon File nhu sau:

File Edit Wiew Insert Format Tools Table

0O mew... e+
= Open... Chrl+0
& save Chi+5
Save fs...
Page Setup...
S prik... Chrl+P
Send To 3
Propetties Nhan chucf)t 1én tep

i}, \kom tat giao trinh. doc tai ll@u can mo '
1My Documentsihail.. . \haiz.doc

C:
C:\My Documentsihall...\de cuong.doc
C:

[ENNTRNCN —

\Building},.. .\tu dien tieng viek.doc

u
¥

Tiép theo nhan chudt 1én tén tép tai liéu can mo.

7. THOAT KHOI MOI TRUONG LAM VIEC
Khi khong lam viéc v6i Word, ban c6 thé thuc hién theo mot trong céc cach sau:
- M6 muc chon File | Exit
hodc
- Nhan t6 hop phim tat Alt + F4.
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CHUONG 1:
SOAN THAO CO BAN

1.1 MOT SO THAO TAC SOAN THAO CO BAN

1.1.1 Nhap van ban

Nhap vin ban 1a khau dau tién trong qui trinh soan thao tai liéu. Thong thuong
lugng van ban (Text) trén mot tai liéu 1a rat nhiéu, ban ti€p can dugc cang nhiéu
nhiing tinh nang nhap van ban thi cang t6t, bai 1€ nd s€ lam tang toc do ché ban tai
liéu.

a. Sur dung bo go tiéng Viét

Ban dau, may tinh chua c6 bang ma tiéng Viét ma chi ¢ duy nhat bang ma
chuidn ASCCI. Bang mi nay bao gém 128 k§ tu La tinh (c4c phim chit, cdc phim s6
va mot s6 cac ky hiéu dac biét).

Dé c6 thé dua dugc tiéng Viét sir dung trén mdy tinh, cdc nha lap trinh phai xay
dung phan mém go tiéng Viét va cac bo phong chit tiéng Viét di kem.

Hién nay c6 khd nhiéu céc bo g tiéng Viét dang dugc st dung nhu: VNI- duoc
stt dung rong rdi & phia Nam, VietWare- duoc st dung nhiéu ¢ mién Trung va
ABC, Vietkey thi dugc sir dung rong rai ngoai Bac.

Do méi noi stt dung nhitng bo go riéng (bang ma tiéng Viét cling khac nhau) nén
viéc trao déi thong tin gap rat nhiéu kho khian. Méi day Chinh pht da khuyén cdo
stt dung bo gd va bo phong chit Unicode. Vi hé thong méi nay viéc trao doi thong
tin da tré nén don gian hon rat nhi€u. Tuy nhién né van gap phai mot s6 kh6 khan
vi tinh tuong thich véi cdc hé thong phan mém cii trén mdy tinh khong cao. Tat
nhién, Unicode s€ la giai phap ti€éng Viét trong tuong lai.

Phan mém tiéng Viét ching toi gidi thiéu trong cudn gido trinh nay 1a ABC hoac
Vietkey v6i ki€u go Telex. M4y tinh ctia ban phai dugc gai dat phdn mém nay dé
c6 duoc bo go va bo phong chir di kem.

Khi ndo trén man hinh cta ban xuét hién biéu tuong: dlhoic = 13 khi ban
c6 thé gd duoc tiéng Viet. Néu biéu tuong xudt hien chit E Ell (kiéu g6 tiéng Anh),
ban phai nhan chuot 1én bi€u tugng 1an nita hodc nhan t6 hop phim néng Alt + Z
dé chuyén vé ché& do go tiéng Viét. Qui tac go tiéng Viét nhu sau:

Go Puoc chir Go Puoc dau
aa |4 f | huyén
aw | 4 s | sac
o0 |0 r hoi
ow |Oo X nga
w u ] nang
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Vi du:
Muon g6 tur: “ Cong hoa xd héi chu nghia Viét Nam”
Ban phai bat ti€éng Viét va g6 1én tai liéu nhu sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”
* Néu go z, tir tiéng Viét sé bi bo ddu.
b. Str dung ban phim

Bat tiéng Viét (n€u ban muon go tiéng Viét) va sit dung nhitng thao tac soan thao
thong thudng dé soan thdo tai liéu nhu 1a:

- C4c phim chit a, b, ¢, .. 7;

- Cac phim so tut 0 dén 9;

- Cac phim dau: ‘,><?[I{}...

- S dung phim Shift d€ g6 chit in hoa va mot s6 dau;

- Sir dung phim Caps Lock dé thay déi kiéu go chit in hoa va chit thuong;
- Sur dung phim ! Enter dé ngit doan van ban;

- Sir dung phim Tab dé dich diém Tab;

- Sir dung phim Space Bar dé chén dau cich;

- St dung cdc phim miii tén: <~ TN — dé€ dich chuyén con trd trén tai liéu;

- Sir dung phim Page Up va Page Down dé dich chuyén con tro vé ddu hoic cudi
ting trang man hinh;

- Phim Home, End dé dua con tro vé dau hoic cudi dong vin ban;
- Phim Delete dé xo4 ky tu van ban diing ké sau diém tro;

- Phim Backspace dé xo4 ky tu ditng ké trudc diém tro

1.1.2 Thao tac trén khoi vian ban

Muc nay cung cp nhitng k§ nang thao tac trén mot khoi van ban bao gom : sao
chép, cit dan, di chuyén khai vin ban. Gidp 1am tiang t6c do soan thao vin ban.

a. Sao chép

Sao chép khoi van ban I1a qua trinh tao mot khoi van ban méi tr mot khoi van
ban di c6 san. Phuong phap nay duoc ap dung khi ban can phai g6 lai mot doan van
ban giong hét hoac gan giong v6i mot doan van ban da cd sin trén tai liéu vé mat
noi dung ciing nhu dinh dang (ching ta s& tim hi€u khéi niém dinh dang & phan
tiép theo). Cach lam nhu sau:

Buée 1: Lua chon (HSIEEE) khai van ban can sao chép. Dé lwa chon khéi van
ban ban lam nhu sau:

- Di chuot va khoanh viing van ban can chon;
hodc

- Diing cdc phim miii tén <~ TN — két hop viéc giit phim Shift dé chon viing vin
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ban. Chon dén dau ban s€ thay van ban dugc boi den dén do.
Budc 2: Ra 1énh sao chép dit liéu bang mot trong céc céch:
- M6& muc chon Edit | Copy ;
hodc
- Nhan nit Copy trén thanh cong cu Standard;
hodc
- Nhén t6 hgp phim néng Ctrl + C;
Budc 3: Dan vian ban da chon 1én vi tri can thiét. Ban lam nhu sau:
Dit con trd vao vi tri can ddn van ban, ra 1énh ddn biang mot trong cic cdch sau:
- M6 muc chon Edit | Paste ;
hodc
- Nhan nut Paste Eltrén thanh cong cu Standard;
hodc
- Nhan t6 hop phim néng Ctrl + V.

Ban s& thdy mot doan van ban mdéi dugc dén vao vi tri cin thiét. Ban c6 thé thuc
hién nhiéu 1énh dan lién ti€p, dit liéu duoc dan ra sé 1a dit liéu cua lan ra 1énh Copy
gan nhat.

b. Di chuyén khéi van ban

V6i phuong phap sao chép van ban, sau khi sao chép dugc doan van ban méi thi
doan van ban cii van ton tai ding vi tri ciia n6. Néu muon khi sao chép doan van
ban ra mot noi khic va doan van ban cii s& dugc xod di (tic 1a di chuyén khéi vin
ban dén mot vi tri khdc), phuong phdp nay sé& gitp lam diéu d6. C6 thé thuc hién
theo hai cich nhu sau:

Cach 1:
Budce 1: Lua chon khai van ban can di chuyén;
Budc 2: Ra lénh cit vin ban ¢6 thé bang mot trong cdc cach sau:
- M6 muc chon Edit | Cut ;
hodc
- Nhan nut Cut iltrén thanh cong cu Standard;
hodc
- Nhan t6 hop phim néng Ctrl + X.

Vin ban da chon s€ bi cat di, ching s& duogc luu trong bo nhé dém (Clipboard)
clia may tinh.

Budc 3: Thuc hién 1énh dan van ban (Paste) nhu da gidi thiéu & trén vao vi tri
dinh trudc.

Cach 1:
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Budce 1: Lua chon khai van ban can di chuyén;

Budc 2: Dung chudt kéo ré viung van ban dang chon va thd 1én vi tri can di

chuyén dén.

Phuong phdp nay goi la kéo — thd (drag and drop).

1.1.3 Thiét lap Tab

Tab 1a cong cu dugc st dung rat nhi€u trong viéc nhap van ban. Ngoai kha nang
dich chuyén di€m tro theo timg budc nhdy, muc nay sé& gidi thiéu cdch sir dung Tab
cho viéc tao mot van ban hién thi dudi dang céc cot.

Bai toan dat ra: hay tao bang dit liéu nhu sau:

STT Ho va tén
1 Nguyén Van Quang
2 Ho6 Hai Ha
3 Duong Quéc Toan
4 Nguyén Anh Dic

Cac budc lam nhu sau:

Dia chi

123, Tay Son

68, Nguyén Du
23/10 Nguyén Trai
32/7 Nguyén Trai

Budc 1: Dinh nghia khoang cach cho cac cot ciia bang boi hop thoai Tab nhu

Sau:

Mo bang chon Format | Tab.., hop thoai Tab xuét hién:

T—labmlﬂ Defaulk tab stops: IIZI.S cm E‘
Alignrment
j“ ¥ Left " Decimal
C Center C Bar
" Right
Leader
% 1 None 3
ll 2 - 4
Tab stops to be cleared:
Set | Clear | Clear all |
Ok I Cancel |

- Hop Default tab stops: dé thiét 1ap buéc nhidy ngdm dinh ctia Tab. Hinh trén
buéc nhidy ngam dinh 12 0.5 cm (ttc 1a méi khi nhan phim Tab, con trd s& dich
mot doan 0.5 cm trén man hinh soan thdo). Ban c¢6 thé thay déi gid tri buéc
nhay ngdm dinh Tab trén man hinh soan thao Word bang cdch gb mot gia tri

sO ( don vi 1a cm) vao hop nay;

- Bang trén c6 3 cot, moi cot sé dugc bat dau tai mot vi tri ¢ khoang cdch co
dinh dén Ié trdi trang van ban ma ta phai thiét 1ap ngay sau day. Gia s cOt
STT céch 1€ trdi 1cm, cOt Ho va tén céch 1€ trdi 3 cm, cot Dia chi cdch 1€ trdi 8
cm. Khi d6 phai thiét 1ap cac thong s nay trén hdp thoai Tab nhu sau:

Hop Tab stop position: g6 1 (gd khoang cédch tir cot STT dén mép 1€ trai
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trang van ban; & muc Alignment- chon 1€ cho dit liéu trong cot nay (cot STT):
Left — canh 1€ dit liéu bén tréi cot, Right- canh 1€ bén phai cot, Center — can 1€
gitta cot, hay chon Center. Chon xong nhan ndt Set. Tuong tu lan lugt khai
bdo vi tri Tab cho cac cot con lai: Ho va tén (3) va cot Dia chi (8). Dén khi
hop thoai Tab c6 dang:

Ciefault tab stops: IEI.S i 5‘

Tab stop position:

E con
—_[ Alignment
1 em = 0 Left " Decimal
Jcm
" Center " Bar
" Right
Leader
% 1 Nome [ Je—
e 0

Tab stops ko be cleared: 4 cm, 5 cm

Set | Clear | Clear All |
(0]4 I Cancel I

Cuoi cung nhin nit Ok dé hoan tat viéc thiét 1ap tab cho cdc cot va c6 thé sir
dung chiing niit Clear- d€ xo4 bo diém Tab dang chon; nit Clear All - dé xo4
bo toan bo céic diém tab dang thiét 1ap trén hop thoai).

Budc 2: Cich sit dung nhitng diém Tab vira thiét 1ap & trén dé tao bang dit
liéu;

Céc vi trf diém tab vira thiét lap!

— v T,

ﬂ'I'l'I'Z'I'l'I'Q'I'S'I'S'I'?'Ilﬁ_'l'g'l'lﬂ'l'll'I'12'

STT Ho va tén Dia chi
1 Nguyén Van Quang 123, Tay Son
2 H6 Hai Ha 68, Nguyén Du

Khi con tr6 dang nam & dau dong van ban, nhan Tab dé nhap dit liéu cot STT.
Nhap xong nhan Tab, con trd s& chuyén dén vi tri tab tiép theo (vi tri cot ho va
tén) va nhap ti€p dit liéu Ho va tén. Nhap xong nhan Tab d€ nhap dit liéu cot Dia
chi. Lam tuong tu v6i cdc dong tiép theo, ban da cé thé tao duoc bang dit lieu
nhu yéu cau & trén.

Dic biét, chi can ding chuot xir 1y trén thuée ké nam ngang (Vertical Ruler)
ban ciing c6 thé thiét lap va diéu chinh cdc di€ém tab nhu vira réi. Cach lam nhu
sau:

Dé tao diém tab cho cot STT (c6 khoang cach 1a 1cm, 1€ giita), hdy nhan chuot
trdi Ién vi tri 1 cm trén thudc ké ndm ngang. Mot diém Tab c6 khoang cach 1cm,
1& trdi (Left) da duoc thiét 1ap nhu sau: 81 L L2

Muo6n thay déi 1€ cho diém tab nay Ia gitta (Center), 1am nhu sau:

Nhan kép chuot 1én diém tab vira thi€t 1ap, hop thoai Tab xuat hién. Tiép theo
chon 1€ cho diém tab dang chon trén hop thoai nay & muc Alignment 1a Center
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Iab stop position: Defaulk kab stops: II:I.S cm E‘

Ilcm | —

Aligrment — ]
1cm B Left /%

Leader

Fl_Nnne f"g ——————— /
W g
;I S -

Chon Center

Nhan Set dé thiét lap

| Clear all |

[8]4 I Cancel |

Ti€p theo nhét nit Set dé thiét lap.

Tuong tu, hdy tao ti€p céc diém tab cho cot Ho tén va cot Dia chi.

Mu6n xo0d4 bo mot diém tab nao do, chi viéc dung chudt kéo ching (diém tab do)
ra khoi thudc ké.

1.2 CAC KY NANG DINH DANG VAN BAN

Nhap vin ban bao gém cac thao tic dé go dugc van ban lén tii liéu. Con dinh dang
van ban bao gom cac thao tac gitup ban lam dep van ban theo y muon.

1.2.1 Pinh dang don gian

Gitp ban ¢6 duoc nhitng ky nang dinh dang van ban dau tién, don gian nhat nhu
1a: phong chit, mau sic, ¢d chit, 1€ v.v.

Hay g6 doan van ban sau:
Mau van ban dinh dang
a. Chon phong chir
Dé chon phong chit cho doan van ban trén, hdy 1am nhu sau:

Buéc 1: Chon (boi den) doan van ban;

Budc 2: Diung chudt bam Ién hop Font :MTme *| trén thanh cong cu
Standard. Mot danh sach cédc kiéu phong chit xuét hién:
T VNREWUEH [ |
B Py chilipes
% VnSouthern
T WNSOUTHERNH
T VNSTAMIY
T NriTeknical [ |

B VNTEENIGALH
T Volifani Heavy
NNTIFANT HEAYYH k
% VnTime
T ¥YNTIMEH
T VnlUniveres =l

Ban ¢6 thé chon mot kiéu phit hop. Vi du, sau khi chon kiéu phong .VNTIMEH,
doan van ban da chon sé€ c6 dang:

MAU VAN BAN DINH DANG
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. 2 9 2 Ve . ~ . 2 " ~
/L/\ - Ban c6 thé bam t6 hgp phim néng Ctrl + Shift + F dé goi nhanh bang chon phéng chr,
- V6i bo gb Vietkey hodc ABC, nhiing phéng chi c6 tén bat dau bdi ddu cham (.) Ia phéng chir tiéng
Viét. Vi du: .vnTime, .vnArial, .vnTimeH,;
- Phong tiéng Viét két thic bdi chi in hoa H, s& chuyén van ban dang chon thanh chil in hoa. Vi du:
.vnTimeH- la mot trong nhiing phdng chit in hoa.

b. Chon co chir
Dé chon ¢& chit cho doan van ban trén, hay 1am nhu sau:
Buéc 1: Chon (boi den) doan van ban;
Buéc 2: Dung chuot bam 1én hop Size 12 ~|tren thanh cong cu Standard. Mot

danh sdch cdc c& chit xuat hién cho phép chon lua. Hoic ciing c6 thé go truc tiép cd
chit vao muc Size nay.

Vi du: sau khi chon ¢& chit 18 (lic dau la ¢& 14), doan van ban trén sé€ tré thanh:

MAU VAN BAN DINH DANG

B>

!

+\ Ban c6 thé bam t& hdp phim néng Ctrl + Shift + P dé dinh vi nhanh dén hop thiét 1ap ca chi.

c. Chon kiéu chix

Dé chon kiéu chit (ki€u chit béo, kiéu chit nghiéng, kiéu chit c6 gach chan) cho
doan van ban trén, hay lam nhu sau:

Buéc 1: Chon (boi den) doan van ban;

Budc 2: Dung chuot bdm lén niit ki€u chit trén thanh cong cu Standard:
B |. Kiéu chit béo (phim néng Ctrl + B)
MAU VAN BAN DINH DANG
f_I; Kiéu chit nghiéng (phim néng Ctrl + I)
MAU VAN BAN DINH DANG
H_I; Kiéu chit gach chan (phim néng Ctrl + U)

MAU VAN BAN DINH DANG

Mait khac c6 thé thiét 1ap van ban bdi t6 hop nhiéu ki€u chif: vira béo, vira
nghiéng hodc vira c6 gach chan nhu la:
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MAU VAN BAN PINH DANG
MAU VAN BAN PINH DANG
MAU VAN BAN PINH DANG

d. Chon mau chir
Dé chon mau sic chit cho doan van ban trén, hay lam nhu sau:

Buéc 1: Chon (boi den) doan van ban trén;

Buéc 2: Dung chudt bam 1én hop Font Color H trén thanh cong cu
Standard. Mot bang mau xuét hién cho phép chon lua:

||! Aukomatic

More Colars, ..

Ban ¢6 thé chon loai mau phit hop bang cach nhan chuot Ién 6 mau cin chon.
Ngoai ra, ban c6 thé chon nhitng mau mau doc ddo hon khi nhin nut w

Skandard | Custom |
Colors:

Cancel |

Mew

~‘;

Current

Thé Standard cho phép chon mau c¢6 sdn c6 thé chon;

Hon nita, thé Custom cho phép dinh nghia mau cho riéng minh:
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Standard  Custom |

Colors:

Cancel |
I Xem mau dang
Hue: |15? 5‘ Red: |45 5‘

chon ¢ day.

Sak: |16z = Green: |58 5‘

ry

Lum: 127 Bluz: |z08 =

Current

Ban c6 thé chon mau & bang cdc diém mau, dong thoi ciing ¢6 thé diéu chinh
duoc ty 1é cac mau don trong timg gam mau (Red- ty 1&é mau do; Green- ty 1&é mau
xanh 1a cay; Blue- ty 1&é mau xanh da troi).

e. Chon mau nén van ban
Pé chon mau nén cho doan vin ban trén, vi du nhu:
M4u van ban dinh dang
hay lam nhu sau:
Budc 1: Chon (boi den) doan van ban trén;

Budc 2: Dung chuot bam lén hop Hight light & '| trén thanh cong cu
Standard. Mot bang mau xuét hién cho phép chon lua:

| Mone |

my =y R
EEEEEN
EEECN

C6 thé chon loai mau nén phu hop bing cdach nhan chudt 1én 6 mau cin chon.
Néu chon None- tuong duong viéc chon mau trang.

f. Hop thoai Font

Ngoai nhitng tinh nang dinh dang can ban & trén, hop thoai Font cung cap nhiing
tinh niang dinh dang dac biét hon. Pé md hop thoai Font, kich hoat muc chon
Format | Font..
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| Chatacter Spacing | Text Effects I
Eont: Fonk style: Size;
I WnTimeH IReguIar 14
l Y
MnJniverse Ttalic 10 =
VnlniverseH —1 | Bold 11
Anivogue Biald Italic 12
AniogueH LI X d
Font colar: Undetline style: Undetline color:
I Automatic j I(none) j I Autematic j
Effects
[~ Strikethrough [~ shadow [~ Small caps
[~ Double strikethrough [~ outline [~ all caps
[~ Superscript I~ Emboss [ Hidden
[ Subscripk [~ Engrave
Preview
MAU VAN BAN DINH DANG
This is a TruaType Fant, This font will be used on bath printer and screen,
Default, .. | Ok I Cancel |

Thé Font: Cho phép thiét 1ap cac dinh dang can ban vé phong chit nhu da trinh
bay & trén, vi du:
Hop Font- cho phép chon phong chir;

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

Hop Size- chon ¢6 chir;

Font color- chon mau cho chix;

Hop Underline style: dé chon kiéu duong gach chan (néu kiéu chit dang chon
12 underline).

Ngoai ra, muc Effect cho phép thiét 1ap mot s6 hiéu ting chit don gian, ban cé
thé chon ching va xem thé hién & muc Preview.

Néu nhan niit Default — ki€u dinh dang nay s& duoc thiét 1ap 1a ngdm dinh cho
cac doan van ban méi sau nay;
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Font I Chatacter Spacing  Text Effects |

Animations: Chon kiéu
hiéu tng !
Két qua sé
thu duoc !

Preview -
MAU VAN BAN DINH DANG;
Default, .. | Ok I Cancel |

Thé Text Effect: cho phép thiét 1ap mot s6 hiéu ung trinh dién s6i dong cho
doan vin ban. Hay chon kiéu trinh dién & danh sdch Animations: va xem trudc két
qua s€ thu dugc 6 hop Preview.

1.2.2 Pinh dang doan van ban

O muc 1.2.1 ching ta da Iam quen véi cac thao tac dinh dang van ban cho vung
vin ban da dugc chon (dugc boi den). Trong phan nay, ching ta tim hiéu c4ch dinh
dang van ban trén cung doan van ban.

Mobi dau xuéng dong (Enter) s€ tao thanh mot doan van ban. Khi dinh dang doan
van ban, khong can phai lua chon toan bo van ban trong doan d6, ma chi can dat
diém tro trong doan cin dinh dang.

Dé md tinh nang dinh dang doan vin ban, m& muc chon Format | Paragraph,
hop thoai Paragraph xuat hién:
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Indents and Spacing I Line and Page Breaks |

General

Alignment: m Qutline lewel: IBDEI‘;.-' text VI

Indentation

Y

Left: Ocm Special: Biy:

Right: foom = [Firstine =] foe3em X

Spacing

Befare: |6 5‘ Line spacing: Ak
After: |4 ﬂ ISingIe j I ﬂ

I~ Don't add space between paragraphs of the same style

Presvigw
& mye 2.2.1 chuing @ di lim quan voi cie tuao nic dish ding o bin cho ving e bin
di duge chen (dups boi dent Teag pun niy, ching o dmbify cch diah ding Wo bin ten
cung degn ve bio
Tabs... | K I Cancel |

Muc Aligment: chon kiéu cin 1€ cho doan:
- Justified — can déu 1€ trai va 1€ phai;
- Left — can déu 1€ trai
- Right — can déu 1€ bén phai
- Center — can giita 2 1€ trai va phai.
Muc Indentation: thiét 1ap khoang cach tir mép 1€ doan so véi 1€ trang:
- Left — khoang cach tir 1€ trdi doan dén 1€ trdi cua trang van ban;
- Right- khoang cdch tir 1€ phai ctia doan dén 1€ phai cta trang van ban
Ngdm dinh, hai khodng cdch nay déu la 0.
- Trong muc Special néu chon:
e First line: khi d6 co6 thé thiét 1ap do thut dong ctia dong ddu tién trong doan
vao muc By:
BPady la vi du vé mot doan van bdn thiét ldp do thut ddau dong (First line)
50 Vi cdc dong tiép theo trong doan mot khodng cdch 0.5 cm.
e Hanging: dé thiét 1ap do thut dong ctia dong thi 2 tr& di trong doan so véi
dong dau tién mot khoang cach dugc gé vao muc By:.
- Dady la vi du vé mot doan vdan ban thiét ldp do thut cua cdc dong thir 2
tro di (Hanging) so vdi dong ddu tién trong doan mot khodng cdch 0.5
cm.
e None: dé hiy bo ché do thut diu dong trén doan.

Day la vi du vé mot doan van bdn khi khong thiét ldp ché do thut ddau dong
trén doan (None).
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- Néu muc Special 12 First line, khi d6 c6 thé thiét 1ap do thut dong cia dong
dau tién trong doan vao muc By:

- Muc Spacing: cho phép thiét 1ap cac khoang cach dong:

- Before — khoang cach dong gitta dong déu tién cua doan tGi dong cudi cung
cua doan van ban trén no;

- After- dé thiét 1ap khoang cach dong gilt dong cudi cling cua doan véi dong
dau tién ctia doan sau no;

- Line Spacing - dé chon do dan dong. Ngam dinh do dan dong 1a 1 (Single);

Man hinh Preview cho phép xem truGc nhiing két qua dinh dang doan vira thiét

lap.

Nhan Ok dé chap nhan nhitng thudc tinh vira thi€t 1ap cho doan van ban dang
chon; trdi lai nhan Cancel dé huy bo cong viéc vira 1am.

1.3 THIET LAP BULLETS VA NUMBERING
Phan nay s€ hudng dan cach thiét 1ap cac loai danh d4u dau doan (Bullets) va cach
danh s6 chi muc (Numbering) cho cic tiéu dé trén tai liéu word.
1.3.1 Thiét lap Bullets
Dé danh dau dau dong mot doan van ban, hay 1am theo cdc budc sau day:

Buée 1: Dat con tro 1én doan can danh dau dau dong va kich hoat tinh nang
danh d4u dau dong bang cdch mé muc chon: Format | Bullets and Numbering ..,
hop thoai sau day xuat hién:

Bullets and Numbering 2 =]

Bullzted | Mumbered | Outline Mumbered I

- a L]
MNone . o -
- a L]

¥
® ¥
v
Picture... | Customize, .. |
Feset | ol I Cancel |

Budc 2: Thiét 1ap thong tin vé dau dau dong & thé Bulleted nhu sau:

< Dung chudt nhan 1én kiéu Bullet muon thiét 1ap (doan vin ban nay dang sir
dung kiéu bullet chon & hinh trén);
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< Nhén niit Picture.., dé€ chon mot kiéu bullet 13 c4c hinh anh khac, khi d6 hop
thoai sau day xuat hién:

Eid Picture Bullet e
J w— = Jlmportclips @gipsOnline @ﬂelp
e ="
Pictures | Muotion Clips |
Clipz 1 - B0
] ] 4 [ |
[ [ |
=
0k, | Cancel |
5

Chon mot loai bullet r6i nhan OK dé hoan tat.

% C6 thé nhan nit Customize.. dé thuc hién mot vai thao tdc dinh dang cén thiét
cho bullet dang chon:

Customize Bulleted List

~Bullet character

Ii o - o . .
Eonit, .. I Bullet. ..
rBullet position
Indent at:

rText position

Indent at: |1.2.T"cm E‘

2]

Cancel |

rPreview

- C6 thé chon lai kiéu bullet & danh sdch Bullet character:;

- Nhén niit Font.. dé chon loai phong chit cho bullet;
- Nhén niit Bullet.. d€ c6 thé chon bullet 1a mot ky tu dic biét (Symbol);

- Muc Bullet position dé thiét 1ap khoang cdch d4u bullet so v6i mép trong 1é
bén trai tai liéu;

- Muc Text position dé thiét 1ap khoang cach tlr van ban (text) tGi mép trong 1€
trai cua tai liéu.

/LE\ Nut 1énh Bullet *= |trén thanh cong cu chudn sé gitip ban thiét 1ap nhanh hozc bd thiét 1ap dinh
dang danh dau d4u doan van ban.
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Tac gia:

1.3.2 Thiét lap Numbering

Dé danh s6 chi muc cho cdc tieu dé tai liéu, hiy 1am theo cdc budc sau day:

Budc 1: Dit con tro 1én doan can danh s6 chi muc va kich hoat tinh nang danh
s6 chi muc bang cdch m& muc chon: Format | Bullets and Nubering .., hop thoai

sau day xuat hién:

Bullets and Numbering

Bulleted  Mumbered | Jutline Mumbered I

2l x|

1) l.
None 2 I
3 M.
A a) a. i
B )] b ii.
. (] C. iii.
List numbering
¥ Restart rumbering € Continue previous list Customize. .. |

Reset |

o ]

Cancel |

Budc 2: Thiét 1ap thong tin vé danh s6 chi muc & thé Numbered nhu sau:

% Hay dung chuot nhan Ién kiéu ddnh s6 chi muc mudn thiét 1ap ;

< Nt Customize..., dé dinh dang cho s6 chi muc nay boi hop thoai sau:

Cuztomize Mumbered List

~Tumber Format

|1.

Murber style: Start at:

|1,2,3,_._ = =]

21|

Ok |

Cancel |

rRreview

Mumber position

ILeFt vI fligned at: IEI.E-S £m E‘

rText position

Indent at: |1.2?‘ cr 5‘

Y nghia cdc muc tin trén hop thoai nay nhu sau:

- Nut Font..., cho phép chon kiéu phong chit cho s6 chi muc;

- Muc Start at: dé chon chi muc d4u tién can d4nh s6: néu chon 1, s& thuc hién
danh chi muc 1a 1, 2, ..; nhung néu chon 1a 5 thi s€ danh s6 tir 5 trg di 1a 5, 6,

7..;

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

- Text position dé thiét lap khodng cdch van ban so véi mép 1€ ca trang tai

liéu.
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! 1= ’ . i o2 i ia
fi\ Nut 1énh Numbering :Itrén thanh céng cu chuan sé gilup ban thiét [ap nhanh hoac bo thiét lap
dinh dang danh chi muc dau doan van ban.

1.4 SOAN THAO CONG THUC TOAN HOC

Dé ¢6 thé soan thao dugc cong thifc toan hoc, mdy tinh ctia ban phai duoc cai dat
bd Microsoft Equation 3.0 cung vGi bd Microsoft Office. Cach soan thao mot cong
thic toan hoc dugc tién hanh nhu sau:

Budce 1: Chon mot vi tri trén tai liéu, noi s€ chén cong thic todn hoc vao;

Budc 2: Kich hoat trinh soan thao cong thitc todn hoc biang cdch: m& muc chon
Insert | Object... Hop thoai Object xuat hién:

Obiect 2|

Create Mew | Create From Eile I

Chiject bype;

Bitrnap Image -
Calendar Control 8.0
Componentone Chart 7.0 20 Conkrol

Fotlib Conkrol
Media Clip
Microsoft Clip Galler
Microsofk Equation 3.0
Microsoft Excel Chart

[ Display as icon

Dt

rResult
Inserts a new Microsoft Equation 3.0 object

[
Em inka waur docurment.

oK I Cancel |

Ding chuét chon muc Microsoft Equation 3.0 (nhu hinh trén), roi nhan OK.
Thanh cong cu Equation cung hop soan thao cong thic xuat hién:

Thanh cong cu dé soan

Hop soan thao cong thao cong thiic
<4— thiic todn hoc
Equation =
<z= [jab [WiE[2+® [2=l|ova|gnc |deel [Awd [40®
@A Ed | 82 | kDo | [ Q0| mEE|

- Hop soan thdo cong thic, 1 noi dé soan thdo cong thic todn hoc.
- Thanh cong cu Equation chita cac ndt 1énh cho phép chon cdc mau cong thiic
va cac ky tu, ky hiéu, phan t&r trong mot cong thic toan hoc.
Budc 3: Soan thao cong thitc: Pon gian bang cach chén cdc mau cong thiic roi
xay dung cdc thanh phan cong thiic.

1.5 CHIA VAN BAN THANH NHIEU COT

Microsoft Word cung cép tinh nang Columns gitip ngudi dung dé dang chia van
ban cuia minh thanh nhi€u cot (giong nhu dinh dang trén cac trang bao va tap chi).
Mbi doan vin ban c6 thé dugc chia thanh cdc cot c6 do rong khac nhau. Trén méi cot,
c6 thé thuc hién chén cac thong tin nhu: bang bi€u, hinh v&,.. nhu thao tdc trén cic
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trang tai liéu binh thuong.

1.5.1 Chia c6t van ban

Budce 1: Lua chon (boi den) viing vin ban can chia 1am nhiéu cot;

Budc 2: Kich hoat muc chon Format | Columns.. Hop thoai Columns xuét

hién:

Columns 2 x]
e
|§ || A B E =
one Tﬂu Three Left Right
Murmber of colurmns: |2 5‘ [ Line between

~Width and spacing Previgwm

Col #:  Width: Spacing: —
TR EYTON i (T
= Fw =l =
[ Equal calurmn width =S =—
Apply to: I'u'-.-'hu:ule document: j [T start mew column

Tac gia:

Thiét 1ap cac thong s6 cho hop thoai Columns véi cac y nghia nhu sau:

- Y nghia cic hop chon & muc Presets nhu sau :

One -1 cot;

Two -2 cot;

Three - 3 cot;

Left - chia van ban thanh 2 cot, cot bén trdi ¢6 chiéu rong bang mot nira cot
bén phai;

Right - chia van ban thanh 2 cot, cOt bén phai ¢ chiéu rong bang mot nira
cOt bén trai;

Ban c6 thé thiét 1ap s cot cin tao ra nhiéu hon bing céch g6 s6 cot vao muc
Number of Columns;

Muc Width and Spacing: cho phép thiét 1ap cac thong s6 vé chi€u rong va
khoang céch gifta cdc cot. Ban c6 thé dung chuot (hodc gd) thay déi gid tri
muc Width, do rong ctia cot tuong ting sé duoc thay doi (hdy nhin hinh & muc
Preview dé xem trudc két qua). Hodc thay déi gid tri muc Spacing.

Khoang cach giita hai cot ké nhau ciing dugc thay do6i khi muc Equal
columns width dugc chon (checked)- thi do rong cua cac cot va khoang cach
gifta cdc cot déu biang nhau. Muon thay déi do rong mdi cot hodc khoang cach
gifta cdc cot khac nhau, hdy bo chon muc nay. Khi d6, c6 thé diéu chinh do
rong hoac khoang cach giita hai cot nao dé6 mot cach truc tié€p.

Hay quan sat muc Col #: dé biét duoc cot s& can diéu chinh va khong quén
xem hop Preview dé nhin thdy trudc duoc két qua sé dat duoc.
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- Muc Apply to: cho biét pham vi van ban s€ chia thanh céc cot.

+ Néu chon Seleted Text thi chi chia cot cho van ban da dugc chon (boi
den)

+ Néu chon Whole Document, toan bo cac trang van ban sé€ duogc chia cot
theo thi€t lap nhu trén.
1.5.2 Swra lai dinh dang
D¢ sira lai dinh dang cot da chia, hiy lam theo 2 buéc
Budc 1: Dit diém trd vao mot vi tri bat ky trén viing van ban da chia cot.

Buéc 2: Kich hoat menu Format | Columns.. , Hop thoai Columns xuat hién
cho phép chinh stra cdc thong s6 vé céc cot da chia.

1.6 TAO CHUCAI LGN PAU DOAN VAN BAN
Tinh nang DropCap ctia word giup tao cac kiéu chit cdi 16n dau tién cho mot doan
van ban.
1.6.1 Cach tao
Dé tao chit céi 16n dau doan van ban, hay 1am theo céac budc sau:

Budc 1: Dat con trd 1én doan can tao chit cai 16n dau doan; khéi dong tinh nang
Drop Cap biang cidch: mé muc chon Format | Drop Cap.. Hop thoai Drop cap

xuat hién:
Drop Cap 2=l
Position
Mone Qrappedl'% In Margin
Opkions
Fonk:
| unTimeH |
Lines ko drop: |3 E‘
Diskance from kexk: 0cm =
(0] 4 I Cancel |

Budc 2: thiét 1ap cac thong so cho chit 16n nay:

- Muc Position- dé chon kiéu chit can dat. C6 3 ki€u chit 1a: None — khong thiét
lap; Dropped va In Margin. Hiy xem mau trén hinh;

- Hop Font:- chon phong chit cho chit cai nay;
- Muc Line to drop:- thiét 1ap s6 dong van ban lam chi€u cao cho chi;

- Muc Distance from text:- g6 vao khoang cach tr chit cdi 16n nay dén ky tu
ti€p theo nd.

- Cuo6i cliing, nhan OK d€ hoan tat
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Duéi day la 2 vi du minh hoa khi st dung 2 loai cht cdi 16n dau doan la
Dropped va In Margin

Doan van bdn nay dé mé td cdc loai chit cdi Ién ddu doan van bdn. Khi
chon Position la kiéu Dropped, véi chiéu cao ciia chit la 2 dong (Lines
to drop=2)
oan vdn bdn nay dé mo td cdc loai chit cdi 16n ddu doan vin ban. Khi chon
Position la kiéu In margin, voi chiéu cao cua chit la 2 dong (Lines to
drop=2).

1.6.2 Pieu chinh chir cai I6n ¢ dau doan
Pé thay d6i lai chit cdi 16n ddu doan da tao dugc, hdy 1am nhu sau:

Budc 1: Dat con tro 1én doan can stra chit cdi 16n dau doan; khéi dong tinh nang
Drop Cap ;

Drop Cap 2=l
Paosition
| w | |
Mone Dropped In ﬂar
Oiptions
Fonk:

MnTimeH =]
Limes ta drop: |2 5‘
Distance from text: 0 cm —

(a4 I Cancel |

Budc 2: Thuc hién thi€p lap lai cac thong so trén hop thoai nay. Cudi cung nhan
OK dé chap nhan su thay déi.

1.7 TAO VA QUAN LY CAC STYLE

Trong qué trinh soan thao vin ban, nhiéu khi cin dinh dang nhiéu doan vin ban
theo cling mot kiéu dinh dang. Néu phai dinh dang 14n luot tiing doan nhu vay s& mat
rdt nhiéu thoi gian, va lai khé chinh xdc vi phai thao tdc qua nhiéu. Mot trong nhiing
cach don gian nhat trong Word gitp don gian tinh huéng trén la Style.

Style 1a mot tap hop cac dinh dang vin ban clia mot doan, ¢6 tén goi va c6 thé duoc
gdn bdi mot t6 hgp phim néng.

Style dic biét can thiét khi phai soan thao mot gido trinh, mot tai liéu c6 chia nhiéu
muc, nhiéu loai doan van ban khic nhau.

1.7.1 Tao mot Style

Dé tao mot Style hdy 1am nhu sau:
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Budc 1: M& muc chon Format | Style.. Hop thoai Style xuat hién:
Style 2|

Styles: Paragraph preview

|) a Defaulk Parairaih Fant A|

Character preview

Times MNew Eoman

Drescripkion
~ | Font: Times Mew Roman, 12 pt, English (1.5}, Flush
Lis: left, Line spacing single, Widmw/orphan control

T - |
Qrganizet. .. | Mew. .. Modify. .. | Delete |

Apply | Cancel |

Budc 2: Dé tao Style méi, nhan nit New, hop thoai: New Style xuat hién cho
phép thiét 1ap thong tin cho Style méi:

Now Syl 21 |

Skyle bype:
IF‘aragraph j
Based on; Skyle For Following paragraph:
11 Mormal j I 1 Stvlel j

Preview

fampk Iextiampk Iextiampk Iextiampk lextfampk Iextiampk Iextiampk
Ioxtiampk Iextiampk Iextiampk Iextfampk Iextiampk Iextiampk
Ioxtiampk Iextiampk Iextiampk Iextfampk Iextiampk Iextiampk
Toxtiampk Toxtiamph Torthmpk Toxtiampk Toxt

Description
Marmal +

[ Add to template ™ Automatically update

(o] I Zancel | Format = | Sharkcut Kew, .. |

- (G0 tén cho Style m6i vao muc Name: vi du Mucl,;

- Nhan nit Format dé chon cic chic niang dinh dang cho Style nay:

Eﬂragraph.“Eg

Tabs...

Border...

Language...

Frame...

Murmbering. .. N . A .
Bao gom cac thong tin:

- Font... dé dinh dang phong chit cho Style;
- Paragraph... dinh dang doan;
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- Tabs.. dé dat diém Tab cho Style (néu can);

- Border.. d€ chon kiéu dudng vién cho Style (néu cin);
- Frame.. dé chon kiéu khung cho Style (néu cin);

- Numbering.. dé€ chon kiéu gach diu dong (néu cin);

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

Customize Keyboard e |
Cakegories: Carmmands:

Skyles ;I a

Assign |

j ;I Remave |

Press new shorkouk key: Current keys: Reset All... |
[ =
[ ]

escription .
Normal + Save changes in:
INormaI.dnt j

- Khi con tr6 dang & muc Press new shortcut key: hdy badm t6 hop phim néng
can gan trén ban phim. Vi du: Ctrl + I,

- Ti€p theo nhén nit Assign dé dong y phim néng nay;

- C6 thé gan nhiéu t6 hop phim néng cho mot Style, chiing dugc chita & danh
sach Current keys:

- Nit Remove, nit Reset All.. gitp quan ly cac phim néng vira tao;

- Sau khi gin xong t6 hop phim néng, hop thoai Customize keyboard s& c6

dang:
Customize Keyboard 2=l
Caktegories: Commands:
Close
Skyles ;I ~
Assign |
- =
Press new shorbout key: Current keys: Reset all,.. |
[ -
escripkion
Marmal + Save changes in:
INnrmaI.dnt j

- Nhan nut Close dé tiép tuc.

- Néu chon [¥ Adtomatically update | | khi d6 dinh dang cua Style s& dugc tu dong thay
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déi. Tic 12, trong qud trinh soan thdo van ban, gia sit mot doan van ban nao do6
ban chon dinh dang ki€u Style nay (Mucl) bi thay d6i dinh dang thi kiéu dinh
dang cua Style Mucl ciing tu dong bi thay déi theo;

- Néu chon ¥ addtatemplate | | Style d6 s& duoc luu lai tép Normal.dot ciia word.
Khi d6 Style nay c6 thé duoc st dung trén moi tép van ban. Néu khong chon
muc nay, thi Style Mucl chi co tdc dung trén tép van ban dang mo.

- Sau khi thiét 1ap day du thong tin cho Style méi, nhan nit OK dé hoan tat.
- Gia su dinh dang cua Style Mucl la:
Tén style: Mucl
Phong chi: _'VNBLACKH
Cochii: 14
Phim néng: Ctrl +1

Budc 3: Su dung Style vira tao dugc: Gia str c6 doan van ban sau:

Style 12 mot tap hop cac dinh dang van ban ctia mot doan cho trudc, 6 tén goi va co thé
dugc gdn bsi mot t6 hop phim néng.

Néu muoén doan van ban nay cé dinh dang nhu Style Mucl da tao duoc & trén,
hay lam nhu sau:

Budc 1: Dat diém trd 1én doan van ban cin dinh dang;

Budc 2: Nhén t6 hop phim néng Ctrl + 1 d€ goi Style Mucl. Doan vin ban da
chon s€ c6 dinh dang nhu style Mucl:

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

1.7.2 Gan Style cho mau da duoc dinh dang

Khi da c6 mot doan da duoc dinh dang trén tai liéu, mudn gan né boi mot style,
hay lam nhu sau:

Budc 1: Dit diém trd 1én doan can gan style;
Budc 2: MG hop thoai Style bang cdch mé muc chon Format | Style..
Budc 3: Nhan nit New dé tao mot style méi:

- Muc Name, g6 vao tén Style mudn tao;

- Nhan lén nit Shortcut key.. dé gén phim tat cho Style nay;

- C6 thé tu stra dinh dang Style nay khi nhin nit 1énh Format va chon cic tinh
nang dinh dang can thiét;

Tac gia: Nguyén Son Hai, Trung tdm Tin hoc - Bd Gido duc va Dao tao. Email: nshai@moet.edu.vn




- Cu6i cung nhan OK dé€ hoan tit viéc gan style méi ndy cho doan van ban dang
chon trén tai liéu.
1.7.3 Piéu chinh Style
Dé tu stra lai dinh dang cho Style, hdy 1am nhu sau:

Budc 1: M& hop thoai Style va chon tén Style cin tu stta & danh sach Styles:
(vi du muén tu stra lai dinh dang style Mucl)

Style 2lxl
Skyles: Paragraph preview

» & Defaul: Raragraph Fonk |«

SN P LE TENTSA NP LE TEXTSANFLE TEXTSA N TLE TEXTSAN P LE
TENTSA NP LE TEXTSANFLE TEXTSA H I LE TEXTSANPLE
~ TENTSAHPLE TEXTSAHPLE TEXTSA HI LE TEXTSAHPLE
Ch()n style can TENTS HPLE TEXTSAHPLE TEXTSA HY LE TEXTSAHPLE
N 5
A \ TENTSAHP LE TEXTSAHFLE TEXTSA HT LE TEXTSAHPLE
diéu chinh ! TENTSA NP LE TEXTSANFLE TEXT

1

haracter preview

-VYNREVUEH

Descripkion
LI Mormal + Font: vnRevueH

Lisk:

IStvIes in use j
Qrganizer. .. | Mew. .. I todify. .. | Delete |
Apply I Close |

Budc 2: Nhan nit Modify.. hop thoai Modify Style xuat hién cho phép thay déi
lai dinh dang cta style nay:

Modify Style 2 x|

WE=H Style tvpe:

Mucl IF‘aragraph j
Based on: akwle For Following paragraph:
I 1 Mormal j I 1 Mucl j
Presview

SAHPLE TEXTSANPLE TEXTSANPLE TEXTSANPLE TEXTSANPLE
TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE
TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE

Description
Mormal + Fonk: | YnRewueH

[ add to template ™ Autamatically update
| Ik I Zancel | Format = | Shartout Key. .. |

- C6 thé thay d6i lai cdc dinh dang khi nhan 1én nit Format, chon kiéu dinh
dang va thuc hién thay déi ching;

- C6 thé thiét lap lai phim néng khi nhan nit Shortcut key..;
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- Va ¢6 thé lam dugc tat ca nhitng viéc doi v6i Style nay nhu da 1am khi tao
Style mai.

- Cu6i cuing, nhan OK dé déng y moi su thay déi.

Lg’\ Trén tép tin Normal.dot clia word luén chira s&n style c6 tén Normal. Pay 1a dinh dang ngdm dinh cho
van ban khi soan thdo trén word. Ban nén slra dinh dang style nay phu hop véi dinh dang van ban thudng
xuyén lam viéc. Vi du:

- Font chir (Font name): .vnTime

- Co& chir (Font size): 13

- Lé (Alignment) : Justify

- D6 gian dong (Line spacing): Single

- Khoéng cach dong truGc clia doan (Spacing before): 6

- Khoéng cach dong sau clia doan (Spacing after): 4

1.7.4 Quan ly cac Styles
Dé quan 1y cdc Style trén Word ciing nhu cdc styles dang sir dung trén tép tai
liéu dang md, hay lam nhu sau:
Budc 1: M& hop thoai Style va nhan nit Organizer..:

Skyles: Paragraph preview

b & Default Paragraph Font ;I
1 Mucl

Character preview
[

Nhén lenday | Times Mew Foman
de tiép tuc..
-
LI Fank: Times Mew Roman, 12 pt, English {U.5.), Flush
Lisk: left, Line spacing single, YWidoworphan control

Skyles in use/ ﬂ

Mew, .. Maodify. .. | Delete |

Apply | Cancel |

Hop thoai Oganizer xuat hién cho phép quan 1y céc style cé trén word ciing
nhu trén tép tai liéu dang mo:

Tac gia: Nguyén Son Hai, Trung tdm Tin hoc - Bd Gido duc va Dao tao. Email: nshai@moet.edu.vn




Skyles | AutoText I Toolbars | Macro Project Ikems |

To Mormal dot:

Copy Me Chuong ;I
4' Defaul: Paragraph Font

Dielete | Mormal
— Tieude
Renarme. .. |
[ -]
Skyles awailable in: Skyles available in:
Document1 {Cocument) j I ormal, ot {global template) j
Close File | Close File |

Descripkion
The Fonk of the underlying paragraph s Danh séch cdc style
c6 thé quan 1y

Close

- Danh siach In Documentl: liét ké cac style dang su dung trén tép
Documentl.doc (t&p dang mo);

- Danh sach To Normal.dot: liét ké danh sich céc style c6 trén tép Normal.dot
cua word (cdc style trén tép normal.dot c6 thé chia sé cho tat ca céc tép word
khac su dung duoc);

- Mt khdc ta cling c6 thé thay doi cac styles trén danh sach nay bang cdch chon
tép tai liéu & hop Styles available in:

- Quan ly style 12 thém vao, xod di hodc d6i tén cac style cho tai lieu dang m&
hoac cho tép normal.dot ctia word.

- Sir dung niit Copy dé sao chép mot style gitta hai danh séach trén;
- St dung niit Delete dé xo4 style dang chon;
- St dung nit Rename dé déi tén style dang chon;

- Cuo6i ciing nhan Close dé két thiic.

1.8 TIM KIEM VA THAY THE VAN BAN
Tinh nang Find & Replace trong Word gitp tim ki€m van ban, dong thoi gitp thay
thé mot cum tir bdi mot cum tir méi. Diéu nay gidp ich rat nhiéu khi ban phai lam viéc
trén mot s6 luong trang van ban rat 16n (mot gido trinh, mot bao cdo dai ching han).
1.8.1 Tim Kkiém van ban
Pé tim ki€m mot cum tir trong tai liéu ciia minh, 1am nhu sau:
Budc 1: Chon vung van ban muon tim ki€m;
Néu khong Iva chon mot ving van ban, Word sé thuc hién tim ki€m trén toan bo
tai licu.
Budc 2: Khoi dong tinh nang tim ki€m van ban bang cach: kich hoat muc chon

Edit | Find.. hoac nhan t6 hop phim tat Ctrl + F, hop thoai Find and Replace
xuét hién:
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Find and Repl _ NN 7] x
e GO cum tur can 2|
Find | Replace | G0 To | tim vao day !

Find whak: |'v'iet Tarn :I
Nhén lén day
dé tiép tuc

I Highlight all items Found in: P

IMain Dacurnent j

Cancel |

Search Cptions
Search; all -
[ Match case
I~ Find whole words only
[ Use wildcards
™ Sounds like (English)

[ Find all word Forms (English)

Find

Farmat = | Special - | [o Formatting |

Buéc 3: Thiét lap cic thong tin vé tim kiém trén thé Find. Y nghia cdc muc tin
nhu sau:

GO0 tur can tim ki€ém vao muc Find what: vi du: Viet nam;

Thiét 14p cac tuy chon tim ki€ém & muc Search Options nhu sau:

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

Find whole words only- chi tim trén nhiing tir doc lap

Budc 4: Nhan nit Find next, may s€ chi dén vi tri van ban chita cum tir can tim.

1.8.2 Tim va thay thé van ban

Tinh nang nay gidp tim ra nhitng cum tir trén van ban, déng thoi ¢6 thé thay thé
cum tir tim duoc boi mot cum tir méi. PE thuc hién tinh nang nay, 1am nhu sau:
Budc 1: Chon ving van ban mudn tim ki€ém; khoi dong tinh nang tim kiém van
ban;
BudGe 2: Thiét 1ap thong tin vé cum tir cdn tim va cum tir sé thay thé & thé
Replace cua hop thoai:

Find and Replace N NN il
GO cum tlr can tim ! 2|
Find Replace | GaTa J
Find what: Wit narm ~ N ~ i
= I G0 cum tir s€ thay thé !
Replace with: ;I

Less % | Replace Replace All | Find Mext I Cancel |

Search; all -

[ Match case

™ Find whole words anky

[ Use wildcards

[ sounds like (English’

[ Find all word Forms (English)
Replace

Search Options

Farmak = | Special = | Mo Fatrnatking |

- GO cum tir can tim ki€ém vao muc Find what:
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- GO cum tur s€ thay thé 6 muc Replace with:

Hop thoai trén thiét 1ap thong tin tim ki€m cum tix Viet nam, néu tim thdy c6 thé
thay thé cum tir d6 boi Viét Nam.

Budc 3: Nhan nit Find next dé tim dén vi tri vin ban chita cum tir can tim. Khi
tim thdy, c6 thé bdm niit Replace d€ thay th¢ cum tir tim dugc boi cum tir da chi
dinh & muc Replace with: hoac nhin nit Replace All, Word s€ tu dong thay thé
toan bo cac cum tir sé tim duoc nhu chi dinh.

1.9 TINH NANG AUTOCORRECT

Day la tinh nang tu dong stra 16i chinh ta rat manh trén Word. N6 gitip tdc do soan
thdo van bdn ciia ban nhanh hon nhd nhitng tix viét tat va tranh duoc cdc 16i chinh td
khong can thiét bdi kha nang tu dong stra 16i chinh ta cua nd.

1.9.1 Thém mot tur viét tat

Pé them mot tir viét tit, thuc hién theo c4c budc sau:

Budc 1: Khoi dong tinh nang AutoCorrect biang cdch md muc chon 1énh: Tools |
AutoCorrect.., Hop thoai AutoCorrect xuat hién:

AutoCorrect: English [U.5.] ﬂﬂ

AukoCorrect | AuktoFormat As You Type I AukoTexk I AutoFaormat I

v Correct Twio INitial Capitals Exceptions. .. |

W Capitalize first letter of sentences
Iv Capitalize names of days

¥ Correct accidental usage of cAPS LOCK key

—F'Replace texkt as vou type
Replace: with: % Flain ket " Formatted bext

|vb E
Cum tir s€ thay th€ ‘I

vis-a-vis
wEry
wilnerable
was not

=
what ;I

Add Delete

[T autormatically use suggestions from the spelling checker

oK | Cancel |

- GO cum tir viét tat vao muc Replace:

- GO cum tu s€ thay thé€ vao muc With:

Vi du: mu6n viét tat tir van bdan boi vb thi:

Replace go vb

With g0 vdn bdn

Budc 2: Nhan nit Add dé ghi thém tir ndy vao danh sach viét tat cia Word.

1.9.2 Xoa di mot tir viét tat
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Pé x04 di mot tir viét tit, thuc hién theo cdc bude sau:
Budc 1: Khéi dong tinh nang AutoCorrect;

Budc 2: Tim dén tir viét tat cAn xod bang cach go tir viét tat vao muc Replace.
Vi du muon xo4 tir vb — vdn bdn via thiét 1ap & trén, hay go vb vao muc Replace;

Budc 3: Nhan nit Delete dé xod cum tir viét tat nay.

i\ Khi chiing ta soan thdo trén Word, thudng hay gap phai 16i sau:

Né&u gb chir thi, may sé tu dong slra thanh thl

Gb6 chit thién, may tu dong slia thanh thlén

Tic 14 chit i (i thudng) sé tu dong chuyén thanh I (I hoa). L6i nay do AutoCorect dat sira 16i chinh t& i
thanh I (vi trong ti€ng Anh I c6 nghia la t6i, va ching ludn dudc viét in hoa trong cau). Dé stia 16i nay, hay
thuc hién xo4 di kiéu viét tat chir i bdi tinh nang Delete clia AutoCorrect.

1.9.3 Cac tuy chon vé sira 16i chinh ta

AutoCorrect cho phép thiét 1ap mot sd tinh chat tu dong stta cac 16i chinh ta
trong qud trinh soan thao. Dé thiét 1ap cédc tinh chat tu dong sira 161 chinh ta, hay
lam nhu sau:

Budc 1: Khoéi dong tinh nang AutoCorrect;

Budc 2: Thiét 1ap céc thong s6 vé tu dong stra 16i chinh ta bang cdch chon
(checked) cac muc sau:

¥ Correct Tia INitial CApitals | - tu dong stra nhitng tir néu c6 2 ky tu hoa dau dong sé
chi dé lai ky tu hoa ddu tién. Vi du TWo sé& tu dong sira thanh Two;

¥ Capitalizs first letter of sentences |y dong sira kY tw ddu tién clia mot cau thanh ky tu in
hoa;

IV Capitalize names of days | - viét in hoa cho ky tu ddu tién  cta ngay. Vi du: s€
luon stra 1a Monday;

¥ Correct accidental usage of cAPS LOCK ke',.fl _ tl.l’ dOng stra 161 kléu nhu cAPS LOCK khi bﬁt
nham phim Caps lock. Khi d6 mdy s€ stra thanh Caps lock.

1.10 CHEN KY TUDAC BIET

Trong qud trinh soan thao van ban, nhiéu lic chiing ta cAn chén mot sd ky tu dic
biét vao tai liéu (khong c6 trén ban phim) vi du nhu: V, ¥, T, 4, 4, >, ... Tinh nang
Insert Symbol cia Word gitp don gian lam viéc nay.

1.10.1 Chen Ky tu dac biét

Chon vi tri can dat ky tu dac biét, ti€p theo mé muc chon Insert | Symbol... Hop
thoai Symbol xuat hién:
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21x
Symbuols |Sp_ecial Charactersl
Font: |5ymbol :I
VIw|# |3 |%|& = (|1 *]|+].|-| [F|0fL1]|2]|3|4]|5]|a|7|&|2]:]|;
<|=|>|?|=|A|B|X|A|E|(2|T|H AMNOIIN@P|Z|T|T|g|R
Blelz|{] 1)L | Te|plx|s nlv|g|le|d|p|v|ofn|®|p|o
tluo|o|a|E|yw|Cli|]|}|~|0]|0 g|o|o|ojo|ofo|ofo|ofo|o
ojojojojojo|jofo|ojo|o|ofoo|o|o|0fT| || |o|f|m|e|v| al=
| T]=| || ]|z x|ec|a]e|+]|=|=|=]|. || |2 |2|3]|®]|p|2|| a]|~
vls|zlelc|ele|e| 2| v@ =] || A | viels s o] (8 |e
wiE| ML L e r R T A ) o
F_\utoCnrrect...l Shnrtcutﬁey...l Sharteut key:
Insert I Cancel |

O thé Symbol, c6 thé tim ky tu dic biét can chén 1én vin ban. Trong trudng hop
khong tim thdy, c¢6 thé tim ky tu & danh muc khdc bing cdch chon mot danh muc

tap hop céc ky tu & muc Font: | =
N N A g . A 2~ , - LN 9 » .9 9
Man hinh trén hién thi tap hop cac ky tu dac biét cua danh sich Symbol. Gia su
khi chon hop Font 13 [Mapirfa Certographic ~l|danh sach céc ky tu dac biét s& nhu sau:
Symbol 21|
Symbols I Special Characters I
Fonk: IMapInFo Cartographic LI
m(o|0|o|(o|of+|c|e|(o|C|o|o|e|a|a|e|e|la|Fla|v|a|a|x|
@lole | s|c|alola] «|+]+ Wl ||| =| A28 0|0|0|A]P
o | | | | | W | ] Blo|lh|d|w=|s|a]=|a|lk|~=~|0(0
gpjojojo|o|jo|jo|jo(o0|0|0| o2 |0(0|0(0|O|O(O|Of(O|O|O(O|0OfO
gjojo(o|jofo|jojof(o|ofo|jofjo(o|Oo(ojofo|o|Oof(ojofo|jo|Oo(ojofnO
gjojo(o|jofojojofo|jofojofo(o|o(ojofojo|ofojofjojo|ofjojofo
o|o gjojo|jojo(ojojo|jojo|(o|jo|(o|ojo|o|jOo|Ofo|jO(O|O|O(O]|O
g|jojo(o|jofojojof(o|o|lojofo(o|o(ojofo|jo|Oof(ojofo|jo|O(o|jofoO
AutoCorrect. .. Shorbcut Key, .. Shortout key:
Insert I Cancel |

Khi thdy ky tu can tim, c6 thé chén ching Ién tai liéu bdi mot trong hai céch sau:
Cach 1: Nhan kép chuot 1én ky tu can chén;
hodc

Cach 2: Chon ky tu cin chén bang cdch nhan chuot trdi 1én nd, r6i nhan nit
Insert dé chen ky tu lén tai liéu.

Vi tinh nang nay, ban c6 thé chén mot lic nhiéu cdc ky tu dic biét 1én tai lidu.

Pac biét: ¢6 hai chiic nang rat thuan tién néu ta phai dung nhiéu ky tu dac biét nao
do trong soan thao, d6 1a gan t6 hop phim néng va thiét 1ap cum tir viét tit cho ky tu
dac biét.

1.10.2 G4an t6 hop phim néng cho Ky tu dac biét

Mbi ky tu dac biét, ban ¢6 thé gdn mot t6 hop phim néng dé€ sau nay khi soan
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thdo chi can bam t6 hop phim d6, ky tu dic biét tuong ting s& duoc chen lén tai
liéu. Hay lam nhu sau:

Budc 1: M6 hop thoai Symbol,
Budc 2: Tim dén ky tu dic biét cin gdn phim tit, nhan chudt trdi lén ky tu d6 dé

chon:
2| x|
Symbols |Sgecia| Charactersl
Font: ISyman j
wlalalwlals| ol =+ [-] [/]oli]2]s]a]s]a]7]e]e] ];
<|=|>|?|=|A|B|X|A|E|®|C[H AM|W|O|IT|@|(P|Z|T|T| g |2
E‘-I-fZ[.'.]J___cx.[erS nlv|gle|d|p|lv|io|n|e|p|o
t|ufw|e|Ely|C]i|]]}]~]|0]O o|ofjo|jo|o|jo|o|o|afo|o|o
ojojo|o|o|jo|o|ofja|oo|o|o|ojgao|o|T]‘|&]|x|f|n]|®|w| sl
| Tl= L] |2 x|ec|a]o|+]|2|=|=]. | | |H2|R]|3|0|e|lo|®a]|~
vizslolelc|clel el wlele O - | oA viele 2 e (el
s AT LA Y o DR o
A_utoCorrect...l Shnrtcut&ey...l Sharkeut ke
Insert I Cancel |

Budc 3: Nhan nit Shortcut Key.. , hop thoai Customize Keyboard xuat hién:
2 x|

Cakegories: Commands:
Close |
Al Commands d -

j LI Remoye
Press new shorkout key: Current keys: Reset all... |
Jai+o =]
Currenthy assigned to; wmbol
[unassigred] ;I ¢
escripkion .
Symbal; 61542 Sayve changes in:
INormaI.th VI

Khi con tr6 dang & muc Press new shortcut key: hdy nhan t6 hgp phim néng
can gan. O vi du trén, gia sit muén gan t8 hop phim Alf + O cho ky tu ¢, hiy bdm
t6 hop phim Alf + O, ti€p theo bdm nit Assign dé diang ky phim tit nay. Khi hop
thoai sau day xuat hién, tifc 1a ban da gan phim tat Alt + O cho ky tu ¢
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Customize Keyboard 2=

Cakegories: Commands;

Close |
all Cormmands |=]
Assign |
Phim néng da
[ duoe gin |
Press new shorkcut key: Reset all... |
Eymbol
escripkion
Symbal; 61542 Save changes in:
INormaI.dnt vI

Cach sir dung:

Sau khi di thiét 1ap t6 hop phim tét cho ky tu ¢, dé chén ky tu nay Ién tai liéu ban
khong can quay lai tinh niang Insert Symbol nita, ma chi cin nhan t6 hgp phim Al
+ 0. Ky tu ¢ s€ dugc cheén vao vi tri ma con tro dang chon.

1.10.3 Gan tir viét tat cho ky tu dac biét

Ngoai viéc gdn t6 hop phim néng cho mot ky tu dic biét, ta con cé thé gan t6
hop ky tu thay cho ky tu dac biét thong qua tinh nang AutoCorrect.

Vi du, dé chén ky tu dac biét ¢ ban c6 thé gan nd boi t6 hop ky tu fi, cdch lam
nhu sau:

Budc 1: Khoi dong tinh nang Insert Symbol;
Budc 2: Tim dén ky tu dic biét cin gan phim tat, nhan chuot trdi 1én ky tu dé dé

chon:
Symbol llll
Symbols |Sp_ecia| Charactersl
Fonkt: |Symbol ;I
!V#EI%&B()*+,‘|-|f0123456789;-,
<|=|x|?|=|A|B|X|A|E|2|T|H AM|N|O|O[@ P|E|T|T|c|Q
glelz||- 1L Je|r]x]8 nlv|g|e|d|p|v|o|a]|g|p|o
tlu|m|e|Ely|C{{|]]}]|~|0[O0 go|o|jojoO(ofo|o|o|o|o|o|o
o|ojojo|o|jojojo|o|jojo|o|o|o(o|o|o|T| || |o|f|n| e(v| s
| Tl ] | 2 x| a]e|+]|=|=]=]. | | |Ha 8] 2|0|e|2|®| 2]~
vlslolelelc|ele|2| 7@ @1 ] - |a |~ vl =L o] (||
s ML s Y ol ey 1 a0 s o
&utoCorrect...l Shiortcut ﬁey...l Shorkout key:
[ Inset | Cancel |

Budéc 3: Nhan chuot 1én nit AutoCorrect, hop thoai AutoCorrect xuat hién:
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AutoComrect: English [U.5.]

AukoCorrect |

W Correct TWo Initial CApitals

IV Capitalize First letter of sentences

v

wd Gotr cén gdn
vao day !

s =

inli -]

CAPS LOCEK key

21|

Exceplions. .. |

T

with:  © Plain text

% Formatted bext

¢

Fianlly
fidn
Finalyl

firends

firts
Follwo

Follwoing

[~ auk

finally
find
finally
friands
first:
Follow
Following

[

add Delete |

ormatically use suggestions Fram the spelling checker

(a]4 | Cancel |

Hay go vao t6 hop ky tu thudng cin gdn cho ky tu dic biét ndy vao muc
Replace. O vi du ndy, muén gén t6 hop ky tu fi cho ky tu dic biét ¢, hdy g6 fi vao

muc Replace;

Budc 4: nhan nit Add dé dong y cho viéc gan vira réi. Cu6i cung nhian Ok dé

dong hop thoai.
Cach sir dung:

Gia sir ban da thiét 1ap fi cho ky tu ¢ nhu trén, néu phai gd biéu thiic:

¢ = 2n+1 chi can go fi = 2n+1

CAU HOI VA BAI TAP CHUONG 1

Cac cau hoi kiém tra ly thuyét:

1.

Hiy néu nhitng kha nang ma phan mém Microsoft Word ¢6 thé 1am dugc
cho cong viéc van phong ma ban duoc biét?

Phan biét su khac nhau gitra hai khai niém: nhip van ban va soan thao van
ban?

Phan biét su khac nhau gitra hai khdi niém van ban va tai liéu?

Thong thuong tép van ban Word ¢6 phan mé rong 1a gi?

Thé nao 12 mot khoi van ban? Néu cic thao tdc can thiét dé co thé di
chuyén mot khoi dén vi tri khac, dé sao chép mot khoi twong tu dén vi tri
khéc?

C6 thé sur dung phim tit € md hop thoai chon phong chit duoc khong?
Néu duoc, do 1a t6 hop nhitng phim gi?

Néu cdc t6 hgp phim tit can thiét dé: thiét lap chit béo, thiét lap chi
nghiéng, chit c6 gach chan?

Thé nao 1a mot doan van ban? Mot doan vin ban c6é thé nadm trén nhiéu
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trang van ban dugc khong? Néu dugce thi trong truong hop nao?
Bai tap thuc hanh
G0 cac doan van ban sau:
Bai tap 1:

Hé thong mang may tinh day hoc AVNET dugc cong ty SCC trién khai tir
gifta nam 1996 trong cac truong dai hoc va trung hoc cling nhu c4c trung tam tin
hoc - ngoai ngit d3 mang lai nhi€éu hiéu qua thiét thuc cho viéc day va hoc.
AVNET da duoc dong dao nguoi sit dung hoan nghénh vi tinh than thién va hién
dai. AVNET xiing diang 12 mot hé diéu hanh 16p hoc vi trén nén cuia AVNET
thdy gido c6 thé quan 1y toan dién 16p hoc dong thoi day va ki€ém tra nhiéu mon
hoc khéac nhau.

Bai tap 2:
Trong s6 cdc chuong trinh phét trién kinh t€, xa hoi Thi do dén nam 2010 ¢6 du
4n tu bo va ton tao khu di tich Vian Miéu - Quéc Tir Gidm, noi dugc coi 1a biéu
tuong cta van hoa Viét Nam. Viéc trung tu, ton tao Van Miéu - Quoc T Gidam
12 mot trong nhitng viéc dugc quan tAm ctia Ha Noi chudn bi tién t6i ky niém
1000 Thang Long.

Nam 1991, sau khi dugc Bd Van hoa - Thong tin phé duyét, Du 4n bao ton, tu
b6, ton tao va khai thac du lich Van Miéu - Quéoc Tir Gidm da tién hanh. Nha bao
quan 82 bia tién si duoc xay dung bang s6 tién 70.000USD, tai Bdi Dudng trang
nghiém, c6 kinh, thudng xuyén cé céc hoat dong truyén thong; ky niém ngay
sinh cta cdc danh nhan, 1€ dang huong, rudc kiéu vao dip Tét Nguyén dan, Van
Miéu - Quoc T Giam da don 920 nghin lugt khac du lich trong dé c6 550 nghin
luot khach quoc t€ ...

Vé6i dién tich hon 54.000m? & trung tam thanh phé vi thé c4c hoat dong vin hod,
nghé thuat dan toc 16n thudng dugc t6 chiic tai day. C6 duoc khong gian va trang
thiét bi thich hogp, day du, khu di tich Van Miéu - Quoc T Giam s€ 1a noi luu
danh danh nhan van hod can, hién dai v6i ndi dung va hinh thic thich hgp, trung
bay c¢6 tinh chat bao tang vé lich sir hoc hanh, thi clr clia Viét nam, t6 chifc cac
cudc hoi thao khoa hoc, ky niém danh nhan van hod, trao tang hoc ham, hoc vi
va nhitng danh hiéu cao quy ctia Nha nuéc cho céc nha khoa hoc dé ti€p noi
truyen thong hi€u hoc, trong dung nhan tai cta dan toc

Bai tap 3: Thuc hién soan thao va dinh dang theo mau sau:

DINL DANG
FONT CHA
- Bdnh d&u khéi van ban
- Chon Format > Font > xéc dinh chi 1iét cdc thude tinh (font chit,cd, mau...)

Hodc cd the chon tiing thudc tinh trén thanh cdng cu

THD CHA CAY BAN DONG.
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- Bdénh d&u chit cdi can trang tri

- Chon Format > Drop Cap.. > xéc dinh kidu trang tr, séldéng, fom’r chix...

Bai tap 4 :Thuc hién tao cac Bullet va Nubering sau day 1én tai liéu:
1. D€ ¢ thé hoc tap tot Tin hoc ban phai:
- Gioi tiéng Anh, dic biét 1a kha niang doc hiéu tai liéu tiéng Anh;
- Ham hoc hoc hoi, dic biét 1a s thich tim tdi va kham ph4 bf 4n;
- C6 k€ hoach va ky luat hoc tap tot;

- Chiu khoé giao luu véi cac ban cung 16p, cung s& thich tin hoc, dac biét giao
luu véi cdc dién dan tin hoc trén mang Internet;

- Cu6i cung, ban hay luon coi mo tdm long dé€ tu sira minh, dé cung hoc hoi.
Ni€m vui s€ dua ban dén nhiing thang 1¢i !

2. Quan diém cuia ban nhu thé nao dé hoc t6t mon Tin hoc?

Bai tap 5: Soan thao cac cong thic sau:

1L VE(X0)+Y A4V (X°)+ Y 4,Vh (X°) =0
i=1 =1
2. LGS, A )= F(X)+ AV (X —5)+Y 4, Vh; (X )
i=1 j=1

3. S ={X

Xi=AX] <X, <AX{,i=1..,n
X =[X1,X2,...,Xn]T

B 1
g;(X)
4., P(X)= i[|:gi(x)j|+39i(x) ], g,(X)<-g,
9o Y 9o g, -9,
Jo =Co472

5. H._ =H,|1+ r H, 7z, |00, B S, H +H, 7,8,
G S 7

Bai tap 6: G0 vao doan van ban va chia thanh 2 c6t nhu sau:

ong s6 cdc chuong trinh phat trién cua van hod Viét Nam. Viéc trung tu, ton

kinh t€, xa hoi Thu d6 dén nam 2010 cé
du 4n tu bo va ton tao khu di tich Vian Miéu
- Quoc T Gidm, noi dugc coi 1a biéu tuong

tao Van Miéu - Quoc Tk Giam la mot
trong nhiing viéc dugc quan tam cua Ha
Noi chuén bi tién t6i ky niém 1000 Thang
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Long.

am 1991, sau khi duoc Bo Van hod -

Thong tin phé duyét, du 4n bao ton, tu
bo, ton tao va khai thac du lich Van Miéu -
Quoc T Giam da tién hanh. Nha bao quan
82 bia tién si dugc xay dung bang sO tién
70.000USD, tai Bai Buong trang nghiém,
c6 kinh, thudng xuyén c6é cdc hoat dong
truyén théng; ky niém ngay sinh cla cac
danh nhan, 1€ dang huong, rudc kiéu vao
dip Tét Nguyén dan, Van Miéu - Quoc Tu
Gidm da don 920 nghin lugt khic du lich
trong d6 c6 550 nghin luot khach quéc t€ ...

‘ J Gi dién tich hon 54.000m’ & trung tam
thanh pho vi thé cac hoat dong van

Bai tap 7: Soan thao cidc mau sau:
A =b*-4ac
S=2nr’

hod, nghé thuat dan toc 16n thuong duogc
t6 chic tai day. C6 duoc khong gian va
trang thiét bi thich hop, diay du, khu di
tich Van Miéu - Quoc T Giam sé la noi
Ivu danh danh nhan van ho4 can, hién dai
v6i ndi dung va hinh thic thich hop, trung
bay c6 tinh chét bao tang vé lich st hoc
hanh, thi cir cia Viét nam, t6 chitc céc
cuoc hoi thao khoa hoc, ky niém danh
nhan van ho4, trao tang hoc ham, hoc vi
va nhitng danh hiéu cao quy ctia Nha
nuéc cho cic nha khoa hoc dé ti€p noi
truyén théng hi€u hoc, trong dung nhan
tai cua dan toc.

Ban quyén ctia Cong ty T&M 2002-2003°
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CHUONG 2:
BANG BIKU

2.1 TAO CAU TRUC BANG

2.1.1 Chen bang moi
Cach 1: Sir dung muc chon Insert Table

Dé chén mot bang mdi 1én tai lieu, md muc chon: Table | Insert | Table... Hop
thoai Insert Table xuat hién:

Insert Table x|
Table size
Murnber of columns: |3 E‘
Murnber of rows: |3 E‘

AutoFit bebavior

% Fixed column width: I.ﬁ.utu 5‘

£~ AutoFit to contents
£~ AutoFit o window

Table Format  (none) AukoFarmat, . |

[w Set as default for new tables

Zancel |

Hay dién thong tin vé cau tric bang mai 1én hop thoai nay:

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

- G0 s6 cot cua bang vao muc: Number of columns:
- (G0 s6 dong ctua bang vao muc Number of rows:
- Muc AutoFit behavior: thiét 1ap mot s6 cac thuoc tinh tu dong can chinh:

- Fixed column with: s& c¢6 dinh chiéu rong ctia mdi cot 1a: Auto — tu dong cin
chinh chi€u rong cho cot; hodac ban gb vao do rong cia mdi cOt vao muc nay (tot
nhat chon Auto, vi ban c6 thé cian chinh do rong clia cdc cot sau nay);

- AutoFit contents: tu dong di€u chinh do rong cac cot khit véi dir liéu trong cot
ay;

- AutoFit window: tu dong di€u chinh do rong cac cot trong bang sao cho bang
c6 chiéu rong vira khit chi€u rong trang van ban.

Nén chon kiéu Auto ciia muc Fixed column with:

- Nit Auto format cho phép ban chon lua dinh dang ctia bang sé tao theo mot s
mau bang da c6 san nhu la:
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Table AutoFormat ilil

Formats: Preview

{none) -
Simple 1
Simple 2

Simple 3

Jan Feb Mar Total
East |7 7 5 19
West |B 4 7 17
South |8 7 9 24

Classic 2

Classic 3 Tatal |21 18 21 B0
Classic 4

Calorful 1 Chon kiéu dinh

Colorful 2

dang & day!

Formats to app

v Borders [+ Fank v autoFit
¥ shading W Color
Apply special Formats ko
v Heading rows | Lask row
Iv' First colurm [ Lask calurnm
oK I Cancel I

Hay chon mot kiéu dinh dang & danh sich Formats: (néu ban cam thdy ung y).
Nguoc lai ¢6 thé bam Cancel dé bd qua budc nay.
- Néu chon muc ¥zt as default for new tables: | thi thong tin vé cau tric bang hién tai s& 1a
ngam dinh cho cac bang tao méi sau nay.

- Cuoi ciing nhan OK dé chén bang 1én tai liéu:

Cach 2: St dung thanh cong cu: Ban c6 thé nhin nit Insert Table trén thanh cong
cu Standard dé chén mot bang 1én tai liéu. Bang chon sau day xuat hién, cho phép
chon s6 dong va so cdt ciia bang:

| | .

HEE | |
L
pDIDD

3% 3 Table
Hinh trén chon mot bang méi véi 3 dong va 3 cot. Sau khi thuc hién 1énh trén, sé
thu dugc két qua nhu sau:

2.1.2 Stra cau truc bang
Sau khi da chén mot bang lén tai liéu, ban van c6 thé thay ddi cau tric bang bing
cach: chén thém hoac xo4 di cac cot, cac dong cua bang.

Gia st ban da cheén va nhap di liéu cho bang nhu sau:

STT | Ho tén Ngay sinh
1 | Nguyén Van Nam 12/3/1983
2 | Tran Thi Binh 22/1/1981
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Bay gior muon chén thém mot cot Gidi tinh vao sau cot Ho tén. Ban cé thé lam nhu
sau:

Budc 1: Dat diém tro 1én cot Ho tén;

Budc 2: M6 muc chon Table | Insert | Columns to the right (tic 1a chén thém mot
coOt vao bén phai cot dang chon). Mot cot méi duoc cheén vao bén phai cot Ho tén:

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

Hay thuc hién nhap dit liéu cho cot Gidi tinh nay:

STT | Ho tén Gioi tinh | Ngay sinh
1 | Nguyén Van Nam | Nam 12/3/1983
2 Tran Thi Binh Nix 22/1/1981

Mudn chén thém dong vao cudi bdang dé nhdp thém dit liéu, lam nhu sau:
Budc 1: Dit diém tré vao dong cu6i cung (Tran Thi Binh);

Budc 2: M6 muc chon: Table | Insert | Row below (tiic 1a chén thém dong méi
vao phia dudi dong dang chon). Mot dong méi dugc chén vao bang.

STT | Ho tén Giéi tinh | Ngay sinh
1 | Nguyén Van Nam | Nam 12/3/1983
2 | Tran Thi Binh Nit 22/1/1981

Ngoai ra, khi sir dung céc thao tdc vé con tro truc ti€p 1én bang ban c6 thé don gian
khi thuc hién viéc chinh stra cdu tric bang.
Dé chén thém (cdc) cot mdi vao bdng, ban lam nhu sau:
Budc 1: Chon (boi den) toan bo c6t muon cheén: gia st mudn chén thém 1 cot vao
trudc cot Ngay sinh, ban boi den toan b cot Ngay sinh;
Budc 2: Nhdn phai chuot 1én ving boi den cua bang, r6i mé muc chon
fi_Insert Columns | Mot cot méi s& duoc chén vao trude cot Ngay sinh.

Tuong tur, dé chén thém (cdc) dong mdi vao bdng, ban lam nhut sau:

Budc 1: Chon (boi den) toan bd dong mudn cheén: gia st muon chén thém 2 dong
1én dau bang, ban boi den toan bo 2 dong ¢6 STT 1a 1 va 2;

Bude 2: Nhdn phai chuot 1én ving boi den clhia bang, r6i md muc chon
=% Insert Rows | Hai dong méi s& duoc cheén lén trude hai dong cil.

Dé xod (cdc) cot ra khdi bang, lam nhu sau.:
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Budc 1: Chon (boi den) toan bo cac cOt mudn xo4;

Budc 2: Nhdn phai chuot 1én ving boi den cua bang, r6i mé muc chon
Delete Columns | Céc cot duoc chon sé& bi xo4 ra khoi bang.

Dé xod (cdc) dong ra khoi bang, lam nhu sau:
Budc 1: Chon (boi den) toan b cac dong muon xo4;
Budc 2: Nhian phai chuot 1én ving boi den cua bang, r6i m& muc chon
Delete Rows | Toan bo cac dong da chon sé dugc xo0d ra khoi bang.
2.1.3Tromn o

Tron 0 1a thao tac tron nhiéu 6 ké nhau trén mot bang lai thanh mot 6. Xét vi du sau:

Cac 6 da duoc tron

2} T~
] « Hoc ky 1 Hoc ky 2
STT Ho tén
HL HK HL HK
1 Nguyén Van Nam Tot Tot Khda | Kha
2 Tran Thanh Binh Tot Tot Kha | Tot

Cach lam:

DPau tién ban tao bang nhu sau:

STT | Ho tén II{QC ky Ey";

HL HK HL HK
1 Nguyén Van Nam | Tot Tot Khia | Kha
2 Tran Thanh Binh Tot Tot Kha | Tot

Sau d6 lan luot tron céc 0. vi du, dé tron 6 Ho va tén:

Budc 1: Boi den 2 6 can tron ctia 6 Ho tén;

Hoc Hoc
kv 1 ky 2
HL HK HL | HK

STT

Buéc 2: M6 muc chon Table | Merge Cell. Khi d6 2 6 da chon sé dugc tron thanh
mot 0.

Tuong tu, ban hay lan luot tron cic 6 con lai.
2.1.4 VE bang

Trong trudng hop muon vé thém cic dudng cho bang, ban cé thé sit dung chiic
nang nay.

Hay m¢& thanh cong cu Tables and Borders, nhan nit Draw Table @ Con chuot
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ldc nay chuyén sang hinh chiéc bt vé& va ban c6 thé dung né dé ké thém cic duong ké
cho bang.

2.2 DINH DANG BANG BIEU

2.2.1 Dinh dang dir liéu trong 6
Viéc dinh dang phong chit, mau chit trén bang biéu thuc hién theo nhu phan dinh
dang chit da trinh bay & (muc 1.2).

Dinh dang lé
Budc 1: Chon (boi den) cac 6 can dinh dang;

BuGc 2: Nhdy phai chuot lén viing boi den, m& muc chon =] Cell Alnment *Iroi
chon ki€u 1é muon dinh dang theo bang:

FIEE
EEE
=l =]

Pinh dang huong van ban
Ban c6 thé dinh dang huéng vin ban trong 6 (hién thi theo chiéu doc, hay chiéu
ngang). Dé dinh dang huéng, ban lam nhu sau:
Budc 1: Chon 6 can dinh dang hudng;

Budc 2: Nhay phai chuot 1én ving da chon, méd muc chon 1§t Text Diraction. . |
hop thoai Text Direction xuat hién:

Text Direction - Table Cell e |

rarientation————— Preview

Texk

Text
al

Bop Aze| 8y
Jann sduwinl xo)
unacag 3Nt ay |

Ok I Zancel |

Hay dung chuot nhan vao huéng muon thiét 1ap & muc Orientation.

Buéc 3: Nhan OK dé hoan tat.

2.2.2 To nén, ké vién
Pé t6 mau nén hay ké vién cho mot viing cua bang, cdch 1am nhu sau:
Budc 1: Chon cic 0 (boi den) can to nén hay dat vién;

Buéc 2: Nhan phai chuot 1én ving da chon, m& muc chon __Bordersand shading... |
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Hop thoai Border and Shading xuat hién:

| Page Border | Shading |

Setting: Skyle: Preview

Click on diagram below or use
buttons to apply borders

21x

i ] ez ]

Grid o
Width: [
I 12 pt j Apply ka:
Clstom ITabIe j
Opkions. .. |
Show Toolbar | Hotizontal Line. .. | (o] 4 I Cancel |

Thé Border cho phép thiét 1ap cac dinh dang vé dudng ké ctia viing Iua chon:

- Muc Style: chon kiéu dudng dinh thiét 1ap;

- Muc Color: chon mau cho dudng thang;

- Muc Width: chon do day, mong cho duong;

- Muc Setting: chon pham vi dudng can thiét lap. Ngoai ra ban c6 thé chon pham
vi cac duong can thiét 1ap dinh dang & muc Preview;

- Muc Apply to: dé€ chon pham vi céc 6 thiét 1ap cho phu hop: Table — s& thiét 1ap
dinh dang nay cho toan bo bang; Cell- chi thiét 1ap cho cac 6 da chon;

- Nhan Ok dé két thiic cong viéc.

Thé Shading cho phép thiét 1ap cdc dinh dang vé t6 nén bang:

Borders and Shading

Borders I Page Border  Shading |
Fill Preview

f Mo Fil

S

2

OO AR

IR
=I_I_II_III_

(I
| I_I_ Mare Colars, ., |

Patterns
Skyle;

Apply kot
=l el

Il:l Clear

Colar:

I Autarmatic j

[

[ ]

Shaow Toolbar | Hotizontal Line. .. |

Cancel |

- Muc Fill: chon chon mau can t6. Pa ¢6 san mot hop véi rat nhiéu mau. Ban ¢6
thé nhin nit More Colors.. dé tu chon cho minh nhitng mau khac:
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Colors

2l x|

Colors: K

Cancel |

-we

Current

- Muc Apply to: dé chon pham vi cdc 6 can t6 miu nén: Table — to toan bo bang;
Cell- chi to6 cho cac 6 da chon;

- Nhéin Ok dé két thic cong viéc.

2.3 TINH TOAN TREN BANG

Ban c6 thé thuc hién mot s6 phép tinh don gian trén bang clia Word. Mot khia canh
nao ddy thi Word ciing c6 kha nang nhu mot bang tinh dién tir (Excel), tuy nhién n6 chi
xtr 1y duogc nhitng phép toan don gian, rat la don gian.

2.3.1 Tinh téng
Gia stir c6 mot bang s6 liéu nhu sau:
TT Ho tén Luong Phu cdp | Thuc linh
1 Nguyén Nam 507000 150000 ?
2 Tran Khanh 600000 150000 ?
3 Minh Hoa 630000 200000 ?
Téng cong: ? ? ?

Ham tinh tong SUM ctia Word dé dién gia tri tong vao céac 6 ¢ dau ?
Budc 1: Dat diém trd 1én 6 can chita gi4 tri tdng. Vi du mot o trén dong Tong cong:

Budc 2: M& muc chon Table | Formula.., hop thoai Formula xuat hién:

47



Eormula:

2l

mumber Formmat;

Paste Funckion:

Paste bookmark:

=

[ o |

Cancel |

[

O muc Formula, g0 vao cong thiic can tinh. C6 3 loai cong thic tinh tong:

=SUM(ABOVE) — tinh tong cdc dong tir trén dong dat di€ém tro. Cong thic nay

duoc 4p dung dé tinh téng cho dong Tong cong;

=SUM(LEFT) — tinh téng cho cdc dong bén trdi dong dat diém tro. Cong thic nay
duoc 4p dung tinh téng cho cot Thue linh ( = Luong + Phu cap);

Tuong tu, =SUM(RIGHT) — tinh t6ng cho cdc dong bén phai dong dat diém tro.

Cu6i cing nhan OK dé hoan tat viéc tinh tong.

Sau khi thuc hién d4n cdc cong thiic tinh téng cho dong Téng cong, va cot Thure linh

ta dugc bang két qua nhu sau:

TT | Ho tén Luong Phu cép ThbSUM(LEFT)
1 | Nguyén Nam 507000 """ '1'3'0'(')()6"""6570% .
2 | Tran Khanh 600000 150000 750000
3 | Minh Hoa 630000 200000 830000
Téng cong: | 1737000 | 500000 2237000

2.3.2 Tinh trung binh cong

Gia stir c6 mot bang s6 liéu nhu sau:

’—=‘SUM(ABOVE)

TT Ho tén DTB HK1 | PTBHK2 | DTB ca nam
1 Nguyén Nam 5.7 6.5 ?
2 Tran Khanh 7.6 7.4 ?
3 Minh Hoa 7.5 8.3 ?
DTB chung ca 16p: ? ? ?

Ham tinh trung binh cong AVERAGE ctia Word d€ dién gi4 tri vao céc 6 c6 dau ?
Budc 1: Dit diém trd 1én 6 cin tinh. Vi du mot 6 trén dong PTB ca nam:

Budc 2: M& muc chon Table | Formula.., hop thoai Formula xuat hién:



Eormula:

AYERAGE(LEFT)

Mumber Format:

! =

Paste Funckion: Paste bookmark:

! =l | =
ITI Cancel |

O muc Formula, g0 vao cong thiic can tinh. C6 3 loai cong thic tinh trung binh cOng:
=AVERAGE(ABOVE) — tinh trung binh cong cdc dong tir trén dong dat diém
trd. Cong thiic nay dugc dp dung dé tinh gia tri cho dong PTB chung ca 16p:;
=AVERAGE(LEFT) — tinh trung binh cong cho cic dong bén trdi dong dat diém
tr6. Cong thic nay duoc dp dung tinh gia tri cho cot PTB ca nam = (DTB HK1 +
DTB HK2)/2;

Tuong tu, =ZAVERAGE(RIGHT) - tinh trung binh cdng cho cic dong bén phai
dong dat diém tro.

Cu6i cing nhan OK dé€ hoan tat viéc tinh tong.

Sau khi thuc hién dan cédc cong thic tinh trung binh cong cho dong PTB chung ca
16p:, va cot PTB ca nam: ta dugc bang két qua nhu sau:

TT Ho tén DTB HK1 | PTBHK2 | DTB ca nam
1 [ Nguyén Nam 5.7 6.5 6.1
2 | Tran Khanh 7.6 7.4 7.5
3 | Minh Hoa 7.5 8.3 7.9
DTB chung ca 16p: 6.93 7.4 7.17

2.4 SAP XEP DULIEU TREN BANG
Dit liéu trén bang c6 thé dugc sap x€p theo mot thit tu nao do.

Gia str ¢6 bang dit liéu sau:

TT | Ho dém Tén Piém TB
1 Nguyén Quang Anh 7.5
2 Tran Manh Ha 8.0
3 | Nguyén Diic Binh 7.2
4 | Nguyén Xuan Thang 6.5
5 | Nguyén Thi Oanh 8.0

Sdp xép bdang theo Tén va Ho dém
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Dit diém trd 1én bang cin sap x€p réi m& muc chon Table | Sort.., hop thoai Sort
xuat hién:

sot 2 x|
Sark by "
= . * fscending
ITen LI Type: IText j {~ Descending
Then by

I | Tyee: IText j ' Ascending

{~ Descending

Then by
& fscending
| =] T frex x| A bescoreding
My lisk has
¥ Header row ™ Mo header row

(a4 I Cancel | Cpkions. .. |

Thiét 1ap thudc tinh cho hop thoai nay nhu sau:

- Muc Sort by: chon cot dau tién can sap xép (cot Tén);

Sort by

_ - i Sép theo chiéu tang
[ten & | Tupe: [req <] r. iscendiny -
Descend®a  Sip theo chiéu gidm

Cot can sap xép Sép xép theo
kiéu dit lieu

- Muc Type : chon kiéu dif liéu ctia cot d6 dé sap xép. C6 3 kiéu dit liéu ma Word
hé tro: Text — ki€u ky tu; Number — kiéu s6 hoc va Date — kiéu ngay;

- Cdc muc Then By: S& dugc so sanh khi gid tri sip xép truong dau tién trung
nhau. Vi du trén, khi Tén tring nhau thi sap xép tié€p theo Ho dém:;

- Muc My list has: chon Header row- dong dau tién ctia bang sé khong tham gia
vao qud trinh sap xép (lam dong tiéu dé); néu chon No header row- mdy tinh sé
sdp x€p ca dong dau tién cia bang (chon khi bang khong c¢6 dong tiéu dé);

- Cu6i ciing nhan OK dé thuc hién.

i/\ Ban chi c6 thé sap x&p dudc di liéu clia bang trén pham vi cac 6 khong bi trén (Merged)

Sau khi sdp xép theo Tén va Ho dém, thu duoc bdang két qud nhu sau.:

TT | Ho dém Teén Piém TB
1 | Nguyén Quang Anh 7.5
3 | Nguyén Diic Binh 7.2
2 | Tran Manh Ha 8.0
5 | Nguyén Thi Oanh 8.0
4 | Nguyén Xuan Thang 6.5
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Sdp xép bdang theo Diém TB roi dén Tén

Dit diém trd 1én bang cin sap x€p réi m& muc chon Table | Sort.., hop thoai Sort
xuat hién va thiét 1ap cac thong s6 cho hop thoai nay nhu sau:

sot 21 x|
Sork by
IE)iEm TE ;I Twpe: INumI:uer vl " discending
f* Descending:
Then by "
= Iﬁ + Ascending
TEn - Twpe: [Text - =
I _I " Descending
Then by e
- + Ascending
Ho dém | Twpe: IT t l -
I — =} Toper rex Tl ¢ Descending
Iy lisk hias
¢ Header pow " Mo header row
(0] I Cancel Options. ..

Két qud sdp xép thu duoc la:

TT Ho dém Tén Piém TB
2 | Tran Manh Ha 8.0
5 | Nguyén Thi Oanh 8.0
1 | Nguyén Quang Anh 7.5
3 | Nguyén Diic Binh 7.2
4 | Nguyén Xuan Thang 6.5

2.5 THANH CONG CU TABLES AND BORDERS

Thanh cong cu nay chita cac tinh nang gidip ban dé dang thuc hién nhiing thao tac xir
ly trén bang biéu.

D¢ hién thi thanh cong cu, kich hoat muc chon View | Toolbars | Tables and
Borders:

+ Tables and Borders [X]
ry S

ul sl S =l AL

Y nghia c4c ndt trén thanh cong cu nay nhu sau:

/|. Ding dé ké hoac dinh dang cdc dudng;

|. Ding dé tdy bo dudng thang;

~|. D€ chon ki€u dudng théng;
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&
1

Chon d6 dam cua duong;

Dinh dang mau cho duong;

L

[]
4

K¢ khung cho cac o;

T6 mau nén céc 0;

Dé cheén thém bang mdi Ién tai liu;

Dé tron cdc 6 di chon thanh 1 6;

Dé chia mot 6 thanh nhiéu 6 nho;

Dé dinh dang 1€ vian ban trong 0;

Dé kich hoat tinh niang tu dong dinh dang
Dinh dang huéng van ban trong 0;

Sap xé&p giam dén theo cot dang chon;

ErsEsElfeo e

Sap xép tang dan theo cot dang chon;

il: Tinh tong don gian.

CAU HOI VA BAI TAP CHUONG 2
Tra 10i cac cau hoi kiém tra ly thuyét sau:

1. C6 may phuong phap dé chén mot bang méi lén tai lieu Word? Hay liét ké
tén tiing phuong phap va cho biét nhitng wu diém cta tiing phuong phap nay?

2. Tron nhi€u 6 thanh mot 6 nguoi ta st dung tinh nang Merge trén thanh cong
cu Table. Néu bo tron mot 6 dé vé trang thai cidc 6 nho ban dau phai 1am the
nao?

Thuc hién ché ban cac bang biéu theo yéu cau sau day:

ADVERTISEMENT

TRADING FOR LEASE FOR SALE
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BUSINESS FORMS
MFT.CO.

112 Ng Thi Minh Khai St.
Dist.3, Ho Chi Minh City
Fax: (848) 8225133
Tel: 8225851

el

= Computer forms with
1 to 5 ply NCR

ROOM FOR RENT

Add: 327 Le Van Sy St.
Ward 2, Tan Binh Dist.
(2km from the Airport)

e  Well-equipped room.
Include air-con., water
heater, IDD, phone, fax

1985 BMW 3181

2doors, dark green, in

good condition

Price: 9,400 USD

\Y4
2N

Pls. Contact:

carbonless Mr.F.Nonnenmacher
=  Business forms
printing
2.
s | SO PIEM KIEM i 85
MON HOC - TRA - GHI CHU
TIET — ——— MON HOC
HESO1 | HESO 2
HOCKY I: )
1. Tin hoc Dai cuong 30 1 1 1 1. Cudi hoc ky I
2. Danh may vi tinh 45 1 2 2 hoc  vién phai
3. Thuat todn LT 75 1 2 3 lam Bai tap 16n
4. Winword 45 1 2 D) tl_n,h 4§ tiét ,(co
5. Excel a5 I 2 2 gido vién hudng
Cong : ? ? ? Y dan).
HOC KY II: 2. Cuéi hoc ky
6. Access 45 1 2 2 II hoc vién phai
7. Visual Basic 45 1 2 2 lam Bai tap tot
8. Mang MT 60 1 2 3 nghiép véi thoi
9. Internet-Web 60 1 2 3 gian 2 thang.
Cong : ? ? ? Y
3.
Mz} Tén thuoc D?jn Qui cach Ma thuéc So ll/I(,mg
thuoc gia ban
Al Vitamin B1 15000 | Loail00 vién A2 20
A2 Vitamin C 20000 | Vi?20 vién C2 11
C2 Clorpheniramin 30000 | Loail00 vién C3 30
C3 Ampicilin 6000 | Vi 10 vién Al 100
4.
Truong PTTH Hoang Diéu
KET QUA THI HOC KY 1
Nam hoc 2001 — 2002
S Diém thi 2
5 s N T
T Ho va tén Ngay sinh di(g:g
T Toan | Ly Hoa
1 | Truong Thi Chi 02/10/80 8 7 9
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2 | Nguyén Phudc Cudng 04/09/80 5 7 6
3 | Nguyén Dic Duy 16/01/79 8 9 5
4 | Nguyén Vii Diing 15/05/80 7 6 8
5 | Pham Cao Dang 25/02/78 9 9 8
6 | Pham Bich Loan 04/08/80 7 5 6

Yéu cau: 1. Soan thao va dinh dang bang diém theo mu trén;
2. Tinh cot tong diém = Todn + Ly + Hoa (Dung Formula).

3. Thuc hién sip xép dit liéu trong bang theo chiéu ting dan (Theo cot tong diém).



CHUONG 3:
PO HOA

Ngoai nhiing kha nang vé soan thao va dinh dang van ban, kha niang d6 hoa cuia Word
ciing rat manh. Trong chuong nay, ching ta s& dugc tim hiéu va ti€p can nhitng ky thuat
v€ hinh ciing nhu xtr [y mot s6 khai hinh hoa truc tiép trén Word.

Pé 1am viéc véi moi trudng d6 hoa trén Word, ban phai st dung dén thanh cong cu
Drawing.

Draw = b3 (5 | Autoshapes » . “w O] O 4
d-L-A-E=EB

Néu chua nhin thay thanh cong cu nay trén man hinh c6 thé m& né bing céach kich
hoat muc chon View | Toolbar | Drawing

3.1 VE KHOI HINH DON GIAN

3.1.1 Stt dung cac mau hinh don gian

Ban c6 thé v& mot s6 khaoi hinh rat don gian lén tai liéu cia minh bing céch st dung
mot s6 nut v€ hinh trén thanh cong cu Drawing nhu:

V& hinh chit nhat;

VE€ hinh 6 val, hinh tron;

B C E

Tao 6 hinh chit nhat chita van ban;
V& dudng thang;

V& miii tén.

= =

Cach vé hinh nhu sau:
Budc 1: Ding chuot nhap 1én niit chita hinh can vé;

Budc 2: Dung chu6t v€ hinh dé 1én tai liéu.

Dué6i day 1a mot hinh chit nhat vira duoc ve:

Tl

1 Piém danh dau

Khi con trd chuyén hinh miii tén, ban

o ¢6 thé thay déi kich c& hinh vé.

55



Ching ta dé y, trén khoi hinh thudng c6 céc diém danh dau @, néu dat con trd
chuot vao nhitng diém ddnh dau nay ban c6 thé co dan dugc kich ¢ cua hinh vé
biang cédch kéo ré chuot.

3.1.2 Str dung cac khoi hinh AutoShape

Ngoai cac khoi hinh don gian ma ban thay trén thanh cong cu Drawing, nat
AutoShapes con cung cap rat nhi€u cac mau hinh vé da dang.

Dé str dung mot mau hinh trong AutoShapes, Ban 1am nhu sau:

Nhap nut AutoShapes trén thanh cong cu Drawing:

§3 Lines

E}‘ Basic Shapes
% Block Arrows
T Flowchart

% Stars and Banners m

%ﬁ Callouks
i £
m @ More AutoShapes. .. i B O

Drraw - [:3 c-; |.ﬁ.gt|:|5ha|:ues* ~ w [ E‘nj@m

bl 7 A . .

Danh sdch cac mau hinh duoc liét ké ra, ban c6 thé chon va vé chiing lén tai liéu
nhu da huéng dan & trén.

3.1.3 Pinh dang hinh vé

Thanh cong cu Drawing cung cap nhi€u nit tinh nang gitp ban dinh dang trén
khoi hinh vé:

Nut ndy ding dé chon doi tugng can dinh dang;

Chon d6 ddy mong cta duong;

Chon kiéu nét cua dudng;
Chon chiéu miii tén (khi v& miii tén trén hinh);

Chon mau sic cho dudng;

g

T6 mau nén cho mot hinh kin;

>

Chon mau sic cho chi,
Tao bong cho hinh vé;

Chon khdi hinh trong khong gian 3 chiéu (3D);

= .

Dé quay hinh ve.

56



3.1.4 Lam viéc tap hop cac hinh vé

Mot khoi hinh vé thuong bao gém t6 hgp nhiéu hinh vé& ghép lai. Tinh nang nhém
(Group) gitip gom nhém cdc hinh nho can thiét thanh mot khéi hinh 16n. Diéu nay rat
thuan lgi cho viéc st dung ciing nhu quan ly khoi hinh v€ trén tai liéu.

a. Gom nhom (Group)

Pé gom nhém mot tap hop cdc hinh, ban 1am nhu sau:

Budc 1: Sir dung nut Mtrén thanh cong cu Drawing, két hop viéc gitt phim Shift.
R6i 1an luot chon cdc hinh nhd can nhém lai (bang cdch nhan chuot 1én timg hinh)
hoac dung chuét khoanh viing bao quanh khéi hinh can nhom;

Budc 2: Kich hoat tinh nang nhém bang cdch: nhan nidt Draw trén thanh cong cu
Drawing, chon Group & &ow |. T4t ca cc hinh nhd da chon sé& duoc
nhom lai thanh mot hinh 16n.

b. Go nhom (Ungroup)
Trong truong hop mudn stra lai tig cdu trdc hinh nho trén khoi da nhom, ban phai
thuc hién go nhém. Cach lam nhu sau:
Buée 1: Sit dung nit % |dé chon hinh (16n) can g& nhém;

Budc 2: Kich hoat tinh niang g& nhém béang cdch: nhan niit Draw trén thanh cong
cu Drawing, chon Ungroup 1 unoroup |. T4t ca cdc hinh nho trong hinh
16n s& dugce trd lai trang thai nhu trude lde bi nhom.

Dén day, ban c6 thé hiéu chinh timg hinh nho theo ¥ mudn.
¢. Nhom lai (Regroup)

Sau khi g& nhom va chinh stra xong, mudn nhém lai thanh khéi hinh nhu ban dau
ban khong cin phai thuc hién lai tinh nang nhém, ma chi can goi tinh nang nhém lai
(Regroup). Cach lam nhu sau;

Budc 1: Sir dung nat K ae chon bat ky mot hinh nhd nao trong s6 cac hinh nho

can nhom lai;

Budc 2: Kich hoat tinh nang nhém lai bang cach: nhan nit Draw trén thanh cong
cu Drawing, chon Regroup B Regroup | Cic hinh nho s& duoc tu dong
nhom lai nhu viéc nhém da lam ban dau.

3.2 TAO CHUNGHE THUAT

3.2.1 Chen chir nghé thuat
Dé cheén mot dong chit nghé thuat (Word Art) 1én tai liéu, ban 1am nhu sau:

Budce 1: Nhap nit Insert WordArt il trén thanh cong cu Drawing, hop thoai
WordArt Gallery xuat hién:
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WordArt Gallery 2|

Select a WordArk style:

[ w

o : W
Warert WordArt | 2
Hoirellre |V meeas ey |Whordhrt | -
Nhén chudt 1én 6 c6 '

mau chit can tao! - W
M S rt |WordA |

wondaet WlAre Wardhet | Wil fovsrtil| § %€
i - A e an . | |0
oK I Cancel |

Budc 2: Dung chuot chon ki€u chit nghé thuat cn tao, bing cach nhan vao 6 chita
kiéu chit ma ban muon;

Budc 3: G6 vao dong chit ban muon tao & muc Text trén hop thoai Edit WordArt
Text:

Edit WordArt Text 21
Font: Size:
I':E-.VnVogueH j I 36 j B | I |

Text:

oK I Cancel |

Ban c6 thé chon phong chit, kiéu chit, c& chit cho doan van ban nay.

Budc 4: Nhan Ok dé két thiic. Dong chit nghé thuat s& dugc hién 1én tai liéu:
un
o -
THAY-GIAG

3.2.2 Hiéu chinh

Ban c6 thé thuc hién céc phép hiéu chinh cho dong chit nghé thuat da tao duoc boi
thanh cong cu WordArt:

+ WordArt ]
AN
+—*

&
T
=
%
£l
&
-
T
&
-
[t H
Lz
(1l

Y nghia cdc nit lénh trén thanh cong cu nay nhu sau:
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Dé chén thém dong chit nghé thuat khéc;
Edit Text... |. D¢ slra noi dung van ban clia dong chi;
DPé chon lai kiéu chit nghé thuat;

Pé dinh dang mau cho khéi chi;

Dé chon mot so kiéu chit nghé thuat khac;
Dé quay khoi chit;

Dé xoay huéng van ban;

Dé dinh dang 1€ vin ban trong khoéi hinh;

I

Dé diéu chinh khoang c4ch gitta céc ky tu.

3.3 CHEN ANH LEN TAI LIEU
Ban ¢6 thé chén duoc hinh anh tir nhiéu nguén khic nhau trén mday tinh lén tai liéu
Word nhu: anh tr moét tép tin; anh tr thu vién anh Clip Gallery hoac anh tir man hinh
mady tinh.
3.5.1 Chen anh tir mot tép tin
Dé chén anh tir mot tép tin 1én tai liéu, ban 1am nhu sau:

M6 muc chon Insert | Picture | From file, hop thoai Insert Picture xuat hién cho
phép ban tim tép anh can chen 1én tai liéu:

Loak in: IE My Pictures j - |@ > ﬁ * Tools =

|5 Microsoft Clip Organizer
. globe. gif;

%] CMTLago. gif

[*, passw.bmp

@ Sample Pickures

File name: I j Insert . |*

Files of bype: |.o.|| Pictures (*.emf;*.me;*.jpg;*.jpeg;*.]'Fif;*.jpe,'*.png,“j Cancel |

Hay chon tép anh, r6i nhan nit Insert dé hoan tat.
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* Picture
i O QL 1 oL | fF =6

Anh tir tép da chon dugc cheén Ién tai liéu cung thanh cong cu Picture giip ban
thuc hién cac phép dinh dang, hiéu chinh anh. Y nghia c4c nut 1énh trén thanh cong
cu Picture nhu sau:

. D€ chen thém anh tir tép tin khc;
ﬂl; DPinh dang mau cho anh;
ﬂl 1'; Diéu chinh do tuong phan cho anh;
ﬂl ﬂl Diéu chinh do sang, t6i cta anh;
ﬂ; Dung dé cit anh;
EI; Chon kiéu duong vién cho anh;
ﬁl; Bat céc tinh nang dinh dang d6i tuong anh;

ﬁl' Thiét 1ap thudc tinh xuyén thdu (Transparent)
* anh;

E; Huy bo céc dinh dang anh.

Trong trudng hop khong xuat hién thanh cong cu Picture, ban c6 thé goi muc chon
View | Toolbar | Picture d€ hién thi né.
3.5.2 Cheén anh tu thu vién anh Clip Gallery
Dé chén anh tir thu vién anh Clip Gallery 1én tai liéu, ban 1am nhu sau:

Mo muc chon Insert | Picture | Clip Art, hop thoai Insert ClipArt xuit hién
cho phép tim hinh anh can chén 1én tai liéu:
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Bl Insert ClipArt 0=
J = J meort Clips @gips Online @ﬂelp e
J Search for clips: IT_l,lpe one o more words. . j J [E

Pictures | cfegy Sounds | Mation Clips |

Categories 1 - 51

3 [+ = @ B
=7
(ye B
Mew Category Eavorites Academic Animals
Borders & Frames Buildings Business Buttons & leons
@ e 9
Communications  Dividers & Decor...  Downloaded Clips Emotions Entertainment ;I

Anh duoc luu trong cdc muc (Categories), ban phai mé& cdc muc nay ra dé tim
anh.

Nut Back ilvé Forward il giip ban quay vé thao tic trudc hoac thao tc
sau trong khi dich chuyén giita cac Categories.

Sau khi tim dugc anh, nhin chuot 1én anh tim dugc, mot thuc don xuat hién cho
phép ban chon cac tinh huong xu 1y doi v6i anh dang chon:

Nhan Ién day dé chen
anh lén tai lieu!

Hay nhan ndt Insert -2._|dé chen 4nh lén tai liéu.
Sau khi anh dugc chén lén tai liéu, ban c6 thé sir dung thanh cong cu Picture dé

dinh dang anh nhu da huéng dan & trén.

3.5.3 Chup anh tir man hinh vao tai liéu
Trong qué trinh ché ban tai liéu, nhiéu khi chiing ta cAn chén nhitng hinh anh dang
xudt hién trén man hinh may tinh vao tai liéu. Sau day la cac budc can thiét gitp ban
lam viéc do:
Ban muon chup toan bé man hinh mdy tinh vao tai liéu?
Budc 1: M& man hinh can chup, nhian phim Print Screen. Toan bd hinh anh cua
man hinh s€ duogc luu vao bo nhg dém (Clipboard) duéi dang hinh anh;

Budc 2: Chon vi tri cin chén lén tai liéu, nhan t6 hop phim Ctrl + V hoic nit
Paste dé dan hinh tir bo nhé dém lén vin ban.

Ban muoén chup hop thoai hodc cita sé dang duoc kich hoat trén man hinh vao tai
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liéu?

BudGe 1: M man hinh can chup, nhap t6 hop phim Alt + Print Screen. Hinh anh

cuia hop thoai hoic cira s6 dang kich hoat s& dugc luu vao bo nhé dém;

Budc 2: Chon vi tri cin chén anh trén tai liéu, nhan t6 hop phim Ctrl + V hoic nit

Paste dé dan hinh tir bo nhé dém lén van ban.

Ban chi muén chup mot viing nao dé ciia man hinh vao tai liéu?

Budc 1: M6é man hinh can chup, nhap phip Print Screen.

Budc 2: Hay m& chuong trinh Paint brush cia Window hay bat ky mot phan mém
Xt ly anh nao c6 trén may tinh; tao mot tép méi va dan man hinh vira chup duoc vao.
Ti€p theo, sir dung tinh ning cat hinh ctia phdn mém nay dé cit phan hinh anh can 1ay.

Nhén Ctrl+C hoic niit Copy dé sao chép chung.

Budc 3: Cudi cuing, ban chon vi tri cin cheén Ién tai liéu, nhin t6 hop phim Ctrl + V

hoic niit Paste dé d4n hinh da cat dugc 1én tai liéu.

CAU HOI VA BAI TAP CHUONG 3
Bai tap vé khoi hinh

10
BAN GIAM HIEU
(BOARD OF HEADMASTER)
l |
PHONG PHONG PHONG
TO CHUC - HANH CHIiNH PAO TAO TO CHUC - HANH CHiNH
PERSONEL - ADMINISTRATION PERSONEL - ADMINISTRATION
OFFICE TRAINNING OFFICE OFFICE

KHOA KHOA KHOA KHOA KHOA
VAN HOA MY THUAT AMNHAC SAN KHAU THU VIEN
BAO TANG
CULTURE ART MUsIC MUSIC LIBRARY
DEPARTMENT DEPARTMENT DEPARTMENT DEPARTMENT DEPARTMENT
XUGBNG BIEU KHAC CAu LAC BO TRUNG TAM ORGAN
SCULPTURE FACTORY CcLUB KEYBOARD CENTER
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L WINRAPPLICATION |

Direct Play Object

Service

Y y Y Y
TCP/TP IPX TAPI NetX
v v v v
2.
A
f,
F2
-
f,
3 L]

Tién Q Tién

trinh 1 trinh 2
Tién Tién
trinh trinh3
4

Tao ciac mau chir nghé thuat sau :

| q0C\AV 9%
GIAT PHAP LGP BOC BIIEN DAL

0 0
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2

VAN MIED - QUEC T Grdra

BIEU TUQGNG CUA VAN HOA

Bai tap chen hinh anh:

1. Chén cdc biéu tugng sau tir Clip Art 1én word:

2 Chup anh man hinh chinh cia Word va vé thém céac chu thich nhu hinh sau:
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i3l Document] - Microzoft Word

JEiIe Edit  Wiew lniert Format Tools Table Window Help

DEEHaBRY 2R d o- | QBOBEH T 0w -3,

JNormaI + Tfnes Mew Roman = 12 = | Bk] u |J&|E§§ E=— S IS EE i

(] ESSNEFERESEEE TRRE-EREY EREE AR ERES K '10."'11'."12".'13"'1.4"'15:"15':_ z

I Heé thong bang Heé thong thanh Thude ké

. chon cong cu

e Cira s6 soan thao tai liéu

- Thanh trang -

- thai +

= @

5 / 3

S EEE »
JD[awthoj Aufoshapes » ™ \DO‘|&v£v&vE:§.e,

[Page 1 Sec 1 41 [Al2m Ini cdi | [REC [TRE EAT] [ovR A

2. Chup hinh hop thoai Page setup nhu sau:

Page Setup

2=

Margins | Paper Source | Layouk |
Papet size: Preview
Jas =l
Widdth: |21 cm 5‘
Height: |29.? crn E"

rientation 1

¥ Portrait

" Landscape
Bpply to:

I'u'u'hu:ule docurmnent j

Default, .. |

o |

Cancel |

3. Hay thuc hién chup riéng thanh cong cu Drawing cua word nhu sau:
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§\’T Lines

E}‘ Basic Shapes
% Block Arrows
Zo Elowchart

% Stars and Banners m

%ﬁ Callouts
& 6
v Drawing | ILE More AutoShapes... o T

Draw - [:3 c-; |Agtu:5hapes' o w [ Enj@m

v A vy v v v

4. Hay chup thuc don sau (khi nhan chuét phai 1én man hinh word):
% cu
Copy
E Paske
A Font...

i= Bullets and Mumbeting. ..

% Hywperlink...

SYNONYMS L4




CHUONG 4:
IN AN

4.1 QUI TRINH BE IN AN
In 4n la cong doan rit quan trong va la khau cudi cung trong qui trinh soan thao tai
liéu.

Dé 1am t6t viéc in 4n cho tai liéu clia minh, ban nén thuc hién theo qui trinh sau:

1. Dinh dang trang in (Page Setup)

\ 4

2. Soan théo tai lieu

A 4

3. Thiét lap tiéu dé dau, tiéu dé cudi
trang, danh s6 trang (néu can)

A 4
4. Xem tai liéu trudc khi in
(Print preview)

5. In &n tai liéu

- Dinh dang trang in: day la budc ban phai lam dau tién khi soan thao mot tai liéu
trén Word;

- Soan thdo tai liéu: bao gom tat ca cdc k§ ning ma ban da duoc tim hi€u tir
chuong 1 dé€n chuong 5;

- Thiét lap tiéu dé dau, tiéu dé cuoi trang;

- Print Preview- 1a khau rit quan trong. Cho phép ban c6 thé xem noi dung céc
trang in trude khi in;

- Thuc hién in tai liéu ra gidy.

4.2 TINH NANG PAGE SETUP

Tinh nang nay gidp thiét lap cau tric trang in, kho gidy in. Hiy m& muc chon File |
Page Setup.. dé kich hoat. Hop thoai Page Setup xuat hién:
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Matgins ~ Paper Size |P_a|:uer Source I Layouk I

Papet size: rPreview
L - | —

ry

width: g.27" =

Height: |1 1.69" E‘ —_—

rientatian

%" Porkrait —

" Landscape

apply ko Iwhule docurnent j
Default. .. | (4 I Cancel |

- Thé Paper Size: cho phép ban Iva chon khé gidy in:

- Muc Paper size: dé chon kho gidy in. Bao gébm cac kho: Letter, A0, Al, A2, A3,
A4, AS,.. tuy thudc vao tung loai mdy in cua ban. Binh thuong, van ban duoc
soan thao trén khé A4;

- Ngoai ra ban ¢6 thé thiét 1ap chiéu rong (muc Width), chiéu cao (muc Height)
cho khé giay;

- Muc Orientation: dé chon chiéu in trén khé gidy. Néu 1a Portrait — in theo
chiéu doc; Lanscape — in theo chiéu ngang kho giay;

- Muc Apply to: dé chi dinh pham vi cic trang in dugc 4p dung thiét 1ap nay. Néu
12 Whole Document - 4p dung cho toan bo tai liéu; This point forward - 4p dung
bat d4u tir trang dang chon trd vé cudi tai lidu;

- Muc Preview — cho phép ban nhin thay cau tric trang in da thiét lap;

- Nhén nit Default.. — néu ban muon ap dung thiét 1ap nay l1a ngam dinh cho céac
tép tai liéu sau cua Word;

- Nhan OK dé dong y va déng hop thoai lai.
Thé Margin: cho phép thiét 1ap 1€ trang in:

Page Setup 21X
| Paper Size | Papet Source | Latyouk |
ot Iﬂ rPreview
Eiotkamn: IEI.S" 5"
Left: |1" 5‘
Right: 0.69" —
Gutter: ID" 5‘ =
romedge———————————
Header: IEI.S" 5"
Footer: 0.5 Apply bo: IWhaIe document j
[ Mirror margins Gukker position
[~ 2 pages per sheet 0 Left " Top
Default. .. | Ok I Cancel I
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- Muc Top: dé thiét 1ap chiéu cao cta 1€ trén cua trang in;

- Muc Bottom: dé€ thiét 1ap chiéu cao ctia 1€ duéi cla trang in;

- Muc Left: dé thiét 1ap chiéu rong cua 1€ bén trai clia trang in;

- Muc Right: dé thiét 1ap chiéu rong ctia 1€ bén phai cla trang in;

- Muc Gutter: dé thi€t 1ap bé rong phan gdy tai liéu;

Left

Top

iy

/

Gutter

Right

| _— Bottom

|
.ﬁ

- Muc Header — thiét 1ap chi€u cao ctia phan tiéu dé dau trang (Header);
- Muc Footer — thiét 1ap chiéu cao ctia phan tiéu dé cudi trang (Footer);

- Muc Apply to: dé chi dinh pham vi cic trang in dugc 4p dung thiét 1ap nay. Néu
1a Whole Document - 4p dung cho toan bo tai liéu; This point forward - 4p dung
bat dau tir trang dang dat diém tro tr& vé cudi tai lieu;

- Muc Preview cho phép ban nhin thiy cdu tric trang in da thiét 1ap;

- Nhén nit Default.. — néu ban muon ap dung thiét 1ap nay 1a ngam dinh cho céac
tép tai liéu sau cua Word,

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

4.3 TIEU BE DAU, TIEU BE CUOI TRANG

C6 thé miéu ta vi tri clia phan tiéu dé ddu, tieu dé cudi trang qua hinh sau:

TR SR -.‘1?.6‘.\-3.-.‘.4- NN NN RN TS RSty |
phai cva trang in;

Footer Mud Gutter: dé thit lap bé rong phin gdy tai

liéu,

Céch xay dung tiéu dé dau va tiéu dé cuoi:

M6 muc chon View | Header and Footer, con tro 1ap tiic chuyén ngay vao phéan

69



tiéu dé dau (Header):

Thanh cong cu Header and Footer ciing xuat hién:

Ingert AutaText = | @

BE 0G| EES dose

Ban c6 thé soan thao tiéu dé bing cach go truc ti€p vian ban, réi dinh dang ching. Ban
ciing c6 thé chén cdc hinh anh, d6 hoa, bang biéu,.. 1én tiéu dé nhu 1a chén 1én tai liéu.
Ngoai ra, ban c6 thé chén thém cdc thong tin khac nita tir thanh cong cu Header and

Footer nhu sau:

Inserk AukoTexk - |:

‘ Buthar, Page #, Date |:

| Created by |.
| created on |-
| Filename and path |-
| Filename |.
| Last printed |.
| Last saved by |-

Page ¥ of ¥ |:

Nut nay cho phép chén vao mot s6 cdc thong tin tiéu d¢ cua tép
tai liéu nhu la:

Chen Téc gia, trang, ngay;

Chen tén tac gia;

Chen tén may tinh tao tép tin;
Chen tén tép tin cing duong dan;
Chen tén tép tin;

Cheén ngay in van ban gan nhét;
Chen thoi diém cu6i st van ban;

Chen trang thi X cia tong s trang Y

. Chen s6 thit tu trang hién tai;

; Chen tong so trang cla tai liéu;
. Chen ngay hién tai;

(2]. Chen giv hieén tai;

- Dinh dang so trang;

L

[}
=]
Lh
b

Chuyén déi 1am viéc gitta Header va Footer;

Doéng thanh tiéu dé lai.
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4.4 CHEN SO TRANG TUPONG

Ngoai viéc chén s6 trang tu dong bdi tinh nang Header and Footer, ban c6 thé chén
so trang tu dong lén tiéu dé trang bang céch:

M6 muc chon: Insert Page numbers... Hop thoai Page numbers xuat hién:

Page Humbers ilﬂ
Position: review
‘Baotkor of page (Fooker) j _—
Alignrment: ==
|Right =] ==
W show number on first page

ok I Cancel | Format. .. |

- Muc Position — chon vi tri s& chén s0 trang: Bottom of page - chén vao tiéu dé
cudi; hoac Top of page = chén vao tiéu dé dau trang;

- Muc Aligment — dong hang cho s6 trang: Right- bén phai trang; Left — bén trai
trang hoac Center- & gita trang;

- Néu chon muc ™ shaw number on first page | & thuc hién ddnh s6 trang dau tién, trdi lai
trang dau tién s€ khong duoc danh so, chi danh so tir trang thit 2 trd di;

- Muc Preview- dé xem két qua thiét 1ap trén trang tai liéu;

- Nhan OK dé€ hoan tit cong viéc.

4.5 XEM TAI LIEU TRUGC KHI IN

Xem trudc khi in (hay con goi Print preview) la viéc rit quan trong, dac biét doi véi
nhiing ngudi méi hoc word, chua ¢6 nhi€u cdc k§ nang v€ in 4n. Qua man hinh Print
Preview, ban c6 thé quan st tru6c duoc ciu tric trang in cling nhu noi dung chi tiét trén
trang in. Qua d6 s& c6 nhitng diéu chinh hop 1y, kip thoi doi véi tai lieu clia minh dé khi
in ra s€ thu duoc két qua cao nhu y muon.

Pé bat man hinh Print preview, ban c6 thé 1am theo mot trong hai cich:
Cach 1: M6 muc chon File | Print Preview
Cach 2: Nhan ntt Print preview @trén thanh cong cu Standard.

Man hinh Preview cuing thanh cong cu Print preview xuat hién:
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Glj word1.doc [Preview) - Microsoft Word _18] x|
Ele Edt Wiew Insert Format Tooks Table Mindow Help |

& oo 8| ”7“‘.|C\ose‘k‘7 J

o

Ml VA B B Dana Hon alta 1bé Custorucho phép bpa & ob mhia miu <bo Wgchi oblrog sich wamg doh ding can bim A cn, hep
6 vl i pivie BT - e
VLA VAN B AN SINE DANG
4. Chau g chiy
B4 chon mau sc chif cho doqn van ban rckn, bynlam nhur

@ eyp oo Foy, kich bogn by dow Farriet

Bute 1: b n b dec) degn ~an Ko vibn;

15 s b in g ont Colr 8| ea
Standord, M1 g @k xulh B9 cho

maw o cho dopa A bim i, vidy ohu
ik van b dinbdang

baalnmalrsau: idu < bl Begular Kifu < b Fah

Buse 1 el (o2 de) degn van bin vt i ses Bt~ - ifushi

g b te opTa It J =

g Standard cho s choa m <6 1k bya s . i Dol Kook g sy 2 o
Wik ot ot st < e S

Tag a Tagal

s Tdeviion: 4 4y Mg ik ¢ g g
lhn‘lng:l::hvlll!uidu@nd!nl!\i:in|=|§
H
g i i1 g <ia g 8% 1 i cin
Hendeg cick nly €Il
e Fo i, b o i g

o 4 120710z Ao
<bo ghép1tit Ly .‘m.m.m @

bish Lyt o bid g vioh
bin. Hy chon Kidu 1ok A% &
e e ¥ Uk 4 1hu dubc &

© Baitap
Thye lidusoqe 1bo vk dich damg theocic miusa

BIRG BIRE
TR
- Dk ds U ot b
-y ot Fimt ol b idh i g ey
bt b
oo thet chen g hudo thh b thovhy ong oy

R o ey - Ja i : ahbrg < i 12 ot g ors dom g e
- Danh di il e =din teong i "

i ks e cl
i e - il g g i o e i cls
oo -

Tagz a Tag

[Page 18 Sec t 19fi0z  [A0 I =] rez | el B2 [BR

%”@E m|49% ||glu:use|k?

Man hinh Preview 12 noi hién thi cau tric, cling nhu noi dung cac trang tai liéu
trudce khi in;

Thanh cong cu Print Preview cung cap cdc nit chifc ning dé 1am viéc trén man
hinh Preview, do la:

e . bé phéng to, thu nho (Zoom) thong tin trén man
* hinh Preview;

Cho phép hién thi hay khong hién thi thudc ké
(Rule) trén man hinh nay;

Chi hién thi mot trang tai liéu trén man hinh nay;

C6 thé chon n trang tai liéu cing hién thi trén cling
mot man hinh nay (n=1..6);

BB S

Dé chuyén déi ché do chi xem va xem + c6 thé
stta noOi dung truc ti€p trén tai liéu;

& =

In tai liéu ra may in;
Déng man hinh nay lai, trd vé man hinh soan thao

Close |.  tai liéu ban d4u. Ban ciing c6 thé 1am viéc nay khi
nhan phim ESC.
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4.6 IN AN TAI LIEU

Sau khi da ché ban xong tai liéu, da ki€ém tra lai c4c 16i ché ban. Budc nay ban s& thuc
hién in an tai liéu ra may in.

C6 nhiéu cach cho ban chon lua ra 1énh in an:

Cach 1: M6 muc chon File | Print..

Cach 2: Nhén t6 hop phim Ctrl + P

Hop thoai Print xuat hién:

Pint 21|

rPrinter

Mame: I (56 HP LaserJet 1200 Series PCL =] Propertics |
Status: Idl= _ Find Printer.,.. |
Type: HF LaserJet 1200 Series PCL

Where: DioT4_001 ™ Print ko file
Comment: [ Manual duplese
—Page range Copies

& all Murber of capies: B
- Current page " Selection

" Ppages: 11 11 v Collate
Enter page numbers andfor page ranges ' '

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

Print what: IDocument j rZaom

: Pages per sheet: |1 l
Print: IAII pages in range j 458 REr SR — -
Scale to paper size: INo Scaling vl

Cptions. ., (o4 I Cancel |

- Hop Printer cho phép ban chon may in cén in (trong truong hgp may tinh ban c6
noi t6i nhiéu mdy in). Nit Properties cho phép ban thiét 1ap cédc thuoc tinh cho
may in néu can;

- Hop Page range- cho phép thiét 1ap pham vi cac trang in:

- Chon All —in toan b cac trang trén t&p tai liéu;
- Current page — chi in trang tai liéu dang chon;
- Pages — chi ra céc trang can in. Qui tic chon ra céc trang can in nhu sau:
<tir trang>-<dén trang>
Vi du:
Chi in trang s6 5: 5
In tir trang 2 dén trang 10: 2-10
In tir trang 2 dén trang 10; ti trang 12 dén 15: 2-10, 12-15

- Hop Copies — chi ra s6 ban in, ngdm dinh la 1. Néu ban in nhi€u hon 1 ban, hay
g0 sO ban in vao day;

- Hop Page per sheet dé chi ra s trang tai liéu s& duoc in ra mot trang gidy. Ngam
dinh 1a 1, tuy nhién ban c6 thé thiét 1ap nhiéu hon s6 trang in trén mot trang gidy,
khi do6 co s€ rat bé;

- Cudi cung nhan nit OK dé thuc hién viéc in an.
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CAU HOI VA BAI TAP CHUONG 4

1.

Muoén in céc trang: 3,4,5, 9, 10 va 15 cua tai liéu dang m& trén cing mot 1énh in,
phai thi€t 1ap nhu thé nao?

Cach thiét 1ap dé ¢6 thé in duoc 3 ban in trén mot lénh in?
Muon in 2 trang tai liéu I1én mot trang gidy, lam thé nao?

C6 thé vira thiét 1ap mot so trang tai liéu in theo hudng gidy doc (Portrait), vira in
theo huéng gidy nam ngang (Landscape) dugc khong? Néu dugc, hdy néu cédch
lam? (tham khao hinh du6i)

izlj tmp.doc [Preview) - Microsoft Word _|o) x|

- Fle Edt Wiew Insert Format  Tools  Table  ‘Window  Help WietkeywQZ, 1 Tvpe a question for help =

§§|Em|18% v|||gu:-se|k?,
[] "2 4 6 810 12 14 16 A ]

SR MR
ST RS T 0 0 SO R 0

R,
e 6 S A R R SR
© 8 fhesi I |

W
I R

By L]
Ly
mmmmmmmmmmmmmmm

feseazzznzte141208 6 4 2 |

} Trang hién thi theo
Cac trang :%ggag%g%%wwwwm = el chiéu ngang
hién thi R
theo chiéu
doc

%

2 SRR SR

Page 7 Sec 1 7/124 At 1.2cm Ln 1l Col i REC TRE EXT OVRE Engish(us [@EJ 4

5. C6 thé sira dugc noi dung tai lieu trén cira sé Print preview duoc khong? Néu

dugc, néu cach lam?
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CHUONG 5:
TRON TAI LIEU

5.1 KHAI NIEM VE TRON TAI LIEU

Mot tinh ning rdt manh ctia phAn mém soan thao van ban Microsoft Word 1a tron tai
lieu (Mail Merge). Dic¢u nay da gidp ich cho cdc nhan vién van phong rat nhi€u trong
viéc in cdc danh sdch ctia minh ra cdc phi€u nho. Chiing ta hdy tim hi€u tinh huong sau:

Lan 1a Bi thu chi doan 16p Q9A1, c6 dang phai soan thdo cdc gidy moi dé gt t6i cac
ban sinh vién tham du budi lién hoan van nghé do Chi doan t6 chic. Danh sach khich
moi da duoc liét ké trén mot bang Word (hoac trén Excel) nhu sau:

TT | Ho tén Lép

1 Nguyén Van Quang Q9A2

2 Thach Hai Van Q9A2
3 Bui Thi Ninh Q9A3
4 Lé Quang Tam Q9A3
5 Nguyén Thi Ha QA4

Lan phdi lam nhu thé nao?

Tinh nang Mail Merge cua Word s€ gitip Lan don gian va rat nhanh chéng tao ra dugc
cac gidy moi ghi day du thong tin can thiét.
5.2 CHUAN BI DULIEU

Phai chic chin ban di tao duoc danh sach khdch moi nhu sau:

TT | Ho tén Lép

1 Nguyén Van Quang Q9A2

2 Thach Hai Van Q9A2
3 Bui Thi Ninh Q9A3
4 Lé Quang Tém Q9A3
5 Nguyén Thi Ha Q9A4

Bang nay c6 thé dugc soan trén Word, trén Excel hodc mot bang trén Access, Foxpro.

5.3 SOAN MAU TAI LIEU TRON

Soan thao mot mau gidy moi nhu sau:
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POAN TRUONG ESTIH
BCH Chi doan Q10A1

GIAY MOI

Nhéan dip ky niém ngay Quoéc té€ Phu ni 8-3, Chi doan
QI0A1 té chitc budi lién hoan van nghé tai Hoi trudng 16m,
truong ESTIH.

BCH Chi doan kinh m&i ban .......................... Lép ....
dén du va cé vil.

Su xuat hién ctia Ban nhat dinh s€ lam dém van nghé thém
phan déng vui va sinh dong. Rat mong ban dén du ding gio.

TM BCH CHI DOAN Q10A1

Ta Ngoc Lan

5.4 KICH HOAT TINH NANG MAIL MERGE

Kich hoat tinh nang tron tai liéu ciia Word bang cdch md muc chon Tools | Mail
Merge.. , Hop thoai Mail Merge Helper xuat hién:

Mail Merge Helper illl

Use this checklist to set up a mail merge. Begin by choosing the Create
button,

=
1 Main document

s
2 [rata source

Get Mata =

3
Merge the data with the document

Merge. ..

Cancel |

2 = s pa N ey A .
O muc 1 Main dncumentlbam chudt nut Creat va chon muc Mailing Label, hop thoai
sau day xuat hién:

Microsoft Word x|

‘?/‘-, To create the mailing labels, vou can use the active document window Docurnents or
-
—

a new document window,

| Active Windaw I Mesw Main Document

Hay chon Active Window dé ti€p tuc:

) = ’ . .
O muc 2 Data SE'umal nhan chudt nit Get Data va chon muc Open Data Source..,
hop thoai Open Data Source xuit hién, ban hay chon tép chita danh sach khac moi da
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tao roi nhan Open.

Sau khi m& duge tép chita danh sach khach moi, c6 thé nhian Close dé dong hop thoai
Mail Merge Helper va sir dung thanh cong cu Mail merger dé chén céc trudong tin cin
thiét 1én tai liéu:

Insett Wword Field = | 5.0 | 14 4

REL

L | B[R e 35 verge |G B

Insert Merge Field -

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

5.5 CHEN CAC TRUONG TIN LEN TAI LIEU

Dé chén mot trudng tin 1én gidy moi, 1am nhu sau:

Budc 1: Dat diém trd vao vi tri can chén thong tin trén tai liéu: dat 1én phan dinh chén
tén (n€u muoén cheén trudong Ho tén) hodc dat diém trd lén muc 16p (néu muodn chén
truong Lép);

Bude 2: Trén thanh cong cu Mail merge nhin nit Insert Merge Field, roi chon
truong tin can chen 1én tai liéu.

Sau khi chen day dua cac truong tin vao nhiing vi tri hop 1y clia ching trén tai liéu, ban
c6 thé chuyén sang budc ti€p theo dé tién hanh tron ra cic Gidy moi.

5.6 THUC HIEN TRON TAI LIEU

Nhan nut Heres. Itrén thanh cong cu Mail merge, hop thoai tuy chon tron thu Merge
xut hién:
Merge 21|

A~ | Setup. . | cancel |

~Records ko be merged

&al O From: | To: | Check Errors. .. |
Query Opkions. ., |

~When merging records
& Dan't print blank lines when data Figlds are empty.
" Print blank lines when data Figlds are empty.

Mo query options have been set.

C6 thé thiét lap thong s6 cho hop thoai ndy nhu sau:

- Muc Merge to: cho biét nhitng gidy moi dugc tao ra s€ dat & dau: New
document- & mot tép word méi; hoac Printer — s& duoc in ngay ra may in;

- Muc Records to be merged: cho biét pham vi cac ban ghi s€ dugc tron ra: All-
s€ thuc hién tron tat ca cac ban ghi hoac From: — hay chi ra tron tir ban ghi nao
dén To: ban ghi nao?

- Cuoi cliing nhan nit Merge dé thuc hién tron ra cac Gidy moi nhu da thiét lap.
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5.7 THANH CONG CU MAIL MERGE
Thanh cong cu Mail Merge cung cip céac nit chiic nang gidp ban lam viec nhanh
chong va thuan tién trong qua trinh tron tai liéu trén word.

* Mail Merge ]

Insert Word Field = | %2 [ M 4

t > | B R 3 98 terce.. | G &

Inserk Merge Field -

Insert Mergz Field - |- PDE chén mot trudng tin (cot) tir danh sdch 1én tai lidu tron;

4 4 » M|. PEchuyén dén vi tri cdc tai liéu sau khi da tron dugc;

g D€ hién thi hop thoai Mail Merge Helper ti€p tuc nhiing thiét
" lap 6 muc 5.4;

%), Pé ki€ém tra xem c6 mot 16i ndo trong qué trinh thiét 1ap cac
" thong tin tron tai liéu hay khong?

Thuc hién tron tai liéu va dua cac két qua ra mot t&p Word
moi;

i
|

+17
1]

Thuc hién tron tai liéu va in luon két qua ra may in;

merge... | M hop thoai thiét 1ap c4c thong tin truée khi tron thu Merge.

BAI TAP CHUONG 5

1. Neéu cdc budc can thiét dé tron tai lieu word tir mot bang dit liéu ¢6 sdn trén mot
tép word khac?

2. Tao mot danh sich diém hoc sinh cia mot 16p (15 hoc sinh) bao gém cdc cot:
Ho tén, Lép, Tin hoc dai cuong, Thuat toan 1ap trinh, Triét hoc, PTB, Xép loai.
Tiép theo st dung tinh ning Mail merge tron ra cac phiéu diém nhu sau dé gli
t61 phu huynh hoc sinh:
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TRUOCNG ESTIH

Phong Dao tao
PHIEU PIEM HOC KY 1

Hoc ky 1 nam hoc 2003-2004 da két thic, Nha truong xin

gtri téi phu huynh hoc sinh: ......... Két qua hoc ky 1 nhu sau:
STT | Mén hoc DPiém

1 Tin hoc dai cuong

2 | Thuat toan lap trinh

3 | Triét hoc

4 | DBiém trung binh:

5 | Xeéploai:

Moi thac mac xin lién hé v6i Phong Dao tao Nha trudng,
hoac s6 dién thoai (04) 8357388 dé duoc giai dap.
Xin cdm on!

TM NHA TRUONG

3. Tao danh sich két qua thi tuyén (10 thi sinh) bao gom 8 cot thong tin: SBD, Ho
tén, Ngay sinh, Dia chi, Diém monl, Diém mon 2, Diém mon 3, Két qua xét
tuyén. Ti€p theo st dung tinh niang Mail merge d€ tao va in ra cac Gidy bao két

qua thi tuyén gui t6i ting thi sinh.
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CHUONG 6:
MOT SO UNG DUNG KHAC CUA WORD

6.1 TINH NANG DEM TU

Tinh nang dé€m tir cho phép ban thong ké duoc cdc thong tin vé ky tu, tir, doan, trang
trén mot tép tai liéu. N6 rat can thiét khi ban l1a nha bao, viét sach hoac lam nhiing viéc
co lién quan.

M6 muc chon Tools | Word Count dé goi tinh niang nay. Hop thoai Word Count
xudt hién:

Word Count ﬂﬂ
Skatistics: o o
4’/Tong sO trang
Pages 7e ) :
Words 15,010 <= Tong s6 tir
Characters (no spaces) 51,516 € Téng s6 ky tu (khong tinh dau cdch)
Characters (with spaces) 63,904 - . R
' T Téng 6 ky tu (ké ca dau cdch)
Paragraphs 1,401
Lines 2,289 \\Téng s6 doan

Téng s6 dong

[ Include footnotes and endnotes

Néu chon muc M Includs fastnotes and endnates | | 58 thuc hién dém ca cdc tir va doan trén
nhitng phan ghi chd cua tai liéu.
6.2 BAO VE TAI LIEU

Viéc bao vé dit liéu trén Word duoc phan thanh cac mic do. Mic do cao nhit 1a bao
vé khi md tép tai liéu, va mitc do thi hai 12 bao vé su thay déi dit liéu trén tép tai lieu. Si
dung muc d6 nao l1a do ban quyét dinh, tuy thudc vao muc dich cta ban.

Nguyén tic bdo vé cho mbi mic 1a: ban gan mot mat khau (Password). Khi d6, chi
khi ndo ngudi dung nhap ding mat khiau da gan mdi c¢6 thé lam dugc viec ma ban da bao
VE.

6.2.1 Bao vé khi mo tép tai liéu

Budc 1: M& tai liéu can bao vé trén word,

Budc 2: M& muc chon: Tools | Options.., hop thoai Options xuit hién:
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Options 2

Track Changes I Uset Information | Compatibilicy I File Locations |
Wi IGeneraII Edit | Print Save Spelling & Grammar

Save options
[~ Always create backup copy
[ Allow Fast saves
[~ Prompt for document: properties
[~ Prompt ko save Normal kemplate
[~ Embed TrueType fonts

[ Embed characters in use anly

[~ save data only For Forms
[v allow background saves

v Save puktoRecover info every: IlD 5‘ minutes

Save Ward files as: IWord Dacurnent (*.dac) j
[ Disable Features not supported by Waord 97

File sharing options For "Document2"
Password ko open: Password to madify:

[~ Read-only recommended

oK I Cancel |

Trén thé Save, ban hiy go vao mat khiu bao vé tép khi m& & muc Password to
Open:, go xong nhan OK. Hop thoai Confirm Password xuit hién, yéu cau ban
nhap lai mat khau vira go:

Confirm Password

Reenter password to open;

Cancel

Ix

Caution: If vou lose or Forget the password, it cannot be
recaovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
{Remember that passwords are case-sensitive, )

Hay g6 lai mat khau vira g6 tru6c d6 vao muc Reenter password to open: Go
xong nhan OK dé hoan tat.

Néu ban go diing, hop thoai s& déng lai, viéc thiét 1ap mat khau khi m& vin ban da
thanh cong. Néu ban go sai, thong bdo sau day xuat hién:

Microzoft Word x|

\lj) The password confirmation does not match.

Tiép theo ban phai nhap lai mat khau di go truée do.

Sau khi da thiét 1ap mat khau bao vé tii lieu khi m& tép nay thanh cong, néu ngudi
duing mo tép tai liéu nay ra dé€ 1am viéc, hop thoai sau day xuét hién yéu cdu nhap vao
mat khau bao veé:

Enter password to open file
4L dadministratoriiy DocumentsitailieuMAT  doc

(0] 4 I Cancel |

Ngudi dung phai nhap ding mat khdu ma ban da thiét 1ap 1én hop thoai ndy méi cé
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thé md& duoc tép tai lidu.

6.2.2 Bao vé khi sira noi dung tai liéu
Budc 1: Mo tai liu cin bao vé trén word;
Budc 2: M& hop thoai Options;

Options 21|

Track Changes I User ImFormakion I Compatibility I File Locations I
Yiew IGeneraIl Edit I Print Save Spelling & Grammar

Save opkions

[ Always create hackup copy
[~ allow Fast saves
I~ Prompt For document properties
[ Prompt to save Mormal template
[~ Embed TrusType Fonts

[~ Embed charackers in use oy
[~ Save data only For Forms
W allow background saves

el Save AutoRecover info every: |1EI 5‘ minutes

Save Word files as: IWord Daocurient (*.doc) j
[ Disable Features not supparted by Word 97

File sharing options for "tailieuMAaT . doc"
Password to open: Password to modify;

[ Read-only recommended

oK I Zancel |

Trén thé Save, ban hily g6 vao mat khiu bao vé khi stra d6i noi dung vin ban & muc
Password to modify:, go xong nhan OK. Hop thoai Confirm Password xuat hién,

yéu cau ban nhap lai mat khau vira go:

Reenter password ko modify

Cancel

s

Caution: If vou lose or Forget the password, it cannok be
recovered, Ik is advisable to keep a list of passwords and
their corresponding document names in a safe place.
{Remember that passwords are case-sensitive., )

Hay g6 lai mat khiu vira gd truéc d6 vao muc Reenter password to modify: Go

xong nhan OK dé hoan tat.

Néu ban go ding, hop thoai s& déng lai, viec thiét 1ap mat khau thanh cong. Néu

ban g6 sai, thong bao sau day xuat hién:

Microsoft Word x|

\!lj) The passwaord confirmation dogs nak match.

Sau khi da thiét 1ap duoc mat khau, néu ngudi dung mé tép nay ra dé sir dung, mot

hop thoai yéu cdu ho nhap mat khiu dé c6 thé stra dugc noi dung tai liéu:
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tailigulAT doc' is reserved by Mguyen Son Hai
Enter passward to madify, or open read anky.
Password:

Ok I Cancel | Read Only |

- Néu nhap mat khau ding, ngudi dung do sé cé quyén stra noi dung tai liéu;

- Néu khong ¢6 mat khéu, ho cling ¢6 thé nhan niit Read Only dé md tép tai liu
nay dudi dang chi doc- Read Only (dang nay thi khong stra va cat dugc noi

dung van ban). Khi d6, thanh tiéu dé word xudt hién dong chi:

JFiIe Edit Wiew Insert Format Tools Table indow Help

&\ Céch bao vé nay khéng dudc hiéu qua Idm khi ma cac ky nang xt ly dir liéu trén tai liéu hién nay la rat
don gian. Ban nén dung cach bao vé miic khi ma tép dir liéu thi hiéu qua sé cao hon.

6.3 HOP THOAI OPTIONS
Khi lam viéc v6i word (cling nhu 1am viéc trén bat ky phdn mém cé qui mo 16n nao
d6) ban thuong phai thiét 1ap cho minh mdt moi truong lam viéc thuén tién, phu hop véi

s thich va cong viéc. Hop thoai Options cho phép ban lam nhiing viéc do6.

Ban kich hoat muc chon Tool | Options. Hop thoai Options xuét hién véi nhi€u thé,

gitip ban ¢6 thé thiét 1ap moi trudng 1am viéc theo céc nhom:

6.3.1 Thé View

D¢ thiét 1ap cdc thong tin mang tinh hién thi (Viewable) trén moi trudng 1am viéc:

Track Changes I User Information | Campatibility | File Locations

General |

Edit I Prink | Save ISpeIIing&Grammar

21|

Show
I¥ Highlight
[~ Bookmarks
[v Status bar
v ScreenTips

v Animated text ™ Eield codes

I Horizontal scroll bar Field shading;

Iv wertical scrall bar IW
™ Ricture placeholders

Formatting marks
[ Tab characters
[ Spaces
™ Paragraph marks

Print and Web Layvout options

v Drawings
[~ obiect anchars
[~ Text boundaries

Outline and Mormal options

[ Wrap to window
[ Draft font

[ Hidden text
[ optional hyphens
[~ al

[w wertical ruler (Prink view onky)

Style area width:

ID crm 5‘

Ok I Cancel
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C6 rat nhiéu cdc thudc tinh ma ban c6 thé thiét lap dugc & day, nhung dudi day 1a
mot s6 thuoc tinh hay dugc stir dung nhat:

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

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

- Animated text: cho phép hién thi nhiing hiéu ting trinh dién cta van ban (dé
thiét 1ap nhiing hiéu ting nay, ban tham khao muc 1.2.1.f Hop thoai Font);

- Hozirontal scrollbar: dé hién thi thanh cudn ngang ctia cira s6 tai liéu;
- Vertical scrollbar: dé hién thi thanh cudn doc cua ctra so tai liéu;

- Drawing: cho phép hién thi hinh v& 1én tai liéu va in dugc ching ra mdy in. Néu
khong chon muc nay, ban khong thé nhin thdy céc hinh v& bing thanh cong cu
Drawing ciing nhu khong thé in duoc cdc hinh ndy ra mdy in;

- Text Boundary: hién thi dudng vién bao cho trang van ban ciing nhu nhitng doi
tuong khéc trén tai liéu. Diéu nay gidp ban phan dinh dugc ro rang bién gidi cac
doi tuong ¢ trén tai liéu dang lam viéc;

6.3.2 Thé General
Dé thiét 1ap mot s6 thong tin mang tinh chung trén moi trudng 1am viéc:
Options 20 x|

| Lser Information | Compatibility | File: Lacations I

Edit | Prink | Save |Spe|ling&Grammar

eneral options
¥ Background repagination
[ Blue background, white text
[ Provide Feedback with sound
v Provide Feedback with animation
[ Confirm conversion at Open
[v Update automatic links at ©pen
¥ Mail as attachment
¥ Recently used file list: |4 5‘ entries
™ Help for ‘WordPerfect users
™ Mavigation keys For WordPerfeck users

Measurernent units:

ICentimeters - l

™ Shawe pizels For HTML Features

WWeb Options. . | E-mail Options. .. |

(a4 I Cancel |

Chung toi chi gidi thiéu 2 thudc tinh ban c6 thé quan tam nhat:

- Recently used file list: hay nhap vao so tép word dugc st dung dung gan day
nhat 1én muc chon File cia word. Diéu nay rat thuan tién cho viéc mé mot tép
van ban ma ban chiing méi dugc st dung gan day chi biang cdch nhap chuot.
Ngam dinh s6 tép 1a 4, ban nén thiét 1ap con s6 nay nhiéu hon;

- Measurement units: dé thay d6i don vi do chiéu dai trén word cho phu hop vdi
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ban. C6 2 ki€u don vi do chiéu dai duoc sit dung & day 12 Inch va Centimeter.

6.3.3 Thé Spelling & Grammar

D¢ thiét lap nhitng thong tin vé kiém tra 16i chinh ta van ban:

options 2| x|

Track Changes I Iser Information I Compatibility | File Locations |
view | General | Edt | Pt | Save  Speling & Grammar
Spelling

[ icheck spefing as vou bype’

¥ Hide spelling errors in this document
v Always suggest corrections

[ Suggest from main dictionary only
W Ignore words in UPPERCASE

W Ignore words with numbers

v Ignore Internet and file addresses

Custom dictionary:

ICUSTOM.DIC vl Dictionaries... |

Grammar
[ check grammar as you bype ‘riting skwle:
¥ Hide grammatical errors in this document IStandard j

Iv Check grammar with spelling
[ Shows readability statistics

Check Ciocument |

Settings. .. |

QK I Cancel |

- Check spelling as you type: dé kich hoat tinh niang kiém tra 16i chinh ta. Ban
nén chon muc nay, bdi I& néu né dugc chon thi nhitng tir viét tat va nhiing thiét

lap kiém tra 16i chinh ta trén hop thoai AutoCorrect mdi c6 tdc dung;

- Check grammar as you type: dé kich hoat tinh nang ki€m tra 16i ngit phdp (ngit
phap tiéng Anh). Ban chi bat n6 khi tai liéu 1a van ban ti€éng Anh, trdi lai ban nén

bo muc nay.
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6.3.4 Thé File Locations

Thiét 1ap nhiing thong tin vé thu muc trén dia c¢6 lién quan dén moi truong lam viéc

word:

Options 2|

Wigt IGeneraII Edit | Print I Save ISpeIIing & Grammar
Track Changes | User Information I Compatibility { :
File types: Location:
Documents Cih. L dadminiskratori My Documents
Clipart pictures
User kemplates C:h L AMicrosoft) Templates

Tools
Skartup

‘\Warkagroup templates
Uset options
AutoRecover files

. application DataiMicrosaft),...
. AMicrosoft OFficezk)OFFfice
. AMicrosoftYwWard\ STARTUP

InEaEA

-]

Ok | Close |

Hay chon muc can thiét 1ap lai thu muc & danh sach File types: roi nhan nit
Modify dé chon lai thu muc lam viéc. Vi du, muon thay déi thu muc ngam dinh khi
ma va cat van ban mdi, lam nhu sau:

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

Budc 2: Nhan nit Modify, hop thoai sau xuat hién cho phép ban chon lai thu muc
moi.
I@ My Documents j - | o Bl - Tools +
\_)ACT Projects
| gioa trinh word

Look in:

\_2)Mang may tinh
|_IMy Data Sources
IIMy eBooks

@My Music

ents ﬂMyPictures

\2IMy Received Files
|IMy Webs
|21 Quan Iy nha kruong pha thong

Btemp

\_)visual Studio Projects

Folder name: | SfTSaan cnae

Canicel |

Budc 3: Sau khi chon xong thu muc ngdm dinh dé md& va cét tai liéu, nhan nit OK
dé dong y su thay d6i nay.
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6.4 LAM VIEC VOI MACRO

Khi 1am viéc v6i word nhiéu khi ban phai 1ap lai mot s6 cédc thao tidc xUr 1y trén tai
liéu. Diéu nay s& duoc don gian hon khi ban ap dung k¥ thuat Macro.

Macro ¢6 thé hiéu 1a mot 1énh dé goi mot thu tuc (thu tuc la mot chwong trinh duoc
ldp trinh trén mdy tinh c6 thé bao gom nhiéu lénh yéu cdu mdy tinh lam viéc) nao dé.
Lénh Macro ¢6 thé dugc gin boi t6 hop phim tit hodc dugc gén vao mot nit 1énh trén
thanh cong cu ma khi badm t6 hop phim tat nay hodac nhin chudt lén nit da gdn trén
thanh cong cu, Macro do6 s€ dugc thuc hién.

6.4.1 Tao Macro

Dé dé hi€u hon, chiing t6i s& dua ra bai todn va cdch gidi quyét n6 sau day:
Ban 1a mot nhan vién van phong, rat hay phai soan thao cac bao cdo, hop dong,..
ma cé dong tiéu dé dau tién la:
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic
--000--

Hay tao mot Macro ¢6 tén CHXHCNVN va gian né boi mot t6 hop phim néng Ctrl
+ T chang han, ban 1am nhu sau:

Bude 1: Kich hoat tinh ning tao méi Macro bang cich: mé muc chon Tools |
Macro | Record new Macro.. Hop thoai Record Macro xuét hién:

2
Macro narne: _
—I— Ok,

_Cancel |

Cancel

Toolbars kevboard

Assign macro b

Ty

Skare macra in:

IP.II Diocumnents (Mormal. dok) j

Descripkion:

Macro recorded by Mguyen Son Hai

Budc 2: Khai bdo tén va thiét 1ap phim tat cho Macro nay:
- O Macro name: ban hiy g6 vio tén clia Macro cin tao 13: CHXHCNVN;

- D€ thiét 1ap phim tit cho Macro, hdy nhin lén nit Keyboard @l, hop thoai
Customize Keyboard xuat hién:
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Customize Keyboard 2=l
Zategories: Commands:
Close |
Macros :l Mormal. Mewiacros, MacroS
;l ;I Remowe |
Press new shorkout key: Current keys: Reset All... |
e+ =]
Currently assigned ko:
HangingIndent j
escription
Save changes in:
INurmal.du:ut j

Khi con tr6 dang nhap nhdy & hop Press new shortcut key: ban hay bam t6 hop
phim néng can thiét lap (6 day 1a Ctrl + T), ti€p theo nhidn Asign dé déng y. Cudi
cung nhan Close dé déng hop thoai nay lai. Mot thanh cong cu méi xuét hién nhu
sau:

3
Va con tro trén man hinh s€ tré thanh: . Khi d6 ban c6 thé ra cac 1énh cho
Macro nay.

Budc 3: Ra cac 1énh cho Macro: Thuc chat 1énh cho Macro dang tao l1a: Soan thao
dong chit

Cong hoa xa hoi cht nghia Viét Nam
Doc 1ap — Tu do — Hanh phuc
--000--

va dinh dang dong chit d6 d€ tr& thanh:

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phic
--000--

Ban hady lam céc cong viéc soan thao dé dugc két qua nhu vay.

Budc 4: Két thiic viéc tao Macro: Sau khi soan thao dugc mau tiéu dé nhu y muon,
hay két thic viéc tao Macro nay bang cdch nhdn 1én nit Stop recording ;I trén
thanh cong cu Stop. Ban da tao dugc Macro c6 tén CHXHCNVN vé6i phim néng 1a
Ctrl + T.

6.4.2 St dung Macro da tao duoc

Gia sir da tao dugc Macro CHXHCNVN. Khi mu6n hién thi tieu dé nhu vay ban

chi can goi Macro nay bdi phim néng cua n6 la Ctrl + T. Ban s€ thu duogc két qua nhu
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mong muon.

CAU HOI VA BAI TAP CHUONG 6

1.

Néu cac phuong phdp bao vé dit liéu trong cac tép van ban word? Néu khong
muon cho bat ky ai doc dugc noi dung trong mot tép tai liéu, ban phai dung
phuong phép nao dé bao vé, cho biét cdc budc dé thiét 1ap?

. Do man hinh hién thi dit liéu mdy tinh nho, néu muén 4n di thanh trang thdi cta

word phai lam nhu thé nao?

. Trong khi soan thao trong word néu cac dong van ban tiéng Viét xuat hién nhiing

dong gach chan mau doé nhu sau: NEW ¢a¢ phwong phap  Hay cho biét tai sao nhu
vay, va cach khac phuc su ¢6 nay?

. Gia str da ¢6 thu muc C\TaiLieu. Mu6én méi 1an thuc hién 1énh mdé tai liéu hoac

l1énh ghi tai liéu méi trong Word, thu muc nay s€ dugc mé ra dau tién, phai lam
nhu thé nao?

. Ban hiéu kh4i niém Macro nhu thé nao? Néu cac budc cin thiét dé co thé tao duoc

mot Macro?

. Hay tao ciac Macro dé 1am céc cong viéc sau:

- Macro c6 tén ChupManHinh dé chup toan bo man hinh hién tai ciia may tinh
va dua vao vi tri dang chon trén tai liéu;

- Macro c6 tén DanhSoTrang dé tu dong danh s6 trang cho vin ban dang soan
thao 1én tiéu dé cuoi theo dinh dang nhu sau: Trang 9/83

- Macro c6 tén CatVaThoat dé ghi lai noi dung van ban dang soan thao lén dia
dong thoi thodt khoi Word.
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