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1.Tao mdéi mot van ban
Pé tao mdéi mot van ban vao file -> New->Create
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2. Lwu van ban
- Pé lvu mot vin ban vao file -> Save hoic Ctrl + S
- Vao file -> Save AS hoac F12

Document] = Microsoft Word

Home Insert Page Layout References Mailings Review View
|l Save
Recent Documents Recent Places
Save As = :
viec lam thang 8 A —.2  Desktop e |
[ Open Desktop ? o { D Ci\Users\Quyet\Desktop o
[ Close an thinh " = &y
I\ev = L I\ev =
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3. Mé mot vin ban c0 san

Pé md mot vin ban ¢é san chon File -> Open hoic Ctrl + O dé di dén

file can mo.
(W]

Documentl - Microsoft Word
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. Dinh dang van ban
¢ In dam, in nghiéng, gach duwdéi:
Dé in dam, in nghiéng, gach dudi doan text thi bdi den doan vin ban can
dinh dang.

Wid9-0l

3 |Home[ Insert  Pagelayout  References  Mailings Home‘ Insert  Pagelayout  References  Mailings

_*C“’ Calbri(Body) 11+ A A | Aav | B [ﬁ f0k CalibriBodyl 11 v A A" Aav &) @ 4 Cut GlibiiBod) * 11+ A A Aar | B
23 Copy E3 Copy ‘

43 Copy
Past B v AW A Il g ? v A 2
- ; 3 Format Painter 4 A X A z A Pa.ste \’meat Painter B U x| & ?:',’ A Pavste 3Fonnat Painter B/ * X, X A' g 5 A'

Clipboard i ’ Font i Clipboard

Clipboard i} | Font i

Pé b6 in dam, in nghiéng, gach dudi thao tac 1ap lai mdt lan nira dé huy.




;. !inh dang van ban

% Pinh dang mau chit, doan viin ban, kiéu chit, size chit:
D¢ dinh dang kiéu chir, mau chit, mau doan van ban va size chir thi phai boi
den doan van ban hodc chit can dinh dang.

mau doan
van ban




1. Dinh dang van ban
< Chi sb trén (Superscript) va chi s0 dudi (Subscript):

Dé thiét 1ap chi so trén trong th¢ HOME nhdm Font tich chon Superscript
hodc Ctrl + Shift + = dé dinh dang chi s6 trén.

Vidu: A2+ B? = C2

Pé thiét 1ap chi so trén trong thé HOME nhém Font tich chon Subscript
hodc Ctrl + = dé dinh dang chi s6 dudi.
Vi du: H,SO,. S B ==

+Body

This is the body theme font. The current document theme defines which font will be used.

| setAsDefauit | | TextEffects... Cancel




- l!anh chinh van ban

% Cin trai, phai, dira, déu 2 bén:
Dé can trai, phai, dita, déu 2 bén cho doan van ban thi phai bdi den doan vin
ban do.
Trong thé HOME chon Paragraph dé cin chinh trai (Left), phai (Right)
cho doan van ban.
Hoac:
Ctrl + E: can giira.
Ctrl + J: cin déu 2 bén.
Ctrl + R: can phai.
Ctrl + L: Can trai.




. Canh chinh van ban
¢ Can chinh dong van ban:

Pé can dong cach dong cua doan van ban thi phai bdi den doan vin ban do.
Trong th¢ HOME chon Paragraph & muc line Spacing thiét 1ap khoang

cach dong cach dong cho van ban.

Hoic trén cdng cu Mini chon biéu twong ddu miii tén 2 dau |}
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. Dinh dang van ban
< Can Ié trai, phai, trén , dudi:

Pé cin 1é cho trang vin ban tai trang
Page Layout chon page setup muc
Margins thiét 1ap 1& trai (Left), 1& phai
(Right), 1& du6i (Bottom) va 1é trén (Top)
cho trang vian ban. Nhan OK
< Thiét lap trang ngang, trang doc:

- Portrait: Giay doc.

- Landscape: Gidy ngang.

Tai vung Apply to chon trang ap dung

+ Whole document: toan bo van ban.

+ This section: trang hién tai.

+ This Point forward: trang hién tai vé cac
trang sau.

Margins Paper I Layout

Margins

[2.54cm ¥

Top: [ 2,54 cm }-gl
Left: 2.54cm fﬂl
Gutter: 0am E!
Orientation
Portrait Landscape
Pages
Multiple pages: ELNormal
Preview
Apply to Iwhgle Eocument E]

H




. Dinh dang van ban
¢ In dam, in nghiéng, gach duwdéi:
Dé in dam, in nghiéng, gach dudi doan text thi bdi den doan vin ban can
dinh dang.

Wid9-0l

3 |Home[ Insert  Pagelayout  References  Mailings Home‘ Insert  Pagelayout  References  Mailings

_*C“’ Calbri(Body) 11+ A A | Aav | B [ﬁ f0k CalibriBodyl 11 v A A" Aav &) @ 4 Cut GlibiiBod) * 11+ A A Aar | B
23 Copy E3 Copy ‘

43 Copy
Past B v AW A Il g ? v A 2
- ; 3 Format Painter 4 A X A z A Pa.ste \’meat Painter B U x| & ?:',’ A Pavste 3Fonnat Painter B/ * X, X A' g 5 A'

Clipboard i ’ Font i Clipboard

Clipboard i} | Font i

Pé b6 in dam, in nghiéng, gach dudi thao tac 1ap lai mdt lan nira dé huy.
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1. Dinh dang van ban
¢ Pinh dang cot: Columns x|
Cach 1: G6 van ban trudce chia cot Preses
Sau
-B1: nhap van ban binh thuong. GO
hét noi dung vin ban nhan Enter dé
con trd xudng mot khoang tang.
- B2: Panh dau toan bo ndi dung van
ban can chia cot. Tai thé Page
Layout cua nhom page Setup chon
Columns -> More Columns va hop
thoai colums xuat hién, & hop thoai
nay ta s& thiét lap sd cot cho doan
van ban mudn chia cot.

2 (|
g i
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o
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| Start new column

| ok || Cancel

Thiét 1ap
sO cOt

13



inh dang van ban

* Dinh dang cot:
Cach 2: Chia cot trude, goc van ban sau

- B1: Tai thé page Layout nhom Page Setup chon mau cot va nhap vin ban
Vao.

- B2: Tai thé Page Layout nhom Page Setup chon Breaks, Columns Breaks
dé ngat cot khi muodn sang cot khac

———
Mid9-0l= Document1 - Microsoft Word
GO tome  inset | Pagelojout | Refer Mailings  Review  View a

I’ @ ‘ Spacing j J | |2 aiign
s v 23S Before: 0pt = = l@]z; up
=l v = n Wiap  Bing  Send Selection ",
s - ;Aig:th ot which . T p=Aften 10pt o Text~ Forward - Backward Pane Zh Rotate
ark the point at which one page ends
and the next page begins. Paragraph - ‘ Arange !
E AN RN KIS TR OIS KN NG CENIN SRS (3. 0 Ky NS | &
s R o s
Indicate that the text following the o
break wil begin i the next column.
I B Text Wrapping
A A o Wi=| Separate text around objects on web
I hlet la — | pages, such as caption text from body text,
. I‘I - Section Breaks
7 B | NextP:
% t Py t E = Wk
ngat co : -
g . °
g Cor
- —| insertas
g =| sediono
< ,| EvenPage
g =, Inserta sedion breakand st thenew
B ) section onthe next ever-numbered page.
- =| 0Odd Page
M —| nsert a section break and start the new
B fZ32y  secion onthe net odd-numbered page.
E o
3 =
Page: 1071 | Waords: 0 | English us) | 23 EEEEERCIC ] o




1. !inh dang van ban

¢ Pinh dang tab:

Tai thé View chon tich Ruler. Tai

thudc ngang kich dap chudt vao vi

tri can dat tab hop thoai tab xuat

hién & thiét lap tab trai, phai, giira.

Left: tab trai.

Right: tab phai.

Center: tab gitra.

- Tab stop position: vi tri dat tab.

- Default tab stop: mac dinh dat
tab.

- Aligment: chon kiéu tab.

- Leader: chon cach thé hién tab.

Tabs ? IR
Tab stop position: De_fault tab stops:
7.25cm 1.27am 2
e " | Tab stops to be deared:
Alignment
®) Left () Center () Right

() Decimal
Leader
@1iNone (2. 03—
Oa___
Set Clear Clear All
OK Cancel
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. Dinh dang van ban
¢ DPinh dang Bullet va Numbering:
Tai thé Home trong nhdm Paragraph tai cong cu mini chon va thiét 1ap cac
bullet va s6 theo ¥ muén.
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1. !inh dang van ban

<* Dinh Drop Cap:

, Drop Cap
bé dinh dang chir Drop Cap trén -
thé Insert nhém text chon Drop o
Cap ->Dtop cap option dé dinh (W] W=
dang kiéu chir Drop Cap. —_— (| — =
Chd y: danh van ban trudc khi None  Dropped  Inmargin
dinh dang chir Drop Cap. Options
- Font: kiéu chir (in dam. In Font:

nghién, ... +Body v
- Lines to drop: chit cao bao Lines todrop: |3 -

nhiéu dong. Distance from text: |0 cm =
- Distance from text: khoang

céch chit Drop Cap t6i chit tiép o Cance!

theo trong mot tur.
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. Dinh dang van ban
% Pinh Watermark (nén bio vé viin ban):
Trén thé Page Laout chon Watermark > Custom Watermark dé thiét
lap nén bao vé vin ban. e

9 I A ument1™= Microsoft Word
Bé bO Che dQ Watermark Tren tagelayout_. Rtle:tnteid Mailings Review View

0 = Breaks * Indent S‘;:wnq . Pl ) (=]
thé Page Laout chon ... 'sﬂ B N e

enutt Page Page ~ Position Wrap  Bring
n!Hyphe nation = | Col q - Bo .‘,' I:R:qht 0cm S 1S ater 10pt ok~ Forward

Watermark-> Remore SN —
Watermark d¢ huy bo. g

CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1

DO NOT COPY 2 e
Enable Content Updates from Qffice.com...
A Custom Watermark...
& Remove Watermark
—h = \
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1. Dinh dang van ban
¢ DPinh Header/ Footer:
Trén thé Insert chon Header hoic Footer dé thiét 1ap header/footer .

Pé huy bo header/footer trén thé Insert chon header/footer -> Remove
Header hoic Remove Footer dé huy header/footer.

010" e ARURE Documenti = Microsoft Word
n Insent Paqc tayout References Mailings Review View ()
=1 yna @ 3 = 4 ASpee 0 o
(j B‘j Pl Ta P ( S[l s S Chai e P s Qu BD i Eq
lank o bl ctur martArt Hyperiink l q m k Wo aAn 0P uation Symbol
Page = Page er~  Box “ap - " Object - - -
P Tables . ltustrations Built-In - Symbols
Blank o
] |2 X &
- =
gt
~
- Blank (Three Columns)
B Do et T et Dt
Alphabet

[Type the document titl] | [Year)
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. Dinh dang van ban
** DPinh Header/ Footer:
Pé thiét 1ap Header/Footer khac
nhau cho trang chan 18, tai thé Page
Setup nhan chudt vao nat f s

tai hop thoai Page Setup chon
layout danh tich muc Different odd
and even.

Trén thé Insert chon Header hoac
Footer d¢ thiét lap header/footer
theo trang chan I¢.

[vrons | oo | tovut |

Section
|| Suppress endnotes

Headers and footers
Different odd and even
[ViDifferent first page:

Header: [1.27am |2

Footer: |1.27am |
Page
Vertical alignment: | Top :l

From edge:

Preview

Apply to: \-N“holedocument IV |Lne!\_lwrbers I ] Borders... '

ey |

| | concel |
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1. Dinh dang van ban
% Pinh dang so trang:

Pé thiét 1ap so trang tu dong cho vin
ban tai thé Insert chon Page Number

dé thiét 1ap trang tu dong cho vin ban.

- Top of page: trang bén trén.

- Bottom of page: trang bén dudi.

- Page Margins: trang bén trai.

Pé b6 sb trang tu dong tai the Insert
chon Page Number va chon Remove
Page Number.

Header Footer

-

24"

Page Text Quick WordArt Dro

Header & F Lg

Format Page Numbers...

Remove Page Numbers

Number~|| Box~ Parts~ - p
Top of Page ’ | T"“

. [8] Bottom of Page 3 i
Page Margins »

Current Position ’
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. Dinh dang van ban
‘:‘ T“;‘O ngﬁt trang: Page Layout References Mallings Review View
D¢ chén mot ngat trang trong B0 B @ & D e :
Page Breaks ‘

% eft  Ocm

nhom Page Setup chon Breaks — rowen e s g, ot 0cm

Document1™= Microsoft

s Solta P Mark the point at which one page ends R
Vé ChOIl Page Page Setup d 3‘ and the next page begins. .7...3..f’9."' :
° Column e o —— ]

Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Next Page
Insert 3 section break and start the new
section on the next page.

Continuous
Insert 3 section break and start the new
section on the same page.

Even Page
Insert 3 section break and start the new
section on the next even-numbered page.

Ogd Page
Insert 3 section break and start the new
section on the next odd-numbered page.

I

22



1. Dinh dang van ban

% Chen trang bia:

Pé chén mot trang bia tai thé Insert chon Cover Page va chon cac kiéu trang
bia.

Pé huy trang bia tal the Insert chon Cover Page va chon Remove Curent
Cover Page ‘ o
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1. Chen cac doi twong

1.1. Cheén cac ky tu dac biét

- DPat con tré vao noi muon cheén ky tu.

- Chon Insert -> Symbol-> More Symbol. Trén nhom Symbol chon

ky tu mudn chen.

T

Equation

Symb

’Ehén bang va cac doi twong )

aN

+ é £E ¥ ©
il IR
> + x e q
a B n Q 5

£2 More Symbols...

= |




’ hén bang va cac doi twong

1. Chén cac doi twogng
1.1. Chén Clip Art va hinh anh

- Dit con tré vao noi mudn chén ky tu.

- Chon Insert -> Clip Art-> Go. Hop thoai Clip Art cuat hién va chon hinh
can chén.

Pé hiéu chinh hinh anh kich chu6t 1én hinh anh can chén. Va kich chon mot

gdc trén vién hinh anh dé hiéu chinh anh.

K17+ 1 18 1 - 19 Clip Art - >

Search for:

\ | [0 |
Results should be:

lAB media file types E]
[ indude Office.com content

| » (&3l
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’Ehén bang va cac doi twong )

1. Chen cac doi twong

1.1. Chén va hiéu chinh lwu dé
- Dit con trd vao noi mubn chén luu do.
- Chon Insert -> Smart Art dé chon luu do.
Dé hiéu chinh Smart Art chon tab Design va cac nhdm lién quan.

Choose a SmartArt Graphic » IEN
List A
Ba |
8= List
222 Process
¢ Cyde
sty Hierarchy
&4 Relationship
Matrix
£ Pyramid
i Basic Block List
E Pictire Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.
v
| I OK l | Cancel 1

26



’Ehén bang va cac doi twong '

1. Chen cac doi twong

1.1. V& va hiéu chinh biéu do
- Pit con tro vao noi mudn chén biéu do.
- Chon Insert -> Chart gjy Cira s6 bicu d6 mau xuat hién chon biéu do

thich hop. chart Insert Chart u
o) | o[22 0 o8) 93] 93]
@& Pie ‘
E - Jal| 108 O] k) ol JAA] 0] lbie
< o | 58] [04] b
& sufece e T L e T
o mre I [ I I e ]
# Radar e
N ®| @3 (V] @ @z
| Manage Templates... | |1A§etasl;e;a‘utcharltgl. et s oK | | | cancel V_E
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1. Chen cac doi twong

1.1. V& va hiéu chinh biéu d6

’ hén bang va cac doi twong

Pé hiéu chinh biéu dd kich chon biéu d6 chon Design chon Change Chart

Type dé hiéu chinh biéu do

.! H9-0l= Document1 - Microsoft Word

[ 1 00is i
Home Insert Page layout References Mailings Review View | Design \ Layout Format D 0 ﬁ % @ % % ﬁ s
b = W

ﬁ*ﬂ @%%L@ ll (12

@J\H') U5

|
Home Insert Pagelayout References Mailings Review View | Design l Layout Format ' & 0

Document1 - Microsott Word

| CHiartTo0i) | = I NiCrosoTt Fowerroint

L ext Directi OE\\OO ELI_&
Jl;m OALLD S

Change SaveAs | Switch  Selet FEdit Refresh | — Quick Quick ""a"“ Q\

ch S S i e e Quitk Quick Chart Type Template Row/Column Data Data Dafa Layout ~ Styles~ vertto smarat « | |G % \/\{ }

ange ve As witcl ele efre: uicl uic . Drawing
Chart Type Template | Row/Column Data Data Data Layout ~ Styles ~ UL Data [artiani Gttt — o — - S

Type | Data | Chart Layouts| Chart Styles| E Co 0 SSO OR RU  U AU T  A  MR . . - : .
[i] l"l'l"l-l'u'I-l'II~2~I-3'I-IA'l'Sl-I'G'.I'7'I'8'I'9'l‘10"I'11~Il'@; 1
N - [l Change Chart Type x|
i n |2 Tenpites
: ; ﬁwm
2 100% By E
2 i [ Line
~ 90% B @ e
- 80% |- £ o
= 70% : ;g Area
: : [ XY (Scatter)
- 60% "_' [ stock
T 50% - pl ® suface
- 0% | = - ©® Doughrut
= ™ 92 Bubble
- 30% - 7 & Radar
[

: 20% : Gl Q| €
8 A I @ @ D @ D ‘]
3 10% - — |
; 0% T T T 7 ' e s I s M= B e s s s S &
3 Category 1 Category 2 Category 3 Category 4 5 | Menage Tenplates... | | SetasDefaultChart |
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’Ehén bang va cac doi twong ]
1. Chén cac doi twogng
1.1. Vé va hiéu chinh biéu do
Pé hiéu chinh noi dung cua biéu d6 kich chon biéu d6 chon Layout va chon
no1 dung phu hgp dé hi¢u chinh.

Document1 - Microsoft Word ’ ChartTools. ‘
iew | Desig \ ut | Form
, . .@-@ﬂ@MUJU _I_—I_JW _I_J_l_l
Chu y: | Smspm e | e e L:m: s | B A:sl \ Ba(kg uuuuu \ Analys?s aaaaaaa |
- Chart title: Tén biéu db.

- Axis title: Tiéu dé truc.
- Legend: chu giai.

- Data Labels: hién thi du liéu i
va cac nhan gia tri.
- Axes: Chinh str hién thi dir li€u gy

trén truc toa do.
- Gridline: Thay d6i duong k&
mat day bieu do.

=N s
s R EEREREREE S
w
W)
=]

o

A

—

Category 1 Category 2 Category 3 Category 4
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’Ehén bang va cac doi twong '

1. Chen cac doi twong

1.1. Chén va hiéu chinh biéu thirc toan hoc

Dit con trd vao vi tri can chén cong thire toan hoc, chon Insert ->

Equatlon -> Insert new Equatlon
- Home sert Page Layout Refer I

g. p = = l—‘ s P B2 M w- e 3 __H J 2 ﬂ ] *-_] 4 ! A= Bsonsueine

Mailings Review View

= = = - (3} Date & Time n SZ
p apes SmartArt Chart Screenshot | Hyperlink kmark d oter age 1 100 Symbol
Page~ Page Break ‘ *  Number~ | Box } "4 Object - - -
Pages Tables  [lus trations Links Header & Footer Built-In =
[ s e e T S e S S P S PR P TSRS ; : o Areaof Cirdle
— £ X ¥ 1 ~
A=nar?
1 G n '
n _ (n) k n-k
(x+ a) E w)xra
k= -
(x+a)"= Z (ﬂ)x"a""‘
1 & k

Binomial Theorem
Expansion of a Sum

E of the sum ix = 3j to the
nx "(ﬂ 1l power of n
A+x)"= ml ki

Fourier Series

f(x) =ap+ z (u...t:os%’f +b,sin %‘)
n=1

T
T
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’Ehén bang va cac doi twong )

1. Chen cac doi twong

1.1. Chén va hiéu chinh biéu thirc toan hoc
Pé chinh sira cong thirc toan hoc kich chon cong thirc va tab Design s& xuat
hién trén ving Robbin. Trén ving Robbin lya chon cong thirc phu hop dé
hi€u chinh.

wj Ll Document1 - Microsoft Word Equation Tools s
Home Insert Page Layout References Mailings Review View Design IAY @

X X L3 2 .. .
T & EEEANNAOCEERERERRNER . 5 e*tx [ § O oo G jm A [
e‘ ¥ Linear M o 11200
E uatlon o i Fractuon Script Radlcal Integral  Large Bracket Funchon Accent Limit and Operator Ma’mx
SR i I@IEIEHIEBEE@@EIEEII % o b

Tools Symbols Structures |

EI |2|1|X (5 SO RCES: ST W SCT RS R 00 e 20 W - 0o WO WA (S W ¥ ) 12-|v13-|-14-|-15-|*16~A-17-I'm-l'§
L 7 T T T T T g g 0 0 T

[» (&0

| B ] l
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’ hén bang va cac doi twong

2. Chen bang bieu (table)

2.1. Tao bang biéu

- Pait con tro vao noi mudn tao bang.

- Tai Insert -> Tables -> Insert Table

Hop thoai Insert Table xuat hién thiét lap s6 cot va sb dong dé tao bang.
Number of columns: s cét.

Number of rows: s6 dong.

gid -0 l-.-‘ Insert Table ? ﬁ

File _J-Iome Insert Page Layout References N
s 0= |E . D2 Teble size B

pCovev ?’Iank gaqek Table | Picture CAI:: Shapes SmartArt Number of goh.xrns: !5 E‘”
age v age real = b T — e

Pages Insert Table e Number of rows: (2 =)

| 0000000000 &= :

i i —_—

: OoO0000000 ® piiod ok i At

3 N O O O () AutoFit to contents

- N N O O O B

- 1 A [ O [ () AutoFit to window

= N

| &' tnsert Tabe... ‘ [] Remember dimensions for new tables

~ ﬁ Draw Table

s @ Exceispreadsheet [ 1
; = Quick Tables

32



2

’ hén bang va cac doi twong
hén bang biéu (table)

2.2. Pinh dang dwong vién va nén cho bang

Pinh dang dwong vién cho bang

Boi den ca bang va chon Tables Tools -> Design-> Border-> All Border.

WS DT Bocmentt < Microsoft Word T TR

Home Insert Page Layout References Mailings Review View | Design ()
[¥] HeaderRow  [¥] First Column — QSh ding ~ - Z] —"T
[T Total Row [ Last Column | ] Borders ~ Yapt —— v = L=
Draw Eraser
Banded Rows [ ] Banded Columns ¥ | Bottom Border | Table
Table Style Options “j Top Border i ¥
(L] o2 on VB 1 [BF2 v [B[ -4 ([B] -6 [H[7 ' a8} ‘9 [l‘LmBoruer " [BF 1 -6 B0 0 I8 1 1 @
=
- ||| Right Border =
il No Border
FH Al Borders

| E]j Outside Borders

| +} Inside Borders

1 5 Inside Horizontal Border
P [‘ Inside Vertical Border
Nl Diagonal Down Border

/' Diagonal Up Border
4= Horizontal Line | | |
: 4 DrawTable |
; & View Gri Draw Table ’

| Borders{ 5. the borders of a table. I
T
]

RS 308 0 2

Chon cac ki€u duon vién va nhap chudt vao muc muon tao duuong vien.

33



’Fhén bang va cac doi twong )
2. Chen bang bieu (table)

2.2. Pinh dang duwong vién va nén cho bang
% Pinh dang nén cho bang

-B6i den bang can t6 mau va chon Tables Tools -> Design-> Shading va

chon mau nén cho bang

Home Insert Page Layout References Mailings Review View

Header Row First Column
[T Total Row [ Last Cotlumn

ra
Banded Rows [] Banded Columns ] 5 H EEREEEN able
Table Style Options Table Styles rders
‘[g| frz i a i #[ 1 2 [B[3 14 1 5{8] 6 . s{:lj--s-c‘i Illlllﬁl i [Ef7 i 167 1 1§
] Standard Colors
o EEC N EEEEE
I | ¥ More Colors...
. zxccdsde
—
-
-
=
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’ hén bang va cac doi twong
z'é. hén bang biéu (table)

2.3. Chén cong thire toan hoc vao bang

- B1: Pt con tré chudt vao 6 can tinh.

- B2: Tai tab Table Tools chon Layout-> Formula.
Hop thoal Formula xuat hién chon

Muc Formula: hién thi ham, cong thirc tinh toan.
Number format: dinh dang kiéu gia tri hién thi.

Paste Function: chon cac ham tinh toan

- B3: Copy két qua vira tinh dugc Paste vao 6
ti€p theo va nhan F9 dé cap nhat gia tri.

Paste bookmark:

OK

Vi du:
STT Mat hang S6 lwong 1 S6 Iwong 2 Tong STT Mat hang S6 lwong 1 S6 Iwong 2 Tong
A 100 2000 1 A 100 2000 2100
B 200 1300 2 B 200 1500 1700
c 300 3000 3 c 300 3000 3300
Tong cong Tong cong 7100
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2. Cheén bang biéu (table)

’ hén bang va cac doi twong

2.3. Chén cong thire toan hoc vao bang
- B1: Bat con tro chudt vao 6 can tinh.

- B2: Tai tab Table Tools chon Layout-> Formula.
Hop thoal Formula xuat hién chon

Chiut y muc Paste Function:

- ABS: Tri truyét dbi.

- AVERAGE: Tinh trung binh.
- IF: Ham diéu kién.

- INT: Chia lay phan nguyén.
- MOD: Chia lay phan du.

-  NOT: Ham phu dinh.

- ROUND: Ham lam tron.

- AND: Ham va.
- COUNT: DBém.

- MAX: Lén nhit.
- OR: Ham hoac.
- MIN: Nho nhit.

- SUM: Tinh Tong.
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’ hén bang va cac doi twong

2. Cheén bang biéu (table)
2.4. Chuyén bang thanh viin ban va vin ban thang bang
% Chuyén bing thanh vin bén:

- Pat con tro vao mot 6 bat ky trong Table.

- Trong thé Layout nhom Data nhat ntit Convert to Text.

Hop thoai Convert Table to Text xuat hién

+ Paragrahp marks: dau phan doan twong duong nhan Enter.

+ Tabs: Co khgéng E:éch phim tab. Convert Table To.. ? [ ~
+ Commas:,Déu phay. , Separate text with
+ Other: Dau khac cac dau 6 trén. (O Paragraph marks
- Nhan OK. gz:m
Ogter: |- |
W Convert nested tables
oK | Cancel
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’ hén bang va cac doi twong
z'é. hén bang biéu (table)

2.4. Chuyén bang thanh viin ban va vin ban thang bang

% Chuyén vin bin thanh bdng :

- Pat con tro vao doan vin ban muén chuyén sang Table.
- Trong thé Insert nhom Tables nhat nut Convert Text to Table.

Hop thoai Convert Table to Text xuat hién

+ Paragrahp marks: dau phan doan twong duong nhan Enter.

Wd9- 0=

+ Tabs: C6 khoang cach phim tab. = - - e tav
Huvra. @

Hyperlink Bookm:

ﬁ \ '—1' {:
lank  P:
age  Breal

+ Commas: Dau phay. == o

+ Other: Dau khac cac dau ¢ trén. =
- Nhin OK. .
e
(4 o
]

eeeeeeeeeeeeeeeee

Document1 = Microsoft Word

-l, = 2 D A EF
= - # |
ark Cross-reference Header Footer Page Text Quick WordArt
v v Number~ Box~ Parts~ ¥

eeeeeeeeeeeee

.............

STT  Mathang  So lugng1 S5 Tugng 2 Téng
1 A 100 2000 2100
2 B 200 1500

3 c 300 3000

Téng cong
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bé tro xir Iy va phim tat '

1. HO tro xi ly

% Auto Correct va Macro:

» Auto Correct:

Pé thiét 1ap Auto Corrrect vao File-> Option->

Proofing-> Auto Correct option.

- Correct TWo INitian CApitals: néu 2 ky tu
dau viét hoa thi thay chit in tht 2 thanh chit
thuong.

- Capitalize first letter of sentences: Sau dau
cham viét chit in s& tu dong chuyén sang chir
hoa.

- Capitalize name of day: ky tu dau tién cua tht
s& d6i thanh chit in.

- Correct accidental usage of cAPS LOCK
key: Caps lock ao.

thanh tir ding.

aaaaaaaa
aaaaaaa

nnnnnnnnnnnnnn

When correcting spelling in Microsoft Office programs

Word Options
) A
iy ¥ change how Word corrects and formats your text.
Save ange how Word corrects and formats text as you type: (AMOCOIYM Options...

s

AutoCorrect: English (US) 2

AutoFormat  — Actions
AutoCorrect Math AutoCorrect | AutoFormat As You Type
[ show AutoCorrect Options buttons
[¥] Correct TWo INitial CApitals Exceptions...

[V Capitaiize first letter of sentences
V] Capitaize firstletter of table gels
M

ne days
[¥] Correct acodental usage of CAPS LOCK key.

[VIReplace text as you type
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Eﬁ tro xir Iy va phim tat |

1. HO tro xi ly

% Auto Correct va Macro:

» Macro:

- Bé ghi mdt Macro tai tab View-> chon vao miii tén phia dudi Macro-> Record

Macro.

-Pé gan Macro cho mot nut trén Quick Access Toolbar. Chon Buttom.

- Dudi Customize Quyick Access Toolbar. Chon Macro dang ghi. Chon add->
Ok dé bat dau ghi.

i 2 I
Word Options =
G 1 = = %
eeeee Customize the Quick Access Toolbar.

Display

Choose commands from Ho) Customize Quick Access Toolbar: (i)
B o [™ | For all documents (default ) ~1
Sav.

at,

aaaaaaaa ERrsthE =l =

&%, MNormal.NewMacros.Macro8 *} Undo |»
dddddddd 3 Redo

e use R ding
Customize Ribbon B R e -
I Quick Ac Toolb: |
AAAAAAA
e
Add >> -~
Bemove
| Modify... .
Customizations: | Reset > O
[] Show Quick Access Toolbar below the Ribbon | e T vJ. o 40

| ok | | cancer




Eﬁ tro xir Iy va phim tat j

1. HO tro xi ly
Auto Correct va Macro:

Macro:
Gdn phim tit cho Macro: O hop thoai Record Macro chon Keyboard. Trong

Press New Shortcut Key nhap phim ma ching ta mudn gan nit cho Macro-

>Assign. Chon Close dé bat dau ghi Macro.
Chay Macro: chay Macro tir Quick Access Toolbar chon vao biéu tugng
Macro. Hoac dung phim chung ta lap trinh Macro.

W - 0 &

e

\ 7R
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Eﬁ tro xir Iy va phim tat }

1. HO tro xi ly

% Auto Correct va Macro:

» Tao ghi chi va bao v¢ tai liéu Word:

= Tao ghi chu (Comment):

- Tai thé Review-> New Comment

- X0a Comment tai thé Review -> Delete

- Thay d6i ten ngudi ghi cha: Tai thé Review-> Track Changes tdi muc User
name thay doi tén nguoi tao.

Mailings | Review | View

i N tE TtE e M R o | B | &
= 2 show Markup ~ D% Next ]
New Delete Previous Next Track S 5 Accept Reject Compare ‘ Biock Restrict
Comment - Changes ~ [[] Reviewing Pane ~ - - - Authors - Editing
Comments ‘ Tracking | Changes | Compare ‘ Protect |
..-Si-«-l---z-- O S SO O S0 JCR S I SR RO - SO O SO T {- YR B § SRS & 20N I & SN N . SR T ORI TP (o 7 /o e (s
O i v v v O v v i v i v
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Eﬁ tro xir Iy va phim tat j

1. HO tro xi ly

% Auto Correct va Macro:

» Tao ghi chi va bao v¢ tai liéu Word:

= Tao Password bao v¢ tai licu word:

Vao File->Info-> Protect Document->Encrypt with Password hop thoai
Encrypt Document xuat hién -> nhap pass cho word.

W™ =02 Document?
Home Insert Page Layout References Mailings Review View
I save ’
Information about Document1
B saveas
L5 Open Permissions

(' Close [g?
-

Recent | [ Markas inal
| Let readers know the document is final
and make it read-only.

Anyone can open, copy, and change any part of this document.

New | “) Encrypt with Password that it contains:
: | Require a password to open this
Print Lol athor's name
Restrict Editing
Save & Send | Control what types of changes people
€an make to this document.
Help Iy Restrict Permission by People
[ Grant people access while removing * ins of this file.
J Options their ability to edit, copy, or print.
- Add a Digital Signature
Exit Ensure the integrity of the documen! it

by adding an invisible digital signature,
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Eﬁ tro xir Iy va phim tat '

1. HO tro xi ly

s Tron thuw (Mail Merge):

> Tron thuw: Cho phép tao hang loat cic trang van ban cO phan ndi dung
gidng nhau tr mot van ban chinh (Main document) két hop voi cac noi
dung chi tiét khac nhau tir mét van ban dit liéu khac (Data source).

> Data Source: 1 file chia dit liéu nguon thuong trinh bay duéi dang bang

biéu nhu table, sheet(cua Excel, Access) bao dam du sb cot, hang va ndi dung
trong cac 0.
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t& tro xir Iy va phim tat }

1. Ho tro xw ly
s Tron thuw (Mail Merge):
> Mail document: 1a mot file vin ban mau dugc trinh bay hoan chinh.

o Form letter:

B1: Tao tap tin main chinh trong Word.

/ Cong ty TNHHXYZ
2000 Pasteur, Q1. TP.HCM
8223344 Neay 30 thang 10 nam 2013
THU MOI
E o
Kinh gwi
Sinh Nam:
Diachi
Moi s3p x3p thoi gizn 83n du cudc phing vin tuysn nhin swcho cong tv.
Thoi gian: gio, ngay
Dia diém :
Giam DPoc

\

Tran Van A /
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hﬁ tro xir Iy va phim tat ,

1. HO tro xi ly

s Tron thuw (Mail Merge):

> Mail document: 1a mot file vin ban mau dugc trinh bay hoan chinh.

o Form letter:

B2: Tao tap tin ngudn dir liéu trén Excel vai cac cdt co tén twong tmg(chd y: tén
cot viét khong dau).

STT Ho Ten Ngaysinh Lop Tang Ghichu
1 Thin Ngoc Anh  26/12/2011  6/3 1
2 Tran Hoang Diic 12/04/2011 6/1 3
3 Pang Tran Duy  31/05/2011  6/3 1
4 NpuvénTruong  Giang  31/03/2011  6/1 3 |
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Eﬁ tro xir Iy va phim tat }

1. Ho tro xw ly

s Tron thuw (Mail Merge):

> Mail document: 1a mot file vin ban mau dugc trinh bay hoan chinh.
o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail Merge trén tab
Malllmgs -> Step by Step mail Merge Wizard.

tron th = Microsoft Word mﬂ
o

N @Rules~ St H 4 L
M a3 £37nd Re 1

oh Fiel o Wy
3 Auto Check tor Em :'.T,:‘
ew Results Finil
F ORI N TP, - D | | @lﬂw X
= Select recipients
(@) Use an existng st
) Select from Outiook contacts
O Type anew st
Use an existing list
Currently, your recpents are
\‘ selected from:
) [Thing 03-201457 in Nl 2014.xkex
Céngty TNHHXYZ 2] Selecta dfferentist...
52999 Pasteur, Q1. TP HCM
223344 Ngdy 30 thing 10 nam 2013 BN
THU MOT
-
b g :
inh Nam
jachi
| Moi sip xépthoi gien dén dy cuge phéng vin tuyéa nin sy cho céag ty.
01 gian: gio, ngay
ia diém
Giim Déc
Tran Vin A | Step3ote
@ Next: Write your letter
J:J @ Previous: Startng docurent
=l




Eﬁ tro xir Iy va phim tat j

~ Mail Merge - x

1. Ho tro xwrly scect document e
% Tron thu (Mail Merge): ) g
» Mail document: 1a mét file van ban mau dugc trinh bay 2 e

hoan chinh. o
o Form letter: Letters
B3: Trén tap tin Mail chinh trong Word chon Start Mail E‘:’%}pﬁ%ﬁi&gﬁ@*
Merge trén tab Maillings-> Step by Step mail Merge Click Next to continue.
Wizard.

- Trong muc Select Dcocument Type chon Letter ->Next.

Step 1 of 6

= Next: Starting document

48



Eé tro xir Iy va phim tat '

1. HO tro xi ly

s Tron thuw (Mail Merge):

> Mail document: 13 mét file vin ban mau duoc
trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start

Mail Merge trén tab Maillings-> Step by Step

mail Merge Wizard.

- Trong muc Select Dcocument Type chon
Letter->Next.

- Trong muc Select Startting document chon Use
the current document -> Next.

Mail Merge - X
Select starting document

How do you want to set up your
letters?

(®) Use the current document
() Start from a template
() Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add reapient
information.

Step 2 of 6
B Next: Select recipients

4 Previous: Select document type
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bé tro xir Iy va phim tat '

1. HO tro xir ly

s Tron thuw (Mail Merge): ) T -

» Mail document: 1a mot file van ban mau duoc S e gl
trinh bay hoan chinh. St

o Form letter: e s

file or a database.

B3: Trén tap tin Mail chinh trong Word chon Start

Mail Merge trén tab Maillings-> Step by Step

mail Merge Wizard.

- Trong muc Select Dcocument Type chon
Letter->Next.

- Trong muc Select Startting document chon Use
the current document -> Next.

{- Edit redpient list...

- Trong muc Select recipients kich chon Browse. Step3of6

= Next: Write your letter

Chon va mo file Data Source (file excel). + Eravious: Startis document
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Eﬁ tro xir Iy va phim tat j

1. Ho tro xw ly

s Tron thw (Mail Merge):
> Mail document: 13 mét file viin ban mau duoc trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail Merge trén tab Maillings-> Step
by Step mail Merge Wizard.

- Trong muc Select Dcocument Type chon Letter->Next.

- Trong muc Select Startting document chon Use the current document -> Next.

- Trong muc Select reC|p|ents kich chon Browse. Chon va mo file Data Source (file
Chon Sheetl nhan OK. e oo S

12:00:00 AM  12:00:00 AM TABLE

Sheet2s 12:00:00 AM  12:00:00 AM TABLE
', Sheet3s 12:00:00 AM  12:00:00 AM TABLE




Eé tro xir Iy va phim tat '

1. Ho tro xw ly
s Tron thw (Mail Merge):

> Mail document: 13 mét file viin ban mau duoc trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail Merge trén tab Maillings-> Step

by Step mail Merge Wizard.

- Trong muc Select Dcocument Type chon Letter->Next.

- Trong muc Select Startting document chon Use the current document -> Next.

- Trong muc Select recipients kich chon Browse. Chon va mo¢ file Data Source (file excel).

Chon Sheetl nhan OK. O hop thoai Mail Merﬂe Reuﬁlent trich loc dir liéu mong mudn va

khoéng mong mudn. Nhan OK.

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dlick OK.

Tran Hoang Birc 40881 6/1 3

v 2
data sourcexlsx v 3 BPéng Tran Duy 31/05/2011 6/3 1
v 4

Nguyén Truéng Giang  31/03/2011 6/1 3

Data Source Refine recipient list
data source.xisx ~ Al Sort...

:Jﬁﬁﬁ_

D Validate addresses..
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o tro xir Iy va phim tat

1. Ho trg xwr ly

s Tron thw (Mail Merge):

> Mail document: 1a mot file vian ban mau dugc trinh bay

hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail

Merge trén tab Maillings-> Step by Step mail Merge

Wizard.

- Trong muc Select Dcocument Type chon Letter->Next.

- Trong muc Select Startting document chon Use the
current document -> Next.

- Trong muc Select recipients kich chon Browse. Chon va
m¢ file Data Source (file excel).

Chon Sheet] nhan OK. O hop thoai Mail Merge Recipient

trich loc dir liéu mong muén va khong mong muén. Nhan

OK.

- Trong muc Write your letter nhan chon More items...

Eat con tro chQt vao v1 tr1 can chén dur lleu trude khi tEu:c

hién More items.

Mail Merge -

Write your letter

x

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

5} Address block...

5] Greeting line...

;_:j Electronic postage...
More items...

When you have finished writing
your letter, dick Next. Then you
can preview and personalize each
recpient’s letter.

Step 4 of 6

= Next: Preview your letters

¥ Previous: Select redpients

53



Eé tro xir Iy va phim tat '

1. Ho trg xwr ly

s Tron thw (Mail Merge):

> Mail document: 1a mot file vian ban mau dugc trinh bay

hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail

Merge trén tab Maillings-> Step by Step mail Merge

Wizard.

- Trong muc Select Dcocument Type chon Letter->Next.

- Trong muc Select Startting document chon Use the
current document -> Next.

- Trong muc Select recipients kich chon Browse. Chon va
m¢ file Data Source (file excel).

Chon Sheetl nhan OK. O hop thoai Mail Merge Recipient

trich loc dir liéu mong muén va khong mong muén. Nhan

OK.

- Trong muc Write your letter nhan chon More items...

Eat con tro chot vao v1 tr1 can chén dur lleu trude khi tEu:c

hién More items va chon trudne can chén-> Insert.

.Insert:
() Address Fields

Fields:

(®) Database Fields

‘ Match Fields... ‘

e

|| Cancel
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tro xir Iy va phim tat

)]

1. HO tro xir ly
s Tron thw (Mail Merge):
> Mail document: 13 moét file vian ban mau dugc trinh bay hoan chinh.

o Form letter:
B3: Trén tap tin Mail chinh trong Word chon Start Mail Merge trén tab Maillings->

Step by Step mail Merge Wizard.

Sau khi lya chon More items... xong thi ndi dung cua thu moi co cAu trac hoan chinh.
Va nhan Next dé dén budc tiép theo.

3 4.4 v5
T g T

0 1 111 42+ 1 43¢ 1 14+ 1 15+ 1 116+ AWl egg 1 i1g Mail Merge v X
T T T g g

Write letter

If you have not already done so,
write your letter now.

| »[Eh

To add recipient information to
your letter, dick a location in the
document, and then diick one of
the items below,
o [ Address block...
Congty TNHHXYZ 3 A et
54999 Pasteur, Q1. TP HCM 3 )
8223344 Nzay 30 théng 10 nam 2013 R AL
More items...
THU MOI When you have finished writing
your letter, dick Next. Then you
=¥ can preview and personalize each
recipient’s letter,
Kinh giti : «Ho»«Ten» i
Sinh Nam :«Ngaysinh»
Diachi :«Lop»
Mai sap xép thoi gian dén dw cudc phong van tuyén nhan sw cho cong ty.
Thoi gian: gid. ngay
Dia diém :«Tang»
Giam Déc
Tran Van A
.
/ Step4of 6
v
B @ Next: Preview your letters
o 4 Previous: Select recipients
E 55
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1. HO tro xir ly

o tro xir Iy va phim tat

s Tron thw (Mail Merge):

> Mail document: 13 moét file vian ban mau dugc trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail Merge trén tab Maillings->

Step by Step mail Merge Wizard.

Sau khi lya chon More items... xong thi ndi dung cua thu moi co cAu trac hoan chinh.
Va nhan Next dé dén budc tiép theo. Ti€p tuc nhan Next. Va chon Print...Hop thoai

Merge to new document xuat hién lga chon phu hgp va nhan OK.

- R W SN X i i [
a

6- A7 118 g

Thoi gian:
Dia diém -3

54999 Pasteur, QLTPHCM || g i
28223344 O imetrecard 2013

O From: | | To: | |

[oc ][ ol |

Kinh giti : Trin HoangDirc
Sinh Nam :40881
Diachi :6/1

Moi sap xép thoi gian dén dw cudc phong van tuyén nhan sw cho cong ty .

gid. ngay

Giam Déc

N

TrinVan A /

Mail Merge

»

your letters.

| Merge

To personalize your letters,
“Edit Individual Letters,” This will

3 Print...

£ Editindividual letters...

v X

Complete themerge
Mail Merge s ready to produce

dick

56



1

n
o3
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©)
©)

©)

6 trg xir Iy va phim tit |

Ho tro xir ly

Tron thu (Mail Merge):

Mail document: 1a mét file vin ban mau duoc trinh bay hoan chinh.

Form letter:

Envelopes: Tao bi thu béng cach Mail Merge. Thuc hién twong tu nhu Form letter
nhung chon Envelopes thay vi chon Form letter ¢ budc 1.

Labels: Tao nhan béng cach Mail Merge. Thuc hién twong tu nhu Form letter
nhung chon Labels thay vi chon Form letter ¢ budc 1.

Catologes: Tao vin ban kiéu danh sach bang cach Mail Merge. Thyc hién tuong tu
nhu Form letter nhung chon Catologes thay vi chon Form letter ¢ budc 1.
Start Mail Merge: Diém bt dau chon tai liéu va sau do chon, tao, chinh stta danh
sach nguoi nhan.
Write & Insert Fields: Chén cac Merge Field va sir dung Rules dé thuc hién cac thao
tac tinh toan cua tai liéu.

Preview Results: Kiém tra 15i tu dong.

Finish: Hoan thanh Merge va két hop cac tai li€u ¢4 nhan vao mot tai li€u toan dién

haz n chﬁng ra hoac Eﬁi thu dién tu.
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tro xir Iy va phim tat

1. HO tro xtr ly
< Phim tit
Cac phim tat thong dung

Phim chirc nang Phim chirc nang

Ctrl+1 Gian dong don Ctrl + Shift + > Téng 2 c& chi¥

Ctrl +2 gian dong doi Ctrl + Shift + < Giam 2 c& chir

Ctrl +5 Gian dong 1,5 Alt + Shift +S B4t/ tit phan chia cira s6 Window

Ctrl+0 Tao thém d6 gidn dong don trude doan Ctrl + Enter Ngat trang

F12 Lwu tai liéu vai tén khéc Start +D Chuyén ra man hinh Desktop

F7 Kiém tra 13i chinh ta tiéng anh Start +E M@ clia s6 Internet Explorer, My Computer
F4 L&p lai [énh vira thuc hién Ctrl +Alt +N Clra s6 MS Word & dang Normal

Ctrl + Shift +S  Tao style (heading)-> Dung muc luc ty déng Ctrl + Alt + P Clra s6 MS Word & dang Print Layout

Ctrl + Shift + F  Thay d6i Font chi Ctri+ Alt+L Danh s6 va ky tu ty déng

Ctrl + Shift + P Thay déi Sise chi¥ Ctrl + Alt +F Panh ghi chd & chan trang

Ctrl +D Mé& hop thoai dinh dang font chi¥ Ctrl+Alt +D Panh ghi chi & ngay dudi dong con trd chudt
Ctrl+M LUi doan vén vao 1 tab Ctrl + Shift + A chuyén d6i chi¥ thuding thanh chit hoa
Ctrl+T Lui nhitng dong khéng phai la dng déu cla doan vén va Alt + F10 Phéng to man hinh

Ctrl + Shift + M Lui doan van banralé 1 tab Alt +F5 Thu nhd man hinh

Ctrl + Shift + T LUi nhitng dong khdng phai 13 6ng ddu cla doan van ra Alt + Print Screen  chup hinh hdp thoai & trén méan hinh

Ctrl +F Tim kiém ky tv Print Screen chup toan bd man hinh dang hién thi

Ctrl + G(hodc F5) Nhay dén trang s6 Shift + F3 Chuy@n chi¥ hoa thanh chif thudng va chit thudng thanh chit hoa.
Ctrl +H Tim kién va thay thé ky tu Ctrl +] Téng 1 c& chir

Ctrl +K Tao lién két (link) Ctrl + [ Giam 1 c& chi¥

58



