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Noi dung

1. Téng quan Word 2010

2. Dinh dang van ban & Chen cac dbi tuong
3. Bang biéu (Table)

4. Style & Muc luc & Chd thich

5. Tron thu (Mail Merge)

6. Thiét lap trang & In 4n & Két xuat

7. Review tai liéu
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1. Tong quan Word 2010

o Giéi thiéu Word 2010

o M¢/déng Word 2010

o Céch str dung Tiéng Viét
o Céc thao tac vdi File

o Cac thao tac co ban
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Slide 3 /103

1.1 Gi61 thiéu Word 2010

Microsoft Word 13 phdn mém chuyén xir 1y vin ban
phd bién nhét hién nay. MS Word c6 céc tinh nang:

Q Cung cép day du nk}ét cac k¥ nang soan thao va dinh dang
van ban da dang, dé s dung

Q Giao dién dd hoa thong qua hé théng thyuc don va cac hoi
thoai

a C6 cdc chuong trinh Kkiém tra, sta 13i chinh ta, 20 tat, tim
kiém,... va mot so thao tdc tu dong khac

O C6 chire nang tao béng biéu manh nhu cho phép sép xép dir
liéu, chon mau c6 san...

O Cho phép trdn thu, Review tai liéu...
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1.2 M¢/déng Word 2010

1.2.1 Khéi dong MS Word 2010

O C1: Start ->All Programs -> Microsoft Office ->
Microsoft Office Word 2010

QO C2: Click vao biéu trgng MS Word trén man hinh
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1.2 Mé/déng Word 2010 (tt)

1.2.2 Giao dién cira s6 MS Word 2010

[ Vung soan thio }

Thanh trang thai ]

Cira sb giao dién Microsoft Word
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1.2 Mé/déng Word 2010 (tt) 1.3 Céch st dung Tiéng Viét

1.2.3 Thoat khéi MS Word

1.3.1 Sir dung bang ma TV
QCI: File -> Exit U Bang md TCVN3 (ABC): Bang ma ctia VN, ¢6 2
QC2: Kich éo biéu twong close & géc bén phii cira sé 1am loai
viee o Font soan thao chir thudng 6 dang: .vn...
QIC3: Nhan Alt + F4 o . Vi dy: Cic font chit nhu: .VnTime, .VnArial,...
tcl‘l}fbi y:blfhl déng ma chua luu tap tin vao 6 dia th‘% xué.t hi¢n hop o Font soan thio chit hoa c6 dang: .Vn...H
ong bdo v o Vi du: céc font chit nhu: .VnTimeH, .VnArialH, ...
ik Dranatteic o i bpiancis ) i O Bang ma Unicode: Bang ma Quéc Té, nén st dung.
[ see | [Dontsave | [ concel € Tir choi déng . ] .
7S Vi du: Time New Roman, Arial,...
Luu lai

Khong muén qu va déng
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1.3 Céch str dung Tiéng Viét (tt) 1.3 Céch str dung Tiéng Viét (tt)

1.3.2 Kiéu gb

C6 rat nhiéu kiéu g6 Tiéng Viét trong Windows nhur Telex,
VNI, VIQR... Thong dung nhat hién nay la kiéu go Telex.

1.3.3 Giéi thiéu bo go Unikey (nén dung)

e R =)

Kitr AlE]O o v

KiéuTelex | AA | EE | 00 | Oow:[ | uw:w:] | AW | DD
Kiéu VNI A6 | E6 [ 06 | ©O7 u? A8 | DO
[ oo din \ Théngn J i dnn J
Phin mém bj gb tiéng viét Unikey
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1.4 Thao tac vai File 1.4 Thao tac vai File (tt)
1.4.1 Tao méi 1 tai liéu 0 Cira s6 Save As

O C1: Vao Menu chon File -> New -> Blank Document
Q C2: Nhén biéu tugng New trén thanh cong cu B
0 C3: Nhén t6 hop phim Ctrl+N

1.4.2 Thao tac luu tai liéu

Chon thu muc
chira tap tin

Pé luu tai liéu ta c6 céc cich:
Q CI: File -> Save

Nhap tén tép tinj . Sajstet . ;
QO C2: Nhén Ctrl+S

L . A A Chii y: Nén thuong xuyén chi dong luu ndi dung van ban khi 1am viéc, dé nhanh thi
O C3: Kich ,nut Save trén thanh cong cu H A CTRL + S, khi file da ton tai thi s& ty dong ghi deé khong hoi lai.
Khi d6 s& xuat hi¢n hop thoai Save As
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1.4 Thao tac voi File (tt)

1.4.3 Thao tac mé tai liéu da co
Q C1: File -> chon Open
Q C2: Nhén Ctrl+O
QO C3: Kich nit Open
Khi d6 s& xuét hién hop thoai Open
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1.4 Thao tac vai File (tt)

Hp thogi Open =l

0s
Chon vi tri mé
tép tin

™ (8] Microsoft Powerpe . Documents library

Hodc danh tén file

Nhén Open dé mo
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1.5 Cac thao tac co ban

1.5.1 Nhap ndi dung vao tai liéu

a) Khdiniém vé character, word, sentence

o Ki tg‘ (Character): Bao gém cac ki tu chir (a,...,z, A,...,
Z) s6 (0 ->9), ki tu dac biét (+,-,@,....) dugc in ra man
hinh.

o Tw (Word):‘ nhém ki tu li§n tiép nhau, cdc tir dugc ngan
cach nhau bang khoang trang (blank).

o Chu (sentence): la gdm nhiéu tir va phai két thiic béng
dau cham.
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1.5 Cac thao tac co ban (tt)

b) Khdi niém vé line, paragraph, select text, section

o Dong (line): Tap hop cac tir nam tir dau 18 trai dén 1& phai
cua man hinh.

o Poan (paragraph): Phin van ban gdm nhiéu cau két thic
boi dau Enter.

o Phén doan/chwong (Section/chapter): Phan vin ban gdm
nhiéu doan c6 cuing tinh chat, cé thé dinh dang doc 1ap cho
tung phan doan.
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1.5 Cac thao tac co ban (tt)

¢) Nguyén tdc nhdp van ban

o Vin ban luén dugc nhap bét dAu tir 18 trdi. Chua cin quan
tam dén dinh dang, phan dinh dang sé& thuc hién sau (nhap
tho)

o Han ché nhéq phim Spacebar dé nhap céc ki ty tring & dé}u
dong hodc day céc ki tu, néi chung khdng nén tao nhicu
hon 2 khoang trang lién nhau.

o Nguyén tE"lCV cudn tir: khi dong van ban dép 1& phai, Word s&
ty dong xuong dong. Néu 1 tir vugt qud 1€ phai clia van ban
thi ca tur s€ dugc chuyén xuong dong dudi.

o Phim Enter: Két thic mét doan, qua doan mai.

o Shift + Enter: Xuéng dong nhung vin ¢ doan cii.
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1.5 Cac thao tac co ban (tt)

1.5.2. Di chuyén con tré viin ban

Trong cira sb soan thao vin ban, cdc phim sau diing
dé di chuyén con tro:

o A, \: Di chuyén con tré [én xuéng mot dong

o -, €:Dichuyén con tré sang trai/phai 1 ki tu

o Ctrl+ -, €: Di chuyén con tré sang trdi hogc phai 1 tir

o Home, end: Di chuyén con tro v& dau/cudi 1 dong hién

hanh
o Ctrl + Home/End: vé diu hodc cudi tai liéu
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1.5 Cac thao tac co ban (tt)

1.5.3 Thao téc trén khéi viin ban
Sao chép khéi: Chon khdi viin ban cn sao chép va thuc hién cdc
budc:
QB1: Goi 1énh Copy bing mét trong céc céch:
o Cl1: Edit -> copy
o C2: Kich chuét phai chon Copy
o C3: Ctrl+C
QB2: Di chuyén con tro t6i viing dich
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1.5 Cac thao tac co ban (tt)

QB3: Goi Iénh Paste bang 1 trong cdc cach:
o Cl1: Edit -> Paste
o C2: Kich ntit Patse
o C3: Kich chudt phai chon Paste
o C4: Ctrl+V
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1.5 Cac thao tac co ban (tt)

Xéa khéi van ban: Chon khdi vin ban cin x6a,
nhin phim Delete hoic c¢6 thé ding phim hoic t6
hop phim:

OBackspace: X6a 1 ki ty bén tréi con tro ciia van ban
UDelete: X6a mot ki tu bén phai cua van ban
QCtrl+Backspace: X6a 1 tir bén trdi con tro ctia van ban
QCtrl+Delete: X6a 1 tir bén phai con tro cia van ban
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1.5 Céc thao tac co ban (tt)

1.5.4 Chirc ning Undo va Redo
WUndo: Quay lai thao tac trude d6
oC1: Chon biéu tuong Undo Quick Access Toolbar
0 C2: Nhan T6 hgp phim Ctrl+Z

URedo: Dung Iénh hiy Undo
oCl1: Chon bidu tuong Redo trén Quick Access Toolbar
o C2: Cul+Y
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2. binh dang & Chen céac ddi tuong

o DPinh dang Font

o Chén anh (Picture & Clip
o DPinh dang doan Art)

o Thiét 1ap Tab o Chen chir nghé thuat (Word

o Thiét 1ap Bullets & v
Numbering o Chen cong thirc todn hoc

o Chia cot bdo (Equation)

o Tao chir hoa diu doan
(Drop Cap)

o Chen ky tu dac biét
(Symbol)

o V& hinh (Shapes)
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2.1 binh dang Font

2.1.1 Pinh dang Font bing thanh cong cu

Taq chir chi
0 dudi

‘”“'d“:x‘ - A
font
Tao chit dam b Font Tao chir chi chir

50 trén
Tao gach
ngang chir

Size chir
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2.1 Pinh dang Font (tt)

2.1.2. Pinh dang Font bing t6 hop phim

O Tang kich thudce (Size)
O Giam kich thudc (Size)
4 Cha dam

Chir nghiéng

Gach dwéi 1 nét

Gach dudi 2 nét

0 D e g

Gach dud tirng tr
Chi 56 dugi

o

Chi s0 trén

Chir hoa lén/thudng

O0Oo

Giing vién: Nguyén Gia Quang Ding

Dai chir hoa/thuémg/hoa :

: Ctrl + | hodc Ctrl + Shift + >
: Ctrl + [ hodc Ctrl + Shift + <
:Crl+ B

Ctrl+ 1

:Ctrl+U

: Ctrl + Shift + D

: Ctrl + Shift + W

:Ctrl+=

: Ctrl + Shift + =

: Ctrl + Shift + A

Shift + F3
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2.1 Pinh dang Font (tt)

2.1.3 Pinh dang Font bing hdp thoai
QOChon doan vin cin dinh dang

QChon phin mé rong cta thé Font hodc 4n td hop
phim Ctrl+D
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2.1 Pinh dang Font (tt)

o Kiéu chit Kich thuge chit
L —
Font chit—"_|
Mau chir~—u1__|
- Tao chtt hoa nho
Gach ngang pes Tao chit hoa
Gach 2 gach ngang—"" An chit

Tao chi s trén’

T Ving xem trudc

Tao chi so dudi

[Setapetai ] [Tosgficsee

van ban

i) [mmsica]
Hop thogi Font
Trung tam Tin hoc Slide 27 /103
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2.1 Binh dang Font (tt)

2.1.4 Chuyén déi kiéu HOA/thuong

Chuyén dbi tir chit hoa sang chit thuong va
nguoc lai, chit hoa dau cau hodc chit hoa dau
moi tir

Thuc hién: Chon Home > (Group Font) Change

case dt ca 12 in hoa
SEntEn(E ease. .
gt dhu o ch - / hir viét hoa déu tir
Ky tu dau céu la chir hoa
UPPER(ASE

Tat ca la chir thuong

Capitalize Ea(h Waord Pao nguoc lai so
10GGLE ;ASE v6i ban dau
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2.2 PBinh dang doan

Poan van ban (Paragraph) la tap hop cac tir dugc Kkét
thic bang dau ngat doan do bam Enter.

Chii y: Bé xudng nhung khong bt dau bing mot
doan méi ta nhan t6 hop phim Shift+Enter

Giing vién: Nguyén Gia Quang Ding
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2.2 Pinh dang doan (tt)

2.2.1 Pinh dang bing hjp thoai Paragraph
bé dinh dang doan, thuc hién cac budc sau:
Q Chon doan van ban can dinh dang
U Vao Home -> chon Paragraph
Hop thoai Paragrap xuét hién
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2.2 PBinh dang doan (tt)

Hpp thogi Paragraph

|

Aligment: Dung dé cin
chinh 1&
Left: Canh 1 trai
Right: Canh 1& phai
Center: Canh I¢ gitta
Justified: Canh déu 2 bén

Indentaton

Indentation: Dung dé thay
doi vi trf canh 1&

Piéu chinh khoang cach =
cdc doan

[T ] [smmmma

o) (o)
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2.2 PBinh dang doan (tt)

Canh 1& phai Canh 1& 2 bén

A Paragraph 2
N Thay doi khoang cich
Canh I¢ gilta Group Paragraph dong doan
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2.3 Thiét lap Tab

Thiét 14p Tab 1a dit mét diém dimg (Tab Stop) ma
con tré s& dich chuyén dén diém nay khi ngudi ding
nhén phim Tab.

Néu khong d3t Tab stop, khi nhén Tab thi con tro s&
nhdy dén vi trf ¢é dinh duge quy dinh trong muc
Default Tab Stop (mac dinh 1a 0.5 inch =1.27 cm).
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2.3 Thiét 1ap Tab (tt)

2.3.1 Cac loai Tab
o (Left tab): La tab canh trai
o (Right Tab): La Tab canh phai [&]
o (Center Tab): La Tab canh giita
o Decimal Tab: La Tab canh 14y chuén 12 d4u phén

c4c phan thap phén.
o (Bar Tab): La Tab chén thém mdt gach théng ding
“I” vao vi tri Tab dimg
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2.3 Thiét 1ap Tab (tt)

2.3.2 Cach dat Tab

I S S SO U KN N SN ST S K XN KN T VI N N N3, Vs |

Q St dung thude dinh vi

Q Chon vi trf muén dat Tab.

O Kich vao n}it Tab Align bén trdi thudce do dé chon mot loai
Tab dirng can dat.

a Kl’ch,chuét vé,o vi trf can dat Tab trén thanh thuée, lic dé
s€ xuat hién dau Tab trén thudc
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2.3 Thiét 1ap Tab (tt)

2.3.2 Cach dat Tab

0P N 0 O CAK KN N KT SN S S AN SR TR TN S A X SN 3, A0

Q St dung thude dinh vi

Q Chon vi tri mudn dit Tab.

4 Kich vao n}it Tab Align bén tréi thude do dé chon mot loai
Tab dung can dat.

a Kl’chrchu{)t vao vi trf cAn dit Tab trén thanh thuéc, lic d6
s€ xuat hién dau Tab trén thudc
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2.3 Thiét 1ap Tab (tt)

2.3.3 Hiéu chinh Tab
QChon vi tri mudn dat
QVao Paragraph ->Tab Hop thoai Tab
xuat hién:

Lo

| 7o stops to be esres

o Tab stop position: Vi tri ctia Tab

o Alignment: Canh 1& cho Tab

o Leader: Chon ky tu dién vao chd
trong trudc Tab Hép thogi Tab
Clear: X6a Tab
Clear All: X6a hét Tab
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2.3 Thiét 1ap Tab (tt)

2.4.4 X6a Tab
C6 3 cdch sau:
Q Kéo tha céc didm duirng trén thude dinh vi ra khoi no.
U Trong cfrarsé Tabs, chon Clear hoac Clear All dé hity bo
mot hodc tat ca cac diem dung da thiét 1ap
Q Nhén tb hop phim Ctrl+Q dé huy bo tit ca cdc diém ding
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2.4 Thiét lap Bullets va Numbering

2.4.1 Dinh dang Bullets

. Dua con tro soan thao dén vi trf
can chon dinh dang:
o Home -> Nhém Paragraph ->

chon Bullets i T

o Sau d6 chon kiéu dinh dang c6 san | suetvary
trong bang . [

+ Néu muén chon kiéu khéc chua cé | =
ta chon Define New Bullets sau d6 | % » v
thiét 1ap: =

o Symbol Define Hew Bulet.

PR
L) AaBbCeDe

None

— e O ™= +

o Picture Céng cu Bullets
o Hodc font
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2.4 Thiét 1ap Bullets va Numbering (tt)

2.4.2 Pinh dang Numbering e
Dua con tré dén vi trf cin chon dinh

dang:
QO Vao Home -> trong nhém Paragraph -> a ¥ i
chon Numbering v A o

UTrong cira so6: e
o Chon kiéu ddnh sin trong bang >

o Néu mudn chon kiéu chua c6 trong =
bang ta chon Define New number DefineNew Number Format
fomat -> chon céc kiéu khac

Céng cu Numbering
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2.4 Thiét 1ap Bullets va Numbering (tt)

Chii ¥: Trudng hop sb tw dong khong tu
cap nhat hodc ta mudn danh bit dau véi
gid tri khéc:

O Ta chon Set numbering value
1 Hoac kich chudt phai vao vi tri
cAn ddi sau d6:
o Continue Previous list: dé dénh s6
theo muc trudc dé

o Restart Numbering: dé dat lai ché do
dénh so.

Céng cu Numbering
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2.5 Chia cOt van ban

Chire niing: columns cho phép s =]
dinh dang van ban dang cot bao =
Cach tao: Chon doan vin ban can ==
: N ) . > w me @
dinh dang c0t, sau d6 thuc hién: ———— e
Width and spading. Previen
U Vao Page layout -> Nhém n W e
Page setup -> columns -> E s 2
More columns: [
. z A . A Equal colmn width
QKhi d6 hop thoai columns xuat
n ¥ : sty [vmoe oamen: 5] Stertrewcomn
hién @
Hop thoai Columns
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2.5 Chia cOt van ban (tt)

Two Three Left Right

Xdc dinh s6
cOt can chia

Tao duong
Do rong cic
<ot

thing ngin cich
gilta cdc cot

Aoply tos | Whole document [~ Startnew column

Xdc dinh do
rong cic cot
bang nhau
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2.5 Chia cOt van ban (tt)

Chii y: Trong truong hop chia cft xong méi nhap van
ban. Khi d6 nguoi str dung phai nhap hét cdt nay méi
tdi cot khac. D€ nhap van ban cho ¢t khac khi chua ket
thic ¢ot thuc hién nhu sau:

O Vao page layout ->

O Chon Break -> Columns Break -> Ok
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2.6 Tao chir Drop Cap

Drop Caps 1a mot kiéu dinh dang dic biét thudng
thay trén céc trang bdo, dung dé tao mot ky tuy HOA c6
kich thudc 16n ¢ ddu ciia mdi doan vin ban

Phin chia cjt bio va tao chir hoa dau doan vin

idy 06 budn g thim
"My dong trong nghién siu
Ong 5 v
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2.6 Tao chir Drop Cap (tt)

2.6.1 Cach tao
QOChon doan vin ban can dinh dang
QVao Insert ->Drop Caps -> Drop caps option
QCira s6 Drop Caps xudt hién:
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2.6 Tao chir Drop Cap (tt)

Q0 None: Bo Drop Caps w
Q Dropped: Chit Drop Caps nim Pt

trong van ban = W ‘ W
Q In Margin: Chit Drop Caps ndm & || =

18 trdi van ban Moe  Drogped  Inperon
Q Font: chon kiéu chir cho Drop

Caps
Q Lines to Drop: S6 dong vanban || ...

img véi chiéu cao chit Drop Distarce fromtext: [Dam
{ Distance from text: Khoang céch

chit Drop dén vin ban [oe [ coned |

Cira so Drop Caps
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2.6 Tao chir Drop Cap (tt)

2.6.2 Hiy chir Drop Cap

Q Chon kiéu chit Drop Caps di tao

U4 Vao Insert -> Drop Caps

Q Trong cira s tao chit Drop Cap -> None

0 Nhén OK
Chii ¥: Dbi véi van ban vira trinh bay chia cot vira c6
tao chit Drop Caps cn:

1. Chia cft trudc, tao chir Drop Caps sau:

2. Néu Huy: Huy chit Drop truéc sau d6 mai hity chia cot
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2.7 Chen ky tu dac biét (Symbol)

Chon Font ky tu

Chen mét s6 ky ty dac biét
khong c6 trén ban phim vao céac
vi tri thich hgp trong vén ban.

11/05/2020

Céch tao: = -
Q D3t con trd vao vi tri can chen | L e
ky tu déc biét ERRRREBONER
U Insert -> Symbol -> More VR [[ele[¥[e]*[~[£]=
symbol e P
Luu y: Chon font chir Wingding ) G
la font hay dung nhat Ciia 56 Symbol
Chon Ky tu mudn chen
Nhén dé chen vao
van ban
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2.8 V& hinh (Shapes)

2.8.1 Vé chén hinh

QVao Insert -> Shapes

OKhi d6 hién ra cdc dang hinh ta
chon hinh mong muon sau d6 dat
chudt vao trong van ban gilt chudt
trai vao kéo véi kich thudc tuy y

QKhi v& xong trén menu xuét hién
thém 1 thé Drawing tool c6 tén
Format. Khi d6 th¢ Format chinh
1a cdng cuy dé chinh stra hinh vira
\C
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2.8 V& hinh (Shapes) (tt)

2.8.2. Chon kiéu dinh dang hinh
Chon mau Shape Style bao gdm:
O Shape Fill: Thay di mau nén cia hinh
Q Shap Outline: Thay di duong vién ngoai
O Shape Effects: Hiéu ing hinh

References Mailings Review View

| +| 2 shape Fill -

= | o | BEEE
|

¥ 2P shape Effects =

Shape Styles

Nhém Shape Style
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2.8 V¢ hinh (Shapes) (tt)

2.8.3. Cin chinh nhi¢u hinh
Dé can chinh, xap xép vi tri gifta cc hinh véi nhau ta
su dung nhém Arrange:
QPosition: Thay dbi vi tri
QO Bring Forward: Pua hinh 1én trén
QSend Backward: Dua hinh xuéng dudi
QO Align: Canh vi trf gitra céc hinh (slide sau)
QRotate: Xoay cic chiéu cho hinh
@l | [ Bring Forward ~ |2 Align =
d Iﬂ & send Backward ~ Gro
Position Wrap o ) s
v Textv CrySelection Pane S Rotate =

Arrange

Nhém Arrange
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2.8 V& hinh (Shapes) (tt)

Canh chinh gitra cdc hinh (Align) A oo -
0 Align left: canh céc hinh déu sang trai [ AngnLert

& Align Center

Q Align Center: Canh déu giita (dimg) pol i
O Align Right: canh déu sang phai I

i Align Top

O Align Top: canh déu lén trén o Align Middie

O Align Middle: Canh déu giira (ngang) i atign Bottom

O Align Bottom: canh déu xuéng dudi s0e Distribute Horizontally

Q Distribute Horizontally: Céch déu theo chidu ngang | & osioue verveay

Q Distribute Vertically: cich déu theo chiéu doc I
Khi canh ching ta phai chon cach thuc hién: R

o Align to Page: canh theo trang gidy View Gridines
##  Grid Settings..

o Align: Canh theo 12 gidy ‘
o Align Selected Objects: Canh theo doi tugng dugc chon
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2.8 V¢ hinh (Shapes) (tt)

2.8.4. Chinh kich c&
Nhém size diing dé thay ddi kich thudc hinh véi:

QHight: chidu cao S =
QWidth: chidu rong il
Chii y: 2

o Néu cét} hinh Vuéng, hinh tron hodc cdc hinh da dién déu ta
cho chiéu cao = chiéu rong

o Néu mudn dudng thing ndm ngang thi chidu cao = 0

o Néu muén dudng thing ding thi chidu rong = 0

Giing vién: Nguyén Gia Quang Pang “Trung tAm Tin hoc Slide 54 /103
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2.9 Chen anh 2.9 Chen anh (tt)

2.9.1 Pinh dang hinh dnh 2.9.2 Pinh dang inh
_ Word cho phép nguoi dung dua vao hinh anh la nhitng tap tin ¢6 Lo : .
san hodc tir thu vién hinh anh di theo bo Office hodc online Vao Picture tools:
Chen hinh anh c6 sén:
o Insert -> Picture: chén anh luu trén mdy tinh. . . 21 R 2
o Insert -> Clip Art: Anh theo bg office hodic iy Online ° P'Ct“rﬁitl’les' Thay doi kiéu anh

Thiét 13p
duong vién

o Adjust: Thay déi thudc tinh anh

Wid - o= ‘Doctimentl ™ Microsoft Word I ey
BN o men hoeinos  Retwmes Vaings  Redew  View | Fomt '
] 3] M Compresspiures | o g — 2 piabre Boraer -
=d ol o O > sure fteds +
e e | comecions opr e Ao ||l (] (| il g e R
s B L2l w 4 S
Covr Blank Page | Table Picure Cip Shapes Smatt Char Saeenshot
Page- Page Break | - A - { 4
e Tabies Hosrations Xéa Thay Chon cic Thiée lap
N mau nén mau ;
Group lllustrations - Khung gu'oc hiéu tmg dnh
30 san
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2.9 Chen anh (tt) 2.10 Tao chir ngh¢ thuat (Word Art)

£ K 1.Z . ? —
2.9.3 Sap xep hién thi (Arrange) Wﬂp 2.9.1 Tao chir e
Muon thay doi vi trf cua hinh ta chon Tod- |y seecionpane 3 By A R g | Ser
Position sau (}il(’) chon vi trf | o e Tt o Insert-> Word Art -> chon mau bét
KA 1A o s y A A
Wrap text: Thiét 13p hién thi = oy ky )
o Inline with text: hinh va chir cing nim trén 1 hing [ Through o Khi d6 sé hién ra khung chir nghé /a\y
o Square: chir bao quanh hinh theo hinh vuéng [ Tepand Bottom At -> o noi P
o Tight: chit bao quanh hinh theo dudng vién cua hinh = m:mnrm thuat 80 not dl][lg A A A A
o Throught: chir bao quanh quén sudt }]inh = nn 7( —
o Top and bottom: chir canh ¢ trén va I¢ dudi cta hinh = it X6a chit Your text P S A A A A
o Behind Text: hinh nam dusi chtt =~ 3 voreLayou optns. here va danh chit | Your text here. A A
o In Front of Text: hinh nam trén bé mat chir muén tao vio >] ‘
o Edit Wrap points: thiét 1ap véi chir dé 1én hinh Cong cu Wrap text i e o S A A A
o More layout options: M¢ man hinh layout ~

Khung Word Art
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2.10 Tao chir ngh¢ thuat (tt) 2.10 Tao chtr ngh¢ thuat (tt)

. - e
2.10.2 Hiéu chinh chir nghé thuit 2.10.3 Tao hiéu ing chir
Chon ddi twong vao cong cu Drawing tools (Fomat) -> Tao céc hiéu img khdc nhau g;‘;:tm ) %;u
Chon nhém WordArt Style cho chit bang céch vao phan Text Rvettiesy | oo
" ; Effects: ——
Thiét 1p miu . E
o nén o Shadow: D6 béng
Format , Reflection
: T— o Reflection: Phin chiéu
i T - . P Glow
- A L/jé\; - &recouting ol Lian necai chir 0 3-D Rotation: xoay 3D
7 Text Effects =

o Transform: bién dang A\ et
dArt Styles

Chon mau Group WordArt Style Tao hiéu g A\ sprotation »
chir S

ARy Transform
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2.11 Chen codng thic todn hoc (Equation) 2.11 Chen cdng thuc todn hoc (tt)

Hiéu chinh cong thirc todn hoc ta sir dung tab Equation
tools
O Symbol: Cac ky tu todn hoc
Q Structure: céc cu tric todn hoc thong dung
o Fraction: phén s6
o Script: Ml
o Ratical: can
o...

Equation diing dé soan thao cic cong
thirc todn hoc, héa hoc, vat ly...
Cich tao:

o Chon vi trf cn chén Equation

o Vao Insert -> Equation (hodc vao
Objects -> Microsoft Equation 3.0)

AT o

Cong cu equation =
S]] e

Equation tools
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3. Bang biéu (Table) 3.1 Tao bang

o Tao bang Dat con tro soan thao vao vi tri can tao bang,

o Hiéu chinh bang thuc hién 1 trong cac céach sau:

QC1: Vao Insert -> Table sau d6 ta ré chudt chon sb cot +
hang can thiét roi kich chudt ta s& dugc bang can tao

Insert Table JER ==
UC2: Insert -> Table -> Insert table: —

Table sze
o Number of columns: s0 c§t Nurber of oms: (5
. Nomberofpovs: 2
o Number of rows: s6 hang R
© Fixed coann widh: Auto
UC3: Insert -> Table i
Autorit o vidow
-> Draw table: v€ bang R
] e
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3.2 Hi€u chinh bang 3.2 Hi€u chinh bang (tt)

3.2.1 Hiéu chinh mau 6 va dwong vién QO Hép Borders & Shading
QTable tools -> Design o Shading (nén béng): Ta bdi den viing
x a cén d6 mau trong bang sau d6 chon
o Table style: Chon 1 mau duoc thiét 1ap san mau thich hop dé to
o Borders: dinh dang khung o Borders: thiét 1ap duong vién ~

Tao mau Shading

Chon céc !(iéu
dudng thing

Y p—

Boraes

Thiét ldp cho
bang

Table tools Thiét 1gp mau
duong thang Thiét 13p cho timg
- Vi tri
Thay déi kich thuse
dudng thing Tity chon khung
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3.2 Hiéu chinh bang (tt)

3.2.2 X6a dbng’ cotva o Pagelayout | References Ml
Vo Table tools -> chon layout ‘ﬁ' E'El %l el
Nhém Row Columns Dz\e!e! insert Insert Insert Insert
O Insert above: Thém 1 hang & phia T
trén Delete Cells...

Delete Columns

QO Insert below: thém 1 hang du6i
O Insert left: thém 1 cft sang trai
O Insert right: thém 1 cdt sang phai
Q Delete: Group Row Columns
o Delete cells: x6a 6
o Delete columns: xda cot
o Delete row: x6a hang
o Delete table: x6a bang

Delete Rows

FEELP

Delete Table
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3.2 Hiéu chinh bang (tt)

3.2.4 Tron va tach 6 bing
Trong nhém Merge

Trdén 6: B6i den $6 6 can tron
o Vao layout -> merge cells spncats ] e

Téch 6: Kich vao 6 can tdch

o Vao layout -> Spilit cells: Sau d6
chon 6 ¢t hang muon tich

'f‘ IEI E252 == 4] Height: 059 em 5 | HE Distribute Rows

Merge Sphit  Spiit | AutoFit = widgth: 338em 3 | Distribute Columns
Cells Cells  Table T
Merge
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3.2 Hiéu chinh bang (tt)

3.2.4 Canh chinh khoang cach

Vao layout -> chon nhém Cells size
Height: Thay ddi chiéu cao cdc hang

o

Width: Thay déi chidu rong céc cot
Distribute Rows: Din déu chiéu cao cdc hang

o O O

Distribute Columns: Dan déu chiéu rong cot

ﬂ 1l Height: 0.59.cm 3 3T Distribute Rows
AutoFit j Width: 338em o ?L_'D\stnbute Columns

(< e

Group cells size
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3.2 Hiéu chinh bang (tt)

3.2.5 Canh 1& trong 0
o Vao layout -> nhém Alignment

Xoay chir cdc hudng

Canh 1& trong &

BEEE A=
H2EE = =
= EJ = DirT:c)tdi:on I‘.dacregl:ns
Ahgnment
Group Alignment
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4. Style

Khéi niém Style

Tao Style

Gén & Sua Style
Muc luc

Diu trang/ Cubi trang
Chu thich

O O 0O O O O
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4.1 Khai niém Style

Style 1a tap hop cac dinh dang dugc tao trude va cé mot tén.
N6 ¢6 thé 4p dung cho doan, cho ky tu hodc ca hai. Word c6 sin
cdc style mac dinh (Normal, headingl, heading?2...), nguoi dung
¢6 thé dinh nghia thém style. Céc style dugc chira trong group
style ctia tab Home

P}

. o | nasbceoc AaBbC, Aagbce AAB o

Group style
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4.2 Tao style

Cich tao Style e
o Dinh dang cho khéi van ban |

o Chon khdi van ban vira dinh
dang

oco AaBbC AaBbee AAB 4

ASBRCCD AasbCeD

\ AMBBOCDC AOBCCDC AGBLCCD: ASEECCD)
s Quateiemseq. sulerr

o Mo rong Style, chon Save
Selection as a New Quick
Style

l Group Style

o Nhép tén style trong & textbox

o Chon Modify tir hop thoai dé
hi¢u chinh style

style1

7 i e
Bame:
name e

Paragraph sty preview:

Giing vién: Nguyén Gia Quang Ding Trung tam Tin hoe

Slide 73 /103
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4.2 Tao style (tt)

Hop thoai Create New Style from Formatting

o Name: Nhip tén méi

Style type: Chon loai style

Style based on: chon Style lam co s&
cho Style dang tao

Style for following paragraph:
chon Style cho doan ké tiép

o Formatting: Chon céc dinh dang
cho Style

Click nit Format cho phép mo rong
cdc dinh dang nhu: Font, Paragraph,
Tabs... dé dinh dang sau hon

o O

o

o

“Trung tim Tin hoc

Slide 74 /103

Gan Style

o Chon style trong hop Group Style
Hié¢u chinh

o Trong cira s6 Style and Formatting

o Kich chudt phéi chon Modify...

o Thuc hién hiéu chinh nhu budc trén

4.3 Gan & Hiéu chinh style

o Chon khdi vin ban muén dinh dang theo mét Style nao d6

Giing vién: Nguyén Gia Quang Ding Trung tam Tin hoe

Slide 75 /103

4.4 Muc luc

Tao muc luc
a. Khdi tgo Style

o Pé tao muyc lyc ta phai tao Style trudc, noi
dung nao mudn xut hién trong muc luc thi et
ndi dung d6 phai dugc gan vao Style.

o VaStyle dé tao muc luc 1 cdc Style Heading |
1-> Heading 9. Tuong (g v6i phan cAp d& St

muc trong van ban e
i oo
o Sau khi gdn vao céc Style Heading ta muon 2 e
chinh stra Style thi van dung céc budc trén vt N
Gidng vién: Nguyén Gia Quang Ding Trung tam Tin hoc Slide 76 /103

51240

H
e BRans s BEEE

b. Chén muc luc
Chon vi trf can chen (thong thuong

la dau hodc cuodi van ban)

O Chon tab References -> Group
Table of contents -> Table of
Contents chon Insert table of
contents

o Show page numbers: Hién thj s trang

o Tab leader: Kiéu tab tir tén dé muc dén s ||
trang

4.4 Muc luc (tt)

=

i

o Format: Chon kiéu dinh dang

o Show levels: S6 cép xuét hién trong muc
luc

o Nhén OK dé chén

Giing vién: Nguyén Gia Quang Ding Trung tam Tin hoe

Hgp thoai Table of contents
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4.5 Tao Header/Footer

Dé thyc hién 1ap lai tiéu dé dau va

chan trang cho cdc trang van ban trong tai

liéu ta thuc hién nhu sau:
O Insert -> nhém Header and Footer
o Header: chen tiéu dé dau trang
o Footer: chen tiéu d& chan trang
o Page number: dénh s§ trang
Chii y: Néu tai lidu da c6 sin du cudi
trang, ta chi can kich dip vao ving
header/footer dé chinh stra

3

Header Footer Page
i3 T Humber ~

Header & Footer

“Trung tAm Tin hoc

Group Header &
Footer

Slide 78 /103
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4.6 Tao chu thich Footnote/Endnote

Dé giai thich cho nguoi dung d& hiéu
nhung khong thé viét truc tiép tai vi tri
vin ban d6 ma ta st dung Endnote hoac
Footnote dé ghi chii thich & cubi tai lidu va
cudi trang.

Dt con tr tai vi tri cin chén Footnote

hoéc Endnote
[ Insert Endnote

Vao Reference:
A Next Footnate =

o Chon Insert footnote: chen chi thich cudi trang | _nsert

a P J Footnate =
o Chon Insert Endnote: chen chd thich cudi tai
liéu

Footnotes

Group Footnotes
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Pagelayout | References

5. Tron thu

o Trén thu la gi?
o Chuén bi tron thu
o Tién hanh trén thu

Giing vién: Nguyén Gia Quang Pang “Trung tim Tin hoc Slide 80 /103

5.1 Trdn thu la gi?

Tron thu (Mail merge) 12 mét tinh nang rit manh va
thong minh ctiia Microsoft Word, cho phep tao va gui
mau van ban ¢ cling ndi dung dén nhidu nguoi ciing
Idc.

Vi du: Gidy béo, gidy thi, thiép moi,...
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5.2 Chuén bj tron thu

Q P& tron thu ta cin ¢6 2 nguén sau:

o Mail Document: La mAu vin ban chira thdng tin chung cua
mot bidu méu. Vi du: Gidy béo thi, gidy bdo diém, gidy chimg
nhan, ...

o Data source: La ngudn dit lidu td chirc dudi dang bang, gdm
nhleu dong nhiéu cot. Tén cdc cot goi la truong (field), dong
dau tién goi la dong tiéu dé (header row) céc dong con lai 1a
ban ghi. C6 thé tao ngudn dit liéu tir Word, Excel, Access,..

Q Chuén bi:

o Tao tép tin Data source chtra dit liéu ngu(“)n va luu lai. Vi

du: danhsach.docx

o Tao tép tin Mail document va luu lai. Vi du giaybao.docx
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5.3 Tién hanh tron thu

O Mo tap tin Main document
vi du giaybao.docx
O Vao Mailings -> chon Start
mail merge -> step by step
mail merge Wizard
Chii y: Dé tron thu trong
Word, ban tién hanh tht tu theo
cdc budc tir 1->6.

Cbng cy mailings
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5.3 Tién hanh tron thu (tt)

QO Buwée 1: Word s€ yéu cAu ban chon mot T —
trong nhitng dang tai li¢u ma ban s&
chon né lam mau danh sach:

o Letter: Van ban dang chir

o E-mail message: Dang thu dién tur
o Envelope: dang phong bi

o Labels: Dang nhan déan

o Directory: Dang danh ba Budc 1
Pé chon van ban dang chir ta chon Letter

va day la dang pho bién nhat.
Nhén Next dé sang budc 2. B
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5.3 Tién hanh tron thu (tt)

a Buée 2: Hop thoai yéu ciu ban chon tap tin
thu mau tr
o Use the current document: Str dung tap
tin dang md.
o Start from a template: Str dung 1 tép tin
mau cta Word.
o Start from existing document: Str dung
tap tin da ton tai trén dia cta ban.
O budc trén ta chon giaybao.docx nhu
vy ¢ buéc 2 nay ta chon dong dau tién
Nhin Next dé sang budée 3

Buée 2
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5.3 Tién hanh tron thu (tt)

QO Buwéce 3: Chon tép tin chira danh sich [

Select

nguoi nhan s€ st dung (danhsach.docx)
o Use an existing list: Sir dung tép tin c6 sin
trén dia
o Select from Outlook contacts: danh sich
ttr danh ba Outlook.
o Type a new list: Tao méi
Vi ta da tao danh sdch sin 12 danhsach.docx
1&én budc nay ta chon Use an existing list ->
Brower dé m¢ danh sach ra

o Néu dtng danh sdch nhén Ok dé tiép tuc
=> Nhan Next dé sang buéc 4

Budéc 3

Giang vién: Nguyén Gia Quang Ping Trung tam Tin hoc Slide 86 /103

5.3 Tién hanh tron thu (tt)

Q Buéc 4: Chén mot sé muc ngudi nhan
1&n tép tin thu cta ban
o Dit con tro chudt vao vi trf can cheén
trén vin ban gidy bao -> Chon More
items -> chon tidu dé cot can chen
sau d6 nhén Insert -> Close.

o Lam tuong ty vdi céc vi tri con lai
dén khi hét vi tri Buécd
2 Nhén Next dé sang budc 5
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5.3 Tién hanh tron thu (tt)

O Budre 5: La bude xem trude két qua

o Ban ghén vao cég miii tén << hodc
>> dé xem cdc ket qua dat dugce.

o Néu sai s6t c6 thé nhan Prevjous
dé quay lai cdc budc trudc dé
chinh stra

Nhén Next dé sang budc 6
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5.3 Tién hanh tron thu (tt)

O Budc 6: Hoan thanh va in an Wil Merge -~
Day la bude cudi cung cla thao tdc chgn | Complete the merse
2 N . Mail Merge is ready to produce
dé hoan thién ta chon: your letters
. A e L. To personalize your letters, dick
o Print: d¢ in truc tiép ra mdy in “Edit Indiaduel Letters. T vl

©open a new document with your
merged letters, To make changes

o Edit individual letters: d¢ dua nhiing | s ek, sutcnbacc
_ . . the original document.
van ban dat dugc ra 1 file chung

Merge

25 print..

23 Edit indvidual letters..

Buée 6
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6. Thiét 1ap trang & In & Két xuat

o Thiét 1ap trang in

o Ngit trang (Page Break)

o Ngit phan (Section Break)
oln

o Két xuét
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6.1 Thiét lap trang in 6.1 Thiét lap trang in (tt)

6.1.1. L& & kich thuéc trang in
Chon Tab Page layout -> Group page setup véi cic myc chinh

CNiit Orientation: chon

hudng in doc hay ngang
nhu sau ‘7 By = n%ﬁr:ah' )
O = G L. o Portrait: doc
N Oneron s Caums oo :
poshs : o Landscape: ngang
O Niit Margins: Chi dinh thong s6 canh 1€ cho trang in. Chling L Qe X A .
ta ¢6 thé chon céc canh 1€ ¢6 sin hodc vao Custom margins dé LNt Size: chon kho giay in
thict 1ap voi: trong danh sidch
o Top: 1€ trén e
o Bottom: 1& dudi Top 2@ [ ot 254an :
o Left: lé trai Left 254 4 Rt 2.54am
. A g ae auter: [0 < Gutterpositon:  |Left [
o Right: 1¢ phai
Gidng vién: Nguyén Gia Quang Ding Trung tam Tin hoc Slide 91 /103
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6.1 Thiét lap trang in (tt) 6.1 Thiét lap trang in (tt)

6.1.2. Thiét 14p nén in (page U Déng dau mo (Watermark)
Cho phép tao 16p chit mo du@i [P weemere 2=
Background) vin ban Fy—
QChon mau nén cho trang (Page color) o Thuc hién: Page layout -> =
o Thyc hién: Page layout -> page w::g g‘:; tf costum et
color: chon mau can tao trang % No Watermark: Bo qua
Watermark

» Picture Watermark: Tao

Page Layout References Mailings Review View waternark 12 hinh anh Lay E o
By = | 1= Breaks - T _)] j p » Text watermark: Tao watermark Concel |

= Ij x = J s L 3 i la dang van ban 2

$Line Numbers i Ctra s6 Watermark
Orientation Size Columns - Watermark Page Page PRemuve watermark: xdéa h
- - +  be Hyphenation ~ olor = Borders | £ | Wat K B
Page Setup ] Page Background atermarl
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6.1 Thiét lap trang in (tt) 6.1 Thiét lap trang in (tt)

6.1.3. Pong khung ny —
o Vao page layout -> Chon Page
border Bo tréng
» Néu dinh dang cho doan -> Border Chon cdc kiégv
> Néu dinh dang cho trang -> Page Tao hop bao dinaiunatbicy
border ngoai
=
""E Tao khung
S e b
bong Do rong cua
Hgp thogi Border and shading
Tao khung )
3D - - Vien nghé thuat
Tao khung tury bién
Gidng vién: Nguyén Gia Quang Ding Trung tam Tin hoe Slide 95 /103
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6.1 Thiét lap

6.1.4. Mau nén

Chon tab Shading
o Muc Fill: Chon mau nén
o Muc Patterns: Chon kiéu

trang in (tt)

dang
o Apply to: Chon céch thirc o
A paragraph 2]
thuc hién:
» Paragraph: cho doan o ()
» Text: cho chir
Ging vién: Nguyén Gia Quang Diing Trung tam Tin hoc Slide 97 /103

6.2 B¢ trang (Break page)

Break page la gi?

Page break ding dé dat 1 muc sang dau ftrang
méi nhanh hon thay vi ban phai a 4n enter nhiéu Ian,
ngoai ra nhitng phan ban chinh stra trude chd dat
break page s€ ko lam anh huong t6i b cuc cua tir
cho dit break page tro di.

Cdch lam:

Pat diu nhdy tai noi ban mu‘(")n break sang
trang méi (vi dy muon break phan 2 sang trang
mdi thi dat ngay phan 2).

o Vao menu Insert/Break, hoic CTRL +
ENTER

Giang vién: Nguyén Gia Quang Ping Trung tam Tin hoc Slide 98 /103

Break section

huéng in, 56 trang, tiéu dé, cot bdo...

Cdch lam:

theo.

Giing vién: Nguyén Gia Quang Ding

QO Dit con tré vao vi trf mudn chia doan:
O Vao Page layout -> Break -> Section Breaks:

o Next page: Section méi bt dau tir dau trang tiép
theo.

o Continuous: Section méi bat du ngay tai vi tri
con tro.

o Even page: Section mdi bét ddu tir trang chin tiép
theo.

o Odd page: Section méi bt ddu tir trang 1é tiép

6.3 Break section (chuong & phan)

Break section dung dé ngét tai lidu dai thanh cac phin khéc nhau (chuong
hodc phan) va mdi phan 6 thé ap dung céc kidu dinh dang khdc nhau nhu

Trung tam Tin hoc Slide 99 /103

6.3 Break section (chuong & phan)

Break section

Break section dung dé ngét tai lidu dai thanh cdc phin khic nhau (chuong
hodc phan) va mdi phan c6 thé ap dung céc kidu dinh dang khédc nhau nhu
huéng in, 56 trang, tiéu d&, cot béo...

Cdch lam:
Q Dit con trd vao vi trf mudn chia doan:
O Vao Page layout -> Break -> Section Breaks:

o Next page: Section méi bit dau tir dau trang tiép
theo.

o Continuous: Section méi bét dau ngay tai vi tri
con tro.

o Even page: Section méi bét diu tir trang chin tiép
theo.

o 0Odd page: Section mdi bt dau tir trang 1¢ tiép
theo.
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6.4 In

(S )
e
NoGi dung P
dao tao
Word 2010 20 14

Giing vién: Nguyén Gia Quang Ding

Trung tam Tin hoc Slide 101 /103

6.5 Xuat ra dang khic

Khi Irru thong thudng, ta ¢6 phan dudi mo rong 1a .doc voi
word 2003 va .docx véi word 2007 — word 2010

Pé luu dudi cdc dang file kheif: nhau nhu PDE, XML, XPS...
thi trong qua trinh luu ta phai thiét 1ap tuy chon
Cach lam:

o Khi Iuu (Save/Save as)
trong phin Save as
type clia cira sé Save
as ta chon cdc dang
file.
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7. Review tai liu

Review tai li¢u: nén hiéu 1a qui trinh ma cho phép nhiéu

ngudi cung tham gia vao viéc tao ra mot tai li¢u.

Vi du: qui trinh gitta Sinh Vién & Gido Vién

- Sinh vién giri ludn van 6t nghiép cho Gido vién.

- GVséduara c:éc ggi ¥ stra ddi (comment) va ¢6 thé sira déi (changes)
ludn vao mét s6 cho trong ludn van.

- Khi SV nhin dugc ban da sira doi thi biét dugc ch nao cén bd sung
sﬁ'g d06i, cho nao da bi ’siranﬁi, va SV ¢6 thé chép’nhén (accept) hodc tu'
ch(}i (reject) su thay doi dé c6 dugc phién ban cudi cuing (final) ding dé
in an.

Giing vién: Nguyén Gia Quang Ding Trung tam Tin hoe Slide 103 /103
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Bai tap |
PHAN MEM XU/ LY VAN BAN

Word la cdch néi gon ciia tit Wordprocessor ( Phan mém sit 1§ vin bin). Qué trinh xtt 1y viin
bén gdm hai giai doan chinh: Soan thio (Editing) va xtt 1y (Processing). Soan thio vin bin 1a
cong viéc rt thudng gip trong vin phong va 1a cong viéc rat nham chan khi ngudi ta con
diing mdy dénh chit (rypewrite) d€ thuc hién

Vi mdy ddnh chit, mot lin ban g6 mot phim, 1ap titc mot ky tu dudc in ra gidy. khi g6 hét
mot hang, ban phai kéo cén dé xuSng hang. Mudn canh & cho ngay ngin, ban phai canh
biing tay va mit. Mt vin ban da tao xong, n€u c6 15i, phai gb lai tir ddu va vi thé c6 thé mit
lai khuy&t di€m nhu 1dn truGc (cing déinh sai)

Vi mdy tinh va Word, mdi cho dén liic ban ra 1énh in, vin chua c6 chi¥ ndo trén gidy. Vin
bén chi hién ra trén man hinh dé ban kiém tra va hiéu chinh cho ding.

M3i khi g5 d&n cudi hing, ché d§ Wordwrap s& ty dong mang tron tit xudng hang va sip x&p
tir trong khudn kh cdc mitc canh 1& (Margin) di khai bao trude d6

Ngoii ra, véi nhitng cong cu (Tool) xi 1§ vin ban nhu : tim va thay thé (Find and Replace),
sdp x€p (Sort), sao chép (Copy), di chuyén (Move)... Lam cho Word tr§ thanh ngudi ban dong
hanh khong thé thi€u véi ngudi thr ky vin phong.
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Bai tap 2.1

TRINH BAY FONT CHU
Word 2000 1a mdt chuong trinh sif 1j vin bdn manh, ngoai cdc chifc ning gidp ngudi sir dung
0 nhanh vi ding mot vin bén, n6 cdn cho phép ching ta d& dang chén cdc ky ty dit biét
vo viin ban nhu L1, &, *<, lam cho viin bdn phong phd hon.
Chiing ta c6 thé nhdp vin bin & dang chi thutng hodc CHU [N d€ roi sau o o6 thé ddi sang
mdt ki€u chif thich hgp. Céc 1énh thuiing ding trong vin bin c6 thé trinh by nhanh nhi cde
bi€u tugng énh nhu bold d€ tao chit ddm, Jialic d€ tao chi? nghiéng, Underline tao ra chit
gach dudi hay k&t hop ed ba.
ngodi ra cdn ¢6 cic 1énh khic cdu ky hon dinh phii vio menu d€ trinh by nhu: Word Only
chi gach dudi cho titng i mot, Double é g ch didi 2 nét. Dotted & gach dudi bling diu
Strikethrough (20 ra ehi-gach-giifa, cdc 1énh “*™* vi qpeip giip chiing ta tao dugc
mt biéu thitc don gidn c6 dang nhu a'x: +b'y> = 0. tir cdch go chif thuting ¢6 thé doi sang
CHU IN hojic CHIT IN O KiCH THUGC NHO HON nhd vio cc 1énh ALL CAPS hojc SMALL CAPS
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Bai tap 2.2
Microsoft Word la mét chuong trinh ndm trong bd phin mém van phong MS Office cua
Microsoft xi Iy vin ban, ngodi cdc chifc nang sir dung g6 nhanh va diing mgt van bin,
n6 con cho phép chiing ta dé dang chén cdc kg tr diic bigt vio vin ban nhy “ © ® L1 & b2 8 &
2 wrO% @A .unLhuv.’inbdnphonzp}lull(Jn

Ngudi soan thio ¢6 thé nhap vin ban & dang chit thudng hoic CHU IN dé rdi sau d6 c6 thé
déi sang mét kidu chir thich hop. Cic 1énh thuémg diing trong vin ban 6 thé trinh by nhanh
nhér biéu wrong B (Bold) dé tao chix ddm, F(iralic) dé tao chir nghiéng. U (Underline) dé tao ra
chi gach dudi. hay két hop cd ba,

Ngodii ra cdn ¢6 céc thy chon khic
muyc Underline :Iyle <6 nhidu Lia chon:

Gach dy

Au ky hon phai vio Home/Font dé trinh bay. Vi du. &
Words Only chi gach dudi cho time chir mét. G. ch
Double tao ra ehd
—— ta0 duge mét bidu thirc don gian c6 dang nhu a/X> + e
0. tir cich g6 chit [hqung 6 thé doi sang dang CHU IN hoac CHU CO KICH THUGOC NHO
HON nhé vio 1énh ALL CAPS hoic SMALL CAPS. Khoang céch gitra cdc ky tir ¢6 thé thay
déi d& ding nhé ding céc 1énh trong Spacing:

Normal Trung tim tin hoc
Expanded Trung tim tin hec
Condensed Trung im tin hoc

Ciic font chir tiéng Viét thuémg duge dimg trong van bin:
Times New Roman. Normal, Italic. Bold, Bold halic
Arial, Normal, Italic, Bold, Bold Italic
Verdana, Normal, Italic, Bold, Bold Italic
Tahoma, Normal, Italic, Bold, Bold Italic

curier New,Normal,Italic, Bold, Bold Italic
Giang vién: Nguyen Gia Quang Dang “Irung tam tin hoc Suae;1vo 1 10>

el
bBai tan 3
THO LUU TRONG LU

Kifu Van

hong trio The M@i nhy' mot vuiin hoa muén héng ngin tia, da tao nén ci mot thii dai thi
ca rue £3 trong lich s van hoc Viét Nam, Tho mai bao gém nhiéu truiing phai, va hiu
nhu mBi nha tha déu c6 mot phong cich riéng biet.
Tho Lunu Trong Lu ngay tir ic mdi xudt hién di “cdt cir™ mot géc cla virdn tha. D6 1 uf tha Tinh —
Siu — Mong hét sic nhe nhang. man mic, choi voi
Luu Trong Lif c6 mdt giong thd vira hén nhign, vifa la. trong @6 chiing ta nhif nghe thiy cdi nhac digu
mudn thud cia tim hdn tha mong

thu ki
Con nai vang ngd ng
s kho 7

trude mdt cude dai Iie nao cling siu musn,
hing hé phin dng, gianh gidt

1 X340 xgc.

Bap trén 13
Hofic tiéng dip clia mot thi tim nhif nedn ngd, nhir i
ciing tan v0 ma ngudi rong cude o nhin ng6 vdi 401 m&t md man;
hay niu kéo :

hoa ming cia L Tromg Lula phumg thidc méw nhi¢m giip moi ngwri ldy lai sw “cdn bing sink

thai™ trong 1am hin mink 7

Hoai Thanh (Tdc gid Thi Nhin Viet Nam) phli thi nhin fing “diu c6 tta the clia ngudi
e budn A&n. 101 13 trd vé vai L Trong Lic.. B3i vi tha Lit
ohidu bai thire khong phii 13 the, nghia 13 nhifng cong inh nghe thudt, ma chinh 13 téng
1ong thn thife cling hoa theo GEng thin thife cla ldng "

Bidu cust ciing ndi vé nhit thes qud o5 13: tron 4, 1de gid AT tha *Tidig this™ mang trong nguc mst
hdin . Eicw Trong Lic va thet i ng 10 mor. Chink vt vay khi 16ng ket deré the cda

ngo. 7/103

Ging vii
Vi thudng nguisi 1im mdi say thd.

GV: Nguyén Gia Quang Ping

Bai tap 4

Kifu Vin

hong (20 Thy Mai ahuf mot ¥uGa hoa muon hdng ngan tia, 44 120 nén ch mot i dai thi
ca ngc 0 wong lich s van hoe Viét Nam. Tha gbm nhidu n@ing phii, va hiu
alus mdi nha the déu 6 mo1 phong cich riéag biet.
Thos Luns Trong Lur ngay 1 e moi xuiit hién d3 “cdt cf~ mAt gée cila vun thel DA 13 1 tha Tink -
Siu— Mong hei st nhe ahang. man mac. chl v,
Lunu Trong Lu c6 mt giong tha vira hén ahién., vira la. trong 46 ching ta ahu nghe thify cai nhac didu
mudn thud cia im hdn the mong

Em khong nghe rifng thu
Lé thu kéu xio xac.
ang ngd ngidc

Bap trén 1§ viing kho ?
Hobc tiéng dip ciia mbt tri tim nbur ngfn ngo. ahi 19 rac trude mdt cude dii e nho cing sdu mudn.
cing tan v mi ngui trong cube clf shin ngs v0i 40 mAt mo mang, ching bé phan dng, gnh gl
hay niu kéo :

Con nai

P cliling irams mit thii dgi w3 ciing si dgng, dong tha md
ot mng exis Lutu Trong Lz 10 phoamg, thude ma whigm giip moi nguti 153 lai su
i trong sim b minh ?

It i suis vis ddy
‘ciin hlng sink

Hoki Thanh (Tic gia Thi NRAn Vidt Nam) phii thi nhan rng ~dau co ua tho cia ngvan
mity hay ngui khic, mi lie bubn d&n. & vai Lutu Trong Lut._ B3 vi th Ly

ighia 13 nhing cong trinh ngh thuit, ma chink i tifng
1ang thdn thiie cung haa theo tidng thén thite cla lang ta”

i i e

Didu culfi ciing ndi vé nhit thet qué o la: tron din, tdc gid bai tho *Tifing thu” mang trong mgyc
ot i s . b 41 Lns Trprg L 90 e e 10 . i i i KA g LB S ot e
minh. dng 47

Gidng vil

Slide 108 /103
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Bai tap 5

Céu 31 : 1- Hiy soan thao van ban sau trong Microsof Word, ghi vio thu muyc co

tén cia ban véiténtép tuy ¥ (1.54) i
2- Binh dang van ban (0.5 d). chén ki tr d3c biét (0.5 ), chén ki hiéu dau dong
(0.54d)
Hoa cd may

e

cdy nvau ngo
Khang gian sao xXuyén chu} én sang mua
Tén minh ai goi sau vom Ia
L6l ¢l em vé nay @& thu

sollde
> Khap néo dang day hoa c6 may
» Ao em sé ¥ ¢ ghm ddy
» L&i yéu mong manh nhu lan khéi
» Ai biét long anh cé d6i thay?
Xuan Quynh
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Baitap 6
Cdu34 : 1- Hay soan thao van ban sau trong Microsof Word, ghi vio thy muc co
tén THO vdi tén tép la tén cia ban (1.5d)

2- Dinh dang van ban (0.5 d), chén ki tw dac biét (0.5d), tao chir nghé thuat (0.5 d)

Be téi doo Mgany

el
Leo t6i deo Ngang bong xé ta
Tré lem nhem t4i 6 nhot hoa
Loi toi mua bui ém déi mat
MGt mang trdi riéng nhac ru ca
o 25 & )
Chap chon céi ngu tir dédu den
Xe nhao hém ranh khach kéu la
M héi dém tran, éng tai ... cudng
Béo heo hut gio, dwong con xa
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Bai tap 7

Truomg DHHD CONG HOA XA HOI CHU NGHIA VIET NAM
& B Tel: 0373510222 Dée ldp — Ty do — Hanh phiic
____________ Fkk e
Gidy Mai

Tran trong kinh mai:
Dén di buéi Héi théo :
Tai: ...
Vao li

Rar han hanh dwge don tiép
Thanh hod, ngay Thang 2008
Ban td chire Hai thao
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St A
b
Bai tap 8
BO GIAO DUC VA BDAO TAO CONG HOA XA HQOI CHU NGHIA VIET NAM
TRUONG PH XUAT SAC DY Ty do - Hanh phic

PON XIN BAO LUU KET QUA HQC TAP

Kinh giri: - Thiy Higu trudm;
Deng Rink gii: - Ban ch nhim Khoa CNTT
- Phong Dao tao

Ten em 1a
Sinhngdy: . Noisinh
Tai I6p: ... e .. Khoa
HE dao tso

Vilydo -

Em xin duoc bao luu két qua hoc tép tir dén

Em cam doan vige bao lru két g ap va tam ngimg hoe 1@p 13 hodn toan chinh déng, va gin
kém theo don wby cic gidy th sau day dé minh chime

Em cam két s& thye hién ddy du céc quy dinh cia Nha tnudmg vé ché 46 bao luu va nhip hoc
dang thoi han cho phép

Kinh aé nghi duoe giai quyét

Em xin chan thanh cam on

Ha NGi, ngay........ thng......... ndm ........

FO1 LAM DON 1103

_V KIEN CUA BON KHOA N KIEN CUM PHONG DAO TAO

Bai tap 9

Céu 47 : 1- Hay soan thao vin ban sau trong Microsof Word, ghi vao thu muc ¢

tén cua ban véi tén tép la TRANG (1.5 d) .
2- Pinh dang vin ban (0.5 d)., chén ki tw dac biét (0.5 d). chén ki hiéu dau dong

(0.5d)
w .
Trang di
Trang qudy minh budng khoi dam mdy
Di tim chén mat thd hén bay
Vui twoi tring tod ngan tia sang
Song ctra lam tho himg trang day
arirlee6
4+ Mudi sdu dém trang bat ngat ngdi
4 Tron xoe hon ngoce tir ngan khot
+ Trang oil xin m&i hang in dau
<+ Bong dang twa song maéi ngong ché
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Bai tap 10

Cdu 31 : 1- Hay soan thao vén ban sau trong Microsof Word, ghi vao thy mue ¢é

téncia ban véiténtéptuy ¥ (1.54)

2- Dinh dang vin ban (0.5 @), chén ki tw dae biét (0.5 ), chén anh (0.5 d- e6 thé

thay bing anh khéc)
Neu co mot ngay
..... G
Neu mot ngay ta eo gap lai nhau
Chuyén nim xwra dau ¢d thanh ¢ tich
Co tricong lop, 6 ban bé dia nghich
C6 lang tham mdt ai d6 trao nhau
(Roke s e 5O
Chuyén ngay xwa? @t nhi ! Co gi dau
Mz theo em sudt may mia théi hoc
Thud mo méng hay buén va dé khac
Niém wu tir thao thire nhimg dém ngay
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Bai tap 11
TRUONG DAIHOC HONG DUC

KHOA KY THUAT- CONG NGHE
B2 A Tel 037.387005

CONG HOA XA HOI CHU NGHIA VIET NAM
Dée ldp - Tur do - Hanh phiic

---000---

BANG BIEM HQC KY | NAM HQC 2008-2009

Diém kv [
Tin hoc
= = T
Stt é 2 = .
Ten g = 8 Ly thuyét | Thuc hanh
1 |Héng| 7 7 s 9 [}
2 | Minh 8 7 6 8 8
3 | Thu 5 6 8 7 7
4 | Tuan 8 7 7 8 8
5 | Mai 5 8 8 7 7
Giiing vién: Nguyén Gia Quang Ding Trung tam Tin hoc Slide 115 /103
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Nt oA
Bai tap 12
Cdu 60 : 1- Hiy soan thao van ban sau trong Microsof Word, ghi vao thu muc ¢0
tén clia ban véi tén tép VEME (1.5 d) .
2- Dinh dang van ban (0.5 d), tao chi cai lén dau dong (0.5

Nghi vé Me
0 nhiéu . nuée
trén thé gidi,

nguol ta thod thuén lay
mot ngay trong nim
(ngay chu nhat thir nhi
cua thang nim)  d3t
am* Ngay 18 Me —
Mother Day™.

3- Tao khung va soan thao néi dung: (0.5 d)

Vao ngay do6, cac con
ddu & xa ciing phai ty
héi vé quanh me, dang
hoa, ting qua, doc loi
chic tung va vui vay
tide ting. O nuée ta, ti
thap nién 50, nhiéu dia

phwong nhin ngay
Vu Lan dé td e nghi
thire bong hong cai do:
ai con me thi gin bong
hong mau do, ai mat
me thi gin bong héng
mau tring

‘l Coolair: B3 Sang khoai tinh than tép trung tri tué |‘

Giing vién: Nguyén Gia Quang Pang “Trung tim Tin hoc Slide 116 /103

Bai tap 13

Sir dyng Columns va Drop Cap dé soan thao doan vin ban nhuw sau:

am quéc son ha
Nam guoc son hd Nam 3¢

i

Tiét nhién dinh phin tai Thién thu.

Nhur b nghich 16 lai xdm pham,

Nhir ding hinh khan thi .
g niii nwie Nam
Stng nii nuée Nam vua

Phign &m Hin - Vigt:
am quic son hi
MNam guie son hi Nam
dé cur
Hodng Thién di dinh tai Thign thu
Nhur hit Bic 16 lai xdm pham
Bach nhin Thi#n hanh phd inic du
Ban dich tho:

Nam a. Sing niii nwde Nam

Rinh rinh dinh phin tai Song mii nurde Nam, vua Nam ngu

siich Tron Sédch Trix dinh phin rb non séng
Cdi sao 10 gi: @ xim pham, Ci sa0 gie Biic ang xim pham

Clwing bay & bj ddnh toi bivi.

Chiing bay s& bi dinh toi béi.

Bai tap 14

rin Bach B'Ang ndm 938 14 mot trim dinh gilra quin din Viét Nam - thid d6 goi la Tinh F
quin va chura cé quéc higu chinh thirc - do Ngb Quyén linh dao vdi quin Han trén
Bach Bang. Két quin dan Viét Nam gidnh thing loi. Bay 1a mot ir inh quan 1o
N dinh ddu cho viée chim dit hon 1000 adm Bic thude eia Viét
g ndm 938 ¢6 ¥ nghla quan trong ddi véi Viét Nam vi n6 di gidp chim

i thudc trong lich sir Vig i, md ra mot théi ky dde 1dp e chi cho Vit
Nam. Chién thing Bach Ding ¢ thé coi 14 trin chung két toan thing clia din tée Viée.
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TCBB
_ Ma min “Tén mim hge bud heo HK | PYHT s tift
| ENG 101 | Ky nang tiéng 1 20 400
Nhifng nguyén 1y cia chid 5 -
§' VIE 101 | ghia Mic - Lénin * 73 w
VIE 107 Tin hoc dagi cuong x 4 6l
ENG 102 | Ky niing tiéng 11 x 20 400
2 | VIE103 | Tunrémg HA Chi Minh x 75 112
= | VIE107 | Tin boc dai cwomg x 4 &0
= | ECO302 | Kinh té vi m x s 75
FIN 301 | Quén tri ti chinh x s 75
STT Thiri gian Tudin lam vige
Nji dung T T2 |13 [T | TS |6 | 1T [ Ts | 19
1 | Xay dimge dé crrang nghién cim
2 | Thu thap tai lidu nghién ciu
3 Lura chon phuong phip nghign ciru
4 Xiy dung phiéu hoi

: Nguyén Gia Quang Ding

“Trung tAm Tin hoc

Slide 118 /103

Nt oA
Bai tap 15
BO GIAO DUC VADAO TAO  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DH XUAT SAC Béce lip - Tir do - Hanh phiic
468/0D-DHXS Hai N,

pay 29 dhdng 06 mam 2000

KET QUA HQC TAP
HIED TRUGNG TRUONG BATHOC XUAT SAC CHUNG NHAN

Ho vi tén: L& Difm Dao Ming Mo
Ngdy thing nim sinh: 12001/1988

Norl sinh : Hi Ngi
il hge cC Biém2 | Pim3 | TBC

1. Cong nghi phin mém 73 .1 8.5 7
2. Ljp trinh hurng d3i nng [E] (X 6.3 B
3. Thudt 1osin va Kip trinh B8 &7 72 ?
4. Héthing thing minh [X] 8 9.5 B

Kit qui thi evdi khod  Mang: § Bai tp lim: 7.5 Ciing nghf phin mbm: 8.5

Kiét qua khod ludn TN Diém trung binh todn khod: 7.71 Xp load : Kiei

Truirmg khoa T/L Higu trnimg
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GV: Nguyén Gia Quang Ping

BO GIAO DUC VA BDAO TAO
TRUONG DAI HOC HA NOI

Bai tap 16

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1ap - Ty do - Hanh phiic

GIAY CHUNG NHAN KET QUA HQC TAP

Tai 16p:

Anh/ Chi:

M s6 sinh vién:

CHUNG NHAN

HIEU TRUONG TRUONG PAI HQC HA NOQI

Anh 3x4 Sinh ngay: Noi sinh

Khoa:

Piém trung binh:

Hanh kiém:

Xép loai:

Piém trung binh chung ctia nam hoc 2009-2012:

TRUONG KHOA

Giing vién: Nguyén Gia Quang Pang

Ha Ngi, ngary

thing 9 nam 2012

TL. HIEU TRUONG

“Trung tAm Tin hoc
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Mén tin hoc can ban

| VAN

NGUYEN BONG THIC
v DPAC DANH
KAWABATA YASUNARI
| @ THO

VAN CAO
' NGUYEN VAN LAP
NGUYEN THAI DUONG

TRAN THANH PAM
HOANG KIM BAO
@ CAC MUC KHAC
SON NAM

NHAT CHIEU

Baitap 17

| 10 PHE BINH (1 NGHIEN CUU 1 TRAO BOI BOC SACH

MUCLYC

we o
Chin tay Truyén ngd
Nuoi iy bily gits K stf e
Cinh tay Truyén ngdn ... 112
Gdi ngudi em bién xa 28 |
Con mii tinh yéu 3
Chi€c 14 nfdng 62
Ty bach vdi mit nguiri T4
Sinh ménh cla vin chitdng lng man ... 100
Tim mét hudng phit wicén cho dp Hm van . 119 =

Gio chbng bio cfi — S edm ...
K$ niém 160 nam nghy sinh Lép Tanx
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GV: Nguyén Gia Quang Dang

Bai tap 18

PERSONEL - ADMINISTRATION
OFFICE

BAN GIAM HIEU
(BOARD OF HEADMASTER)
|
[ | I
PHONG PHONG PHONG
T6 CHUC - HANH CHINH DAOTAC TS CHUC - HANH CHINH

TRAINNING OFFICE

PERSONEL - ADMINISTRATION
OFFICE

XUONG DIEU KHAC CAU LAC BO TRUNG TAM ORGAN
SCULPTURE FACTORY cLUB KEYBOARD CENTER
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