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1. Muc tiéu bai hoc 2. Giao dién 1X[icr3soft Word 2013
. R R e — Thanh tiéu dé (Title bar)
— Di chuyén xung quanh man hinh trong pham vi mdt tai liéu.

— Quan ly céc tap tin tai lidu (tao tai liéu mdi, luu cac tap tin, mo cac tai

lie Biéu irong 1me dung Tigu A& thi l‘l:ﬁi Nitt tiry chon hién thi Ribbon
l@u). (Program [eon) {Document Title) Wil trg giip (Ribibon Display Option buttan)
{Help button)
B —3!
eE=TT e ey Ll e |
Thaath cong cutruycﬁp- il i A Thonk tee 08 T — .
$ Nt dien khidn cim &6 img dung
(Quick Access Toolbar) (Cantrol buttons)
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— Ribbon
Che theé lenh Hién thi hém ce lénh trong Gallery
(Tabs) (Mors button
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e S ey Adbl s o A
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. Niit dn cac bicu nrong lénh mén Ribbon
Cie ubidm l&nh Kich hoat hop thog (Collapse the Ribbon)
(Groups) (Dnalog box

— Thanh trang thai (Status bar)

Cae théng tin vé 141 hide Cac nit
{Drocument Information)

in Adi gino dign
(View Shorteuts toolbar)

Thu phong i hiéu
(Zoom controls)
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Cac thao tac tuy chinh thanh trang thai
» Thém/bo cac thong tin trén thanh trang thai
— Thudce ké (Ruler)
Byanh déu that 1 phai

Frindy i thint b2 démg Fan nén
(Farst Line Indent marker)

I Treo dan thyt 16
{(Hmging Indent marker)

Branh dau thut 1 trii
{Left Indent marker)

Hinh 5: Thedre ké ngang
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Cac thao tac tuy chinh thudéc ké

> An/hién thudc ké ngang

> An/hién thu6e ké doc

> Thay dbi don vi do trén thudc ké

» Thanh cugn (Scroll bar)

Cac thao tac st dung thanh cudn

» Thanh cuén ngang (Horizontal Scroll bar)
» Thanh cudn doc (Vertical Scroll bar)

> An/hién céc thanh cudn
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Thanh cudn doc
{Horizoneal Seroll bag)

Thanh cwin ngang
(Honzontal Seroll
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— St dung thanh cong cu truy cép nhanh (QAT - Quick Access Toolbar)

Cac thao tac tuy chinh QAT B o 0Hdf
Thay dbi vi tri cia QAT -

Thém lénh vao QAT i
Tuy chinh QAT cho tai li¢u hién hanh T bens
Xoa céc 1énh trén QAT =

Thay d6i thtr tw cac 1énh trén QAT s

Phan cach (separate) cac Iénh trén QAT

Tra QAT v& mic dinh
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— Sir dung Ribbon
Cac thao tac tuy chinh Ribbon
Hién thi danh sach cac 1énh khong xudt hién trén Ribbon
Tuy chinh cac thé (Tab) va nhém 1énh (Group) trén Ribbon
Thém mot thé 1énh méi vao Ribbon
Thém nhém 1énh méi vao thé 1énh trén Ribbon
Thém Iénh mdi vao nhém 1énh do ngudi ding dinh nghia trén Ribbon
Xoa 1énh trong nhoém Iénh do nguoi dung dinh nghia trén Ribbon
Tra cAu hinh va c4c Iénh trén Ribbon vé& méc dinh (Default)
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— Sir dung Backstage view
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— Sir dung Backstage view
Cac thao tac sir dung Backstage view
» Thiét lap hodc hiéu chinh thugc tinh (Properties) Title, Tags hoac Comments
cua tai liéu hién hanh
Thém tac gia vao thudc tinh Author
Xoba tac gia ra khoi danh sach thudc tinh Author (Author Properties)
Hién thi bang diéu khién tai lidu (Document Panel)
Hién thi hop thoai thudc tinh (Properties dialog box)

Y VYV V V

Thém tén (User name) va chit cai dau (Initials) cua tén ban vio Microsoft
Word
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Thiét 1ap cAu hinh tai lidu dé in

Chon may in

In nhidu ban sao cua mot tai liéu

In mdt phin cu thé ciia tai lidu

In tai liéu hai mat

In nhiéu trang tai liéu trén mot to gidy in
Chinh trang in theo mot kich thudc cu thé
Xac dinh khay giy in trén may in

YV V VYV VYVYYVYYV

In ra tép tin — Print to file
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» Lam viéc voi cac phién ban luu ty dong trong Microsoft Word
» Khoi phuc mét phién ban luu ty dong trong Word

» Khéi phuc mét tai liéu chua dugc luu (Unsaved file) trong Word
» Xoa cac phién ban luu ty dong

Manage
Versions -

+— (e phién ban hm tr dong
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Cic thao tac di chuyén xung quanh trong tai liéu
> Cheén céc siéu lién két (Hyperlink)

» Chén mét sidu lién két dén mot tap tin

» Chén mét sidu lién két dén mot Heading hodc mot Bookmark trong tai liéu
> Chén mét siéu lién két dén trinh quan 1y email

> Hiéu chinh siéu lién két

>

X6a siéu lién két
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3. Lam viéc vdi van ban (Text)
— Di chuyén xung quanh trong tai liéu bing ~ Navigation v X
cach str dung cac thé Headings va Pages 2
trong khung diéu huéng (Navigation
Pane) HEADINGS PAGES RESULTS
— Di chuyén xung quanh trong tai li¢u bang MOS WORD 2013 - OUTLINE
cach sir dung céc siéu lién ket (Hyperlink) 4 sai 1: 8é dau véi Microsoft Word 20...
Vé Bookmark 1. Muc tiéu bai hoc
. A s 4 2.Giso dién Microsoft Word 2013
- Di Chuyen Xung quanh trong tai liéu bang 2.1 Sir dung thanh céng cu tru...
cach tim van ban 2.2 5ir dung Ribbon
2.3 Sir dung Backstage view
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Bockmark : IEN
Bocamark name:
Ada
qea Delete
» Chén mdt bookmark vao tai liéu = :c
> Chuyén dén mot bookmark trong tai lidu '
> Sir dung chire ning Go to dé di chuyén dén
cac phan tir trong pham vi tai li¢u
Locaton
Hidden bockmarks
Cancel
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4. Lam viéc voi tai liéu (Documents)

— Tao mdt tai liéu mai
Cac thao tac tao tai liu
> Tao mét tai liéu tréng (Blank document)
> Tao mot tai liéu méi tir mot tai liéu mau tiry chinh (Custom template)

— Chuyén ctra s6 1am viéc giira cac tai liéu
> Chuyén ctra s6 1am viéc trong Word

— Luu tai liéu

» Luu tap tin dudi mot dinh dang khac voi thiét lap mac dinh
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— Dong tai li€u
» Dong tai liéu nhung khong thoat khoi Word
» Thoat khoi Word

— M¢ tai lidu
> Mé mét tai liéu c6 ngudn gbe truc tiép tir Word
» Mo mdt tai liéu véi cac tuy chon (Options) khac nhau tir hop thoai Open
> Mé mét tai liéu khong co ngudn gbe tryc tiép trong Word
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5. Téng két bai hoc - Cac k¥ ning lién quan dén bai thi MOS 2013
— Tao cac tai liu.
- Di chuyép xung quanh trong pharr} vi tai liu thong qua viéc sir dung
khung diéu hudng, tao si€u lién két, bookmark va 1énh Go to.
— Thiét 1ap cdu hinh d& in hoic luu tai liéu
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