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° Thay doi cach hién thi (View)
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2. Thay ddi cach hién thi (View)
Print Layout view

Read Mode view

Web Layout view

1. Muc ti€u bai hoc

— Céc cach hién thi mot tai lidu.

Cach su dung chirc nang Undo, Redo, Copy, Cut, Paste.

Cach chén cac ky tu ddc biét vao tai liéu.

Cach tim kiém va thay thé vin ban, dinh dang va cac déi twong trong tai .
lidu — Draft view

Outline view

View Shortcuts toolbar

Web layout view

Print layout view
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— St dung Show/Hide §
— Chia cira s6 tmg dung (Splitting)

» Céch chia cira s ing dung
» Loai b viée chia ctra sd ung dung

@( =
JI€G  Bai 2: Thao tic véi van bin
G VIET NAM
Zoom 7 0%
Cic thao tac thay dbi kiéu hién thj Cam  Opewan Ot
» Dung View shortcuts toolbar "if "i\:n‘;::‘:‘e .
» Ding Iénh trén Ribbon 2o 2
— Piéu chinh d6 phong dai (Zoom) eBCEDIROTy
AaBbCcDdEeXxYyZi
» Sur dung cac 1énh trong nhom 1énh Zoom mmmmm‘m
» St dung 1énh Zoom ‘ = P v
» St dung thanh trugt Zoom =
Zoom slider
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3. Chon vin ban
Caic thao tac chon van ban
» Chon 1 tir trong van ban

» Chon 1 dong trong tai liéu \ Kl vare than: lea chon
» Chon 1 doan trong tai liéu | l— ) nsix ronise v e
> 3. Chem vin bis

B dinh dang. a0 cheép. 4
ek vt s, vaes (st

Chon m¢t cau trong doan
van ban

e vin ban. orucc hét npein dimg phai chom
e ke

Cic ki vn i clin denke dpmg ob the nlem b roc hode it e, img véi el
tratmp biop 4 6 rich chon khic nhaw

A\

Chon toan b van ban
O phia bén trii o com 5 soan thao |k thanh b chon (Selection Bard By [ mée
kihra e v hinh i dhumeg &4 chom viin ban. R di chuvin chadt trén thanh
lura chon, wé chada of tré thinh mt mis 1n badmg v

> Chon vin ban lién tiép

e i

(Consecutive Text)

» Chon van ban roi rac (Non-
Consecutive Text)
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4. Lam viéc v6i van ban ‘@ a o -
— Sir dung Undo/ Repeat HOME | INSERT  DESIGN  PAGELA
» Undo: khoi phuc hanh dong trude do = Calibri (Body) =11 - A
» Repeat: lap lai hanh dong trude do S F TR N
— Chén thudc tinh dong va Truong (Field) Clipboard Font
vao van ban
> Chén thude tinh dong vao tai lidu @ H - [&- _
> Chén field FILE HOME INSERT DESIGN PAGE LA|
> Cﬁp nhat field = Calibri (Body) - |11 - | A
< . \ . . .. Paste B I U-aex X
»> Cap nhat cac truong (Field) trudce khi in ¥ Format Painter )
> Chén ngiy gid hién hanh obeid % ot
22/11/2020 MOS Word 2013 8




,'G Bai 2: Thao tac voi van ban

G VIET NAM

Bai 2: Thao tac voi van ban
IIG VIET NAM

22/11/2020

Clipboard K

Paste All Clear All

— Chen céc ky tu dac biét

Click an Item to Paste:

» Sur dung céc 1énh trén Ribbon cheén ky tu
dac biét

— St dung Cut, Copy va Paste
» St dung 1énh trén Ribbon

» Cach gan phim tét cho ky tu dac biét 4 > Sir dung phim tt
» Mot sb phim tht gan céac ky tu thong dung > St dung Menu tht
» Chen cac ky tu dac biét » Chirc nang Paste special
— Str dung churc ndng Autocorrect > Office Clipboard — Copy va Paste nhiéu ngi
> Thém mot vin ban tit vao danh sach dung cung lic
AutoCorrect
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> Tim kiém va thay thé nang cao
5. Tim va thay the ] e =
» Xac dinh vi tri cu thé cta vin ban o | dege
> Gi6i han két qua tim kiém trong thanh didu huéng (Navigation) ek Fec N
> Xac dinh vi tri ciia mot ddi tuong cu thé - ’ ] Reitce: |53 :
Find Opions ? X Fund and Replace ! X Format: Styie HERING | s Pyyiily g ciim timm
Qme= .., Qo= o o
o u’n‘-a:::-:m - -::::lnu.m P Ga o what - Eer Pootnite Pumber: . 7 ) Fomat: Styte: Headng 2 g Pyjuily dang cin thay thé
[0 Seunds bye Angichy 1 ignace wke pgce chanarten Page Souman e ! v e e
e s - ey W R e S R B -3 i -y T Beviace | | Reptacean | [ ndtion | | Gance
4 gesentsirea T — haoiace
Gl e
56 A3 Detwatt o] cmen
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6. Tong két bai hoc - Cac k¥ ning lién quan dén bai thi MOS
- Tl}uc hiénqcéc thao tac co ban trong tai liéu: sao chép, di chuyén, chuyén
doi cac kié€u hién thi tai liéu.
— Chen ky tu ddc biét, chén va cap nhat cac truong (Field) trong tai liéu.
— Tim kiém va thay thé noi dung van ban hodc dinh dang.
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