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1. Muc ti€u bai hoc

K¥ néng dinh dang trang in.

Thiét I4p tiéu dé dau trang va cudi trang, danh so trang.
Céch sir dung Style set dinh dang tai liéu nhit quan,.

Thiét 14p céc théng sb cho trang in.
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- Muc ti€u bai hoc
22| Thiét lap trang — Page setup
2 o Sir dung Headers and Footers
“- Lam viéc v6i nén tai liéu (Document Backgrounds)
- Sl S iy el Gharmeone 6 G alia e 1t
-- Diéu hudng véi cac tai liéu tham khao
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2. Thiét lap trang — Page setup "
— Thao tac thiét lap trang in jreteiy —
> Thay doi kich thuéc giy. "

> Thay déi hudng trang.
> Dbi hudng trang tir vi tri con trd dén cudi | ..
tai liéu.

Str dung 1énh trén Ribbon.
Str dung hop thoai Page Setup.

HOME  TNSERT  DESIGN  PAGELAYOUT

: Nl =
cgios|Otientation| Sice Col

T o Hyphenation=

> Doi hudng mot trang bat ky trong tai lidu.

> Dbi huéng mot phin cia tai ligu. e —
» Thay déi 18 trang. i ' =
>

>

Line Number: =
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— Kiém soat dong van ban va ngit trang

> Cheén sb dong trong toan bo tai lidu

> Chén danh s dong trong mét phan hodc

nhiéu phén

> Xoa danh s dong vin ban
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PAGELAYOUT | REFERENCES MAILINGS

REVIEW

Camers
Insert Design Layout References
lj"‘} = Breaks ~
L 1) Line Numbers ~
Orientation  Size Columns ~ |
- - - bc Hyphenation~ dovite [Whats dousment T
Page Setup [ At Getan o preson
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Page Breaks
— Ngat phan — Section break age

> Chén ngit phian
> Xoa ngit phin

ection Break (Continuous ).
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— Céc thao tac ngdt trang Paragragh
\ % z [— ? x
» Chén dau ngat trang e
o S o e e
» Chén ngat trang trong mét tai liéu dai
» Ngan chan ngat trang khong mong muon
» Xoba ngat trang
FILE HOME INSERT DESIGN PAGE L-'-. ""‘""
n 1 1T
=] B lad lag |
Cover Blank Table Pictures Online Shapes
Page~ Page | Break - Pictures
Pages Tables iy e
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— Lam viéc véi cac cft van ban
; ; Columns 7 X

» Dbinh dang ¢t cho toan b tai liéu

» Dinh dang c6t cho khéi van ban
dugc chon

» Ngat cot

= Breaks = Indent Spacing
Page Breaks E
| ‘ Page
— Mark the point at which one page ends
| [1 and the next page begins.
x Column

\ ] Indicate that the text following the column
= break will begin in the next column.

Presets

" One

Bumber of columns: 2 5

Width and spacing

Col® width: Spadng
IEEE 05" o

o lan| s

[ Equal column width

Applyta: | Whole document |+ | Start new

column

Cancel
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— Sir dung ddu déu gach ndi — Hyphenation 3. Su dung Headers and Footers el o

> Cheén déu gach ndi — Hyphenation » Chén header va Footer tuy bién
> Chén header va Footer theo mau c6 sin

> Tét chirc nang tu dong gach néi
> Gach ndi cac tir c6 chon loc trong mot tai liéu » Nhap noi dung cho Header va Footer F“‘
T x |M )

Hyphenation

Dféutnmati(allv hyphenate document;
Hyphenate words in CAPS

Hyphenation zone -
Limit consecutive hyphens to: | No limit =
Wilng lII.Lil:!p i dung Header
Manual... Cancel —
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» Tiéu dé dau trang va cudi trang (Header & Footer) cua trang chan va trang 1é khac » Chen so trang (Page Numbers)
nhau » Xoa so trang
» Tiéu dé dau trang va cudi trang khong xuat hién & trang dau cua tai liu @ (A = 4
. ~ A . (—]
» Tao Header & Footer khac nhau trong nhitng phan khac nhau Phoe Tet Quick Word?
» Vi tri cua tiéu dé dau va cuoi trang Number> Box- Parts-  ~
§ S : B TIopofPage »
HEADER & FOOTER TOOLS [ N HEADER & FOOTER TOOLS ™ . N
VIEW  DEVELOPER DESIGN =l4 Previous DESIGN s Eottom of Page '
Different First Page =+ Header from Top B Next SiHesderfromTop: 049" - ] PageMargins »
/| Different Odd & Even Pages .+ Footer from Bottor Goto Tk Preions es L+ Footer from Bottom: |0.49" = D C Pos ,
7 Show Document Text Bl insetalignment ~ Header Footer [ B Insert Alignment Tab & Surrent Fosition
Option Positior Navigation Position [‘}j Format Page Numbers.
[ Remove Page Numbers
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4. Lam viéc voi nén tai liéu (Document Backgrounds)
> Chon mau nén trang i s

N G6ert) Tetrr Patem Pere
» Innén trang cons

et

Printing options

[ Print drawings created in Word

[D Print background colors and images I

[] Print document properties .
g Print hidden text ‘
Update fields before printin i
2 e
[ Update linked data before printing
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— Céc thao tac vé Watermarks
» Chén Watermark
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— Ap dung Themes
> Tuy bién Themes
> Ty bién Theme Colors
> Ty bién Theme Fonts

Titke

=
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Printed Watermark ? X
» Tuy bién Watermark © Ho vrteman:
> X(’)a Watermark O Picture watermark
=) Pamgraph Specing to Washout
B alge 3
- - O Setw Dol Language:  English (United Kingdom) ~
pauzsnc Text: ASAP -
Eont: Calibri ~
Size: Auto ~
Color: ~ Semitransparent
layout: (@) Diagonal () Horizontal
Apply Cancel
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— St dung Style Sets
> Ap dung mot Style set vao tai lidu
» Tao mdt Style set mdi

Thia Decument

Title

Title v
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5. St dung chirc nang Spelling and
Grammar dé hiéu dinh tai liéu
> Chon ngén ngir kiém tra 15i
> St dung bo kiém tra chinh ta va ngit phap
(spelling and grammar checker)

Langusge T

Aisatisn

The spefler and ot preofing tosis automatically use
dictionaries of the selected language. If available.

100 ot check spetling o grammar
1] ogtect language automaticaily

ek e G
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Spelling v x
cordinated

lgnore | | Ignore All | | Add
coordinated

Change | | Change Ajl

coordinated
« synchronised

+ organised

+ synchronized

To see definitions:

Sign in Using Your Microsoft Account
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> Kiém tra 15i 13i chinh ta va 15i ngir phap khi
dang lam vigc
> Bit hoic tit chirc ning Spelling & Grammar
» Chuc nang Thesaurus

When correcting spelling and grammar in Word

[ Check spelling as you type

(4 Mark grammar errors as you type
[ Frequently confused words

[ Check grammar with spelling
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Vi

I put the letter on the tabel.

How was | supposed to know John Smith,

Thesaurus i

spelling el

4 meaning (v)
meaning
bringing
predicting
implying
presaging
suggesting
indicating
signifying
denoting
connating
bring about (Dictianary F
lead to (Dictionary Form)

result in (Dictionarv Form
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Navigation ik
Search document peolns
6. Dicu hudng voi cac tai liéu tham khao
) N ) o HEADINGS ~ PAGES  RESULTS
» Su dung khung diéu hudng (Navigation Pane) - ‘
I i’ 4 Bai4: Dinh dang trang in
» Dicu hudng dya trén Heading 1. Muc tiéu bai hoc
> Didu hudng theo trang 4 2.Thiét lap trang - Page setup
> Diéu hudng dua trén két qua tim kiém 21/ Thay dS¢ ich e oily
2.2 Thay déi huéng trang
2.3 Thay ddi I trang
2.4 Ki€m soét dong van ban
2.5 Chén ngat trang
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22Thayddihus € Pr ¢
23Thay déiRtr >
24Kimso#tddl  New Heading Before
2.5 Chén ngéttra New Heading After
FU S ii1ia 28 Ngkphin=j ciibeaiing
— To chirc cau trac cua tai liéu 27Lam viée vai
2 .., . , . 2.8 Chén dfu gac
» Thay d6i vi tri ciia cac ngi dung
Find and Replace ? x

> Thay ddi cp ciia cic Heading T
» Str dung lénh Go To Ga to what

Section
Line
Bookmark
Comment
Footnote

GoTo

Enter page number

Enter + and - to move relative to the cumrent location. Example: +4
will move {orward four item

ey | [ [ oo
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— Cac thao tac véi hyperlinks
» Tao lién két dén tap tin hodc trang Web
> Tao lién két dén dia chi email
> Tao lién két dén cac vi tri trong cling mot tai lidu
> Xoa lién két

Conans
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Bookmark ? x
Bookmark name:
Bookmark_Name Add
— Cac thao tac voi Bookmarks
» Cac budc tao Bookmark
» Xoa Bookmark
S-ort by: (;D Hame
O Loaation
[[] Hidden bookmarks
Cancel
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— Cac thao tic chun bj dé in tai ligu
» Xem tai liéu trudce khi in Print
Preview
> Thiét 1ap thong sb cho trang in
» Intai liéu
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7. Tbéng két bai hoc - Cac k¥ nang lién quan dén bai thi MOS
— Cac ky thuat diéu hudng trong tai li¢u, cach s dung khung diéu hudng.

— Dinh dang tai liéu (format document), thay ddi Themes, str dung Style
set, chén Header Footer, Watermark.

— Trinh bay va thiét 1ap tiry chon trang in
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