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BAI TAP THUC HANH WORD
Yéu cau chung : SU dung tap tin dopdf-7.exe cai dat may in
A. Cac tinh nang chung (s dung file Du-lieu-mau-Word-ic3.docx dé thuc hanh)
1. Thém/bdt nat Iénh trén thanh truy cap nhanh.

Hudng dan: Chon mii tén tam gidc trén thanh truy cdp nhanh (chua cac biéu tuong Save, Undo, Redo) ->
Chon/bo chon cac nut Iénh can them/bdt.
2. Thu nhé dai bang. -9
Hudng dan:Click mdi tén Minimize the Ribbon bén canh biéu tuong Help (hodc nhén Ctrl + F1)
3. Doing tai liéu ma khong thoat khéi ting dung.
Hudng dan: File/Close
4. SU dung trg gitp: Tim kiém trg gilp vé tir khoa Table

Hudng dan: Click biéu tuong déu hdi ? mau xanh duong & goc trén bén phéi cia cua s6 Office -> GO tur khda
vao 6 Search

5. Thiét 1ap d& Word ludn ludn luu tai liéu dudi dang Word 97-2003.

Hudng dan: File/Options/Save -> Click mdi tén tam gidc trong combobox Save file in this format -> chon
Word 97 — 2003 Document (*.doc)

B. Microsoft Word (s dung file Du-lieu-mau-Word-ic3.docx dé thuc hanh)
I. ThéFile
1. Hay thiét Iap d€ Word chuyén tir ché d6 gd chén thanh gé dé
Hudng dan: File/Options/Advanced -> danh déu 6 Use overtype mode
2. Hay thiét 1ap dé cd thé str dung phim Ctrl k&t hgp vdi Click chudt khi cdn m@ mot dudng dan (lién két)
Hudng dan: File/Options/Advanced -> danh diu é Use Ctrl + Click to follow hyperlink
3. Tao mot tai liéu mdi
a. Hay tao tap tin trang (blank).
Hudng dan: File/New/Blank Document/Create
b. H&y tao mot tai liéu mdi theo mau co tén 13 Equity Letter.
Hudng dan: File/New/Sample Template -> Chon dting tén mau -> Create
4. Luu file
a. Luu file [an dau: Luu file trdng vira tao & trén vdi tén la IC3.docx
Hudng dan: File/Save -> gé tén file -> Save
b. Luu lai sang vi tri khac: Hay luu file sang thu muc Document
Hudng dan: File/Sace As -> Chon thu’ muc (khéng doi tén) -> Save
c. Luu lai file sang dinh dang khac: (PDF, XPS, phién ban Word 2003)
Hudng dan: File/Save As -> Chon dinh dang tai Save as type -> Save
5. Intailiéu
a. Hay in tai liéu dang ma vdi cac thiét 1ap may in mac dinh
Hudng dan: File/Print -> OK

b. In tai liéu vGi cac tuy chon nang cao: vdi may in Canon-haint, in 3 ban
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Hudng dan: File/Print -> Chon tén mdy in, s6 ban copy 13 3 -> OK

6. Khong thoat khoi Word, khong mé phan mém email, hdy géi tai li€éu dang ma nhu la file dinh kém dén dia
chi email abc@gmail.com
Hudng dan: File/Save & Send/Email -> Trong hop thoai hién ra gé dia chi email véo 6 To -> Send.

7. Gdi tai liéu 1én Sky drive, dat trong thu muc Haint’s Document

Hung dan: File/Save & Send/Save to web -> Chon thu’ muc Haint’s Document -> Save

8. Gai tai liéu nay lén SharePoint, trong thu muc Common

Huong d_éNn: File/Save & Send/Save to SharePoint -> Chon Browse for a location -> Chon dung thu muc
Commom -> Save

9. M4 lai file cé tén Du-lieu-mau-Word-ic3.docx da m@ gan day

Huéng dan: File/Recent -> Chon ding tén file cin md

10. Banh dau file dang md la ban cudi cung cla tai liéu nay

Hudng dan: File/Info/Protect Document/Mark as Final

11. Xoa bo Version dugc luu cda tai liéu

Huong d_.:-’)'(rr.' File/Info/Manager Version

II. Thé Home
1. Nhom Clipboard

a.

Hay click vao nut I1énh cho phép sao chép dinh dang

Hudng dan: Click nit Format Painter trong nhém Clipboard

b. Hay di chuyén v&n ban (d& dudgc chon) cha cum tir “ndi dung Tin hoc cdn ban phong ph va ly thi”

xuéng cudi tai liéu nay, gilr nguyén cac dinh dang mac dinh.

Hudng dan: Chon doan vén bén -> Chudt phdi chon Cut -> Di chuyén xudng cudi vén ban -> Chudt
phai -> Trong Paste Options chon Keep Source Formating (K)

2. Nhom Font

a.

Pinh dang ca ban: dinh dang cum tur “ndi dung Tin hoc can ban phong pha va ly thi” véi Font chir
Arial, c8 chit 14, kiéu chir nghién, mau dé

b. Convert text

C.

Hudng dan: Click biéu tupng Aa: chuyén chir thuong sang hoa
Hay xda bo dinh dang in dam va in nghiéng cho tiéu dé cua tai liéu nay

Hu'dng dan: Chon dong vén bén tiéu dé -> Click vao nut 1énh chit’ B va T dé bo dinh dang

3. Nhom Paragraph

a.

Thuc hanh gian cach cac dong: gian dong don, gian dong déi, gidn gap rugi
Hu'dng dan:Chon biéu tuong mii tén hai chidu tai nhom Paragraph, sau do chon 1.0, 2.0, 1.5 ...

b. Thuc hanh gidn cach cac doan van ban chifa cum tir “Thong thudng c6 nhiéu cach” gian cach so vdi

C.

d.

doan trén nd mot khoan la 18pt, doan dudi nd mot khoang la 24pt.

Hudng dan: Pt con tré trong doan vén, chudt phéi chon Paragraph, chon After hay Before

Can [é trai, phai, gilra va cdn déu hai bén

Hay dinh dang cho doan van ban chlta cum tir 7hAdng thuong co nhiéu cach thut [é dong dau tién so
vGi cac dong khac mot khoang la 1.5 inch
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f.

Hudng dan: Chon doan vén -> Click miii tén géc phai nhém Paragraph -> Trong & Special chon First
line indent, 6 By g6 1.5 -> OK

Hay dinh dang cho doan van ban chlta cum tir 7h6ng thuong co nhiéu cach thut Ié tat ca cac dong trlr
dong dau tién so véi cac dong khac mot khoang la 1.5 inch

Hudng din: Chon doan van -> Click miii tén goc phai nhém Paragraph -> Trong 6 Special chon
Hanging line indent, 6 By go 1.5 -> OK

Thut [€ 1.0 inch cho toan b6 van ban

Hudng din: Chon doan van -> Click miii tén goc phai nhém Paragraph -> Trong nhdém Indenttation &
Left g6 1.0 -> OK

g. Hién thi cac ky tu khdng dudc in ra
4. Nhom Style

a.

Hay tao mét style mai cé tén la Hai-style véi font Arial, ki€u chif nghiéng, ¢ chir 13, mau dé

Huéng dan: Click miJi tén & goc dudi bén phai cia nhdém Styles -> Chon New Style -> thiét I3p théng
S6.

b. Hay chon style Heading 3 cho tiéu dé cua tai liéu hién tai

Hudng dan:Dét con tré J tiéu dé -> Home -> Chon Heading 3

5. Nhom Editing

a.

b.

C.

Tim ki€ém tur IC3 trong tai liéu dang md

Hudng dan: Click Find, gé IC3 vao 6 Search Document -> Click biéu tuong kinh lup (Enter)

Thay thé tir GS3 thanh GS4 trong van ban

Hudng dan: Click Replace, gé GS3 vao 6 Find what, go GS4 vao 6 Replace with -> Replace

Di chuyén dén trang th(r 8 cla tai liéu dang md, khéng dung cac phim Page Up, Page Down, mii tén...

Hudng dan: Cach 1: Click Find, chon tab Go to, gé s6' 8 -> OK: Cach 2: Click vdo nut Page x of n trén
thanh trang thai cua word -> g6 s6' 8 -> OK

III.Thé Insert

1. Nhom Pages

a.

Tao ngat trang tai vi tri con trd van ban cua tai liéu dang ma

Hudng dan: chon thé Insert, chon Page Break trong nhom Pages

2. Nhom Table

a.

Chén bang c6 3 hang 4 cot

Hudng dan: Chon thé Insert/Table/Insert table -> gé s6 dong 3, s6 cot 4 -> OK
Chia mot bang thanh hai bang tai vi tri hién tai cia con tré van ban

Hudng dan: Pt con tré trong bang -> Chon thé Layout -> Split Table

Chon table style cé tén Light Shading Accent 3 cho bang

Hudng dan: Pt con tré trong bang -> Chon thé Design -> Click chon style cd tén Light Shading
Accent 3

Cac thao tac cd ban khac:
v" Chén thém hang/cot: Hay them mot c6t méi vao giifa hai cot Price va Total?
Hudng dan: Chudt phéi vao déu cot Total -> Chon Insert -> Insert Column to the left

v' Xo6a mot hang/cot
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Hudng dan: Delete Row/Delete Column
v Xda mdt & sao cho dif liéu cac 6 phia dudi dugc day |én trén
Hudng dan: Chon 6, chudt phéi -> Delete Cells -> Shift cell up
v GOp 6
Hudng dan: Chon 2 6 cén gbp -> Merge cells
v Tach mot 6 thanh hai 6 theo chiéu ngang

Huéng dan: Pt con tré tai 6 mudn tich -> Split cells -> gb 1 & 6 Nerber of column, gé 2 & 6
Nerber of row -> OK

v Tach mot 6 thanh hai 6 theo chiéu doc

Huéng dan: Pt con tré tai 6 mudn tich -> Split cells -> gb 2 & 6 Nerber of column, gé 1 & 6
Nerber of row -> OK

3. Nhom Illustrations
a. Chen hinh anh Picture: Hay chén anh co tén la Aaint-image.jpg trong thu muc Contoso vao dong th(
hai cla van ban
Hudng dan: Insert/Picture-> tim file nh luu trong may tinh -> Insert
b. Cheén anh Clip Art: hdy chén anh bong hoa tir Clip Art cta Microsoft Office
Hudng dan: Insert/Clip Art. gé Flower véo 6 Search for -> GO

c.  Chén anh chup mdt clra s6 man hinh: Hay chén anh chup ctra s6 thu muc Contoso dang md vao tai
liéu hién tai

Hudng dan: Insert/Screenshot -> Click chon ding cua s6 trong danh sach hién ra
4. Nhom Links

a. Tao dudng dan (siéu lien két - Hyperlink): Hay tao duding dan cho doan text "File word méu dé thuc
hanh IC3” trong tai liéu Du-lieu-mau-Word-ic3.docx lien két dén dia chi website http://ic3.edu.vn

Hudng dan: chon doan vén ban, nhén chudt phai chon Hyperlink, gé dia chi web véo 6 Address, OK
5. Nhom Header & Footer

a. Chén thém s8 trang vao phia trén, bén phai cho van ban Du-lieu-mau-Word-ic3.docx chon kiéu Plain
Number 3

Hudng dan: Insert/Page Number -> Top of page -> Plain Number 3

b. Chén tiéu dé Header vai nbi dung 7a7 /iéu thuc hanh IC3 cho van ban Du-lieu-mau-Word-ic3.docx theo
ki€u Alphabet

Hudng dan: Insert/Header -> Alphabet -> gé ndi dung
c. Chén chén trang Footer véi ndi dung GS4 cho vén ban Du-lieu-mau-Word-ic3.docx theo ki€u Annual
Hung dan: Insert/Footer -> Annual -> gé ndi dung

d. Hay thém private tai vi tri bén trai trong footer cua tai liéu nay, gilr nguyén cac dinh dang mac dinh
khac

Hudng dan: Click vao footer, gé private
6. Nhom Text
a. Chén ngay thang vao vi tri con trd, theo dinh dang 01/12/2013 va cd thé tu déng cdp nhat

Hudng din: Insert/Date and Time trong nhom Text -> Chon dinh dang ngdy thang trong hdp thoai -
> Click Update Automatically

7. Nhom Symbol
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a.

Cheén ky tu dac biét nhu Trade Mark: ™ , Copyright: © , Registered Sign: ®

IV. Thé Page Layout

1. Nhom Page Setup

a.

Pinh dang [é gidy — Margin: Hay dinh dang € gidy cho van ban vdi € trai la 2.5, |é phai la 2, I€ trén la
2, lé dudila 1.75

Hudng din: Custom Margins -> gé théng s6 -> OK

Huéng gidy — Orientation ngang/doc

C3 gidy — Size: A4, A5, ...

Chén ngat viing

Hudng dan: Dt con tré tai vi tri c3n chén -> Page Layout -> Break -> Next Page

Chia cot: Hay chia doan van ban Chu y dugc in nghiéng trong file Du-lieu-mau-Word-ic3.docx thanh 3
cot.

Hudng dan: Page Layout/Column/Three

V. Thé References

1. Nhom Footnote

a.

Footnote: Chén chu thich cho doan text File word méu dit & cudi trang, véi ndi dung chd thich 1 File
nay ding dé thuc hanh Word

Hudng din: Pt con tré & ngay sau cum tir File word mau -> References -> Insert Footnote -> gé
ndi dung File nay dung dé thuc hanh Word

Endnote: Chen chu thich & cudi vung (section) hodc cudi tai liéu

Hudng din: Pt con tré & ngay sau cum tir File word mau -> References -> Insert Endnote -> gé ndi
dung chd thich

VI. Thé Review

1. Nhom Proofing

a.

b.

C.

d.

Kiém tra chinh ta
Hudng dan: chon Spelling & Grammar
St dung tir dién ddng nghia va trai nghia Thesaurus

Hudng dan: chon tir ¢an tra ciu > Thesaurus ( hodc click chudt phai chon synonyms) = click mii
tén mau xanh 13 ciy dé tra cliu tir. (cd thé nhap tir can tim hiéu vao & Search for)

Tim hiéu (nghién c(tu) vé tir khda Support

Hudng dan: chon tir cén tra cuts - Research (hodc click chudt phéi chon Look up) = clici mdi tén
mau xanh I3 cdy dé tra cuu tu. (co thé nhdp tur cén tim hiéu vao 6 Search for)

Thong ké van ban

Hudng dan: chon Word Count hodc nuit Word: xxyy trén thanh trang thai.

2. Nhom Comment

a.

Chén comment véi n6i dung la Binh luan cho van ban Phan 1 — May tinh can ban

Hudng dan: dst con trd tai vén ban cdn chén comment = chon thé Review = chon New Comment
trong nhom Comments = nhdp ndi dung.

b. Xoéa comment: Xéa comment cta chi thich cho van ban Phan 1 — May tinh can ban

Hudng dan: chon Comment cén xda = click chudt phai = chon Delete comment.
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3. Nhom tracking & Changes

a.

Kich hoat (bat) chirc nang Track Changes cho file Du-lieu-mau-Word-ic3.docx

Huding dan:

+ M0 File Du-lieu-mau-Word-ic3.docx

+ Chon thé Review = chon Track Changes = Track Changes

+ Thut hién xodc cac tur IC3 Windows 7. Nhdp thém cac tur GS4, Gook luck vao dau tap tin.

b. Dbéng y vdi cac stra d6i vira thuc hién ddi vdi file trén

C.

d.

Hu'dng dén:

Chon thé Review = Chon Accept trong nhom Changes = chon hinh thuc phu hop voi yéu cau

+ Acgept and move to next: déng y vdi 1 sua déi (cdn dat con tré van ban tai vi tri cn sua doi) va di
chuyén dén sua doi ké tiép.

+ Accept change: dong y sua doi (tai vi tri con trd)

+ Accept All changes in document: dong y vdi tat ca sua doi trong tai liéu.

Hay bé vdi cac sira d6i vira thuc hién ddi véi file Du-lieu-mau-Word-ic3.docx

Hudng dan: chon thé Review = chon Reject trong nhém Changes = chon hinh thic phi hop theo
yéu cdu

+ Reject and move to next: hiy bo va di chuyén dén sua doi k€ tiép (cdn dat con tré vén ban tai vi tri
CO sua doi)

+ Reject change: hdy bo sua doi (tai vi tri con trd)

+ Reject All changes in document: huy bo tat ca sua doi.

Hay hién thi thanh Ctra sd xem lai tai liéu (Review pane) theo chiéu doc/ngang

Hudng dan: chon Review = dlick mdi tén tam gidc bén canh nut Reviewing Pane Vertical (doc) /
Horizontal (ngang)

e. An clra s6 xem lai tai liéu (Review pane)

f.

Hudng dan: click vao nut X (close) cua cua s6 Reviewing Pane (Khi cua s6 dang duoc hién thi)
Chi bang mét thao tac hay huy b tit ca cac thay d6i trong tai liéu nay

Hudng dan: chon Review = chon Reject = chon Reject All changes in Document

4. Nhom Protect

a.

P&t mat khau gidi han kha ndng chinh stra

H&y dat mat khdu chi cho phép thutc hién thao tic Comment (hodc Track Changes) cho t3p tin
Contoso.docx vdi mat khau 1 ...

Hudng dan:
- Md tap tin Contoso.docx duoc dat trong thu muc Contoso

- Chon thé Review = chon Protect Document trong nhom Protect - Retrist Formatting and
Editting

- Chon vado 6 Allow only this type of ... 2 chon Comment (hodc Track Changes) trong 6 bén
auoi

- Chon Yes, Start Enforcing Protection

- Nhdp méat khdu 2 I6n - Ok

b. D&t mat khdu md tai liéu
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H&y ddt mét khéu ma tap tin Contoso.docx vdi mét khéu Ia ...

Hudng dan: chon File - Save As = chon mii tén hinh tam gidc bén canh nut Tools = chon General
Options = nhép mat khdu > OK = nhdp lai mat khéu I5n 2 > OK

VIIL. Thé View

1. Nhom Document Views

a.

C.
d.

e.

Print Layout: Chon ché& dd dé Microsoft Word hién thi tiéu dé dau trang, tiéu dé chan trang, sd trang,
do hoa, ...?

Huding dan:

Cach 1: chon thé View = Print Layout,

Cach 2: Chon nut Print Layout ( ndt dau tién trong nhom nut View J thanh trang thai )
O ché dé hién thi (View) ndy cd thé xem duc cac tidu dé déu trang, chén trang.

Full Screen: Hién thi toan man hinh.

Web Layout: Hién thi dudi dang trang Web.

Outline: Hién thi dugi dang dé cuang.

Draft: Dang ban thao.

2. Nhom Show/Hide

a.

Hay an/hién thudc ké
Hudng din:
Cach 1: chon thé View = Click chon 6 Ruler

Cach 2: dlick vao nut View Ruler & vi tri phia dudi bén phai thanh Ribbon va phia trén thanh cudn doc

3. Nhom Zoom

a.

Xem tai liéu dudi dang phdng to, thu nhd: Zoom

Hudng dan: chon thé View - chon nlt Zoom = chon % hién thi (zoom to)
Ché do Page Width, One Page, Two Pages

Hudng dan: chon thé View - chon cac nit (One Page, Two Pages, Page Width)
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