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Muc tieu bai hoc

Nhap va chinh stra van ban

Di chuyén xung quanh van ban

Tao mé&i, lwu, dong va mo cac tép tin
Lwa chon loai van ban xac dinh

Thay doi ché do hién thi

B 0 N

Pinh dang van ban, cac doan, hoac trang
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Insertion Point
(Piém cheén

Diém chén vian ban dwoc ddnh didu bang mot thanh thang di¥ng nhip
nhay, tai d6 ban cé thé chén cac ky tw hoac dan mot ndi dung nao dé

van ban) vao van ban. Khi goé ky tw, con tré van ban di chuyén vé phia bén phai

Typing Text Di chuyén diém chén van ban dén bat cx noi nao trong tai liéu va cac

(Nhap van ban) | ky tw ban gé sé dwoc chen vao bén phai cia con tré nhap van ban

Deleting Text |Ban c6 thé nhin phim DELETE d€ x6a mot ky tw nam bén phai con

(X6a vin ban) |tré nhip van ban, hodc nhin phim BACKSPACE dé xd6a ky tw nam bén
trai

Word Wrap Khi ban nhéap liéu du cac tir dwoc chen trong mét dong, Word sé tw

(Bao goi tir) déng chuyén di€ém chén van ban xuéng dau dong tiép theo.

Ending Word | Khi két thiic nhip liéu cho mot dong hoac mét doan, ban c6 thé bam

Wrap/Blank | phim ENTER dé két thic bao géi tir hodc chén thém dong trong.

Lines (Két thic
bao goi
tlr/Dong trong)




* Nhitng khai niém trén dwoc ap dung cho tat ca cac chwong
trinh x Iy van ban, khong phan biét nha cung cap phan mém

* Giup tao ra cac tai liéu co giao dién chuyén nghiép thong qua
viéc rng dung cac thanh phan thiét ké

e Gidp to chirc thong tin va gitip ngwoi doc ¢ thé chira cac
thanh phan trong tai li€u cia ban nhanh chéng

 Cac thanh phan thiét ké dwoc to chirc tot sé gitp to chirc
thong tin va cho phép nguwoi doc c6 thé xac dinh dworc cac
thanh phan khac nhau cda tai liéu mot cach nhanh chéong
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1. Nhap va chinh stra van ban

 Hién thi cac ma dinh dang
- S dung biéu twong 7' how/Hide Y) cho phép ban hién thi hodc an
cac ky tw khong dwoc in (VD ki tw ngat doan, ngat trang)
+ Giap ban xac dinh dwoc nhirng gi ban da chen vao trong van ban

+ 9 Biéu dién mot ddu ngat doan va dwoc chén moi khi ban nhian phim
ENTER

+ Biéu dién mot tab va dwoc chén moi khi ban nhan TAB.

+ Biéu dién mot khoang tréng va dwoc chén moi khi ban nhan phim
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1. Nhap va chinh stra van ban

* Str dung Thwadc ke

- Thuwdc ke giup ban xac dinh dworc vi tri cua van ban
- Thwédc ke stir dung don vi do lwong mac dinh cho vi tri cua ban

+ C6 thé thay doi don vi do lwong: File/Options/ thé Advanced / ving
Display

- Hién thi hodc an thwdc ké:
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2. Di chuyén xung quanh van ban

Mong muén di chuyén Nhan Mong muén di chuyén Nhan

Ky tuw tiép theo Dong tiép theo

Ky tw truede do Dong trudc [I]

Tir ti€p theo Poan tiép theo
Tl trwge do Boan trudc @
B4t dau dong Man hinh tiép theo  (PgDn]
K&t thirc dong Man hinh truéc (PgUp]
B4t dfau tai lidu K&t thic tai lidu

« Pé di chuyén nhanh dén mot muc cu thé:

- Trén thé Home, trong nhom Editing, chon mii tén xuéng cda Find, va sau dé chon
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* Str dung thanh cuon
- Thanh cuén doc dwoc str dung dé di chuyén (hodc cuén) man hinh 1én
hodc xuong trong tai liéu
- Thanh cudn ngang dwoc st dung dé di chuyén (hodc cuén) man hinh
sang bén trai hoac bén phai cua tai liéu
- D€ str dung cac thanh cudn:
- Nhap chudt vao miii tén trén thanh cuén dé di chuyén hop cudn 1én hoac
sang trai va sang phai; hoac
- Nhap chudt vao miii tén & mét trong hai phia cia hop cuén
- Kéo hop cudn
- Né&u ban dang lam viéc trong mot tai liéu c6 nhiéu trang, hodc véi cac

dé muc (headings), man hinh goi y (ScreenTip) sé xuat hién dé chi s6

(92 “ 2 AN = ~? A A ~ A




Chi cho Word biét chinh xac phan van ban ban muon lam viéc

e Moi khi van ban da dwoc chon, phan dwoc chon sé dwoc gitr
nguyén cho dén khi nao ban khong chon nita

« Nhap chudt vao bat ky noi nao trong cira so tai liéu hodc nhan

bat ky phim mi tén chi hwéng dé hiy chon

Chon van ban lién ké

- Str dung chuot

- Patvi tri con tré chudt & noi bat dau van ban sé dwoc chon va sau dé kéo chudt dé
danh diu van ban

- Tang hoic giam vung chon tir diém bat dau trong khi gitr phim SHIFT

- St dung ban phim
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4. Chon van ban

* D& chon mo6t tir, ban nhay dap chudt vao tir d6
P& chon mot doan, nhip chudt ba Ian vao bat ky cho nao trong

doan do
+ D& chon cé tai ligu S o )
S Select Al
- Trén thée Home, trong nhom s Select Objects
Editing, nhap chudt vao Select Select All Text With Similar Formatting (Mo Data)
va chon Select All; hoac B, Selection Pane..
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4. Chon van ban

* Str dung thanh chon (Selection Bar)
- La vung dién tich tréng & go trai cia tai liéu va nam ngay canh lé trai

- Tro chudt dwoc thay d6i thanh mii tén tro Khi & trong ving nay
Get copy of signed lease contract to Amar in Accounting for safekeepi

Finalize office furniture rentals

ﬂ Confirm purchase of computer equipment from Seattle vendor

Confirm implementation of telephone and Internet services before mc
- Dé€ lwa chon dong van ban, nhip chudt vao phia bén trai cia dong van
ban.
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5. Lwu tal liéu

* Word tw dong gan phan mé rong .docx
« Pé lwu tai liéu:
- Nhap chudt vao thé File va sau d6 chon Save hoac Save As; hodc

- Trén thanh cong cu truy xuat nhanh (Quick Access toolbar), nhap
chuot vao nut dSave); hoac

- Nhan CTRL +S.

» Word sé tw dong chén dong van ban dau tién trong tai liéu

\ \ A A L ~? = 7 . \‘J ~N 2
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5. Lwu tal liéu

 Van dé vé twong thich c6 thé gap phai khi ban mudn:
- Luwu tai liéu ¢ cac phién ban Word cii hon, hoac

- M6 mot tép tin ¢ dinh dang ma Word khéng nhan ra duoc loai tép tin
mac dinh c6 thé dwoc mé tw dong trong Word

+ Thay déi lai dinh dang tip tin tir treong Save as type

_

.

Authors:
Waord Macro-Enabled Document This action will convert the document to the newest file format. The layout of the decument may change.
Word 97-2003 Document
Word Template Converting allows you to use all the new features of Word. This document will be replaced by the
Word Macro-Enabled Template converted version.

Word 97-2003 Template Do not ask me again about converting documents.
e Folders PDF

XP5 Document
Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Werd 2003 XML Document
OpenDocument Text
Works 6 - 9 Document

=

J [_conce
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6. Bat dau mét tai liéu m

~ N YA ~N /=
[ ] [}
bé tao tai liéu trong mai: —— S — -
Home Insert Page Layout References Mailings Review View () 0

— N h é’p Ch u (’j t Ch Q n Fil e’ g :: N Available Templates Blank document

+ {3} Home

New, Blank document,
chon Create, hoac

- Nhin t6 hop CTRL+N

“..,-‘A,. @i LQ e

Sample My templates ~ New from
templates  tem) plates existing

[Search Office.com for templates

P& stt dung cac mauy, .
& Bt

nhap chon File, New,
chon mau, bAm Create
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7. Bat dau mét tai liéu méi

* Pong tai liéu:
- Nhap chudt vao thé File va sau d6 chon Close; hodc
- Nhan CTRL+W hoic CTRL+F4
* Néu ban mu6n déng hoan toan rng dung Word, nhap chudt
vao nut==/(Close)
* Néu ban thém hoac thay doi mét vai thanh phan trong tai liéu
m¢&i hoac tai liéu dang ton tai ma khi déng lai chwa lwu nhirng

Microsoft Word

& Do you want to save changes you made to Document4?

I Save I [Dcx_:'tSavE ] [ Cancel
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8. Mo tai lieu

. M& tai lidu:
- Nhap chudt vao thé File, chon Recent, va sau d6 nhap chudt vao tén
tép tin tir danh sach cac tai liéu dwoc str dung gan day; hoac

~N A \ 2 = 's — ——— ————
- Nhap chud6t vao the File [@. - - Document - Wicosot Vird
- Home Insert Page Layout References Mailings Review View
/7
sau do chon Open; i s S Racant Places
Save As
“ & Iy
hoac ﬁ - % Mewsletter 501 2-fold brochure - Student =
J pen Desktop'7314 Student Data\Lesson & - Word
ﬁ Close % Mewsletter 501 1=
~ o Desktop'7314 Student Data'\Lesson & - Word
- Nhan CTRL+0 hoac e @) Comd Tous e -
- Desktop'7314 Student Data'\Lesson & - Word
@ ComeiTeu .
Desktop'7314 Student Data'\Lesson & - Word
New % TA Corporate Profile - Student =
Desktop'7314 Student Data'\Lesson & - Word
Print
mn % TA Corporate Profile 4=
Desktop'7314 Student Data\Lesson & - Word
Save & Send
% TA Employee List - Student 4=
Desktop'7314 Student Data\Lesson & - Word
Help % TA Employee List 4=
) . esktop tudent Datat\Lesson & - Wor
Options Desktop'7314 Student Data\L 8- Word
% Haunted Tours Reference - Student 4=
3 Exit Desktopi7314 Student Data\Lesson & - Word
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8. Mé& tai liéu

e M& mot trong so cac tai liéu:
- Nhap chudt vao tén tép tin; hodc
- Tré chudt vao tén tép tin dé€ chon no, va sau d6 nhap chudt vao Open
hodc nhan ENTER
 Cac tép tin dwoc hién thi theo ding thir tw ma ban dd mo, voi
tép tin ban m& gin nhat sé nam trén diu danh sach:

- Khi ban dat dén so lwong tép tin tdi da c6 thé hién thi trong danh sach
thi nhitng tép tin cli nhat sé bi x6a khéi danh sach
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8. Tuy chinh cach hién thi tai liéu

Haome Insert Page Layout References Mailings Review View

|:| = Lﬁﬂ Ii Ruler - @ E . 11 View Side by Side gg
- Gridlines _'| Synchronous Scrolling
Print |Full Screen Web  Outline Draft Zoom  100% Mew  Arrange Split Switch
Mavigation Pane

Layout | Reading Layout =] Page Width | window  All #4 Reset Window Position | windows ~
Document Wiews | Show | Zoom |

Print Layout Hién thi noi dung tép tin nhw khi ban gtri tai liéu t&i may in.

Full Screen  Thay ddi kich thwdc ndi dung cuia tai liéu bang kich thwéc man hinh dé
Reading hién thj duy nhat tai liéu.

Web Layout  Hién thj tai liéu gidng nhw mot trang Web.

Outline Thu

qon tai liéu dé chi hién thi van ban, chang

han nhw dé& muc hoac noi
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Tuy chinh cach hien thi tai lieu

A

 Piéu chinh doé phéng dai
2 Thanh trwot phéng dai

1 2
100% (? é (-%
3 Phéng to

3 4

1 Mdrc d6 phdng dai

4 Thu nhé

- Thiét 1ap mirc d0 phéng dai trong khodng 10% dén 500%, hoac ban
dé Word tw dong diéu chinh mi&c d6 phéng dai

- Vi tri cia diém chén van ban sé xac dinh ving dién tich phéng to/thu
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Tuy chinh céch hién thi tai liéu

 Sir dung tinh nang Hién thi trong ché do Bao vé

- Ap dung thudc tinh chi doc cho tép tin cho d&n khi ban xac nhan né

0 Protected View  This file originated from an Internet location and might be unsafe. Click for more details. [ Enable Editing ]

- C6 thé m& mot tép tin trong ché dd nay khi ban mudn dam bao khong
c6 nhirng suw thay doi vo y trong khi xem tép tin

- DE kich hoat ché dd nay, nhap chuot vao thé File va chon Open dé
dinh vi tép tin, sau d6 chon mii tén canh nut Open va chon Open in
Protected View
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Tuy chinh céch hién thi tai liéu

- Thudc tinh cta tap tin khi trong ché do nay:

Haome Insert Page Layout References Mailings Review View

|l save . .
S Information about TEC Corporate Profile
e C:\7314 Student Data‘\Lesson & - Word\TEC Corporate Profile.docx
ﬁ QOpen
ﬁ Close

Protected View

|} This file originated from an Internet location and might be unsafe.
Enabl You should only enable editing if you trust the contents of the file,
nable ) .
Recent Editing Protected View Settings
- = |

Learn more about Protected View

- Ban c6 thé quan sat thém cac théng tin vé ché dé nay hodc chon mot
hanh dong khac

z ) 2

s

i Saving is not available in Protected View. If you trust the source of this file, dlick Enable Saving to enable this command.

[ Enabesaving | [ Cancel |

Was this information helpful?
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Chinh stra van ban

e Str dung tinh nang Undo

- Trong thanh c6ng cu truy xuat nhanh, nhap chuét vao (Undo) dé lui
lai hanh dong cuoi cung hoac cau Iénh da thwc hién; hoac

ey
- Nhan CTRL+Z; hoac

- Nhap chudt vao miii tén canh nit Undo dé€ hién thi danh sidch hanh

dong lién ti€p da dwoc thuc hién .
R
 Str dung tinh nang Lap lai Clear
Clear

Typing “2013 ;2012 *
Bold
Typing “Annual Budget”™

Cancel
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Chinh stra van ban

e Str dung tinh nang Cat, Sao chép, va Dan
- D& cat hodc di chuyén mot muc, trede tién chon muc dé va sau do:
+ Trén thé Home, nh6m Clipboard, nhip chudt vao < hodc
+ Nhan CTRL+X; hoac
+ Nhay chudt phai vao muc va chon Cut; hoac
+ Kéo muc da chon dén vi tri méi
- D€ sao chép mot muc, trwde tién chon muc doé va:

+ Tré : 5 ipboard, nhip chuét vao -:=» hodac
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Chinh stra van ban

- DPé dan mot muc, trwede tién dat diém chen dir liéu & noi ban mudn

dan muc doé sau do:

- Trén thé Home, trong nhém Clipboard, nhap chudt vao Paste; hoac

- Nhéin CTRL+V; hoac

- nhip chudt phai va sau d6 chon Paste

- MOoi khi ddn mot muc, 2 - (Paste Options) xuat hién phia géc dudi

bén phai cua muc da dwoc dan

- Lwa chon cach din phan van ban da dwoc chon

© CClI Learning Solutions Inc.
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Paste Options:

Set Default Paste...



Chinh stra van ban

 Str dung Office Clipboard

- DE€ hién thi khung tac vu Clipboard, trén thé Home, trong nhém
Clipboard, nhap chudt vao Dialog box launcher

Paste All

Clear All
Options

© CClI Learning Solutions Inc.

Dan tat cd cac muc trong Clipboard theo
thr tw xuat hién cua chang.

X0a tat ca cac muc tt Clipboard.

Cho phép ban Iwa chon cac tuy chon cach
lam viéc cua Clipboard.

4 of 24 - Clipboard

| Paste All | [5X Clear Al |

Click an item to paste:

-

x

f@_‘] Tolano Environmental
Consulting works with
businesses to understand
each organization's key ...

] Jan Feb Mar 1200 1500
1700 1000 1175 1226
1250 1170 1300

f@_‘] Mewsletter — Volume 2




Dinh dang cac ky tw van ban

Font Mb ta kiéu chi¥ ctia cac ky tw trén man hinh va khi in.
Font Size Chiéu cao cla cac ky tw (vi khi cac ky tw cao hon thi né ciing rong hon).

Character Cac ky tw dworc bién thé cach diéu dac biét va ap dung 1&n cac ky tw thd
Formatting  dé dé lam cho n6 ndi bat hon nhivng ky tw khac

Effects Cac hiéu tng dac biét ma ban co thé ap dung cho van ban
* (6 thé ap dung dinh dang cho van ban khi ban nhip hodc sau khi nhip van ban
* D€ 4p dung dinh dang cho Ky tw van ban :

- Trén thé Home, trong nh6ém Font, chon nit dinh dang thich hop; hoac

N g - ~Z =
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* C6 rat nhiéu tinh nang dinh dang ky tw trén thé Home, nhém
Font - R
» Thanh c6ng cu Mini chi xuat hién khi van ban mr::i:i I[f%ifik
da duwoc chon
* Ban c6 thé bat hodc tat hau hét cac tinh nang nay bang cach
nhap chuot chon nut twong rng
- Khi mot tinh nang dwoc kich hoat, né dwoc xuat hién véi mau khac so
v&i cac nuat con lai
- Mot miii tén bén canh nit nao dé chi ra rang ban cé thé c6 thém
nhiéu tuy chon cho tinh nang dé
« Khi ban mudn x6a tat ca dinh dang tir van ban da dwoc chon
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Dinh dang cac ky tw van ban

* Str dung lénh Font

- DE truy cip vao hop thoai Font:

- Trén thé Home, trong nhém Font,

chon Font Dialog box launcher;
hoac

- Nhan CTRL+D

© CCI Learning Solutions Inc.

Font style: Size:
+Body Regular 11
- NEE A
+Headings ﬂ Italic g9 ﬂ
12pt.Helvetica®45Light 2472 Bold 10
18pt.Helv25UILI79472 Bold Italic i
18pt.Helvetica=35Thin55472 - 12
Font colar: Underline style: Underline color:
| Automatic |z| | (none) |E| | Automatic El
Effects
Strikethrough Small caps
Double strikethrough All caps
Superscript Hidden
Subscript
Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

Set As Default | | TextEffects...

J [ concdl |




Dinh dang cac ky tw van ban

e Can lé van ban
Align Left Can van ban theo |é trai vai 1é phai sap xép khéng dong déu;
thwong con dugce goi la can |é phai khdong déu (ragged-right
alignment).
Center Can |é van ban chinh gitra 1é trai va |é phai v&éi mot duong
ké chinh gilra gia twong trén trang; van ban lic nay sé khong
déu & ca lé trai va phai.

Align Right  C3n vin ban sang |é phai vai |6 trai sap xép khéng dong déu.
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Dinh dang cac ky tw van ban

- Dinh dang cidn 1é van ban c6 thé dwoc ap dung khi ban nhip van ban,
hoac c6 thé dwoc ap dung cho cac van ban dang ton tai
- D€ 4p dung cac tuy chon can lé:

- Trén thé Home, trong nhém Paragraph, nhip chudt vao Paragraph
Dialog box launcher dé hién thi hop thoai Paragraph. Chon thé Indents

d Spaci N B
and s>pacing, ' ' 1 Align Text Left
chon miii tén canh Alignment, % - EL SFIEEI Y S Align Text Right
\ 7 v z v === t=- * L w
va chon cach can 1é thich hop; hoac = === a5 3 Center
| T P'?ragraph [ | .
I I 4  Justify
3 4

Y

A A
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Tim hieu ve thiet 1ap Tab

Left (Trai)

Center

1 Tab SelectorBox 2 LeftTab '3 CenterTab 4 RightTab 5 Decimal Tab
1 2 3 4 5
[ﬁ_g*_ -2--{| END |-%-5---| 6{2\ 7
B Vancouver Vancouver Vancouver Vancouver
- Rome Rome Rome Rome
) October October October October
: 2,035.76 2,035.76 2,035.76 2,035.76
83.155 83.155 83.155 83.155

Can van ban doc theo canh trai cda cot vdi cac ky tu dich vé phia bén phai khi ban
nhap dit liéu; day la thiét 1ap mac dinh.
C&n van ban doc theo duwdng thang giad tudng & gilta cot vdi cac ky tw dugc dich vé
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Tim hieu ve thiet 1ap Tab

Thiét lap tab trai véi khoang cach 0.5" dwoc dat mac dinh

* Nhan phim TAB dé di chuyén dén cot tiép theo can nhip dir
liéu

C6 thé dat cac diém dirng tab trwéc kKhi nhip dir liéu, hodc ap
dung cac thiét 1ap d6 cho van ban da ton tai

- Chon van ban trwéec tién, sau dé thém hodc thay doi thiét 1ap tab cho
van ban da chon
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Tim hieu ve thiét 1ap Tab

* Dé str dung hop thoai Tabs

- Trén thé Home, trong nhom Paragraph, nhap chu6t vao Dialog box
launcher va sau d6 chon nut Tabs ¢ goc dwdi bén trai; hoac

- Nhip dap chudt vao Ky tw tab trén thanh thwéce ké dé vao truec tiép
hop thoai Tabs. Lo 0 o)

Tab stop position: Default tab stops:
| 0.5 B

Tab stops to be deared:
Al
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« D€ dat vi tri chinh xac cho diém dirng tab trén thwéc ké, nhan va gitt phim
khi ban nhap chudt vao thwdc ké dé dat vi tri cho diém dirng tab.
« DE thiét 1ap tab st dung thanh thwéc ké, nhap chudt vao Hop chon Tab

cho dén khi xuat hién ky tw can tab mong mudn va sau dé nhap chudt vao
thanh thwéc ké tai nhitng diém dirng tab can dat

« Dé xb6a cac diém dirng tab khong mong muon, nhap chudt vao ky tw tab dé
trén thwdc ke va kéo né ra bén ngoai.

* Néu ban can diéu chinh vi tri cia diém dirng tab, nhap chudt vao ky tw tab
trén thwéc ké va kéo né dén vi tri méi

* Khi ban can diéu chinh lai thiét 14p tab, ddm bao rang ban can chon van

ban truwdc tién
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Lam viéc v&i Thut lé

Left Indent (Thut lé Thut [é tir [é trai; thwong duoc sir dung cung voi
trai) danh sach;

Right Indent (Thutlé  Thut Ié tl&r 1é phai; thwong duwoc sir dung vdi thut [é
phai) trai dé chi ra cac trich dan.

First Line Indent (Thut Thut |é chi v&i dong van ban dau tién ctia doan bang
|é dong dau) cach thiét lap tir |é trai

Hanging Indent (Thut Cdn dong dau tién clia doan vdi |é trang trong khi
|é cac dong khdng phai phan con lai cia doan dwogc can tir 1é trai.
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Lam viéc v&i Thut lé

* St dung cac ky hiéu danh dau thutlé

Thut Ié cac dong

1 Hoép chon 2 Thutlé dong dau 3 khodng phai dong 4  Thuytlé phai 5 Thutlé trai
dau
1 i 3 4
@ ---Y--;.-l 2 3 4 5 6;.'
(| 0
4
5

- Man hinh goi ¥ chi ra cac loai thut 1é khic nhau khi ban di chuyén
chudt qua cac ky hiéu danh dau twong rng

- Pé tao raloai thut 1é cu thé trén thanh thwéc ké, nhip chud hoy
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Indent
EZ Left: 07
£ Right: 0"

* Str dung lénh cho Poan van ban indentaton

Left: 0.2" = Special: By:
= N N 4 AN Vd 7 ight: = n angin 5t -
) Thlet lap CaC thut le Chlnh XaC: p_;h:irrnr inden:ls o IZI -
- Trén the Page Layout, trong nhom Paragraph, Spedal:

el |5

my

- Trén thé Home, trong nhém Paragraph, nhip chudt chon Dialog box
launcher, trong vung dién tich Indentation, nhap vao hoac chon gia tri
cho 1é trai hodc phai; hoac chon Special dé hién thi danh sich lwa chon
First Line, hoac Hanging

thiét 14p don vi thut Ié tir 1é Left hoac 1é Right; hoac

- C6 thé chon Mirror indents dé dam bao thut Ié trai va phai sé duoc
diéu chinh thich hop cho cac trang chdn va 1é
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Lam viéc v&i Thut lé

« Piéu chinh thutlé
- Dé& diéu chinh thut lé:
- Kéo ky hiéu danh dau thut 1é dén vi tri thich hop trén thwdc ké, hoac

- Trén thé Home, trong nhém Paragraph, nhip chudt vao Paragraph
Dialog box launcher, va tao nhirng thay doi thich hop trong viing dién
tich Indentation

- Dé€ tang hodc gidm khoang cach thut Ié trén thwéc ké:

- Thay do6i thiét Iap tab mac dinh & vi tri 0.5" (1.3 cm), hoac

© CClI Learning Solutions Inc.




Lam viéc v&i Thut lé

* To chirc thong tin thanh cac danh sach liét ké

L Popular Tours Popular Tours Popular Tours
/7 /7
Ap dung danh SaCh danh ® Bicycling 1. Bicycling 1) Bicycling
N N ’ ’ A & Rock Climbing 2. Rock Climbing a) Bogota
SO neu danh SaCh CcoO do * Whale Watching 3. Cemetery Tours b) Perth
5 A * Cemetery Tours 4. Haunted Sites 2) Rock Climbing
0u tlen e Haunted Sites 5. Whale Watching a) Mt. Shasta
* Ice Climbing 6. Kayaking b} Kilimanjaro
_ ? 7 v ’ *» Kayaking 7. lce Climbing 3) Whale Watching
SU’ dl_lng tlnh nang PhaC 4) Cemetery Tours

2 . ~ - A o a) Forest Lawn
thao (Outline) dé hién thi ) Glendale

ii) Hollywood Hills

mét tié’n trinh b) Holy Cross Cemetery
. c) Westwood Village
N X 2 ~ ~ L i Memorial

Haunted Sites
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Lam viéc v&i Thut lé

« Ma&c dinh, danh sach hoa thj hodc danh sd ma ban st

1 2 , Danhséach s P . B R
il ! hoa thi dung gan day nhat sé xuat hién khi ban nhap chudt
= T_ " Dann séch da vao nut tao danh sach
3 cap «  Mudn phong cach khac cho danh sach, nhap chudt vao
SIS mdi t&n canh nat d6 dé hién thj dai cac tuy chon xuét
3 danh so thw = .
tw hién trong thw vién

« Wu diém cla viéc str dung tinh nang tao danh sach tw
ddng 1a dé tb chire thdng tin d& dang hon:

— Khi ban mudn di chuyén hodc sao chép mét muc

\Yielde A
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Lam viéc v&i Thut lé

e Tuy chinh danh sach liét ké

- M0oi lan ban 4p dung tinh ndng danh sach liét ké, ban c6 thé dé dang
thay d6i ching bang cach st dung cac tuy chon trong thw vién

Recently Used Bullets [« Numbering Library [a]
1, 1
® )
Mone 2 2)
Bullet Library 3. 3)

Mone _ ® O | iy

<> Change List Level

) == Change List Level
Define New Bullet...

Define Mew Number Farmat...
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Lam viéc v&i Thut lé

* C6 thé dinh nghia mot phong cach méi cho hoa thi hoac s6

V4
thrtv  —— ) (oo ———— )

Bullet character Mumber format

[ Symbol... ] [ Picture... ] [ Font... ] Mumber style:

Alignment: 11,2,3, . [*] [ Eont.. |

||-E1:'t |E| Mumber format:

Preview |I |
Alignment:

|LeF’t El
| Preview
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Lam viéc v&i cac Doan van ban

« Thay doi Kkhoang cach giira cac dong
- Dé cap dén khoang cach gitta cic dong nhap dit liéu
- Do tlr dong co s& cia dong nay dén dong co s& cia dong tié€p theo
- Word tw dong diéu chinh khoang cach gitra cic dong theo kich thwéc
cua cac ky tw duoc str dung
- Ban c6 thé xac dinh khoang cach d6 bang cach dit kich thwéc chinh
Xac

- Khoéng tw dan ra néu kich thuwdc font chir thay doi
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Lam viéc v&i cac Doan van ban

 Thiét lap khoang cach gitra cac dong:
- Trén thé Home, trong nhém Paragraph, nhap chudt v
vao !=-Line and Paragraph Spacing); hoac N

Line spacing:

- Trén thé Home, nh6m Paragraph, nhap chudt vao Dialog
box launcher. Sau do, trong thé Indents and Spacing cua

hop thoai Paragraph, nhap chudt vao miii tén cda

© CClI Learning Solutions Inc.




Lam viéc v&i cac Doan van ban

 Thiét lap khoang cach giira cac Poan van ban
- Deé cip dén lwong khoadng trong gitra cic doan véi nhau
- Thiét 14p hoac thay doi khoang cach doan:

- Trén thé Home, trong nhém Paragraph, nhip chudt vao Dialog box
launcher. Sau do, trong vung Spacing, dat khoang cach phu hop. Ban c6
thé dat khodng cach trong cac 6 Before, After, hoac ca hai

- Trén thé Page Layout, trong nhom Paragraph, thiét 1ap khodng trong

Spadng
Before: Line spacing: At:
e soe [ 1

Don't add space between paragraphs of the same style
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Lam viéc v&i cac Doan van ban

Character Style Chi anh huéng dén cac van ban duoc chon va bao gém cac thudc tinh dinh
(Phong cach ky tw)  dang trong hop thoai Font.

Paragraph Style Anh huédng dén giao dién va vi tri clia ca doan vin ban va ¢ thé bao gdbm
(Phong cach doan)  dinh dang ky ty va dinh dang doan.

* Phong cach Normal chira cac dinh dang mac dinh cho tat ca cac tai liéu
moi

« Khung tac vu Styles liét ké cac phong cach dwoc stir dung trong tai liéu
hién tai
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Lam viéc v&i cac Doan van ban

* Trén the Home, nhom Styles,
m¢o Dialog box launcher.

Trong thanh style ma&i hién ra,

chon [4/ (New Style)

- St dung bat ky sw két hop nao
gitra cac ky tu, khodng tréng dé
dat tén cho style moi truwr cac ky

tw\;{}

© CCI Learning Solutions Inc.

-
Create New Style from Formatting

Mame: |- |
Style type: |Paragraph Izl
Style based on: | T Mormal |Z|

=]

Style for following paragraph: | T Stylel

Formatting
cooibos) [l B 2 0| e 7]
=== [F— = s s e e

Samiple Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text

Style: Quick Style
Based on: Normal

Add to Quick Style list Automatically update
(@ Only in this document () Mew documents based on this template




Properties

Liét ké cac kiéu thudc tinh ban c6 thé nhap hoac thay dé6i cho
phong cach nay.

Formatting

Chi ra cac thudc tinh dwoc st dung trong mot phong cach

Add to Quick Style
list

Thém phong cich nay vao mau tai liéu dang dwoc st dung
cho tai liéu hién tai; véi hau hét tredng hop thi dé 1a mau tai
liéu Normal dé chira cic danh sach phong cach dwoc hién thi
trong bo swu tip Style. Néu ban khong chon tinh ndang nay
thi phong cach mé&i chi dwoc ap dung cho tai liéu hién tai.

Automatically
update

Cap nhat phong cich bt cit khi ndo cé su thay déi cac thudc
tinh cia phong cach nay mot cach thu cong trong van ban.

Format

© CClI Learning Solutions Inc.

Hién thi mot danh sach cac 1énh ma ban cé thé st dung dé
tao phong cach.




Lam viéc v¢&i cac Poan van

* Str dung Quick Styles

. Home | Insert Page Layout References Mailings Review View
=) 4wt o Promn IR £ Find -
[E Calibri (Bady) 11 A A Aa- | B AaBbceDe | AaBbC( AaBbCc Aa]j ab g
- fac Replace

- 2 - b . - 5 2 Change
Format painter | B £ U 7 abe X, x | - ¥~ A 1 Mo Spaci... | Heading1 = Heading 2 Title = Smﬁgv It Select

Clipboard ] SterE\} F Editing

Seattle Move

Get copy of signed lease contract to Amar in Accounting for safekeeping

Finalize office furniture rentals
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Lam viéc v&i cac Doan van ban

Save Selection as a Luwu cac lwa chon ban vira danh dau thanh phong cach

New Quick Style

ma ban c6 thé chon tir bd swu tip Quick Style.

Clear Formatting

Xo6a phong cach va tat ca dinh dang tir viing van ban da
chon.

Apply Styles

© CClI Learning Solutions Inc.

Hién thi ctra s6 dé ban c6 thé lwa chon tir mot danh
sach cac phong cach. Ban c6 thé nhan t6 hop phim + +
d€ hién thi ctra s6 nay.

Apply Styles
Style MName:

Mormal

AutoComplete style names



Lam viéc v&i cac Doan van ban

« Tim hiéu vé cira so Styles

Styles X

Clear All =

| Mormal 1T|
Mo Spacing T
Heading 1 Ta
Heading 2 Ta
Title Ta
Subtitle Ta
Subtle Emphasis a
Emphasis a
Intense Emphasis a
Strong a
Quote Ta
Intense Quote Ta
Subte Reference a
Intense Reference a
Book Title a
List Paragraph T -

Show Preview
Disable Linked Styles

Options...

© CClI Learning Solutions Inc.

Show Preview

Bat hodc tat ban xem trwdc clia phong cach va
cac thuoc tinh caa né.

Disable Linked V6 hiéu héa cac phong cich dwoc thiét lap
Styles trong truong Based on.

New Style Tao mot phong cach méi st dung Create New
A4 Style tir hop thoai Formatting.

Style Inspector  Hién thi hop thoai trong dé ban c6 thé xem lai

P

cac thudc tinh ctia phong cach va tuy chinh
cling nhw quan ly no.




Lam viéc v&i cac Doan van ban

* Néu ban muon xem cac tuy chon | | [esina =]
. 2 A , o Hea::lingz:
d]..nh dang Cua m(_)t phong CaCh; hay I:Glr;ru-nt: (Default) +Headings (Cambria), 13 pt, Bold, Font color: Accent1
Paragra.phl
tro chudt vao tén cua phong cach do " u.
er 0 pt

Line and Page Breaks: Keep with next, Keep lines together

- Man hinh goi y sé liét ké cac thudc tinh |, =~
Style Linked, Hide until used, Quick Style, Pricrity: 10

llén ké’t dé’n phong CéCh néy Based on: Normal

Following style: Mormal

« Néu ban muén thay doi cach thirc U |

N 7 2 ~N Update Mormal to Match Selection
ma phong cach duwoc st dung, nhap M. Wody.
Select All: (Mo Data)
1 Remowve All; (Mo Data)

Delete Mormal...

Remaowve from Quick Style Gallery
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* Chinh swa cac phong cach
- DE chinh stta mot phong cach:

- Trén thé Home, trong nhém Styles, nhap chudt vao Change Styles; dé thay
doi cac thudc tinh cia mét trong cac Quick Styles, hoac dat phong cach cia ban
thanh mac dinh, hoac

- Trén thé Home, trong nhém Styles, nhip chudt vao Dialog box launcher dé
hién thi khung Styles. Tré vao phong cach sé dwoc thay doi, chon miii tén
xuong cia phong cach do, sau dé chon Modify; hoac

- Trén thé Home, trong nhom Styles, nhap chudt vao More ctia bo swu tip
Quick Styles, nhap chudt vao Apply Styles, va sau d6 nhap chon Modify. Khi
hop thoai Modify Style xuit hién, ban cé thé thwc hién cac thay déi theo yéu
cau

CCl Learning Solutions Inc.




Hiéu dinh tai liéu

* Ludn ludn nén hiéu dinh tai li€u phan anh sw chuyén nghiép
cua ban va cong ty
- v Pwong gon song mau do chi ra tir khong dwoc nhan biét trong tir
dién hién tai hodc tir dién tuy chinh ctia Word
- s Pwdng gon séng mau xanh 14 ciy chi ra 16i vé ngtr phap hodc ciu
truc.

- te= DPwong mau xanh dwong chi ra tiém nang 16i vé ngit canh

 Tao ra tir dién tuy chinh cho cic thuit ngit dac biét
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Hiéu dinh tai liéu

« Dé kich hoat tw dong tinh nang kiém tra chinh ta va ngir
phap:
- Trén thé Review, trong nhém Proofing, nhap chudt vao Spelling &
Grammar; hoac

- Nhan phim F7 ;

ey inel Cramerats Ensil ST )

Mot in Dictionary;

Tolano Adventures provides ecu—friendyitravel

= Ignore Once
services to a growing market. (4

anare

Suggestions:

Check arammar

i

| options... | | Undo
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Hiéu dinh tai liéu

Not in
Dictionary

Hién thi tir sai chinh ta trong 6 van ban vé&i cac van ban xung
quanh dé tham khdo

Suggestions

Hién thi mot danh sach cac tir thay thé cho tir bi sai chinh ta.
Néu tir chinh xac ton tai trong danh sach, nhap chudt vao tir doé
va chon Change, hodc don gian l1a nhip dup chudt vao tir dé dé
thay déi ngay lap tirc.

Ignore Once

B6 qua lan xuat hién cia viéc sai chinh td nay nhwng ti€p tuc tim
xem c6 nhitng lan xuat hién ti€p theo hay khong.

© CClI Learning Solutions Inc.

Bo qua tit ca cac l1an xuat hién cta 10i sai chinh ta na




Change Thay d6i sy xuat hién nay véi tir dwgce chon trong hop
Suggestions

Change All Thay d6i tit ca cac tir ¢ 10i sai chinh ti nay vdi cac tir dwoc
chon trong hop Suggestions.

AutoCorrect Thém muc nay trong danh sach AutoCorrect dé né cé thé xuat
hién chinh xac mot cach tw dong moi lan ban nhép sai chinh ta

Check Cho phép ban chon thoi diém Word kiém tra ngir phap véi cung

grammar thoi diém kiém tra chinh ta.

Options Cho phép ban chon cach thirc lam viéc cda cac tuy chon kiém tra

chinh ta va ngit phap.

Undo
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Pao ngwoc nhirng thay doéi vé kiém tra chinh td hoac ngit phap



Hiéu dinh tai liéu

' h'
Spelling and Grammar: English (U.5.) &u

Extra Space between Words;

Occasionally we will also review a tourif there has = Ignore Once
_been some noticeable change ordanger 5uch| as Ignore Rule

in the case of avalanches,, earthquakes, or other

natural disasters. il
Suggestions:

R
Chedk grammar

[ optors... | [ e |

L

A

Ignore Rule

Next Sentence

© CClI Learning Solutions Inc.

[Rule] box

Suggestions

Ignore Once

Hién thi nguyén nhan tai sao vin ban bi
danh diu sai ngir phap; tiéu dé cia tai
liéu nay dwoc thay doi dé€ phan anh vé
16i ngit phap dwoc chi ra.

Cung cap danh sach cac dé xuat vé cach
khac phuc 16i.

Bé qua IAn xuit hién ndy nhung van
ti€p tuc tim nhirng 1an xuit hién khac
cua cung 16i ngit phap.

B6 qua quy luit ki€ém tra ngit phap nay trong toan bo tai liéu

Di chuyén dén cau tiép theo chita 16i ngit phap.




Hiéu dinh tai liéu

e Cac10i ngit canh dé cip dén cac tir c6 phat Am gidng nhau
nhung chinh ta va ngit phap lai khac nhau

e Cac10i ngit cAnh xuit hién v&#i mau xanh dwong trong hop
thoai Spelling and Grammar

[ Spelling and Grammar: English (U.5.) ‘ M

Possible Word Choice Error;

Once you“ve found whatvuulilnulcing for, youcan =~ Ignore Once
replace it, check other occurrences, or continue [
working with your document. Ignore Al

Add to Dictionary
L

Suggestions:
=

Change All

AutoCorrect

Check grammar

ML

[ Cptions... ] | Undo
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Hiéu dinh tai liéu

* Tim ki€m va thay thé€ cac muc van ban
- Dé kich hoat tinh nang Find:
- Trén thé Home, trong nhém Editing, nhip chudt vao Find; hoic

34 Find|~

34 Find

ﬁﬁ Advanced Find..,
=  GoTo..

]
Find and Replace ‘ ‘ X

Find | Replace | GoTo
vao the Find; hoac Fodvhat: | =

Options: Search Down

- Nhap chudt vao hdp so trang t

Reading Highlight = | [ Findtn -~ | [ Findnext | [ Gancel
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Hiéu dinh tai liéu

* Nhian CTRL+F dé hién thi khung Navigation

- V&i khung Navigation, ban chi cAn nhip tiéu chudn | == x|
, . - . - 6 matches

tim kiém va nhap chon (hodc #1an ENTER) e o

More services ... more tours! E

- Word liét ké moi sw phu hop ma né tim kiém dwoc We are now in Seatle and will

be having an open house on
May 16th.

- Khi ban nhap chudt vao két qua trong danh sach, O —
ventures 1o OTTer you some
spectacular tours in the Middle

Word tw dong chuyén dén vi tri ciia két qua dé trong = i ciyou

\ = = A
tal lleu your Travel Director for more

details on these tours, or
check out the details at www

are also excited to announce
that the Haunted Tours have
taken off with great success,
with many

success, with many customers
enjoying the tours in Scotland,
especially at Edinburgh Castle
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Hiéu dinh tai liéu

© CCI Learning Solutions Inc.

'l ™y
Find and Replace ‘ ‘ @u
Find | Replace | GoTo
Find what: | |Z|
[ ReadingHighight ~ | [ Findin~ | [ Fndnext | [ cancal ] | ]
Match case Match prefix
Find wholz words only Match suffix
Use wildcards
Sounds like (English) Ignore punctuation characters
‘ Find all word forms (English) Ignore white-space characters
Find
[ Format ~ ] [ Special ] | Mo Farmatting

Find what

More

Reading
Highlight

Match case

Cung cap mét trweong dé nhép ti,

cum tw, ky hiéu hodac ma ban
~ N\ =N

muon tim kiém.

Hién thi cic tiéu chuin bo sung

dé 1am hep tiéu chuin tim kiém

Panh dau moi sw xuit hién cda
cac muc dwogc tim Ki€ém trong tai
liéu chinh, tiéu dé va chan trang,
va cac hop van ban

Tim ki€m chinh xic doan vin

2 Py




Find all word forms

Tim Kiém tit ca cidc dang cua tlt, bat ké tir dé6 dworc st dung nhw
danh tir, dong tix, tinh tir hay trang ttr, cho du do la so6 it hay s6
nhiéu va khong lién quan dén thoi ctia dong tir.

Match prefix

Cho phép ban tim kiém tAt ca cac tir bat dau v&i cac ky tw cu thé

Match suffix

Cho phép ban tim ki€ém cac tir ma ban biét cac ky tw két thic cta
twr do.

Ignore punctuation
characters

B6 qua cac ky tw 1a diu ciu nhw diu phiy, ddu chim phay, va
dau cham.

Ignore white-space
characters

B6 qua cac khoang trong hodc dau ndi hoac ky tu tab.

Format

Bao gobm cac thudc tinh dinh dang dwoc ap dung cho van ban
trong tiéu chuin tim kiém
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Hiéu dinh tai liéu

 Dé kich hoat tinh nang Replace:
- Trén thé Home, trong nhém Editing, chon Replace; hoac
- Nhan CTRL + H ; hoac

- Néu hop thoai Find and Replace dwoc mé, nhap chudt chon thé
Replace

0| | Fndiext | [ cameal |
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* Str dung cac cong cu nghién ciru
- DE kich hoat tuy chon Research:

- Trén thé Review, trong nh6ém Proofing, nhap chudt vao Research; hoic

- Nhan ALT va nhap chudt vao tai liéu

Search for Cung cdp mot treong stt dung nhw tiéu chuin tim
ki€ém
Reference Cung cip moOt danh sach cac tai nguyén ma ban cé

thé tim kiém cho tiéu chuan tim kiém cda minh;
nhap chudt vao mii tén xuéng dé hién thi danh sach
Get services on Cung cip cho ban mot tuy chon dé truy cip vao
Office Marketplace trang Web Microsoft Office Marketplace dé tim kiém

= A é

~4 =

© CClI Learning Solutions Inc.



- S dung cac nit#= (Expand) hay = (Collapse) dé hién thi thém cac
thong tin chi tiét hodc hién thi it thong tin hon cho moi chi dé
- C6 thé& nhap chudt vao cac dwong lién két ctia moi bai viét hoac dia chi
trang Web dé xem truédrc muc do
- CO rat nhiéu dich vu nghién ctru trwc tuyén chi ho tro khi ban ding ky
st dung dich vu va hau hét la mat phi
- St dung dwong lién két cia Get services on Office Marketplace dé tim
hiéu thém thong tin chi tiét
- Ludn cin nhé rang khi thwe hién nhitng cong viéc d6 thi ban quyén
théng tin nam trén trang Web la thudc quyén s& hitu cda chu trang
Web do
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Thay doi thiet lap trang

« Thay doi kho gidy

- Kich thwéc gidy mac dinh dwoc thiét 1ap trong vung Language and

ﬁ‘ % ;§ z:::u‘mbelsv' E
5

ize |Columns Waterr
- -

Regional cho hé thong cta ban

bE~ Hyphenation ~

- Dé thay do6i kho gidy trong tai liéu:

L]

Letter (8.5 x 117)
|:| 857 x11"

- Trén thé Page Layout, trong nh6m Page Setup, o maeme

8.5 x14"

chon Size; hoac Sttement (55857

5.5"x8.5"

Executive (7.25 x 10.57)
|:| 7.25" %1057

8.5x13"
8.5 x13"

Tabloid (11 x 17")
117 x17"

9xi11”
9"x11"

Oversized Tabloid (12 x 187)
12"x18"

13x19"
12.98"x19"

S5x7"
5 x7"

Mare Paper Sizes...
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Thay doi thiet lap trang

- Nhay dap vao bat Ky vi tri nao trong  (toeses )
vung dién tich t6i hon clia thwdc ké A€ || [vagns| reoer [ oot
mo& hop thoai Page Setup, va sau do
nhap chudt vao thé Paper v o5 =]

Height: | 11" =

Paper source

Paper size  Liétké cac khd gidy chuan,

First page: Other pages:

hodc khd gidy tuy chinh
, Bypass Bypass
Paper source Lira chon khay chira giay Trav2 Tiav2
Tray 3 Tray 3
1 1 R Y 7 > 3 Tray 4 Tray 4
Preview Hién thi hinh xem trwdc chatai | T | ravs )
liu vé tai liéu khi dwocin. St || Fever
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Thay doi thiet lap trang

« Thay doi hwong trang
~ N 7 2 N YA Dnentatmn 5|ze C

- Deé thay doi hwong cua tai liéu:

- Trén thé Page Layout, trong nhém Page Setup, . Portrait
nhap chon Orientation; hoac Eg
dndscape
- Nhép dup vao vung tdi hon trén thwdc ké dé mé hop Orientation
thoai Page Setup, nhap chudt vao thé Margins, va Al
sau d6 chon hwéng ctia trang ban mudén s dung

Portrait Landscape
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Thay doi thiet lap trang

« Thay doi Lé trang
- Ranh giéi cua lé trang

- Chung xuat hién nhw dwong chia gitra ving sang hon (Ié bén trong) va
vung t6i hon (1é bén ngoai) trén thuwéc ké

- Khi ban tré chudt vao duwong chia, man hinh goi y xuit hién

1 Danh dau lé trai 2 Panh dau lé phai 3 Panh daulétrén
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Thay doi thiet lap trang

- Dé€ thay doi 1€ trang:

- Trén thé Page Layout, trong nhom Page Setup,
nhap chudt vao Margins; hodc

- Dé diéu chinh caic 1é trang str dung thwéc ké, tro
chudt vao 1é va khi miii tén thich hop xuat hién,
kéo dén vi tri ma ban muon cho 1é; hoac

E [3 Orientation = ¥= Breaks ~
13 size - #3) Line Numbers -
Margins| __
. EE Columns ~ ¥ Hyphenation +

Last Custom Setting
A Top: 075" Bottom: 0.7°
FE|| et 075 Rightt 0.75
Normal
Top: 1" Bottom: 17
Left: 1" Right: 1"
Narrow
Top: 0.5" Bottom: 0.57
Left: 0.5 Right: 0.57
Moderate
Top: 1" Bottom: 17
Left: 075" Right: 075"
Wide
Top: 1 EBottom: 17
Left: 2" Right: 2°

Mirrored

© CCI Learning Solutions Inc.

Top: 1 Eottom: 17
Inside: 1.257 Outside:1”

Office 2003 Default
Top: 1 Eottom: 17
Left: 1.257 Right: 1.25°

Custom Margins...




Thay doi thiet lap trang

- Nhap dup chuot vao vung dién tich "o

55 { R Lop: Bottom: r =
toi hon cua thanh thwéc ké ngang .« v - - =
hodc doc d€ mé hop thoai Page Gutter: - =] Gutterposion: |Left =

Layout. Nhap chudt vao thé Margins, sau do thiét 1ap cic tuy chon

Top Khodng trdng ttr canh trén cung cla trang gidy t&i bat dau dong van
ban trén clng.

Bottom  Khodng trong tr canh dwdi cla trang t&i dwdi dong van ban cudi
cung.

Left Khodng tréng t» canh bén trai ctia trang gidy t&i vi tri van ban bat dau
& phia bén trai.
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 Chén cac didu ngat trang
- Khi lwrong van ban da dwoc chen du vao trang tai liéu, Word sé chen
mot ngat trang mém

- Trong ché do6 hién thi Draft v&i cac ky tw khong in dworc thiét 1ap dé hién
thi, d4u ngat mém dwoc biéu dién bang dwong ké gom cac ddu chdm

- Khi ban muén ngat trang & mot vi tri xac dinh, ban can chén mot ngdt
trang thu cong
- Ngat trang clirng sé ngat van ban tai vi tri ngat, khong phu thudc vao
nhirng thay doi ban tao ra

- Hién thi véi dang ngat trong mot dwong gach ndi khi nit Show/Hide
der’C kiCh hoat actions-that-reduce-emissions-or-dispose-of-wastes-appropriately.q

Putting-these-two-ideas-together-means-having-a-set-of-moral-guidelines-or-principles-that-apply-
automatically-to-any-task.-The-people-in-a-business-need-to-all-believe-in-the-idea-of-taking-the-
- e appropriate-steps-to-apply-principles-to-responsibly-protecting-the-environment-in-everything they-
do.~This-can-start-with-reducing-paper-consumption-and-go-all-the-way-to-using-wind-or-solar-panels-

to-provide-power-for-the-business.q

Page Break: 1

CCl Learning Solutions Inc.

The-title-used-here-was-written-with-a-bit-of-“tongue-in-cheek”-using-a-slight-change:on-the-“going:



Thay doi thiet lap trang

- DE& nhap mot ngat trang cirng hoic thu cong:
- Trén thé Insert, trong nhom Pages, nhap chudt vao Page Break; hoac
- Nhan CTRL+ENTER; hoac

- Trén thé Page Layout, trong nhom Page Setup, nhip chu6t vao Breaks,
va sau do chon Page

- Ban c6 thé x6a ngat trang thu cong giong nhw véi khi ban x6a mot ky
tw van ban
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Thay doi thiet lap trang

* Thém danh so trang
- Ban c6 thé thém s trang vao tai liéu tai bat ky thoi diém nao

- S0 trang tw dong dwoc chen vao chan trang, hoac & vi tri trong 1é dwéi
cla trang, noi ban c6 thé chén cac muc lap lai trén moi trang

- D& chén sd trang trong tai liéu cda ban, trén thé Al E 4
, Page Text Quick Word#
Insert, trong nhom Header & Footer, chon """“"-‘"' B

Top of Page
Bottom of Page

Page Number

Page Margins

* v w W

Current Position

Format Page Numbers...

'@%EEE

Remove Page Numbers
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Top of Page Hién thi cac vi tri c6 thé tir bd swu tip cac tuy chon danh
s6 & vi tri trén cung cua trang.
Bottom of Hién thi cac vi tri c6 thé tir bd swu tip cic tuy chon danh
Page s6 & vi tri dwédi cung cuia trang.
Page Margins Hién thi cic vi tri c6 thé tir bd swu tip cac tuy chon danh
s6 & 1é cla trang.
Current Hién thi cac tuy chon danh sé (chi danh sé trang, page # of
Position #,...) d€ ap dung cho vi tri hién tai. [ rage number Format )
Number format: | FRENEM— - | (—
Format Page Hién thi rit nhiéu phong [ Incluc chapter rumber
Numbers cach danh s6 (1, 2, 3; i, i, jial
iii), cling nhw tuy chon dé Examples: 1, 1A

CCl Learning Solutions Inc.

Page numbering

(™) Start at:

(@ Continue from previous section

-
-




Thay doi thiet lap trang

* Ap dung cot

- Word cho phép ban thiét 1ap cac cot theo phong cach bao trong tai
liéu str dung tinh nang Columns

- C6 thé 4p dung cac cot cho van ban trwéc hoac sau khi ban nhip liéu

F% Breaks =

- DE€ tao cic cot, trén thé Page Layout, trong nhém
Page Setup, nhip chudt vao Columns

3 Line Numbers

b~ Hyphenation -

Right

© CCI Learning Solutions Inc. £ More Columns...



Thay doi thiet lap trang

- DEé thiét 1ap thém cac tuy chon cho cac cot, nhap chudt chon More

Columns

Presets

Number of
columns

Width and
spacing

© CClI Learning Solutions Inc.

Cé4c tly chon cho mot s6 bd
cuc cbt khac nhau

Sé lwong cot

Thay d6i dé rong va khoéng
cach gilra cac cot. Str dung

tuy chon Equal column width |

~
Columns @u
Presets
Cne Two Three Left Right
MNumber of columns: [[] Line between
Width and spacing Preview
(=] B

Col #:  Width: Spacing:
|
|
|

Equal column width

Apply to: |Who|e document |E|

[ start new column

ok || Ccancel




Thay doi thiet lap trang

- Dé thay doi s6 lwong cot, chon doan van ban roi str dung 1énh
Columns.

- Dé thay do6i do rong cot hodc khoang cach gitra cic cot, st dung hop
thoai Columns hodc kéo cac diém danh diu dé thay doi tirng cot

- D€ 4p dung thut 1é cho van ban trong cic cot, diéu chinh diu thut 1é
cOt trén thwéc ke

- D€ ép van ban tir cOt nay sang cot khac:

- Trén thé Page Layout, trong nhom Page Setup, nhap chudt vao Breaks
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Thay doi thiet lap trang

- DE ép ngat trong trong bd cuc cot:

- Trén thé Page Layout, trong nhom Page Setup, nhip chu6t vao Breaks
va sau do chon Page; hoac

- Trén thé Insert, trong nhém Pages, nhip chudt chon Page Break; hoac

- Nhin CTRL+ENTER

- DE tao hai b cuc cot khac nhau trén mét trang, chén ngat phan kiéu
Continuous gitta hai b6 cuc khac nhau

- Dé€ thay d6i b6 cuc cot chi cho mét phan tai liéu, chon phin van ban dé
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Xem trwde va in tai lieu

* Tinh nang Print Preview cho phép ban quan sat ca tai liéu
giong nhw khi dwoc in
* D€ xem trwdrc hodc in tai liéu:

- Nhap chudt vao thé File
va sau d6 chon Print; hoac

| H9-0I= B Newsletter 501 2-fold brochure - Student - Microsoft Word d -
Home  Insert  Pagelayout  References Mailings Review  View - @
~
——J + |l Save
Print

B save as
=5 Open
o Close

Info Printer

, 7 Xerox WorkCentre -
Recent ﬁ Ready

Printer Properties
New
Settings
||=~. Print All Pages

Newsletter

Print the entire document

Save & Send
Pages:

Help

Print on Both Sides
===/ Flip pages on long edge
[z] Options

—. Collated
e
B et B30 1 129

Landscape Orientation
D Letter
85 x11"

Narrow Margins
Left: 05" Right: 0.5"

[=]] 1 Page Per sheet -

© CCI Learning Solutions Inc. Page Setun




N =

Xem trwére va in tai lieu

Print In tai liéu véi cac thiét 14p dwoc hién thi & bén duéi.
Copies Cho phép ban xac dinh so6 lwgng ban sao dwoc in.
Printer Chon mot may in tir danh sach cac may in da dworc cai dat. Str dung nut

Printer Properties dé chon cac tuy chon vé cich tai liéu dwoc in

Settings

© CClI Learning Solutions Inc.

Lwa chon nhirng gi s€ dwoc in

Trong trwrong Pages, nhap vao cac théng tin ) prmeret= e -

> Document |E|
Cl.'l the :::::3:::!::1 document
# = # In tl\l’ trang néy dén trang khéc lién tl_].c j Poziwlfs:'zil:':?ho:ﬁelededc-:untent

Print Current Page
Cinly print the current page

Print Custom Range
Enter specific pages or sections to print

Document Properties
Document Properties
Table of properties and values
List of Markup
List of markup anly
Styles
List of styles used in document

Print Markup
Cinly Print Odd Pages
Cinly Print Even Pages



N =

Xem trwére va in tai lieu

Print Sides Xac dinh khi nao thi in mot mat hoac hai mat ' 7725000 . -
giay.

Only print on one side of the page

Print on Both Sides
Flip pages on long edge

Print on Both Sides
Flip pages on short edge

| o i

Manually Print on Both Sides

!-E Reload h ted t int th d sid

1) eload paper when prompted to print the second side
Collated Né&u ban in nhiéu ban sao, chon cach in moi t1 15, . -

EE 1,23 1,23 123

E Uncollated

[EF 1t 222 333

Orientation Chon hwéng dwoc st dung dé in tai liéu.

| P i Chon kho gidy dwoc str dung dé in tai liéu.
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Sw dung cac tép tin da phwong tién

* Da phwong tién la bat ky ndi dung nao & dang hinh anh hoac
audio

* Dé chén mot doi twong da phwong tién vao tai liéu, nhap
chudt vao thé Insert va sau doé chon cac loai d6i twong minh
hoa thich hop hoac st dung lénh Object

 Cac diém xt ly (Handles) la cAc vong tron hoac cac hinh
vuong nhé xuat hién xung quanh chu vi cia doi twong

N
Y o
TOLANO . | 1)

ENVIRONMENTAL
N N

Bicycling Video.wmv
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Sw dung cac tép tin da phwong tién

 Chen anh

- Dé chén mot hinh anh,
dat vi tri tré chudt tai vi
tri ban muon cheén anh
trong tai liéu, va sau do
trén the Insert, trong
nhom Illustrations,
nhap chudt vao Picture

© CCI Learning Solutions Inc.

' Insert Picture

G@v . » 7314 Student Data » Lesson8 - Word

S

Organize v New folder

| Tiezth Lesson 8 - Word pel I

=2~ 0 @

Microsoft Word

3¢ Favorites

Documents
J Music

[&=] Pictures
B Videos

l 4 Libraries

1% Computer

¢' Network

File name:

TOLANO

|||||||||||||
~LONSULTING

B K

camel train come join

N
3R

tec logo

~ [ pictures -

Tools [ Insert Iv] [ Cancel ]




Sw dung cac tép tin da phwong tién

e Clip Art c6 thé tai vé truc tuyén tir trang web Office.com

* Dé chen Clip Art, dat vi tri tré chudt vao noi ban muén chén
hinh Clip Art va sau do6 trén thé Insert, trong nhom

= = Clip Art - X
Illustrations, chon Clip Art e o
| se |
Results should be:
|.|5.JI media file types El

Indude Office,com content

&) Find more at Office.com
0 Hints for finding images
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Sw dung cac tép tin da phwong tién

Search for Cho phép ban nhap van ban d€ Word tim ki€m cac hinh anh clip
art cu thé
Results should be Xacdinh loai phwong tién ban mu6n hién thi 2= =
- ooy
- videos
- Audio
Include Bao gom cac hinh anh hoac cac loai ndi dung khac tlr trang
Office.com Office.com dwoc chi ra trong trrong Results should be trong
danh sach két qua
content

Find more at
Office.com

© CClI Learning Solutions Inc.

Hién thi cra s6 tro giup dé€ ban cé thé tim kiém théng tin khi
lam viéc v&i hinh anh.




Sw dung cac tép tin da phwong tién

 Chén cac doéi twong da phwong tién

- Ban c6 thé chen cic dbi twong da phwong tién nhw cic tép tin 4m
thanh hoac video.

- D€ chén mot doi twong, trén thé Insert, trong nhém Text, nhip chudt
vao Object [ Object A=)

e

Create Mew | Create from Eile

Cbject type:

Adobe Acrobat Document -
Adobe Acrobat POFXML Document m
Adobe Acrobat Security Settings Document

Adobe Tlustrator Artwork 14.0

Adobe LiveCyde Designer Document

Adobe Photoshop Image

Bitmap Image

Encapsulated PostScript 5 Display as icon

Result

Inserts a new Adobe Acrobat Document object

L
Eh into your document.
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Sw dung cac tép tin da phwong tién

* Tao ra mdt muc st dung mot .
tap tin da co6 san: | J—
- Ban c6 thé thiét 1ap dé lién két
; n ) ~ [ Link to file
dén tép tin goc . oty e
- Cap nhat doi twong trén tai liéu | ] ottt you i it o e
thi tép tin goc cling tw dong
dwoc cap nhat o ][ conel ]

- Ngoai ra, ban c6 thé xac dinh chi hién thi muc dé thanh mé6t biéu twong

© CCI Learning Solutions Inc.



Swr dung cac tép tin da phwong tién

« Thao tac véi cac doi twong do hoa
- Doi twong ndi tuyén &ng xtr nhwr mot Ky tw van ban trong doan
- D6i twong noi c6 thé dwoc dat & bat ky vi tri ndo (n6i) trong tai liéu
- Ban can chon hinh anh tredc khi thao tac véi nd. Moi khi dwoc chon,
hinh &nh sé hién thi tim diém xi ly
- Thanh ribbon Picture Tools xuat hién va cung cip rat nhiéu cach
thitc d€ thao tic v&i hinh anh.

@l H9~-0|= Newsletter S01 - Student - Microsoft Word

Home Insert Page Layout References Mailings Review View

Z Picture Border ~ I3 Bring Forward ~ |2 Align

4 Compress Pictures . g Forw R ) .
: _) m h H B3 ET. g 4] Height: 2.6
ol B3 Change Picture : ‘ d «| 2 Picture Effects ~ 4 Send Backward - 18] Group =

Crop 3 width: 3.3

Remove Correct(ons Color  Artistic oy
Background - Effects ~ ‘@ Reset Picture ~ -ﬂ; Picture Layout ~ Eb Selection Pane % Rotate ~

Adjust | Picture Styles | Arrange | Size

Posmon Wrap
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Sw dung cac tép tin da phwong tién

« Thay doi kich thwé'c hinh anh:

- Theo chiéu doc: bang cach kéo diém xit Iy & gitra theo chiéu ngang nam &
canh trén hoac canh du¢i

- Theo chiéu ngang: kéo cac diém xtt ly & giita theo chiéu doc ndm & canh
trai hoac canh phai

- Trén hai mat lién k&, bang cach kéo cac diém xir Iy & géc vao phia bén
trong hodc ra phia bén ngoai

- Né&u ban muén dam bao chac chan rang kich thwéc dnh ctia ban giir

2

1é ctiia birc anh, nhan SHIFT trwdc khi ban kéo cac diém xtr

© CClI Learning Solutions Inc.



Sw dung cac tép tin da phwong tién

» Cat hinh anh
- Khi tinh niang cit anh dwoc kich hoat, con tré chuyén thanh  «»
- DE cat phia trén hoidc dwdi cia anh, kéo biéu twong = =
- D& cat mat trai hoac phai ctia anh, kéo biéu twong |
- DE€ diéu chinh hai mat lién ké cda hinh anh, kéo mét trong cac biéu
twong _|

- DE cat dnh theo mot hinh cu thé, phia dw¢i Pictures Tools, trén thé
Format, nh6m Size, nhan vao miii tén mé rong & 1énh Crop va chon
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Sw dung cac tép tin da phwong tién

* Xoay anh
- Dé xoay anh, chon dnh va sau do:

- Kéo diém xr Iy mau xanh 14 ciy dé xoay doi twong, hoac

o DE& quay birc dnh dung 15 dd moi lan, gitt phim SHIFT
trong khi kéo diém xt Iy

Rotate Right 90
Rotate Left 90°
Flip ¥ertical

Flip Horizontal

| More Rotation Options...
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Sw dung cac tép tin da phwong tién

- Duwéi Picture Tools, trén thé Format, =it -
trong nhém Arrange, nhap chudt vao |:‘“"::" [reamapno] 5= |
eig
Rotate va sau d6 chon More Rotation ® bsolute 464 2]
= \ N ’ = elative relative age
Options. Trong vung dién tich Rotation, w_d; ' e
nhip gia tri do géc cin xoay ® mbsoivte [65° 3]
Relative relative to
Rotate
Rotation: o= El
Scale
Height: 93% width:  [93% |3
[¥] Lok aspect ratio
Relative to original picture size
Criginal size
Height: 5"
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Sw dung cac tép tin da phwong tién

* Bao van ban xung quanh hinh anh

- Cac phong cach bao géi van ban anh hwéng dén cac dong chay cta van
ban xung quanh hinh anh va thay doi cic cach thirc hinh dnh dwoc dat
vi tri xung quanh van ban

- In Line with Text dat hinh anh tai diém chén van ban trén cung dong v&i
van ban trong tai liéu i Bring Forvard = |2
’ B send Backward - Ig]
}HEEE i, selection Pane S

- Viéc thay doi phong cach bao goi c6 thé cho tai liéu

ol

In Line with Text

-

mot giao dién hoan toan khac va cho phép anh cé thé
“ndi” hoac dwoc dat & bat ky vi tri ndo trong tai liéu

Square

|r

Tight

Through

Top and Bottom
Behind Text
In Front of Text

Edit Wrap Points

G = & 6 = E

More Layout Options...
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Sw dung cac tép tin da phwong tién

« Thay doi cac thudc tinh caa hinh anh

- DPé diéu chinh cac thudc tinh ctia mot hinh anh:

- Nhap chudt vao hinh dnh bén
dwéi Picture Tools, trén thé
Format, nhap chu6t vao Dialog
box launcher cua nhém thich
hop dé diéu chinh cac thudc
tinh; hoac

© CCI Learning Solutions Inc.

Picture Color
Artistic Effects
Crop

Text Box

Alt Text

-
Format Picture m
Fil Picture Corrections
Line Color Sharpen and Soften
Line Style Presets:
Shadow Soften Sharpen _
0
Reflection Lo
Glow and Soft Edges Brightness and Contrast
3-D Format Presets:
3-D Rotation Brightress: 1} (0% [+




Sw dung cac tép tin da phwong tién

* Di chuyén anh
- Kéo tha 1a phwong phap dé nhat dé€ di chuyén anh

- Can cht y khi nao thi cac hinh anh l1a néi tuyén hoac néi truweée khi ban
thwc hién di chuyén ching:

- Néu anh la doi twong noi tuyén, con tré chudt hién thi thanh hi ban kéo
hinh anh

- Néu la d6i twong ndi, con tré chudt hién thi thanh  %hi ban kéo hinh anh
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e Moi dwdrng nam ngang trong bang 1a mot dong, moi khdi doc
la mot cot, va giao cua dong va cot dwoc goi la mot 6

 Ban c6 thé tao bang trwéc hodc sau khi nhap dir liéu

« D& 4n hoac hién thi cic ky hiéu danh diu, trén thé Home,
trong nhom Paragraph, chon 75how/HideY).

St dung ky hiéu <Table Selector) dé chon ca bang

« Table Tools xuit hién khi tré chu6t nam trong bang

@| = 9-0|= Documentl - Microsoft Word | Table s |
2 Insert Page Layout References Mailings Review View Design Layout

el W OEE e = R . =3 As A fu

é ﬂ Height: 0.17° 57 pistribute Rows & =
B e 1= EEE X

EEEH] 2 = 7z ﬂ

i roperties  De I te | Insert Insert Insert Insert = Merge Split  Split | Au t Fit | = width: : E_'_J'Distribute Columns Text Cell ort Repea onve m

idlines Above Below Left Right = Cells Cells  Table =l =l =l pirection Marain eader Rows to Te

a

Merge Cell Size 7] Alignment
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Swr dung bang

e Chen bang

- St dung lénh Insert Table khi ban muon tao bang don gian véi cac
cOt c6 d6 rong va dong cé chiéu cao bang nhau

- Trén thé Insert, trong nhém Tables, chon Table d BB @ X
Picture Clip Shapes Sma

o Patvi tri cia tro chudt qua hdp & goc trén bén trai S— ——
3 bt dau ké 1¢ 6 v6 bén dudi hos 1 o o o [
va l\oat dau, keoﬁ ql,la Cf.:lC o) VNe b‘en dL{’O’lAhOE_:lC theoﬂ o
dwong chéo dé xac dinh s6 dong va co6t ban muon |
. I
chen 1
I
o Str dung tinh nang nay cho phép ban tao dwoc DDDDDEE%%

Insert Table...

Draw Table

Conyert Text to Table...
Excel Spreadsheet
Quick Tables
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Swr dung bang

- Néu ban mu6n chén mot bang cé kich thwdc 16n hon 8%10, st dung tinh

nang Insert Table:
((nsert Table (95| Tablesize Nhap s6 cdt va s6 dong bang cach nhap
Table size ~ A w 2 7 7
oo [T sO trong hop hoac st dung cac nut
MNumber of rows: 2 Iil tang/glam tll’ng bu:’O’C-
AutoFitbehavior || AutoFit Lwa chon cac tuy chon dé xac dinh kich
(@) Fixed column width: | Auto IZ' - . . -
© AutoFit to contents behavior thwéc chinh xac cia 6 hodc diéu chinh
(71 AutoFit to window 7 , 9 A \ 7 =
kich thwéc cua 6 sao cho phu hop véi
[7] Remember dimensions for new tables n. d
noi dung.
o J [ o | )1 CURS
. — ° Remember Ghi nh& cac tuy chon ma ban da lwa
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Swr dung bang

« Mot khi ban tao ra bd cuc ciia bang, Word sé dat diém chen
van ban trong 6 dau tién
* Dé di chuyén bén trong bang:
- Nhéin ENTER dé thém nhiéu dong van ban trong cing mot 6. Diéu nay
lam tang chiéu cao ctia dong.

- S dung cac phim miii tén dé di chuyén qua cac thanh phan van ban
trong O.

- St dung phim TAB dé nhay t&i 6 tiép theo.
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Swr dung bang

* Lwa chon cadc muc trong bang

- Dé€ thay doi bat ky diéu gi trong bang, trudc tién ban can chon né
- Dé chon ca cot, nhip chudt vao phia trén cuing cia cot khi ban quan satthdy . +
- Dé chon ca dong, nhip chudt vao thanh lwa chon ctia dong do.
- Dé chon nhiéu ct hodc nhiéu dong, nhip chudt va kéo qua cac cdt hodc cac dong.

- Dé chon mot 6, di chuyén tré chudt vé phia dwong vién trai cia 6 va sau dé nhap
chuot khi ban quan sat thiy .

A V4

Dé chon cac 6 lién tiép nhau, nhip cﬁu(f)t va kéo qua cac 6 do.
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 Chinh stra dwong vién va do bong
- Bang mé&i sé xuat hién véi cac dwong vién 1a dwong ké don xung
quanh moi 6
- Chinh stra cAc dwong hodc vién cho tirng 6 cu thé:

- Bén dudi Table Tools, trén thé Design, trong nhém Table Styles, nhip
chuot vao mii tén cua Borders

- Bén dwéi Table Tools, trén thé Design, trong nhém Table Styles, nhip
chuot vao mii tén Shading
- Chinh stra lai cac thudc tinh st dung cac tinh nang trong nhém Draw
Borders

| - Bén du¢i Table Tools, trén thé Design, trong nhom .
w o A

y Draw Eraser
sz Pen Color = Table

Draw Borders
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Swr dung bang

« Thay doi cin l1é
- Can lé bang dé cap dén viéc dat vi tri cia bang twong do6i véi canh trai
va phai cua tai liéu
- Dé thay doi can 1é cho bang, bén dwéi Table Tools, trén thé Layout, trong
nhém Table, chon Properties va sau d6 nhip chudt vao tuy chon can 1é

ban mudn
, . . . BE= A2 0
- bé thay doi can lé theo chiéu doc cia van ban trong =25 T
: =l = = pirection Margins
bang, chon cac 6 va bén dw¢i Table Tools, trén thé DLl

Layout, nhom Alignment, nhap chudt vao tuy chon can 1é
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Swr dung bang

* Chén & Xo0a cac Dong/Cot/0

- (Cac dong mé&i dwoc chen vao vi tri phia trén hodac duéi cua dong hién
tai

- CAc cOt mai c6 thé dwoc chén vao phia bén trai hoac bén phai cta cot
hién tai

- CO thé cheén cac dong, cic cdt, hodc cac 0 riéng ré hodc chén cuing mot
ldc nhiéu dong, cot hodc 6 bang cach lwa chon s6 don vi trong bang
truedc khi st dung 1énh Insert. B

Delete | Insert Insert Insert Insert
X 2 2 2 - Above Below Left Right

Rows & Columns (P
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 Cac 0 cling c6 thé dwoc chen vao cac vi tri xac dinh trong

bang
- Pé& chén cac 6, bén dwéi Table Tools, trén thé

Layout, trong nhém Rows & Columns, chon
Dialog box launcher

- DE xba cac 0, cac dong, cac cot hoac ca bang, bén
dw¢di Table Tools, trén thé Layout, trong nhom

Rows & Columns, nhap chudt vao miii tén clia
Delete va sau do lwa chon tuy chon thich hop

- Dé xba cac 6 riéng ré, bén dwéi Table Tools, trén
thé Layout, trong nhém Rows & Columns, nhip

© CClI Learning Solutions Inc.

r ™
Inzert Cells M

() Shift cells right
@) shift cells down:

() Insert entire row

() Insert entire column

[ OK ][ Cancel l

EilEEEEER
Delete Insert Insert
2 Above Below
Delete Cells...
Delete Columns

™
#
5'5“ Delete Rows
=

Delete Table

Delete Cells M
© ishift cells et
() Shift cells up

() Delete entire row
() Delete entire column

[ oK ] [ Cancel




* Piéu chinh P6 rong hoac Chiéu cao

Bén dw¢i Table Tools, trén thé Layout, trong nhém Table, chon Properties,
va sau dé nhap vao thé thich hop cia muc d6 dé diéu chinh; hoic

Bén duwéi Table Tools, trén thé Layout, trong nh6m Cell Size, nhiap chudt vao
cac nut tang gidm tirng bwdc hoac nhap gia tri thay doéi chiéu cao hoac d6 rong
twong wng; hoac

Pat tré chudt qua dwong ké doc & moi bén cot dé diéu chinh va khi ban quan
sat thiy+, kéo vé phia bén trai hodc phai dén d6 rong cét mong mudn; hoic
Dat tré chudt vao dwong ké ngang cia dong dé diéu chinh va khi ban quan sat

thiy+, kéo 1én hoac xuéng dé c6 chiéu cao ctia dong mong mudén; hoac

Nhap chudt vao biéu twong # trong thwéc ké cua cot dé diéu chinh va kéo né
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Swr dung bang

P& diéu chinh d6 rong ctia moi cot hodc chiéu cao cia moi
dong bang nhau:

- Bén dwéi Table Tools, trén thé Layout, trong nhém Cell Size, nhip
Chllf_\)t VaO T pistribute Columns hoéc HF Distribute Rows hoéc

i

|| Height: 017"

T
iR
L

- Bén duwdi Table Tools, trén the Layout, trong
nhom Cell Size, nhip chudt vao AutoFit

AutoFit| | — width:

EH  AutoFit Contents
Ed  AutoFit Window
B Fixed Column Width
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Swr dung bang

 Tron va tach cac o

- Dé trén 6, chon cac 6 can tron va sau d6 bén dwéi Table Tools, trén
the Layout, trong nhom Merge, chon Merge Cells.

- Dé tdch mot 6 thanh nhiéu 6, chon 6 d6 va sau d6 bén dwdi Table
Tools, trén the Layout, trong nhdm Merge, chon Split Cells

r '
Split Cells =

Mumber of columns:
Mumber of rows:

[ ] Merge cells befare split

ok || conel |
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Swr dung bang

 T6 chixc cac danh sach trong bang

- DE&Kkich hoat 1énh Sort (sap x€p) bang cach chon cac 6 (hodc bang) va
sau do:

- Bén dudi Table Tools, trén thé Layout, trong nhém Data, nhap chudt vao
Sort; hoac
- Trén thé Home, trong nhom Paragraph, nhap chudt vao (%ort)

|2 wisaf) Sortby  Chon cot sé dwoc coi
12 khoa sdp xép chinh

[~] Tupe:  Text [+] © ascending
B (C) Descending

Using: |Paragraphs

va xac dinh kiéu noi

(=] Type: Text [+] © Ascending
E| (") Descending

Using: |Paragraphs

El Type: |Text Izl @ Ascending

D di
Lsing: |Paragraphs IZ| e

My list has
() Header row Mo header row
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Lam viéc v&i cac binh luan

* Dé chén mot binh luin, trén thé Review, trong nhém
Comments, chon New Comment.

« Dé diéu hwdng qua cac binh luin, trén thé Review, trong
nhom Comments, click &i#eiou o Zanes
* D€ x6a mot binh luan:
- Trén thé Review, trong nhém Comments, chon =ivc:=:t: - hodc

- Trén thé Review, trong nhém Changes, chon Reject and Move to
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Lam viéc v&i cac binh luan

« Dé quan sat moi binh luin hoac thay doi trong mot ctra s6
riéng ré, trén the Review, trong nhom Tracking, chon @ seieuing pane -
va sau do:

- Nhép chudt vao Reviewing Pane Vertical d€ m¢ citra s6 nam bén trai
cua man hinh

- Nhéip chudt vao Reviewing Pane Horizontal dé mé ctra s6 bén duéi

\ N\ Summary: 6 revisions & oax
I l I a I l 1 I I Teitm=s Bernss) s MWe published this article in 3 previous newsletter butliked the theme so much we thought it would P,E,,,,.-»'mm= Font:(Default) +Body{Calibri) L1
: worth sharing azain with B
Formatting: 2 Comment its: 2

Main document changes and
comments

i Formatted: Font:(Default] (Calibri), 11
e e —

Font: (Default) +Body (Calibri), Going Green with Ethics
11 pt, Not Bold

= T The.words, green ethics, are said frequ.nlIv and yet to some of us, this new phrase has no definition or
Ll == clarity of purpose. What dogs green ethics mean?
Font: (Default) +Body (Calibri),

11 pt, Not Bold The definition for the word, ethics, accordingto the Merriam-Webster online dictionaryat

wwrw.merriam-webster.com shows as:
Shauna Adams

We published this article in a 1 plural but sing or plural inconsir: the discipline dealing withwhat is good and bad and with
previous newsletter but liked moral duty and ebligation

the theme so much we 2 a:asetof moral principles: a theory or system of moral values <the present-day materialistic
thought it would be worth ethic><an old-fashioned work ethic> —often used in plural but singular or plural in

sharing again with you. construction <an elaborate ethics><Christian ethics>

b: plural but sing or piuralin censir: the principles of conduct gaverning an individual or a
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Lam viéc v&i cac binh luan

* Theo doi sw thay doi

La tinh nang “gitt sw theo d6i” clia nhitng lan chinh stra b&i ngudi
khac
Suw thay d6i clia moi ngwdi bang mot mau sac khac nhau

C6 thé két hop cac binh luin va cac thay doi hay chap nhan/ttr choi
cac thay do6i dé

Cé6 thé st dung mat khau dé bao vé tai liéu cia minh

bé bat tinh niang Track Changes:
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- DE chip nhan suw thay do6i, nhip chudt vao thay doi d6 va trén thé
Review, trong nhom Changes group, chon Accept

- D€ chip nhin moi thay doi trén tai liéu, nhap chudt vao miii tén cia
Accept va sau do chon Accept All Changes Shown hoac Accept All
Changes in Document

- DE tr chdi su thay doi, nhap chudt vao thay doi doé va chon Reject

- DE tir chdi moi thay doi trong tai liéu, nhap chudt vao miii tén cda
Reject va sau d6 chon Reject All Changes Shown
hoac Reject All Changes in Document |3 show Markup -

v | Comments

Ink

- Dé hién thi tit cd cAc muc dwoc danh diu trén tai liéu,
trén thé Review, trong nhém Tracking, chon

~? ~ \ = N

v
v | Insertions and Deletions
v | Formatting

v | Markup Area Highlight
[Z= Balloons

Beviewers

v | Highlight Updates
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Lam viéc v&i cac binh luan

- Dé€ st dung Reviewing Pane:

- Tao cac thay do6i hodc chen dir liéu khi khéng c6 sw xuat hién cua
Reviewing Pane

- Diéu khién c4ch hién thi trén man hinh bang cach nhip chudt vao miii tén
cua nut Display for Review

- Pé x6a mot muc trong Reviewing Pane, nhap vao dé muc ciia muc dé va
chon Reject

- Chac chan rang ban tat tuy chon theo doi sw thay déi khi khong st
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Tong két bai hoc

Nhap va chinh stra van ban

 Di chuyén xung quanh tai liéu

* Tao ma@i, luu, ddng va mo cac tép tin
* Lwa chon cac kiéu van ban

 Thay doi cac ché do hién thi

* Pinh dang van ban, doan van, hodc trang
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Cau héi on tap

1. Khi ban nhin thiy biéu twong Y, biéu twong d6 c6 y nghia gi?
a. Khi ban da nhin phim Enter.
b. Ban dd nhan phim Tab.
c. Word vira 4p dung bao géi tir van ban trong doan.
d. Ky tw nay xuit hién tw dong khi ban tao mot tai liéu mai.
2. D€ chon ca dong van ban, ban cé thé str dung phwong phap nao?
a. Nhap chudt va kéo qua dong van ban.

b. Nhip chudt vao phia bén trai dong van ban trong thanh lwa chon.
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Cau héi on tap

3. Ché dd hién thi nao dwdi day cho phép ban quan sat cach thirc tai liéu sé
dwoc xuat hién khi in ra?

i
-
(g

il
(2
&

d.

b. =

c. =
4, Nut can lé nao dwdi day cho phép ban can gitra van ban?
a. c. =l
b. = d.
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Cau héi on tap

6. D& chén ngat trang thu cong, ban sé:

a. Nhan SHIFT+ENTER.

b. Nhan CTRL+ENTER.

c. Nhan Enter dén khi sang trang mai.

d. Trén thé Insert, trong nhém Pages, chon Page Break.
e. Batky dap an nao & trén

f. bhoacd

7. Lam cach nao d€ ban kich hoat dwoc tinh nang Thay thé (Replace)?

a. Trénthé Home, trong nhom Editing, chon Replace.
b. Nhan CTRL + H.
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Cau héi on tap

8. Loiich cda viéc str dung phong cach dé dinh dang tai liéu la:

a. Nhitng thay déi vé dinh dang dwoc tw ddong thay d6i moi khi ban thuc hién
thay doi phong cach dé.

b. Cac phong cich ddm bdo sw nhit quan trong toan bd tai liéu cia ban.

c. Ban c6 thé ap dung cac phong cach cho bat ky van ban nao trong tai liéu
d. Batky dap an nao & trén.

e. bhoacc

9. Nhirng loai hinh &nh nao ban cé thé cheén vao tai liéu Word?
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Cau héi on tap

10. D€ chén mot tép tin video ban da lwu trén 6 dia clirng vao trong tai liéu, 1énh nao
ban s€ st dung?

a. InsertClip Art c. InsertShape
b. InsertPicture d. InsertObject
11. Phim nao ban sé nhan dé tao ra dong ma&i khi ban dang & trong 6 cudi cung cia
bang?
a. ENTER
b. TAB
c. SPACEBAR
d. Khoéng cé phwong phap tao dong méi nhanh nao st dung ban phim.

12. Lam cach nao dé Word phan biét dwoc nhitng ngwdi danh gid khac nhau da duwa
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