HE SOAN THAO VAN BAN
MS WORD
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/ Noi dung \

Tong quan Word

Dinh dang van ban & Chen cac doi twong
Bang bicu (Table)

Style & Muc luc & Chu thich

Tron thu (Mail Merge)

Thiét 1ap trang & In an & Két xuat

KReview tai liéu /
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‘ / 1. Tong quan Word 2010 \

o G161 thieu Word 2010
o M¢/dong Word 2010
o Céch sur dung Tiéng Viét

o Cac thao tac voi File

o Cac thao tac co ban

. __
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7 11 Gi6i thieu Word 2007 |

Microsoft Word la phan mém chuyen xu ly van ban
pho bién nhat hién nay. MS Word c6 cac tinh ning:

3 Cung cap day du n}~1at cac ky nang soan thao va dinh dang
van ban da dang, dé su dung

3 Giao dién dd hoa thong qua hé théng thuc don va cac hoi
thoai

4 Co cac chu:ong trinh kiém tra, stra 10i chinh ta, gd tat, tim
kiém,... vd mot so thao tac tu dong khac

0 Co chuc nang tao bang biéu manh nhu cho phép sap xép dit
liéu, chon mau c0 san..

\EI Cho phép trdn thu, Rewew tai licu... /
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' / ' 1.2 M¢&/déng Word \

1.2.1 Khoi dong MS Word

O C1: Start ->Programs -> Microsoft Office -> Microsoft
Office Word

O C2: Click vao biéu tugng MS Word trén man hinh
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1.2 M¢/dong Word (tt)

1.2.2 Giao d dlen cira s6 MS Word

age Layout References Mailings Review View @

{Calibri (Body) ~ju ‘A Wﬂ'JD' g_"‘_"‘giq A_]DH” | AaBbCcDC | AaBbCcDc AaBbCi AaBbCc AAB aBbee. % dh o
[ Thanh menu J \B ol x A|[®- A {mi@‘ SE =& e TNormal |7NoSpaci.. Headingl ~Heading2  Title Subtitle c:;lsgv ::mﬁ
Font g Styles 5| Editing
E| == é 3(.‘475,7;‘1,7'5,49—17‘

[ Tab cong cu |

[ Vung soan thio

Thanh trang thai 1

Page:1ofl | Words:0 | English (United States) |

Cira so giao dién Microsoft Word
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' / 1.2 M6/ddng Word (tt) ‘ \

1.2.3 Thoat khoi MS Word
C1: File -> Exit
0 C2: Kich vao biéu tugng close & gbc bén phai cira so lam
viéc
QC3: Nhan Alt + F4
Ch( y: Khi ddng ma chua luu tap tin vao 6 dia thi xuat hién hop

thdng béo Microsoft WGMA =)

.'-. .".
! % Do you want to save changes you made to Document1?

| T \ A . 4
Save ] | Don't Save | | Cancel <i -—T'ur choi dong
i Luu lai A ) o
Khoéng muon [uu va dong ‘
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/ 1.3 Cach sir dung Tiéng Viét \

1.3.1 St dung bang ma TV

1 Bang ma TCVN3 (ABC): Bang ma cuia VN, c6 2
loai

o Font soan thao chir thuong c6 dang: .vn...

Vi du: Cac font chtr nhu: .VnTime, .VnArial,...

o Font soan thao chir hoa c6 dang: .Vn...H

Vi du: cac font chtr nhu: .VnTimeH, .VnArialH,...

[ Bang ma Unicode: Bang ma Quoc Té, nén sir dung.

\ Vi du: Time New Roman, Arial,... /
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“ /l .3 Cach su dung Tiéng Viet (ttﬁ

1.3.2 Kiéu g
Co6 rat nhiéu kiéu gb Tiéng Viét trong Windows nhu Telex,
VNI, VIQR... Thong dung nhat hién nay la ki€u go Telex.

K tu AlE]| b 0 U Al B

Eeu Telex AA | EE | QO | OW;:[| | UW:W.] | AW | DD

Kieu VNI Ab | E6 | O6 o7 U7 AN D9

b 4

[ www.eng.goodpeople.or.kr ] - Slide9 /103




1.3 Cach sur dung Tieng Vit (tth
1.3.3 Gi¢i thiéu by go Unikey (nén dung)

Diéu khién

Bang mé: lUnicu-l:Ie

Kigu gii: ’Telex

Phim chuyén: @) CTRL + SHIFT

Ty chon khac

Cho phép g tv do Bét kiém tra chinh ta

[] Dt ¢du oa, uy (thay vi da, Oy} Tw ddng khGi phuc phim wii tir sai
[7] Luén s dung clipboard che unicede

Tiy chon gb tit Hé thing
[7] cho phép g tat |/] Bt héi thoai nay khi khéi dong
[7] Cho phép g tat ca khi tit tieng Viét Khii dng cing Windows

Bang of tat... Vietnamese interface

[@ Hwéng dén l Thing tin l [ Wac dinh ]

Phan mém b go tiéng viét Unikey
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/ 1.4 Thao tac voi File \

1.4.1 Tao m¢i 1 tai liéu
[ C1: Vao Menu chon File -> New -> Blank Document
[ C2: Nhan biéu twong New trén thanh cong cu _=-|
[ C3: Nhan t6 hop phim Ctrl+N

1.4.2 Thao tac luu tai lieu
Pé luu tai lidu ta co cac cach:
O C1: File -> Save
Q C2: Nhan Ctrl+S

Q C3: Kich nat Save trén thanh cong cu | =
&(hi d6 sé& xuat hién hop thoai Save As /
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1.4 Thao tac voi File (tt) \

3 Cura sO Save As

@ v Libraries » Documents » - || Search Documents

—Srganize v Mew folder
@ Documents .
Documents library
. Arrange by:  Folder «
J’ Music Includes: 2 locations £
[&=] Pictures =
B Videos MName Date modified Type ol
Ch th F .. Integration Services Script Component 9/25/2013 11:04 AM  File folder
Qn II muc BEL Computer .. Integration Services Script Task 9/25/201311:03 AM  File folder
r A . ’*Local Disk (C:) | My Data Sources 10/8/2013 6:54 PM  File folder 3
1
ChlIa tap tln s SETUP (D%) | My ISO Files 9/19/2013 4:52 PM  File folder
.
i MEDLA (E:) | Shared Virtual Machines 9/17/2013 5:17 PM File folder
L—Lj CD Drive () . SQL Server Management Studio 9/25/201211:22 AM  File folder
. Virtual Machines 9/20/2013 4:14 PM File folder
T Network b Vicual Studin 2005 9775/ ,
‘Ml CATRIN.DC adl <] n, Nh/\ OK
File name: Bookl an
e
pe [Excel Workbook

dé luu

Authors: hoangvu Tags: Add atag

[F] Save Thumbnail

Nhap tén tép tin

e Folders Tools = [ Save ] ’ Cancel

Chu ¥: Nén thuong xuyén chi dong luu ndi dung vin ban khi 1am viéc, dé nhanh thi
CTRL + S, khi file da ton tai thi s€ tuy dong ghi de¢ khong hoi lai.
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/ 1.4 Thao tac voi File (tt) \

1.4.3 Thao tac m¢ tai lieu da co
O C1: File -> chon Open
O C2: Nhan Ctrl+O

O C3: Kich nat Open
Khi d6 s& xuét hién hop thoal Open

u __
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Hop thoai Open

Chon vi tri mo
tep tin

Organize «

IC |E| Microsoft PowerPc—

3 Favorites
Bl Desktop
4 Downloads

1= Recent Places

. Libraries
@ Documents

JH Music

[ Pictures

E Videos

B Computer

Mew folder

-~

m

= =

Documents library

Includes: 2 locations
Mame

.. Integration Services Script Component

.. Integration Services Script Task

My Data Sources

My IS0 Files

Shared Virtual Machines

5QL Server Management Studic

. Virtual Machines
J Visual Studio 2005
J Visual Studio 2008

=~ 0 @
Arrange by:  Folder =

Date modified Type

9/25/201311:04 AM  File folder
9/25/201211:03 AM  File folder
10/8/2013 6:54 PM File folder
9/19/2013 4:52 PM  File folder
9/17/2012 517 PM  File folder
9/25/201211:22 AM  File folder
9/20/2013 414 PM  File folder
9/25/201211:22 AM  File folder
9/25/2013 10:49 AM  File folder

- 4

UL

2

»

m

File name: |

Hoac danh tén file

[AII PowerPoint Presentations V]

Cancel

Lo |

Nhan Open dé mo

.
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/ 1.5 Cac thao tac co ban \

1.5.1 Nhap noi dung vao tai li€u

a) Khdi niém vé character, word, sentence

o Ki tu (Character): Bao gém cac ki tu chir (a,..., z, A,...,
Z) s6 (0 ->9), ki tu dac biet (+,-,@,....) dugc in ra man
hinh.

o T (Word): nhom ki tu lién tiép nhau, cac tir dugc ngin
cach nhau bang khoang trang (blank).

o Cau (sentence): 1a gom nhiéu tir va phai két thic bang
dau cham.

b A
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/ 1.5 Cac thao tac co ban (tt) \

b) Khdi niém vé line, paragraph, select text, section

o Dong (line): Tap hop cac tir nam tir dau 1& trai dén 1é phai
cua man hinh.

o Poan (paragraph): Phan vin ban gom nhiéu cau két thuc
bo1 dau Enter.

o Phéan doan/chwong (Section/chapter): Phan vin ban gom
nhi€u doan c6 cung tinh chat, c6 thé dinh dang doc 1ap cho
tirng phan doan.

b A
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/ 1.5 Cac thao tac co ban (tt) \

¢) Nguyén tdc nhdp van bdn

o Van ban luon duoc nhip bat dau tur 1& trai. Chua can quan

tim dén dinh dang, phan dinh dang sé& thuc hién sau (nhap
tho)

o Han ché nhan phlm Spacebar dé nhap cac ki tu trang o dau
dong hoic day cac ki tw, noi chung khong nén tao nhiéu
hon 2 khoang trang lién nhau

o Nguyén tac cudn tr: khi dong van ban den 18 pha1 Word s¢
tu dong xubng dong. Neu 1 tor vuot qua I¢ phai cua vin ban
thi ca tir s& dugc chuyén xudéng dong dudi.

Phim Enter: Két thic mot doan, qua doan mai.
\) Shift + Enter: Xuong dong nhung van ¢ doan cil. /
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/ 1.5 Cac thao tac co ban (tt) \

1.5.2. Di chuyén con tro van ban
Trong ctra sO soan thao van ban, cac phim sau dung
dé di chuyén con tro:

o M, \V: Di chuyén con trd 1én xuéng mot dong

o =, €:Di chuyén con trd sang trai/phai 1 ki tu

o Ctrl + =, €: Di chuyén con trd sang trai hodc phai 1 tur

o Home, end: Di chuyén con tré vé dau/cudi 1 dong hién
hanh

! Ctrl + Home/End: vé dau hoic cudi tai liu /

Slide 18 /103
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/ 1.5 Cac thao tac co ban (tt) \

1.5.3 Thao tac trén khoi vin ban

Sao chép khoi: Chon khoi van ban can sao chép va thuc hién cac
budc:

dB1: Goi 1énh Copy bang mot trong cac cach:
o C1: Edit -> copy
o C2: Kich chudt phai chon Copy
o C3: Ctrl+C

dB2: Di chuyén con tré téi vung dich

u _

www.eng.goodpeople.or.kr Slide 19 /103




“ / 1.5 Cac thao tac co ban (tt) \

B3: Goi lénh Paste bang 1 trong cac cach:
o C1: Edit -> Paste
o C2: Kich nut Patse
o C3: Kich chuot phai chon Paste
o C4: Ctrl+V

. __
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/ 1.5 Cac thao tac co ban (tt) \

Xéa khéi vin ban: Chon khdi van ban can X0a,
nhan phim Delete hoic ¢d thé diing phim hoic t6
hop phim:

Backspace: Xo0a 1 ki tu bén trai con tro ctia van ban

O Delete: X0a mot ki tu bén phai cia van ban
QCtrl+Backspace: X0a 1 tir bén trai con tré cua van ban
LCtrl+Delete: X0a 1 tir bén phai con tré cia van ban

b A

www.eng.goodpeople.or.kr Slide 21 /103




/ 1.5 Cac thao tac co ban (tt) \

1.5.4 Chuc nang Undo va Redo

dUndo: Quay lai thao tac trudc do
o C1: Chon biéu tuong Undo Quick Access Toolbar
o C2: Nhan To hop phim Ctrl+Z

dRedo: Dung 1énh huy Undo

o C1: Chon biéu torong Redo trén Quick Access Toolbar
o C2: Ctrl+Y

b Yy
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6 Pinh dang & Chén cac doi tu’g’@

o DPinh dang Font o Chen anh (Picture & Clip

o Dinh dang doan Art)

o Thiét 1ap Tab o Chen chir ngh¢ thuat (Word

o Thiét 1ap Bullets & Art‘) X , ,
Numbering o Chen cong thurc toan hoc

o Chia cot bao (Equation)

o Tao chit hoa dau doan
(Drop Cap)

o Chen ky tu dac biét
(Symbol)

&Vé hinh (Shapes) /
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2.1 Pinh dang Font

2.1.1 Dinh dang Font b?lng thanh cong cu

Tao chtr chi

Size chir & duth
Calibri (Body) ~ 11 Aa~ —}/[ 6 mal chu}
[ Font chir ]71:]1 I U - abe x, X° - 307 . A
Font \
Tao chir To nén bong J
Tao chir dAm nghiéng b Font [ATaOIChﬁ’ chi J L
sO trén
Tao gach

ngang chir
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2.1 Pinh dang Font (tt)

2.1.2. Pinh dang Font bang t6 hop phim

J
J

0O 0 D

O 00D

Tang kich thudc (Size) : Ctrl + ] hodc Ctrl + Shift + >
Giam kich thudc (Size) : Ctrl + | hodc Ctrl + Shift + <

Chir dam :Ctrl+ B

Chtr nghiéng : Ctrl + 1

Gach dudi 1 nét : Ctrl + U

Gach dut 2 nét : Ctrl + Shift+ D

Gach dudi ting tir : Ctrl + Shift + W
Chi s6 dudi : Ctrl + =

Chi s6 trén : Ctrl + Shift + =

Chtr hoa 1on/thudng : Ctrl + Shift + A
Doi chir hoa/thuomg/hoa : Shift + F3
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/ 2.1 Dinh dang Font (tt) \

2.1.3 Pinh dang Font bing hép thoai

dChon doan vin can dinh dang

Chon phan mé rong cua thé Font hodc an to hop
phim Ctrl+D

u _
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2.1 Pinh dang Font (tt)

Font chit— |

Mau chir

Gach ngang_

Gach 2 gach ngan

Tao chi so trén

Tao chi so dudi

e —.
Font | Advanced r* R 1.~ ’ ’ ~
Kicuchu . Kich thudce chiv
Font: Font §tyle: Size: -
=P igody rRea¥hr 1 /
. R
+Headings — | [Italic
Agency FB Ll |Bold
Aharoni Bold Italic
Algerian - -
$F-::ant color: Underline style: Underline color:
Automatic |Z| (none) E| Automatic o ”
. — Tao chir hoa nho
-ﬂ Strikethrough [ 5mall caps Tao Ch& hoa
3 | Double strikethrough Gach Chén T Al mps€/ :
Superscript : [ Hidden — n ~
Subscript n Chu
Preview
+Body Vung xem truoc|
This is the body theme font. The current document theme defines which font will be used. Vén bén

| SetAsDefault | | TextEffects... | [ ok || cancel

Hop thoai Font

www.eng.goodpeople.or.kr }

Slide 27 /103




/ 2.1 Pinh dang Font (tt) \

2.1.4 Chuyén déi kiéu HOA/thwong

Chuyén d6i tur chit hga sang chir thuong va
nguoc la1, chtr hoa dau cau hoac chir hoa dau
mo1 tu

Thyc hién: Chon Home -> (Group Font) Change

A A -
Case Sentence case.
‘ T wercase - Chit viét hoa dau tir
Ky tu dau cau l1a chir hoa . -
/ UPPERCASE
Tat ca la chir thuong Capitalize Each Word | Dao nguoc lai so
tOGGLE cASE / vo1 ban dau
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/ 2.2 Pinh dang doan \

Poan vin ban (Paragraph) 1a tap hop cac tir dugc két
thuc bang dau ngat doan do bam Enter.

Chl y: Pé xuong nhung khong bat dau bang mot
doan mai ta nhan t6 hop phim Shift+Enter

u _
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/ 2.2 Pinh dang doan (tt) \

2.2.1 Pinh dang bing hép thoai Paragraph

Pé dinh dang doan, thuc hién cac budc sau:
[ Chon doan vin ban can dinh dang
O VVao Home -> chon Paragraph

Hop thoai Paragrap xuat hién

u A
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2.2 Pinh dang doan (tt)

Hop thoai Paragraph

Indents and Spacing | Line and Page Breaks |

General

e
/Adigment: Dﬁng dé Cél’l Evel: |Body Text |E|

chinh I¢ aen :
Left: Canh 1€ trai e Oom [ Spedal B
Right: Canh 1& phai
Center: Canh ¢ giira
\Justiﬁed: Canh déu 2 bén

Right: o]

] wrror indm{ Khoang cach cac dong

Spacing
Before: 0pt = Line spacing: At:

Yy

After: opt = Muiltiple [»] [115 2
[T Don't add sp tween paragraphs of the same style
Preview

Di€u chinh khodng cach oz
cac doan

Indentation: Dung dé thay
do1 vi1 tri canh 1€

[ Tabs... ] [ Set As Default ] [ Ok ] [ Cancel ]
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2.2 Pinh dang doan (tt)

[ Canh 1¢ phai

L]
L]
L]

Canh 1é 2 bén J

L

/|

[ Canh 18 trai

F'aragrapr

[ Canh ¢ giita J

Group Paragraph \L

Thay doi khoang cach
dong doan

|
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/ 2.3 Thiét 1ap Tab \

Thiét 1ap Tab la dat mot diém ding (Tab Stop) ma
con trd sé dich chuyén dén diém nay khi nguoi dung
nhan phim Tab.

Néu khong dit Tab stop, khi nhan Tab thi con tro sé
nhay dén vi tri ¢o dinh dugc quy dinh trong muc
Default Tab Stop (mac dinh 1a 0.5 inch =1.27 cm).

b A
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/ 2.3 Thiét 1ap Tab (tt) \

2.3.1 Cac loai Tab

o (Left tab): La tab canh trai [i]
o (Right Tab): La Tab canh phai [

o (Center Tab):

o Decimal Tab:
cac phan thap
o (Bar Tab): La ]

66|99

La Tab can]

La Tab can
phan.

N gitra [+

h 1y chuan la dau phan
[

‘ab chén thém mot gach thang dung
vao v1 tri Tab dung

4
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/ ‘ 2.3 Thiét 1ap Tab (tt) \

2.3.2 Cach dat Tab

[ T S EF TN Y SN S Y SN ENET EEE TS T TS T Ea s * I & TR T s CEa s T o T T
|| 1 1 1 1 1 1 1 1 1 1 1 1

O St dung thudc dinh vi
3 Chon vi tri mudn dit Tab.

4 Kich vao nat Tab Align bén trai thudc do dé chon mot loai
Tab dung can dat.

O Kich chu6t vao vi tri can dat Tab trén thanh thudc, lac d6
s€ xuat hién dau Tab trén thudc

u __
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/ ‘ 2.3 Thiét 1ap Tab (tt) \

2.3.2 Cach dat Tab

[ T S EF TN Y SN S Y SN ENET EEE TS T TS T Ea s * I & TR T s CEa s T o T T
|| 1 1 1 1 1 1 1 1 1 1 1 1

O St dung thudc dinh vi
3 Chon vi tri mudn dit Tab.

4 Kich vao nat Tab Align bén trai thudc do dé chon mot loai
Tab dung can dat.

O Kich chu6t vao vi tri can dat Tab trén thanh thudc, lac d6
s€ xuat hién dau Tab trén thudc

u __
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2.3 Thiét 1ap Tab (tt)

2.3.3 Hi€u chinh Tab
O Chon vi tri muén dat

Vao Paragraph ->Tab Hop thoai Tab
xuét hién:

O

O

O

Tab stop position: V1 tri cua Tab
Alignment: Canh 1é cho Tab

Leader: Chon ky tu dién vao chd
trong trude Tab

Clear: X6a Tab
Clear All: X06a hét Tab

Tabs

s 2 S

.

Tab stop position: Default tab stops:

1.27 cm

“| Tab stops to be deared:

Clear Al

[ 0K ]l Cancel ]

Hop thoai Tab
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/ 2.3 Thiét 1ap Tab (tt) \

2.4.4 Xb6a Tab
CoO 3 cach sau:

0 Kéo tha cac diém dung trén thudc dinh vi ra khoi no.

O Trong ctra so Tabs, chon Clear hoidc Clear All dé huy b
mot hoac tat ca cac diem dung da thiét 1ap

[ Nhan t6 hop phim Ctrl+Q dé hily bo tat ca cac diém dung

u A
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6.4 Thiét 1ap Bullets va Numbering

2.4.1 Dinh dang Bullets
~ Pua con trd soan thao dén vj tri
can chon dinh dang:

o Home -> Nhom Paragraph ->
chon Bullets

o Sau d6 chon kiéu dinh dang co san
trong bang
« Néu muébn chon kiéu khac chua cé
ta chon Define New Bullets sau dé
thiét 1ap:
o Symbol
o Picture
o Hoac font

[i=]s]i= » i=r | == | A
Eri= im0 T | aapbeend
Bullet Library 1
| ||| Mone — ® ) | + |
x |
* e,
#‘i » /
Define MNew Bullet...
Cong cu Bullets
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6.4 Thiét 1ap Bullets va Numbering (tt)

2.4.2 Dinh dang Numbering Dcn:umer11'_T._-=-_I‘\«l1icrcrs::l'F\ll‘Tr
Pua contro dén vitrican chon dinh | » = E1% == 4 1 [ o
5 &, %E Numbering Library ,"
dang: = , i
0| Mone ¢ 2) o]
d Vao Home -> trong nhdm Paragraph -> - : » W
chon Numbering l. \ )
Il. B. )]
dTrong cira so: o ° °
o Chon kiéu danh san trong bang .
o Néu mudn chon kiéu chua cé trong -
bang ta chon Define New number Define New Number Forma..
fomat -> chon cac kiéu khac _

Cong cu Numbering
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6.4 Thiét 1ap Bullets va Numbering (tt)

Ch0 ¥: Truong hop s6 tu dong khong tu
cap nhat hoac ta muon danh bat dau véi
214 tr1 khac:

[ Ta chon Set numbering value

1 Hoac kich chuot phai vao vi tri

can doi sau do:
o Continue Previous list: dé danh s
theo muc trudc do

o Restart Numbering: dé dat lai ché do
danh so.

Taiings

Define Mew Mumber Format...

Cong cu Numbering
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2.5 Chia cOt van ban

Chirc nang: columns cho phép Caurs 7] %]
dinh dang van ban dang cot bao Preset
Cach tao: Chon doan vin ban can = =B
. A , . A One Wo Three Le Rig
dlnh dang CQt, Sau dO thl.I'C hl@l’l: Number of columns: |1 2 Line between
Y 7 \idth and spacin review
Dvao Page IayOUt '> NhOm Zal#: Wi_:ﬁ'l:g Spacing: P
Page setup -> columns -> 0= —
More columns: ] —
L Khi d6 hop thoai columns Xuat e —
‘A Apply to: | Whole document EI Start new column
hién
l CK, l l Cancel ‘

Hop thoai Columns

www.eng.goodpeople.or.kr Slide 42 /103




2.5 Chia c0t van ban (tt) \

.Cn::nlumns |_ B 57 .|
Presets
Xéac dinh s = == - = =
cot can chia — == === == ==
. One el Three Left Right

r W Ls i
j\-m 1 = Line between

Width and spacing review
Col # Width: Spacing:
/ L [l lig51am 2 3
. , ———T1 : Tao duong
bo rong cac [ | thang ngan cach
cot | gifta cac cot
)\ Equal column width
Apply to: | Whole document |Z| Start new column

[ Ok ] ’ Cancel

Xac dinh do
rong cac cot
bang nhau
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/ 2.5 Chia coOt van ban (tt) \

Cha y: Trong truong hop chia cOt xong méi nhap van
ban. Khi d6 nguoi str dung phai nhap hét ¢t nay mai
tdi cot khac. Pé nhap vian ban cho cdt khac khi chua két
thuc cot thuc hién nhu sau:

4 Vao page layout ->

(d Chon Break -> Columns Break -> Ok

b A
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2.6 Tao chtr Drop Cap

Drop Caps 1a mot kiéu dinh dang dic biét thuong
thay trén cac trang bao, dung dé tao mot ky tuw HOA c¢o
kich thudc 16n & dau cua moi doan van ban

Phin chia cét bao va tao chit hoa dau doan vian

iay d5 budn khéng thim

&i n&m hoa dac

i tll..'i}-‘éﬂgdé 3.,;,.i Wre dong hmgng]ﬁénsﬁu
Bay mmre Tau gidy do Ong 46 van ngdi day
Bén phd déng ngwii qua. : Jua dwimg khéng ai hay
Bao nhifu ngudi thné vid /g La g roi trén gidy
Tam tic ngoi khen tai ; 3 tré trara bud bay.
"Hoa tay thio nhitng nét \ J nay hop dio nd
Nhir phirong nmia rong bay” f o f ong dd xua
Nhimg méi nim méi ving i i nma nim cfi
Mg thué viét nay du? A o din biy gio?
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' / 2.6 Tao chir Drop Cap (tt) \

2.6.1 Cach tao

dChon doan van ban can dinh dang
dVao Insert ->Drop Caps -> Drop caps option

dCtra s6 Drop Caps xuat hién:

. __
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/ 2.6 Tao chir Drop Cap (tt) \

Drop C B S

3 None: Bé Drop Caps = e
A Dropped: Chir Drop Caps nam Positon

trong van ban = W= | W
4 In Margin: Chir Drop Caps nam &

lé tl'éll Vén béln Mone Dropped In margin
3 Font: chon kiéu chit cho Drop Options

CapS Font:

, +Body

O Lines to Drop: S6 dong van ban T .

trng vé1 chi€u cao chir Drop Distance from text: |0 am
O Distance from text: Khoang cach

chit Drop dén van ban ok || canel |
Cita sé Drop Caps
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/ 2.6 Tao chir Drop Cap (tt) \

2.6.2 Huy chir Drop Cap

3 Chon kiéu chir Drop Caps di tao

 Vao Insert -> Drop Caps

3 Trong ctra s6 tao chit Drop Cap -> None

O Nhan OK
Chl y: Pbi véi van ban vira trinh bay chia cot vira co
tao chir Drop Caps can:

1. Chia cot trudce, tao chir Drop Caps sau:

\2. Néu Huy: Huy chit Drop trude sau d6 méi hay chia U
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/2.7 Chen ky tu dac biet (Symbol)

Chon Font ky tu

Chén mot sb ky tu dic biét
khong ¢ trén ban phim vao cac

v1 tri thich hop trong van ban. /.
Cach tao: ﬁﬁdxi-éu; Eﬁ &) o [=|==letlw
0 Dit con tro vao vi tri can chén | S5 1T A S s E R d s
ky tu dac bict ERED R RS
3 Insert -> Symbol -> More st el 4o+ <]
symbol ) G

Luu y: Chon font chit Wingding |/
la font hay dung nhat / Ciasé Symbol
Chon Ky tu mudn chén
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2.8 V¢ hinh (Shapes)

2.8.1 Chen hinh

Vao Insert -> Shapes

dKhi d6 hién ra cac dang hinh ta
chon hinh mong mudn sau doé dat
chudt vao trong van ban gilt chuot
trai vao kéo vai kich thude tuy y

O Khi v& xong trén menu xuat hién
thém 1 thé Drawing tool co tén
Format. Khi do the Format chinh
l1a cong cu dé chinh stra hinh vira
\(&

References Mailings Review View

P2 = K

Sha p s|Smartart Chart Sc reenshot Hyperlin

| Recently Used Shapes
B~ ~OoOoOA L L= 4 6—
%Wﬂ{}ﬁ

\\.'\.—I_—L."L.E L %

Rectangles
[ @& & G & G E GE &)
Basic Shapes

cU®E
2#&@@()
~@0>

b b m
=
>
3
Q
H
L

Flowchart

Oo<0J00DF =00
ODCINNKD X ¢ LHVED
QEOoO

Stasandlia nners

TEEE Ty D 6 G 0 G 6l
o3 72 (0 09 T 100 R R

Callouts
100 62 &3 .0 AD O A A i A0 A
g AD AD dO

-'.[} Mew Drawing Canvas
|
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/ 2.8 V¢ hinh (Shapes) (tt) \

2.8.2. Chon kiéu dinh dang hinh
Chon mau Shape Style bao gom:

u

O Shape Fill: Thay doi mau nén ctia hinh
O Shap Outline: Thay d6i dudng vién ngoai
1 Shape Effects: Hiéu trng hinh

References Pailings Feview View

. ﬂ : ﬁghalﬂe ou

~ ¥ shape Outline -
Shape Styles

= Shape Effects =

Nhom Shape Style

A

www.eng.goodpeople.or.kr
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/ 2.8 V& hinh (Shapes) (tt) \

2.8.3. Cin chinh nhiéu hinh
Pé cin chinh, xap xép vi tri gitta cac hinh vdi nhau ta
sir dung nhom Arrange:
Q Position: Thay d6i vi tri
U Bring Forward: Pua hinh 1én trén
Q Send Backward: Pua hinh xuéng dudi
 Align: Canh vi tri gitta cac hinh (slide sau)
d Rotate: Xoay cac chiéu cho hinh

j]\ Hj [k Bring Forward = |= Align -

LY Send Backward - : ]
Position Wrap P _ .
- Text * [rly >election Pane -l Rotate -

Arrange

Nhom Arrange
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/ 2.8 V& hinh (Shapes) (tt) \

Canh chinh gitra cac hinh (Align) T —
Q Align left: canh cac hinh déu sang trai I Align Left
Q Align Center: Canh déu gitra (dtmg) % | Allon Center
Q Align Right: canh déu sang phai

=| Align Right

it Align Top

Q Align Top: canh déu 1én trén st | Anon aid

Q Align Middle: Canh déu giita (ngang) il Align Bottom

O Allgn Bottom: canh déu Xuéng duodi Ml Distribute Horizontally
Q Distribute Horizontally: Cach déu theo chiéu ngang | & Dtrioute vertialy

Align to Page

3 Distribute Vertically: cach déu theo chiéu doc
Khi canh chung ta phai chon cach thuc hién:
o Align to Page: canh theo trang giay View Gridlines
o Align: Canh theo 1€ giay e m——
o Align Selected Objects: Canh theo d6i twong duge chon

¥ | Align to Margin
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/ 2.8 V& hinh (Shapes) (tt) \

2.8.4. Chinh kich co
Nhom size dung dé thay doi kich thuéc hinh véi:

dHight: chiéu cao ol a7 om =
dWidth: chiéu rong 7" 1072 cm =
Chu y: Size

o Néu can hinh vudng, hinh tron hoac cac hinh da dién déu ta
cho chi€u cao = chi€u rong

o Néu muon duong thang nam ngang thi chi€u cao =0

! Néu muon duong thang dimg thi chiéu rong = 0 /
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2.9 Chen anh

2.9.1 Dinh dang hinh anh

Word cho phep nguro1 dung dua vao hinh anh la nhiing tap tin co
san hodc tir thu vién h1nh anh di1 theo by Office hoac online

Cheén hinh anh c¢6 san:

o Insert -> Picture: chén anh luu trén may tinh.

o Insert -> Clip Art: Anh theo bo office hoic 1ay Online

Home Insert Page Layout References Mailings Review

=l | aaj

"= O U Zj n' -+
Cover Blank Page Table Picture Cllp Shapes Smartdrt Chart Screenshnt
Page~ Page Break - Art h

Pages Tables INustrations

Group lllustrations
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2.9 Chen anh (tt)

2.9.2 Dinh dang anh
Vao Picture tools:
o Adjust: Thay ddi thudc tinh anh
o Picture styles: Thay doi kiéu anh

Thiét lap
duong vién

[:Il =90 = - Documentl - Microsoft Word PiduleTools —
m Home Insert Page Layout References Mailings Review View l—Format‘
* Yt 2 :jf Compress Pictures = — — — — E7 Pictre Border ~
e | 3 Ll d& g = -
Remove Corrections Co or Artistic Sl Shange Fichive d ‘ ‘ ‘ eture Efteds >
Background v Effects ~ g Reset Picture ~ < Picture Layout ~
7/1 / /\ Picture Style /l
L Xoa‘ [/ Thay Chon cac Thibt lap Tao
mau nén mau khung duoc
S hiéu tng anh layout
tao san h
- C an j
Thay doi
do sang
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2.9 Chen anh (tt)

2.9.3 Siip xép hién thi (Arrange)

Muodn thay do1 vi tri cua hinh ta chon
Position sau do chon vi tri

Wrap text: Thi€t 1ap hién thi

In line with text: hinh va chir cing nam trén 1 hang
Square: chir bao quanh hinh theo hinh vudng

Tight: chit bao quanh hinh theo duong vién cua hinh
Throught: chir bao quanh xuyén sudt hinh

Top and bottom: chit canh 18 trén va 1& dudi ctia hinh
Behind Text: hinh nam dudi chi

In Front of Text: hinh nidm trén bé mit chit

Text = |Crly Selection Pane Zall

Square
Tight

Through

Behind Text

B = E O R R EE

More Layout O

In Line with Text

Top and Bottom

In Front of Text

=
I=
=

o+

ptions...

Edit Wrap points: thiét 1ap véi chir dé 1én hinh
More layout options: Mé man hinh layout

O 0O O O O o0 O O O

Cong cu Wrap text
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' 61 0 Tao chir ngh¢ thuat (Word Art)

@i T e

Wordart| Dro; Equation Symbe
\ ﬁObJ (c hd v

2.9.1 Tao chir
o Insert -> Word Art -> chon mau bét

‘Fll Tan TthOtI - Backgro d2]

o Khi d6 sé& hién ra khung chir nghé AL ,/f
thuat -> g6 ni dung /-\ A A A A
Xoa chir Your text T ! ¢ A A A A A
here Ye‘t danh chir IW@)M [ CEME h@ﬁ:@{ A
muon tao vao J/> '
- - e AN - A A A

\ Khung Word Ay
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/ 2.10 Tao chir ngh¢ thuat (tt) \

2.10.2 Hiéu chinh chir nghé thuat

Chon dbi tuong vao cdng cu Drawing tools (Fomat) ->
Chon nhom WordArt Style

Thiét 1ap mau
nén

A Text Fill =

g A /ﬁ" . - & Text Outline ~

= Text Effects -~

Thiét 1ap dudng
vién ngoai chit

WordArt Styles

[ Chon mau Group WordArt Style
/

Tao hiéu ing
chir
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‘ / 2.10 Tao chir nghé thuat (tt) \

2.10.3 Tao hi€u wng chir

r A /4 r _AL ill = A
Tao cac hiéu ing khac nhau areari- e
DY o, . A &7 Text Outline ~ | [ Al
cho chtr bang cach vao phan Text =

Effects:
o Shadow: Do bong

Shadow

o Reflection: Phan chiéu )
o 3-D Rotation: xoay 3D s
o Transform: bién dang L\ teve

4% 3-DRotation »

| A
\ é‘.‘m Transform 4 /
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2.11 Chen cong thirc toan hoc (Equation)

Equation dung dé soan thao cac cong
thirc toan hoc, hoa hoc, vat ly...

Cach tao:

o Chon vi tri can chén Equation

o Vao Insert -> Equation (hoac vao
Objects -> Microsoft Equation 3.0)

lllllllllllllll

pirier Series

Insert New Equation

Cong cu equation

www.eng.goodpeople.or.kr
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2.11 Chen cong thirc toan hoc (tt) \

Hi¢u chinh cong thirc todan hoc ta sir dung tab Equation
tools

1 Symbol: Cac ky tu toan hoc

Q Structure: cac cau tric toan hoc thong dung
o Fraction: phan s
o Script: Mii
o Ratical: can

O e o o

| i umentl - .r or Equation Tools U=l|l@' ‘é
Home Insert Page Layout References Mailings Review View Design ] 0‘

Grasiont ][] FAMNMEOMNEFERPEREEEFEENM: 5 e* 4% L 2 nd (j M N

< [«][2][>][=][z e n f {()} sin® lim A
Tc e y €" VX )i« ,zo O ad »» = o
Equation . IZ’ . . . M n @ . [3 H n IZI E . E E E H . ct n Script Radical Integral  Large  Bracket Function Accent Limit and Operator Matrix
~  abe Normal Text & Y ~  Operator~ -~ - * log~ v v

Tool Symbols Structures

Equation tools
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o Tao bang

o Hi¢u chinh bang
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3.1 Tao bang

Pat con tro soan thao vao vi tri can tao bang,
thue hién 1 trong cac cach sau:

QC1: Vao Insert -> Table sau d6 ta ré chudt chon so cot +
hang can thiét ro1 kich chudt ta s€ dugc bang can tao

F nsert Table ? i&ﬁ

AC2: Insert -> Table -> Insert table: = s

o Number of columns: s6 cOt Number of columns: |5

o Number of rows: s6 hang ANm:ibhf 2

@) Fixed column width:  |Auto
DCB: : I nsert -> Table AutoFit to contents
AutoFit to window
-> D raW tab I e: Vé bévng Remember dimensions for new tables
[ OK, ] | Cancel
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3.2 Hi€¢u chinh bang

3.2.1 Hiéu chinh mau 6 va dwong vién
Table tools -> Design
o Table style: Chon 1 mau dugc thiét lap san
o Borders: dinh dang khung

| @@ Documentl = Microsoft Wor T —
| .
| 2 B

Header Row First Column ing = -
[ Total Row [ Last Column - =
______________________________ _ Draw Eraser
Banded Rows []] Banded Columns T Z PenColor~  Tapje
L]

Table Style Options Table Styles Draw Borders

Home Insert Page Layout References Mailings Review View Design Layout

Table tools
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3.2 Hi€u chinh bang (tt)

(] Hop Borders & Shading
e Shadlng (nén bong): Ta boi den ving

can d6 mau trong bang sau do chon

mau thich hop dé t6
o Borders: thiét lap duong vién

Thiét lap cho
bang

Thiét 1ap mau
duong thang

| fiw|shading ~ _ -

Theme Colors

Standard Colors
N HEENE®N

Mo Color

IIF

%) More Colors...

Tao mau Shading

d

Thay d6i kich thudc |
duong thang J

i
Borders | Page Border | Shadin
etting: 15

- Click on diagram below or use
Hone |_-E | buttons to apply borde
................................................ |

@ |
_" oo

Chon céc kiéu
duong thang

Thiét 1ap cho timg
] Vi tri

Tuy chon khung

www.eng.goodpeople.or.kr
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3.2 Hi€u chinh bang (tt)

3,2,2 X(’)a d(‘)ng, c@t Vz‘l 6 t Page Layout References Mail
Vo Table tools -> chon layout x| B e € B
Nhom ROW COIUmnS Delete || Insert Insert Insert Insert
- Ab Bel Left  Right
Q Insert above: Thém 1 hang ¢ phia - e
trén o Delete Cells...
. i =
Q Insert below: thém 1 hang duéi | Delete Lolumn: L
. ="
Q Insert left: thém 1 cot sang trai ;l EE:E:ETEDJS
O Insert right: thém 1 cot sang phai B

O Delete: Group Row Columns
o Delete cells: x6a 6
o Delete columns: x6a cot
o Delete row: x0a hang
o Delete table: x6a bang
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3.2 Hi€u chinh bang (tt)

3.2.4 Tron va tach 0 bang
Trong nhom Merge

Tron 6: Boi den sb 6 can tron
o Vao layout -> merge cells spincels  oim

Mumber of columns: (2

TéCh 6: KiCh Véo 6 Cﬁ«n téCh Mumber of rows: 2

o Vao layout -> Spilit cells: Sau d6
chon sO ¢Ot hang muodn tach

Merge cells before split

| | ok || cancl ]I

a|| Height: 059 em 5 7 Distribute Rows

Merge oplit  Split | AutoFit | = width: 3.38 cm
Cells  Cells Table "

Merge Cell Size

T Distribute Columns
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3.2 Hi€u chinh bang (tt)

3.2.4 Canh chinh khoang cach

Vao layout -> chon nhom Cells size
o Height: Thay doi chiéu cao cac hang
Width: Thay d6i chiéu rong cac cot

®
o Distribute Rows: Din déu chiéu cao cac hang
o Distribute Columns: Dan déu chiéu rong cot

ki e
J || Height: 0.59 cm

AutoFit | 73 width: 338 cm

-

Cell Size

L2

b

1T Distribute Rows

Z'j Distribute Columns

Group cells size

www.eng.goodpeople.or.kr

Slide 69 /103




' / 3.2 Hiéu chinh bang (tt) \

3.2.5 Canh I¢é trong 6
o Vao layout -> nhém Alignment

Xoay chit cac huong

Canh 1¢ trong 6 l
._J =l =
Text Cell

|_] |_.] |_—J Direction Margins

| Alignment
\ Group Alignment /
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a4 C asyle N

o Khai niém Style
Tao Style
Gan & Sua Style

o
o
o Muc luc
o
o

Pau trang/ Cudi trang
Chu thich

- o

; [ www.eng.goodpeople.or.kr J P Sice 71 S




4.1 Khai niem Style

e Insert Page Layout References Mailings Review View

T .
! ibri - A AT B iz =L s, EEEE A i -
J calibrt (Boch) " A | A D oE-EE EE LT AaBbCcDe | AaBbCcDe AaBbCi AaBbCc Aa]j AaBbCc. AaBbCcDi
Paste - : - AL EE=E= e ..
- 3 Format Painter B I U -ahe x X 4 é == == = & - T Mormal | 1Mo Spaci Headingl  Heading 2 Title Subtitle  Subtle Em
ipboar . ragr Normal
Clipbaard Font - FEIERIERY || AaBbCCL—2"hceD: AaBbCeDc AaBbCcDe AaBbCcD( AABRCCDC AABBCCDE |
| EFENRN N é RS S S Emphasis Intense E... Strong Quote Intense Q... Subtle Ref.. IntenseR..

AABBCCDL  AaBbCcDc
BookTitle T List Para...
Save Selection as a Mew Quick Style...
i’jl Clear Formatting

44, Apply Styles..

Style 1a tap hop cac dinh dang duogc tao trudc va c6 mot tén.
N6 co thé ap dung cho doan, cho ky tu hodc ca hai. Word c6 san
cac style mac dinh (Normal, headingl, heading?2...), nguo1 dung
c6 thé dinh nghia thém style. Cac style dugc chira trong group
style cua tab Home

Docormnentl ® Microsort Wore T —

Group style
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4.2 Tao style

r v
C ach taO St le AaBbCcDe | AaBbCcDc AaBb(Ci AaBbCc Aa]j AaBbCc. AaBbCcDi
) y T Mormal |7 Mo Spaci.. Headingl Heading 2 Title Subtitle Subtle Em...
AgBbCcDt AaBbCcDi AaBbCcDt AgBbCcDi AaBbCcDi AABBCCDL AABBCCDL

O Dinh dang Cho khéi Vén bén Emphasis Intense E... Strong Quote Intense Q... Subtle Ref... IntenseR..

AMBBCCDL  AaBbCcDc

O ChQn khéi Van bén Vl‘Ia dinh Book Title T List Para...
dang . Save Selection as a Mew Quick Style...

o Mo rong Style, chon Save
Selection as a New Quick l Group Style

Style , “
Create New Style from Formatting : N :
o Nhap tén style trong 6 textbox o ., =

Name Style1

o Paragraph style preview:
o Chon Modify tir hop thoai dé
hi¢u chinh style

L5 Apply Styles...

Stylel

oK ][ Modify. . ] [ Cancel
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4.2 Tao style (tt)

Hop thoai Create New Style from Formatting
Ap t6n M o e
o Name: Nhap tén mai =

Properties

Style type: Chon loai style s

Style type: Linked (paragraph and character)

o Style based on: chon Style lam co s¢ | s e
cho Style dang tao
. Calibri (Beody) IZ| 11 IZ| B I U Automatic IZ|
o Style for following paragraph: == R
chon Style cho doan ke tiép
O Formatting: ChQn CéC dinh dang sampie Text sample Test Sample Text sample Text Sample Text Sample Test Sample Text Sample Text

sample Text sample Text Sample Text Sample Text 5ample Text Sample Text Sample Text Sample Text

cho Sty|e piidivindbuvnintiundiathsiiotin
o Click nut Format cho phép mé rong || o

cac dinh dang nhu: Font, Paragraph,

Tabs... dé dinh dang sau hon 1o kst [ onatialy st

@ Only in this document  (7) New documents based on this template

x

O

EEIE]
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/ 4.3 Gan & Hi€u chinh style

Gan Style
o Chon khoi van ban muon dinh dang theo mét Style nao d6
o Chon style trong hop Group Style
Hi¢u chinh
o Trong cira so6 Style and Formatting
o Kich chuot phai chon Modify...

o Thuc hién hi€u chinh nhu budc trén
L o5 oTE VTl —

aBbhCche | AaRhCcw AaBRhiC: AaRhiC ¢ Aa]j AaBbCc. AaBbCcD
tan : Title Subtitle

Update Mormal to Match Selectio btle Em... |-

.........

www.eng.goodpeople.or.kr Slide 75 /103



4.4 Muc luc

Tao muc luc

a. Khot tao Style

o Dé tao muc luc ta phai tao Style trudc, ndi
dung nao mudn xuat hién trong muc luc thi
no1 dung do phai dugc gan vao Style.

o Va Style dé tao muc luc la cac Style Heading
1-> Heading 9. Tuong trng v41 phan cap dé
muc trong van ban

o Sau khi gan vao céac Style Heading ta muon
chinh stra Style thi van dung cac budc trén

Styles * X

Clear All -

I MNormal 1T|
Default Paragraph Font a_
Mo Spadng b ||
Heading 1 Ta
Heading 2 Ta
Heading 3 Ta
Heading 4 Ta
Heading 5 a
Heading & Ta
Heading 7 Ta
Heading & fa
Heading 9 Ta
Title 1a
Subtitle Ia
Subtle Emphasis a
Emphasis a
Intense Emphasis a
Strong a
Quote Ta
Intense Quote Ta
Subtle Reference a
Intense Reference a -
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4.4 Muc luc (tt)

b. Chén muc luc %ﬁ
Chon vj tri can chén (thong thuong| Fes— 1) | et

l1a dau hoac cuol van ban) HEBING2 o 3| H%dm:_z 3 i

D Chon tab Refer‘ences -> Group Heading 3. 5 v Heading 5 r
Table of contents -> Table of
Contents chon Insert table of .
contents o [

o Show page numbers: Hién thi s6 trang | ™™~

o Tab leader: Kiéu tab tir tén dé muc dén sd | (opiec | (ot
trang I e

o Format: Chon !(ié}l dinI} dang Hop thoai Table of contents

e 1ShOW levels: S6 cap xuat hién trong muc
uc

Nhan OK dé chén
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4.5 Tao Header/Footer

Dé thyc hién lip lai tiéu dé dau va .
chan trang cho cac trang van ban trong tai : é ﬂ
11€u ta thuc hién nhu sau:

Header Footer Page

A Insert -> nhdm Header and Footer T v Mumber~
Header & Footer

o Header: chén tiéu dé dau trang

o Footer: chén tiéu dé chan trang Group Header &
o Page number: danh so trang Footer
Chi v: Néu tai liéu da c6 san dau cudi
trang, ta chi can kich dup vao ving
header/footer dé chinh stra
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4.6 Tao chu thich Footnote/Endnote

Pé giai thich cho ngudi dung dé hicu
nhung khong thé viét truc tiép tai vi tri
van ban d6 ma ta st dung Endnote hoac
Footnote dé ghi chd thich & cudi tai liéu va
cuoi trang.

Pat con tro tai vi tri can chén Footnote
hOéC Enante Page Layout References

Vé.O Reference' [y Insert Endnote
o Chon Insert footnote: chén chu thich cudi trang Insert

Footnote

o Chon Insert Endnote: chén chu thich cudi tai Footnotes
licu

-*t§ Mext Footnote -

Group Footnotes
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4

5. Tron thu

N

o Tron thu la gi?
o Chuan bj tron thu

o Tién hanh tron thu

y
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/ 5.1 Tron thu la gi? \

Tron thu (Mail merge) 1a mot tinh ning rat manh va
thong minh cua Microsoft Word, cho phep tao va gui
mau van ban co cung nd1 dung dén nhiéu nguo1 cung
lUc.

Vi du: Giay bao, giay thi, thiép moi, ...

b A
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5.2 Chuan bi trén thu

1 D¢ tron thu ta can co6 2 nguén sau:

o Mail Document: La mau van ban chira thong tin chung cua
mot biéu mau. Vi du: Gidy bao thi, gidy bao diém, gidy ching

nhan, .

o Data source: La nguodn dit liéu t6 chirc dudi dang bang, gom
nhleu dong nhiéu cot. Tén cac cot goi la tru:()’ng (ﬁeld) dong
dau tién goi 1a dong ti€u dé (header row) cac dong con lai 1a
ban ghi. Co thé tao ngudn dir liu tir Word, Excel, Access, .

3 Chuan bi:
o Tao tép tin Data source chira dir li¢u nguén va luu la1. Vi
du: danhsach.docx
o Tao tép tin Mail document va Iuu lai. Vi du giaybao.docx
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5.3 Tién hanh trén thu

L Mé tap tin Main document
vi du giaybao.docx

0 Vao Mailings -> chon Start
mail merge -> step by step
mail merge Wizard
Ch( y: Pé tron thu trong

AEID L DwFE

urmen
Insert Page Layout References Mailings Review View
B3 pp
_— =
Line eld- (B Update Labels

Letters Write & Insert Fields

_mai -2-|-1-|-H-|-1-|-“-|-3-|-4-|-5-|-'-|-.‘-

E-mail Messages L é el - . Ch

Envelopes...

Labels...

Directory

Marmal Word Documen t

Step by Step Mail Merge Wizard... I

Word, ban tién hanh tht tu theo
cac buoc tur 1->6.

Cong cu mailings
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/ 5.3 Tién hanh tron thu (tt) \

O Bwdre 1: Word s& yéu cau ban chon mot
trong nhitng dang tai li€u ma ban s€
chon nd lam mau danh sach:

o Letter: Van ban dang chir

o E-mail message: Dang thu dién tir
o Envelope: dang phong bi

o Labels: Dang nhan dan

o Directory: Dang danh ba

Pé chon van ban dang chir ta chon Letter
va day la dang phd bi€n nhat.
=>Nhan Next dé sang budc 2.

Mail Merge -

Select document type

What type of document are you
working on?

@ Letters
E-mail messa aes
Envelopes
Label=s
Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives.

Click Mext to continue.

Buoc 1

Step 1of 6

® MNewxt: Starting document

k.4

y
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/ 5.3 Tién hanh tron thu (tt) \

d Buwée 2: Hop thoai yéu cau ban chon tap tin
thu mau tu

o Use the current document: Str dung tap
tin dang mo.

o Start from a template: Str dung 1 tép tin
mau cua Word.

o Start from existing document: Str dung
tap tin da ton tai trén dia cua ban.
O budc trén ta chon giaybao.docx nhu
vay ¢ bude 2 nay ta chon dong dau tién
=>Nhan Next dé sang buée 3

Mail Merge - X

Select starting document

How do you want to set up your
letters?

@ Use the curren t documen t
~) Start from a template

~) Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information.

Buwoc 2

Step 2 of 6

= Mext: Select recipients

4 Previous: Select document type
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" 5.3 Tién hanh tron thu (tt)

U Bwde 3: Chon t€p tin chira danh sach
nguo1 nhan s€ st dung (danhsach.docx)
o Use an existing list: Str dung tép tin c6 san
trén dia

o Select from Outlook contacts: danh sach
tr danh ba Outlook.

o Type a new list: Tao moi

Vi ta d3 tao danh sach san 1a danhsach.docx
1én budc nay ta chon Use an existing list ->
Brower dé mo danh sach ra

o Néu dung danh sach nhan Ok de¢ ti€p tuc
=» Nhan Next dé sang bwérc 4

Mail Merge v X

select recipients

@ Use an existing list
Select from Outlook contacts
Type a new list

Use an existing list

Use names and addresses from a
file or a database.

4 Edit redpient list...

Buoc 3

Step 3 of 6
®  Mext: Write your letter

4  Previous; Starting document
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/ 5.3 Tién hanh tron thu (tt) \

U Bwdéc 4: Chén mdt s6 muc ngudi nhan
1én tép tin thu cua ban B —

-
F Write your letter

To add redpient information to
your letter, dick a location in the

o Pat con tré chudt vao vi tri can cheén
trén van ban giay bao -> Chon More
Iitems -> chon ti€u dé cot can cheén
sau do nhan Insert -> Close.

o Lam tuong tu véi cac vi tri con lai
dén khi hét vi tri

=>»Nhan Next d€ sang budc 5 o R re——

document, and then dick one of
the items below,

2] Address block. ..
2 Greetingline...
j Electronic postage. ..
"_ﬁl Mare items. ..
When you have finished writing

your letter, dick Next. Then you

ccccccccc w and personalize ea

www.eng.goodpeople.or.kr Slide 87 /103



/ 5.3 Tién hanh tron thu (tt) \

d Bwée 5: La bude xem trude két qua
o Ban nhéan vao cic mili tén << hodc
>> dé xem cac két qua dat duoc.
® N?éu sai sot ¢ thé nhan Prevjous
dé quay lai cac budc trude dé
chinh stra
= Nhan Next dé sang budc 6

Mail Merge -

Preview your letters

One of the merged letters is
previewed here. To preview
another letber, dick one of the
following:

Recdpient: 1

1 Find a redpient...

Make changes

You can also change your
redpient list:

T Edit recipient list...

[ Exdude this recipient

When you have finished
previewing your letters, dick
Mext. Then you can print the
merged letters or edit individual
letters to add personal comments.

Buoc 5

Step Sof 6
& Mext: Complete the merge

4 Previous: Write your lether
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/ 5.3 Tién hanh tron thu (tt) \

D Bll’é’c 6 HOE‘ln thénh Vé IIl én Mail Merge * X

Day la budc cudi cung cua thao tic chQn | Someietethe mere

Mail Merge is ready to produce

de€ hoan thi¢n ta chon: your letters.

. 2 . X , . To personalize your letters, didk
o Print: dé in truc tlep ra may in "Edit Individual Letters, ™ This wil
open a new document with your

merged letters. To make changes

@) Edlt IﬂdIVIdU8.| |€tteI’S dé dua nhﬁng Eall ﬂ'u_a Iniité:ers,swi:j'u back to
o o 2 original document.
van ban dat dugc ra 1 file chung

Merge

L35 Print...

2 Edit individual letters. .,

Buoc 6
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“ ﬁ Thiét 1ap trang & In & Két th

o Thiét 1ap trang in

o Ngit trang (Page Break)
o Ngat phan (Section Break)
o In

o Keét xuat

. __

[ www.eng.goodpeople.or.kr ] Slide 90 /103




6.1 Thiét 1ap trang in

6.1.1. Lé & kich thwéc trang in
Chon Tab Page layout -> Group page setup véi cac muc chinh

nhu sau [
J —EI lj J 3 f:::\lsu;bers v

Margins Crientation Size Columns an
- - - - be Hyphenation -

Page Setup

d Nt Margins: Chi dinh thong s6 canh I¢ cho trang in. Chung
ta co thé chon cac canh 1€ ¢ san hoic vao Custom margins dé

thiét lap voi:
o Top: 1& trén _
. . Margins
O BOttOInI lé dlIOl Top: 2.54.cm % Bottom: 2.54 tm =
o Left: lé trai Left: 2,54 cm | pight: 2.54 em -
. ) hY - Gutter: 0cm = Gutter position: Left |E|
o Right: I€ phai L
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/ 6.1 Thiét 1ap trang in (tt) \

ANUt Orientation: chon
hudng 1in doc hay ngang
o Portrait: doc
o Landscape: ngang

ANt Size: chon kho gidy in
trong danh sach

u

Fage Layvouwut

o Ij
s |Crientation Size ol
- sl
| Fortrait

Landscaps=s

IIIII

Margins Orientation | Size

CCCCCCC

Mailings

£ Line Numbers

LLLLL
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' / 6.1 Thiét 1ap trang in (tt)

6.1.2. Thiét 1ap nén in (page
Background)
[ Chon mau nén cho trang (Page color)
o Thuc hién: Page Ia}yout -> page
color: chon mau can tao trang

Page Layout References Mailings Feview View

E Ij J ;:-:j f:::ju:nbers = j @ J I*r

Orientation 5ize Columns _ Watermark Page  Page
- - - b H].-'FlhEﬂEltIEIr'I"' L ':':llclr"' Eﬂrders

Page Setup u Page Background
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/ 6.1 Thiét 1ap trang in (tt) \

d Pong dau mo (Watermark)

Cho phep tao 16p chit mo duGn  |Pined Waterman ol
van ban el
o Thuc hién: Page layout ->
Wate r m a r‘ k - > Costu m _ Scale: Auto Washout
() Text watermark
Wa.te r m a. r k : Language: |English (U.5.)
» No Watermark: B6 qua T[S
Watermark - ':1'3
> PICtU re Watermark: TaO Color: Automatic Semitransparent
Watemark lé hinh énh Layout: (@ Diagonal Horizontal
» Text watermark: Tao watermark

la dang van ban
» Remove watermark: xoa
Watermark

Cura s6 Watermark
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/ 6.1 Thiét 1ap trang in (tt) \

6.1.3. Dong khung

o Vao page layout -> Chon Page
border
> Néu dinh dang cho doan -> Border

» Néu dinh dang cho trang -> Page
border

Hop thoai Border and shading
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/ 6.1 Thiét 1ap trang in (tt) \

E Review View

j (,}’j j Indent Spacing 1 ~
ers = = left: Ocm : t: Before: O pt :
Watermark Page Page . o = —1| Position A
on - - Color~ Borders | % Right: 0 cm v | p= After 10 pt - ot
r Page Background Faragraph
-
Borders and Shadi i S

Bo trang

Tao hop bao L

ngoai —
N

(" Chon cac kiéu

Setting: Style: Preview . 2 . X
MNone ‘ —_— | duo,ng thang thlet
—_ | lép

=
e | — T —=
=

5

=

m| »

\ |
\

Shadow .

Tao khung
bong

Color: ;
5 G
= Automatic E| A A »
Width: DO rong cua
cstom |yt L duong

— =

Act: " whole documeie ~ ~
Tao khung (one) ; ‘/—H,

3D \ ' Vién nghé thuat

[ oK ] [ Cancel

Tao khung tiy bién /J

-
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/ 6.1 Thiét lap trang in (tt) \

6.1.4. Mau nén Tl_
Chon tab Shading "
o Muc Fill: Chon mau nén Pazt;r: o [
o Muc Patterns: Chon kidu |
dang
o Apply to: Chon cach thirc —_—
thuc hién: - .
» Paragraph: cho doan o J[ el |

» Text: cho chur

www.eng.goodpeople.or.kr ] i | Slide 97 / 103




6.2 Bé trang (Break page)

Break page la gi? ‘l*-—

Insert Page Layout Refq

Page break dung dé dit 1 muc sang dau trang = j k< §

moi1 nhanh hon thay vi ban phai 4 an enter nhiéu lan, = o

Tables

ngoai ra nhu:ng phan ban chinh stra trude cho dit

break page sé& ko lam anh hudng téi bo cuc cia tir @ .
cho dit break page tro di.

Cach lam:
Dit dau nhay tai noi ban muon break sang

trang mo1 (vi du muon break phan 2 sang trang
mdi thi dit ngay phan 2).

o Vao menu Insert/Break, hoac CTRL +
ENTER
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/ 6.3 Break section (chuong & phan) \

Break section

Break section dung dé ngat tai liéu dai thanh cac phan khac nhau (chuong
hodc phan), va moi phan c¢6 thé ap dung cac kiéu dinh dang khac nhau nhu

hudng in, so trang, tiéu dé, cot bao....

Céch lam:
d Dat con trdé vao vi tri mudn chia doan:
O Vao Page layout -> Break -> Section Breaks:
o Next page: Section mdi bat dau tir dau trang ti€p
theo.
o Continuous: Section moi bat dau ngay tai vi tri
con tro.

o Even page: Section méi bat dau tir trang chén tiép

theo.

o Odd page: Section méi bat dau tir trang 18 tiép
theo.

Page 4
» Mark the point at which one page ends
ﬁ and the next page begins.

=

B e [

I
L%

e

I
g

Column
Indicate that the text following the column
break will begin in the next column,

Insert a section break and start the new
section on the next odd-numbered page.
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/ 6.3 Break section (chuong & phan) \

Break section

Break section dung dé ngat tai liéu dai thanh cac phan khac nhau (chuong
hodc phan), va moi phan c¢6 thé ap dung cac kiéu dinh dang khac nhau nhu

hudng in, so trang, tiéu dé, cot bao....

Céch lam:
d Dat con trdé vao vi tri mudn chia doan:
O Vao Page layout -> Break -> Section Breaks:
o Next page: Section mdi bat dau tir dau trang ti€p
theo.
o Continuous: Section moi bat dau ngay tai vi tri
con tro.

o Even page: Section méi bat dau tir trang chén tiép

theo.

o Odd page: Section méi bat dau tir trang 18 tiép
theo.

Page 4
» Mark the point at which one page ends
ﬁ and the next page begins.

=

B e [

I
L%

e

I
g

Column
Indicate that the text following the column
break will begin in the next column,

Insert a section break and start the new
section on the next odd-numbered page.
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™ Rt

Home Insert Page Layout References Mailings Review View
=l save
Print
Save As A
Copies: 1 g
Open
&5 op Print
[ Close
Info Printer w
@ / Canon LBP2900 on vt05
-
Recent »2 Server Offline
Printer Properties
New
Settings
Print .
- Print All Pages -
Print the entire document
Save & Send
Help Print One Sided o
. Only print on one side of the page
2] Options A4 i
[=4f= Collated
B et = 7

123 1323 123

N
Portrait Orientation -

Letter

2159 cmx27.94 cm i

| Custom Margins -
u 1 Page Per Sheet -
Page Setup

Néi dung September 3

dao tao 201 4

Word 2010

Gido trinh Word 2010 Suge su t3m vi bénsoan mitcich oS dong dongidn  Trung tdmtin hoc
va d& h€u, mang tinh thec hanh cao, nhim cung c3p cic kén thix t5t nhit thwe hanh VT, luu
cho hoc vign cia Trung tm. hanh ndi bé.

i
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6.5 Xuat ra dang khac

Khi lwu thong thuong, ta cd phan dudi mé rong 1a .doc véi

word 2003 va .docx vl word 2007 —word 2010

Pé luu dudi cac dang file khac nhau nhu PDF, XML, XPS...
thi trong qua trinh luu ta phai thiét 1ap tiy chon

Cach lam:

File name: Docl

Save as type: | Word Document

Word Document

O Khi luu (Save/save aS) A Woard Macro-Enabled Document

trong phan Save as
type cua cua so Save

as ta chon cac dang
file.

Word 97-2003 Document
Word Template

Word Macro-Enabled Template
Word 97-2003 Template
He Folders PDF

XPS Document
P Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Wiord 2003 XML Document
OpenDocument Text
Wiorks 6 - 9 Document

b .
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7. Review tai1 licu

Review tai li€u: nén hi¢u la qui trinh ma cho phép nhiéu
nguo1 cung tham gia vao viéc tao ra mot tai liu.

Vi du: qui trinh gitra Sinh Vién & Giao Vién

- Sinh vién giri luan van tot nghiép cho Gido vién.

- GV s& dua ra cac goi y stra doi (comment) va c6 thé stra doi (changes)
luon vao mot so cho trong luan van.

- Khi SV nhén duoc ban di stra d6i thi biét duge chd ndo can bo sung
stra 361, chd nao da bi stra d6i, va SV co thé chap nhan (accept) hoac tu

ch01 (reject) su thay doi dé c6 duoc phién ban cudi cung (final) dung dé
in an.
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