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Tai li€éu nay thudc loai sach gido trinh nén cac nguén thong tin co thé
dugc phép dung nguyén ban hodc trich dung cho cac muc dich vé dao tao va
tham khao.

Moi muc dich khac mang tinh 1éch lac hodc st dung v&1 muc dich kinh
doanh thiéu lanh manh s& bi nghiém



LOI NOI PAU

Cho t6i nay, hau nhu ai st dung may vi tinh cho cong viéc cia minh déu sir
dung phan mém vin phong nao d6 nhu xir 1y vin ban, trang tinh dién tir, quan tri
co sO dit liéu, sir dung Internet, thu dién tir, thiét ké trang web... Hiéu biét va st
dung thanh thao tin hoc van phong la nhitng diéu can thiét dau tién khi bat dau
stt dung may vi tinh. Nhitng phan mém méi thudng xuyén duoc dua vao cac
tinh ning mai tin dung cau hinh may tinh ngay cang manh hon lam cho viéc sir
dung may vi tinh trong cong viéc van phong ngay cang don gian hon. Nhleu
cong vige truoce day phai lap trinh rat Vat va va phuc tap, nay da dugc giai quyet
bang mot vai thao tac va cung chi can vai thao tac nguoi su dung co the dén
dugc ing dung minh can quan tam. Dleu d6 lam thay doi tan goc cach tiép nhan
va truyén dat cac tri thirc vé phan mém Gng dung. Vi vay hoc dé giam thoi gian
tién hanh cong viéc ctia minh so v&i khi theo cach cii, dong thoi véi ngudi bat
dau thi khong phai mat thoi gian tim hiéu, hoc tap nhitng thir d3 lac hau va kém
hi€u qua.

Mo dun tin hoc van phong 1a mot m6 dun chuyén mon cua hoc vién nganh
sira chita may tinh va quan tri mang. M6 dun nay nham trang bi cho hoc vién
cac truong cong nhan k¥ thudt va cac trung tam day nghe nhitng kién thie vé tin
hoc van phong..véi cac kién thirc nay hoc vién co thé ap dung truc tiép vao linh
vuc san xuat ciing nhu doi séng. Mo dun nay ciing c6 thé lam tai liéu tham khao
cho céac can bo k¥ thuat, cac hoc vién cua cac nghanh khic quan tam dén linh
VUc nay.

Mic du dd co nhitng ¢ ging dé hoan thanh gido trinh theo ké hoach,
nhung do han ché vé thoi gian va kinh nghiém soan thao gido trinh, nén tai liéu
chic chin con nhitng khiém khuyét. Rat mong nhan duoc su dong gop v kién
clia cac thay co trong Khoa ciing nhu cic ban sinh vién va nhitng ai st dung tai
liu nay.
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MO PUN: TIN HQC VAN PHONG

Ma moé dun: MD 09
Vi tri, tinh chit, y nghia va vai tro mé dun:
- Vitri:
+ Mo dun duge bd tri sau khi sinh vién hoc xong cdc mon hoc chung, Anh vin
chuyén nganh. Trudc cac mén hoc/md dun dio tao chuyén mon nghé.
- Tinh chat:
+ La mo6 dun co so.
- Y nghia va vai trd mb dun:
+ Trong cong viéc hién nay Tin hoc van phong 1a cong cu khong thé thiéu
dic biét 1a trong nghé Stra chira va 1ap rdp may tinh.
+ MO dun Tin hoc vin phong giup sinh vién nghé Sira chita lap rap may
tinh 1ap bao cdo, danh sach cong viéc, tinh toan dugc dé dang.

Muc tiéu cia mo dun:
- Soan thdo dugc cac van ban theo dung ti€u chuan, quy cach trinh bay van
ban.
- Sir dung thanh thao phan mém soan thao vin ban (Microsoft Word) dé
tao cac tai liéu dat tiéu chuin van phong.
- Sir dung thanh thao phan mém bang tinh (Microsoft Excel) dé tao lap,
biéu dién céc kiéu dir liéu: s, chudi ky tu, thoi gian, biéu db...
- Sir dyng thanh thao phan mém trinh dién (Microsoft PowerPoint) dé tao
lap, trinh dién bao céo, chuyén dé mot cach chuyén nghiép.
- Nhanh nhen, linh hoat trong thao tac soan thao van bang, bang tinh
- Binh tinh khi thuyét trinh véi sy hd trg ciia phdn mém may tinh
NoOi dung mo dun

Thoi gian
Kiém
Ma bai Tén cac bai trong mé dun | Tong Ly Thue Tra*
s6 | thuyét | hanh | (LT hodc
TH)
MDO09 - 01 | Ky thuat soan thdo van ban 20 4 14
MDP09 - 02 | Xt Iy bang biéu (Table) 8 1 6 1
MDPO09 - 03 | Bao mat va In 4n 2 1 1
MDPO09 - 04 | K§ thuat xur 1y bang tinh 8 2 5 1
MDPO09 - 05 | Ham va Truy van dir liéu 20 6 12
MD09 - 06 | D6 thi va In an 6 1 5
MDP09 - 07 | Tong quan Powerpoint 6 1 5
MDPO09 - 08 | Hiéu tmg va Trinh dién 20 4 14 2




| Cong 90 | 20 | 62 | 8 |

Bai 1: KY THUAT SOAN THAO VAN BAN
Ma bai: MD 10 - 01.
Muc tiéu:
— Hiéu dugc trinh soan thao vin ban
— Nim dugc cac thao tac can ban trén mot tai liéu
- Sur dung dugc céac ddi tuong va hi€u ing dé trinh bay van ban
— Nim duoc cac cach thirc dinh dang van ban
- Nhanh nhen trong thao tac go van ban.
- Thich tha v& nhitng tién ich hd tro soan thao vin ban nhanh.

1. Gioi thiéu Microsoft Word
Muc tiéu:
—  Hiéu duwoc trinh soan thdo van ban
- Nam dwoc cdc thao téc khdi dong va thoat khoi 1 tai liéu world.

1.1 B4 phan mém tin hoc viin phong Microsoft

Soan thao van ban la cong viéc dugc st dung rat nhiéu trong co quan, xi
nghiép, truong hoc ciing nhu nhu cu ciia bat ky c nhan nio hién nay.

Tur thud xa xua con nguoi da biét sir dung may moc vao viéc soan thao
vin ban (may gb chit). G dén dau vin ban duoc in ra ngay dén do trén gidy.
Céac cong viée dich chuyén trén vian ban, cling nhu cac k§ ning soan thao vin
ban con rat thd so, don gian. Pé tao ra dugc mdt vin ban, doi hoi nguoi soan
thao phai c6 nhitng k¥ nang sir dung may go rat tét (khong nhu may tinh bay gio
hau nhu ai cling co thé hoc va soan thao dugc mdt cach rd rang). Soan thdo la
nhu vy, con vé in 4n ciing ¢6 vo cung kho khin. D6 14 ngay xua. Khi ma cong
nghé théng tin con chua phat trién.

Ngay nay khi ma cong nghé théng tin con dang phat trién rAm rd, cong
nghé thay doi tig ngay, nhiing bai toan, nhitng khé khin cta con nguoi dang
dan dan dugc may tinh hoa, thi viéc soan thao nhitng van ban bang may tinh da
tr& thanh nhitg cong viéc rat binh thuong cho bat ky ai biét sir dung mdy tinh.
Mot trong nhitng phan mém dwoc may tinh duoc st dung rong rai nhat hién nay
1a Microsoft word cta hing Microsoft hay con goi 1a phin mém winword

Ra doi vao cudi nam 1980, dén nay phﬁn mém Winword da dat dugc toi
su hoan hao trong linh vyc soan thdo van ban ciing nhu trong linh vuc van
phong ctia bd phan mém Microsoft Office noi chung. Co thé 1iét ké dic diém ndi
bat ctia phin mém nay nhu sau:

Cung cap day du cac k¥ ning soan thao va dinh dang vin ban da dang, d& st
dung.
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Kha ning d6 hoa d3 manh dan 18n, két hop v6i cong nghé OLE (Objects
Linking and Embeding) ban c6 thé chén dugc nhidu hon nhitng gi ngoai hinh
anh va am thanh 1én tai li€éu word nhu: biéu do, bang tinh,vv...

C6 thé kiét xuat, nhap dit liéu dudi nhiéu dang dinh dang khac nhau. Pic
biét kha ning chuyén dbi dir liéu giira word va cic phan mém khac trong bo
Microsoft Office da 1am cho viéc xtr Iy cac ting dung van phong tr& 1én don gian
va hiéu qua hon.

Dé dang két chuyén tai liéu thanh dang HTML dé chia sé dir liéu trén
dang ndi b9, cling nhu mang Internet.

o Khéi dong Microsoft word

Co rat nhiéu cach c6 thé khoi dong duogc phﬁn mém word. Tuy vao muc
dich lam vi€c, s& thich hodc sy tién dung ma ta co thé chon mot trong cac cach
sau day dé khoi dong:

Cach 1: Chon Iénh Start cua Windows: Start | Programs | Microsoft

Word

Cich 2: Nhay kép chudt 1én biéu tuong ciia phan mém Word néu
nhu nhin thdy né bt ky ¢ chd nao: Trén thanh tac vu (task bar), trén man hinh
nén cta windows, vv...

Cich 3: Néu mu6én md nhanh mot tép vin ban vira soan thao gin dy nhat
trén may tinh dang lam viéc, co thé chon Start | Documents, chon tén tép vin
ban (word) can mé. Khi d6 word sé& khoi dong va mo ngay tép vian ban vira chi
dinh.

o Thoat khéi moi truwong lam viéc

Khi khong lam viéc véi Word, ban ¢ thé thuc hién theo mot trong cac cach
sau:

- M& muc chon File | Exit

hoac

- Nhén t6 hop phim tit Alt + F4

Moi truong lam viée

Sau khi khé1 dong xong, man hinh lam viéc cua word thuong c6 dang nhu
sau:
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T Desciimtasi 1 - HiDrrsof Ward =10 x|
| G Eci Yema e Docki Tate Wirekes Help ’
| bl = | e <= B SI|(EEANIEE=EEE O-#-A-.

DR SRy vBd| b FAOENRET == - EE.

chon cdng cu

He thong hing He thong thanh Thundic ke ‘

Cura so soan thao tai liéu Thanh trang
thdi
o]
I*
m«—ugwxxncidl‘a&a%ﬁauin J
Fagm 1 S i I e =] = |

Thuong thi m6i truong lam viée trén word gom 4 thanh phan chinh:

- Cira s soan thao tai liéu: La noi dé ché ban tai lidu. Ban c6 thé gd vin
ban, dinh dang, cheén cac hinh anh 1én day. Noi dung trén ctra ) nay s€ dugc in
ra may in khi str dung Iénh in.

- Hé thong bang chon (menu): Chira cac 1énh dé goi téi cac chuc ning
cua word trong khi lam viéc. Ban phai dung chudt dé mé& cac muc chon nay, doi
khi ciing c6 thé dung t6 hop phim tit dé goi nhanh tdi cac muc chon.

- Hé théng thanh cdng cu: Bao gdm rat nhiéu thanh cong cy, mdi thanh
cong cu bao gém cac nut 1énh dé phuc vu mdt nhém cong viéc nao do. Vi du:
Khi soan thao van ban, ban phai str dung dén thanh cong cu chuan Standard va
thanh cong cu dinh dang Formating; hoac khi v€ hinh can dén thanh cong cu
Drawing dé lam viéc

- Thwée ké: Gom 2 thude (ruler) bao vién trang vin ban. St dung thudc
nay ban c6 thé diéu chinh duoc 18 trang vin ban, ciing nhu thiét 1ap cac diém
dich (tab) mot cach don gian va tryc quan.

- Thanh trang thai: Giup ban biét dugc mot vai trang thai can thiét khi
lam viéc. Vi du: ban dang lam viéc ¢ trang méy, dong bao nhiéu,.....

Thanh cong cu va 4an hién cic thanh cong cu:
Vao View \ Toolsbars dé 4n / hién thanh cong cy
Vao View \ Ruler : An/ hién thudc.

Vao View \ Zoom : Phong to thu nhd man hinh.

2. Cac thao tac can ban trén mot tai li¢u
Muc tiéu:
- Nam dwoc cac thao tac can ban trén mot tai licu
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2.1. Tao mot tai liéu mai

Lam viéc vdi word 1a lam viéc trén cac tai liéu (Documents). Moi tai liéu
phai dugc cét 1én dia voi mot tép tin c6 phan mé rong .DOC. Thuong thi cac tép
tai liéu ctia ban sé duge cét vao thu muc C:\My Documents trén dia cung. Tuy
nhién, ban c6 thé thay ddi lai thong ) nay khi lam viéc v&i word.

Thong thudng sau khi khi dong word, mot man hinh trang xuat hién. D6
cling 1a tai liéu méi1 ma Word tu dong tao ra. Tuy nhién dé tao mot tai liéu moi,
ban c6 thé st dung mdt trong cac cach sau:

- M& muc chon File | New..;

hoac
- Nhén nut New E trén thanh cong cu Standard;
hoac

- Nhén t6 hop phim Ctrl + N

2.2. Mé tai liéu di ton tai trén dia

Tai liéu sau khi da soan thao trén word dugc luu trén dia dudi dang tép tin
co phﬁn mé rong la .DOC. Pé md mot tai liéu Word da c6 trén dia, ban co thé
chon mot trong cac cach sau day:

- M& muc chon File | Open;
hoac

- Nhén t6 hop phim tit Ctrl + O
Hop thoai Open xuit hién:

Open 1S
; E_]H,-[:u:{um*}!w:s ;I - EMQHEE'TW'
L WACT Prajeits B Jadding the Riepert Wiewts o 5 VELdoc
[ Puciale Librarian B b oo
g riniy woed W) T Wi B i e
Y Hiskoey B Crustal Repoets User.doc
Cylrbervidea B e e ch S04 o
CiHang may tinh W | Do by, o
My Daba Sources B i doc
LMy wbooks B pen & Conrmction Dbt rthin AL doc
2 My Music W et vour PO wasdee
My Pictres B prostiect wour PCodoc
[y Revsived Files B sstuctvonstlon. doc
L0 Fiy Wabs 4 tan bareg trong word doc
A Quian by mha truong pho thang E_'ILk‘i'q-:ﬁ-shlﬂm?. in WE.doc
atamp B v b b e ke
[ wisusl Studbo Prjects W ety e, i

Fibe para: | -,ﬂ e
Fhes of typet [l wiord Documents (*.doc; =.dot; = Fiom; * e *.al; * x| concel " |

Hay tim dén thu muc noi chura tép tai li¢u can mé trén dia, chon tép tai
liéu, cudi cing nhin nat 1énh (2= 48 tiép tuc. Tép tai lidu s& duoc mo ra
trén man hinh Word.

Mat khac, ban cling c¢6 thé thuc hién m¢ rat nhanh nhiing tép tai li¢u da
lam viéc gan day nhat bang cach m¢ muc chon File nhu sau



[l Bt Wiw Insast Format Took Tabhe

) s, it
& Cpen... Chrhed
= E ok
Sarvie s
Page Sahp...
o k.. Chlep

& CHHy Documenddihal). . hadd dec %
2Tty Documentsthall, . bde cuongdoc
A S Bl s ke tiang vt cig
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Nhin chudt [&n tép
i lidu cdn md !

¥

Tiép theo nhan chudt 1€n tén t&p tai li€u can mo

2.3. Ghi tai li€u 1én dia

D¢ ghi tai li¢u dang lam viéc 1€n dia, ban c6 thé chon mot trong cac cach

sau.:

- M& muc chon File | Save..,

hoac

- Nhén nut Save EI trén thanh cong cu Standard;

hoac

- Nhén t6 hop phim tit Ctrl + S
S€ co hai kha nang xay ra:

Néu day la tai liéu ma1i, hop thoai Save As xuét hién, cho phép ghi tai licu

nay boi mot té€p tin maéi:

= & [ _1I£l

Smami |11 My Documerts = & B |8 ¥ E - Tk
AT Projects Tharaafetl'reewaysm

i] __iMang may tinh Ugm; Crystal Report in ¥l

Histiory iy Data Sources =.ne hinh trong ward. daoc
=My eBeoks B ity Wi o

=3, My Music

0 By Pichures

By Documents | [y Webs

_iCiuan by nha truang pha thong

Vo 0 ¥isud Shudio Projacts

-‘—‘_r] 8]z, Ta S i i, b

Deskiop % |Dear Hai,dos
JDI’D':Ed‘. worar PO doc G 14n [EF;\

L] il kg tin v day!

| | sahupSnetiog oo a
Favorikes :Itm bang trorg word. dec
= 4 | I LI
= Fie : |—"'r =
o pems: [T =] Save
Flaces See 25 [ype: [iard Document (= doc) =] corcel |

Hay xac dinh thu muc (Folder) — noi s& chira tép tin méi nay roi gd tén
tép tin vao muc File name: (vi du Vanbanl 161 nhan nut Save dé két thuc viéc

ghi nd1 dung tai liu.

Néu tai liéu cua ban di duogc ghi vao mot tép, khi ra 1énh cAt tat ca nhitng

su thay ddi trén tai liéu s& duoc ghi lai 1én dia
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2.4. Dong van ban
- Vao bang chon File | Close
hoac
- Nhén t6 hop phim tit Ctrl + W

3. Soan thao tai li¢u
Muc tiéu:
~  Sir dung bg g6 tiéng viét
— Nhanh nhen trong thao tac goé van ban.

3.1. Bo gb tiéng viét

Ban dau, may tinh chua c6 bang mi tiéng viét ma chi co duy nhat bang
mé chudn ASCCI. Bang mi nay bao gom 128 ki ty Latinh (cac phim chit, cac
phim sb va mot s6 cac ki hiéu dic biét).

DPé ¢6 thé dua duogc tiéng viét st dung trén may tinh, cac nha lap trinh
phai xdy dung phan mém g tiéng viét va cac bd phong chir tiéng viét di kem.

Hién nay c6 kha nhiéu cac bd gb tiéng viét dang duogc sir dung nhu: VNI-
dugc st dung rong rdi & phia Nam, VietWare- duoc st dung nhiéu & mién trung
va ABC, Vietkey thi duoc st dung rong rdi ngoai Bac. T6i nay Unikey ciing
dugc nhiéu nguoi str dung vi tinh tién dung va dung luong nho.

Do mdi noi st dung nhitng bd gd riéng (bang mi tiéng viét ciing khac
nhau) nén viéc trao doi théng tin gip rat nhiéu khé khian. Méi day chinh phu da
khuyén cdo sir dung bo gb va phong chit Unicode. Vi hé thdng méi nay viée
trao d6i thong tin da tro nén don gian hon rat nhiéu. Tuy nhién n6 van gip phai
mot s6 kho khan vi tinh tuong thich véi cac hé théng phan mém cii trén may
tinh khong cao. Pén ‘nay, Unicode da la giai phap tiéng Viét thong dung nhit.

Phan mém tiéng Viét chung toi gigi thidu trong cudn gido trinh nay la
ABC hoic Vietkey v6i kiéu go Telex. May tinh ctia ban phai cai dat phan mém
nay dé co dugc bo gd va bd phong chir di kém.

lIIEIVK 1a

khi ban c6 thé g5 duoc tiéng viét. Néu bidu tuong xuit hién chir &) (kidu g6
tiéng Anh), ban phai nhan chudt 1én biéu tugng l1an nita hodc nhan t6 hop phim
nong Alt + Z dé chuyén vé ché do g tiéng viét. Quy tic go tiéng Viét theo kicu
TELEX nhu sau:

. \ A \ 3 5 A [N < R i -
Khi nao trén man hinh cua ban xuat hién bi€u tuong 4‘ hoac
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Go Puoce chir Go Puoe dau
aa |4 f | huyén
aw | A 8 sic
oo |6 r hoi
ow | o X nga
W 1§ i nang

Vi du:
Mudn gb tir: “Céng hoa xi héi chii nghia Viét Nam”
Ban phai bat tiéng viét va gd 1én tai liéu nhu sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”
* Néu go z, tir tiéng Vigt sé bi b6 diu.
% Su dung ban phim
Bat tiéng viét (néu ban mudn gb tiéng viét) va sir dung nhiing thao tac
soan thao thong thuong dé soan thao tai liéu nhu la:
- Céac phim chtr a, b, c,..,z
- Cac phim s tir 0 dén 9
- Cac phim dau: ¢, ><?[]{}
- Sir dung phim Shift dé gb chit in hoa va mot sé ddu
- Str dung phim Caps Lock dé thay doi kiéu go chit in hoa va chir thuong
- Str dung phim ! Enter d¢ ngit doan vin ban
- Sir dung phim Tab dé dich diém Tab
- Sir dung phim Space Bar dé chén ddu cach
- Str dung cac phim mili tén: <N > dé dich chuyén con tro trén tai liéu
- Sir dung phim Page Up va page Down dé dich chuyén con tro vé dau
hoic cudi timg trang man hinh
- Phim Home, End dé dua con tro vé dau hoidc cudi dong vin ban
- Phim Delete dé x6a ki tu vin ban dung ké sau diém tro
- Phim Backspace dé xoa ki tu dung ké trudc diém tro

3.2 B font tiéng Viét va font Unicode

Dé hién thi tiéng viét theo by go tiéng viét thi can cac Font chit tiéng
viét. Nhu v6i bang ma TCVN3 thi can st dung kiéu gb Telex va sir dung cac font chir
.vntime, .vntimeh, .... Chi y cac font chit thuong c6 .vn & dau. Con v6i bang ma VNI
Windows thi str dung kiéu g& VNI va can céc font chit c6 chit VNI dau. Nhung trong
cac hé diéu hanh nhu Windows thi khong c6 cac font chir ndy nén dé gé tiéng viét thi
ta phai cai thém cac font chir tiéng viét nhu cac font chir c6 .vn dau hoic cac font chir
VNI. Thong thuong véi bo gd Vietkey khi cai dat thi s€ dugce cai dat ludn cac font chir
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tiéng viét. Ngay nay kiéu gb Unicode dugc sir dung rong rai thi sir dung luén mot sb
font chir cua hé dieu hanh Windows nhu font TimeNewRoman, Arial, ..

Bai tap

Bai tap thwc hanh 1:

*

1. Céac thao tac vé thuéce:

<>
<>

Bat/tit thude: View/Ruler.

Chon don vi do thude 13 Centimeters néu don vi do trén thudce 13 Inches,
chon don vi do trén thudc 13 Inches néu don vi do trén thudc 1a
Centimeters:

Tools— Options— General> Measurement units —

Centimeters/Inches

<>

Bat ché d6 hién thi theo trang in: View— Page layout

2. Thanh cong cu:

e e

Chon View—Toolbars sau dé tit tit ca cac thanh cong cu dang mé
Chon View—Toolbars sau d6 m¢ 3 thanh cong cu: Standard,
Formatting va Drawing.

Dung chudt “kéo” thanh Drawing dit & canh trai cira s, kéo thanh
Drawing vé chd cii.

Rightclick 1én mot thanh céng cu dang mo sau d6 tit thanh cong cu
Drawing, Rightclick 1én mot thanh cong cu dang mé sau d6 m¢ thanh
cong cu Drawing.

3. Nhip vao doan tho sau:

AO TRANG

Lau qua khong vé tham xom dao

T ngay binh Itra x6a qué huong

Khoi bom che 14p chan troi cii .
Che ca trudng xua noc gidgo duong ~ Yéu cau:

Muo1 nam cti em con di hoc

<> Luu vao thu muc gbc 6 dia hién
hanh véitén AOTRANG.DOC

Ao trang di€m t6 doi nir sinh < Dong tap tin AOTRANG.DOC.
Hoa tim cai du}{én 1€n 40 trang < Mé tap tin AOTRANG.DOC vira
Em 1a c6 gai tudi bang trinh dong.

Trudong anh ng6d mat gido duong < Ghi tép tin AOTRANG.DOC véi
Gac chudng thuong nhd 1au chudng tén moi la AOTIM.DOC

Buon ba thay chuéng nhac dao

< Dong tap tin AOTIM.DOC.

ROn ra thay chudng nha truong
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Lan nita anh ghién nghe tiéng chudng
Lam tho sau mudn dét tinh thuong
Pé nghe khe khé 161 em nguyén
Tho than chd em trude thanh duong
MG&i lan tan 18 chudng ngung dd
Hai bong cung di mot 16i vé

E I¢ em cau kinh nho nho

Ngai ngung anh dirng lai khong di
Sau muo1 nam 1é anh thoi hoc

Nt n6 chudng duong buoi biét ly
Ron ri timg hoi  chu6ng x6m dao
Tién nang 4o tring budc vu quy.
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Bai tap thwc hanh 2

Mo tap tin AOTRANG.DOC trong thu muc géc 6 dia hién hanh va dijnh dang lai nhu

sau.

AO TRANG

Lau qua khong vé thim xém dao
Tw ngay binh lira x6a qué huong

Khéi bom che lép chan troi cii

Che ca troong xua noc giao dudng

Muwoi nam cit em con di hoc
Ao tring diém t6 doi niv sinh
Hoa tring cai duyén Ién do tim
Em la cé gdi tudi bang trinh

Trudong anh ngd mat giao dudong

Gé4c chudng thuong nhé 1Au chudng

Budn bi thay chudng nhac dao

RoOn ra thay chudéng nha truong

Cic s c6 thudong gip va cach khic phuc

dinh diu cdch (space

Stt Thong bao 16i Nguyén nhan Cich khic phuc
Nhay chudt vao
vung xanh cua

N A thanh cong cu bi
n . .| P01 khi do vO tinh thanh | .. .. & NN
Thanh cong cu bi troi| . A Z 1. | tr0o1, gir nguyén ré
1 . ot Co cong cu bi tr61 muodn kéo | ., , . \
lam thé nao? 10 ta lam nhu sau Ién phia trén man
hinh, khi dén vi1 tri
can dat thi nha
chuot.
Tw dong xudt hién diu . Ban vao Tools ->
cdch giita mot chit Do chua bé danh dfu | OPUODS, chon tab
2 Mo. ta hign twﬁmg" Moi) []iSmart cut and paste: tron Edit, b6 dau chon o
khi g6 xong mot chii, de ) TONg | myc
danh chir tlép theo ban Tools \ OpthllS \ Edit [] smart cut and paste

"Smart cut and
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bar), ldp twc trong chir
vira danh xong bi tach
ra lam hai (thuwong xdy
ra sau nhitng nguyén
am), ban co thé an nit
Backspace dé chinh sita,
tuy nhién lién tuc nhw
vy lam ban rit kho
chiu, dac biét la sau
nhitng nguyén am.

paste" -> OK.

Xuat hién nhiing gach
xanh d6 dudi chan cac
chit trong van

Mo ta hién twong: Xuat
hién nhitng déu gach
chan chit trong van ban
mau xanh, mau do. Thuc
chat day 1a do thiét lap
ché do kiém tra 18i chinh
ta va 16i ngit phap vin
ban, nhung trinh soan
thAio Word mac dinh
danh cho ngdn ngit tiéng

Trong Tools -> Options,
chon tab Spelling &
Grammar,chua bo dau
chon & 2 muc "Check
spelling as you type"
phan Spelling va "Check
grammar as you type"

Ban vao Tools ->
Options, chon tab
Spelling &
Grammar, bé diu
chon 6 2 muc

"Check spelling
as you type" phan
Spelling va

"Check grammar
as you type" ->

Anh nén khi ta danh OK.
tieng Viét mé1 bi nhu
vay.
>
Chit "1" thuong tu dOong Tools
nyn AutoCorrect
bién thanh chit "I" hoa .

A : Tools -> AutoCorrect | Options, chon tab
Mo ta hién twong: Khi ) ,
ban danh tir c6 chit "i" Options, chon tab | AutoCorrect, 0

AutoCorrect, ¢ muc | muc Replace danh

thuong, sau khi két thuc
chit, danh dau cach, no tu
dong bién thanh chix "I"
hoa, du & vi tri cudi chir
nhu: gol, tuol, tol...

Replace ta tao ki tu viét
tat chua xoda.

chir "i" , lap tac
bén phan With s&
xuat hién chit "T",
kich  vao nut
Delete 13 xong.

Hién tugng léch dau trén
ky tu chir hoa
Khi str dung cac font chit
thudc bang ma TCVN3,
VNI-Windows luc

Truong hop nay la do tién
ich  AutoCorrect cua
Word.

Vao menu Tools -
AutoCorrect

Options. Chon thé
AutoCorrect, bo
danh  ddu  muc
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ching ta bo dau thi sé Correct TWo
thdy dau bi léch sang bén INitial CApitals.
phai lam cho van ban Nhan OK

thiéu thim my.

4. Dinh dang van ban.
Muc tiéu:
- Nam duwoc cac cach thiec dinh dang van ban

Nhap vin ban bao gdm cac thao tac dé gb dugc vin ban 1én tai liéu. Con
dinh dang vin ban bao gdm céc thao tic giup ban lam dep vin ban theo y mudn.
4.1. Dinh dang phong chir

G1up ban c6 dugc nhitng k§ ndng dinh dang van ban dau tién, don gian
nhét nhu 1a: Phong chit, mau sic, ¢ chit, 18,..

Hay g6 doan van ban sau:

M3u viin ban dinh dang

4.1.1. Dung chir in nghiéng, in dam va gach chdn

Pé chon kiéu chit (kiéu chir in ddm, kiéu chit nghiéng, kiéu chit c6 gach
chan) cho doan van ban trén, hdy lam nhu sau:

Buwde 1: Chon (boi den) doan van ban

Buoc 2: Dung chudt bam 1én nut kiéu chif trén thanh cong cu Standard:

Bl .
—~|' Kiéu chit in ddm (phim nong Ctrl + B)
MAU VAN BAN PINH DANG

iJi Kiéu chir nghiéng (phim nong Ctrl +I)
MAU VAN BAN DINH DANG

EI: Kiéu chit gach chan (phim nong Ctrl +U)

MAU VAN BAN DINH DANG

Mit khac c6 thé thiét 1ap vin ban bai to hop nhiéu kiéu chir: vira béo, vira
nghiéng hodc vira c6 gach chan nhu la:

MAU VAN BAN PINH DANG

MAU VAN BAN PINH DANG

MAU VAN BAN DINH DANG

4.1.2 Dung chir co cac mau khdac nhau
D¢ chon mau sac chit cho doan van ban trén, hdy lam nhu sau:
Buwdée 1: Chon (boi den) doan van ban trén;

. A~
Buwdc 2: Dung chudt bam 1én hop Font Color ——I trén thanh cong cu
Standard. Mgt bang mau xuat hién cho phép chon lya




