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Tuyén b6 ban quyén

Gido trinh nay sir dung lam tai liéu giang day ndi bg trong trudong
cao dang nghé Cong nghiép Ha Noi

Truong Cao dang nghé Cong nghiép Ha Noi khong sir dung va
khong cho phép bét ky ca nhan hay té chirc nao sir dung gido trinh nay vai
muc dich kinh doanh.

Moi trich dan, str dung gido trinh ndy v&i muc dich khac hay & noi
khac déu phai duoc sy dong ¥ bing vin ban cua trudng Cao ding nghé

Cong nghi¢p Ha Noi
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BAI1: SOAN THAO VAN BAN, TAI LIEU CHUAN VOI
MICROSOFT WORD

1. Co bian vé Microsoft word
1.1. GIOI THIEU PHAN MEM MICROSOFT WINWORD

Soan thdo van ban lp cong viéc d—gc st dung rat nhiéu trong cac co quan,
xi nghiép ciing nh— nhu cau cta bt ky c4 nhan npo hién nay.

Tur thuia xa x—a con ng—0o1 da biét sir dung may moc vpo viéc soan thao van
ban (may gb chit). Go dén dau, vin ban d—gc in ra ngay dén d6 trén gidy. Cac
cong viée dich chuyén trén vin ban, ciing nh— cac k¥ ning soan thao vin ban con
rat tho so, don gian. Pé tao ra d—oc mot vin ban, doi hoi ng—o1 soan thdo phai co
nhitng k¥ ning str dung may go rat t6t (khong nh— may tinh bay gio, hau nh— ai
cling co thé hoc vu soan thdo d—¢gc mot cach 1o rung). Soan thdo lp nh— vay, con
vé in 4n ciing c6 vo cung khé khan. Do 1p ngpy x—a, khi mp cong nghé thong tin
con ch—a phat trién.

Ngyy nay, khi mp cong nghé thong tin dang phat trién ram rd, cong nghé
thay d6i timg ngpy, nhitng bpi toan, nhirng kho khin ciia con ng—oi dang dan dan
d—oc may tinh hoa, thi viéc soan thao nhitng vin ban bang mdy tinh da trd thunh
nhiing cong viéc rat binh th—-ong cho bat ky ai biét sir dung may tinh. Mot trong
nhitng phan mém may tinh d—ogc s dung rong rdi nhat hién nay Ip Microsoft
Word ctia hing Microsoft hay con goi phan mém Winword.

Ra doi tir cudi nhitng nam 1980, dén nay phﬁn mém Winword da dat d—oc
to1 sy hopn hao trong linh vic soan thao van ban cling nh— trong linh vuc van
phong cua b phan mém Microsoft Office néi chung. C6 thé 1iét ké cac dic diém
noi bat cua phan mém npy nh— sau:

- Cung cip day du nhit cac k¥ ning soan thao vu dinh dang vin ban da
dang, dé sir dung;

- Kha ning d6 hoa di manh dan 1én, két hop v6i cong nghé OLE (Objects
Linking and Embeding) ban c6 thé chén d—oc nhiéu hon nhitng gi ngopi
hinh anh vp 4m thanh 1én tui liéu word nh—: biéu dd, bang tinh,.v.v.

- C6 thé két xuat, nhap dir liéu d—di nhiéu loai dinh dang khac nhau. Pic
biét kha ning chuyén doi dir liéu gitta Word v6i cac phan mém khac trong
bd Microsoft Office da lum cho viéc xtr 1y cadc tng dung van phong tré
nén don gian vy hi¢u qua hon.

- D& dung két chuyén tpi liéu thunh dang HTML dé chia s¢ dit liéu trén

~mang ndi by, cing nh— mang Internet.
1.2. CACH KHOI bONG
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C6 rat nhiéu cach c6 thé khoi dong d—oc phan mém Word. Tuy vpo muc
dich lum viéc, s& thich hoac sy tién dung mp ta co thé chon mot trong cac cach
sau day dé khoi dong:

Cach 1: Chon lénh Start cia Windows: Start | Programs | Microsoft
Word

Cach 2: Nhay kép chudt 1én biéu t—ong ctia phan mém Word néu nh— nhin
thiy n6 bat ky & chd npo: trén thanh tic vu (task bar), trén mun hinh nén
cuaWindows, vv..

Cich 3: Néu mudn mé nhanh mét tép vin ban vira soan thao gan day nhat
trén may tinh dang lpm viéc, ¢ thé chon Start | Documents, chon tén tép vin
ban (Word) can mé. Khi d6 Word s& khéi dong v mé ngay tép van ban vira chi
dinh.

1.3. MOI TR—ONG LuM VIEC
Sau khi khé1 dong xong, mpun hinh lpm viéc cua Word th—ong c6 dang nh— sau:

[T oocument: - Mcrosoftword == -loix
JEile Edit Yiew Insert Format Tools Table Window Help |
JNormaI v .vnTime -12-’31g|,;§§§§§5=5+-—:—+§[-I-A-,
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Th—ong thi mdi tr—ong lum viéc trén Word gdm 4 thunh phan chinh:

- Cira s0 soan thio tpi liéu: Ly noi dé ché ban tui lidu. Ban co6 thé g van
ban, dinh dang, chen cac hinh 4nh lén diy. Noi dung trén ctra s6 nuy s€
d—oc in ra may in khi str dung Ié€nh in.

A Khoa Cong ngh¢ thong tin
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- Hé thong bang chon (menu): chira cac 1énh dé goi t6i cac chirc ning cua
Word trong khi lum viéc. Ban phai dung chudt dé mé cac muc chon nuy,
d6i khi ciing c¢6 thé st dung t6 hop phim tit dé goi nhanh téi cac muc
chon.

- Hé théng thanh céng cu: bao gom rat nhiéu thanh coéng cu, mdi thanh
cong cu bao gém cac nat 1énh dé phuc vu mot nhém cong viéc npo do. Vi
du: khi soan thdo van ban, ban phai st dung dén thanh cong cu chuin
Standard vu thanh cong cu dinh dang Formating; hodc khi vé€ hinh can
dén thanh cong cu Drawing dé lpm viéc.

- Th—6c¢ ké: gdm 2 th—éc¢ (ruler) bao vién trang vin ban. St dung th—éc
npy ban c6 thé didu chinh d—oc 1& trang van ban, ciing nh— thiét lap céc
diém dich (tab) mot cach don gian vy truc quan.

- Thanh trang thai: gitp ban biét d—gc mot vpi trang thai can thiét khi lum
viéc. Vi du: ban dang lum viéc & trang may, dong bao nhiéu, .v.v.

1.4. TAO MOT Tul LIEU MOI

Lum viéc voi word Ip lpm viée trén cac tui liéu (Documents). MOi tui lidu
phai d—gc cét 1én dia voi mot t€p tin o phan mo rong .DOC. Th—ong thi cac tép
tui liéu cta ban s& d—gc cit vpo th— muc C:\My Documents trén dia cting. Tuy
nhién, ban c6 thé thay d6i lai thong sé nuy khi lum viéc vdi Word.

Thong th-ong sau khi khéi dong Word, mot mun hinh tring xuét hién. D6
cling Iy tui lidu méi mp Word ty dong tao ra. Tuy nhién dé tao mot tui liéu mon,
ban c6 thé st dung mdt trong cac cach sau:

- M& muc chon File | New..;
hodc

- Nhan nut New trén thanh cong cu Standard;
hodc

- Nhén t6 hop phim tit Ctrl + N.

1.5. GHI Tul LIEU LEN PIA

Pé ghi tui lidu dang lum viéc 1én dia, ban c6 thé chon mot trong cac cach
sau:

- M& muc chon File | Save..;

hodc

- Nhan nut Save trén thanh cong cu Standard;

hodc

- Nhén t6 hop phim tit Ctrl + S.

S€ c6 hai kha nang xay ra:

Néu day lp tui liéu méi, hop thoai Save As xuét hién, cho phép ghi tui liéu nuy
bo1 mot tép tin mai:
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Save in: [\D My Documents

ZI"' Q@ X £ E - Tools~

- ) ACT Projects
;ﬁ I .)Mang may tinh
Histary )My Data Sources

)My eBooks

; 3 My Music
! i 5 My Pictures
My Documents [ [ My Webs
) Quan ly nha truong pho thong

- - ) Visual Studio Projects
Con Ta Ydi NGng Nan.doc

@There are three ways to
@Using Crystal Report in ¥l
@ve hinh trong word.doc
Why We.doc

Il
E] | Save I

Deskkop Dear Hai.doc
protect your PC W2K.doc
T protect your PC.doc
i’ setup¥Snetlog.doc
Favorites tao bang trong word.doc
s L
a= File name:
My Network
Places Save as type: lWord Document (*.doc)

L] Cancel /L

Hay xé4c dinh th— muc (Folder)- noi s& chira tép tin mdi npy roi gd tén tép
tin vuo muc File name: (vi du Vanbanl 161 nhan nt Save dé két thuc viéc ghi

nd1 dung tui lidu.

Néu tpi liéu cua ban d3 d—oc ghi vio mot tép, khi ra 1énh cét tit ca nhiing

sy thay doi trén tpi lidu s& d—gc ghi lai 1én dia.
1.6. MO Tul LIEU B- TON TAI TREN PIA

Tui ligu sau khi da soan thao trén Word d—o¢c 1—u trén dia d—461 dang tép tin
c6 phan m¢ rong lp .DOC. DEé mé mot tui lieu Word da cé trén dia, ban c6 thé

chon mot trong cac cach sau dau:
- M& muc chon File | Open;
hodc

- Nhén t6 hop phim tit Ctrl+O.

Hop thoai Open xuit hién:

#H Knoa Cong nghg thong tin



Tin hoc Van phong r-17-

Open 21|
Look in: ll{j My Documents v - | Q X 5 E - Tooks ~
L) ACT Projects @Adding the Report Viewer to a VB.doc

2%

4 #5» Axialis Librarian bia.doc
)giao trinh word ) Can Ta véi NBng Nan.doc
) History Crystal Reports User.doc

de mo cho SON.doc

. ) InterVideo
“ ) Mang may tinh ®Dear Hai.doc

el | My Data Sources ®)M&t nai.doc
)My eBooks Open a Connection Object within ADO,doc
@My Music protect your PC W2K.doc
EMV Pictures ™ |protect your PC.doc
)My Received Files setupVSnetIog.doc
ff)My Webs tao bang trong word.doc
L) Quan ly nha truong pho thong Using Crystal Report in VB.doc
)temp ve hinh trong word.doc

) Visual Studio Projects ) why We.doc

File name: - > Onen .| v
My Network | El = op

Places Files of type: |AII word Documents (*.doc; *.dot; *.htm; * html; *,url; * LI Cancel I

Hay tim dén th— muc noi chua tép tui licu can mé trén dia, chon tép tui
liéu, cudi cung nhan nat 1énh Open dé tiép tuc. Tép tui licu s€ d—oc mé ra trén
mpn hinh Word.

Mit khac, ban cling ¢ thé thuc hién mé rat nhanh nhiing tép tui liéu da
lum viéc gan day nhat bang cach mo muc chon File nh— sau:

File Edit View Insert Format Tools Table

O mew... Chrl+N
= Open... Chrl+0
E Save Ckrl+5
Save As...
Page Setup...
&F Print... Ctrl+P
Send To 3
Properties

1 C:h, ko bk giao brink,doc
2 C:\Mw Documentsihail. . hai2. doc k
3 C:\My Documentsihail,. . \de cuong.doc

4 C:\Building). . .\tu dien tieng viet.doc

W

Tiép theo nhan chudt 1én tén tép tui licu can mé.

Al Khoa Cong nghé thong tin
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1.7. THOAT KHOI MOI TR—ONG LuM VIEC

Khi khong lum viéc vé1 Word, ban co thé thuc hién theo mdt trong cac
cach sau:

- M&é muc chon File | Exit
hodc

- Nhén t6 hop phim tit Alt + F4.
2. Pinh dang van ban
2.1 Mot s thao tac soan thao co ban
2.1.1 Nhap van ban

Nhap vin ban Ip khdu dau tién trong qui trinh soan thao tui liéu. Thong
th—ong l-ong van ban (Text) trén mot tui licu Ip rat nhiéu, ban tiép can d—oc
cung nhiéu nhitng tinh ning nhap vin ban thi cung tot, boi 18 né s& lum ting tde
d6 ché ban tui liéu.
a. Str dung bd gé tiéng Viét

Ban du, may tinh ch—a co bang ma tiéng Viét mp chi co duy nhat bang
ma chuan ASCCIL. Bang ma npy bao gom 128 ky tu La tinh (cac phim chii, cac
phim 5O v mot s6 céac ky hiGu déc biét).
Pé c6 thé d— a d—oc tleng Viét sir dung trén may tinh, cac nhy lap trinh phai xay
dung phan mém g6 tleng Vi€t v cac bo phong chir tiéng Viét di kem.
Hién nay c6 kha nhiéu cac bo gd tiéng Viét dang d—oc sir dung nh—: VNI- d—oc
str dung rong rdi & phia Nam, VietWare- d—oc sir dung nhiéu & mién Trung vp
ABC, Vietkey thi d—oc str dung rong rii ngopi Bic.
Do mdi noi str dung nhirng bo go riéng (bang mi tiéng Viét cling khac nhau) nén
viéc trao d6i thong tin gip rat nhiéu kho khin. Mdi day Chinh phu da khuyén cao
su dung bo gd vu bo phong chir Unicode. Voi he thong mo1 nuy vige trao déi
thong tin di tro nén don gian hon rat nhiéu. Tuy nhién no van gip phai mot sb
kho khan vi tinh t—ong thich v&i cac hé thong phan mém cii trén may tinh khong
cao. Tat nhién, Unicode s€ Ip giai phap tiéng Viét trong t—ong lai.
Phan mém tleng Vi€t chung t61 giodi thiu trong cudn gido trinh npy Ip ABC hoac
Vietkey voi kiéu gd Telex. May tinh cta ban phai d—oc gui dat phan mém nuy
dé co d—gc bd g0 v bo phong chir di kem.
Khi npo trén mun hinh cta ban xuét hién biéu t—ong: hoic Ip khi ban co thé g6
d—oc tiéng Viét. Néu bicu t—ong xuat hién chit E (k1eu g0 tiéng Anh), ban phai
nhin chuot 1én biéu t—ong lan nita hoac nhan t6 hop phim néng Alt + Z dé
chuyén vé ché do gd tiéng Viét. Qui tic gb tiéng Viét nh— sau:

Go P—oc chir Go P—oc diu
aa a f huyén
aw a S sac
00 0 T hoi

# Khoa Cong nghé thong tin
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ow o X nga
W - ] nang

Vi du:
Mudn gb tir: “ Cong hou x hi chii nghia Vigt Nam”
Ban phai bat tiéng Viét v gd 1én tui liéu nh— sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”
* Néu g6 z, tir tiéng Viét sé bi bo dau.
b. Sir dung bun phim
Bat tiéng Viét (neu ban mudn gd tiéng Viét) vu sir dung nhiing thao tac

soan thao thong th—ong dé soan thao tpi liéu nh— I

- Cac phim chir a, b, c, .. Z;

- Céc phim s6 tir 0 dén 9;

- Céc phim dau: “><?[]{}...

- Str dung phim Shift dé gd chit in hoa v mot s6 dau;

- Str dung phim Caps Lock dé thay d6i kiéu g6 chit in hoa vy chit th—ong;

- Str dung phim ! Enter dé ngit doan vin ban;

- Str dung phim Tab dé dich diém Tab;

- Str dung phim Space Bar dé chén dau cach;

- Str dung céc phim mili tén: <1 | — dé dich chuyén con tro trén tui liéu;

- Str dung phim Page Up vu Page Down dé dich chuyén con tré vé dau hodc

cudi ting trang myn hinh;

- Phim Home, End dé d—a con tré vé dau hoic cudi dong vin ban;

- Phim Delete dé xo4 ky tu vin ban dimg ké sau diém tro;

- Phim Backspace dé xoa ky tu dimg ké tr—éc¢ diém tro
2.1.2 Thao tac trén khdi viin ban
Muc npty cung cap nhiing ky nang thao tac trén mot kh01 van ban bao gom : sao
chép, cét dan, di chuyén khdi vin ban. Giap lum ting tbc do soan thao vin ban.
a. Sao chép
Sao chép khoi vin ban lu qua trinh tao mot khoi vén ban méi tir mot khdi vén ban
da co san. Ph—ong phap npy d—¢c ap dung khi ban can phai go lai mot doan van
ban giong hét hoic gan giong vi mot doan van ban da co san trén tui liéu vé mat
ndi dung ciing nh— dinh dang (chung ta s& tim hiéu khai niém dinh dang & phin
tiép theo). Cach lpm nh— sau:
B—é¢ 1: Lwa chon (bdi den) khéi vin ban can sao chép. Dé lwa chon khéi vian
ban ban Ilpm nh— sau:

- Di chugt vu khoanh vung van ban can chon;

hodc
- Dung cac phim mii tén «1|— két hop viéc giit phim Shift dé chon vung vin
ban. Chon dén dau ban s& théy van ban d—ogc béi den dén do.

# Khoa Cong nghé thong tin



Tin hoc Van phong r-10 -

B—d¢ 2: Ra 1énh sao chép dir li¢u bﬁng mot trong cac cach:
- M& muc chon Edit | Copy ;
hodc
- Nhan nut Copy trén thanh cong cu Standard;
hodc
- Nhén t6 hop phim néng Ctrl + C;
B—é¢ 3: Dan vin ban d3 chon 1én vi tri can thiét. Ban lum nh— sau:
Pit con tré vpo vi tri can dan vian ban, ra 1énh dan bang mot trong cac cach sau:
- M&é muc chon Edit | Paste ;
hodc
- Nhén nut Paste trén thanh cong cu Standard;
hodc
- Nhén t6 hop phim nong Ctrl + V.

Ban sé thay mot doan van ban moi d—gc dan vpo vi tri can thiét. Ban c6
thé thuc h1en nhiéu 1énh dén lién t1ep, dir liéu d—o¢c dan ra s 1u dir li€u cua lan ra
1énh Copy gan nhat.

b. Di chuyén khdi vin ban

Vi ph—ong phap sao chep van ban, sau khi sao chép d—¢c doan van ban
moi thi doan vin ban cii vAn ton tai ding vi tri ctia nd. Néu mudn khi sao chép
doan van ban ra mdt noi khac vu doan van ban cili s€ d—oc xoa di (tic In di
chuyén khéi vian ban dén mot vi tri khac), ph—ong phap nuy sé& giup lum diéu do.
C6 thé thuc hién theo hai cach nh— sau:

Cach 1:
B—éc 1: Lua chon khdi van ban can di chuyén;
B—d6c 2: Ra 1énh cit vin ban co thé bang mot trong cac cach sau:
- M& muc chon Edit | Cut ;
hodc
- Nhéan nét Cut trén thanh cong cu Standard;
hodc
- Nhén t6 hop phim néng Ctrl + X.
Vin ban d3 chon sé& bi cit di, ching s& d—oc I-u trong b nhd dém (Clipboard)
cua may tinh.

B—¢6c¢ 3: Thuc hién 1énh dan van ban (Paste) nh— da gidi thi€u & trén vypo vi

tri dinh tr—éc.
Cach 1:

B—éc 1: Lua chon khdi van ban can di chuyén;

B—dé¢ 2: Dung chudt kéo ré ving vian ban dang chon vy thd 18n vi tri can di
chuyén dén.

Ph—ong phap nuy goi lu kéo — tha (drag and drop).
2.1.3 Thiét 1ap Tab

# Khoa Cong nghé thong tin
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Tab Ip cong cy d—oc st dung rat nhiéu trong viéc nhap van ban. Ngopi kha
ning dich chuyén diém tro theo ting b—oc nhiy, muc npy s& gi6i thiéu cach st
dung Tab cho viéc tao mgt van ban hién thi d—di dang cac cot.

Bui todn dat ra: hay tao bang dir liéu nh— sau:

STT Ho vp tén Dia chi

1 Nguyén Vin Quang 123, Tay Son

2 Hd Hai Hu 68, Nguyén Du

3 D—ong Qudc Toan 23/10 Nguyén Trai

4 Nguyén Anh Puc 32/7 Nguyén Trai

Céc b—dc¢ lpym nh— sau:

B—¢6c¢ 1: Dinh nghia khodng cach cho cac cit cua bang bdi1 hdp thoai Tab nh—
sau:

M¢ bang chon Format | Tab.., hop thoai Tab xuat hién:

IT—lab stop position: Default tab stops: IO.S cm E‘

Alignment
LI ¢ Left " Decimal
" Center " Bar
" Right
Leader
% 1 None 3
LI § I — - 4

Tab stops to be cleared:

Set | Clear | Clear all |

QK I Cancel |

Hop Default tab stops: dé thiét 1ap b—dc nhiy ngam dinh ctia Tab. Hinh
trén b—dc nhay ngam dinh Ip 0.5 cm (tic Ip mdi khi nhan phim Tab, con
tro s€ dich mot doan 0.5 cm trén mun hinh soan thao). Ban c6 thé thay dbi
gia tri b—dc nhay ngam dinh Tab trén mun hinh soan thao Word bang
cach gd mot gia tri s6 ( don vi Ip cm) vpo hop npy;

- Bang trén c6 3 cdt, mdi cdt s& d—oc bit dau tai mot vi tri co khoang céach cb
dinh dén l€ trai trang van ban mp ta phai thiét 1ap ngay sau day. Gia st cot STT
cach 1€ trai 1cm, cOt Ho vu tén cach 1€ trai 3 cm, ¢t Pia chi cach 1€ trai 8 cm.

# Khoa Cong nghé thong tin
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Khi d6 phai thiét 1ap cac thong s6 npy trén hop thoai Tab nh— sau: Hop Tab stop
position: go 1 (g0 khoang cach tur cot STT dén mép 1€ trai

trang van ban; & muc Alignment- chon 1& cho dit liéu trong cot nuy (cot STT):
Left — canh 1& dir lidu bén trai cot, Right- canh 1& bén phai cot, Center — cin 1&
giita cOt, hay chon Center. Chon xong nhan niit Set. T-ong tu 1an I-ot khai bao
vi tri Tab cho cac cdt con lai: Ho v tén (3) vu cot Dia chi (8). Bén khi hop thoai
Tab c6 dang:

CE— i
;M Default tab stops: IO.S cm E‘

Alignment
1cm :I (% Left " Decimal
3 cm
& cm € Center € Bar
" Right
Leader
% 1 MNone C 3
~ B2 oo 4

Tab stops to be cleared: 4 cm, Scm

Set | Clear | Clear all |

QK I Cancel |

Cudi cung nhan nat Ok dé houn tat viéc thiét 1ap tab cho cac cOt vu co thé st
dung chiing nat Clear- dé xoa bé diém Tab dang chon; niit Clear All - dé xoa bo
toun b cac diém tab dang thiét 1ap trén hop thoai).

B—¢6c 2: Cach stir dung nhitng diém Tab vira thiét l1ap & trén dé tao bang dit li¢u:
Khi con tré dang nam & dau dong van ban, nhan Tab dé nhap dir liéu cot STT.
Nhap xong nhén Tab, con tro sé chuyén dén V1 tri tab tiép theo (vi tri cot ho v
tén) vu nhap tiép dir li¢u Ho vu tén. Nhap xong nhéan Tab dé nhap dir li¢u ¢t Dia
chi. Lum t—ong tu v&i cac dong tiép theo, ban da c6 thé tao d—oc bang dir li¢u
nh— yéu ciu & trén.

Pic biét, chi cAn dung chudt xir Iy trén th—dc ké ndm ngang (Vertical Ruler) ban
cling c6 thé thiét 1ap vu diéu chinh cac diém tab nh— vira réi. Cach lpym nh— sau:
Pé tao diém tab cho cot STT (c6 khoang cach I lcm, 1& gitra), hiy nhan chudt
trai 1én vi tri 1 cm trén th—6c¢ ké nam ngang. Mot diém Tab c6 khoang cach lem,
1& trai (Left) da d—oc thiét 1ap nh— sau: .

Mudn thay d6i 1& cho diém tab npy lp gitra (Center), lum nh— sau:

# Khoa Cong nghé thong tin



Tin hoc Van phong r7-13-

Nhan kép chudt 1én diém tab vira thiét 1ap, hop thoai Tab xuit hién. Tiép theo
chon 1€ cho diém tab dang chon trén hop thoai nuy & muc Alignment Iy Center

Tab stop position: Default tab stops: IO.S cm E‘

[t em Al t

ignmen
1cm :I " Left " Decimal
€ Center: € Bar
- &ght%
Leader
¢ 1 Mone C3--
B . { 14

Tab stops to be cleared:

Set | Clear | Clear all |

QK I Cancel |

Tiép theo nhat nit Set dé thict lap.
T—ong tu, hay tao tiép cac diém tab cho cot Ho tén v cot Pia chi.

Mudn x04 bo mot diém tab npo d6, chi viéc dung chudt kéo chung (diém
tab do) ra khoi th—éc¢ ké.
2.2 Cac ky nang dinh dang van ban

Nhap vin ban bao gém céc thao tac dé gd d—gc van ban 1én tui liéu. Con
dinh dang vin ban bao gdm céc thao tic giup ban lum dep vin ban theo ¥ mudn.
2.2.1 Dinh dang don gian

Giup ban c6 d—¢c nhitng k§ ndng dinh dang van ban dau tién, don gian
nhit nh— Ip: phong chit, mpwu séc, ¢& chit, 18 v.v.
Hay gb doan van ban sau:

Miu viin ban dinh dang
a. Chon phong chir
Pé chon phong chir cho doan vin ban trén, hiy lum nh— sau:
B—d¢ 1: Chon (b6i den) doan van ban;
B—dé¢ 2: Dung chudt bim 1én hop Font trén thanh cong cu Standard. Mot
danh sach cac kiéu phong chir xuat hién:

# Khoa Cong nghé thong tin
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VNREWIEH Al

FaTdly, Hiligen
MnSouthern

MMNESOUTHERNH
NS AMT
MrTeknical _|

MNTERMICALH
N uTifani Heavy

Hr

Vol ime

" VYNTIMEH
T Vnlniveras L'

Ban co6 thé chon mot kiéu phu hop. Vi du, sau khi chon kiéu phong
.VNTIMEH, doan van ban da chon s& c6 dang:

MAU VAN BAN DPINH DANG
b. Chon ¢& chir

Pé chon ¢ chit cho doan vin ban trén, hiy lum nh— sau:

B—d¢ 1: Chon (b6i den) doan van ban;

B—¢6c 2: Dung chudt bam 1én hop Size trén thanh cong cu Standard. Mot
danh sach céc ¢& chir xuit hién cho phép chon lya. Hoac cling c6 thé g0 truc tiép
cO chir vpo muc Size npy.

Vi du: sau khi chon ¢& c}}ﬁ 18 (luc dau Iy c¢& 14), doan van ban trén sé& trd thunh:
MAU VAN BAN DINH DANG
VNREWIEH [ ]

FaTdly, Hiligen
MnSouthern

MMNESOUTHERNH
NS AMT
MrTeknical _|

MNTERMICALH
N uTifani Heavy

Hr

VnTime
T VYNTIMEH
T Vnlniveras =
Ban co6 thé chon mot kiéu phu hop. Vi du, sau khi chon kiéu phong
.VNTIMEH, doan van ban da chon s& c6 dang:
MAU VAN BAN DPINH DANG
¢. Chon kiéu chir
Pé chon kiéu chit (kiéu chit béo, kiéu chit nghiéng, kiéu chit c6 gach chan)
cho doan van ban trén, hdy lpm nh— sau:

HEEFggas

HEEFggas
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B—d¢ 1: Chon (bdi den) doan van ban;
B—dic 2: Dung chudt bdm 1én nut kiéu chir trén thanh cong cu Standard
Kiéu chit béo (phim néng Ctrl + B)
Miu viin ban dinh dang :
Kiéu chir nghiéng (phim noéng Ctrl + I)
Mau van ban dinh dang :
Kief:u chir gach chan (phim nong Ctrl + U)
MAU VAN BAN DINH DANG
Mit khac co thé thiét 1ap vin ban bai to hop nhiéu kiéu chit: vira béo, vira
nghiéng hodc vira c6 gach chan nh— Iu:
MAU VAN BAN PINH DANG
MAU VAN BAN DINH DANG
MAU VAN BAN DINH DANG

d. Chon mpu chir

Pé chon muu sic chir cho doan vin ban trén, hiy lum nh— sau:

B—d¢ 1: Chon (b6i den) doan van ban trén;

B—6¢ 2: Dung chuot bam Ién hop Font Color trén thanh cong cy Standard. Mot
bang mpu xuat hién cho phép chon lya:

— |
Hl Automatic ]
HEEEEEREEN
HEEEEEEREEN
EOCONENENEN
HOONRCONENC
O000008O
More Colors, ..

Ban c¢6 thé chon loai mpu phu hop bﬁng cach nhan chudt 1én & mpyu can
chon. Ngoui ra, ban c6 thé chon nhirng mau mpu ddc dao hon khi nhan nut :

# Khoa Cong nghé thong tin



Tin hoc Van phong r-16 -

Standard l Custom |

Colors: K

Cancel

ds

Current

Thé Standard cho phép chon mpu c6 sin c6 thé chon;
Hon ntra, thé Custom cho phép dinh nghia mpu cho riéng minh:

Standard ~ Custom l

Colors: K

Cancel

ds

Hue: [167 = Red: |46 =

Sat: 162 = Green: |58 3‘

-

Blue: |208

Current

Ban c6 thé chon mpu ¢ bang cac diém muu, déng thoi ciing co thé diéu chinh
d—oc ty 1€ cac mpu don trong tung gam mpu (Red- ty 1€ mpu do; Green- ty 1€
mpu xanh Iy cay; Blue- ty 1€ mpu xanh da troi).
e. Chon mpu nén vin ban
Pé chon mpu nén cho doan van ban trén, vi du nh—:
Mau vin ban dinh dang

Al Khoa Cong nghé thong tin



Tin hoc Van phong r-17 -

hdy Ipm nh— sau:

B—d¢ 1: Chon (bdi den) doan van ban trén;

B—6ic 2: Dung chudt bdm 1én hop Hight light trén thanh cong cu
Standard. Mgt bang mpu Xuét hién cho phép chon lya:

OEOm.
AEEEEN
EENn.
C6 thé chon loai mpu nén phi hop bang cach nhin chudt 1én 6 muu can
chon. Néu chon None- t—ong d—ong viéc chon mpu tréng.
f. Hop thoai Font
Ngopi nhitng tinh ning dinh dang can ban & trén, hop thoai Font cung cip
nhiing tinh ndng dinh dang dic biét hon. Pé mo hop thoai Font, kich hoat muc
chon Format | Font..

i Font I Character Spacing | Text Effects l

Font: Font style: Size!
I.VnTimeH lRegular 14
9 -
MnUniverse Italic 10 =
MnUniverseH —1 | Bold 11
¥nYogue Bold Italic 12
MnVogueH Ll Ll b
Font color: Underline style: Underline color:
I Automatic LI I(none) ﬂ I Automatic j
Effects
[~ Strikethrough [~ Shadow [~ Small caps
I~ Double strikethrough [~ outline [~ all caps
[~ Superscript [~ Emboss I~ Hidden
[~ Subscript [~ Engrave
Preview
MAU VAN BAN DINH DANG
This is a TrueType font, This Font will be used on both printer and screen,

Default... | | oK I Cancel l

Thé Font: Cho phép thiét 1ap c4c dinh dang cdn ban vé phong chit nh— da trinh
buy & trén, vi du:
- Hop Font- cho phép chon phong chir;

#H Knoa Cong nghg thong tin
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- Hop Font style- chon kiéu chit: Regular- kiéu chit binh th—ong; Italic-
kiéu chit nghiéng; Bold — kiéu chit béo; Bold Italic — kiéu vira béo, vira
nghiéng;

- Hop Size- chon c& chir;

- Font color- chon mpu cho chir;

- Hop Underline style: dé chon kiéu d—ong gach chan (néu kiéu chir dang
chon 1p underline).

- Ngopi ra, myc Effect cho phép thiét 1ap mot s6 hiéu ung chit don gian,
ban co thé chon ching vu xem thé hién & muc Preview.

- Néu nhén nut Default — ki¢u dinh dang npy s& d—oc thiét lap lp ngam
dinh cho cac doan van ban md&i sau npy;

Font I Character Spacing ~ Text Effects I

Animations:

{none)

Blinking Background
Las Yegas Lights
Marching Black Ants
Marching
Shimmer
Sparkle Text

Preview

g g RS U O] U S

[

MAU VAN BAN DINH DANG:

Default. .. | oK I Cancel |

Thé Text Effect: cho phép thiét 1ap mot s6 hiéu tng trinh dién s6i dong cho doan
van ban. Hiy chon kiéu trinh dién ¢ danh sach Animations: vi xem tr—6c két
qua s€ thu d—gc & hdp Preview.
2.2.2 Dinh dang doan van ban

O muc2.2.1 ching ta da lum quen véi cac thao tic dinh dang vin ban cho
vung van ban da d—oc chon (d—oc boi den). Trong phan npuy, ching ta tim hiéu
cach dinh dang van ban trén cung doan van ban.
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Madi dau Xuéng dong (Enter) s€ tao thunh mot doan van ban. Khi dinh dang doan
van ban, khong can phai lya chon toun bd van ban trong doan d6, my chi can dat
diém tro trong doan can dinh dang.

Pé mo tinh ndng dinh dang doan van ban, mé muc chon Format | Paragraph,
hop thoai Paragraph xuit hién:

Indents and Spacing I Line and Page Breaks I

General

alignment: m Qutline level: IBody text vl
Indentation

Left: |o cm 5‘ Special: By:

Right: [0 cm | IFirst line LI [0.63cm =
Spacing

Before: |6 5‘ Line spacing: Ak

After: [+ =] [single =] | |

™ Don't add space between paragraphs of the same style

Preview

¢ sye 2.2.4 chuing o di lam qusa wi cac thao mc diak diag va bia cho vuag va bia
di duge chom (duge boi deal Trag phic aay, ching o dmbifu cch diak diag e bia tea
cung doga via bia

Tabs... I | QK I Cancel |

Muc Aligment: chon kiéu cén 1é cho doan:

- Justified — can déu 1é trai vy 1& phai;
- Left — can déu 1é trai

- Right — cin déu 1& bén phai

- Center — can giira 2 1& trai vu phai.

Muc Indentation: thiét 1ap khoang cach tir mép 1& doan so véi 18 trang:
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- Left — khoang cach tir 1& trai doan dén 18 trai ctia trang vin ban;

- Right- khoang cach tur 1& phai cua doan dén 1& phai cua trang van ban
Ngdm dinh, hai khoang cdach nuy déu lu 0.

- Trong muc Special néu chon:

« First line: khi d6 c6 thé thiét lap do thut dong ciia dong dau tién trong
doan vuo muc By:
Day lu vi du vé mét doan van ban thiét lap do thut dau dong (First line) so voi
cdc dong tiép theo trong doan mét khodng cdch 0.5 cm.

« Hanging: ¢ thiét lap d6 thut dong ctia dong tht 2 tr¢ di trong doan so
v6o1 dong dau tién mot khoang cach d—oc gd vpo muc By:.

-Pay luvi du vé mot doan van ban thiét ldp do thut cua cac dong thur
2 tro di (Hanging) so voi dong dau tién trong doan mot khoang
cach 0.5 cm.

* None: dé huy bo ché do thut dau dong trén doan. ‘
Day lu vi du vé mot doan van ban khi khong thiét ldp ché do thut dau dong trén
doan (None).

- Néu muc Special 1u First line, khi d6 co thé thiét 1ap d§ thut dong cua
dong dau tién trong doan vio muc By:
- Muc Spacing: cho phép thiét lap céac khoang cach dong:
- Before — khoang cach dong giira dong dau tién cta doan tdi dong cudi
cung cua doan van ban trén no;
- After- dé thiét lap khoang cach dong gitr dong cudi cung cua doan voi
dong dau tién cua doan sau no;
- Line Spacing - dé chon do din dong. Ngam dinh d6 din dong Ip 1
(Single);
Mun hinh Preview cho phép xem tr—&c¢ nhirng két qua dinh dang doan vua thiét
1ap.
Nhin Ok dé chip nhan nhiing thudc tinh vira thiét 1ap cho doan vin ban dang
chon; trai lai nhdn Cancel dé huy bo cong viéc vira lum.
3 Lam viéc véi cac ddi twong vin ban
Phan npy s& h—-6ng dan cach thiét 1ap cac loai danh ddu dau doan (Bullets)
v cach danh s chi muc (Numbering) cho cac tiéu dé trén tui liéu word.
3.1 Thiét 1ap Bullets
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