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LOI NOI PAU

Ngay nay bd san pham Microsoft Office duoc st dung kha rong rai trong doi sdng
hang ngay. D6i véi nhidu trudng hoc va doanh nghiép, k¥ ning sir dung tmg dung tin hoc vin
phong khong con 1a diéu xa la, ngoai tam véi, ma 12 mot su can thiét tuyét dbi.

Microsoft Word hay con goi 1a Winword, 1a mot phin mém trong bo Microsoft Office
ctia hang phan mém nbi tiéng Microsoft, chuyén ding dé soan thao céc loai vin ban, sach vo,
tap chi ... phuc vu cho cong tac van phong.

Microsoft PowerPoint 13 mot phan mém trinh dién (presentation) chuyén nghiép co
nhiéu tién ich dé trinh bay van dé c6 hinh thirc dep va sinh dong, dé str dung, hiéu qua. Co thé
su dung PowerPoint dé tao céc trinh dién phuc vu dong ddo khan thinh gid véi nhiéu muc
dich.

Co thé liét ké cac dic diém ndi bat cua phén mém nay nhu sau:

Cung cdp ddy i cdc kjj ndng soan thao va dinh dang van ban da dang va dé sir dung.

Kha nang do hoa kha manh, két hop véi cong nghé OLE (Objects Linking and
Embeding) ban cé thé chén dwoc nhiéu hon nhitng gi ngoai hinh dnh va dm thanh lén tai liéu
word nhw biéu do, bang tinh, ...

Trinh dién la phwong tién dé truyén dat thong tin, thuyét phuc, gido duc khan gid.
PowerPoint cung cdp cho ban cdc céng cu dé tao cdc minh hoa cho phan thuyét trinh trong
cdc hoi thao, hgi nghi, seminar, bdo cdo lugn van, ... Ngoai ra no ciing duoc su dung phé bién
trong cong tac giang day. Moi trang thé hién néi dung, hinh anh, ém thanh, ... dwoc goi la
mot Slide.

Dé dang két chuyén tai liéu thanh dang HTML dé chia sé dir liéu trén mang noi bo,
ciing nhu mang Internet.

Trong qua trinh bién soan ching t6i da tham khao nhiéu tai lidu lién quan cia céc
truong Pai hoc khéi k¥ thuat, cac truong Cao déng nghé.

Do kha ning c6 han va gido trinh dugc bién soan lan dau nén khong thé tranh khoi
thiéu s6t. Chung t6i rat mong nhan duoc su dong gop v kién cua cac dong nghiép dé gido
trinh ngay cang dugc hoan thién hon.

Xin chan thanh cam on!
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CHUONG TRINH MO PUN PAO TAO TIN HQC VAN PHONG

Ma sb caa mo dun: MP 07;
Thoi gian cia mo dun: 60 gio;

I. VI TRI, TINH CHAT CUA MO PUN:
, Tin hoc van phong la mé dun co s6 nghe bat budc cua chuong trinh dao tao Cao
dang nghé Cong nghé thong tin (ing dung phan mém). M6 dun dugc bo tri sau khi

sinh vién hoc xong cac mon hoc chung.
IL. MUC TIEU CUA MO PUN:

(Ly thuyét: 16 gid; Thuc hanh: 44 gid)

- Biét duoc nguyén tic quan 1y, nhap vin ban va quy tic st dung cac b go;
- Hiéu cach dinh dang trang vin ban, vin ban, bang biéu va in an;
- Hiéu cach tron 1 vin ban trong Word;

- Hiéu cach thiét ké mot trinh dién;

- St dung thanh thao c4c cong cu soan thio, dinh dang va in an van ban;
- Tao dugc cac chuong trinh trinh chiéu vdi cac hi€u ing chuyén dong, am

thanh va lién két;

- Sinh vién phai tich lity du sb gio hoc theo quy dinh. Tham gia day du cac

gi0 thuc hanh;

- Sinh vién phai c6 dugc tinh can than va sang tao khi soan thao va thiét ké

chuong trinh trinh dién.
I1II. NOI DUNG MO PUN:

1. Ngi dung téng quat va phdn bé thoi gian:

S6 Thoi gian
TT Tén cac bai trong moé dun i, , _ .
Tong so Ly Thuc Kiém
thuyet | hanh, tra
Bai tap
1 Hé soan thao van ban Microsoft 30 8 20 5
Word
5 Hé trmh dién dién tor Microsoft 30 8 20 5
PowePoint
Tong cong 60 16 40 4

* Ghi ch(: Thoi gian kiém tra Iy thuyét dwoc tinh vao gio Iy thuyét, kiém tra

thwe hanh duwoc tinh vao gio thuc hanh.
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BAI 1: HE SOAN THAO VAN BAN MICROSOFT WORD

Muc tiéu:

— Trinh bay cdch soan thdo, cdc loai van ban théng dung bang MICROSOFT WORD;

— Trinh bay cdch nhing cdc doi twong vao van ban: hinh dnh, bang biéu, cong thirc,
co so dir liéu,...;

— Thanh thao trong viéc danh may, luu trit, bao vé van ban,

— Tao dwoc cac van ban co tham my, co nhiéu tinh nang;

— C6 tinh can cu, can thdn, cham chi trong cong viéc.

1. Giéi thiéu chung vé Microsoft Office va Microsoft Word

1.1. Gi6i thiéu

Microsoft Office dugc sir dung kha rong rii trong doi séng hing ngay. Doi véi
nhiéu trudng hoc va doanh nghiép, k¥ nang su dung ung dung tin hoc van phong
khong con 1a diéu xa la, ngoai tim véi, ma 1a mot sy can thiét tuyét dbi.

Microsoft Word hay con goi 1a Winword, 1a mot phan mém trong by Microsoft
Office ctia hang phan mém ndi tiéng Microsoft, chuyén dung dé soan thao cac loai vin
ban, sach v@, tap chi ... phuc vu cho cong tac van phong

1.2. Khéi dong

Dung 1énh Start\ All Programs\ Microsoft Office \ MicrosoftWord.

Ngoai cach khoi dong trén, ta con co thé khoi dong Winword theo céc cach sau:

¥ Click biéu twong Word E¥] trén Desktop.
¥ Click biéu twong Word B trén Start Menu.
1.3. Man hinh giao tiép

I§ BG-WOND - Microsoft Word

Formatting Toolbar

Standard Toolbar

i Fle Edit view Insert Format \ Tools x

RN~ W= N W —_||_'15| “

44 vnTime - 13 - B 1 Q|EE$§- 1= E = “

El""Q'é"'!"'?"'!"'.3"'!""?"'!"'.5"'!'-5"7_'

- 1. Khei dong, thoat khoi Ms. Word : .

s » Khai dong Ms. Word :

: Dung lenh Start '\ Programs \ Microsoft Word.

- Ngoai cdch khdi dong trén. ta con cé thé khdi dong Ms. Word theo

= cdc cich sau :

7 - Click biéu turong Word B iren Destop. bt
*

N - Click biéu tuong Word trén Start Menu. @
¥

= m[E= @ < ) | >

iDraw - g |Autoshapes~ ™\ » 1O M &l £z 8] & | & - & - A - = 5= 35 Ef‘@

Page 1 \‘i}\l\ 1/52 At 9.27 LH&COI 3 English {U.K [IEE 4

Drawing Toolbar :| Status bar

Hinh 1.1: Man hinh giao tiép
- Title Bar (thanh tiéu dé): Thanh chia tén cua tap tin vin ban.
- Menu Bar (thuc don ngang): Thanh chita cac 1énh ctia Word, mdi muc trén
Menu Bar mg véi mot Menu Popup (thuee don doc). Thao tac dé mé mot Menu Popup
Ia click vao tén muc hoic nhin t6 hop phim Alt + ky tw dai dién cta tén muyc.
- Toolbars (cdc thanh cong cu): Cac thanh cong cu chira mot sd biéu tuong
hodc nut diéu khién thé hién mot sé 1énh thong dung. Mudn biét chic ning ciia mot
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biéu twong hay mot nat diéu khién nao d6 ta chi can ra miii tén chudt 1én biéu tuong
hay nat d6 va chd vai gidy (néu chuwa cé tinh chat nay thi ta ding Iénh Tools \
Customize \ Options, chon muc Show ScreenTips on Toolbars). Pé hién thi hay an
cac thanh cong cu, ta ding 1énh View \ Toolbars, sau d6 click d¢anh dau hodc bo du
check ~ tai cAc muc tuong ng.

- Standard (thanh cong cu chudn): chira cac biéu tuong, nut diéu khién thuc
hién céc chirc nang thong dung nhu ghi van ban vao dia, m¢ van ban, in van ban ....
Thay vi phai vao cac menu dé chon 1énh, chi can click biéu tuong hodc nit diéu khién
tuong tng. Chang han, mudn luu vin ban dang soan thao 1én dia, thay vi vao menu
File chon Save, chi can click biéu tugng .

Hinh 1.2: Thanh Standard ‘ 7
- Formatting (thanh dinh dang): chira cac biéu twong, nut diéu khién dung cho viéc
dinh dang van ban nhu loai font chir, c& font, can 1€ ...

i A4 BodyText2+ = .VnTime - 13 v||?|f U EEEElE- T ZEE|QH-

Hinh 1.3: Thanh Formatting

- Tables and Borders: chtra cac cong cu dé ké khung va thao tac trén bang
bicu.

Tables and Borders

™ 4] 2| vzl E s S
[ - fEE S -0 HAlh sl il =
Hinh 1.4: Thanh Tables and Borders
- Drawing: chira cac cong cu dé ve hinh, t6 mau ..
pran - U5 | Autosthapes- \ N\ 1O [ o 1 8] @& CA-==znadl

Hinh 1.5: Thanh Drawing

- Ruler (thuéc): ding dé canh chinh 1& va dinh Tab cho van ban. Dé thay doi
don vi do (Inches, Centimeters, Millimeters, Points, Picas), ta thuc hién 1énh Tools \
Options \ General, rdi vao hop Measurement units dé thay doi. Thuong chon don vi
1a Centimeters hodc Inchs. Ruler ¢ thé tit hay m& bang 1énh View \ Ruler.

- Status Bar (thanh trang thai): hién thi tinh trang cta ctra so hién tai nhu s6
thtr tu trang hién hanh, tong sO trang, vi tri con tro (dong, cot) ... Thanh nay ndm &
dong cudi cung cua cira so.

- Scroll Bar (thanh cuon): ding dé di chuyén man hinh ctra s6 van ban bang chuot.

- Thanh cudn doc (Vertical scroll bar)

| Click dé cudn 1én tir tir |
o

Drag di chuyén dén ch mong mudn
j/ | Click dé kéo xudng tir tir |

Click dé cudn Ién 1 trang

-
+
[ ¥ | > Click dé cudn xudng 1 trang

Hinh 1.6: Thanh cuén doc
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- Thanh cudn ngang (Horizontal scroll bar): cach st dung nhu thanh cudn
doc.

a. Cac kiéu xem vin ban trén man hinh:

Dung lénh View \ Normal dé xem vin ban & ché d binh thuong. Day 1a ché do
mac nhién cua Word, phﬁn 16n cac kiéu dinh dang dic biét déu nhin thay duogc trén
man hinh. Riéng mét s6 truong hop duoc don gian hoa dé tang toc do truy xut (chang
han, khéng thdy dwoc cdc tiéu dé va sé trang, khéng thuc hién dwge cdc thao tdc vé do
hoa ...). Trong ché do nay, cac trang dugc ngan cich nhau boi dudng chdm chim nam
ngang.

- Dung 1énh View \ Print Layout dé xem van ban gidng nhu lic duoc in ra.
Céc tiéu dé dau va cudi trang, sb trang déu duogc thé hién. Mudn sir dung cac thao tac
v& d6 hoa, chén hinh anh phai chuyén qua ché d6 nay.

- Dung lénh View \ Outline dé xem tong quan vin ban, chi xem nhiing muc
tiéu dé 16n cua tai liéu, gidu di cac chi tiét nho.

b. Ché @9 phéng to, thu nhé man hinh:

- Dung 1énh View \ Zoom.
Loom |E|
O Page width O Many pages:
O Text width EE
() Whole page -
Percent: 100% =
Preview
11 pt Times Mew Roman
AaBbCeDdEeXxYvZz
AaBbCeDdEeXxYvZz
AaBbCeDdEeXxYvZz
AaBbCceDdEeXxYviz
LN F g
L oK ] [ Cancel ]

Hinh 1.7: Ché do Zgom man hinh
- Trong hop thoai Zoom, chon ¢& ban mudn phong to hay thu nho trong khung
Zoom to, hoac chon s6 phan tram trong hop Percent.

- Click nit OK dé ddng y véi kich c& phéng man hinh vira chon.
Lueu y: C6 thé click hop Zoom i 10i click chon ¢& mudn phong.

c. Xem toan man hinh: Cé thé cho ving ciia ngudi s dung nhiéu hon bang
cach bo hét cac thanh menu, thanh cong cu ... Bé thuc hién viéc nay, ding 1énh View \
Full Screen. Tré lai man hinh cii bang phim Esc.

1.4. Thoat khéi Winword: Nén ghi lai tap tin soan thdo trudc khi thoat, néu
khong Winword s& hoi:

! rosoft Office A A .
A e Word P Chon Yes néu muodn ghi.
Do you want to save the chal to A A A .
Document2? 0 » Chon No néu khong muon ghi.

P Chon Cancel néu muén huy 1énh thoat.

Yes | [ mo | [ cancel |

Céc cach thoat :
b Click nit Close Xl ¢ goc trén phai cira s6 ctia Winword.
P Dung lénh File\ Exit.
¥ Double click biéu tugng ctia chwong trinh & goc trén trai man hinh.
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P Nhan t6 hop phim Alt + F4.

2. Mot s6 thao tac co ban

2.1. Cac phim thwong dung

- Cac loai con tré trén cira so soan thao:

+ Con tro nhap van ban c6 dang “\ “ (vach dirng) Khi go mot ky tu trén ban
phim, ky tu s& duoc chén vao chd con tré nhap.

+ Con tré chudt trong ving vin ban c6 dang “ 1 “ (ddu vach ditng véi hai dau
gach ngang ¢ hai ddu). Mubn chuyén con tro nhap t6i mot vi tri méi trong vin ban dé
nhap, ta dua con tro chuot dén vi tri méi va click chuot.

- Di chuyén con tré (cursor) ban phim:

— : qua phai mot ky tu. Home : Vé: dau dong.
“— : qua trai mot ky tu. End : déﬁ qu@i dong.
J - xudng mot dong. Ctrl + Home: v€ dau van ban.
0 : 1&n mot dong. Ctrl + End : dén cuodi van ban.
Ctrl + > . qua phai mot t. Page Up  :1én mot trang man hinh.
Ctrl + < . qua tréi mot tir. Page Down : xudéng mdt trang man
' hinh.
- Phim xoa ky tu:
Delete : Xx04 ky tu tai vi tri con tro.
Backspace : xo04 ky tu bén trai con trod
- Cac phim khéc:
Enter : xudng hang, két thac doan.
Shift + Enter: xuéng hang, chua két thuc doan.
Insert : dung dé chuyén doi giita ché do chén ky tu va dé ky tu.
Alt : dung dé chon céc 1énh trén menu béng ban phim.
Esc - dung dé ngat mot 1énh dang thuc hién.

2.2. Nguyén tic nhip vin ban

- Chon kiéu chit, ¢& chit 1o rang va dé doc.

- Nhap vin ban dii néi dung, diing chinh ta, khong dé thira khoang tring.

- Chi nhén Enter khi két thiic mot doan.

- Tru6e dau chim, ddu phdm khong c6 khoang trrfmg

- Khong dung phim khoang trang, phim Tab 2 1an lién tiép dé canh 1¢ van ban.

- Khéng dung phim Enter 2 1an dé cach doan.

- Nén nhap li¢u trudc, dinh dang sau.

2.3. Quy wéc go tiéng Viét

Trong muc nay s& gidi thiéu hai kiéu danh tiéng Viét thong dung nhat hién nay:
kiéu gd VNI va kiéu gd TELEX.

a. Kiéu gé VNI: Kiéu gb nay dung cac phim chir s6 & hang phim phia trén cac
phim chit cai dé thé hién dau trong tiéng Viét. Trong tiéng Viét, diu duoc dat ¢ trén
cac nguyén m. Vi vay, mudn thé hién dugc dau, ta phai gd vao nguyén am trude, sau
d6 moi gd cac phim thé hién diu theo quy tic sau:
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/ - Dau sic : phim s0 1 \

- D4u huyén : phim s6 2

- Dau hoi : phim s6 3

- Dau nga : phim s6 4

- DAu ning : phim s 5

- Dau mii (4/6/6)  : phim a/e/o + phim s 6

- Daumoc (o/u)  : phim o/u + phim s 7

- Dau liém (3) : phim chit a + phim s6 8
k - Daungang (@)  : phim chit d + phim s6 y
b. Kiéu go TELEX:

/— Dausic :phims \

- Dau huyén : phim f
- Dauhoéi :phimr
- Daungd :phimx
- Daunang : phimj
a (aa), € (ee), 0(00), d(dd)

K— a (aw), o (ow), u (uw) /

Luu y:

- Néu mudn bé dau cho chit hoa thi phai nhan dong thoi phim Shift véi phim
thé hién dau.

- Thuong gd dau & cubi tir.

2.4. Thao tic véi khoi viin bin

a. Chon mot khoi: Dé chon mot khdi vin ban ta cé thé dung chudt hodc ban
phim, hodc dung két hop ca chudt va ban phim. Sau day 13 mot vai phuong phap chon
khoi.

- Chon mdt tir : Double click vao tir muén chon.

- Chon cac ky tu lién tiép nhau: Drag 1én cac ky tu mudn chon; hodc ding
ban phim bang cach dua con tré nhap vao ky tu dau tién mudn chon, sau d6 nhan phim
Shift dong thoi nhin cac phim mii tén thich hop.

- Chon mét dong: Click vao khoang tréng bén trai ctia dong do.

- Chon mdt ciu: Nhan phim Ctrl, dong thoi click vao vi tri bat ky trong cau.

- Chon médt doan: Double click vao khoang tréng bén trai cua doan mudn
chon.

- Chon toan bd vin ban: Nhan phim Ctrl, dong thoi click vao khoang trong
bén trai van ban; hodc nhin t6 hop phim Ctrl + A.

Chuy:

+ Néu chon mot s6 dong bang chudt, co thé click va Drag vao khoang trong

bén tréi cac dong.

+ Chon tir vi tri con tro nhap dén cudi van ban : gb Shift + Ctrl + End

# Chon tir vi tri con tré nhap dén dau van ban : gd Shift + Ctrl + Home

# Chon tlr vi tri con tro nhap dén dau dong  : g Shift + Home

# Chon tir vi tri con tro nhap dén cubi dong  : gd Shift + End

b. Céc thao tac trén khéi: Sau khi da chon mot khéi van ban, ta co thé tién
hanh céc thao tac sau :
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- X6a khdi: Nhan phim Delete.
- Di chuyén khéi:
¥ Dung 1énh Edit \ Cut, hoic click biéu tuong & trén thanh Standard, hoac
nhan Ctrl + X.
P Di chuyén con tré nhap dén vi tri moi.
¥ Dung lénh Edit \ Paste, hoic click biéu tugng B trén thanh Standard, hodc
nhén Ctrl + V.
Luu y: C6 thé di chuyén mot khdi vin ban bang cach dua tro chudt vao khéi rdi
Drag dén vi tri méi va nha phim chuot.
- Sao chép Kkhoi:
» Dung lénh Edit \ Copy, hoic click biéu tugng trén thanh Standard, hoac
nhéan Ctrl + C.
¥ Di chuyén con tré nhap dén vi tri cAn sao chép.
¥ Dung lénh Edit \ Paste, hoic click biéu tuong B (rén thanh Standard, hodc
nhén Ctrl + V.
Luu y: C6 thé sao chép mot khdi vin ban bang cach dua tro chudt vao khoi,
nhan phim Ctrl, d6ng thoi Drag dén vi tri mgi va nha phim chuot.
Y nghia ciia Clipboard: Clipboard 13 mot ving nhé tam dung dé luu trir khdi
chon khi thuc hién thao tac Copy hay Cut.
3. Cac thao tac véi van ban
3.1. Lwu cit va mé vin ban
a. Tao méi mot viin ban: Dé tao mGi mot van ban, ta c6 thé dung cac cach sau:
Cach 1:
b Dung 1énh File \ New.
b Trong hop thoai New, chon biéu twong Blank Document.
Cach 2: Click biéu tuong New Blank Document I trén thanh Standard.
Cach 3: Nhan t6 hop phim Ctrl+N.
) b. M& mét vin ban da cé trén dia: Dé mo mot van ban di co trén dia, ta cb thé
tién hanh theo cac budc sau:
» Dung 1énh File \ Open (hoic click biéu twong & trén thanh Standard,
hodc nhan t6 hop phim Ctrl+O) dé mé hop thoai Open.

Look in: |[E;|EIP v|@vﬂ|a)<ﬁjvmol_5v
r [
ICBIN
My Recent ICiDoc
Documents E:IEXAMPLES
I PENWIN
@ ICHumMITS
Desktop B FrLELIST
README
C} Hreacme
My Documents
My Compuber
File name: P Open -
My Metwork | I:” -
Places Files of type: | Al Files File name or Web address (htip:
S —————— =S|

Hinh 1.8: Hop thoai Open dé ma van ban
b Trong hop thoai Open, qhon tén tap tin muon mo.
b Click nut Open hodc nhan Enter.
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Luu y: Néu ta khong nhé tén hay vi tri cua tip tin mudén mé thi thuc hién nhu
Sau:
Nhap tén hay ky tu dai dién (?, *) vao khung File name.
Chon tén 6 dia hay tén thu myc mudn tim trong khung Look in.
Click nat Open hoic nhin Enter.
¢. Lwu van ban vao dia:
Luu véi tén mdi:
b Dung 1énh File \ Save As.
» Chon thu muc Iuu trong khung Save in, nhap tén mdi trong khung File
name va chon dang cuia tap tin dé luu trong khung Save as type.
4 Click nGt Save hoac go Enter.

Luu voi tén cii:

Dung 1énh File \ Save hodc click biéu twong B, thao tac ciing ¢6 thé st dung
khi Iwu vin ban lan dau tién.

Néu tai liéu da duge ghi vao mdt tap tin, khi ra 1énh Save tat ca nhiing su thay
d6i trén tai lidu s& duogc ghi lai 1én dia.

3.2. Pinh dang van ban:

3.2.1. Dinh dang ky tu (Font)

Viéc quy dinh dang trinh bay ctia mot ky ty, mot tir hay mot nhom tir goi 1a
dinh dang ky tu. C6 thé sir dung hop thoai Font, hoac cac biéu tuong trén thanh cong
cu, hoac cac phim tat dé dinh dang ky tu.

a. Dung hop thoai Font:

- Chon khéi g@)m cac ky tu mudn dinh dang.

- Dung 1énh Format \ Font. Hop thoai Font xuét hién va chon 16p Font.

Font EE3

Fonk

Eonk: Fonk skyle: Size:
YII-Times |Marmal |12
a -
WHI-So0vir =)
WRI-Swiss-Condense Bold 10
WHI-Tekon Bold-Italic 11
=i hd
Font color: Underline skyle: Underline caolor:
I Auakomatic ;I Il[ru:une]l ;I I Snbanmatic ;I
Effects
I~ sStrikethrough ™ shadow ™ Small caps
I Double skrikethrough ™ outline I all caps
™ superscripk I Emboss ™ Hidden
™ subscript I Engrawve
Preview
WINI-Tunes
Thiz iz a TrueTywpe Font. This Font will be used an both printer and =creen.

Defaulk. .. I | Ik I Cancel I

Hinh 1.9: Hop thoai dinh dang Font
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%

Xéc dinh Font chir trong khung Font.
Xéc dinh kiéu chit: thuong (Regular hodc Normal), ddm (Bold), nghiéng
(Italic) ... trong khung Font style.
Xac dinh kich cd chir trong khung size.
Click hop Font color dé xac dinh mau chit.
Click hop Underline style dé xac dinh dang gach chan cua chit.
Xac dinh hi€u ung cho chir trong khung Effects. Vi du : H20 (Subscrip), 50
m? (Superscrip), INTERNET- (Strikethrought) ...

+ Sau mdi chon lya, ta c6 thé xem trude két qua trong khung Preview.

+ Click nit OK dé dong y véi cac chon lya trén.

b. Sir dung cac to6 hop phim:

Mot sb chirc nang dinh dang ky tu thuong sir dung cé thé thuc hién nhanh chong
thong qua cac to hop phim:

%

LR L L

Bang 1.1:

Muc dich GO
Tang kich co ky tu Ctrl + ]
Giam kich co ky tu Ctrl + [
Bat/tit chit dam (bold) Ctrl + B
Bat/tit chit nghiéng (Italic) Ctrl + |

Bat/tit chit gach du6i don (Single Underline) | Ctrl + U
Bat/tat chit gach dudi kép (Double Underline) | Ctrl + Shift + D

Doi chit in thanh chit thuong va nguoc lai Shift + F3

Bat/tat chi s6 dudi Ctrl + d4u bang

Bat/tat chi sb trén Ctrl + Shift + ddu bang
Tra vé dinh dang mic dinh Ctrl + Space

Ngoai ra, ta c6 thé dinh dang ky ty dung thanh Formatting Toolbar dé dinh
dang nhanh.

~ 13 <[ B I II|— E E|=
T Times New Roman 21 |
T VNI-Times —
T YNELH
T ¥nArabia
VnTime, 14 : Tin hoc Van phong
VnTime, 14, Italic : Tin hoc Van phong
.VnHelvetinsH, 14 : TIN HOC VAN PHONG

VNI-Awchon, 13 Tin hoc Van phong
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3.2.2. Dinh dang doan van ban (Paragraph)

Viéc quy dinh dang trinh bay cua mdt hay nhiéu doan lién tuc got la dinh dang
doan. Co thé su dung hop thoai Paragraph, hodc céac biéu tuong trén Formatting Toolbar,
hodc cac phim tat dé dinh dang doan van ban.

a. St dung hop thoai Paragraph: ]

- Chon khoéi gdm cac doan mudn dinh dang (néu chi dinh dang cho mét doan thi
chi can chuyén con tré nhdp vao doan do).

- Dung 1énh Format \ Paragraph, xuét hién hop thoai Paragraph va chon 16p
Indents and Spacing.

Paragraph

Indents and Spadng Line and Page Breaks ]

Seneral

Alignment: Justified B Outine lewel: Body text |%
Indentation

Left: Spedial: By:

Right: o= 1= Firstline  |w| |0.257 =
Spadng

- s
Before: 5pt L Line spadng: At:
After: 0 pt £ Atleast - 1.1pt [

Don't add space between paragraphs of the same style

Prewview

w—w.l.'q 2k Ly E_.uun_.-; cher n hhtqlha—ueul d52k dy ,t.,._
= e n & 3 Rets i b 3

——

Hinh 1.10: Hop thoai Paragraph

+ Alignment: quy dinh viéc bd tri cac dong theo 18 trai (left), 1& phai (Right),
déu ca hai 18 (Justified) hay canh giira (Centered).
+ Indentation: dung dé xac dinh 1& cho doan.
Left: khoang cach tir 1& trai dén doan van ban.
Right: khoang cach tir 1& phai dén doan vin ban.
Special: ¢6 ba truong hgp chon
None: 1& theo quy dinh ctia Left va Right Indent.
First line: chi doi 18 trai cua dong dau tién (xdc dinh trong By)
Hanging: chi doi 1& trai cua cic dong khong phai dong dau tién (xac
dinh trong By).
+ Spacing: quy dinh khoang cach gitra cac dong.
Before: xac dinh khoang tréng phia trén mdi doan.
After: xac dinh khoang trng phia sau mdi doan.
Line Spacing: xac dinh khoang cach cac dong trong cuing doan.
- Sau mdi chon lya, ta c6 thé xem trude két qua trong khung Preview.
- Click nit OK dé hoan tit thao tac dinh dang doan.
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b. Sir dung cac biéu twong trén Formatting Toolbar:

= = =[=]*= = -
Canh trai i % N '_ R Tang 1€ trai

Thay d6i
khoang
cach dong

Canh giita || Canhphai | Canhdéu Gidm 18 tréi

N

C6 thé doi 1é cua doan bang cach di chuyén chudt trén bén biéu tuong nam trén
Ruler gom: First line Indent, Left Indent, Hanging Indent va Right Indent.

First line Indent Hanging Indent
I /
E/23“j55
’ﬁ Indent Right Indent

~ ¢ Str dung cac t6 hop phim: Mot séq chirc nang dinh dang doan thuong su dung
c6 thé thuc hién nhanh chong thong qua cac t6 hop phim:

Bang 1.2:

Muc dich Go
Cach dong don Ctrl +1
Cach dong doi Ctrl +2
Céach mdt dong rudi Ctrl +5
Canhtrai  (Left Align) Ctrl + L
Canh gitta (Center Align) Ctrl+ E
Canh phai (Right Align) Ctrl +R
Canh déu (Justify Align) Ctrl +J
Tang 18 trai Ctrl + M
Giam 18 tréi Ctrl + Shift + M
Tang 18 trai trir dong dau Ctrl+T
Giam 18 trai trir dong dau Ctrl + Shift+ T
Tra vé dinh dang doan mac dinh Ctrl + Q

3.2.3. Dinh dang cft trong van ban

C6 thé trinh bay toan bd vin ban, mot phian vin ban hay mot nhém cic
Paragraph trén nhiéu cot (dang nhu cét bdo). Thong thuong cb hai cach dinh dang cot
trong van ban: nhap ndi dung van ban trudc sau dé dinh dang cét, hoac dinh dang cot
truée roi nhip van ban. Thong thuong, ta hay dung cach tht nhat. Bé dinh dang cot
van ban, ta thuc hién nhu sau:

- Chon khéi vin ban cén chia cot.

- Dung 1énh Format \ Columns, hdp thoai Columns xuét hién.
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Columns _ i
e
L O
One Two Three Left Right
Mumber of columns: Line between
Width and spacing Preview
Col #: Width: Spacing:
[t J[s  Blpr @ | |=
(= 1= zlp= 3] || |=
[ 3 |[ues | |
Equal column width
Apply to: |5E|EL‘|:EL‘.| text L | Start new column

Hinh 1.11: Hop thoai Columns

+ Presets: xac dinh dang chia cot theo mau dinh san.

+ Number of columns: x4c dinh sb cot can chia.

+ Width and Spacing: xac dinh chiéu rong va khoang cach giita cac cot.
Cac 6 trong cot Col #: hién thj tén cot.
Céc 6 trong cot Width: chon chiéu rong cta cac cot trong tng.
Cac 06 trong cot Spacing: chon khoang cach giira cac ¢t tuong tng.

Néu danh dau check vao 6 kiém tra Equal column width thi d6 rong cua céac
cot bang nhau.

+ Line between : xac dinh c6 hay khong duong gach dung phan chia gitra
cac cot.
¥ Click nit OK d hoan tat viéc dinh dang cot.

Ghi chd: Co thé thuc hién nhanh dinh dang cot bang cach click vao biéu tuong
= trén Standard Toolbar, sau d6 Drag dé chon s6 cot. Khi muén thay déi chiéu rong
cdt, ta co thé diéu chinh truc tiép trén Ruler.

3.3.4. Dinh dang Tab

Mai lan g0 phim Tab, con tr6 s€ dung tai mdt vi tri. Khodng cach tur vi tri dung
ctia Tab ndy dén vi tri dimng ctia Tab khac goi 13 chiéu dai cua Tab Stop, khoang cach
mac dinh 1a 0.5 inch. Viéc dung cac Tab Stop rat tién loi khi ta g0 mot van ban co
dong theo cac cot. Vi du bang danh sach cac hoc sinh trong 16p gdm: S6 thir tw, Ho
tén, Ngay sinh, Qué quan, Diém thi ...

Céc Tab Stop nam trén thanh Ruler, néu thanh Ruler chua hién thi ta phai cho
no hién béng 1énh View \ Ruler. Bau phia trai cuia Ruler ¢6 nut dinh dang Tab Stop,
khi click lién tiép vao nit nay s& xuat hién cac cach dinh dang cua Tab Stop.

|,7Nut dinh dang:” Dong trai cot || Dong phai || Canh gitra || 3:3%}221? I

[
- H-:_:- va tén Tu01 Que quan E'lem tlu
. H& Thi Lan 18 Nha Trang 6.23
- Trin Binh 19 Hus 775
La¥in Hung 17 Ha MN&i .30

- Nguydn Da 18 Pa Lat 7253
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* Pinh dang Tab Stop trén Ruler :

- Click chon kiéu Tab trén goc trai Ruler.

- Click chudt tai mét vi tri mubn dit Tab Stop trén Ruler.

- Pé di chuyén mot dau Tab Stop trén Ruler: Drag dén vi tri mgi. Mudn xoa
mot dau Tab Stop: click va Drag ra khoi thanh Ruler. Mudn xo6a hét cac Tab Stop trén
Ruler: dung Iénh Format \ Tabs \ Clear All.

3.2.5. Dinh dang Bullets & Numbering

Ta c6 thé dién tu dong cac d4u chdm hinh tron, qua trdm, diu sao, diu miii tén...
hodc danh thir tu theo sd, theo ky tu Alphabet & dau dong cac doan nham gitip cho céac
dé muc trong vian ban dé doc va ndi bat hon.

Cach thuc thuc hién nhu sau:

- Di chuyén con tro nhdp vao doan muén dinh dang hay chon cac doan mubn
dinh dang.

- Dung 1énh Format \ Bullets & Numbering. Xuit hién hop thoai Bullets &
Numbering. Chon muc Bulleted va chon kiéu chdm, hodc chon muc Numbered va
chon kiéu s6 hay chir.

Bullets and Numbering

[ Bulleted | Mumbered || Cutine Mumbered || List Styles |
@
Mone &
L
A — [
.*__ =
‘* —— B
[ Customize... J
Reset ﬁ Ok i [ Cancel ]

Hinh 1.12: H¢p thoai Bullets and Numbering

- Néu qmuf')n qh()n dang Bullets hay dang Numbering khac thi click vao nut
Customize d¢ thay doi.
3.2.6. Tao chir cai l6n dau dong (Drop Cap)

6 thé str dung kha ning cua Drop Cap dé tao chit cai 16n dau dong nhu trong
doan van ban nay. B¢ tao chir céi lon, ta thuc hién nhu sau:

- Di chuyén con tré nhap vao doan mudn tao Drop Cap.
- Dung 1énh Format \ Drop Cap.
Xuat hién hdp thoai Drop Cap:
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21 x|
FPosition
w | |
Morne Cropped In Margin
QO pkions
Fonk:
I SnTinne ;I
Lines tao drop: IZ ﬁ
Distance From kext: IIII.I:IS" ﬁ
| ik I Cancel I

Hinh 1.13: H¢p thoai Drop Cap

Position: C6 3 miu dé chon dang trinh bay.

Option:

+ Dinh dang cta kiéu chit cho ky ty Drop Cap trong hop Font.

+ Xéc dinh s6 dong ma ky tu Drop Cap thé hién trong hop Lines to drop.

¥ Xac dinh khoang cach giita ky tw Drop Cap va ki tu tiép theo trong hop

Distance From text.
- Click nat OK @d¢ hoan tat thao tac dinh dang Drop Cap.

3.2.7. Pinh dang khung va nén (Borders & Shading)

Viéc thém nhitng dudng vién hay lam ndi bat nén cua vian ban goi 1a dinh dang

khung va nén. C6 thé dinh dang khung va nén cho mét s6 ky tu, mot sé doan hay trang

in. Bé dinh dang khung va nén, ta thyc hién nhu sau:
- Chon khdi van ban can dinh dang khung & nén (néu dinh dang khung & nén
mot doan thi chi can chuyén con tro nhdp vao doan do).

- Dung 1énh Format \ Borders and Shading. ’
+ Deé dinh dang khung, chon 16p Borders, xuat hién hdp thoai:

Borders and Shading 2=

I Page Eorder I Shading I

Setking: Skyle: Presiew

| 0 | - Click on diagram below or use
butktons to apply borders

£
E = o
El

Shadow T ;I
alor: | = ..
Autamatic ;I
- |
Width
I 2 pk —j Apply bo:
g Zustam
- - = IParagraph LI
opkions... |
Show Toolbar I Horizontal Line. .. I QK I Cancel I

Hinh 1.15: Hop thoai Borders and Shading
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@ Style : chon kiéu dudng vién mdi canh ctia khung.
2 Color : chon mau duong ké.
o Width : chon d6 rong duong ké.
@ Setting : chon cac miu ké khung,
@ Preview : xac dinh canh nao c6 dudng vién.
+ Pé dinh dang nén, chon 16p Shading, xuat hién hop thoai:

Borders and Shading

Rl
o
NN
EEEEEEEE [ e
EEEEEEEE
(o

0
T T T

oew o
= Pt o]

_ox | ol |

Hinh 1.15: Hgp thoai Shading

@ Style : chon miu to (nhiéu mau t6 c6 dwong ké).
@ Color : chon mau cho cac dudong ké trong mau to.
@ Fill : chon nén cua vin ban. Chon No Fill : khong c6 mau nén.
+ Dé dinh dang khung cho trang in, chon 16p Page Border, xuat hién hop

thoai:

Hinh 1.16. H¢p thoai Page Border
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Setting, Style va Preview c6 tic dung giéng dinh dang khung cho doan.
Apply to dé xac dinh nhitng trang duoc 1am khung.

Ghi cht: Mot sé chirc nang dinh dang khung va nén thong dung cé thé thuc
hién nhanh chéng thong qua cic biéu twong trén thanh cong cu Tables and Borders.
Dé xuat hién thanh cong cu nay, dung 1énh: View \ Toolbars \ Tables and Borders,
hodc click vao biéu tuong B trén Standard Toolbar.

Kiéu duong k¢ | Do 16n duong ké

 Tables and Bocders

> i v%|/‘r&v
A EREY
| Mau duong k@ @Qn duong ké |

Hinh 1.17: Cong cu Tables and Borders

3.2.8. Pinh khuon dang chung (Style)

Trong qua trinh dinh dang vin ban, dé tiét kiém thoi gian va cong strc, ban c6
thé tao kiéu dinh dang cho mdt doan bat ky, sau d6 sao chép kiéu dinh dang nay dén
cac doan khac. Pay 1a mot hinh thic gitip cho vin ban cua ta thong nhat vé kiéu chi,
kich ¢& chir, dinh dang doan, dinh dang Tab stop ...

Trong Word da c6 san mot sb style chuan nhu: Normal, Heading 1, Heading
2,... Trong do style Normal ap dung cho moi doan van ban trong cac tai li¢u mai.

a. Tao mgt paragraph style méi:

- Chon mdt doan c6 chira dang ma ta mudn st dung cho style.

- Click vao bén trong hop Styles and Formatting trén Formatting Toolbar
(khéng click vao mit mii tén cua 8), nhap dé 1én tén mot style dang co dé tao ra tén
cho style méi, go Enter.

b. Tao mogt character style méi:

- Dung 1énh Format \ Styles and Formatting, hay click vao biéu tuong Y
trén Formatting Toolbar.

- Click vao [Mewstre.. ] x4 hién hop thoai New Style.

- Nhap tén cua character style & hop Name.
- Trong hop Style type, click chon Character.
- Chon céc tuy chon khac, r61 click OK.

Mew Style

Properties

Mame:

Style type:

Style based on:

Style for following
Formatting

|Sty|el

|Characber

| a Default Paragraph Font

paragraph:

| Wnarial

Default Paragraph

[] Add to template

Font + Font: .VnArial, 11 pt, Bold, English {U.5.)

Automatically update

[ oK

J [

Cancel

J

Hinh 1.18: Hop thoai New Style
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c. Ap dung mét style cho mét doan viin ban:

- Dé 4p dung mot paragraph style, hiy chon cac doan vin ban mudn thay dbi.
Pé ap dung mot character style, hiy chon cac ki tir can thay doi.

- Vao Styles and Formatting, click 1én tén style muén ap dung.

4. Pinh dang trang va in 4n

4.1. Pit 18, ¢& gidy va huwéng in

Trude khi bat tay vao soan mot van ban, thong thuong ta chon ¢& gidy dinh in
va dat 1& cho trang in bang 1énh File \ Page Setup, xuat hién hop thoai Page Setup.

a. Chon c& gidy : Trong hop thoai Page Setup, chon 16p Paper.

Page Setup

[ Margins | Faper [ Layout |
Paper size:
[aa [ ]
Vidth: 8.27 [E=]
Heights: 11.69" [E=]

Paper source

Default. .. [ oK ] [ _cancet ]

Hinh 1.19: Hop thoai Paper

+ Hop Paper size: xac dinh kich c& trang gidy. Di voi cic cong van gidy to
ta thuong chon kho gidy A4, 210 x 297 mm.

+ Hop Width va Height: dinh dang lai chiéu rong va chiéu dai cua trang gidy.
Khi d6 ¢ gidy duoc goi 1a Custome size (c& ciia nguwoi ding tw dinh nghia).

+ Hop Apply to, chon mot trong ba kha ning: This Secsion (dé dp dung cho
secsion van ban hién tai), This Point Forward (dp dung cho vung tir vi tri hién tai tro
vé sau), Whole Document (dp dung cho toan bé tdi liéu).

+ Chon OK dé xac nhan céac théng s6 mai thiét 1ap. C6 thé chon Default dé
luu cac thong sb vao tap tin khuon mau sir dung cho nhiéu tai lidu vé sau.

Margins | Paper " Layout]

Margins

Top- Bottom: [17 =
Ler e | mone: 125~ 3]

Sutter: Gutter position: [Lere ]

Orientaton

||

Fortrait Landscape

Multple pages: Mormal le

This section lil

Default... L (=14 | [ _canc= ]

Hinh 1.20: Hop thoai Margins




