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I. Nhirng diém méi trong Microsoft Word 2010
1. Téi wu Ribbons

Néu ban van dang dung bo Office 2003 va quen thudc véi thanh menu chuan nam & phia

trén cua so thi hay chuan bi cho mét sy doi méi trong b Office 2010.

Vi thanh menu theo giao dién Ribbon, cac chirc nang s€ dugc chia ra theo tung tab riéng

biét trén menu chir khong hién thi ra toan by nhu ki€éu menu cil.

Thuc ra bo Office 2007 ciing da dugc trang bi ki€u menu Ribbon, tuy nhién, menu cua
Office 2010 duogc t6i vu dé thuan tién hon cho nguoi dung. Ngoai ra, ban cling c6 thé tao
thém cac tab mdi dé chira cac chlrc nang cua riéng minh.
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Menu Ribbon trén Word 2010
Co6 thé khi méi chuyén qua menu maéi, ban s€ gap it nhi€u kho khan vé sy mai la, tuy nhién,

mot khi da quen thudc, ban s€ khdé ma chap nhan quay trd lai su dung mau menu cii trén

Office 2003.



2. Hé thong menu moi la
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Trudc day, Office 2007 da tao ra sy khac biét hoan toan so voi Office 2003 cling nhu céac
phién ban Office cii vé mat giao dién, dac biét 1a menu cua chuong trinh thi gio day, Office
2010 lai 13 tao nén 1 cap do moi va 1a mot su thay doi vé menu cong cu cua chuong trinh.
Khi lya chon trén menu cong cu, thay vi sé xudng 1 menu nhu trude day, toan bo cua sb

Office 2010sé& thay d6i mau sic va sé cung cap cho ban cac tuy chon nhur Save, Open, Close,



Preview...

Va trén cung, hé thong menu moi cung céap cac thong tin chi tiét vé tac gia, kich thudc tap
tin, va cac thong tin vé sua d6i file.... Thém vao d6 13 mét cua s cho phép ban xem trudc
tai liéu ¢ dang trang in d€ chac chan rang van ban da dugc trinh bay theo dung y ban. Noi

mot don gian: Hé thong menu méi cua Office 2010 rd rang va chi tiét hon rat nhiéu.
3. Chirc nang Backstage View

Trong Office 2010, ntit bAm nay duoc thay doi boi mot tab méi trén Ribbon, nim & trong
cung bén trai. Khi ban click vao tab nay, mot man hinh méi dugc goi 1a Backstage View sé
dugc hién 1€n. Trén man hinh nay, danh sach bén trai s€ chua céc tdc vu, man hinh bén phai
s¢ la tuy <chon <cac chiac nang twong ung véi tac  vu  doé.
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4. Chirc ning Paster Preview

Microsoft da thu thap phan héi cua khach hang vé cac phién ban Office trudc va phat hién
ra rang s6 dong nguoi dung thuong xuyén mat nhi€u thoi gian dé dan mdt doan van ban
hodc hinh 4nh vao ndi dung soan thao cua minh.

Nguyén do cua tinh trang nay la vi nguoi dung khong biét trude ndi dung dugc dan vao van
ban s€ trong nhu thé nao, va ho phai lam lai nhi€u lan méi khién cho chung trong hop ly va

phu hgp vai dinh dang cua ndi dung soan thao. Va d6 1a ly do tinh nang Paste Preview duogc

ra doi.
n: H ) - =
Home Insert
j Calibri (Body] ~ 1

| Paste | B F O+ e
hd j =

| Paste Options:

‘ Merge Formatting (M) 1

Set Default Paste...

Paste Preview cho phép ban xem trude ndi dung soan thao s€ trong nhu thé nao néu mot noi
dung khac dugc dan vao trong do, gitip ban tiét kiém dugc thoi gian. Ngoai ra tinh ndng nay
con cho phép luu gilr dinh dang cua ndi dung can dan, két hop cac dinh dang hodac loai bo
dinh dang cua n¢i dung trude khi dan.

5. Churc nang Text Effect
Thay vi phéi tao mot ddi tuogng WordArt dé chén chit nghé thuat vao trang vin ban, gio day
v6i Office 2010 cong viée d6 di don gian hon rat nhidu va ngudi ding ciing c6 thém nhiéu
lya chon véi viée trang tri van ban cua minh. Khac vdi phién ban Office 2007. Tinh nang
WordArt chi duoc tich hop vao Excel va Powerpoint con véi Word 2007 thi moi sy van y
nhu trudc nhung td1 Office 2010 thi da khac.

Véi tinh ning Text Effect ban c6 thé sir dung hoan toan céc hiéu tmg dep mét ciia WordArt



trong Excel hay Powerpoint 2007 trong Word 2010. That don gian ban chi can lya chon
doan van ban can ap dung hiéu ting sau d6 nhap chudt vao biéu tugng cta Text Effect trén
thanh cong cu tai thé Menu Home, mot menu do xuéng cho phép ban lya chon cac hi¢u ung
can ap dung

Va ban hoan toan c6 thé ap dung cac hiéu ting c6 trong Text Effect véi van ban cta minh.
Néu nhu phai lua chon Edit dé hiéu chinh n6i dung cho WordArt thi gid day ngudi dung c6

thé chinh sira tryc tiép nodi dung vin ban c6 hiéu tmg cia WordArt
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Nguoi dung co thé chén, x6a hay thay doi Font, kich thudc Font, mau sac, danh dau... véi
van ban mang hi€u ung ctia WordArt
Chu y: Chtrc nang nay chi st dung cho nhitng file Word dugc tao ra tr Word 2010 va c6
dinh dang *.docx néu nguoi dung luu file dudi dang *.doc thi cac hiéu Gng nay s& tu dong
bi gd bd khdi van ban

6. Luru file dwéi dang PDF va XPS duge tich hgp sin
Ngoai cac dinh dang duoc hd tro bai MS Office cac phién ban trudc dé nhu Doc, Docx. thi
Office 2010 ciing hd trg Iuvu file dudi dinh dang PDF va XPS ma khong phéi cai dit thém
Add-in nao nhu Office 2007

7. Hién thi thong tin chi tiét cia file viin ban trong Office Button

Dé biét thong tin vé file vin ban ban dang lam viéc ban chi viéc nhép chudt vao nut Office
Button. Moi thong tin s& dugc hién thi nhu dung luong (tinh dén 1an luu cubi cung), sb

trang, so tir, thoi gian chinh sira, thoi gian tao, thoi gian luu lan cudi, ngudi

tao...
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8. Khi ning mé rong man hinh

Office 2010 cho phép nguoi dung mé rong cira s6 soan thao bang cach 4n hodc hién bang

[c]e

Menu Ribbon bang nut 1énh Minimize the Ribbon nam phia trén goc phai ctra s6 lam viée

ctia cac img dung Office 2010 hodc nhan to hgp phim Ctrl + F1

Symbols

Signature Line *

Date a Time 7T Equation T
m’j>J Object y. Symbol m



9. Chuwe nang chinh swa file Media chuyén dung

Chuwc nang chinh swa file Media chuyén dung:

- - Review View J Format
File Home Insert Page Layout References Mailings .
= - Picture Border’
4 - Corrections’ | M o = (71
i » — — — e— —— E£3 picture Effects L“ ...... E
~d Sharpen and Soften - Posttion Wrap—
Remove X p d _ = V¥ Text’ Selection Pane
- 3% ﬂ m H m e Hange
[_L,J . o I S T - S I - L
¥ ¥ 7 P V P ¥

Brightness and Contrast

-

(

Khong chi biét dén voi nhitng cong cu soan thao van ban va tinh toan, Office 2010 con biét

dén voi cong cu chinh swa anh va video manh m&. Cu thé, ban c6 thé dé dang chinh swa va
bién tap ndi dung hinh anh ciing nhu video ngay trong trong Microsoft PowerPoint. Ban
tham chi c6 thé loai bo nén cua hinh anh vdi bo Office mai.

NOi cach khac, Office 2010 c6 rat nhiéu tinh nang ma ban cé thé lam dugc vai cac file
media. Mac du n6 sé khong phai 1a phan mém chinh sua anh chuyén dung nhu Photoshop,

nhung Office 2010 thuc sy lam cho viéc tao va chinh sua nodi dung cic hinh anh dé dang

hon.

10. Chup anh cira s, tng dung dwa vio vin bén

Pay 1a mot diém mai co trong Office 2010, trong Menu Insert ban dé dang nhan thay nat

1énh Screenshot.



m Home Insert Page Layout References Mailings f

[#) Cover Page v == ~|—1‘ ) nn
v A +
_] Blank Page —J_J CT)
=i Table Picture Clip Shapes SmartArt Chart Screenshot
*—, Page Break - Art v -
Pages Tables llfustrations

Khi nhép chudt vao nut 1€énh nay mét menu hién ra cho phép ban chup anh mot trng dung

dang chay hay mét ctra s6 dang dugc mé dé chén vao ngay tai vi tri con tré.

1 4 8. Hyperlink =] Header ~
e A& Bookmark S| Footer~
Screenshot
- '] Cross-reference ﬂ Page Number »

Available Windows r & Footer

o TwiZare Caban -

DRG0 & 5

@x+ Screen Clipping

Khi nhép chudt vao nut 1énh Screenshot mot menu hién ra hién thi cac ctra s6 dang m¢ va
chuong trinh dang chay nguoi dung chi viéc nhap chudt vao ddi tuong dé co duge birc anh
chén vao vin ban. Nguoi dung ciing ¢6 thém lwa chon chup tuy chon bang cach lwa chon
Screen Clipping dé chup anh nhitng ving minh muén. Khi chon 1énh ndy man hinh may
tinh s& mo di va con tré chuyén thanh dau cong mau den ngudi dung nhip chudt va khoanh
mot viing can chup ving d6 s& sang 1én va ngay khi tha chudt nguoi ding s& c6 duge mot
btrc anh cheén vao van ban l1a vung vira chon.
11. X% ly anh nhw m§t chwong trinh chuyén nghiép

Vi Office 2010 nguoi dung c6 thém nhidu lua chon thiét 1ap cac ché d6 va hiéu tng cho

d6i twong picture duogc chén vao van ban. Chi can chon déi twong nay sau d6 vao Menu



Picture Tools\Format ngudi dung c6 thé d& dang nhén that cac lua chon dé thay doi hiéu

ung cho buc anh nhu: Correction, Color, Artistic Effect.

‘ 2 Corrections v :_\1
— Color IT]

Remove o
Background Avrtistic Effects ’

Adjust
12. Phat trién chirc ning tim kiem

Néu nhu véi Office 2007 va cac phién ban truée d6 hop thoai tim kiém khong c6 gi khac
biét thi voi Office Word 2010 MS da phat trién chitc ning nay thanh mét chtrc ning kha
linh hoat va toc d6 tim kiém ciing duoc cai thién dang ké. Khi chon 1énh tim kiém hay nhan
t6 hop phim Ctrl+F, ctra s6 soan thao sé& thu hep lai vé& bén trai nhuong chd cho hop thoai
tim kiém. Khi nguoi dung nhap ndi dung tim kiém vao 6 Search Document thi cac tir giong
s& duoc danh dau ngay trong vin ban dong thoi hop thoai ciing hién ra mot phan doan vin

gan vai tir dang tim kiém dé nguoi dung c6 thé dé dang di chuyén dén ving c6 tir dang tim

kiem
Navigation v X
word 2010 X’

to of 26 matches

%_] A v

Iiil
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Tao trang bia trong Word
2010 70

L Mhiftng didém mai trong
Micrasoft Word 2010

IMenu Ribbaon tren Word
2010

trong Excel hay Powerpoint
2007 trong Word 2010, That
dan gian ban chi can Iua
chon doan



13. Tuy chon bao mat manh me

* =0
Compare Restrict

v Editing
_ompare Protect

Restrict Formatting and Editing v X

1. Formatting restrictions

[] Limit Formatting to a selection of
styles

Settings...

2. Editing restrictions

[] allow only this type of editing in the
document:

3. Start enforcement

Are vou ready to apply these settings?
{You can turn them off later)

Ban ludn lo lang ndi dung tai liéu cua minh s& b thay doi va truy cap trai phép? Diéu nay
s€ dugc han ché toi da ¢ trong Office 2010. Phién ban Office moi cung cap nhirng tinh nang
cho phép han ché viéc thay d6i ma khong c6 su cho phép cua tac gia, ngodi ra con cung cap
thém vao mot “ché do bao vé” (protection mode) dé tranh viéc ban vo tinh swa ndi dung cua
file ngoai y muén. Office 2010 cho phép ban chon lya ai trong s6 nhirng nguoi nhan dugc
tai liéu cua ban dugc phép chinh sua, hoac chi dugc xem ma khong c6 quyén chinh sua.

I1. Noi dung chinh
Chuwong 1: Thao tdc cdan bdn trén Word 2010
1. Tao méi van ban

Tuong tu nhu Word 2007, phim tit dé tao mot tai liéu méi trong Word 2010 1a Ctrl+N.
Céach khac: Nhan chudt vao Microsoft Office Button (hodc Tab File), chon New, nhan dup

chuot vdo muc Blank document.



Tao mot tai liéu mai tir mau c6 san: Nhan Microsoft Office Button (hodc Tab File), chon

New. Nhin nut Create dé tao mot tai liéu méi tir mau dé chon.
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2. Mé& mot viin ban tao san

Tuong tu nhu Word 2007, phim tit mé tai liéu c6 sin 1a Ctrl+O. Ban ciing c6 thé vao

Microsoft Office Button (hoac Tab File), chon Open.

ol Save
B save As

‘ 5 Open |
[ Close




3. Luu mot van ban da soan thio
Luu tai liéu
Phim tit dé luu tai liéu 1a Ctrl+S (giéng Word 2007). Cach khac: Nhin Microsoft Office
Button (hoac Tab File), chon Save.
Néu file tai liéu nay trude d6 chwa duge luu 1an ndo, ban s& duoc yéu cau dit tén file va
chon noi Iuu.
Pé luu tai lidu voi tén khac (hay dinh dang khéc), ban nhin Microsoft Office Button (hoic
Tab File), chon Save As (phim tit F12, twong tw nhu Word 2007).
Miic dinh hru tai liéu dang Word 2003 tré vé truée

Maic dinh, tai liéu cia Word 2010 duoc luu v6i dinh dang 1a *. DOCX, khac véi *.DOC ma
ban da quen thudc. Véi dinh dang nay, ban s€ khong thé nao md dugce trén Word 2003 trd
vé trudc néu khong cai thém bd chuyén d6i. Pé twong thich khi mé trén Word 2003 ma
khong cai thém chuong trinh, Word 2007 cho phép ban luu lai véi dinh dang Word 2003
(trong danh sach Save as type cua hop thoai Save As, ban chon Word 972003 Document).

Mudn Word 2010 mic dinh luu v6i dinh dang ciia Word 2003, ban nhan Microsoft Office
Button (hozc Tab File), chon Word Options dé mé hop thoai Word Options. Trong

khung bén trai, chon Save. Tai muc Save files in this format, ban chon Word 97-2003
Document (*.doc). Nhan OK.



Word Options

General .

H Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format Word Document (“.docx) v |
Language 0 Save AutoRecover inforr Word Document (‘.docx) '

0 Keep the last Auto R Word Macro-Enabled Document (‘.docm)

Advanced Word 97-2003 Document (‘.doc;

Customize Ribbon

Quick Access Toolbar

AutoRecover file location:

Default file location:

Word Template (*.dotx)
Word Macro-Enabled Template (‘.dotm)

Word97-2003 Template (*.dot)

Single File Web Page (*.mht, “.mhtml)
Web Page (*,htnn, “.html)

Save checked-out files to: i 0 Web Page.. Filtered (*.htm, ".htnil)
Rich Text Format (*.rtf)

Plain Text (".tit)

Word Xl IL Document i'.xml)

Word 2003 XML Document (m'.xml)
OpenDocument Text (‘.odt]
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Add-Ins Offline editing options for de

Trust Center
The server drafts loci ®

The Office DMumen'

Server drafts location:

Giam thiéu kha niing mét dix liéu khi chwong trinh bi déng bit ngo

Pé dé phong trudng hop treo may, cip dién lam mat dit liéu, ban nén bét tinh ning sao luu
tu dong theo chu ky. Nhan Microsoft Office Button (hoic Tab File), Word Options, chon

Save
Word Options

|

General . .
H Customize how documents are saved.

Display ‘
Proofing ‘ Save documents

|
Save M Save files in thisWﬁ.dom v
Language ‘i Save AutoRecover information every {107 7773] minutes

out saving

Advanced

AutoRecover file location: [C: Documents and Settings ébc:-’application Data'\Microsoft\Word'

Customize Ribbon

Default file location: iC: Documents and Settings'abc\My Documents)

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins

Save checked-out files to: 0
O The server drafts Jocation on this computer

(® The Office Dacument Cache

Trust Center




4. Thao tac voi chuft va ban phim
4.1 Thao tac vé6i chudt:
a. Sao chép dang van ban:

Mot trong nhitng cong cu dinh dang hitu ich nhat trong Word 12 Format Painter (n@it hinh
cdy co trén thanh cong cu Standard). Ban c6 thé dung n6 dé sao chép dang tir mot doan vin
ban nay dén mot hodc nhiéu doan khéac va dé thuc hién chirc nang nay, dung chudt la tién

loi nhét.

Pau tién danh khéi van ban c6 dang can chép, bAm mot 1an vao nit Format Painter (néu
mudn dan dang vao mdt doan van ban khac) hoac bam kép nut (néu mubn dan dang vao
nhiéu doan vin ban khéc). Tiép theo, dé dan dang vao nhitng doan vin ban nao thi chi can
danh khéi chung 13 xong (nhan thém phim Esc dé tit chtc ning nay di néu trude d6 ban

bam kép nut Format Painter).
b. Sao chép hoic di chuyén dong hoic cdt trong table:

Trong mot table, néu ban mudn chép thém hay di chuyén mét hay nhiéu dong hodc cot thi
c6 thé dung cach kéo va tha bang chudt nhu sau: chon dong hodc cot can chép hodc di
chuyén, kéo khéi da chon (néu sao chép thi trudc d6 nhan gitt phim Ctrl) dat tai vi tri ma

ban mudn.
c. Dung ciy thwéc dé xem khoang cach vin ban trén trang:

Thong thudng ban dung cdy thude dé dinh vi cac dong vin ban, dit khoang cach 1é trang
hay dit cac tab dimg. Nhung n6 con mot cong dung khac khong kém phan thua vi va tién loi,
d6 1a xem chinh x4c (thé hién tryc quan bang s6) khoang cach ciia van ban so véi &, canh
trang hodc gitta mdi tab. Dé biét khoang cach mdi phan nhu thé nao, ban bam va giir chudt
tai mot vi tri ndo do trén thanh thudc ngang, d@)ng thoi bam gitr tiép nut chudt phai 1a sé

thiy ngay khoang cach giira mdi phan 1 bao nhiéu.
d. Sao chép hoic di chuyén vin ban:

Ciing tuong tu nhu table hay bat ctr dbi tuong nao khéc trong tai li¢u, ban cé thé dung cach

kéo va tha trong viéc sao chép hodc di chuyén vin ban. O day khong can phai ndi gi thém



vé phuong phap nay (vi chic hau hét chung ta déu da biét cach 1am nay), nhung chi luu ¥
mot didu 1a dé c6 thé dung duogc cach nay thi tuy chon Drag-and-drop text editing (menu
Tools-Options-thé Edit) phai dugc danh dau.

e. Phong to hoic thu nhé tai li¢u:

Khi can phéng to hodc thu nho tai liéu, thong thudng ban s& chon tir nit Zoom trén thanh
Standard, nhung nhu thé cling hot bat tién vi phai qua hai ba thao tac. Néu chuét cia ban ¢
3 nat thi c6 thé nhanh chong phong to hay thu nho tai liéu tir ntit chudt giira, bang cach nhin

giit phim Ctrl trong khi ddy ntit chudt 1én (phong to) hodc xudng (thu nho).
f. Mo nhanh hop thoai Tabs va Page Setup:

Khi can chinh stra chi tiét cac ddu tab dimng trong doan vian ban, ban s& phai nho dén hop
thoai Tabs, hay khi thay doi cac thiét 1ap trang giy thi ban lai phai dung dén hop thoai Page
Setup. Thay vi mé cac hop thoai d6 tir menu Format-Tabs hay menu File-Page Setup, ban
c6 thé nhanh chong mé chiing bang cach bam kép bét ky chd nao trong thanh thudc ngang
(trong khoang cach nhap vin ban, & dudi cac hang sb dé md hop thoai Tabs hodc trén hang
s6 dé md hop Page Setup).
g. DPanh khoi toan b tai liéu:

Trudce khi cung cép mot dang nao do6 cho toan b van ban, diéu dau tién ma ban s& lam la
danh khdi toan bo chiing va ban cé thé dung nhitng cach nhu bdm menu Edit-Select All
hodc nhin Ctrl+A. Nhung ban hiy thir cach ndy xem, chi can dwa chudt vé 18 trai vin ban
(mili tén tro chudt s& nghiéng vé phai) va bam nhanh 3 1an ciing c¢6 thé chon toan b tai liéu

duoc day.
4.2 Thao tac v6i ban phim

Céc phim thuong ding trong Winword gém cac phim:

Cac phim di chuyén con tro:

Phim i: Di chuyén con tré 1én mot dong.



