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Loi mé dau

Tai liéu nay duoc xay dung dua trén céc tai li¢u cia Microsoft va tham khao mdot sb tai liéu
trén Internet. Tai liéu nhdm muc dich giap nguoi hoc hé théng lai mot s6 nhitng kién thirc co
ban vé may tinh phuc vu cho cic cong viée vin phong hang ngay nhu: xir ly céng viée cta co
quan, hoc tip va nghién ctru. Nhitng kién thtrc trong tai liéu nay khong c6 gi méi ma chi duge
bién tap sip xép theo khdi kién thirc ma theo tic gia 13 can thiét cho nhimg nguoi st dung

may tinh trong cong viéc van phong.

Tai liéu nay duoc bién soan dé chia sé cho nhimg ngudi quan tim dén kién thirc vé Microsoft

Word chir khong mang muc dich thuong mai.

Phung Van Bong

Truong DPai hoc Ha Noi



Chuwong 1. Tim hiéu vé Microsoft Word 2007

1.1. Lam viéc trong méi trwong Word 2007
1.1.1. Lam quen véi giao dién Word 2007

Ciing nhu tat ca cac chwong trinh trong Microsoft Office 2007, cach pho bién nhét dé bat dau
Word la tir menu Start hién thi khi ngudi diung nhap chudt vao nut Start & dau bén trai ciia
thanh tac vu Microsoft Windows Taskbar. Giao dién ctia ctra s6 chuong trinh da thay d6i hoan

toan so vdi cac phién ban trudc.
Microsoft Office Button

Tab |— Quick Access Toolbar Title bar Group Ribbon
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M®i truong Word méi duoc thiét ké chit ché hon phan anh cach moi nguoi thuong lam viée
v6i chuong trinh. Khi nguoi dung khéi dong Word 1an dau, moi truong ndy bao gdm cac yéu

td sau:

e Toan b cac 1énh lién quan dén tur quan ly Word va cac tai liéu ctia n6 dugc tap hop lai
trén mot menu duoc hién thi khi ngudi dung nhap vao nit Microsoft Office Button.
Microsoft Office Button (Trong tai liéu nay doi khi goi la: Office Button hoac nut

N
{

Microsoft Office), biéu twong cua nd nhu hinh sau: =

« Céc lénh co thé duoc thé hién 1a cic nit trén thanh coéng cu truy cdp nhanh (Quick
Access Toolbar) ¢ bén phai ctia Microsoft Office Button. Mac dinh, thanh cong cu nay
hién thi c4c nut Save, Undo, va cac nit Lap lai. Tuy nhién, nguoi ding cé thé tuy
chinh thanh cong cy Toolbar dé dua vao cac 1énh ma ho thudng xuyén sir dung.

 Thanh tiéu dé Title bar hién thi tén cua tai liéu dang mo. O phia cudi bén phai cia
thanh tiéu dé 12 3 nGt 1énh quen thudc c¢6 chirc ning twong ty trong tat ca cac chuong
trinh Windows. 6 1a: c¢6 thé tam thoi an céc ctra s6 Word bang cach nhan vao nit
Minimize, diéu chinh kich thuéc clia cira s6 v6i cac nut Restore Down / Maximize,
va dong tai liéu hién hanh hodc thoat khoi Word véi nat Close.

« Ngay bén dudi thanh tiéu dé 1a Ribbon, né 1am cho tt ca cac kha ning ciia Word ¢
san trong mot ving duy nhat nham gitp ngudi dung sir dung hidu quéa chuong trinh.
(Xem chi tiét phan sau vé Ribbon).

e (Céc Iénh lién quan dén viéc xu 1y ndi dung tai liu dugc hién thi nhu c4c ndt trén cac
Tab, n6 da tao thanh Ribbon. Tab Home dugc dat mac dinh. Kich vao mdt trong cac
tab khac, chiang han nhu Insert, s& hién thi céc ndt 1énh cua tab do.

« Trén mdi tab, cac nGt dugc to chire thanh cac nhém. Tuy thudc vao kich thude cua cira
s6 chuong trinh, trong mot s6 nhom, kich thude cua cac nat thudng xuyén sir dung sé
duoce b tri rong hon cac nut con lai.

o Dé hién thi tit ca cac nat 1énh con lai trong mot nhoém (khi khong tim théy nut 1énh

can trong nhom d6) hay bam vao biéu tuong ' & gdc dudi bén phai cia nhdém do
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o Mot sd nut 1énh dic biét khac nhu hinh sau:

by Selectw——

Kich vao kitu mit 1énh hinh tam giac mau den nay s& hién thi mdt danh sach céc lwa chon

II_\."—

- g

[ Kichvio kifu mit 1énh nay s& the thi [8nh ngay trén vin ban

« Nt 1énh Microsoft Office Word Help nam & phia ngoai cting bén phai cta Ribbon.

e Khi nhiéu hon moét tai liéu dwgc mo ra, moi tai liéu €O cura so riéng cua no.

« O phia dudi cta ctra s6 chuwong trinh, c4c thanh trang thai Status Bar cung cap cho

ngudi dung thong tin vé tai liéu hién hanh. Nguoi dung c6 thé tit hién thi mot muc

thong tin nao d6 bang cach kich chudt phai vao thanh trang thai va sau d6 nhap vao

nd nhu hinh sau:

<

<]i=lf=] [=]f=<] <]

<)

Customize Status Bar

Formatted Page Number
Section

Page Number

“ertical Page Position

Line Mumber

Column

Word Count

Spelling and Grammar Check
Language

Sighatures

Information Management Policy
Permissions
Track Changes
Caps Lock
QOvertype
Selection Mode

[

[

Off
Off
Off
Off
Off
Insert

Macro Recording
Yiew Shortcuts
Zoom

Zoom Slider

Mot Recording

100%

Kich vao muc
nay dé hién thi

trén Status bar

« O cudi bén phai ciia thanh trang thai 1a thanh cong cu View Toolbar, cho phép thay

d6i cach hién thi noi dung tai lidu (xem chi tiét tai muyc 1.3).




1.1.2. Lam quen véi thanh Ribbon
Lan dau tién mo Word 2007 1én ¢ thé ngudi ding s& ngac nhién véi giao dién hoan toan mai
s0 v6i cac phién ban trudc. Phan thay d6i 1on nhét 1 thanh Ribbon nim trén cing cua cira sb

chuong trinh.

AL
\ L
Home Insen Page Layout References Mallings Review View
T T Cambria (Heading) <16 A AR E s 2R RS | T

Pa;tc; B I U-dx; X W--A-- EEBE|=Z|O-

Clipdboarg ' Font . Paragraph

Thanh Ribbon thé hién sin nhitng 1énh théng dung nhd d6 ngudi dung khéng phai luc tung
hang dong menu dé tim thir ho can.

Tai sao lai ¢ su thay d6i nay? Céu tra 101 1a dé gitup cho nguoi dung lam viéc dé dang va hiéu
qud hon. Thanh Ribbon dugc nghién cuu va thiét ké sao cho cac 1énh dugc dit & nhiing vi tri

hop 1y nhit.

1.1.3. Co6 nhirng gi trén thanh Ribbon?

(’.’.;n d -
\ o4 '
Home Insent Page Layout References Mailings Review View
~
oy r.o
Calidrl {Body) LR, O | et I s =R S SRR |

Pasle} B I U-sax xM-||¥Y-A-|EEBEB|:=E 5-

Chipboard '« Font » Paragmaph

T
P

Thanh Ribbon c6 3 thanh phan cin ban, s& rat c6 ich néu nguoi dung biét mdi phan duoc goi

1a gi va céch str dung chiing.

1. Tab (thé) c6 7 Tab co ban nam ngang phia trén, mdi Tab dai dién cho mot vung hoat dong.
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2. Group (nhom) mdi Tab bao gdm nhiéu Group tap hop cac d6i twong c6 lién quan mat thiét

véi nhau.

3. Command (1énh) méi Command co thé 12 mot nat, mot vung dé nhép ndi dung hodc mot

Menu (trinh don).

Moi tht trén mot Tab déu duogc lya chon can than dya trén céac hoat dong cua nguoi dung. Vi
du Tab Home chira nhitng 1énh c6 tan suét str dung nhiéu nhét chiang han nhu cac 1énh trong

nhém Font dé dinh dang van ban nhu: Font, Font Size, Bold, Italic, v.v...

1.1.4. Nit hién thi hop thoai ciia tirng nh6ém

( [y %
\ O
Home Insert Page Layout Rafarences Mallings Review View

Calibri (Body) “111 A AT i i£ iFE /,"“‘ﬂ

Paste s B JZ U-dx, xM-?-A- EEEE|=Z O

Clipboard *» Font Paragraph

Fonk Chagacter Spadng

M6i nhin qua nguoi dung c6 thé s& khong tim thay mot 1énh nao d6 di co trong cc phién ban
Word trudce. Bung lo, mot $6 nhom c6 mot nat hinh mii tén chéo & nim ¢ gbc phai bén dudi
cua nhom.

Nut mili tén d6 duoc goi 1a Dialog Box Launcher (nit mé hop thoai). Néu nguoi dung Click
vao nut d6 nd s& mo ra cac tiy chon lién quan dén nhom twong Gng. Cac tiy chon niy xuét
hién dudi dang hop thoai van thiy & cac phién ban Word trugc day.

Nhan tién ndi vé cac phién ban Word trudc, nguoi dung cod thé tu hoi liéu ho ¢co thé chon mot
giao dién gidng nhu cac phién ban trudc trong Word 2007 khong. Cau tra 10i 1a KHONG. Tuy
nhién, sau khi da quen thudc véi giao dién maéi ho s€ cam théy thich thu vé4i su tién lgi ma no

mang lai.

1.1.5. Nhirng Tab phu

Khi ngudi ding chon mot mot bire anh, tab phu co tén Picture Tools s& xudt hién, Tab nay

chira céc 1énh lién quan dén viéc xir Iy hinh anh trong Word.

11



9 -0 = Contoso.docx - Microsoft Word 2 == Picture Tools

Home Insert Page Layout References Mailings Review View Format

:__w' ,A'v ' ' .
S

i Picture Effacts ~

Picture Styles

T
~

<

CONTOSO PHARMACEUTICALS

Annu¥-Report

Trong phién ban 2007, c6 mot sé Tab chi xut hién trén thanh Ribbon khi nguoi dung can dén
chung. Gia str ngudi ding vira chén mot tim anh vao tai liéu, by gid néu muén co nhiing
hiéu chinh lién quan t6i tim anh nay chang han nhu chon cach van ban s& bao quanh tdm anh
nhu thé ndao hodc c6 thé mudn cat xén nhitng phan thira trong anh...Vay c6 thé tim cac 1énh

lién quan ¢ dau?
1. Chon anh.
2. Tab phu Picture Tools xuat hién, hiy click vao do.

3. Cac nhoém va lénh méi s& xuat hién dé c6 thé xir Iy hinh anh, nhém Picture Styles chang

han.

Khi click ra ngoai birc anh, Tab Picture Tools s& bién mat va cac nhom khéac xuat hién tro

lai.

1.1.6. Toolbar mini

Khi chon mot doan van ban hoac mot tir va chuyén con tré chudt dén d6, mot Toolbar (thanh

cong cu) nho s xuat hi¢n dudi dang mo.

(Cn)dD-0 7

)
/ Home Insert Page Layout References Mailings Review View
A3 K- Ly Orlentation = #= Breaks = 2A) Watsrmark = | Indent
£1d
(4} [} Sze~ ¥ tine Numbers» Ol Page Colar~ | ER Lett: =
Themes —, Margins 5 -
- o - HE Columns~  p Hyphenation~ | _] Page Borders || 53 Right: 0 <
Themes Fage Setup * | Page Background Paragraph
: =
] al
£
: B . \ - iF iF ‘
Get up to speed.

%—‘!
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Mot sb 1énh dinh dang hiru dung dén ndi nguoi dung mudn né xuit hién trong moi hoan canh.
Gia str ngudi diung mudn dinh dang nhanh mét vin ban trong khi hién tai dang ¢ Tab Page
Layout. Puong nhién ngudi dung c6 thé Click vao Tab Home dé sir dung nhiing 1énh dinh

dang trong do, tuy nhién c6 mot cach nhanh hon:

1. Chon phz‘in van ban mudn dinh dang sau do chuyén con tro chudt téi vi tri do.

2. Mot thanh cong cu nho xuét hién dudi dang mo. Néu nguoi dung ré chudt dén do, thanh
cong cu nay s€ hién rd va ho co thé sir dung cac tuy chon trén d6 dé dinh dang van ban.
Toobar Mini rét hitu ich cho dinh dang nhanh vian ban, tuy nhién nguoi dung phai lam sao néu
mudn mot vai lénh khéc cling xuét hién thuong truc nhu vdy. Hay xem phén tiép theo vé

Quick Access Toolbar (thanh cong cu truy cap nhanh).

1.1.7. Thanh cong cu truy cap nhanh

Thanh cong cu truy cip nhanh (Quick Access Toolbar) 1a mot ving nhé nam trén goc trai
cua thanh Ribbon, n6 chura cac 1énh nguoi st dung dung ngay nay qua ngay khac nhu: Save,
Undo, Repeat. Nguoi dung c6 thé thém vao nhitng 1énh ma minh thuong dung dé né sé& luén

xuét hién ma khong phu thudc vao Tab hién thoi.

(T e

o)

Home Insent Page tayout References Mailings Review View
AB(’ 4, Research 4~ l =d 9 o < Final Showing Markup
< Thesaurus % ! P ) Show Markup ~

Speling & ., -0 Mew L Track  Balloons ..
Gra = ransiate 3 ¢ 8 ~
Grammar °% ad Comment Add to Quick Access Toolbar (\Y

Froafing comment
Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon *

Minimize tha Ribbon

Click phai chudt vao nit 1énh ma ngudi ding mudn thém vao Quick Access Toolbar, chon

Add to Quick Access Toolbar.

1.1.8. An tam thoi thanh Ribbon

Thanh Ribbon gitip cho moi thir trong Word 2007 trd nén tap trung va dé& dang tim kiém
nhitng thir can thiét. Tuy nhién, d6i khi nguoi ding khong can phai tim bat ctr thir gi. Ngudi
ding chi mudn tap trung 1am viéc véi tai liéu cia minh va ho mudn c6 nhiéu khong gian hon.

That don gian, hay tam 4n thanh Ribbon.
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Fage Layout Refarences Mallings Review View

&bl

Clipboard Home Insert Page Layout References Mallings Review View

Getupto speed]

Céch 4n thanh Ribbon: Nhap dup chudt vao Tab hién tai, cac nhom ciia Tab s& bién mat. Nhu

vay ho di c6 nhiéu khoang trong hon.

Khi mudn thanh Ribbon xuét hién tré lai, hiy nhap dap vao Tab hién tai.

1.1.9. Sir dung ban phim

@ AlBigak

Home Insert Page Layout References Mallings Rewiew View
(H) LN el {s} M) 3 {wi
4 #  catiorl Boay - A AT EE st
—4
Pa.s(e 7 B Z U-sax xXMW-|-A-|EEFBE =2
Chipboard '« Font . Paragraph
Get up to speed.

Nhiing ngudi yéu ban phim, day 1a phan danh cho cac ngudi dung. Phim tit bat dau véi Ctrl

nhu cac phién ban trude. Vi du Ctrl + C la Copy, Ctrl+S 1a luu tai lidu...

Thiét ké Ribbon dan dén hé théng phim tat mdi véi 2 1oi ich 16n so voi phién ban trude:
Moi 1énh déu c6 phim tat

Céc phim tit yéu cau nhén it phim hon

Céc phim tit (Short Cut) c6 mot tén méi: Key Tips. Nhan phim Alt dé cac Key Tips xut
hién cho tit ca cac Tab, cac nat 1énh trén Quick Access Toolbar, nit Office Button. Llc
nay, ¢ thé nhan Key Tip cho nhimg Tab ma ngudi dung mudn hién thi, vi du nhdn H dé hién
thi Tab Home. Cac Key Tip cho ting 1énh trong Tab Home s& xuét hién va ngudi dung chi

viéc nhan Key Tip cta 1énh ma nguoi dung can.
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1.2. Thao tac véi tép

1.2.1. Tao méi

Dé tao mot tai lidu Word, nguoi dung chi cin mé mot tai liéu méi trong va gd ndi dung cia
ho. Con tré nhip nhay cho thiy noi cac ki tu tiép theo ngudi ding gb s& xuat hién. Khi con tro
dat dén 18 phai, tir ma nguoi dung dang gd di chuyén dén dong ké tiép. Boi vi tinh ning word
wrap, vén phé bién trong cac chuong trinh xir i van ban va chwong trinh xuat ban, nguoi

ding nhan Enter dé bat dau mot doan méi, khong phai 1a mot dong méi.

4

_@ i |’ Chuongl. Lam quen voi MS Word 207.doc [Comg
Recent Documents
)
1 Chuong 1, Lam quen voi MS Word 207.doc (=
) (=l
7 Open 2 Chuong 2.doc :
o 3 Chuong 2, Soan thao va dinh dang.doc {=i

Muc luc Word 2007.doc =1
Chuong 3.doc =

Conyert

e
o =

Save

H Save As »
‘I_;_,;J Print »
.

% Prepare »

ﬁ Send »

Publish »

2] Word Options | | X Exit Word i

Nguoi dung da nhap li¢u va hiéu chinh hoan thién cau tir va cac doan van ban, hoac c6 nhiing
s0 li¢u quan trong ma ho khong mudn danh mat néu 16 con méo nha hg v6 tinh dam 1én ban

phim hay mot su ¢ dién nao d6 lam tit may tinh dot ngot.

Dé giit thanh qua cong viéc cia minh dugc an toan, ngudi dung phai luu tai liu lai. Khong

bao gio la qua sém dé lam dieu do.
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1.2.2. Luu tép
Pé lwu mét tai liéu 1an dau tién, nhap vao nit Save trén thanh cong cu Quick Access hoic

A -2 : Ca) . Je ) - s A~ 1R C 1A
nhap vao biéu tugng Office Button 2’ va sau d6 nhan Save. Ca hai cach déu s€ hién thi hop

thoai Save As, noi c6 thé dat tén va chon thu muc luu trix.

G d9-0 ¢
2 Revew View

1 Recent Documents

New §*  Indent
1 Tk B Lent
- 3 - .
Qpen & ers B3 Rignt

* ;A—
®
: = :
Ix
.
MO JOD B B R M R

inquiryadboutthe

4
77| Prepare » 4 kyou'libesurpri
Hop thoai Save As
) Save As
—— =
L, I <« Users » Marlene » Documents » v | ¥y | Search R
File name:  [41 v
Save as type: | Word Document v.
vors: Marlene Tags: Add atag
Save Thumbnail
* Browse Folders Tools « [ Save ' 77Cancel .

Nguoi ding sé sir dung hdp thoai nay dé cho Word biét ngudi ding mudn luu tai liéu nay &

thu muc nao trén may tinh va dat tén tai li¢u la gi.

Néu ngudi ding mudn luu céc tai liéu trong mot thu muc khéc, hiy nhip vao biéu tugng ~ |
hodc nhdp vao Browse Folders dé hién thi Navigation Pane va mot thanh coéng cu. Néu
nguoi dung mudn tao mot thu myuc méi dé luu trir cac tap tin, ngudi dung ¢ thé nhip vao nut

New Folder trén thanh cong cu nay.
Sau khi da luu 1an dau va tro lai cong viée, nguoi dung c6 thé tiép tuc luu tai lidu ndy sudt qua
trinh 1am viéc, bat ctr khi nao thay can thiét. Mdi 1an muén luu hiy nhin ntt Save =]

trén thanh cong cu truy cip nhanh (Quick Access Toolbar) ¢ goc

) , , Cn) d9- 6+
trén bén trai hoac st dung t0 hop phim tat Ctrl+S (nhan phim Ctrl 0_3/

Home Insert
va S cung ldc).
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Sau khi nguoi dung lwu mot tai liéu lan dau tién, ho co thé luu cac thay ddi chi don gian bang
cach nhan vao nut Save. Phién ban méi cua tai lidu sau d6 ghi dé 1én cac phién ban trude. Néu
nguoi ding mubn giit ca hai phién ban méi va phién ban trudc do, click Save As trén menu
Office, va sau d6 luu phién ban mdi voi mot tén khac nhau trong cing mot thu muc hoac cé
cling tén nhung dit & thu muc khac. (Ngudi dung khong thé luu trit hai file c6 cing tén trong

cung mot thu muc.)

Sau khi két thuc cong viéc va luu lai tai liu, thoat khdi Word bﬁng cach nhan vao nit

(Da i
Microsft Office *~ sau d6 nhan Close.

1.2.3. Mé tép

2 e 1o A . , e K 3 . Ca ) o , . 2
Dbé md mat tai liéu hién co, nhap vao biéu tuong Office Button 2’ va sau do click Open dé

hién thi hop thoai Open.

Lan dau tién sir dung 1énh nay, hop thoai hién thi ndi dung ctia thu muc Documents. Néu
nguoi dung s€ hién thi hop thoai mot lan nita trong cung mdt phién Word, no s€ hién thi noi
dung cua thu myc ho méi st dung. Néu tai liéu cAn md ndm & thu muc khac hay hay st dung

cac k¥ thuat gidng nhu thao tac trén cira s Windows Explorer dé chuyén téi thu muc do.

Sau khi tim thay file can m&, c6 thé nhap dup dé mo file.

e -
] Open
N ’
@) Il « Carlos Carvallo » Documents » v | 49 ||| Search R

&

d

Q) Organize ~ 533 Views ~ New Folder Q

—

Name Date modified Type Size Tags
MSP

Templates

Documents

Lr

Desktop
Recent Places
Computer

Pictures

RN

Music
) Recentiy Changed

B Searches

Folders A

File name: v |All'Word Documents v

Tools ~ ' Open |v| | Cancel
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1.2.4. Dong tép

Néu c6 nhi¢u hon mét tai liéu duwgc mao, co thé dong nd bang cach nhan vao nat Close ¢ cuoi
bén phai cua thanh ti€u dé. Néu chi c6 mdt tai liéu dugc mo, cach nhan vao nat Close dong

cura céc tai li¢u va cting dong luoén ca Word. Néu muon dong tai liéu nhung van dé mo Word,

, \ A Ca ,
phai nhap vao biéu tugng Office Button = va sau d6 nhap Close.

1.3. Cac cach hién thi tai li¢u
Trong Word, ngudi ding c6 thé xem tai liéu trong nhiéu cach khac nhau:

Print Layout view: Hién thi tai liéu trén man hinh nhu 13 luc in tai liéu. Nguoi ding c6 thé
thdy cac thanh phan nhu 18, ngit trang, tiéu d¢, chan trang in va hinh md nén trang (margins,

page breaks, headers and footers, and watermarks)
Full Screen Reading view: Hién thi t6i da noi dung cua tai liéu trén toan man hinh.

Web Layout view: Hién thi tai liéu trén man hinh nhu 13 lac hién thi trén trinh duyét Web.
Nguoi ding c6 thé xem hinh nén, AutoShapes, va cac hiéu Gmg khac. Co thé thiy vin ban co

gian nhu the nao dé vira khit vdi ctra s6 va céc hinh anh dugc bo tri nhu thé nao.

Outline view: Hién thi cdu truc cia tai liéu theo cac cip bac cua tiéu dé, doan vin ban va
cung cép cac cong cu dé hién thi va thay doi hé thong cap bac do.

Draft view: Pon gian tai liéu hoa viéc hién thi tai liéu nham giup ngudi st dung ¢ thé nhap
va stra van ban nhanh chéng. Nguoi sir dung khong thé nhin thay cac thanh phan hién thi nhu
tiéu d&, chan trang in (headers and footers).

Chuyén ddi giita cac kiéu hién thi bang cach sir dung cac nut trong nhém Document Views
trén tab View hodc bang cach sir dung cac nut trén thanh cong cu View ¢ goc dudi bén phai

cua cua so.

=9 )

Nguoi dung c6 thé sir dung cac nit khac trén tab View dé 1am nhiing viéc sau:

e Hién thi cac thanh thudc va ludi phan chia gitp cho viéc xac dinh vi tri va can 1& cac
thanh phan cua tai liéu.

e Hién thi mot khung riéng biét chira Document Map (tam dich 1a ban d6 tai liéu) mot
danh séach céc tiéu dé tao thanh cAu tric cua tai liéu khi hién thi va soan thao van ban

cua tai licu do.
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e Sip xép va lam viéc voi cac cira sd.

e Thay ddi ty 1 phong dai cua tai liéu.
Nguoi ding ciing c¢6 thé thay d6i ty 16 phong dai cua tai lidu bang cach sir dung cac cong cu
trén thanh cong cu View & cudi bén phai cua thanh trang thai. Ngudi dung c6 thé nhip vao
nat Zoom va chon (hoic gd) theo ty 16 phan trim; kéo thanh truot sang trai hodc phai; hoic

nhip Vvao ndt Zoom Out hay Zoom In & hai dau cta thanh truot.

EEEEL TN )

Khi tao cac tai liéu phire tap hon, viéc dat chinh xac cac thanh phan sé dé dang hon néu nguoi
ding bat ché d6 hién thi cac ky tu khong duoc in (non-printing characters). Ngudi dung 6 thé
hién thi hodc tit ky tu khong in bang cach nhin vao nut Show / Hide trong nhém Paragraph

trén tab Home.

1.4. Céch di chuyén tai li¢u

Co thé nguoi dung c6 mot tai ligu dai va muon doc hét ma khong phai nhan cac phim mdii tén
lién tuc d€ di chuyén diém chén néi dung 1én hodc xudng. Nguoi dung co6 thé kéo tai liéu dén

diém can xem mot cach dé dang bang cach dung thanh truot.

Thanh trugt nam bén phai cia cira s6 Word nhu hinh minh hoa bén trén. Bé sir dung, hdy
Click 1én con truot va kéo né 1én hodc xuéng ma khong lam di chuyén vi tri ciia diém chén

ndi dung. Hodc nguoi dung cé thé Click vao cac phim miii tén dé cudn van ban.

Sir dung thanh cudn doc (Scrollbar) dé xem tai liéu:

1. Thanh truot (Scrollbar).

2. Kéo con trugt £ Sci
. . Seum or science
(Scrollbox) Ién xudng dé
xem tai liéu.
oup tour of The Baldwin Museum. Yes, our current exhibit

3. Nhan vao phim mii tén t the importance of timepieces to civilization. Symphoniesand

s. During the fourteenth century, the development of clock towers

dé di chuyén 1én hoic

Xuéng. A.105 P.M, Tuesday through Saturdayand1 P.M.to 6 P.M.on
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Dé cudn nhanh vin ban bang ban phim hiy nhin vao phim PAGE UP m dé cudn 1én va

Down| _ 2 ‘ .
PAGE DOWN deé cudn xuong dudi.
Ngudi ding ciing ¢6 thé di chuyén xung quanh mot tai liéu theo cach di chuyén con tro. Dé
dat con trd tai mot vi tri cu thé, nguoi dung chi can nhép vao vi tri do. Bé di chuyén con tro
tré lai hodc chuyén tiép mot trang, c6 thé nhip vao va nat Previous Page va Next Page bén

dudi cua thanh cudn doc.

Nguoi dung ciing c6 thé nhdn mot phim hodc mot t6 hop mot phim trén ban phim dé di
chuyén con tré. Vi du, nguoi ding c6 thé nhan phim Home dé di chuyén con tré vé dau bén

trai cia mgt dong hodc nhan Ctrl + Home dé di chuyén né dén dau cua tai liéu.

Bang nay liét ké cach str dung ban phim dé di chuyén con tro.

Kiéu di chuyén con tré

Nhén phim/t6 hop phim

Sang trai mot ky tu

M tén trai

Sang phai mot ky tu

Miii tén phai

Xudng mot dong

Miii tén xuong

Lén mdt dong

Mui tén 1én

Sang trai mot tr

Ctrl + mi tén trai

Sang phai mot tur

Ctrl + miii tén phai

Vé dau caa dong hién thoi Home
Vé cudi ctia dong hién thoi End
Pé Ién dau tai liéu Ctrl + End

Pé Ién dau trang trudc

Ctrl + Page Up

Dé lén dau trang tiép theo

Ctrl + Page Down

Lén mdt man hinh

Page Down

Xuong mdt man hinh

Page Up

Trong mot tai liéu dai, nguoi dung c6 thé mudn di chuyén nhanh chong giita cac thanh phan
cua mot loai, vi du, tir hinh anh dén hinh anh. Nguoi dung co thé nhép nut Select Browse
Object ¢ dudi cung cua thanh cudn doc va sau dé thuc hién mét su lua chon trong bang cua

duyét file xuét hién, chang han nhu Duyét theo trang hoic Duyét theo hinh anh
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