Phin 2. MICROSOFT WORD 2010.
0 ~ BAIL
TONG QUAN VE MICROSOFT WORD 2010

1.1. KHOI PONG VA THOAT.
1.1.1. Khéi dong.

Cach 1: Start > Programs -> Microsoft Wsord. 7
Céch 2: Click chon vao bi€u tugng trén trén man hinh Desktop hodc biéu tugng
trén thanh tac vu.

1.1.2. Thoat

Cach 1: Click vao niit Thoét trén thanh tiéu dé kS
Céch 2: Nhan t6 hop Alt + F4.
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Céch 3: Vao Office Button - Chon Exit Word
* Luu y:

Vao Office Button = Chon Close ding dé dong tap tin dang mo.
1.2. GIOI THIEU MAN HiNH GIAO DIEN WORD
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Hinh 1.1: Man hinh giao dién cia Word 2010

- Thanh trén cing la thanh tiéu dé (Title bar) c6 3 n(t: phong to (Maximize —
Restore Down), thu nho (Minimize), thoat (Close). Va chira tén tap tin Word da luu.
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i
—/J Home Insert Page Layout References Mailings Review View

Hinh 1.2: Thanh tiéu dé (Title bar)

- Thanh ké tiép la thanh chiva cdc thé Ignh gdm co: thé Home, thé Insert, thé Page
Layout, thé References, thé Mailings, thé Review va thé View.

Home Insert Page Layout References Mailings Review View

Hinh 1.3: Thanh menu chira cac thé 1énh

+ Thé Home chira cac 1énh can thiét nhu: Copy, Paste, dinh dang font chit, dinh
dang Paragraph, cac ki€u Style, cac hi¢u chinh, cac hi¢u chinh Editing...
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Clipboard F Font F Paragraph =

Hinh 1.4: Thanh Ribbons (thanh cdng cu)

+ Thé Insert chita cac 1énh can thiét nhu: chén cac Shapes, dinh dang Page, tao
bang Table, Inlistrations, Links, Header & Footer, Text, Symbol
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Hinh 1.5: Thé Insert

+ Thé Page Layout chita cac 1énh can thiét nhur: tao Themes, dinh dang trang gidy
Page Setup, Page Background, dinh dang Paragrap, sdp xép Arrange.
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Hinh 1.6: Thé Page Layout

+ Thé References chtra cac 1énh can thiét nhu: Table of Content, tao Footnote,
Citation & Biliography, Captions, Index, Table of Authrities.
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Hinh 1.7: Thé References

+ Thé Mailing chtra cac 1¢énh nh,u’: tao Envelopes va Labels, thiét 1ap tron thu Mail
Merge, Write & Insert Fields, xem két qua tron thu...
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Hinh 1.8: Thé¢ Mailing

+ Thé Preview gdm c6: Proofing, tao Comment, Tracking, Changes, Compare, bao
mat dir liu Protect.

Premew Results Finesn

3 S o 3% 2021 Gre T B :
- E = Tenikstion Soeelp B 3 i TedhwngMap v e (W : 1
A‘} JJ\ ‘..J ab = ] | W LIE G E 3 > B P ] A
2 % set ngaage = e | R iy 2 2 =
Speling & Peszanth Theains Trassate o ew Dezi Tl - 33bars gt Baed 94 Compae Patea
PSR < Wond Cox - s i Redssing Fens - 4 :
Sarny 23 Wi Count (ierert thangs~ B REASETg ens = . Donmert*
DT Rdny 3002 et 2rob

Hinh 1.9: Thé Preview

+ Thé View gom co: cac ché do hién thi tai li¢u — Document Views, an hién thudc
do..., Zoom va Windows.
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Hinh 1.10: Thé view

% Thanh duwéi cing la thanh trang thdi: hién thi trang hién hanh, tong s6 trang,
sO tur....(Status bar).

Page: 1 of 4 | Words: 1,104 g;& English (United States)

Hinh 1.11: Thanh trang thai

% Bén canp do, con c6 thude do ngang va doc, thanh cudn doc
% Cach hién thi 1 thuéce do:

Click chon thé View > trong viing Show/Hide = Click chon Ruler dé hién thi
thudc do.
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Céch thay d6i don vi do trén thudc:

+ Click chon Office Button -> Word |

Options = Chon thé Advanced. Il oo TR
+ Kéo thanh trugt dén vung Display | - ST LSO |

Centimeters
Mitlmeters

Shyte 21ga PANE WIGHN in Dratt and Outiine views ‘
Points

- Tai 6 Show Measurement in unit of >
S6 xudng chon don vi do thich hop: Inches, | ...
Centimeters, Milimeters, Points, Picas... ey
Ciin biét:

1 inch = 2.54 centimeters
1 inch = 72 points

Frint on bck of the ieet for dupier prnting

1 inch = 6 picas 1 S ot 311 gt

1 piacs = 12 point P SRS

When panting thes document: 2] Oecuments

Frint Poitseript over test
Frind oty the gata from & fam

Hinh 1.13: Hop thoai Word options =

1.3. CAC THAO TAC VOI TAP TIN.
1.3.1. Tao 1 tap tin méi.

Budc 1: Click chon Office Button = New = Hop thoai New Document hién ra
(xem hinh 1.14)

e 2 22 ——eeaa
eernan. . Bans S ament

trce e e —

E— —t
Hinh 1.14: Hop thoai Blank cho phép tao tap tin méi

Budc 2: Click chudt chon 1 trong cac lya chon sau:

- Chon Blank Document: Tao 1 vin ban mdi (tring)

- New Blog post: Tao méi dang Blog

- Installed Templates: Hién thi cdc dang Templates da dugc cai dat vao chuong
trinh cho phép ngudi str dung chon dé sir dung.

- My Template: M& hop thoai New Template dé tao méi 1 Template.
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Hinh 1.15: Hop thoai Templates cho phép tai tap tin mai.

- New from Existing Document dé tao mdi tir 1 tap tin word ¢é san trong may tinh.

- Microsoft Office Online: chira cac dang co q -
san trén mang Insert. R i ki —
1.3.2. Mé 1 tap tin da co san (Open). | & s omany DcUment Woran
Budc 1: Click chon Office Button - Open - e o~
Hop thoai Open hién ra. el B
Budce 2: Chon noi chira tép tin can mé trong | .
Computer 7 v B
Budc 3: Click Open dé mo. Bwes
e o )
—_——

Hinh 1.16: Hop thoai Open

= Luu y:
Trén hop thoai Open c6 nat Tools véi cac chirc nang nhu: cho phép Map Network
Drive dung dé map 6 dia qua mang noi bg. 7
Khi click vao nat 1énh Qfﬁce s€ cgﬁ muc Recents Documents hién ra dung dé chon
cac tap tin da tung su dung gan day nhat
1.3.3. Luu 1 tap tin mai (Save As).
Budc 1: Click chon File = Chon Save As = Hop thoai Save As hién ra.
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Hinh 1.17: Hop thoai Save As

Buéc 2: Can phai thuc hién 2 thao tac sau:

- Chon noi can luu tai Save in.

- Bat tén mdi cho tap tin & 6 File name.

Budc 3: Click chon nut Save dé luu tap tin lai.

2 Luu y:

- Trén hdp thoai Save c6 nat Tools vdi cac chirc nang sau:

- Map Network Drive: map 6 dia quang qua mang ndi bo

- Save options: m& hdp thoai Word Options & muc Save. Cho phép thiét 1ap cac
diéu khién vé luu tap tin

- General Options: m& hop thoai General Options. Cho phép hi€u chinh mat ma
mo va hiéu chinh tap tin gom: Password to Open va Password to Modify.

- Web Options: md hop thoai Web Options. Cho phé hiéu chinh céc tiy chon vé
Web

- Compress Picture: mé& hdp thoai Compress Picture. Cho phép nén cac hinh anh
trong van ban

1.3.4. Luu cac thay doi trén 1 tap tin da c6 (Save).

Khi da thay d6i ndi dung, cac dinh dang, cach bd cuc thiét ké cua tap tin thi can
phai luu lai nhitng thay d6i d6 bang cach:

Cach 1: Click chon Office Button = Chon Save

Cach 2: Click chon biéu tugng & trén thanh ticu @&
Cach 3: Nhan t hgp phim Ctrl + S

1.4. THAO TAC VOI CHUOT VA BAN PHIM.
1.4.1. Thao tac véi chudt:

= Sao chép dinh dang vin ban:
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Mot trong nhimg cong cu dinh dang hitu ich nhat trong Word 1a Format Painter
(nut hinh cdy co trén thanh cong cu Standard). Ban c6 thé dung n6 dé sao chép dang tir
mot doan van ban nay dén mot hodc nhiéu doan khac va dé thuc hién churc nang nay,
dung chudt 13 tién loi nhat.

Budc 1: Chon khéi vin ban cin sao chép.

. \ : N . Format Paint
Budc 2: Chon thé Home --> Click chudt vao nut Format Painter ¥ Format Painter

trén thanh Ribbon. ‘
Budc 3: Click chudt quét vao vung van ban can sao chép dinh dang.
Budce 4: Nhan Esc dé tat chirc ndng nay.

= Ding ciy thuéc dé xem khoang cach vin ban trén trang:

Thong thuong ban dung cay thudce dé dinh vi cac dong vin ban, dat khoang cach
1é trang hay dt cac tab dimg. Nhung n6 con mét cong dung khac khéng kém phan thi
vi va tién loi, d6 1 xem chinh xac (thé hién tric quan bang sd) khoang cach cuia vin ban
so voi 18, canh trang hodc gitta mdi tab. Dé biét khoang cach mdi phan nhu thé nao, ban
bam va giit chudt tai mot vi tri ndo d6 trén thanh thudce ngang, dong thoi bam giit tiép
nut chudt phai 13 s& thdy ngay khoang cach giita mdi phan 1a bao nhiéu.

=< Di chuyén van ban:

Ciing tuong ty nhu table hay bat cir ddi twong nao khac trong tai liéu, ban c6 thé
dung cach kéo va tha trong viéc sao chép hodc di chuyén vin ban, cach thuc hién nhu
Sau:

Budce 1: Chon khéi vin ban can di chuyén.

Budc 2: Thuc hién 1 trong 2 cach:

Cich 1: Chon Home --> Click chon biéu twong Cut ® ““* trén thanh Ribbon.
Céch 2: Nhan t6 hop phim Ctrl + X.

< Chon khoi vin ban:

Trudc khi cung cdp mot dang nao dé cho toan bo vin ban, diéu dau tién ma ban s&
1am 1a danh khdi toan bo ching va ban c¢6 thé dung nhimg cach nhu bAm menu Edit-
Select All hogc nhéan Ctrl+A.

Nhung ban hay thir cach nay xem, chi can dua chudt vé 18 trai van ban (mii tén tro
chudt s& nghiéng vé phai) va:

B4m nhanh 1 1an s& chon 1 dong (tinh theo vi tri dé chuodt).

B4Am nhanh 2 14n s& chon 1 doan (tinh theo vi tri dé chudt).

Bam nhanh 3 14n chon toan b tai liéu.

1.4.2. Thao tac véi ban phim.

Céc phim thuong ding trong Winword gém cac phim:

Céc phim di chuyén con tro:

- Phim 1: Di chuyén con tré 1én mét dong.

- Phim |: Di chuyén con tré xudng mot dong.

- Phim —: Di chuyén con trd sang phai mét ky tu.

- Phim «—: Di chuyén con trd sang trai mot ky tu.

Céc phim x04 ky tu:

- Phim Delete: Xo4 ky tu tai vi tri con trd (bén phai con trd).

- Phim Backspace: Xo4 ky tir lién trai vi tri con tro.
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- Phim Insert: Dé chuyén doi giita ché d6 chén (Insert) va thay thé (Overwrite) ky

tu.

Céc phim diéu khién:

- Phim Home: Chuyen vi tri con tro Ve dau dong van ban chtra con tro.

- Phim End: Chuyén vi tri con tré vé cubi dong vin ban chira con tro.

- Phim Page Up: Chuyén vi tri con tro 1én trén mot trang man hinh.

- Phim Page Down: Chuyén vi tri con tré xudng dudi mot trang man hinh.
- Mudn vé dau van ban: an dong thoi Ctrl+Home.

- Muén vé cudi vin ban: 4n dong thoi Ctrl+End.

. Thao tic nhanh trong vin ban véi cac phim tit thong dung.

TT | Phim tit

10

11

12

13

Ctrl+1

Ctrl+2

Ctrl+5

Ctrl+0 (zero)

Ctrl+L

Ctrl+R

Ctrl+E

Ctrl+J

Ctrl+N

Ctrl+O

Ctrl+S

Ctrl+P

F12

Tac dung

Gian dong don (1)

Gian dong doi (2)

Giandong 1,5

Tao thém d6 gian dong don trudc doan
Can dong trai

Can dong phai

Can dong gitra

Cin dong chir dan déu 2 bén, thang 1&
Tao file moi

Mo file da co

Luu ndi dung file

In 4n file

Luu tai liéu véi tén khac
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14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

F7

Ctrl+X

Ctrl+C

Ctrl+V

Ctrl+z

Ctrl+Y

Ctrl+Shift+S

Ctrl+Shift+F

Ctrl+Shift+P

Ctrl+D

Ctrl+B

Ctrl+l1

Ctrl+U

Ctrl+M

Ctrl+Shift+M

Ctrl+T

Ctrl+Shift+T

Ctrl+A

Kiém tra 1i chinh ta tiéng Anh

Cit doan ndi dung di chon (bdi den)

Sao chép doan ndi dung da chon

Dan tai liéu

B¢ qua 1é€nh vira lam

Khéi phuc 1€nh vira bo (nguoc lai voi Ctrl+Z)
Tao Style (heading) -> Dung muc luc tu dong
Thay d6i phong chix

Thay d6i c& chit

M6 hop thoai dinh dang font chir

Bat/tat chit dam

Bat/tat chit nghiéng

Bat/tat chir gach chan don

Lui doan van ban vao 1 tab (mac dinh 1,27cm)
Lui doan van ban ra 1é 1 tab

Lui nhitng dong khong phai 12 dong dau cua doan
van ban vao 1 tab

Lui nhitng dong khong phai 12 dong dau cua doan
van banra le 1 tab

Lua chon (bdi den) toan bd ndi dung file
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32

33

34

35

36

37

38

39

40

41

42

43

44

45

46

47

48

49

Ctrl+F

Ctrl+G
F5)

Ctrl+H

Ctrl+K

Ctrl+]

Ctrl+[

Ctrl+wW

Ctrl+Q

Ctrl+Shift+>

Ctrl+Shift+<

Ctrl+F2

Alt+Shift+S

Ctrl+enter

Ctrl+Home

Ctrl+End

Alt+Tab

Start+D

Start+E

(hodc

Tim kiém ky tu

Nhay dén trang s6

Tim kiém va thay thé ky tu

Tao lién két (link)

Tang 1 cd chi

Giam 1 co chir

Dong file

Lui doan vin ban ra sat 1& (khi dung tab)
Tang 2 cd chix

Gidm 2 c& chir

Xem hinh anh nd1 dung file trudce khi in
Bat/T4t phan chia cira s6 Window

Ngit trang

Vé dau file

Vé cudi file

Chuyén doi ctra s6 lam viéc

Chuyén ra man hinh Desktop

MO cira séInternet Explore, My computer
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50

o1

52

53

54

55

56

57

58

59

60

61

62

63

64

65

66

Ctrl+Alt+O
CtrlI+Alt+N
Ctrl+Alt+P
Ctrl+Alt+L
Ctrl+Alt+F

Ctrl+Alt+D

Ctrl+Alt+M

F4
Ctrl+Alt+1
Ctrl+Alt+2
Ctrl+Alt+3
Alt+F8
Ctrl+Shift++
Ctrl++

Ctrl+Space
(dau cach)

Esc

Ctrl+Shift+A

Cira s6 MS word ¢ dang Outline

Cira s6 MS word ¢ dang Normal

Cira s6 MS word ¢ dang Print Layout

Panh s6 va ky tu tu dong

banh ghi cht (Footnotes) ¢ chan trang
Danh ghi cht ¢ ngay dudi dong con tro ¢ do

Panh chd thich (nén 1a mau vang) khi di chuyén
chudt dén mai xuat hién chu thich

Lap lai 1énh vira [am

Tao heading 1

Tao heading 2

Tao heading 3

Mo hop thoai Macro
Bat/Tat danh chi s6 trén (x2)

Bat/Tat danh chi s6 dudi (02)

Tré vé dinh dang font chir mac dinh

B qua cac hop thoai

Chuyén d6i chit thudong thanh chit hoa (v6i chir
tieng Viét co dau thi khong nén chuyén)
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67 | Alt+F10 Phong to man hinh (Zoom)

68 | Alt+F5 Thu nho man hinh
gg | Alt+Print Chup hinh hép thoai hién thi trén man hinh
Screen

70 | Print Screen Chup toan bd man hinh dang hién thi

1.3.5. Chon khoi va cac thao tac trén khoi.

% Chon khéi.

Céch 1: nhap chudt tir diém dau dén diém cudi ctia van ban can chon.

Céch 2: Nhap chudt dé dat con trovan ban ¢ diém dau, gitt Shift va nhap chudt &
diém cudi cta doan van ban can chon.

Céch 3: Dung phim Home, End va phim mdii tén trén ban phim dé di chuyén con
trovan ban dén diém dau.

Giit phim Shift va gd cac phim miii tén thich hop dé di chuyén con trévin ban dén
diém cudi cta doan van ban can chon.

% Sao chép, di chuyén:

Lénh | Biéu twong | Phim twong dwong Y nghia
Chuuyén doan van ban da chon vao
Cut . Ctrl + X _
T bd nhé Clipboard
Chép doan van ban da chon vao bo
Copy Ctrl+C ‘
nhé Clipboard
—~_] Dédn doan van ban c6 trong
Paste Piiste Crl +V Clipboard vao vi tri con tro text
% Xoa khoi

Chon doan vin ban can xéa. Nhan phim Delete trén ban phim.
1.3.6. Cac thao tac véi khung man hinh Word

= Phong to thu nho trang vin ban theo ty 1& phan trim

Buéc 1: Chon menu View = Zoom, xuit hién hop thoai zoom nhu sau:
Budc 2: Thyc hién cac cong viéc trén hdp thoai Zoom nhu sau:

- Chon 200%, 100%, 75% dé dinh ty 1¢ phong to hay thu nho theo yéu cau.
- Tai myc Percent ta nhap ty 1€ mong mudn tir 10% dén 500%
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- Chon Page Width dé thay toan bo bé ngang (1€ tréi, 1& phai) cta trang.

- Chonvin ban Width dé thiy toan bo bé ngang clia van ban

- Chon Whole Page dé thay toan bo trang tinh theo chiéu doc va chiéu ngang trén
man hinh

- Chon muc Many Pages dé hién thi cing luc nhiéu trang trén man hinh

Budc 3: Sau khi chon mét trong cac muc trén, Click vao OK dé thi hanh lénh

< Chia man hinh soan thdo thanh 2 khung

Word cho phép chia ctra s6 soan thao thanh 2 khung dé xem cung luc cac thanh
phén khéac nhau ctia mot tai liéu. Moi khung doc lap va cé cac thanh cudn riéng cia no.
Dé chia ctra sd, ta thuc hién nhu sau:

Cach 1:

Budc 1: Chon menu View = Split (Man hinh soan thao cua word sé hién thi mot
duong phan cach ngang).

Budc 2: it con tro chudt tai vi tri mudn chia rdi Click chudt hodc nhan Enter.

Dé trd lai man hinh soan thao binh thudng, chon menu View = Remove Split.

Cach 2: Click chudt vao biéu twong Full Screen Reading goc phai cta thanh trang
thai (xem hinh 1.)

Pé tré lai man hinh soan thao binh thuong thi click chudt vao nut Close

=4 View Options = X Close & goc phdi trén cung ctia man hinh.

IEIEEENE 100% (=) ) (+)

I

'{Full Screen Readingp lﬁ))

Hinh 1.18: Ché d6 Zoom trén thanh trang thai
1.3.7. Hién thi cac tiéu dé caa tai liéu
- Chon menu View = Document Map.
- B¢ st dung Document Map, chon ti€u dé€ mong mudn, cura s6 tai liéu chinh s¢€
cudn dén vi tri tuong ting trong tai licu.
- Muon tat ché do nay, ta thuc hién View = Document Map lan nira (xem hinh 1.

sau).
=) a-‘—mm_m?

3 WISH TMOC 1O CHUC BAY Hoe
o day Sk beom gins b thacsds vi s}

W (A s 81 Snamar® 24885 N AW

Hinh 1.19 : Minh hoa ché d6 hién thi cua tai liéu
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Bai 2.
THU'C HIEN PINH DANG VAN BAN.
2.1. PINH DANG VAN BAN.
2.1.1. Chon Font chir.

Budc 1: Chon doan van ban

Budc 2: : Thuc hién 1 trong 2 cach sau:

Cach 1: Nhép chudt trai vao miii tén canh nut Font (danh sach cac font chir s€ x0
xudng)

Céch 2: Click Right 1én vung chon va Click chudt vao miii tén canh nat Font (danh
sach cac font chir s& x6 xudng)

Budce 3: chon font chir cho phu hop (xem hinh 2.1)

Times New Rom |~ |14~ A A7 Aar B it

Theme Fonts -
Cambria (Headings) =
Calibri (B

Recently Used Fonts

€} Times New Roman
¢ Tahoma

B MG Moy

T VNI-Times

All Fonts

TWo bt Pe

HNELH

VnArabia
MHARADIAR
MnArial

SnArial Narmow
WNARIAL NARRCIWH
WMNARIALH
SOserAristote
SN IS O TFE S
NnAvant

Hinh 2.1: Lva chon font chir

2.1.2. Thay doi kich c& Font chik.
Budc 1: Chon doanvin ban mudn thay doi kich c&
Budc 2: : Thuc hién 1 trong 2 céch sau:
Céach 1: Click Right ,lén vung chon va Click chudt vao miii tén canh nut Font Size
—>chon ¢& chir theo y mudn

Céch 2: Click chon vao Font Size trén thanh cong cu va chon c& chif theo ¥ mudn
(xem hinh 2.1)

HEFE FEEFEEEEFS
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Hinh 2.2: Thay d6i kich c¢& chir tir thanh cong cu
2.1.3. Canh I¢ doan vin ban.

Dé canh trai, phai, gitra, hodc canh déu hai bén, hay thyc hién nhu sau:

Budc 1: Chon doan vin ban ban mudn canh chinh.
Budce 2: Trong thé Home, nhom Paragraph

- Nhén nat Align Left dé canh 18 trai

- Nhén Align Right dé canh phai

- Nhan nut Center dé canh giira (giira 2 18 trai va phai)
- Hay nhén nit Justify dé canh déu hai bén.

Canh 1& giﬁa\

Canh 1€ traj =— = <+—— Canh déu 2 bén

— |l

\

Canbh 1€ phai

2.1.4. Chon kiéu chir In dam.
Buégc 1: Chon doanvian ban ma ban mudn in dam.
Budc 2: Thuc hién 1 trong 3 cach sau.

Cach 1: Click phai 1én vung chon = Click chon nut Bold

(B) TimesMe = 12 = A" 57 iE i5
Céch 2: Nhan t6 hop phim Ctrl + B. BIUEY-4A-Y

Cach 3: Click chon nut Bold (B) trén thanh cong cu.
Luwu y: Nhan Bold (hoac Ctrl+B) lan nira néu ban mudn bé in dam.

2.1.5. Chon kiéu chir In nghiéng.
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Budc 1: Chon doanvin ban ma ban mudn in nghiéng.

Budc 2: Thuce hién 1 trong 3 cach sau. -

Cach 1: Click phai lén vung chon = Click chon nut A E
Italic (1) . BIUS®-A-¥

Céch 2: Nhin t6 hop phim Ctrl + 1.

Cach 3: Click chon nut Italic (1) trén thanh c6ng cu.

Luu y: Nhén Italic (hodc Ctrl+I) 1an nita néu ban mudn bo in nghiéng.

11
"l
KR
m

Times Ne = 14~ A

2.1.6. Chon kiéu chir gach dwéi doan vin ban.
Budc 1: Chon doanvin ban ma ban muén gach chan.
Budc 2: Thyc hién 1 trong 3 cach sau.

Cach 1: Click phai 1én vung chon = Click chon nut
Underline (V) . BJ UE¥-A

Céch 2: Nhan t6 hop phim Ctrl + U.

Cach 3: Click chon nat Underline (U) trén thanh cong cu.

Luu ¥: Nhan Underline (hoic Ctrl+U) 1an nita néu ban mudn bé gach chan.

[TE ]
i
¥
"l

Times Me = 14 + A" 47

=
S

2.1.7. Pdi mau chi. [Al] == =5 1=
Buéc 1: Chon doanvin ban mudn doi mau. B :utomatic
Budc 2: Thuc hién 1 trong 2 cach sau: ] theme Colors

Céach 1: Click chudt vao miii tén canh biéu tuongcht 7 W EEETE

A trén thanh cong cu.
Céch 2: Click Right 1én vung chon va Click chudt vao

mili tén canh nut chit A. [.IIIIIIIII

Budc 3: Click chudt chon mau.
[[ Standard Colors !
[ § EEEER

fl 38 More Colaors..,

2.1.8. Panh dau Highlight (mau nén) cho doan text. |

DPé 1am cho doanvin ban ndi bat hon, cach thuc hién -
nhu sau:

Budc 1: Chon doanvin ban muén déanh dau Highlight.

Budc 2: Thuce hién 1 trong 2 cach sau:

- Céch 1: Click Right 1&én vung chon va Click chudt vao miii tén canh nitvan ban
Highlight Color = Chon mau theo y muén.

- Céch 2: Click chon vao mili tén ctia biéu tugngvan ban Highlight Color trén
thanh cong cu va chon mau theo ¥ mudn.
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Hinh 2.3: Panh dau Highlight (mau nén) cho doanvin ban tir thanh coéng cu.

2.1.9. G& bé danh dau Highlight cho doan text

Khi ban da chon Highlight Color (mau nén) cho doan text, ban muén g& bo no,
hay thyc hién 1an lugt cdc budc nhu sau: ’ )

Budce 1: Chon doanvan ban da danh dau Highlight ma ban muon go bo.

Budc 2: Thuce hién 1 trong 2 cach sau:

- Céch 1: Click Right Ién ving chon = Click chudt vao nutvan ban Highlight
Color.

- Cach 2: Click chon vao miii tén cia biéu twongvian ban Highlight Color trén
thanh cong cu (xem hinh 2.4).

Budc 3: Click chon No Color.
wiEd9w-0 O &=

Home Insert Page Layout References Mailings

bl
n
s
n
s
&

]' - Times NewRom ~ 14 ~ A" A7 | Aa~ &8, := -~ i= -~ '

Paste ;i > 2 ab>| .| - [=El= ==

~ # Format Painter B 7 U abe xX. X (L7~ A = = = E
Clipboard P Font EJ - - 'a

= st 1 1 1 1 B

G O MO | (2

Hinh 2.4: Bo chon Highlight cho doan van ban.
2.1.10. Canh chinh paragraph.

Mbi dau xuong dong (Enter) s€ tao thanh mot doan van ban. Khi dinh dang doan
van ban, khong can phai lya chon toan bo van ban trong doan do, ma chi can dat diém
tro trong doan can dinh dang.

Dé mo tinh ning dinh dang paragraph, ta thuc hién nhu sau:

Buée 1: Chon doan van ban can dinh dang.

Budc 2: Thyce hién 1 trong 2 céach sau:

- Céach 1: Trén thanh cong cy, chon thé Home = Click chudt trai vao miii tén nho
thudc nhém paragraph (xem hinh 2.5).
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E‘» d9-0104:= Giza trinh Word 2007 [Compabibility Mods] - Microsoft Word

5 TmesewRom* 88 - Ay A % -2 EE 3 4aB3CcI AaBb( 'AaBbCcl AaBbCel
o Fomat Painter BI U-dx X A A- EE= :=:- S S-S Enphass Headingl | Themal | Subitie
| t board Fort -'=.'=: ey h
f | E2AHT3 L3136 156 Paagragh E
._ ) | > PN o the Paragraph dizog box
2110.  Canhchmhparag - _ ' ;
Moi dau xuong dong (Ent [

doan vin ban, khong can ph Iy

dit diem o trong doan cin dink
P& md tinh ning dinh dang
Buoc 1: Chon doan van ba
Budc 2: Thyc hign 1 trong 2 cach sau:
Cach 1:

Hinh 2.5: Bat tinh nang paragraph

- Cach 2: Click Right 1én ving van ban da chon - Paragraph.

Budc 3: Hop thoai paragraph xuat hién.

+ Muc Aligment: chon kiéu cin 1& cho doan:

* Justified — can déu 18 trai va 18 phai; - Left — can déu 18 trai.

* Right — can déu 1 bén phai; - Center — can gitta 2 18 trai va phai.

+ Muc Indentation: thiét 1ap khoang cach tir mép 1& doan so véi 1¢ trang:

* eft — khoang cach tir 18 trai doan dén 18 trai ctia trang vin ban;

* Right- khoang cach tir 1& phai cua doan dén 18 phai cua trang vin ban, ngdm
dinh, hai khoang cach nay déu 14 0.

+ Trong muc Special néu chon:

- First line: khi d6 c6 thé thiét 1ap d6 thut dong cta dong dau tién trong doan mot
Khoang cach duoc gd vao muc By:

- Hanging: dé thiét lap do thut dong ctia dong tht 2 tro di trong doan so véi dong
dau tién mot khoang cach dugc gd vao muc By:

- None: dé hay bo ché do thut dau dong trén doan.

+ Muc Spacing: cho phép thiét lap cac khoang cach giita cac doan, giita cac dong
trong doan van:

- Before: khoang cach dong gitta dong dau tién cua doan téi dong cudi cung cia
doan van ban trén no;

- After: d¢é thiét 1ap khoang cach dong giit dong cubi cung ciia doan véi dong dau
tién cua doan sau no;

- Line Spacing: dé chon d¢ din dong. Ngam dinh do dan dong 1a 1 (Single);

Man hinh Preview cho phép xem tritéc nhiing két qua dinh dang doan vira thiét
lap.

Budc 4: Nhan Ok dé chép nhan nhiing thudc tinh vira thiét lap cho doan van ban
dang chon; trai lai nhan Cancel dé huy bd cong viéc vira l[am.
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Indents and Spacing | Lins and Page Breaks |

General

| Outline lewvel: | Body Text |E|

Cinlédoanvan | ||| eoweos e~
—
Indentation
Tao khoang cach \
tir mép 1€ doan so

v4i 1€ trang

Left: Spedal: By:

Ak ([4)F

Right: 0 cm

[] Mirrer indents

Tao khoang cach Spacing
gitra cac doan van || Before: opt |5 Line spacing: At:
va cac dona -

After: 0 pt = Single |E|
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[7] pon't add space betwseen paragraphs of the same style

—
Xem trude két qua \\ Preview
dinh dang
7 £

| Tabs... | | Set As Defautt | [ ok | [ cancet |

Hinh 2.6: Hop thoai paragraph da dugc bat
2.1.11.P4anh diu chi sé trén (Superscript) va chi sé dwéi (Subscript).

Hay xem 2 vi du sau:

AZ + B2 = C2 > Superscript (chi so trén)

H2SO4 - Subscript (chi s6 dwdi)

% Pé thire hién danh déu chi s6 trén (Superscript) ban hiy thwe hién cic buéc
nhw sau:

Buéc 1: Chonvin ban mudn dianh dau

Budc 2: Thuc hién 1 trong 2 cach sau:

Cich 1: Chon biéu twong X trén thanh cong cu

Cich 2: Nhan to hop phim Ctrl + Shift + phim +

Luu y: Dé bo chon, hiy chonviin bin va nhén to hgp phim Ctrl + Shift + phim
+ hodc nhin vao biéu twong X 1 lan nira

% Pé thuc hién danh dau cho chi s6 dwéi (Subscript) ban hiy thwe hién céc
bwée nhu sau:

Buéc 1: Chonvin ban muén danh dau

Buwdce 2: Thue hién 1 trong 2 cach sau:

Ciéch 1: Chon biéu twong *: trén thanh cong cu

Cich 2: Nhan to hop phim Ctrl + phim +

Luu y: D& b6 chon, hiy chonvin ban va nhan t6 hop phim Ctrl + phim + hoic
nhin vao biéu twong *: 1 1an nira
2.2. PINH DANG COT, TAB, NUMBERING, DROP CAP.

2.2.1. Pinh dang cot.
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% Cich thi nhat: Danh vin ban trude, chia cot sau:

Budc 1: Danh vin ban mot cach binh thuong, hét doan nao thi nhan Enter dé xudng
hang. Sau khi da gd hét ndi dung vian ban, ban hiy nhan Enter dé con tro xudng hang
tao mot khoang trang.

Budc 2: Boi den khdi ndi dung can chon (khong t6 khdi dong tring & trén)

Budc 3: Chon thé Page Layput

, . A P ~e A , . Insert Page Layout References
Budc 4: Click chudt trai vao mii tén dudi Columns ni - ; — e
N h , P S t ( m hinh 2 7) |*y Orientation ¥ »—, Breaks v
0 nhom Fage setup (xe ’ ) I3 Size ~ £ Line Numbers ~
EE Columns ~ be- Hyphenation v
= :l One pe——
E T TR
Hinh 2.7: Danh sach Columns di dugc x6 xuéng _J Three
Budc 5: Nhan vao More Columns hlen thi hop _J eft
thoai (xem hinh 2.8) va thiét 1ap cac théng sd
+ Presets: Cac mau chia cot Rigpe
+ One — Two — Three : Cac cot c6 do rong bang == more Columns..
nhau
+ Left — Right: Cac ¢t c6 d6 rong khac nhau
+ Number of Columns : SO ¢t (n€u muon so cot chir >3)

+ Line Between: Puong ké giira cac cot

+ Width and Spacing: Piéu chinh do rong va khoang cach

+ Equal column width:Céac cot c6 do rong cot bang nhau néu nhip chon vao 6
vuong phia trude

Chon hinh thirc chia Columns @Iﬂ_hj
cot
Presets
—

Chon s0 ¢t muon

chia A

[ Mumberof columns: (1 = Line betw
L—/ -

Tao duong gach ké |/‘ and spacing
Width: Spacing:
/’ - 185 [

b6 rong khoang
cach cua tirng cot I:I

|=]
=]
1]
=
=
8
B
1=
[}
Ex
-

(11}
(11}
=]

l

Equal column width

Pham vivan ban Apply to: | Whole document |Z| Start new column
chia cot

- =

Hinh 2.8: Hop thoai Columns.
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