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Bai 1 — Lam quen véi Microsoft Word 2013
1.1. Khé&i dong chwong trinh

Dé khoi dong Microsoft Word 2013 ban nhip dup vao biéu tuong sin cé ctia chuong trinh trén man hinh
Desktop ctiia may tinh.

Recycle Bin

Ban cho trong gidy lat ¢&& Microsoft Word 2013 hoan tat cong viéc khoi dong, sau khi khoi dong xong
man hinh chinh cua chuong trinh s€ xuat hi¢n nhu hinh dudi day:

Word 2013 Preview o. Signin to'get the most

out of Office *

G

Take a
tour

- e

Aa e

Trén man hinh ndy dwa ra mot s6 mau trinh bay vin ban thudng gip.Ban chi can chon mot miu thich
hop dé tién hanh soan thdo van ban

VD: Ban chon Blank document dé thuc hién soan thao mot vin ban mdi:



Word 2013 Preview 2. Signin to get the most

| Take a
our

Aa Title

Man hinh lam viéc chinh xuat hién:

Dudi day 1a cac thanh phan co ban trén man hinh chinh:

(1): Thanh cong cu nhanh: Chtra c4c 1€nh thao tac nhanh
(2): Office button: Chtra 1énh thao tac vai tép

(3): Thanh Ribbon: Chira gin nhu toan bd cac 1énh thao tic voi chuong trinh, ching duoc phan chia
thanh cac nhom khéc nhau.

(4): Thanh thugc do: Dung dé dat Tab, paragraph cho vin ban
(5): Thanh cudn: Dung dé di chuyén van ban 1én xudng, sang trai sang phai

(6): Thanh trang thai: Chira mot s6 thong tin hién thoi cia van ban nhu ché do hién thi, phﬁn tram hién
thi, trang hi¢n tai,...

(7): Ma hinh soan thao: La phan 16n nhét trén man hinh ctia chuong trinh, day 13 noi dé ngudi dung soan
thao ndi dung cua van ban.

1.2. Tao mot van ban mé&i

Thuc chét sau khi khéi dong chuong trinh di ty dong tao sin cho ban mot vin ban mai. Néu khong ban
c6 thé tao mot van ban mdi bang cac cach sau day:

Cdch 1: Nhép chon biéu tugng Office Button
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HOME INSERT DESIGN

PAGE LAYOUT
e \ - =
B CalibriBody) |11 ~| A" A" Aa~ Ao i
Paste

2 ¥
i ¢ B I U~abex, x A-%7-A-

Mot hop thoai xudt hién ban nhap chon New rdi chon biéu tuong Blank Document & hop thoai bén tay
phai.

New

Cach 2: Mot cach khac ban nhép chudt vao miui tén tré xuéng trong thanh cong cu nhanh chon New.

@e o(f\:)

HOME Customize Quick Access Tookbar I
New

Calibai (B¢

Bf?mg mot trong hai cach trén mot van ban méi tréng s€ duogc tao, ban nhap vao doé ndi dung sau: Cong ty
CP Phan Mém AVIN. Bay gio hay chon Font 16n hon cho ndi dung van ban bang cach nhan t6 hgp phim
Ctrl + A sau d6 chon hop Font size trén thanh Ribbon chon gié tri 20.



AaBbCelx  AabBbCrO: "

Céng ty CP Phin mém AVIN

PUEIOFT  ROFAWORDS  ©OF  BMOUSH (UNEIED STATES)

Tiép theo ban nhan td hop phim Ctrl + B dé boi dam noi dung van ban, két qua chung ta s€ dugc nhu
hinh dudi day:

Paragraph . Style

Céng ty CP Phan mém AVIN

Nhu vdy ngoai viéc soan thao (soan vin ban thd) chung ta con can phai sir dung rt nhidu cac thao tac
khac nhau dé co thé chinh sira thanh mgt van ban hoan chinh. Chung ta c6 thé sir dung cac nut 1énh tryc
tiép bang chudt hodc bang cac to hop phim chuong trinh da xay dung san. TAt ca nhitng van dé do s&
duogc chung t6i timg bude dé cap trong cac phan tiép theo cia gido trinh.

1.3. Gi¢i thiéu thanh Ribbon

Thanh Ribbon 1a thanh cong cu chira gﬁr} nhu toan bd cac 1énh dé thao tac v6i chuong trinh, nhu cac 1énh
ve Font chir vé Paragraph, dinh dang in an,...

HOM

TimesNewho =20 - A A" Aa- & =e AaBbCcDc A2l

Thanh Ribbon bao gom céc tab (home, insert, Page layout,..) bén trong 1a cac nut 1énh ciia Tab d6. Tuy
timg ngir canh st dang cac nut 1énh s€ sang 1én cho phep nguoi dung thao tac. Nhu vay dé thao tac véi
moét 1énh nao dé trén thanh Ribbon ban can phai biét n6 nam trong Tab Ribbon nao, sau d6 chon téi 1énh
can thao tac trong Tab Ribbon do.

Gia st & vi du lic trudc dé c6 thé boi ddm cho ndi dung vin ban ban chon t6i Tab Home trong tab nay
ban chon biéu tuong bold
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FILE HOME IMNSERT DESIGM
& |¥l - L
D [‘ TimesMewFRo -~ 20 ~| A A

B
Paste I U -abe x, x*° B~

Clipboard s Fant

Chi tiét cac Tab Ribbon
- Home: Xuét hién mac dinh trén thanh Ribbon, chira cdc nhém 1énh nhu sau:

HOME
alay ¥ _ _ _ .
: . o oas 4 . Bp T L.ITL.NZ. == B ~  AsBhrelr
D B Times New Ro ~ |20 A A Aa o EE T AaBbCcDc AaBbCcDe AaBhC( AaBbCcl
Paste v B T U-~-abex, ¥’ A-F - A = === [=- TMormal | TMNeSpac.. Headingl Heading2 [+
Clipboard & Font [P Paragraph ] Styles Pl

+ Clipboard: Cit dan

+ Font: Font chit

+ Paragraph: Can 18, phan doan

+ Style: Kiéu dinh dang

+ Editing: Cac chirc nang tién ich khi chinh stra van ban nhu tim kiém, thay thé, di chuyén,. ..

- Insert: Xuét hién mic dinh trén thanh Ribbon, chira cic nhom 1énh lién quan dén viéc chén cac dbi
tugng vao van ban, chi tiét nhu sau:

i w

+ Pages: Cac 1énh chén mdt trang mai vao van ban hi¢n thoi

+ Tables: Cac 1énh lién quan dén bang

+ lllustrations: Céc 1énh chén ddi tuong dd hoa

+ Links: Lénh chén céc lién két

+ Header & Footer: Tiéu dé trén va dudi clia van ban

+ Text: Lénh lién quan dén viéc chén cac ddi tuong Text nhu TextBox, Wordart,...
+ Symbols: Lénh lién quan dén viéc chén céc biéu twong vao vin ban hién thoi.

- Design: Lénh lién quan dén cdc mau vin ban dugc trinh bay theo mot bo cuc nao do.

- Page Layout: Xuét hién mic dinh trén thanh Ribbon, chira cac nhom 1énh lién quan dén bd cuc cua van
ban.

+ Themes: Ty chinh nén cho toan bd cac dbi tugng shape trén van ban.

+ Page Setup: Céc Iénh thiét lap dinh dang trang in



+ Page Background: Nén cho trang vin ban
+ Paragraph: Cac 1énh thao tac véi doan van ban
+Arrange: Cac 1énh sap xép cac ddi tuong trén vin ban.

- References: Xuét hién mic dinh trén thanh Ribbon, chira cic nhom 1énh lién quan dén mot sb thi thuat
dac biét cho van ban nhu danh muyc luc tu dong, tao nghi chu cho van ban,...

- Mailings: Xuit hién mic dinh trén thanh Ribbon, chtra cic nhém 1énh lién quan dén viéc tao 1ap mot
phong bi thu, mdt mau bi€u phuc vu cho viéc chdn van ban.

- Review: Xuét hién mic dinh trén thanh Ribbon, chita cdc nhém 1énh lién quan dén cac thao tac nhu
kiém tra nglt phap cho van ban, tao ghi chi, so sanh ndi dung van ban,...

- View: Xuét hién méc dinh trén thanh Ribbon, chira cac nhém 1énh hién thi, chi tiét nhu sau:

+ Document Views: Ché do hién thi vin ban

+ Show: Tuy chon hién thi mot sb thanh Panel

+ Zoom: Cac 1énh phong to, thu nhé van ban

+ Window: Chtra cac 1énh tiy chon hién thi nhiéu vin ban

+ Macros: Cac 1énh vé Macros

An hién mot Tab Iénh

Dé 1am an hay xuét hién mot nhoém 1énh hodc mot Tab 1énh trong thanh cong cu Ribbon ban lam nhu sau:

- Nhép phai chudt vao mot khoang tréng bat ky trén thanh cong cu Ribbon.

2CcDx

- Mot menu nhanh xudt hién chon Customize the Ribbon, hdp thoai Word Option xuét hién va tro téi muc
Customize the Ribbon.



'-i_‘ Customize the Ribbon and keyboard shortost

Lhoose commands frons Customae the Ribos
Poputar Commands - Mam Tabs

Actept and Move 10 Net . Mo I

Align Left E 45

Breaks A\ * ¥ Insert

Buless

B
smomuze Rbbom Devign

Lanter
WV Page Layout
% Change List Leve SR
¢ # W) Rederences
Copy
X Cet + J Malingn
Define Mew Nurmber Forman WV Revew
7 Delete % ¥ View
I Deaw Table P =
% Draw Varticsl Test Bos Naw Toh | | Riwwe Grovy
[ .

Customuatens Reses ~
Keyooard shortcits: | Customae. el

| oK | Cancel

- Trong danh sach Main Tabs bén phia tay phai ciia man hinh liét k& danh sach cac Tab Ribbon mudn 4n
Tab nao ban cbi can l}(’) dau tin}} o dau ‘Eén Tab d6. Ngugc lai muon hién chung 1én ban danh dau tinh cho
nhiing Tab bi an. Cuoi cung nhap Ok dé luu lai.

Luru y: Truong hop qmu(’)n an toan bo thanh coéng cu Ribbon ban nhap chon biéu tugng Minimize the
Ribbon (hodc nhan t6 hop phim Ctrl + F1) phia goc phai trén cua man hinh chinh.

M Fnd -

Sic Replace

AaBbCcDe AaBbCcDx

t Select~ P~~~

Stytes . Editing ( >

\

Khi mubn hién lai thanh céng cu nay ban nhap chudt vao niit 1énh d6 mot l1an nira.
Tuw tao mgt Tab Iénh va cac nhom I€nh trén thanh cong cu Ribbon

Ngoai nhitng Tab 1énh sén c6 Microsoft Word 2013 con cung cp cho ngudi dung chirc ning tu tao ra cac
Tab 1énh méi, cach thye hién nhu sau:

- Nhap phai chudt vao mot khoang tréng bat ky trén thanh cong cu Ribbon.

ymentS dicrosoft Word Previe

REFERFNCES MATLINGS REVIFW 1 3%
Customize Quick Access Toolbar
i Show Quick Access Toolbar Below the Ribbon  2CcDe
= Customize the Ribbon Spa

Styl

- M6t menu nhanh xuét hién chon Customize the Ribbon, hop thoai Word Option xuét hién va trd t&i muc
Customize the Ribbon.



oy % Customize the Ribbon and keyboard shortouts,
Duztey Y
T Lhoose commands froms
sotdng DW(M |—-1
Seve
[2 Accept and Move 1o Next .|
‘ - |
B S AlgnLet
Advances = Breats N
T Bubess B
Curgmaze Wbban = Canter
Quick Access Toaibar ['g E;"ml"d g
Add-le X Cut
| Define Mew Nyrmiber Format...
Trum Center 73 Delete
T Deaw Tatie
U5 Draw Vartical Test Bos
T Eemat 5
Keysoo shortcins. | Customae.. |
G M

- Pé thém mot Tab méi ban nhip chon niit New Tab, mot Tab, va mot nhém 1énh méi xut hién nhu hinh
dudi day:

Dagdey

Fuehing

e

Limjrage

4L

L]

Ghth Bazem Toske

e
H

-7 NTHH

A e

Yust Come

Sy

e
|

>> X

Display name:  Font chi
‘ [ ox

- Ngoai ra ban c6 thé bd xung cac nhém 1énh khac vao Tab nay bang cach nhdp chon Tab vira thém roi
nhan nut New Group

Két qua Tab cac 1énh ctia t6i s& c6 duoc nhu hinh dudi day:
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Choese commmidy from Customae the Rigon
Populss Comwands - Man: Tade -
| — v Accegn and Move 10 Nest - Man Ten
X Algn Lot = 7 Hame
Cuanmite P8han oo X Fomt ch c 3
Lete WS gy, Cin & (Cuntos '
*t  Change List Lavet Tidu &% [Custern)
Cogy * o baet
X Cw = VD
Dwfine tiew Harrtor Formmat T
2 Delate o Femove | | %7 Pagelama
T Drase Tazhe = U Reterences
Crow Vescal Tt Box * ¥ Mabngs
Emad * V Revew
M Fied
Fost I+ foe T Lhew froup Recage..
A Fesl . -
Curtmmizatiens fgset =
Coboend shotents | Cuimes. e -
[ oL | Lancs
4

Cong viéc cubi cling cua ban 1a chon nhiing 1énh can thiét & bo xung vao cac nhom lénh twong tng.
Cuoi cung nhap Ok dé hoan tat.

Tab Iénh ma ching ta vira tao khi xuét hién trén man hinh chinh cua chuong trinh s€ nhu hinh dudi day:

HOME LENHCOATOI  INSERT

Iy ]
e, 4= v =)
A A ’ = } 1 (S
Font  Font Page Page Hyperlink
Color~  Setup Width

Font chur Khé gidy, Can 18 Tiéu dé

Day 1a mot vi du co ban ban hoan toan c6 thé tao ra cac Tab 1énh dugc bd tri khoa hoc va thuan tién cho
qua trinh sir dung ctia minh.

1.4. Thanh céng cu nhanh
BEH S 0 @& @0 -

HOME LEMH CUA TOI IMNSERT

Thudng ndm phia trén cting bén phia goc trai ctia manh hinh chinh, chira cic 1énh thudng sir dung giup
nguoi dung co6 thé tao tdc mot cach nhanh trong, tirc thoi. B thao tdc nguoi dung c6 thé nhap chudt truc
tiép vao nut Iénh can thao tac

B6 xung cac 1énh thwong sir dung c6 trong danh sach mic dinh

Khi maéi cai dat ban chi thay mgt so6 nat 1€nh trén thanh cong cu nay mudn bo xung thém cac nut I¢énh
khéc ban nhap chudt vao miii té€n tro xudng roi chon vao nut 1€nh can bd xung (voi di€u kién nat d6 chua
c6 trén thanh cong cuy).



(Nhimg nit 1énh chua c6 dau tich 1a nhitg nut 1énh chua dugc bd xung 1én thanh cong cy)

Nguoc lai ban co thé 1am an cac nat 1énh di b?mg thao tac twong ty nhung ddi voi nhitng nut 1énh da co
trén thanh cong cu.

:; b= &) _; 20,4 3

HOME tENHCUAT 15EF ustomize Quick Access Toolbar

Cahbri (Body) - |11 = A4 1R |
Paste . B I U -as x, X A N ot »

ipboard 1. Fom

(Nhitng nat 1énh c6 ddu tich 1 nhirg nut 1énh di c6 trén thanh cong cu).
B0 xung cac 1énh khong c6 trong danh sich mic dinh

Nhu phén trude da trinh bay ching ta co thé bd xung cac nut Iénh CQ trong danh sach mac dinh lén thanh
cong cu nhanh. Ngoai ra Microsoft Word 2013 con cho phép ban bo xung lén thanh cong cu nay nhiing
nut 1énh khac khong c6 trong danh sach mac dinh. Cac budc thyc hi€n nhu sau:

Buée 1: Nhap chudt chon miii tén tro xudng trén thanh céng cu nhanh (Quick access toolbar), danh sach
xuat hién chon More Commands. ..



m H ¢ ) k\; 2 = 0 = Docurment2 - Microsoft Word
HOME LENH CUA TOI iNseR Customize Quick Access Toolbwar REFERENCES

v New

o % - :
[ ] Calibri(Body) /11 <~ A" A A 2 A
v Open
Phne ¢ B I U-amx,x B+, sne e i e
Clipboard font v Email -
Quick Prnt

v Pont Preview and Prnt
Spelling & Grammar
Undo
Redo

v Draw Table
Touch Made
More Commands.

Show Belaw the Ribbon

Hop thoai Word Options xudt hién va ty dong tro téi muc Quick Access Toolbar.

m Customize the Quick Access Toclbar

Choose commaends froms Customige Quick Access Toolba
Popsder Commands E For sll docerments (deleuk)

<Separsrees - {4 Snve
2 Accept and Move to Nest ¥ ) Undo
H Add & Hypertink 0 Rese
] Add a Tabde | [EL Prim Praview snd Prim
Algn Left - "I s Table
i Bellets 19 Emal
Center -
*E Change Lt Loved ’ -
Shew Quack Accem Tocther below the Customizstions: | Rgset. 3
Hibton

-

Buée 2: Ban dé y trong danh sach bén tréi 1a cac nut 1énh ciia chuwong trinh danh sach bén tay phai 1a cac
nut 1énh hién c6 trong danh sach Quick Access Toolbar. Dé bd xung thém maot nit 1énh madi ban chon tdi
no6 trong danh sach bén trai roi nhép nat Add>>, nguoc lai néu mudn loai bo nat 1énh nao ban chon t&i nd
trong danh sach bén tay phai rdi nhap nit << Remove.

Luu y: C6 mot nut 1énh dic biét do 1a diu ngan cach gitta mot hoac mot nhom cac nut Iénh, ban hoan
toan c6 thé bo xung doi tugng nay vao thanh Quick Access Toolbar, nut 1énh ¢6 tén la: <Separator>.

Buée 3: Cubi cung ban co thé sir dung biéu tuong miii tén 1én xubng dé thay ddi vi tri cic nut 1énh trén
thanh Quick Access Toolbar.

E Save

") Unde »
‘(9 Redo

[cL Print Preview and Print

Draw Table

&

;[‘] New
Open

Customizations: | Rgset v ]

Import/Export ~ |




Sau khi hoan tit ban nhap chon ntit Ok dé luu lai nhitng thay doi.
Thay d6i vi tri ciia Quick Access Toolbar

Sau khi cai dit ban s& thiy thanh cong cu Quick Acces nam phia trén cua cira s6 chwong trinh tuy nhién
ban cling c6 thé di chuyén n6 xudng dudi thanh Ribbon dé cé khong gian rong hon. Céch thyc hién nhu
sau:

- Nhip chudt vao mili tén tro xudng trén thanh cong cu Quick Access Toolbar.

- Trén danh sach d6 xubng chon Show below the ribbon

HOME LENM CUATO INSE Customize Quick Access Toolbat §
- X = Ne v
CalibrifBody) |11 ~ A" A A SO
v per
Paste . B 2 Y -atxx, x N="P _ e 0.

Clipboarg . Fomt

Paragraph

Luu y: Khi da ddi xuéng dudi ban mubn tré lai vi tri cii hay lam tuong tu nhung khi d6 chon Show above
the ribbon.

1.5. Office Button

Office Button chira cac 1énh thao tac véi File van ban, nhu thém mdi, mé mot File dé tdn tai, in 4n, luu
trir, hay stra doi cac thong tin vé File,... D€ hdp thoai Office Button xuat hi¢n ban nhap chudt chon bi¢u
tugng Office Button bén phia trai thanh Ribbon.

G E O D

@ HOME INSERT DESIGN

m Calibri (Body) ~/11 =~ A" A

41

Paste ¢ B I U ~abke x, X [A-~

Hop thoai Office Button s€ xuat hién nhu hinh duéi day:



- Info: Chtra cac 1énh nhu Save, Save AS, Open,... Ngoai ra con cho phép ngudi dung c6 thé thay d6i
mot sO thong tin vé File trong danh sach bén phia tay phai ciia man hinh.

[nfo

Tots Edtng Time 3 Mousten

Tay

Felated Dates

Reiated Peaple

Authy

- Open: Trong muc:
- Recent Document:chira danh sach File da m¢ trudce do.
- Sky Drive: Ly file tir noi cét trit chia sé cho mot ngudi nao do.

- Computer: Tré dudng dan dén cac thu myc luu file da soan thao.

=) Mecas! Ootimants - i s

¥ Wiy - B & M, Vet S

& Sotvw

oulk

- New: Tao mdt van ban mai, ngoai viéc lya chon mot van ban trang ban ciling c6 thé tuy chon cac van
ban mau ma Microsoft Word 2013 cung cap san



l N ew

- Print: In 4n van ban, & ddy ban c6 thé Iya chon mdy in va cac tuy chon khic ngay man hinh bén phia

tay phai

Print
1
=
o Cang ty Phiin Mam Ké
Todn Quan Tri AVIN
Prir
-

- Share: Trong phan nay ban c6 thé giri vin ban qua
khac nhau,...

Email, Fax, hay luu van ban thanh cac dinh dang

- Export: Tao mdt van ban c6 dinh dang PDF/XPS, hodc c6 thé thay ddi dinh dang file ciia mot van

ban.
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- Close: La cong cu dung dé dong chuong trinh.

wh 0 Mt

1 hwden

Luru ¥: Dé dong cira s6 Offie Button ban nhap niit Back hodc nhin phim ESC.
1.6. Thanh trang thai, thanh cudn, thanh thwéc do

- Thanh trang thai: Niam dudi day man hinh chinh bao gdm céc thong tin nhu ché d6 hién thi, phan trim
hién thi, tong so tur, sO trang, trang hién tai,...

iRl S0FawRs [ BV MR STHTE)

- Thanh cudn: Dung dé di chuyén man hinh soan thoa 1én trén hodc xudng dudi, sang trai hodc sang
phai. Thanh cudn bao gom 2 thanh la thanh cudn ngang va thanh cudn doc.



- Thanh thuéc do: C6 chirc ning ding dé cin chinh vi tri cdc ddi tugng trén vin ban, ciing nhu can 18,
bo cuc cho van ban. Thanh thudce do cling bao gom thanh thudc ngang va thanh thude doc

Bai 2 — Soan thao van ban
2.1. Khai niém van ban
Van ban tho

Van ban tho 1a mot van ban chua dugc trinh bay, né chi can ¢6 du ndi dung va dang chinh ta. Nhu vay,
sau khi khéi dong chuong trinh Microsoft Word 2013, ban da c¢6 san mdt ctra s6 van ban méi (hodc sau
khi dung 1énh New) la ban da c6 thé bat tay vao vi¢c nhap van ban tho.

Dé nhap vin ban thé ban nén chon mot Font chit rd rang, d& doc, kiéu chit thuong (nén dung Font chi
mac nhién 1a Times New Roman véi Font size 14 point).

Yéu cau trong lac nhap vin ban tho 14 ban Phéi g0 sao cho that nhanh va ding chinh ta. Vi vay, trong khi
dang g0, ban khong nén trinh bay theo mau cua van ban (nhu thay doi Font chir, kich thudc Font chir,
kiéu chit ¢am, chit nghiéng.. ) diéu d6 chi lam cho tdc do gd cuia ban cham di ma thoi. Ngoai ra, trong
moét van ban thd khong nén dé thira khoang trang (Space Bar), thira phim Tab, thira phim Enter, diéu nay
vira mét thoi gian vira gy kho khin cho cong viéc trinh bay vin ban ctia ban sau nay.

Trong qua trinh nh@p van ban, ban co thé dung:

+ Shift-Enter: xuéng dong khong tao Paragraph méi (Line Break)

+ Enter: xudng dong tao Paragraph méi (End of Paragraph)

+ Ctrl-Enter: xudng dong va ngit sang trang méi (Page Break).

Mét s6 thuat ngir thuong diung

- Character (Ky tu): Khi ban g6 mot phim trén ban phim thi trén man hinh s€ hién ra mot ky tu twong Gmg
va in dugc ra gidy thi d6 la mot ky ty. Nhu vy, phim ky ty trén ban phim la tat ca cac phim chit, phim

sO, phim dau..., cac phim nay thuong dugc bd tri & khu vuc giita ban phim gitip cho hai ban tay ciia ban
khi go cac ky tu s€ thuén lgi hon.

- Word (Tir): Mbi nhom ky tu lién nhau va duogc phan cach bang khoang tring (phim Space Bar) dugc
goi 1a mot tir. Tir ngén nhat chi co mot ky tu con tir dai nhat thi khong c6 gidi han.

Chu y. Trong doan van ban khi c6 dau ngat cAu nam gitra hai tir (nhu ddu chdm, du phay ), ban phai g&
du ngat cAu nam sat vao tir dimg trudc, tiép dén 1a mot khoang tring (phim Space Bar) réi méi gd tiép tir
dung sau.

- Paragraph: La mot doan van ban duoc két thﬁcheng cach xudng dong. Néu ban chi gb phim Enter ma
khong gb thém chir nao thi d6 1a mot Paragraph rong, ngoai ra Paragraph co6 thé chi 1a mét dong chir ngan
con thong thuong thi mot Paragraph s€ c6 nhiéu dong chir.

- Word Wrap: Khi g6 mét doan van ban dai ma khong c6 dau chdm xudng dong, ban s& thdy vin ban tu
dong xuong dong moi khi gdp 1€ bén phai cua trang giay, d6 1a Word Wrap.

2.2. Cac thao tac v&i mot tép van ban

Tao mét vin ban méi

Maic dinh khi khoi Microsoft Word 2013 chuong trinh s€ ty dong tao mdt van ban mai, tuy nhién trong
cac truong hop khac ban cé thé tao mot van ban méi bang céac cach sau day:

Cdch 1: Nhip chon biéu twong New trén thanh cong cu Quick Access Toolbar (hodc nhan t6 hgp phim
Ctrl + N).
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Cdch 2: Nhap chon biéu tugng Office Button
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Luu y: V6i hai cach trén ching ta s€ tao dugc mot van ban trang tuy nhién Microsoft Word 2013 con
cung cap rat nhiéu cic mau (Template) dugc xay du’ng san ma ban cd thé ké thira va st dung lai. Viéc su
dung cac miu (Template) duoc xdy dung sin s& giup ban tiét kiém thoi gian ciing nhu tiép cén voi cach

trinh bay van ban hién dai, khoa hoc ctia Microsoft.
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beé lya chon Templates ban chi can nhap chudt vao mau d6 roi nhan Create. Mot File méi dugc mé voi
ndi dung nhu hinh dnh mo ta vé ban mau ma ban vira chon. Ttr vin ban nay ban c6 thé chinh stra thay doi
ndi dung cho phu hop véi yéu cau sur dung.

Luwu lai van ban

Sau khi hoan thién mét vin ban ban can luu n6 lai trén 6 dia cimg dé co6 thé s dung ¢ cac 1an tiép theo.
Vi Microsoft Word 2013 ban c6 thé ITuu mot van ban bang cac cach sau day:

Cdch 1: Nhép chon biéu tuong Save trén thanh céng cu Quick Access.
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Cach 2: Nhép chon nut Save trong cua s6 Office Button, chon muc computer phia bén phai sau d6 chon

cac thu muc luu, hodc chon browe:



