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Word 12 mét chuong trinh soan thao vin ban c6 nhiéu tinh nang théng minh ndm
trong bo MS Office. Ung dung nay cho phép chiing ta thé hién va luu trir ngdn ngir dudi
dang van ban dé phuc vu cho nhu cu, muc dich cong viéc nhit dinh. Ké tir khi ra doi,
Word d goép phan lam cong viéc ciia chiing ta thuan loi, hiéu qua hon. Trai qua nhiéu
lan nang cip, chinh sira, phién ban Word 2010 ra doi véi mong mudn mang lai cho
ngudi ding nhimg tinh ning tt nht.

Xuat phit tir thyc té nhu ciu hoc tip cta hoc sinh - sinh vién chuyén nghanh Tin
hoc g dung néi chung va hoc sinh - sinh vién truong Cao déng nghé Giao théng van
tai Trung wong 1 noi riéng. Chiing t&i viét cudn bai giang bam sat theo d& cuong mén
hoc cta chuong trinh trong Nha trudng khong chi lam gido trinh ndi bd ma con lam tai
liéu giang day cho gidng vién khi Ién 16p va lam tai li¢u tham khéo cho hoc sinh — sinh
vién.

Nbi dung ciia cudn gido trinh nay bao gdm:

Chuong 1: Tong qudt vé Microsoft Word

Chuong 2: Dinh dang van ban

Chuong 3: Thue hién chén cdc doi tiweong

Chuong 4: Thao tdc véi bang biéu

Churong 5: Ho tro xit Iy trong word

Chicong 6: Mpt s6 chire néng khdc trong word

D rat ¢6 gang nhung khong thé trdnh khoi nhiing sai sét. R4t mong nhan dugc su
g6p ¥ clia cic ban va thay ¢ gido dé cudn gido trinh ngay cang hoan thién hon

Xin chén thanh cam on!

NHOM BIEN SOAN
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CHUONG 1: TONG QUAT VE MICROSOFT WORD

Muc tiéu:

Hoc xong chwong nay, nguoi hoc c6 kha nang:

- Trinh bay day du cac budc khoi dong, thodt khoi chuwong trinh; cac budc thuc
hién nhap va chinh sira vin ban & céc budc thuc hién tao, mé, luu ddi véi van ban
Word

- Thye hién céc thao tic khéi dong, thodt & cac thao tac dbi véi van ban word mét
cdch chinh xdc, thanh thao

- Rén luyén tu duy va thai d6 hoc tip nghiém tic.

N¢i dung chuong:

1. Giéi thi¢u Microsoft Word

La phdn mém chuyén dung dé soan thao van ban. Ngoai chirc nang théng dung
ctia phan mém soan thao, Word con cung cép nhimg cong cu hiru hidu va than thién
gitip nguoi sir dung 6 thé xir Iy hau hét cdc vin dé dit ra trong qué trinh x{r Iy vin ban

2. Khéi déng

C6 2 céch khoi dong:
C1. Nhdy dap vao biéu twong Word — Ky hiéu W trén man hinh destop
C2. Start=> Program = Microsoft OFFice = Microsoft Word 2010
C3. Start = Microsoft Word 2010
3. Thoat khéi Word
C6 3 cach thoat khai word:
C1. Nhdy vao ddu X mau d6 géc phai phia trén thanh tiéu dé
C2. Bam t6 hop phim Alt + F4
C3. File = Exit
4. Man hinh giao di¢n Microsoft Word

v 3 e gino: trinh-ward 2010-fieng-virt [Compatibility Made] - Mierosoft Ward o L i
File e Bt e it 5@

¥ A3BDC AaBEC: |smbcen A B
THeading 2 THeadingd | TNommal | o Z\A::'u‘e Editing

Myc yc Word 2010

Chrong 1° Thao tic oan bin tén Word 2080,

1. Tao mn v4n hin

2 M mdt van ban tao sin

3. Luumotvan ban d3 sosn thio

4 Thao e vor chudtva ban phim

5 Chonkhdi va hao tie rén ks </l

Chisomg 2* Thue hign Smb dang vin b

Pageil gf 146 | Words: 18547, | English iSd | [ElEEEE e L i

5. Tao méi van bin

phim tit dé tao mét tai liéu méi trong Word 2010 1a Ctrl+N. Cach khac: Nhan
chudt vao Microsoft Office Button (hodc Tab File), chon New, nhén dtp chudt vé muc
Blank document.



Tao mdt tai litu méi tir miu c6 sin: Nhan Microsoft Office Button (hodc Tab
File), chon New Blank document. Nhin nit Create dé tao mdt tai liéu méi tir miu da
chon.

i)
o a -
2
= =
EmE - R
-

6. M& mot viin bin da tao siin m
Phim tit m& tai lidu c6 sén 1a Ctrl+0. Ban ciing ¢6 thé vao G sove
Microsoft Office Button (hodc Tab File), chon Open.
B save As
7. Luu mjt viin bin di soan thio oo s

*Lueu tai ligu

Phim tat dé luu tai liéu 1a Ctrl+S

Céch khac: Nhan Microsoft Office Button (hodc Tab File), chon Save.

Néu file tai liéu nay truéc do chua dugc luu lan nao, ban sé& dugc yéu cau dit tén
file va chon noi luu.

Pé luu tai liéu voi tén khac (hay dinh dang khac), vao Tab File, chon Save As hoic
nhan F12

* Mdc dinh heu tai liéu dang Word 2003 tré vé trude

Mudn Word 2010 mic dinh hru véi dinh dang ctia Word 2003, Tab File, chon Word
Options d¢ m& hop thoai Word Options. Trong khung bén tréi, chon Save. Tai myc
Save files in this format, ban chon Word 97-2003 Document (*.doc). Nhin OK.

i H Custamize how dacuments are saved

Dispiay

Practing Save documents

Save l Save files in this format: | Ward Document " docd v
Language [®] sawz AutaRzeaver nfor Word Document [*.docy

[9] Keep the last Auto o] 010 Matis-Enanizd Dacument [~ dacm)
5 = Ward 97-2003 Document (“.dod

\dvanced

AutoRstover file lacstion

Défaidt tiadoeation: \ard Mazio-Enabled Template 1* dotmi
Ward 87-2003 Tempial
e Web P

Offing asiting aptions for g Sngls Fi
Veb Page [
Save ehecked-out files 18| web Page, Filtered [ htm, *htm))

@ e Ofrice Documen| Plain Test
ot Ward J0a
" 4 200

Serger drafts foation

OpenDo
Preserve figelity when shati o4 s 6 Document 1~

* Giam thiéu kha nang mét dit liéu khi chuong trinh bi déng bat ngd



Dé dé phong truong hop treo may, ciip dién lam mat dir lidu, ban nén bat tinh nang sao uu
tu déng theo chu ky. Nhén Tab File, Word Options, chon Save

Ward Optians
tomize how documents aee saved

) The

8. Thao tac v6i chudt va ban phim
8.1. Thao tdc vdi chudt:
a. Sao chép dang vin ban:

Mot trong nhimg céng cu dinh dang hitu ich nhit trong Word 1a Format Painter
(ntit hinh cay co trén thanh cong cu Standard). Ban c6 thé ding n6 dé sao chép dang tir
mdt doan vin ban nay dén mot hodc nhiéu doan khac va dé thyc hién chire nang nay,
ding chudt 1a tién loi nhat.

Dau tién danh khéi vin ban c¢6 dang can chép, bAm mét 1dn vao nut Format Painter
(néu mudn dan dang vao mot doan vin ban khac) hodc bam kép nat (néu mubn dan
dang vao nhiéu doan vin ban khéc). Tiép theo, dé dan dang vao nhimg doan vin ban
nao thi chi cin danh khéi ching 14 xong (nhan thém phim Esc dé tit chirc ning nay di
néu trude do ban bam kép nit Format Painter).

b. Sao chép hodc di chuyén dong hodc cét trong table:

Trong mét table, néu ban mu6n chép thém hay di chuyén mét hay nhiéu dong hoic
cdt thi ¢6 thé ding cach kéo va tha bang chudt nhu sau: chon dong hodc ¢t cin chép
hodc di chuyén, kéo khdi dd chon (néu sao chép thi truéc d6 nhan gitt phim Ctrl) dat
tai vi tri ma ban mudn.

¢. Ding cdy thucc dé xem khodng cdch vin ban trén trang:

Théng thudng ban ding ciy thudce dé dinh vi cdc dong vin ban, dit khoang cach
18 trang hay dit céc tab dimg. Nhung n6 con mdt céng dung khac khong kém phéan thi
vi va tién loi, d6 13 xem chinh x4c (thé hién trirc quan bang sd) khoang cch cta vin
ban so véi 1&, canh trang hodc gitra mdi tab. D& biét khoang cich mdi phan nhu thé
nao, ban bim va gitr chudt tai mdt vi tri ndo d6 trén thanh thude ngang, déng thoi bAm
git tiép nat chudt phai 14 s& thiy ngay khoang cach giita mdi phan 14 bao nhiéu.

d. Sao chép hodc di chuyén van ban:

Ciing tuong ty nhu table hay bat cir dbi twong nao khéc trong tai lidu, ban co thé
ding cich kéo va tha trong viéc sao chép hodc di chuyén van ban. O day khéng can
phai ndi gi thém vé phuong phap nay (vi chic hau hét ching ta déu da biét cach lam



niy), nhung chi luu ¥ mot didu 1a dé co thé ding duoc cach nay thi tuy chon Drag-
and-drop text editing (menu Tools-Options-thé Edit) phai dugc dénh dau.
e. Phdng to hodc thu nho tai liéu:

Khi cin phéng to hodc thu nhé tai lidu, théng thudng ban s& chon tir nlit Zoom trén
thanh Standard, nhung nhu thé ciing hoi bat tién vi phai qua hai ba thao tac. Néu chudt
ctia ban ¢6 3 nit thi c6 thé nhanh chéng phéng to hay thu nhé tai lidu tir nit chudt
gitta, bang cach nhén giir phim Ctrl trong khi day nat chudt 1én (phong to) hodc xubng
(thu nho).

J. Mo nhanh hép thoai Tabs va Page Setup:

Khi can chinh sira chi tiét cac ddu tab dimg trong doan vin ban, ban s& phai nhd
dén hop thoai Tabs, hay khi thay ddi céc thiét 1ap trang gidy thi ban lai phai ding dén
hop thoai Page Setup. Thay vi m¢ cac hdp thoai dé tir menu Format-Tabs hay menu
File-Page Setup, ban c6 thé nhanh chéng m& ching bang cach bam kép bét ky chd nao
trong thanh thudc ngang (trong khoang cach nhap van ban, & dudi cic hang s6 dé mé
hép thoai Tabs hodc trén hang s d& mo hop Page Setup).

g. Bdnh khoi toan b tai liéu:

Trude khi cung cép mét dang nao d6 cho toan bd van ban, diéu dau tién ma ban s&
lam 13 danh khéi toan b ching va ban c¢6 thé ding nhitng cich nhu bam menu Edit-
Select All hodc nhén Ctrl+A. Nhung ban hay thir cach nay xem, chi can dwa chudt vé
18 trai vin ban (miii tén trd chudt s& nghiéng v& phai) va bam nhanh 3 14n ciing c6 thé
chon toan b tai lidu dugc ddy.

8.2. Thao tdc voi ban phim

Céc phim thuong ding trong Winword gdm cac phim:
Céc phim di chuyén con tré:

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

Phim |: Di chuyén con tré xuéng mot dong.

Phim —: Di chuyén con tro sang phai mot ky tu.

Phim «: Di chuyén con trd sang trai mgt ky tu.

Cac phim x0é ky tu:

Phim Delete: Xo4 ky ty tai vi tri con tré (bén phai con trd).

Phim Backspace: Xoa ky tyr lién trai vi tri con tro.

Phim Insert: Dé chuyén d6i gitta ché d6 chén (Insert) va thay thé (Overwrite) ky

Céc phim diéu khién:

Phim Home: Chuyén vi tri con trd vé& dau dong vin ban chira con tro.
Phim End: Chuyén vi tri con tré vé cudi dong vin ban chira con tr.
Phim Page Up: Chuyén vi tri con trd 1én trén mot trang man hinh.

Phim Page Down: Chuyén vi tri con tro xuéng dudi mét trang man hinh.
Mubn vé diu vin ban: 4n dong thoi Ctrl+Home.
Mubn vé cubi vin ban: 4n ddng thoi Ctrl+End.



Thao tac nhanh trong viin bin véi cdc phim tit théng dung

1 4
T Phim tat Tac dung
I ot Gisin ddng don (1)
2 T -
Ctrl+2 Gian dong d6i (2)
2
Ctrl+5 Gian dong 1,5
4 Ctrl+0 o aA e 1 "
Tao thém d¢ gian dong don trudc doan
(zero)
s
Ctrl+L Can dong trai
€ - -
Ctrl+R Cian dong phai
7 pe
Ctrl+E Can dong giita
8 = Y ~ 1A A A & A
Ctrl+J Can dong chir dan déu 2 bén, thing l&
S .
Ctrl+N Tao file méi
0 l Ctrl+O Mo file da co
1 .
1 Ctrl+S Luu ndi dung file
1 p
5 Ctrl+P In an file
1 SdEs . i ;
3 F12 Luru tai lidu véi tén khéac
1 i 2 g
4 F7 Kiém tra 161 chinh ta ticng Anh




Phim tit Téc dung
1 .
Ctrl+X Cat doan ndi dung da chon (bodi den)
| ; 5
Ctrl+C Sao chép doan ndi dung da chon
1 G g
Ctrl+V Dan tai liéu
1 " g oo o
Cul+Z Bd qua 1énh vira lam
| CleY Khoéi phuc 1énh vira bo (ngugce lai vai
Cul+Z)
2 Ctrl+Shift+ Tao Style (heading) -> Dung muc lyc ty
dong
2 Ctrl+Shift+ 3
Thay ddi phong chir
2 Ctrl+Shift !
T Thay déi oo chir
2 . a . N
Ctrl+D M¢ hop thoai dinh dang font chir
2 i
Ctrl+B Bat/tat chit ddm
2 . z
Ctrl+I Bat/tat chir nghiéng
2 i
Ctrl+U Bit/tat chit gach chian don
2 Ctrl+M Lui doan van ban vao 1 tab (mac dinh
1,27cm)
2 Ctrl+Shift+ 5
Lui doan van ban ra 1€ 1 tab
2% Ctrl+T Lii nhitng dong khong phai 1a dong diu




1 .
Phim tat Tac dung
cua doan vin ban vao 1 tab
3 Ctrl+Shift+ Lui nhiing dong khong phai 1a dong dau
T ctia doan vén ban ra 18 1 tab
3
Cul+A Lya chon (bdi den) toan bd ndi dung file
2 ,
Cul+F Tim kiém ky tu
3 Cul+G i 1
Nhay den tr; 0
(hoic F5) ay dén trang so
3 ; ;
Ctrl+H Tim kiém va thay thé ky tu
3 ;
Cul+K Tao lién két (link)
2
Ctrl+] Tang 1 c& chir
3
Ctrl+[ Giam 1 ¢0 chir
3
Ctrl+W Pong file
2 o
Ctrl+Q Lui doan van ban ra sat Ie (khi dung tab)
4 Ctrl+Shift+
. Téang 2 c& chit
4 Ctrl+Shift+
Giam 2 ¢& chir
<
4 . -
Ctrl+F2 Xem hinh dnh néi dung file trudce khi in
4 Alt+Shift+ , ,
S Bat/Tat phén chia ctra s6 Window




Phim tit Téc dung
4 z
Ctrl+enter Ngit trang
4 N
Ctrl+Home Vé dau file
4 A A
Ctrl+End VEé cudi file
4 R R
Alt+Tab Chuyén d6i cira s6 lam viéc
4 2 %
Start+D Chuyén ra man hinh Desktop
4 Start+E MG cira sdlnternet Explore, My
computer
s ;
Ctrl+Alt+O Ctra s6 MS word ¢ dang Outline
s :
Ctrl+Alt+N Cura s6 MS word ¢ dang Normal
B .
Ctrl+Alt+P Cira so MS word ¢ dang Print Layout
by .
Ctrl+Alt+L Péanh s6 va ky tu ty déng
3
Ctrl+Alt+F Panh ghi chi (Footnotes) & chén trang
< i  chl 3 = A tra
Ctrl+AltsD | anh ghi chii 6 ngay dudi dong con trd
o do
5 Ctl+Alt+ Panh chu thich (nén 14 mau vang) khi di
chuyén chudt dén mai xuit hién cha thich
s
F4 Lap lai 1énh vira lam
5 Ctrl+Alt+1 Tao heading 1




T Phim tét Tac dung
8
]
9 Ctrl+Alt+2 Tao heading 2
¢ _
0 Ctrl+Alt+3 Tao heading 3
€| - .
1 Alt+F8 M¢ hop thoai Macro

¢ Ctrl+Shift+ | : :
Bay/T4t dénh chi s6 trén (x2)

Ctrl++ Bat/T4t danh chi sd dudi (02)

€| Ctrl+Space |

4 | (dbu chch) Tré vé dinh dang font chir mic dinh

l
5 Esc Bé qua céc hop thoai
| | huyén d5i chit thuomg thanh chit hoa.
€| Ctrl+Shift+ ,‘C u~yer.1;do1 cmu ,um:g . f " ?a
6 X (v6i chir tiéng Viét c¢6 dau thi khong nén
chuyén)
¢ ) o
7 Alt+F10 Phéng to man hinh (Zoom)
€ I
g Alt+F5 Thu nhé man hinh
€| Alt+Print Chuyp hinh hop thoai hién thi trén man
9 Screen hinh
7 Print ”
. f Scree;m Chyp todn b man hinh dang hidn thi

9. Chon khéi va thao tic véi khoi vin bin
9.1. Chon khéi
- Céch 1: nhép mouse tir diém dau dén diém cudi clia van ban can chon



- Céch 2: Nhiip mouse dé dit con tré text & diém dau, gitt Shift va nhip mouse &

diém cudi ctia doan vin ban cén chon

- Cach 3: Dung phim Home, End va phim miii tén trén ban phim @& di chuyén con

trd text dén diém dau

Giit phim Shift va g cac phim miii tén thich hop dé di chuyén con tré text dén diém

cubi ctia doan van ban cin chon
9.2. Sao chép, di chuyén:

Lé Biéu Phim twong Y nghia
nh twong duwong
Cu Chuuyén doan van ban di
& trl + X ;

t = Cinks chon vao bd nhé Clipboard

Co Ctel + C \ Cl:lép 'doafn van ban di chon
py vao bo nhd Clipboard

Pas _j Dén doan van ban cé trong
{6 oote Ctrl +V Clipboard vao vi tri con tro text

- Banh diu chon doan vén ban

- Vao menu Edit chon Copy hoac Cut

- Dat con tro & vi tri két qua chon Paste
9.3.Xda khoi

- Chon doan vin ban cin x6a. Nhan phim Delete trén ban phim




CHUONG 2: PINH DANG VAN BAN

Muc tiéu:

Hoc xong chwong nay, ngudci hoc co kha nang:

- Trinh bay ddy du cac bude dinh dang vin ban, ¢t va cic dbi tugng dbi véi van
ban Word

- Thuc hién céac thao tac dinh dang cac dbi tuong trén van ban word mét cich
chinh x4c, thanh thao

- Rén luyén tu duy va thai d§ hoc tip nghiém tic.

N¢i dung chuong:

1. Dinh dang vin bin
1.1.In ddgm
- Chon doan text ma ban mudn in dam, dwa con trd chudt vao viing chon cho
dén khi xuét hién thanh céng cy Mini.

s
i

Times Nev 12~ A" A7 =

In dam Blgéavvé,'f
1. Chon doan text Ealld P on in ddm, dwa con tro chudt vao vung chon cho dén khi xuat hién
thanh cong cu Mi

- Nhén nat Bold (B). Ta c6 thé sir dung phim tit Ctrl+B.
Luru ¥, nhan Bold (hodc Ctrl+B) 14n nita néu ban muén bo in dam.
1.2. In nghiéng
Nhén nat Italic (hodc sir dung phim tit Ctrl+1).
1.3. Gach duwoi dogn text
Nhéin Ctrl+U dé gach dudi doan text dang chon.
Nhén Ctrl+U lan nira dé bo gach duéi.
Ngodi ra con c6 nhiéu kidu gach dudi khac:
* Gach dudi cdc tir, triv khodng trdng:
B1. Chon doan text ban mudn gach dudi.
B2. Tai thé Home, nhém Font, ban nhén nat miii tén & goc dudi bén phai.

Home Insert Page Layout References
D calibi it ~|A A | Aav | B
P = ab? . "
ajte 7 B 7 U ~abe x, X 7 - A
Clipboard I Font O

B3. Trong hop Underline style, ban chon Word only. Nhén OK.
* Gach doi ¢ dudi tur:
Thuc hién budce 1, 2 tuong ty trén.
Trong hop Underline style, ban chon biéu trong dong d6i. Nhan OK.




* Duong gach dudi trang tri
Thuc hién budc 1, 2 twong tu trén.
- Trong hdp Underline style, ban chon kiéu minh thich.
- Dé d6i mau cua duong gach dudi, nhin chudt vao hop Underline color va
chon mau minh thich. Nhin OK.
1.4.D6i mau chir
B1. Chon doan text ban mudn dbi mau, di chuyén con trd chudt vao ving chon

dé xuat hién thanh céng cu Mini.
B2. Nhin nat Font Color va chon mau minh thich.
1.5.Déi kich cé chi
B1. Chon doan text, di chuyén con tré chudt vao dé xuat hién thanh c6ng cu Mini.
B2. Dé ting kich ¢ chit, ban nhdn nit Grow Font (phim tat Ctrl+Shift+>). Dé giam
kich c& chit, nhédn nut Shrink Font (phim tat Ctrl+Shift+<).
1.6. Péinh diu (Highlight) dogn text
Panh déu doan text dé lam no trong ndi bat hon. Cach thyc hién:
B1. Tai thé Home, nhém Font, ban nhin vao miii tén bén canh nat Text Highlight
Color .
B2. Chon mjt mau diing dé & sang ma ban thich (thwong 13 mau vang).
B3. Ding chudt t6 chon doan text mudn danh diu.
B4. Mubn ngimg ché do dénh ddu, ban nhin chudt vio miii tén canh nut Text
Highlight Color, chon Stop Highlighting, hodc nhin ESC.
1.7. Gi bé ché dp danh dau text
B1. Chon doan text mubn g& bé ché d6 danh déu.
B2. Trong thé¢ Home, nhém Font, ban nhan chudt vio mii tén canh nit Text
Highlight Color.
B3. Chon No Color.
1.8. Pinh dang chi sé trén (Superscript), chi so dwdi (Subscript)
1. Chi sb trén (Superscript); 2. Chi s6 dudi (Subscript).

AZ_I_BZ:(:Z% Superscript

HZSO4 %Subscript

Chon doan text cAn dinh dang. Trong thé Home, nhém Font, ban nhin nat
Superscript (phim tat Ctrl+Shift+=) dé dinh dang chi s trén, hodc nhan nut Subscript
(phim tit Ctrl+=) dé dinh dang chi s duéi.

1.9. Cdch chinh vin bdn
Canh tréi, phai, giita, hodc canh déu hai bén
1. Chon doan vin ban ban muén canh chinh.



2. Trong thé Home, nhém Paragraph, nhin nat Align Left d& canh 18 trai, nhin
Align Right dé canh phai, nhdn nit Center dé canh giira (giita 2 18 trdi va phai), hay
nhan nat Justify dé canh déu hai bén,

*Canh chinh nhiéu ché dg trén cing 1 dong

1. Chuyén ché d§ xem vin ban 1a Print Layout hoic Web Layout (Trong thé
View, nhém Document Views, chon nit Print Layout hoac Web Layout).

2. Nhan chudt vao dong méi va thue hién nhir sau:

- Chén doan text canh trii: Di chuyén con tré chudt chit I sang trai cho dén vi tri
can gd text, nhan dup chudt va gb vao doan text.

- Chén doan text canh giita: Di chuyén con tro chudt chit I vao khoang gitra
dong cho dén vi tri can g& text. Nhin dup chudt va gb vao doan text.

- Chén doan text canh phai: Di chuyén con tré chudt chit I sang phai cho dén vi
tri cAn gd text, nhén dup chudt va gd vao doan text.

* Thay déi cdc canh chinh theo chiéu doc doan text:

1. Trong thé Page Layout, nhom Page Setup, nhén chudt vao nit miii tén & goc
dudi bén phai.

2. Trong hdp thoai Page Setup, nhin vao
thé Layout. Tai muyc Vertical alignment, ban | v o | o |
chon mgt loai canh chinh minh thich (Top, | womuw foss =«
Center, Justified, Bottom). T ——

3. Tai myc Apply to, ban chon pham vi Hﬂﬁi.’i?fif%:: —
ap dung 12 Whole document (toan vin ban), | "™ ees o=
This section (viing hién tai), hay This point 2 DR
forward (ké tir ddy tr&s vé sau). Nhin OK. i

Frevisw

L

* Canh giita 1€ trén va lé dudi

1. Chon doan vin ban ban mudn canh

gitta so voi 1€ trén va 1€ dudi.

Appiyts: |Whole documene |8 Line Munbers, .
2. Trong thé Page Layout, nhém Page e — -

Setup, nhén chudt vao nit miii tén & goc dudi
bén phai.

3. Trong hop thoai Page Setup, nhin vao thé Layout. Tai muc Vertical
alignment, ban chon Center.

4. Tai myc Apply to, chon Selected text. Nhén OK.

* Thut 1é dong dau tién cia doan

1. Nhén chu6t vao doan ma ban muén thut 1é dong dau tién.

2. Trong thé Page Layout, nhan vao niit miii tén goc dudi bén phai ciia nhom
Paragraph.

3. O hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ban
chon First line. Tai myuc By, chon khoang céch thut viao. Nhin OK.

* Piéu chinh khoang cdch thut 1é ciia toan bo doan

1. Chon doan van ban mudn diéu chinh.



2. Tai thé Page Layout, nhoém Paragraph, nhdn chudt vao miii tén 1én, xudng
bén canh myc Left dé ting, giam khoang cach thut 1& trai, hay tai myc Right dé diéu
chinh thut 12 phai.

* Thut dong tdt cd, trir dong ddu tién ciia doan

1. Chon doan vin ban ma ban mudn diéu chinh.

2. Trén thanh thudc ngang, hily nhin chudt vao ddu Hanging Indent va ré dén vi
tri ban mudn bt dau thut dong.

Néu ban khong thiy thanh thudc ngang dau ca, hiy nhn niit View Ruler & phia
trén cia thanh cudn doc dé hién thi no.

* Tao mot thut dm:

Thay vi thyt dong vao trong, ban c6 thé diéu chinh thut ra ngoai so véi 1é trai
bang cach:

1. Chon doan vin ban ma ban muén m& rong sang trai.

2. Tai thé Page Layout, nhém Paragraph, nhin nit miii tén huéng xudng trong
muyc Left cho dén khi doan van ban nim & vi tri ban vira ¥.

1.10. Thay doi khodng cich trong vin bdn

* Tao khoang cdach doi gitta cdc dong cho toan bé tai liéu

Khoang cich mic dinh giita cic dong cho bit ky tai lidu tréng nao 13 1.15. Ban
c6 thé tao khoang cach d6i (2) néu mudn bang cach sau:

1. Trong th¢ Home, nhom Styles, |
nhin chudt phai vao nat Normal, chon || A382CcDc| AaBoCcDe AaBbCi AaBbCe
MOdey fl Norni Update Normal to Match Selection

2. Bén du6i nhom Formatting, nhin | | Modify...
nit Double Space. Nhin OK. cimr k|

* Thay déi khodng cdch dong cho Rename...
doan van ban dang chon Remaove from Quick Style Gallery

1. Chon doan van ban muén thay dél Add Gallery to Quick Access Toolbar

2. Trong thé¢ Home, nhom Paragraph,
nhén nit Line Spacing,

3. Chon khoang cdch ban mudn, ching han 2.0

Ghi chi: Néu mudn dat nhidu khoang cach gitra cac dong nhung khoang cach nay
khéng c6 trong menu xuét hién khi nhn nit Line Spacing, ban hay chon Line Spacing
Options, va nhap vao khoang cach ma ban thich.

Céc kiéu khoang cach dong ma Word hd trg:

- Single (dong don). Tity chon nay hd trg font 16n nhit trong dong d6, thém vao
mdt lugng khoang trong nho bd sung. Lugng khoang trong bd sung tity thude vao font
chit ma ban dang sir dung.

- 1.5 lines: Gép 1,5 lan khoang cach dong don.

- Double: Gép 2 14n khoang cach dong don.

- At least: Lya chon nay xéc ldp khoang cich dong toi thidu can thiét dé phu
hop v6i font hodc d6 hoa I6m nhat trén dong.



- Exactly: C6 dinh khoang céch dong va Word s& khong diéu chinh néu sau d6
ban tang hodc giam c& chir.

- Multiple: X4c lap khoang cach dong ting hodc gidm theo ti 1§ % so vGi dong
don ma ban chi dinh. Vi dy, nhap vao 1.2 c6 nghia la khoang cach dong sé& tang 1én
20% so voi dong don.

* Thay déi khodng cdch trude hodc sau cdc doan
1. Chon doan vin ban ban muén thay doi khoang cach truéc hodc sau no.
2. Trong thé Page Layout, nhém Paragraph, ban nhin chudt vao mii tén canh myc
Before (truéc) hodc After (sau) dé thay ddi bang gia tri ban mudn.
* Thay déi khodng cdch giita cde ky tir
1. Chon doan vin ban méa ban mudn thay dbi.
2. Trong thé Home, nhén
chudt vio nit mii tén & goc
du6i phai clia nhém Font dé m& | re | adverced
hop thoai Font. Character Spacing
3. Nhéan chon thé Character Zj:':;g} ’Czur:;mm - e
Spacing ¢ hdp thoai nay. Trong besken: [momd. W By:
muc Spacing, nhin Expanded | Dlteringtortorts: | 2| pats and shove
dé mo rong hay Condensed dé

AN

thu hep khoang céch va chi dinh s6 khoang cach trong muyc By.

* Co dén vin ban theo chiéu ngang

1. Chon doan vin ban ban mudn cing ra hodc thu lai.

2. Trong thé Home, nhan chudt vao niit mili tén & géc dudi phai ciia nhém Font
dé md hop thoai Font.

3. Nhén chon thé Character Spacing & h¢p thoai ndy. Tai muc Scale, nhap vao ti
18 % ma ban mudn. Néu ti 18 ndy l6n hon 100% thi doan vin ban s& dugc kéo ra,
nguoc lai, nd s€ dugce thu lai

* Danh dau sw thay déi va ghi chii trong tai liéu
Theo ddi sy thay ddi trong khi chinh sira

1. Mé tai ligu ma ban muén theo dai.

2. Trong thé Review, nhom Tracking, nhan niit Track Changes.

3. Thay ddi tai liéu theo yéu cau (chén, xéa, di chuyén hay dinh dang vin
ban...). Lap tic & bén hong trang tai liéu s& xuit hién nhitng bong bong hién thi sy thay
doi nay.

* Tat ché dg theo doi su thay doi

Trong thé Review, nhom Tracking, nhén vao nat Track Changes mot lan nita dé

tit ché do theo ddi trong khi chinh sira.
* Thay déi cdch Word ddnh déu



