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Bai 1: TONG QUAN VE PHAN MEM XU LY VAN BAN

Giéi thi¢u:

Bo Microsoft Office 2003 ngudi st dung quen thudc voi thanh menu
chuidn niam & phia trén ctra s6 thi Microsoft Word 2010 st dung thanh menu
theo giao di¢n Ribbon, cac chirc ndng sé duogc chia ra theo tung tab riéng biét
trén menu. Ngoai nhing tinh ning co ban, phin mém soan thao vin ban con
cung cdp cho ngudi sir dung nhiing tinh ning giup nguoi st dung c6 thé giao
tiép v6i cac trinh Gmg dung khéc.

Muc tiéu:
- Trinh bay dugc céc thao tac can ban trén mot tai liu.
- MG ta dugc chire nang cia cac thanh cong cu.
- Thuc hién cac thao tac an toan v&i may tinh.

Noi dung chinh:

1. Gi6i thiéu vé Word

Muc tiéu:
- Gioi thiéu giao dién, chirc nang cac tab trén thanh menu

Véi thanh menu theo giao dién Ribbon, cac chiic ndng s€ dugc chia ra
theo tirng tab trén menu, khong hién thi ra toan b nhu kiéu menu cii 2003

W T~ = igiang_tvp [Compatibility Mode] - Microsoft Wor
e

C="Fan x|

Clipboard

Hinh 3.1: Menu Ribbon trén Word 2010

Thanh Ribbon c6 3 thanh phan cin ban:

1. Tab (thé) c6 8 Tab co ban nam ngang phia trén, mdi Tab dai dién cho mot
vung hoat dong.

2. Group (nhom) mdi Tab bao gdbm nhiéu Group tap hop cac déi tuong co
lién quan mat thiét véi nhau.

3. Command (1énh) mdi Command cé thé 1a mot nit, mot vung dé nhap ndi
dung hoac mot Menu (trinh don). Moi thir trén mot Tab déu duoc lva chon can
than dya trén cac hoat dong ctia ngudi dung. Vi du Tab Home chira nhitng 1énh
c6 tan sudt sir dung nhiéu nhat chang han nhu cac 1énh trong nhom Font dé dinh
dang van ban nhu: Font, Font Size, Bold, Italic, v.v...




2. Cac thao tac can ban trén maot tai li¢u

Muc tieu:

- Trinh bay cdc thao tdc co bdn tao méi, mé, két thiic van ban

- Trinh bay cdc thao tac voi chudt va ban phim

2.1. Tao mai van bdn

Thong thudong sau khoi dong Word, mot man hinh tring xuat hién. Do 13 tai
liéu mdéi ma Word tu dong tao ra. Tao mai gém cac céch sau day:

+ Nhan chudt vao Microsoft Office Button (hoac Tab File), chon New, nhan dap
chudt vo muc Blank document.

+ Nhén t6 hop phim tat Ctrl + N

Tao mot tai lidu mdi tr mau co san: Nhan Microsoft Office Button (hodc Tab
File), chon New. Nhan nut Create dé tao mot tai liéu mdi tir mau da chon.

Insert  Pagelayout  References  Mailings
i Av. T t
B3 o @ H
— Close b
=4 - &
Recent Blank Blog post Recent Pl M I New fi
document |  tem| plates  temp lates existing
L2 il it
Print
Share | ’*l _I H A
gendas Awa Brochures Bus Calendars Contracts
Help rtific cards
3 Ad
- 1
[} options i : = |
= .
E . Faxes F Forms Gift G
ertific
= -2
— J >®
I i Lebels Lett L M

Hinh 3.2 : Tao mé&i van ban

Mic dinh hru tai liéu dang Word 2003 tré vé truéc

Mic dinh, tai liéu cua Word 2010 duoc luu voi dinh dang 1a *.DOCX, khac véi
* DOC quen thudc. Vi dinh dang nay, khong thé nao md duoc trén Word 2003
trd vé trude néu khong cai thém bod chuyén doi. Pé tuong thich khi md trén
Word 2003 ma khong cai thém chuong trinh, Word 2007 cho phép luu lai véi
dinh dang Word 2003 (trong danh sach Save as type cua hQp thoai Save As,
chon Word 97-2003 Document).

Mudn Word 2010 mic dinh lvu véi dinh dang cua Word 2003, nhan Microsoft
Office Button (hoac Tab File), chon Word Options dé mo hop thoai Word
Options.

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




Word Options

General . .
Customize how documents are saved.
Display
Proofing Save documents
Save Sawve files in this format: Waord Document (*.doodg b
Language Save AutoRecover inforr YWord Document (*.docd
. Keep the last Auto R, d Macro-Enabled Document [(*.docm}
Advanced d 97-2003 Document {(*.doc)

AutoRecover file location: d Template {*.dotx}

Customize Ribbon word Macro-Enabled Template [*. dotm}

Default file location: i
Quick Access Toolbar Word 97-2003 Template (*.dot}

Offline editing options for de Single File Web Page (*.mht, *.mhtml}
Add-Ins Web Page [(*.htm, *.html]
Save checked-out files to: ] Web Page, Filtered {*.htm, *.html}

Trust Center () The server drafts locs Rich Text Format (*.rtf}

&) The Office Documen| Plain Text (*.txt]
Server drafts location: | cpg ¥¥ord XML Document (*mlj
Word 2003 XML Document [*.xml}
penDocument Text (*.odt}
Preserve fidelity when sharin Works 6 - @ Document [*.wps)

Hinh 3.3: Binh dang van ban

2.2. Mé mét vin ban tao sin
Tuong ty nhu Word 2007, phim tat mé tai liéu ¢6 sin 1a Ctrl+O. Chung ta ciing
c6 thé vao Microsoft Office Button (hodc Tab File), chon Open.

(& save
Bl Save As
l [ Open ’

[ Close

Hinh 3 4: M& vian han tao <4n

2.3. Luwu mgt van ban da soan thdao
Pé ghi tai liéu 1én dia c6 cac cach sau:

+ Nhan Microsoft Office Button (hodc Tab File), chon Save.

+ Nhén t6 hop phim Ctrl + S
2.4. Két thiic lam vigc trong Word
Khi khong lam viéc véi Word, thuce hién mot trong cac cach sau:

+ M& muc chon File / Exit

+ M& muc chon File / Close

+ Nhan t6 hop phim Alt + F4
2.5. Thao tac voi chudt va ban phim

2.5.1. Thao tdac voi chugt
2.5.1.1. Sao chép dang van ban

Dung Format Painter (nat hinh cay co trén thanh cong cu Standard). Ching ta c6
thé dung dé sao chép dang tir mot doan vin ban nay dén mot hoic nhiéu doan
van ban khac.




Céch dung:
+ Panh khéi van ban c6 dang can chép
+ BAm mot 14n vao nt Format Painter (néu mudn dan dang vao mdt doan van
ban khac) hoic bim dp nit (néu mudn dan dang vao nhiéu doan vin ban khac).
+ Pé dan dang vao nhitng doan van ban nao thi danh khdi chiing 13 xong (nhén
thém phim Esc dé tit chirc ning nay néu bam dup nut Format Painter).
2.5.1.2. Sao chép hodc di chuyén dong hodc cot trong table
Trong mét table, néu mudn chép thém hay di chuyén mot hay nhiéu dong hoic
cOt thi 6 thé dung cach kéo va tha bz?mg chudt nhu sau: chon dong hodc cot can
chép hodc di chuyén, kéo khdi da chon (néu sao chép thi trude dé nhan gitr phim
Ctrl) dat tai vi tri mong mudn.
2.5.1.3. Sao chép hoic di chuyén vin ban
Sao chép:
= Chon khdi muén sao chép
»  Chon HOME — Clipboard— Copy
= Di chuyén con tré dén diém can chén
»  Chon HOME — Clipboard— Paste
Di chuyén:
= Chon khéi muén sao chép
»  Chon HOME — Clipboard— Cut
= Di chuyén con tré6 dén diém can chén
*  Chon HOME — Clipboard— Paste
2.5.1.4. Phong to hoac thu nho tai liéu
=  Chon VIEW — Zoom — Nut Zoom

VZZ
AaBbCcDdAEeXxY
VEZZ

Percent: | 100%
=
‘ AaBbCcDdEeXxY

AaBbCcDdEeXxY

£ — vZz

Hinh 3.5: Hop thoai phong to hoac thu nho tai li¢u

*  Chon Zoom trong hop thoai




2.5.1.5. Danh khdi toan bo tai liéu

Thuc hién mot trong cac céach sau:
+ Chon HOME—Editing—Select All
+ Nhan t6 hop phim Ctrl+A
+ Pua chudt vé 1¢ trai van ban (miii tén tré chudt s& nghiéng vé phai) va bam
nhanh 3 1an chon toan bo tai liéu.

2.5.2. Thao tac voi ban phim
Céac phim thudng ding trong Winword gém céac phim:
Céac phim di chuyén con tro:

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

Phim |: Di chuyén con trd xudng mét dong.
Phim —: Di chuyén con tro sang phai mét ky tu.
Phim «: Di chuyén con tro sang trai mot ky tu.
Céc phim x04 ky tu:

Phim Delete: Xo4a ky tu tai vi tri con tré (bén phai con tro).

Phim Backspace: Xo4 ky tur lién trai vi tri con tro.

Phim Insert: Dé chuyén d6i giita ché do chén (Insert) va thay thé (Overwrite) ky
tur.

Cac phim diéu khién:

Phim Home: Chuyén vi tri con tré vé dau dong van ban chira con tro.
Phim End: Chuyén vi tri con tré vé cubi dong vin ban chia con tro.
Phim Page Up: Chuyén vi tri con tré 1én trén mot trang man hinh.
Phim Page Down: Chuyén vi tri con tré xuéng dudi mot trang man hinh.
Mudn vé dau vin ban: 4n dong thoi Ctrl+Home.

Mudn vé cubi vin ban: an dong thoi Ctrl+End.

M@t s6 thao tic nhanh trong vin ban véi cac phim tit thong dung
Ctrl+1: Gian dong don (1)

Ctrl+2:Gian dong doi (2)

Ctrl+5: Gian dong 1,5

Ctrl+0: (zero) Tao thém dg gian dong don trudc doan




Ctrl+Shift+F: Thay d6i phong chir
Ctrl+Shift+P: Thay doi c¢& chir
Ctrl+D: Mo hop thoai dinh dang font chir
Ctrl+B: Bat/tat chit dam
Ctrl+1: Bat/tat chit nghiéng
Ctrl+U: Bat/tit chit gach chan don
Ctrl+A: Lua chon (b6i den) toan bo noi dung file
Ctrl+F: Tim kiém k tu
Ctrl+G (hoicF5): Nhay dén trang so
Ctrl+H: Tim kiém va thay thé ky tu
Ctrl+]: Tang 1 c& chix
Ctrl+[: Gidm 1 c0 chit
Ctrl+W: Dong file
Ctrl+Shift+>: Tang 2 c& chir
Ctrl+Shift+<: Giam 2 ¢& chir
Ctrl+F2: Xem hinh anh noi dung file trude khi in
Alt+Shift+S: Bat/T4t phan chia ctra s6 Window
Ctrl+enter: Ngit trang
Ctrl+Home: V& dau file
Ctrl+End: Vé cudi file
Alt+Tab: Chuyén d6i ctra s6 1am viéc
2.5.3 Chon khoi va thao téc trén khéi
e Chon khdi:

Thuc hién cac cach sau:

+ Nhap chudt tir diém dau dén diém cudi ciia van ban can chon

+ Nhiap chudt dé dat con tro text ¢ diém dau, giit Shift va nhap chudt

0 diém cuoi cua doan van ban can chon

+ Dung phim Home, End va phim miii tén trén ban phim dé di chuyén

con tro text dén diém dau

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

diém cuoi cia doan van ban can chon
¢ Sao chép, di chuyén:

Lénh | Biéu twong |Phim twong dwong

Y nghia

& Ctrl + X

Cut Chuyén doan van ban da chon

vao bg nhé Clipboard




Copy Ctrl+ C Chép doan van beitn da chon vao bo
e nhé Clipboard

Paste F.'a;;I Ctrl +V Dén doan van ban c6 trong
) Clipboard vao vi tri con tro text

Panh diu chon doan van ban
- Vao menu HOME — Clipboard chon Copy hodc Cut
- it con trd & vi tri két qua chon Paste
e Xéa khoi
- Chon doan vian ban can x6a. Nhan phim Delete trén ban phim
2.6. Truy tim va thay thé trong vin bdn
Truy tim: Thuc hién cac cach sau
+ Chon HOME — Editing — chon Find
+ Nhén to hop phim Ctrl+F xuét hién hop thoai

1
MY L0 AL s

Két qua tim kiém

_ Hinh 3.6: Hp thoai tim kiém

Thay thé:

+ Chon HOME — Editing — chon Replace xuat hién hop thoai:
Find and Replace _ [ =

Find Replace | Go To |

Find what: word 2010 :

1
=]

GO tur can tim

Replace with: |excel 2010 4—@- ~ LN A A
i G®J tir can thay the

[ Replace ] [ Replace Al ] [ Find Mext ] [ Cancel ]

Hinh 3.7: Hop thoai thay thé

3. Soan thio van ban
Cach gé Tiéng Viét:
C6 rat nhiéu cach gd Tiéng Viét trong moi truong Windows. Sau day 1a 2
cach g thong dung nhét:
- Kiéu gb Telex:
aa >a s = dau sac
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aw 2>a f > dau huyén
dd > d r > dau hoi
ee >é X > dau ngi
00 20 j 2 diu nang
ow,] 20 z 2 huy diu
w,uw,] 2u

Lip dau:

ddd ->dd [ >

000 - 00 1] 2]

eee - ee

Vi du: GO dong chii:  Nwdc chay da mon
bang diy cac phim sau:
Nwowcs chayr ddas monf hodac N][cs chary ddas mofn
- Kiéu VNI:

Phim s6 sb 1 = Déu sic

Phimsdsé2 = Déu huyén

Phims6s63 =  Dauhéi

Phims6s64 =  DAaungi

Phims6s65 = D4u ning

Phimsbs66 = DAu mii cua chit 4, é va 6
Phimsésb7 = DAu rau cua chit o va u
Phims6s68 = Dé4u mii cua chir 4
Phims6s69 = Déu gach ngang cua chir d

Phim s6 s6 0= Huy diu (x6a diu)

Vi du: GO dong chii: Nwée chay da mon
bang diy cac phim sau:

Nu7071c cha3y d9al mo2n  hoac Nu7o07cl chay3 d9al mon2
Bing mi va Font chir Tiéng Viét:

Pé gb duoc Tiéng Viét, ngoai kiéu gd, thi con can phai co su twong thich
gitta Bang ma va Font chit. Hién nay c6 rat nhiéu Bang ma dung dé g tiéng
Viét. Tuy nhién thong dung nhét van 1a cac Bang ma sau day:

o Bang ma TCVN3 - 5712:

La loai font 1 Byte dugc dung hau hét tai cac tinh khu vuc phia Bic va Ha
nodi. Font nay tuan thu theo bang mé chuan qudc gia TCVN 5712 duoc phat hanh
nam 1993 va dugc khuyén céo dung trong khdi co quan nha nuéc.

Font chir soan thao cho bang ma TCVN3 co6 2 loai:
- Font soan thao chir thuong c6 dang: .Vn................
Vi du: Cac Font chit nhu: .VnTime, .VnArial, ......
- Font soan thao chit hoa c6 dang: .Vn............... H
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Vi du: Cac Font chir nhu: .VnTimeH, .VnArialH, ......
o Bang ma VNI:

Font VNI do c¢ong ty Vietnam International (USA) phat trién, 1 font chir 2
byte thuong dugce stir dung trong khu vuc phia Nam va & nudc ngoai.
Font chit soan thao cho bang ma VNI ¢6 dang: VNI-...............
Vi du: Cac Font chr nhu: VNI-Times, VNI-Univer, VNI-Vari, .........
o Bang ma Vietware X:

La loai Font chir 2 Byte.

Font chit soan thao cho bang ma Vietware_X c¢6 dang: VN...............

Vi du: Cac Font chir nhu: VNtimes new roman, VNarial, VNrenfrew, .........
o Bang ma Unicode:

La loai Font chit 1 Byte. Rt thong dung hién nay, va dang 1a Font chuan trén
cac trang Web tiéng Viét.

Font chit danh cho bang ma nay: Times new roman, Tahoma, Verdana,.....

S dung bo g6 Unikey trong soan thao:

Pé sir dung bd gd ndy can tién hanh nhu sau:
- Khoi dong Unikey (Néu bd g6 chua khoi dong).
- Nhip phai chudt vao biéu tugng Unikey trén Taskbar, chon muc “Hién ctra
s6 Unikey” (Unikey Panel). Man hinh Unikey c¢6 dang:

a ™
Bigu khién ——
Bang mé: [Uniu:u-de v] o Bong

LK - e
Kigu go: [TB|B.‘K 7] '_ K&t thilc
Phim chuyén: @) CTRL +SHFT () ALT+Z

JL Wi ring

@ Huwéng dén | Théng tin H Méc dinh ‘

Hinh 3.8: Giao dién Unikey

o Trong muc “Kiéu g6”, chon kiéu gb (Telex/VNI); chon kiéu bo dau
o Trong muyc “Bang ma”, chon bang ma can dung.
o Trong muc “M& rong”, ding bat/tit cac chirc ning tiy chon .

Bai tap 1: Tim hiéu vé Microsoft

Yéu cau:

- Khai dong Microsoft Word: Quan sat, di chuyén qua cac tab trén thanh
Ribbon -> kich vao Office Button va chon Word Options -> dé thiét 1ap
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mot sb thong sé nhu: don vi do, hién thi khung, dat mac dinh leu tai liéu
& dinh dang Word 97-2003, ....

- Tao mot tép moi, khong can soan thao ndi dung hay

0 Ghi van ban vai tén “Vidu 17 theo dinh dang
Word 97-2003
0 Str dung hop thoai “Save As” luu file nay sang dinh dang Word
2007 (docx)
- Quan sat va thir thay ddi cac cach hién thi, di chuyén tai liéu
Bai 2: Tim kiém va thay thé

- Tim kiém cac tir “Microsoft” trong doan van ban
da soan ¢ Bai 1 b)
- Thay thé tir “Microsoft” bang “MS”

Bai tap thwe hanh ciia hoc vién

Kién thirc:

Cau 1: Cac t6 hop phim sau c6 tac dung gi ?

Ctrl - 1 Ctrl - P Ctrl - L Ctrl - F Ctrl -V
Alt - F4 Ctrl - B Ctrl - N Ctrl - G Ctrl - S

Cau 2: Trinh bay cach sao chép va di chuyén khéi vin ban?
Cau 3: Trinh bay kiéu go Telex trong tiéng viét ?

Ky nang:
BAI TAP THUC HANH WORD 1
YEU CAU :
- G0 va trinh bay vin ban theo mau sau va luu lai véi tén TH01.DOC
- Sao chép kho tho thir hai xudéng duéi kho tho thi ba
- Di chuyén tén tac gia dudi tiéu dé
- Thay thé tir “ta” thanh tir “anh”
- Tim ti “son ” trong doan tho trén
w Huwéng din thwe hanh
1.
- Mo file méi:File/New/Blank document
- G0 bai tho theo mau
- Chon thé File/Save hay CTRL+ S dé luu bai tho tén THO1.doc
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2. Sao chép: Panh khéi kho tho thir hai;chon Home/Copy hoic Ctrl+C; sau d6
chuyén diém chén xudng duéi kho tho thr ba rdi chon home/paste hoic ctrl+v
3. Di chuyén tén tac gia: Thao tac nhu trén nhung chon home/cut

4. Chon Home— Editing — chon Replace thay thé tir “ta” thanh tir “anh”

5. Chon Home — Editing — chon Find hodc CTRL+F

DOI MAT NGUOI SON TAY

Em ¢ thanh son chay gidc vé

Ta tir chinh chién ciing ra di

Céch biét bao ngay qué Bét Bat
Chiéu xanh khong thay béong Ba Vi
Vang tran em mang troi qué huong
Mit em diu diu budn Tay Phuong
Ta nhé x{r doai may trang lam

Em c6 bao gio em em nhé thuong?

DPo6i mat son tay

U uén nhiéu luu lac

Budn vién x&t khon khuay
Ta giri niém nh¢ thuong
Em mang gium ta nhé
Ngay tro lai qué huong

DPuong hoa kho rdo 1€

Bao gid ta gip em lan nita
Ngay 4y thanh binh ron tiéng ca
Pi hét sic mau chinh chién cii
Con c6 bao gio em nhé ta?

Luu Trong Lu
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Bai 2: TRINH BAY VAN BAN
Ma bai: 07.4
Gidi thiéu:

Trong Windows loai chir dugc dung co bé rong ky tu khong ¢ dinh, do
d6 khi soan thao khong duoc dung ddu khoang cach dé chinh dong, chinh doan.
Khong nén dé hai dau cach hodc hon 1ién nhau. Dau dong tha nhét cta mot doan
khong duogc g6 cac dau khoang cach ma dung chirc nang dinh dang doan dé lui
dau dong.

Word 1a mot bd xtr Iy tir c6 dinh dang, trc 1a sau khi nhap ndi dung ta co
thé quy dinh hinh thtc trinh bay cho céc ndi dung d6 tuy y. Hai yéu t6 co ban dé
dinh dang cho van ban la dinh dang ky tu (quy dinh hinh dang tung ky tu trong
van ban). Vé co ban thudc tinh cta ky tu bao gém: font chit, kiéu chir (thuong,
dam, nghiéng, gach chan, chi sb trén, chi sb dudi), ¢d chir tinh theo chiéu cao
cua ky tu va mau chit. Thudc tinh cua doan bao g@)m: 18 trai va 1é phai cua doan,
khoang cach lui vao cua dong dau tién trong mot doan, cach dong doan (dong
trai, dong phai, dong giira va dong déu hai bén) va khoang cach cac dong trong

doan.
Muc tiéu:
- St dung dugc cac dbi tuong va hiéu ung dé trinh bay vin ban.
- Trinh bay céch thirc dinh dang van ban.
- Pinh dang dugc mot van ban ding yéu cau.
- Thuc hién cac thao tac an toan vdi may tinh.
Noi dung chinh:

1. Pinh dang van ban

Muc tiéu:

- Giup sinh vién dinh dang van ban thanh thao: dinh dang chit, canh 1é van ban,
khoang cach cac doan, dinh dang cot, sO thir tw tu dong, the tab, khung nén,
ddnh sé trang cho vin ban.

- Thao tdc thanh thao dinh dang trang van ban: dinh dang 16, hwéng trang van
ban, chén mét trang trong , chén trang bia, cdch ngdt trang.

1.1. Dinh dang doan vin bdn

Dinh dang chit: Chon doan vian ban muén dinh dang, dwa con tro chudt vao
vung chon cho dén khi xuét hién thanh cong cu Mini.
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Co chir
Font chtr

Times Ne v 12 = A" 47 = £

—,B 7 UEWY-A~- ¥

i T—

: Mau chii
In nghiéng Gach dudi au e

In dam

/

Cin I doan vin:

Pé cin 18 cho doan vin thuc hién cac bude sau:

- Buéc 1: Chon 1 doan vin hodc cic doan vén can cin 1é

- Budc 2: Trong thé¢ Home, nhém Paragraph, nhan niit Align Left dé canh 1¢ trai,
nhan Align Right dé canh phai, nhan nut Center dé canh giita (giita 2 18 trai va
phai), hay nhan nut Justify dé canh déu hai bén.

Dinh dang khodng cdch cac doan van:

bé dinh dang khoang cach cho doan van thuc hién cac buédce sau:

- Buéc 1: Chon doan vin ban mudn thay doi.

- Buéc 2: Trong thé Home, nhom Paragraph, nhan nit Line Spacing.

- Budc 3: Chon khoang cach mudn, chéng han 2.0

Céc kiéu khoang cach dong ma Word hd tro:

- Single (dong don). Tuy chon nay hd trg font 16n nhét trong dong don

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

- Double: Gap 2 1an khoang cach dong don.

- At least: Lya chon nay xéc 1ap khoang cach dong ti thiéu can thiét dé phu hop
véi font hodc d6 hoa 16n nhét trén dong.

- Exactly: C6 dinh khoang cach dong va Word s& khong diéu chinh néu sau d6
tang hodc gidm cd chir.

- Multiple: Xac lap khoang cach dong tang hodc giam theo ti 1€ % so voi dong
don ma ta chi dinh. Vi dy, nhap vao 1.2 c6 nghia l1a khoang cach dong sé€ ting
Ién 20% so vai dong don.

Ghi chii: Néu mudn dat nhiéu khoang cach giita cac dong nhung khoang cach
nay khong co6 trong menu xuét hién khi nhan nat Line Spacing, hdy chon Line
Spacing Options, va nhap vao khoang cach can dinh dang.
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Indents and Spacing | Line and Page Breaks |

General

Alignment: Justified El
Outine level: Body Text El
Indentation
Left: a” — Special: By:
Right: " = {none) El =

] Mirror indents

Spacing
Before: 0 pt = Line spacing: At
After: 0O pt = Single =
[] Dbor't add space between paragra .
1.5 lines
Double
B . At least
rewvieww Esxcacty
Multiple
- Moggie Miclgs ihiedas cach a5 olas bege dide s dIS R e N 15 Son md e chldmk Vasu
i LT ed agAfe DA khmdag cAch ifag 8 mmg iem TEW e v Eing oa
[ Tabs... ] [ Set As Default ] [ QK ] [ Cancel ]

Hinh 4.1: Hop thoai dinh dang doan van ban

Thut 1é dong ddu tién ciia doan

Thuc hién cac budc sau

- Buéc 1: Nhan chudt vao doan ma ta mudn thut 1& dong du tién.

- Buéc 2: Trong thé Home, nhan vao nat mii tén goc dudi bén phai ctia nhom
Paragraph.

- Bude 3: O hop thoai Paragraph, chon thé Indents and Spacing. Tai muc
Special, ta chon First line. Tai muc By, chon khodng cach thut vao. Nhén OK.

Indents and Spadng | Line and Page Breaks |

General

E Alignment: Justified |Z|
Qutline level: |Body Text |Z|

Indentation
Left: o- = Special: By:
Right: 0 = First line vl 057 |2

[7] Mirrer indents

Hinh 4.2: Lya chon céc thong sé dinh dang 1& dic biét
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1.2. Dinh dang cgt, tab, Numbering
¢ Dinh dang cot:
Cach 1: G0 van ban trudc, chia cot sau:

- Bud6ce 1: Nhap van ban, hét doan nhan

Insert | Pagelayout | References Enter dé xudng hang. Sau khi da go hét
2y Orientation » =, Breaks ~ ndi dung van ban, nhan Enter dé con trd
_[Q3size~  §BLine Numbers ~ xudng hang tao mdt khoang trang.
‘IEE ¢ = a- on v r N N A
SSISPas e Hypbenation - Budc 2: Bo6i den ndi dung can chon
8 (=|| one — ~ (khong boi den dong trang & trén), tai thé
- i Page Layout, nhom Page Setup chon cac
=| Two mau c¢0t do Word mac nhién an dinh.
_:J Three
=| Left
j Right

EE More _.;c.lumns,..

Hinh 4.3: Chon mau c6t mic dinh

Nhén vao More Columns hién thi hop

thoai:

Presets

Cne T Three Left Right
Number of columns: |1 -
Width and spacing Preview
ol #: width: Spacing:

1 | | &
apply ko: | This seckion w

I QK l [ Cancel ]

Hinh 4.4: Hop thoai Column

+ Presets : cAc mau
chia cOt

+ One — Two — Three :
Cac cot c6 do rong
bang nhau

+ Left — Right : Cac
cot c6 do rong khac
nhau

+ Number of Columns
: S6 ot (néu mudn sd
coOt chit >3)

+ Line Between :
Puong ké gitra cac cot
+ Width and Spacing :
Piéu chinh d6 rong va
khoang cach




18

+ Equal column width: Cac cot c6 do rong cot bang nhau néu nhéap chon vao
0 vuong phia trudce
Cach 2: chia cot trude, go van ban sau
- Tai thé Page Layout, nhom Page Setup chon cidc mau cot do Word mic nhién
an dinh - Nhap van ban vao.
- Tai thé Page Layout, nhém Page Setup chon Breaks, Column Break: dé ngit
¢t khi muén sang cac cot con lai.

f»[,—j’ Breaks ~ | ] Watermark ~ Indent
Page Breaks

Page
rMark the point at which one page ends
and the next page begins.

>

Column
Indicate that the text following the column
break wiil begin in the next column.

=

Text Wrapping
= Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page

Insert a section break and start the new
section on the next page.

=

Il

Continuous
Insert a section break and start the new
section on the same page.

¥

Ewven Page
Insert a section break and start the new
section on the next even-numbered page.

.

Odd Page
Insert a section break and start the neww
section on the next odd-mnumbered page

Hinh 4.5: Ngit cot

[‘,.
‘L‘
&

¢ Dinh dang tab:
Hién thi thudc ngang trén dau tai liéu bang cach nhan nat View Ruler ¢ dau trén
thanh cudn doc.

Chon tab bﬁng cach 1an lugt nhan vao 6 tab selector — 14 6 = £2
giao nhau gitra thudc doc va thudc ngang (¢ gde trén bén trai o @
trang tai liéu) cho dén khi chon dugc kiéu tab mong mudn, &4 Find -

\j\KI“Ill”ll.l&lIll.l.l“'II'IEI"""3"'-'5""? 3.c Replace
ich chuot dén khi xuat hién by Select ¥

loai Tab can dung e

Tab trai: @ Dit vi tri bat diu cua doan vin ban chay sang
phai khi nhan liéu

Tab giita: Pit vi tri chinh giita doan vin ban. Poan vin ban s& nam giita
vi tri dat tab.

Tab phai: 14l N3 m & bén phai cudi doan van ban. Nhép li¢u, doan van ban
s& di chuyén sang trai ké tir vi tri dat tab.

Tab thdp phan: @ Khi dit tab nay, nhitng diu cham phan cach phan thap
phan s& nam trén cing mot vj tri.
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Bar Tab: (1| Chén mot thanh thang dimg tai vi tri dit tab.
¢ Dinh dang Numbering:
S6 thir tu tu dong cho phép

= i | 2= 5= | A . \ LA y o 5 ;.
= opsltEr [ mEE 2L aasncen: dinh dang va t6 chlrc van ban véi
=| = Mumbering Library L N , . , ,
1) 13 cac so, cac bullet (dau cham tron).
2. 23
Mere 1S > Chon HOME —Paragraph
| . } Cac danh sach Bullet c6 cac dau
. . k=] ,
. B. b chan tron
1. o (=]

Danh sach cac Number c6 cac sb
= " va danh sach cac Ountline 1a sy
= " phdi hop gitta céc s va cac chit
. 1 cai phu thudc vao su t6 chirc cua

ey 2. danh SéCh.
)] e

Droccument Mumber Formats

Define Mew Mumber Format...

Py

Hinh 4.6: Bulleted and Numbered

¢ Dinh dang khung va lam nén:
bé dé dang cho viéc tao nén va dong khung cho van ban, ta nén gd van ban
xong 161 madi thuc hién.

Shading, hop thoai hién thi vé&i 3 thé
o Lo Lo sau! ‘
EN Border: Cac dinh dang vé duong ké
B~ |8 = Khung:
B 3 + None: khong dong khung
B e L= = = + Box: dong khung véi kiéu duong
) asen | L™ QTR § dugc chon & muc Stype ‘
+ Shadow: dong khung cé vién bong
[show Toober ] (prasrtalure... ] voi kiéu duong chon ¢ muc Stype

+ 3- D: dong khung véi hi€u ung
Hinh 4.7: Pinh dang khung va 1am nén khong gian 3 chiéu véi kiéu duong
chon & muc Stype
+ Custom: tuy chon kiéu dudng khung, c6 thé Nhip chon cho timg
duong trén timg canh Stype khac nhau va Nhip chi dinh twong tmg &
muc Preview

+ Color va Width: chon mau va do rdng cho duong ké khung
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Thé Page Border: Tuong tu nhu 4p dung cho ké khung cau van nhung the nay
ap dung cho ca trang van ban. Dac biét muc Art li¢t ké cac kiéu duong vién cho
ca trang theo cac mau duogc thiét ké sin.
Thé Shading: Chon kiéu t6 nén cho cau van chon. Cac muc gém:

+ Fill: chon mau t6 cho cdu vin, ngdm dinh no Fill khong t6 nén

+ No Fill: huy chon viéc t6 nén

+ Stype: chon kiéu t6 nén

+ Color: chon mau t6, ta c6 thé Nhép More Color dé tu pha trén mau to.
Thé Shading:

Borders and Shading EJ

Borders | Page Border | Sl

Fill

Paragraph

Fill: Kich chudt chon mot

o Pl mau lam mau nén tur bang
L] \
I — | === mau
I 3550 i , <
o Patterns: Chon nét hoa van
- - .......... lém nén
Paterns +Stype: Chon lya kiéu hoa
] cea 3 Apply ko -

van
+Color: Chon mau cho nét

[ Show Toolbar ] [ Horizontal Line. .. ] [ (=] ] [ Cancel ]

hoa van

Hinh 4.8: Binh dang khung va 1am nén (thé Shading)

1.3. Drop Cap (Tao chir hoa thut cip)

Tao mot chir hoa thut cap (Dropped Cap)

Microsoft Word c6 tinh ning tao chit nhdn manh goi 1a Drop Cap. D6 1a chir cai
dau cdu dugc phong to va tha xudng. Kiéu trinh bay vin ban nay cé tinh my
thuat cao.

Chon Insert — nhém Text — chon 1énh Drop Cap

Co6 2 ché dp:

1. Dropped cap.

2. In-margin dropped cap.

Dé c6 thé tuy bién chit cai nhidn manh nay, nhan chuot 1én 1énh Drop Cap
Options trén menu caa Drop Cap. Trén hop thoai Drop Cap, ¢ thé chon vi tri
ctia chir nhan manh, font chi, sé dong tha xudng va khoang cach tir chit nhan
manh t&i van ban. Nhan OK dé hoan tat.

Sau nay, néu khong mudn nhan manh kiéu Drop Cap, vao lai man
hinh Drop Cap va chon I¢nh None.




