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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sach gido trinh nén céc nguén thdng tin co thé
duoc phép ding nguyén ban hoic trich ding cho cac muc dich vé dao tao va
tham khao.
Moi muc dich khac mang tinh 1éch lac hoac st dung vai muc dich kinh
doanh thiéu l1anh manh s& bi nghiém



LOI NOI PAU

Cho t6i nay, hau nhu ai sir dung may vi tinh cho c¢éng viéc cua minh déu st
dung phan mém vin phong nao d6 nhu xir Iy vin ban, trang tinh dién t, quan tri
co so dit liéu, sir dung Internet, thu dién tir, thiét ké trang web... Hiéu biét va sir
dung thanh thao tin hoc vian phong 1a nhitng diéu can thiét dau tién khi bat dau
st dung may vi tinh. Nhitng phan mém méi thuong xuyén dugc dwa vao cac
tinh nang mai tan dung cau hinh may tinh ngay cang manh hon lam cho viéc sir
dung may vi tinh trong cong viéc van phong ngiy cang don gian hon. Nhiéu
cong viéc trude day phai lap trinh rat vat va va phac tap, nay da duoc giai quyét
bang mot vai thao tac va cling chi can vai thao tic nguoi sir dung cd thé dén
dugc (ng dung minh can quan tam. Diéu d6 1am thay doi tan géC cach tiép nhan
va truyén dat céc tri thuc vé phan mém tng dung. Vi vay hoc dé giam thoi gian
tién hanh cong viéc cua minh so véi khi theo cach cii, dong thoi véi nguoi bat
dau thi khéng phai mat thoi gian tim hiéu, hoc tap nhiing thir da lac hau va kém
hiéu qua.

Mo dun tin hoc van phong la mot mé dun chuyén mon cua hoc vién nganh
stra chira may tinh va quan tri mang. Mo dun nay nham trang bi cho hoc vién
cac truong cong nhan k¥ thuat va cac trung tam day nghé nhiing kién thic vé tin
hoc vin phong..vai cac kién thirc ndy hoc vién cd thé ap dung truc tiép vao linh
VUC San Xuat ciing nhu doi séng. Mo dun nay ciing c6 thé 1am tai liéu tham khao
cho cac can bo ky thuat, cac hoc vién cua cac nghanh khac quan tim dén linh
vuc nay.

Mic du da c6 nhitng cd gang dé hoan thanh giéo trinh theo ké hoach,
nhung do han ché vé thoi gian va kinh nghiém soan thao gido trinh, nén tai liéu
chac chan con nhitng khiém khuyét. R4t mong nhan duogc sy dong gop ¥ kién
cua cac thay co trong Khoa ciing nhu cac ban sinh vién va nhitng ai sir dyng tai
liéu nay.
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MO PUN: TIN HOC VAN PHONG

Ma mo dun: MD 08
Vi tri, tinh chit, y nghia va vai trdo mé dun:
- Vitri:
+ Mo dun duoc bé tri sau khi sinh vién hoc xong cac mon hoc chung, Anh vin
chuyén nganh. Truéc cdc mon hoc/md dun dao tao chuy&n mén nghé.
- Tinh chat:
+ La mo dun co s6.
- Y nghia va vai trd mo dun:
+ Trong cdng viéc hién nay Tin hoc van phong 1a cong cu khong thé thiéu
dic biét Ia trong nghé Stra chira va lap rap may tinh.
+ MO dun Tin hoc van phong giup sinh vién nghé Sira chita lap rap may
tinh 1ap bao céo, danh sach cong viéc, tinh todn duoc dé dang.

Muc tiéu ciia mé dun:
- Soan thao dugc cac van ban theo dung tiéu chuén, quy cach trinh bay van
ban.
- Su dung thanh thao phan mém soan thao vin ban (Microsoft Word) dé
tao cAc tai liéu dat tiéu chuan van phong.
- Sir dung thanh thao phan mém bang tinh (Microsoft Excel) dé tao lap,
biéu dién céc kiéu dit liéu: so, chudi ky tu, thoi gian, biéu do...
- Sir dung thanh thao phan mém trinh dién (Microsoft PowerPoint) dé tao
lap, trinh dién bao céo, chuyén dé mot cach chuyén nghiép.
- Nhanh nhen, linh hoat trong thao tac soan thao van bang, bang tinh
- Binh tinh khi thuyét trinh vé&i su hd tro cua phan mém may tinh
Noi dung mé dun

Thoi gian (gio)
Thuc
sé 7 hanh, thi 7
T Tén cac bai trong mé dun Tong Ly | nghiém, | Kiém
so | thuyet thao tra
luan, bai
tap
1 | Tong quan vé Microsoft word 12 4 8
1. Gidi thiéu microsoft word
2. Cac thao tac can ban trén mot
tai liéu
3. Soan thao van ban
2 Trinh bay van ban 20 7 11 2
1. Binh dang van ban
2. Chén cic dbi twong vao vian




ban
3. Cac hiéu ung dic biét

Xtr ly bang biéu (Table)
1. Binh dang van ban
2. C4c thao tac trén bang biéu
3. Thay d6i cau tric bang biéu

10

B4ao mat va In an
1. Bao mat
2. In 4n
3. In tron van ban

Tong quan vé excel
1. Gidi thiéu
2. Lam viéc vai bang tinh

15

Ham trong EXCEL

1. Cac khai niém

2. Ham xu 1y dix liéu dang s6

3. Ham xu 1y dit liéu dang chudi

4, Ham xu ly dir liéu dang ngay
thang

5. Ham théng ké va thong ké co
diéu kien

6. Ham logic

7. Ham vé tim kiém va tham s6

21

11

Co so dir liéu (DATABASE)
1. Cac khéi niém
2. Cac thao tac vadi co so dix liéu

Do thi va in an
1. P thi
2. Inan

Tong quan power point
1. Gidi thiéu
2. Lam viéc vai presentation-Slide

10

Hiéu tng va Trinh dién
1. Tao hiéu tng cho doi tuwgng
2. Trinh dién slide

12

Cong

120

40

72
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Bai 1: KY THUAT SOAN THAO VAN BAN
Ma bai: MP 08 — 01.
Muc tiéu:
- Hiéu duoc trinh soan thao vin ban
- NA&m duoc céac thao tac can ban trén mot tai liéu
- Sur dung duogc cac d6i twong va hiéu ung dé trinh bay vin ban
- Ném duoc cac cach thie dinh dang vin ban
- Nhanh nhen trong thao tac go van ban.
- Thich th vé nhiing tién ich hd trg soan thao van ban nhanh.,

1. Giéi thiéu Microsoft Word
Muc tiéu:
- Hiéu duwoc trinh sogn thdo vin ban
- Ndm dwoc cac thao tac khdi déng va thoat khai 1 tai liéu world.

1.1 B4 phan mém tin hoc vin phong Microsoft

Soan thao van ban la cong viéc duoc sir dung rat nhiéu trong co quan, xi
nghiép, truong hoc cling nhu nhu cau cua bat ky ca nhan nao hién nay.

Tir thuo xa xua con nguoi da biét sar dung may moc vao viéc soan thao
van ban (may gd chir). G dén dau van ban duogc in ra ngay dén do6 trén gidy.
Cac cdng viéc dich chuyén trén vin ban, cling nhu cac k§ ning soan thao vin
ban con rat tho so, don gian. Pé tao ra dugc Mot van ban, doi hoi ngudi soan
thao phai c6 nhitng k¥ nang st dung may go rat tot (khong nhu may tinh bay gid
hau nhu ai cling c6 the hoc va soan thao duoc mot cach rd rang). Soan thao la
nhu vay, con vé in an ciing co v0 cung kho khan. Do la ngay xua. Khi ma cong
nghé thong tin con chwa phat trién.

Ngay nay khi ma céng nghé thong tin con dang phat trién ram ro, cong
nghé thay doi tiing ngay, nhiing bai toan, nhiig khé khin cta con ngudi dang
dan dan duoc may tinh hda, thi viéc soan thao nhitng vian ban bang may tinh da
tré thanh nhiing cong viéc rat binh thuong cho bat ky ai biét sir dung may tinh.
Mt trong nhitng phan mém dugc may tinh duoc st dung rong rdi nhat hién nay
la Microsoft word ciia hang Microsoft hay con goi la phan mém winword

Ra doi vao cudi nam 1980, dén nay phan mém Winword di dat duogc toi
su hoan hao trong linh vuc soan thao vidn ban cling nhu trong linh vuc van
phong caa bo phan mém Microsoft Office ndi chung. C6 thé liét ké dic diém noi
bat caa phan mém nay nhu sau:

Cung cép day du cac ki ning soan thao va dinh dang van ban da dang, dé st
dung.

Kha ning d6 hoa di manh dan I&n, két hop véi cong nghé OLE (Objects
Linking and Embeding) ban c6 thé chén dugc nhiéu hon nhitng gi ngoai hinh
anh va am thanh 1&n tai liéu word nhu: biéu d6, bang tinh,vv...



11

C6 thé kiét xuat, nhap dit liéu dudi nhiéu dang dinh dang khac nhau. Bic
biét kha ning chuyén di dix liéu giita word va cac phan mém khéc trong bo
Microsoft Office da lam cho viéc xir ly cac ing dung van phong tr¢ 1én don gian
va hiéu qua hon.

Dé dang két chuyén tai liéu thanh dang HTML dé chia sé dir liéu trén
dang ndi bg, cling nhu mang Internet.

. Khéi dong Microsoft word

C6 rat nhiéu cach c6 thé khoi dong duoc phan mém word. Tdy vao muc
dich lam viéc, s& thich hodc sy tién dung ma ta ¢ thé chon maot trong cac céch
sau day dé khoi dong:

Céach 1: Chon Iénh Start cia Windows: Start | Programs | Microsoft
Word

W]

Cach 2: Nhay kép chuét 18n biéu twong caa phan mém Word néu
nhu nhin thay né bat ky & chd nao: Trén thanh tac vu (task bar), trén man hinh
nén cia windows, vv...

Cach 3: Néu muén mé nhanh mot tép vian ban vira soan thao gan day nhat
trén may tinh dang lam viéc, c6 thé chon Start | Documents, chon tén tép van
ban (word) can md. Khi d6 word s& khoi dong va mé ngay tép van ban vira chi
dinh.

. Thoéat khéi méi trowong lam viéc

Khi khéng 1am viéc véi Word, ban cé thé thuc hién theo mét trong cac cach

sau:
- M& muc chon File | Exit
hoac
- Nhén to hop phim tat Alt + F4
Moi trwong lam viéc
Sau khi khoi @ong xong, man hinh lam viéc cia word thuong c6 dang nhu
sau:

2 Do ustend 1 = MiCrosol Word i 0] =]
Ercki Tgde Wrdow Help

=il B JD|(EEANISEREE O-F-A-.
; -uo‘n.-:.&—-‘ﬁull.ﬁmiﬂw -

2---1 O 5

He thong bing He thong thanh Thudc ké
chon comng ou

Ctra so soan thao tai liéu Thanh trang

thii

1T R
| b 2 mpsepes- . A OO AR »-2-A-=S= =20 g .
Fage 1 Sec i gL [@0& i @il | % [ [
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Thudng thi méi trudng 1am viéc trén word gom 4 thanh phan chinh:

- Cira s0 soan thao tai liéu: La noi dé ché ban tai liéu. Ban c6 thé gd vin
ban, dinh dang, chén cac hinh anh 1én day. Noi dung trén cta s6 nay sé duogc in
ra may in khi st dung Iénh in.

- Hé théng bang chon (menu): Chira cac lénh dé goi téi cac chiic ning
cua word trong khi 1am viéc. Ban phai ding chudt dé mé cac muc chon nay, doi
khi ciing c¢6 thé dung té hop phim tat dé goi nhanh téi cac muc chon.

- Hé théng thanh cong cu: Bao gom rat nhiéu thanh cong cu, mdi thanh
cong cu bao gém cac nat 1énh dé phuc vu mot nhém cong viée nao d6. Vi du:
Khi soan thao vin ban, ban phai st dung dén thanh cong cu chuan Standard va
thanh cong cu dinh dang Formating; hoac khi vé& hinh can dén thanh céng cu
Drawing dé lam viéc

- Thuéc ké: Gom 2 thudc (ruler) bao vién trang van ban. St dung thudc
nay ban co thé diéu chinh duoc Ié trang van ban, ciing nhu thiét lap cac diém
dich (tab) mot cach don gian va truc quan.

- Thanh trang thai: Gilp ban biét dugc mot vai trang thai can thiét khi
lam viéc. Vi du: ban dang 1am viéc ¢ trang may, dong bao nhiéu,.....

Thanh c6ng cu va an hién cac thanh cong cu:
Vao View \ Toolsbars dé an / hién thanh cong cu
Vao View \ Ruler : An/ hién thuéc.

Vao View \ Zoom : Phong to thu nho man hinh.

2. Cac thao tac cin ban trén mét tai liéu
Muc tiéu:
- Nam dwoc cac thao tac can ban trén mot tai liéu

2.1. Tao mot tai lieu méi

Lam viéc voi word 1a 1am viéc trén cac tai liéu (Documents). Mai tai lidu
phai dugc cat 1én dia voi mot tép tin ¢d phan ma rong .DOC. Thuong thi cac tép
tai liéu cta ban s& duoc cat vao thu muc C:\My Documents trén dia cting. Tuy
nhién, ban c6 thé thay doi lai thdng sé nay khi lam viéc voi word.

Thong thuong sau khi khai dong word, mat man hinh trang xuat hién. Do
cling 13 tai liéu mai ma Word ty dong tao ra. Tuy nhién dé tao mot tai liéu mai,
ban c6 thé st dung mét trong cac cach sau:

- M6 muc chon File | New..;

hoac

~ Nhén nat New B trén thanh cong cu Standard;

hoac

- Nhén t6 hop phim Ctrl + N
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2.2. Mé tai liéu di ton tai trén dia

Tai liéu sau khi da soan thao trén word duoc Iuu trén dia dudi dang tép tin
cé phan m¢o rong la .DOC. Bé me mot tai liéu Word da c6 trén dia, ban cd thé

chon mot trong cac cach sau day:

- Mo muc chon File | Open;
hoac

- Nhén t6 hop phim tit Ctrl + O
Hop thoai Open xuit hién:

=

22 My Donuments

=] = G [ % O ER - Tedk -

LJACT Projects

[#5% fociglis Librarian
Cigiac trinh woed
AHeskory
Clrkeridag
(Harg mey tinh
LMy Daka Sournoes
ok shiooks

iy s

ey Pictores

oy Recaresd Rl
by ‘aiebs

Qe by reha bruong pho thong
Clemp
Cywsusl Studa Projects

Emummtvmtnamm
Bt o

W] cin T il B i e

B crstal Reports User. doc

B e reor char S0H e

!_'lpeu il o

B M nsidoc

B0 & Conresction Sbnct rthin AD<. doe
W ot wour PO Wa.deo

B e citieect your PCodoc

B setusivSontlog.do:

Fibe e |

B Lking Crystal Report in vE.doc
Hjmhhl.rtr\q“\:\iﬂ-{ht
B vy e,z
=] @ gpen |-
Fles of typet [anwioed Documents (*.doc; =.dot; = hbw; *.hom *.unl; * x| Cancel I

Hay tim dén thu muc noi chira tép tai liéu can mé trén dia, chon tép tai
liéu, cudi ciing nhan nat Iénh = o 7] 38 tiép tuc. Tép tai liéu s& dugc mo ra

trén man hinh Word.

Mt khac, ban ciing c6 thé thuc hién mé rat nhanh nhitng tép tai liéu da
lam viéc gan day nhat bang cach mé muc chon File nhu sau

[Be Bt Wew Tret Fomat Took Tabk
O b Curl+td
(& Qpen.. ek

& Oy Documentsihal. . bl doc ™
2Ty Documendsjhai, . bds ouongadoc
A CHBudkrg] b e g e

7

Nhin chudt lentép
(i lidu cdn md !

Tiép theo nhan chuot I&n tén tép tai liéu can mo
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2.3. Ghi tai liéu 1én dia

Dé ghi tai liéu dang 1am viéc 1én dia, ban c6 thé chon mét trong cac céach

sau:
- M& muc chon File | Save..,
hoac

- Nhan n(t Save E trén thanh céng cu Standard;

hoge ,
- Nhan t6 hop phim tat Ctrl + S
S€ ¢0 hai kha nang xay ra:

Néu day 1a tai liéu méi, hop thoai Save As xuat hién, cho phép ghi tai liéu

nay boi mot tép tin mai:

2=l

saver L) vy Documeres He-60|Q %6 - Tok-
AT Progiects B Thers e thres ways o

J | Mang may tinh

Histoey My Dats Sources

B1uaing Crystal Repost n ¥
7w hink trong ward.do:

My eBocks B ity e e
i My Music
j (BArMy Fictures
ey Do My Webs
JQuan by nha truong pho thong
r— Cvisusd Studio Frojects
-_ﬂ |z T 86 P i, o
Deskop = | e Hai dos
Jprd::d. wonar PO W doc Gl 180 l,g. P.
#] prikect i P tin v day!
]S neting doc d
Favorikas :It:n hang trong word. dec
T ET | ¥
= Fi= g
ot o0 [EEER d e |
Flages Save 85 vpe: [iard Document {,doc) = Carcel

Hay xéac dinh thu muc (Folder) — noi s& chua tép tin moi nay roi gd tén
tép tin vao muc File name: (vi du Vanbanl roi nhan nat Save dé két thac viéc

ghi noi dung tai liéu.

Néu tai liéu ctia ban da duoc ghi vao mot tép, khi ra 1énh cat tat ca nhiing

su thay doi trén tai liéu s& duoc ghi lai 1én dia
2.4. Pong van ban

- Vao bang chon File | Close

hoac

- Nhén t6 hop phim tat Ctrl + W

3. Soan thao tai liéu
Muc tiéu:
- Sirdung b gb tieng viét
- Nhanh nhen trong thao tac gé van ban.
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3.1. B¢ gd tiéng viét

Ban dau, may tinh chua c6 bang ma tiéng viét ma chi ¢ duy nhat bang
ma chuan ASCCI. Bang ma nay bao gom 128 ki ty Latinh (cac phim chit, cac
phim sé va mot s6 céc ki hiéu dic biét).

D¢ ¢6 thé dua dugc tiéng viét s dung trén may tinh, cac nha Iap trinh
phai xay dung phan mém g0 tiéng viét va cac bo phong chir tiéng viét di kém.

Hién nay c6 kha nhiéu cac bo gb tiéng viét dang duoc st dung nhu: VNI-
duoc st dung rong rai & phia Nam, VietWare- duoc sir dung nhiéu ¢ mién trung
va ABC, Vietkey thi dugc sir dung rong rai ngoai Bac. Téi nay Unikey ciing
duogc nhiéu nguoi st dung vi tinh tién dung va dung lugng nho.

Do mdi noi stir dung nhiing bo g6 riéng (bang ma tiéng viét cling khac
nhau) nén viée trao d6i thong tin gap rat nhiéu kho khan. Méi day chinh phu da
khuyen céo st dung bo gb va phong chit Unicode. Vi hé thong mai nay viéc
trao dol thong tin da trd nén don gian hon rat nhiéu. Tuy nhién no van gap phai
mot s6 kho khin vi tinh twong thich véi cac hé thong phan mém cil trén may
tinh khdng cao. Pén ‘nay, Unicode da la giai phap tiéng Viét thong dung nhat.

Phan mém tiéng Viét ching t6i gisi thiéu trong cudn gido trinh nay la
ABC hoic Vietkey vai kiéu gd Telex. May tinh caa ban phai cai dat phan mém
nay dé c6 duoc bo gb va bo phong chir di kém.

Khi ndo trén man hinh cua ban xuat hién biéu tuong i hoac iﬂha
khi ban ¢6 thé g5 dugc tiéng viét. Néu bidu tuong xut hien chir EE] (kiéu g6
tiéng Anh), ban phai nhan chuét 1én biéu tuong lan nita hoac nhan té hop phim
nong Alt + Z dé chuyén vé ché do go tiéng viét. Quy tac go tiéng Viét theo kiéu
TELEX nhu sau:

Go Puoc chir Go Puoe diu
aa |4 f | huyén
aw | a $ sAC
00 & r hoi
ow | O X ngi
w 1§ ] ning

Vi du:
Muén gd tir: “Céng hoa x& héi chii nghia Viét Nam”
Ban phai bat tiéng viét va gb 18n tai liéu nhu sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”
* Néu gb z, tar tiéng Viet sé bi bé ddu.
% Sur dung ban phim
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Bat tiéng viét (néu ban muén gb tiéng viét) va sir dung nhiing thao tac
soan thao thong thudng dé soan thao tai liéu nhu 1a:

- Cac phimchira, b, c,..,z

- C4c phim s6 tir 0 dén 9

- Cac phimdau: ¢, ><?[1{}

- Sir dung phim Shift dé gd chix in hoa va mot s dau

- Sir dung phim Caps Lock dé thay doi kiéu gé chix in hoa va chir thuong

- Sir dung phim  Enter dé ngat doan vin ban

- Sir dung phim Tab dé dich diém Tab

- Sir dung phim Space Bar dé chén dau cach

- Str dung cac phim miii tén: <~ T — dé dich chuyén con tro trén tai liéu

- Sir dung phim Page Up va page Down dé dich chuyén con tro vé dau
hoac cudi ting trang man hinh

- Phim Home, End dé dwa con tro vé dau hoic cubi dong van ban

- Phim Delete dé xda ki tu vin ban dung ké sau diém tro

- Phim Backspace dé xo6a ki tu dung ké trude diém tro

3.2 Bo font tiéng Viét va font Unicode

Dé hién thi tiéng viét theo bo gb tiéng viét thi can cac Font chit tiéng
viét. Nhu véi bang ma TCVNS3 thi can st dung kiéu gd Telex va sir dung céc font chi
vntime, .vntimeh, .... Chd y cac font chit thudng c¢d .vn ¢ dau. Con véi bang ma VNI
Windows thi sir dung kiéu g& VNI va can céac font chit ¢6 chit VNI dau. Nhung trong
c4c hé diéu hanh nhu Windows thi khong ¢ cac font chir nay nén dé gb tiéng viét thi
ta phai cai thém céc font chir tiéng viét nhu cac font chit ¢ .vn dau hoic cac font chix
VNI. Thong thuong vai bo go Vietkey khi cai dat thi sé duogc cai dat ludn céc font chir
tiéng viét. Ngay nay kiéu gd Unicode duoc sir dung rong réi thi st dung ludn mot sb
font chit cua hé diéu hanh Windows nhu font TimeNewRoman, Arial, ..

Bai tap
Bai tap thuc hanh 1:

*

1. Céc thao tac vé thwéc:
< Bat/tat thudc: View/Ruler.
<> Chon don vi do thuéc 1a Centimeters néu don vi do trén thuéc 1a Inches,
chon don vi do trén thudc 1a Inches néu don vi do trén thudc la
Centimeters:
Tools— Options— General—» Measurement units —»
Centimeters/Inches
<> Bat ché d6 hién thi theo trang in: View— Page layout
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2. Thanh cong cu:
<> Chon View—Toolbars sau d6 tat tit ca cac thanh cong cu dang mo
< Chon View—Toolbars sau d6 m¢ 3 thanh cbng cu: Standard,
Formatting va Drawing.
<> Dung chudt “kéo” thanh Drawing dit ¢ canh trai cua so, kéo thanh
Drawing vé chd cii.
<> Rightclick 1én mot thanh cong cu dang mé sau d6 tat thanh cong cu
Drawing, Rightclick Ién mét thanh cong cu dang mé sau d6 mo thanh
cong cu Drawing.
3. Nhap vao doan tho sau:
AO TRANG
Lau qua khdng vé tham xom dao
Tur ngay binh Itra x6a qué huong
Khaoi bom che lap chan troi cii o
Che ca truong xua noc gido duong ~ Yeu cau:

e~ g < Luu vao thu muc goc 6 dia hién
Mudi nam cti em con di hoC hanh véi ttn AOTRANG.DOC

AO trang diem t6 qol.nir sinh % Pong tap tin AOTRANG.DOC.
Hoa tim cai duyén lén ao trang % Mo tap tin AOTRANG.DOC vira
Em la cb gai tudi bang trinh dong.

Truong anh ngd mat gido duong <> Ghi tap tin AOTRANG.DOC vai
Gac chudng thuong nhé 1au chudng ten mai la AOTIM.DOC

Budn ba thay chudng nhac dao < Déng tap tin AOTIM.DOC.

Ron ra thay chudng nha truong

Lan nira anh ghién nghe tiéng chuéng
Lam tho sau muon dét tinh thuong
Pé nghe khe khé 161 em nguyén
Tho than cho em trude thanh duong
M®i lan tan 1& chudng ngimg d6
Hai bong cung di mot 16i vé

E 1& em cau kinh nho nho

Ngai ngung anh dang lai khong di
Sau muoi nam 1€ anh thoéi hoc

Nt no chudng duong budi biét ly
RonN ra tirng hoi chudng x6m dao
Tién nang 4o trang budc vu quy.
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Bai tap thuc hanh 2

Mo tap tin AOTRANG.DOC trong thu muc gic 6 dia hién hanh va dinh dang lai nhu

Sau:

AO TRANG

Lau qué khong vé thim xém dao
Tir ngay binh lira x6a qué hwong

Khoi bom che Iap chan troi cii

Che ca troomg xwa noc giao dwong

Muwoi nam cii em con di hoC
Ao tring diém t6 doi nir sinh
Hoa trdng cai duyén 18n 4o tim
Em 1& cb gai tudi bing trinh

Truong anh ngd mat giao duong

Gé4c chudng thuong nhé 1au chudng

Budn ba thay chudng nhac dao

RoOn ra thay chudng nha truong

CA4c sw ¢6 thwong gip va cach khic phuc

Stt Thoéng bao 16i Nguyén nhan Céch khic phuc
Nhay chudt vao
vung xanh cua

Thanh cbng cu bi troi Doi khi do vo tinh thanh :?ginh igror?gu an Eé

1 . o g cu b cdng cu bi tréi muon kéo | . » gl nguyen |

lam the nao? 10 ta 1am nhu sau Ién phia trén man
hinh, khi den vi tri
can dat thi nha
chudét.

Tw dong xudt hién ddu : Ban vao Tools ->

cach gia mét chi . | Do chua bd danh dau Op_tlons, g:hon tab

2 M6 ta hign trgng: Mol [V]:smart cut and paste: Edit, b6 dau chon 6

khi g6 xong mgt chit, dé
ddnh chir tiép theo ban
danh dau cach (space

trong
Tools \ Options \ Edit

muc
[ ] smart cut and paste

"Smart cut and
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bar), lap tac trong chiz
vira danh xong bi tach
ra lam hai (thwong Xay
ra sau nhi@ng nguyén
am), bgn co6 thé dn nut
Backspace dé chinh sira,
tuy nhién lién tuc nhw
vdy lam ban rdt kho
chiu, dac biét la sau
nhing nguyén am.

paste" -> OK.

Xuat hién nhitng gach
xanh do6 dudi chén cac
chir trong van

M6 ta hién twong: Xuat
hién nhitng dau gach
chan chir trong van ban
mau xanh, mau do. Thuc
chat day 1a do thiét lap
ché d6 kiém tra 13i chinh
ta va I6i ngit phap vin
ban, nhung trinh soan
thao Word mac dinh
danh cho ngén ngi tiéng
Anh nén khi ta danh
tiéng Viét msi bi nhu
vay.

Trong Tools -> Options,
chon tab Spelling &
Grammar,chua bo dau
chon & 2 muc "Check
spelling as you type"
phan Spelling va "Check
grammar as you type"*

Ban vao Tools ->
Options, chon tab

Spelling &
Grammar, bo dau
chon & 2 muc
"Check spelling
as you type' phan
Spelling va

"Check grammar
as you type" ->
OK.

Chtr "i" thuong tu dong
bién thanh chix "I" hoa
M® ta hién firong: Khi
ban danh tir cé chir "i"
thuong, sau khi két thuc
chir, danh dau cach, né tu
dong bién thanh chit "1"
hoa, dU & vi tri cudi chix
nhu: gol, tuol, tol...

Tools -> AutoCorrect
Options, chon tab
AutoCorrect, ¢& muc
Replace ta tao ki tu viét
tit chua x0a.

Tools ->
AutoCorrect
Options, chon tab
AutoCorrect, ¢
muc Replace danh
char "i"" , lap tac
bén phan With s&
xuat hién chir 1",
kich  vao nut
Delete la xong.

Hién tuong léch dau trén
ky te cht hoa
Khi str dung céc font chix
thuoc bang ma TCVNS3,
VNI-Windows luc

Truong hop nay la do tién
ich  AutoCorrect cua
Word.

Vao menu Tools -

AutoCorrect

Options. Chon thé
AutoCorrect, bo
danh  diu  muc
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ching ta bo dau thi s& Correct TWo
thdy dau bi léch sang bén INitial CApitals.
phai 1lam cho vin ban Nhin OK

thiéu tham my.

4. Pinh dang vian ban.
Muc tiéu:
- Nam dwoc cac cach thic dinh dang van ban

Nhap van ban bao gom cac thao tac dé gd duoc van ban Ién tai liéu. Con
dinh dang van ban bao gdm céc thao tac gilp ban 1am dep vin ban theo y muén.
4.1. Pinh dang phong chir

Gilp ban c6 dugc nhitng ki ning dinh dang vin ban dau tién, don gian
nhat nhu 1a: Phong chir, mau sic, ¢& chi, 18,..

Hay g6 doan van ban sau:

Mau viin ban dinh dang

4.1.1. Dung chi# in nghiéng, in dgm va gach chan

Pé chon kiéu chir (kiéu chir in dam, kiéu chit nghiéng, kiéu chir c6 gach
chéan) cho doan van ban trén, hay lam nhu sau:

Buwéc 1: Chon (boi den) doan van ban

Buwoc 2: DUng chudt bam Ién nut kiéu chir trén thanh cong cu Standard:

EJ: Kiéu chir in dam (phim néng Ctrl + B)
MAU VAN BAN PINH DANG

iJ: Kiéu chit nghiéng (phim nong Ctrl +1)
MAU VAN BAN DINH DANG

Bl icu chir gach chan (phim néng Ctrl +U)

MAU VAN BAN DINH DANG

Mt khac c6 thé thiét 1ap vin ban boi té hop nhiéu kiéu chir: vira béo, vira
nghiéng hoac vira ¢6 gach chan nhu la:

MAU VAN BAN PINH DANG

MAU VAN BAN DINH DANG

MAU VAN BAN PINH DANG

4.1.2 Dung ché c6 cac mau khac nhau
Dé chon mau sac chir cho doan van ban trén, hay lam nhu sau:
Budc 1: Chon (boi den) doan van ban trén;

. A A . .
Bugc 2: Dung chudt bam [én hop Font Color ——I trén thanh cbng cu
Standard. Mot bang mau xuat hién cho phép chon lua




