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Tdp bai giang Tin hoc van phong — chuyén nganh Quan tri mang may tinh

Tén mé dun: TIN HQC VAN PHONG

Ma m6 dun: MDO07

Thoi gian thyc hién mé dun: 120 gio; (Ly thuyét: 30 gio; Thyc hanh, thi
nghiém, thao luan, bai tap: 85 gio; Kiém tra: 5 gid; Tu hoc c6 hudng dan: 105 gio)
L Vi tri, tinh chdt, ¥ nghia va vai tro ciia mén hoc/mé dun:

- Vi tri: M6 dun dugc bd tri sau khi hoc vién hoc xong cdc mon hoc chung, anh
van chuyén nganh, tin hoc dai cuong va trudc cac mon hoc, moé dun dao tao
chuyén mon nghé.

- Tinh chat: La m6 dun k¥ thudt co s& nghé bat budc.

- Y nghia va vai trd cia mé dun: Nham gitip hoc sinh c6 kha ning soan thao vin
ban, 1ap cac bang tinh, kha ning str dung phan mém trinh dién Power Point va kha
nang st dung cac ham Excel thanh thao.

1I. Muc tieu mo dun:

- Kién thirc:

+ Thao tac dugc cac cong cu bo phﬁn mém Microsoft Office hodc phﬁn mém
ngudn mé Open Office;

+ Str dung thanh thao phdn mém soan thao vin ban (Microsoft Word hodc phan
mém ngudn md Open OfficeWriter);

+ Str dung phidn mém bang tinh (Microsoft Excel hodc bang tinh trong Open
OfficeCalc);

+ Str dung phdn mém trinh dién (Microsoft PowerPoint hodc trinh dién trong
Open OfficeDraw)

- Ky nang:

+ St dung thanh thao phﬁn mém soan thao vin ban dé tao cac tai liéu dat tiéu
chuan theo qui dinh; sir dung phan mém bang tinh (Microsoft Excel hodc bang tinh
trong Open Office Calc);

+ Str dung phan mém bang tinh dé tao 1ap, biéu dién cac kiéu dir lidu: sd, chudi
ky tu, thoi gian, biéu dd va 1ap dugc cac bang tinh...

+ Str dung phdn mém trinh dién (Microsoft PowerPoint hodc trinh dién trong
Open Office Draw) thiét ké cac bai bao cdo, chuyén dé mot cach chuyén nghiép.

- Thdi do:

+ Chu dong trong hoc tap va nghién ctru.

_D.
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+ Co trach nhiém trong thyc hanh ddm bao an toan cho ngudi va phuong ti€én
hoc tap.
111. Noi dung ciia mon hoc/mé dun:

1. N§i dung tdng quat va phan phdi thoi gian:

Thoi gian
Thuc
50 Tén cac bai trong mé dun Tong | Ly l::::’é::l Kiém v
TT i i * hoc
sO | thuyet thao tra
luén, bai
tap
1 Bai 1: Tong quan vé phin mém 4 1 3
xir Iy van ban (Word)
1.1 Giéi thiéu vé Microsoft Word
1.2 Cac thao tac can ban trén mot
tai liu
1.3 Soan thao van ban
2 | Bai 2: Trinh bay van ban 25 4 20 1
2.1. Binh dang van ban
2.2. Chén cac ddi tugng vao vin
ban
2.3. Céc hiéu ung dac biét
3 | Bai 3: Xir Iy bang biéu 19 3 15 1
3.1. Chén bang biéu vao vin bang
3.2. Céc thao tac trén bang biéu
3.3. Thay d6i cdu trac bang biéu
4 | Bai4: Bao mat va In 4n 5 2 3
4.1. Bao mat
4.2.1In 4n
4.3. Tron van ban
5 ?];;ci:l)Tong quan vé bang tinh 13 5 10 1
5.1. Gidi thi¢u




Tdp bai giang Tin hoc van phong — chuyén nganh Quan tri mang may tinh

5.2. Cac 1énh tac dong 1én tép

5.3. Can chinh, dinh dang bang
tinh

6 | Bai 6: Ham trong Excel 31 10 20 1
6.1. Cac khai niém

6.2. Ham xir 1y dit liéu dang s
6.3. Ham xu 1y dir liéu dang chudi
6.4. Ham xu ly dir liéu dang ngay
thang

6.5. Ham thong ké va théng ké c6
dieu kién

6.6. Ham logic

6.7. Ham vé tim kiém va thong so

7 | Bai 7: Po thi va In 4n 7 2 5
7.1. DO thi
7.2.In 4n

8 | Bai 8: Tong quan vé PowerPoint 2 1 1

8.1. Gidi thi¢u

8.2. Lam quen véi Presentation-
Slide

9 | Bai 9: Hiéu ng va trinh dién 11 4 6 1
9.1. Tao hiéu ung cho d6i twong

9.2. Trinh dién Slide

Bai 10: Mot s6 meo trong cong
10 [ | . 3 1 2
tac van phong

10.1 Mot s6 chirc nang trong
M.O.Word

10.2 M6t s6 chirc ning trong M.O.
Excel

Cong 120 | 30 85 5
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BAI 1: TONG QUAN VE PHAN MEM XU LY VAN BAN (WORD)
* Gidi thiéu:

- Chuong trinh Microsoft Office Word 2007 1a chuong trinh ing dung trong
cong tac soan thao vin ban phd bién hién nay. Bai hoc nay s& giup ngudi hoc lam
quen v&i moi truong Word 2007.

* Muc tiéu:

+ MO t4, nhan dién dugc chuong trinh soan thao van ban.

+ Trinh bay dugc céc thao tac tao mdi, ghi va mé van ban trong Word.

+ Soan thao van ban dung quy tic.

+ Thyc hién thao tac trén may an toan.
* Noi dung chinh:
1.1. Gi6i thiéu vé Microsoft Word
1.1.1 Khéi dong va thoat:

- Khéi dong:

+ Cach 1: Nhip dup vao biéu tuong | trén man hinh nén.

+ Cach 2: Chon menu Start, chon Microsoft Office, chon Microsoft Word.

O Adobe Desgner 7.0

7)) HTML Help Workshop

) Intel Network Adapters

{0 Ipswitch WS_FTP Pro

O LAC VIET med2002

{T) Listro SWF Decoder

) Macromedia

{T) Metasplok 2

) Microsoft Developer Network

) Microsoft Office Tools »
I Microsoft Office Access 2007

8 Mcrosoft Office Excel 2007

& Microsoft Office InfoPath 2007

7! Microsoft Office Onedote 2007
Microsoft Office Outlook 2007

I3 Microsoft Office PowerPoink 2007

v Microsoft Office Word 2007
W WeaPlsyer

Remote Assstance

Btion

@ Microsoft Office
) Microsoft Office Tools

) Mozils Firefox ‘-
1) Nero 7 Premum % Soktion Center

.‘
) NTFS4005 @* Tunelp Utiities 2006

(® windows Media Mayer

v v w w v BEE v v v wv v v w w
<

> {7 Offline Explorer Pro

- Thoat:
+ Cach 1: Nhip biéu tuong Close Il trén thanh tiéu dé. dfdfdf
+ Céach 2: Nhan phim Alt + F4
+ Cach 3: Chon nut Office, chon Close.
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* Luu y: Khi thoat néu bang tinh chua dugc luu lai may sé xuat hién hop thoai
héi ¢6 luu bang tinh khong, chon Yes dé luu, No khong luu.

1.1.2 Giao dién méi trwong Word 2007:

H¢ thong Ribbon
(Chura tat cac nhom
lénh lam viéc)

(Hién thi tén van (Phong to, thu nho, phuc

Tiéu d& viin ban Cic nut diéu khién cira sé
ban khi luu) héi va dong)

Foxit Reader PDF

Review View

Insert Page Layout Referel Mailings

©
=== % &4 Find -
“= = EENN] g, AaB 4aBbCcl 1. AaBt AaBbC AaBbCc 4aBbC: AaBbC( AaBbCdl - a Rl:p,m

o AL VSN |21 || S
- abe X, X' Aa~||®~ A EEE=EE=S \Ev\ Oy~ - f14pt Emphasis  Heading1 THeading2 fHeading3 fHeading4 fHeading5 7Headingé - ggﬁnot § select~
es

VnTime

Font ] Paragraph Styles | Editing

Thanh thuéc ké ngang
i (Bdo hi¢u lé trai, phai cua trang)

. T T o o, Thanh
Thanh a0 van ban pho bién hién nay. Bai hoc nay s& giiip cubn doc
- r 2 ) I nTime - A/ Cuén lén’
thude ké Tyl Thanh ( uon ie
— O = CuUon xXuon
doc cong cu tat Y g
Y /\’ . A = N xem an
(Bdo (Xuat hién |van ban. em phan
hiéu lé = khi nhdp van ban bi
\ A | Font.. i i . i
é r Trinh B tac hudt phi) van ban tron khudt)
ren, -E _;,ullets R cnuolt pnai
duci ciia TS0 thi= e ., lquy £
9, Hyperlink... ) .
trang) | Thue hig wow. may an toan.
Synonyms »
= 1 L T:nsI:te »
[ ——— Y ; b

Page: 6gf 89 | Words: 15,000 | English (United States)

Thanh cuén ngang
(Cudn sang trdi, sang
phdi xem phan vin ban

bi khudt)

Thong bao hién trang
dang sogn thao tai trang
6 mdy trén tong sé trang
van ban

Chon ty 1€ xem van ban
(Phong to, thu nho van
ban)

1.2. Cac thao tac can ban trén maot tai liéu

1.2.1. Tao méi van ban

- Cach 1: Nhép chudt vao nut Office, chon New
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Xuét hién hop thoai (Hinh 1.1) chon Blank document, chon Create

New Document 7 X

A Search Microsoft Office Online for a template 7-;} Blank document

Blank and recent

ink and recent
installe ates
My templates...
New from existing... ‘j { @
Microsoft Office Online
Blank document | New blog post

Featured

Create Cancel

Hinh 1.1. Hop thoai tao mot trang van ban trd'ng
- Cach 2: Nhan t6 hop phim Ctrl + N.
1.2.2. Mé mot tép da c6 trén may tinh
- Buoe 1:
+ Cach 1: Nhip chudt vao nat Office > chon Open (Hinh 1.2)
+ Céch 2: Nhén t6 hop phim Ctrl + O

_

Recent Documents

New |
1 Tap bai giang Tin van phong _QTM.docx =
= - ;
> Open 2 DCCT_QTM Nghe trong diem QG.docx = |
pa— 3 Tailieu an toan ve sinh cong nghiep_da sua_2... = u
l I e 4 MOT SO CHi DAN CAN THIET KHI THUC HIEN BE... 5 |
- 5 de cuong tin hocvan phong QTM.docx = |}
] 6 Tailieu an toan ve sinh cong nghiep_29_2 201... A
Iﬁ Save As » . )
7 giao_trinh_an_toan_ve_sinh_cong_nghiep.dox &
i 8 Huong dan Microsoft Tool Kit.doc =
434 Brint > | 9 pHULUC2-3 -4 MAU GIAO AN.doc =
)
5/5‘ Prepare  »
‘ﬁ Send 4
o Publish »
“
Close

(12 Word Options | | X Exit Word |

Hinh 1.2. Cach chon mo van ban

- Buére 2: Xuat hién hop thoai Open (Hinh 1.3).
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’ Nhap ‘

chon

tén O

chira

\

tép can

@ Open X

I U N P 1.

v

o

Date modified
6/26/2019 4:24 PM
6/2 94:24PM

911:23PM
2019 4:24 PM

Search Phuong

Ez »

¥
™ @

Type A

File folder
File folder
File folder
File folder

- DISK1_VOL2 (E:)

™ <« DISK1_VOL2 (E:) > Phuong >
Organize v New folder

¢& OneDrive " Name

B This PC Cac bien ban

= cac chuyen dé thuc tap QTM
— Desktop Chuong trinh Tin Van phong
5] Documents Danh gia chat luong 03 2019
¥ Downloads De cuong tin dai cuong_Giao an
D Music De thi Tin VP
) Pictiifes dK de tai 2019
u Videos Gido trinh QTM

: ‘2 Local Disk (C) hoi giang
KCB
DISK1_VOL1 (D:)

v <

84 Ban kiém diém ca nhan.docx
84 Ban kiém diém ca nhan_2019.docx

4:24 PM
1910:51 PM
194:24 PM

File name: ||

Nhap Open mé

Filefo
File folder
File folder
File folder

Microsoft Word C

Microsoft Word C v
>

Cancel

Nhip Cancel
hay lénh

Hinh 1.3. Hop thoai mo van ban

1.2.3. Lwu mot van ban da soan thao

- Buorce 1:

+ Cach 1: Nhip chudt vao nat Office > chon Save (Hinh 1.4)

EERD -

B

Save As »

@3} Print >
5% Prepare »
‘d Send >

EZE.“ Publish »

_T Close

Recent Documents

Tap bai giang Tin van phong _QTM.docx
DCCT_QTM Nghe trong diem QG.docx

de cuong tin hocvan phong QTM.docx
giao_trinh_an_toan_ve_sinh_cong_nghiep.docx
Huong dan Microsoft Tool Kit.doc

PHU LUC 2 - 3 - 4 MAU GIAO AN.doc

o 10 I~ Iy W s W I =

Tai lieu an toan ve sinh cong nghiep_da sua_2...
MOT SO CHi DAN CAN THIET KHI THUC HIEN BE...

Tai lieu an toan ve sinh cong nghiep_29_2_201...

¥ ¥ ¥ X Y ¥ X

¥ X

[_] Word Options ] [X Exit Word ]

Hinh 1.4. Cach chon luu van ban
+ Céch 2: Nhan t6 hop phim Ctrl + S

+ Céch 3: Nhap chudt vao bicu tugng Save i trén thanh truy cap nhanh.

@FEED

_8-
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o Luuy: Néu file tai liéu nay chua c6 tén, may sé xuét hién hop thoai Save.
Néu di c6 tén roéi may s& tw dong luu voi tén da co.

(Mac dinh, tai lieu cua Word 2007 tro lén duoc luu voi dinh dang la .docx,
Word 2003 tré vé trude la .doc).

- Buéce 2: May xuat hién hop thoai Save As (Hinh 1.5). Tai day chon céac chuc

nang tuong ung roi chon Save.

Nhép ™ « Phuong > Gido trinh QTM v 0 Search Gido trinh QTM yel ]
n Organize v New folder =3 (2] Nhap

chon tén .

N I Desktop A Name Date modified Chon
Y dTa 5] Documents @] DCCT_QTM Nghe trong diem QG.docx 5 911:10 AM thu-
no,i Cé.n ‘ Downloads @_1] de cuong tin hoc van phong QTM.d 4/2 93:49PM

D Music £4] De KT Chuyen d& thuc tip.docx a muc
lu'u | Pictures @ giao_trinh_an_toan_ve_sinh_cong_nghiep.docx .

B Videos 8] Tap bai giang Tin van phong _QTM.docx no1

‘2 Local Disk (C:) can

DISK1_VOL1 (D:)
— DISK1_VOL2 (E9)
v £

GO tén
cho van
ban

Save as type: Word Document (*.docx) v

Authors: Home Edition Tags: Add atag

[[] Save Thumbnail
A Hide Folders Tools ' Caqeel

| Nhap Save luu I Nhép Cancel huy lénhj

Hinh 1.5. Hop thoai luvu van ban

1.2.4. Dong tép van ban dang mé:
- Céch 1: Nhén File, chon Close.
- Céach 2: Nhén t6 hop phim Alt + F4.

* Luu y: Khi dong, néu tép chua luu, may sé xuét hién hop thoai

Microsoft Word

Want to save your changes to Document3?

If you click “Don’t Save’, a recent copy of this file will be temporarily available.
Learn more

Dog‘tﬁ Cancel

Khong

Luu tép
(Néu tép chuwa co tén, may sé
mao hop thoai Save as).

Huy Iénh
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1.3. Soan thao van ban:
1.3.1. Quy tic nhép vin ban:

- Chi nhan Enter dé diéu khién xuéng dong khi két thiic doan vian ban, vi Word
tir dong xudng dong.

- Phia trudc cac dau () (,)(;) (©) (?) s& dugc gd sat vao tir phia trudc nd va phia
sau 1a dau cach.

- Phia trudc cac ddu mo ngodc 1a dau cach, phia sau go sat vao tir.

- Phia trude cac ddu dong ngodc phai duoc viét sat vao tir, phia sau né 1a ddu

cach.

-10-
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1.3.2. Céch g6 vin ban tiéng viét kiéu Telex:

Chit céi Déu Chit céi Déu

S Sac aa A

f Huyén dd b

r Hoi ee E

X Nga 00 O

j Néng [ GO nhanh chir v
z Xo4 dau di dit. Vi du: toansz = toan ] GO nhanh chir o
w Dau tring trong chif 4,

Dau méc trong céc chit u, o.
W don 1¢ tw dong chuyén thanh chit u.

*Luuy:

+ Pé gd duogc tiéng viét can phai cai thém phidn mém gd tiéng viét cho Win-
dows. Thong thudng dung phan mém Unikey.

+ Cau hinh cho bd gd Unikey, thuc hién mot 1an duy nhat sau khi cai dat thanh
cong. Pong thoi can chuyén sang biéu tuong chit V ¢ phia dudi thanh Taskbar dé
g0 tiéng viét, chir E dé go tiéng anh.

* Cdu hinh cho Unikey dé go tiéng vigt:

+ Chon: Bang ma Unicode
+ Chon: Kiéu gd Telex
+ Tich: Cho phép go tu do

+ Tich: Khéi dong cung Windows

Diéu khién
Bang ma: Unicode ~ of DBéng
z =.

Kiéu gd: Telex ~ @ Kétthac

Phim chuyén: (@ CTRL + SHIFT OALT+zZ -

Tuy chon khac

Cho phép gé tv do B4t kiém tra chinh ta

[ ©at déu oa, uy (thay vi da, Gy) A Tw aéng khéi phuc phim véi tiy sai

[[] Luén s dung clipboard cho unicode [[] Hién théng bao phan hdi

Tuy chon gé tat Hé théng

[C] cho phép gb tat [C] B4t héi thoai nay khi kh&i déng

[CJ cho phép gb tat ca khi tat tiéng Viét Khé&i déng ciing Window's
Bang g6 tit... Vietnamese interface

@ Huwéng ddn Théng tin Mac dinh

Hinh 1.6: Bang cdu hinh cho Unikey

-11-
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Cau héi 6n tap Iy thuyét:

Néu cac cach khéi dong va thoat khoi chuong trinh Microsoft Word?

Ké tén mot sd thanh phan co ban trong méi trudng lam viéc cua Microsoft
Word? Néu y nghia cua viéc st dung thanh cong cu trong soan thao?

Trinh bay cach luu van ban, m¢ van ban va sao chép van ban?
Bai tap thuc hanh:

Yéu cau nhap vin ban theo nguyén mau (Nhap ding quy tic).

2. Lwu vian ban voi tén 1a Vanbanl.doex vio duong dan
D:\Bai_tap_thuc_hanh

3. P6i tén Vanbanl.docx thanh Vanbanl [ho va tén anh(chi)].docx.

- 12-
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Bai tap thuwe hanh s6 1

BO GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC Djc lip - Tw do - Hanh phic
KINH TE QUOC DAN
So: /QD-KTQD Ha Noi, ngay  thing  nam 20
QUYET PINH

V¢ viéc ban hanh bin “Quy dinh dao tao dai hoc hé chinh quy”

HIEU TRUONG TRUONG PAI HOC KINH TE QUOC DAN

Cin cr Diéu I Truong Dai hoc ban hanh theo Quyét dinh s6 1532003/QD-TTg
ngiy 30/7/2003 cia Thu tuéng Chinh phi va Thong tr so 18/2004/TT-BGD&DT ngay
02/6/2004 cua Bo Gido duc va Dio tao hudng dan thuc hién Diéu 1¢ Trudng Dai hoc quy
dinh quyén han va trich nhi¢m cua Hi¢u tnrong céc Truong Dai hoe rue thude; ’

Cin cir Quy ché vé ddo tao dai hoc va cao diing hé chinh quy ban hanh tai Quyét
dinh s6 25/2006/QD-BGD&DT ngay 26/6/2006 ctia B truémg Bo Gido due va Do tao;

Theo dé nghi cua 6ng Truong Phong Quan 1y dio tao,

QUYET DINH:

Piéu 1. Ban hanh ban “Quy dinh Dio tao Dai hoc hé chinh quy” tai Trudng Dai
hoc Kinh € Qudc din.

Piéu 2. Quyét dinh niy ¢6 hiéu luc tr ngay ky. Cédc quy dinh trude diy tri voi
Quyét dinh nay déu bi bii bo.

Diéu 3. Cic ong, ba Truéng khoa, by mdn, Truomg cédc phong, Gidm dbc Vién,
Gidm dde Trung tim, Trudng phong Quan Iy ddo tao va sinh vién dai hoe chinh quy chiu
trdich nhiém thi hanh Quyét dinh nay /.

Noi nhin: ) e
- Nhur Bidu 3: HIEU TRUONG

- By Gidiodye va Do tao (d¢é bdo cio):
- Dang uy, Ban Gidm Hi¢u (d¢ bdo cdo).
- Luu: Phong HCTH, QLDT.

Cao Vin A

- 13-
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BAI 2: TRINH BAY VAN BAN
* Gidi thi¢u:

- Sau khi nhip van ban xong, dé c6 dugc mot vin ban dep theo y bao gém ca
khung chi, hinh, hay bang biéu thi d6 chinh 1 chirc ning can chinh, dinh vin cho
mot van ban. Pay la chic ndng quan trong trong k¥ ndng trinh bay van ban.

* Muc tieu:

+ Thuc hién dugce cac thao tac dinh dang van ban trong Word (can chinh phong
chit, can chinh doan, chén cac ddi tuong va céac hi¢u irng dac bi€t vao van ban).

+ Pinh dang dugc mot van ban ding yéu cau.

+ Str dung dugc 1€nh trén thanh cong cu hodc trong hop thoai.

+ Thyc hién cac thao tac an toan vd1 may tinh.

* NOi dung bai:
2.1. Dinh dang van ban
2.1.1 Chon khéi va thao tac trén khoi:

a) Chon khoi

- Céach 1: Nhip chudt tir diém dau dén diém cudi ctia van ban can chon.

- Cach 2: Nhép chudt dé dit con trd soan thao ¢ diém dau, gilt phim Shift va
nha‘ip chudt & diém cudi ctia doan vin ban can chon.

- Céch 3: Pat con tro soan thao & diém dau, giit phim Shift va gd cac phim miii
tén thich hop hodc phim Home, End dé di chuyén con tré soan thao dén diém cudi
ctia doan van ban can chon.

* Lwu y: + Chon ca van ban, nhan t6 hop phim Ctl+A.

+ Sau khi lga chon xong, khdi duge chon s& ddi mau.
+ Bo chon khéi: Nhip mot trong 4 phim miii tén € ¥ N > hoic nhip
chudt tai vi tri bt ky trong van ban.

b) Cdc thao tdc véi khoi:

- Sao chép, di chuyén khdi:

R Biéu | Phim twong , .
Lénh Y nghia
twong dwong

Chuyén doan vdn ban da chon vao by nhd

Cut b4 Ctrl + X .
Clipboard

- 14-
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Chép doan van ban da chon vao by nh¢ Clip-
Copy Ctrl+ C
board
=1 Dén doan van ban co6 trong Clipboard vao vi
Paste =1 Ctrl+V | ., . .
s tri con tro soan thao

- Xé6a khéi: Chon khéi vin ban can x6a, nhdn phim Delete trén ban phim.

- Hay bé hoac goi lai 1€énh vira lam:

R Biéu | Phim twong , .
Lénh Y nghia
twong dwong
Undo ; Ctrl + Z |Khoi phuc lai Iénh trudce do.
Redo | ® | Ctrl+Y |Lép lailnh truoc do.

2.1.2. Dinh dang font chir:

- Buéc 1: Chon khdi van ban muén dinh dang

- Bwore 2:

+ Céach 1: Nhﬁp chon nut 1€nh tuong g trén thé Home, nhém Font

(a = I - Document1 - Microsoft Word —_ O X
J/ Home Insert Page Layout References Mailings Review View @
== %} Times NewRoman ~i16 ~Q|i= - =~ N ||EE 2E & % Y
i B I U ~abe x, X|UNEE = E||= : =
Pt gl Traaraa] 2R || o Qaree | Fking

Clipboard ™ Font Paragraph Styles P

C3

+ Céach 2: Nhﬁp chudt phai tai vung chon, chon niit Font

@ i T =h

Font...

Paragraph...

Bullets -
Numbering B

Hyperlink...

= Xuét hién hop thoai (Hinh 2.1):
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Font ? X
Font Advanced ChQn kiéu chit Chon c& chit
Font: Font style: Size: \
2 X
ChQn font ChuJ\ Times New Roman Regular 14
TeamViewer11

Reguiar _ PAINEY
chnic

A
Italic 10
TechnicBold gold 1;
A ~ Techniclite old Italic 1
Chon mau chir v v

N N)nt color: Underline style: Underline color:
Gach bd chir nét don

Automatic ﬂ (none) Automatic z
N

—TN\\_Effects

Gach bo chit nét doi \\t] Strikethrough

o [] small caps
Double strikethrough Chon kiéu D All caps
Tao chéch trén: m* ] Superscript gach chdn |7 bigden
=—p{ | Subscript chir
Tao chéch dudi: H,O Preview

+ Cach 3: Nhap chudt phai tai ving chon, chon F

This is a TrueType font. This font will be used on both printer and screen

Set As Default

Text Effects... Cancel

Hinh 2.1: Hop thoai dinh dang phong chir
2.1.3. Dinh dang doan vin ban:

a) Pinh dang 1é va khodng cdch dong ciia doan:

- Budc 1: Chon doan vén ban can dinh dang

- Bu6c 2: Chon thé Home, nhom Paragraph, nhin chon nut twong tng:

Home Insert References
N

Page Layout Mailings Review View Foxit Reader PDF
t

j ot Times New Roman
= =3 Copy

MV SN (R =

= 2 v||3b2 - v [Bl=
= J Format Painter B 7 U -abe x, X' Aa~||¥ A

s B J(EEEE R
Clipboard 4 Font r
g
Can trai| | Can giita || Can phai || Can déu 2 1& || Chon khodng
cach dong va
doan theo y
Tai nat Line Spacing [{=-

| , nhip chon Line spacing Options hoic nhip
chon nut ™

ctia nhom Paragraph, xuat hién hop thoai (Hinh 2.2).
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Khoang cach
$0 Vo1 1€ trai

Khoang cach
so voi l€ phai

Khoang cach
phia trudc cta
doan

Khoang cach
phia sau cua
doan

b) Dinh dang thut Ié ciia doan trén thanh thudc ngang:

Preview

Indents and Spacing  Line and Page Breaks
General
Alignment: Justified v
\ Qutline level: |Body Text v
Indenta
— Left: Oecm 5 Spedial:
Right: 0Oecm 5 First line v
[ mirror indents
Spacing
Before:  |6pt = Line spacing:
F Multiple v

After: pt
[[] ogp##ad space between paragraphs of the same style

Khoang cach dong

dau hoic cac dong

con lai cia doan so
v6i 18 trai

y | Khoang cach
gitra cac dong
trong doan

Tabs...

- Buéc 1: Chon doan ma ta mudn dinh dang.

- Bude 2: Nhap ré chudt tai cac nut twong tng sau:

Hinh 2.2: Hop thoai dinh dang doan van ban

First line (dong dau cua doan so voi 18 trai)

Right Indent (ca doan so v&i 1é phai)

1 61

1 81 110

112

1 14

AN

I A |

Left Indent (ca doan so vai 18 trai)

2.1.4. Dinh dang van ban dang c0t

Hanging Indent (cdc dong con lai ciia doan trur
dong dau so voi I¢ trai)

- Buwde 1: Nhip van ban, nhip xong nhan Enter dé con trd xuéng hang tao mot

khoéng tring.

- Buwéc 2: Boi den ndi dung can chia cot (khong boi den dong tring & trén va

phia dudi), tai thé Page Layout, nhom Page Setup chon nit Columns

hién cac mau co6t do Word mic nhién 4n dinh (Hinh 2.3).

-17-
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Page Layout References Mailings |

] N ]j %= Breaks ~
h= £ Line Numbers

ns Orientation Size |Columns

< v > b Hyphenation
Page S¢
. | One
1 [ . —
B

EE  More Columns...
Hinh 2.3: Cdc mdu cét ¢é san ciia mdy
Mubn dinh dang cot phtrc tap hon, nhﬁp ntt More Columns xuit hién hop thoai
(Hinh 2.4):

Columns

Presets

Three Left

10
=]
@
=
=
(=}

MNumber of columns: |1 2

Width and spacing Preview

Col #:  Width: Spacing:
1 | l6.3" g |

|
|

Apply to: | This section v ‘

[ OK ] [ Cancel

Hinh 2.4: Hop thoai Column

+ Khung Presets: Nhﬁp chon cac mau chia cot theo y.

+ Muén chia sb cot 16n hon 3, tai khung Number of Columns: chon sb cOt can

chia.
+ Line Between: Tich chon, xuit hién duong ké gitra cic cot.
+ Width and Spacing: Diéu chinh d6 rong va khoang cach giita cac cot.

+ Equal column width: Tich chon, dé cac cot c6 do rong bﬁng nhau.
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2.1.5 Pinh dang phim Tab:

Chon tab bang cach 1an luot nhin vao 6 tab selector — 14 6 giao nhau giita thudc
doc va thudc ngang (¢ goc trén bén trai trang tai lidu) cho dén khi chon duoc kiéu
tab mong mudn.

\3\|.-.1.-.|...§...|...1...|...2...,...3..I-.|...4...|...E

Kich chon dén khi xuét hién loai Tab can dung

Left Tab: \“ Tab cin théng trai. Poan van ban s€ can théng trai tai vi tri dat tab.
Center Tab: :“ Tab can gilra. Poan van ban sé nam gifra vi tri dat tab.
Right Tab: ;‘ Tab can phai. Poan van ban sé can théng phai ké tir vi tri dat tab.

Decimal Tab: %/ Tab cin thang theo diu chdm thap phan cia sd.
Bar Tab: [t/ Chén mdt thanh thﬁng ding tai vi tri dat tab.
Vidu:

Dong theo
(e 4 . R dau phan cach
Nut dinh dangj g)ong trai cotj Qéng phai Rcanh gitra thap phan
T CREN RN KEENENEER SXEREEREY {EEKY EERNEN "G
: Ho va tén Tudi Qué quan iém thi
; H6 Thi Lan 18 Nha Trang
- Trin Binh 19 Hue
: L2 Vin Hiung 17 Ha N1
- Nguyén Dé 18 Da Lat

Tai vi tri vin ban can cin chinh, nhin phim Tab trén ban phim mot lan, sau do
g0 ndi dung. Vi du véi mau vin ban trén ta gd nhu sau:

Tab S H6 Thi Lan Tab S 18 Tab S Nha Trang Tab S 6.25 Enter

Tuong tu gd nhu vy tai cac dong tiép theo. Két thic nhap dir liéu, boi den toan
bo ndi dung, nhﬁp chon nut Tab tuong Ung, nhﬁp chudt dat nat Tab tai vi tri theo ¥
trén thanh thudc ké ngang.

* G b6 nuit Tab: Pua tro chudt chi vao nit Tab can gd bo trén thanh thude ké
ngang, nhap ré kéo nit Tab ra khoi thanh thudc ngang réi tha chuot.
2.1.6 Dinh dang Bullet:

Tu dong chen cac ky tu dic biét tai dau mdi doan. Cach lam nhu sau:
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