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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sch gido trinh nén cac ngudn thdng tin cd thé dugc phép dung
nguyé@n ban hoic trich ding cho cac muc dich vé dao tao va tham khao.
Moi muc dich khac mang tinh 1éch lac hoac stir dung véi muc dich kinh doanh thiéu lanh
manh s& bi nghiém cam.



LOI GIOI THIEU

Trong nhitng nim qua, day nghé da c6 nhitng budc tién vuot bac ca vé sb luong va chat
lwgng, nham thwc hién nhiém vu dao tao ngudn nhan lec ki thuat truc tiép dap ang nhu cau
x& hoi. CUng véi su phét trién cua khoa hoc cdng nghé trén thé gidi, linh vuc Cong nghé théng
tin ndi chung va nganh Quan tri mang may tinh ¢ Viét Nam ndi riéng da c6 nhitng budc phat
trién dang ke.

Chuong trinh khung qudc gia nghé Quan tri mang méy tinh da duoc xay dung trén co
s& phan tich nghé, phan ky thuat nghé duoc két cau theo cac moédun. Dé tao diéu kién thuan
loi cho cac co s& day nghé trong qua trinh thyc hién, viéc bién soan giao trinh ky thuat nghé
theo cac modun dao tao nghé 1a cap thiét hién nay.

Nhim tao diéu kién cho ngudi hoc c6 mot bo tai liu tham khao mang tinh téng hop,
théng nhat va mang tinh thyc tién sau hon. Nhém ngudi day ching t6i dé& xuat va bién soan
Giao trinh TIN HQC VAN PHONG danh riéng cho ngudi hoc trinh d9 cao dang.

Noi dung cua gi4o trinh bao gom cac Bai sau:

Bai 1: Ky thuat soan thao van ban

Bai 2: Xir Iy bang biéu (table)

Bai 3: Pinh dang trang, bao mat va in 4n

Bai 4: Ky thuat xi ly bang tinh

Bai 5: Ham va truy van dir liéu

Bai 6: P thiva in 4n

Bai 7: Tong quan powerpoint

Bai 8: Hiéu wng va trinh dién

M6 dun 07: Tin hoc Vin phong 1a mé dun dao tao nghé duoc bién soan theo hinh thic

tich hop ly thuyét va thuc hanh. Trong qua trinh thuc hién, nhém bién soan da tham khao
nhiéu tai liéu trong va ngoai nudc, két hop véi kinh nghiém trong thuc té.



Mic du c6 rat nhiéu cé géng, nhung khong tranh khoi nhitng sai sot, rit mong nhén
duoc su dong gop ¥ kién ciia doc gia dé gido trinh dwoc hoan thién hon.

Tran trong cam on./.
Pong Nai, ngay thang nam 20
Tham gia bién soan
1. Chu bién K§ su Pham Céng Danh
2. ThS. Lé Thi Thu
3. ThS. Poan Minh Hoang
4. ThS. Vii Birc Tuan
5. K§ su Nguyén Hung Vi
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GIAO TRINH MON HQC
1. Tén mén hec: TIN HOC VAN PHONG
2. Ma moén hoc: MD07
3. Vi tri, tinh chat, y nghia va vai trd cia mon hoc:

3.1. Vi tri: Gido trinh danh cho nguoi hoc trinh do Cao dang tai truong Cao dang Hoa Binh
Xuéan Loc.

3.2. Tinh chat: La modun co s& bit budc

3.3. Y nghia va vai tré ciia mon hoc: mon hoc nay danh cho d6i twong 13 ngudi hoc thudc
chuyén nganh Quan tri mang may tinh. Mén hoc nay da dugc dua vao giang day tai truong
Cao ding Hoa Binh Xuan Loc tir nim 2021 dén nay. Noi dung cha yéu caa mén hoc nay
nham cung cap céac kién thic thude linh vie Tin hoc vin phong: Soan thao duoc cac vin ban
theo dung tiéu chuén, quy cach trinh bay van ban, Sir dung thanh thao phan mém soan thao
van ban (Microsoft Word) dé tao céc tai liéu dat tiéu chuan vian phong, St dung thanh thao
phan mém bang tinh (Microsoft Excel) dé tao 1ap, biéu dién cac kiéu dit liéu: s, chudi ky tu,
thoi gian, biéu dd..., Sir dung thanh thao phan mém trinh dién (Microsoft PowerPoint) dé tao
lap, trinh dién bao cdo, chuyén dé mot cach chuyén nghiép.

4. Muc tiéu ciia moén hec:
4.1. Ve kién thic:
Al. Soan thao dugc cac vin ban theo ding tiéu chuan, quy cach trinh bay vin ban.

A2. St dung thanh thao phan mém soan thao vin ban (Microsoft Word) dé tao céc tai
liéu dat tiéu chuan vin phong.

A3. Sir dung thanh thao phan mém bang tinh (Microsoft Excel) dé tao 1ap, biéu dién
cac kiéu dir lieu: s, chudi ky tu, thoi gian, biéu do...

A4. St dung thanh thao phan mém trinh dién (Microsoft PowerPoint) dé tao lap, trinh
dién bao céo, chuyén dé mot cach chuyén nghiép

4.2.  VeéKy ning:
B1. Nhanh nhen, linh hoat trong thao tac soan thao van bang, bang tinh
B2. Binh tinh khi thuyét trinh véi su hd trg cua phan mém may tinh
4.3. V@ ning luc tw chi va trach nhiém:
C1. Can than, thao tac nhanh chuan x&c, tu giac trong hoc tap.
5. N¢i dung ciia mon hoc

5.1. Chuwong trinh khung



Thaoi gian hoc tap (gio)

Trong do
M3 S6
MH/ Tén mén hoc/mé dun tin | .z Thyc hanh/
' Tong Thye tip/Thi
MD chi J LY we tap/ hi Kié
i) y ‘A \s 1em
«. | nghiém/Bai
thuyét A . tra
tap/Thao
lun
I Céac mon hoc chung 21 | 435 172 240 23
MH 01 | Gido duc Chinh tri 4 75 41 29 5
MH 02 | Phap luat 2 30 18 10 2
MH 03 | Gio dyc thé chat 2 | 60 5 51 4
MH 04 | Gido duc qubc phong - An ninh 4 75 36 35 4
MH 05 | Tin hoc 3 75 15 58 2
MH 06 | Tiéng Anh 6 | 120 57 57 6
ic mén hoc, mé huvé
| C4emon hoc, mo dun chuyen 1 o | o000 | gog 1554 97
mon
1.1 | Mon hoc, m6 dun co sé& 13 | 300 100 187 13
MD 07 | Tin hoc van phong 4 90 20 67 3
MH 08 | Ciu trac may tinh 2 | 45 20 23 2
MH 09 | Mang may tinh 2 45 20 23 2
MD 10 | Quan tri CSDL MS Access 3 75 20 52 3
MD 11 | Nguyén Iy hé diéu hanh 2 45 20 22 3
11.2 | M6on hoc, m6 dun chuyén mén 38 | 995 228 729 38
MD 12 | Quan tri CSDL SQL Server 4 90 25 61 4
MP 13 | Thiét ké, xay dung mang LAN 4 | 90 25 60 5




MD 14 | Quan tri mang 1 4 105 25 75 5
MP 15 I(\Qﬂl;eltrs‘;rrl\/};ér théng WebServer va 4 9% o5 61 4
MD 16 | Quan tri mang 2 4 90 25 61 4
MP 17 | Béo tri hé thong mang 2 45 10 33 2
MD 18 gfﬁfﬁ\éH QUAN TRI THIET 3 60 20 38 2
MD 19 | C4u hinh va quan trj thiét bimang | 4 | 90 28 58 4
MBD 20 | Thiét ké trang WEB 4 | 90 30 56 4
MBD 21 | Thuc tdp K¥ ning: nghé nghiép 5 | 245 15 226 4

11.3 | Mon hoc, mé dun tu chon 39 | 985 301 638 46
MBP 22 | Lap rap va cai dat may tinh 2 | 45 10 33 2
MBP 23 | Hé diéu hanh Linux 1 3 60 20 37 3
MBD 24 | Hé diéu hanh Linux 2 3 | 60 30 26 4
MBD 25 | Tiéng Anh chuyén nganh 2 | 45 20 23 2
MD 26 | An toan v¢ sinh cong nghi¢p 2 30 20 8 2
MD 27 | An toan va bao mat thong tin 3 60 27 30 3
MD 28 | Ky thuat di¢n - Di¢n tr 4 90 30 56 4
MDb 29 | Lap trinh Céan ban 3 60 30 27 3
MDb 30 | Lap trinh tryc quan 4 90 30 55 5
MD 31 t(i):én 1y du 4n Cong ngh¢ thong ) 45 20 29 3
MD 32 | Xir 1y sy ¢b phan mém 2 | 60 10 46 4
MD 33 | Sura chita may tinh 2 45 10 32 3




MBD 34 | Ky nang: Nghé Nghiép 1| 30 14 10 6

MBP 35 | Thuec tip tot nghiép 6 | 265 | 30 233 2

Tong cong 111| 2715 | 801 1794 120

6. Piéu kién thuc hign moén hec:

6.1. Phong hoc Ly thuyét/Thuc hanh: Phong may tinh.

6.2. Trang thiét bi day hoc: Phong may vi tinh, bang, phan.

6.3. Hoc liéu, dung cu, moé hinh, phwong tién: Giao trinh, mé hinh hoc tap,...

6.4. Cac diéu kién khac: Ngudoi hoc tim hiéu thyc té vé cong tac xay dung phuong an khic
phuc va phong ngtra rui ro tai doanh nghiép.

7. Noi dung va phwong phap danh gia:

7.1. Noi dung:
- Kién thuc: Panh gia tat ca ndi dung da néu trong muc tiéu kién thirc
- K§ ning: Panh gia tat ca noi dung da néu trong muc tiéu k§ niang.
- Nang luc tu chii va trach nhiém: Trong qua trinh hoc tap, ngudi hoc can:
+ Nghién ctru bai trude khi dén 16p.
+ Chuan bi day du tai liéu hoc tap.
+ Tham gia day du thoi luong mdn hoc.
+ Nghiém tdc trong qué trinh hoc tap.

7.2. Phwong phap:

Nguoi hoc dugce danh gia tich 1y mon hoc nhu sau:
7.2.1. Cach danh gia

- Ap dung quy ché dao tao Cao ding hé chinh quy ban hanh kém theo Théng tu sb
09/2017/TT-LBDTBXH, ngay 13/3/2017 ctua B0 truong Bo Lao dong — Thuong binh va Xa
hoi.

- Hudng dan thyc hién quy ché dao tao ap dung tai Trudong Cao dang Hoa Binh Xuan
Loc nhu sau:

Piém danh gia Trong sé

+ Piém kiém tra thudng xuyén (Hé s6 1) 40%




+ Piém kiém tra dinh ky (Hé s6 2)

+ Diém thi két thiic mén hoc 60%
7.2.2. Phuwong phap danh gia
Phuong phap | Phwong phap | Hinh thic Chuan dau ra S6 | Theoi diém
danh gia t6 chirc Kiém tra danh gia cot | kiémtra
By Tu luan/ Al, A2, A3, A4,
Viet/ , _
Thuong xuyén , Trac nghi¢m/ B1, B2 1 |Sau...gio.
Thuyeét trinh
Bao céo C1l
.z Tu luan/
Viet/ St
Dlnh kS/ i Tréc ngh|ém/ A4, B2, C1 2 Sau... gl(‘)’
Thuyeét trinh 2
Bao cao
Al, A2, A3, A4,
Két thiic mén g Tu luan va _
© Viét Soan B1, B2, 1 | Sau...gio
hoc trac nghiem
C1,

7.2.3. Céch tinh diém

- Piém danh gia thanh phan va diém thi két thtic mén hoc dugc chim theo thang diém

10 (tir 0 dén 10), 1am tron dén mot chit s6 thap phan.

- Piém mén hoc 1a téng diém cua tat ca diém danh gia thanh phan caa mén hoc nhan
Véi trong s6 tuong Gmg. Diém mén hoc theo thang diém 10 1am tron dén mot chir sé thap
phan, sau d6 dugc quy d6i sang diém chit va diém sb theo thang diém 4 theo quy dinh cua Bo
Lao dong Thuong binh va X3 hoi vé dao tao theo nién ché.

8. Hwéng dan thuc hién mon hoc

8.1. Pham vi, ddi tweng ap dung: Pdi tuong Cao dang Quan tri mang may tinh

8.2. Phwong phap giang day, hoc tadp mon hoc

8.2.1. P6i véi ngudi day

* Ly thuyét: Ap dung phuong phap day hoc tich cuc bao gom: thuyét trinh ngan, néu van de,
hudng dan doc tai liéu, bai tap tinh hudng, cau hoi thao luan. ...

* Bai tap: Phan chia nhom nho thyc hién bai tap theo noi dung dé ra.

* Thao luan: Phan chia nhom nho thao luan theo ngi dung dé ra.




* Hwéng din tu hoc theo nhdm: Nhém trudng phan cong céac thanh vién trong nhom tim
hiéu, nghién ciru theo yéu cau ndi dung trong bai hoc, ca nhém thao luan, trinh bay néi dung,
ghi chép va viét bao cao nhom.

8.2.2. Poi véi nguoi hoc: Nguoi hoc phai thuc hién cac nhiém vu nhu sau:

- Nghién ciru ki bai hoc tai nha trude khi dén 16p. Céc tai liéu tham khao s& dugc cung
cap nguodn trude khi ngudi hoc vao hoc mén hoc nay (trang web, thu vién, tai liéu...)

- Tham du t4i thiéu 70% céac budi giang Iy thuyét. Néu ngudi hoc vang >30% sé tiét ly
thuyét phai hoc lai mén hoc méi duoc tham du ki thi 1an sau.

- Ty hoc va thao luan nhém: 1a mot phuong phap hoc tap két hop gitra 1am viéc theo
nhém va lam viéc ca nhan. Mot nhém gom 8-10 nguoi hoc s& duoc cung cap cha dé thao luan
trudc khi hoc ly thuyét, thuc hanh. Mdi ngudi hoc s& chiu trach nhiém vé 1 hoic mot sé noi
dung trong cha dé ma nhom d phan céng dé phat trién va hoan thién tét nhat toan bo chu dé
thao luan cua nhom.

- Tham du du cAc bai kiém tra thuong xuyén, dinh ky.

- Tham duy thi két thic mén hoc.

- Chu dong t6 chuc thuc hién gio tu hoc.

9. Tai liéu tham khao:

(1) Ty Hoc Microsoft Word 2016 Danh Cho Ngudi Méi Bit Pau, VL - Comp, nha xuat ban
Hong Birc, xuat ban nam 2016.

(2) Tu Hoc Microsoft Excel 2016 Danh Cho Nguoi Méi Bat Pau, VL - Comp, nha xuat ban
Hong Dc, xuat ban nim 2016.

(3) Tu Hoc Microsoft Power Point 2016 Danh Cho Nguoi Méi Bt Pau, VL - Comp, nha
xuat ban Hong Birc, xuat ban nam 2016.

(4) Tin hoc Vin phong: Co ban va Nang cao, Nguyén Vin Diing, nha xuét ban Pai hoc Kinh
té Qudc dan, xuit ban nam 2015.

(5) Gi4o trinh Tin hoc Vin phong, Tran Thi Bich Hanh, nha xut ban Pai hoc Bach Khoa
TP.HCM, xuit ban nam 2016.

(6) Tin hoc Vin phong: K¥ thuat va Ung dung, L& Minh Tuén, nha xuét ban Pai hoc Su pham
Ky thuat TP.HCM, xuét ban nam 2017.

(7) Huéng dan Tin hoc Vian phong va Phat trién K§ nang, Nguyén Thi Hong, nha xuat ban
Pai hoc Cong nghiép TP.HCM, xuit ban nim 2018.
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(8) Tin hoc Vin phong: Tao va Quan Iy Tai liéu, Pham Vian Hai, nha xuat ban Pai hoc Kinh
té TP.HCM, xuét ban nam 2018.

(9) Huéng dan Tin hoc Vin phong cho Quan tri Mang, Pham Thi Bich Hanh, nha xuat ban
Pai hoc Kinh té Qudc dan, xuat ban nim 2021.
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BAI 1: KY THUAT SOAN THAO VAN BAN

< GIOI THIEU BAI 1

K/
0‘0

Trong Windows loai chir dwec ding c6 bé réng ky tw khong cé dinh, do dé khi
soan thao khong dwogc dung dau khoang cach dé chinh dong, chinh dean. Khéng
nén dé hai dau cach hoic hon lién nhau. Pau dong thir nhat cia mét doan khong
dwoc gd cac dau khoang cach ma dung chire ning dinh dang doan dé lui diu dong.

Word la mgt bg xir ly tir co dinh dang, tic 1a sau khi nhap ngi dung ta co
thé quy dinh hinh thirc trinh bay cho cac néi dung d6 tuy y. Hai yéu t6 co ban dé
dinh dang cho van ban la dinh dang ky tw (quy dinh hinh dang tirng Ky tw trong
vin ban). V@ co ban thugc tinh cia ky tw bao gom: font chit, kiéu chix (thwong,
dam, nghiéng, gach chan, chi sb trén, chi sé dwéi), c& chir tinh theo chiéu cao cia
ky tw v& mau chir. Thudc tinh cia dean bao gom: Ié trai va Ié phai caa doan,
khoang cach I0i vao caa dong dau tién trong mot doan, cach déng doan (dong
trai, dong phai, déng giira va déng déu hai bén) va khoang cach cac dong trong
doan.

MUC TIEU BAI 1

Sau khi hoc xong Bai nay, nguwoi hoc ¢ kha nang:

>

Vé kién thirc:

- Trinh bay cach thire dinh dang van ban

Vé ky ning:

- Sir dung dwoc cdc doi twong va higu ieng dé trinh bay vin ban.
- Dinh dang dwot mét vin ban ditng yéu cau.

Vé ning luc tw chi va trach nhigm:

- Thuc hién cac thao tac an toan véi may tinh
PHUONG PHAP GIANG DAY VA HQOC TAP BAI 1

Poi véi nguoi day: sir dung phwong phdp giang giang day tich cuc (dién giang, véan
ddp, day hoc theo vin d@é); yéu cau nguroi hoc thuec hién cau héi thdo ludn va bai tdp
BAI 1 (c& nhan hogc nhém).

Do Véi nguoi hoc: chii déng doc trieée gido trinh (BAI 1) truéc budi hoc; hoan thanh
day dii cau hdi thao ludn va bai tdp tinh huéng BAI 1 theo ca nhan hogc nhdém va nép
lai cho nguwoi day dung thoi gian quy dinh.

PIEU KIEN THUC HIEN BAI 1

Phong hoc chuyén mén héa/nha xwéng: phong hoc theo tiéu chuan
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Trang thiét bi may méc: May chiéu va céac thiét bi day hoc khéc

Hoc liéu, dung cu, nguyén vt li¢u: Bai trinh mén hoc, gido trinh, tai liéu tham khao,
gi&o an, phim anh, va céc tai liéu lién quan.

Cic diéu kién khac: Khdng co

KIEM TRA VA DANH GIA BAI 1

Noi dung:

Kién thitc: Kiém tra va ddnh gid tat ca ngi dung da néu trong muc tiéu kién thizc

Ky ndang: Ddnh gid tat ¢d ngi dung dd néu trong muc tieu ki ndng.

Ndng luc tirc chui va tréch nhiém: Trong qud trinh hoc tdp, nguroi hoc can:
+ Nghién ciru bai truée khi dén 16p

+ Chudan bj ddy du tai liéu hoc tap.

+ Tham gia day di thoi lwong mdn hoc.

+ Nghiém tdc trong qua trinh hoc tap.

Phwong phap:

v Diém Kiém tra thuwong xuyén: I diém kiém tra (hinh thizc: héi miéng)

v

Kiém tra dinh ky: khong co
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< NOI DUNG BAI 1
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

cdac doan, dinh dang cot, s thir tw tw dong, thé tab, khung nén, danh sé trang cho van ban.

- Thao tac thanh thao dinh dang trang van ban: dinh dang lé, hwong trang van ban, chen mot

trang trong , chén trang bia, cdch ngdt trang.
1.1. Dinh dang doan vin bdn

Dinh dang chir: Chon doan van ban mudn dinh dang, dua con tré chudt vao vung chon cho
dén khi xuit hién thanh cong cu Mini.

Font chir

e

Times Me» 12 ~ A 7 &
T — B 7 U Eaﬁf*ﬁk

In nghiéng Gach duoi

Mau chi

Can lé doan vin:

Pé cin 1& cho doan van thuc hién cac bude sau:

- Buéc 1: Chon 1 doan vin hodc cac doan vin can cin 18

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

Dinh dang khodng cdch cdc doan vin:

Pé dinh dang khoang cach cho doan van thyc hi¢n cac budc sau:

- Budc 1: Chon doan van ban muédn thay doi.

- Budc 2: Trong thé Home, nhom Paragraph, nhan nut Line Spacing.

- Budc 3: Chon khoang cach muén, chfmg han 2.0
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Céc kiéu khoang cach dong ma Word ho tro:

- Single (dong don). Tiy chon nay hd tro font 16n nhat trong dong don
- 1.5 lines: Gap 1,5 1an khoang cach dong don.

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

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

- Exactly: C dinh khoang cach dong va Word s& khong diéu chinh néu sau do

tang hodc gidm cd chir.

- Multiple: Xac lap khoang cach dong tang hoac giam theo ti 1€ % so vdi dong don ma ta chi
dinh. Vi dy, nhéap vao 1.2 c¢6 nghia l1a khodng cach dong s¢€ tang 1én 20% so v61 dong don.
Ghi chi: Néu mudn dat nhiéu khoang cach gitta cic dong nhung khoang cach nay khong cé
trong menu xuat hién khi nhan nut Line Spacing, hiy chon Line Spacing Options, va nhap
vao khoang cach can dinh dang.

=

£

e
it L2 -

Indents and Spacing | Line and Page Breaks |
General
alignment: Justified EI
Cutine level: Body Text EI
Indentation
Left: o" = Special:
Right: o- = {(none) El
[ Mirror indents
Spacing
Before: 0 pt = Line spacdng: A
After: 0 pt = Single i ; i
[ Don't add space between paragra = 3
1.5 lines
Double
B —_— atleast
rewview Exacty
Multiple
- Macge 3mcIgy Mimdag cech Siag cig iefc o dies d14 T ie o3 ffaz Swa md o sabEn Ve
e e L3 24 RAiT i@ S Adms sech Aas 18 mamslim 10 ve AR5 =
[ webs.. | [ set As pefault | [ oK ] [

Hinh 4.1: Hop thogi dinh dang doan van ban
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Thut 1¢ dong dau tién ciia doan

Thuc hién cac budc sau

- Buéc 1: Nhin chudt vao doan ma ta mudn thut 18 dong dau tién.

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

- Bude 3: O hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ta chon
First line. Tai myc By, chon khoang céach thut vao. Nhin OK.

Indents and Spadng | Line and Page Breaks |

General

Alignment: Justified IEI

Qutline level: |Body Text |Z|

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

[7] Mirrer indents

Hinh 4.2: Lya chon céc thong s6 dinh dang 1é dic biét
1.2. Dinh dang c¢t, tab, Numbering
¢ Dinh dang cot:

Cach 1: G6 van ban trudc, chia cot sau:
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Insert Page Layout References

2y Orientation » %= Breaks v

—

[ Size ~ #15) Line Numbers ~
|22 columns »| b2 Hyphenation ~
g = One |
B J* N

== Two
==
== Three
= Left
R
=% Right
EE More Columns,.,

Hinh 4.3: Chon mau cot mic dinh

Columns

Preseks

1S
=]
i

mumber of colurmns:
Width and spacing
Col #:  ‘width:
1: &,.3"

1

4

Spacing:

apply koy | This section "

- Budc 1: Nhap vin ban, hét doan nhén Enter dé xubng
hang. Sau khi da gd hét ndi dung vin ban, nhan Enter dé
con tré xudng hang tao mot khoang trang.
- Budc 2: Boi den ndi dung can chon (khong boi den dong
trang & trén), tai thé Page Layout, nhom Page Setup chon
cac mau cot do Word mic nhién an dinh.

Nhén vao More Columns hién thi hop thoai:

+ Presets : cac mau chia cot

+ One — Two — Three : Cac
cOt c6 do rong béng nhau

Left Right + Left — Right : Céac cot c6 do

rong khac nhau

Presview

+ Number of Columns : SO
cOt (néu muon so cdt chir >3)

+ Line Between : BPuong ké
gitra cac cot

+ Width and Spacing : Diéu
chinh do rong va khoang cach

ok | [ concel | + Equal column width: Cac

Hinh 4.4: Hop thoai Column

cOt c6 do rong cot bang nhau
néu nhap chon vao 6 vudng
phia truéce

Céch 2: chia ¢t trudce, g van ban sau

- Tai thé Page Layout, nhém Page Setup chon cac mau cot do Word mic nhién
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4n dinh - Nhép van ban vao.
- Tai thé Page Layout, nhom Page Setup chon Breaks, Column Break: dé ngit
cOt khi mudn sang cac cdt con lai.

‘F,_ﬁ' Breaks ~ | ] Watermark ~ Indent
Page Breaks

Page

Mark the point at which one page ends

and the next page begins.

>

A

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.

>

b

Continuous
Insert a3 section break and start the new
——— section on the same page.

»

Even Page
section break and start the new

T

Insert a
»=-l=_ﬁ section on the next even-numbered page.

0
B
a
L]
]
0
(]

Inse a section break and start the new
>=J;_~.I section on the next odd-numbered pages

Hinh 4.5: Ngat cot

+» Dinh dang tab:

Hién thi thudc ngang trén dau tai liu bang cach nhan nat View Ruler & dau trén thanh cudn
doc.
(T

o @
34 Find ~ tai

& Replaie

Lg Select =
\K’ TS A Editing
ich chuot den khi xuat hién loai —

Tab can dung ]

Chon tab bang cach lan lugt nhin vao 6 tab selector — 12 &

giao nhau gitra thudc doc va thude ngang (¢ goc trén bén trai trang
ligu) cho dén khi chon dugc kiéu tab mong muén,

Tab trai: 5] Dit vi tri bat dau ctia doan vin ban chay sang phai khi nhap liéu
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Tab giita: Dat vi tri chinh gifta doan van ban. Poan van ban sé nam gitra vi tri dat

tab.

Tab phai: N& m ¢ bén phai cudi doan van ban. Nhap li¢u, doan van ban s€ di chuyén

sang trai ké tir vi tri dat tab.

Tab thip phan: =] i dit tab nay, nhitng ddu chdm phan cach phan thap phan s& nam

trén cung mat vi tri.

Bar Tab: [t/ Chen mot thanh thang dtng tai vi tri dat tab.

+ Pinh dang Numbering:

- H - "a—v

i1l
11
ki
U]
[Tl
U]

21

Mumbering Library

Mone 2.
3.
| o
1 B.
1. L
a. i
b ii.
o, iii.
Drocument Mumber Formats
13 1.
2 2.
3 3.

T

12
2]
3

a)
k)
cl

Define Mew Mumber Format...

==

AaaBbCchDc

Hinh 4.6: Bulleted and Numbered

% Pinh dang khung va lam nén:

S thir tu ty dong cho phép
dinh dang va to chirc vin ban voi cac
50, cac bullet (ddu chiam tron). Chon
HOME —Paragraph

Céc danh sach Bullet ¢ cac diu chan
tron

Danh sach cac Number c¢6 cac sd va danh
sach cac Ountline 1a sy phdi hop giita cac
sb va cac chir cai phu thudc vao sy to
chirc cua danh sach.

bé de dang cho viéc tao nén va déng khung cho van ban, ta nén gd van ban xong r61 moi thyuc

hién.
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