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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai séch gido trinh nén cac ngudn thdng tin ¢d thé duoc phép ding
nguy@n ban hoic trich ding cho cac muc dich vé dao tao va tham khao.

Moi muc dich khac mang tinh 1éch lac hoac s dung véi muc dich kinh doanh thiéu lanh
manh s& bi nghiém cam.



LOI GIOI THIEU

Trong mot thoi budi cong nghé 4.0, hau nhu moi cdng viéc déu st dung may tinh, nhat
la nhitng cong viéc vian .Vi thé, mdn hoc “Tin hoc vin phong” di dugc dua vao Bai trinh dao
tao danh cho nguoi hoc trinh d6 Trung cap thudc chuyén nganh Ky thuat sitra chita lap rap
may tinh tai Truedng Cao dang Hoa Binh Xuan Lac.

Bén canh d6, hién nay trén thi truong ¢ rét it tai liéu trinh bay day du vé noi dung “Tin
hoc vin phong” danh cho ngudi hoc trinh d6 Trung cdp ma phan Ién tai liéu nghiéng vé n.

Ngoai ra, trong qué trinh nghién citu moén hoc “Tin hoc van phong”, ngudi hoc dugc
huéng dan tham khao nhiéu tai liéu khac nhau trong ¢ng véi mdi bai hoc riéng biét; cd su
khac nhau vé viéc sir dung cac thuat ngit chuyén nganh ciing nhu mot s6 ndi dung nhét dinh.
Dong thoi ¢ cac tai lieu tham khao khac con mang tinh khai quat. Do d6, ngudi hoc c6 thé
gap nhiéu khé khan dé hiéu hét y nghia caa tirng noi dung va cé thé chua biét cach van dung
van dé do6 vao trong mét sé trudng hop thuc tién.

Nham tao diéu kién cho nguoi hoc c6 mét bo tai liéu tham khao mang tinh tong hop,
thdng nhat va mang tinh thyc tién sau hon. Nhém ngudi day chiing t6i dé xuat va bién soan
Gi4o trinh Tin hgc vin phong danh riéng cho nguoi hoc trinh d6 trung cap.

Noi dung cua gi4o trinh bao gom cac Bai sau:

bai 1: ky thuét soan thao van ban

bai 2: xir Iy bang biéu

bai 3: dinh dang trang

bai 4: ky thuat xir ly bang tinh

bai 5: ham va truy van dir liéu

bai 6: d6 thi va in an

bai 7: tdng quan powerpoint

Trong qué trinh bién soan, chung t6i da tham khao va trich dan tir nhiéu tai liéu duoc
liét ké tai muc Danh muc tai liéu tham khao. Chdng téi chan thanh cam on cac tac gia cta cac

tai liéu ma ching t6i da tham khao.



Bén canh d6, gi4o trinh ciing khong thé tranh khoi nhiing sai sot nhat dinh. Nhom tac
gia rat mong nhan duoc nhitng y kién déng gop, phan hdi tir quy ddong nghiép, cac ban ngudi
hoc va ban doc.

Tréan trong cam on./.

pong Nai, ngdy  thang nam 2021
Tham gia bién soan
1. KS. Pham Céng Danh
2. KS. L& Thi Thu
3. ThS. Vo bic Thién
4. ThS. Nguyén Khic Trung
5. KS. Nguyén Tuan Tai
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GIAO TRiINH MON HQC
1. Tén mon hoc:Tin hoc van phong
2. M& moén hoc: MD09
3. Vi tri, tinh chit, y nghia va vai trd cia mon hec:

3.1. Vi tri: Gido trinh danh cho ngudi hoc trinh d6 Trung cap tai truong Cao dang Hoa Binh
Xuan Loc.
3.2. Tinh chat: La m6 dun co s& bt budc
3.3. Y nghia va vai tro cia mon hoc: mdn hoc nay danh cho dbi trong 13 ngudi hoc thudc
chuyén nganh Ky thuat sira chira lap rap may tinh. Mon hoc nay da dugc dua vao giang day
tai trudng Cao dang Hoa Binh Xuan Loc tir nam 2021 dén nay. Noi dung chi yéu caa mén
hoc ndy nham cung cap céc kién thizc thudc linh vire Tin hoc vian phong: Soan thao duogc cac
van ban theo ding tiéu chuan, quy cach trinh bay vin ban: Sir dung thanh thao phan mém
soan thao van ban (Microsoft Word) dé tao cac tai liéu dat tiéu chuan vin phong.
4. Muc tiéu ciia moén hec:
4.1. V& kién thac:
A.1  Soan thao dugc cac van ban theo dang tiéu chuan, quy cach trinh bay vin ban.
A.2  Sir dung thanh thao phan mém soan thao vin ban (Microsoft Word) dé tao céc
tai liéu dat tiéu chuan van phong.
A.3 St dung thanh thao phan mém bang tinh (Microsoft Excel) dé tao 1ap, biéu
dién cac kiéu dix liéu: s6, chudi ky tu, thoi gian, biéu do...
A.4 St dyng thanh thao phan mém trinh dién (Microsoft PowerPoint) dé tao lap,
trinh dién bao cao, chuyén dé mot cach chuyén nghiép
Vé k§y ning:
B.1  Nhanh nhen, linh hoat trong thao tac soan thao van bang, bang tinh
B.2  Binh tinh khi thuyét trinh véi sy hd tro ciia phan mém may tinh
4.3 V@ ning luc tw cha va trach nhiém:
C.1 Can than, tu gi4c, chinh xac.
5. N¢i dung ciia mon hoc

5.1. Bai trinh khung

Tén mon hoc, mo dun Theoti gian hoc tap (gio)




Trong do

Ma S0 Téng Thuc hanh/
MH/ tin . Ly A . .2
| sé y | Thuc tap/Thi | Kiem
MbD chi thuyét | nghiem/Bai | tra
tap/Thao luan
I Céc mén hgc chung 13| 255 | 106 134 15
MH 01 | Giao duc Chinh tri 2 30 15 13 2
MH 02 | Phép luat 1] 15 9 5 1
MH 03 | Gi&o duc thé chat 1] 30 4 24 2
MH 04 | Gio duc quéc phong - An ninh 2 | 45 21 21 3
MH 05 | Tin hoc 2 | 45 15 29 1
MH 06 | Tiéng Anh 51 90 42 42 6
Céac modn hgc, mé dun chuyén
I . 62 | 1460 | 433 936 91
mon
1.1 [ Mén hoc, mo dun co sé 20 | 390 159 206 25
MH 07 | Tiéng Anh chuyén nganh 2 45 20 21 4
MH 08 | An toan vé sinh cong nghiép 2 30 18 10 2
MD 09 | Tin hoc van phong 4 90 20 62 8
MD 10 | Internet 2 45 15 28 2
MH 11 | Kién tric may tinh 3| 45 28 15 2
MH 12 | K¥ thuat do luong 3 45 28 15 2
MH 13 | K§ thuat dién tu 4| 90 30 55 5
1.2 [ Mbn hoc, m6 dun chuyén mon | 26 | 540 185 315 40




MH 14 | Ky thuat xung so 4 | 75 25 45 5

MBD 15 | Lip rap va cai dit may tinh 3| 75 25 45 5
MD 16 | Xir ly su c6 phan mém 3| 60 20 35 5
MH 17 | Mang may tinh 4 75 40 30 5
MBD 18 | Sua chira may tinh 3| 75 20 50 5
MBD 19 | Sira chira bo ngudn 3| 60 15 40 5
MBD 20 | Ky thuat stra chira man hinh 3 60 20 35 5
VD 21 S}”ra chita may in va thiét bi ngoai 21 60 20 - :
vi

1.3 | M6n hec, md dun tw chon 7| 180 | 64 100 16
MDb 22 [ Quan tri mang 3 75 25 45 5
MD 23 | Hé quan tri CSDL (MS Access) 3 75 25 45 5
MD 24 | Ky Niang Nghé Nghiép 1| 30 14 10 6
Thuc tap tét nghiép 9 | 350 | 25 315 10
MBD 25 | Sua chira may tinh nang cao 4 | 120 10 105 5
MBD 26 | Thuc tap tét nghiép 5| 230 | 15 210 5

TONG CONG 7511715 | 539 1070 106

6. Piéu kién thuc hién mén hoc:

6.1. Phong hoc Ly thuyét/Thuc hanh: Bap @ng phong hoc chuan

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

6.3. Hoc liéu, dung cu, md hinh, phwong tié¢n: Giao trinh, md hinh hoc tap,...

6.4. Cac diéu kién khac: Nguoi hoc tim hiéu thuc té vé cong tac xay dung phuwong 4n khac
phuc va phong ngtra rui ro tai doanh nghiép.

7. Ngi dung va phwong phap danh gia:



7.1. Noi dung:

- Kién thirc: 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§ ning.

- Nang lyc tu chu va trach nhiém: Trong qué trinh hoc tap, nguoi hoc can:

+ Nghién ctru bai trude khi dén 16p.

+ Chuan bi day du tai liéu hoc tap.

+ Tham gia day di thoi lwong mon hoc.

+ Nghiém tdc trong qué trinh hoc tap.

7.2. Phwong phap:

Nguoi hoc duge danh gia tich liiy mon hoc nhu sau:

7.2.1. Cach danh gia

- Ap dung quy ché dao tao Trung cap hé chinh quy ban hanh kém theo Thong tu sb
09/2017/TT-LDTBXH, ngay 13/3/2017 cua B truong Bo Lao dong — Thuong binh va Xa

hoi.

- Huéng dan thyc hién quy ché dao tao ap dung tai Trudng Cao dang Hoa Binh Xuan

Loc nhu sau:

Piém danh gia

Trong s6

+ Piém kiém tra thuong xuyén (Hé s6 1)

40%
+ Piém kiém tra dinh ky (Hé sb 2)
+ Diém thi két thiic mén hoc 60%
7.2.2. Phuong phap danh gia
Phwong phap | Phwong phap | Hinh thirc Chuin diu ra S6 | Theoi diém
danh gia t6 chirc Kiém tra danh gia cot | kiémtra
) Tu luan/ Al, A2, A3,
Viét/ ,
Thuong xuyén ) Trac nghi¢gm/ B1, B2, 1 |Sau...qgio.
Thuyeét trinh
Bao céo C1,
Dinh ky Viét/ Tu luan/ A4, B2, C1 2 | Sau...gio
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Thuyét trinh  [Trac nghiém/
Bao cao
Al, A2, A3, A4,
Két thic mén y Tu luan va _
Viet , . B1, B2, 1 Sau... gio
hoc trac nghiém
C1,

7.2.3. Céch tinh diém

- Diém danh gi4 thanh phan va diém thi két thic mén hoc dugc chim theo thang diém
10 (tr 0 dén 10), 1am tron dén mét chir sé thap phan.

- Piém mon hoc 1a tong diém cua tat ca diém danh gia thanh phan caa mon hoc nhan
VGi trong sb twong tng. Diém mon hoc theo thang diém 10 lam tron dén maot chir s thap
phan, sau d6 duoc quy doi sang diém chit va diém s theo thang diém 4 theo quy dinh cua Bo
Lao dong Thuong binh va X4 hoi vé dao tao theo tin chi.

8. Huéng dan thuc hién mon hoc
8.1. Pham vi, ddi tweng ap dung: Déi twong Trung cap k¥ thuat sta chira Iip rap may tinh
8.2. Phwong phap giang day, hoc tap moén hec
8.2.1. Poi véi ngwoi day
* |y thuyét: Ap dung phuong phap day hoc tich cuc bao gom: thuyét trinh ngan, néu van dé,
huéng dan doc tai liéu, bai tap tinh hudng, cau hoi thao luan....
* Bai tap: Phan chia nhém nho thuc hién bai tap theo noi dung dé ra.
* Thao luan: Phan chia nhém nho thao luan theo noi dung dé ra.
* Hwéng din tw hoc theo nhdm: Nhém truéng phan cong céac thanh vién trong nhom tim
hiéu, nghién ctru theo yéu cau noi dung trong bai hoc, ca nhdm thao luan, trinh bay noi dung,
ghi chép va viét bao cao nhom.
8.2.2. Poi véi nguoi hoc: Ngudi hoc phai thuc hién cac nhiém vu nhu sau:

- Nghién cau ki bai hoc tai nha trude khi dén 16p. Cac tai liéu tham khao s& duoc cung
cap nguédn trude khi ngudi hoc vao hoc mén hoc nay (trang web, thu vién, tai liéu...)

- Tham du téi thiéu 70% céc budi giang ly thuyét. Néu ngudi hoc ving >30% sé tiét ly
thuyét phai hoc lai mén hoc méi duoc tham dy i thi 1an sau.

- Ty hoc va thao luan nhém: 1a mot phwong phap hoc tap két hop giira lam viéc theo
nhom va 1am viéc ca nhan. Mot nhém gom 8-10 ngudi hoc s& duoc cung cap cha dé thao luan

truéc khi hoc ly thuyét, thuc hanh. M3i ngudi hoc s& chiu trach nhiém vé 1 hoic mot sb noi
9



dung trong cha dé ma nhom di phan cong dé phét trién va hoan thién tét nhat toan bo chu dé
thao luan caa nhom.

- Tham du du cac bai kiém tra thuong xuyén, dinh ky.
- Tham du thi két thic mén hoc.
- Chua ddng t6 chuc thuc hién gio tu hoc.

9. Tai liéu tham khao:

Tu Hoc Microsoft Word 2016 Danh Cho
Nguoi Méi Bit Pau VL - Comp NXB Héng Pirc 2016

Tu Hoc Microsoft Excel 2016 Danh Cho
Nguoi Méi Bit Pau VL - Comp NXB Héng Pirc 2016

Tu Hoc Microsoft Power Point 2016 Danh
Cho Nguoi Méi Bit Pau VL - Comp NXB Héng Pirc 2016

Nguyén Vin Pai hoc Kinh té
Tin hoc Van phong: Co ban va Nang cao | Diing Qudc dan 2015

Tran Thi Bich | Pai hoc Bach Khoa

Giao trinh Tin hoc Van phong Hanh TP.HCM 2016
Tin hoc Vian phong: K¥ thuat va Ung DPai hoc Su pham
dung Lé Minh Tuan | K¥ thuat TP.HCM 2017

Huéng dan Tin hoc Vin phong va Phat Nguyén Thi DPai hoc Cong

trién K nang Hong nghi¢p TP.HCM 2018
Tin hoc Van phong: Tao va Quan ly Tai Pai hoc Kinh té
lidu Pham Van Hai | TP.HCM 2018

Hudng dan Tin hoc Vian phong cho Quan | Pham Thi Bich | Dai hoc Kinh té
tri Mang Hanh Qubc dan 2021
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BAI 1: KY THUAT SOAN THAO VAN BAN
< GIOI THIEU BAI 1

K§ thuat soan thao van ban Ia qua trinh viét, chinh stra va dinh dang céc tai liéu van ban
nham truyén dat thdng tin mot cach rd rang, chinh xac va chuyén nghiép. K nang nay rat
quan trong trong nhiéu linh vuc, bao gdm kinh doanh, gido duc va truyén thong.

< MUC TIEU BAI 1
Sau khi hoc xong Bai nay, nguoi hoc ¢6 kha nang:
> Vékién thuc:
> Hiéu biét vitng vé ngit phap va cl phap 1a rat quan trong dé viét mot vin ban hoan
chinh va dé hiéu.
> Niam rd cac thé loai vin ban khac nhau nhu bao céo, thu tir, hop dong, dé xuét va
nghi quyét.

» Cac nguyén tac co ban vé viéc st dung tir ngir, cau van, doan van va tinh logic trong

trinh bay y tudng.

> St dung thanh thao cic phan mém soan thdo vin ban nhu Microsoft Word, Google

Docs va cac tng dung ho tro khac.
> Vé Ky ning:

- (o kha nang viét mach lac, stic tich va c6 stre thuyét phuc.
- C6 kha nang tu danh gia va stra chira 16i trong vin ban cia minh va cia nguoi khac

- Tim kiém va tong hop thong tin lién quan dé cung cap nodi dung chinh xac va day du.

- Kha ning lang nghe va hiéu y kién ctia ngudi khac, dic biét trong qué trinh thao luan
va phan héi.

> Vé ndng luc tw chi va trach nhigm:

- C6 kha nang 1ap ké hoach va t6 chirc cong viéc mot cach hiéu qua dé hoan thanh cac

van ban dang han.

- Biét ty danh gia ning lyc viét ciia minh va khong ngimg cai thién thong qua phan hoi

va thuc hanh.
- Chiam chi va kién nhan trong qua trinh soan thao va chinh sira vin ban

< PHUONG PHAP GIANG DAY VA HQC TAP BAI 1
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*

*,

Poi Véi nguoi day: sir dung phrong phdp gidng giang day tich cuc (dién gidng, vdn
ddp, day hoc theo vin dé); yéu cau nguoi hoc thuc hién cau héi thao ludgn va bai tap
bai mé dau (c& nhan hodc nhom).

Déi Véi nguoi hoc: chu déng doc trieéc gido trinh (bai mé dau) trueéc budi hoc; hoan
thanh day dii cau héi thdo lugn va bai tap tinh huong bai mé dau theo ca nhan hodc
nhém va ngp lai cho nguoi day diing thoi gian quy dinh.

PIEU KIEN THUC HIEN BAI 1

Phong hoc chuyén mén hoa/nha xwong: Khong

Trang thiét bi may moc: May chiéu va cac thiét bj day hoc khac

Hoc li¢u, dung cu, nguyén vat ligu: Bai trinh mén hoc, giao trinh, tai liéu tham khao,
gido an, phim anh, va cac tai liéu lién quan.

Cic diéu kién khac: Khong co

KIEM TRA VA PANH GIA BAI 1

Noi dung:

v’ Kién thirc: Kiém tra va danh gid tat ca ngi dung dd néu trong muc tiéu kién thirc

Ky néing: Pdnh gid tat ca ngi dung dd néu trong muc tiéu kjj nang.

v Nang Iuc tir chu va trach nhiém: Trong qua trinh hoc tdp, nguroi hoc can:

v

v

+ Nghién citu bai trieée khi dén 16p

+ Chudn bi day du tai liéu hoc tap.

+ Tham gia ddy du thoi rong mdn hoc.
+ Nghiém tdc trong qua trinh hoc tdap.

Phwong phap:
Diém kiém tra thwong xuyén: I diém kiém tra (hinh thic: hdi miéng)

Kiém tra dinh ky ly thuyét: khéng c6
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< NOI DUNG BAI 1
1. Giai thiéu Microsoft Word
1.1 B4 phan mém tin hoc vin phong Microsoft

Soan thao vin ban la céng 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 xura con nguoi da biét st dung may moc vao viéc soan thao vin ban (may go
chir). G5 dén dau vin ban duogc in ra ngay dén d6 trén gidy. Cac cong viéc dich chuyén trén
van ban, ciing nhu cac k¥ nang soan thao van ban con rat tho so, don gian. Pé tao ra duogc
mot vin ban, doi hoi ngudi soan thao phai c6 nhitng Ky ning str dung may go rat tét (khong
nhu may tinh bay gid hdu nhu ai cling ¢6 thé hoc va soan thao dugc mot céch rd rang). Soan
thao 13 nhu vy, con vé in 4n ciing c¢6 v6 cing kho khin. D6 13 ngay xwa. Khi ma cong nghé

thong tin con chua phat trién.

Ngay nay khi ma cong nghé thong tin con dang phat trién ram ro, cong nghé thay doi tung
ngay, nhitng bai toan, nhitg khé khan ctia con ngudi dang dan dan duoc may tinh hda, thi
viéc soan thao nhirng vin ban bang may tinh di trd thanh nhitng cong viéc rat binh thuong
cho bat ky ai biét sir dung may tinh. M6t trong nhitng phan mém duoc may tinh duoc sir
dung rong rai nhat hién nay 1a Microsoft word cua hang Microsoft hay con goi 1a phan mém
winword

Ra doi vao cudi nam 1980, dén nay phan mém Winword da dat duoc téi su hoan hao trong
linh vuc soan thao van ban ciing nhu trong linh virc vin phong cta bo phan mém Microsoft
Office ndi chung. C6 thé liét ké dic diém noi bat cua phan mém nay nhu sau:

Cung cap day di cac k§y nang soan thao va dinh dang vin ban da dang, dé st dung.

Kha nang d6 hoa da manh dan 1én, két hop vai cong nghé OLE (Objects Linking and
Embeding) ban c6 thé chén duoc nhiéu hon nhitng gi ngoai hinh anh va am thanh Ién tai
liéu word nhu: biéu d6, bang tinh,vv...

C6 thé kiét xuat, nhap di liéu dudi nhiéu dang dinh dang khac nhau. Pic biét kha ning
chuyén d6i di liéu gitra word va cac phan mém khac trong bo Microsoft Office di 1am cho
viéc xtr ly cac ing dung van phong tro 1én don gian va hiéu qua hon.

D& dang két chuyén tai liéu thanh dang HTML dé chia sé dit liéu trén dang noi bo, cling nhu
mang Internet.

Kheoi dong Microsoft word
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C6 rat nhiéu cach co thé khoi dong dugce phan mém word. Tly vao muc dich 1am viéc, so
thich hodc su tién dung ma ta c6 thé chon mot trong cac cach sau day dé khoi dong:

Céch 1: Chon lénh Start cua Windows: Start | Programs | Microsoft Word

W]

Céach 2: Nhay kép chudt Ién biéu twong caa phan mém Word néu nhu nhin thay n6
bat ky & chd nao: Trén thanh tac vu (task bar), trén man hinh nén cua windows, vv...

Céch 3: Néu muén mé nhanh mot tép vian ban vira soan thao gan day nhat trén may tinh
dang 1am viéc, c6 thé chon Start | Documents, chon tén tép vin ban (word) can mé. Khi dé
word s€ khai dong va mé ngay tép van ban vira chi dinh.

Thoat khéi moi trwong lam viéc

Khi khdng lam viéc vai Word, ban c6 thé thuc hién theo mot trong c4c cach sau:
- Mo muc chon File | Exit

hoac

- Nhan t6 hop phim tat Alt + F4

M6i trwong lam viéc
Sau khi khai dong xong, man hinh lam viéc cua word thuong ¢6 dang nhu sau:

[Soucumenci - biozoltmond [T
Ioch fible Mrce beb : |
s B 70 EEAESEFEE O-F-A.
D AN = AT ]

2 i -3 L H

He thong bang
chon

He thong thanh Thundc ke
cong cu

Crtra so soan thao tai liéu Thanh trang

thi

=21
|opmar b 5 sestepsse . W OO EAE *-F-A-ST @R -
(Page 1 S UL [o& L ol Jac fee B [ =

Thudng thi méi trudng lam viéc trén word gom 4 thanh phan chinh:
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- Cira 6 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 cira s6 nay sé duoc in ra may in khi st dung lénh
in.

- Hé théng bang chen (menu): Chira céc Iénh dé goi téi cac chirc niang ciia word trong khi
lam viéc. Ban phai dung chudt ¢é mo cac muc chon nay, déi khi ciing c6 thé dung té hop
phim tit ¢é goi nhanh t&i c&c muc chon.

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

- Thwéc ké: Gom 2 thudc (ruler) bao vién trang van ban. St dung thudc nay ban cd thé
diéu chinh duoc I8 trang vin ban, ciing nhu thiét 1ap cac diém dich (tab) mot cach don gian
va truc quan.

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

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

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

2. Cac thao tac can ban trén mot tai liéu

2.1. Tao mot tai liéu mai

Lam viéc véi word 1a 1am viéc trén cac tai liéu (Documents). Mai tai liéu phai duoc cat 1én
dia véi mot tép tin c6 phan mé rong .DOC. Thuong thi cac tép tai liéu cua ban s& dugc cat
vao thu muc C:\My Documents trén dia cing. Tuy nhién, ban c6 thé thay doi lai thong s6
nay khi lam viéc véi word.

Thong thudng sau khi khéi dong word, mot man hinh trang xuét hién. D6 ciing 1a tai liéu
méi ma Word ty dong tao ra. Tuy nhién dé tao mot tai liéu mai, ban c6 thé sir dung mot
trong cac céch sau:

- M& muc chon File | New..;

hoac
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- Nhan nat New E trén thanh cong cu Standard;
hoac

- Nhén t6 hop phim Ctrl + N

2.2. M tai li¢u da ton tai trén dia

Tai liéu sau khi dd soan thao trén word dugc luu trén dia dudi dang tép tin ¢6 phan mé rong
la .DOC. Bé mé mot tai liéu Word di c6 trén dia, ban c6 thé chon mot trong céc cach sau

day:
- Mo muc chon File | Open;
hoac
- Nhan t6 hop phim tit Ctrl + O
Hop thoai Open xuét hién:
Opon 1=

e | My Documents =]« G |8 ¥ 5 ER - oo -
AT Projects EM|M Fetport Wiewser bo & VE.doc
2 ocigle Librarian B bia e
e trink word B Cn T vl B i e
|y Htorey B Crystal Repoets User. doc
Clnberidag B = e chy S0 ko
7 Harg mey tinh B Do b, oz
|y Data Sorces B e i doc
My sbioats B O & Coormsction Sibgact rrthin AL doe
=y Pusc W ot wour PO Wak.deo
LMy Prtures B e citiect oo PCLdoc
My Pererved Fles B swtusivSentlog. do:
_Hy Webs
_JiQuian by rha truondg ph daong o Lk Cryshal Raeport in YE.doc
itermn B v bk o sl el
yisuel Studis Frojects B wtry .oz
Fib pafe! | ;l = open v

Fles of bypet [ wioed Documents (*.doc; =_dot; = howg *.0en, *.unl; * x| T I

Hay tim dén thu myc noi chira tép tai liéu can mé trén dia, chon tép tai liéu, cudi clng nhan
nat Iénh = open 7] 42 tiép tuc. Tép tai liéu s& duoc ma ra trén man hinh Word.

Mt khéc, ban ciing c6 thé thuc hién mé rat nhanh nhitng tép tai liéu da 1am viéc gan day
nhat bang cach mé muc chon File nhu sau
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[t B Wow It Formst Took Tach

O pew... el
& Cpenc.. Chrkhc
= Chrhs
SarE As
Fage Sehup...
o Pt Chelip
Serd To L
Propestps Nhin chudt 1&n 1&p

i ligu cdn md !

Loy fooen bt gima Erinkudior
20y Detumentsihad). . el doc e
2 iy Document=shal). . fde cuong doc
A Loyl il dhin T vatdo

Tiép theo nhan chuot Ién tén tép tai liéu can mg

2.3. Ghi tai liéu 1én dia
Dé ghi tai liéu dang 1am viéc 1én dia, ban cd thé chon mot trong cac cach sau:
- M& muc chon File | Save..,

hoac

- Nhan nat Save EI trén thanh cdng cu Standard;

hoac

- Nhén t6 hop phim tat Ctrl + S

S€ ¢0 hai kha nang xay ra:

Néu day 1a tai liéu moi, hop thoai Save As xuat hién, cho phép ghi tai liéu nay béi mot tép

tin mai:

17



I 21|

Savai: L] iy Dooumerts e -8 - Tk
AT Projiects | Theria avim bhres waays bo
4 ) - ZiMang may bnh 81 rsing Crystal Repoet in VI
Hister My Dats Sources B ve irk trong weard. da
i
My eBccks B ity e e

T _.';.M:.- Music
v 2y Pichures
By Documenks | [y Webs
_iCiuan by nha truang pho thong

T —visual Studio Projacts
; )= T 386 P P, o

Drarshiop = | e Hal. cos
mel:!d. o PO WK doe

o priokiect your PCLdon
_] 9| Enet g, oo

Fayortes |t bang trong word. doc

G t2n tdp
tin vt day!

e O 5
m% . Fie geme: | MRS =] St

Ll
Places Setee 52 [ype: [iard Document {*.doc) = Corcel |

Hay xé4c dinh thu muc (Folder) — noi s& chira tép tin méi nay roi gd tén tép tin vao muc File
name: (vi du Vanban1 rdi nhan nat Save dé két thic viéc ghi noi dung tai liéu.

Néu tai liéu cua ban da dugc ghi vao mot tép, khi ra lénh cat tat ca nhitng su thay doi trén tai
liéu sé duoc ghi lai 1én dia

2.4. bong van ban
- Vao bang chon File | Close
hoac

- Nhan t6 hop phim tat Ctrl + W

3. Soan thao tai liéu
3.1. Bo gd tiéng viét

Ban dau, may tinh chwa c6 bang ma tiéng viét ma chi c6 duy nhat bang ma chuan ASCCI.
Bang ma nay bao gom 128 ki ty Latinh (cac phim chit, cac phim s6 va mot sb cac ki hiéu
dac biat).

Pé ch thé dua duoc tiéng viét sir dung trén may tinh, cac nha lap trinh phai xay dyng phan
mém g0 tiéng viét va cac bo phdng chir tiéng viét di kem.
Hién nay c6 kha nhiéu cac bo go tiéng viét dang duoc sir dung nhu: VNI- dugc st dung
rong rdi ¢ phia Nam, VietWare- duoc sir dung nhiéu ¢ mién trung va ABC, Vietkey thi
dugc sir dung rong réi ngoai Bic. T6i nay Unikey ciing dugc nhiéu ngudi sir dyng vi tinh
tién dung va dung lugng nho.
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Do mbi noi sir dung nhitng bo g riéng (bang ma tiéng viét ciing khac nhau) nén viéc trao
d6i théng tin gap rat nhiéu khé khan. Méi day chinh phu da khuyén céo st dung bo go va
phdng chit Unicode. Vi hé thbng méi nay viéc trao d6i théng tin da trd nén don gian hon
rat nhiéu. Tuy nhién né van gap phai mot s6 kho khan vi tinh twong thich véi cac hé théng
phan mém cii trén mdy tinh khong cao. Pén nay, Unicode da 1a giai phép tiéng Viét thong
dung nhat.

Phan mém tiéng Viét ching tdi gidi thiéu trong cudn gido trinh nay 1a ABC hoic Vietkey
véi kiéu gb Telex. May tinh ctia ban phai cai dit phan mém nay dé c6 dugc bo gd va bo
phdng chir di kem.

Khi ndo trén man hinh caa ban xuét hién biéu tuong i hoac - 14 khi ban c6 thé

gd dugc tiéng viét. Néu biéu twong xuat hién chir el (Kiéu go tiéng Anh), ban phai nhan
chudt 1én biéu twong lan nita hoac nhan t6 hop phim néng Alt + Z dé chuyén vé ché do go
tiéng viét. Quy tic gb tiéng Viét theo kiéu TELEX nhu sau:

G0 Puoe chix Go Puoe dau
aa |4 [ huyén
aw | a § sAC
0o ) r hoi
ow o X ngi
woo|u ] nang
Vi du:

Muén gd tir: “Céng hoa x& hgi chi nghia Viét Nam”
Ban phai bat tiéng viét va go 1én tai liéu nhu sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”

* Néu gb z, tr tiéng Viét sé bi bé ddu.
Str dung ban phim

Bat tiéng viét (néu ban mudn gb tiéng viét) va sir dung nhitng thao tac soan thao théng
thuong dé soan thao tai liéu nhu la:

Céac phim chir a, b, c,..,z
Cac phim sé tir 0 dén 9
Cac phim dau: ¢, ><? []{}
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