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Muc tieu

« st dung cac khdi tao
dwng (building block)

*tao va chinh stra cac
khoi tao dwng

e chen Quick Parts hoac
cac truwong

- diéu hwéng céc tai liéu

equan ly phién ban
tai liéu

*pao vé tai liéu cua ban
vol mot mat khau
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Tim hiéu ve Building Blocks

- Tiét kiém th&i gian cho cac hang muc ma ban s
dung thwong xuyén

«Dam bao tinh nhat quan trong cac van ban

»Bao gom phan dau va cudi trang, trang bia, hop
van bg’m, thw muc, trl’ch)dén, gilr cho, phwong trinh,
chu dé, va cac diéu khién ndi dung

*CO thé GUjo’c lwa chon tw Quick Parts, hoac tao ra
va thiét ké riéng va thém vao Quick Parts Gallery
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Sw dung Quick Parts

3 | 4 A= |&signature Line ~

== (3}, Date & Time

Quick |WordArt Drop

(Parts=| - cap- ' Object ~

g AutoTex »
(¥  Document Property *
(=] Fleld...

Building Blocks Organizer...

AutoText Chén théng tin ti tai liéu vao khdi tao dwng.

Document Chén khéi tao dwng bang céach st dung cac truwéong thiét 1ap
Property trong thudc tinh hoac Options trong Backstage.

Field Hién thj tat ca cac trwdng khac nhau dé chén vao tai liéu.

Building Blocks |Liét ké tat ca cac khdi tao dwng san.
Organizer

Save Selection |Lwu dwéi dang khdi tao dwng dé st dung trong cac tai liéu
to Quick Part khac.
Gallery
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> - (" Crente New Building Block )
Sw dung Quick Parts =

Gallery:  QuickParts -

2 : Catagory: | Generl [2]

*Dé tao AutoText, nhap vao L e

tab Insert, trong nhom Text, ————— -

kich Quick Parts, chon AutoText, o) e |

nhan Save Selection To AutoText Gallery

«Pé kich hoat AutoText, g6 tén AutoText:
—Nhan F3, hoac

—bam vao tab Insert, trong nhém Text,
chon Quick Parts, nhap vao AutoText
va nhap vao nhap t danh sach
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Chen trwong (Field)

Field "ﬂ"I % F

Please choose a field | Feeld properties
Lategories: Click the button below ta set advanced field options

Field names: I Formula... ]

[¥] Preserye formatting during updates

Desaription:
Calculate the result of an expression

e || P
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Chen trwong (Field)

« Gilr chd cho cac thdng tin dwa vao tai liéu va lwu lai
dwéi dang Quick Part dé st dung trong twong lai

Categories

Danh sach danh muc cho cac trwdng khac nhau ma ban
co thé chen.

Field names

Danh sach céac trwéng khac nhau bang cach s dung
céi tén rat gibng voi chire nang Iénh.

Field properties

Hién thi cac ty chon kha&c nhau cho céac truong dwoc
lwa chon.

Field Codes

Hién thi cAch ma trwdng xuat hién khi dwa vao tai liéu.

© IIG Vietnam.
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Chen trwong (Field)

« Néu thay doi khoi tao dwng hién ¢, Word nhac nhé dé
thay thé nhap trwdc
» Cac khdi tao dwng dwoc lwu trong Building Blocks
Organizer va phong trwng bay khac nhau cho méi khoi
« Khi Word thoéat, hwéng dan dé lwu tat ca cac muc maoi
tai Building Blocks.dotx
o —_—

A

You have modified styles, building blocks (such as cover
pages or headers), or other content that is stored in
"Building Blocks.dobx”. Do you want to save changes to
"Building Blocks.dotx™?

| save | | Dontsave | | cancel |
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Dieu hwong vol References
* Trwe tiép dén mét phan khac cua tai liéu gidng hodc khac
nhau, trang web, hodc m&i m& e-mail trong

- Dé thiét |ap siéu lién két, trén tab Insert, trong nhém Links,
chon Hyperlink

Erh!ft Hyperlink |8 o |
! Link tox: Text to display: | [ soeenTp...
! Eﬁn’ Look in: Il Dotuments B
: ¥Web Page (7] My Data Sources | Bookmark. ..
- Gﬁﬂi“ I, My Received Fies
& |, OneNote Notebooks Target Frame...
Place in This
Document Browsed
Pages
il
Create
!F':* ngt
Address: || Ej
E-mail Address
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Sw dung Navigation Pane

 Diéu hwdng nhanh chong dén céc khu vuc m ol
khac nhau cua tai liéu bang cach st dung =
Navigation Pane o

P& hién thi Navigation Pane, vao tab e r—
View, nhom Show, chon Navigation Pane

— Sau d6 bam vao tiéu dé cho van ban dé xem ——

» Tat bang cach st dung cung mét phwong
phap dé kich hoat ho&c kich Close trong i
bang tac vy ——

© IIG Vietnam. 10
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Tao muc luc (Table of Contents)

«Pé tao muc luc, ban phai lam viéc thdng qua ba buwéc
co ban:
— 1. Xé&c dinh tiéu dé cac van ban ban mudn bao gom.
— 2. Chon dinh dang.
— 3. Bién soan muc luc.

« S dung kiéu tiéu dé tiéu chuan ctia Word, hoac chon
kiéu tay bién rleng

-E)0| v&i trang soO dinh dang khac nhau, thém phan
ngat sau trang muc luc va bat dau danh sob trang

» Muc luc c6 thé hanh x& twong tw dé lién két

© IIG Vietnam. 11
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Tao muc luc (Table of Contents)

=3 |[OeAddTed - A.Bl L4 Insert Endnote ' j I

1 | 30 update Tabie s teFootacte - =V |

»Dé tao, trén tab References —

trong nhom Table of Contents, ...

nhap vao Table of Contents - e
e Cac kiéu khac nhau ban c6 the =<

ap dung “5;,““““ : .
« P& tuy chinh, trén tab —

References, trong nhdm Table  mwwoww.

of Contents, nhap vao Table of  Jrmwme

Contents va bam vao Insert B A s o

Table of Contents i
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Tao muc luc (Table of Contents)

Microsoft®

Word 2010

Table of Contents

L i |

Print Preview
Heading 1.....ccoimmmmmmaninncmmnnncann 1
r

HEadING 2 ...cvvenvinrisnis isssssssess 3

Heading 2. ... oo D

-

Wieh Preview
{Heading 1

Heading 2

Heading 3

[¥] Show page numbers
[¥] Right align page numbers

General
Formats: From template El

Show levels: |3 -+

Tableader: ... [=]

[¥] Use hyperlinks instead of page numbers

Core Skills

© IIG Vietnam.

13



Microsoft®

WO rd 2010 Core Skills

Tao muc luc (Table of Contents)

Print Preview

Xem trwédc muc luc véi cac tuy chon duoc lwa chon.

Web Preview

Céach dé muc luc xuat hién trén tai liéu lwu dwdi dang trang web.

Show page Hién thj sb trang v&i cac muc trong muc luc.
numbers

Right align page | Canh |é sO trang & |é phai.

numbers

Tab leader Thém Iwa chon leader t&r muc luc dé nhap sé trang.

Use hyperlinks
Instead of page

Céac muc xuat hién nhw |1a siéu lién két thay vi s trang.

numbers
General Chon dinh dang hoac kiéu bo tri dé s&r dung cho muc luc.
Options Chon Kiéu dé st dung nhw 1& &c muc trong muc luc.

Modify

Thay dbi cac thudc tinh dinh dang cho kiéu dé str dung.

© IIG Vietnam.
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Tao muc luc (Table of Contents)

» Thay doi tai liéu c6 nghia 1a cap nhat muc luc
« Dé cap nhat bang of ndi dung, bam vao bat cl* noi nao
trong muc luc va sau do:

— Trén tab References, trong nhom Table of Contents, nhap
vao Add Text hoac Update Table, hoac

— trong tab & trén muc luc, chon Update Table.

i ) 3 Undate Tahle,..|

Contents ‘

Lo L T L o | O PPN 3
TN O P O N e A S e kA b i 4

© lIG Vietnam. 15
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Sw dung Footnotes va Endnotes

e Footnotes
— Céc tham chiéu & phia dwéi cla trang, nhwng c6 thé dwoc dat
trwee tiép bén dwdi van ban
— M6i s6 danh dau tham chiéu, dwoc khéi déng lai trén méi trang
— Trén tab References, trong nhdm Footnotes, chon Insert
Footnote

e Endnotes
— Thoéng thworng & cudi clia cac tai liéu hodc phan trich dan tai
liéu tham chiéu
— Trén tab References, trong nhom Footnotes, bam Footnotes
& Endnote Dialog Box Launcher va sau d6 nhap vao
Endnotes

© lIG Vietnam. 16
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Sw dung Footnotes va Endnotes

« D& tuy chinh, trén tab References,
trong nhom Footnotes, bam
Footnotes & EndNote Dialog Box
Launcher

— Pia diém (Location): Chon muc va vi tri

— binh dang (Format): Chon dinh dang
s6 hoac danh dau tuy chinh, bat dau tw
SO cu thé hoac tiép tuc tw trwdc

— Ap dung céc thay doi (Apply changes):
Ap dung cho toan b6 tai liéu hoac van
ban da chon

Core Skills

 Footnote and Endnote | 2 (S
Location
(”) Eootnotes | Bottom of page 3
@ fEndnotes:] | End of document [=]
Format
Number format: i, ii, i E
Custom mark | Symbol...
Start at: i -Z-«_
Numbering: Continuous E
Apply changes
Apply changes to: | This section E
Isert | | cancel

© IIG Vietnam.
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Core Skills

Sw dung Footnotes va Endnotes

«Dé xem van ban, di chuét trén dau hiéu tham chiéu

lwu y
«Pé di chuyén, cat gidm tham chiéu
O Vi tri hién tai va dan & vi tri moi
«Dé xba, x6a tham chiéu danh dau

@k 1
| | @ Convert all footnotes to endnotes

f Convert Notes M‘

(") Convert all endnotes to footnotes
") swap footnotes and endnotes

Lo ][ conce

« Pé chuyén dbi, chon tham chiéu va vao tab
References, nhom Footnotes & Endnotes, chon
Footnotes & Endnotes Dialog Box Launcher sau

do6 bam nat Convert

© IIG Vietnam.
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Bao vé tai liéu (Protecting Documents)

« Mat khau (Passwords):
— St dung cho cac tai liéu nhay cam hoac bi mat

— CO thé bao gém su két hop cla chi cai, sd, khoang trang, va biéu twong

— Khdng st dung tén, vo, chdng / ban déng hanh, tré em, vat nudi,
hoac biét danh

— Trdn chi hoa va chir thworng dé bdo mat hon

— C&c mat khau cang dai, cang it co hdi cho mot nguwdi nao do cé thé doan

— Néu can thiét phai chia sé mat khau, thay dbi né méi khi can phai chia sé

— Ghi lai mat khau va gitr & noi an toan, hoac dwa danh sach dé moét ngudi
nao do de gilr cho an toan

— Pé thém mat khau dé doc hoac stra dbi tai liéu, nhap vao tab File, chon
Save As, kich Tools trong hdp thoai Save, va nhap vao General Options

© IIG Vietnam. 19
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Bao vé tai liéu (Protecting Documents)

General Options it
Password to |Phai nhap mat khau [Cioptins|
Open dé mao tai liéu. i iyt s o s ot
Password to gpen: |
Password to | Phai nhap mat khau i . i i
. R > N > > Praord W0 podily:

modify dé mao va chinh stra 7] Read-only recommended

tai liéu. | Erotect Document...

Macro security

Adjust the security level for opening files that might Macro Security...
contain macrg viruses and spedfy the names of 1 ) I

Read-only C6 thé mé va chinh s e
recommended |stra tai liéu, nhung
phai lwu véi tén khac
nhau, dé lai ban dau
nguyén ven.

Lok ]| comcd ||

© IIG Vietnam. 20
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Str dung mat khau (Passwords)

«Dé loai bd hoac thay doi mat khau, ban phai biét
mat khau hién tai
— St dung tha tuc twong tw nhw thém mat khau

* Sau d6 co thé thay ddi hodc x6a mat khau khi lwu

tai liéu

21
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Panh dau la cuodi cung (Mark as Final)

»Danh dau tai liéu 1a cudi cting cho phép ban gl n6
cho ngwdi khac ma khong vo tinh lam thay doi

« TAp tin thiét 1ap tinh trang chi doc

»Dé danh dau tai liéu 1a cudi ciing, hay nhap vao
File, trong thé, loal Info, chon Protect Document,
va sau do nhap vao Mark as Fina

8 - . TR
| Microsoft Word [t S

$ This document will be marked as final and then saved.

Lok | [comcd | [ bep |
PR T

22
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Han cheé truy cap den tai liéu

« Moi ngudi c6 thé xem xét tai liéu, dwa ra cac y kién, dién
vao cac biéu mau,... nhwng khéng dwoc stra ddi ndi dung

« D& han ché tai lidu, trén tab Review, trong nhom Protect,
nhap vao Protect Document va sau d6 nhap vao Restrict
Formatting and Editing

Restrict Formatting and Editing v X

Formatting Khong c6 thay dbi dinh dang, hodc 10ai hinh CU ot o s cecctonet
restrictions thé cla dinh dang Dy
Editing Gigi han dé theo ddi thay doi, y kién, hoac dien G
restrictions vao trong cac bieu mau, hoac thiét 1ap ngoai 1€ 'mi::::;m 5
cho nhirng nguw®i cd quyén truy cap tai liéu chia
sé nay . e
Yes, Start Sé dwoc kich hoat chi sau khi chon cac loai han Seh e (W o e
Enforcing ché. es, StartEnforang
Protection _—

© IIG Vietnam. Rezkrict permizson, .. 23
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Phuc hoi cac phién ban tai liéu
«Word cung cap céng cu dé tw ddng lwu cac
tap tin dé chang c6 thé dwoc phuc hoi
*C0 thé thiét 1ap Word tw déng lwu ban sao
cla tap tin & khoang thoi gian thiét 1ap
—Nhéap tab File, nhan vao Options, nhan Save va

lam cho sw lwa chon thich hop trong khu vwce lwu
tai liéu
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10 Office

Phuc hoi

r

Microsoft®

Word 2010

Core Skills

= A

cac phién ban tai liéu

;I_ﬂ_“-"

General g
H Custamize how documents are saved.

Dusplay
Praafing Save documents
Save | Save files in this format: Waord Document [*.dood EI
Language [7] Save AutoRecover information every |10 |  minutes

[#] Keepthe last autosaved version if | close without saving
Advanced

Customize Ribbon :
Default f||! lacation: Chlsersinklassen'Documents,

Quick Access Toolbar

Oifline editing options for document management server files
Add-Ins

Save checked-out files to:(.
) The server drafts location on this computer
@ The Office Document Cache

Senger drafts location:  C\llsers\nklassen\Document\SharePaint Drafts)

Trust Center

Preserve fidelity when sharing this document: (5] Documents

[T Embed fonts in the file

o not embed common system Tonts

AutoRecover file iocation:  C\Wsers\nklassen\AppData\Roaming'Microsoft\Word),

Embed only the characters used in the document [best for reducng file size)

- .

© IIG Vietnam.
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Phuc hoi cac phién ban tai liéu
«Dé xem tat ca cac phién ban cua tai liéu dwoc
lweu lail:

—Nhap vao File véi Info dwoc _
lwa chon, nhap vao Manage e
Versions va sau do nhap vao e e
Recover Unsaved Documents,

hoac
|| Decb((Unsaved-300854370093951648)).asd

- Nhép Vé.o FI I e, ChQn Recent Vé. || New Tour Process((Unsaved-300858602878545440)).asd
Sau d.(,) nhép Vao | | Nick Klassen({Unsaved-300860164 239797 264)).asd
Recover Documents chwa duwoc lwu

© IIG Vietnam. 26

Versions
5] There are no previous versions of this file,

Doc3((Unsaved-300860142384841856)).asd
Docd((Unsaved-300854324134818128)).asd
Docd{(Unsaved-300858182689191872)).asd
DocS{(Unsaved-300853253276700800)).asd

| —
—_—d
e
e
e




| Microsoft®
Word 2010 Core Skils
Phuc hoi cac phién ban tai liéu

Néu tap tin trong danh sach, chon tap tin dé mé no.

Sau d6 nhap vao tab File v&i Info dwoc Iwa chon,
nhan Manage Versions

* Théng bao ngay lap twc tap tin chwa dwoc lwu

Recovered Unsaved File

This is a recovered file that is temporanly stored on your computer. Click Save As
to work with this file,

Save As
Save a copy of this file,

—,; Recover Unsaved Documents

" #%y Browse recent copies of
unsaved files,

© IIG Vietnam. 27
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Phuc hoi cac phién ban tai liéu

» Khi Word nglrng dap (rng, n6 c6 thé tw khéi dong
lai hoac ban c6 thé can phai tat no

»Néu clra s6 phuc (Recovery pane) hoi xuat hién c6
ch(fa cac tai liéu hoat ddng moéi nhat, sau do co thé
bam vao tai liéu , ttvr danh sach

o Ban Cljng C(,) thé X(,)a H:Sﬂ g;ui:::eareno previous versions of this file,
tat ca céc tai liéu versons |

Recover Unsaved Documents

trong khu viec AutoRecovery A s

unsaved files.

Delete All Unsaved Documents

A~ Delete all recent copies of
unsaved files.

© lIG Vietnam. 28



