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Core Skills

Xem xét man hinh

*ScreenTips

— M® ta nhanh vé tinh nang

H— Orientation = *= Breaks =
! =

I Paragraph
[ Size - £ Line Num Font (Ctrl+D)
Margins
% EE Columns = pl" Hyphena [ show the Font dialog box.
Fage Setup -F gy B,
Margins SE R

Select the margin sizes for the = -
entire document or the current
section.

€ Press F1 for more help.
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Sw dung Quick Access Toolbar

*Chtra cac nut cho cac lénh thuwong xuyén
dwoc sty dung
H 90 |s
*C0 thé dworc tly chinh
«C0O thé dworc dat trén hoac bén dwdi Ribbon
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Swr dung Ribbon

e Cac Tab lam viéc twong tw nhw cac |énh cua menu

n Home Insert Page Layout References Mailings Review View L] ﬂ
=l & = e o - i B i et s= A 24 Find -
], [comaoon cju cIA A | Aax [ B 0Ec0 (REE| 2 | aaanceoc| asebeeoe AaBbC: AaBbCc | M T 5. Ripiace
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hf'! J’ B I o- e X, x" fay = 2_" = A" |" =EE :-:—' ,_4_!&' e w R T Marmal | ¥ No Spadi... Headingl Heading2 |_ m;] L Select~
Clipboa... s Font | Faragraph Styles F Editing

» Cac ribbon theo nglr canh Xuat hlen khi hoat dong

— Mau sac khac hon so véi giao dién binh thuwdng
‘W90 Documentl - Microsoft Word M oo

Home Insert Page Layout References Mailings Rewview View Format [ Lt ﬂ

i # Corections ~ 13 s e el = L picture Border = | _-| j 4 Bring Forward [;1 T i. £ loar-

= chnlnr B el e ; = | =) Picture Effects = 1 Send Bat - 18]

Remove - P . —ion Position Wrap Crop =1 048"
Background 3 Artistic Effects - % - = 52 Picture Layout = ¥ 9. Selection Pane  Shv -

Adjust Picture Shyles Ia Arrange Size

. Sy dung = dé an =l hoac hién thi ribbon
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Swr dung Ribbon
* CO thé str dung ban phlm dé kich hoat
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Line Spacing Cption:.,
i é: Add Space BEefare Paragraph
% Aemove Space Alter Farageaph
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Lam viéc v&l van ban
T « Cho thay noi ma ban hién dang thao tac
« Di chuyén sang phai khi ban gd van ban maoi

Deleting Text | Xoa ky tw bén phai str dung phim Delete
e Xoba ky tw bén trai str dung phim Backspace

Word Wrap |+ Khi nhap van ban vao dong, tr dwoc nhap tw dong
nhay hoac két thic & dong tiép theo cua doan

« Nhan Enter dé két thic méi doan van ban

Blank Lines | Doan van khéng c6 van ban
« Pé chén vao, nhan phim Enter

« D& loai bd, di chuyén dén dong trong va nhan phim
Delete
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Xac dinh cac biéu tu’o’ng man hinh
Text Spelllng error Hide top & bottom margins
movethe | Grammatical error H Show top & bottom margins
whatowhere | Contextual error L Show/hide formatting marks
N2 No proofing errors T Paragraph mark
@ A proofing error exists - Text wrapping mark
® Check for proofing errors G Tab mark
e AutoCorrect item bythe | Spaces mark
5- AutoCorrect Options | e Soft page break mark
B o~ Paste options - | Manual page break mark
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Di chuyén xung quanh tai liéu

« Nhan vao dé di chuyén diém chén
e Thanh cuon (Scroll bars)
» C4c tuy chon phim (dé truy cap nhanh):
— Next/Previous character G/u
— Next/Previous word Ctrl+ G/u
— Beginning/End of line Home/End
— Beginning/End of document Ctrl+Home/End
— Next/previous line $/#
— Next/previous paragraph Ctrl+ $/#
—Goto Ctrl+G

© IIG Vietnam. 10



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Lwu cac tal liéu

* TOi da 255 ky tw

« Can xac dinh ndi dung mét cach nhanh chong

« Khdng thé st dung: /\: *? <> |

* Word tw dong gan. Docx

« Khi tén tap tin trong hdp béng md, gd dé thay thé tén
tap tin trwéc

* CO thé lwu tap tin vao bat ky vi tri nao co thé truy cap

— Hay can than vé cac tap tin cd cung tén
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Lwu cac tai lieu

«Dé lwu 1an dau tién hoac thay doi tai liéu hién co:
—Nhap vao Save trén thanh cong cu Quick Access
—Nhan File, Save
—Nhan Ctrl + S

«Dé lwu tai liéu véi tén khac nhau:

—Nhan File, Save As
—Nhan F12




Microsoft®
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Tao mot tai lieu moi

«Dé tao mot tai liéu maéi:
—Nhan File, New, Blank document
—Nhan Ctrl+N
T chi dinh tén cua Document #
—GIlr theo doi cac tai liéu maéi tao ra phién lam
viéc nay
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Swr dung New Dialog Box

*Nhan File, New

= T ji T )
Wda-0ls Documentl - Microsoft Ward = i
“ Home  Inzet  Pagelmyout  Referenzaz  Mailing: Review  View o @

il save A

Available Templates
B Save As
* 4 b

5 Open 3 Home Calendars

o Close Office.com Templates Search Office.com for templates -

Info

Recent ‘u f‘__f_f |f! _f'_/ / 7 u’f /7 r'j >7

MNew 2011 010 2009 2008 007 Academic
calendars calemdars calendars calendars calendars year

calendars
Print
Save & Send 4 iy
2 A 4
Heh Mu?ﬁph-}rﬂar Other
) i calendars calendars
B Exit

i,

© lIG Vietnam. 14



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Chuyén déi gitra cac tai liéu

« Pé chuyén dbi gitra nhiéu tai liéu:

—Trén tab View, trong nhdm Window, nhan
Switch Windows, hoac

—Nhan nat Word trén thanh tac vu dé hién thi
phan xem trwéc ctia mdi van ban dwoc mé, hoac

—Néu Word dang & trong ché dd Restore Down
View, nhan vao thanh tiéu dé cla tai liéu
dé chuyén
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Lwu trong cac dinh dang tap tin khac

S dung trwdng Save as type trong hop
thoal Save As

Save as type: | Word Document (*.docx

Authors:

ide Folders

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (".dot)

PDF (*.pdf)

APS Document (*.xps)

e Single File Web Page (".mht;".mhtml)

Web Page (*.htm;*.html)

Web Page, Filtered (*.htm;" html)
Rich Text Format (*.rtf)

Plain Text (*.bd)

Word XML Document (*.xmil)
Word 2003 XML Document (*.xml)
OpenDocument Text (.odt)
Works 6 - 9 Document (* wps)

© IIG Vietnam.
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Lam viéc v&i chée dd twong thich
(Compatibility Mode)
= R 7 X A .~ [ Microsoft Word Compatibility Checker L2 oo
*Kieém tra cac van € gIlra (g wommmmm e on
cac phién ban et -
«Nhan File, Info,

Check for Issues,
Check Compatibility

[#| Check compatibiity when saving documents
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Chuyén doéi mét tai liéu
«Chuyén ddi sang dinh dang Word 2010

—Hay rat can than néu nhirng ngudi khac st dung
phién ban trwéc do

rhﬁcma&‘b\‘mﬂ |2 o)

| This action will convert the document to the newest file format. The layout of the document may change.

Converting allows you to use all the new features of Word and reduces the size of your file. This
document will be replaced by the convertad version.

" Do not ask me again about converting documents

) o]
LY &
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Pong mot tai lieu

«Pé déng mot tai liéu:
—Nhan File, Close
—Nhan ==
—Nhan Ctrl+W hoac Ctrl+F4
«Khi tat ca cac tai liéu bi déng:
—Xem man hinh mau xam chi v&i tab File c6 san

19



Microsoft®

WO rd 20 10 Core Skills

M& mét tai liéu

«Dé m& mot tai liéu:
—Nhan File, Open
—Nhan Ctrl+0O hoac Ctrl+F12
—Nhan File, Recent
*CO thé can phai diéu hwdng dén vi tri tap tin
da lwu
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Sw dung Document Properties

*Nhan File, Info

wid - s e Tour Proposal - Stuadertudoc - Microsoft Werd b= B
“ L Trsert Fage Layout Refeiences Mailings Review  View 7]
ol Fave . <
e Information about New Tour Proposal - Student
Ve
ChUsers\Pubdic\ Documents'\New Towr Proposa - Stodent doox
_'j' iy .
i Close
3 Fermissions
Ld;l] fAnyone can spen, copy, and change sy part of this document.
/] Proparies =
Protect & & G
Recent Document - i ]_-IHL
Fages ]
W 55
LA Total Edmifg Tavid 33 WifiLled
] Prepare for Sharing Ile
Pt ,ﬂ Before shering this file, be swase that it containg: Tagi
- Document picpeties and authod's name - ommanks
Save & Send et
o Rrabec] Sale
Help Ltk Modfied Today, 8:27 AM
g Optins: = Verslons Created Teday, B AM
E -_{-g] %) There s no previous versions of this file. Lart Prinbead
i .
Mumnsge fratec Peopis
'l'-usln!'n' duthor Telara Adventure:
Last Wndfied Oy Tolare Adventuses
Related Socuments
Ji-Dper File Locetion
o &3
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Sw dung Document Properties

1

Proparties =

Size

Pages

Words 5

Total Editing Time 53 Minutes
Title

Tags

Comments

Relabed Dates
Last Modified Today, S22 AN
Today, 520 AM

Last Printeg

Related Prople
Authar Tolano Advenlies

Last Mogified By Tolang Acverturss

Related Dacuments

i Open File Localion

2hgve Al Propgrticy
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Sw dung Document Properties

€ Document Properties +

Core Skills

# Required field X

Location: C:\Users\Public\Documents\New Tour Proposal - Student.docx
Author: Tithe: Subject: Keywords: Category:
Tolano Adventures | | | | | | | |
Status:

Comments;
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St dung E-mail

« Nhwoc diém 1a méi ngwdi nhan dwoc ban sao cda tai liéu
— Can phai két hop cac thay ddi hodc thém cac y kién dwoc
thyee hién béi nhirvng ngudi khac
» GWi tai liéu bang cach st dung e-mail trong Word:
— Nhan tab File, nhan Save & Send, nhan Send Using E-mail:
e GUri nhu la tap tin dinh kém (Send as Attachment)
« GUri mét lién két (Send a Link)
e GUri dwdi dang PDF (Send as PDF)
e GUi dwdi dang XPS (Send as XPS)
e GUri nhuv la Internet Fax (Send as Internet Fax)

© IIG Vietnam. -
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Sw dung E-mail

Send as Tao ra thong diép mai véi tai liéu cua ban nhu la

Attachment tap tin dinh kem

Send as Link Tao théng diép mai co chiva siéu lién két dén tai
liéu

Send as PDF Chuyén dbi tai lieu sang dang PDF (Portable
Document Format) trwéc khi guvi

Send as XPS Chuyén ddi tai lieu sang dinh dang XPS trwdc

khi gUi

Send as Internet
Fax

Chuyén dbi tai liéu sang tap tin fax dién tl bang
cach st dung phan mém internet fax trén may
tinh cuc bd cua ban

© IIG Vietnam.
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Str dung Save to Web

* Str dung dich vu lwu trir trén web
— Office Web Applications
— Mién phi s dung va dwoc cung cap 25 GB khéng gian
lwu triv
— Can Windows Live ID dé truy cap céac tap tin
e trong thw muc Public tai bat ky thdi diém nao
« trong thw muc My Documents chi c6 thé truy cap b&i ban
«Pé |wu tai liéu Ién Skydrive t Word:
—Nhan tab File, nhan Save & Send, nhan Save to Web

© IIG Vietnam. ”
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Sw dung Save to Web

Home Insent Page Layout References Mailings Review Wiew &
| i sove _ :
| Save & Send Save to Windows Live SkyDrive
Gl save As . Wi
9 ; : Save to Web to access this document from any computer or to share it with other people.
(5 Open _ 4  Send Using E-mail
i i 3
5 Close Sue Wong's SkyDnve (Mot Sue Wong?)
| 0 Save to Web
| Info Windows Live SkyDirive ;J New s
h harePoi
Recent Eﬁ Save to SharePoint Personal Folders
= ‘ ] My Documents
Mew =] Publish as Blog Post (a4 Shared with: Just me
| Shared Folders
AL File Types “— Public
Shared with: Everyone (public)
ﬁ Change File Type
Help hi
g Create PDF/XPS Document
C_j apﬂom EWC ﬂ-.!
b Exit
© IIG Vietnam.
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Str dung SharePoint

*Tao thuan lgi cho viéc chia sé tai liéu cho nguoi
ding c6 tham quyén:
— Chia sé 6 dia mang dé lwu trir tai liéu
— Diéu khién phién ban tai liéu
(Document version control)
— Kiém soét ludng cong viéc (Workflow control)
— NOi mang xa héi (Social networking)
— E-mall
— truyén théng chia sé khac

© IIG Vietnam. -



Word 2010 Core skills
Str dung SharePoint

«Dé Iwu tai liéu 1én SharePoint ttr Word:

—Nhan tab File, nhan Share, nhan Save to

- Home Insert Page Layow Feferences Mailin gs Review  Vie W ¢

el Save .
Save & Send Save to SharePoint
bl save As P ; K
- Save to 2 ShareFoint site to collaborate with other people on this document.
& Open e Send Using E-mail
= '_‘l Recent Locations
& Close
0 Eave t Web _J Microsoft Office
info hitp://camparyweb/braining/Shared D ______
- Locations
Save to ShareF oint
Recent tﬁ i Browse for a locat
W=t
Mew @ Publish a3 Blog Post
Prrint File Types
Save Ag
M Change File Type
© IIG Vietnam. Q Create PDF/XPS Document 29
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Sw dung SharePoint

Adventure Works > Marketing Welcome Ray Chow + | My Site | Mylinks = | () #*

#8 Marketing [l Sites | [ 8] advanced search

M o tenee v
— Marketing » Marketing Documents
[j Marketing Documents

| View 2 Site Content [ share a ﬁﬂﬂ.l'h!\';'i-'-’fiﬂ'l the team by adding it rn_ﬂ'ns document Bbrary.
Fictures New = Upload =  Actors - Seftings - Ve All Documents -
* Images Type MName 2 Modifed By Modified Project Hithvoe
Surveys (@ Guidelnes Chris Cannon 8203007 11:42 AM
» Empioyes Survey O3 MewsRelsases Diver Renaud  €/7/2007 6:03 PM
Documents @ Achievement Certificate Connie Vrettos B/27/2007 12:50PM  Customer Ciivier Renaud
= Marketing Docusments -
#]  Advertising Campaign Ray Chow 9/8/2007 10:47PM  Customer
= Stratagy Shdes Campaigns
® Campaign Shdes &)  Campaign Projections RayChow  B/14/20076:59PM  Customer Ray Chow
Lists .
.C @ Comvenbon Catering Conlract Praghanth 8/28/2007 12:03 PM  Specisl Evenls Olvier Renaud
= Campaign Tasks @ Convention Equipment Rental Oivier Rensud  8/14/2007 7:11PM Spacial Events Clivier Renaud
Cantract
Discussions
@ Conventon Programs Aay Chow /142007 &:52PM  Spenal Events Prashanth
» Team Disoussion [% Desa
People and Groups f_q] Marketing Strategy Mhagrams Ilf']rpa:anﬂ"- 8f28/2007 LHO03PM  Strategy Ray Chow 3
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