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EER\\/ord 2010

Core Skills

Muc tieu

. thay ddi goc nhin (view)

. chon van ban
- sir dung cut, copy va paste
- str dung clipboard

. di chuyén van ban voi
chirc nang kéo va tha
(drag-and-drop)

- str dung Paste Options
- sir dung Paste Special

. tim van ban hoac cac muc

vO'i Browse by

- thay thé van ban

hoac cac muc
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Thay doi géc nhin (View)

Diéu chinh bé tri téng thé cua tai liéu.

Print Layout

Full Screen Xem tai liéu dwgc diéu chinh dé theo doi kich thuwac cho dé

Reading doc.

Web Layout Van ban boc véi kich thudc man hinh, hinh nén va hinh anh
xuat hién néu sir dung trinh duyét Web dé xem.

Outline Tang, giam cap cac dé muc trong bo cuc phan cap, hoac che
|ap chi dé hién thj cac tiéu dé va phan nhém.

Draft Thich hgp nhat cho cac tac vu g0, chinh sira va dinh dang .
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Microsoft®

Word 2010 Core Skills
Thay doi goc nhin (View)

-Pé thay dbi goc nhin:

—Nhan tab View nhan tay chon trong nhém
Document Views, hoac

' = | |
lj M |ﬂ | T
Print |Full Screen Web Outline Draft
Layout| Reading Layout

Document Views

—Str dung View Buttons trén thanh trang thal
Eng ==
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Pieu chinh Zoom

» Trén tab View, trong nhém Zoom, nhan tiy chon, hoac

Q @ Two Pages
Zoom 100% ;
"= Page Width

Zoom

* NUt Zoom level trén thanh trang thai, hoac =

« Zoom slider hoac nat gia tang cua thanh trwot
© )
« Nhan Ctrl khi ban di chuyén dé tang hodc gidam zoom

© IIG Vietnam. 5
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Pieu chinh Zoom

2 s R . [ Zoom M
*SUr dung nut Zoom dé:|—

—Piéu chinh zoom e e .;:._.m
mot cach nhanh chong || *=* 2= —
_Tq[\et IaP ty I? AaBbCcDdEeXxYyZz

pqan tram rleng AaBbCcDdEeXxYyZz
—Hién thl nhiéu trang AaBbCcDAEeXxYyZz
 T— AaRhCeDdEaYyYuZ 2

oK || cancel
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Tach ctra so

« Chi c6 thé chia nhéd cac ctra sb theo chiéu
ngang

» Chi hai ctra sO cho cuing mét tai liéu

*Dé phan chia cac clra so:

—Trén tab View, trong nhém Window , nhan Split va
kéo dong t6i dén chiéu cao cwra soO thir hai, hoac

—Kéo Split Horizontal dén chiéu cao clra so6 thi hai

© IIG Vietnam.
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Tach ctra so

«Dé chuyén doi cac ctra SO
—Nhap vao trong ctra so tai liéu do, hoac

—Nhan F6 hogc Ctrl + F6 di chuyen tlr mét cira so
sang clra sO khac, hoac

—Keéo thanh chia (split bar) de hién thi nhiéu hon hoac
it hon cua mét trong hai ctra sO

*Dé loai bd ctra s6 phan chia:

—Trén tab View, nhom Window, bam vao Remove
Split, hoac

—nhap dup vao thanh chia gitra cac ctra sd

© IIG Vietnam.
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Sap xep cac cltra s6

*Trén tab View, trong nhom Window,
nhan View Side by Side

£33 New Window | 1) View Side by Side f E

= Amrange All [dI Synchronous Suullinq| i

=] spiit A4 Reset Window Position  \windows =
Window

—C6 thé déng bd ca hai clra s6
*Néu co nhiéu tai liéu dwgc ma, can phai lua
chon trong do hai tai liéu dé xem side by side

© lIG Vietnam. 9



T Microsoft®
EEA\\/ord 2010

Sap xep cac cira so

« Xem nhiéu ctra sb cung llc

«Bam vao tab View, trong nhom Window, nhap vao
Arrange All p—— s

© lIG Vietnam. 10



Microsoft®

WO rd 20 10 Core Skills

Lwa chon van ban

«Néu van ban danh may, phai lwa chon van
ban trwwdc khi hanh déng dwoc ap dung

D0 bong & trén van ban dwgrc lwa chon cho
nhiéu hanh déng

Proposal for Haunted Adventure Tours

Our preliminary research shows that the foliowing tours are popular with travelers. These toursare
broken down into adventure types:

—Nhap chuét khoi phan dwoc lwa chon dé tré lai
binh thuwdong
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L wa

chon van ban lién tiép

« Nhan vao & dau van ban dé Iwa chon, va sau do kéo dén
van ban "danh dau"
— C6 thé tang hoac gidm cac lwa chon bang cach gitr nit chudt
— Néu st dung ban phim, dinh vi tri con trd, gitr phim Shift va nhan
phim mdai tén

*Déc
*Déc
*Déc
*Déc

non tw toan b6, kich dup vao tw.
hon toan bd cau, nhan Ctrl va nhap vao trong cau
hon toan bd doan van, nhap ba lan vao trong doan

hon tat ca van ban:

— Trén tab Home, trong nhom Editing, nhan Select, nhan Select All,
— hodc nhan Ctrl+A

© IIG Vietnam.

12



Microsoft®

WO rd 20 10 Core Skills

Lwa chon van ban khéng lién tiép

P& chon nhiéu phan cda van ban, chon doan
dau tién cua van ban va sau dé nhan phim
Ctrl dé chon tirng phan cua van ban

Chon khoi van ban bang cach s dung
phim Alt

—Vi tri con trd & dau khoi van ban dé chon, nhé:m
phim Alt khi kéo sang phai dudi cung cua khoi

13
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Swr dung thanh lwa chon (Selection Bar)

» Trong khu vwc "lé trai* (left margin) cGia man hinh 7

« D& chon dong van ban, bam vao & phia bén trai cia dong
van ban

« D& chon toan bd doan van ban, bam vao & phia bén trai cta
doan van ban

« D& chon toan b tai liéu, nhap ba lan trong thanh Iwa chon,
hoac nhan phim Ctrl va nhan mét Ian trong thanh Iwa chon

« D& chon nhiéu dong, kéo chuét dé chon van ban.
* St dung phim Ctrl dé chon van ban khong lién tiép

© lIG Vietnam. 14
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Sw dung Undo

« Dé kich hoat Undo:

— Trong Quick Access Toolbar,
nhan Undo, hoac

— Nhan vao nut cta chinh né dé hoan tac
hanh déng hoac 1&nh cudi cling

— Nhan vao mi tén dé hoan tac Ién dén
100 hanh déng hoac Iénh dwoc thwc
hién lién tiép

— Nhan Ctrl + Z dé hoan tac hanh déng
cudi cung dwoc thwe hién

Core Skills

9l-o s
Clear
Typing “a*
Clear

Typing “into existing tours that have been popular a...

AutoCorrect

Typing "have done some reserach ”
AutoComect

Typing

Typing

AutoCorrect

Typing “has allegedly occured.”
AutoCormrect

Typing “activty *

AutoCorrect

Typing “this is not a new travel concept, there seems...

AutoCorrect

Typing "area of paranormal actisvity. while =
Typing “of the latest interests is inthe *
AutoCorrect

Typing "one ”

Cancel

© IIG Vietnam.
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Microsoft®

Word 2010 Core Skills
St dung Repeat

P& 1ap lai hanh déng vira dwoc thuc hién:
—Trong Quick Access Toolbar, nhan Repeat, hoac

—Nhan Ctrl+Y

16
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Sw dung Cut, Copy va Paste

Cut G& bd twr vi tri gbc trong tai liéu hién tai, va dat vao trong
Clipboard.

Copy Sao chép twr vij tri gbc trong tai liéu hién tai, va dat vao trong
Clipboard.

Paste Chen muc ttr Clipboard vao tai liéu tai vi tri con tré hién hanh.

Clipboard |Lwu trir tam thdi cAc muc cat hodc sao chép

© lIG Vietnam. 17



iy Microsote Microsoft®

50 Office WO rd 20 10 Core Skills

Sw dung Cut, Copy va Paste

« Dé cat hodc chuyén muc, sau khi chon né:
— Trén tab Home, trong nhém Clipboard, nhan Cut, hodc
— Nhan Ctrl+X, hoac
— Nhén chuét phai vao muc va sau d6 nhan Cut
« D& sao chép mdt muc, sau khi chon né:
— Trén tab Home, trong nhém Clipboard, nhdn Copy, hoac
— Nhan Ctrl+C, hoac
— Nhén chuét phai vao muc va sau d6 nhan Copy
« Dé dan muc, dat diém chén noi mubn dan muc:
— Trén tab Home, trong nhém Clipboard, nhan Paste, hodc
— Nhan Ctrl+V, hoac
— Nhén chuét phai vao muc va sau d6 nhan Paste, hoac
— Nhé&n muc trong Office Clipboard, ho&c
— Nhén vao mii tén cho mét muc trong Office Clipboard, va sau d6 nhan vao Paste

© lIG Vietnam. 18
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50 Office WO rd 20 10 Core Skills

Sw dung Cut, Copy va Paste

i‘-;tcw-|

Paste Options:

aﬁf % (Al

Set Default Paste...

* Nut Paste Options xuat hién véi muc dan
« Nhéan vao dé hién thi cAch muc dwoc dan co thé xuat hién & day
« S6 lwong va loai cac tiy chon khac nhau dwa trén muc

Keep Source Formatting

(K)

Gitr dinh dang cho cac muc nhw trong tai liéu gbc.

Merge Formatting (M)

Két hop cac dinh dang tir tai liéu gbc véi dinh dang trong tai liéu nay.

Use Destination Styles

(S)

S&r dung phong cach hién hiru cua tai liéu nay vao muc dwgc dan.

Keep Text Only (T)

G& bd bat ky dinh dang hién c6 v&i muc gbc va chi gitr van ban.

Set Default Paste

Thiét 1ap tat ca cac muc dwoc dan thudc loai nay dé xuét hién.

© IIG Vietnam.
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Word 2010 Core Skills
Sw dung Office Clipboard

- Trén tab Home, trong nhom Clipboard, nhan  |ssia=cipsesa v x
. . @Pam_u] [k clear a1l |
Office Clipboard Task Pane el
oL, : < % | I
Paste All Dan tat ca cac muc trong Clipboard
trong cung moét thir tw nhw trong &) Popular Tours 2011 2010
Clear All X06a tat ca cac muc t Clipboard. I 5 Pyt et
Options Chon tuy chon cho Clipboard.
Show Office Clipboard Automatically M
Show Office Clipboard When Ctrl+C Pressed Twice

Collect Without Showing Office Clipboard
¥ Show Office Clipboard Icon on Taskbar

v Show Status Near Taskbar When Copying

© lIG Vietnam. 20
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Di

(Drag-and-Drop)

chuyén van ban bang kéo-va-tha

» Ké0 van ban d& di chuy&n van ban lya chon %

» TOt nhat dwoc s dung dé di chuyén van ban trong
khoang cach ngan

K
C
C

hdng st dung Clipboard, dé lai ndi dung cta
Ipboard nguyén ven

non van ban, kéo van ban va tha né dén vi tri moi

— Con tré "ma" (ghost) xuat hién khi hwéng dan

© lIG Vietnam. 21
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Swr dung Paste Special

» Sao chép tw mot

chwong trinh khac vao e S
tai lieu va cac lien kétde | =
cap nhat ca hai ban sao | == Z=E | e

* Trén tab Home, trong
nhém Clipboard, nhap =
vao mi tén dé dan va
sau d6 nhan Paste | —
Special

© IIG Vietnam. -
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Tim va thay the cac muc

* St dung dé di chuyén diém chén dén vi tri quy dinh
« C6 thé tim thay tv, cum ttr, ky hiéu hodc ma, hodc bat ky suw két
hop cu thé
— Sau d6 c6 thé chon dé thay thé muc, hoac tiép tuc lam viéc
vOi tai liéu
« Pé kich hoat tinh nang tim kiém:
— Trén tab Home, trong nhom Editing, nhan Find, hodc
— Nhan Ctrl+F, hoac
— Nhan tab Find trong hép thoai Find and Replace, hoac
— Nhan Select Browse Object va sau d6 nhan Find

© lIG Vietnam. 23



Tim va th

This document does

To create navigation
tabs, create headings
in your document by
applying Heading

Styles.

not contain headings.

Navigation v X
Search Document 2o
S

iy Microsote Microsoft®

=Word 2010

Core Skills

ay thé cac muc

Hién thi phac thao hodc cau
tric phan cap cho céc tiéu
dé st dung tai liéu nay.

]

Browse the headings
In your document

(==}
oo

|

Browse the results
from your current
search

Hién thi mdi trang cla tai
liéu dé hién thj cac tiéu chi
tim kiém.

ek

Browse the pages in
your document

Hién thi mdi Ian xuat hién
cac tai liéu noi ma tiéu chi
tim kiém da dwoc tim thay.

© IIG Vietnam.

24



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tim va thay the cac muc

» C6 thé hwdng dan Word dé tim van ban:
— So trung cac ky tw chinh xac nhw da nhap
— Tim toan bd hodc mét phan cua tw
— Céc loai cu thé cua dinh dang
» Thay thé riéng I&, hodc thay thé tat ca trong tai liéu
- Dé thay thé muc:
— Trén tab Home, trong nhém Editing, nhan Replace, hoac
— Nhan Ctrl+H, hoac
— Néu hop thoai Find and Replace dwoc m@, nhan tab Replace
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Word 2010 Core kil

Tim va thay the cac muc

Find and Replace L) Find what |Nhap tiéu chi tim
| org | redce | goro | kiém dé tim.
Find what: []
| Replace Nhap nhirng gi sé
Reslsce v B with thay thé céc tiéu
chi tim kiém.
Sovrg) Lpone More Hién thi thém
search; A1 [v] Y
I Match case 7] Match prex nhiéu lwa chon cho
[] Find whole words only [ Mageh suffix N L X
7] use widcards tiéu chi tim kiém.
[7] Sounds ke (Engiish) [ 1gnare punctuation characters
T I Reading | Lam ndi bat tat ca
. Highlight | cac muc dwoc tim
e g [Crmn thay trong tai liéu.
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