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EER\\/ord 2010

Core Skills

Muc tieu

e lam viéc v&i dinh dang tai liéu

- thay d6i kho gidy (paper size)

e thay d6i dinh hwdng
(orientation)

« thay d6i I& (margin)

- chén ngat trang (page break)

« chén so trang (page number)

» chén phan dau (headers)
hoac cudi trang (footers)

» tly chinh phan dau hoéc
cudl trang

* lam viéc voi cac trang le /
trang chan

« &4p dung cac nén hay chu dé
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Word 2010 Core skills
Thay doéi kho glay (Paper Slzaj

e
«Khd glay mac dinh dwoc xac dinh T mwee
theo thiét 1ap ctia may tinh m:“:‘
-Dé thay doi kho giay: sl
—Trén tab nge Layout, nhom Page mm
Setup, nhap vao Size, hoac 5183 Gao 50
—nhap ddp vao bat civ noi nao trong khu e
vire ti hon cua thanh thwéc do (ruler), Enwelope C5 162 x29 )
va sau do nhap vao tab Paper Envelope C4 229324 )
L) a5 L
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Core Skills

EES\Word 2010
Thay do6i khé giay (Paper Size)

Page Setup |7
_Margns || Paper || Layout
Paper site
Letter (8.5 x ll'j.l 3

wWicth: 8.5

Qther pages:

PRI ot tray (Automabcaby Saiect) O

|Automatically Select
|Brpm
|Tray 1
|Tray 2
Tray 3
Tray 4

Tray &

i
Ll

Set Az Default

Paper Chon khé gidy chuan.

size

Paper Lwa chon khay chira giéy.

source

Preview |Hién thi cach tai lieu sé duwoc
xem xét khi thay déi dwoc
chap nhan.

Print Thiét 1ap cac tly chon cho

Options |cach may in x& ly in an tai liéu.

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Thay déi dinh hwéng (orientation)

«Dé cap dén bd cuc van ban in;
— Portrait dé cap dén dinh hwéng thang ding
— Landscape dé cap dén dinh hwdng ngang
«Dé thay dbi dinh hwéng tai liéu:

—Trén tab Page Layout, nhom Page Setup, bam
Orientation;

— nhap dup vao vung tdi cda thanh thwdc do, nhap vao
tab Margins va chon dinh huwéng

© IIG Vietnam.



BB \Word 2010 Core skils
Thay do6i Ié (margin)

x . A W ]Ii_l’“f::
*bé thay doi Ié: 'm&h;_wﬁh B
—Trén tab Page Layout, trong nhom Page . & Bl
Setup, chon Margins, hoéac ¥ ER
—Diém & lé dé diéu chinh trén thanh thwec [ ] B wes
do va kéo dé do lworng doi voi 1é, hoac BT e,
— Nhap dbi vao vang toi cla thwdc ngang - <
hoac doc cho Ié | ...-.;m_ g
*Bam phim Alt dé do lwong chinh  — awmeen
xac trén thanh thuwéc do Tt

© IIG Vietnam. -



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Thay déi le (margin)

 Khoang khéng gian gitra canh van ban giay va khu vuc in

« Diéu chinh cac thiét |ap 1é cho toan bo tai liéu hodc cac bd
phan khac

 Margin ranh gi¢i gitba mau sang va toi vao thuwédce

Left Margin Marker

Right Margin Marker
ml S é ------ R R SR R Eo e . el [ B DG ! &
[
4
i
i
Top |
Margln % hiking']'uurs
Marker Hane o mver thaught about cycling around a city or country? W have @ number of tours available
1 wihere you can ride & bike and s=e the sights at a more leisurely pace - stay fit and
; reduce carbon emissions! rd?ﬂ-
": some of these toursinchude:

© IIG Vietnam.




PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Chén ngat trang (page break)

« Word tw déng ngat trang tai liéu v&i cac ngat trang mém
P& ngat trang tai vi tri cu thé, chén ngat trang thd cong
« P& nhap mét ngat trang thd cong hodc cing:
— Trén tab Insert, trong nhém Pages, bam Page Break, hoac
— nhan Ctrl + Enter, hoac
— trén tab Page Layout, nhém Page Setup, nhan Breaks va nhap vao Page
- D& loai bd ma gat trang néu con trd &:
— Tai dau trang tiép theo, nhan phim Backspace
— Vao cudi doan c6 ma ngat trang, nhan phim Delete

© IIG Vietnam. 8



P Vlicrosoft®
EEA\\/ord 2010

Lam viéc vé&i ngat doan (Section Break)

o] N R [y e

 Thay dbi dinh dang phan cach trang Page Breaks
trong tal |IeU p—,J Markthepointatwmm one page ends

J1 and the next page begins.

- Dé chen ngat doan, trén tab Page B
Layout, nhom Page Setup, nhan _j; bbbt l-bo-
B reaks : ; Text Wrapping

= Separate text around objects an web
Next Page Bat dau phan mai & trang tiép theo. -

pages, such as caption text from body text,

HNext Page
Insert a section break and start the new
section on the next page.

Continuous | Bat dau phan méi trén cung trang.

Conti
Even Page Bt dau phan mgi trén trang chan Id"f:hhm'; B
gan nhat. o
Insert a section break and start the new

saction on the next even-numbered page.

Odd Page Bit dau phan méi trén trang lé
A ~ Odd Page
gan nhat. Insert a section break and start the new

section on the next odd-numbered page.

© IIG Vietnam. 9



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Lam viéc v&i cot (Column)

« Thiét 1ap ba c6t theo “kiéu cot bao” (newspaper style) noi van ban tly
dwdi cung cua mdt cot di chuyén [én trén cung cbt ké tiép

 Ché dé Draft hién thj chiéu réng cét thich hop nhwng khdng phai canh
nhau (side by side)

« D& xem céc cdt canh nhau, st dung ché dd xem Print Layout

* C6 thé &p dung céc cdt van ban trwdc khi hodc sau khi nhap van ban

« D& ngat cot thi cdng va bat budc van ban tiép tuc trong cot tiép theo:

— Trén tab Page Layout , trong nhom Page Setup, chon Breaks va sau dé chon
Column, hoac

— Nhéan Ctrl+Shift+Enter noi viéc ngat cét dwoc thwe hién

« D& chén ngat trang, di chuyén dén noi can ngat trang, va sau do:
— Trén tab Insert, trong nhém Pages, bAm Page Break, hoac
— Nhén Ctrl + Enter

© lIG Vietnam. 10



g Micrsofr
‘ . Office \

Microsoft®

Word 2010

Core Skills

Lam viéc v&i cot (Column)

P& cai dat thiét 1ap ma&i cac cot, chén ngat doan Continuous

- P& thay dbi phan chi bo tri cot, chén phan ngat

- P& tao ra cac cot, trén tab Page Layout, trong nhom Page
Setup, nhap vao Columns

— DAi voi nhiéu lwa chon hon, nhap vao More Columns

Cokemns |8
Press=is
m m] [m] [m] [m]
one Twa Three Left Right
Mumber of columns: (1 5 || e betreen
VWacth and spacing Frevies
Col = Wdth: Spacing:
Lt | s
= —
[]
1| Ecpeal oobamn wadth
Aoply o | This s=cton E Etare new column
ok || concel

[ : '1'—_'.,' Breaks ~

3 | {13 Line Mumbers
Columns;

+ | b Hyphenation

Gl we

BE  More Column..

© IIG Vietnam.
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Microsoft®

WO rd 20 10 Core Skills

Lam viéc v&i cot (Column)

Presets Chon kiéu bd tri, nhw kiéu cot bao, trai hoac phai cho cac
trang web hoac tha céng véi banner trén moét bén.

Number of Thiét lap sb lwong cac cot.

columns

Width and Thay ddi chiéu rdng va khodng céach gitra cot nay va cot
spacing tiép theo.

Apply to Chon van ban dé ap dung cau trac cét.

Line between Tw déng chén dwdng thang ding gitra mbi cot.

Start new Chi c6 san khi ap dung t diém nay dén phan tiép theo.
column

© IIG Vietnam. 12



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Lam viéc v&i cot (Column)

« Dé thay ddi so lwong cac cét, chon van ban va st dung
Columns dé thiét 1ap s6 moi
« D& diéu chinh chiéu rdng ho&c khoang cach gitra méi cot:
— St dung hop thoai Columns, hoac
— kéo d’énh dau thich hop vao thanh thwéc do (ruler) cho mdi bén cua
cot dé diéu chinh
« M&i cbt cO cac diém danh dau thut & riéng co6 thé dwoc
diéu chinh
« D& chén hodc tat cac dwdng thang dirng gitka moi cot, trong
hép thoai More Columns , bam vao Line between

© lIG Vietnam. 13



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Kiém soét luong van ban (Text Flow)

« P& dat dau gach ndi, trén tab Page Layout, s "
trong nhdm Page Setup, nhap vao Hyphenation i

i~ Hyphenation Options... |

e Chon nhiéu lwa chon hon bang cach st dung tinh nang
Hyphenation Options:

rH]I'li‘lEnﬂ‘hﬂ'l M-‘

" Jlauterateally hyphenate documant

¥ Hyphenate wards in CAPS

Hyphenation zone: lo.25° Y
LLimit consecutive hyphens o [0 bemit e

© IIG Vietnam. -



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

St dung cac phan dau (headers)
va cuoi trang (footers)

 Headers

— Van ban hoac d6 hoa xuat hién & dau trang
* Footers
— Van ban hoac dé hoa xuat hién & cudi trang
« CO thé 1a gidong nhau trén mai trang, hodc khac nhau trén trang
danh sb6 chan va lé
« CO thé c6 header va footer khac nhau trén trang dau tién
« Headers in trong khu vuec 1é trén

« Footers in trong khu vuc & dudi

© lIG Vietnam. 15




P \licrosoft®
WO rd 2010 Core Skills

Chén so trang (page number)

- S6 trang chén vao trong phan dau hoac cudi trang 7]
« Trén tab Insert, trong nhdm Header & Footer, chon ~ fumeers s fae

Page Number
Top of Page

~ g 4

Text Quick Words

Page

1

| Top of Page

|5] Bottom of Page
Page Margins
Current Position

Chon kiéu cho sb trang & dau trang, hodc =
khu vwc header.

- v ¥ 'r a
|

Format Page Numbers...

Bottom of Page

=]
A

] i i [
Chon kiéu cho sO trang & cudi trang, hoac %% Remove Page Numbers
khu vwc footer.

Page Margins

Chon vi tri I& cho s6 trang.

Current Position

Chon kiéu cho s6 trang & vj tri hién tai hodc dinh vi.

Format Page
Numbers

Chon kiéu s6 khac nhau, bao gébm sb chuwong, hodc c6 sb trang
bat dau s6 khac nhau.

Remove Page
Numbers

G& bd s6 trang khai tai liéu.

© IIG Vietnam.
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PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Chen ngay (Date) hoac thoi gian (Time)

- Pé chén ngay hoac gid vao vi tri trong tai liéu, trén tab
Insert, trong nhom Text, nhap Date & Time
» SO dinh dang ngay thang hoac thdi gian dwa trén cac
tieu chuan
— C6 thé nhan vao Set As Default cho dinh dang dac biét
— Ciling c6 thé thiét l1ap ngay hoac th&i gian dé ludn ludn 1a

ngay va thdi gian hién tai bang cach st dung Update
automatically (cap nhat tw dong)

© lIG Vietnam. 17
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Tao header va footer

e St dung tab Insert trong nhom Header & Footer
=Ha B EEE 44 _M.m Bl ) B B A4 &5 2= |

}Im \Foolen  Pape Tlﬂ‘qul.l.llI.D Fooler | Page Test  CQuick WoudArl Drop
T Mumberr | Box Putsr Cap v " Ctiect - Mumber | Berv Patsv v Cap~ 'ddObed -
[Buiti-In e Buiktn
Bank Elark
s
[
Elarik (Thaee Coluinnsh Blank (Three Columns)
i
Thype iomil Frar mil [ ]
I - Ve L

PPy sl L
sl An
[Ty the document title] | [Foar] i
9 Blore Hesders gy Bbore ter: from Odfice.
3 Edit Hes e = Eo Footer
E  Remove Heads A Remove Faoter
a elent 4 '

© IIG Vietnam. 18
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WO rd 2010 Core Skills

Tao header va footer

W dw-0 = Staff Retreat Presentation Motes.docx - Microsoft Word

n Home Insert Page Layout Referemces Mailings Review View Design
R b R =l [E0 Ed :. 5T Previous Different First Page £ Header from Top: (0.5 =
= = n | :_-F LEHI HD | = E ! i . - =

2l Miext Different Odd & Even Pages i Footer from Bottom: 0.5 =
Header Footer Page Date Quick Pidure Clip Goto Goto |_——1 _ Close Header
¥ =  Number~ &Time Parts~ Art Header Footer !_"-rl.'."-il' Eh'lk_tf T_“E ¥ Show Document Text ] Insert Alignment Tab and Footer
Header B Footer Insert Mawigation Options Pasition Close |

« Duwdng nét diet véi dinh danh xuat hién
« Word xac dinh cac phan khac nhau trong header hoac footer

* Link to Previous - st dung cting mét header hoac footer t&r phan
trwdc, hoac co header va footer khac nhau trong muc hién tai

« Thong thwérng chiva khdng nhiéu hon hai hodc ba dong van ban

« D& chinh stra header hoac footer, nhan dup vao ving header hoac
footer

© IIG Vietnam. 19
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EEA\\/ord 2010

Xen ke Header va Footer

L e AL L L e e e s AP P A S
[Type text] [Type text] [Type text]
_..--ﬂ--...:-,ZT};::I{E____________-...-.___.._..__________---_..__..__...-.._________ .________-,.,.--;S.P.r-.......l,.

* Thiét 1ap céc trang 1& va chan, trang dau tién khac nhau,
hoac ca hai

St dung Link to Previous dé quyét dinh header va footer
khac nhau

© lIG Vietnam. 20



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Lam viéc vé&i nén tai liéu
(Document Backgrounds)

» Tang cwdng tai liéu trwe tuyén, tai liéu e-mail hodc céac
trang Web

« C4c mau sac (color), hoa van (pattern), hinh anh
(picture), dd doc (gradient), két cau (texture), hodc cac
hinh mo (watermark) lam tai liéu thu vi hon

- Pé thém nén cho tai liéu, trén tab Page Layout, nhém
Page Background, chon nén dé ap dung

© lIG Vietnam. 21



P Microsoft®
WO rd 2010 Core Skills

Thém Watermark

« CO thé la van ban, dd hoa, hinh dang, GRR D

hoac hinh anh phia sau van ban e LT TEE
« Xuat hién nhat mau hon so véi hinh anh

thong thuwong
* Puwoc sir dung cho cac tai liéu in trong khi

cac nén cho tai liéu tryc tuyén oNGRTAT CONTORNT GGWGTCoR
e Chon watermark tr danh sach b6 swu tap

(gallery), tuy chinh, hoac g& bo né

— Ciing c6 thé lwu céac thiét ké watermark

vao b6 swu tap .
4D More Watermarks from Cffice.com

ﬂ Custom Watermark....
_‘:‘i-i. Bemove Watermark

© IIG Vietnam.



Word 2010 Core Skill
Sw dung Page Colors

» H3y than trong vi mau sac c6 thé lam  [@&| [ == .
" A " A > N " A Page | Page P -
giam thong diép cua tai lieu ;'mm BB
EEEAEREN

« Xem trwdc dang song (Live preview) ¢
san dé xem hiéu (rng ctia mau sac nay |I||||||||

- Str dung More Colors dé tinh chinh &= “asnua
mau sac cho nén =——
Eill Effects...

© IIG Vietnam. 23



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Sw dung Page Colors

Color mogel: | RGE E|
New Red: 128 |
Green; 1128 |1
Biue: 1128 :..."‘..:
Current {‘j )

© IIG Vietnam. -



Sw dung Page Colors

Lin Microsoft

10 Office

Microsoft®

Word 2010

Fill Effects

— I

e

) Vertical

) Diagonal up
2 Diagonal doven
(¥ Erom cormer
) From center

F 0%
Ll |1 B

Variants

-
-

[ Rotate fil effect with shape

Samphe:

Core Skills

~

Fill Effects

Gradent | Texture | | Pattern | Picture |

Texture:

Rotate fil effect with shape

© IIG Vietnam.
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Ly J:| Microsoft

10 Office

Sw dung Page Colors

Microsoft®

Word 2010

Fill Effects

L7 e

| Rotate fil effect with shape

Core Skills

Fill Effects

| radent | Texure | patem | Fetre

Picture:

Lodk pecture aszpect ratio

| Rotate fill effect with shape

Select Picture, .,

© IIG Vietnam.
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PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Ap dung dwérng vien trang

(Page Borders)

2 £ , o )
*Dé nhan manh cac muc | s o)
7 . ~ o~ Eetfq: sn:h | Preview
e Xuat hién trén méi trang, |[H« [——— e
trir khi chen ngat phan || el i i
~ - . SO | [—
* Nén dwoc tang cwong Bl = .
- A - R I _SQ e =]
cho tieu diem ] o | &
o j )
Horizontal Line. .. o< J[ conce |

© lIG Vietnam. 27
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Ap dung dwérng vien trang

Setting Danh sach céc loai hién c6 cua cac thiét lap dwong vién.

Style Kiéu dwdng cho dwéng vién.

Color Mau sac cda duwdng vién

Width Chiéu rdng ctia dwdng vién.

Art St dung hinh nghé thuat thay cho dwdng ké.

Preview Hién thi xem trwdc cla tat ca cac thiét 1ap lwa chon, va cac nat
dé bat hodc tat cac canh cu thé ctia dwdng vién.

Apply to Phan cua tai liéu sé co 4p dung dwdng vién.

Options Thiét lap céc tay chon khéc.

Horizontal Line

Danh sach cac dwdng ngang dé chén kiéu dwdng khac nhau.

© IIG Vietnam.
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PPPTRTR \MiCrosoft®
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Str dung chu dé (Themes)

» CAc tap hop cula thiét ké tai liéu tich hop

« Cung cap cai nhin bang cach st dung mau sac, phong
chi¥ va dé hoa.

« TOt nhat cho trang Web, tai liéu HTML, tai liéu e-mail
hodc cAc tai liéu trwc tuyén

* CO thé &p dung chi dé méi, thay dbi hoac loai bd
cha dé

— Ciing c6 thé tay chinh cha dé hién cé hoac tao chu dé riéng

© IIG Vietnam. "
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Core Skills

Ap dung chua dé (Themes)

 Phi hop v&i chi dé théng diép cua
van ban

* Live preview giup quyét dinh néu
chu dé thich hop

«Pé &p dung chi dé, trén tab Page
Layout, nhOm Themes, nhap vao
Themes

uuuuuuuuuuuuuuu

EEEEEEEEEEEEEEEEEEEEEEE

© IIG Vietnam.
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10 Office

Tuy bién cha de (
(aFonts~| | =

ECnrors 'I
Built-In

il

([ B ] B

] |
W ]
B ENEET.
[ Inimimisl ] ]
L] ]
N fEmEET
B OEEEE
[ P ]|
B EDEmE®
]
W]l ]
N EEEEEE
N R
C ]
H ERIEEE
B R mEE
i EREEEE
B EREEOT
|
L] ]
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Office
Grayscale
Adjacency
Angles
ApeEx
Apothecary
Aipect
Austin
Black Tie
Civic
Clarity
Composite
Concourse
Couture
Elemental
Equity
Essential
Exécutive
Flow
Foundry
Grid

Create New Theme Colors...

B

Microsoft®

Word 2010

]

B e L T o F -

b

Aa

Cambria

Otfice
Calibri

Aa

Aa

Office 2
Calibri
Cambria

Oﬂl_l:l: Classic
Anal

Times Mew Romen

Otfice Classic 2
Arial

Anal
Adjacency

Cambria
Calibri

Angles
Franklin Gothic M...
Frankdin Gothic Book

Apex
Lucida Sans
Eook Antiqua -

Lreate Mew Theme Fonts...

gLy WAiCiikglivil e LU i
[O]etrects~| ’ . - bEF

Themes)

Core Skills

Built-In =
Office Adjacency Apex
Apothecary Aspect Austin Black Tie
LllE]E s
Civit Clarity Composite Concourse
6 & N6,
Coutur Elemental Equity Essential
Executive Flow Foundry Grid -

© IIG Vietnam.
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