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Ord 2010 Core Skills

Muc tieu
e kiém tra chinh ta « thém y kién dé xem xét
e kiém tra ngl» phap e Xem trwdc cac tai liéu
* kiém tra cac 16i van ban e in tai liéu

theo nglr canh
 str dung AutoCorrect
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Kiém chipng tai liéu caa ban

« Ludn ludn kiém chirng cho sai sot chinh ta hay ng
phap, 16i theo nglr canh, hodc van ban lap di lap lai
— Text T khong c6 trong tt dién cho Word.
— move the | &i nglr phap hodc cau tric cau.
— whattowhere V&N ban theo nglr cadnh co thé c6 16i.
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Kiém tra chinh ta va ngir phap

e Chinh ta
— Kiém tra chinh ta khdng chinh xac, cac t bi trung 13p, va viét hoa
khong chinh xac
* Ngir phap
— S dung ngdn ng® tw nhién dé phat hién cac 16i nglr phap va céch
viét yéu kém
e Lam viéc trong nén dé kiém tra 16i khi ban g6
« P& kich hoat tinh nang chinh ta va ngtr phap:
— Trén tab Review, nhém Proofing, nhan Spelling & Grammar, hoac
— Nhan F7
« L&i hién thj trong hop thoai chinh t& va nglr phap v&i cling mot
mau sac nhw trong tai liéu
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Kiém tra chinh ta va ngir phap

[ Spelling and Grammar: Englizh (U.5.) M‘

Mot in Dictionary;

Another KNew Tour - ‘ Ignore Once:

:

V] Check grammar

[ optons... | |
Not in Hién thi t sai chinh ta, 16i nglr phap hodc theo
Dictionary nglr canh.

Suggestions | Hién thi danh séach goi y cho tir sai chinh ta
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WO rd 20 10 Core Skills

Kiém tra chinh ta va nglr phap

Ignore Once B& qua diéu xay ra nay, nhwng tiép tuc tim sw cd khac.
Ignore All B& qua tat ca cac lan xuat hién clta cac tr vé&i chinh ta nay.
Add to Dictionary | Thém tr vao tir dién tly chinh.

Change Thay déi xay ra vai tlr chon trong hdp gop v (Suggestions box).
Change All Thay dbi tAdt cd cac t bang tw chon trong hdp gop Y
(Suggestions box). i

AutoCorrect Thém muc vao danh sach AutoCorrect dé hiéu chinh tw dong.

Check grammar Chon dé kiém tra ngl» phap vao th&i diém gidbng nhw chinh ta.

Options Chon tuy chon céch chinh ta va ngir phap nén lam viéc.

Undo Undo 16i chinh ta hay ngir phap thay déi gan day

Undo Edit Undo 16i chinh t& hay ngtr phap thay ddi gan day

Resume Tiép tuc sau khi thwc hién thay dbi trwc tiép trong Not in
Dictionary-bex
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50 Office WO rd 20 10 Core Skills

Kiém tra chinh ta va ngir phap

Extra Space between Words;

rSp:#ingandGramnmEnglishm._S_.] &“1 [RUIe] bOX Hlén thl Iy dO ta| Sao Vén bén

| have asked Abby in that office to arrange for a - Ignore Cnce | . N .
testtour by one of their Travel Directers. E IU’O’n Song mau Xan h Ia. Ca.y

dwoc danh dau voi dwong

_| [nessemee ||| Suggestions | Cung cép danh sach goi y vé

P, viéc lam thé nao dé stra 16i.
e ' R
lgnore Once | B6 qua lan xuat hién nay va
- hién thi cac suv cd khac voi 16i
[ Check grammer twong tw.
| options... | | undo |

Ignore Rule | B qua quy tac cho toan b

tai liéu.

Next Sentence

Di chuyén dén cau tiép theo c6 chira 16i.

Change Thay déi ghi nhan 18i v&i tiy chon danh dau trong hdp Suggestions.
Explain Cung céap I&i giai thich cho 16i va lam thé nao dé stra chira no.
Options Cach céac tuy chon 16i chinh ta hay ngir phap lam viéc.
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Kiém tra chinh ta va ngir phap

| Spelling and Grammar: English (U.S.) M“

Possble Word Choice Error;
| |Before taking futher action, | wanted todiscuss ~ +| | jgnoreOnce |
this with you and thenreseach whetherweshould ||| 1
| | lopen an office thein!, or consider working with a
partnerthere. <| | Add to Dictiona
| | Suggestions:

(/] Check grammar
[ Qptons... || wndo | | Coe |

« TUr 6 &m twong tw, nhwng cach viét va y nghia khac nhau
e Xuat hién trong van ban mau xanh trong hop thoai chinh ta va
nglr phap
— cung moét mau sac nhw dwdng lwon séng trong tai liéu
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Sw dung AutoCorrect

« Word tw déng stra 10i chinh ta
thong thwong, dau cham cau va
viet hoa nhw ban go

» Cling c6 thé str dung AutoCorrect
dé mé rong cac tw viét tat hoac tao
ra cac bieu twong cu thé

« D& truy cap tuy chon AutoCorrect,
bam vao tab File, nhan vao
Options, va trong thé loai
Proofing, nhan AutoCorrect
Options

[ utoComect: English (U.S) |9 i
| AuteFormat I Actians
AutoCormect | Math AutcCamect | AutoFormat As You Type
[V Show AutoCorrect Options buttons
O e s

|7 Capitakze first letter of santences

[¥ capitalze first letter of table celis

|¥ Capitakze names of days

[¥) Correct accidental usage of cAPS LOCK key

[V Replace text as you type

Fueplace: With: @ Plain text Formatted text

(e) € 3
{r) |® L
{tm) |

i 8 -

[¥ Automatically Lge suggestions from the speling chedker

[ ox ][ concet |
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Sw dung AutoCorrect

» N&m tly chon dau tién gidp )

tap trung vao viéc nhap
o 5 ~ 5., First Letter | INitial CAps | Other Corrections
van ban, khong phai cach Dt cplilon i
ban nhap no .
> , . abbr, - Delete
* S dung cac ngoai & obs. LA
(Exceptions) ma ot
A R advt.
AutoCorrect khong thay doi ||| & :
~ , z V] Automatically add words to list
dwa trén cac quy tac
OK Cancel
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Swr dung AutoCorrect

Replace Nhap van ban dé thay thé véi muc trong hop With.
With Nhap thay thé cho muyc trong hop Replace.

Add Nhan vao day dé thém muc mdéi vao danh sach.
Delete X0a muc khoi danh sach.

Automatically use
suggestions from the
spelling checker

Word da cung cap cac goi y khi né tim thay chinh t3
"khong chinh xac" dau tién, va sau d6 tim trong danh
sach cac muc thay thé AutoCorrect.

« Khi thwe hién 16i va nhan Spacebar, Word thay thé tw ddng
« Nhap vao AutoCorrect Options bén dw®i muc dé hién thj lwa chon
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Str dung v kien (Comment)

» Chén céc doi twong bong e, —

=% wishing to
encerlen:e the local wey of e inen endronmentslly rlendly way, 'We 5buu1d conskder ooening &
his migien dsed Buildiag celabonships with local vendars offaring & | Bewrs.

Ong a Oon Cvres- erdor o have baen span n;moﬂu s cornel ard mule n the Zakars snd Merocco deserts. et L e ko

Cxnrently there are sk clfiererk camatltrek wours which Include stoos a1 hotel snd rabds InMarrskech "‘"::.‘:;';"““"'“ “““““

and Taroudan.

- Xé.C dinh ngU’(‘)’l thuJC hlén Wl T v o o venibr v Gl "“'“" n Puastr s b et o e sl Latbe e T ]

Aarkrallan nlfies! | haww ankeel dhhy in Ilul n.H'I serunpe for @ st s by one of Pl T:m
Dilrecooes.

N\ n
I I I u a I I e are eaplovivg cther weroers wha clifes tows in India, krasl, Egyee and Jordar.
u

Batore wking turther action, | warsed to discuss this with wou and then ressarch wherer wa thould

o Cé thé dl Chuyén tL‘P m(l_jt B ' m‘_‘:é:‘z?'*'wm:m

thare may b foir thase tvpes of fours.

binh luan dé di dén cai e e

Mich Blasssen - Commment [HKS ) rers shangem mpscberors

tiép theo e
« Hién thj trén man hinh

— Thay ddi in an

— cac tuy chon cho ban sao cirng
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Chuan bi dé in

« Xem trwdc cho bd tri trang tdng thé trong Backstage
* Chon tuy chon in
e Tai liéu xuat hién nhw khi in
«Dé xem trwdc va in an tai liéu:
— Nhap vao tab File va nhan Print, hoac
—nhan Ctrl + P
« S dung thanh trang thai dé phong to hoac thu nhd
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Core Skills

Print Nhan vao day dé in bang cach s dung thiét Iap cac tuy o Print
Chon : Copies |1 I
: . e > . rirt
Copies Xac dinh so lwgng ban in. 'Q
Printer Cho biét may in naodang hoat déng. e
] ; _ﬁri{mWortEmtrz =
Print All Pages Thiét lap cac tuy chon in an. Rl D
Pages #-# Chi nhirng trang nay i AT
### Chicéac trang cu thé LEJ Prink All Pages .
it T trang 1 dén trang cu thé - e
#- Tw trang nay den trang cui 9 ——
S#'S# Tl‘J’ phén dén phén Ej Flip pages on long edge i
Print on Both Sides Thiét 1ap thy chon hai mat BRI 1 .
1,23 123 1,
Collated Thiét 1ap cach in nhiéu ban sao. [2) Porsi vintation .
Portrait Orientation Thay déi dinh hwéng & day. Lester Z

Letter

Thay déi khd gidy.

Normal Margins

Thay déi 18.

1 Page per Sheet

Thiét Iap bao nhiéu trang in ra trén mai to.

Page Setup

Thwe hién thay dbi bé tri trang khac cho tai liéu

E5" x11"

I Nomal Margins
Left: 1 Right: 1"

1 Page Per Shest -

Bags Setup
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