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Nhirng diem m¢&i trong Microsoft
Word 2010

Toi wu Ribbons

Néu ban van dang dung bé Office 2003 va quen thudc véi thanh menu chuén
nam & phia trén ctra sé thi hay chuan bj cho mét sw dbi méi trong bd Office
2010.

V&i thanh menu theo giao dién Ribbon, cac chirc nang sé dwoc chia ra theo
tirng tab riéng biét trén menu ch& khéng hién thj ra toan bé nhw kiéu menu
ca.

Thuc ra bd Office 2007 ciing da dwoc trang bi kiéu menu Ribbon, tuy nhién,
menu ctia Office 2010 dwoc tdi wu dé thuan tién hon cho ngwdi dung. Ngoai
ra, ban ciing cé thé tao thém céac tab méi dé chiva cac chirc nang cda riéng

minh.
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Clipboard Font Paragraph
Menu Ribbon trén Word 2010

C6 thé khi mé&i chuyén qua menu méi, ban sé& gap it nhiéu khé khan vé sw
m&i la, tuy nhién, mot khi da quen thudc, ban s& khd ma chap nhan quay tré
lai s&r dung mau menu ci trén Office 2003.



Hé thong menu mai la
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Truwdc day, Office 2007 da tao ra sy khac biét hoan toan so v¢i Office 2003
ciing nhw cac phién ban Office cii vé mat giao dién, dac biét Ia menu cla
chwong trinh thi gi& day, Office 2010 lai la tao nén 1 cép ddé maoi va la mot sw
thay ddi vé& menu céng cu clia chwong trinh. Khi lira chon trén menu céng cu,
thay vi s& xudng 1 menu nhu trwdc day, toan bo clra sd Office 2010sé thay



ddi mau sc va sé cung cap cho ban cac tuy chon nhw Save, Open, Close,
Preview...

Va trén cung, hé thbng menu méi cung cip cac théng tin chi tiét vé tac gia,
kich thwéc tap tin, va cac thdng tin vé sira dbi file.... Thém vao dé la mét clra
sb cho phép ban xem trwéc tai liéu & dang trang in d& chéc chan rang van
ban da dworc trinh bay theo ding y ban. N6i mét don gidn: Hé théng menu
m&i cla Office 2010 rd rang va chi tiét hon rat nhiéu.

Chirc nang Backstage View

Trong Office 2010, nut bAm nay dwoc thay dbi bédi mét tab méi trén Ribbon,
nam & trong cung bén trai. Khi ban click vao tab nay, mét man hinh méi dwoc
goi la Backstage View sé& duwoc hién Ién. Trén man hinh nay, danh sach bén
trai sé chlra cac tac vy, man hinh bén phai sé la tuy chon cac chirc nang
twong rng voi tac vu do.
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Chirc nang Paste Preview

Microsoft da thu thap phan héi ctia khach hang vé cac phién ban Office truwéc
va phat hién ra rang sé déng ngudi dung thuwéng xuy&n mét nhiéu thoi gian
dé dan mét doan van ban hodc hinh anh vao néi dung soan thao ctia minh.

Nguyén do cla tinh trang nay la vi nguoi dung khéng biét trwdc ndi dung
dwoc dan vao van ban sé tréng nhw thé nao, va ho phai 1am lai nhiéu 1an méi
khién cho chung tréng hop ly va phu hop véi dinh dang cia néi dung soan
thao. Va dé la ly do tinh nang Paste Preview duoc ra doi.
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l Merge Formatting (M) ‘

Set Default Paste...

Paste Preview cho phép ban xem trwdc ndi dung soan thao sé tréng nhw thé
nao néu mot noi dung khac dwegc dan vao trong do, giup ban tiét kiem dwoc
thoi gian. Ngoai ra tinh nang nay con cho phép Iwu gilr dinh dang cua ndi
dung can dan, két hop cac dinh dang hoac loai bé dinh dang cda néi dung
trede khi dan.

Chirc nang Text Effect

Thay vi phai tao mét déi twong WordArt dé chén chi¥ nghé thuat vao trang
van ban, gi& day véi Office 2010 cong viéc dé da don gian hon rat nhiéu va
ngwoi dung cling cé thém nhiéu lwa chon véi viéc trang tri van ban cta minh.
Khac v&i phién ban Office 2007. Tinh nang WordArt chi dwoc tich hop vao
Excel va Powerpoint con véi Word 2007 thi moi sw van y nhw trwdc nhwng toi
Office 2010 thi da khac.

Vi tinh ndng Text Effect ban c6 thé sir dung hoan toan cac hiéu &rng dep mat
cua WordArt trong Excel hay Powerpoint 2007 trong Word 2010. That don



gian ban chi can Iwa chon doan van ban can ap dung hiéu &ng sau dé nhap
chudt vao biéu twong cua Text Effect trén thanh cdng cu tai thé Menu Home,
mot menu db xudng cho phép ban lwa chon cac hiéu &ng can ap dung

Va ban hoan toan c6 thé ap dung cac hiéu trng c6 trong Text Effect véi van
ban cda minh.

Néu nhuw phai lwa chon Edit dé hiéu chinh néi dung cho WordArt thi gi&» day
nguoi dung co thé chinh stra trwe tiép ndi dung van ban co6 hiéu rng cta
WordArt
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Chire ndng Text Effects
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A Clear Text Effects

Nguwdi dung cé thé chén, xéa hay thay dbi Font, kich thwéc Font, mau sac,
danh d4u... véi van ban mang hiéu &ng cia WordArt

Chu y: Chirc nang nay chi str dung cho nhirng file Word dwgc tao ra tr Word
2010 va cé dinh dang *.docx néu ngwdi dung lwu file dwéi dang *.doc thi cac
hiéu (rng nay sé tw déng bi g& bd khdi van ban



Lwu file dwéi dang PDF va XPS dworc tich hop san

Ngoai cac dinh dang dwoc hé tro bdi MS Office cac phién ban trwdc dé nhw
Doc, Docx... thi Office 2010 cling hé tro lwu file dwdi dinh dang PDF va XPS
ma khéng phai cai dat thém Add-in nao nhw Office 2007

Hién thi thong tin chi tiét cua tai liéu

Dé biét thong tin vé file van ban ban dang lam viéc ban chi viéc nhap chuét
vao nat Office Button. Moi théng tin sé dwoc hién thi nhw dung lwong (tinh
dén 1an lwu cubi cung), sbé trang, sé twv, thdi gian chinh stra, thdi gian tao, thoi
gian lwu 1an cudi, nguoi tao. ..
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Kha nang mé rong man hinh

Office 2010 cho phép ngwdi dung mé rong ctra sé soan thdo bang cach an
hodc hién bang Menu Ribbon bang nut 1énh Minimize the Ribbon nam phia
trén goc phai ctra sb lam viéc clia cac (rng dung Office 2010 ho&c nhan t6
hop phim Ctrl + F1
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Khoéng chi biét dén v&i nhivng cdng cu soan thao van ban va tinh toan, Office
2010 con biét dén véi cdng cu chinh stra anh va video manh mé. Cu thé, ban
c6 thé dé dang chinh stra va bién tap ndi dung hinh anh ciing nhw video ngay
trong trong Microsoft PowerPoint. Ban tham chi co thé loai bd nén cda hinh
anh v&i bd Office moi.

N6i cach khac, Office 2010 c6 rat nhiéu tinh ndng ma ban c6 thé lam duoc véi
céac file media. Mac du n6 sé khéng phai la phan mém chinh stra anh chuyén
dung nhu Photoshop, nhwng Office 2010 thwc sw lam cho viéc tao va chinh
stra ndi dung cac hinh &nh dé dang hon.



Chup anh ctra so, irng dung dwa vao van ban

Pay 1a mét diém mai co trong Office 2010, trong Menu Insert ban dé dang
nhan thay nat [énh Screenshot.
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Khi nhap chudt vao nat I&énh nay mét menu hién ra cho phép ban chup anh
mot (rng dung dang chay hay mét ctra sd dang dwoc mé dé chén vao ngay
tai vi tri con tré.
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Khi nhap chudt vao nat 1énh Screenshot mét menu hién ra hién thj cac ctra sé
dang mé va chwong trinh dang chay ngwdi dung chi viéc nhap chudt vao dbi
twong dé cé dwoc birc dnh chén vao van ban. Nguwdi dung ciing c6 thém lva
chon chup tuy chon bang cach Iwa chon Screen Clipping dé chup &nh nhirng
vuing minh muén. Khi chon 1&énh nay man hinh may tinh s& m& di va con tré
chuyé&n thanh d4u cong mau den ngudi ding nhap chudt va khoanh mét ving
can chup vung d6 sé sang |&n va ngay khi tha chudt nguoi dung sé c6 duwoc
mét birc anh chén vao van ban la vang vira chon.



Xt ly anh nhw mot chwong trinh chuyén nghiép

Vé&i Office 2010 ngwdi dung cé thém nhiéu lwa chon thiét 1ap cac ché do va
hiéu (rng cho dbi twong picture dwoc chén vao van ban. Chi can chon débi
twong nay sau d6 vao Menu Picture Tools\Format ngwdi diing cé thé dé dang
nhan that cac lwa chon dé thay dbi hiéu trng cho birc anh nhw: Correction,
Color, Artistic Effect.
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Phat trién chirc nang tim Ki€ém

Néu nhw véi Office 2007 va cac phién ban trwdc dé hdp thoai tim kiém khong
c6 gi khac biét thi véi Office Word 2010 MS da phat trién chirc ndng nay
thanh mét chirc nang kha linh hoat va téc do tim kiém ciing dwoc cai thién
dang ké&. Khi chon Iénh tim kiém hay nhan t6 hop phim Ctrl+F, clra s6 soan
thdo sé thu hep lai vé bén trai nhwdng ché cho hdp thoai tim kiém. Khi nguoi
dung nhap ndi dung tim kiém vao 6 Search Document thi cac ti gibng sé
dwoc danh dau ngay trong van ban déng thdi hop thoai ciing hién ra mét
phan doan van gan véi tir dang tim kiém dé nguoi dung co6 thé dé dang di
chuyén dén vung co6 tir dang tim kiém
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Ban ludn lo I&ng ndi dung tai liéu ctia minh sé bi thay dbi va truy cap trai
phép? Diéu nay sé& dwoc han ché tbi da & trong Office 2010. Phién ban Office
m&i cung cap nhirng tinh ndng cho phép han ché viéc thay ddi ma khéng cé
sy cho phép clia tac gia, ngoai ra con cung cap thém vao mot “ché dod bao vé’
(protection mode) dé tranh viéc ban vé tinh stra ndi dung cla file ngoai y
mudn. Office 2010 cho phép ban chon Iwa ai trong sb nhirng ngwdi nhan
dworc tai liéu cua ban dwgc phép chinh stra, hoac chi dwgc xem ma khéng cé
quyén chinh stra.

)
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Chwong 1: Thao tic can ban trén
Word 2010

Tao mé&i van ban

Twong tw nhw Word 2007, phim tat dé& tao mét tai liéu méi trong Word 2010 la
Ctrl+N. Cach khac: Nhan chuét vao Microsoft Office Button (hoac Tab File),
chon New, nh&n dup chudt vé muc Blank document.

Tao mot tai liéu mai tr mau cé sdn: Nhan Microsoft Office Button (hodc Tab
File), chon New. Nhan nut Create dé tao mot tai liéu méi tv mau da chon.
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Twong tw nhw Word 2007, phim tat mé tai liéu c6 sdn la Ctrl+O. Ban cling c6
thé vao Microsoft Office Button (ho&c Tab File), chon Open.

[l save
Save As

| EF Open |
L Close
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Lwu mot van ban da soan thao
Lwu tai lieu

Phim tat dé lwu tai liéu 1a Ctrl+S (gidbng Word 2007). Cach khac: Nhan
Microsoft Office Button (hoac Tab File), chon Save.

Néu file tai liéu nay trwdc d6 chwa dwoc lwu lan nao, ban sé dwoc yéu cau dat
tén file va chon noi lwu.

Dé Iwu tai liéu véi tén khac (hay dinh dang khac), ban nhan Microsoft Office
Button (hodc Tab File), chon Save As (phim tat F12, twong tw nhw Word
2007).

Mac dinh lwu tai liéu dang Word 2003 tr& ve trwédc

Mac dinh, tai liéu cua Word 2010 dwgc lwu véi dinh dang la *.DOCX, khac voi
* DOC ma ban da quen thudc. Véi dinh dang nay, ban sé khdng thé nao mé
duwoc trén Word 2003 tré vé trwdc néu khong cai thém bd chuyén dbi. bé
twong thich khi mé trén Word 2003 ma khéng cai thém chwong trinh, Word
2007 cho phép ban Iwu lai v&i dinh dang Word 2003 (trong danh sach Save
as type cua hop thoai Save As, ban chon Word 97-2003 Document).

Mudn Word 2010 mac dinh lwu vé&i dinh dang ctia Word 2003, ban nhan
Microsoft Office Button (hodc Tab File), chon Word Options d& mé& hop thoai
Word Options. Trong khung bén trai, chon Save. Tai muc Save files in this
format, ban chon Word 97-2003 Document (*.doc). Nhan OK.
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Word Options

General
Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

H Customize how doc

Save documents

uments are saved.

Save files in this format:

Ward Document (*.doc

Save AutoRecover inforn
Keep the last Auto R

AutoRecover file location:

Default file location:

Offline editing options for dc

Save checked-out files to: (i
{:!' The server drafts loc:
{*) The Office Documen

Server drafts location: E

Preserve fidelity when sharin

Ward Document (. docx)

‘Ward Macro-Enabled Document (*.docmj
Ward 97-2003 Document (*.doc)

Ward Template [*.dotx]

Ward Macro-Enabled Template {*.dotmj
Woaord 97-2003 Template [*.dot)

Single File Web Page {*.mht, *.mhtml]
Web Page (*.htm, *.html]

‘Web Page, Filtered {*.htm, *.html}

Rich Text Format {*.rif}

Plain Text {*.txd]

Ward XML Document {*.xml}

Ward 2003 XML Document {*.xml}
COpenDocument Text [ odt]

Works & -9 Document [*.wps)

Giam thiéu kha nang mat dir liéu khi chwong trinh bi déng

bat nge®

DPé dé phong trwdng hop treo may, cup dién lam méat dir liéu, ban nén bat tinh

nang sao lwu ty ddng theo chu ky. Nhan Microsoft Office Button (hodc Tab

File), Word Options, chon Save
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Word Options

General ’
H Customize how documents are saved.
Display
Proofing Save documents
Save M Save files in this format: |\Ward Document (*,docx) B ;

: : . =
Language f Save AutoRecover information every |10 = mmuE

V] Keep The Tast AUt ReTovered e W T olase without saving

Advanced

AutoRecover file location: j}'C:ZDocuments and Settingsabc\Application Data'Microsoft \Word'

Customize Ribbon

Default file location: lE:‘Documents and Settings\abc\My Documents

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins

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

Trust Center

Thao tac véi chu6t va ban phim

Thao tac véi chuot:

M6t trong nhirng céng cu dinh dang hiru ich nhat trong Word 1a Format
Painter (nGt hinh cay co trén thanh céng cu Standard). Ban c6 thé dung né dé
sao chép dang tir mét doan van ban nay dén mét hoac nhiéu doan khac va dé
thwe hién chirc ndng nay, dung chuét |1 tién loi nhét.

DAu tién danh khéi van ban c6 dang can chép, bAm mét Ian vao nat Format
Painter (néu muén dan dang vao mét doan van ban khac) hodc bam kép nat
(néu muébn dan dang vao nhiéu doan van ban khac). Tiép theo, dé dan dang
vao nhirng doan van ban nao thi chi can danh khdi ching la xong (nhan thém
phim Esc dé tat chirc nang nay di néu trwdc dé ban bAm kép nat Format
Painter).

Trong moét table, néu ban mudn chép thém hay di chuyén mét hay nhiéu dong
ho&c cot thi c6 thé dung cach kéo va tha bang chudt nhw sau: chon dong
ho&c cot can chép hodc di chuyén, kéo khdi da chon (néu sao chép thi truéc
doé nhan gilr phim Ctrl) dat tai vi tri ma ban muén.
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Théng thuwdng ban dung cay thwdc dé dinh vi cac dong van ban, dat khoang
céach & trang hay dat cac tab dirng. Nhwng né con mét cdng dung khac khéng
kém phan tha vi va tién loi, d6 la xem chinh xac (thé hién trec quan bang sb)
khodng céch cla van ban so véi &, canh trang ho&c gitba mbi tab. Dé biét
khodng cach mdi phan nhw thé nao, ban bam va git» chudt tai mét vj tri nao
do trén thanh thwéc ngang, ddng théi bAm gil tiép nat chudt phai 1a sé thay
ngay khodng cach gitra méi phan la bao nhiéu.

Ciling twong tw nhw table hay béat cir dbi twong nao khac trong tai liéu, ban cé
thé dung cach kéo va tha trong viéc sao chép hoac di chuyén van ban. O day
khong can phai noi gi thém vé phwong phap nay (vi chac hau hét ching ta
déu da biét cach lam nay), nhwng chi lwu y mét diéu 1a dé co6 thé dung dwoc
cach nay thi tuy chon Drag-and-drop text editing (menu Tools-Options-thé
Edit) phai dwoc danh dau.

Khi can phéng to hodc thu nhé tai liéu, théng thwéng ban sé chon tir nat
Zoom trén thanh Standard, nhwng nhu thé ciing hoi bat tién vi phai qua hai
ba thao tac. Néu chuét cha ban cé 3 nut thi cé thé nhanh chong phéng to hay
thu nhé tai liéu ttr nat chudt gidka, bang cach nhan gitr phim Ctrl trong khi day
nat chudt 1én (phdng to) hodc xubng (thu nhd).

Khi can chinh stra chi tiét cac dau tab dirng trong doan van ban, ban sé phai
nhd dén hdp thoai Tabs, hay khi thay ddi cac thiét 1ap trang gidy thi ban lai
phai dung dén hop thoai Page Setup. Thay vi m& cac hdp thoai d6 ttr menu
Format-Tabs hay menu File-Page Setup, ban c6 thé nhanh chéng mé chiing
bang cach bam kép bét ky chd nao trong thanh thwéc ngang (trong khoadng
cach nhap van ban, & duéi cac hang sé dé mé hop thoai Tabs hoac trén hang
s6 d& mé hodp Page Setup).

Trwéc khi cung cdp mét dang ndo do6 cho toan bd van ban, diéu dau tién ma
ban sé& lam |1a danh khdi toan bo chang va ban cé thé dung nhirng cach nhw
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bam menu Edit-Select All hodc nhan Ctrl+A. Nhwng ban hay thir cAch nay
xem, chi can dwa chudt vé 1& trai van ban (mdii tén tré chudt sé nghiéng vé
phai) va bAm nhanh 3 I1an ciing c6 thé chon toan b tai liéu dwoc day.

Thao tac vé&i ban phim

Céc phim thudng dung trong Winword gdm céc phim:

Phim 1: Di chuyén con tré I1&én mét dong.
Phim |: Di chuyén con tré xudng mét dong.
Phim —:  Di chuyén con tré sang phai mét ky tw.

Phim «:  Di chuyén con tré sang trai mét ky tuw.

Phim Delete: Xoa ky tuw tai vi tri con tré (bén phai con tro).
Phim Backspace: Xoa ky tw lién trai vj tri con trd.

Phim Insert: DPé chuyén ddi gitra ché dd chén (Insert) va thay thé
(Overwrite) ky tuw.

Phim Home: Chuyén vij tri con trd vé dau dong van ban chira con tr.
Phim End: Chuyén vi tri con trd vé cudi dong van ban chira con trd.
Phim Page Up:  Chuyén vj tri con trd I&n trén mét trang man hinh.

Phim Page Down: Chuyén vi tri con tré xuéng dwéi mdt trang man hinh.
Mubn vé dau van ban: 4n ddng thdi Ctrl+Home.

Mubdn vé cudi van ban: 4n dong thoi Ctrl+End.
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TT | Phim tit

1

10

Ctrl+1

Ctrl+2

Ctrl+5

Ctrl+0 (zero)

Ctrl+L

Ctrl+R

Ctrl+E

Ctrl+J

Ctrl+N

Ctrl+O

Gian dong don (1)

Gian dong doi (2)

Gian dong 1,5

Tao thém do gian dong don trudc doan

Can dong trai

Can dong phai

Can dong gitra

Can dong chit dan déu 2 bén, thang 1&

Tao file moi

Mo file da co
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11

12

13

14

15

16

17

18

19

20

21

22

Ctrl+S

Ctrl+P

F12

F7

Ctrl+X

Ctrl+C

Ctrl+V

Ctrl+z

Ctrl+Y

Ctrl+Shift+S

Ctrl+Shift+F

Ctrl+Shift+P

Luu nd1 dung file

In 4n file

Luu tai li€u vé1 tén khac

Kiém tra 16i chinh ta tiéng Anh

Cit doan noi dung di chon (boi den)

Sao chép doan ndi dung da chon

Dan tai liéu

Bo6 qua 1énh vira lam

Khoi phuc Iénh vira bo (nguoc lai véi

Ctrl+2)

Tao Style (heading) -> Dung muc luc tu
dong

Thay d6i phong chix

Thay d6i c& chir
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23

24

25

26

27

28

29

30

31

32

33

Ctrl+D

Ctrl+B

Ctri+I

Ctrl+U

Ctrl+M

Ctrl+Shift+M

Ctrl+T

Ctrl+Shift+T

Ctrl+A

Ctrl+F

Ctrl+G  (hodc
F5)

M¢ hop thoai dinh dang font chit

Bat/tat chit ddm

Bat/tat chit nghiéng

Bat/tit chir gach chan don

LUi doan van ban vao 1 tab (mdc dinh

1,27cm)

Lui doan van ban ra 18 1 tab

Lui nhitng dong khéng phai 1a dong dau caa

doan van ban vao 1 tab

Lui nhitng dong khéng phai 1a dong dau cua

doan vin ban ra 18 1 tab

Lua chon (bo6i den) toan bg ndi dung file

Tim kiém ky tu

Nhay dén trang so

21



34

35

36

37

38

39

40

41

42

43

44

45

Ctrl+H

Ctrl+K

Ctrl+]

Ctrl+[

Ctrl+W

Ctrl+Q

Ctrl+Shift+>

Ctrl+Shift+<

Ctrl+F2

Alt+Shift+S

Ctrl+enter

Ctrl+Home

Tim kiém va thay thé ky tu

Tao lién két (link)

Tang 1 cd chir

Giam 1 ¢ chir

Dong file

Lui doan vén ban ra sat 1& (khi dung tab)

Tang 2 cd chir

Giam 2 co chur

Xem hinh anh ni dung file trude khi in

Bat/Tat phan chia cira s0 Window

Ngét trang

Vé dau file
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46

47

48

49

50

o1

52

53

54

55

56

S7

Ctrl+End

Alt+Tab

Start+D

Start+E

Ctrl+Alt+O

Ctrl+Alt+N

Ctrl+Alt+P

Ctrl+Alt+L

Ctrl+Alt+F

Ctrl+Alt+D

Ctrl+Alt+M

F4

Ve cudi file

Chuyén doi ctra s6 lam viéc

Chuyén ra man hinh Desktop

Mo cira s6Internet Explore, My computer

Cira s6 MS word ¢ dang Outline

Cira s6 MS word ¢ dang Normal

Cira s6 MS word ¢ dang Print Layout

Panh sb va ky tu tu dong

banh ghi cha (Footnotes) ¢ chan trang

Danh ghi cht ¢ ngay dudi dong con tro & do

Péanh chi thich (nén 1a mau vang) khi di

chuyén chuot dén mai xuat hi¢n chu thich

Lap lai 1énh vira [am
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58

59

60

61

62

63

64

65

66

67

68

69

Ctrl+Alt+1

Ctrl+Alt+2

Ctrl+Alt+3

Alt+F8

Ctrl+Shift++

Ctrl++

Ctrl+Space
(dau cach)

Esc

Ctrl+Shift+A

Alt+F10

Alt+F5

Alt+Print

Tao heading 1

Tao heading 2

Tao heading 3

Mo hop thoai Macro

Bat/Tat dénh chi s6 trén (x2)

Bat/Tat danh chi s6 dudi (02)

Tréd vé dinh dang font chit mac dinh

Bo6 qua cac hdp thoai

Chuyén d6i chit thuong thanh chit hoa (voi

chir tiéng Viét ¢ dau thi khong nén chuyén)

Phong to man hinh (Zoom)

Thu nho man hinh

Chup hinh hdp thoai hién thi trén man hinh
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70

Screen

Print Screen

Chup toan bé man hinh dang hién thi

Chon khéi va thao tac trén khoi

Chon khoi

Céach 1: nhap mouse t diém dau dén diém cudi ctia van ban can chon

Céach 2: Nhdp mouse dé dat con trd text & diém dau, gitv Shift va nhap
mouse & diém cudi clia doan van ban can chon

Céach 3: Dung phim Home, End va phim mi t&n trén ban phim dé di chuyén

con trd text dén diém dau

Gitr phim Shift va gd cac phim mii tén thich hop dé di chuyén con tré text dén
diém cudi ctia doan van ban can chon

Lénh | Biéutweng | Phim twong dwong | Y nghia
cut M Ctrl + X Chuuyén doan vin ban di chon
T vao bo nhé Clipboard
Chép doan van ban da chon vao bo
Copy Ctrl+C )
nhé Clipboard
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Paste

Ctrl +V

Dan doan vidn ban cd trong
Clipboard vao vi tri con tré text
e Danh diu chon doan van ban

[

Vao menu Edit chon Copy hoac Cut

e Darcontrd & vi tri két qua chon Paste

e Chon doan vin ban can x6a. Nhan phim Delete trén ban phim

b3

dn

Chwong 2: Thwc hién dinh dang van

Pinh dang van ban

dén khi xuat hién thanh cdng cu Mini.

Times Me = 12

A A EEE
B I USEW-A-J

1. Chon doan text
thanh cong cu Minr:

=

n
Ml

1. Chon doan text ma ban muén in dam, dwa con tré chudt vao ving chon cho
In d3am

11 in dam, dwa con tro chudt vao ving chon cho dén khi xuat hién
2. Nhan nat Bold (B).

Ban ciing c6 thé str dung phim tat Ctrl+B.

Lwu y, nhan Bold (ho&c Ctrl+B) 1an nira néu ban mudn bd in dam.
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Thwc hién twong tw nhw in d@m, nhwng thay vi nhan nit Bold thi ban nhan nit
ltalic (phim tat Ctrl+I).

Nhan Ctrl+U dé gach duéi doan text dang chon. Nhan Ctrl+U 1an nira dé bd
gach duoi.

Ngoai ra con cé nhiéu kiéu gach dwai khac:

- Chon doan text ban mudn gach duéi.

- Tai thé Home, nhém Font, ban nhan nat mii tén & géc dwdi bén phai.

Home Insert Page Layout References

o
—

= “ Calibri 11 v A A7 | Aav | &
Paste f B 7 U ~abe x, X* B+ A~
Clipboard & Font O

- Trong hép Underline style, ban chon Word only. Nhan OK.

Thyc hién bwéc 1, 2 twong tw trén.

Trong hdp Underline style, ban chon biéu twong dong déi. Nhidn OK.

Thyc hién bwéc 1, 2 tvong tw trén.
- Trong hdp Underline style, ban chon kiéu minh thich.

- Bé d6i mau cta dwdng gach dwéi, nhan chudt vao hop Underline color va
chon mau minh thich. Nhan OK.
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1. Chon doan text ban mudn ddi mau, di chuyén con trd chudt vao ving chon

dé xuét hién thanh céng cu Mini.

2. Nhan nat Font Color va chon mau minh thich.

1. Chon doan text, di chuyén con tré chudt vao dé xuét hién thanh céng cu
Mini.

2. Bé tang kich c& chi¥, ban nhan nat Grow Font (phim tat Ctrl+Shift+>). Dé
gidm kich ¢& chir, nhan nut Shrink Font (phim tat Ctrl+Shift+<).

DPanh d4u doan text dé 1am no6 tréng ndi bat hon. Cach thuc hién:

1. Tai thé Home, nhém Font, ban nhan vao mi tén bén canh nit Text
Highlight Color .

2. Chon mét mau dung dé té sang ma ban thich (thwéng 1a mau vang).

3. Dung chudt té chon doan text muén danh d4u.

4. Mudn ngirng ché dd danh diu, ban nhan chudt vao miii tén canh nit Text

Highlight Color, chon Stop Highlighting, hodc nhan ESC.

1. Chon doan text mudn g& bé ché dd danh d4u.

2. Trong thé Home, nhém Font, ban nhan chuét vao mii tén canh nut Text
Highlight Color.

3. Chon No Color.

1. Chi s trén (Superscript); 2. Chi s6 dudi (Subscript).

28



A2+ B2:C29 Superscript

HZSO4 eSubscript

Chon doan text can dinh dang. Trong thé Home, nhém Font, ban nhan nut
Superscript (phim tat Ctrl+Shift+=) d& dinh dang chi sé trén, hodc nhan nut
Subscript (phim tat Ctrl+=) dé& dinh dang chi sé dudi.

29



CANH CHINH VAN BAN
Canh trai, phai, gitra, hodc canh déu hai bén
1. Chon doan van ban ban mudn canh chinh.

2. Trong thé Home, nhom Paragraph, nhan nut Align Left d& canh 1& trai, nhan
Align Right d& canh phai, nhan nut Center dé canh gitra (gitra 2 1& trai va
phai), hay nhan nut Justify d& canh déu hai bén.

1. Chuyén ché dd xem van ban la Print Layout hodc Web Layout (Trong thé
View, nhdm Document Views, chon nat Print Layout hoac Web Layout).

2. Nhan chudt vao dong méi va thwe hién nhu sau:

e Chén doan text canh trai: Di chuyén con tré chudt chi | sang trai cho
dén vi tri can gb text, nhan dup chudt va gd vao doan text.

e Chén doan text canh gitra: Di chuyé&n con tré chuét chi¥ | vao khoang
gitra dong cho dén vij tri can gd text. Nhan dup chuét va gb vao doan
text.

e Chén doan text canh phai: Di chuyé&n con tré chuét chi¥ | sang phai cho
dén vi tri can gb text, nhan dup chudt va gd vao doan text.

1. Trong thé Page Layout, nhém Page Setup, nhan chuét vao nat mi tén &
goc dwdi bén phai.

2. Trong hop thoai Page Setup, nhan vao thé Layout. Tai muc Vertical
alignment, ban chon mét loai canh chinh minh thich (Top, Center, Justified,
Bottom).
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Page Setup

Margins | Paper | Layouk

Seckion

Section stark:

|New page w

Headers and footers
[] pifferent odd and even
[] cifFerent First page

Header:
From edge:

Foater:

Page

Wertical alignment;

Presview

Apply ko |Wh-:-|e document W [Line mumbers., ., ] [ Borders,,, ]
[ Ok l [ Cancel ]

3. Tai muc Apply to, ban chon pham vi ap dung la Whole document (toan van

ban), This section (viing hién tai), hay This point forward (ké tir day tré vé

sau). Nhan OK.

1. Chon doan van ban ban mudn canh gitra so v&i 1& trén va 1& dwdi.

2. Trong thé Page Layout, nhém Page Setup, nhan chudt vao nat mii tén &

goc dwdi bén phai.

3. Trong hdp thoai Page Setup, nhin vao thé Layout. Tai muc Vertical

alignment, ban chon Center.

4. Tai muc Apply to, chon Selected text. Nhan OK.
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1. Nhan chuét vao doan ma ban muédn thut 1& dong dau tién.

2. Trong thé Page Layout, nhan vao nat mii tén goc dwdi bén phai ctia nhém
Paragraph.

3. O hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special,
ban chon First line. Tai muc By, chon khodng cach thut vao. Nhan OK.

1. Chon doan van ban muén diéu chinh.

2. Tai thé Page Layout, nhdm Paragraph, nhan chudt vao mdii tén l&n, xudng
bén canh muc Left dé tang, giam khoang céch thut |& trai, hay tai muc Right
dé diédu chinh thut 1& phai.

1. Chon doan van ban ma ban muébn diéu chinh.

2. Trén thanh thwéc ngang, hay nhan chuét vao dau Hanging Indent va ré dén
vi tri ban muén bat dau thut dong.

Néu ban khéng thay thanh thuwéc ngang dau cd, hdy nhan nut View Ruler &
phia trén cta thanh cudén doc dé hién thj no.

Thay vi thut dong vao trong, ban c6 thé diéu chinh thut ra ngoai so véi |é tréi
bang céch:

1. Chon doan van ban ma ban mudn mé réng sang trai.

2. Tai thé Page Layout, nhém Paragraph, nhan nat mii tén hwéng xudng
trong muc Left cho dén khi doan van ban nam & vi tri ban vira y.
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THAY POI KHOANG CACH TRONG VAN BAN

Khoang cach mac dinh gitra cac dong cho bt ky tai liéu tréng nao 1a 1.15.
Ban c6 thé tao khodng cach déi (2) néu mudn bang céach sau:

1. Trong thé Home, nhém Styles, nhan chuét phai vao nat Normal, chon
Modify.

AaBbCcDe | AaBbCcDe AaBbCi AaBbCc
T Morm Update Mormal to Match Salaction
%4 Modify...

Fename...
Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

2. Bén dwdi nhém Formatting, nhan nat Double Space. Nhan OK.

1. Chon doan van ban mubn thay dbi.
2. Trong thé Home, nhém Paragraph, nhan nit Line Spacing.
3. Chon khoang cach ban muén, chang han 2.0

Ghi ch(: Néu mudn dat nhiéu khoang cach gitra cac dong nhwng khoang
cach nay khéng c6 trong menu xuét hién khi nhan nat Line Spacing, ban hay
chon Line Spacing Options, va nhap vao khoang cach ma ban thich.

Céc kiéu khoang cach dong ma Word hb tro:

- Single (dong don). Tuy chon nay hé tro font I&n nhat trong dong dé, thém
vao modt lwong khodng tréng nhd bd sung. Lwong khodng tréng bé sung tly
thudc vao font chir ma ban dang st dung.

- 1.5 lines: Géap 1,5 lan khoang cach dong don.
- Double: Gép 2 1an khoang cach dong don.
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- At least: Lwa chon nay xac 1ap khoang cach dong téi thiéu can thiét dé phu
hop véi font hodc d6 hoa I&n nhét trén dong.

- Exactly: C6 dinh khoang cach dong va Word sé khéng diéu chinh néu sau do
ban tang hoac giam c& chir.

- Multiple: Xac lap khoang cach dong tang hodc giam theo ti 1€ % so v&i dong
don ma ban chi dinh. Vi dy, nhap vao 1.2 cé nghia la khoang cach dong sé
tang I1én 20% so v&i dong don.

1. Chon doan van ban ban mudn thay déi khoang cach trwéc hodc sau no.

2. Trong thé Page Layout, nhém Paragraph, ban nhan chuét vao mii tén canh
muc Before (trwéc) hoac After (sau) dé thay déi bang gia tri ban muén.

1. Chon doan van ban ma ban muédn thay déi.

2. Trong thé Home, nhan chudt vao nat mii tén & géc dwéi phai cta nhom
Font d& mé& hop thoai Font.

3. Nhan chon thé Character Spacing & hop thoai nay. Trong muc Spacing,
nh&n Expanded dé mé& rong hay Condensed dé thu hep khodng cach va chi
dinh sé khoang cach trong muc By.

Font @El

Font fdvanced

Character Spacing

Scales 100%: w

Spacing: | Condensed ~ | Byv: (0,54t E
Position:  [Mormal % By: E
[ kerning for fonts: % | Points and above

1. Chon doan van ban ban mudn cang ra hoac thu lai.
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2. Trong thé Home, nhan chudt vao nut mii tén & goc dwdi phai cia nhém
Font & m& hop thoai Font.

3. Nhan chon thé Character Spacing & hdp thoai nay. Tai muc Scale, nhap
vao ti 1& % ma ban mudn. Néu ti 1& nay I&n hon 100% thi doan van ban sé
dwoc kéo ra, nguoc lai, nd sé dwoc thu lai.

Theo ddi sw thay dbi trong khi chinh sira
1. M& tai liéu ma ban mudn theo déi.
2. Trong thé Review, nhém Tracking, nhan nat Track Changes.

3. Thay dbi tai liéu theo y ban (chén, xéa, di chuyén hay dinh dang van ban...).
Lap tlrc & bén hdng trang tai liéu sé xuét hién nhivng bong béng hién thj sy
thay ddi nay.

Trong thé Review, nhém Tracking, nhan vao nat Track Changes mét 1an niva
dé tat ché d6 theo ddi trong khi chinh stra.

- Ban c06 thé d6i mau va nhirng dinh dang ma Word dung dé& danh diu sw ddi
trong tai liéu bang cach nhan vao mii t&n bén canh nat Track Changes, va
nh&n chon muc Change Tracking Options.

Review View
-'; ‘_'_I Final: Show Markup -
—:A)’ = show Markup +
.;hTa"r?;ES - E Reviewing Pane =

|5 Track Changes

Change Tracking Cptions... ] E.' '

Change User Mame...
- Néu ban mubn xem tat ca nhirng thay ddi ngay trong tai liéu thay vi hién thi

nhirng bong béng bén hong tai liéu, & nhom Tracking, nhan vao nat Ballons,
sau do chon Show all revisions inline.
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- P& 1am ndi bat vung hién thi nhirng bong béng (bén 1é tai liéu), hdy nhan nat
Show Markup va chon Markup Area Highlight.

Dinh dang cét, tab, Numbering

Céach thr nhét: gé van ban trudc, chia cot sau:

- Budc 1: ban nhap van ban mét cach binh thwdng, hét doan nao thi nhan
Enter dé& xuéng hang. Sau khi da gé hét noi dung van ban, ban hay nhan Enter
dé con tré xudng hang tao mét khoang trang.

- Budc 2: td khdi ndi dung can chon (khéng td khdi dong trdng & trén), tai thé
Page Layput, nhom Page Setup ban chon cac mau cot do Word méac nhién an
dinh.

Insert FPage Layout References

Sl Crientation ~ P,::: Breaks =

13 Size = ¥3 Line Numbers =
;

ZE Columns - b~ Hyphenation =

One

|m
=

Two

Three

Left

Right

kare Calumns..,

Nhan vao More Columns hién thi hop thoai;
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Columns @E|
Presets
one Two Three Left Right
Mumber of calumns: |1 e
Width and spacing Presigi
Col #:  wWidth: Spacing:
1 | |63 &
apply to: | This section W
[ 0l l [ Cancel
Presets : cAc mAau chia cot
One — Two — Three : C4c cdt c6 do rong bang nhau
Left — Right : Cac cbt c6 dé réng khac nhau
Number of Columns : S6 cot (néu mubdn sb codt chiv >3)
Line Between : Duwdng ké gilra cac cot
Width and Spacing : Diéu chinh d6 rong va khoang cach
Equal column width : Cac cdt c6 do rong cot bang nhau néu nhép chon

vao 6 vubéng phia trwéc

Céch th hai: chia c6t trwdc, gb van ban sau (dung trong tredng hop toan bd
van ban dwoc chia theo dang cét bao).

- Tai thé Page Layput, nhom Page Setup ban chon cac mau cdt do Word mac
nhién &n dinh - Nhap van ban vao.

- Tai thé Page Layput, nhom Page Setup ban chonBreaks, Column Break: dé
ngat cot khi ban mudn sang cac cot con lai.
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P,Ij: Breaks - A watermark = Indent

Page Breaks

Page
Mark the point at which one page ends
and the next page begins,

-

f) )|

Column

Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Section Breaks

Mext Page

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

-

il

Continuous

Insert a section break and start the new
section on the same page.

”

Even Page

Insert a section break and start the new
section on the next even-numbered page.

,
M ‘

li

Odd Page
Insert a section break and start the new
section on the next add-numbered page.

14l

Dé cho viéc cai dat tab dwoc thuan tién, ban nén cho hién thj thwéc ngang
trén dinh tai liéu bang cach nhan nat View Ruler & dau trén thanh cudn doc.

o B 2R
> @
33 Find ~
2,c Replace

kg Select ~
Editing

[&

Ban c6 thé nhanh chéng chon tab bang cach Ian lwot nhan vao 6 tab selector
—la 6 giao nhau gilra thwéc doc va thwéc ngang (& goc trén bén trai trang tai
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liéu) cho dén khi chon dwoc kiéu tab mong muédn, sau d6 nhan chudt vao
thanh thwéc ngang noi ban mudn dat tab.

Tuy tieng trwdng hop cu thé ma ban cé thé sir dung mét trong céac loai tab
sau:

e Tab trai: =] Dt vi tri bat dAu cla doan text ma t do s& chay sang phai
khi ban nhap liéu.

e Tab gifa: L] Dat vi tri chinh gitra doan text. Doan text s& nam gidra vi
tri dat tab khi ban nhap liéu.

o Tab phai: 2/ N& m & bén phai cudi doan text. Khi ban nhap liéu, doan
text s& di chuyé&n sang trai ké tir vj tri dat tab.

e Tab thap phan: |l Khi dat tab nay, nhitng dau chidm phan cach phan
thap phan s& ndm trén cung mét vij tri.

e Bar Tab: [t/ Loai tab nay khéng dinh vij tri cho text. N6 sé chéen mot
thanh thang ding tai vi tri dat tab.

Tabs @E|

Tab stop position: Default kab stops:
219" 0.5" -
219"

Tab stops ko be cleared:

Aligniment
(%) Left ) Center ) Right:
() Decimal ) Bar
Leader
(& 1 None Oz Oz
O4___
[ Set ] [ Clear ] [ Clear all ]

[ oK l[ Cancel ]
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e Default tab stops: Khoang cach dirng cua default tab, théng thwdng la
0.5

e Tab stop position: gd toa dd diém dirng Tab

e Alignment chon mot loai tab la Left — Center — Right — Decimal — Bar
(loai tab chi cé tac dung tao mot duo'ng ké doc & mét toa dé da dinh)

Leader chon céach thé hién tab
e 1 None Tab tao ra khodng trang
e 2-3-4 Tab tao ra la cac ddu chdm, d4u gach hoéc gach lién nét
Cac nut lénh:
e Set: D&t diédm dirng tab, toa d6 da gé dwoc dwa vao danh sach
e Clear : x6a toa dd da chon
e Clear all : x6a tat ca toa dd diém dwng tab da dat

Néu ban muén dat diém dirng tab tai vi tri pht hop ma khéng thé xac dinh
chinh xac khi nhan chuét 1&n thanh thuwéc ngang, hoac ban muén chén ky tw
dac biét trudc tab, ban cé thé dung hdp thoai Tabs bang cach nhan dup chudt
vao bat ky diém dirng tab nao trén thanh thuéec.

Sau khi cai dat diém dwrng tab xong, ban c6 thé nhan phim Tab dé& nhay dén
tirng diém dirng trong tai liéu.

c. Numbering

S6 thr tw tw ddng cho phép ban dinh dang va td chirc van ban véi cac sé, cac
bullet (d4u cham tron).
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=-[E]E == 4 q

i

AaBbCeDi
Mumbering Library

Mane 2 2

3 3

| A =)
Il B. I
. . i

Document Number Formats

1 1.
) 2
3

Define Mew Mumber Format...

|

Céac danh sach Bullet c6 cac diu chin tron, danh sach cac Number co céc sb va danh
sach cac Ountline 1a su phdi hop giira cac s6 va cac chit cai phu thudc vao su td chirc

cua danh sach.
Dé thém mot thir tu tu dong vao vin ban co san:
« Lya chon vin ban ban mudn dé tao mét thu tu tu dong

» Trong nhom Paragraph trén tab Home, kich vao nat danh sach Bulleted hoac

Numbered
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11
4
e
|
4
o
|
4
A
"
v
(]

>
<~
=

(1]
il
il
|
4
/—v
vy
4
4

DPé tao mot thir tw tw dong méi:
e Dat con tré vao noi ban mudn chén thi tw ty ddng trong tai liéu
e Chon nut danh sach Bulleted hoac Numbered

e RO nhap ndi dung binh thwdng

Sé thr tw tw ddng 16ng 1a danh sach cé mét vai cip do. Dé tao mot thl tw tw
dong 16ng:

e Tao th tw tw ddng cta ban theo sw hwéng dan phia trén

e Chon nut Increase Indent hay Decrease Indent

11
4
wna
11
4

Scr|EE|ZL T

>
11}
]
/—v
A
]
4

-
ol
o
o

Hinh anh chdm tron va sé c6 thé dwoc thay dbi bang cach sir dung hop thoai
Bullets or Numbering.

e Lwa chon toan bo thi tw tw dong dé thay déi tAt cd cac dau cham tron
hay sé, hodc dat con tré 1én méot dong trong danh sach thir tw tw déng
dé thay d6i mot Bullet

e Chon phai chuét
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e Chon vao miii tén bén canh danh sach Bulleter hay Numbered va chon
mét Bullet hay Numbering khac.

=] iz . 4=, | s=5= | A
=T 3= i =E T LaBhCchi | |
Bullet Library

*
Mane ® () [ | - A X4

Document Bullets

Define Mew Bullet...

Drop Cap

Microsoft Word c6 tinh ndng tao chi® nhan manh goi |a Drop Cap. D6 14 chi
cai dau cau dwoc phong to va tha xubng. Kiéu trinh bay van ban nay cé tinh
my thuat cao.

Nhap chuét [&n tab Insert trén thanh Ribbon va chon Iénh Drop Cap trong
nhom Text. Khi ban nhan I&n ndt 1énh Drop Cap, mét menu xb xuéng xuét
hién. Ban nhan 1&én dong Dropped 1ap tirc mau tw dau tién cta dong dau tién
trén van ban sé dwoc nhan manh.
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A = CQuick Parts * [ Signature Line -
.dﬂ WordArt = E;. Date & Time
Text rE—
A= g Object -

Box~ |== Drop Cap =

Maone . —

I

Dropped

=

In margin

o I

It

rop Cap Options...

C6 2 ché do:
1. Dropped cap.
2. In-margin dropped cap.

Dé c6 thé tly bién chir cai nhAn manh nay, ban nhan chudt [&n 1&nh Drop Cap
Options... trén menu cta Drop Cap. Trén hdp thoai Drop Cap, ban c6 thé
chon vij tri ctia chir nhan manh, font chi¥, sé dong tha xuéng va khodng cach
tlr ch®* nhan manh t&i cum text. Nhan OK dé hoan tat.

Pasitian
w .
MNone Dropped In margin
Options
Fonk:

Times Mew Roman b |
Lines ko drop: 3 E
Distance from texk:

[ (0] 4 l [ Cancel ]

Sau nay, néu khéng muén nhan manh kiéu Drop Cap ni¥a, ban chi viéc vao lai
man hinh Drop Cap va chon Iénh None la xong.
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Watermark (nén bao vé van ban)

M6t hinh mé 1a mét anh trong sudt ma xuét hién ngay sau van ban trong tai
liéu. D& chén mét hinh mo:

e Chon tab Page Layout trén vung Ribbon
e Chon nut Watermark trong nhém Page Background

e Kich chon Watermark ban mudn hodc Chon Custom Watermark va tao
moét hinh mo riéng.

e D& bd mét hinh m, thuc hién cac bwéc nhw trén nhwng chon Remove
Watermark.
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E‘ﬂ Watermark*l Indent Spacing

Confidential

COMFIDEMTIAL 1 COMFIDENTIAL 2 DO NOT COPY 1

Do MOT COPY 2
More Watermarks from Office.com
Custom Watermark...

A

ﬁ}-q Bemave Watermark
] -

.4

Tao tiéu de trén va dwéi (Header and Footer) cho van ban

Tai thé Insert, nhém Header & Footer, ban nhan chuét vao nit Header hay

Footer.
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=| Header - J Quick Parts = |32 Signature Line = JT Equation =

=| Footer - Wordart - _EE. Date & Time £2 symbal v
Built-In -
Blank aols

[Ty et ]
Blank (Three Columns)

[y x| [Typs nat] [T L]
Alphabet

[Type Lzst] Page 1
Annual

1
-
Mare Footers from Cffice.com 4

p 5 Edit Footer

= Eemove Foaoter

M6t menu x6 xubng véi cac Header, Footer mau cho ban chon. K& dén ban
nhap ndi dung cho Header hay Footer d6. Nhap xong nhan dup chudt vao
vung ndi dung cua trang, 1ap tirc Header/ Footer sé dwoc ap dung cho toan
b6 trang cula tai liéu.

Tai thé Insert, nhém Header & Footer, ban nhan chuét vao nit Header hay
Footer. Sau do chon lai mot Header / Footer mai dé thay cho Header / Footer
hién tai.
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Tai thé Page Layout, ban nhin chuét vao nat géc dwdi phai ctia nhém Page
Setup d& mé& hop thoai Page Setup. K& dén mé thé Layout ra. Danh dau kiém
muc Different first page bén dwéi muc Headers and footers. Nhan OK.

Page Setup

Margins Paper Layaout
Seckion

Section stark: Mew page b

Headers and Fookers
[] cifferent odd and even

0.5
Fram edage:

4r|[4h

Fooker:  |0,5"
Page

Wertical alignment: [ Top W

Presview

&pply ko: | Whole docurment » [Line Mumbers. .. ] [ Borders.., ]

Set As Defaulk [ I l[ Cancel ]

Vay |a Header / Footer da dwoc loai bé khéi trang d4u tién cua tai liéu.

Trong Word 2003, ban ciing c6 thé loai bé Header / Footer cho trang dau tién
bang cach vao menu File — Page Setup > chon thé Layout > danh d4u check
Different first page > OK.
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Tai thé Page Layout, ban nhan chuét vao nut géc dwéi phai ctia nhém Page
Setup d& mé& hép thoai Page Setup. K& dén mé thé Layout ra. Danh dau kiém
muc Different odd and even bén dwéi muc Headers and footers. Nhan OK.

Bay gi® ban c6 thé chén Header / Footer cho céac trang chdn trén mét trang
chén bat ky, chén Header / Footer cho céac trang & trén mot trang 1& béat ky.

Trong Word 2003, ban ciing c6 thé thuc hién twong tw bang cach vao menu
File — Page Setup > chon thé Layout > danh dau check Different odd and
even > OK.

Page Setup @ E|

Margins | Paper Layouk
Section
Section stark: Mew page W
Headers and footers
[*]:Different odd and even:
[] cifFerent First page
Header: |0.5" =
From edge:
Footer: |0,5" E
Page
Wertical alignment: [ Top w
Preview
&pply ko: | Whole docurment » [ Line Murnbers, .. ] [ Borders.., ]
Set As Defaulk [ O l [ Cancel ]
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Tai thé Insert, nhém Header & Footer, ban nhan chuét vao nat Header hay
Footer. K& dén chon Edit Header / Edit Footer trong menu xé xuéng dé chinh
stra ndi dung clia Header / Footer. Trong khi chinh stra ban c6 thé dinh dang
lai font chi¥, kiéu chi», mau s&c... cho tiéu dé& Header / Footer bang cach chon
chi¥ va str dung thanh cdng cu Mini xuét hién bén canh.

Chinh stra xong ban nhan dup chuét ra ngoai viing ndi dung cuda trang tai liéu.

Tai thé Insert, nhém Header & Footer, ban nhan chuét vao nit Header hay
Footer. K& dén chon Remove Header / Remove Footer trong danh sach xé
xudng.

=| Header = A =] Quick Parts = |32 Signature Line -

S| Footer = WardArt = j?) Date & Time
#] Page Mumber ~ ETEf, == bgd Object -
Top of Page - Text
i Bottom of Page - LB S
Page Margins -

Current Position

Format Page Numbers...

Py P DB

Bemove Page Numbers

- Trwée tién, ban can tao cac ngét vung dé phan chia cac ving trong tai liéu.
Nhan chuét vao vi tri mudn dat mét vang mai. Trong thé Page Layout, nhém
Page Setup, nhan nut Breaks va chon mét kiéu ngat ving phi hop trong
Section Breaks, vi du Continuous (ching ta sé tim hiéu kj hon vé ngat trang /
ngat ving & nhirng bai viét sau).
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m Home Insert FPage Layout Referances kdailings Review View

j n' Sl Crientation = P,Z__: Breaks - A watermark *  Indent
(TIT v Ij SiZE -

Page Breaks

L I

Column

Indicate that the text following the column
break will begin in the next calumn.

Themes MMargins __
- * > EE Columns - Page :
Themes Page Setup| * Mark the point at which one page ends Paraar
il Qe St ﬁ and the next page begins. | raradr
[o] & !

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Section Breaks

Hext Page
Insert a section break and start the naw
section an the next page.

-

il

Continuous
Insert a section break and start the new
section on the same page.

e

Even Page
Insert a section break and start the new
section an the next even-numbered page.

Bk

Odd Page
Insert a section break and start the new
*:3:ﬁ section on the next odd-numbered page.

il

- Tai thé Insert, nhém Header & Footer, ban nhan chuét vao nit Header hay
Footer. K& dén chon Edit Header / Edit Footer d& chinh sira ndi dung cho
Header / Footer.

- Trén thé Header & Footer, nhém Navigation, néu thay nit Link to Previous
dang sang thi nhan vao nat nay moét [an nira dé ngéat két néi gitra Header /
Footer trong viing mé&i nay v&i ving trwéc d6. Ban sé thdy muc Same as
Previous & gdc trén bén phai ctia Header / Footer bién mét.

- Sau d6 ban chinh stra Header / Footer cho viing méi nay va yén tam rang
nhirng Header / Footer cla cac vung trwdc dé khong bi thay déi theo.
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Panh so thir tw cho trang van ban

Sé trang nay sé& dwoc dwa vao Header hay Footer tuy y ban. Bé thuc hién,
ban chon thé Insert, tai nhdm Header & Footer, ban nhan nit Page Number.
Trong menu xuét hién, ban tré t&i Top of Page (chén sb trang vao phan
Header) hodc Bottom of Page (chén vao Footer). Word 2010cung cap san kha
nhiéu mau danh sé trang va ban chi viéc chon mét trong cac mau nay |1a xong.

“ Home Insert Page Layout References Mailings Review View

Cover Page = k =T B . Hyperlink =S| Header - 2
] 2 1 =) A
algy I 2 M =-
_] Blank Page - A Bookmark = Footer = Al
= Table Picture Clip  Shapes SmartArt Chart Screenshot | Text —
k= Page Break - Art - - "] Cross-reference | |[#] Page Number =|| pox» 2=
Pages Tables Illustrations Links |“=:| Top of Page -
B "1 Simple 4| [§ Bottom of Page o |
. Plain Number 1 = ,::_1 Page Margins >
) #] Current Position r

1 Farmat Page Mumbers...

Bemove Page Mumbers

1%

- Plain Number 2

Ban c6 thé thay dbi dang sé trang theo y thich ctia minh ma dinh dang chuan
khong c6 san. Dé thwc hién, ban nhan dup vao Header hay Footer, noi ban
da dat sé trang. Tai thé Design, nhém Header & Footer, ban nhan nit Page
Number, chon tiép Format Page Numbers.
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Page Number Format @@

Mumber format:

[ ] Include chapter number

Page numbering
{i} Continue From previous seckion

() Skart at: -

[ Ok l [ Cancel

Number format: Chon dang sé thir tw

Include Chapter Number: Sé trang sé& dwoc kém véi sd chwong
Continue From Previous Section: Sé trang néi tiép vé&i section truéc dé
Start at : S6 trang dwoc bat dau twr s6

Trong hdp thoai Page Number, tai muc Number format, ban hady chon mét
kiéu danh sé minh thich, sau dé nhan OK.

Nhan dup chudt vao Header hay Footer, noi ban da dat sé trang tai doé.

Dung chuét chon sé trang. Tai thanh c6ng cu mini vira xuat hién & bén trén,
ban c6 thé chon lai font chi¥, c& chi¥, dinh dang lai chir d@m, nghiéng, hay
chon mau tay thich. Khi hiéu chinh xong ban nh&n dup chuét vao ving noi
dung chinh cuda tai liéu.

Ban c6 thé bat dau danh sb trang bang mot con sb khac, thay vi 1 nhw méc
dinh. Cach thwc hién: Tai thé Insert, nhém Header & Footer, ban nhan nut
Page Number, chon Format Page Numbers. Trong hép thoai xuat hién, ban
chon Start at va nhap vao con s bat dau khi danh sé trang. Nhan OK.
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Ghi cha: Néu tai liéu ctia ban c6 trang bia va ban mudn trang dau tién sau do
dwoc bat ddu bang 1, tai 6 Start at, ban hay gd vao 0.

Tai thé Insert, nhém Header & Footer, ban nhan nat Page Number, sau dé
chon Remove Page Numbers & cudi menu.

Trong tai liéu, thworng trang dau tién khéng dwoc danh sé vi nd la trang bia.
Ap dung phan ghi cht & thi thuat “Bat dau danh sé trang bang moét sé khac”
bén trén, trang bia van dwoc danh sé 1a 0. Vi vay ban hay thwc hién thém
budc sau dé xda han sbé trang & trang dau tién cla tai liéu.

- Nhan chuét vao bét ky viing nao cla tai liéu

- Tai thé Page Layout, ban nhan chuét vao 6 vudng goc dwdi bén phai cla
nhom Page Setup d& mé hop thoai Page Setup ra.

- Nhan chuét vao thé Layout trong hdp thoai, bén dwéi Headers and footers,
ban danh d4u chon vao hdp kiém Different first page. Nhan OK.

Bay gi® ban hay kiém tra lai xem, cé dlng la trang dau tién khéng co sb trang,

sau d6 trang ké dwoc danh sé 1 khéng nhé.

Pinh dang trang van ban

Lé trang c6 thé dwoc chinh stra qua cac buéc sau:
e Chon tab Page Layout trén nhém Ribbon
e Trén nhom Page Setup, kich chon Margins
e Chon Default Margin, hoac

e Chonvao Custom Margins va hoan thanh hép thoai.
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A

Insert

Page Layout

References

(33 Orientation * ¥= Breaks =

= 13 Size = £3 Line Mumbers =
Themes Margins| __ a
- @* - £E Columns - be Hyphenation =
Themes Last Custom Setting
E _E— - Top: 1" Bottom: 0.57
| # Left: 0.3 Right: 03"
. Mormal
Top: 1 Bottoam: 17
Left: 1" Right: 1"
Marrow
Top: a.5" Bottom: 0.57
- Left: 05" Right: 05"
Moderate
- Top: 1 Bottoam: 17
Left: 0.35" Right: 0.75"
- Wide
- Top: 1" Bottom: 17
Left: 2" Right: 2"
MMirrored
- Top: 1 Bottoam: 17
° Insicle: 1,257 Otsicle: 17
™~
i Office 2003 Default
Top: 1" Bottom: 17
- Left: 1,257 Right: 1.25"
- Custom Margins...
m

Pé thay ddi hwdng, kich thwéc hay cot cia trang:

e Chon tab Page Layout trén nhom Ribbon

e Trong nhom Page Setup, Chon Orientation, Size hay Columns

e Chon kiéu thich hop.
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“ Home Insert Page Layout References
j E- |25 Orientation =|+=) Breaks -

(Al Line Mumbers =
Themes Margins : Portrait

- @* - Hyphenation -

Themes ¥
(L] I | landscape PRI
|| T . T 1

Pé ap dung dwdng vién trang hay mau sac:

Chon tab Page Layout trén nhom Ribbon.

e Trong nhom Page Background, Chon Page Colors va lwa chon mau
mudn &p dung cho trang hodc Page Borders va chon dwdng vién thich

hop cho trang.

m Home Insert Page Layout References Mailings F

A 1 .. f .2y Orientation v ¥= Breaks ~ A] Watermark v
L1d -
J A =t Q) Size v #3) Line Numbers ~ K Page Color ~
Themes Margins __ 5
- == Columns v be- Hyphenation v g Page Borders
Themes Page Setup % | Page Background

DPé chén mét ngat trang:
e Chon tab Page Layout trén nhom Ribbon
e Trong nhom Page Setup, Chon menu Breaks.

e Chon Page Break.
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Page Layout References Mailings Reviaw View

zntation ' [4] watermark *  Indent

L Page Breaks

umns - Page

Jage Setu pI_J Mark the point at which one page ends
EOESED) ﬁ and the next page begins.

T

Column

Indicate that the text following the calumn
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Section Breaks

Mext Page
» Insert a section break and start the new

— section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

%ﬁ

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

Pk

DPé chén mét trang bia:
e Chon tab Insert trén nhém Ribbon
e Chon nat Cover Page trén nhém Pages.

e Chon mét kiéu trang bia.

4k 4

Parag
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m Home Insert Page Layout References Mailings

£] Cover Page - —_| | ™= d-g'] FI.,:'

- gl

Built-In
[ -
wamet [Yagr]
[IYPE T ECRCWARIT T
Alphabet Annual Austere
[Type the document title]
""Ib:; - [Typa the documen tite]
[Year]

Conservative Contrast
More Cover Pages from Office.com
Remove Current Cover Page

b
=X
_h Save Selection to Cover Page Gallery...

DPé chén mét trang tréng:
e Chon tab Insert trén nhdm Ribbon.

e Chon nut Blank Page trén nhém Page.

m Home Insert

] Cover Page - [

_] Blank Page
g Table
*,::: Page Break -
Pages Tables

Cubicles

Picture

I
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Chwong 3: Thwc hién chen cac doi
twong

Chen cac ki tw dac biét

Céc ky tw dac biét nhw hé théng chdm céau, cach khoédng, ho&c cac ky tw d6
hoa ma khoéng c6 sdn trén ban phim. D& chén céac ky hiéu va céc ky tw d&c
biét:

e Dat con tré vao noi ban muédn chén ky hiéu
e Chon tab Insert trén vung Ribbon
e Chon nat Symbol trén nhom Symbols

e Chon ky hiéu pht hop.

2% Signature Line *  JT Equation =

jz, Date & Time L2 symbaol =

. )

(o] T™ i # E
E = » = I'l

a B o Q &

L2 More Symbals...
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Chen ClipArt va hinh anh

Word 2010ciing cho phép ban chén cac minh hoa va hinh &nh vao tai liéu. Dé
chén cac minh hoa:

Dat con tré vao noi ban mudn chén hinh minh hoa hay hinh &nh
Chon tab Insert trén vung Ribbon

Chon nut Clip Art

Hop thoai xuéat hién va ban c6 thé tim hinh mau

Chon hinh minh hoa ban mudn chén

ElE |T )
a g Y 2 M =
Picture = Clip  Shapes Smartart Chart Screenshot

Art - -

lustrations

Chen va hiéu chinh hinh vé

Dé chén mét hinh anh;

Dat con trd vao noi ban mudn chén

Chon tab Insert trén vung Ribbon

Chon nut Picture

Duyét qua hinh anh ban muén chén va chon anh.

Chon Insert
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FESETR =N B

Table Picture | Clip Shapes Smartart Chart Screenshot

- '-_, rt - -

Tables Illustrations

Kich thwéc do hoa (hinh anh)

T4t ca hinh vé c6 thé tang hay gidm kich thwéc bang cach kich vao anh va
kich vao mét goc clia anh rdi kéo dé tang hay giadm kich thwéc anh cho phu
hop.

Chen va hiéu chinh lwu do

Smart Art |1a tap hop céc loai dd hoa ban c6 thé st dung dé té chirc théng tin
trong tai liéu. D& chén SmartArt:

e Dat con trd vao noi ban mudn chén minh hoa hay hinh anh

e Chon tab Insert trén vung Ribbon
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e Chon nut SmartArt
e Chon vao SmartArt ban muén

e Chon mii t&n phia bén trai dé chén van ban hodc gé van ban trong dé
hoa.

......

- = ElE o . &Hyperlink 5] Header - A=| [E Quickparts~ [
el Bl = (ii-+ = =
A Bookmark |§ Footer = ﬂWordArt* E

Table Picture Clip  Shapes SmartArt Chart Screenshot | Text AS
- Art - - ['#) Cross-reference |ﬂ Page Mumber v | poxr 25 Drop Cap~ h
Tables TNustrations Links Header & Footer Text
List |
Al T|
8= List .|l
W Process -- -
¢ Cyde I ——
o
sby  Hierarchy = .
Z . )
Relationship El;l e
Matrix III E e 9
A Pyramid
Basic Block List
E Ficture LA N m 288 = Use to show non-sequential or grouped
- ag l.i blocks of information. Maximizes bath
horizontal and vertical display space for

— HEE shapes.

1 BN

- HEE g

[ OFK ] [ Cancel ]

Dé hiéu chinh SmartArt, chon Tab Design va cac nhém lién quan:

D E_i @ Promote # Reorder Up .-

& Demaote Reorder Down -

Add  Add  Tedt — E HE

Shape~* Bullet Pane |¢= Rightto Left|oq Layout - -
Create Graphic | Layouts |

@0 B — Ea =
i.. E - | | :
Change — Reset
Colors = | T | Graphic
SmartArt Styles | Reset



Vé va hiéu chinh biéu d6

Biéu d6 l1a mét dang thé hién bang hinh &nh cac sb liéu cia mét bang tinh.

Biéu d6 dwoc hinh thanh béi truc tung va truc hoanh. Truc hoanh thé hién loai
dir liéu dung dé so sanh. Truc tung thé hién s lwong hay don vi do luwéng diy
liéu dung dé so sanh

Tai thé Insert, nhom lllustrator, ban nhan vao Chart

[l
Picture

Clip
Art -

lustrations

Shapes Smartart | Chart  Screenshot

Xuat hién ctra sd chon kiéu biéu dd

Insert Chart

@ Templates Columf - - B B ) ) »
e | =8| A8 0] 28] /93 S0
& Pie ] ] ] T ] g m
i Bar |ﬂ[ﬁ Wﬂ |M ﬁﬂ |l-i-i-i'-ﬂ |L5;_y Mﬁ 1

Area — - - - _
o A) M| A | AA]
& surface Line B N N N N
o o || ) ] | |54 1) | ~
@ Radar Pie B B B - - -

(R a | @ AR an es v

| Manage Templates... | | setasDefault chart | | ok || cancel

Chon mét kiéu biéu d6 va nhap hodc stra ndi dung bang di liéu truyc tiép trén
bang di liéu Data Sheet cua man hinh Excel.
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A B C D E F
Quy | Quy I Quy 11 Quy IV

Gao 500 430 930 478

Dau 700 890 479 876

Bap 920 230 765 987

1200

1000 To resize chart data range, drag lower right corner of range.

(=D = R = R R SRR TR R N

800

600

400 +

200 4

DPong chwong trinh Excel, biéu db Iwu lai trén man hinh Word

1200
1000
200
mQuyl
500 mQuy
mQuy LI
400 - .Dhuﬁ? "
200
|:| -

Gao

Thay déi lai kiéu biéu do

Chon biéu dé, trén Tab Design chon nhém Type, Change Chart Type.
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i ) =

1 j - MN— |u -

Change  Save As Select  Edit iE® ol & |

Chart Type Template Data Data T
Type Data Chart Layouts

- Hay Iwa chon loai biéu dé theo danh sach Chart type va chon hinh biéu db

bén 6 Chart sub-type.

- Chon nut Set as default chart néu mudn dé kiéu biéu dd da chon sé dwoc
dung cho nhirng 1an vé biéu dé sau.

Nhan nat OK dé hoan thanh viéc thay déi kiéu biéu dd

Chon biéu db chinh stra biéu d6, Tab Layout

ferences Mailings Review View Design | Layout I
| ] o] ] (B ] ] ol

Chart Axis  Legend Data [Data Axes  Gridlines Plot
Title = Titles = hd Labels = Table = - - Area -

Labels Axes

Cé thé chinh stra ndi dung trong nhém Labels va nhém Axes.

e Chart title: Tén biéu d6

o Axis title: Tiéu dé truc

e Legend: Cha giai

o Data Labels: Hién thi di¥ liéu va cac nhan gia tri

o Data Labels: Hién thi di¥ liéu va cac nhan gia tri

e Axes: chinh stra, hién thj di¥ liéu trén truc toa dod

e Gridlines: Thay déi dwong ké mat day biéu dd
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e Quay & hién thj biéu dé theo hinh anh 3-D

Chon biéu dd chinh sira biéu d6, Tab Layout, nhém Background chon 3-D

Rotation

| || [aw] | (]
Plot Chart Chart 3-D

Area Wall* Floor = Rotation
Background

Xuat hién hdp thoai Fémat Chart Area:

Format Chart Area

Fil 3-D Rotation

Border Color |:|

Border Styles

Shadow Rotation

Glow and Soft Edges L = =P
3-D Format 1 15% > | |

3D Rotation R
Alt Text Perspective: @

Text

Object position

Chart Scale
[] right Angle Axes
Autoscale
Depth (% of base) [100 &

Default Rotation

Close

» Rotation: Quay biéu d6 theo chiéu doc, chiéu ngang....

e Perspective: Phbi canh xa.
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Ban c6 thé sir dung cac nat chirc ndng quay biéu dé phu hop.

Lap va hiéu chinh biéu thirc toan hoc

Word 2010 cho phép ban chén céac céng thirc toan hoc. D& xem cong cu toan
hoc:

e Dat con tré vao noi ban mudn chén cdng thirc toan hoc
e Chon tab Insert trén vung Ribbon
e Chon nat Equation trén nhom Symbols

e Chon cong thrc toan hoc phu hop hoac Chon Insert New Equation
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erw A [Z Quick Parts = [ Signature Line = | JT Equation|=

Built-In -~
Area of Circle
A=mar?
Binomial Theorem
iy
. Tn | .
(x+a)™= (k)x“‘a” K
k=0
Expansion of a Sum
i ny nin—1)x?
1"l+x}” =14+4—4+ —
1! 2!
Fourier Series
oo
. NIy . WX
flx) =ag+ (ancnsT+bn smT)
n=1
-
#*  Mare Equations from Office.com 4

TC Insert Mew Equation

i

e D& chinh stra cdng thirc toan hoc: Kich chon cong thirc va tab Design
sé& xuét hién trén ving Ribbon

ert Page Layout References Mailings Review View | Design

[
X X it e .
HEEMHMEDEES 5 e* i L sin@ m A [§
. y € X Jx 0 0} ad e = Ll
IE‘ — | Fraction Script Radical Integral Large Bracket Function Accent Limit and Operator Matrix
- - - - - Cperatar~ - - - Lag~ - -

Symbals Structures
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Chwong 4: Thao tic véi bang biéu

Thao tac tao ban va hiéu chinh bang

Dé tao mét bang:
e Dat con tré vao trang noi ban mudn tao bang
e Chon tab Insert trén vung Ribbon.

e Chon vao nat Tables trén nhém Tables. Ban c6 thé tao mét bang theo
mot trong 4 cach sau:

m Home Insert P

#] CoverPage = |
_] Blank Page |—|
= Table Picture
h—= Fage Break -

Pages Tables

e Danh dau sb dong va cot
e Chon Insert Table va nhap s dong va cot

e Chon vao Draw Table, tao badng bang cach kich va nhap sé dong va
cot

e Chon Quick Tables va chon bang.
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m Home Insert Page Layout Refer

[ cover Page = j El=m I-TI]*’I 2

ik .

_] Blank Page HE U -
Table

Picture Clip Shapes Sma

*,2::" Page Break Art -

Pages 5x4 Table

] m/n/n/n/n)

OO000
B OO000
; OO000
: OOO00000000
- OO00000000
- OOO00000000
g 0O00000000

Insert Table...

Drraw Table

Excel Spreadsheet

B ped 0 Esy Ed

Quick Tables 4

Nhap dir liéu trong mot bang

Dat con tré vao 6 ban muén nhap théng tin. Va bat dau nhap

Dé chinh slra c4u trdc cha bang:

e Chon vao bang va ban sé thay c6 hai tab méi trén viing Ribbon la:
Design va Layout. Hai tab nay dung dé thiét ké va b tri bang.

ayaout References Mailings Review View Design Layout

Table Styles



Trén tab Design, ban c6 thé chon:
e Table Style Options
Header Row First Column

[0 Total Row [ Last Column
Banded Rows [[]] Banded Columns

Table 5tyle Options

e Draw Borders

—— =
1% pt .| = '

7 Draw Eraser
£ Pen Color ~ Table

Draw Borders ]

Pé dinh dang bang, Chon vao bang va chon tab Layout. Tab Layout nay cho

phép ban thuwc hién:

m Haome Insert Page Layout References Mailings Review
by Select = IK % é Insert Below {0 Merge Cells ,j 1.33
B View Gridlines

Al tnsert Left EEsplit cells | O[] 0w
Delete Insert

4 Properties - sbove [ InsertRight =3 splitTable | iR AutoFit =

Table Rows & Columns ” Merge Cell Size

4 F 4

View Design
i E=E=
EREIEE

= = =

e Xem Gridlines va Cac thuéc tinh (co6 trén nhém Table).

e Chen dong va cot (c6 trén nhom Row & Columns).

e Xoba bang, Dong va cét (hhém Rows & Columns).

e Trén hoac tach cac 6 (co trén nhdm Merge).

Layout

Text

[

Cell

Direction Margins
Alignment
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e Tang va giam kich thwéc 6 (cé trong nhém Cell Size).
e Canh |& van ban trong cac 6 va thay déi hwéng van ban (nhém

Alignment).

Pinh dang dwong vién va nén cho bang

Tao dwdng vién cho Tables ta lam cac bwdc sau:
e T6 khdi ca bang va chon Tables Tools.
e Chon tiép Design, nhan vao nat Border chon All Borders

& Shadingy | ——— — -

Borders| 14 pt

Bottom Border

Top Border

Left Border

Right Barder

Mo Border

All Borders

Cutside Borders

Inside Borders

Inside Horizontal Border
Inside Wertical Border

Diagonal Down Barder

Diagonal Up Border
£ Horizontal Line

j Drraw Table

B View Gridlines

Q] Barders and Shading...

e Chon céc kiéu dwérng vién va nhap OK

72



Phdi hop mau séc dé tao nén cho Tables. Ban c6 thé thwc hién theo cac
bwé&c sau:

e Chon céc 6 can té mau, sau d6 nhan vao Tables Tools chon Design.
e Chon tiép muc Shading va chon mau nén cho 6 dé.

<% /shading ~

Theme Colors

Standard Colors

Mo Colar

:2)  More Colors..,

Ban c6 thé phdi hop cac mau dé cho Tables ciia ban 4n twong hon

Nguwoi dung van nghi cdng cu Table ctia Word don gian chi la trinh bay div
liéu dang bang véi dong va cdt nhwng thue té, tuy khéng thé so sanh dwoc
v&i Excel vé mat tinh toan, song Word ciing cho phép ngui dung c6 thé thuc
hién dwoc mot sd phép tinh cong, trie, nhan, chia d& hd trg hon cho ngudi
dung.

Ciing c6 thé ngwdi ding cho rang tinh toan trong Word con cham hon 13 tinh
bang tay roi dién két qua vao. Tuy nhién, diém loi thé hon han khi tinh toan
lubn trong Table cia Word la viéc khi chinh sira dir liéu thi may c6 kha nang
cap nhat két qua, con néu tinh bang tay thi lai phai tinh lai va dién lai. Luc d6
thi tinh toan bang tay lai cham hon.
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1 A 100 2000 200,000

2 B 200 1500 300,000
3 C 150 3000 450,000
Téng 950,000

Bdng 1. Bdng dir lidu cdn tinh todn

Lay vi du cu thé nhw & bang 1. D& thyc hién bang dir liéu trén, ngwdi ding
thwc hién qua ba bwéc: nhap div liéu, tinh toan va dinh dang.

Bwéc 1. Nhap div liéu tat ca cac cot, trie cot Thanh tién

Bwéc 2. Tinh Thanh tién = Sé lwong + Pon gié:

e Kich chuét vao é dau tién cda cét Thanh tién, chon Iénh Layout, nhém
Data, chon Formula (fx)

-il “_*] Repeat Header Rows
s
7
Sort
Ji Formula

Data

== Convert to Text

e Nhap codng thire tinh theo hai cach tai 6 Formula:

Formula P f‘
Formula:

=c2*d2

Number format:

2,220 -

Paste function:

[IF | =
INT ‘ oK 3 ‘ Cancel
MAX I J

e Tinh truc tiép theo cach dung dia chi theo dong va cot cia Excel. Trong
trwdng hop cu thé nay, S6 lwong la cét D, Pon gia la cét C, dong
can tinh 1a dong 2, nén céng thirc tinh sé la =c2+d2
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e Hodac co thé sir dung cac ham co trong 6 Paste Function & bén dudi
hodc g6 tén ham vao. Trong Word c6 thé sir dung cac ham co ban nhuw:
Sum (tinh téng), Count (dém), Average (tinh trung binh céng), Max
(gid tri l&n nhét), Min (gia tri nhé nhét), Product (nhan) ... va co thé
st dung dia chi & va ving nhw Excel. Dé tinh Thanh tién c6 thé viét nhw
sau: = Product(left) hoac = Product(c2:d2)

e Chon ché d6 dinh dang tai & Number Format (vi du: #,##0)

Bwéc 3. Sao chép xubdng cac 6 bén dwai: Boi den két qua vira tinh, chon
copy va paste xudng cac 6 bén dwdi ctia cot thanh tién rdéi bAm F9 dé cap
nhat theo dong.

Bwéc 4. Tinh tdng: kich chudt vao 6 cudi cung cta dong Thanh tién va chon
Layout/Formula, nhap céng thirc =sum(above) va chon ché dé dinh dang tai 6
Number Format réi OK.

Trong qua trinh lam viéc, néu di liéu tai cac cot Sé lwong va Pon gia co diéu
chinh thi chi can béi den cot Thanh tién va bdm F9 thi may sé tw déng cap
nhap két qua theo s6 liéu mai.

Chu y: néu ngwdi dung nhap sai kiéu sé liéu ho&c trong bang cé cac 6 dang
Merge Cells thi c6 thé két qua tinh toan sé khong chinh xac.

e Formula: Hién thi ham, cdng thirc tinh toan. Bat ddu méi ham hay céng
thirc déu phai bat dau tlr dau “=" (SUM(ABOVE): Tinh tdng cac gia trj &
trén). Ban phai dién dung céng thirc ctia mbi ham.

e Number format: Cac dinh dang kiéu sb
e Paste Function: Cac ham co ban:

= ABS: Trj tuyét déi

= AND: Ham va

= AVERAGE: Tinh trung binh

= COUNT: Dém
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= |F: Ham diéu kién

= INT: Ham chia l&y phan nguyén
= MAX: Ham I&n nhat

= MIN: Ham nhé nhat

= MOD: Ham chia lay phan dw

= NOT: Ham phut dinh

» OR: Ham hoac

* ROUND: Ham lam tron

= SUM: Tinh téng
Chuyén bang thanh vin ban va ngworc lai

e Dat con tré vao mot 6 bat ky trong Table

e Trong thé Layout, nhom Data, nh&n nat Convert to Text

v Design Layout
?ﬁ = E J Al 47| Repeat Header Rows
=HEEE — Z == Convert to Text
= = = DirTeE.:?i-:.n r-.1aclf;::ns = J& Formula
Alignment Data

e Hién thj hop thoai sau:
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Conwvert Table To Text @E|

Separate kext wikh

Dung céac ky hiéu d& phan cach ndi dung trong 6 thudc Table
e Paragrahp marks dau phan doan (twong dwong nhan phim Enter)
e Tabs c6 khoang cach phim Tab
e Commas dau phay

e Other dau khac cac du da néu bén trén, ban gd vao dau ban muén
bén canh

Nhan OK

e Chon di¥ liéu muén chuyén dbéi thanh Table

e Trong thé Insert, nhém Tables, nhan Convert Text to Table
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Insert Page Layout Refer

| bd BE @

Table Picture Clip Shapes Sma
- Art -

| Insert Table

I o
I
I
I
I
I
I
o o

Insert Table...
Diraw Table

Convert Text to Table...
Excel Spreadsheest

Bl w4 EL E

Quick Tables L4

Hién thj hop thoai sau:

Convert Text to Table |E| [g|
Table size
Mumber of columns: 5 -

H

futoFit bebavior
(%) Fixed column width:  |Auto -
() AukaFi ko contents
() AukoFit ko window
Separate text at
{:} Paragraphs {:} Cammas

(%) Tabs () Other: |:|

[ Ok l[ Cancel ]

Chon tiy chon thich hop sau d6 nhap nat OK
Dung céc ky hiéu dé phan cach néi dung trong 6 thudc Table

o Paragrahp marks : dau phan doan (twong dwong nhan phim Enter)
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Tabs : c6 khoang cach phim Tab
Commas : diu phay

Other : dau khac cac d4u da néu bén trén, ban gd vao diu ban mudn
bén canh
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Chwong 5: Ho tro’ xir ly trong Word
2010

Auto Correct va Macro

Auto Correct

Dé tiét kim thdi gian va céng stre khi nhap ndi dung cho mét van ban 1én
trong d6 c6 sw 13p lai nhiéu 1an mot hay nhiéu nhém tr, ban cé thé thiét 1ap
chirc ndng AutoCorrect nham thay thé mét vai ky tw viét tat cho cac tlr d6 bdi
cac tir du nghia ma théng thwdng cac tir nay dai hon.

Chon biéu twong Office 2010trén goc trai ctia ctia sé Word, chon Options,
chon Proofing, chon Auto Correct Options

Word Options

General ABC| _
VQ? 4§ Change how Word corrects and formats your text.
L
Display
Proofing ] AutoCorrect options

Save

Change how Waord corrects and formats text as yvou type: AutoCarrect Cptions..,

Hién thj hop thoai sau:

80



AutoCorrect: English [LL.5.)

AutoFormat
AutoCorrect Math AutoCarrect

Show AutoCorrect Opkions butkons

Correck TWwio INitial Capitals

Capitalize First letter of sentences
Capitalize First letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK ey

Replace text as wou bvpe
Replace; With:

i ]
l:tITI:l ™
( .
_|: ]

Automatically use suggestions From the spelling checker

Srnark Tags
AutaFormat As You Type

[ Ok l[ Cancel ]

Correct TWo INitian CApitals : néu hai ky tw dau tién trong mét tr dwoc go
bang chi¥ in thi n6 sé thay chi in thi hai bang chir thwéng.

VD: gd TWo INitian CApitals s& dwoc thay bang Two Initian Capitals

e Capitalize first letter of sentences : Word nhan biét sau ddu chdm sé
bat dau mot cau méi va ky tw dau cau sé dwoc déi thanh chir in néu

chang ta gé bang chi thwdng

o Capitalize name of days : Ky tw dau tién cda thir (ngay trong tuan
dwoc gb bang tiéng Anh) sé dbi thanh chi in.

e Correct accidental usage of cAPS LOCK key : khi gé phim Caps
Lock, d&n Caps Lock trén ban phim sang, lic nay ching ta c6 thé go
nham trang thai ctia ban phim bang céach git» phim Shift gd ky tw dau
tién cua mot tir, sau do6 nha phim Shift gd cac ky tw con lai clda tir, sau
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khi g xong tlr nay Word sé dbi ttr da gb vé dung dang ddng thoi 1am
tat luén dén caps lock.

e Replace text as you type : ty dong go tir sai thanh ttr dung

Trong hép hoai trén, tir sai dwoc liét ké & bén cét trai twong rng véi tir dung
& bén c6t phai. Nhw vay chi khi nao go dung tr sai & bén trai thi Word sé tw
dong thay thé tir dung & bén phai.

Nhap ndi dung viét tdt vao hop Replace. Nhap ndi dung thay thé cho néi dung
viét tat vao hdp With, sau d6 click nut Add dé dwa vao danh sach AutoCorrect.

Thuwe hién tuan tw cac bwdc d& nhap thém céc tw viét tat khac.
Khi thwe hién xong, nhan OK dé thoat khai hop thoai.
Mubn xo4 tir viét tat ndo, ban click chon tr trong danh sach va nhan Delete.

Mudn slra dbi, chon t& trong danh sach va nhap lai vao ndi dung trong khung
Replace hoac With.

Trong khi g& van ban, muén st dung AutoCorrect ban nhap vao tir viét tat,
sau d6 nhap thém diu phan céch twr (ky tw trang, dau phay, dau cham, dau
cham hai, . . .) dé dwa ndi dung thay thé twong trng vao van ban.

Macro

Macros la cac tinh ndng tién tién, co6 thé lam tang téc dd hiéu chinh hay dinh
dang ma ban co6 thé thyc thi thwéng xuy@n trong mét tai liéu Word. Chang ghi
lai chudi cac Iwa chon ma ban chon dé& cho mét loat cac hanh déng cé thé
dwoc hoan thanh trong mét buérce.

DPé ghi mét Macro:

e Chon tab View trén vung Ribbon

e Chon vao mii tén phia dwdi Macros
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==

Switch |Ma cros |
Windows = =

— :a Wiew Macras
®3 Record Macro...

(3L

e Chon Record Macro, hop thoai xuat hién nhw sau:

Record Macro

Macro name:
|Man:r-:|1 |

Assign macro ko

g?'\ Button Kevbioard
m

Store macra in:

| Al Docurments (Mormal, dokm) w

Descripkion:

Ok l [ Cancel

e Nhap tén (khéng chira d4u céch)

e Chon vao noi ban muén gan cho mét nut (trén Quick Access Toolbar)
hay ban phim (chudi cac phim)

e D& gan Macro cho mét nut trén Quick Access Toolbar:
e Chon Button

e Dudi Customize Quick Access Toolbar, Iwa chon tai liéu ma ban
muén Macro cé san.
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Word Options @m

Popul, £3°
PR ":‘] Customize the Quick Access Toolbar and keyboard shortcuts,

Display
Customize Quick Access Toolar

Proofin
i For ail documents [default) v

Save

Advanced <Sepanator> u Save

—————————) 585 Normal. NewMacros, Macro2 ) Undo 5
Customize Jl S Redo

Adddns

Trust Center

Resources

e Dudi lénh chon: Chon Macro ma ban dang ghi
e Chon Add
e Chon OK dé bat dau ghi Macro

Thuc thi cac hanh déng ban mudn dwoc ghi trong Macro

Chon Macros

Chon vao Stop Recording Macros

Switch
Windows = v

— :,; Wiew Macros
®3 Record Macro...

s

e D& gan mot nit Macro cho mot phim tat:

= (O hop thoai Record Macro, Chon Keyboard
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= Trong hop Press New Shortcut Key, nhap phim tadt ma ban muén
gan cho nut Macro va Chon Assign

Customize Keyboard @

Specify a command

Commands:

Specify keyboard sequence

Current keys: Press new shorkcut key:
i
Save changes in: {Normal v
Description

= Chon Close dé bat dau ghi Macro
= Thuyc thi cac hanh ddng ban mubn dwoc ghi trong Macro
= Chon Macros

» Chon Stop Recording Macros

Chay mét Macro phu thudc vao noi né dwgrc thém vao Quick Access Toolbar

hay néu n6 dwoc gan la mot phim tat.

e Dé& chay mot Macro tir Quick Access Toolbar, Chon vao biéu
twong Macro
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W d9-0 &

e D& chay mét Macro tir phim tat, chi can &n cac phim ma ban da 1ap
trinh d& chay Macro.

Tao ghi chu va bao vé tai liéu Word.

1. Chon doan text hodc dbi twong bat ky trong tai liéu ban mudn ghi chd.

2. Trong thé Review, nhdm Comments, nhan nat New Comment.

J i) Delete -

¥ Previous
M ew

Comment Tl Mext
Comments

3. Nhap vao ghi chii cia ban trong bong béng hién thj & khung bén canh tai
liéu.

- D& x6a mét ghi chd, nhan chudt phai vao ghi cha d6, chon Delete Comment.

- Dé x6a nhanh tat ca ghi chi trong tai liéu, nhan chudt vao mét ghi cha bat
ky. Trong thé Review, nhém Comments, nhan vao mii tén bén dwéi nit
Delete va chon Delete All Comments in Document.

1. Néu céc ghi chi khéng hién thj trong tai liéu, ban nhan nat Show Markup
trong nhom Tracking cla thé Review, sau dé danh dau chon Comments.

2. Nhan chudt vao bén trong mét bong béng cé ghi chii can sira. Sau do slra
lai ndi dung theo y ban.
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Bén canh mdi ghi chi ludn c6 tén cla nguoi stiv dung. Néu ban mudn thay dbi
tén nay, hay thwc hién nhw sau:

1. Trong thé Review, nhém Tracking, nhan chudt vao miii tén bén dwdi nit
Track Changes, sau d6 chon muc Change User Name.

Review View

= ﬂl_‘] Final: Show Markup -

= |3 show Markup =
| Track
Changes

J.E Reviewing Pane -

| 15 Track Changes

Change Tracking Options...

Change User Mame...

2. Trong hodp thoai xuéat hién, bén dwéi muc Personalize..., ban nhap vao tén
clia minh, sau do nhan OK.

Word Options

General ] b - . . . )
[ g Q, General options for working with Word,

Display

Procfing User Interface options

Save Show Mini Toolbar on selection
Enable Live Preview

Language

Always use ClearType

Advanced Color scheme:

Custamize Ribbhaon ScreenTip style: |5h|:uwfeature descriptions in ScreenTips b
Cuick Access Toolbar Personalize your copy of Microsoft Office
Add-Ins User name: |Administrat|:ur

Trust Center Initials:

Lwu y la nhirng ghi chi ké tir bay gi® tré di méi c6 tac dung véi tén maoi.
In tai liéu kém theo ghi chd va nhirng danh d4u thay déi
1. Nh&n nuat Microsoft Office Button (hodc Tab File) , sau dé chon Print.

2. Trong hép thoai Print, tai muc Print what, chon Settings, Print va nhan OK.
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Home Insert Page Layout References Mailings

[= save
Print
Save As =_j
= - <
Copies: 1
COpen z
= Print
L Close
Info Printer <
Recent "-}_'_-g HP LaserJet P3005 PCL 5e on ...
Ready
Mew

Printer Properties

Share :l Print All Pages
-
Hel & Print the entire document
elp
Document
7 Add-Ins - - Print All Pages
| j Print the entire document
2] Options L
Print Selection
Exit e it a e ala b e e
@ j L ¥ LTRe seledted CONTent

Print Current Page
D Only print the current page
Print Custom Range
nter specific pages or sections to prin
| Ent ifi cti t int

Document Properties
« Document Properties
Table of properties and values

»  List of Markup
List of markup only

Print Markup

b.Bao vé tai liéu Word

Word 2010 hé trg san tinh nang dat password bao vé van ban véi tinh bao
mat cao.

Ban nhap vao biéu twong tab File phia trén goc trai > chon Info > Click
Protect Document and



Click Encrypt with Password > nhap OK. Xac nhan lai password > nhén
OK.

Click the File tab, then Click Info. On the menu to the right Click Protect
Document and

Click Encrypt with Password.

@] e R LN testdoc2.docx - Microsoft Word Picture Tools

Home Insert Page Layout References Mailings Review View Format

&.z Savve .
T Information about testdoc2
e https://ubtdjl.docs.live.net/220 ceaf024d3e30f/ *2Documents/testdoc2.docx

[ Open
: - =
e /\

’

'%—.] Permissions
‘ éﬂ Anycne can open, copy, and change any part of this document.
~ Protect

Recent Document ~

Mark as Final

Let readers know the document is final
and make it read-only.

New

Print ‘r -] Encrypt with Password that it contains:
1 Require a password to open this r's name and related dates
Share document,
| 3 Restrict Editing sabilities are unable to read
Help ‘ +| Control what types of changes people

can make to this document,

Hép thoai Encrypt Document, ban nhap password vao. Click OK

Encrypt Document

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive,)

QK l [ Cancel
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Tw bay gi®r, méi khi mé file van ban nay, Word sé hién thi clra sb yéu cau
nhap password. Chi ngu®i nao biét password méi cé thé xem dwoc ndi dung
cua file.

S Permissions
Ia; & A password is required to open this decument.
Protect
Document =

Mudn hdy bd, ban chi viéc vao hdp thoai Encrypt Document dé xéa password
bao vé.

Tim Kiém, thay thé
Tim van ban
Ban c6 thé nhanh chong tim kiém mét tr hodc cum tir theo cach sau:

e Trong thé Home, nhém Editing, nhan ndt Find (hodc nhan phim tat
Ctrl+F).

#  Eind..

Chang
Styles| = GoTo..

u Editing

e Trong muc Find what ca hop thoai Find and Replace vira xuat hién,
ban hdy nhap vao doan van ban can tim.

Find and Replace

Find | Replace | @oTo

Find whak: | w |

Feading Highlight - FindIn =
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o Dé tim mbi mot tr hodc cum tr, ban nhan Find Next. Dé tim tt ca tw
hoac cum tir cing mét luc trong van ban, ban nhan Find in, sau dé
nhan Main Document.

e Mubn két thac qua trinh tim kiém, ban nhan ESC.

e Trong thé Home, nhém Editing, nhan nit Replace (hodc nhan phim tat
Ctrl+H).

= 5= L[ q % 34 Find -
=T 1 AaBbCcDr  AaBbCcDc - a' pan
= Change wae TEREEE
= £ i - Styles= | kg Select =
‘aph ” Styles Editing
Find and Replace le
Find Replace | Go To
Find what: | V|
Replace with: | v|

e O muc Find what, ban nhap vao doan van ban muén tim.
e O muc Replace with, ban nhap vao doan vdn ban muén thay thé.
o D& tim doan van ban tiép theo, ban nhan Find Next.

o D& thay thé doan van ban, ban nhan Replace. Sau khi nhan xong, Word
sé chuyén sang doan van ban tiép theo.

o D& thay thé tit ca cac doan van ban tim dwoc, ban nhan Replace All.

Dé dé dang nhan biét cac cum tlr tim dwoc, ban cé thé td sang né trén man
hinh (khéng t6 sang khi in ra).

91



e Trong thé Home, nhém Editing, nhan nut Find (Ctrl+F).
e Trong hép Find what, nhap van ban ma ban muén tim.
e Nhan Reading Highlight, sau dé chon Highlight All.

e Tat ca twr tim dwoc sé dwoc td sang. Dé tat tinh nang nay di, ban nhan
Reading Highlight 1an nira, chon Clear Highlighting.

Find and Replace

Find | Replace Go To

Find what: |'-.f5n ban w |

Reading Highlight = | | FindIn = | [ Findmext | [ Cancel

Highlight All

e Trong thé Home, nhém Editing, ban nhan nat Replace (Ctrl+H).

e Nhén nat More néu ban khéng nhin thay nat Format.
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Find and Replace

Find Replace | GoTo

Find what: wan ban w

Replace with: "

Replace ] [ Replace Al ] [ Find Mext ] [ Cancel

Search Opkions

Searchy | Al w
[] Match case [ Makch prefix
[] mMakch suffis
[ use wildeards
[] sounds like (English) [] Ignare punctuation characters
[] Find all word Forms {English) [] Ignore white-space characters

Replace

[ Format = ] [ Special = ]

Dé tim kiém doan van ban véi dinh dang dac biét, ban hay nhap doan
van do trong 6 Find what. Néu chi dé tim kiém dinh dang, hay dé tréng
0 nay.

Nhan nut Format, sau dé chon dinh dang ma ban muén tim.

Nhan vao 6 Replace with, sau d6 nhan Format, chon dinh dang thay
thé. Néu ban ciing mudn thay thé bang doan van ban, hay nhap doan
text d6 vao 6 Replace with.

Nhan Find Next, nhan tiép Replace dé tim va thay thé cac dinh dang
dac biét. Bé thay thé toan bd, nhan Replace All.

Trong hép thoai Find and Replace xuat hién sau khi nhan Ctrl+H, ban
nhan nat More néu khéng thay nit Special.
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Nhan vao 6 Find what, sau dé nhan nuat Special va chon mét muc can
tim.

Nhap nhirng gi ban mudn thay thé trong 6 Replace with.

Nhan Find Next, Replace hodc Replace All.

Bat hop thoai Find and Replace Ién.

Nh&n nat More dé mé réng hop thoai.

DPanh dau kiém vao 6 Use wildcards.

Nhép tir cung nhirng ky tw dai dién vao 6 Find what.
Nhap nhirng gi ban muén thay thé trong & Replace with.

Nhan Find Next, Replace hodc Replace All.

Nhap| Vi du

Mot ky tu bat ky ? “s2t” tim “sat” va “set”.

Mot day ky tu * “s*d” tim “sad” va “started”.
“<(inter)”  tim  “interesting”,

Bit dau mot tir < “intercept”. Khong tim
“splintered”.

. “(in)>” tim “in”, “within”. Khong
Cud1 mot tur > , '
tim “interesting”.
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Mot trong nhiing ky tu _ ]
. [ “w[io]n” tim “win” va “won”.
chi dinh

Mot ky tu bat ky trong 0] “[r-t]ight” tim “right” va “sight”.
day Diy phai theo thi tr tang dan.

Mot ky tu bat ky, tru

. “t[la-m]ck” tim “tock”, “tuck”.
nhimg ky tu cho san [!x-z]

Khong tim “tack” hay “tick™.
trong ngoac

DPé tim mét ky tw dinh nghia nhw mét ky tw dai dién, ban g6 du \ trwdc ky tw
d6. Chéng han g6 \? dé tim dau héi. Ban c6 thé sir dung dau ngdc don dé
nhom céc ky tw dai dién va doan text dé chi ra th tw phép tinh. Vi du go
<(pre)*(ed)> dé tim “presorted” va “prevented”.

Ban c6 thé str dung ky tw dai dién \n dé tim kiém mét biéu thire va thay thé
bang moét biéu thire dwoc sap xép. Vi du gd (Office) (Word) vao 6 Find what
va gd \2 \1 vao 6 Replace with. Két qua 1a chwong trinh sé tim cum tir Office
Word va thay bang Word Office.

Kiém tra chinh ta, ngir phap, tir dé6ng nghia, tw dong
chinh stra, tir dién mac dinh va cong cu dém tir

C6 nhiéu tinh nang tro' gitip ban doc va kiém tra ban in thir cho tai liéu. Chang
bao gébm céc cong cu: Spelling and Grammar (céng cu kiém tra chinh ta va
nglr phap), Thesaurus (tr ddng nghia), AutoCorrect (tw ddng chinh stra),
Default Dictionary (ttr dién m&c dinh) va Word Count (cdng cu dém tcr).

Dé kiém tra chinh ta va ngi» phap ctia mot tai liéu:

e Dat con trd vao dau cua tai liéu hodc dau cla bat ky doan van ban ma ban
mudn kiém tra
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e Chon tab Review trén vung Ribbon

e Chon biéu twong Spelling & Grammar trén nhém Proofing hoac 4n phim
tat (F7).

&4 Research ¥ Set Language

‘ &Thesaurus ﬁWord Count
Spelling &/ .,
Grammar 2 Translate

Proofing

Spelling & Grammar (F7)

Check the spelling and grammar of
text in the document.

e BAat ky mot 16i nao sé hién thi mét hop thoai cho phép ban chon mét
céach viét hay ngir phap thich hop hon.

Spelling and Grammar: English (U.S.) @
Mot in Dictionary:
Speeling{ ~ [ Ignore Once ]
™ [ Ignore All ]
[ Add to Dictionary ]
v
Suggestions:
| change |
Spelling
Speeding [ Change all ]
Steeling
Peeling [ AutoCorrect ]
[] check grammar
Options... Undo [ Cancel ]

Néu ban muén kiém tra chinh ta cta mét tlr cu thé, ban c6 thé kich chuét phai
vao bat ky tir ndo dwoc gach dwéi bdi Word va chon mét suw thay thé.
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Speeling

Spieling

Spelling

Speeding

Steeling

Peeling

Ignore

Ignore All

Add to Dictionary

[— AutoCorrect »
Language >

'? Spelling...

& Look Up..

% Paste

Tur dién dong nghia

Tw dién ddng nghia cho phép ban xem céc t&r ddng nghia. Dé str dung tir
dién ddng nghia:

e Chon tab Review trén vung Ribbon
e Chon nat Thesaurus trén nhom Proofing.

e Cong cu tr dién ddng nghia sé& xuét hién & phia bén phai man hinh va
ban c6 thé xem céc tuy chon.

ii} Research

seg:g.r,ﬁlThesaurus
apelling & ge
Grammar 23 Word Count

Proofing

Ban ciing c6 thé truy cap vao tir dién déng nghia bang cach kich phai vao béat
Ky tlr nao va chon Synonyms trén menu.
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Scho=!

ﬁ'g

Paste Options:
0=l |6d | A
Font...
Paragraph...
Bullets | »
ﬂumhering| -

tyles b

=

(O T T

Hyperlink...

Loak Up k

S¥nonyms *

Translate University
College
Seminary
Conservatory
Institute
Faculty
Department
Graduate school [Dictionary Form}

i@ Thesaurus...

Thwéng thi ban cé cac tv ngir k§ thuat chuyén mdn ma co thé khéng duoc
céng nhan b&i céng cu kiém tra chinh t& va ngir phap trong Word. Do vay ma
ban c6 thé tay chinh tlr dién dé c6 nhivrng tlr ban mudn cho vao.

e Chon nut Microsoft Office

e Chon nat Word Options

e Chon tab Proofing

e Chon tab When Correcting Spelling

e Chon Custom Dictionaries, va hdp thoai Custom Dictionaries xuat hién.
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Word Options

 Oisplay o
“Prooting AutoCorrect options

Save Change how Word corrects and formats text as you fype: I QuloCo«ed Ogtlom... '

Advanced

s | ‘ y Nl Change how Word corrects and formats your text.
\
|

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Add.Ins Ignore words that contain numbers
[¥] tgnore Interet and file addresses

[¥] Flag repeated woras

D Enforce accented uppercase in French
[C] suggest trom main dictionary only

[ Lustom Dictionaries... ] "_

French modes: | Traditional and new spellings v

Customize

Trust Center

Resources

e Chon Edit Word List

e Nhap céc tir c6 thé sir dung clia ban ma khéng c6 trong ttr dién hién
th&i trong Word.

Custom Dictionaries 2%
i —

| All Languages: ‘
| [ CUSTOM.DIC (Defout)

CUSTOM.DIC ?|X]

v

(Cocere ] [oskrem |

[ ox [ conce |
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Pém so tir trong tai liéu

Word 2010 c6 thé dém sb tr cda tai liéu trong khi ban gé van ban. Ngoai ra
chwong trinh con c6 thé dém sé trang, s6 doan, sé dong, sb ky tw cé hoac
khong c6 khoang trang.

Word Count 21 x|
Statistics:
Pages 39
Words 23,370

Characters {no spaces) 100,106
Characters {with spaces) 123,231
Paragraphs 342
Lines 1,335

[V iInclude textboxes, footnotes and endnotes:

Close

Trong khi ban gé van ban, Word 2010 sé ty ddng dém sé trang va sé tir co
trong tai liéu. Théng tin nay dwoc hién thj trén thanh trang thai & géc dwdi bén
trai man hinh: muc Page (sé trang) va Wor ds (s ttr).

Ban c6 thé dém sb tir trong cac ving chon, va cac ving chon nay khdng nhat
thiét phai lién mach nhau.

e Trwoec tién ban dung chudt chon vang can dém. Néu cac ving khéng
lién mach nhau, sau khi chon vung dau tién, ban gi phim Ctrl va chon
thém cac vung khac.

e Trén thanh trang thai & cubi man hinh sé hién thj sb tir c6 trong ving
chon. Vi du 110/1025 c6 nghia la trong viing chon cé 110 tir trén tdng
s6 1025 tir cla tai liéu.

e Bao gém ca textbox, footnote va endnote trong khi dém tcr

e Trong thé Review, nhdm Proofing, nhan nat Word Count.
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e Trong hép thoai Word Count, danh ddu check vao muc Include
textboxes, footnotes and endnotes.

e Chon textbox ma ban muén dém t.

e Trén thanh trang thai & cudi man hinh sé hién thj sé tir c6 trong textbox.
Vi du 110/1025 c6 nghia |a trong textbox c6 110 tw trén tdng s6 1025 tiy
cula tai liéu.

DPé c6 day da thong tin vé sé trang, sb ky tw, sbé doan va sb dong, ban thuc
hién mét trong hai cach sau:

e Trong thé Review, nhém Proofing, nhan nat Word Count.

e Trén thanh trang thai & géc dwdi bén trai man hinh, ban nhan chuét vao
muc Words.

Ho6p thoai Word Count xuét hién cho ban ddy du théng tin ma ban muén.

In tai liéu Word
Dinh dang trang in

M®i khi tao file méi, trong clra s6 van ban da c6 s&n mot trang gidy trang dé
bat dau soan van ban (thwong 1a gidy letter hoac gidy A4). Chi khi nao can
dén chi tiét chinh xac hon ching ta méi chon lai khé gidy khac

Tab Page Layout, nhém Page Setup, chon mii t&én dwéi géc phai dé mé hop
thoai Page Setup

Insert Page Layout References
2y Orientation ~ ¥= Breaks ~

) Size v #3 Line Numbers ~

—

ZZ Columns ~ be Hyphenation v

Page Setup m
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Page Setup

Paper size:

| Letter

I{

width:  |8.5"
Height: 11"

4

- Paper Size : chon loai gidy, kich thuwéc twong rng sé hién ra trong width va
height, néu chon Custom phai cho sé do kich thwéc gidy trong width va height

Page Setup

| Paper || Layaout |

Marains
Top: 1" - Botkarn: _
Left: 1" - Right: 1" E
Gutter: n" - Gutter position:
Crigntation

Al [A]

Portrait Landscape

Pages

Multiple pages: | Morrnal W

Presview

apply to: | Whole document w

5] (o]
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e Top :L&dinhclatrangin

e Bottom . Lé day cua trang in
e Left : L& trai chatrang in

e Right : L& phai cta trang in

Néu c6 dung Iénh Mirror Margins dé 1am sach (tao tinh dbi xirng gitra cac
trang) thi I€nh left va right sé tré thanh Inside va Outside

e Gutter : Khodng cach dung dé déng gay sach
e From edge: Khoang cach ti» mép cta t& gidy dén header hoac footer
e Orientation : chon hwdng in

= Portrait : Gidy doc

= Landscape : Gidy ngang

e Mirror margins : Dat 1é dbi xirng nhau. Néu [&nh nay c6 dung, gidy sé
dwoc phan biét la cé trang |é va trang chan (Odd and Even), thwdng ap
dung dé in sach.

e Tab File, chon Print
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Home Insert FPage Layout References

[=] save

Print
Save As @

Copies: |1
EF Open _

Print
[ Close
Info Printer
Recent ! ‘_h,ﬂ HP 2500C Series
Ready

Mew

Printer Properties

Share

Help
2] Options

g Exit

Copies: chon sb ban in

Printer : chon tén may in twong &rng da dwoc cai dat trong Windows.

j' Print All Pages
H Print the entire document

Pages:

“j Print One Sided
Only print on cne side of the ...

Collated

123 123 123

\j Portrait Crientaticn
ﬂ Letter

8.5"x11"

{1 Marmal Margins
o—o Left: 1" Right: 1"

ﬂ 1 Page Per Sheet

Page Setup

Néu may in dang s dung khéng c6 tén trong danh sach nay (nghia la

né chwa dwoc khai bao) thi phai thyc hién cac bwéc sau:

= Nhap Start, chon Settings va nhap Printers.
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= Nhap dup vao biéu twong Add Printer.

» Thuwc hién cac bwéc cai dat may in cua chirc nang Add Printer
Wizard

e - Pages: in sb trang chon lwa bang cach gé cac sb trang vao, dung dau
“” @& phan cach cac trang roi rat, dau gach nbi “-“ dé in céac trang lién
tiép
Tron tai liéu (Mail Merge)

Cac Khai niém

Trong thyc t&, ddi khi ching ta can phai in van ban g&i cho nhiéu nguoi
chang han nhu thw mei, phiéu bao diém, gidy chirng nhan, bang tét nghiép...

Thay vi phai gd nhirng thdng tin cta tirng ngwdi vao ndi dung cla tirng giay
chng nhan (rat d& nham 1an), ta c6 cé thé dung céng cu Mail Merge dé giai
quyét van dé trén mét cach nhanh chong.

M6t file chira di¥ liéu ngudn thwdng dwoc trinh bay dwéi dang bang biéu don
gian nhw table, sheet (cta Excel, Access) bao ddm di sb cét, hang va noi
dung trong cac 0.

Mét file van ban mau da dwoc trinh bay hoan chinh

Bwdéc 1. Tao tap tin Main chinh trong WORD nhuw sau

Céng Ty TNHH XYZ
>< 999 Pasteur, Q.1, TP.HCM

& 8223344 Ngay 30 thang 10 nim 2009
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Thoi gian:

THU MOI
Oo 3k 2
Kinh ggi:
Sinh nam:

bia chi:

bia diém:

gio, ngay

Giam Déc

Moi sap xép thoi gian dén dy cudc phong van tuyén nhan sy cho Cong ty.

Tran Vin A

Bwéc 2. Tao tap tin ngudn di liéu trén Excel véi cac cot cé tén twong (rng
(cha y 1a tén cot khdng nén viét du tiéng viét, va phai bat dau dir liéu ngay tai

Cell Al).

* Chu y: tap tin di liéu nay ban cé thé tao bang WORD, tuy nhién néu thé
hién trong Excel ban sé c6 loi hon néu bang dir liéu dé cé hd tro nhiéu phép

tinh va ham phurc tap.

OBC | HOTEN PHAI | NS DIACHI THPHO | BANG
Ong | Pinh nhu Qui Nam |1965 |11 Lé Loi TP.HCM | PH

Ba Hb6 Lé Ngoc Nit | 1966 |22 Thiy Van | Viing Tau | PH
Ong | Hoangvian Binh | Nam | 1975 |33 Lé Lai TP.HCM
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44 Ly Thuong

Ong Phan thanh Tam | Nam | 1970 | Kiét TP.HCM
Nguyén Thay 55 L& Thanh
Ba Hong Nt |1968 |Ton TP.HCM | PH
Ong | Tran Hoa Binh Nam |1969 |66 Ly Thai T6 | Bién Hoa | PH
77 Tran Hung | Tha Dau
Ba Lé Thi Mong Van | Nt | 1973 | Pao Mot
Ong | Lé Van Loi Nam | 1967 |88 Ngo Puc Ké | TP.HCM
99 Hung
Ba Hang thi Ngoc Ha | Nir 1968 | Vuong Viing Tau
Hoang thi L¢
Ba Tuong Nit | 1969 |96 Pasteur TP.HCM | bH

Bwdéc 3. Trén tap tin Main chinh trong Word

Chon Start Mail Merge trén tab Mailings va sau dé chon Step by Step Mail
Merge Wizard.
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Insert Page Layout References

Start Mail
Merge = |Recipients = Recipient List

Letters

E Do D mw

E-mail Messages
Envelopes...

Labels...

Directory

Mormal Word Document

Step by Step Mail Merge Wizard...

Bia chi:

Théxi gian:

Bia di€m:

Select Edit Highlight

Mailings Review View
H] E E
. . i
Fie " Line d- 2] Up g Re 2 A Che
Write & Insert Fields Preview Results
2 0 00c o@ooo( oo ogoooco 4 ! 5 |- 6
NMHH XYZ

wr, Q.1, TP.HCM
3344
THU MOT

e HE o

gi, ngay

MNaagy 30 thang 10 ndm 2009

M1 sap xEp thaigian d€ndy cudc phangvan tuyEnnhinsw cho Congty.

GidmBdc

Trdin Viin A

Trinh Wizard s& mé ra mot ctva s6 bén phai tai liéu. Clra sd nay c6 thé di
chuyé&n bang chuét dén mét vi tri maéi trén man hinh va ban ciing c6 thé thay

déi kich c¢& cta no.
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Mail Merge * X

Select document type

What kvpe of document are wau
working an?

@ Letkers

) E-mail messages
() Envelopes

() Labels

{:} Directaory

Letters

Send letkers to a group of
people. You can personalize the
|etker that each person receives,

Click. Mext bo conkinue.

Step 1 of &

% Mext: Starting document

Dé thwc hién merge mail can phai qua 6 bwdc, ban lam theo hwéng dan bang
cach chon nhirng tly chon phu hop réi nhan Next & dwdi cung cla hép thoai,
néu mubn quay lai thi nhan vao Previous.

Trong muc Select document type da chon san Letters. Chon Next qua budc
2

Mail Merge * X

Select starting document

How di wou wank ba sek up waur
letters?

{®) Use the current docurnent
(") Skart From a kemplate

() Skart: From existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
inFormatior,

Step 2 of &
% Mexk: Select recipients

@ Previous: Select document bype
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Trong muc Select sartting document da chon san Use the current document.

Chon Next qua buwéc 3

Trong muc Select recipients nhan nat Browse. Chon va mé file danh sach

Mail Merge

Select recipients

() Use an exisking list

) Select Fram Oublook contacts

) Twpe a new list

Use an existing list

Use names and addresses from a

file or a database,

Erowse, ..

'

— Select recipient list file

Step 3 of 6

& Mexk: Write yvour letter

@ Previous: Starting docurment

w

excel da lwu.
Select Table @
Mame Description | Modified Created Type
12/13/2009 6;:07:23 &AM 12/13/2009 6:07:23 &AM TAELE
Sheetz$ 12/13/2009 6:07:23 &AM 12/13/2009 6:07:23 &AM TAELE
Sheet3$ 12/13/2009 6:07:23 AM  12/13/2009 6:07:23 &AM TABLE
< |

First pow of data contains column headers

O, l [ Cancel

Chon Sheetl, OK
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Mail Merge Recipients

This is the list of recipients that will be used in your merge, Use the options below to add to or change wour lisk, Use the
checkboxes to add or remove recipients From the merge. wWhen your list is ready, click Ok,

Data Source

‘ Danh5ach,

DanhSach. xlsx: [v B3 H& L& Moot iy YWing ]
DanhSach, xlsx v Ong Hoang +an Binh Mam 33 LE Lai TP.HJ
DanhSach, xls:x v &ng Phan thanh Tam Farm 44 L Thuing Kigk TP.H{]
DanhSach, xlsx [v B3 MguyEn Thidy HEng ]y 55 L& Thanh Tdn TP.HJ
DanhSach. xlsx: v &ng Tran hia Binh Mam 66 Ly Thai TA Eign H
Danhach. xlsx [+ B L& thi Mdng Yan g 77 Tran Hung Bao Thi D
DanhSach, xls:x v &ng LE wan Loi Farm 83 hgd B KE TP.H{]
DanhSach, xlsx [+ E3 Hang thi Mgoc Ha iy 29 Hing Yoiang Wiing 1
Danh3ach, xlsx [+ B3 Hodng thi LE Tudng iy 96 Pasteur TP.HJ
< >

Data Source Refine recipient lisk

DanhSach, xlsx 41 sort.

| Filker. ..

‘1 Find duplicates. ..

42

Find recipient. ..

£ Validate addresses. ..

o} hop thoai Mail Merge Recipents, ta c6 thé loai bé hoéc trich loc nhirng hang
khéng muén tao thw moi.

Nhan OK.

Nhan Next qua buéc 4.

111



Mail Merge * X

Write your letter

If wou have naok already done sa,
write wour [etber now,

To add recipient information ko
wour letter, click a location in the
document, and then click one of
the iterms belaw,

2] address block..

2] reeting line. ..

if| Electronic postage. ..
}'ﬂ More items. ..

When wou have finished writing
wour lekter, click Mext, Then you
can preview and personalize each
recipient's letker,

Step 4 of &
% Mext: Preview your letters

@ Previous; Select recipients

Trong muc Write your letter, nhan chon More items. ..

Insert Merge Field

Insert:
) Address Fields (%) Database Fields
Fields:

T —
HOTEN
PHAI
NS
DIACHI
THPHD
BANG

[Matu:h Figlds. ., ] [ Insett l [ Cancel ]

Dat con tré text & vj tri xac dinh trong van ban mau, noi can chén di liéu vao,

lan lwot chén céc field vao trong main document nhw sau:
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Cang Ty TNHH XYZ
&4 999 Pasteur, .1, TR.HCM
2 5223344 Ngdy 30 thang 10 ndm 2009
THU MOT
s g
Kinhgoi: «0BC» «HOTEN=®
Sinh nam: «MNS»

Dia chi: «DIACHI»

Nhan Next sang buwéc 5, & buwdc nay nhan vao nat >> dé xem trudc cac thw

moi tiép theo

Mail Merge * X

Preview your letters

Cne of the merged letters is
presviewed here, To presigw
anokher letter, dlick one of the
Following:

Recipient: 1

41 Find a recipient. ..

Make changes

ou can also change wour
recipient lisk:

= Edit recipient list, ..

[ Exclude this recipient

When vou hawve finished
presiewing vour letkers, click
Mext, Then wou can print the
merged letters or edit individual
letters ko add personal
camments,

Step 5 of B
% Mext: Complete the merge

@ Previous: Write waur letber

Nhan nat Next sang buwédc thi 6.
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Mail Merge v X

Complete the merge

Mail Merge is ready to produce
wolr letkers,

To personalize yaour lekkers, click
"Edit Individual Letters." This will
open a new document with wour
merged letters, To make changes
ko all the letters, switch back ko
the original docurment.

Merge

i3 Print...

& 7 Edit individual letters...

| Merge to new document

Step 6 of &

@ Previous: Preview wour letters

Chon Print... néu mudn in cac thw mdi tryc tiép ra may in, chon Edit indidual
letters néu mudn xem trwdc cac thuw moi trong van ban.

Merge to New Document E|[z|

Merge records

) Current record

) From: | | Ta! | |

[ Ok l[ Cancel ]

Trong hdp thoai Merge to New Document co thé chon tao ra toan bo cac thw
moi c6 trong danh sach ho&c chi chon tao thw mdi cho moét sé ngudi.

Tao nhirng bi thw bang cach Mail Merge. Thwc hién twong tw phan From
letter nhwng chon Envelops thay vi chon From letter & buwécl.
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Tao nhén bang cach Mail Merge. Thwc hién twong tw phan From letter nhwng
chon Labels thay vi chon From letter & bwércl.

Tao van ban kiéu danh sach bang cach Mail Merge. Thwc hién twong tw phan
From letter nhwng chon Catologes thay vi chon From letter & bwércl.

Ribbon cling la mét cach hivu ich dé tao mét Mail Merge va qué trinh x(r ly rat
gibng vai cac bwée trong trinh Wizard. Bang cach sir dung thanh Ribbon, ban
sé cO thé truy cap vao nhiéu tinh nang hon, chang han nhu tw déng kiém tra
tim 18i trwéc khi ban hoan tat viéc hoa trén. Ngoai ra con c6 nhirng yéu tb
nang cao, chdng han nhw st dung céac trworng dé thé hién cac thao tac hoac
tinh toan trong tai liéu.

=] = = j j j j =P Rules - eyl | M 4t b M S
= & @ @ Match Fields ‘&‘{ ) el

= Find Recipient

Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B ~ Finish &
Merge  Recipients ~ Recipient List | Merge Fields Block Line Field = Results| S Auto CheckfarErrors | perge =
Start Mail Merge Write & Insert Fields Preview Results Finish

Nhirng 1énh ban ding trén Tab Mailings trong bdn nhém sau:

e Start Mail Merge: Day |a diém bét dau tr noi ban chon mét loai tai liéu
va sau do chon, tao, hoac chinh stra danh sach nguwéi nhan.

e Write & Insert Fields: Day |a noi ban c6 thé chén cac Merge Field va st
dung Rules dé thé hién céac thao tac tinh toan cho tai liéu.

e Preview Results: Bén canh viéc xem lai tai liéu da hoa tron, ban cé thé
st dung tinh nang kiém tra I6i mot cach tw déng.

e Finish: Hoan thanh merge va két hop céc tai liéu ca nhan cda ban vao
mot tai liéu toan dién, hay in ching ra hoac gwi thw dién tc.
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Chwong 6: Cac phim tat trong Word

Céc loai phim tat:

C6 2 cach dé str dung phim tat. Gia si» dé& in ddm mot chir ban co thé st
dung:

a. Phim truy cap cac Tab va Iénh trén man hinh.
b. T6 hop phim khéng ndm trén thanh Ribbon.

Nhiéu ngwdi cho rang bat ky sw két hop ctia mét té hop phim nao dan dén
viéc thwe thi mot Iénh déu co thé goi 1a phim tat, vé co ban thi d6 1a mét cach
nghi dung. Nhwng trong bai nay chung ta sé c6 mét dinh nghia chinh xac hon
vé phim tat. Xac dinh sw khac biét rat quan trong vi tirng loat phim tat khac
nhau sé c6 phwong thirc hoat déng khac nhau. Access Keys (phim truy
cap) Access Key cho phép ban truy cap thanh Ribbon, né lién hé mat thiét véi
cac Tab, Iénh va nhirng thtr ma ban nhin thay trén man hinh. Ban s dung
Acces Key bang cach nhan Alt réi sau dé nhan tiép mét phim hodc mét chubdi
tuan tw cac phim.

M®éi Iénh trén thanh Ribbon, trong trinh don cta nat Microsoft Office va trén
Quick Access Toolbar déu c6 mét phim truy cap riéng, méi phim truy cap
duwoc gan mot Key Tip. Key Tip 1a mét phién ban méi cha hé thdng ky tw
gach chan ma ban quen thudc & cac phién ban trwéc khi mudn truy cap cac
trinh don bang cach st dung phim Alt. Key combinations (t6 hop phim)
Cac t6 hop phim dung dé thwe hién mét 1énh nao doé va né khdng lién quan téi
nhirng gi ban nhin thdy trén man hinh. Cac phim phai dwgc nhan cung moét
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lGc dé kich hoat cac Iénh, trong da sb trwérng hop, di khéng phai tat ca, déu
c6 lién quan t&i phim Ctrl (vi du nhan Ctrl + C dé copy). Té hop phim khéng
thay déi trong phién ban Office 2007, n6 hoat déng gidéng hét cac phién ban

trworce.

Duyét thanh Ribbon bang Access Key (phim truy cap)

Khi ban mudn ding ban phim thay vi cac thiét bj tréd nhw con chudt dé diéu
khién thanh Ribbon va nhirng thir khac trén man hinh, trwéc tién ban phai bat
chirc ndm diéu khién bang ban phim. N6i cach khéac ban phai chuyén tir ché
dd nhap liéu sang ché do thwce thi Iénh bang cach nhan phim Alt. Sau dé, ban
sé cO rat nhiéu tuy chon dé& duyét khap thanh Ribbon.

Flll!' i li
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Paragraph

Ngay khi ban nhan phim Alt, ban sé thdy cac nhan nhd, hodc khién nhé hién
|&n dé chi ra Key Tip cla tirng Tab. Khi ban nhan phim dé kich hoat mét Tab,
cac khién nho sé& hién thi Key Tip cho ttrng 1&nh trong Tab d6. N6i cach khac,
ban chi thdy méi lan mét nhém Key Tip, va ban phai nhan mét lwa chon nao
do trwee khi thdy nhiéu hon. Key Tip 1a cach rat tuyét dé st dung phim tat béi
ban khéng can phai ghi nhé, moi thir déu hién thi trén man hinh.

Insert

Table

Ts

Page Layout References

hal B2 P 2 il

Picture Clip Shapes SmartArt Chart
EI II.|5t|'J1[TJ:|ns

hailin

dome

[

Margins

-

(1]

Page Layout

Insert References kailin
o] [5]
25 Orientation = k= Breaks = \[Wate
[[sZ)ze ~ $[LhJne Numbers = PChge
EE Columns*  wE_ Hyphenation = '_! Page
EI Page Setup F‘. ac

Hinh bén tréi: Trén Tab Insert Key Tip M dwoc gan cho nuat I€nh SmartArt.

Hinh bén phai: Trén Tab Page Layout Key Tip M dwoc gan cho nut Iénh

Margins. Cac Key Tip c6 thé tring lap trén cac Tab khac nhau, trong vi du
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trén M |a phim tt cho SmartArt trong Tab Insert nhwng lai 1a phim tat cho
Margins trong Tab Page Layout. Ban chi c6 thé thiy va lam viéc véi Key Tip
cta Tab dang dwoc kich hoat. Néu ban 1& chon sai Tab thi chi can nhan Esc
dé hién thj lai Key Tip cho Tab va chon lai Tab ma ban can. Lwu y: Néu cé
mot hop thoai dang mé dung cung moét ky tw Key Tip véi mét Tab hoac mot
|énh trén thanh Ribbon, thi Key Tip cta hdp thoai nay sé dwoc wu tién.

Ngoai Key Tip ban ciing cé thé dung phim miii tén d& duyét thanh Ribbon.
Dau tién ban ciing nhan phim Alt dé chon thanh Ribbon lam tiéu diém, sau do
dung cac phim mdi tén dé di chuyén: Phim MUI TEN TRAI va MUI TEN PHAI
dé chuyén qua lai gitra cac Tab. Phim MUI TEN LEN dé chuyén tiéu diém |én
Quick Access Toolbar (tr day ban cé thé dung phim MUI TEN TRAI dé di
chuyén sang nat Microsoft Office). Phim MUI TEN XUONG chuyén ban vao
Tab dang kich hoat va ban cé thé di chuyén tiép trong d6 bang cach st dung
phim mi tén.. M6t diém tién bd so véi phién ban trwéc cha Microsoft Office 1a
ban c6 thé di chuyén I&n / xubng thay vi chi |a trai / phai.

Phim TAB va thanh Ribbon

Ban ciing c6 thé dung phim TAB dé di chuyén quanh thanh Ribbon. Sau khi
nhan Alt dé chon thanh Ribbon, ban hdy nhan phim TAB lién tuc dé di chuyén
gua cac nut Iénh theo ttvng nhém tai Tab dang kich hoat.

Sau khi di mét vong hét cac 1&n trong Tab hién tai, tiéu diém sé dwoc chuyén
theo th tw nat Help, nat Microsoft Office, Quick Access Toolbar, cac Tab
va quay tré lai nhém dau tién trong Tab hién tai. Nhan Shift + TAB dé di
chuyén theo huéng ngwoc lai. Khi dén dwoc [énh ma ban muén, hay nhan
ENTER.

Néu ban tirng 1am viéc véi Mocrosoft Office trong nhiéu ndm va la mét chuyén
gia vé phim tat, ban thudc 1ong tat ca cac phim tat. C6 thé ban sé bbi rbi khi
tat ca trinh don va phim tat ci da bién mét. Thuc ra, thanh Ribbon va phim tat
m&i can c6 mot it thoi gian d& ban lam quen nhwng mét khi da ndm bat dwoc
ban sé& danh gia cao no.

Néu ban van khdng hai Id6ng va mudn tré lai véi cac phim tat cd thi day la cau
tra 1&i: hau hét phim tét cli déu van hoat ddng. Tuy nhién ban phai nhé chinh
Xac vi gior day khédng con noi ndo trén man hinh nhic ban can phai nhan phim
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nao. Day |4 cach hoat déng: Trong cac phién ban trwédc khi ban nhan Alt + E
thi trinh don Edit dwoc mé [én va ban nhan tiép cac ky tw dwoc gach chan dé
truy cap cac Iénh. Trong Office 2010khi nhan té hop Alt + E (hodc cac ky tw
tat khac) sé khéng cé trinh don nao mé ra. Thay vao dé, mét théng diép sé
hién thi cho ban biét ban dang dung hé théng phim tat ci. Néu ban nho tb
hop phim tét thi chi can nhéan tiép dé thwe hién Iénh. Néu ban khéng nh&, hay
nhé&n Esc dé hién thj cac Key Tip.

Céac phim tat thong dung:

Phim Chirc ning

Ctri+1 Gian dong don

Ctrl+2 Gian dong doi

Ctrl+5 Gian dong 1,5

Ctrl+0 Tao thém d6 gian dong don trudc doan
F12 Luu tai liéu voi tén khac

F7 Kiém tra 13i chinh ta tiéng Anh

F4 Lap lai 1énh vira [am

Ctrl+Shift+S Tao Style (heading) -> Dung muc lyc tu dong

Ctrl+Shift+F | Thay doi phong chir
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Ctrl+Shift+P

Ctrl+D

Ctrl+M

Ctrl+Shift+M

Ctrl+T

Ctrl+Shift+T

Ctrl+F

Thay doi c& chir

M& hop thoai dinh dang font chir

Lui doan vadn ban vao 1 tab (mdc dinh 1,27cm)

Lui doan vin ban ra 18 1 tab

Lui nhimg dong khong phai 13 dong dau cua doan vin ban vao 1

tab

Lui nhitng dong khong phai 1a dong dau cua doan vin ban ra 18 1

tab

Tim kiém ky tu

Ctrl+G  (hoic Nhay dén trang sb

F5)

Ctrl+H

Ctrl+K

Ctrl+]

Ctri+[

Tim kiém va thay thé ky tu

Tao lién két (link)

Tang 1 co chir

Giam 1 ¢o chur
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Ctrl+Shift+>

Ctrl+Shift+<

Alt+Shift+S

Ctrl+Enter

Start+D

Start+E

Ctri+Alt+N

Ctri+Alt+P

Ctri+Alt+L

Ctri+Alt+F

Ctrl+Alt+D

Ctrl+Shift+A

Alt+F10

Tang 2 c& chir

Giam 2 ¢& chir

Bat/Tat phan chia cira s6 Window

Ngit trang

Chuyén ra man hinh Desktop

M¢ ctra s6 Internet Explorer, My computer

Cira s6 MS word ¢ dang Normal

Cira s6 MS word ¢ dang Print Layout

Panh s6 va ky tu tu dong

banh ghi cha (Footnotes) ¢ chan trang

Danh ghi cha ¢ ngay dudi dong con tré ¢ do

Chuyén d6i chit thuong thanh chit hoa (v6i chir tiéng Viét c6 dau

thi khéng nén chuyén)

Phong to man hinh (Zoom)
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Alt+F5 Thu nho man hinh

Alt+Print Chup hinh hop thoai hién thi trén man hinh
Screen
Print Screen Chup toan bé man hinh dang hién thi.

122



Chwong 7: Mot s6 meo hay trén Word
2010

Céc cdng cu d6 hoa ctia Word 2010

T nhirng cdng cu vé hinh va dinh dang don gian & cac phién ban trwéc,
Office 2010d4 nang cAp dang ké tinh nang dé hoa trong Word, gitp cho
nguoi dung théa strc sdng tao ma khéng can dén sy tro gilp cla nhirng
chwong trinh d& hoa chuyén nghiép nhw Photoshop, lllustrator, CorelDraw ...

Trong Word, cac dbi twong d6 hoa (lllustrations) dwoc chia 1am 05 loai:
Picture (&nh chup), ClipArt (dnh vé c6 san khi cai dat), Shapes (cac hinh vé
co ban), SmartArt ( cac hinh vé, so dd dac biét), Chart (d6 thi) va WordArt
(chi» nghé thuat — ndm trong nhom Text).

EHED™d .

Picture Clip  Shapes Smartart Chart
Art -
lustrations

Qua trinh thao tac dwoc thue hién qua hai phan: tao déi twong va dinh dang
déi twong.

Dé khéi tao dbi twong, ta chon menu Insert réi chon nhém déi twong trong
phan lllustrations.

e Vi Picture, nguwdi str dung phai chon tranh & noi chira (vi du trong My
Pitures)

e Vi ClipArt, ngudi str dung phai chon tranh trong kho c6 san cla
chuwong trinh

e V6i Shapes, ngwdi st dung phai chon hinh vé réi kich chudt vao van
ban

e V&i SmartArt, nguoi st dung phai chon loai so d6 réi OK

e V&i Chart, nguwdi st dung phai nhap sé liéu
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e V&i Word Art, nguwdi st dung phai chon mau va nhap néi dung

Sau khi tao d6i twong xong, ngwdi st dung phai kich chudt vao déi twong dé
va chuyén sang menu Format dé dinh dang. Pay la noi tap trung cac céng cu
dé dinh dang dbi twong vira tao, bao gébm

& Corrections v :J{ — — — E_/ Picture Border v
& Color ~ L) d - — d - v | ! Picture Effects v
\hj v| & 3’ Picture Layout v

3 Sl PP

Position Wrap
- Teut = LEQSElECti-:IH Pane ShT hd

[
=]
=
-
2l
+..
@
un
L3

4

Arrange Size

Diéu chinh d6 sang téi, do twong phan, gém:
e Brightness: diéu chinh d6 sang
e Contrast: diéu chinh dé twong phan

e Recolor: diéu chinh tdng mau. V&i tinh ndng nay, ngudi st dung c6 thé
chuyén toan bd &nh thanh dang don sac theo mét tdng mau nao do.
Da&c biét, trong d6 c6 tinh nang Set Transparent Color dung dé chuyén
mot mang mau tré nén trong subt (thwerng dung dé loai bd nén anh)

e Compress Pictures: dung dé nén anh. Cac anh nguyén gbc c6 thé c6
dung lwong rat Ién (vai MB moét anh), khi chén vao trong van ban thi
dung lwong cua file Word sé bang dung lwong ky tw cong véi dung
lwong cla toan bd dnh. Nhw thé c6 thé mot van ban co kich c& I1én téi
100MB. Bé gidm dung lwong &nh, ta ding ché d6 nén véi 03 mre: Print
220 ppi - tt cho khi in ra may va hién thij, Screen 150 ppi — hién thj tét
trén man hinh, Email 96 ppi — dung lwong nhd - chat lwong hién thi
khong tt

e Change Picture: thay déi anh

e Reset Picture: khéi phuc anh tré vé trang thai gbc
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e Nhom Picture Styles: cac ché do dinh dang cho anh, gdm:
e Picture Shape: chon kiéu khung anh (chi cé vé&i dbi twong dang anh)
e Picture Border: chon kiéu vién khung &nh

e Picture Effects: chon kiéu hiéu ng cho anh

NNOoo - = +| & shape Fill »

ﬂ—L—L.E:/\'& S|~ Abc m - Eﬂhape Cutline = i

CIRAR - 5 | (2 Shape Effects = -
Insert Shapes Shape Styles WordArt Styles

[l j ﬂ Lh Bring Forward = |2+ » I

5 Align Text + [ Send Backward = | :
Pasition Wrap e . Size
- - Tewt = Crly Selection Pane N -
Text Arrange

cac ché do dinh dang cho cac dbi twong dang hinh vé va db thi, goém:
e Shape Fill: chon kiéu nén
e Shape Outline: chon kiéu viét

e Shape Effects: chon kiéu hiéu &ng cho hinh vé

Can chinh vij tri, khodng cach gilra cac dbi twong dd hoa, gom:
e Position: Chon vi tri dbi twong so vé&i dong van ban
e Bring to front: dwa Ién trén cung
e Send to back: dwa xubéng dwéi cuing

e Text Wrapping: chon ché dd dong van ban bao quanh déi twong (bao
theo hinh vuéng, bao chat hay phu lén trén ...)

e Align: dong hang cac dbi twong dwoc chon
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e Group: nhém va bd nhém cac dbi twong dwoc chon

e Rotate: quay, lat cac dbi twong

Diéu chinh kich c& chinh xac cac déi twong
e Height: diéu chinh chiéu cao
e Width: diéu chinh dé réng

e Crop: cét tranh

Lwa chon cac hiéu &ng béng hai chiéu

Lwa chon cac hiéu trng béng ba chiéu

Chon mau dinh dang chir nghé thuat

Bén canh menu Format dé dinh dang chung cac déi twong dé hoa, thi voi
nhirng loai nhw biéu @6, @b thi con c6 thém hai menu 1a Design va Layout

e Design: chinh sira thiét k&, di¥ liéu (d6i v&i do thi)
e Layout: chinh stra giao dién

C6 mot diém can lwu y, tat ca cac tinh nang néi trén ctia Word 2010 chi hién

thi khi van ban dworc tao va lwu theo dinh dang Word 2010 (c6 duéi la .docx).
Néu lwu & dinh dang Word 2003 thi nhi¥rng tinh nang riéng cé ctia Word 2010
nhw cac dang biéu d6 dac biét, cac kiéu dinh dang d6 béng, tao hiéu trng nébi
... s& bj &n di.
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Str dung Word 2010 dé viét Blog

Blank and recent

!
| Ql 1
Blank document [ Neéw blog post

s

M&i khi ban viét bai méi cho Blog ctia minh, ban thwéng soan thao bang cong
cu cla hé théng Blog dé. Tuy nhién, cdng cu soan thdo thworng khéng dap
&ng dwoc cac chirc ndng ma ban can va ciing hay bj mét bai khi két néi
internet bj r&t! Néu ban dang st dung bd Office 2010, ban cé thé diung Word
2010 dé lam cong cu soan thao méi khi viét Blog.

Bwéc 1: Nhap vao nat Office bén gdc trai trén

cung >> New >> nhép kép I&n nat New Blog Post

m Home Insert Page Layout Refer

(= save

i Available Templates

G Save As

3 Open +* {2} Home

L4 Close

1ig
Fecent Blank Blog post

docurment

m Office.com Templates

Bwéc 2: Chuwong trinh s& nhac ban dang ky tai khoan cuia blog véi ting dung.
Nhép nat Register now. Néu ban khéng gap hép thoai yéu ciu tao tai khoan
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http://www.helloict.com/su-dung-word2007-viet-blog-253
http://www.helloict.com/tag/blog
http://www.helloict.com/tag/blog
http://www.helloict.com/tag/office-2007
http://www.helloict.com/tag/word
http://www.helloict.com/tag/blog
http://www.helloict.com/tag/blog
http://www.helloict.com/tag/blog

ban c6 thé nhap vao nat quan ly tai khodn Manage account trén thanh céng

cu Blog Post.

Elog Post Insert

Publishn Home  Insert Open | Manage
= Page (Category Existing |Accounts
Elog

Bwéc 3: Trong bang quan ly tai khoan, ban nhap

New dé tao tai khoan t&i tai khodn cta Blog. Tiép dén, ban chon hé théng
blog nao ban dang dung, Cung cap username va password.

Blog Accounts

Default Mame Host

Mew Blog Account

Welcome to the blog registration wizard. This wizard will help you configure
Microsoft Word to post to your blog. To get started, choose your blog
provider:

Blog |Choose your blog provider | |£] Refresh List

My prq Choose your blog provider
I don'f Windows Live Spaces

SharePoint blog

Community Server
TypePad

|

Bwéc 4: Gid thi ban ¢ thé soan bai viét cta minh trén Word 2007.

Sau khi hoan thanh, dé& xuét ban Ién Blog, ban click nat Publish >> chon
Publish dé dang bai ngay hay nat publish as draff dé lwu lai ban nhap.

Blog Post Insert

‘ Open  Manage
Category Existing Accounts
Blog
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http://www.helloict.com/tag/word
http://www.helloict.com/tag/blog

Ngoai ra ban c6 thé dung cac nit trén thanh céng cu Blog post khac nhw xem
trang chu (nit Homepage), chinh stra (nGt Open EXxisting).

Tao muc luc trong Word 2010

Céach dé nhat dé tao muc luc tw déng 1a tan dung cac Heading Styles ma
ban muén gép ching trong muc luc. Vi dy: C6 Heading 1, Heading 2, ...tay
theo ndi dung cla tai liéu. Khi ban thém hodc xéa bat ky Heading nao tw tai
liéu, Word sé& cap nhat vao muc luc tw ddng. Word ciing cap nhat sé trang
trong muc luc khi thdng tin trong tai liéu dwgc thém hoac xéa. Khi ban tao mét
muc luc tw ddng, diéu dau tién ban nghi la danh d4u cac muc trong tai liéu.
Muc luc dwoc dinh dang lwa vao cac cap do cha cac Heading. Cap do 1 sé
bao gébm bat ky ndi dung nao dwoc dinh dang véi kiéu Heading 1.

Ban c6 thé danh d4u cac muc trong muc luc tw ddng theo mét trong hai cach
sau: st dung cac Heading dwoc xay dwng sén, hodc danh dau cac muc van
ban riéng.

S dung cac Heading Styles dwoc cai san:

e Lwa chon ndi dung ban mudn dinh dang thanh Heading

Chon tab Home

Trong nhom Styles, Chon Heading 1 (hoac chon heading tuy y)

aasbccor AaBbC AaBbCec | aasbceDe | ’%ﬁg

Emphasis | THeading 2 THeading3 | TNormal |- gthflmélﬂ
yles =

Styles

Néu ban khéng thay Style ban muén, Chon vao miii tén d& mé rong
Quick Styles Gallery

Néu style ban mudn khong xuét hién, Chon Save Selection as New
Quick Style
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aasbceoe AaBbhC AaBbCc AaBchDc\
Emphasis THeading 2 THeading3 | T MNormal
| AaBbCcDe AaBbCi AaBbCc AaBbCel

T Mo Spaci.. Heading 1 Heading 4 Heading 5

AaBb( AaBbCcl 4cBbCcDi AaBbCeD:
Title Subtitle Subtle Em... Intense E..

AaBbCcDe AaBbCcDt AaBbCcDy ALBECCDC
Strong Quaote Intense Q... Subtle Reaf...

AABBCCDL AABBCCDC AaBbCcDe
Intense R...  BookTitle T List Para... ,

Save Selection as a Mew Quick Style...
=, Llear Formatting

S Apply Styles..

Pé danh dau cac myc:
e Lwa chon ndi dung ban muén tao Heading
e Chon tab References
e Chon Add Text trong nhom Table of Contents

e Chon Level ban muén ap dung cho ndéi dung da chon

(S Add Text ~ Al LiyInsert Endnote

: v | Do Mot Show in Table of Contents otnote =
Table of

Contents = Level 1 :
Table ——|
_ Level 2

Level 3

Dé tao muc lyc ty déng
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Dat con tré vao tai liéu noi ban mubn dat muc luc ty déng
Chon Tab References

Chon nuat Table of Contents, Chon vao Insert Table of Contents va
dinh dang muc luc theo cach riéng ctia minh.

[Ep Add Text ~
=¥ update Table

Table of
Contents =

Insert Table of Contents...

Tahle of Contents

| Table of Contents ;

Prinkt Prevyiew Wieh Preview

[ == T 1 = 1 | Heading 1 4'_\

HEadiNg 2 covecerseessesrsssnenans 3 Heading 2
Heading 3..cveeeeceeeeeeeeeeeens 5 Heading 3
b b

Show page numbers IUse hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ....... W |
General

Formaks: |Fr-:|m kemplate b |

Show levels; |3 -

[thiu:uns... ][ Modify. .. ]

[ Ok l[ Cancel ]
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Sau khi d4 tao ra bang muc luc cho tai liéu, c6 thé ban phai duy tri n6. Bang
muc luc sé ty ddng cap nhat khi tai liéu dwgc mé; va con hay hon nira khi né
cling tw cap nhat bat c&r khi nao ban thém tén chwong hoac tiéu d& méi vao
va lam thay déi sé trang cla tai liéu. Chi can thwc hién 2 budc sau: Ban cap
nhat muc luc bang cach Click vao tab References va sau dé chon Update
Table trong nhdm Table of Contents.

m Home Insert Page Layout Referances

= = Add Text ~ [y Insert Endnote
= 2 Update Table AR Mext Footnote =
Table of Insert
Contents = Footnote i
Table of Contents Footnotes

Khi cap nhat bang muc luc ban sé& dwoc hdi rang ban mudn cap nhat toan bd
muc luc hay chi muén diéu chinh sé trang.

Ward is updating the kable of contents, Select one of
the Following options:

(%) ipdate page numbers onlyi
i) Update entire table

[ oK l[ Cancel ]

Chon diéu chinh sb trang néu ban thém néi dung lam tang sé trang trong tai
liéu ma khéng thém tiéu d& nao méi, con néu ban thém hodc thay dbi noi
dung tiéu dé thi nén chon Update entire table. Ban nén tranh viéc stra chira
trie tiép vao bang muc luc, vi néu ban da tirng cap nhat bang muc luc thi ban
s& mat di¥ liéu da thay déi. D& thay ddi ndi dung trong bang muc luc, thi hay
chinh stra trén tai liéu, chir khéng slra trwc tiép trén bang muc luc, sau do6
click Update Table.

DPé x6a muc luc ty dong:
e Chon tab Referencs trén nhém Ribbon

e Chon Table of Contents
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e Chon Remove Table of contents.

B Home Insert Page Layout References

S Add Text = [y Insert Endnate

- _Tf Update Table ﬁg Mext Footnote -
Table of Insert
Contents = Footnote

Insert Table of Contents...

=

2 Remove Table of Contents

Ban da c6 mdt bang muc luc réi, nhwng ban lai mudn thay déi ching. Vi du
tiéu dé trong tai liéu ctia ban ¢ mau xanh nhwng trong bang muc lyc thi
khong. Ban thich mau xanh va muén trong bang muc luc ciing c6 mau tring
v&i cac tiéu dé trong tai liéu. Co6 thé bang muc luc qua dai va ban mudn lam
né ngén bot.

Hoéc cling c6 thé ban da hai ldng vé bang muc luc nhwng van muén cé mét
thay ddi nhd. Chang han ban muén thay dbi cac dwérng chdm dit quéing gitra
cac dé muc va sbé trang. Ho&c ban muén sé trang nam gan cac d& muc hon.

Ban da c6 bang muc luc, né tréng cé vé 6n, nhwng ban mudn mau séc twong
tw nhw tiéu dé. Day |a cach thuc hién: Trén Tab References, chon Table of
Contents trong nhom Table of Contents va sau d6 chon Insert Table of
Contents.

Trong hdp thoai Table of Contents, chac chan rang muc From template da
dwoc danh dau trong hép Formats, sau d6 chon Modify. Chon TOC 1 trong
hop thoai Style dé chon cap dd cao nhéat ho&c Level 1, trong bang muc luc
TOC va sau doé chon Modify. HOp thoai Modify Style dwoc mé ra, str dung hop
mau Font trong phan Formatting d& chon mau xanh. Sau khi click OK hai 1an,
hdy xem trong muc Print Preview cta hép thoai Table of Contents va ban sé
thdy rang Table of Contents, hay con dwoc viét tat 1a TOC 1 (hay Level 1),
bay gi®’ |a mau xanh. Néu ban muén thay ddi TOC 2 (Level 2) hay TOC 3
(Level 3) cling thanh mau xanh, thi ban cling lam theo quy trinh trén bang viéc
chon TOC 2 hoac TOC 3 trong hdp thoai Style triwde khi di dén hoép thoai
Modify Style. Sau khi click OK, mét hdp thoai xuét hién vé&i ndi dung héi ban
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c6 mudn thay ddi bang muc luc hay khéng, click OK va két qua sé hién thanh
mau xanh nhw y mudn cla ban.

Ban muén thay déi nhiéu hon nira? Word 2010cho ngudi dung nhiéu tiy
chon dé chon lya trong hdp thoai Modify Style, nhwng hay ludn nhé chon
Style ma ban mudn thay dbi trong hdp thoai Style trwéc khi thwe hién chire
nang Modify Style. Chay rang khi click Format, ban sé c6 lwa chon thay dbi
nhw Font, Paragraph, Tabs, ... ban ciing c6 thé thay dbi cac cai dat cla tirng
phan va xem lai ching trong muc Preview truwdc khi ap dung cho bang muc
luc.

Table of Contents @@

| Table of Contents ‘

Print Preview Web Preview
[ (== T {10 = 1 | Heading 1 A
ETEET [T i 3 Heading 2
M bt
‘ Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: ‘ ....... Ml
General
Formats: From template v
Show levels: |2 S

[thions... ] [ Modify... ]

[ OK ][ Cancel ]

Bang luc luc quéa dai, co 1& chi can hai cAp do dau tién TOC 1 va TOC 2 |a phu
hop vai tai liéu cda ban. Muc Show levels & hop thoai Table of Contents la
noi ban c6 thé chon cac phan cap ban mudn thé hién trong bang muc luc.
Word 2010c6 dén 9 cip dd khac nhau. Lam ngan bang muc luc bang cach
gidm cép do, con mudn kéo dai bang muc luc thi ban hay tang cap dé Ién.
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Ban c6 thé xem trong Print Preview hodc Web Preview dé xem s diéu
chinh cGa minh, khi nhan thay hop ly, thi click OK hai 1an.

Ban c6 thé thwe hién cac thay ddi nhé ma khéng can réi khdi hdp thoai Table
of Contents. Chang han thay dbi cac gach dit quang gitr cac dé muc va sb
trang (goi 1a Tab Leader), ho&c thay déi canh dong (align) ctia sé trang.

Table of Contents

\ Table of Contents ‘ :

Print Preview Web Preview
[ (=3= T {10 = 1 |« Heading 1 »~
ETE [T 3 Heading 2
‘ v v
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: \ ....... v \
General
I & —1
Formats: From template v |

-~ |
¥

Show levels: ‘2

| options... | | mody... |

| ok || cancel |

Dé thay ddi Tab Leader, chon muc Tab leader dé& xem lai kiéu gach ngang va
dong. Néu ban x6a hop Right align page numbers, thi sé trang sé di chuyén
lai gdn hon dén bang muc luc va tab leaders sé& khéng con hiéu lwc. Néu ban
mudn x6a bé toan bd sbé trang thi hay bd dau chon & hop Show page
numbers.
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Tao trang bia trong Word 2010

Word 2010 cung cap sén cho ban mét bd swu tap céac trang bia kha dep mat.
Céc trang bia ludn dwoc chén vao dau tai liéu, khéng phu thudc vao vi tri hién
tai ctia con tro trong tai liéu.

e Trong thé Insert, nhdm Pages, ban nhan nat Cover Page.

e Trong menu xuét hién, ban hdy nhan chon mét kiéu trang bia minh
thich. Trang bia d6 sé dwoc ap dung vao tai liéu va ban cé thé sira dbi
ndi dung cac dong chir mac dinh bang dong chir minh thich.

m Home Insert Page Layout Referances Pailings

--1
i
1

|] Cover Page - j \ﬂ‘ ﬂij |_|_j' Zﬁ ﬁh i+

_] Blank Page

1= Table Picture Clip  Shapes SmartArt Chart Screenshot

= Fage Break - Art - -
Pages Tables Illustrations

Dé xda trang bia, ban nhan chudt vao thé Insert, nhan nat Cover Page trong
nhém Pages, sau d nhan Remove Current Cover Page.

Tim nhanh tir dong nghia trong Word

S& dung tinh ndng Research, ban con c6 thé tra tir ddng nghia va t phan
nghia.

e Trong thé Review, nhém Proofing, ban nhan nat Thesaurus.

m Home Insert Page Layout References Mailings Review View

I . - = Malata - E H . |
Qi Research a_% T = ] o Delete == ;_'_‘, Final: Show Markup
5 Thesaurus A # Previous = = show Markup =
Spelling & g = Translate Language Mew Track o
Grammar 23] YWord Count - - Comment I Mext Changes = [B] reviewing Pane ~
Proofing Language Comments Tracking
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e Gil phim Alt va nhan chudt vao ti can tra. Két qua sé hién thj trong
khung Research & bén phai.

Research v X
Search for:
Research B8
Thesaurus: English (U.5.) L7

4AThesaurus: Enalish (U.5.)
AInvestigation (n.)
Investigation
Study

>

Explaration

Examination

Inquiry

Enguiry

Inguiries (Dictionary Fa...
Enquiries (Dictionary F...

ATnvestigate (v.)
Investigate

Study

Explore

Examine

Seek

Do research (Dictionar...
Delve into (Dictionary ...

Make inguiries (Diction...

e D& chén tir ddng nghia ho&c phan nghia dé vao tai liéu hién hanh, noi
con tré dang dirng, ban dwa chudt vao tir trong danh sach két qua,
nhan chudt vao mii tén bén canh ttr, chon Insert.

e D& tim tiép tir ddng nghia / phan nghia cda t trong danh sach tim
dwoc, ban nhan chudt vao tir dé trong danh sach két qua.

Ghi ch(: Ban ¢6 thé tim t&r déng nghia, phan nghia trong ngén ngi khac
(ngoai tiéng Anh) bang cach nhan chudt vao hdp danh sach bén dwdi khung
nhap liéu Search for va chon mét ngdn ngi, vi du nhw tiéng Phap (French)
chang han.
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Goi file qua Email tir moi treong Word

Du van hay m& hom thw, chon chirc nang tao méi rdi dinh kém file van ban
dé gtvi cho ddi tac, ban co thé thay déi théi quen nay bang cach gt ngay trén
moi trwdng Word. Diéu kién Ia may tinh cta ban da cai Outlook Express hoac
Microsoft Express.

“—Hame Insert Page Layout References Mailings Review View

|l save

Share Send Using E-mai
[ save As
&5 Open [ﬂ= .] S (U5 ] l g Attach a copy of this document to an e-r.nall . . N
-~ % Allows you to work on one copy of this document, while the e-mail recipients
CF Close work on ancther
_ o Send as
- Save to SharePoint Attachrnent
nro
Recent @ Publish as Bleg Entry Create an e-mail that contains a link to this document
> Keeps the e-mail size small
New File Types Allows you and your e-mail recipients to work on the same copy of the
document.
. = ) Allows e-mail recipients to always see the latest version
Print H Change File Type
Ay Tosend a link to this document, it must be saved to a Web server or a shared
fClclEI.l
Create PDF/XP5 Document
Help Attach a PDF copy of this document to an e-mail
df Documents lock the same on almost any computer
:] Options Send as Preserve fonts, formatting, and images across platforms
B Eit POF ) Contents of PDF documents cannot be easily changed
Comply to an industry standard format
Attach a XPS copy of this document to an e-mail
xps Documents lock the same on almost any computer
Preserve fonts, formatting, and images across platforms
Send as XP5

Contents of XP5 decuments cannot be easily changed
Comply to an industry standard format

Khi c6 hom thw e-mail do mét may chi hé tro (theo giao thirc IMAP hodc
POP3), ban c6 thé dung Outlook Express, Microsoft Express. Hom thw
webmail cia Google (Gmail) hay Yahoo ciing hé tror giao thiec POP3
(nhwng Yahoo chi dung dwoc tinh nang nay & ban déng phi).

Cac bwdc thwe hién nhw sau:
e M& mot tap tin mubn gt

e Va0 menu File > Share > Send Using E-mail. Chon tiép mét kiéu dé g&i
email

Nhw da ndi & trén, 1énh nay chi thanh céng khi Word phat hién mét hé théng
e-mail twong thich va hoat déng khi cac chwong trinh dé da dwoc cai dat.
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e LUc nay giao dién gt thw hién ra véi cac dong nhuw To..., CC....,
Subject... Néu khéng nhé e-mail clia ngudi glvi, ban nhan vao biéu
twong hinh quyén vé dé doc sé dia chi va chon > OK.

e Biéu twong c6 dau mii t&n mau xanh va dau chdm than sé gitp ban dat
e-mail gvi di cia minh & cép dé wu tién nao (thap, binh thudng, cao).
Ban ciing c6 thé dinh kém céc file khac ngay trén méi treéng Word
bang cach nhan vao biéu twong chiéc kep ghim.

e Sau do, nhan vao muc Send a copy.

Chu y rdng vao lan dau tién glri thuw theo cach nay, cé thé ban sé dwoc yéu
cau nhap ID, password va domain. LGc nay, ban chi can gé lai dung nhw khai
bao dbi véi hom thuw Outlook hodc Microsoft Express da tao truwédc do.

Thu thuat dung may tinh trong Word

Mac du céng nang chinh ctaa Microsoft Word la soan thao van ban, song né
cling cho phép nguwdi dung thuc hién cac phép tinh co ban théng qua chiéc
may tinh lam dwoc tich hop véi tén goi Tools Calculate (kha gibng véi tién ich
Calculator trong thw muc Accessories ctia hé diéu hanh Windows).

Dé khai thac cong cu bi mat nay cia Microsoft Word, truéc tién, ban can dat
biéu twong Tools Caculate cla né trén tab méi clia clra s6 soan thdo van ban
bang céch:

Tao Tab méi trén Ribbon: click phai Ién Ribbon, chon Customize the Ribbon:

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon

Hop thoai Word Options hién thi
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Chaoose cammangds frame

‘A‘-.II Commands v

TogYie NIe Uy vieve

Tools AutoCorrect Caps Lock Off
Tools AutoCorrect Days
Tools AutoCorrect Exceptions
Tools AutoCorrect Initial Caps
Tools AutoCorrect Replace Text
Tools AutoCorrect Sentence Caps
Tools AutoCorrect Smart Quotes
= Tools Bullet List Default

~

Tools Customize Keyboard Short...
Tools Gram Settings
i= Tools Number List Default
Tools Options AutoFormat
Tools Options AutoFormat As Yo...
Tools Options File Locations
Tools Options Smart Tag
Tools Spelling Recheck Document
] Top and Bottom

% Top Border
#] Top of Page »
v Total Row
Track Changes »
' Track Changes =
# Track Changes >
Traditional 7
L Temimefmen L ¥

<< Remove

Customize the Ribbon:(
‘Main Tabs v

Main Tabs
Home
[¥]Insert
Page Layout
References
Mailings
Review
[v] view
[[Jpeveloper
Add-Ins
=1 [v] Caculator (Custom)

[l TinhToan (Custom)

€3 Tools Calculate

[¥]Insert (Blog Post)
Outlining
Background Removal

[ Mew Tab ] [ﬂew Group] [ Rename..,

Customizations: | Reset ¥ I

Chon New Tab, lan lwot dbi tén thanh Tab Caculator, va group Tinh Toan

O coét Choose commands from, chon All commands, di chuyén thanh cubn
chon Tools Calculate. Nhan nat Add dé thém vao biéu twong vao Tab

Caculator

Ké tiép, ban hay nhap vao mét phép tinh, chang han ((90+10)*2)/50. Hay
danh dau khéi phép tinh nay réi nhap chudt 1&én nut Tools Calculate. Két qua
clia phép tinh s& duoc trinh bay & goc duéi trai ctia civa sb soan thdo van
ban (ndm ngay sau dong chir The sesult of the calculation is).
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Home Caculator Insert

i y

Tools
Calculate

((90+10)*2)/50

||
4 i

lThe result of the calculation is: 4. |

Thi thuat tranh in van ban ngoai y mudn

C6 thé hang ngay ban van soan thao tai liéu bang chwong trinh Word, nhung
vi y&u cau an toan théng tin ma ban tuyét déi khéng dwoc in ra mét khi chwa
can thiét. Tuy nhién, chirc nang Print trén thanh cdng cu ctia Word luén
thwérng trc sdn sang dé thwe hién [énh in cho di ban nhé& tay bAm nham.

DPé khéng ché chirc ndng in tirc thdi khéng can xac nhan cta Word, ban c6
thé thiét 1ap tuy chon théng béo trwéc khi thi hanh 1&nh in. Tuy chinh nay rét
can thiét trong trwéng hop ban thwéng xuyén xt ly hay xem lai nhirng trang
tai liéu bi mat nhat |a trong van phong st dung may in ndi mang.

Trwéc hét ban can nhan vao nat Office c6 biéu twong dat tai géc dinh phia trai
man hinh. Chon nit Word Options, ké tiép chon Trust Center trong danh
séach, r6i chon nit Trust Center Settings
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&
2

Word Options

General
@ Help keep your documents safe and your computer secure and healthy,

Display

Proofing Protecting your privacy

Save Microsoft cares about your privacy. For more information about how Microsoft Word helps to protect your privacy, please
see the privacy statements.

Language

auag Show the Microsoft Word privacy statement
Advanced Office.com privacy statement

. Customer Experience Improvement Program
Customize Ribbon

Quick Access Toolbar Security & more

Add-ns Learn more about protecting your privacy and security from Office.com.

Microsoft Windows Security Center

(
| Trust Center
C Microsoft Trustworthy Computing

Microsoft Word Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer

secure, We recommend that you do not change these settings. I Trust Center Settings... J

Va nhén vao Privacy Options. Sau d6 nhan chudt danh dau muc Warn
before printing... va bAm nat OK.

Trust Center

Trusted Publishers

Privacy Options

Trusted Locations
Connect to Office.com for updated content when I'm connected to the Internet, (i)

Trusted Documents Download a file periodically that helps determine system problems

Adefits Sign up for the Customer Experience Improvement Program G

Automatically detect installed Office applications to improve Cffice.com search results,

HEREEE

ActiveX Settings Allow the Research task pane to check for and install new services

Macro Settings Read our privacy statement

DEP Settings
Document-specific settings

Message Bar

Warn befare printing, saving or sending a file that contains tracked changes or comments

File Block Settings [¥] Store random numbers to improve Combine accuracy (i

Privacy Options ] Make hidden markup yisible when opening or saving

[ Document Inspector... ]

Ngoai ra con c6 mot cach dinh dang khéac déi véi nhivng tai liéu mang noi
dung riéng tw, don gian dé la giai phap khéng cho in van ban ra gidy. Ban can
lwa chon toan bd trang van ban (Ctrl+A), sau d6 b4m nat chudt phai va chon
muc Font trong trinh don tha, danh d4u vao muc Hidden réi 4n nat OK.
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Fonk Character Spacing
Eont: Font skyle: Sizes
11
~ g ~
+Headings | Ttalic q =]
Adobe Caslon Pro Bold 10
Adobe Caslon Pro Bold Bold Italic -
#dobe Garamond Pro | 12 =
Font color: Lnderline style; IInderline color;
| Aukamatic W | | (none) w Autoratic
Effects
[ ] Skrikethrough [ ]shadow [ ] 5mall caps
[] Double strikethrough [ ] outline []all caps
[ ] superscript [ ]Emboss
[ ] subscript [ ]Engrave

Két thic bwdc nay, ndi dung van ban cia ban da dwoc an di. D& hién lai trén
man hinh, ban vao Tab File/Options, nhan danh d4u muc Hidden text sau do6
dirng quén nhan nat OK.

General S
;l Change how document content is displayed on
‘ Display ’
Proofing Page display options
Save Show white space between pages in Print Layout view G
i Show highlighter marks )
uage
Show document tooltips on hover
Advanced

Always show these formatting marks on the screen
Customize Ribbon

[] Tab characters -
Quick Access Toolbar D Spaces
Add-Ins [] Paragraph marks 1
Hidden text 2 |
Trust Center D T T— -
[] object anchors 7

[] show all formatting marks

Hoan thanh bwéc nay, toan bd ndi dung van ban hién thj tré lai trén man hinh
tuy nhién néu in ban sé chi dwoc két qua la trang gidy trang.
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Meo in hinh khé gidy 16'n bang may in nho

Ban c6 mét may in mau chi in dwoc c& gidy A4 nhwng lai mudn in ra nhirng
tAm anh co kich thwéc “khdng 16” dé trang tri trong gia dinh? Céng cu mang
tén “The Rasterbator” s& gitp ban thuwc hién diéu twéng nhw b4t kha thi nay.

The
asterbator

Define output size (3/5)

7.0 H sheets  |hoh 'l
Output image size
2,77 x 208 i

Paper consumption
14 x 7 = O3 sheets

< Back I Contrus > I

113 =

Chwong trinh sé khéo 1éo “cat” tAm anh sb cda ban ra thanh rat nhiéu phan
nhd bang nhau véi kich thwéc ctia méi phan bang dang khd gidy A4. Ban chi
viéc in ra toan bé nhirng phan nay, sau dé ghép lai véi nhau cho chinh xac
nhw trd choi ghép hinh cla tré em va dan 1én mét noi ndo dé da chuan bj sén,
ban s& c6 mot tAm anh “to dung” khéng thua kém gi 1dm so véi cac poster
guang cao.

Sau khi chon ngdn ngir cho minh, thwéng la tiéng Anh, ban nhan vao
“Continue” dé vao cac buoc:

Nhan vao “Browse” dé tim dén blrc anh can in rdi nhan “Open” dé hién ra
dworng dan dén tAm anh réi nhan “Continue’.

Chon khé gidy cla may in -> néu tdm anh la khé drng thi chon “Portrait”, néu
la khé ngang thi chon “Landscape”.

O 6 “sheets”, ban thodi mai lwa chon sb t& ma ban can “The Rasterbator” cat
ra cho minh. Lwu y sb t& cang nhiéu thi tAm anh ctia ban cang lén va cé thé
dén mwre khéng 16. Nén tinh toan k§ mat bang dan anh trwéc khi ra 1énh cho
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“The Rasterbator” cat hinh. Sé t& t6i da ma “The Rasterbator” cé thé cat cho
ban 1a dén 1.000 tAm, du strc tao nén mot bang quang céo kinh khing!

Ban ma&i nhét cla chwong trinh 1a “Rasterbator Standalone 1.2” c6 thé tai
mién phi tai http://arje.net/files/Rasterbator Standalone 1.21.zip dwdi dang
file nén ZIP ¢6 dung lwong 866 KB. Khi tai vé may xong, ban chi viéc bung
thu muc chtra chwong trinh vao 6 cirng va nhap dup vao file Rasterbator.exe
dé chuwong trinh tw ddng chay, khéng

Tao nhanh mét hodc nhiéu dong ngau nhién

Nham phuc vu cho viéc tao ra mét dong, mét trang hay nhiéu trang trong word
dé c6 thé kiém tra viéc in &4n dé dang. Chung ta c6 thé nhap vao dong céng
thire sau: =lorem() thi mac dinh véi 3 doan, 6 dong hoac =lorem(sb doan can
in ra, s6 dong trén mbi doan). B&n canh dé ban cé thé dung lénh rank véi cl
phap twong tw nhuw 1€nh lorem.

Tao bang bang phim

Bang sw két hop gitra phim “+” va “~”, phim Enter va phim Tab trén ban phim,
chang ta c6 thé dé dang va nhanh choéng tao ra cac bang tinh. Gia st, ban
can tao mét bang tinh 4 cot va cé 4 dong, ban thuc hién nhw sau: Pau tién

0T AT A A T e S S— S S— + sau d6 nhan Enter & cudi dong. Mot
bang tinh dwoc xuat hién, tiép theo, ban dat con trd chudt & cot cubi cling va
nh&n Tab, mdt dong méi sé xuat hién. Do réng clha bang tinh chinh bang sé
diu “-” ma ban da nhén lic tao bang. Tuy nhién ban cé thé thay déi d6 rong
nay khi nhap liéu.

Tao dwong ke

Dé tao nhanh cac dwong k& ngang ctia mot trang tai liéu, ban chi can st dung
cac dac biét c6 trén ban phim. Cac phim -, =, *, #,~ khi dwoc nhan twong rng
tor 3 phim méi loai tré 1én sé tao ra dwéng ké don, ddi, ba, dwéng cham duet
nét va duwdng dzic dzéc. Khi d6 ban khéng can phai vao danh muc trén
Ribbon dé thuwc hién. Vi du dé tao dwong ké déi, ban chi can nhan === va
nhan enter 1a xong.
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Bo tinh nang tw dong SuperScript

Théng thwéng, khi ban gd vao ngay theo kiéu anh hodc nhivrng ky tw twong tw
nhw 1st, 2nd,...,7th,...thi Word sé tw ddng SuperScript ky tw do thanh 1st,
2nd, ...,7th,....Néu ban khdng muén vay, sau khi gd xong mdi cum ky tw, ban
nhan Ctrl +Z dé& Word bd ap dung thiét dat ddi véi cum ky tw d6. Néu ban
mudn ap dung dbi véi toan bd cac cum ky tw cho van ban thi ban hay vao
biéu twong Office & goc trén — bén trai, sau d4 chon Word Options. Tiép theo
ban chon muc Proofing va chon AutoCorrect Options. Trong ctra sb
AutoCorrect ban chon tab AutoFormat As You Type va check bé muc chon
Ordials(1st) with superscript nhw hinh.

Copy dinh dang bang tinh

Ban vira dinh dang mét 6 trong bang tinh va c6 nhiéu 6 can ban dinh dang
giébng nhw vay. Ban c6 thé di chuyén chudt dé siv dung chirc ndng Format
Painter, nhwng diéu doé sé tén nhiéu thoi gian. Hay dinh dang mét 6 trong sé
nhirng 6 ban can dinh dang va di chuy&n chudt d&n mét vj tri cAn sao chép
dinh dang, quét khéi 6 nay va nhan F4. Thé |1a dinh dang mé&i sé dworc thiét
dat.
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