THUC HANH

BAI 4: SOAN THAO VAN BAN

Bai 1: Tuy chon thanh cong cu truy vap nhanh (Quick Access Toolbar)

1.
2.

Bai 2:

10.
11.
12.

Bam vao File, bam New va bdm Blank Document dé tao mét tai liéu trong méi
Trén thanh cong cu truy cap nhanh, nhap vao ndt Customize Quick Access Toolbar va
nhap vao New

AutoSave (@ Off ) E:}" O B =

Nhap vao ndt Customize Quick Access Toolbar va nhap vao Quick Print

AutoSave (@ Off) lﬂ}v O % =

Nhap vao nat Customize Quick Access Toolbar va nhap vao More Commands

Trong hop danh sach ¢ bén phai, nhip vao New File va nhap vao nit Move Up dé dit 1énh
nay phia trén Save

Nhap OK dé thoét khoi hop thoai Customize Quick Access Toolbar. Thanh cong cu truy
cap nhanh s& hién thi nat New File & bén trai

Nhap vao nat Customize Quick Access Toolbar va nhap vao Quick Print dé x6a nat nay
khoi thanh cong cu

Nhap vao nit Customize Quick Access Toolbar va nhap vao New dé x6a nit nay khoi
thanh céng cu

Mo mét tai liéu

Tai céc tap tin tai liéu trong phan bai tap vé nha, luu trir trong thu muc Thwe hanh Word
bai 4

Bam vao File va sau d6 bam Open

Nhép vao This PC va diéu hudng dén thu muc Thwe hanh Word bai 4

Nhap vao tai liéu Corporate Profile.docx dé mé. Tai liéu nay s& hién hién thi trén man hinh
cua ban

Nhéap Ctrl+O. Word hién hién thi danh séch céc tai liéu duoc sir dung gan day dé ban chon
Nhép vao This PC (n6 s& hién thi thu muc Thwe hanh Word bai 4), nhap vao tai liéu
Agenda.docx dé mé.

Bam vao File, bam Open, bam This PC (n6 s& hién thi thu muc Thuc hanh Word bai 4)
Nhan vao tai liéu Sample Prize List.docx dé mé va luu lai (Save As) tai liéu nay voi File
name: Sample Prize List va Save as Type: .rtf (Rich Text Format)

Tdp tin nay da dwoc luu ¢ dang .rtf (Rich Text Format), mgr dinh dang dwoc Word
nhgn dang 1a mét tap tin ¢6 thé tw déng me. Viéc heu tdp tin bang dinh dang rtf
thwong dam bao rang dinh dang co ban dwoc ap dung cho van ban van thuge vé tap
tin, bat ké chwong trinh nao dwoc Su dung dé tao tap tin.

Bam vao File, bdm Open, bam This PC, réi diéu hudng dén thu muc Thwc hanh Word
bai 4

Nhép vao tai liéu Marketing Strategy.pdf dé mo

Nhap OK vao théng bao cho biét tap tin PDF s& dugc chuyén doi sang dinh dang Word
Di chuyén dén cudi tai liéu dé chuan bj chén mot sé van ban vao vi tri ndy. Bam vao thé
Insert, nhom Text, bam vao mii tén Obejct. Bam vao Text from File.



Piéu huéng dén thu muc Thuc hanh Word bai 4, chon tap tin Sample Prize List.rtf va
nhap vao Insert. (T4p tin ngudn Promotions duoc chén tir Promotions dén restaunants
and tourist sites).
13. Nhap vao Save trén thanh cong cu truy cap nhanh dé luu tai liéu duéi dang Word
14.Piéu hudéng dén thu muc Thwe hanh Word bai 4, dam bao truong File name hién thi
Marketing Strategy va trong treong Save as type, chon Word Document va nhan ENTER
15. Bam vao File va bAm Save As. Pam bao ban dang ¢ thu muc Thwe hanh Word bai 4. Giit
tap tin gidng nhau nhung thay dbi loai tap tin thanh PDF (*.pdf). Nhip vao dé Save.
16. Pong tap tin nay va ciing dong tat ca cac tap tin con lai ma khong luu
Bai 3: M¢ tai liéu mau va thém vian ban vao tai liéu mau (Template)
1. Bam vao File va bdm New. Trong trudng tim kiém, nhap Agendas va nhan ENTER
& Luwu y: ngodi viéc hién thj nhiéu mau chirong trinh Agenda, Word con hién thi mét danh
sach bé sung ¢ bén phdi noi ban cé thé thu hep tim kiém.
Trong danh sach Category, nhap vao Business
Trong danh sach Category, nhap vao Agenda
Tro con tré chudt sang bén phai cua Agenda dé hién thi nat Close
Nhép vao nit Close dé dong Category Agenda
Nhap vao mau Team Meeting va nhap vao Create
Nhép chudt vao [Meeting called by] va nhap vao ACA-1T, nhap vao [Type of meeting] va
nhap vao Monthly meeting.
+ Luu y: [Meeting called by] va [Type of meeting] la cdc trwong da dwoc thiét Idp cho phép
ban nhdp bat ki ngi dung gi ban mudn xudt hién trong tai liéu mau.

Noabkwh

Bai 4: Nhap van ban vao tai liéu
1. Bam vao thé File, bAm New va bam dup vao Blank Document dé bat dau bai tap.
2. Trong tai liéu trong trén man hinh cia ban, nhap: You as a Volunteer va sau d6 nhan
ENTER
& Liru y: cach Word cho phép ban nhdp vin ban truc tiép 18n man hinh va khi ban nhdn
ENTER, con tré di chuyén dén ddau dong tiép theo.
3. Nhap vian nhu dugc hién thi dudi day, chi nhan ENTER khi ban thay biéu tuong I (vin ban
ctia ban c6 thé s& & mot vi tri khac voi noi dung duoc hién thi dudi ddy vi van ban hién thi
& day duoc dinh dang dé vira trong hop huéng dan nay):
Volunteering your time can mean as little as spending a few hours to one or several
days a week. 1

There are numerous organizations looking for volunteers — the possibilities are
endless in what and how you can help! 1

Or if you prefer, donate some money to the organization so they can continue their
work.

Theo mac dinh, Word si dung khoang cach dong la 1,08 pt. Ban sé hoc cach thay
doi khoang cach dong ciing véi cac tly chon dinh dang khac trong tai ligu nay; tai
thoi diém nay, chling t6i sé tdp trung vao viéc nhdp, chinh siza van ban va quan ly tai
lieu.

Bai 5: Luu va bao vé tai liéu (Protect Document)



1. Véi tai lisu Team Meeting duoc hién thi trén man hinh, trén Thanh cdng cu truy cap nhanh,
nhap vao Save

2. Nhiap vao This PC dé cho biét day 1a vi tri ban muén luvu tai liu

3. Nhap Browse va sau d6 diéu hudng dén thu muc Thuc hanh Word bai 4. Trong truong
hop File name, nhap Agenda for ACA-IT Meeting va trong truong Save as type, dam bao
Word Document (*.docx) duoc chon va nhan ENTER

& Luu ¥ rang thanh tiéu dé hién thi tén cua tdp tin nay xac nhdn rang tdp tin nay da dwoc lheu

thanh céng.

Chuyén sang tai liéu trong ma ban vira nhap noi dung dé luu né véi mot tén cy thé

Trén thanh tac vu (Task bar), tré vao tai liéu Word va chuyén sang tai liéu tréng

Nhan Ctrl+S dé luu tai liéu nay

Man hinh Save As trong Backstage s& xuat hién

Nhan Browse va diéu huéng dén thu myc Thuc hanh Word bai 4. Trong trudng File name,

nhap Travel to Europe Notes cho tap tin va trong truong Save as type bam vao miii tén,

sau do bam vao Word 97-2003 Document. Nhap Save.

9. Nhap vao: Travel to Europe Seminar va nhin ENTER hai 1an

10. Nhap vao: Choose one or more cities as your destination

11.Nhan Ctrl+S lan nita dé luu cac thay ddi dwoc thuc hién trong tai liéu nay.

12.V6i tap tin Travel to Europe Notes ma trén man hinh, nhap vao File va dam bao Info duoc
chon trong bang diéu khién bén trai.

13. Nhap vao Properties va nhap vao Advanced Properties

14. Nhip vao cac truong riéng 1é va go nhu sau:

© N O

Title: Travel to Europe Seminar
Subject: Notes on how to book a trip to Europe
Keywords: travel, Europe, tips for travel

15. Nhap OK va nhap nut Back dé quay lai tai liéu

16. Nhap vao cubi dong Choose one or more cities as your destination va nhan ENTER

17.Nhap: Compare prices from online travel agencies va nhan ENTER hai lan.

18.Nhan TAB, gb: Window shop brochures and write down prices o tours so you can
research what they may have to offer online va nhan ENTER hai lan

19. Nhip vao dong tréng giira cac doan tha hai, thir ba va nhan Delete

20. Trong cau Window shop brochures and write down prices o tours so you can research
what they may have to offer online, nhip vao so kéo dé chon dén cudi dong. Sau d6 gd:
to compare prices online.

21.Nhéan Ctrl+S dé lvu nhanh tai liéu nay

22.Nhip chon nat Close dé déng tai liéu

23.Nhan Ctrl+W dé déng tai liéu con lai

24.Néu xuat hién citra s6 yéu cau ban Save, Not Save hoic Cancel, hdy nhap chon Save
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