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a) Thanh Ribbon: noi hién thi cac nGt 1énh theo tirng nhém. Word 2010 gdm c¢6 7 Ribbon (Insert, Page
Layout, References, Mailings, Review, View). Déi vi Word 2013 ta ¢ thém Ribbon Design.

4+ Chi tiét ciac Tab Ribbon

Home: Xuit hién mac dinh trén thanh Ribbon, chira cac nhom 1énh nhu sau:



FILE INSERT DESIGN PAGE LAYOUT ~ REFERENCES MAILINGS REVIEW  VIEW DEVELOPER FORMAT
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Pajte < rormatpamier B 1 U ek x X A~ W-A-==== 1=- b BAL2 dapan TMucl  TMuc?  TMuc3 (5] [ gelect~
Clipboard 5 Font 5 Paragraph 5 Styles 5 Editing
+ Clipboard: Cat dén + Style: Kiéu dinh dang
+ Font: Font chit + Editing: Cac chirc nang tién ich khi chinh stra van
+ Paragraph: Can 1&, phan doan ban nhu tim kiém, thay thé, di chuyén,

Insert: Xuét hién mic dinh trén thanh Ribbon, chita cac nhom 1énh lién quan dén viéc chén cac doi tugng vao van
bén, chi tiét nhu sau:

FILE HOME DESIGN PAGE LAYOUT ~ REFERENCES MAILINGS REVIEW  VIEW DEVELOPER
ﬁ Cover Page '_";. JE1SmartArt = Hyperlink D Header ~ = TL Equation ~
o lag & L I ) =
[ Blank Page = e 4 - E‘

L Table Pictures Online Shapes vl Chart Apps for Onh‘:;: P Bookmark Comment rooter Text £2 Symbol -
*— Page Break - Pictures - @+ SCrEMSNOt” oo yigeq [HCross-reference Page Number~ g, - 2 -
Pages Tables Tlustrations Apps Wedia Links Comments ~ Header & Footer Text Symbols
+ Pages: Cac 1¢nh chén m{t trang mai vao van ban + Header & Footer: Tiéu dé trén va dudi cia vin
hién thoi ban
+ Tables: Cac 1énh li€n quan dén bang + Text: Lénh lién quan dén viéc chén cac dbi tugng
+ Illustrations: Cac 1énh chén ddi tuong dd hoa Text nhu TextBox, Wordart,...
+ Links: Lénh chén céc lién két + Symbols: Lénh lién quan dén viéc chén cac biéu

tugng vao van ban hién thoi.

Design: Lénh lién quan dén cac mau van ban dugc trinh bay theo mot bo cuc nao do.
HOME  INSERT PAGELAYOUT ~ REFERENCES ~MAIINGS REVIEW VIEW  DEVELOPER
Aa Lﬁfw TITLE Title TITLE Title Title n . =+ Paragraph Spacing ~ &
J o . " y . Effects - D 3 D

—| Colors Fonts Watermark Page Page
- - Color ~ Borders
Document Formatting Page Background

Q Set as Default

Page Layout: Xuat hién mdc dinh trén thanh Ribbon, chira cac nhom 1€nh lién quan dén bo cuc ctia van ban.
HOME INSERT DESIGN REFERENCES MAILINGS REVIEW VIEW DEVELOPER FORMAT
@ D" IE "= Breaks - Indent Spacing Ol [Z Align -
D M Line Numbers ~ ) i D[} G

_ i . : 3= left: |0cm = 1= Before: 3pt Group
Margins Orientation Size Columns . i L
- - - . bc Hyphenation~=  =#Right: |0 cm =
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Position Wrap Selection
- Text - Forward - Backward Pane
Page Setup 7 Paragraph 7 Arrange

H
= ~h Rotate ~

= After: |0 pt

+ Themes: Tuy chinh nén cho toan b cac doi tugng + Paragraph: Cac I¢nh thao tac voi doan van ban
shape trén van ban. +Arrange: Cac lénh sap xép cac ddi tugng trén vin
+ Page Setup: Céc Iénh thiét lap dinh dang trang in ban.

+ Page Background: Nén cho trang vin ban
References: Xuét hién mic dinh trén thanh Ribbon, chita cic nhém Iénh lién quan dén mot s6 thu thuat dic biét cho
van ban nhu danh muyc luc ty dong, tao nghi chu cho van ban,...
Mailings: Xuét hién mic dinh trén thanh Ribbon, chira cac nhém 1énh lién quan dén viéc tao lap mdt phong bi thu,
mot mau bi€u phuc vu cho viéc chon van ban.
Review: Xuét hién mic dinh trén thanh Ribbon, chtra cac nhém 1énh lién quan dén cac thao tac nhu kiém tra ngit phap
cho van ban, tao ghi chu, so sanh ndi dung van ban,...
View: Xuit hién mic dinh trén thanh Ribbon, chtra cic nhoém 1énh hién thi, chi tiét nhu sau:

FILE HOME INSERT DESIGN PAGE LAYOUT ~ REFERENCES MAILINGS REVIEW @ DEVELOPER

[ﬂ |:| gg::::e JRur\err q DOne-Page D’j E D [ View Side by Side EE r

. Gridlines HEMultiple Pages Synchronous Scrolling
Read | Print Web o Zoom 100% i Nem Arrange  Split - Switch Macros
Mode Layout Layout Navigation Pane ‘Er Page Width Window  All eset Window Position  windows ~ -
Views Show Zoom Macros ~
+ Document Views: Ché d0 hién thi van ban + Window: Chura c4c 1énh tuy chon hién thi nhi€u van ban

+ Show: Tuy chon hién thi mét sd thanh Panel + Macros: Cac 1énh vé Macros

+ Zoom: Céc Iénh phong to, thu nho van ban



@ Mé hdp thoai (néu c6): chon vao niit miii tén ™ tai goc phai bén dudi timg nhém nut 1énh trén Ribbon
% An/ Hién Ribbon:

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

e (Cachl: Nhép chudt phai tai Ribbon = chon Iénh tai hdp thoai nhanh |_Collapse the Ribbon

e (Céch 2: Chon nut &I (Collapse)

e Céach 3: T6 hop phim Ctrl + F1

@ Lénh tat: Gitr phim Alt = trén man hinh s& hién thi ki ty tat tvong tng.

¥ Pé di chuyén lan luot dén cac Ribbon ta sir dung t6 hop phim ALT + (F, H, N, P, S, M, R, W)
Vi du: Nhin Alt + H, thanh Ribbon nhan dwgc s& nhu hinh sau:
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER h
ot ED 00 o e ..
0 = TimesNewR-|11 - A A Aa~ A Z-:iZ-c- 232 2L T | AaBBC 1. AaBb a) AaBb AaBbCcl AaBbCeDd | iBep\ace
Paste U-shex, x* A-W-A- === 1=2- b 1 Muc_1 1 Muc_2 1 Muc_3 1 Normal  No Spacing |+ Ik select~

¥ Format Painter

B I
CI¥ard ~

- =T ST
BREGEHE R MESRA O 3. sy By~

2. H¢ thong cac khai niém — kién thirc co’ ban vé hé soan thao van ban

o Cac don vixuw li trong van bdan:
- Ki ty (Character) >Tir (word) > Cau (Sentence) > Dong (Line) > Poan (Paragraph) > Trang gidy in.

Vin ban 4n dau dinh dang | Van ban hién ddu dinh dang An/Hién déu dinh dang nhén nit

Em c-ém to 11Ch cl Em-c&"im-tbr-lich-cﬁ« Ludn hién cac dau dinh dang nay trén man hinh
Ngay hom qua dau roi Ngéy-hém-qua-déu:réiﬂ Ky tu tab -
Ta ngoai san héi bo Ta'ﬂg‘?éi'Séﬂ'h?i'bé” [] Khong cach
Xoa dau em bo cuoi Xoa-dau-embo-cuoi] [] D phén dozn ol
.......................................................... Page Break- - [] Wan ban an abc
[ D&u gach ndi tay chon -
Ngi‘lt doan: Nhén Enter Déu neo ddi tuong ¥

[[] Hién tit ca diu dinh dang

Ngit trang: Nhin Ctrl + Enter FO——
Ngitcot:  Nhan Ctrl + Shift + Enter o
. v M [ERE

o Mt so qui wéc trong viéc gé vin bén:
- Khi soan thao, cac dau ngit cau: (\) ;) (:) ;) (1) (?) phai duoc dit sat vao tir ding trude nd, sau d6
la mot dau cach néu doan van ban d6 van con noi dung.
- Cac ddumongoic (, [, {, <, *, “ phai gd sat lién sau cac ddu nay. Cac ddu dong ngoic), ], },>, ’, ” phai
g0 lién sau ki tu trudc no.
- Khéng gb cac phim ki tir ddc biét _Enter, Tab, Space Bar_lién nhau
a) Soan thdo vin ban tiéng Viét:
e Chuong trinh hd trg g6 chit Viét, vi du UniKey, VietKey...
e Mot s6 phong chit tiéng Viét (43 duoc cai dat)

® B1: Bat chuong trinh go chir Viét = B2:
2 S - Chon Bang ma. C6 3 loai ban ma hay
e = 7 oo dung 1a: Unicode, VNI-Windows, TCVN3
i g - Chon kiéu g5. C6 2 kiéu gé:
! Phim chuyé‘ni -Q-CTRL + SHIFT :::ALT +Z -\-/"N"I- -\-/-é: _I_E_!T_E?S
l {Q Huwéng dén l Théng tin I l Mac dinh I " & Chon phéng Ch& tiéng Vlét tuong l:rng
I = bang ma da chon ¢ budce 2




B§ ma Bo phong

TCVN 3 (hay ABC) | Gom nhimg phong dugc dit tén vai tiép dau ngir .Vn VD: .VnTime, .VnArial

VNI-Windows GoOm nhiing phong duoc dit tén vdi tiép dau ngit VNI VD: VNI-Times, VNI-Avo
Unicode Gom nhing phong: Times New Roman, Tahoma, Arial, Verdana

#  Nguoi sit dung c6 thé dung to hop phim Shift + F3 dé chuyén doi chir hoa thanh chit thuong va ngugc
lai. Tuy nhién, khi gd tiéng Viét v6i font Unicode thi mot s6 ki tu nguyén am c6 dau tiéng Viét khong
chuyén thanh chit hoa = C6 thé thuc hién nhu sau véi Unikey:

- BI: Chon phan muén ddi UniKey Toolkit
= BZ COpy (C'[I’l + C) Character set Options
4 ource indows - TD upper case
- B3: Bat Toolkit nhu hinh bén (Nhap phai, Souce (g } S
chon Toolkit hoac Ctrl + Shift + F6), chon

DDD not use rich text
i wap charse
TO upper e (Sang Chw hoa) ? I:‘Use minimal font set

Destination [Umcc»de

|:| Remove tone marks

- B4:Ctrl+V [¥] Canvert clipboard
> Luu y: Ta ciing c6 thé bat Toolkit dé File
chuye‘:n doi qua lai gitra cac bdang ma. ; et
Céch lam: thuc hi¢n theo cac budc j | Outet

A 9 A+ o r 5 Only plain text and Rich Text F t rted
trén chi thay doi ¢ bude 3, chon bang 1y PR IS SRS T ot are stpere

ma Sour‘ce (nguén), Destination ‘) 3 onvert D
(dich), r61 nhan nut Convert (Chuyén
ma)

Pt

b) Ché dg hién thj va thao tac bién tdp vin ban:
Vin ban trén man hinh c6 thé duoc hién thi & nhiéu ché d6 voi mirc trinh bay chi tiét khac nhau. Duéi day 1a
céc ché do hién thi thong dung:
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW @ DEVELOPER

Lﬂ D %Sgi;ﬂe V] Ruler Q = one Page D’E E [ View Side by Side EEI'_J

= Gridlines EE Multiple Pages l ;
Read Print Web o Zoom 100% ) New Arrange Split Switch
Mode Layout Layout Navigation Pane b Page Width Window  All Windows ~
Views Show Zoom Window

- Ché @b Print Layout la ché d6 mic dinh chuén, hién thi vin ban s& in ra.
- Ché d6 Outline hién thj cAu tric cua tai liéu theo céc cép

- Phong to thu nho cac chi tiét trén man hinh bang nit Zoom  trén Ribbon View

#  (C6 thé chon nhanh trén thanh trang thai Status Bar:

Ribbon View / group Window
New Window Cho phép mé tai liéu hién tai trong mot cira s6 méi.
Split Cho phép chia d6i tai liéu hién tai thanh 2 phan.
View Side by Side Gilp so0 s&nh 2 hai vin ban s& dugc hién thi trong hai cira so dimg ké bén nhau.
Arrange All Lap tirc hai ctra s so sanh s& dugc mé cai trén, cai dudi.
Synchronous Scrolling Ca hai vin ban cudn trang ciing mét luc dé dé so sanh (cuén dong bo)
Reset Window Position Tra lai vi tri cira s trude day

¢) Bién tdp véin ban: 1a viéc chinh sira ngi dung van ban (bao gom thao tac chén, x6a, sao chép hay di
chuyén van ban)
' Di chuyén con tré viin bin

- Bang chudt: click chut tai vi tri can dua con tré van ban toi



Bang ban phim:

Phim&/-> Di chuyén con troé qua bén trai /phai mot ki tu.
Phim NV Di chuyén con tré 1én / xudng mot dong.

Ctri+ & /> Di chuyén con tré qua bén trai / phai mot tir
Ctri+ Di chuyén con tro 1én / xudng mot doan.

Home / End Di chuyén con tré vé dau / cudi dong hién tai

Pg Up /Pg Dn Di chuyén con tro 1én / xubng mot trang man hinh.
Ctrl+PgUp /PgDn | Di chuyén con tré 1én / xudng mot trang gidy in.
Ctrl+Home /End | Di chuyén con tré vé& dau / cudi vin ban.

Bang Menu lénh: Vao Ribbon Home / Find / Go To...

Find and Replace Mé]
Find | Replace ‘ Go To ‘
; Gg to what: Enter page number:
i Find ~ E— - | (5
E Section - .
— Line = | Enter + and - to move relative to the current location. Example: +4 will move forward
#h Find o et fou e
Comment

— Footnote -

#h Advanced Find..
Go To ] | Close

2 GoTo.

Fo Cac phim chén, xoa ki tu:
DELETE: x04 ki ty bén phai diém chén
BACKSPACE: xo04 ki tu bén tréi diém chén

Ctrl + DEL: x04 tir bén phai diém chén
Ctrl + BACKSPACE: x04 tir bén trai diém chén

: bdt hodc tit ché dp gb chén thém vao / gé deé lén (Overwrite — OVR)

INSERT

R Chon khoi
+ Dang khdi dong: khdi chon theo timg dong vin ban
+ Dang khéi cot: khéi chon theo dang hinh hop

C.1. Dung ban phim:

a) Chon nhanh khéi dong:

- Dung phim Shift + nhém phim di chuyén («~ T —> |, PgUp, PgDn, Home, End)

b) Chon toan b van ban: Dung nhom phim Ctrl + A
C.2. Dung chuot:

a) Chon nhanh khéi dong: Bam va gitr chudt ¢ dau khéi, ré chuot dén vi tri cudi khéi (st dung chirc

nang nay dugc goi la ki thuat Drag and Drop)

b) Chon khéi dong:
Doi con tré chudt veé 18 trai van ban sao cho xuét hién ki hiéu & , dung ki thuat Drag and Drop
dé chon.

Chon mot doan van: nhfip kép chudt tai vi tri thanh chon (Selection bar) cia cac dong cua doan
van, hoac nhép nhanh 3 14n tai vi tri bt ky trong doan van

Chon toan bd van ban: nhan Ctrl + Nhip chudt trén thanh chon

Luu y: Dé huy bo ché d chon khéi, doi con tro chudt ra khoi khdi va nhap chudt
¢) Chon khdi cot: Alt + Ré chudt tai khdi chon



V. THAO TAC CAN BAN TREN WORD:

STT CHUC NANG NUT LENH | PHIM TAT MENU LENH
1 | Tao van ban mdi 1 Ctrl + N | Menu File > New
2 | M3 mdt vén ban cd sén = Ctrl + O | Menu File > Open
3 | Luu van ban dang lam viéc = Ctrl + S | Menu File - Save
4 | Luu van ban vdi tén khac Menu File > Save As
5 | Invan ban = Ctrl + P | Menu File - Print
6 | Xem van ban trudc khi in a
7 | K&t thic phién lam viéc Ctrl + W | Menu File - Exit
8 | Sao chép van ban = Ctrl + C | Ribbon Home > Copy
9 Egnzagézuélfégﬁg \éiTJ (A’;tr vi tri nay tdi vi tri khac trong mét van ban can phai nhan git phim Ctrl
10 | Di chuyén van ban Ctrl + X | Ribbon Home - Cut
11 | Dan vén ban e Ctrl + V | Ribbon Home > Paste
12 | Sao chép dinh dang
13 | Hay bd mot thao tac vira lam W) Ctrl + Z | Thanh Quick Access Toolbar
14 | Khoi phuc thao tac vira hay bd [ Ctrl + Y | Thanh Quick Access Toolbar
15 | Chon khGi mot tur Nhay chuét 2 [an
16 | Chon khdi mét doan Nhay chuét 3 [an
17 | Chon khai tur Ctrl + Shift + >
18 | Chon khai mét cau ﬁéi'.f. tcr'(';';cc';‘:lét vao vi tri
19 | Chon khai toan bo van ban Ctrl+ A

1. Tao mot tai litu m6i dung template cé siin:

Microsoft Word 2013 con cung cap rat nhiéu cac mau (Template) duoc xay dung sin ma ban c6 thé ké thira va sir
dung lai. Viéc s dung cac mau (Template) dugc xay dung san sé gilp ban tiét kiém thoi gian cling nhu tiép can
Véi cach trinh bay van ban hién dai, khoa hoc cua Microsoft.

A

- Menu File > New > chon miu (trir 6 "Blank document", bdi n6 chi 1a tai liéu traing don thuan)

N eW Tai kidu miu cé san cia Microsoft
Open Search for online templates  Nh3p chu d2 Templates can tim. Vd: Nhdp Resume Yo
Save Suggested searches: Business Industry Personal Design Sets Event Labels Education
s FEATURED || PERSONAL |-+ Hién mAu c4 nhin ban ti tao
Print v;r .
Nhirng mau ndi Aa — | 4400
Share bt cé san -> T = =
Export -
Close Take a
tour
Account
Blank document Welcome to Word Single spaced (bla... Creative resume, ...

Opticns




2. Mé mgt van ban (Open)
- Vao Menu File / chon Open

Info O pe n Hién danh sach nhirng van ban
/ dugc md gan day nhat

New
Open @ Recent Documents Recent Documents

m:; GIAO TRINH NGHE - NH 2017-2018 P
L =| D:» TIN HOC VAN PHONG » SACH NGHE 2015-16

OneDrive - P | .

Save As & OneDrive- Persona | Giao Trinh Word 2013 [ Giaotrinhhay.Com)] .

Desktop
Ma dir liéu trén
may tinh

Frint Phieu hoc tap K10_17-18 - GIAI

Elt] Computer =9 u=§
— =| £ » LOP10 » PHIEU HOC TAP K10-15-16

+ Add a Place Eﬁ%

- Chon Computer / nhan nit Browse = hién hop thoai

Nhap chudtvao d& ¥

Share khéa dwdng din

GIAO TRINH NGHE - NH 2015-16 GOC
D: » TIN HOC VAN PHONG » SACH NGHE 2015-16

Export

[ 9 2 A 2
0 open &5l - Open Read-Only: Mé chi doc, khdng chinh
@ Q & » Computer b System (C:) » v‘*, H Search System (C) P S]:Ia du-qc Vén bén
Organize > New folder § =~ 4 @ ' _ Open as Copy: M& dudi dang Copy, may s&
F = N Date modified T bl A 5 5 , A 3 5
@ Microsoft wor e e e lay ban copy mo ra do d6 khong lam anh
| Daulem 23/09/2016 8:49 PM  File fo ) e A

1 Favorites |. DDCMyDocs 14/03/2017 743 PM  File fo hIIO‘ng den file goc

L = 104/ 17 E - 5 A M

o g stz reel - Open in Browser: Mo mét trang web bang

4 Downloads | ImageToolsGroup 07/11/2016 8:31 PM  File fo )

<» Recent Places | Intel 25/09/2012 7:54 PM  File fol mot chuong trinh khac

|| perflogs 14/07/200910:20 ..~ File fo _ : . Nl A
5 tibraries R P Fice open Y Open with Transform: M¢ véi mot chuong
. | Program Files (x86) gzz: ::Z:p?rnly 0:41.. Filefol tri nh khéc
1% Computer | ProgramDataTechSr i 18 PM  File fo . - 0 9 A 2A Lo N
: . : Open in Browser s ene~ - Openin Protected View: Mo ¢ ché do bao vé
& iy:tf:(ffn.‘ - ‘I LinikeuRd Open with Transform 29 A F af: Op d R A M ) d; hq h X g ¥
Open in Protected View = pen an epalr: O de chin Sua
File name: Open and Repair ments -
Tools ~ [ Open (lV)l Cancel ]

3. Luu van ban: Menu File / Save =
.. UE| Save A X |

@Ov|- Desktop » v| +4 | | Search Desktop 2|
Organize v New folder _;'Z: = e

@ Microsoft Word Libraries

System Folder

[ »

= - -

'

B Desktop

l4 Downloads

. Favorites

WIN
System Folder

"R
A

F = N

<» Recent Places

Computer
System Folder

] Libraries

-~

File name: GIAO TRINH NGHE - NH 2017-2018

( Save as type: iWDrd Document

Authors: Van Binh My

Tags: Add a tag

Word Document

Word Macro-Enabled Document
Word 97-2003 Document
Word Template

Word Macro-Enabled Template
Word 97-2003 Template

PDF

XPS Document

Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

[] Save Thumbnail Plain Text
Word XML Document
= Hide Folders (Toois ~ )[ Save ] | Cancel Word 2003 XML Document
L & it ;":: gzl::’n': Pz | I— 2/} Strict Open XML Document
tuong duong lénh File/Option fSave General Options. —» P&t mat khau md va chinh sira OpenDocument Text
o ; . Web Options... vin ban Works 6 - 9 Document
Thiét lap neén file hinh =T Compress Pictures... Works 6.0 - 9.0

4. Chirc nang Paster Preview:

Sao chép t6i da 24 noi dung khac nhau trong Word
MJi khi ban copy hay cut mot ndi dung nao d6 thi may tinh s& di chuyén né vao mét khu vuc tam goi 1a



clipboard. Clipboard caa Windows chi ¢6 1 ving chira dit liéu, tac 1a néu ban sao chép doan vin ban A rdi sao
chép thém B thi A s& bi x6a di va nhudng chd cho B. Trong khi d6, Word 2010-2013 ¢6 thé chia dén 24 noi

dung khac nhau. Bang cach nay ban cd thé sao chép tir nhidu chd rdi paste xuéng tir tir rat tién lgi, khoi phai nhay
qua lai gitra nhiéu tai liéu véi nhau.

EHS A&+
FILE HOME = INSERT DESIGN  PAGE LAYOUT  REFERENCES  MAILINGS REVIEW  VIEW
N -
D &b Cut Times NewR ~|12  ~ A o €< 3= q A
BaCo °
& Copy B
Paste _, B I U ~abe X, ) . A~ .
= N Format Painter - = )
Bl
Clipboard [ ) Font Paragraph
= !‘
Clipboard N
S
Paste All Clear All N
; S
Click an Item to Paste:
@)
= s & =
H:j System functions
@) _
ﬂjj The long operating history,
in combination with the
Tinhteustgmizations and localiz...
- bBé dan van ban, vao Ribbon Home / Group Clipboard / chon miii tén Paste
== X Cut = - .
© ¢ | Keep Source Formatting (K) | 4. - ‘~ ~ . 4
B Copy - # © "' dan ndi dung gilr nguyén dinh dang goc
Paste vr < Paint r-Y M _ Hi M)
- ormat Fainter erge rormatung (vi) z A A A . re o= 5
- 9 [T 7 "/ dan ndi dung dong thoi tron dinh dang voi van ban
Paste Options: N -
PR hién tai

# Ls La ™ , v (T \
Paste Special.. - A Keep TextOnly (D chi dén noi dung khong bao gom dinh dang

Set Default Paste...



