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[/ { Huéng dan str dung

IG VIET NAM

« Str dung man hinh & ché d6 Show Presenter View bao gém phan
ly thuyét va hwéng dan thao tac thue hanh

« CAc cAu hoi On tap bao gom ca phan dap an dudi dang Animation
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PG Muyc tiéu bai hoc
 Microsoft Word la gi?
« Cac chuc nang cua Word 2016
« C4c thanh phan trong giao dién Word 2016

* Cac thao tac luu, mé, dong tai liéu
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VG word 13 gi?

IIG VIET NAM

* Mot ing dung trong bd Microsoft Office,
« Chuong trinh xir Iy vin ban pho bién nhat hién nay,
* Cho phép tao tai liéu mot cach chuyén nghiép,
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Ff€@  Khoi dong Word 2016

IIG VIET NAM °

« Tt man hinh Desktop.

 Tir thanh tac vu (Taskbar).

e Ttr hop tim kiém trén thanh
tac vu (Search box).

* T Menu Start.

 Tir ban phim.

New

Man hinh khéi dong caa Word 2016
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VP& Giao dien Word 2016

IIG VIET NAM

« Thanh tiéu dé (Title bar)

Nam phia trén cung cua ctra sO chuong trinh va chira

Thanh cong cu truy cap nhanh (Quick Access Toolbar).

Tén cua ung dung (Word).

Tiéu dé tai liéu dang mé (Document Title).

Nt tiy chon hién thi Ribbon (Ribbon Display Options button).

Cac nat diéu khién ctra s6 chuong trinh tng dung (Minimize, Restore
DOW”/M aX| mlze, Va Close) . Niit tiry chon diéu khién Ribbon

Tiéu dé tai liéu va img dung Ribbon Display Option button

Thanh ¢éng cy truy ¢dp nhanh Nut diéu khién irng dung
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I'G  Giao dign Word 2016

« Hé¢ thong Ribbon
¢ Nim ngay dudi thanh ti€u dé,

Gom céc thé 1énh (Command Tabs) trén Ribon: File, Home, Insert,
Design, Layout, References, Mailings, Review, View va hop tim
1énh.

Cac the € nh (Commans Tabs) Hop tim Knh (Tell me what youn want to do....)

Dang nhjp tai khoan Microsoft
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V'@ Giao dien Word 2016

IIG VIET NAM *

 Thanh trang thai (Status bar)
« Niam & phan dudi clng ctia man hinh ung dung, thanh trang thai
cung cap cac théng tin vé tai liéu hién hanh va hd trg mot so chuc

nang.
Céc nit chuyén doi giao dién
View shartteuts toolbar I
a9
T Cac nut thu/phong tai i
Cic thong tin vé tai liéu Zoom Controls

Document Information
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/'@ Giao dien Word 2016

IG VIET NAM

* Thanh cudn (Scroll bar)
 Thanh cudn ngang (Horizontal Scroll bar): Cho phép chuyén man
hinh sang:
 Phiatrai hoac phai cua trang tai liéu (Scroll left/Right).
« Canh trai hodc canh phai cua trang tai liu (Left/Right Edge).
« Trang bén trai hodc trang bén phai cua trang tai li¢u (Page Left/Right).
*  Piém con tré chudt chi trén thanh cudn (Scroll Here).

lhanh cudm ngang
Vertical Scrool bar

| .
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/'@ Giao dien Word 2016

IG VIET NAM

* Thanh cudn (Scroll bar)

e Thanh cuén doc (Vertical Scroll bar): Cho phép chuyén man hinh:
« Lén hoic xudng mot dong trong trang tai liéu (Scroll Up/Down).
« L&n dau trang hodc xudng cudi trang man hinh tai liéu (Top/Bottom).
« Lén hoic xudng mot trang man hinh tai liéu (Page Up/Down).
« Lén hoic xudng diém con trd chudt chi trén thanh cudn (Scroll Here).

Thanh cuon doc
Honzontal Scrool bar

I -
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[/ Giao dién Word 2016

IG VIET NAM

e Thudc ké (Ruler)
 Nam duéi Ribbon va bién trai man hinh.
* DPuogc st dung dé tao cac Tab dung hodc dinh vi cac doi tuong (Hinh
anh, Biéu dé,.. .) trong tai li¢u.

e Tuy theo nhu cau, thudc ké co thé dugc cho an hodc hién trén giao

dién van ban.
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/'@ Giao dien Word 2016

IG VIET NAM
 Cac Tab dung
Cac biéu twong Tab diung duoc dit phia bén trai thude ngang va trén
dau thudc doc. Cac Tab thong dung bao gom: Tab trai (Left tab) -, Tab
gitra (Center Tab) - , Tab phai (Right Tab) - va Tab thap phan (Decimal

Tab) =. Cac Tab duoc sir dung dé tao cac kiéu cén 1é cho cac doan vin
; ®

123
20.324
10.1

ban.

+

4,532.5674
56,789
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V'€ Giao dien Word 2016

IIG VIET NAM

 \Vung luya chon van ban —— |

B, Weed b g

N—.-.a- wrd L i g Sung ey b0 Minresefs Offias Ward 1s sl trumy addng by wnb wa 1) vie
s botn o ol B g i phdp bum e e L = .

Lé. Vl]ng nf‘im o b|én tré| cua H.,,:_.“_w_ s ik s

vung soan thao van ban. Vung
Viung lya chon
van ban o — e

ndy cho phép ban chon dong,

.
[ Toe thue de Woin dhag Shooreweth Word SH18 ok Windews 18]

T Te min bk Desking

s oo civarsents I e e biah Bustap o o
BT Thash vie vy (Taskban)

whi topmg Woed 2016 Quick Laanch win thunh 14 PR - |
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NG si dung thanh cong cu truy cap nhanh

IIG VIET NAM

* Thanh cong cu truy cap nhanh (Quick Access Toolbar — QAT)
chira mot so 1énh gilp thuc hién nhanh chdong cac tac vu.

* Theo mac dinh, trén QAT c0 cac Iénh luu tai liéu (Save), phuc
hoi thao tac (Undo) va lap lai thao tac (Redo)

Trinh don tiy chinh QAT
Customize Quick Access Toolbar

(Cac 1énh mic dinh trén QAT
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FP&@ s dung Ribbon

IIG VIET NAM .

« Hé thong 1énh Ribbon:
« Pugc t6 chire thanh cac thé (Tab),
« MOi thé gom nhiéu 1énh va duoc phan thanh cac nhom (Group)
 Mobi nhdm c6 chirc ning cu thé.

' Vi e A Al BT EE N me e Al A IABK LABK ¢+ AB LLAB
' e BT Ui X - 4O W g - - . i : .'le.l-
Cac thé lénh Cac nham lénh Trinh khdi chay hop thoai Nut anfhién Ribbﬂn—T
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IIG VIET NAM

« Hé thong 1énh Ribbon (tt):

« CAc lénh trén Ribbon duoc thiét ké dudi
dang biéu tugng (Icon) hoic danh sach chon
(Gallery).

« Cac Icon va Gallery dugc phan thanh tirng
nhom tuy theo chirc nang,

 Mobi nhdm c6 thé ¢ mot hop thoai (Dialog
Box) cho phép thiét 1ap cac thdng sb chi tiét.

|@®@@| 2/8/2022
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Font  Advanced

Eont: Font style:

+Body
————————— 9
AAAAAAA 10
Algerian (11|
Arial 12 v
Fontgolor.  Underline style: & color
uuuuuuuuuuuuuuuu amatic
EEEEE
[ strikethrough Osm
[ poubie striket Oan
[ superscript [ Hidden
[ subscript
Preview
I +Body —_— ]
2 e | 5] o

Hop thoai (Dialog box) Fonts
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FP&€ S dung Ribbon
« Hé thong 1énh Ribbon (tt):
« Ngoai nhitng thé 1énh chinh mic dinh duoc hién thi, con c6 cac thé
1énh ngir canh (Contextual Tab).
 Chi xuét hién khi Iérr] viéc v4i nhitng doi tuong cu thé nhu bang
(Table) hay biéu do (Chart), SmartArt, Drawing, Picture,
Shape,...

The Iénh ngir canh
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G si dung Backstage view

IG VIET NAM

- Backstage view 1a mot trang quan trong trong tat ca cac tng dung cua
Microsoft Office.
» Cho phép thi€t 1ap hau hét cac tham so cau hinh cua tng dung bao
gom:
* Quan ly tai liéu hién hanh va cac tai liéu khac (Save, Open, Close,
Print...);
« Xem thong tin vé tai liéu hién hanh (Location, Size, Author...);
« Quan ly céc thiét 1ap (Options) trong Word va céc tiy chon (Formula,
AutoCorrect options, Customize Ribbon...);
« Thiét 1ap céc thudc tinh (Properties) cho tai liéu.

OO




/PG su dung Backstage view

IIG VIET NAM

MOS 2016 Word Lesson1 - Word ? = o x
Phat Tai Nguyen

Info

MOS 2016 Word Lesson1

D: = MOS 2016 Books = Word

Protect Document Properties *
Control what types of changes people can make to this Size
Protect document P,
Document ~ .
Words

Total Editing Time

Tith
Inspect Document e

Before publishing this file, be aware that it contains

Tags

Comments
Check for Document properties and author’s name

B 2
ssues Headers and footers Rel D
Content that people with disabilities are unable to read elated Dates
Last Modified Yesterday, 9:15 PM
o 5 : Created Yesterday, 8:21 PM
Account an umen
_age-Loc Last Printed
Q Check in, check out, and recover unsaved changes.
Options Manage
Document « 8§51 Today, 10:28 AM (sutosave) Related People
85 Today, 10:18 AM (autosave) Ao

85 Today, 10:08 AM (autosave) Phat Tai Nguyen
85 Today, 258 AM (autosave) Add an auth

85 Today, 947 AM (autosave) Last Modified By Phat Tai Nguyen

Related Documents

Open File Location

Man hinh Backstage View
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9 O
/'G Di chuyén trong pham vi tai li€u |

IIG VIET NAM
e CO thé sir dung chudt, ban phim va cac cong cu diéu hudng.
Desired Movement Press Desired Movement Press
Ky tu ké tiép RIGHT arrow Dong ké tiép DOWN
Ky tu ké trudce LEFT arrow Dong ké trude UP
Tur ké tiép CTRL+RIGHT Poan ké tiép CTRL+DOWN
T ké trude CTRL+LEFT Poan ké trudc CTRL+UP

Pau dong HOME Man hinh ké tiép PGDN
Cudi dong =\[») Man hinh ké truéc ~ PGUP
Pau tai licu CTRL+HOME Trang ké tiép CTRL+PGDN
Cudi tai lidu CTRL+END Trang ké trudc CTRL+PGUP

Chuyén dén trang CTRL+G or F5
Str dung ban phim
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FPG  Lam viee véi tai lidu
e Tao tal liéu moi
« Khi vira dugc khoi dong, Word cho phéep mé tai liéu vira moi lam
viéc trong vung Recent, tao mot tai liéu mdi Blank document hoac
tao mot tai lidu tir cac mau (Template).
e C4c mau cO thé duoc tim tr danh sach dé nghi (Suggested

searches) hoic tir khoa nhap vao hop tim kiém Seach for online

templates.
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[ Lam viéc voi tal liéu

IIG VIET NAM

' > 17 | =

§— Hoptim kiém

Cac tan liéu lam earch for online templates O Phat Tai Nguyen grgn
WDr Y i nguyen.plioutiookcom

Vgt El“l 'Jil.:r' Suggeated sesscher:  Business  Caeds  Flyen Swntch Bcount

Education  Resumnes and Cover Letters  Holidey  Leblers

Recent

Today
son 1 efex FEATURED  PERSONAL Cac n1h0m IEI1]|J|EI?
ickage = elloois = O4.. dugre dé nghi tim Kiém

Word Lessonl
16 Books = Waond

Yesterday

a ! 6 Word Lesson 01
i 116 Bocks = Word

+—— Tao tai ligu trong méi

i Open Other Documents
ar Upe Blark decurmert

Man hinh khéi dong Word 2016
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[/ Chuyén truy cép giira cac tai liéu

IG VIET NAM
« Khi mé nhiéu tai liéu cling mot luc, Word cho phép chuyén doi
truy cap cac tai liéu nham phuc vu cho viéc tham chiéu, tham
khao hoac sao chép cac phan trong tai li¢u.

w3 MOS 2016 Word Lesson1 (Reco...  WJ Excel 2016 Core Lesson 1 (Lasts.. w3 3260 Word 2016 Core Lesson1... w3 Document6 - Word
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NG Luu ta1 liéu

IIG VIET NAM

« Ngoai viéc luu tai liéu vao 6 dia
ctrng cuc bo (HDD) hodc cac loai
thiét bi luu trir di dong (Flash
Drive), Word 2016 con cho
phép luu tai liéu & nhirng khu vuc
khac nhau nhu: dam may
(OneDrive), Web locations, va
cac vung tuy chon khac (Add a
Place).

’@®©@| 2/8/2022

Save As

Luru trir dam may

OneDrive - Personal

=5 Other Web Locations

‘L] ThisPC

MOS Word 2016 - IIG Vietnam

Luu trén ving
Iuu trir Web

Cac the muyc lam viéc

l

Current Folder
Word
D = MOS 201

Today
PowerPoint
D: = MOS 2016 Baoks » PowerPe

Word Core

Dx = Jaspera

Excel

D: = MOS 201 5w

Word

D: » MOS 2016 Books = Wh
Yesterday

Hop ddng viét gido trinh

[ = Documents = Hop d8ng viét gido trin

My Plan
D: = My Plan

Céc vung luu tai liéu
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b S
tin trong Word 2016

e Theo mic dinh, Word sé& tu ddng gan phan mo rdng .docx vao
cudi tén tap tin.
* Word cling cho pheép luu tai liéu Word & dinh dang tap khac.

V'€ cickibuta

IIG VIET NAM * p

Loai tap tin dwoc lién két véi Microsoft Word 2007

Word Document (.docx)

Word Document (.doc)

Plain Text (.txt)

tré 1én.
Loai tap tin duoc lién két vai cac phién ban Microsoft
Word truéec nam 2007.

Loai tap tin vin ban c6 thé duoc doc boi bat ky chuong
trinh nao trén bat ky hé diéu hanh nado. Pinh dang nay
khéng bao gom dinh dang thudc bat ky loai ndo, ciing
nhu khong bao gdom hinh anh.
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b/
PG Cac kiéu tap tin trong Word 2016

IIG VIET NAM .

Loai tap tin van ban giir nguyén dinh dang Font chir va
Rich Text Format (_rtf) doan van va co thé bao g("im hinh anh dwgc nhl]ng Vao

van ban.

Dinh dang tap tin dugc Adobe phéat trién cho phép xem tai
101 10) (1 B0 e |0 0 el el L oleti ) li€u (O dinh dang va hinh énh) trong trinh duyét web va
ngin nguoi khac thuc hién thay doi tai liéu.

DPinh dang tap tin mac dinh duogc st dung trong Microsoft
Publisher. Loai tip ndy bao gom théng tin b cuc va co6 thé
bao gdom dinh dang, do hoa, siéu lién két, biéu d6 va céc
loai d6i twong khéc.

Publisher Document File (.pub)
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VPG Tuy chinh hwu tai lidu trong Word Options

IG VIET NAM

 Tuy chinh luu tai liéu trong Word Options cho phép:
e Thiét lap thoi gian tu dong luu,

« An dinh thu muc chtra tap tin tu dong luu (Auto-saved),

« Gan Font chit (Embed fonts) dé tai liéu duy tri font chir trén céc

may khong co font da duoc str dung trong tai liéu.

OO



FP€@  Tuy chinh Luu tai liéu trong Word Options

IIG VIET NAM

Waord Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E Customize how documents are saved.

Save documents

Save files in this format: Word Document (*.docx) -
| Save AutoRecover information every | 10 2| minutes
| Keep the last autosaved version if | close without saving
AutoRecover file location: ChUsers\taing\AppData\Roaming\Microsoft\Word'
Don't show the Backstage when opening or saving files
/| Show additional places for saving, even if sign-in may be required.
Save to Computer by default
Default local file location: ChUsers\taing\Documents',

Default personal templates location: |C\Users\taing\Documents\Customn Office Templates\,

Offline editing options for document management server files

Save checked-out files to:(
The server drafts location on this computer

® The Office Document Cache

Server drafts location:  |C\Users\taing\Documents'\SharePoint Drafts\,

Preserve fidelity when sharing this document: ] MOS 2016 Word Lessoni =

Embed fonts in the file G

oK

T *

Browse...

Browse...

Browse...

Cancel
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NC SA

MOS Word 2016 - 1IG Vietnam

28



[ Pong tai licu

IIG VIET NAM
« Word hién thi mdi tai liéu & mot cira s6 riéng biét.
* CO thé chi dong mot tai liéu hodc dong tat ca cac tai liéu va tng
dung Word cung mét lUc

w] MOS 2016 Word Lesson! - Word ~ w] 3260 Word 2016 Core Les.. X B R el a8
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V'€ Mo tai licu

IIG VIET NAM
» Word c6 thé mé tat cac cAc tap tin co L
ngudn goc tir Word bao gom .docx, gité;?;nm;:mtd N
.docm, .dotx, .doc, .dot, va mot so Al Web Pages

All Word Templates

. 7 p , Word Templates

dinh dang khac co trong danh sach Word Macro-Enabled Templates
) ) Word 97-2003 Templates

Rich Text Format

cho phép dinh dang luu file nhu .txt, e ment Tt
PDF Files
Recover Text from Any File
rtf1 pdf1 cee WordPerf:;tti.x g
WordPerfect 6.x

Danh sach cac loai tap tin c6 thé md trong Word 2016
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NG Nhap (Import) tai liéu vao mot tap tin dang mé

IIG VIET NAM
« Mot cach khac dé mo tap tin bang 1énh Open I:
* Nhap (Inport) tap tin van ban vao tai liéu Word.
e Sir dung phuong phap nay khi tai liéu Word khéng mé hodc néu
muo6n chén vin ban tir mot tai lidu truc tiép vao tai liéu khac ma

khong can sao chép (Copy) va dan (Paste)

OO



NG Tong két bai hoc

IIG VIET NAM

» Bai hoc 1 da cung cap cac kién thirc va k§ ning vé:

« Ung dung soan thao vin ban Microsoft Word 2016 trong bo

Microsoft Office 2016;
Cac khéi dong va thoat khéi Microsoft Word,;
Cac thanh phan giao dién cua Microsoft Word;
Céac tao mot tai lidu mai va tai lidu tir cac mau (Template)
Cac kiéu tap tin ctia Microsoft Word;
Cac mo, dong va luu cac tai liéu caa Microsoft Word.

OO



VPG caunoion tap Iy thuyét

IIG VIET NAM
1. Man hinh nao ban nhin thay khi ban khai dong Word?

a. Dialog box launcher

Gallery

Groups

More button

Ribbon Display Options button

Tabs

Word editing screen

Backstage..

’@@@@I 2/8/2022 MOS Word 2016 - 1IG Vietnam 33

SQ@ "o oo0o




VPG caunoion tap Iy thuyét

IG VIET NAM

2. Khi ndo ban c6 thé st dung mot mau (Template) dé tao mot
tai liéu moi?

d.

® o0 o

OO

Dé tao mot tai liéu trong méi moi khi ban khai dong Word.

Dé tao mot tai liéu loai ndy mdi khi ban khoi dong Word.

Dé truy cap tai liéu duoc luu trén 6 dia mang.

Pé tao mot ban sao ctia mot tai liu hién co.

bé dugc huéng dan vé cach thiét ké mot tai liéu thuong dugc st
dung.

Dé luu tai liéu vai mot s6 yéu to thiét ké.



”G’V lETﬁ Cau héi on tap ly thuyét
3. Ban c6 thé sir dung phim tat nao dé tao tai liéu tréng mai?
a. CTRL+N
b. CTRL+O
c. F12
d. CTRL+F12
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VPG caunoion tap Iy thuyét

IIG VIET NAM

4. Phan mo rong tap tin mic dinh duoc gan cho tai liéu Word

2016 la gi?
a. .docm
b. .dotx
c. .doc
d. .docx
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VPG caunoion tap Iy thuyét

IIG VIET NAM

5. Khi ndo ban c6 thé muén luu tap tin dudi dinh dang tap tin
Word 97-2003?
a. Tap tin s& duoc luu trén 6 dia mang.
b. Ban can mo tap tin nay tir mot trang web
c. Pé mo tap tin ndy & mét vi tri khac véi cac phién ban Word

trudc.

d. Tap tin s€ duoc tai Ién OneDrive.
e. Pinh dang can phai danh cho cac phién ban Word trudc.
f. Tap tin can duoc sao chép vao 6 dia CD.

OO




VPG caunoion tap Iy thuyét

IIG VIET NAM

6. Diéu gi s& 1a mot vi du veé loai thong tin ban c6 thé nhap vao
mot thude tinh (Properties) cua tap tin dé xac dinh ndi dung
cua tap tin?
a. Publishing company
b. Network domain or name
c. Software vendor
d. Subject of the document.
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..le E& Cau héi on tap ly thuyét
7. Khi ban luu tai liéu lan dau tién, tab ndo s& hién thi trong
Backstage?
a. Save
b. Save As
c. New

d. Info
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[

IG VIET NAM

Cau hoi on tap Iy thuyét

8. Tai sao ban c6 thé mudn Import tap tin thay vi Open trong Word?

a.
b.

Diéu ndy dam bao ban ludn cd thé ma bat ky tap tin nao trong Word.
Sau d6, ban c6 thé nhanh chéng luu tai liéu ¢ dinh dang Word 2013
moi.

Sau do, ban cd thé dinh dang ndi dung cua tap tin da nhap trong Word
vi day Ia vin ban thuan tuy

d. Pay la tly chon duy nhat néu ban khéng thé mé tap tin trong Word.

OO

Sau do6, ban co thé chuyen d6i vin ban sang bat ky dinh dang tap tin
nao khac ma Word cung cap.

Ban c6 thé chén vian ban tir mot tap tin khac tai mot vi tri cu thé trong
tai 1i€u hién co.



VPG caunoion tap Iy thuyét

IG VIET NAM

9. Lam thé ndo ban c6 thé md mét tap tin PDF trong Word?
a. Trudc tién, chuyén doi tap tin PDF thanh dinh dang Word tuong
thich trong Adobe Acrobat.

b. Trudc tién, xuat tép PDF thanh dinh dang Word trong Adobe
Acrobat.

c. Chuyén doi tap tin PDF thanh dinh dang tap tin chi van ban.
d. M¢ tap tin PDF nhu thé d6 14 mét tai liéu Word trong d6 Word
s€ xac nhan rang no s€ chuyén doi tap tin thanh dinh dang Word.

OO



VPG caunoion tap Iy thuyét

IIG VIET NAM
10. Nhitng ndt ndo duge hién thi theo mic dinh trén Thanh cong
cu truy cap nhanh?
a. New, Save, Undo, Redo, Customize the Quick Access Toolbar
b. Save, Undo, Redo, Print, Customize the Quick Access Toolbar
c. Save, Undo, Redo, Customize the Quick Access Toolbar
d

. New, Open, Save, Undo, Redo, Customize the Quick Access
Toolbar

OO



