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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
« Thay doi cac giao dién xem (View) tai liéu;
« Piéu chinh ché d6 thu/phéng (Zoom) tai liéu;
« Sur dung tinh nang Hién/An (Show/Hide) cac ky tu an trong tai
l1éu;
« Phan chia (Split) cira s6;
* Chon van ban (Select Text);
» Chen cac ky tu dac biét (Special Characters);
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VPG Muyc tidu bai hoc

IG VIET NAM

* St dung cac cong cu Cut, Copy va Paste;

 Str dung Clipboard;

« Tim va thay thé vin ban hoic cac muc;

« Str dung AutoCorrect, AutoText dé thay thé cac muc.
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G Thay d6i cac giao dién xem (View) tai liéu

IIG VIET NAM
» C6 the tly chinh cach tai liéu hién thi B E
phu hop theo yéu cau cu thé. — o S ok

Mode [Layout Layout

« Cac cong cu View trong Word trén
Ribbon gém c6 Read I\/Iode, Print Céc cdng cu trén Ribbon hién thi tai liéu
Layout, Web Layout, Outline, Draft. -

» CO thé str dung cac nit View trén thanh Rﬁd‘[dz 1 Jt
trang thai (Status bar) bao gom Read
Mode, Print Layout va Web Layout.
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W &

FP&G  Thay déi cac giao dién xem (View) tai liéu
e Churc nang cua cac cong cu thay doi giao dién xem tai liéu

Hitu ich khi doc tai liéu, cac trang duoc diéu chinh theo kich thuéc man hinh dé d& doc. Ribbon
Read Mode duoc 4n dé ban c6 thé tap trung vao viéc doc tai liéu & kich thuéc man hinh téi da. Mot loat céc
nit ban c6 thé sir dung & ché d6 nay sé& xuat hién trén dau man hinh.

Str dung ché d6 xem ndy dé diu chinh b cuc tong thé cua thong tin trén trang tai liéu hodc dé
SR EEVGINIES hién thi cach tai liéu s& duoc in. Khi ¢ ché d6 hién thi ndy, ban c6 thé thiy céc yéu tb do hoa nhu
dau trang/chan trang, hinh anh hoic cot xuét hién nhu thé nao.

L Hiru ich cho viéc tao cac trang web: van ban hién thi v6i kich thuéc man hinh; hinh nén va hinh
anh xuat hién gidng nhu khi str dung trinh duyét web.

Str dung dé tao phéc thao cho tai liéu, noi ban c6 thé ting/giam cip cac tiéu dé trong bd cuc phan
cap. Ban c0 thé thu gon tai liéu dé chi cac tiéu dé va tiéu dé phu xudt hién. Didu nay gilp ban sip
xép lai cac chui dé trong tai liéu. Khi ban di chuyén cac tiéu dé, vian ban dugc lién két véi tieu dé
cling s& di chuyén theo.

Thich hop cho hau hét cac thao tac nhap, chinh stra va dinh dang tai liéu.
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l G Thay d6i céac giao dién xem (View) tai liéu
o Tu phién ban 2013, cé4c tmg dung Office bo sung thém mot cong
cu dicu hudng Welcome back! trong cac chée do View.
» Cong cy nay s& hién thi bén phai tai liu khi hiéu chinh ti liéu,
luu, dong irng dung va mo lai tai liéu cho phién lam viéc ke tiép.
« COng cu Welcome back! Nay gilp tré vé diém da két thic va
luu tai liéu ¢ phién lam viéce trude do.

Welcome back!
Pick up where you left off: | —

Changing the View
A few seconds ago

’@@@@I 2/8/2022 MOS Word 2016 - 1IG Vietnam 7




[/ { Hiéu chinh d6 thu/phong (Zoom) tal liéu

IIG VIET NAM
* Churc nang thu/phong tai liéu cho pheép phong 16n hoac thu nho
tai liéu trén man hinh
e Cho phép hién nhiéu trang trong mot man hinh tai mot thoi diém.
e Chirc ning nay duoc thiét ké o thé View trén Ribbon, trén thanh
trang thai (Status bar) va ca trén Mouse.

Q ‘_‘) =] One Page
e 100

O Multiple Pages
Zoom 100% _
‘= Page Width

Zoom

1 + 100%
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!V mqﬂ Str dung chtrc nang hién/an (Show/Hide )
e Churc nang Show/Hide § cho phép hién/an:
« C4c ky tu an (Hidden characters),
 Cac ky tu dac biét (Special characters),
 Cac ky tu khong in (Non- printing characters)
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s Section Break (Next Page).:
'

VG  si dung churc nang hién/an (Show/Hide 1)

IG VIET NAM
Ky tu Y nghia
.:-| Ky tu “ngat dong cing” xuét hién khi nhan phim Enter.
! Ky tu “ngat dong mém” xuat hién khi nhan phim Shift + Enter.
—» Ky tu Tab xuét hién khi nhan phim Tab.
. Ky tu khoang trang (Space) xuat hién khi nhan phim Spacebar.
3 Ky tu két thic noi dung 6 hodc dong trong bang (Table).
lc):aarcl: KY tu “ngat trang mem”™ xuat hien Knl ban nhap du mot trang van
........................ Page Break- | Cac Ky tu “ngat trang cing” xuét hién khi chén ngat trang Page Break.
cesSection Break (Next Page)..... | CAC KY tu ngdt phan (Section).
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’ G Phan chia ctra so (Splitting the Window)
« Khi lam viéc vd1 mot tai
litu va mubén tham khao = :mescmseoeme

Ban c6 thé tity chinh céch tai li¢u hién thi phit hop theo yéu céu cu thé. Cac cong cu View trong Word trén Ribbon

‘‘‘‘‘‘‘‘‘

gom c6 Read Mode, Print Layout, Web Layout, Outline, Draft.

dén mot phan khac ciing e
trong tai liéu do.

Mode Layout Layout
A 7 N .
« Pé tranh truong h di
L]
/‘7\ A /( p - A
C h l I en I e n X l I On t a I lle l I St dung dé tao phéc thao cho tai liéu, noi ban cé thé tang/giam cdp cdc tiu dé trong bd
- . cuc phén cip. Ban c6 thé thu gon tii liéu dé chi cic tidu dé va tidu dé phu xuit hién

Outli 2 . 5 . 2 . FPAE
e Diéu nay gilip ban sap xép lai cde chu dé trong tai liéu. Khi ban di chuyén cdc tiéu dé,

Hinh 34:Cde céng cu trén Ribbon hién thi tai liéu

vin ban duoc lién két véi tidu dé ciing s& di chuyén theo.

g éy nh ém lén Va mét th(‘)’ i Draft Thich hop cho hau hét cic thao tic nhip, chinh sia va dinh dang ti lidu

- English (United States) %3 ’ ; ® - 1
gian.
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e Chon van ban trong tai liéu

IIG VIET NAM

* Chon mét tr (Word), nhdm tir (Phrase), cau (Sentence), dong (Line),
doan (Paragraph) va ca van ban (Whole document).

« Chon cac vin ban lién ké (Consecutive Text) hodc cac vin ban & nhimng
noi khac nhau (Non-Consecutive Text).

e Sir dung chudt, ban phim hoic két hop ca chudt va ban phim trong

vung van ban hoac trong vung luwa chon (Selection Area).

OO



NG Lam viéc vdi van ban

IIG VIET NAM Font Formatting
Shading Color
* St dung tinh nang hoan tac (Undo) . c
, o 2 ) X , ?aragraph Alignment
* Sur dung tinh nang Undo dé dao nguoc vé cac it BN
hanh dong/thao tac trudc do. Cancel

* Chi co the hoan tac cac hanh dong lién ké C4c hanh dong hoge thao tac
nhau tir dau danh sach dén mot hanh dong trong danh sach

duogc chon. F
Font Formatting
Shading Color

» C9 thé hoan tac dén 100 hanh dong/thao tac Bold |
1161’1 ke ;Zfa';rgaph Alignment
» Khong thé hoan tac cac hanh dong/thao tac Typing "=rzndf10)

Undo 5 Actions

khong lién ké.

Hoan tac cac hanh dong tur Font
Formatting dén Paragraph Alignment
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ne Lam viéc voi van ban

IIG VIET NAM .

 Str dung tinh nang lap lai cac hanh dong/thao tac (Repeat/Redo)
« Can phan biét hai hanh dong Repeat va Redo .
« Repeat: DUNg dé lip lai hanh dong/thao tac vira mai thuc hién.

« Redo: Chi xuat hién khi ban thuc hién Undo. Redo cho phép dao nguoc
lai ttr hanh déng dugc chon tré vé hanh dong gan nhat

Undo tir Font E Font Formatting |
Formatting dén Shading Color

Redo tir

Paragraph Bold Farsgnnh

Alignment Typmg ( 3
: Alignment dén
Paragraph Alignment Font Formatting
AutoFormat

Typing "=rand(10,3)
Undo 5 Actions

Trinh ty Undo va Redo
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NG Lam viéc vdi van ban

IIG VIET NAM
« Chen cac ky hiéu (Symbols) hoac cac ky tu dac biét (Special
Characters)
« Céc ky tu dic biét bao gom Copyright ©, Registered ®, Trademark
™ ) hoac cac ky hiéu Left Arrow <, Right Arrow =,...
* CO thé chon va dinh dang cho cac ky tu dac biét va cac ky hiéu nhu:
Kich c& (Size), mau sac (Color) hiéu u’ng (Effect)

ssssss

€2 Symbol - .”2(:&—@- Al V =y e . e
= v s @ 3 ==OOEHBEECEEE DR
o+ A ||| ez |=|=|d|P P00 6| EF
. BN EERR R
Rea
v ©H||\Q|||+|*\||H|
bhoale | Unicode name:
e Chara ode: |32

nnnnnn

Q More B
’@@@@| 2/8/2022 MOS Word 2016 - 1IG Vietnam 15




VPG Lam viéc voi vin ban
IIG VIET NAM .
e Sir dung cac chirc ning Cat (Cut), Sao chép (Copy) va Dan (Paste)

e Céc chutrc ning Cut, Copy va Paste cho phép di chuyén, sao chép va dan
van ban hodc doi tugng (hinh anh, biéu do, bang biéu,...) tir noi nay sang
noi khac.

« Cut: cat/xda vin ban hodc d6i tuong khoi vi tri ban dau trong tai liéu hién
tai va dat vao Clipboard.

« Copy: Sao chép vin ban hodc d6i tuong tir vi tri ban dau trong tai liéu
hién tai va dat vao Clipboard.

 Paste: Chen mot muc tir Clipboard vao tai liéu ¢ vi tri con tro hién tai.

OO



NG Lam viéc vdi van ban

IIG VIET NAM

Clipboard

* Sur dung Office Clipboard

Click an Item to Paste:

« Clipboard cho phép luu va truy luc dén 24 muc -
duoc cat va sao chép tur tai liéu. 0
« Céc chure ning trong Clipboard bao gom: O e,
« Paste All: Dan tit ca cAc muc hién c6 trong NbS————
Clipboard theo cung thr ty nhu chiing xuat hién | SR
trong Clipboard vao tai liéu. B

e Clear All: X6a tat ca cac muc trong Clipboard.

Options ¥

’@®©@| 2/8/2022 MOS Word 2016 - 1IG Vietnam 17




NG Lam viéc vdi van ban

IG VIET NAM

« Str dung Office Clipboard (tt)
Options: Cho phép chon cac tiy chon vé Clipboard gém co:

OO

Show Office Clipboard Automatically: Hién Clipboard mét cach tu dong;

Show Office Clipboard When Ctrl+C Pressed Twice: Hi¢n Clipboard khi nhan
Ctrl+C hai lan;

Collect Without Showing Office Clipboard: Tép hop cac muc can sao chép/di
chuyén vao Clipboard, nhung khéng hién Clipboard;

Collect Without Showing Office Clipboard: Tép hop cac muc can sao chép/di
chuyén vao Clipboard, nhung khéng hién Clipboard;

Show Office Clipboard Icon on Taskbar: Hién biéu twong Clipboard trén thanh
tac vu (Task bar);

Show Status Near Taskbar When Copying: Hién trang thai Clipboard gan thanh
thanh tac vu khi thuc hién Copy.



“G,V mqﬂ Lam viéc v&i van ban
* Di chuyén viin ban/déi twong sir dung kéo tha (Drag-and-
Drop) chuét.
« CO thé di chuyén vin ban/ddi tuong trong tai liéu tir vi tri nay sang
vi tri khac véi khoang cach ngan ma khong st dung Clipboard véi
thao tac Cat (Cut) va Dan (Paste)
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’ G Tim va thay thé (Finding and Replacing)
« Tim kiém (Finding) trong tai liéu
» Tinh nang tim (Find) cho phép tim tir, cum tir, cau cu the, ky higu,
Ky tu dac biét, cac dinh dang hoac két hop.
e CO thé thuc hién 1énh Find trén Ribbon, tir phim tat Ctrl+F hodc
tir hop thoai tim va thay thé (Find and Replace).

Find and Replace ? >

Find Replace GoTo

Find what: | w

Reading Highlight - Find In~ ance
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l G Tim va thay thé (Finding and Replacing)
« Str dung cac tuy chon tim kiém (Search Options) trong hop
thoai Find and Replace:
e Céc tly chon tim kiém (Search Options) cho phép:
* Dinh hudng (All/lUp/Down) va thu hep pham vi tim kiém,

« Tim kiém theo c4c tiéu chi dic biét nhu dinh dang (Format) va cac ky
tu dac biét (Special).

OO



/PG Tim va thay thé (Finding and Replacing)

IG VIET NAM

« Str dung cac tuy chon tim kiém (Search Options) trong hop
thoai Find and Replace (tt):
« CAc tly chon tim kiém bao gom.

Tuy chon

Y nghia

More >> << Less

Mo/Pong céc tiy chon tim kiém

Search: Down |V

Pinh hudng tim kiém

Match Case

Tim chinh x&c theo tir hodc cum tir trong hop tim kiém (chit in, chir
thuong,...)

Find whole words
only

Chi tim nguyén tu. Vi du: tim red, Word sé khong dua céc tir nhu
hundred, bred, redline, credible, ... vao két qua tim kiém
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/PG Tim va thay thé (Finding and Replacing)

IG VIET NAM

Cac ky tu dai dién gom dau ? va dau *

- Dau ? dai dién cho mot ky tu duy nhat. Vi du: néu tim c?t thi két qua
Use wildcards c6 thé 1a cat, cot,... nhung khdng bao gém cart, chat, crat, ...

L DAu * dai dién cho cac ky tu. Vi du: néu tim c*t thi két qua cd thé 1a
cat, cot, cart, chat, crat, chit,...

Puoc st dung khi khéng chac chin vé cach danh van chinh xac cua ti.
Sounds like (English) Su:, dung’ tinh nang na)./ de thu hep\tleu chi tl\m kl\em; V|\ du: co the tim
chinh xac football khi st dung tuy chon nay va go vao futball hoac
footbal.

Str dung tly chon nay khi mudn tim tat ca cac dang cua tir, bat ké d6 la
Find all word forms |danh ttr, dong tir, tinh tir hay trang ttir. Word cling b6 qua thi ctia dong tir
(English) (vi du wants, wanting, wanted) va cac hinh thirc 8 it va sé nhiéu (vi dy,
book or books).
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/PG Tim va thay thé (Finding and Replacing)

IG VIET NAM

Match prefix

Str dung tly chon nay khi khdng biét toan bo chiéu dai hodc tat ca cac ky
tur trong tir mudn tim. Vi du khi g vao psyc* két qua sé& 1a psychology,
psychic, psyche, va psychometrics.

Match suffix

Str dung tly chon ndy, Word sé& tim céc tir ¢6 két thlic bang tir da dugc
nhap vao. Vi du: khi gb vao *try, két qua sé& la symmetry, try,
poetry,...

I%nore punctuation
characters

Str dung tly chon nay, Word s& bo qua tat ca cac Ky tu nhu dau phay, dau
hai cham, dau chAm phay va dau cham.
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/PG Tim va thay thé (Finding and Replacing)

IIG VIET NAM
Str dung ndt nay dé tim kiém cac muc c6 thudc tinh dinh dang cu thé
Format - duoc &p dung cho tiéu chi tim kiém. C6 thé chi dinh c4c thudc tinh nhu:
font, paragraph, tab, language, frame, style va highlight.
. Str dung c6ng cu nay dé tim kiém céac ky tu dic biét nhu dau doan, ngit
Spedal ¥ trang va ky tu tab.
Str dung tly chon nay dé xda moi tly chon dinh dang dwgc chi dinh
No Formatting trude do
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FPG  Tim va thay thé (Finding and Replacing)

IG VIET NAM

» Thay thé (Replacing) cac muc trong tai liéu:
« Chure ning thay thé duge thuc hién qua hai tién trinh:
« Tim cac vin ban can thay thé:
e Thuc hién viéc thay thé.
= Tt ca C&c tly chon trong tim kicm déu c6 thé s dung trong chirc
nang thay the.
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FP€  Tim vathay thé (Finding and Replacing)

° S l‘i—' du n g A u to C O r re Ct Vé. AutoCorrect: English (United States) ? X

AutoFormat Actions

AutOTeXt dé th ay thé’ CéC ml;lc AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

- oA Carrect TWo INitial CApitals Exceptions...
t ro n g tal lleu . [Z] Capitalize first letter of sentences
L4 [ capitalize first letter of table cells
Capitalize names of days

« AutoCorrect la chiuc ning tu ot e o ot
dong hiéu chinh 10i chinh ta trong A R
van ban.

[21 Automatically use suggestions from the spelling checker

Cancel
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FPG  Tim va thay thé (Finding and Replacing)

IG VIET NAM

e Sitr dung AutoCorrect va AutoText dé thay thé cac muc
trong tai liéu (tt).
« AutoText 1a chirc ning hoan tat tir hoic nhdm tir khi nhap céc tir
hoac nhom tir thuong sir dung.
« Word cho phép ngudi ding c6 thé tu xay dung cac tir thay thé trong
AutoCorrect va trong AutoText.

(=] Quick Parts ~

]} Save Selection to AutoText Gallery ]I AutoText

ng Blocks Organizer...
ve Selection to Quick Part Gallery...
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NG Tong két bai hoc

IIG VIET NAM

» Bai hoc 2 d3 cung cap cac kién thirc va k¥ ning vé:
« Thay d6i cac giao dién xem (View) tai liéu;
« Diéu chinh ché do thu/phéng (Zoom) tai licu;
e Sir dung tinh niang Hién/An (Show/Hide) cac ky tu an trong tai liéu;
« Phan chia (Split) ctra so;
* Chon van ban (Select Text);
» Chen cac ky tu dac biét (Special Characters);
* Sur dung cac cong cu Cut, Copy va Paste;
* St dung Clipboard;
« Tim va thay thé van ban hodc cac muc;
« Sir dung AutoCorrect, AutoText dé thay thé cac muc.
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/7€ Cauhoi on tap Iy thuyét

IG VIET NAM

1. Tai sao ban nén su dung Print Layout thay vi ché 3o Read
Mode dé stra d6i?

a. Tat ca cac 1énh deu kha dung trong ché do Print Layout trong khi
Read Mode yéu cau ban chuyén sang ché d6 Edit trudc.

b. De hién thi tai liéu nhu no s& xuat hién khi duogc in; ban khong
thé in tir ché d6 Read Mode.

c. Ché do Read Mode chi kha dung d6i voi cac tai lieu dugce guri
duéi dang tap tin dinh kém trong tin nhan.

d. Ban phai cai dat ché do Read Mode trong khi Print Layout dugc
cai dat cung vai Word.

OO




VPG caunoion tap Iy thuyét

IIG VIET NAM
2. Lam thé ndo co thé hién thi cdc ma dinh dang (Formatting
Code) mot cach co 1gi?
a. Khi ban mudn xac dinh nhiing gi c6 thé can phai thay doi trong
tai liéu, chang han nhu mot doan vian hodc dau tab bo sung.

b. Khi ban muén kiém tra xem tai liéu d3 duoc luu & mot vi tri cu
thé chua.

¢. Khi ban mubén xem diém chén trong tai liéu.

d. Khi ban mudn xac dinh noi chinh stra dugc thuc hién trong mot
tai liéu duoc chia sé.

OO



VPG caunoion tap Iy thuyét

IIG VIET NAM
3. Lam thé nao ban cé thé s dung cac ndt & hai bén cua thanh
truot thu phong?
a. Cac nut cho biét co bao nhiéu ctra so s& dugc hién thi cia bat ky
tai liéu dang mo nao.
b. Cac nat c6 thé hién thi nhiéu hodc it tinh niang kha dung trén
man hinh.

c. Céc nGt thay doi ché do xem cho tai liéu, chang han nhu Print
Layout.

d. C&c nut co thé ting hoic giam ty 1& thu phong cua ché do xem.

OO




VPG caunoion tap Iy thuyét

IG VIET NAM

4. Tai sao ban cd thé mudn chia ctra s6 cho mot tai lidu dai?

d.

b.
C.
d

Dé mé tai liéu thir hai dé so sanh véi tai liéu dau tién.

Pé thay do6i thu phong cho cac trang khac nhau trong tai liéu.
Pé xem hai khu vuc khac nhau cua tai liéu.

Pé xem cac ky tu khéng in trong tai lidu.
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VPG caunoion tap Iy thuyét

IIG VIET NAM
5. Nhitng phim tit ndo ban c6 thé sir dung dé sao chép mot van
ban da duoc lua chon?
a. CTRL+ X
b. CTRL+V
c. CTRL+P
d. CTRL+C
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VPG caunoion tap Iy thuyét

IG VIET NAM

6. Tai sa0 ban cO thé muon thu thap nhiéu muc trong Office
Clipboard?

a. Pé dam bao Office Clipboard van hoat dong trong phién lam
viéc cua Word.

b. Bé co thé dan cac muc trong Office Clipboard vao bat ky tap tin
nao trong Word hoac chuong trinh Office khac.

c. Dé cd thé dan cac muyc bat cu lGc nao trong Word, ngay ca khi
ban dong va khéi dong lai Word nhiéu lan trong ngay

d. Pé kich hoat Office Clipboard trong tat ca cac chuong trinh
Office.

OO




VPG caunoion tap Iy thuyét

IIG VIET NAM

7. Lam thé ndo ban cd thé chén mot biéu tuong ban quyén
(Copyright)?
a. Bat dau tinh niang Windows Character va chon biéu tuong dé

chen tir danh sach do.

b. Nhén F5.
c. Nhap chit C va sau d6 nhan F3.
d. Str dung 1énh Symbol tir nhdm Symbols trén thé Insert.
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VPG caunoion tap Iy thuyét

IIG VIET NAM
8. Tai 5a0 ban c6 thé sir dung tly chon Pages trong ngin diéu

huong (Navigation pane)?

a. P& xem so6 lan tiéu chi tim kiém phd hop xuat hién trén moi
trang trong tai liu.

b. Pé xem sb trang co chira cac két qua khop voi tiéu chi tim kiém
duogc nhap trong trudng Find.

c. Pé kiém tra tong so trang c6 chua tiéu chi tim kiém phil hop.

d. Pé xem sb trang cho ting tiéu dé trong tai liéu.

OO



VPG caunoion tap Iy thuyét

IIG VIET NAM

9. Tai 530 ban ¢ thé st dung nit More trong hop thoai Find and
Replace?
a. Bé dat tim kiém bao gom céc tai liéu khac.
b. Dé, chon thém tly chon cd thé gilp ban thu hep tiéu chi tim

kiém.

c. Bé chon trang nao dé thuc hién tim kiém.
d. Bé hién thi thém tly chon vé cach thay thé tiéu chi tim kiém.
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VPG caunoion tap Iy thuyét

IG VIET NAM

10. Lam thé nao tinh niang AutoCorrect ¢ thé gilp ban tap trung

vao nhap van ban?

a. B¢ kiem tra chinh ta va ngit phap (Spelling and Grammar)
trong tai liéu bat cur lUc nao.

b. Dé tu dong stra c&C muc bat ¢t khi ndo ban nhan Enter hai lan.

c. bé tu dong dinh dang toan bo tai liéu cho cac tiéu dé va danh
sach cac muc.

d. Dé thém céc tir hodc tir viét tat sai chinh ta dé ban cd thé tap
trung vao nhap van ban.
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