Tudn 1
CHUONG III. SOAN THAO VAN BAN
BAI 14. MOT SO KHAI NIEM CO BAN.

1. Cac chirc nang chung cia hé soan thao van ban:

* Khai niém: Hé soan thao vin ban 1a mot phan mém tng dung cho phép thuc hién cac thao tac lién
quan dén cong viéc soan thao van ban: gd (nhap) van ban, sira doi, trinh bay, lwu trir va in vin ban.

a. Nhdp va lwu trir van ban:

— Nhép van ban tho va luu trir lién tuc.

— Trong khi g8, hé soan thao tu dng xudng dong khi hét dong.
b. Sita déi vin ban:

—  Sira d6i ki tu, tir va cAu triic van ban.
C. Trinh bay van ban:

— Kha ning dinh dang ki te: Phong chit; C& chir; Kiéu chir; Mau chi; Vi tri tuong ddi so voi dong k&
(caohon 40 hon); Khodng cach gitra cac Ky tu trong mat tir va giira Cac tir voi nhau,.. ...

— Kha niing dinh dang doan véin ban: Vi tri 1& phai, I& trai ciia doan van; Can I& (tréi, phai, giita, déu
hai bén); Lé dong dau tién; Khoang cach dén doan vin ban trudc, sau; Khoang cach giira cac dong
trong cung mot doan véan ban,.....

— Kha ning dinh dang trang vin ban: Lé trén, 1& dudi, 1& tréi, 1& phai cua trang; Huéng gidy (nam
ngang hay thang dimg); Kich thudc trang (A4, A5,..); Tiéu dé dau trang, tiéu dé cudi trang, . ...

d. Mgt sé chic néing khdc:
— Tim kiém va thay thé, cho phép g tat, tao bang, chia vin ban, tu danh s trang, chén hinh anh va ky

hiéu dac biét, vé hinh va tao chir nghé thuat,. ..

2. Mt s6 quy wéc trong viée gé vin ban:
b. Mét sé qui wéc trong Viée gé vin ban:
- Khi soan thao, cac dau ngat cau: () () () ) (1) (?) phai duoc dat sat vao tir ding trude nd, sau do
la mot dau cach néu doan vin ban d6 van con noi dung.
- Céc diu mo ngoic (, [, {, <, ¢, “ phai g& sét lién sau cac dau nay. Cac dau dong ngoic ), 1, }, >, ", ”
phai g6 lién sau ki ty trude né.
- Khdng g8 cac phim ki ty dac biét _Enter, Tab, Space Bar_lién nhau

3. Tiéng Viét trong soan thao viin ban:
— Dé soan thao van ban chir Viét trén may tinh, can co:

> Cai phan mém soan thdoe vin bin: MS Word, Open Office Write ...

> Cai phan mém gd cha Viét: Unikey, Vietkey.
» Cai dat phdng cha Viét




a. GO chir Vieét:
* Kiéu go chiz vigt: (Hoc SGK/97)

- C6 2 kiéu g chir Viét: VNI va TELEX

Hai kiéu gd nay duoc trinh bay trong vin ban dudi day:

Kiéu TELEX | Kiéu VNI Kiéu TELEX | Kiéu VNI

bé go chir Tagd Ta g bé go dau Tagd Tagd
i aw a8 Huyén f 2
a aa a6 Sic s 1
d dd d9 Hoi r 3
é ee e6 Nga X 4
0 00 06 Nang j 5
o ow hoic [ o7 X6ba dau z 0
u uw hoac ] u7

b. Bé ma va bg phong chiz Viét:

Bo méa Bo phdng
TCVN 3 (hay |- Gom nhimg phong dugc dat tén voéi tiép dau ngir .Vn
ABC) VD: .VnTime, .VnArial

- Gom nhiing phong duoc dat tén véi tiép dau ngir VNI-

VNI-Windows VD: VNI-Times, VNI-Avo

Unicode - Gom nhitng phéng: Times New Roman, Tahoma, Arial, Verdana,...




Tuédn 2

BAI 15: LAM QUEN VOI MICROSOFT WORD

1. Man hinh lam viéc caa Microsoft Word
a) Giao dién
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Man hinh lam viéc cua Microsoft Word (2010)
b) Thanh lénh_Menu Bar: chi con menu File
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e Save: luu tap tin.
. A - Y- z
e Save as: luu tap tin vai tén khac.
. 9, 4A . ~ 7 <
e Open: mé tap tin da co san.
r - 5
e Close: dong van ban dang soan.
A . - 5
e Info: thong tin van ban.



e Recent: nhitng vin ban di mo gan day.

e New: tao van ban méi.

e Print: In van ban.

e Save & Send: Xuat vin ban véi cac dinh dang.
e Help: Gitp dd.

e Options: Cac tuy chon van ban.

e Exit: Péng ctra s6 Word.

c) Thanh cdng cu Ribbon:

\r Thé (Tab)

Home Insert Page Layout Feferences Mailings
J ! Times Mew Rom = 12 = A" a7 | Aa~ | &
Lénh
Paste = 2 - 3b® o = ¢
- # Format Painter B 7 U-~aex x ~ (Command)
Clipboard Font
Nhom (Group) Nhom (Group) Font
Clipboard

— Thanh Riboon: noi hién thi c&c nat 1énh theo tirng nhém.
—  Word 2010 gém c6 mét sé Ribbon (Home, Insert, Page Layout, References, Mailings,
Review, View,...). D6i vdi Word 2013 ta c6 thém Ribbon Design.
—  Pé di chuyén lan lugt dén céc Ribbon ta sir dung t6 hop phim ALT + (F, H, N, P, S, M, R, W)
d) M@t sé chire ning trong Microsoft Word:

STT CHUC NANG NUT — 1 PHIMTAT MENU LENH
LENH :
1 | Tao van ban mai R Ctrl + N Menu File = New
2 | M& mot van ban c6 san = Ctrl+O | Menu File © Open
3 | Luu van ban dang lam viéc = Ctrl +S Menu File = Save
4 | Luu van ban vai tén khac Menu File = Save As
5 | Invan ban = Ctrl+P Menu File = Print
6 | Két thc phién lam viéc e Ctrl + W Menu File = Close
7 | Dichuyén d&n 1 trang bat ky Ctrl + G
8 | Sao chép van ban =3 Ctrl+C Ribbon Home = Copy
Pé sao chép doan van tir vi tri ndy téi vi tri khac trong mot vian ban | can phai nhan giir phim
9 3 . ) \ N
bang cach keo tha chuot Ctrl
10 | Di chuyén vin ban & Ctrl+ X | Ribbon Home = Cut
11 | Dan vian ban [Fe Ctrl +V Ribbon Home - Paste
f ) Ctrl + Shift+ C
12 | Sao chép dinh dang ¥ Format Painter Ctrl + Shift + V




Luuy: Dé sao chép dinh dang nhiéu lan
ta nhap chuét 2 lan vao nut
¥ Format Painter
13 | Hay bé mét thao tac vira lam ) Ctrl+Z Thanh Quick Access
Toolbar
A o b b Thanh Quick Access
14 | Khdi phuc thao tac vira huy bo C Ctrl+Y Toolbar
15 | Chon khéi mot tir Nhap chudt 2 1an
16 | Chon khéi mot doan Nhap chudt 3 lan
17 | Chon khéi toan bo van ban Ctrl + A
18 | Pt con tré van ban dén du van ban Ctrl + Home
19 | Pat con trd van ban dén cudi van ban Ctrl + End
Y T SN Nhap chuot phai trén
20 Ch‘uyer} dol g'}I a ,ha' ché dd g6 (che do thanh Status Bar > Bat
chén va ché d6 de)
Overtype
21 | Ngit doan Enter
22 | Ngat dong Shift + Enter

2. Soan thao van ban don gian:
a) Tao mét tai liu méi:

< Tao mdt tai liéu méi (tqo tai lidu trang don thuan)
— Cach 1: Menu File & New = chon Blank document - Chon Create

I Home Insert Page Layout References
= say
Available Templates
R Save

Mailings

Review

23 Open * {2t Home
J Close
Infa C LA ]
& LD L
Recent Blank Blog post Recent Sample
document templates templates
m Office.com Templates
Print
_J\
Save & ‘?l J et
Agendas Award Brochures Budgets
Help certificates
:] Options
[ et ) —J
g
Envelopes Expense Faxes Flyers
reports

—  Céch 2: Nhén té hop phim Ctrl + N

b) Luwu van ban

— Céch 1: Menu File = Save

View

&

My templates  Mew from
existing
Search Office.com for templates
; ;0.
b | T / %.d

Business Calendars Contracts Diagrams

cards

&
Forms Gift Greeting Inventories

certificates cards

=]

Blank document

4

Create




& . ® Vao Menu File

2 |

“ Fome @ Chon Save (nut =

I save hodc phim tat Ctrl +S) >
Bl Save As hép thoai Save As
L= Open
|_j'" Close
T LN i
&G ()= pescop » = |43 |[ search Desktop 2] ® Trong File name nhap
Organize ~ New folder 5= - Q tén tél I|éu
@ Microsoft Word LiETaries |£|
| g Syetem Folder - @ Trong Save as type
. Favorites [ )
B Desktop B ‘ WIN chon dinh dang
l4 Downloads & systemiiclder i
=& Recent Places @ Nhap nut Save
= Computer
w System Folder
] Libraries
= M, -
File name: GIAO TRINH NGHE - NH 2017-2018 -
(Save astypaWord Document ( v])
Authors: Van BPinh My Tags: Add a tag
[[] save Thumbnail
~ Hide Folders _ Tools = [ Save ] I Cancel
o e — z Map Network Drive...

- = = y)

~— Save Options...
General Options.. eees Pt mat khau md va chinh sira

Web Options... o 2
. N van ban
Thiét Iap neén file hinh «— compress pictures..

tirong duong lénh File/Option/Save

— Céch 2: Nhan t6 hop phim Ctrl + S

c) Mé mot vian ban (open)
— Céch 1: Menu File >0Open

Info O pe n Hién nhirng tap tin

/ dwgc ma gan day nhat
New

Open @ Recent Documents Recent Documents
uzé GIAO TRINH NGHE - NH 2017-2018

: - 3
ez Md tap tin D: » TIN HOC VAN PHONG » SACH NGHE 2015-16
OneDrive - P | — dudc luu tré
Saveine @& OneDrive - Persona ¥ LU en Giao Trinh Word 2013 [ Giaotrinhhay.Com]
SkyDriver = ¥
—| Desktop
Print Ma tap tin duoc p
— < g Phieu hoc tap K10 17-18 - GIAI o d
EII;I Eompiter lru trén may tinh E: » LOP10 PI-FI)IEU HOC TAP K10-15-16 Miap chugtvaade &
Share e 2 = khéa duong dan
Export o= AddaPlace —» MG tap tin dutgic % GIAO TRINH NGHE - NH 2015-16 GOC
Iutu ndi khac D: » TIN HOC VAN PHONG = SACH NGHE 2015-16

— Céch 2: Nhan t6 hgp phim Ctrl + O
Sau d6 chon tép van ban can ma trong hop thoai Open.



(W] open x

< v 4 [E » ThisPC > Documents v | B Search Documents
Organize + New folder =~ [ e
v [ This PC "~ Narne Date modified Type
J 3D Objects 1 File folder
[ Desktop Custom Office Templates File folder

OmegaT File folder

|| Documents

Zalo Received Files File folder

‘ Downloads
J’! Music

| Pictures
B videos o Chon t&p van ban can még

e Local Disk (C:)

Microsoft Word

- Local Disk (D:)
s Local Disk (E5)

- Local Disk(F) w» < >

Elererte v| All Word Documents v

Tools ~ Cancel

Sau d6 nhan nat Open

) Hop thoai Open
d) Ket thac phién lam viéc
— Khi két thc phién 1am viéc véi van ban:
+ Céch 1: Menu File/Close

+ Cach 2: Nhay chuét tai m]tu & goc trén, bén phai man hinh Word.
— Khi két thic phién l1am viéc véi Word:
+ Cach 1: Chon Menu File/Exit

+ Cach 2: Nhay chuét tai nat u & goc trén, bén phai man hinh Word.
e) Con tré van ban va con tré chugt
— €06 2 loai con tro trén man hinh: Con tré van ban (con goi la con tro soan thao) va con tré chugt.
thanhlcéng cu vénIbén

a) Con tré vdn ban b) con tro chugt

+ Con tré van ban c6 dang | nhu hinh trén, ludn nhap nhéy va chi ra vi tri hién thoi noi cac ky tu
s& xuat hién khi gd van ban tir ban phim. Trong khi gd vin ban, con tré van ban s& di chuyén
vi tri tir trai sang phai va tir trén xudng dudi. Néu mudn cheén ki tu hay mot dbi tuong vao vin

ban, ta phai di chuyén con tré vian ban ti vi tri can chén.

+ O trong viing soan thao, con tré chudt ¢ dang L nhu hinh trén, nhung khi ddi thanh 3 kni
ra ngoai vung soan thao.
— Di chuyén con tré van ban: c6 2 cach
+ Dung chudt: Di chuyén con tré chudt téi vi tri mong mudn va nhay chudt.
+ Dung phim: Nhan cac phim Home, End, Page Up, Page Down, cic miii tén hoic té hop phim
Ctrl va cac phim do.
f) Go vin ban
— €6 2 ché do g6 van ban: Chen (Insert) va dé (Overtype)

+ Ché @6 chén (Insert): ndi dung van ban g tir ban phim s& duoc chén vao trude ndi dung di co

tir vi tri con trd van ban.



+ Ché @6 deé (Overtype ): mdi ki tw gd vao tir ban phim sé& ghi d¢, thay thé ki tu da c6 ngay bén
phai con tro van ban.

> Lwu y: Nhip chudt phai vao thanh trang thai F29% 5 °f8 | Werds: 1,140 | &8 English [U.5) |

chon Overtype = trén thanh trang thai s& hién nat Insert, nhip vao nit Insert s& chuyén qua
Overtype va nguoc lai.

g) Cac thao tac bién tap van ban:
+ Chon van ban: SGK trang 105
@® Nhay chudt tai vi tri bat dau can chon;
@ Kéo tha chuét trén phan van ban can chon.

+ Xoa vin ban:
— Cac phim xoé ki tu:

e Delete: x0a ki tu sau con tré van ban e Ctrl + Delete: xoa tur phia sau con tré van ban
e Backspace: xo0a ki tu trwdc con tro van e Ctrl + Backspace: xo4 tlr trudc con trd VB
ban

+ Saochép: ,
® Chon phan van ban muon sao chép;

53 Copy

@ Chon nut (hodc nhén t6 hgp phim Ctrl + C);
® Pua con tro van ban téi vi tri can sao chép;

(=L

|

Past .,

@ Chon nit E (hoac nhan t6 hop phim Ctrl + V).
+ Di chuyen: ‘ q

® Chon phan van ban can di chuyén;

Cut . 4
@ Chon nit -1 (hoc nhén té hop phim Ctrl + X);
® Dua con tré van ban tdoi vi tri maoi;

(=L

=
Paste , 5
@ Chonnut - (hoac nhan to hgp phim Ctrl + V).

Tuéan 3:

BAI TAP
I.  CAUHOI TU LUAN:

«% Khi luu van ban thi tép tin Word c6 phan mo rong 1a gi (Iuu y: Word 2003 tré vé trude va Word
2000 T1G V& SAU): +.voeeveeereseesesessseeseesessessessesse st st e s st essss e s es et s e et s s s s en s e s e s s e s et e
% Ta c6 thé luu tép tin Word thanh céc kiéu dinh dang khac khong? Hay liét ké céac kiéu dinh dang
khéac?
+«+ Trong File/ Open/ chon Recent Documents c6 chirc nang gi?
Il.  BAI TAP TRAC NGHIEM:

|
aul. Trong Word, dé luu vin ban dang 1am viéc ta c6 thé dung nat Iénh

0O



5. B

C.

D. o

Céu 2. Trong Microsoft Word, dé luu file vai tén khac, ta dung menu Iénh

A. File/Close

B. File/Save

C. File/Save as

D. File/Exit

Céau 3. Hay chon cau ding trong cac cau dudi day

A. Céc tép soan thao trong Microsoft Word c6 dubi mac dinh la .doc

B. Dé két thiic phién 1am viéc véi Word cach duy nhat 1a chon File > Close

C. Mdi lan Ivu vin ban bang Iénh File = Save, nguoi dung déu phai cung cip tén tép vin ban

D. C6 nhiéu cach d&é mo tép vin ban trong Microsoft Word

Cau 4. Trong Word, mot doan van ban duge dinh nghia bang cach két thac doan nhan té hop phim....

A. End

B. Enter

C. Shift + End

D. Shift + Enter

Cau 5. Trong Word, néu mudn ngat dong (xuéng hang) ma van chua két thuc doan vin thi ta nhan té hop
phim....

A. End

B. Enter

C. Shift + End

D. Shift + Enter

Cau 6. Nhan cac phim Ctrl va End dong thoi s& thyuc hién viéc nao trong nhitng viéc duoc liét ké dudi day?

A. Dit con tro vin ban dén cudi tir hién tai

B. bit con tré van ban dén cubi doan hién tai

C. Pt con tré vin ban dén cudi dong hién tai

D. Pit con tro van ban dén cudi van ban

Cau 7. To hop phim nao sau day dé chon khdi toan bo tai lidu

A. Ctrl+ U

B.Ctrl +Z

C.Ctrl + A

D.Ctrl+C

Cau 8. Dé chon khdi mot tir ta thuc hién:

A. Nhép chudt trai hai lan

B. Nhap chudt tréi ba lan

C.Ctrl+ A

D. Nhap chuét trai mot lan

Cau 9. bién vao phan con trong trong (...) Dé sao chép trong Word, ta thyuc hién :

- Chon khéi can sao chép roi dung Iénh : ...

- Sau d6, chuyén t6i noi sé chép ra réi dung Iénh .....

A. File / Copy, ... File / Paste

B.Ctrl+ X, ... Ctrl +' Y

C.Cul+C,...Ctrl+ V

D.Ctrl + X, ... Ctrl + V

Cau 10. Khoi phuc thao tac vira huy bo, ta thuc hién thao tac nao sau day?

A. Nhin té hop phim Ctrl +Y

B. Nhan t6 hop phim Ctrl + Q

C. Nhén t6 hop phim Ctrl + Z

D. Nhin t6 hgp phim Ctrl + K

Cau 11. Muén x6a ki ty dang trudc con tré van ban ta sir dung phim nao sau day?

A. Delete



B. Backspace

C. Space

D.Ctrl + X

Cau 12. Dé sao chép doan van tir vi tri ndy t6i vi tri khac trong mot vin ban biang cach kéo tha chuot, can
phai gitt phim nao trong khi kéo tha?

A. Nhan gitr phim Shift

B. Nhén gitr phim Ctrl

C. Nhan giir phim Alt

D. Nhan giir déng thoi phim Ctrl va Alt

Cau 13. Ché do gd cho phép ghi dé, thay thé ki tw d c6 ngay bén phai con tro vin ban

A. Overtype

B. Insert

C. Delete

D. Backspace



3. Khéi dong Word

BAI TAP VA THUC HANH 6
LAM QUEN VOl WORD

— Cach 1: Nhay dtp chudt 1én biéu tugng cua Word trén man hinh nén.

— Cach 2: Tu nat Start cua Windows 7 chon Start

4. Giéi thiéu cac thanh phan trén man hinh lam viéc caa Microsoft Word
e) Giao dién

- All Programs - Microsoft Word.
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g) Thanh cdng cu Ribbon:

\l'_ Thé (Tab)

Home Insert Page Layout References Mailings

Cut i
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. i3 Cop
Paste - 2
- - Format Painter LR L LT
Clipboard (P Font a

Lénh
(Command)

Nhom (Group) Nhom (Group) Font
Clipboard

— Thanh Riboon: noi hién thi c&c nat 1énh theo tirng nhém.

—  Word 2010 gém c6 mét s6 Ribbon (Home, Insert, Page Layout, References, Mailings,
Review, View,...). Bbi voi Word 2013 ta c6 thém Ribbon Design.

—  Dé di chuyén lan lugt dén céc Ribbon ta sir dung t6 hop phim ALT + (F, H, N, P, S, M, R, W)
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Tudn 4
BAI TAP VA THUC HANH 6 (tiép theo)
LAM QUEN VOl WORD

5. Soan thao vian ban don gian:

& Nhap doan van sau:
PHAN MEM XU LY VAN BAN
Word la cach ndi gon ciia Word proccessor (phan mém xir Iy van ban). Qua trinh xtr Iy van ban gém hai giai
doan chinh: soan thao (editing) va xtr Iy (processing). Soan thao vin ban la cdng viéc rat thuong gap trong
vin phong va 13 cong viéc rat nham chan khi nguoi ta dung may danh chir (typewrite) dé thuc hién.
V6i may danh chir, mi 1an ban g mot phim thi lap tic mot ky tu dugc in ra gidy. Khi g6 hét mot hang, ban
phai kéo can dé xudng hang. Mudn canh I cho ngay ngan, ban phai canh bang tay va mat. Mot vian ban da
duogc tao xong néu co 13i thi phai g lai tir ddu va vi vay cé thé mac phai khuyét diém nhu 1an trude (cang
danh cang sai).
V6i may vi tinh va Word, mai cho dén ldc ban ra Iénh in, van chua c6 mot vét ndo trén gidy. Vian ban chi thé
hién trén man hinh cho ban kiém tra va hiéu chinh cho dtng.
MJi khi ban g& dén cudi hang, ché a6 Wordwrap sé& ty dong mang trong tir (Word). Va sip xép tir trong
khudn kho cac muc canh I& (Margin) da dugc khai bao trudc d6. Ngoai ra, véi nhitng cong cu (Tool) xi ly
van ban nhu: Tim va thay thé (Find and Replace), sap xép (Sort), sao chép (Copy), di chuyén (Move)... lam
cho Word tré thanh ngudi ban dong hanh khong thé xa roi nguoi thu ky vian phong.
Kha nang dinh dang ky tu phong pha nhu: dam (Bold), nghiéng (Italic), gach dudi nét don (Single
underline), gach dudi nét doi (double underline), gach dudi tung chix (Word Only underline), gach duci nét
cham cham (Dotted underline), gach ngang than chit (Strikethrough), chi so trén “N2” (Supperscript), chi s6
dudi (H20) (Subscript), chit in khd nho (small cap), CHU IN KHO BINH THUONG (ALL CAPS), cho chir
an (hidden), d6i mau chi (color)...
Ngay 09/10/2009

& Luwu van ban vagi tén Phan me xu ly van ban.docx

@ Hay sira I8i chinh ta (néu co) trong bai.

@ Thir g8 ¢ hai ché d9: ché do chén va ché do de.

< Tap di chuyén, xda, sao chép phan vin ban theo cac cach da hoc (bai 15).

& Luwu van ban da sua.

@ Két thac Word



BAI 16. PINH DANG VAN BAN.

Dinh dang vdn bdan 14 trinh bay cac phan van ban nhim muc dich cho vin ban rd rang va
dep, nhan manh nhirng phan quan trong, gitp nguoi doc nam bat dé hon cac ndi dung chu
Veu cua van ban.

Céc lénh dinh dang duqc’chia thanh 3 loai: dinh dang ky tw, dinh dang doan vin ban, dinh dang trang.
I.  DPINH DANG KI TU:

PEESERaE o o
Insert Page Layout References Mailings Review View Developer

B Times Mew Romi - 12 - A" A" | Aa- 2, = - i= - %-.  EEE 4] 9
52 Cop)
Paste _ B 7 U - ae x, X WAL =E=E EIEIE S
. # Format Painter —
Clipboard r Font (=) Paragraph r

M¢ hop thoai Font l Mé hop thoai Paragraph{l

rFont M Font m
Font ﬂ Advanced Chon Cﬁ: chir Font ;
Chon kiéu chir Character Spacing
Font: Font style: Size: Scale: 100% IZ|
Chon phéng IE,?:::::H . Regular Spacing: | Normal E |z| By =
Tekton Pro Ext i Position:  Mormal By: =
15-;?;5 sansire ‘El Bold Ttalic D Kerning for fonts: = Points and above
- -
. Font color: Underline style: Underline color: OpenType Features
Chl_)l] mau chir _IZI (none) Q )'-\utor;nat\c - Ligatures: None E|
Effects Chon kiéu gach chin
Number spacing: | Default EI
|:| Strikethrough I:‘ Small caps
. [ pouble strikethrough [ Al caps Number forms: | Default E|
Chi 50 trém ———[ | superscript [] Hidden Stylistic sets: Default E|
Chi sé dwéi ——— || Subscript ] use Contextual Alternates
Preview Preview
I Times New Roman Times New Roman |
This is a TrueType font. This font will be used on both printer and screen. This is a TrueType font. This font will be used on both printer and screen.
| Set As Default | | Text Effects... | [ ok ][ comca ||| ||[ seraspefaur | | Texffeas.. | [ o [ cancel |
STT CHUC NANG NUT LENH MENU LENH (PHIM TAT)
23 | Pinh dang Ki tw Ctrl+D Ribbon Home / Group Font
24 | Phdng chit (Times New Roman, VNI-Ariston)
25 | Co chir (tang hoac giam) 0 - AN Ctrl+],Ctrl +[
26 | Chirin dam, in nghiéng, gach chan Bl|Ir|jDO Ctrl +B, Ctrl + I, Ctrl + U
27 | Mau chir L
e Si . Ribbon Home / Group Font / Click nat mé hgp thoai
28 | Vi tri wong ol so v 4o s P 10P Hog
g Font / Chen Tab Advance = Chon muc Position
29 | Tao chisé ™ (Superscrip) : Ctrl+Shift+=

30 | Tao chi s6 awsi (Subscrip) Ctrl+=

[ ||




31 | Khoana cach gita cac kit Ribbon Home / Group Font / Click nat mé hop thoai
g g i Font / Chgn Tab Advance = Chen muc Spacing

32 | Sao chép dinh dang . ]

33 | Travé dinh dang mic dinh a3,

34 | Chén céc ki hiéu dc bict g&;&tz)c())r; Ins)ert -> Symbol (Chon font Wingdings,

alln

PINH DANG POAN:

a) Sir dung nhom Paragraph ciaa thé Home

FILE @ IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW YIEW

B TimesMewRo - |12 - A A Aa- Pl = -i=-%. &= 4| ¢
Pate o rormatPainter (B 1 U e x X A-F-AN=S=== [=- v
Clipboard P} Font _ I Paragraph I
STT CHUC NANG NUT LENH MENU LENH (PHIM TAT)
35 | Pinh dang doan van ban Ribbon Home / Group Paragraph
36 | Can 18 trai, gita, phai, déu '=|=|=|=]| | ctrl+L,Ctrl+E, Ctrl +R, Ctrl +
37 | Thay d6i khoang cach dong b=
38 | Thut I& doan bén tréi (vao, ra) iE| [ Ctrl + M, Ctrl + Shift+ M
39 | bong khung doan [
40 | T6 nén doan Dy -
41 | Tra vé dinh dang doan mic dinh Ctrl+Q
42 | An/ Hién dau ngat T Ctrl + Shift + *
Sap xép doan hoic dar}h sach van 8]
ban theo thir tu chir cai -
Khoang cach dong ngam dinh 1.0 Ctrl+1
(I;P;oingg: (é%(;]r;d(‘)ng gap d6i 2.0 do Ctrl + 2
Khoang cach dong 1.5 Ctrl +5
b) Si& dung nhém Paragraph cia thé Page Layout
HOME  INSERT  DESIGN { PAGELAYOUT ) REFERENCES  MAILINGS  REVIEW
E % IE :# Breaks ~ Indent Sp:cing
Margins Orientation  Size Column: aD Line Num.hers i—fLEFt 0cm E E Before: |0 pt
. . - + bt Hyphenation=| Z&Right 0cm . |$Z After |0pt
Page Setup Paragraph
Biéu tuong Tén Chirc ndng
= left |Dem N Indent Left Tang giam [é trai
=& Right: |0 cm N Indent Right Tang giam |é phai
1= Before: O pt - Spacing Before Khodng cach gilta doan hién tai véi doan bén trén
¥= After |0 pt : Spacing After Khoang céch gilta doan hién tai véi doan bén dudi

c) Si dung hop thoai Paragraph




? z
— Thé Home/ nhém
I_ ::v::v ai—_v _ 3= %l ﬂ-
Paragraph/ nhan nat '* > — .
= = = = ="
2 ~ .
Ma& hop thoai Paragraph =
Paragraph @
Paragraph @éj
i Indents and Spacing I Line and Page Breaks
General
Alignment: Left
) B Left
Qutline level: Centered
Thut 1é doan— ingentation
Thut bén trdi 4+ Left: 0em 5 Special: By:
Thut bén phai ++— Right: tem 5 (none) e
[] mirror indents hut dong dau cid doan
2. hut dong thi hai|tri di
Thay déi o cia doan
= sy f—
khoing cach pading
So voi doan tren T Before: 0pt = Line spacing: At
So vai doan dwoi After: opt : Single -
Dan' ‘
["] pon't add spage between paragraphs L5 lines . .
Double Khoang cach
) At least gitra cac dong
Preview Exactly
Multiple
Sample Text 5 't Sample Text ie Text Sample Text Sample Text Sample Text Sampile Text
Sample Text 5 xt Sample Text Iz Text Sample Text Sample Text Sample Text Sample Text
Sample Taxt Sample Taxt Sample Text Sample Taxt Sample Text
[ Tabs... ] I Set As Default ] [ 0K l l Cancel ]

@ Luu y: Nhiéu khi ban khéng thé thay d6i khoang gitta cac doan vin ban. Bai vi cac doan van ban nay da
duoc bat tinh ning [¥/ Dont add spage between paragraphs of the same style (nohia la khong cho thém khodng cach
giita cdc doan van ban cuing kiéu véi nhau). Bé co thé thay doi khoang cach cac doan, ban chi viéc chon
khdi doan vin ban vao hop thoai Paragraph bé di dau check Don 't add space between paragraphs of the

same style

d) Khung vién va mau nén (borders and shading)
> Khung vién (Borders)

— Thé Home/ nhém Paragraph/ nhan nat -> M¢ hop thoai Borders and Shading

S i=-tze EEOS]OT

- — F— i- = == | £
El=s==s = &5
Paragraph

— Hop thoai Borders and Shading — Thé Border




Borders and Shading

B

Bottom Border
[ Borders ‘ Page Border | Shading ‘
Top Border
Left Border Setting: Style: Preview
o Click on diagram below or use buttons
Right Border None |E| to apply barders
Mo Border
Box | | T
All Borders I:I =
,,,,,,,,,,,,,,,,,, .
Outside Borders
: hadow .
Inside Borders \:I Shat )
Inside Horizontal Border Color
D =

Inside Vertical Border Automatic |Z|

. .
% Custom ¥ pt
e L] P |z| Apply to:
%= Horizontal Line | Paragraph @
Text i
&  Draw Table Paragraph -
& | view Gridlines
[ oK l [ Cancel ]
@ Borders and Shading... u
F . =

9

- Setting: kiéu khung

- None: khéng ké khung

- Box: khung dang hdp

- Shadow: khung cé béng

- 3-D: khung néi

- Custom: khung c6 céc canh tuy chon
- Style: dwong ké khung

- Color: mau duong ké khung

- Width: d6 day cha duong ké khung

- Preview: ché& d6 xem trudc (cé thé chon thém

hodc bét duong ké khung)

> Mau nén (Shading)
- BAL2

Theme Colors

Lénh More
Colors... cho
Standard Colors phép pha mau
[ ] | ENEEENE theo bang mau
No Color

¥ More Colors...

Colors

Sandard | Custom =3

[| golors

‘ Calar mogdet | RGE -] -

Green: 180

ghue: sdl

% Chon pham vi d&nh huédng dinh dang tai

combo box Apply to:

= Text: chi anh huwdng véi phan néi dung
dang chon (déng khung text)

= Paragraph: anh huwéng dén cd doan van
ban c6 phan ndi dung dang chon hoac
dang chira con tré

¥ Nut lénh Option: m& hop thoai Border and

Shading Option cho phép ban qui dinh
khoang céch gitta khung v&i van ban

HOp thoai Borders and Shading — Thé Shading

Borders and Shading 7 x
Borders  Page Border{
Fill Preview
Mo Color ~
Patterns
st [ crear v
Color: Automatic
Apply to:
Table ~

Nhém Fill: chon mau

Nhom Pattern: + Style: chon kiéu t& mau

+ Color: chon mau mau nén

Apply to: chon Text hodc Paragraph (t6 mau nén cho
cum tur hoac doan).



Tuén 5

BAI TAP VA THUC HANH 7
PINH DANG VAN BAN

@ Pinh dang trang Lé trang: trén, dudi, trai, phai 2cm, khé gidy A4, hudng gidy ding. Sir dung phdng
chir Times New Roman

PHAN MEM XU LY VAN BAN
O3 &2
Word Ia cach néi gon ciia Word proccessor (phan mém xi 1y vin ban). Qua trinh xtt Iy van ban gdm hai giai doan
chinh: soan thao (editing) va xir ly (processing). Soan thao van ban la cong viéc rat thuong gip trong vin

phong va 1a céng viéc rat nham chan khi nguoi ta ding may danh chir (typewrite) dé thuc hién.

V6i méay danh chit, mdi 1an ban g mot phim thi 1ap tic mot ky tu dwoc in ra gidy. Khi g hét
mét hang, ban phai kéo can dé xudng hang. Mudn canh 1& cho ngay ngan, ban phai canh bang
tay va mat. Mot vin ban da duoc tao xong néu c6 15i thi phai go lai tir dau va vi vy c6 thé
méc phai khuyét diém nhu 1an trude (cang déanh cang sai).

V6i may vi tinh va Word, méi cho dén ldc ban ra 1énh in, van chua c6 mot vét ndo trén gidy. Vin ban chi thé

hién trén man hinh cho ban kiém tra va hiéu chinh cho dung.

MOi khi ban gd dén cudi hang, ché do Wordwrap s& tu dong mang trong tir (Word).
Va sap xép tir trong khuén khé cac mic canh Ié (Margin) da duoc khai bao trude do.
Ngoai ra, v&i nhitng cong cu (Tool) xir 1y vin ban nhu: Tim va thay thé (Find and
Replace), sip xép (Sort), sao chép (Copy), di chuyén (Move)... lam cho Word tré

thanh nguoi ban ddng hanh khong thé xa roi ngudi thu ky van phong.

Kha nang dinh dang ky tu phong phu nhu: dam (Bold), nghiéng (ltalic), gach dudi nét don (Single underline), gach

underline), gach-rgang-than-chi (Strikethrough), chi s6 trén “N?” (Supperscript), chi s6 dudi (H20) (Subscript), CHU IN
KHO NHO (SMALL CAP), CHU IN KHO BINH THUGNG (ALL CAPS), cho chit an (hidden), d6i mau chit (color)...

. Ngay 09/10/2009
Tuan 6
BAI 17. MQT SO CHU'C NANG KHAC.

I.  Pinh dang kiéu danh sach (Bullets va Numbering)
binh dang ki hiéu Bullets

[11
L]

- Chon th¢ Home / nhém Paragraph/ chon nit L:




Define New Bullet &‘—J& Bé.l tép ChO van bén sau:
Bullet character
Symbol... I l Picture... ‘ l Font... ‘ Khai Illém
Alignment: KS? nang
Left E Bai tip
=izt == 8T , Prev x .
AR i ® Tgo méu Bullet c6 dgng sau:
gl’]g; m]fu None la i # Khai niém ®m Khainiém
et Roa Bullets . & Ky nang m K§ ning
e O m 4 o - & Baitap m Bai tap
> v - Méu 1 Méu 2
Document Bullets Y Hué'ng ddn:
- Mau 1: Chon Symbol, chon
o ][ cona | font Wingdings
> * - Mau 2: Chon Picture, chon
| PR Ry SN A YV M I S I WA SR 40 A Y

iy

@ 2 3 4 3 6 7 8 9 10 11 12 13 14 15 16

e |MS Word tw déng diéu chinh thut 1é dé Ié trai cta cac dong trong mét doan
(khdng tinh bullet) cung nam trén mét tryc.

Pinh dang s6 thi tw Numbering

- Chon th¢ Home / nhém Paragraph/ chon nut =

=-- =35 4 T | AaBbCd Ada

Numbering Library _ Chon mAu None 13 * Bai tap: o _
. I :ch n ban :
x6a Nuﬁr}lbering Bal tap: cho va ban sau

None 2. 2)
3. 3) .
® Tao mau Number c6 deng sau:
| A a) . e en
Il B. b) Bai 1: Khainiém
I c c) Bai2: Ky ning
Bai3: Baitap
a. i ~
b. i > Huong dan:

- Tai muc Number Format (trong hop thoai Define New
Number Format)
2 2 b. - Trudc s6 1 gb chir Bai khoang trang.

- Thav daii cham sai s 1 thanh d4i hai cham

| Define New Number Format... |

I1.  Pinh chix c&i I6n dau doan (Drop Cap)
1. Tao Drop Cap

- Budc 1: Bat con tré vao doan van

Drop

- Budc 2: Vao Ribbon Insert / nhdm Text / chon nuat L2l / chon Drop Cap Option = Hién hop thoai




Drop Cap (%] 20 chif cai ldn d2u
madt doan van ban

Position 2. Chon kigu rinh bioa thém mdt
kha nang dinh_ dang
" W W rhanh chdng va& dé dang
cha Word
Mone Dropped In margin
i 20 chir cai I9n dau mot
Cpkions doan wa3n ban minh hos
Font: gﬁém rr;jﬁt ll:héhpéng dlgl;
. . ang nhanh chéng va dé
Tahoma w—— 3. Chon phing chik dang cha word ?
Lines ko drop: 3 24 4. Chon sd hang tha xufing
Distance From kexk: Ocm =1 3. Chon khodng céch tdi WHO 2 tien harjh
vin ban thérm nghién coi
khioa hoc v ruidu va hai nam tdi
3 } . Mhaw Ok g& disa ra bao cao vé& cach thinc
l el l_=ancel y giam tac hai cla rugu

2. Xoba Drop Cap:

- Budc 1: Bat con tré vao doan van

A
- Budc 2: Vao Ribbon Insert / nhém text / chon nit / chon None
I11.  DPinh dang cot
- Budc 1: Quét khdi van ban muon chia cot. o
& Luu y: Quét khai vira dit, khong dé dw ki tw hogc khi chia cgt phdi co dau két thiic dogn

- Budc 2: Ribbon Page Layout / nit 1énh Columns ==/ Chon More Columns = Xuét hién hop thoai

-

Columns B ﬁ

Presets

Chinh s0 Iudng cot

Width: D0 rong cot ""“‘\
Spacing: Khoang

=

Tuy ghon hién

: P, dudng phan
cach gilfa cac ¢ot one Two T Left -::é"i Eﬁt
[==| = Breaks- — ) / N ¢

== iy N Mumber of columns: |2 = D Line between

— L1 Line Numb#

c‘:'l"lmns b2 Hyphenatior Width and spacing Preview
Col #  Width: Spacing:

837 cm = |127 em

|
8.37 cm

Equal column width

Apply to: | Selected text |z| Start new column

l oK ] l Cancel ‘
| = More Columns.. P . = J

7 Thay doi miu chia cot:

o Budc 1: Nhip chudt trong ving chia cot (fueu y: ban khong can chon khéi vin ban niza)
o Budc 2: Ribbon Page Layout / nat 1énh Columns / chon méu chia cot khac.

% Xoa chia cot:
o Budc 1: Nhip chudt trong ving chia cot (fueu y: ban khong can chon khéi vin ban niza)



- One
o Budc 2: Ribbon Page Layout / nat 1énh Columns / chon mau 1 cot E

Thao tic nhanh: Thay déi d6 rong va khoang cach cét. Di chuyén chudt dén vi tri phan cach gitra do

rong cot va khoang cach cot sao cho chuét hién thi biéu twong diu miii tén hai chiéu.

=)

Kéo tha dé thay dbi do réng va
khoang cach cit

Ngit viin ban sang cét bén: Tai Ribbon Page Layout / Group Page Setup / chon / chon

Column Break (hoic Ctrl + Shift + Enter): dé ngit cét khi ban mudn sang cac cot con lai.

IV. Tao tiéu dé trén va duéi (Header and Footer) cho viin ban

a) Tao Header / Footer [ Header - H-[#- T Equation -
[] Footer - A4-E  Qsymbol~
- Thé Insert / Nhdm Header & Footer / nhan  guiein -
A N ’ Blank
chudt vao nut Header hay Footer / Chon
mau trong Built-in
[Type here]
b) Xéa Header/ Footer Blank (Three Columns)
- Chon Remove Header hay Remove Footer
Thay déi ndi dung cla Header/ Footer
- Chon Edit Header hay Edit Footer, lGc nay ~ Austin
trén thanh Ribbon sé c6 thém Ribbon
HEADER & FOOTER TOOLS
% Ngoai cach trén, dé thay doi cha Header
S th ° hA, hud h N L, ’.;:‘ More Footers from Office.com »
ban cé thé Nhap chubt phai vao vi tri O Edit Footer
Header, chon Edit Header hoac nhan doi [ Remove Footer
chuot vao vi tri Header. (Footer lam tuong
ty Header)
@ b ¥ o= GIAQ TRINH NGHE - NH 2017-2018 - Word (Product Activation Failed) HEADER & FOOTER TOOLS 7T EH - &
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DESIGN Van BDinh My ~
B F N [El, Previous Different First Page ..* Header from Top: |0 cm =
D D D Q Q ’j‘:' E“‘ U E}, Next Different Odd & Even Pages "+ Foater from Bottom: |0 cm b= m
Header Footer Page Date & Document Quick Pictures Online  Goto x : Close Header
- *  MNumber~ Time Info~ Parts~ Pictures Header v| Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close
Different First Page Khong st dung Header / Footer cho trang dau tién
Different Odd & Even Pages | Ap dung Header / Footer khac nhau cho trang chan va trang |é
.+ Header from Top: Chinh khoang céch Header so voi |é trang trén

* Footer from Bottom: Chinh khoang cach Footer so voi lé trang dudi




- P& chinh nhitng dinh dang trén ta cling c6 thé | Page setup B
vao thé Page Layout, ban nhin chudt vao nut Layout

Section

Section start: ME
thoai Page Setup Layout ra, chon thé Layout ra Suppress endnotes

Headers and footers

goc duwdi phai ca nhdm Page Setup dé mé hop

I:‘ Different odd and even
[ pifferent first page

Header: |0 cm

From edge: =
Footer: |0 cm =

Page
Vertical alignment: | Top |Z|

A AV SV SV S S S & & 4

V. Ngat trang va Panh so thir tw cho trang vin ban
a) Ngit trang
Viéc ngit trang thuc hién nhu sau:
® Dit con tro van ban tai vi tri mudn ngat trang.
@ Chon Iénh Insert->Page Break (hoic nhan t6 hop phim Ctrl + Enter)
b) Panh so thir tw cho trang viin ban

- Chén s trang vao van ban : Thé Insert / nhém Header & Footer, nhan nit |2 Page Number -

-

Page Number Format I @ -
Number format: - FEAENMMM ~ (- Chon dang sG thif tu
—— [ include chapter number 54 trang sé duge kem
3 A = 4 vdi 50 chudng
# == Chapter starts with style: [Heading 1 -
NLIPr:E:r' E-EI-;;E FF;I#:E Wnr'dﬁ Use separator: - (hyphen) | ¥
I#:_,I Top of Page . Examples: 1-1, 1-A
| @ Bottom of Page v | Page numbering SG trang ndi tiép vai
ﬂ Page Margins 3 (7 continue from previous section section trudc do
#] Current Position - i 1 = S$6 trang du'dc bat dau
oy tr so
Format Page Mumbers...
. oK l l Cancel l
b Bemove Page Mumbers
i ? r>\ /

¥ Trong Header hay Footer, néu mudn thay d6i dang sé trang theo y thich caa minh. Dé thuc hién, ban
nhén dip vao Header hay Footer, noi ban da dit sé trang. Tai thé Design, nhdm Header & Footer,
ban nhan n(t Page Number.

STT CHUC NANG NUT LENH MENU LENH (PHIM TAT)
45 | Pinh dang kiéu danh sach ki hiéu 1= Ribbon Home / Group Paragraph
46 E;nh dang kicu danh sach so thir i= Ribbon Home / Group Paragraph

Dé x6a danh sach ki hiéu va sé thtr tu: Chon vin ban kiéu danh sach, nhip chon lai nt 1énh LE=d hozc

g —
fp—

3 —

=

47 | Tao tiéu dé trén (Header) Ribbon Insert /Header




48 | Tao tiéu dé dudi (Footer) 5 Ribbon Insert /Footer
=l Ribbon Insert /Page Break (Ctrl +

= 3
49 | Ngat trang | Enter)
50 | Panh s trang ﬂ Ribbon Insert /Page Number
V1. Chen hinh anh Picture
- Buwdc 1: Nhap tro chudt tai vi tri can chén File anh vao vén Word 20110
bé n Insert Page Layout References Mailings Review
| | D HE P2 dl
, A, ) , . i al ge 1 4= il =4
- Buwdc 2: Nhap Thé Insert / nhém lllustrations / Chon nut ,I Table ||Picture| Clip Shapes SmartArt Chart s:,el_e:mt
¢ - Art - -
PICture Tables INlustrations

- Buwdrc 3: Clra s6 Insert Picture xuat hién, tim t&i File anh can
chén vao van ban, nhan nut Insert.

@ Piéu chinh hinh: St dung Thé Format (Picture Tools)

Home Insert Page Layout References Mailings Review View ‘ Format

~> @
|= align - A .

o 4] Height: 24cem

Crop =7 width: 17.74em %

l
; A
‘ o *] W 4 Compress Pictures — — — — r — Z Picture Border ~ = Kj 4]
=d e + g Change Picture I - d lEl - | < Picture Effects ~ ] fs)
Remove Corrections  Color  Artistic ) d ‘ — m Position Wrap & . -
Background - -  Effects ™ ‘[g Reset Picture = = | 55 Picture Layout = - Text~ CrySelection Pane ISk Rotate -
Adjust Picture Styles 1 Arrange Size

a) Nhom Iénh Picture Styles

Mailings Review View | Format

—_— == — — J— — 2 Picture Border ~
] el il ol ol ~| & Picture Effects ~
+ | 52 Picture Layout ~

Picture Styles

E Picture Border =

: La muc cho phép thay d6i Color (Mau sic), Weight (B¢ day) va Dashes (gach

ngang) cua khung vién.

- [z Picture Bffects 7 Chinh swra c4c hiéu tng trong Word nhu Shadow (D6 béng), Reflection (Phan

chiéu), Bevel (Bo vién), 3D Rotation (xoay 3D),...

b) Nhom Iénh Arrange
- St dung céc lénh trong nhom nay dé sap xép vi tri hinh anh trén vian ban.
PICTURE TOOLS
FORMAT

|:I )
) «

Position Wra
- Textpv Hi; Selection Pane 2k~

Arrange



Send Backward
Position Wrap - . .

. Text - Ok Selection Pane k
5= InLine with Text D0 tugng cung

13 | = \ | hang vdi van ban
iz Square
= Tight D& tugng ddy
& Through vén ban dat ra
& Top and Bottom J
= Behind Text D&i tudng ndm
E In Front of Text trude hodc sau

van ban

Maore Layout Options...

Set as Default Layout

Wrap Text: Chinh vj tri cia d&i tuong vdi van
ban: Chon d6i tuvgng, chon ndt Wrap Text

Néu ddi twong la hinh dat phia sau van ban,
can luu y 1am gidm dé dam dé co thé doc dugc
van ban phia trwdc

Khi d6i twgng da dugc chinh vi tri ra phia sau
van ban, néu muén chon lai d6i twong dé dé
chinh stra thi dung Select / Select Object trong

Thé Home.

VII.  Chén d6i twong WordArt
—  WordArt la doi tugng chir hiéu tmg dugc sir dung khi muon trinh noi dung dudi dang chir nghé thuat.
— Cach thyc hién:
+ Chon Ribbon Insert = nhan chon nut : 4 ‘
+ Hay nhap chon mot mau bat ky dé bd sung vao van  werass
ban
A AAARA
AA A
+ Nhap ndi dung cho WordArt o : o -
] = O
+ Hiéu chinh WordArt (Format)
E‘ H9-0]= Document218 - Microsoft Word ‘ — X
Home Insert Page Layout References Mailings Review View Format me
E~ NOOO - (L Edit shape 2% Shape Fill - A TextFill » |If Text Diredtion =~ [E G Biing Forward « |2 Align = —
/_\.—L—L,ED& (% + [E=| Draw Text Box Abc Abc Abc | |+ Zshapaomnnav A /E‘.\ . gTExtOutlmev _:—jA\Ignva d L [ send Backoward - _tﬁ; . 1] 261 :
[% \f\{ }ﬁ v ¥ Shape Effects ~ S Text Effedts = | & Create Link PDEI'UQI'I }Z;;p. I'_*"hielectum Pane Sl Rotate - SHe0Tam L

Insert Shapes Shape Styles

WordArt Styles

Text Arrange Size

Quick Styles: Thay d6i kiéu chir nghé thuat ma khdng phai tré vé Tab Insert

Text Fill: Hiéu chinh mau cho than chit, dé thuc hién ban nhap chon biéu twong nay

Text Outline: Thiét 1ap mau cho vién chi

Text Effects: Ngoai viéc lua chon kiéu chir cho WordArt ban con cé thé bo xung nhiing hiéu &ng

rat dep, véi nhiéu cach thé hién khéac nhau



Text Fill Text Outline Text Effects
- - No T f
i & o Transform
B Automatic B Automatic A aboile
Theme Colors Theme Colors = Follow Path
/A » cde cde, ¢,
H EEEENEE H EEENSENE [\ Shadow Yo 2"
6(61\“ E"/M\\ /"'"°Q
Reflection * | Warp
I I I I I I I I I A abcde abcde abcde 2bcde
f.-"r_'. \\ Glow »
Standard Colors o
Standard Colors 1 | EEEEE E_\ Bevel , abcde abede <Xs &%3:
N ENEER No Outline e . -
Mo Fill o2 % 2 abe
= ¥ More Outline Colors.. 3-DRotation »  ® © == Sp' %
o -
% More Fill Colors... = :
- = Weight 4 5
- abcde abcae abcde abede
D Gradient N = Dache , d}c Transform
* Lwu y: Ban cé thé tuy chinh dinh dang, hiéu &ng cho
' S e Format Shape v X
’ e M s ~ -
cac d6i twvgng WordArt bang cach nhap chon biéutuwong  <u0c oprions  TET oPTIONS
Format Text Effects & dwdi nhdm WordArt Style A A
A 4 A - b SHADOW
{3
F) - > REFLECTION
Quick A - I GLOW
Styles -
I SOFT EDGES
WaordArt Styles
: Y @ I 3-D FORMAT
I 3-D ROTATION
VI, 1Invian ban
Dé xem vin ban truge khi in van ban, thuc hién cac thao tac sau:
— Cach 1: Chon Menu File/ Print
— Céch 2: Nhan t6 hgp phim Ctrl + P
“ Home Insert Page Layout References Mailings Review View
| save
Print
R @ Copies: |1 = s
&5 open Print :
[ Close
Info Printer
PDF-XChange 5.0 for ABBYY FineReader 15 = g
Recent =9 Ready - - Ll’mdﬂphé:mx_:ﬁCuhx(hﬁniic}“‘dgh(@édqr)\imsu(_ndl
"D - Printer Properties ngng clakhmgvidn N o e
Settings mén),m‘l(xnnén),znnnm;nn(;my_;n), -
B e e . e
Save & Send
Pages:
Help Print One Sidled : ) o )
B options om;.-prmtcncnszmscfthspage M : " @ ) ) ::‘::Em?;:;:::m;;
[ Et fi”:tef 23 123 A - Eiﬁ}ﬁﬂi"ﬁﬂi
2,3 ] &3 vin ban phia trooe
| 2] Porit Orention . A
chinh 5= thi dinz Select / Select Object
A tsonzThé Home
21 cmx 297 cm M
1= Last Custom Margins Setting - VIL  Ioviobin
b= Left: 1.5cm Right 1.5cm
|:| 1 Page Per Sheet -
Page Setup
46 ofg b 54% (=) —L—

Xem trueéc khi In

)



BAI 18. CAC CONG CU TRQ GIUP SOAN THAO.

STT CHUC NANG NUT LENH MENU LENH (PHIM TAT)
51 | Tim kiém Ribbon Home / Find (Ctrl + F)
52 | Thay thé Ribbon Home / Replace (Ctrl + H)

Menu File/ Option/ Proofing/ chon

53 | GO tat va sifa loi nut AutoCorrect option

I. Tim kiém va thay thé:
a. Tim kiém (Find)

Pé tim kiém 1 tr hoic cum ti, ta thuc hién theo cac budc sau:

® Thé Home, nhdm Editing/ chon nat 1énh Chon Find (Ctrl + F) = hién bang diéu
hudéng Navigation

Navigation R

Search document ol |

HEADINGS PAGES RESULTS

@ G6 tir hodc cum tir can tim vao & Search document.
ol

® Nhay chuét vao nat

@ Két qua tim kiém nam trong muc RESULTS va tir tim thay s& dugc to mau vang trong vin ban.

b. Thay thé (Replace)
® Thé Home, nhém Editing/ chon nt lénh [ %ac Replace | (Ctrl + H) = hién hop thoai Find and Replace

@ G6 cum tir can tim kiém vao 6 Search for va gb cum tir thay thé vao 6 Replace with.
® Nhay chugt vao nat Find dé dén cum tir can tim kiém tiép theo.

@ Nhay chuot vao Replace hoac Replace All.

® Close.

c. Mt sb tuy chon trong tim kiém va thay thé:

ions v 2 pras Aa [ A Ar K oe
More Options ¥ | 3¢ thiét 1ap mot s tuy chon:

- Nhay chuot vao nut
- Match case: Phéan biét chit hoa, chir thuong.

- Whole words only: Tir can tim 1a mét tir nguyén ven.

1. GG tit va Sira 16i:
1. G0 tit va sira 16i:

- The File/ chon Options/ chon Proofing/ chon n(t | 24teCemect OPtions... | 4% 15 hop thoai

AutoCorrect > Chon thé AutoCorrect/ Chon muc Replace text as you type - thém cac tir gd tat hozc
stra 16i mai vao danh sach nay bang cach:



AutoCorrect: English (United States) ? >

AutoFormat Actions

AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

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

Correct accidental usage of cAP5 LOCK key

Exceptions...

Replace text as you type
Replace: With: Plain text Formatted text
pn Phu Mhudn

Tir viét tétt*”tl Cum tir thay thé t "
T

paymetn payment
paymetns payments
peiture picture W

Cea )

N
Automatically use suggestions from the spelling checker

OK Cancel

2. Xo6a tir g tat:
® Chon dau muc can xo4.
@ Delete.
3. Tit chire niing g0 tit va sira 15i:
- Ta vao hop thoai AutoCorrect, bé danh dau & muc Replace text as you type
% Vd1: Tao tir viét tit “pn” thay cho cum tir “Pha Nhuén”
< Vd2: X6a tir viét tat “pn” trong danh sach

o,

+ Vd3: Lam sao go dugc nhiing tur sau: cna (R) (C) 1/2

4 Luu y: khi nhap tir khoa tim kiém thi phai chon bang ma gidng véi bang ma ma vian
ban dang lam viéc. Vd: Van ban dang lam viéc sit dung bang ma VNI-Windows
thi tir khda tim kiém nhip vao ciing phai 1a bang ma VNI-Windows (néu dung
bang ma khac thi két qua sé& ludn tim khong thay)




e) Dung thwéc dé dinh dang 1 doan

= Right indent: Pinh khoang

= Frst iine indent: Pinh khoang L
thut vao (tinh tir bén PHAI)

thut vao cho dong dau

@ L0000 v vl s 213 14 1 S BT R IR R r N L N TR AR AR I L L. O

= Hanging indent: Pinh khoang . s
thut vao (tinh tir bén trai) cho = {eft indenit: Pinh khoang
= P

thut vao (tinh tir bén TRAT)

cac dong dudi cua doan
1. DINH DANG TRANG:
STT CHUC NANG MENU LENH

Menu File / Option/ Advanced

43 | Pdi dan vi do cua thanh thudc . _ -

Show this number of Recent Documents: 25 — G

Cshow measurements in units of: D

44 | Dinh dang trang Ribbon Page Layout/ Group Page Setup

@ Céach 1: Sir dung n(t Iénh dé dinh dgng trang

Home Inseo References Mailings Review
nCoIors M Ly o "= Breaks ~
A O & O\E =
73 Line Numbers -

— Fonts v
Themes Margins Orientation Size Columns .
- Ef'fects > - . . be~ Hyphenation -

Themes e) Page Setup O
@ ﬁ IE ¥ Breaks -

Size Columns

Margins Orientation

A hd

-

-

L& gidy Huéng gidy Kich thuéc gidy Chia cot Ngat doan,
cOt,...

® Cach 2: Sir dung hép thogi dé dinh dang trang

Home Inse References Mailings Review
B colors - s == "= Breaks ~
| =2 [ o
Fonts - #3 Line Numbers ~

Themes Margins Orientation Size Columns . W
- Ef'fects > - - . . be~ Hyphenation -
Themes Page Setup e

Ma hop thoai Page Setup



Page Setup ol X

Margins Faper Layout G
: Lédwéi L& vhai Page Setup L9
Margins
N _ | _
Lé trén Top: 2.54 cm = Bottom: 2.54 cm S
L& trai Left: 2.54 cm = Right: 2.54 cm = Paper size:
Gutter: 0cm = Gutter position: | Left IZI Letter Chon kho gidy (A4, AS, A3..)
. WA Width: [21.59 cm N
Hwéng giay|=— orientation
Height: |27.94 cm =
Thang ding ——Nam ngang Faper source
First page: Dther pages:
Portrat  Landscape T - | T A -
Fages
Multiple pages: MNormal IZI
Preview
— Preview
Apply to: | Whole dacument IZI Apply to: | Whole document EI Print Options...

Set As Default l OK ] l Cancel ‘ Set As Default ’ oK ] I Cancel I

Tuén 7

7 BAI TAP VA THUC HANH 8 ?
SU DUNG MOT SO CONG CU TRG GIUP SOAN THAO

© Bai1: Tim cac tir trong cét “Tim tir” thay thé thanh cum tir trong cét “Thay biang”. Nang cao, dinh
dang cho cum tir thay thé
> Truéc tién, tao vin ban tw dong, gd Iénh: =Rand(10,5) (rdi nhan Enter) rdi méi thyc hién chic
nang tim kiém va thay thé

Tim tw Thay bang Dinh dang

Video VIDEO

For example e.g Ch* mau xanh, in dém
word MS. Word Cht mau dé, in nghiéng
MS Microsoft Word

© Bai 2: G0 va dinh dang véin bdn sau: , o
binh dang trang (Top = Bottom = lcm , Left = Right = 2cm, huong giay dang kho giay A4)




& Thong Tin Lién Lac

TIN THE DUC THE THAO
rong giai bong ban cap Thanh phd, TRUONG DHSP dat giai 2 dong doi va giai donnam. Céc van
dong vién sau diy da mang vinh dy vé cho trirong ta.

R Pong doi hang 2
* Mac Nhu Thuan ( 97A2) — Ngo Anh Huy ( 96A2)
* Khiru Ta Anh (98B!) — Lé Thi Phuwong Dung ( 97C1)

R Bon nam Iang 2

* Phan Vin Quang ( 97C2)

® Bai 3: Go va dinh dang vin bdn sau: o )
binh dang trang L¢ trang: trén, dudi, trai, phai 1.5 inch, kho giay A4, huéng giay ding

2. Trong WinWord, dé xoa 1 hang trong
bang, dung :

a. Table, Delete rows

b. Table, Delete Cell

c. Cau b dung, a sai

d. Cauavabdiang

1. Trong Winword, dé Mo File tw lieu co
san trén dia dung :
a. CIRL+O
b. File, Open
c. Nhip nit Open
d. Céc cau trén déu ding




