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6 Bién tap vin ban tiéng Viét
6 Chuong trinh g6 tiéng Viét
6 Quan ly tap tin van ban
6 Bao mat tap tin van ban
6 Hiéu chinhvan ban
6 Dinh dang ky tw
6 Dinh dang doan van ban
6 Bullets & Numbering
6 Chiacot bao
6 Drop Cap
6 Tao khung va t6 mau nén

| Noi dung Chuong Il

6 binh dang Tab
6 Styles

6 Bang biéu (Table)

6 Chén céc déi twong vao VB
6 Chen biéu tuvong (Symbol)
6 Chen ClipArt, tap tin anh
6 Chen WordArt, SmartArt
6 Chén cbng thirc toan hoc

6 Thu tron (Mail Merge)

6 In &nvan ban
6 binh dang trang in
6 Tiéu dé dau & cudi trang
6 Danh sé trang

6 Cac phim tat théng dung

6 Céc tuy chinh khi soan thao VB

.

thao van ban.

0 MS Word la mét phan mém &ng dung trong linh vyc soan

0 Thudc bo chuong trinh ¢ng dung Microsoft Office.

0 Nhirng tinh nang wu viét:
6 Giao dién do hoa rat tryc quan va dé sir dung
6 Cé kha nang trao d6i thong tin vai cac phan mém khéac
6 Cé nhiéu tién ich d&c biét dé tao van ban cao cap
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- Hé thong thanh Ribbon -

0 Tab Home: Gém céc Iénh dinh dang vian ban nhu: dinh
dang ky ty (Font), dinh dang canh |é (Paragraph), Styles,
hiéu chinh van ban (di chuyén, sao chép), cong cu tim
kiém va thay thé van ban (Find, Replace)

Home Insert Page Layout References Mailings Review View @ e
=51 0 Calibri (Body) S8 b b B 4 3 e iF i | ESY
B B U - x| & AaBbCcDc | AaBbcede AaBbCi | "%

TNormal |7 MoSpaci. Headingl - Change Editing
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Paste
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Clipboard Font
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- Hé thong thanh Ribbon -

0 Tab Insert: Gom cac nut chén cac déi tweng vao van ban
nhu bang biéu (Table), hinh anh (Picture), Clip Art, hinh vé
(Shapes), biéu @6 (Chart), lwu d6 (SmartArt), chir nghé
thuat (Word Art), ky hiéu/céng thiee toan hoc (Equation),
biéu tugng dac biét (Symbol)

| Home | Insert Pagelayout  References  Mailings Review  View o @
= j ElE ) T2 SmartArt 5| Header - A—=| = QuickParts - [& - T Equation ~
B el BE J i’@ " IA
= gilp chart = [ Footer - Awordat - F | €2 symbol -
Links Text =

Fages  Table | Picture Clip Shapes ... il )
= - it ~ 3t Screenshot - - [ Page Number~ | goy- ASC rgd -

Tables Hustrations Header & Footer Text Symbols
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- Hé thong thanh Ribbon -

0 Tab Page Layout: Gém cac nat Iénh lién quan dén hién thi
van ban nhu dinh dang trang, chia cé6t bao (Columns),
ngat trang (Page Breaks), dinh dang ké khung va td mau
nén van ban (Page Background), bé tri sdp xép cac déi
tuong trong trang (Position)

| Home Insert Page layout References Mailings Review View o @
j B~ [T ] [Faorientation - ¥=+ 4] Watermark ~  Indent Spacing L
— @&l = I3 Size - $2-  MPage Color~ 5 0- L tZo0pt &

Themes — Margins __ B — = T Amange
- [ - EE Columns~  b¥~ | [ Page Borders = 3 0" L =T -

Themes Page Setup 5 | Page Background Paragraph
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/HéThong thanh Ribbon

0 Tab View: Thiét |ap cac ché d6 hién thi caa trang van ban
(Document Views), phong to, thu nho (Zoom), chia man
hinh (Split), dwong lugi (Gridlines), hién thi thwac ké

Documen it Views Show Zoom Window Macros
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I Home Insert Page Layout References Mailings Review v o @
.' Web Layou uler © ~ 91 [Elone age ew Window EE)
Web Layout  [#] Rul 3 One P Mew Wind m o
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|Full s Zoom  100% Switch | Macros
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| Biéntap vaxir Iy vanban

Cac yéu cau khi g6 van ban tiéng Viét

0 Biét str dung mot kiéu go tiéng Viét (VNI, Telex...)

6 C6 chuong trinh &ng dung hé tro go tiéng Viét (UniKey,
VietKey...) dwoc cai d&t san trong may tinh ca nhan.

0 Chon bang mé tiéng Viét phu hep véi Font chir dang st

dung trong chuong trinh soan thao van ban.
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| Biéntapvaxlyvanban

Nguyén tac chung g6 dau tiéng Viét

0 GO chir cai chinh nhan dau truwéc
(ky ty nguyén ama, e, o, u, i, y)

0 Sau d6 g6 cac dau thanh, ddu mii, dau maoc.

O Cac kiéu g0 tiéng Viét khac nhau s& quy dinh cac phim
bam khac nhau cho cac dau thanh, ddu mii va ddu méc.

6 Nén g6 phim diu & cudi tir dé chuong trinh g6 tiéng Viét
(UniKey, VietKey...) dat dau vao vi tri chir cai can thiét
theo ddng chinh ta tiéng Viét.
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- Biéntapvaxtlyvanban

Cac kiéu go tiéng Viét
Kiéu go VNI

0 Nhap ky tw nhan dau (ky tw nguyén ama, e, o, u, i, y)
6 GO cac phim s6 theo quy wdc dé nhap ddu mii va dau

thanh
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Kiéu gd VNI
6 Phimsé 1 d&u sic
6 2 dau huyén
6 3 dauhoi Dau thanh
6 4 d3unga
6 5 daunang
0 6 dau mii trong cac chir 4, €, 0
6 7 dau moc trong cac chit v, o Dau m{, ddu méc
0 8 dau trang trong chit &
6 9 daugachchird (d9® d)
6 0 x6ad3uthanh (80 ® &)
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Kiéu g Telex
6 Phim S d&u sac
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Kiéu g0 Telex

0 Nhap ky tw nhan dau (ky tw nguyénama, e, o, u, i, y)

6 GO cac phim chir cai theo quy wéc dé nhap dau mii va
ddu thanh

F Nén go phim dau & cudi tir d€ chwong trinh go tiéng Viét
(UniKey...) dat dau vao vi tri dung chinh ta tiéng Viét.
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ytuét g0 ban phim

O Tu thé ngoi

40-75cm

72-75cm

6 F dau huyén

6 R d&u hoi

6 X d&aunga

6 J d&uning

6 Z xoadauthanh (3z ® a)

6 W d3u trang chir 3, ddu méc cac chir v, o
Cac quy tic khac:

6aa®a dd®d

bee®é 00® 0
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Ky thuat go ban phim

0 Ghi nhé vi tri cac phim ki ty trén ban phim
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iéu Fontva bangma

A Céc kiéu Font va bang mé thong dung
F Nén soan th3o vin ban bang Font Unicode

iéu Fontvabangma

0 B1: Xac dinh kiéu Font s&r dung soan thao van ban.
6 B2: Chon bang mé& phu hep trong chuong trinh hé tro go

tlé(ng Vlét Calibri . E}ll T
Theme fonts - Font chir twong ng
B Fendnad |2 Font Unicode
““““ Calibri (Body) i ¥ 5 .
Bang ma? <" R Iicade VD: Arial, Tahoma, Times New Roman, Verdana...
¢} Times New Roman = Sy
| ——— VNI-Windows Font VNI (TCVNL): tén Font bat dau bang VNI

T YNI-Typeliriter
¢ Tahoma

All Fonts

T TWo b P

T VnArial

T nArial Marrow
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VD: VNI-Times, VNI-Book, VNI-Univer...

Font TCVN3: tén Font bat dau bang .Vn

et VD: VnTime, VnBook, VnArial...
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wrong trinh hé trg g3 tiéng Viet

A Chuong trinh UniKey g

BV

el

- - Lnikey Chon “Pdng” dé xac nhan
Chon bang méa
4 Unicode 7% UniKey 4.0 RC2
6 VNIWindows Bidu khikn [—] :
, > Bing mi: [Unicnde vl y Ding
O Y z -

e
Phim chuy8n: @) CTRL « SHFT () ALT+Z

s = i {1k M@ ring
Chon kiéu gd
O VNl lQ Huirng din l l Théng tin l l Méc dinh I
0 Telex...

wong trinh ho trer go tiéng Viét ™

A Chuong trinh UniKey

Hurgng dén

Coéng cu..[C5+F6]

Chuyén ma nhanh - [C5+F9]

v | Bét kiém tra chinh ta
Bat tinh nang gé tat

ChQn kiéu gf) Soan bang gé tét...

—> Kiéu gé 4 VNI
v Unicode dyng san 4 Telex
Chon bang ma |5y TCUNZ (ABC) 5 VIQR
6 Unicode VNI Windows
6 TCVN3 Bang ma khac »
6 VNI Windows... ST e e .
Két thiic (vl
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BAI TAP CGBAN 1
CACHNHAP VAN BAN VA THAO TAC VOI

Font: VNI-Times TAP TIN

Yéu cdu cia bai: Nhdp thé vdn bin bén dudi va luu
thanh tdp tin tén la BaitapChuongl.doc

. BAOI TAAP CO BAUN 1 .
CAUCH NHAAP VAEN BAUN VAG THAO TAUC
VOUI TAAP TIN

Yedu caau cuiia baoi: Nhaiip thod vaén baiin bein
dééni vae lou thaonh tadp tin tein lao

BuaitapChuongl.doc Font: Times New Roman

Nguyean Tradi, sinh 64 Thaéng Long trong gia fiinh oang
ngoaii lag quan Naii fioa Train Nguyean Natn. Cha oang
lao Nguyean OUng Long, hietiu OUc Trai (touc lao
Nguyean Phi Khanh). Mei oang lag Traan Tho Thaui, con
gati Traan Nguyedn Natin.
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Twong trinh hd tror go tiéng Viét -

A Chuong trinh UniKey

UniKey Toolkit
2 x SR
Chon bang ma Bang md Lwa chon
P > Ngudn VNI Windows +|  [Csangchivhoa
ngudn : o
. ["] 5ang chiy thwirng
,7 [ Loai b6 ddu
[ Khéng diing rich text
2 3 1]l Bdo bing mi
chonbingma | it i
dich
[7] Chuyén mé clipboard
File
File ngudn ]
File dich =

Chi hé tro file text va file Rich Text Format (RTF)

\wong trinh hd tro go tiéng Viet

A Chuong trinh UniKey

Cong cu chuyén dai Huting din
bang ma [eos i
Chuyén ma nhanh - [C5+F9]

v | Bét kiém tra chinh ta

Bat tinh nang gé tat

Soan bang gé tét...

Kiéu g& 3
v | Unicode dung san

TCVN3 (ABC)

VNI Windows

Bang ma khac »

Bang diéu khién...[C5+F5]
Keét thic

o SRR e __n oy Pl =
wong trinh ho tror go tieng Viét

A Chuong trinh VietKey

Thé Input Methods: ‘W&EMMEVEE%%EE ?W‘

@ Bang Minh Tuan - http:yvietkey.net Power‘ful

Input Methods | Char Sete Dpions lities  About
Chon kiéu go
Vitnamess
O VNI —> =0 Vi =
> I 0ld Style (b, e, ty)
o Telex... I~ Tane mark right after vowels
W Free style
Active keyboard Keyboards enabled
@ Vielnamese I~
 English ~
£ French [
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Vietkey 2007 - Licensed to You [ 1 license ][]

\wmmw% il

@ Bang Minh Tuan - http:yvietkey.net POWEI‘fU].

A Chuong trinh VietKey
Thé Char Sets:

nput Msthods | Char Sets | Optian

8-Bit Character Sats

Chon bang ma

o Unicode —> & [CHETEEC (WhTineF  [15.Towns-2ec -]
. : £ N i NI Times.. ]
0 VNI Windows  VIGR [ Tie™ng Vie™L..)
0 TCVN3

I~ Auto Detect
, \ni:ude 15 B
0 .. £ Unicade Fre-Compaund, TEVN B308:21<<< Tich vin g4y

" Uricode Compound

I Integrate with M5 Locals Support

E Chon “Taskbar” dé& xac nhan

Q- Help x Exit ‘Q Ontop | o TeskBar

Vietkey 2007

wong trinh hd tro g3 tiéng Viet =

A Chuong trinh VietKey

VEE w8 43ieM

E*L 2.8 a3

wong trinh h3 tro go tiéng Viet -

FastComect
Autotext

Hetype if Errors Ooour
\-’letkey Panel ...C+5h+F

o) Exit
Help
Lni

W code table
WVIOR code table
TCWN3 code table

. Yietnamese
English

VII-:; i ’I‘KEY 200'7

i

"CA4c quy tic soan thao van ban

O Bén trai dau ngat cau khéng duwoc c6 khoang trang.

O Bén phai dau ngat cau bat buéc cd khoang trang.

0 Bén phai dau mé& ngoac don “(”, bén trai dau déng ngodc
don “)”khong nén c6 khoang trang.

6 Viduy: “Khung clra s8 hai nha cudi phé la cira sé & phé Yén
Phu (Ha Noi), noi gia dinh chj séng. B6i ban ngay xwa hoc
chung mét lép trong bai tho la em trai thir 6 cda nit thi siva
co ban.”
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Home  Inset  Pagelayout  References  Mailings

Quan ly tap tin van ban

A Tao tap tin van ban méi
6 Cach 1: Chon tab File ® New...
6 Céach 2: Nhan t6 hop phim Ctrl+N.

Documentl - Microsoft Word

Review  View

|l save
Save As

Available Templates

22 Open @} Home

[ Close

Info ‘ [ l/j

- L X

Recent Blank Blog post Recent
document | templates

print =0

ok : - ﬂ

Agendas Award

Help certificates

w8 L
Ssmple  Mytemplates  New from

templates existing

Search Office.com for templates
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/A;Mébtép tin van ban cosantrén o dia 7/ :

//A'Jwatép tinvan banvaoodia—

0 Cach 1: Chon tab File ® Save.

0 Céch 1: Chon tab File ® Open...
0 Cach 2: Nhan té hop phim Ctrl+O.

(W] Cpen

\Jk—’ |:~] » Libraries » Documents »

~ [##] [ Search Documents Lol

fiza -

(W] Microsoft Word  —

Mew folder

=- 0 @

Documents library

Includes: 2 locations

Arrange by: Folder ~

0 Cach 2: Nhan té hop phim Ctrl+S.

Xac dinh

(] Save As

\J)ﬂ [T » Libraries » Documents »

- [#2]] s

flganize = New folder

/' (W] Microsoft Word

Documents library

Includes: 2 locatiens

3¢ Favorites
z % Name Date modified Type
Xac d!nh B Deskiop ’
2 x |z|_] Tham khao Internet 27/10/2020 8:02 PM  Microsoft Excel Worksheet
dwong d3n # Downloads |2
30/10/2020 8:59 AM  Microsoft Word Decument

&0 Bao can

N 4 Libraries |
5 Documents | i
=P ChoMNap tin VB
Chon Open

B videos

% Computer /

& os( a1 It
~  [AllFiles =

Filename: Bao cao

Arrange by: Folder =

5 x - Favorites
= Name Date modified Type

duong dan . \ y

18 Downloads lmj Bao cao 30/10,/2020 8:59 AM  Microsoft Word Document
& Libraries Chon noi luu tap tin

£ Documents
[ Pictures
[ Videos | =

B

Nhap tén tap tin

# Hide Folders

> Filename: Docl

Save as fype: |Word Document

|

Authors: Duy Vu Tags: Add atag

[F] Save Thumbnail

Chon Save

P

Tools = Save Can

| Quan Iy tap tin van ban

A Luwu tap tin van ban véi tén khac

0 Chon tab ® Save As... d€ mé hop thoai Save As. Tacan
xac dinh thuw muc chdra tép tin, dat tén khac cho tap tin
ro6i chon Save.

A Bong van ban hién hanh

0 Chon tab ® Close.

O Van ban hién hanh sé duoc tat di, giao dién cira s6
chuwong trinh MS Word van con.

39

| B30 mat tap tin van ban

Cach 1: Vao menu tab File & Save As (Phim tat F12)

et |

[W] Save As
&) =[[F» Lbreries » Documents » <% | [[Search Documens o]
(@1 5| [ Search Documents
Organize = New folder = - @
- iwwnlu:‘ds Documents library Arrangeby:  Folder ¥
- feceni Places: Includes: 2 locations 2
4 Libraries I;| Name Date modified Type
» [Z Documents 4 )
y 1 - i
> @) M
d s i Tools & General Options... |
> [ Pictures H H
- [ Videos
- 4 . +
File name: Docl E
Save as type: | Word Document — :]
Map Network Drive...
Authors: user Togs Adl o
[ Save Thumbnai General Options...
\Web Options.
S Hide Folders I Toos ~ Compress Pictures...
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| B30 mat tap tin van ban

0 Thiét lap mat ma:
6 Password to open: Mat ma khi mé tap tin
6 Password to modify: Mat ma khi hiéu chinh tap tin
0 Xac nhan lai cac mat ma trong hop Comfirm Password
0 Chon OK O Save

General Options D |

File encryption options for this document
Password toopen: ||

File sharing options for this document
Password to modify:

[] Read-only recommended

Protect Document...

Macro security
Adjust the security level for opening files that might
contain macro viruses and specify the names of =

trusted macro developers.
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| B30 mat tap tin van ban

Cach 2:

Home  Insert  Pagelayout  References  Mailings  Review

|l save .
Information about Documentl

A Menu File

[El save s
6 |nf0 [ Open | E ‘ Permissions
3 Protect Document | cee e
& Encrypt with v |
e Document ~

Mark as Final
Let readers know the document is final
and make it read-only.

Recent

[ |

Encrypt Document

() Encrypt with Password that it
Encrypt the contents of this file ﬁﬁ Require 5 password to open this
document. Lithor's

Password:
Iy Restrict Editing

Caution: If you lose or forget the password, it cannot be =5 f:nn;:::‘:vltﬂ:tﬂt'yl'f;sozz;:mges people

recovered. It is advisable to keep a list of passwords and

their corresponding document names in a safe place. I  Restrict Permission by People

(Remember that passwords are case-sensitive.) & Grant people access while removing * ns of

their ability to edit, copy, or print.

_Q Ensure the integrity of the document
| by adding an invisible digital signature.
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-Higuchinhvanban

Chon khai van ban

Thao tac: Dinh vi con tré soan thao (hinh chi I) tai dau khéi

van ban can chon, thuc hién mét trong cac cach sau:

0 Gitr phim Shift va nhan phim: D; E; Home; End.

0 Gitr Shift va nhap chuét tai cudi khéi van ban can chon.

0 Tré chuét vao dau khéi, an gitr chudt trai va kéo dén cudi
phan van ban muén chon.

F Muén chon toan van ban ta nhan t6 hop phim: Ctrl+A.
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- Higuchinhvanban

Sao chép khéi van ban
6 Chon khéi van ban mudn sao chép.
0 Click chuét phai, chon Copy
(ho&c nhan té hop phim Ctrl+C)
0 Dat con trd soan thao tai vi tri can sao chép dén
0 Click chuét phai, chon Paste
(hodc nhan té hop phim Ctri+V)
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-Higuchinhvanban

Di chuyén khéi van ban
6 Chon khéi van ban muén di chuyén.
0 Click chuét phai, chon Cut
(hodc nhan té hop phim Ctrl+X)
O D&t con tré soan thao tai vi tri can di chuyén dén

0 Click chuét phai, chon Paste
(hodc nhan té hop phim Ctri+V)
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- binh d arng kyfu'\

TRINH BAY FONT CHU

Word 14 mét chuong trinh xir Iy van ban kha manh, c6 thé gitp ngudi s
dung soan thao mét van ban nhanh va manh.

That vy, Word cho phép ta dung chi binh thuong, hojc lam cho chir réng
ra, chit co lai theo ti ¢ hodc cho ch® cach xa nhau, hodc cho chir ganlai, chir nghiéng
(Itahc) chu dam (Bold) chu gach du’o’l nét don (Undﬁrlme) gach dudi nét dai, gach

co bcmg, chit chi ob dtm@mg wem el 1w 'u, chit duqc nhan chlm xudng: CHLT HOA
NHO, CHU' HOA, chtr duge nang cao pay o duge ha thip hay cae kiéu chir chép
chép séng dong. Ta ciing ¢6 thé chén cic ky tr dac biét nhu: © F= & @ vao van ban.
Cac lya chon Superscript (chi sé tren) (t6 hop phim tat la: Ctrl + Shift + du =) va
Subscript (chi s6 dwdi) (t& hgp phim tét 1a: Ctrl + dau =) gitip ta tao cac biéu thire don
gian  nhu:  3x* + 2x* + 5 hoic H, + 50, = H0O.

46

Py

Str dung hép thoai dinh dang ky tw

Cut
0 B1: Chon khai van ban can dinh dang. Ba copy
3 [, Paste Options:
6 B2: Menu tab Home & Font =
hodc menu chudt phai & Font Eont..

93 . Paragraph...
hodc bam Ctrl + D S
0 Xuat hién hop thoai dinh dang ky tw = | Mimbeting |

B stles 3
Home Insert Page Layout References @‘9 Ryperlink..
= Look Up 13
J " | TimesMewRom v (12 v A" A7 | Aav | & S v
Paste J B 7 U-aex x|/A~%-A- B Transiate
Clipboard & Font Additional Actions *
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- binh d arng kyfu'\

Font style
(‘Font L9 [t
Font: Chon mAu ky tu | 2
(Font chit)
Font: Fontstyle: G ° 'Size:
TN\ Times New Reman Regular
Symbol A qula
= = |Tahoma i ‘[ta‘lic
Font style: Kiéu chir o, = e
0 Regular (blnh thu‘o’ng) Font color: Underiine style:  Underline color:
P Y 2 Automatic {none) Automatic
6 Bold (chirin dam) iR = e
< = ~ A [7] strikethrough [ small caps
0 lta“C (Chu In nghleng) \__\Duuh\_asmkimmugh Ean EEDSD
6 Bold Italic (vira in dam, i g e
vura in nghiéng) previw

Times New Roman

This is a TrueType font, This font wil be used on both printer and screen,

set As Default | [ Textffecss... | [ oc ][ cenca |
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Font color: Mau chir

Underline style:
Kiéu dudng gach chan

o dang kgt

12
| Fontcolor: * D Underine style: | Underline color:
u
T Atomate [=] [mone) E Automatic

Font | Adyanced

Eont: Font style: Size:
Times New Raman Regular 12
Symbol % - - |8
Tahoma °, | |ttalic 9
[TeamVieweh,13 [ |Bold i)
Tempus SanfJTC | |Bold Italic 11

Effects

— == B,
Size: Chon c& chir (tir 8 - 72)
= T o

[7] Subseript

[7] strikethrough [F] smd N N
[F] Double strkethrough Daad Mau du'ofng
[ Supersaript [T Hddey

gach chan

]

Preview

Times New Roman

This is a TrueType font, This font wil be used on both printer and screen,

set As Default | [ Textffecss... | [ o

=
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A Thay déi dd gian chir
HOp thoai Font
Thé Advanced

Scale: Do co gidn chir theo %

Spacing: Khoang cach gitra

cac ky tu...

0 Expanded: Tang khoang
cach

6 Condensed: Thu hep
khoang cach

TR

- Dij ndang Ky tw

Font (2 [t

il ~res, [0

Character Spacng
Scale:  100%

SJﬂaurg MNarmal By: =
¥ Mormal 7y
*" [ KemingGandensed Peints and above

°| | openType Features

Ligatures: None
Muber spacing: | Default
Mumber forms: | Default

Stylisticsets: | Default

EIEIEE]

[] Use Contextual Alternates

Preview

thio

This is a TrueType font, This font wil be used on both printer and screen,

Set fs Default | | TextEffects... I 3 I Cancel
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TR

%mdang vl =

Font (2 [t
Font | Adyanced

Effects: Thém hiéu &ng...
6 Strikethrought: Chir c6 1

duong gach gitra pu—— o
6 Double Strikethrought: Tao Thone

TeamViewer 13

- A
\ “n | |Beid
2 dudng gach g|u‘a Tempus Sans ITC ii Bold Itsic

-
A int: 7 A tra Font color: Underfine style:  Underline color:
6 Superscript: Chi sé tren\ [ e Jdl e B[ s

VD: X2, Y3, s
N [7] strikethrough

2 . e e [C] small caps
6 Subscript: Chi s6 dudi 7] o sirketivough Flaics
[ Supersaript [T Hidden

[7] Subseript

VD: H,0...

6 All caps: Chuyén sang chir prevn
in hoa

Times New Roman

This is a TrueType font, This font wil be used on both printer and screen,

=

Set fs Default | | TextEffects... I[ 3
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Coinh dangky

Str dung cong cu trong tab Home trén thanh Ribbon
6 Muén quay tre lai trang thai ban dau, chon khaéi van ban va
nh3p chuét pha dinh
Thay d6i mau ky ty (Font chi)

Thay d6i kich c& ky tv (Font Size)

Page Layout ReNyences Mailings
j . Times NewRom =12~ A" A" | Aa~ | 4
| =3 Copy
Paste = 2 M- B2+ A~
- JF Format Painter H U e g x . -
Clipboard | Font

B (chir in ddm) F Ctrl + B (Bold)
I (ch@ in nghiéng) F Ctrl + 1 (Italic)
U (chir gach chan) F Ctrl + U (Underline)
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“Pinhdangkyty

Str dung cong cu trong tab Home trén thanh Ribbon

Mau chir (Font Color)

Hiéu &ng chir (Text Effect)

Home Insert Page Layout References Mailiggs
J B Times New Rom = 12 A | Aa |
Paste

| 3 : L A A
» . Format Painter HE QR i g x -
Clipboard % | /’ont‘ \ W |
X, Subscript: Chi s6 dugi
X2 Superscript; Chi sé trén

T6 mau da quang
(Highlight)
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Dinhdangkyty

St dung té hep phim tat
Ctrl + U: Dinh dang gach chan ky ty
Ctrl + I: Binh dang in nghiéng ky tw
Ctrl + B: Dinh dang in dam ky ty
Ctrl +]: Tang c& chir
Ctrl + [: Giam c& chir
Ctrl + Shift + =: Tao chi s6 trén. Vi du m3
Ctrl + =: Tao chi s6 dudi. Vi du H,0.
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, AB‘i"hTiﬁda'ng doanvanban

HUONG THAM

Giéu mét chum hoa trong chiéc khan tay
@ Cb gai ngdp ngimg sang nha hang xém
Bén ay c6 ngudi ngay mai ra tran

Ho ngdi im khéng biét n6i nang chi

Mit chot tim nhau r6i lai quay di
Naio ai dd mot lan dam noi?

Hoa buéi thom cho 1ong béi rdi
Anh khéng dam xin
C6 gai chang d4m trao

Chi mii huong dam 4m thanh tao
Khéng giﬁu dugc et bay diu nhe
Cé gai nhu chum hoa lang 1&
Nh¢ heong thom néi ho tinh yéu

ROi theo timg hoi thd ciia anh

Huong thom Ay thim siu vao 1éng nguc

Anh 1én dudng huong sé theo di khip

Ho chia tay, van ching néi diéu gi 55

AB‘i'rﬁiﬁdarng doanvanban

Moi ngudi biét dén cdi tén Phan Thi Thanh Nhan qua bai tho Hirong
tham. Nguoi ta con biét ring c6 nhimg ngudi linh tré khi ngd xubng
@ con nguyén bai tho nay trong bald nhur mét ndi niém yéu dau dé dong
vién, khich 1&. Bai tho vé hwong buwdi da giiip ngwdi chién si tim duoc
nhimg gidy phit diu long trong dan bom, khéi lira.

Khung cira s6 hai nha cudi pho 1a cira s6 & phd Yeén Phu (Ha Ngi), noi gia dinh chi
song. Poi ban ngay xwa hoc chung mot 16p trong bai tho 1a em trai thi 6 cia nit thi
si va ¢6 ban. Anh da Ién duwong khi 1oi yéu con chwa [én mdi. Chi c¢6 tam long cia
ngudi chi da cam, laing man dé cho hwong budi trong khan tay cb gi hang x6m
tién em minh.

Mot thai gian sau, tir chién trudmg khoc 1iét, cdu em viét thu vé cho chi
gdi: "Em nghe dai ngdm bai tho Hirong thdm ciia chi". Chi Nhan chwa kip
viét thu cho em ké ring "Bai tho viét v& em d6", thi ngwoi em trai vui tinh
Phan Hou Khai cia chi da hy sinh.

O,
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| pinh dang doan van ban

Str dung hép thoai dinh dang doan van ban

0 B1: Chon doan van ban can dinh dang.

6 B2: Menu tab Home & Paragraph s
hoac menu chuét phai & Paragraph E;as'eowonﬂ
0 Xuat hién hép thoai dinh dang ky tw o

i i

A | Font..
ﬁ Paragraph...
i i=  Bullets | >

References Mailings P

i= Numbering | »
= a— _ a— ]
ISy AE | R A Styles d
| *gv Ey Hyperlink...

A l qT Look Up »

S¥nonyms 3
Paragraph e
| 2% Translate

Additional Adions *

I

57

07/06/2021

| Pinh dang doan van ban

Poran [EA=

Indents and Spacng | Line and Page Breaks |

Alignment: Can |é doan VB

General

O Left (can [é tréi) digment: Lot =
5 = Qutine levet: b
6 Center (can lé gitra) e
7 - v A 2w Indentation
O Right (can |é phai) - o — =
6 Justified (can Ié déu 2 bén) Boht e fore)[1]
[7] Mirror indents
Spacing
Before: opt = Line spacing: At:
After: opt = Multiple B 115

[] Don't add spage between paragraphs of the same style

Preview

Tebs.. | [setaspefait | [ ok | [ cancel

| pinh dang doan van ban

Paah (2

Indents and Spacing | Line and Page Breaks |

Indentation: Vi tri [& trai Gereral
(Left), Ié phai (Right) ctia Aignment;  [Left []

> > Outine level: |Body Text
doan van ban. &
\ Indentation
L Left oem |2 Special: By:
Right: Oam |5 First line ian
: ; [{one) |
[ irror indents
Special: spadng
% 3 v o Before: opt [ Line spacing: At:
First I|ne: Khoang CaCh After: [opt [= Mutiple E 115 =

[] Dor't add spage between paragraphs of the same style

thut dau dong van ban

Preview

Tebs.. | [setaspefur | [ ok || Canueljg_

—
FirStIine D QY EETTTRT PPN : ;
e 1 ..... -> Indentation
- o (Right)

Indentation <{--.--..- }
(Left) |
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~Pinh dang doan van b3
s [2 ot

Indents and Spacing | Line and Page Breaks |

: |

General

Aignment: | Left [=]
Outine level: [BodyText ||

Indentation

Spacing: Khoang cach

Left: 0o |5 Spedial: By:

Beht [0 - vl dén doan van ban

Ll trudc (Before) va sau
spadng (After).

Before: 0pt = Line spacing: At

After: opt |5 Single 5

[ Dor't add spage between paragmﬁH \ Line SpaCi ng:
preview = Wi Khoang céch gitra cac

e dong trong doan vin
ban.
Tabs... [ set s pefault | I[ oK ]I[ Cancel o

07/06/2021

; "1 (After)

—
Spacing -|-> Line spacing
S
(BEfOI‘e) G 1
i. .....
= Spacing

62

“binh dang doan vanban

St dung thanh c6ng cy & Phim tat twong tng
6 Menu tab Home

Align Text Left {Ctrl+L)
Align Text Right (Cirl=R)

Center (Ctrl=<E) sy icur0
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“binh dang doan vanban

Str dung thanh cong cu
6 Menu tab Page Layout

Indentation: Vi tri [& trai (Left),

[& phai (Right) cha doan van ban

Page Layout References Mailings Review View

'5.\ [j E »= Breaks ~
= — £ Line Numbers -
Orientation Size Columns

Indent l Spacing

a &0 o

Watermark Page Page 5
b~ Hyphenation ~ = Colar~ Borders | E= Right: 0em

0cm i

Page Setup Page Background

= 1; Before: |0 pt
1 After  10pt

ERARNS

Paragraph ﬂ

Spacing: Khoang cach dén doan van ban

trudc (Before) va sau (After)
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- binh dang doan van ban -

Str dung thanh thuwérc ké

First line: Khoadng cach

/ thut dau dong
()

l-ANTS 2 31 -4-1:5 1 6 1 7 1 8- 1-9 1 b1 -4l 1 B 1 13 0 M0 05 1 46 i
L NS : ; 2 : : : ; - : : ;

= ) o~
- Word 1a mdt chwong trinh x Iy van ban kha manh, 6 thé giip ngudi sir dung gan
.| thay mdt vin ban nhanh va manh.

- | Indentation: Vi tri [é trai (Left) lbl Indentation: Vi tri [& phai (Right) ;
(Ttalic), chit in ddm (Bold). , chi* gach dudi nét don (Underline), gach dudi nét d6i. gach
dudi timg tix (Word only). gach dudi vdi dau cham. gach dudi v6i nét gon séng. gach dudgi

béng (Shadow), chit chi c6 dudng vién (Outling), chi¥ duge nang cao hay oy duoc ha thip-

Ta cing c6 thé chén céc biéu trgng dic biét nr: © 7~ B vao vin ban.
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- Bullets and Numbering

Céng ty Hod chit AWJ can tuyén daidién tai TP. HS Chi Minh véi cd ¢ chitc danh nhit sau
Chife danh :

1. TRUGNG PHONG PHAT TRIEN KINH DOANH
2. TRUGNG PHONG KY THUAT Numbering
3. TRUGNG PHONG TIEP THI
Yéu cdu:
» Tudi tir 30 dén 40 TSt nghiép PaiHoc nginh hod
e Vi€t, néi thinhthao Anh vin
Bullets

* S dyung thinh thao vi tinh vin phong

e C6 ki€n thite v€ thudng mai v tiép thi. Que tich Vit Nam
Hé s¢ xin viée gém ¢6 :

» Don xin viéc (bing ti€ng Anh)

» Témtitly lich (bdng ti€ng Anh)

» Bdng sao cdc vinbing (cé céng chiing)

} Bullets

66

- Bullets and Numbering -

=R

Tao hoa thi ddu dong (Bullets)  seewuseasues £
0 B1l:Chondoanvanbancantao | ®
hoa thj dau dong. | Bt Lirary
6 B2: Nut Iénh Bullets trong _ |l o fJlof| = ][ ][
nhom Paragraph cia tab Home | » v
Tao thay déi hoac tao ra mét BeatBity
dang Bullet méi o[ % =|o0

0 Define New Bullet

m ||k |

]
1
[ ]

*

-
*

<
&)

hange List Level E

= C
"> Define New Bullet... 67

- Bullets and Numbering

Define New Bullet @lﬁ

Bullet character

Tao thay déi hoac tao ra mét
dang Bullet mé&i

I Symbaol... I[ Picture... ]I Font... I
Alignment:
Left IZ|
Preview
>
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SRt S s CE NS TEaaae o e e O
llets and Numbering ets and Numbering

Tao s6 thi tw dau dong %,Em.ym e r Tao thay déi hoac tao ra mat Dmeb"MNt'"be mEr L
(Numbering) X dang Numbering méi B sty
6 B1: Chon doan vin ban can tao 3 - o . (e

s6 thir ty dau dong. Numbereg tibrary e = I
0 B2: Nat Iénh Numbering trong | > ;F;d 7.

nhom Paragraph cua tab Home . | e
Tao thay déi hoac tao ra mét dang :, b N —
Numbering méi m z o y
0 Define New Number Format s : 5

e .

ets and Numbering s ets and Numbering

CAU HOI TRAC NGHIEM GIO1 THIEU CHIPO'NG TRINH HOC
6Caul).. 6 1) TIN HOC DAl CUONG

6 A. 6 1.1) TONG QUAN

6 B. 6 1.1.1) Thong tin

66 6 1.1.2) Xt ly thdng tin

6D. 6 1.2) WINDOWS
aciuz 6 1.2.1) Gigi thiéu

6 1.2.3) Windows Explorer
- 6 1.3) MICROSOFT WORD
atuis) 6 2) TOAN CAO CAP Al
03
71 /2




tiacot bao (Columns)

CD - ROM

BAN BIET KHONG? T s

07/06/2021

a cotbéo (Columns)

i

Lwu y: Ngat doan tai dong cusi cling ‘

CD-ROM la gi?

CD-ROM la viét tit cia Compact Disk Read
Only Memory. Bin thin cia loai dia ndy la
doc dit ligu ma khang thé ghi. CD-ROM xuit
hién vio ddu thip nién 80 cia thé ky XX. CD-
ROM cang ngay cang phit trién nhr vii bao.

Sire chira cia CD-ROM

Mot CD-ROM c6 dung lugng khoing 650
dén 680 Megabytes, bépg hon 450 dia mém
1,44 Megabytes, co the chira duge 300.000

trang dédnh mdy hodc 5.000 birc anh mau tuyét
dep. Néu coi dia CR-ROM 13 mét quyén sich
chiza todn chtt mét trang/phit lién tuc 12
tiéng/ngay.

Bit ki dia nhac CD chudn ndo ciing ¢6 thé
nghe duoe trén & CD-ROM, bt ky dia CD
nao cing co the doc trén CD-ROM. Tt nhién
1a CR-ROM dimg qué ci.

73

o]
|Columns
0 B1: Chon doan van ban can chia cét. =
0 B2: Vao tab Page Layout, chon lénh =|| one
Columns
Two

Ho&c chon More Columns...
Hop thoai Columns xuat hién

i

Three

Left

74

- Presets

Columns

Number of columns:

Presets

Xéac dinh sé cot can chia

T
>
\ One

Two Three Left Right
Mumber of columns: |3 = [¥] Line between
= B s S X Width and spadng Preview

Width: 6 réng ctia moi T e

Cét van ban. | ceeeeeeees .. lag2em =] [L27em 2

Spacing: Khoang cach R | C i

gitra cac cot. (382an =)

[¥] Equal column width

D6 réng cac cot /

Apply to: | Selected text E

Start new column

==

bang nhau

Line between: Tao dwong ké gitra 2 cot.
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via cét bao (Columns)

LGi chia cot

LE QUY PON
62 (Binh ngo 1726 - Giap thin 1784)
Nha vin héa l6n Hoi déu d6 dau

Viét Nam thoi
Hau Lé, thuo nho
c6 tén 1a Danh
Phuong, sau doi la
Qui Don, tr Doan
Hau, hiéu Qué
Puong. Qué lang
Duyén Ha, phu
Tién Hneo tran

F Lwu y: Ngét doan tai dong cusi cling

Binh).

Ong xuat thin
trong mot gia dinh
khoa bang lau doi,
than phu 1a Lé
Phu Tht lam quan
triéu Lé. Thud
nhé éng ndi tiéng
théng minh, ¢6 tri

ca.

Lé Qui bon 1a
mét hoc gia uyén
béc, da dang va
sung man nhét ctia
v&n héa Viét
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- Drop Cap

CD-ROM la gi?

: D-ROM la viét tat ciia Compact Disk
‘ Reéad Only Memory. Ban thin cia
logi dfa nay 1a doc dit liéu ma khong
i, CB-ROM xudt hién vao déu thép nién
§0’ clia thé ky XX. CD-ROM cang ngiy cing
phét trién nhur vii bao.
Sire chiia cia CD-ROM
Mot CD-ROM ¢6 dung lugng khoang 650
dén 680 Megabytes, bing hon 450 dia mém

1,44 Megabytes, co thé chia dwoc 300.000
trang danh mdy hodc 5.000 bitc anh mau tuyét
dep. Néu coi dfa CR-ROM la mbt quyén sach
chira toan chir mot trang/phut lién tye 12
tiéng/ngay.

Bit ky dia nhac CD chuén nao ciing c6 thé
nghe dugc trén & CD-ROM., bat ky dia CD
nao cting c6 thé doc trén CD-ROM. Tét nhién
la CR-ROM dimg qua cil.

7
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DropCap

0 B1: Chon doan van ban can tao Drop Cap.
(hoac dat con tré soan thao tai doan van ban)

0 B2: Vao tab Insert ® Drop Cap

|—_|
: A=
Hoac chon Drop Cap Options... IE ‘
Ho6p thoai Drop Cap xuat hién | =l
% Mone
Dropped
In margin

AS

Drop Cap Options...

78

~_AHgpthoaiDropCap s
g Chon kiéu Drop Cap
None: B4 dinh dang - 5
Drop Cap i L7 o
N Position v ,‘
Font: Chon Font cho : W W
ky tu Drop Cap
MNone Dropped In margin
Options
5‘6 déng Vén bén IF¥ E‘I:;ZS Mew Roman |z|
lam chiéucaochochtr ¢ e = :
7 Distance from text: |0 cm &
Khoang céch tir ky ty C o J|[ cone
Drop Cap dén van ban
79

| Borders andsmng :

[.::73\"1

x+2)

I=1

P

Khung ctra s6 hai nha cudi phé la cira s6 & phd Yén Phu (Ha Noi). noi gia dinh chi
séng. Doi ban ngay xura hoc chung mot 16p trong bai thola em trai thi 6 cia nir thi
siva co ban. Anh da 1én duong khi 161 yéu con chura 1én méi. Chi c6 tim long ciia
ngudi chi da cam, lang man dé cho huong budi trong khin tay cd gai hang x6m
tién em minh.

Mot thoi gian sau, tir chién truong khoc liét, cdu em viét thu vé cho chi gai: "Em
nghe dai ngam bai tho Hirong tham cia chi". Chi Nhan chua kip viét thu cho em
ké ring "Bai tho viét vé em d6", thi ngudi em trai vui tinh Phan Hiru Khai cia
chi d3 hy sinh.

nhimg ngudi trong cudc "tir biét, sinh ly" cling khong dwoc biét. Va roi ngudi ta
hinh dung ra nit si da lam bai tho ve cudc tien dwa cua chinh minh. Ho con cho
rang nguoi di ay la moi tinh tham cua chi.
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| Borders and Shading

A Tao khung cho van ban (Borders)
0 B1: Chon doan van ban can tao khung.

0 B2: Vao tab Home, chon mdii tén bén
phai ctia nat 1énh Border, chon [énh
Borders and Shading

Ta c6 hép thoai Borders and Shading

H

D R o2

1 Right Border

All Borders
Outside Borders

nside Borders

nside Horizontal Border

nside Vertical Border

Horizontal Line
Draw Table
View Gridlines

Borders and Shading...
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s g = z R - ML B S —— = = _%K
. A-Tao khung cho doan VB (Borders) Style: Kidu durdng ke
(duong ké don, d6i...)
P
(Tomer and Stadia / [ 2 [ |
Setting: Chon kiéu g /

— Click on diagram below or use
g = buttons to apply barders

déng khung \

Color: Mau cho )
duong ké @ = promaic 5]

width:
é:‘U Custom pt EI o
pply to:

/ Paragraph =l
o’

Width: D6 d‘é\y/.
du‘b’ng ke Horizontal Line... | oK Cancel
82

| Borders and Shading

CO SO 2 PAT HOC LAM NGHIEP
TRUNG TAM THONG TIN & NGOAINGU

=
A Tao khung cho trang VB

Bai tip Thic hanh:

Tin hoc Dai cuong

(Ddnh che bdc Pai hoc)

PONG NAI - THANG 2 NAM 2014

- Borders and S@mg .

A Tao khung cho trang VB (Page Border)

0 B1: b4t con tro tai trang van ban can tao khung
0 B2: Vao tab Page Layout ® Page Borders

0 Ta cé hop thoai Page Border
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= 32 = - ;&ﬁt:;é:: — = ,,:;/ i
ATaokhungchotrangvanban — o .« ... ., %
: g 9 Style: Kiéu duong ké
(dudng ké don, d6i...)
(TBardees soel Stading /’ [ [ |
[ Borders | | Border and Shading Options ==
Setting: Chon kiéu scling: ||/
A Top: 24pt 2| Lefe [2apt 2 below or use
dong khung \ g N P e oply barders
N u o [ e ot o
I D Edge of page [
‘
@ 5 | CE
% Align paragraph borders and table edges with page barder
Color: Mau cho g ST R
du'b'ng K& srereeeeees . D3 Surround header
@ Praw::rmund footer <.
~ H :
Art: Mau duong ké
khac [ ovontal -
Canca 85

| ATomau nén cho van ban (Shading) -

/

Preview: Xem truéc

két qua
[ Borders and Shading (L2 [ |
Fill: Chon mau nén Borders | Page Border | Shedng| |
............. il Preview
""" "Fe» NoColor
Patterns v
Style: Chon ste: ] ok Dwn Diagonal [ 7]
mau to nén o [=]
Color: Mau cta
mau t6 nén
Apply to:
Paragraph [=]
Horizontal Line... |
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- Borders and S@mg .

A T6 mau nén cho van ban (Shading)

Céach1:

0 B1: Chon doan van ban can t6 mau nén.

0 B2: Vao tab Home, chon nut I1énh Shading va chon mau

Cach 2:

0 B1: Chon doan van ban can td mau nén.

0 B2: Vao tab Home, chon mé lai hop thoai Borders and
Shading, chon tab Shading
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- binhdangTab

A St dung Tab Stop trén thanh thwérc ké

Decimal Tab

z .

Tab Stop LeftTab Center Tab Right Tab

IO o R E e =

. MucC LUC
© 1 Phan L L&i m& dau 2 2.578
2 Phan 2. Phan tich thuc tién 4 11.87

- 3 Phan 3. M6 ta 10 35

2 4 Phan 4. Phan tich va thiétké 20 186.9

T 5 PhEn 5. Ap dung thuc t& 35 1864.09

¥ 6 Phan 6, Két luén va Bé nghi 140 7.7893
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Bildang i,

Cac kiéu Tab Stop thong dung
Tab trai (Left Tab): Khi nhan phim Tab, con tré sé nhay
dén vj tri Tab trai nay, ki ty gd vao sé& ty dong canh [é trai
tir day.
Tab Stop LeftTab

E@‘I-Z-l-]-\‘d‘l'E'L\‘6-\‘7‘!-5'\J‘9'\‘10‘!-:11'\‘12
n

07/06/2021

MUC LUC

1 Phan Lo Lsi mé dau 2 2578
2 2 PhEN 2 Phén tich thuc tién 4 11.87
T3 PhEN S M6 ta 10 35 N

Bildang i,

Cac kiéu Tab Stop thong dung
Tab gitra (Center Tab): Khi nhan phim Tab, con tré sé nhay
dén vj tri Tab gitra nay, ki tw gd vao s& ty déng canh [&
gitra tir day.
Tab Stop Center Tab

E-u._‘1‘|-z-|-1-\‘4‘|-@é-w‘7‘n-s-h‘9-w‘m‘n-:n-lw‘u

. MuC LUC

T 1 PhEN Lo, Lsi mé dau 2 2578
= 2 Phan?2 Phén tich thuc tién 4 11.87
T3 PhEN S M6 ta 10 35

Binidany olg =

Cac kiéu Tab Stop thong dung
Tab phai (Right Tab): Khi nhan phim Tab, con tré sé nhay
dén vj tri Tab phai nay, ki ty go vao sé& tw déng canh lé
phai tir day.
Tab Stop Right Tab

MUC LUC

1 Phan Lo Lsi mé dau 2 2578
2 2 PhEN 2 Phén tich thuc tién 4 11.87
T3 PhEN S M6 ta 10 35

90

Binidany olg =

Cac kiéu Tab Stop thong dung
Tab thap phéan (Decimal Tab): Chi c6 tac dung khi nhap div
lieu loai s6. Khi g s6, phan nguyén sé& tu déng canh phai
tir dau . va phan thap phan sé canh [é trai tir dau .

Tab Stop Decimal Tab

. MuC LUC

T 1 PhEN Lo, Lsi mé dau 2 2578
= 2 Phan?2 Phén tich thuc tién 4 11.87
T3 PhEN S M6 ta 10 35
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PinhdangTab

A St dung hop thoai dinh dang Tab
(Tabs [0 [ |

Dat con tré soan thao tai dong

07/06/2021

A Vidyrng dung dinh-dang Tab -

MUC LUC
Phén 1 Loi mé dau 2
Phén 2 Phin tich thyc tién 4
Phin 3 Mo ta 10
Phén 4 Phin tich va thiét ké 20
Phin 5 Ap dung thirc té 35
Phin 6 Két luan va Dé nghi 40
PHIEU NHAP KHO
Nhiép cia: bia chi:
Do Ong, Ba CMND sb:
Cap tai : Ngiy
Nhip theo: S6: Ngay:
Nguwai giao Ngwoi nhin
Nguyen Van A Nguyén Van B

94

= % Tab stop position: Default tab stops:
can d!nh dang Tab IZ.QTUDnD 127em ; =
1 3 A * 2 S ten 3 ab s 5 e deared:
Click chuot 1én thanh thuwac ké S ot
dé datvi tritab )
Click dap chugt 1én vij tri tab Ao o
Left _) Center @ Right!
Ta c6 hép thoai dinh dang Tab: Oeamal @
Leader
©) 1 None . 53—
s
Set J I Clear I l Clear Al J
| OK Cancel
93
o ///

Styles tap hop cda cac dinh dang bao gém cé& chir, mau
sac, dan cach dong... dé ap dung cho tirng muc van ban.
Cac phan van ban khéac khi 4p dung cing mét Style trong
s& c6 dinh dang giéng nhau. Khi 4p dung Styles s& thong
nhat dinh dang cho cac van ban, tiét kiém thai gian khi
dinh dang néi dung
Nguoi str dung c6 thé:

6 St dung Styles c6 san trong Word

6 Tao Styles méi véi cac dinh dang ty chon

95

s

Str dung Styles c6 s3
Budrc 1: Chon Style

Tab Home & Styles, ta s& thay mot s6 kiéu Styles c6 san.
DE hién thj day dd hon, nhan vao biéu tuwgng mii tén

AaBbCel | AaBbCeI AaBbC: AaBbce AAD acsbce -~
T Normal T No Spaci.. Heading1 Heading 2 Title Subtitle

4aBbCel AaBbCel AaBbCei AaBbCcd AaBbCcl AaBbCci
Subtle Em.. Emphasis  IntenseE.. Strong Quote Intense Q...

AABBCC AABBCC AABBCC AaBbCcl

Subtle Ref... IntenseR.. BookTitle T ListPara..
Save Selection as a New Quick Style.

®L Clear Formatting

4, Apply Styles..,
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" Sir dung Styles co'san | St dung Styles cosan

Bwdérc 2: Chinh stra o = Cac néi dung thay déi lai kiéu Style:
Style c6 san s Name: D3t tén cho Style trong Word.

Name: Nermal
Nhan chuét phaivao e Style based on: Lya chon vi tri trong van ban cho Style.

Srt1yle rl\r)lugpf)t/hay doirel |Eessneninan . Formatting: Phan chinh stra font chix, ¢& chi, kiéu chi.
C Qn 0 I Calibri (Body] 1 Automatic ~ hY 7 =N
e EEE e 2 v 2 Add to the Styles gallery: Thém Style vao danh sach hién
\ . = :
AsBbceDe| AsBbcene AaBbCi aaBbce AADB thl

T Normal ‘nwu Spati.. Headingl Heading 2 Title
Automacically update: Ty dong cap nhat khi chinh sira.
Only in this document: Chi ap dung cho van ban nay.

™ Modify... [— & Text Sampie Text Sample Text Sample Text

Select All: (No Data)

o Text Sample Text Sampie Text

Repame..,

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar Font: {Default) +Body (Calibr), Left
Line spacing: Multiple 1.15 i, Space
After: 10 pt, Widow/Orphan control, Style: Quick Style

[¥] Add to Quick Style fist
(©) Onlyin this document ) New documents based on this template:

[ Fomat- | [ e | 98

Ve

~Strdung Styles cosan - Str dung Styles cd s3n

Chon Format réi chon (s = Budc 3: Ap dung Style
dé dinh dang chi tiét e Boi den doan van ban, hoic dit trd chudt & dau doan van

Name: Normal
hon cho doan van - = - - =
= : T e Nhan chon tén Style dé ap dung Style cho néi dung da
ba n Style for following paragraph: | T Normal [=] Ch on
. v Formatting Lo
Dlnh da ng Font, can Cahbm(gﬁudy) FluRlle 7 u Automatic [+ | | -
N % AzBbCel |JaaBbCI AaBbC: AaBbce AAD 4aBbce AsBbeed AsBbeeD
Ie, glan dong, tabS, EEE|= == || & & Thormal |FNoSpaci.. Headingl Heading2  Title Subtitle  Subtle Em.. Emphasis
duwong vién, danh sé B T e
ty don 9o S e eyt ‘ ,
= : Parsgraph.. [ a0 Styles tap hop cua cac dinh dang bao gom c¢& chir, mau sac, dan cach
Chon OK dé luu lai i:dy dong_ .. dé ap dung cho timg muc vin ban.
Language... ri), Left 9
Frame.. PoEe e Céc phan van ban khac khi ap dung cting mét Style trong sé c6 dinh
mo dang gidng nhau. Khi 4p dung Styles s& thong nhét dinh dang cho
Tefecs, v documents basedants e céc vin ban, tiét kiém thoi gian khi dinh dang noi dung

(== L00




oo otyles moi

07/06/2021

a0 Styles méi

Bwérc 1: e -
Chon biéu twgng miii tén dé ma thanh doc |+
cla Styles. png -
Hodc dung phim tat (Ctrl + Alt + Shift + S) e B
Nhan vao biéu tugng chir AA (New Style) sokoe s

Intense Emphasis a

[ | Quote 1
AaBbCcl | AaBbCcl AaBbCi |, A s e
THormal | Mo Spaci.. Heading1 || Change Intense Reference a
Styles ~ Book Title a

Styles List Paragraph T

Bwérc 2:
Hién thi giao dién tao kiéu Style mai, ta dién cac noi dung
dé tao Style:
6 Name: bién tén Style dé& dé tim kiém Style khi can.
6 Style based on: Chon kiéu Style ké thira tir Style sin co, roi

tién hanh thiét 13p dinh dang cho van ban nhu kiéu chir, c&
chit, font chir.

6 Format: Chon dé dinh dang chi tiét hon cho doan van ban:
Dinh dang Font, can [, gidn dong, tabs, duéng vién, danh
sO ty déng...

6 Chon OK dé luvu lai.

102

| Tao Stylesmsi

Bwérc 3: Ap dung Style
BOi den doan van ban, hodc dat trd chudt & dau doan van

Nha&n chon tén Style dé ap dung Style cho néi dung da
chon.

103

| Bang bidu (Table)

Vi du: Thei khda biéu
The 2:
6 Tiét 1: Chao co; Tiét 2: Cong nghé; Tiét 3 + 4: Toan; Tiét 5: Ng.ngir
The 3:
6 Tiét 1: Ngir van; Tiét 2: Toan; Tiét 3: Sinh; Tiét 4: Sv; Tiét 5: Ly
Th 4:
6 Tiét 1: Hoa; Tiét 2: Sir; Tiét 3: Thé duc; Tiét 4: GDCD; Tiét 5: Ngi van
The 5:
6 Tiét 1: Cong nghé; Tiét 2: Ng.ngi; Tiét 3: Ngir van; Tiét 4 + 5: Tin hoc
The 6:
6 Tiét 1: Ng.ngir; Tiét 2: Thé duc; Tiét 3: Toan; Tiét 4: Toan; Tiét 5: Sinh
The 7:
6 Tiét 1: Ly; Tiét 2: Hoa; Tiét 3: Ngir van; Ti€t 4: Dja; Tiét 5: Sinh hoat
104




07/06/2021

ang biéu (Table) ang biéu (Table)

0 Mot s6 vi du: Theri khoa biéu 0 M6t s6 vi du: Theri khoa biéu
1 Chaocy | Ngirvan = Hbéahoc  Congnghé Nr]g;;' vat i Thr 2 Chao c = Codng nghé Toan Toan Ngoai ngi
2 ﬁ;ﬁg Toan lichs | Ngoaingt Théduc Héa hoc Ther 3 Ngtr van Toan Sinh hoc Lich st vat li
: Ther 4 Héahoc  Lichs¢  Théduc GDCD Ngir van
3 Toan Sinhhoc = Thé&duc Ng@r van Toan Ngtr van
Ther 5 Coéng nghé = Ngoai nglt = Ngit van Tin hoc Tin hoc
4 Toan Lich st GDCD Tin hoc Toan Pia li
Thir 6 Ngoai ngir = Thé duc Toan Toan Sinh hoc
Ngoai i i - ’ ;
g | e e nhe s Thee 7 vatli  Héahoc =~ Ngirvin  Biali  Sinhhoat
105 106

¢ cich tao bang

ang biéu (Table)

6 Mot s6 vi dy: Két qua thi tuyén sinh Cachi i |j
Table
o o s - B1: Pat con trd soan thao —_
n . biem biem biem Tong 3 & S 3x3 Table
STT Hodém  Ten  Ngdysimh “uoo'  foan NN diém B2: Vao tab Insert, chon nutlénh = T OOOOO00)
1 BuiThé Anh 02/12/91 7,0 65 80 21,5 Table _ I %EEEEEE
, - _ 2
2 TranNgoc  Bao 10/10/91 = 9,0 80 | 100 | 27,0 Cach 2: Duing hép thoai Di chuyén chuot
Insert Table [ e
3 LéMinh Phuong = 03/02/91 85 75 75 235 EEEEEEEE}
4 PinhThu  Hwong  02/09/90 60 70 65 1955 RO msertTable.

| I_-ﬁ Draw Table
2| f

5 Hoang Thi Mai 22/12/91 55 6,5 7,0 19,0 = R
| —El Excel Spreadsheet

107 :3 Quick Tables 108b_
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feic ahitaolng

Cach 2: Dung hop thoai

rm— S eaa |nsertTable
TS B1: D3t con trd soan thao tai
Mumber of columns: 5 - = Vi tri c‘a“m chén béng
e plows: 2 B2: Table & Insert & Table
AutoFit behavior

Number of Columns:
. S6 cot
) AutoFit to window

Number of Rows:

"] Remember dimep ChQn OK 56 dong

[ oK ] | Caneel |

(7 AutoFit to contents

109

ST

Cach 3: o=
Vé bang
Tab Insert & 1énh Table
O Draw Table

3x3 Table

I I | | O |
I I | | O
I | | | |
I | | |
I | | |
I | | | O
I |
||

. __'] Insert Table..,
"> DrawTable
i \

_@ Excel Spreadsheet
B Quick Tables * 110

B vieC Vo bang

St dung ban phim di chuyén con tré chuét trong bang:
T O i O: qua trai, qua phai, [én, xudng.
Tab: chuyén dén 0 ké tiép.
Shift+Tab: chuyén vé 6 truwdc do.
Alt+Home: vé 6 dau cua dong hién hanh.
Alt+End: chuyén dén 6 cuéi cta dong hién hanh.
Alt+PageUp: vé 6 dau cta cét hién hanh.
Alt+PageDown: chuyén dén 0 cudi cua cét hién hanh.

111

‘Chon cac thanh phan cta bang

™ | 1 Chon 6: Click chust tai I2 tréi ctia 6.

n hdng
jﬁ

g vién phia
= taclick chuét

dé chon.

I Chon toan bang: Click chuét tai
gdc trai trén cung caa bang.[H
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Higu chinhbang Higuchinhbang

Thay déi kich thwérc: Thay déi kich thwérc:

i 4
y *4{ _
\ \. .

C e L

Thay d6i d6 réng cot Thay d6i d6 réng dong k\\\\ //////;7

Kéo tha chuét
113 114

P vidu: K&t qua tuydnsintr— P ¢t du: Két qua tuydnsinl——

ST Hodem  Ten  Ngysih Oem  %em o oEm 70 ST Wesem  Ten ngysmn AN TR SR
1 BUIThE Anh  02/12/91 = 7,0 6,5 80 215 1 BuiThé  Anh 02/12/91 = 70 = 65 80 215 72

2 TranNgoc =~ B  10/10/91 = 9,0 8,0 100 27,0 2 TranNgoc  Béo 10/10/91 90 =~ 80 | 100 270 9,0

3 LéNhat  Chuong 03/02/91 = 85 75 75 | 235 3 LéNhat  Chuong 03/02/91 85 @ 75 75 235 178

4 pinhThu | Huong = 02/09/90 = 6,0 7,0 65 | 195 4 pinhThu Huong  02/09/90 60 7,0 65 195 65

5  Hoang Thi Mai  22/12/91 5,5 6,5 70 190 5 Hoang Thi | Mai 22/12/91 = 55 6,5 70 | 190 63

6 LeMinh V@ 12/12/89 50 90 100 240 80
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pinh dang bang

a. Chén thém dong / cét:
u bt con trd tai vj tri 6 can chen...

\ Click chuét phai, chon Iénh Insert... twong &ng:

[{%, Paste Options:

=
Insert b | HE  Insert Columns to the Left
Delete Cells.., B Insert Columns to the Right
Select » | B4 Insert Rows Above

B split Cells... é Insert Rows Below

O Borders and Shading... | 3= Insert Cells...

=
=

Text Direction...

117
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binh dang bang

b. X6a dong / cét:
u bt con trd tai vi tri can x6a
v Click chudt phai, chon lénh Delete

€ Chon lénh tuong ng:

Delete Cells

D [t |

(7 shift cells up

() Delete entire row
(7 Delete entire column

oK | [ Cancel

118

~Vidy: Két qua tuyénsinh

STT | Ho dém Tén Ngay sinh Diém thi Tﬁ? E Xéb.
van | Toan | NN | diém | loai

1 |[BuiThé Anh 02/12/91 | 70 | 65 80 | 215 | 7.2
2 | Tran Ngoc |Bao 10/10/91 | 90 | 80 | 10,0 | 27,0 | 9,0
3 |LéNhat Chuong [ 03/02/91 | 85 | 75 75 | 235 | 7.8
4 [BinhThu |Hwong | 02/09/90 | 6,0 7,0 6,5 195 | 6,5
5 |Hoang Thi [ Mai 22/12/91 | 55 | 65 70 | 190 | 6,3
6 |LéMinh [Vd 12/12/89 | 50 | 90 | 10,0 | 24,0 | 8,0

binh dang bang
c. Tron 6:
u Chon nhém céc 6 can trén

\ Click chudt phai, chon lénh
Merge Cells

&

a

5D B HEH

&

Cut
Copy
Paste Options:

=

Insert

Delete Columns

Select

Merge Cells

Distribute Rows Evenly
Distribute Columns Evenly
Borders and Shading...
Text Direction...

Cell Alignment
AutoFit

Table Properties...

120




binhdangbang

d. Tach 6:
u Chon 6, nhém 0 can tach
¢ Click chugt phai, chon Iénh Split Cells...

w Nhap sé hang, s6 cdt can tach trong hop thoai

Split Cells

Mumber of columns: |2

Mumber of rows: 1
m Merge cells before split
oK ] [ Cancel

Chon sé cot
can tach

Chon sé hang
can tach

121
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-Binh dang van ban trong bang

u Nhap phai chuét vao 6 can dinh dang

< Chon Iénh Cell Alignment (Can [é van ban trong 6)

Delete Rows

6 split cels, . o i
| oo Can trai, & trén

Borders and Shading...
“ﬁ' Texk Direction, ..

[S1_cel agomen: “]é 5 =g Can phai, & trén
AukaFit o :J_TJ
Table Properties. .. : :_] __] |
= = = |" Cangiira, & trén

:= | Bullets and Numbering. ..

% Hypetlink. ..

122

S4p xép dir lieu trong bang

STT Ho dém Tén Ngay sinh Van Toan
1 BuUiThé Anh 02/12/91 7.0 6.5
2 Tran Ngoc Bao 10/10/91 9.0 8.0
3 LéMinh Phuong = 03/02/91 8.5 7.5
4 DPinhThu Huong 02/09/90 6.0 7.0
5 Hoang Thj Mai 22/12/91 5.5 6.5

6 S&p x&p danh sach theo Tén, thir ty ABC?
6 S&p x&p danh sach theo téng diém giam dan?

piém DPiém  DPiém

NN
8.0

10.0
7.5
6.5
7.0

T6ng
diém
215
27.0
235
195

19.0

123

6 B1: Chon viing dit liéu can sap xép.
0 B2: Vao tab Layout (Table Tools) & Sort... Ta c6 hép thoai

Sort 2 &J
Sort by
T E] Type: |Number @) Ascending
= ) Di i
Using: |Paragraphs El ~) Descending
Type: |Text (@ Ascending
®) D i
Using: |Paragraphs El L Hescenang
Then by
Type: |Text @) Ascending
Descendi
Using: |Paragraphs EEETONg
My list has
@ Header row () No header row

0 e — 7,,,,,,}/ ’
--Sap xép dir liéu trong bang -

124




| S4p xép dir lieu trongbang

Type: Kiéu dir liéu
(Text, Number, Date) -

Sort by:
Téncétlam ——
d.kién s.xép chinh

Then by: /

Tén cét lam
d.kién s.xép phu

RV

Ascending: Xép tang dan
Descending: Xé&p giam dan

[ sort E D [ |
Sortby ’4 v
[z] Twpe: | rumber @ Ascending
* | Using: Paragraphs E _) Descending
Type: Text @ Ascending
Using:  Paragraphs ] @
Then by
Type: |Text @ Ascending
Using: [Paragraphs Cr=prion
My list has
@ Header row () Mo header row
125
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- -Chen cac ddi tweng phi vanba{ s

Chén cac d6i twgng phivan ban
0 Chén biéu twong dic biét (Symbol)
6 Chén hinh anh
6 Chén hinh anh Clip Art
6 Chén hinh anh tir tap tin anh trén & dia
6 Chén Word Art
0 Chén céng thirc toan hoc
6 V& hinh bang thanh c6ng cu trong Microsoft Word

126

o~

Ho&c chon More Symbols...
Xuat hién hép thoai Symbol

. O

©
£ =
TR A

e
B
z

B

== = . B —/ .7
-Chen biéu twgng (Symbol)

0 B1: batcon tré van ban tai vi trican chen
0 B2: Vao tab Insert, chon nat [énh Symbol

7 [

Equation |Symbaol |

£

™ 4
-~ m
n £

£} More Symbols...

127

== = . B —/ .7
--Chen biéu twgng (Symbol)

Fonts: Chon font chira biéu twong
Vi du: Wingdings, Webdings, Symbol...

[ symbol (-2 fo |
| symbols [ specal Characters |
e ont: [Wingdings =
A28 ¢ B O M EH el
Chon biéu tugng Or= 2 B2 |5 wE = E |
can chén & ¢ |q|==|d|P % OO G 2L|IP
[ kel JEARAEHIE Sl Gl &8 Y Y.
Recently used symbols:
@ > [0 & i =[] @ |&=] v ||z [=[©
Wingdings: 38 Character code: |38 from; | ymbol (decma) [ 7]
[aocorect.. | [Setmsiber.. | shoraniey:
Insert Cancel
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| Hinh anh Clip Art

KY THI OLYMPIC TOAN QUOC Tk

Thanh phin:

5i doan dai biéu dén

dy ki thi IMO
(International Mathematics
Olympiad) ¢6 nhiéu nhit 1a
8 ngudi, gdm 6 thi sinh, 1
trréngdoan va 1 pho doan.
Trong 2 ngay thi lién tiép,
cac thisinhsé lam 2 bai thi
lién tiép, mdi bai thi gom 3
bai toan, médi bai toan dwoc
7
diém i ‘R‘

L/

téida.

Dé thi:

M3 nude duge mdi s& girl
t6i nhiéunhit 13 6 bai toan
dy tuyén‘ T4t ca s& dwoc
tuyénchonthinh 1 tip gém
30 bai bai Ban tuyén chon
dé thi IMO ciia nuée cha
nha va sé duge dé trinh lén
Ban Giam khio quéc té.
Ban Giam khao quéc té s&
cd cude hop trede ky thivai

ngay, nhimtuyén chon ra 6

bai  todn
cuéicﬁng (
lam  dé
thi.

Thi sinh:
Thi sinh cin phai c6 sie
khée dé trai qua 2 ngay thi
cingthing, lién tiép nhau,
méi ngay 4 tifng rudi,
khéng giai lao. Théng
thuong bai toan 1 d& nhit,
bai toan 6 khénhat. Sau khi
thi, trong lic Ban Gidm
khao chdm bai va chuin bj
cdng bd két qua thi cac thi
sinh dwoc tham gia cic
churrong trinh gidi tri, giao
lru vin héa 2

duge nudc
chi nha té

chue.

1én hinh anh Clip Art

0 B1: bat con tré soan thao tai vi tri can chen Clip Art.

0 B2: Vao tab Insert, click chon nat Clip Art
Clip Art v

; ElE ) T smartart
i u:r_] I-| J-"I it Search for:
o B =
Picture Clip Shapes ... L 2
Art = st Ecreenshiot ¥ Results should be:

"._ Tlustrations
[ Indude Office. com content

Al media file types |Z|

[+~ 58 = 8 -

130

0 B1: b4t con tré soan thao tai vi tri can chén tap tin anh.
0 B2: Vao tab Insert & Picture

Xac dinh :
= " 't Favorites
duongdan *. B Do
% % Downloads
4 Libraries

| Decuments
=] Pictures
H Videos

/% Computer

.+ fll] Microsaft Word [

1] Tnsert Picture ==
\J\J I 5 Poblic Picures v Semple Picures ~ [ 43| [ Search Sample Pictures o
arganiz;»'v' Mew folder B~ 0 @

Chrysanthemum

=

File name: Chrysanthemumn

Pictures library
Sample Pictures /

g ™

Desert

Koala Lighthouse

- [ Al pictures -
Tools Inseit v Cancel

Chon tap tin anh

Hydrangeas Jellyfish

Penguins Tulips

1en hinh tir tap tin anh trén 6 dia™

H

131

nenWordArt g

0 B1: bat con trd soan thao tai
vi tri can chén WordArt A A
0 B2: Vao tab Insert & WordArt

Your text here

fo SN




“Chén SmartArt

. Chuong 1 - bai cwong

V4
Chuong5 - Internet

7’

E Ban giam
hiéu

Nuéc
song, hs...

Hat nwéc
nhoé li ti
e

Khoa Kinh Khoa Lam Khoa
t& hoc | QUINR
BMKE | [ BMQuan | {l gy orpp | || BMLAM | H gy it
toan tri sinh

133
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0 B1: batcon tré soan thao tai vij tri can chen SmartArt
0 B2: Vao tab Insert & SmartArt
6 B3: Chon mau theo chu dé thich hop

Choose a SmartArt Graphic

{1

I .,
o

o
oie. ppl

Uy
[]
\
|
\
|
‘ |

Hierarchy

Use to show hierarchical relationships
progressing from tap to bottom.

s

134

“Chén SmartArt

0 B4: Nhap noi dung trong khung “Text”

Type your text here sz |1
* Ban gidm higu
* Khoa Kinh t&
* BM Ké todn
« BM Quintri
« Khoa Lsm hoc

e
Ban gidm
higu
Khoa Lam
hoc

[
Khoa Kinh
&
* BM QLDD [ 1

* BM Lam sinh n BM K&

A BW duan [BM aLop
todn tri

* Khoa QLTNR
* BM KHMT

* BM QLTNR

| Hierarchy...

BM Lim
sinh

Khoa
QLTNR
WBM KHMT I

BM
QLTNR

135

“€hén cong thirc toan hoc

Céch 1: - bat con tré soan thao tai vi tri can chén
- Vao tab Insert & Equation

T

B
Equation Symbaol _— ‘Type equation here.

Symbaols

x X X n . . " 10
= 1
y eXux [, & AOrsne g jJm A [
Fraction Script Radical Integral  Large
- - - - Operator - - - - Log~ -

Structures

Bracket Function Accent Limit and Operator Matrix
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1én cong thiee todn hoe

Cach 2: - bat con tré soan thao tai vi tri can chen
- Vao tab Insert & Object

HOp thoai Object:

6 Chon Microsoft
Equation 3.0

0 OK

07/06/2021

Object

Create New | Create from File

Object type:

Bitmap Image
Foxit FDF Document

Foxit Phantom Document

Foxit Phantom Document
[Micrasoft Equation 3.0

Microsoft Excel §7-2003 Worksheet
Microsoft Excel Binary Worksheet
Microsoft Excel Chart

»

|

Result

Inserts a new Mirosoft Equation 3.0 objectinto
EEI your document.

[] Display as icon

| oK I Cancel
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O Xuat hién con tré soan thao cong thirc
6 B3: Chon cac mau cong thie thich hop
tlr thanh céng cu Equation

\én cong thiee toan hoc

<zm | jab. ¥EE | £0® 2=l | v3|EnC 3l AwB AQ® Sz jep KEE | £00 2ol |93 E0C decd
G0 E4E £D mig| || o DY |88 @] E0 | |zz|fifi|[Sa|s« 00
53
v
v

n
fzx jab  FEE £48 2ol av¥3 Enc 3ccf AwB AQEG $=z= | lap | WEE | £0® |2l |3 [ #nC | de0b
O Fvr ED v [l Ty~ 0y - | B D g | i B (e QY-
[ERRER) LA S

[ Bl "

EL1 1L Ao

D= =

e e

)

k=

12 ol 6
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. AViduchencong th mﬁ&:

szx | iab | FRE

TElEEE

,. e 1'[ U L] EEEE

Enc ﬂcoe AwB AQ® .[

|3 gnc |9l | AwB 40®

e |0 |-
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| AViducheén cong thic toan hoe |
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~_AViduchén cong thu'mmc eyl

Nhap chuét ra ngoai viing soan thao 7 dx
cong thire dé két thic nhap. '[
Nhap dlp chuét vao cong thire dé
chinh stra.
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THU MOI

Céng ty TNHH SSDG, tran trong kinh méi

congty: <G+ . fae,,
Pén tham dy tiéc mirng khai tmé’ng congty chﬁngt“'i».
Vaolic: 08g30ngay 12/12/2015
Tai: Nha hang New World

Swrhién dién ctia Ong (Ba)

> i iy

Thur trén (Mail Merge) (oot

chiing toi. Ho va tén Chircvy Cong ty
Tran Minh Tuan Pho giam déc Cong ty TNHH Tan Phat
Danh SaCh dOC Tran Tudn Quy Gidm déc C8ng ty TNHH Song Thinh

Nguyén Thi Ngoc Hanh Trudng phong kinh doanh

Hodc

Cong ty TNHH Tan Tién

Danh SaChXIS Tran Xwong Phung Truéng phong téng hop

Cong ty TNHH Quang Minh

Ngd Tudn Duy Tro ly gidm d&c

Céng ty TNHH Pai Thing
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(- M&tap tin Thu moi.doc (Thwmai mau) —
Vao tab Mailing & Start Mail Merge & Step by Step Malil
Merge Wizard... e _

|Start Mail:
Merge ~
THU MOI 3 teten
:=4 E-mail Messages
Cong ty TNHH SSDG, tran trong kinh meéi =1 Envelopes..
Ong / Ba: 3
_g/ & Labels..
Chirc vu: 3 Directary
Congty: '
» By sy = e @ Normal Word Document
Pén tham dw tiéc mimng khai treong cong ty chiing toi 3
,,N Step by Step Mail Merge Wizard...

Vao ltc: 08g30 ngay 12/12/2015

Tai: Nha hang New World

Sir hién dién ciia Ong (Ba) 12 ni#m vinh hanh cho toan thé cdn bd va nhan vién
chiing to1.

Ngay 02 thang 02 ndm 2015
Gidm dde
Tran Quy Thinh 143

| Mail Merge xR

THU MOT }

Céng ty TNHH 55DG, tran trong kinh mai L3
Ong/ Ba:

Chircvu:

Cong ty:

Pén tham dw tiéc mirng khai trrong cong ty ching téi
Vaoluc: 08g30 ngay 12/12/2015

Tai: Nha hang New World

Swr hién dién ctia Ong (Ba) 12 niém vinh hanh cho toan thé canb *
chiing téi. 2

7

| 13

- :
Select document type

¥ | Steplofs

What type of document 32 you
working on? o
@ Letiers €
() E-mail messages
() Envelopes
) Labels
“) Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives.

Click Next to continue.

% Next: Starting document
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~ (.Step2 of 6: Chon mau thu moi dé str dung
0 Step 3 of 6: Chon danh sach nguoi nhan

~ (.Step30of 6: Chon danh sachnguoinhan

Mail Merge Recipients Lﬂ Mail Merge > X
This s the list of recipients that wil be used in your merge. Use the options below to add to or change your fist. Use the St ients
= - checkboxes to add or remave recpients from the merge, VWhen your st is ready, dick OK. cectreapents
Mail Merge > X Mail Merge X e = = 5
Data Source. I n IHp_va_tan « | chtve_vu « [ cong_ty -i @ Use an existing list
Select starting document Select C\Users\Dell\Doc... [¥  Trén Minh Tudn Phé gidm déic Céng ty TNHH Téin Phat () Select from Outlook contacts
e @ Use an sxisting st C\Users\Dell\Doc... Tran Tudn Quy Giam déc Céng ty TNHH Song T..

Ci\Users\Dell\Doc... (©) Type & new list
C\Users\Dell\Doc.

C:\Users\Dell\Doc...

Mguyén Thi Ngoc Hanh  Trugng phong kinh do... Céng ty TNHH Tén Tién
Trén Xuong Phing Trugng phong téng hop  Céng ty TNHH Quang ...
Céng ty TNHH Bzi Th...

() Select from Outlook contacts

Ui

Use an ext:

Start from a template
) Start from existing document

i i Mg Tugn Duy Trg Iy gism déc :
7 Type & new list Currently, your recipients are

selected from:
Use an existing list

B [:\users\Dell\Documents\Danh sach.c

Use the current document Use names and addresses from a

F fil datab =

Start from the document shown e S - [ Select adifferent st

here and use the Mail Merge Data Source Refine redpient list

H - h 2 Edit recpient list...
wizard to add recipient | %1 sort
information,

[ Edit redpientlist.. ¥ Filtes

{51 Find duplicates. .
421 Eind redpient...
[F validate addresses. .

Step 3of6 _

I B Mext: Write your letter I

# Previous: Starting document

Step 20f6 _

% Next: Select recpients

@ Previous: Select document type

Step 3of6 _

# HNe ite your letter

4@ Previous: Starting document

145 146

~ (.Step4of6: Vistthumai
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_1/"5\_: [ ) I N N ] |1G|11|12|P_-.|MadMarge > K _I/E‘L'E“'J“"?' -§-|‘5‘\-7-|-5-I‘S-I‘IG-I-II-l\lz-l‘ﬁqMat\Marge > K
Write your letter Write your letter
Insert Merge Field .| If you have not already done so, Insert Merge Field .| 1f you have not already done so,
= write your letter naw. = write your letter now.
I = To add recipient information to Inser_t: = To add recipient information to
Address Fields 1@ Database Fields =|  your letter, dick a location in the (71 Address Fields 1@ Database Fields =|  your letter, dick a location in the
o document, and then dlick one of o document, and then dlick one of
Cong ty TNHH SSDG the items below. Cong ty TNHH SSDG the items below.
Ong/ Ba:| Coveeeees Address block... Ong / Ba:| Address block...
- |2 Greetingline... - |2 Greetingline...
Chive vu: : _% resting line Chive o < _% resting line
. . |=1 Electronic postage... . |=1 Electronic postage...
conge : conge =.
Pén tham duw tiéc miy) N e Blehid Wb Pén tham duw tiéc miy) : When you have finished writing
s . % your letter, dick Next. Then you s . % your letter, dick Next. Then you
Vao lic: DSgBD ngay 1 can preview and personzlize each Vao lic: DSgBD ngay 1 can preview and personzlize each
redpient’s letter. redpient’s letter.
Tai: Nha hang New W, Tai: Nha hang New W,
A s i~ E ia dan i~ E
Sw hign dién ciia Ong Serteic B Sw hign dién ciia Ong R
Chljlflgtf‘)i. o B Next: Preview your letters Chljlflgtf‘)i. o B Next: Preview your letters
[ Match Filds... ]l[ Insert ]l [ Cancel B | @ Previous: Select redpients [ Match Fields... ]l[ Insert ]l [ Cancel ¥ | @ Previous: Select redpients
[} [}
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1| Mail Merge it

-
H
-
=
b
sl

THU MOI

Cong ty TNHH SSDG, tran trong kinh méi

Ong / Ba: «Ho_va tén»

Chircvu: «Chirc_vu»

Cong ty: «Cong_ty»

Pén tham du tiéc mimg khai trivong céng ty chiing toi
Vao lic: 08g30 ngay 12/12/2015

Tai: Nha hang New World

Sw hign dién ciia Ong (Ba) 12 nigm vinh hanh cho toan thé canb ;
chiing toi. o

Write your letter

If you have not already done so,
write your letter naw.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

8 Address block...
| Greetingline...
_‘1 Electronic postage. ..
B more items. ..
When you have finished writing
your letter, dick Next. Then you

can preview and personzlize each
recipient’s letter.

Step4of 6

4 Previous: Select redpients

R T S ) 'E-l‘s‘\-F-I-E-|‘9-I‘IC‘-|-11-|‘12-|‘F‘?—'.|Ma\\MErge > X
i
-

chiing toi. o

THU MOI

Cong ty TNHH SSDG, tran trong kinh méi

Ong / Ba: Tran Minh Tudn

Chitc vu: Pho giam dae

Céng ty: Cong ty TNHH T4n Phit

Pén tham du tiéc mimg khai trivong céng ty chiing toi
Vao lic: 08g30 ngay 12/12/2015

Tai: Nha hang New World

Sw hién dién ciia Ong (Ba) 12 nigm vinh hanh cho toan thé canb
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Preview your letters

Make changes

Step 5 of 6

One of the merged letters is
previewed here. To preview
another letter, dick one of the
following:

Recipient: 1

Find a redpient...

You can also change your
redipient list:

T Editredpient ist...

Exclude this recipient

When you have finished
previewing your letters, dick
Next. Then you can print the
merged letters or edit individual
letters to add personal comments,

150

| (Step6 of 6: Hoan tat tron thr—

Mail Merge > X

Complete the merge

Mail Merge is ready to produce
your |etters.

To personalize your letters, dick
"Edit Individual Letters.” This wil

Merge to New Document M

open a new document with your Me
merged letters. To make changes
to all the letters, switch back to

the original document. Q

Merge

cords

() Current record

) From:

473 Print..,

Step6of6

¥ Previous: Preview your letters
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6 Ung dung thu trén

w trgn (Mail Merge)

GIAY BAO NHAP HQC
TRUONG DAI HQC XUAT SAC THONG BAO

Ho va tén: Sinh ngay: S6 bio danh:
Khu vye: Nganh:
Két qua: Toan: ~ diém Ly: diém Hoéa:  diém

Téngcong:  diém

Pat diém triing tuyén vao Truong. Moi anh/chi dén lam th tuc nhap hoc theo lich sau day:
Khi dén Truéng, anhchi can mang theo 01 tii hé so nhap hoe gom:
Giay bao nhap hoc nay
The dyr thi dai hoc
Hb so tring tuyén theo méu ciia By Gido duc va Dao tao
Gidy chimg nhan tt nghiép tam thoi
Ban sao cong chimg hoc ba THPT
Tat ca sinh vién déu phai dong hoc phi
a. Hocphi ca nam 1.500.000 d
b.  Tién kham sirc khoé nhap hoc: 40.000 d/thi sinh.
c. Phiphat hanh thé sinh vién: 25.000 &/ thi sinh.

ERCEEST

Ha Ngi, ngay 10 thing 8 nam 2011

Ghi chui: Cdc gidy 16 muc 4, 5, 6 Nha tneong kiém tra ban chinh vé chi thu ban sao cong chimg.
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-Inan van ban

In &n la khau cudi cung trong soan thao van ban va ciing la
mot budc rat quan trong.

Dé lam tét khau in an, nén thyce hién theo quy trinh sau:
0 B1: binh dang trang in.

0 B2: Thiét Iap tiéu dé trang, danh sé trang.

0 B3: Xem trudc trang in.

0 B4: Invan ban.

153

A®inhdangtrangin
- 0 B1: Tab Page Layout, click

chon mdi tén bén phai nhom
Iénh Page Setup
0 B2: Thé Margins:

Left, Right: L2 tri, Ia phai — || ===

.
.
o
o
o
.
s
PRy

Orientation
Trang in chiéu doc (Portrait)
Trang in chiéu ngang (Landscape)

Apply to: Pham vi 1

ap dung trong van ban

s = ,,,,/ - Y:T
Top, Bottom: L& trén, I& du'éﬁ

B
Page Setup K kY el x
g s
Margins | paper | Layoutsd K
- 0
Margins b’: :_‘
Top: 254cm | Bottom: 2.54cm

Left: 2.54cm 3| Right: 2.54em 5
_.M om 4] cutter position:  |Left =

4
Porrat  Landscape
Pages
Multiple pages: Normal [+]
Preview

il

Agply to: | Whole document [

o i,

— 7/ ééif:‘

_— '-elft Trang in chigu doc (Portrait)
l «—} Top
Left
E STTTrTr . Top
Bottom —+—> T V
1
Right .
Trang in chiéu ngang (Landscape) Ri(jht
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dé xac dinh khé giay
6 Chon khé gidy trong muc

Paper size /

6 Thuong st dung la A4, A3
0 B4: Chon OK.

Default: Lwu nhitng chie
nang vira chon la mac dinh

\>

— - = / é;-;i@ "

G’B“?fﬁyen qua thé Paper

Page Setup P )
Margins | Paper | Layout

Paper size:

7 [ae []

width:  [21am

Height: |29.7em
Paper source

First page: Other pages:

- =
Virtual Bin Virtual Bin
Preview

oo TR
156

07/06/2021




07/06/2021

iBu deé t rang, danh sé trang

Header: tiéu dé dau trang

Footer: tiéu dé cudi trang

157

e

sudetiang

Header| Footer

0 Chon tab Insert ® Header == 2
hodc Footer .
Blank (Three Columns)
N
[Type the document title] | [vear]

S Enable Content Updates from Office.com...
"> o EditHeader

Bl Remove Header

A Nhap tiéu d& trang

0 Nhap chuét vao vung Header/Footer va nhap néi dung
tiéu dé dau trang, cuéi trang twong &ng

O K&t thac nhap, chon nat Close trén thanh cong cu

g Nh&p néi dung tiéu dé dau trang

Header

o LFooter

Nhap néi dung tiéu dé cudi trang

I

159

e

| AThanh cong cu Header and Footer

bong (thoat)

Chén sé trang

|5 Header - gl & quick Parts - ; 5, [ pifferent First Page FHr127em 2 E
|5 Footer~ et |8 Picture = T, [ Different Odd & Even Pages | 4 1.277em 2
[#] Page Number ~ BE’Tait,:E (8] clip Art Sl Fcoﬂott:, e Show Document Text =] C;:,?;::éfr
Header & Footer A Insert Navigation Options Pasition Close
Chén ngay thang %

Chuyén qua lai gitra

khung soan thao

Header va Footer
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banhsétrang

Panh sé trang tw déng cho van ban
0 Chon tab Insert ® Page Numbers...

Chon vi tri dat =

so trang... {Number~|

6 Top of page (Header): & Top of Page r
Ni&m & ving Header —>|[3] Bottom of Page »

6 Bottom of page (Footer): k1 Page Margins >
N&m & vling Footer [/  current Position >

)ﬁ_" Format Page Mumbers...

;_‘;'_:',\ Remove Page Numbers

161
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/Ayaanh"sé’ trang ty dongchovanban / L
~ (Hop thoai Page Number Format)

Number format: Chon dang

(-2 e |

Page Mumber Format

s trang
z —————3| | Number format: |1, 2, 3, ...
0:1:2:3: : E
6 ab,c.
6 l, ”1 .. Chapter starts with style: |Heading 1
Use separator: - (hyphen)
Examples: 1-1, 1-A
Start at: S6 tha ty bat dau cda ]
Page numbering

trang dau tién dugc danh sé

(@ Continue from previcus section

(") Start at: =
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— 7/ giq

- Inan van ban

0 Vao tab File, chon [énh Print (hodc nhan Ctrl+P)

6ol Thuc hanh THDC - Duy 2019-09-09 - Microsoft Word [=]E [
Home  Inset  Pagelayout  References  Mailings  Review  View - @
o s
Print -
& savens = E
Copiest 1 =z
5 Open
A Print
[ Close -
- Printer
|/ HP Loserlet P2OISPCLS
Recent 2 Offline " -
BAITAP THYCHANI
rinter Properties TIN HOC DAI CUONG
New {Dink cho bic Dai e hink gig)
Settings
m 4 Pt All Pages . e
Print the entire document 54
Save & Send 4
ages .
Help - bt One ide i} —
=] only print on one side o . |
2] Options !
== Collated
i e B s 12
- E
j Portrait Orientation >,
™ . ~
2 cmx297 cm = w% OO @@| 163

P ohim Gt thong Ty

0 Tao méi, chinh stra, lwu, in van ban
6 Ctrl + N: Tao méi métvan ban
6 Ctrl + O: mé& van ban da lwu
6 Ctrl +S: Lwu van ban hién hanh
6 Ctrl + W hogc Ctrl + F4: D6ng van ban hién hanh
6 Ctrl + C: Sao chép ndi dung van ban dang chon
6 Ctrl + X: C&t noi dung van ban dang chon
6 Ctrl + V: Dan van ban
6 Ctrl + P: Bat hép thoai in 4n

164




Céc phim tit thong dung

6 Ctrl + Z: Tré lai thao tac lénh treée d6 (Undo)
6 Ctrl +Y: Lay lai thao tac lénh vira Undo

~We CanUndo It! |

165
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- CAC phim tit thong dung

0 Pinh dang van ban
6 Ctrl + U: binh dang gach chan ky tu
6 Ctrl +1: Binh dang in nghiéng ky tu
6 Ctrl + B: binh dang in dam ky tu
6 Ctrl +]/ [: Tang / giam c& chit
6 Ctrl + Shift + =: Tao chi s& trén. Vi dy m3
6 Ctrl + =: Tao chi s6 duwéi. Vi du H,0.
o6 Ctrl + E: Canh [é gitta doan van ban
6 Ctrl +J: Canh déu 2 bén doan van ban
6 Ctrl + L/ R: Canh [é trai/phai doan van ban
6 Ctrl + M: binh dang thut dau dong doan van ban
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Céc phim tit thong dung

6 Di chuyén con tré soan thao - Chon van ban
6 Ctrl + & r™: Di chuyén qua, lai 1 tir
6 Home, End: V& dau dong, cudi dong hién hanh
6 Ctrl + Home/End: V& vi tri dau/cuéi cung van ban
6 Shift+ & / r": Chon mét ky ty phia sau/phia truéc
6 Ctrl + Shift + &: Chon mét tir phia sau
6 Ctrl + Shift + 0™ Chon mét ti phia truédc
6 Ctrl + Shift + Home: Chon tir vij tri hién tai dén dau van ban
6 Ctrl + Shift + End: Chon tir vi tri hién tai dén cudi van ban
6 Ctrl + A: Chon tat ca d6i twgng, van ban
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| C4c tuy chinh khi soan thao VB

A Tinh nang kiém tra |6i chinh ta, van pham: buong gach

xanh/dé : z s
TRINH BAY FONT CHU

Word la mgt chuong trinh xi 1y van ban kha manh. ¢ thé gitp ngudi st

dung soan thap mdt van ban nhanh va manh.

That vay. Word cho phép ta ding chir binh thuone, hodc lam cho chir rone
(Italic). chir dam (Bold). ch sach dudi nét don. (Underline) gach dudi nét 4ol gach
dirdi timg tr gach dudi vdi cham cham. gach dudi vdi net don song. gach dwdi net
day, gach dudi voi nét gach, gach dudi viinet chém va sach, ehirbisechnsens, chir
0 bong. ¢t i of dndng vikn. . . chit duge nbdn chim xudng. CHU HOA
NHO. CHU HOA, Shtt duoe nang cao hay cpp gipe g thap hay cac kiéu chir chop
chop séng déns. Ta cling 6 thé chén cag k¥t ddc bigt niur: © 7~ B # yao van ban.

Céc lya chon Superscript (chi s trén) (1& hop phim tat la: Ctrl + Shift + dau =) va

gign phe: 3x* + 222 + S5 bhofce Hy + 140, = IL0.
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/A;Ein#néng'kiéni traldichinh-ta, van pham

0 VAo tab File & Options & Proofing

Recent

New
Print
Save & Send

Help

2] Options

[ Bt

Word Options

General . [¥] 1gnore words in UPPERCASE

Ignore words that contain numbers

Display
Frooing

[¥] tanore Internet and file addresses
[¥] Flag repeated words

Save [T] Enforce accented uppercase in French
[7] Suggest from main dictionary only
Language
Custom Dictionaries...
Advanced

French modes: | Tragitional and new spellings [ |

Cilstbths fton Spanish modes: | Tuteo verb forms only |+ |

Quitk Access Toolbar
When correcting spelling and grammar in Word

Check spelling as you type
: spelling as you typ: v....

2 it
[7] Mark grammar errors as yau type L,;"
7] Check grammar with spelling

SHOW reagabiity statstics

Wiiting Style: | Grammar Only | = |
Check Document

Exceptionsfor: ] Documentt. E

Add-Ins

Trust Center

Hide spelling efrars in this document anly
Hide grammar errars in this decument enly

+ B 3 dau check

~ Apaidon vj do (inches/centimeters) thanh
6 Vao tab File & Options & Advanced

Recent

New
Print
Save & Send

Help

2] Options

[ Bt

L

19 |

‘Word Options
General Display
Fepler + Show this number of Recent Documents:
Froofing Show measurements in units of:
Save Style arza pane width in Draft and Outline views:
TR R ] Show pixels for HTML features ‘1....
Show all windows in the Taskbar e

svances €

Customize Ribbon

I [¥] Show shortcut keys in ScreenTips

) [¥] Show horizontal scroll bar

[7] Show vertical scroll bar

[¥] Show vertigal ruler in Print Layout view

Quick Access Toolbar

Adddns [] Optimize character positioning for layout rather than readability

[”] Disable hardware graphics acceleration
Trust Center

Print

[7] Use draft quality
[¥] Print in background
] Print pages in reverse order
] Frint XML tags
[C] Print field codes instead of their values
[7] Allow fields containing tracked changes to update before printing
[ print on front of the sheet for duplex printing
[] Print an back of the sheet for duplex printing
[¥] Scale content for A4 or 8.5 x 11" paper sizes
i ™—

Centimeters

07/06/2021

~ AHién thi/An thanh thwéc ké-

6 Vao tab View & Ruler

“Home Insert  Pagelayout  References Mailings Review | View =@
J _U 53 Web Layout © [ [lonepage  CE NewWindow 13 ==
| .
Outline [T Gridiines ., A 0 G0 Two Pages | [ Arrange All a} =2
Print |Full Screen Zoom 100% Switch | Macros
Layout| Reading Draft [ navigation Pane =] Page width | [=] Split 44 windows ~ -
Document Views Show Zoom Window Macros
)
-
-
+
o
=
Page:1of1 | Words:0 | English (US) | 9=

General
Display
Proofing
B open ||l
Language
Advanced
Info
Customize Ribbon
Quick Access Toolbar
Recent
Add-Ins
New Trust Center
Print
Save & Send
Help

2] Options

L—_‘ Customize how documents are saved.

Save documents

Save files in this format: | Word Dacument (*.dacd []

[#] Save AutoRecover information every |10 | minutes

Keep the last autosaved version if I dose without saving
AutoRecoverfile location: | C:\Users\DellAppData\Roaming\MicrasoftWard\

Default file location:

sers\Dell\Documents\,

Offiine editing options for document management server files
Save ehecked-out files tox i

The server drafts [ocation on this computer

The Office Document Cache

Seryer drafts location: | C:\Users\Dell\Documents\SharePoint Drafts\

Preserve fidelity when sharing this document: @] Document1 E]

] Embed fonts in the file i
Embed only the characters used in the document (Dest for reducing file size)
Do not embed common system fonts

[ Bt




A

Hon|

Recent

New

Print

Save & Send

Help

Options

[ Bt

: édogo tat
0 Vao tab File & Options & Proofing & AutoCorrect

07/06/2021

Word Options.

General

Display

Proofing

save

Language
Advanced

Customize Ribbon
Quitk Access Toolbar
Addns

Trust Center

AutoCorrect: English (U.S)

AutoFormat

AutoFormat As You Type

how AutoCorrect Gptions buttons

orrect TWo INitial CApitals

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

Carrect accidental usage of CAPS LOCK key

Replace text a5 you type

m

| vl du

very

virtually

Cancel

| Téng két Chuong 1T
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