CAC PHIM TAT TRONG MICROSOFT WORD

* Menu & Toolbars

Alt, F10: M6 menu 1énh

Ctrl + Tab, Ctrl + Shift + Tab: Thuc hién ngay khi thanh Menu dugc kich hoat dé chon
cac thanh menu va thanh cong cu.

Tab, Shift + Tab: Chon cac tinh ning ké tiép trén thanh cong cu.

Enter: M¢ 1énh dang chon trén Menu hodc Toolbar.

Alt + Spacebar: Hién thi Menu hé thong.

Home, End: Chon 1énh dau tién hodc cudi cung trong Menu con.

* Tao, Chinh Stra Va Luu Van Ban

Ctrl + N: Tao van ban moi.

Ctrl + O: Mo mot van ban madi da duogc soan thao trudc do.

Ctrl + S: Luu van ban soan théo.

Ctrl + C: Sao chép van ban.

Ctrl + X: Cat mot ndi dung bat ki trong vin ban.

Ctrl + V: Dan van ban.

Ctrl + F: Tim kiém tit/cum tir hodc doan vén ban.

Ctrl + H: Chirc nang thay thé, thay thé mot tir/cum tir bang mot tir/cum tir khac.
Ctrl + P: In 4n vin ban.

Ctrl + Z: Tr6 lai trang thai van ban trude khi thyc hién lan chinh stra cudi cing.
Ctrl + Y: Phuc hoi trang thai van ban trude khi str dung 1énh Ctrl+Z.

Ctrl + F4 , Ctrl + W, Alt + F4: Dong lai van ban.

* Chon Poan Vin Ban Hoic Mot Dbi Tuong Nao Do.

- Di chuyén, chon doan van

Shift + —>: Di chuyén con tro chudt dén ki tu phia sau.

Shift + <—: Di chuyén con tro chudt dén ki tu phia trudc.

Ctrl + Shift + —>: Di chuyén con tré chudt dén mot tir déng sau.

Ctrl + Shift + <—: Di chuyén con tr6 chudt dén mot tir dang trudc.

Shift + (miii tén hudng 1én): Di chuyén con troé chudt dén hang trén

Shift + (mui tén huéng xudng): Di chuyén con tré chudt xudng hang dudi.
Ctrl + A: Chon toan bd van ban.

- X6a doan van ban hodc mot ddi tuong

Backspace: X6a mot ki tu phia trudce.

Ctrl + Backspace : X6a ki tu phia trude.

Delete: X6a ki ty phia sau con tro chudt hodac maot doi twong nao do.
Ctrl + Delete: X6a mdt tir & ngay phia sau con tré chuot.

- Di chuyén doan vin ban

Ctrl + Phim miii tén bat ki : Di chuyén qua lai giita cac ki tu.

Ctrl + Home: Di chuyén chudt vé dau doan van ban

Ctrl + End: Di chuyén con tré chudt vé vi tri cudi cling trong vin ban
Ctrl + Shift + Home: Di chuyén chudt tir vi tri hién tai dén dau van ban.
Ctrl + Shift + End: Di chuyén chudt tir vi tri hién tai dén cudi van ban.

- Pinh dang véan ban



Ctrl + B: In dam.

Ctrl + D: Mo hop thoai thay d6i font chit.

Ctrl + I: In nghiéng.

Ctrl + U: Gach chan.

- Can 1& doan van ban

Ctrl + E: Can chinh doan van ban dang chon tai vi tri trung tam.
Ctrl + J: Can chinh déu cho van ban.

Ctrl + L: Can trai cho van ban.

Ctrl + R: Can phai cho van ban.

Ctrl + M: Lui dau dong doan vin ban.

Ctrl + Shift + M: Xo6a dinh dang Ctrl + M
Ctrl + T: Lui doan van ban 2 dong tr¢ di.

Ctrl + Shift + T: X6a dinh dang Ctrl + T.

Ctrl + Q: X6a dinh dang canh 1& doan vin ban

* Sao Chép DBinh Dang Van Ban

Ctrl + Shift + C: Sao chép doan vin dang c6 dinh dang can sao chép.
Ctrl + Shift + V: Dan dinh dang da sao chép vao vung dit li¢u dang chon.

* Tao SO Mil

Ctrl + Shift + =: Tao sé mi, vi du H2

Ctrl + =: Tao sd mii ¢ dudi (thuong dung cho cac ki hiéu hoa hoc), vi du H20

* Lam Viéc Trén Cac Bang Biéu

Tab: Di chuyén va chon noi dung ctia 6 bang biéu ké tiép hodc tao mot dong méi néu
dang & 6 cudi cung trong bang.

Shift + Tab: Di chuyén con tro chudt téi ndi dung cua 6 lién ké.

Shift + cac phim miii tén: Chon ndi dung cta 6 lién ké ngay vi tri dang chon.

Ctrl + Shift + F8 + Cac phim mili tén: M& rong ving chon theo timg 6 bang biéu.
Shift + F8: Thu nho kich thudc vung chon theo ting 6.

Ctrl + 5 (khi dén Num Lock tat): Chon ndi dung ciia toan b 6 bang biéu.

Alt + Home: Vé 6 dau tién cta bang biéu

Alt + End: V& 6 cubi ciung caa dong hién tai.

Alt + Page up: Tré lai 6 bang biéu dau tién cua cot.

Alt + Page down: Trd lai 6 bang biéu cudi ciing cia cot.

Mii tén 1én: Di chuyén con tré chudt 1én trén mot dong

Mili tén xudng: Di chuyén con tré chudt xuéng dudi mot dong.



Thua cac thay co day 14 9 meo vit hay dé thiy co soan bai . N6 rét hitu ich cho thay co .
Xin thay c6 xem tiép dé biét 0.

1/. Bbi chir thuong thanh chir hoa va nguoc lai

Thong thuong néu ban soan vin ban bang tiéng Viét thi chuyén doi chir thuong thanh
chir hoa va nguoc lai la:

(G0 van ban bang chir thuong --> chon font chir Viét-hoa dé "ho bién" thanh chir hoa va
khi mudn quay vé chir thuong thi chi can doi lai font.

Con néu khi ban gd tiéng anh, phap ma khong dung may cai font viét d6 thi lam thé nao.
Rét don gian chi can vai thao tac: chon doan van ban bang cach boi den va nhan gitr phim
SHIFT + nhan F3 dong thoi "ho bién" 1a ban da c6 ngay doan van ban cung ndi dung
khac hinh thirc 161 d6! Néu mudn nd quay trd lai chir thuong thi chi can an thém mot lan
nira l1a ok !

2/. Muén mé nhiéu file cing mot thao tac

M&i 1an mé mot file ban phai trai qua mot sd thao tac:

Open --> hién cura s6 open;

Select file --> chon file can mo;

bong v --> s€ m¢ file da chon;

néu tiép tuc mo file thir hai lai phai quay lai timg day thao tac u? Khong nén lam nhu
vay: cham --> dnh hudng dén tai nguyén cua ban (thoi gian) va lai khong chuyén nghiép.
meo: ban chon OPEN --> hién 1én ctra s6 OPEN. Tiép d6 nhén gitr SHIFT va chon s
lugng file thoai mai. Cudi cung la nhan OK.

vay 1a ban d3 m& dugc nhiéu file voi chi mot hanh trinh rdi do 11!

3/. Quay tré lai diém xtr Iy cudi cung

Gia sir ban lam viéc véi mot van ban dai (c6 t6i vai chyc trang chang han). Khi ban di
chuyén dén mdt vi tri khac dé thyc hién mot cong viéc khac va ngay sau d6 ban muon
quay trd lai diém lam viéc trude do. Thay vi 1t tung trang d€ tim lai doan van ban d6 hay
nhan t6 hop phim SHIFT + FS5.

Minh rét khoai cai chirc nang nay. Néu khong c6 n6 thi mdi 1an ngdi do tim lai ciing hét
hoi. C6 1& do tinh minh hay dang tri !!!

4/. Chuyén trang nhanh trong word

Thong thudng dé chuyén nhanh dén mot trang nao do thi chung ta ding chirc ning Go to
page. B¢ thuc hién chirc nang nay doi hoi ban dao qua hang thyc don (menu) gom: Edit /
Go to/ Page. D1 dao v6i nguoi yéu thi ai cling thich chir di dao vé1 ban phim hay con
chudt may tinh thi cling chang may ai hao hung.

Néu ban dung Windows - English version thi chi can nhan t6 hop phim Ctrl + G 14 chi
trong nhay mat ctra s6 Go to page hién ra va chi can mot thao tac g0 so trang can dén la
OK. Tuy nhién minh c6 gap phai mot van dé 1a khi nhan Ctrl + G thi n6 khong hién ctra
s0 d6 ma lai thyc hién chirc nang "t6 dam cht" (Bold : Ctrl + B) ay. Thyc ra cai phim go
tat nay c6 thé dinh nghia theo nguoi dung nhung khong nhé di mdt vong quanh thé gisi
dé stra lai céi dinh nghia nay cho hgp v6i minh???

Kho 16 céi ranh. Loay hoay mot hdi thi cling tim ra dugc mét cach khac. Hoa ra chi can
click hai nhat vao so trang trén thanh trang thai (status bar) nam & phia dudi ctra s6 cia
Word thé 1a ctra s6 Go to page ngoan ngoan hién ra.



Khong tin ban ctr thir xem sao ?

5/ Chtric ndng zoom in/out v&i chudt ¢ chirc nang 1at trang

Néu ban dang xir Iy vin ban trong word va con chudt ctia ban c6 chirc ning 14t trang.
Muodn zoom in/out dé€ view hay quan ly van ban cua ban, thay vi chon phan tram kich
thudc trén box zoom thi ban c6 thé thao tac nhanh bang céch:

Nhén giir Ctrl va 1an con lan 14t trang ctia chudt. Hiéu qua va chuyén nghiép - ban thi
xem

6/ Format chit trong AutoCorrect:

AutoCorrect 1a mot chtrc nang tuyét voi gitp tiét kiém "strc lao dong" bang cach tu dong
thay thé tir hodc cum tir sau khi ban nhép vai ky ty dai dién. Ngoai ra, n6 con gitip stra
nhiing 16i chinh ta thudng gap. Thuc té, AutoCorrect con ¢6 thé 1am duoc nhiéu hon thé.
V6i su "hao hiép" ctia minh, AutoCorrect cho phép thay thé day ky tu di dugc format - in
nghiéng, dam, chon font, mau sdc... Chuc nang nay that tién loi khi soan cac van ban dac
biét nhu bang bao gia co logo ctia cong ty, gidy moi... Trudce tién, ban format cum tir can
thay thé, boi den rdi vao menu Tools > AutoCorrect Options > thé AutoCorrect > chon
Replace text as you type.

Trong phan Replace, ban nhap nhimng ky tu dai dién nhu: binh thuong. Pimg quén kiém
tra phan chit bén tay phai da duoc format theo y mudn chua. Trong truong hop
AutoCorrect quén khong format thi ban van c6 thé khac phuc bang cach click chon
Formatted text & phﬁn With trude khi nhan nit Add. Gio thi moi chuyén da on, click 1én
OK d¢ quay tré lai van ban dang soan thao.

7/ Phim tat dé gach chan

Néu Ctrl + U (Underline) giap ban nhanh chong gach dudi chir thi t6 hop phim Ctrl +
Shift + W s& dem dén mot "thé loai" gach chan méi. Thay vi gach mét duong thang lién
tuc dudi cum tur, gio day, gach ngang s€ xuat hi¢n dudi tirng chir. Sy khac biét ndm &
day!

8/ Format toan van ban

M&i lan thay d6i ché do format ctia mot doan van ban bang chirc niang Styles and
Formatting, ban thuong buc bdi vi budc phai chinh stra lai toan bg van ban. Cé rat nhiéu
giai phap nhung dé tiét kiém t6i da thoi gian, ban nén str dung dén tha thuat sau: Sau khi
chon doan vin ban can format, vao menu Format > Styles and Formatting. Khi cira so
Styles and Formatting xuat hién, click chudt phai 1én tén style > chon Modify.

Trong cira s6 Modify Style, ban danh dau chon Automatically Update rdi click OK dé Iuu
lai thay d6i. Thii thuat s& giup ich cho nhiing ai thudng dung vai style nhat dinh khi soan
thdo van ban. Vi tur "gidy phut dinh ménh" nay, khi ché do format dugc chon cho mot
doan vin ban, "phan con lai caa thé gisi" ciing s& thay d6i theo.

9/ Tao lap template yéu thich

Ban thuong xuyén dung mot s0 template tir "kho" cung cép san ciia Word. Va 1an nao sir
dung, ban ciing déu lap di lap lai viec chinh stra n6 theo y riéng cua minh. Vay tai sao ban
khong "ho bién" template theo ¥ thich rdi luu thanh "cia riéng"? Pau tién, ban mo cua sO
Templates bang cach vao menu File > New, chon General Templates. Khi ctra s6
Templates xuat hién, ban chon template yéu thich rdi di chudt xudng phan Create New,
click chon Template truéc khi nhan OK.



Luc nay, Word sé& quay vé cira s6 soan thao véi template duoc mé san. Gio thi ban dugc
thoa stre chinh stra template theo y mudn. Sau khi hoan tat cong viéc "sang tao", ban click
Save as roi dit tén méi cho template. Néu chu ¥, ban s& thdy Word da thiét 1ap san dinh
dang va duong din dé luu file. Lan sau, khi can dung dén no, ban chi viéc vao thé
General trong cira s6 Templates.

day1a phan 1 con phan 2 nita



