(BXM)
(Bé nhirng phan don gian)

e QUY TAC CO BAN KHI SOAN THAO VAN BAN :
A. Cac khai niém co bén :
- Ky tu( Character ) : La mot phim dugc nhén tir ving phim ky tu( ngoai trir cic phim
Shift, Ctrl, Alt va Caps Lock ). Ban ciing can phan biét rd hai loai ky tu, d6 14 : nhiing
ky tu inra gidy( printable characters) va nhiing ky tu khong in ra gidy( non — printing
characters, nhimg ky tu nay thdy duoc trén man hinh )
- Tur( Word) : La mot tap hop gdm cac ky tu dugc dit giita hai Ky tu tring
- Cau( Sentence) : La mot tip hop gdm céc tir dit giira hai ddu cham cau
- Dong(Line) : La mdt tp hop gdm cac tir, bit dau tir 18 trai dén 18 phai trén man hinh
- Poan( Paragraph) : La mot tap hop gdm céc tir, cac cdu, duoc dat gitta hai ddu phan
doan( paragraph ) . O noi nao ban nhan phim Enter, noi d6 ban da dit mot ddu phan
doan
- Trang( Page) : La tap hop gdm cac dong, doan, cac ddi tuong khac. Pugce hién thi
trén mot mat cua to gidy in( dugc khai bao trong menu File = Page Setup
+ Co hai loai ngat trang :
- Ngit trang mém( Soft Bresk Page ) : Do phan mém quy dinh
- Ngit trang cimg( Hard Break Page ) : Do nguoi str dung quy dinh khi muén
quatrang som
- Chuong(Section ) : La tap hop gom céc doan, cac trang duoc dit gitra hai dau
ngit chuong ( End of Section)
- Tai lidu( Document ) : La tap hop gdm cac chuong va dugc luu 1én dia dudi mot tap
tin
B. Cac quy tic :
- Nhap vin ban tir 1& trai sang 1& phai, khi vin ban tdi 1& phai Word s& ty dong cudn
xubng hang. Khong bim phim Enter dé xudng hang trong mot doan van ban
- Bén trai ddu ngdt cau khong dugc c6 khoang tring
- Bén phai d4u ngit cau bat budc c6 khoang tring
- Riéng ba déu : ? ! thi bén trai nén c6 khoang tring
- Bén phai ddu mé ngoic, bén trai diu déng ngoic khong cé khoang tring
- Khi can dua con tro nhay mot khoang xa bam phim Tab, tuyét di khong dung thanh
Spacebar
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C. Ché @9 nhap vin ban :
- C6 2 ché @6 nhap van ban
+ Ghi chén ( Insert ) : Ky tu nhap s€ chén vao vi tri con tro
+ Ghi de (Overtype ) : Ky tu nhap vao s& d¢ 1én ky tu & bén phai con tré
* Chuyén doi ch€ do Insert va Overtype :
- Bam phim Insert
- Nhap dap vao 6 OVR ¢ thanh trang thai

e CACH TRINH BAY VAN BAN :

A. Khai ni¢m :

- Khi lam viéc véi nhimg tai liéu trong Word, ban ¢6 thé chon nhiéu cach trinh bay van
ban. C6 4 cach trinh bay sau day :

+ Normal View : Trinh bay tai liéu lién tuc tir trén xudng dudi, nhimg chd ngit trang
dugc thé hién bang duong chdm chim

+ Web Layout View : Trinh bay van ban theo dang trang Web

+ Print Layout View : Trinh bay vin ban theo timg trang. O cach trinh bay nay nhiing
gi ban thay trén man hinh nhu thé nao thi in ra gidy nhu thé iy

+ Outline: Trinh bay tai liéu theo dang dai cwong dé ban d& dang xem va bd tri lai noi
dung

B. Thay déi cach trinh bay :

* Céc cach :

- Chon menu View & Chon céach trinh bay twong g

- Click chon biéu tugng trinh bay twong Gng trén thanh Scroll bar

Yiew | Insert  Format  Too

=l Normal

S Web Layout

Print Layout,

A4 Reading Lavout

A Outline
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1.Thay déi don vi do : Vao Tool > Genenerral > Measurement units : Chon
Centimeters> OK.

Options
Security Spelling & Grammar | Track Changes
User Information It Compatibility File Locations
Vigw General : Edit Prink Save

General options
Allow starting in Reading Layouk

[]iBlue background, white text

[ provide Feedback with sound

Praovide feedback with animation

|:| Confirm conversion at Open

Update autamatic links at Open

Mall as attachment
Recently used File list: 4 % | entries
[]Help for WordPerfect users

[] Mavigation keys for WordPerfect users

[ allow background open of web pages
Automatically create drawing canvas when inserting fAutoShapes

Measurement units: Centimeters bl

[] Show pixels for HTML Features

[SErgice Options. .. ] [ ‘Web Options. .. ] [ E-rmail Options. .. ]

[ Ok, ][ Cancel ]

2. Thiét lap 18 cho tai liéu :
- Vao File> Page Setup ... xuét hién hop thoai
- Trén thé Margins, nhap khoang cach |é trang :
+ Top :Létrén (Chon: 2.54 cm)
+ Bottom : L& dudi (Chon : 2.54 cm)
+ Left : Lé trai (Chon : 3.17 cm)
+ Right : L& phai(Chon : 3.17 cm)
+ Gutter : 0O cm
+ Gutter position : Left
+ Multiple pages : Noma
+ Apply to : Whole document.
» Default .
» ChonYes.
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Page Setup

Margins | Paper Layouk

Margins — .
Top: Eottom:! 2,54 cm $_i
——

Left: Right: |3.17 cm ‘.,‘_|

ETESITN | |
Gutker: 0 cm _3] Gutker position: |Left L

Crientation

i_ T

Al =®

| |

Portrait Landscape
Pages - =
Multiple pages: | Marmal v:
Preview

Apply bo:

Whole document v o i

T

3. Chon thé Paper : Trong danh sach Paper size chon kiéu A4, nhip OK > Chon
Default > Chon Yes.
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Page Setup

| Margins | Paper | Layout |

Paper size:
T
wiidth: z1em %
Heighk: mj

Paper source
Eirst page: Other pages:
ef i Defaulk bray (Default tray)

Defaulk traw

Default tray

Presigw
Apply bo:
|—Wh0|e document w |

Print Options... e s
Default. .. O ][ Cancel

Microsoft Office Word

9 Do you want to change the defaulk settings for page setup?

L]
This change wil affect all new documents based on the NORMAL template,

[H’es][Nul
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4. Kham pha thanh trang thai
- Vao Tools > Options, xuat hién hop thoal.

Options
Security Spelling & Grammar Track Changes
1 User Information | Compatibility File Locations il
LA T R R Rl R B

] Show

E E' Smart kags ‘Windows in Taskbar

E Highlight snimated kext [ Field codes
[] Bockmarks Horizonkal scroll bar Figld shading: -
Skatus bar Wertical scroll bar 'F'.Iways w |
ScreenTips [ pickure placeholders '

Formatting marks
[] 1ab characters [] Hidden kext
[] spaces [] optional hyphens
[ Paragraph marks CJal

Print and Web Lawout options
Cirawings White space between pages (Print wiew only)
[[] ohiect anchors [ Background colors and images (Print view onky
[ Text boundaries Wertical ruler (Prink view onby)

Qutline and MNarmal options -
[ wrap to window Sbyle area width: [0 cm
[ Draft Font:

x|

[ OF, ][ Cancel ]

- Chon thé View, danh dau chon vao Status bar
- Thanh trang théi cho biet nhitng thong tin v€ van ban dang duoc soan thao, nhu
tht tu trang hién tai, phan, dong, toadé con tro, ...
+Chuy:
-c6 thé nhap dap vao sb thir tu cuatrang dé goi hop thoai Find and Replace
- Ngoai ra, trén thanh trang thai con c6 cac chicc nang REC, TRK, EXT,
OVR. bé bat hoic tit cac chirc nang nay, chi viéc nhap dap vao cac chic
nang do, trong do :
* REC la chic nang ghi macro, chirc nang nay thuc hién cac thao tac mét
cach tu dong
* TRK giup theo ddi moi hoat dong trén vin ban gbc
* EXT cho phép danh dau khéi dé chon doan van ban bang cac phim miii
tén
* OVR chirc nang ghi d¢, tirc 1a cac ky tu bén phai con tré s& duoc thay thé
bang ky tu dugc gb vao.
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+ Pé bo dong chir gach chén :

User I_nForma_tior_u_ C_o_mpatibility I File Locations

Yiew | General | Edt Prink | save

Security Spelling & Gramnar | Track Changes
Speling

[Micheck speliing as you type!

|:| Always suggest corrections

[ suggest from main dickionary only
Ignare words in UPPERCASE
Ignore words with numbers
Ignore Internet and file addresses

’ Cuskarn Dictionaries. ..

Grammar
[] check grammar as you kype Yriking s!:_}fle:

|Grammar only |

Sethings. ..

[] check grammar with spelling

Proofing Tools

Check Document

OF, ][ Cancel ]

- B6 dau kiém cta Check spelling as you type va
Check grammar as you type
5. Ty dong veéi Auto Text
-Word cho phép thém ty dong mot cum tir vao vin ban thay vi phai gd bang tay. Dé sir
dung tinh nang Auto Text, thyc hién cac buéc sau :
a. Nhap phai vao vi tri bat ky trén thanh menu va chon Auto Text
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Sktandard -
Forrmatting -

| auktoTexk

Control Toolbo:x
Database
Drawing

E-rail

Farms

Frames

Mail Merge
outlining
Pickure
Reviewing
Tables and Borders
Visual Basic
Web

Web Tools
“word Counk
“Wordark

Cuskamize. ..

b. Nhép vao biéu twgng ban phim trén thanh céng cu

& Al Entries = e,

c. Chon thé Auto Text , nhap cum tir cin thém vao 6 Enter Auto Text entries here, sau
d6 chon Add
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AutoCorract

(el Ele s A T
AutaTexk |

AutoFormat I Srart Tags

Show AuktoComplete suggestions
To accept the AutoComplete suggestion, press Enter
Enter AukoText entries here:
|1 Lave 45N Bai Hoc Thiry Lai | [ add |
[Dear sir or Madam:
|Dear Sirt
|DHTL
|Filenarne |
lFiIename and path =
H

52

[HHL
|\H@m nay 13 thir sau
\I Love 45M Bai Hoc Thiy Lai b

Preview

Look in: i Al active kemplates b

[ OK ][ Cancel ]

d. Sau khi di thém nhitng cum tir méi vao Auto Text, méi [An mudn cheén cum tir d6

vao tai liéu chi viéc chon cum tir cin chén, nhap Insert
AutoCorrect E|

AutoCorrect

AUEOETIAL A ON TV
AuboText |

AukoFormat I Smart Tags

Show AutoCompleke suggestions

To accept the AutoComplete suggestion, press Enter

oText entries here:

22

|Filenamme
|Filename and path

i
|HHL -

| I thir séu

1 =g i H b Lai

| 5
|1 Lowe 450 Bai Hoc Thity Lai
|In reqgards bo:

o
Preview
I Love 45H Brai Hoe Thiy Lod
Look in: inll active templates e

[ oK ] [ Cancel
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® Xoay hinh :

- Xoay hinh 90° : Chon Picture can thao tac. Chon biéu tuong Rotate L eft
- Hodc nhap chudt phai vao thanh cong cu chon Picture va kéo xudng goc man hinh va nhép
i 3 l 1 | | I+ = 5y H

vao goc co ddu tam giac

P ) S T R ol = - R PR
[ ]l eicture... Picturs » ||Add or Remove Eu
ﬂu Color Cuskomize. ..
JT Mare Contrast
n.jl Less Contrast
+] More Brightness
[+]iat
.

Less Brightness

Crop

Rokate Left 90°

=]

[V ]#

i
. = Line Style
. :,ﬂ: Compress Pickures...
. | Iext Wrapping
. {5}, Earmat Object...
. lf Set Transparent Color
[+ ]

Resek Picture

Reset Toolbar

6. Chuyén DPéi Chir In Sang Chir Thwong Va Ngwoc Lai
- Sir dung nhiéu lan Shift + F3

7. Pinh dang hiéu &ng

a. Dong chit nho bén duoi : Ctrl + =

b. Chi s6 mii - Ctrl + Shift + =

-Ctrl + lan chudt : Zoom

-Ctrl + 1 : Gian dong don

-Ctrl + 2 : Gidn dong d6i

-Ctrl +5: Giandong 1,5

-Ctrl +0 : Tao thém d6 gian dong don trudc doan
-Ctrl + L : Can dong trai
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-Ctrl + R : Can dong phai

-Ctrl + E : Can gitta

-Ctrl + J: Can dong chit dan déu 2 bén, thing |&

-Ctrl + N : Tao File méi (Word méi)

-Ctrl + O : Mo Fileda c6

-Ctrl + P: In an File

-F12: Luu tai liéu véi tén khac

-F7 : Kiém traldi chinh ta tiéng Anh

-Ctrl + Z : B6 qualénh viralam

-Ctrl +Y : Khéi phuc I1énh virabo (Nguoc lai vai [énh Ctrl + Z)
-Ctrl +Shift + S: Tao Style (heading) > dung muc luc tu dong
-Ctrl + Shift +F : Thay d6i phong chit

-Ctrl + Shift + P: Thay ddi c& chi

-Ctrl + D : M& hop thoai dinh dang Font chir

-Ctrl + M : Lui doan van ban vao 1 tab ( mac dinh 1,27 cm)
-Ctrl + Shift + M : Lui doan van banralé 1 tab

-Ctrl + T : Lui nhitng dong khéng phai 1a dong dau ciia doan vin ban vao 1 tab
-Ctrl +Shift + T : Lui nhitng dong khong phai 1a dong dau cua doan van ban ralé 1 tab
- Ctrl +F : Tim kiém ki tu

- Ctrl + G (hoic F5) : Nhay dén trang sb

-Ctrl + H : Tim kiém va thay thé ky tu

-Ctrl + K : Tao lién két (link)

-Ctrl +] : Tang c& chir

-Ctrl +[ : Giam c& chir

- Ctrl + W : bong File

-Ctrl + Q : Lui doan vin ban rasat 1& ( Khi dung Tab)
-Ctrl + Shift +>: Tang 2 ¢& chir

-Ctrl + Shift + < : Giam 2 ¢& chir

-Ctrl + F2: Xem hinh anh ndi dung File truge khi in
-Alt + Shift + S: Bat/ Tat phén chia cira s Window
-Ctrl + Atl + O : Craso MS Word ¢ dang Outline
-Ctrl + Atl + N : Ctrasd MS Word ¢ dang Nomal

-Ctrl + Atl + P: Ciraso MS Word ¢ dang Print Layout
-Ctrl + Atl + L : Panh sb va ki tu dong

-Ctrl + Atl + F : Banh ghi cht (Footnotes) ¢ chan trang
-Ctrl + Atl + D : Banh ghi cha ¢ ngay duéi dong con tré ¢ do
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-Ctrl + Atl + M : Banh chi thich (nén 1a mau vang) khi di chuyén chust dén mai xut hién
chu thich

- F4: Lap lai Iénh viralam

-Ctrl + Atl + 1 : Tao heading 1

-Ctrl + Atl + 2 : Tao heading 2

-Ctrl + Atl + 3: Tao heading 3

-Alt + F8: M¢& hop thoai Macro

-Ctrl+ Shift + “+” : Bat / T4t danhchi s trén

-Ctrl + “+” : Bat / Tt chi sd danh dudi

-Ctrl + Space : Tré vé dinh dang Font chir mac dinh

Ctrl + Shift +A : Chuyén ddi chit thuong thanh chir hoa (véi chir tiéng Viét c6 dau thi
khong nén chuyén )

-Atl + F10 : Phéng to man hinh (Zoom)

-Atl + F5: Thunho man hinh

-Atl + Print Screen : Chup hinh hop thoai hién thi trén man hinh

-Print Screen : Chup toan b man hinh dang hién thi.

+ Céc phim di chuyén con tré :

- Ctrl + — : Qua phai mét tur

- Ctrl + « : Qua trdi mot tur

- Ctrl + 1 : Lén trén mot doan

- Ctrl + | : Xudng dudi mot doan

- Ctrl + Alt + PgUp : Lén dau trang man hinh

- Ctrl + Alt + PgDn : Xudng cubi trang man hinh

- Shift + F5: V& vi tri sau cing cta diém chén

+ Thao tac chon khoi

- Ctrl + Shift + Home : chon dén du van ban

- Ctrl + Shift + End : Chon dén cudi van ban

+ Céc phim thay d6i kiéu chir
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- Ctrl + Shift +D : Gach dudi nét do6i

- Ctrl + Shift + K : Ddi ra chir hoa nho

- Ctrl + Shift + A : Doi ra chit hoa

- Ctrl + Shift + W : Gach dudi mdi tir

+ Cac phim déng bién

- Ctrl + M : Doi 18 trai qua phai 1 Tab ( Nguoc lai 1a : Ctrl + Shift + M)

- Ctrl + T : Doi cac dong dudi ctia doan van ban qua phai 1 Tab ( Tuong tu trén) - Ctrl + J
Canh doan vén ban déu 2 bién

- Ctrl + Q : G& bo cac dinh dang doan, cac kiéu dong bién, cac diém dimg Tab.
9.Tinh toan trong Word

A. Sir dung may tinh trong Word

-Vao View> Toolbars > Customize hoic nhap phai vao thanh Menu.

Customize E|®

| Toolpars | Commands | Options |

To add a command to a toolbar: select a category and drag the
command out of this dialog box to a toolbar,

Cateqoties! Commands:

|File Al | Unlink Fields |
| Edit | |
| Wigw Unlock Fields

| Insert

| Farmat | Lock, Fields

E | Tools Calculate |

| wieh | By Repaginate |
| Window and Help i : |
| Drawing w | [ % Shrink One Page ||

election - [ Rearrange Commands. ..

Save in: ;:Nnrmal.dot VI [Ee'fbnard... ] [ Close ]

- Trong thé Commands, chon Tools trong danh sach Categories, nhap Tools

Calculate va kéo tha vao mot vi tri bat ky trén thanh menu .
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- Khi tinh toan tadanh dau khéi toan bo phép tinh, nhip Tools Calculate roi nhan
Ctrl +V dé dan két qua vao tai liu.
- VIDU: Tinh 17*2= , talam nhu sau :
a Panh dau khbi 17+2
b. Nhip vao thanh Tools Calculate trén thanh cong cu
c. Dat vi tri con tré sau diu = va an t6 hop phim Ctrl +V.
B. Tinh toan trén bang

-Vao Table > Formula rdi lwachon mot ham tinh toan. Tinh trong Word rat han ché
-VIDU : 14246= 9
a. bit con tro vao sau dau =

b. Chon Table> Formula, chon ham SUM trong Paste function dé tinh phép
cong

Formula @

Eormula;

Murnber Format:

Paste Function:

Cancel

-Nhap 1,2,6 vao trong ham SUM va OK .

-Tinh tuong tu cho cac ham khac.

C. V& hinh trong Word
- V& duong thang, hinh vuong, hinh tron, duwdng cong gay khic....
-Chon Drawing
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Standard
Formatting
AutoText

Control Toolbo:

Database

| Drawing

E-rnail
Forms
Frames

Mail Merge
Dutlining
Picture
Reviewing
Tables and Borders
Visual Basic
Web

‘Web Tools
‘Word Count
Worddrt

Cuskamize. ..

- Trén thanh cong cu v& bao gdm nhiéu chirc ning nhu v&, t6 mau, chon d6 day nét
v&, v& cac hinh khdi, cac mau hinh chuan .....

Draw~ L& | AutoShapes+ ™, DD_J../ﬂ%,, gl 3| - = A=

- Khi ¢in v& doan thing, nhip vao biéu tuong v& duong thing , nhan va gitt phim
Shift trong khi v&, khi d6 con tro chudt s& di chuyén theo duong thang.

-Khi can v& mot duong cong phic tap, trén thanh cong cu Drawing
vao AutoShapes > Lines > Curve

-15-

pdfMachine
Is a pdf writer that produces quality PDF files with ease!
Produce quality PDF files in seconds and preserve the integrity of your original documents. Compatible across
nearly all Windows platforms, if you can print from a windows application you can use pdfMachine.
Get yours now!



http://www.pdfmachine.com?cl

Conneckors

Basic Shapes

R S

Block Arrows

£

8

Flowchart
Stars and Banners

Callouts

3

N

IMore AutoShapes. ..

- Tuong tu, vao AutoShapes > Lines >
tiep nhau hoac vé tu do.

Autoshapes = |~ ™ [ O A o £3

FreeForm dé v& cac duong gay khuc lién

Flowchart
Stars and Banners
Callouts

More Autoshapes. ..

& B & 50 o k9 |25

| Lines » | ........
Now %y
Conneckors » 5 IE' é/&
Basic Shapes »
Block Arrows » Freefor

»

Autoshapes = | [ O 2 A 53
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- Néu dudng cong, gap khac chua nhu ¥ mudn, nhap phai vao ddi twong rdi chon

Edit Points
I o 71
! 6
I, ol
& Cut
53 Copy
|4 Paste
|:Z Edit Faints
Close Path
i° ~ il
Grouping 3

-Luc nay, cac diém neo trén duong sé hién lén, c6 thé tu do diéu chinh theo ¥ mudn,

c6 thé thém diém (add points), x6a bét diém (delete points) dé diéu chinh dwong nét
mém mai hon
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&dd Paint

‘ Delste Point

C|ose Path

Auto Point

Smooth Poink

Straight Point

Corner Poink

E:xit Edit Point

Set Autoshape Defaults
% Format AutoShape. ..
H ?i.] Hyperlink. ..

- Mubn t6 mau cho ddi tuong doi hoi ddi twong do phai duoc tao ratir mot duong
khép kin, dé 1am diéu nay chi viéc nhap phai vao doi tugng va chon Chose Patch.
Thi s& tao thanh mét vong kin.

s 242 200
/ e

Cuk
Copy

A

Paste

o]
LY

REL

Edit Points

| Close Path

Grouping ]

Order 3
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- Mubn t6 mau cho nguyén dudng thing do thi chi cin nhip chubt trai vao dau
duong thang va chon Color

* Cit xén Picture
- Nhap chudt phai chon Picture

=

- Click vao Crop
e Taokhung Anh
- €6 thé sir dung AutoShape trong Word dé tao ra nhitng khung hinh dep theo y
muén. Mot diéu can luu ¥ 1a phai phong doan kich thudc cuaanh dé tao rakhung
vuavaéi anh.

o VIDU : Tao mot khung Oval cho hinh
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a Vé mot hinh Oval sao cho kich thudc tao thanh mt khung anh vira van.

b. Nhip phai vao hinh Oval va chon Format AutoShap, cuat hién hop
thoal

C. Chon thé Color, chon Fill Effects
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Format Picture |z

Colors and Lines | Size | Layout || Picture | TextBox | Web |
Fill
Color: :
Transparency': | o Fill | |
Lire ENEEEEENR
N EEEEEEEN
olor; —
= | HEAEEN
Drashed: u . W L . | ! .75 nt _i
Orrowns
More Calors, .,
Begin style:
ERZinEs Eill Effects. . |
Beqgin size: End size:

o4 ] [ Cancel ]

d.Chon thé Picture, nhap Select Picture

Fill Effects 3
| Gradiert || Texture | Pattern.i

Picture: £t

Cancel
| |
Sample:
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d. Chon anh can tao khung, nhip Insert.
e. OK
e Note: Quan trong 1a chon dang ¢& hinh
10.Chuyén tir Text sang Table
- Khi gd xong mot doan vin ban, dé trinh bay dep hon ta nén dua vao trong Tablel.
Word cho phép chuyén dbi tu dong tur Text sang Table ma khong can phai gd lai tir dau.
- Pé thuan tién trong viéc chuyén ddi, van ban nén c¢6 nhitng diu cach. Nho c6 diu

cach nay ma Word c6 thé hiéu duoc doan nao s& duoc dwa vao cel nao. Dau cach co thé

1a khoang trang, dau tab, dau phay hoac diu ndi,.....

Ho va tén : Bui Xuian Mmh
Ngay sinh 17/02/1979

, _

E)_ué quan Tuven Q_uangl

- Pé chuyén tir Text sang Table, talam nhu sau :
a. Danh diu khdi doan Text can chuyén doi.
b. Vao Table> Convert > Text to Table, xuit hién hop thoai.
- Trong hdp thoai Convert Text to Table, sd dong s& twong rng véi sd hang trong
doan Text.
c. Lwa chon diu cach trong phan Separate text at, nhap OK.

11. Gan phim tit cho cac biéu twgng trong Word dé thao tac nhanh hon

a. Vao Insert > Symbol ...Nhap Shortcut Key. Gan té hop phim vao 6 Press new shortcut
key.Nhap Assign, nhip Close.

12. Xem nhanh ngi dung vian ban Word

- Vao File > Open > Clrt-O.Trong Open nhip vao Preview
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Look in: | My Documents Vi 8 - Q X O |3
) Marmie 5 = Thumbnails ]
: a ) q 9 =
‘a:b" | CyberLink e b L B =
My Recent . ; i
Documents Eﬁlﬂy M.usu: P =5 Icons
(Zhmy Pictures
= l‘_jﬂcém Mang Soan Thao ¥an Ba.., 1, x7" List
L iﬂjluén bao cao.doc S EE Detais

@ﬁﬁ Properties
1. Thay dqE]] rrevew |
Vao Tool = Webticw
Meagurement Umirs - CNomn
Centuneters> OK.

[y cu:uents

28

My Compuker
'ﬁl Sl | LN seanty | Spelingaa ¥
Filz narne: \.o | 0 e
il Open
My Metwork : ! - ’ ]
Places Files of type: Al Files (*.%) v | Cancel

13.Hoan tat van ban
- Bé tranh nguoi khac xem va thay doi tai liéu, talam nhu sau :
- Vao Tools > Protect Document. ..
-Trong Editing restrictions :
a Tracked Changes :Cho phép theo dai moi sy thay ddi trong tai ligu
b. Comments : Chi cho phép ngudi khac thém vao nhiing ghi cha ( Comments)
c. Forms : Chi cho phép thay d6i kiéu dinh dang ciavan ban, ngoai rakhong cho phép
thay doi bat ky diéu gi khac,
- Nhap mat khau vao hop thoai password, OK
-Note:

- Mt khiu nay s& duoc yéu ciu nhap vao mdi khi ban muén mé tai liu.
- Word sé& bao vé tai liéu cho dén khi ban thyc hién Unprotect
- Hiy bé ché d¢ bao vé tai liéu :
- Vao Tools > Unprotect Document, nhap mat khau va OK.
14. Tao muc luc tw dong
- Vao View > Outline. Chon & Bodly text trén thanh tiéu d&. Sau khi dinh dang xong toan
bo tai liéu, vao Insert > Reference > Index and Tables, dinh sd cip thé hién trong muc luc
bang gi tri Show levels, nhap OK.
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15. Quay Trang

- Pit con tré & diém cudi cung trong trang trudc trang can quay ngang. Vao File > Page
Setup. Chon Landscape trong muc Orientrtion, va nhap chon Apply to This point forward
trong muc Preview...

Tuy nhién, luc nay tit ca trang nam sau trang duoc dat con tré déu dugc quay ngang. Nén
can phai quay dtng lai cac trang phia sau trang can quay ngang. Viéc nay duoc thuc hién
nhu sau :

- Pat con tré ¢ diém cudi cung trong trang trudc trang can quay dung. Vao File > Page
Setup. Chon Portrait trong muc Orientation, va chon Apply to This point forward trong muc
Preview.

Margins | FPapesr || Layouk |

Margins

| Top: 53.1? cm

4|

Eoktkorn: 53.1? cm

Left: |2.54 cm i Right: |3.35 cm

43| 4

Gukker: |El crmn

| Gutter position; [LEFt

Qrienkakion

r —] r 0
| i |

~ Portrait "I:._andgcape-!
Fages , —
Multiple pages: INDrmaI |

P

Frewiswm
apply ko
T hiz

woink Forveard

—r— T

Hinh thiét 1ap quay trang ngang

-24 -

pdfMachine
Is a pdf writer that produces quality PDF files with ease!
Produce quality PDF files in seconds and preserve the integrity of your original documents. Compatible across
nearly all Windows platforms, if you can print from a windows application you can use pdfMachine.
Get yours now!



http://www.pdfmachine.com?cl

Page Setup

Margins Faper Layouk

Margins ————— —— —

Top: !3-35 crm = | Bokkorm: |2.54 crm = i

=T ey a— |

Left: [3.17 cm = | Right: !3.1? cm =
peo—=-__ —

Gukker: ID cm % | Gutter posikion: [LeFt v—|

Jrientation

Portrait Landscape

Fages
Multiple pages: | Mormal R

Preswiewm

—r—

Hinh thiét 1ap quay trang dirng
16. Tao vién khung cho trang bia
- Vao Format > Border and Shading, hop thoai xuét hién, chon Page Border, chon kiéu
khung vién trong danh sach Art.
Borders and Shading

| ; B_orders._l

Sekking: Preview

Click on diagram below or use
buttons to apply borders

Shad | - 4
S]E

i Automatic vi
3D
._ - width:
‘ Wpk ————— s ‘ Apply to:
g Cuskam T 1
wm Art: !Whole document bl
[ {none) - ‘
|
[ Show Toolbar ] [ Horizontal Line. .. ] [ 874 ] [ Cancel ]
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- Chon This section - First page only trong danh sach Apply to. Nhép Option dé
xuat hién hop thoai Border and Sh:;\di ng Options. Trong danh sach nay chon Text
trong danh sach Measure from, nhap OK.

Border and Shading Options El
Margin
Top: $ﬁ' Left: 24|:|t $
Bottom: 24 pt s Right: :24 pt :.
Measure From:
|Edge of page v
Dptions
Abways display in Fronk
Prewiews
[ OE ] [ Zancel ]

17.K hic phuc 16i thwong gap

a. Bo diu gach chan :

- Tools > Options > Spelling and Grammar , bo diu kiém trong : Check spelling as you
type va Chck grammar as you type.

b.Ky tw cach nhau mét khoang triang

- Tuong tu, bé dau kiém Smart cut and paste.

18.Kiém tra tir vieng va viin pham

- Khi soan thao van ban bang tiéng Anh , vao Spelling And Grammar > danh dau chon
tat muc Hide Spelling error in this document, trong khung Grammar chon Check
grammar with spelling
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Options EJ E]

User I_nF-:-rmqtiu:-r_u_ (;c_umpatibilit';.-' I File Locations
Wi |  General || Edit Prirt I Save
| Secuity | Speling & Grammar | Track Changes
Spelling

[(licheck speling as you kype:

|:| Always suggesk corrections

[] sugogest from main dickionary only
Ignare words in UPPER.CASE
Ignore words with numbers
Ignore Internet and file addresses

[ Cuskom Dictionaries. ..

arammnar
[] check grammar as you bype Writing s!:_}-'le: -
ide grarmm 1 th :Grammar Cinly w |
[] check grammar with spelling : =
I [ Setkings. .. ]

Proofing Tools

[ Check Document ]

[ Ok, ] [ Cancel ]

- Word s& danh dau nhitng tir sai bang nhirng dudong gon song mau do bén dudi tir
4y. DPé hoan chinh n6, Word s& goi ¥ cho ban mét s tir khac néu ban nhap chon
biéu twong Spelling and Grammar trén thanh Standard. Chap nhan tir nao trong
danh sach dé nghi cia Word, chon né rdi nhap Change.

-Dé tim tir ddng nghia cho mét tir trong van ban, chon tir 46, vao Tools > Language >
Thesaurus. Chon tir thich hop trong dé nghi caa Word, sau d6 nhap Replace
19, TRINH BAY VAN BAN
- Shift + F3 ( Cac kiéu)
- Bé tao hiéu tng trong khung Effects, nhap chon Outline va Small Cap. Xem két qua hiéu
{rng nay trong khung Preview dé co dugc kiéu chit ung y.
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Fonk Character Spacing | Text EFfects
Font: Font style: Size:
Times Mew Roman |—Regular |14
3 A CETEE 9 ~
Ikalic 10 _'
TimeScrDEol BDE | 11
TimesScroMed — | |Bold Thakc 12
Tirmes-Marrow B i_
Font calor: Underline style:
| Aukamatic | ! {none) vJ
Effects
[ strikethrough [] shadow ;__
] pouble strikethrough Qutline [ all caps
] superscript [] Embuoss [] Hidden
[] subscript [] Engrave
FPreview
TIMES TTEW BT
This is a TrueTwpe Font, This Font will be used on both printer and screen,
Default. .. [ [s]:4 ] [ Cancel ]

- Pé Tang Khoang Cach Gitra Cac Ky Ty, Trong Hop Thoai Font, Chon Character
Spacing, Trong Khung Spacing, Chon Expanded
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Font ? |®
_ Font | Character Spacing | Text Effects il

Scale: {100% ~|
Spacing: ?Normal |'.'V_ Biv: - =
M B
ey | -~
ROIIEn Condensed By | ]
[ kerning For fonts: [ =3 Points and abowve
| Presview

Tines New E.oman

| Thiz iz a TrueType Font, Thiz fant will be used on bath printer and screen,

T

- Bé danh diu nhitng doan vin ban quan trong trong tai lidu, chon biéu twong
Highlight trén thanh dinh dang.

Pé chuyén nhirng cum tir khac cung Font, thuc hién nhu sau :
Quét chon khéi muén doi Font

Nhan giit phim Ctrl

Quét chon cum tir ban mudn chuyén thanh cung Font véi cum tir da chon ¢ trén
Cubi cuing vao Edit > Repeat Font Formatting.

+ Pinh dang cho doan

Pé dinh dang cho doan , truéc tién ban dat diu nhay con tré & dau doan do, goi
lénh Format > Paragraph. Hop thoai Paragraph xuat hién, chon Justifed

Pé tang khoang tréng bén trai va phai cho doan , & khung Indentation, muc Left
va Right, nhip vao miii tén hudng Ién dén khi c6 dugc mot khoang cach thich
hop.
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Paragraph EJ EJ

Indents and Spacing | Line and Page Breaks

General

Alignment: |JustiFied b | Cutline level: %Body bext |

Indentation

Left: ID.S i = Special: B

Right: [-03em 3 | |First lire: vJ [0.5 em =
Spacing

Eelbee: Gt - Line spacing: &k

AOFter: & pt = |

™ H
!“ .5 lines -
Fthie 2 |

Presicw

[ (o] ] [ Cancel ]

Paragraph

Indents and Spacing | Line and Page Breaks |

General
—— ——
Aligriment: |Justified  ~ | Outline level:  |Body text |

Canh chir cho bién

Indentakion

i special: By
Right: [First e~ | [0.5 em *

Diéu chinh 1& trai va phai
- Pé thut ddu dong cho dong dau tién trong doan , khung Indentation, muc Special,
chon First Line va thiét 1ap khoang thut vao trong muc By
- Pé tang khoang cach cuiamot doan so véi doan trudc va sau né, & khung
Spacing, muc Before va After, nhap vao miii tén hudng 1én dén khi c6 duoc mot
khoang cach thich hop
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Spacing

. Y

- Pé tang khoang cach giira cac dong trong doan nay Ién gip rudi, & khung
Spacing, muc Line spacing, chon 1.5 lines

- Trong qué trinh dinh dang doan, ban c6 thé quan sat sy thay d6i danh trinh bay
ngay dé co thé diéu chinh

- Pé trinh bay vin ban dang liét ké, quét chon phan vin ban do, vao Format >
Bullets and Numbering

Bulleted | Mumbered Cutline Mumbered List Skwles
|
I - o -
i
I Mone - = -
I - o -
I
4+ - > o
4+ <+ > v
- - > v
[ I, ] [ Cancel ]

- Chon dang trinh bay, OK
+ Tao chi thich cho van ban
- Pé tao chu thich cho vin ban, ban quét khdi chon phan van ban muén chi thich,
vao menu Insert > Comment . Trong khung comment, nhap vao ngi dung cha
thich.
- Dé xo4 phan chu thich, nhip phai Ién chi thich va chon Delete Comment.
+ Sir dung mau dé trinh bay viin ban( Cé thé dn ¢ trong nay)
- Pé tao mot tai liéu méi, vao File > New. Trong khung Templates, nhip chon On
my computer.

_ _ -| Comment [45N1]: Day la phin cha
- thich cia BXM
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: Mews Document - e
[ e T s

Mews S
1 EBlank document
B3] =ML docurment
] web page

- E-mail message

Lﬂj From existing documentk. ..
Templates

Search online for:

i |

c:l‘ Templates on OFfice Online

|E-_.=J N My compuukber. ..

[ <0 omy wWeb sites. ..

Recently used templates
158t Wigk Fax.dak
Conktemporary Fax

- Gia sir ban mun trinh bay vin ban dang Fax thi trong hop thoai Templates,chon
thé Letter and Faxes, chon mét mau viray, OK

- VI DU : Ban chon mau Contemporary Fax. Sau dé, chén vao diachi cong ty.
Nhap vao muc Click here and type address dé nhap thong tin.

- Pé luu mau nay nhu mot mau thong dung va sau nay dung lai, nhap File> Save
As. Trong khung File name, dt tén cho ban Fax nay (Vi Du 1a Pai Hoc Thuy
Loi)

Templates gj

[ General | Leqgal Pleadings | Letters & Faxes | Mail Merge | Memos | Other Documents | Publications | Reports

5 5 & 5 02

Fax
@ - i e e
& o0 Zi
X Select an icon to
Elegant Letter  Enwvelope Fax Wizard  Letter Wizard SEE 3 Preview,
Wizard

& % % g

Mailing Label  Personal Fax  Professional  Professional

‘izard Fax Letter =B
Create Mew

@1 v | @Document (O Template

[ Templates on Office Online ]
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- Trong khung Save as type, chon muc Document Template. Nhap Save dé luu.

Save As

Save in:

PX

Ih_j Templates v! @~ Q X g 5 Tools-

My Recent
Documents

Deskiop

My Docurnents

My Compuker

Iy Metwark,
Places

iI','{:i,'JNormal.cIc-I:

Fllename:  [Bai Hoc Thily L v [ zae |

Save as type! |D0cument Template {*.dot) - | Cancel

- File> New

Dé tao mot tai liéu méi duatrén Template ban da luu, 1am nhu sau

- Xuat hién hop thoai New Document, & khung Templates, nhap chon On my

computer

- Trén thé General, nhip chon tai liéu Pai Hoc Thuy Loi
- OK. Hoic ban c6 thé hiéu chinh lai Template nay bang cach chon muc can thay
ddi nhan vao Delete va nhap vao noi dung mai.
20.Van Ban Dang Bang Va Cgt
+Pé tao bang trong Word, Nhip Table > Insert > Table.

Table | Window <& L2 Help |88 | ool Calculate

| Inserk 3 ”] [ Table...

Delete P [ B Colurnns bo the Left

Select P | @l Columns ko the Right
]| Table AutoFormat. .. s+ Rows above

AukoFit P | =8 Rows Below

Forrmula. .. S5 cells. ..

=
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- Thiét 1ap sb cot trong khung Number of colums, sb hang trong khung Number of

rows.
Insert Table @

Table size =
Murmber of columns: E | 3 |
MNumber of rows: =
AukoFit behaviar
(%) Fixed column width: | At iz |

":} AukoFik to conkenkts
) AutoFit ko window

Table stvle: Table Grid butoFormat. ..

[ remember dimensions For new tables

[ Ok ] [ Cancel ]

Thiét lap bang ¢6 5 ¢cot 2 hang.
- Pé két hop cac 6 & hang dau thanh mdt 6, ban quét chon vao cac 6 6. Vao Table
> Merge Cell va nhap vao tiéu dé cho bang
- Tab: Di chuyén giita cac hang trong bang.
- Pé chén thém mot hang cho bang, dit diu nhay tai hang cudi rdi nhap Table >
Insert > Rows Below.
+ Trinh bay van ban dang cot :
- Format > Columns
m‘ Tools  Table  Window </

A | Font...
=5 Paraaraph... i
:=  Bullets and Mumbering. .. =
Borders and Shading. ..
| EE columns... |
il Tewxt Direction. .
Change Case. ..
L= Theme...
4_-1 Skyles and Formatting.. .
ig.';av Reweal Formatting... Shift+F1

I ¥ |

- Trong khung Columns, chon sb cot thich hop cho vin ban
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Columns

Presets

)X

| (e

Ty

Mumber of columns:

Width and spacing
Col #: wigh:

Three

Left  Right

2 = Line betwesn
Preview

Spacing:

| 1: _] |éZ?_crn $' |1.2.'-" i

Equal calurnn width

apply to:

Chuyén phan vin ban dugc chon thanh dang hai cot

- Dé khong xuét hign nét gach ngan bo Line Between.
- Bé ma rong do rong cho cot, trong hop thoai Columns, tang khoang cach trong

muc Spacing > OK.

- Pé dua mot phan vian ban tir cot nay sang cot ké tiép, ban hay dat dau nhay ngay

truéc van ban d6. Nhap Insert >

Break.

- Trong phan Break Types, danh diu chon vao muc Columuns break. OK

Inserk

i

Break...
Swrbal. ..

Commenk

Formak Tools Ta

=,

Pickure=

Hwperlink. ..

ZErl4-K

=

Break

EBreak types

&

Section break bypes
{:} Mexkt page
O Conktinuous
) Even page
(2 0dd page

2]

I
() Text wrapping brealk

[

Ik

J [

Cancel ]

B& tri tai liéu cho cac cot
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21.Cheén va hiéu chinh anh
- Nhip Insert > Picture > From File, chon dudng dan dén thu muc chira anh, nhip chon
anh can chén vao van ban > Insert.
- Hoic bang cach chup man hinh vai Print, Alt+Print.

+Hiéu chinh anh trong van ban
- Vao Format > Picture, xuit hién hop thoai Format Picture,chon Picture dé hiéu

chinh hogc nhip pac pac.

22. Hoan tat van ban

- Ghi tén va chu dé ctiavin ban :

- Vao View > Header and Footer, nhap ndi dung vao

- Dé tao chan 1¢ khac nhau, chon Page Setup trén thanh cong cu,nhap chon tai

Layout, nhap chon Different odd and even.

- Trang 1é vao Old

- Trang chan vao Even.
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- Dé tao cho trang dau cac trang con lai voa Layout caa Page Setup nhap chon
Different first page.

- Pé chén sb thir ti vao nhap Insert Page Number hoic nhap chudt trai vao thanh
cbng cu trén man hinh va vao Custome > Comands> vao Insert va dua 1én thanh
cong cu.

- Pé chén ngay, gio vao thi dwa Date and Time 1én thanh cong cu .

23. Chuyén tai liégu Word sang trang Web

- Vao Tools > Options, chon General, chon Web Options.
- Chon Microsoft Internet 5.0 or later

Options @E|

Security spelling 2 Grammar Track Changes
User Information X Cormpatibility | File Locations
view | Gemeral | Edt | Prnt | Save

@eneral options
Allowy skarking in Reading Lawouk

[CJiElue background, white text;
[ provide Feedback with sound
Provide Feedback with animation
|:| Confirm conversion at Open
Update aukomatic links akt Open
Mail as attachment

Pecently used File lisk: ?4 3 : entries

[JHelp faor \wWordPerfact users :

[] mavigation kews For WaordPerfeck users

[] allowe background open of web pages

Automatically create drawing canvas when inserting AutoShapes

= - 4
Measurement uniks: Centimeters e (

[] show pixels For HTML Features

[Seriice Options. .. ] [ Web Options. .. ] [ E-mail Options. .. ]

[ QK ] l Cancel ]
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Web Options

Files Pickures | Encoding Fonts

Target Browsers

People whao view this Web page will be using:

iMicru:usu:uFt Intermet Explorer 5.0 or later [+

Each choice above gives smaller Web pages than the choice before

Cptions

||:| allow PMG as a graphics Format
B3| Disable Features not supported by these brow
. Rely on 35 For Font Formatting
! Rely on WML For displaving graphics in browsers
[_ Save new Web pages as Single File Web Pages

I. Ok ] [ Cancel ]

Dé diam bao cac phan khong dugc ho tro bsi trinh duyét Web khong hién thi,
nhap chon dau kiém & muc Disable features not supported by these browsers va
OK.

Dé xem tai liéu dudi trinh duyét Web, vao File > Web page.

+ Tao va dinh dang tai liéu Web :

Luu tai liéu dang Web, chon File > Save As Web Pege. Trong khung Save As
Type, chon Web Page. Nhap Save dé hoan tat.

+ Trong truomg hop c6 mot thong diép canh bio ring c6 mot ddi twong
khong dwoc ho trg béi trinh duyét Microsoft Internet 5.0 nhap Continue

bé tao khung trang, lam nhiing budc sau :
Nhap Format > Frames > New Frames Page

Frames ¥ X

T1 | 3 WewFrame Left ] ew Frame Richt = New Frame Abiove = New Frame Below |~

Vao New Frame Left.

Nhip Close dé tit thanh cong cu nay

Ban c6 thé chinh kich ¢& ctua Frame bang cach kéo cac duong vién cua ching.
Sau do, nhép vao ndi dung vén ban

Dé luu trang nay vao File > Save. it tén cho trang va chon thu muyc can luu,

OK

Tao lién két dong cho trang

- Dé tao mot lién két dong cho van ban, lam nhu sau :
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Chon ndi dung can tao lién két

Nhép Insert > Hyperlink

Pé x4c dinh File can lién két, trong khung Look in, chon File d6

Nhap OK dé hoan tit. Tir nay khi nhip chon biéu tuong CO quan, nhin
gitt phim Ctrl va nhép chudt thi Hyperlink s& mo tp tin vé co quan cho
em.

24. K¥ thuit nhing Font trong Word

- Pé tang tinh thim m§ cho vén ban khi soan thao van ban. Trong mot s6 trudng
hop ding dén Font thu phap. Dé tai liéu c6 thé hién thi dung kiéu chir trén bat ky
M4y nao, ban co6 thé dat tinh ning nhung kiéu chit nhu sau :

- Vao Tools > Options

- Trén thé Save, danh déu chon Embed TrueType Fonts va Embed charac ters in
use only. Nhip OK

- Luc nay, cac kiéu chir dic biét s& duoc nhung théng vao tai liéu va co thé xem

duoc & bat k¥ may tinh ndo du khong c6 Fonts chit d6 _

cooTo

Security Spellin_g & Grammar I Track, Che!nge:s
User Information : Compatibilit_y Fi!e Locations
view | eneral ||  Edt ||  Print |  Save

Save options

[Cliahways create backup copyt ] Prompt For document propetties
[ Allow East saves [] Prompt: to save Mormal kemplate
Allow background saves [[] save data anly For Forms
Embed TrueType Fonts Embed linguistic data

Embed characters in use only

[] oo not embed common system fonks
[] Make local copy of files stared on network ar removable drives
Save AutoRecover info every: -ID 3- minukes
Embed smart tags :
|:| Save smark tags as XML properties in Web pages

Cefault Format

il

Save Word files as: | ward Docurnent (*.doc)

[[] pisable Features introduced after:

[ O ] [ Cancel ]

+ Tuy bién mét danh sich dau doan nhiéu cap trong Word
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- Thong thudng trong Word chi cung cdp cic mau danh sach dau doan Bullets and
Numbering theo kiéu s thir ty hay tiéng Anh. Nhung néu ban can nhitng mau
bang tiéng Viét, vi du nhu “ diéu 1, diéu 2, ...” thi gip khé khan. Thi thuat sau
S8 gitip ban giai quyét vn dé nay.

- Gid st ban c6 mot van ban luat va can mot danh dau doan duoc chia lam hai cép
: PIEU — LUAT, ¢6 thé tién hanh nhu sau :

a. Vao Format > Bullets and Numbering

b. Trén Outline Numbered, chon mét mau bét ky va Customize & goc dudi
bén phai.

C. Trong hop thoai Customize Outline Numbered List, chon level 1 ( cp
1) trong danh sach cac level. Nhap tir khoa “DIEU” vao 6 Number
format, & 6 Number style, chon 1,2,3.... & 6 Start at chon la 1. Néu
chua thay hién thi Font tiéng Viét thi nhap nat Font... va dinh dang
Font tiéng Viét theo ¥ minh.

d. Tuong ty cho Level 2 véi tir khoa “ LUAT” ( néu con nhimg cép khac,
ban ciing tién hanh twong tu ). Ban c6 thé theo dai su hién thi ctia cac
cap Bullets niy & cira s6 Priview canh bén

e. Nhip OK 2 lan dé tré vé man hinh soan thao

Customize Outline Mumbered List @

Murmber Format
Level ~ Mumber format: :
|2 |- i
12 (et SR N
14 1 | ~ |
| | W I
5 | | L | J
|6 Presiew
5? ey
la BIEU 1 Heading 1 se—
Heading 2
Mumber position Heading 3
[Left v gligned at: (0 cm = Heading <
| et = = Heading &
Text position :ea:!ng :
Tab space after: e=dind
T e =1 Treat: — Heading &
R A+ Anoent at: Dl:rn L Heading 9

- Note: Bé thay doi giita hai cap level 1 va level 2, dit con tro chudt ngay dau

dong ciia mot doan van ban va nhip chon nhiing nut == = tren thanh cong
cu.
+ DPanh so thir tu tu dong cho tirng dong trong Word

- 40 -

pdfMachine
Is a pdf writer that produces quality PDF files with ease!
Produce quality PDF files in seconds and preserve the integrity of your original documents. Compatible across
nearly all Windows platforms, if you can print from a windows application you can use pdfMachine.
Get yours now!



http://www.pdfmachine.com?cl

- Tic la danh tir s6 1, 2,3 ...cho mdi lan xudng hang

M¢ vin ban can danh sé

Vao File > Page Setup

Vao Layout, nhap Line Number

Danh diu Add line numbering

OK

Note : Cach danh s nay hoan toan khong gidng nhu Bullets and

Numbering trong menu Format.

+ Tao chu thich cho tai liéu

- Vao Insert > Reference > Footnote.

- Footnote : Chu thich tao thanh s& ndm ngay ¢ cudi trang.

- Endnote: Cha thich tao thanh s& nim ngay ¢ phia dudi dong cudi cing ctia doan
cudi cung trong trang

- Muc Number Format 1a cach quy dinh danh s6 thir tu cho cac chu thich tao
thanh. Néu khong thich danh sb thir tw, Ban c6 thé chon mét ky tir dic biét bang
cach nhap nut Symbol. Sau do, OK.

- Tr6 chudt sé tu dong nhay xudng vi tri tuong ung voi thu tu ghi chi ma ban da
chon, luc nay ban chi can nhép vao phan noi dung ciia ghi cha d6. Thyuc hién
tuong ty cho cac ghi cha tiép theo.

- Noi thém : Trong hop thoai Footnote and Endnote, nhap niit Options dé diéu
chinh mét s6 thudce tinh cho hai loai chu thich Footnotes and Endnotes nhu : Vi
tri dat chu thich ( Place at) Number Format (dinh dang kiéu danh thi tw cho chi
thich)

- Ban ciing can chu y cic dang danh sé cho chu thich & muc Nembering nhu :

- Continuous : Panh dau thi tu lién tuc trong subt tai liéu

- Restart each section : Danh du bt dau lai sé thir ty sau mdi phén doan

- Restart each page : Panh déu bat diu lai s6 thi tw sau mdi trang.

~oQooTe
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Footnote and Endnote @

Location
:BDttDI'l'l of page - |
) Endniotes:
Format
Mumber Formak: |1, 2, 3, . |
Cuskorm mark: |
Stark at: 1 : .
Mumbering: | Continuous ~ |
apply changes
Apply changes to: :Whnle docurment v
[ Insert ] [ Cancel ]

25. T4an dung cac Funtion Key (phim chire ning) : Tir F1..F12

- F1: Bat nhanh menu Help

- F2: Di chuyén nhanh vin ban hay ddi twong d6 hoa da dwoc chon danh déu dén
vi tri méi ( khi ban chon mot dbi twong va nhan F2 ¢ thanh trang thai phia dudi
man hinh ctua Word, s& xuét hién cau hoi “Move to where ?” Ban di chuyén tré
chudt téi vi tri méi, sau d6 Enter

- Ctrl + F2 : Bat nhanh ché do Print Preview

- Ctrl + F5 ( Alt +F5) : thu nho kich thu6c cira s6 vin ban dang mé

- Ctrl + F10 ( Alt +F10) : Phéng to kich thudc cira sé van ban dang mo

26. In xen ké trang ngang véi trang ding

- Nhap dit liéu vao trang dirng cho t6i hang cui cuing cuatrang

- Vao Insert > Break

- Banh dau chon Next Page , OK

- DAu nhay cua con tré chudt s& nhay sang trang sau. Vao File > Page Setup

- Trén theé Margins ( hodc Paper size) chon khd glay Landscape va OK

- Luc nay trang gidy s& chuyén quadinh dang nam ngang ma k6 anh huong gi t6i
dinh dang cuatrang truéc d6. Ban tién hanh nhap dir liéu cho trang ndm ngang
binh thudng Sang trang ké tiép, néu mudn khé gidy quay tré lai dang ding thi ciing
tién hanh tuong ty

27. Sir dung phim Insert dé dan dir liéu va hinh anh

- Vao Tools > Options. Trén thé Edit, danh dau chon Use the Ins key for paste .
OK
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- Luc nay tathay nat Paste ( Ctrl +V) bang | nsert _

Security Spelling & Grammar | Track Changes
User Information . Compatibility I File Locations
e e Edit LRGeS S

Editing opkions

[#]iTvping replaces selection: Use smart paragraph selection
Drag-and-drop text editing Use CTRL + Click to Follow hwperlink.
Use the IMNS kew For paste wehen selecting, automatically select

entire word
Use smart cursoring |:| Prompt to update stwle
Keep track of Formatting

Picture editor:
:F\';Iicrosoft Office Word | [ Mark Farmatting inconsiskencies

[ owvertype mode

Li'usert,l'paste pictures as:
[1r1 line with besxt -~ |
Cu-t ana paske options :
Showe Paste Options butbons [ smart cut and paste
Click and tvpe
Enable click and tvpe
Default paragraph skyle: ér'-.lormai- i~

[ (=14 ] [ Cancel

28. Mt s6 thi thuat can biét khi in 4n
+ Lam vira khit tai li€u 1én mgt trang in trong Word
- Ban vira bién soan xong mdt tai liéu gdm 2 trang, trong d6 ¢ trang thir 2 chi c6
hai hodc ba dong ki tw. Néu in ra thi phi vi tai liéu nay ban phai in rat nhiéu ban,
trong Word c6 mét cong cu dé giai quyét viéc nay.
- M0 tai liéu can dinh dang
- Vao File > Printer Preview
- Nhip Shrink to Fit ban s& thiy nhitng dong Text du ¢ trang 2 s& duoc don hét vé
trang 13|
+1n m@t hay vai dong tuy y trong van ban
- Khi luét Web néu thiy c6 mot ndi dung nao can in ra thi ban c6 thé t6 den, nhip
|énh in trong trinh duyét 1a xong. Trong Word, thao tac ciing nhu vy tuy nhién
phtc tap hon.
- M6 tai liéu can in. T6 den phan ndi dung do
- Vao File > Print
- Chon Selection trong muc Page range Nhap OK dong ¥ in.
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Print E|@

Prinker

Marne:! |_ -_g Microsaft OFfice Document Image Writer V| Properties
Status: ICUE _ : : Find Printet. .,
Type: Microsaft Office Document Image Writer Driver

Where: Microsoft Document Imaging Writer Port: D Prinik ko file
Comment: [ ] Manual duplex
Page range Copies

@ al Number of copies: :'
"::} Current page

{:} Pages: !

Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12

Print what: ED::u:ument showing markup ¥

Print: i.ﬂ.ll pages in range
Sicale bo paper size: IND scaling v:
Options. .. l 0K ] [ Cancel ]

+ In tu do khong theo phwong thirc nao
Ban can in ndi dung cua tai liéu trén ca 2 mat cua trang gidy dé tiét kiém hay don
gian chi 1a mudn in mot sd trang bat ki nao dé trong tai liéu, ding phwong phap sau
e Intrén 2 mit gidy
- Cho gidy vao may in. Vao File > Print
- Tuy vao tai li€u c6 bao nhiéu trang ma ban nhédp vao muc Pages & khung Page
range tit ca sé trang 16 < 1,3,5,7. . .”
- Nhip Ok dé bit dau in cic trang nay
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Printer

Mame: | ﬂ Microsoft Office Document Image Writer v |
Status: 1dle : : : Find Printer ...

Type: Microsoft OFfice Docurment Image Wriker Driver

Where: Microsoft Document Imaging Writer Parks [ Print to file
Comment: [ Manual duplex
Page range Copies

O al Mumber of copies: [1 -

() Current page

(%) Pages: 1 13,5,7,9,11,13,15,17, 19| [¥] Collate
Enter page numbers andfor page ranges
separated by camrmas. For example, 1,3,5-12
Print what: | Document showing markup | [ Zoom
— Pages pet sheet: | |
Print: | &ll pages in range b i Bt .1 R |
Scale to paper size: lND Scaling £

[ CF l[ Caricel ]

- Note: Saukhi in cic trang 1é xong, ban bat dau 1at mit tring cua cac trang gidy
lén cho vao may va tiép tyc tién hanh twong tu dé in cac trang chin. Ban nén chi
¥ vé vi tri dau cudi cua 2 trang chén 1¢ khi xoay mit gidy néu khong s& bi ngugc
dau khi in ra. Tt nhat nén lam thir véi hai trang 1 va 2 rdi tién hanh dong loat
cho cac trang in con lai

+ In bt ky mét hay mét sé trang nao do6

- Thong thudng khi in mét tai liéu, ban thuong in mét lac hét tit c4, tuy nhién in
mot s6 trang hay mot trang d6 ciing 1a mot cong viée hét sirc doi thuong. Khi d6
ban ciing tién hanh twong tu, cha ¥ 1a khi trang nao thi nhap vao sb trang d6

- Néu in mot khoang twong dbi dai lién tiép thi ban c6 thé dung déu gach ndi giira
Cac trang dé tiét kiém thoi gian nhap vao s6 trang vi du nhu “ 1,5-12” (¥ nghia
ciia 1énh nay 13 in trang s6 1 rdi tiép tuc in cac trang tir trang 5 cho dén trang 12,
bo qua cac trang khac
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Printer

Hame: g Microsoft OFfice Document Image Writer ~ | Properties
Status: IE!|E . - : Find Printer. ..
Type: Microsoft OFfice Document Image Writer Driver

Where! Microsoft Document Irnaging siricer Port: D Print ko File
Comment: [ Manual duplex
Page range Copies

O al Mumber of copies: 1 ~

O Current page

() Pages:  |1,5-12 [ H1

H1 Callate

Enter page numbers and/or page ranges '
separated by commas. For example, 1,3,5-12

Print wahat: EDocument showing markup Zaarm

|
. T Pages per sheet: 1 L |
Print: | All pages in range w | Sl E3d= |

Scale to paper size: |ND scaling v |

Options. .. [ (84 ] [ Cancel ]

29. Ba thii thuat can biét khi 1am viéc véi viin ban dai

* Thi thudt 1 : Gia st lan trude ban dang xem tdi trang 50, 1an nay khi xem tiép
thay vi phai ddy thang cudn qua 49 trang, ban thuc hién nhu sau :

- Vao menu > Edit > Go to ( hodc Ctrl + G)

- Chon Page trong khung Go to what, nhap vao sd trang can t6i 1a 50 vao 6 Enter
page number, nhap Go to

Find and Replace ? |

Find . Reglan:e| @o To |

@0 ko what; Enter page number;

TR T ~ | | i
| 3ection i

Line Enter + and —to move relative to the current
iBnnkmark location, Example: +4 will move Forward Four

[ Carnment items,

| Footnaote
|Endnote

[

[ Prewvious ][ Mext H Close

* Tha thuét 2 : Dung chu thich Bookmark

- bat tré chudt ngay vi tri dau cn danh

- Vao menu Insert > Bookmark

- Nhép vao mot tir hay nhom tir dai dién dé danh dau
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- Nhép nat Add
- Nhap Save dé luu lai tai liéu
Bookmark

Sark by &) Mlame ¢ Location
[1 Hidden bookmarks

[ feYaal ] [ Delete ] [ G0 To ]

Zancel

+ Note : Dé m¢ dung chd da danh diu 6 lan tiép theo, lam nhu sau :

- Vao Edit > Go to

- Chon Bookmark trong khung Go to what

- Chon tén Bookmark da dit trong muc Enter Bookmart Name. Nhép Go to

* Dung tinh nang Find

- Tai vi tri can danh d4u, ban nhap tiy y mot nhém ky tu dai dién. Vi du
nhu “abed” . Sau d6, nhap Save dé luu van ban.
- Note: Pé mé dting chd da danh diu & 1an xem tiép theo, thuc hién nhu
Sau :
- Vao menu Edit > Find
- Nhap tir khoa “abed” vao khung Find what. Nhap nat Find Next

Find and Replace

: Find Reglacel_l GoTo |

(30 o what: Enter bookmark name:
ookmark, iatu:d W

|

| Comment:

| Footnote

|Endnate

| Field -
|Table

| Graphic »

o Tn H Close
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- Note: Khi ding phuong phap nay, tir khéa dat lam dau phai that la va khong nén
trang véi bat ki tir nao trong van ban. Vi néu c6 thi tinh nang Find Next c6 thé
tim dén mdc danh dau khéng chinh xac.

o Dan bang khung Office Clippboard
- Khong nhu thao tac dan binh thudng 1a chi dan dugc ndi dung Cut 1an cudi cing.
Con ¢ phuong phap nay ban dan dugc nhiéu ndi dung hon (24 noi dung )

- Chon menu Edit > Office Clipboard > Xuat hién khung Office Clipboard & bén
phai cira s6 soan tho.

- Mbi lan copy hodc Cut, ndi dung vin ban s& dugc duavao 6 Clipboard.

- Click mouse vao néi dung can Paste (hoawcjClick mouse vao ~ ciia 6 nhé > Chon
|énh Paste.

21 of 24 _ Clipboard —
| | e |
[ﬂ Paste All ] [.:_i Clear all ]

“lick. an item to paskte:

B - ra5i ISn copy hodc Cuk, rf =]
dung «wan ban =& diuooc dur
wao G Clipboard. - Click m.

|i_‘i‘_i'== Easks |

}‘: Del=te

» Paste Special , ‘
- Di chuyén con tré dén vi tri can thao tic. Chon menu Edit > Paste Special

Source: Bitmap Image

Eitrmap Image
s

f:*} Paste: i Bitman ZZZ El _:
| Pickure (windows Metafile)
| Device Independent Bitmap ‘
| [ pisplay as icon
Result

r. Inserts the contents of the Clipboard inko your
Dm dacument so that wou can edit it using Bitrmap Image.

- Muén Font ché vé mic dinh : Nhap Ctrl + Spacebar
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e Tao phim néng cho symbol :
- Vao Customize Keyboard
- Vao Press new shortcut key
- Huy phim néng vao Remove.

e Lam lich trong Word

- Twlam.
30. Copy tai liéu tir trang Web vao Word
Khi vin ban dugc copy tir Web rdi Paste vao Word thi nhitng dinh dang cia Web sé& theo d6
vao chung véi van ban ludn, ma nhimg dinh dang trén Web lai hoan toan chang twong thich
gi v6iWord nén s& lam cho vin ban mat my quan va sai 1éch. Ban c6 thé khic phuc tinh
trang nay bang cach chi chép noi dung vin ban ma khong chép dinhdang nhu sau: ban cir
thao tac sao chép tir Web nhu binh thuong, nhung trudce khi paste vao. Word thi phai vao
menu Edit - Paste Specid - trong khung As chon Unformatted Text hodc
Unformatted Unicode Text néu van ban khong phai tiéng Anh - nhian OK dé chép nodi dung
khong dinh dang vao trang vin ban.
31 Chén nhac trong vin ban Word
C6 bao git khi ban mé tai liéu Word ra thi 4m nhac ciing trdi 1én ? Véi Word XP, ban ¢
thé vira Soan théo vin ban, vira thuéng thirc 4m nhac ngay trong chuong trinh . Cach thyc
hién nhu sau BAm chudt phai [én thanh cong cu va chon myuc Web Tools . Khi thanh céng
cu Web Tools xuét hién , ban bAm vao nat Sound (biéu tugng hinh cai loa) .
Trong hop thoai Background Sound, ban bam nut Browse dé dua vao dudng dan dén tép tin
am thanh (*.mid) trén may . Tai muc Loop , ban nhép s 1an mudn choi ldp lai tap tin nhac
nay . Néu muén choi lién tuc ban chon Infinite . Cubi cung bam nat OK .
32. Xem van ban Word trén may tinh khac
Khi soan thao van ban , ban lam nhu sau :
Trong Microsoft Word , ban nhip vao menu Tools chon Options chon tiép thé Save danh
diu vaochon vao muc Embed TrueTypeFonts sau ciing va nhan OK .
33. Chuyén nhanh ndi dung vin ban Word sang PowerPoint
Ban dung tinh nang nay vi viéc soan ndi dung vin ban trong PowerPoint khong tién biang
soan trong Word va nhét 13 khi ban di c6 van ban duoc soan trong Word nay mudn trinh
di&n biang Power Point.Trudc tién, ban mé vin ban trong trong Word, vao menu File - Send
to - Microsoft Power Point -PowerPoint s¢ chay va cho ra cac slide chtra ndi dung van ban
d6 . Nhung ... khong phai 1ac nao ciing don gian nhu vy, déi khi ban s3 thiy néi dung cac
slide rat 16n xon vi PowerPoint nhan 1y toan bo noi dung theo dinh dang thd (Outline) cua
vin ban. Mubn c6 dinh dang d& muc, trong Word phai 4p dung cac Style Heading. Cu thé la
Slide 1 ciia PowerPoint s3 1a viing nhép liéu (text box) dau tién chiradoan vin ban
(paragraph) nhung trong Word lai la Heading 1, vung nhap li¢u duéi chira doan c6 Heading
2, qua Slide 2 tiép tuc nhu thé...

Vi du trén co tir “(tiép theo)” talvﬁn cho 1a Heading 1 vi mqén phan “Ké hoach thi hanh”
guamot dide méi do phan Chién lugc cu thé dai , chiém hét Slide 2. Lam nhu vay khi qua
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PowerPoint khoi phai siranita. Trong Word, mudn ap dung style Heading 1 cho mot doan
thi ban dé con tré van ban & doan d6 bim vao nut Style va chon Heading 1, hoic chi cin gb
Ctrl+Alt+1. Vi style Heading 2 ciing vy, phim tat la Ctrl+Alt+2. Truong hop ban thay
chir tiéng Viét (do style Heading 1 va 2 ¢ phong chuan cia Windows, néu ban dung
Unicode thi khong phai gap rac réi) ban phai vao menu Format - Style hay menu Format -
Style and Formatting - chon hai Style nay va Modify - Format dé lya ding phong tiéng Viét
ma ban dung. Bé y rang moi doan khac khéng c6 style Heading 1 hay Heading 2 déu khong
dugc goi qua PowerPoint.

34. Tao macro sira 16i thira khoang trang trong Word

Pau tién, ban can nim qua quy tic g dau trong vin ban: cac dau cham (.) hay dau phay (,)
phai luén lu6n nam lién sau ky tu (khong c6 khoang trang phia trudce) va tiép theo la mot
khoang tréng roi méi téi ky tu ké tiép. Néu ban khéng mudn tim va xoa cac khoang tring
thira mot cach tha cong, vira tén thoi gian, d6i khi lai con thiéu sot... ban cé thé tao mot
macro dé Word tu dong thuce hién céng viée gitip ban.

Khéi dong Word, vao menu Tools\ Macro\ Record New Macro. Lic nay hop thoai Record
Macro hién ra, ban gd tudongkiemtra vao 6 Macro name, cac tuy chon khac dé mac dinh.
Sau d6 nhip OK.

Trén man hinh Word xut hién thém thanh céng cu Stop Recording phuc vu cho viéc thu
Macro. Con tré chudt cuia ban s€ kém theo mdt cudn bang. Ban nhép chudt vao menu Edit\
Replace. Trong hop thoai Find and Replace ban gb cac Ky tu tim kiém vao 6 Find what va
ky tu thay thé vao 6 Replace with. Vi du ¢ dy to6i gb vao 6 Find what 1a khoang tréng va
dau cham ( .), Replace with la dau cham (.).

Sau d6 nhip Replace All dé tim va thay thé trong toan bo van ban. Thyc hién tuong tu cho
cac du con lai nhu dau khoang trang va dau phay (,) s€ thay bang dau phay (), dau khoang
trang va dau cham than ( !) sé thay bang ddu chdm than (!)...Nhip Stop Recording trén
thanh cong cu. Vao menu Tools\ Customize. Hop thoai Customize xuét hién, ban nhip tiép
vao Keyboard. Trong khung Categories ban chon Macros, ¢ khung Macros bén canh ban
chon muc tudongkiemtra. O muc Press new shortcut key, ban gé phim nong dé nh¢ vao 6
nay, vi du nhu Ctrl+Alt+B. Sau do ban nhap Assign.Tur nay tr¢ vé sau moi khi can xo6a di
cac khoang tréng thira trong van ban, ban chi can g phim nong Ctrl+Alt+B 1a xong, that
nhanh chong.

35. Tao tip tranh td mau bang Word

Tro choi t6 mau c6 thé tap cho tré tinh khéo 1éo va mot tri tuong tugng phong phu. Clip Art
|a mot kho hinh anh v6 cing phong phu ctia Word, néu két hop thém mat s6 ki thuat khac,
ban c6 thé ty “ché bién” mot tap anh t6 mau cho tré theo y thich ciia minh.

- Pau tién, ban vao menu Insert — Picture - Clip Art dé chén mét hinh anh tir Clip Art. Sau
d6 bam chudt phai vao hinh, chon Format Picture. Tai thé Layout, chon Wrapping style 1a
Square.

- Bay gio, muyc tiéu cua ching ta la lam cho hinh anh vira chén tré' nén khong mau (chi c6

A9

mau cia dudng vién). Dé “tdy” mau, ban lam nhu sau:
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Nhap chudt phai vao hinh va chon Grouping - Ungroup. Nhip Yes khi bang thong bao hién
ra. Chon Format - AutoShape. O thé Colors and Lines, ban chon Fill Color (mau nén) 1a No
Fill, va Line Color (mau cua dudng vién) tuy .

- Vi mot sb hinh ¢ nét v& rudom ra, nén ban cé thé “design” lai hinh béng cach chon nhitng
phan khong thich hop va nhan Delete dé xo4 di.

- Cudi cung, ban nhip chudt phai vao hinh mot 1an nira, chon Grouping > Regroup dé két
dinh cac dbi tugng cua hinh tao thanh mot khéi duy nhét.

- Ban ¢6 thé két hop nhiéu hinh anh khac nhau dé c6 mot bire tranh sinh dong. Viéc cudi
cung cua ban 1a in ra va dong thanh mot tap tranh t6 mau.

36. Tt va mé Screentip trong Word

Khi ban dua chu6t di chuyén trén cac nut cua thanh cong cu, ngay bén canh con tré chuot s€
XUt hién cho mot khung mau vang co chit thé hién cho tén cua niit d6 hodc 1a chic ning
cta nut 1énh goi 1a ScreenTip.

Pé mudn tit hodc mé Screentip, ban bam chuot phai vao thanh cong cu chon Customize,
chon tab Options. Néu mé ché d6 hién thi, ban chon muc Show Screentipson Toolbars va
néu muon hién thi luén phim tit dé sir dung chirc ning ciia nut 1énh trén thanh cong cu thi
chon muc Show Shortcut keysin Screentips. Tit ché d6 hién thi Screentip thi ban g& bo du
chon cho cac muc trén.

37. Phim tit chén ngay va gio' trong Word

Dé chén ngay hién hanh vao ndi dung van ban, ban nhan Alt - Shift - D va chén gio hién
hanh vao ndi dung vin ban ban nhan Alt -Shift - T.

38. Tao chu thich cho tir trong MS Word

Pé tao chu thich cho tir & cudi trang , ban dung chudt chon tir can chu thich roi vao menu
Insert - Reference — Footnote .Hop thoai Footnote and Endnote xuét hién . C6 cac vi tri dé
dat chu thich nhu sau :

- Footnotes : Chon muyc Bottom of page trong danh sach néu mudn dit chu thich ¢ cubi mdi
trang . Néu ban chon muc Below Text thi chu thich s& duoc chén ngay dudi dong cudi ciing
ctia moi trang .

- Endnotes : Chon muc End of document dé dit cha thich & cubi tai liéu . Néu chon End of
session thi Word s& bat chii thich & cudi mdi session trang . Ké tiép , ban chon kiéu dé danh
déu tir can chu thich 1a s & muc Number format hay ky tu dac biét nao d6 & myuc Custom
mask . Nhap sb bit déu cho diy sb thir ty tao chu thich & 6 Start at . Chon kiéu tao s thir tu
cho chi thich trong muc Numbering 1a Continuous dé danh s6 lién tuc trong tai liéu ; chon
Restart each session dé bat dau lai sb thir tw sau mdi session hodc chon Restat each page dé
bét dau lai s thir ty sau mdi trang . BAm Apply va bam Insert dé nhap cha thich .

39. Di chuyén nhanh trong Word

Khi ban 1am viéc v6i vin ban qué dai , viéc di chuyén tdi cac ving can tim that 1 kho khan
. Phan mém Word d3 cung cip sin cho chung ta 1énh Go To v&i cac tham sb SxPyLz , véi x
la s6 thtr tu ciia ving (Section) can nhay dén , y 1a s6 th tw cia trang (Page) can nhay dén
va z 1a s6 thir ty ciia dong (Line) can nhay dén .Ban goi Iénh Go To bang phim F5 hodc bim
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Ctrl - G . Vi du ban nhép vao s1p5112 rdi bim Enter, chwong trinh s& di chuyén téi ving 1
trang 5 dong 12 .

40. Chuyén tap tin Power Point sang Word

Trudc tién mé tap tin Power Point muén chuyén , vao menu File - Send to chon Microsoft
Word xuét hién hop thoai gém cac tuy chon dinh dang trang , sép xép slide ¢6 cac muc chon
- Notes next to slides : Céc trang Word dugc chia lam ba c6t (thu tu slide , slide va ghi cha
thém)

- Blank lines next to slides : Nhimg dong ké tréng & cot thir 3

- Notes below dlide : Cac slide duogc dit giira trang va cach nhau mot khodng tréng

- Blank lines below slides : Khdang trong gitra cac slide duoc thay thé bang cac dong ké

- Out lines only : Chi xuét hién noi dung ctia slide trén cac trang chir khong xuat hién hinh
cua slide Viéc Iya chon céc tiy chon chuyén déi dwoc thuc hién tuy theo muc dich , dinh
dang trang ma ban mudn chuyén ddi .

41. T6 hop shortcut méi trong Word

Dé bdi den modt doan van ban trong Microsoft Word, ban sir dung to hop phim Shift + miii
tén sang phai va trai. Dot nhién, format ciia doan vin d6 bién d6i! Do 1a vi ban da de tay 1én
phim Alt. Bam vai lan t6 hop Alt+Shift+miii tén sang phai va trai, ban sé& thay font chit ciing
nhu dinh dang ctia doan van ban dugc chon thay dbi theo kiéu vong tron.

T6 hop phim nay chi c¢6 tac dung voi doan van. Khi thtr véi cac miii tén di 1én va xubng,
ban ciing s& théy duoc diéu thi vi: Poan van dé s& di chuyén theo chiéu miii tén.

42. Tao dwong lién két tai mot bang tinh Excel trong mét viin ban Word

Dé chén mot bang hay mot ving nao d6 trong bang tinh Excel vao vin ban Word, sao cho
khi bang tinh bén file Excel dugc hiéu chinh ndi dung thi bén Word ciing thay ddi theo:

- Ban hiy chon ving hay bang tinh mudn chép dwa sang file Word, thuc hién thao tic Copy
bang cach nhin nit phai chudt hay nhan Ctrl-C.

- Sau do, sang van ban Word, ban chon menu Edit - Paste Specia. Trong hop thoai Paste
Special, ban chon Microsoft Excel Object - OK.

- Bang tinh ban chon s& dugc dan vao van ban hién tai.

- Khi hiéu chinh dit liéu bén Excel, ban nh¢d Save lai su thay doi nay. Sau d6 ban vao vin
ban Word chon bang tinh, click chuét phai, chon Update.

43. Go ky hiéu toan, ly, héa trong Word

Véi chuong trinh tich hgp san nho nho Equation Editor do Microsoft trang bi & b Office
XP, ban dur St g6 moi ky tu toan hoc ma khoi can phai cai cac phan mém hd trg khac.

Chi can nhap vao nat Start trén thanh task bar roi vao Run gd dudng dan sau C:\Program
Files\Common Files\Microsoft Shared\Equation\EQNEDT32.EXE xong rdi Enter.

Luu y 6 C 14 noi cai b Office, néu ban m¢é khong dugc thi vao Search rdi gd tir khoa
EQNEDT32.EXE, s3 tim dudng dan chinh x4c dén thanh cong cu nay.

Sau khi hoan tat cac budc trén cira s6 chuong trinh Equation Editor xuét hién. Ban gé cac
ky hiéu tai khung tring soan thao bang cach click vao cac ky hiéu trinh bay san, néu khong
thiy ky hiéu nay ban nhip vao View rdi chon Toolbar.
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pé viéc nhdp cac ky tu duoc tron tru, ban nén qui dinh font, kich thudc, khoang cach dong,
chir va sb bang cach lan lugt nhap chon Style - Define, Size - Define, Format - Spacing.
Khi soan xong mét phép tinh nhu trén hinh, ban danh dau khéi chon phép tinh hay nhan
Ctrl + A, rdi vao Edit > Copy hay nhan Ctrl + C. Tai vi tri con tré ciia man hinh soan thao
Word, ban nhan Ctrl + V dé chép phép tinh tir cira s6 Equation Editor vao.

44. Nhiing tién ich tiém 4n trong MS Word

Trong cac menu ciia MS Word binh thudng khong ¢6 sin mot sb cong cu tién ich nhu: cho
phép hién thi hai trang tai liéu khi doc, nhap hinh anh tir may chup anh kg thuét s6 va may
scan, chén cac cong thirc va dd thi vao trong vin ban, doc tai liéu, thay doi ngon ngi...

Néu ban 1a nguoi thuong xuyén phai dung MS Word trong cong viéc hing ngay thi viéc tan
dung nhiing tién ich tiém an noi trén co thé s& gitip ban giai quyét cong viéc ciia minh
nhanh hon. Vi khong cé san trong cac menu nén mudn st dung chung, ban phai dua thém
vao. Cach thuc hién nhu sau (d6i voi MS Word 2003, cc phién ban khac ciing thuc hién
tuong tu, tuy ¢ thé thiéu mot sé chic ning):

- Vao menu Tools - Customize, bim tab Commands - Rearrange Commands (Cac phién ban
trudc khong co phan Rearange Commands).

- Chon muc Menu Bar, chon menu cin dua thém cac cong cu tién ich méi vao.

- Bdm Add, chon nhimg céng cu nam trong khung bén phai ma ban muén thém vao menu
d6 > OK > Close. Ban c6 thé lam don gian hon (khong can vao timg menu): sau khi chon
muc Menu Bar, chon ¢ cong cu trong danh sach, kéo thanh cudn xuéng va chon phan All
Commands & khung bén trai. Tt ca cac cong cy s€ hién ra ¢ khung bén phai, ban chi viéc
chon dé dua vao menu la xong. Ban c6 thé xay dyng va sip xép cho minh nhimg menu hodc
cic thanh toolbar méi dé thuan tién cho viéc sir dung bang cach chon cac phan Built-in
Menus va New Menu.

45. Tao "mat thu" véi Word

Dau tién, cac ban dung Word g doan “mét thu” rdi nhan phim Print Screen dé chup toan
b6 doan van, sau d6 dan (Ctrl+V) vao MS Paint hodc cic chuong trinh dd hoa khac dé chinh
Sira va Cat cho gon lai (H1). Ban luu birc anh nay lai roi chén vao Word (Insert > Picture).
Tiép dén chén vao mét birc anh khac dé 1am “nguy trang” va chinh stra sao cho kich ¢& cua
tam anh “nguy trang” to hon tAm anh “mat thu”.

Dit thugc tinh Wrapping style cho anh nhur sau (bAm chudt phai chon Format Picture > thé
Layout):

- “Mat thu”: Behind text.

- “Nguy trang”: In front of text.

Sau d6 giit Ctrl va nhap chon ca hai tAm anh, nhap chudt phai chon Grouping > Group
Nhap chuot phai lan nira vao anh, chon Grouping > Ungroup. Di chuyén tam anh “nguy
trang” nam chong 1én tim anh “mat thu” (H2) cho dén Itc ta chi con nhin thay tim anh
“nguy trang”. Sau d6 nhip chudt phai 1én anh “nguy trang”, chon Grouping > Regroup.
Thé 1a xong. Viéc con lai chi 1a di chuyén tim anh dén noi hop 1y nhét dé tranh bj phat hién.
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Khi can xem lai “mét thu”, ban chi viéc rd nhom cac dbi tuong bang cach bAm chudt phai
vao anh, chon Grouping > Ungroup. Tacon co thé 4p dung mot sé cach sau trude khi Group
(nhom) hai tAm anh lai:

- Trong Word, ta co thé thu nhé anh chtra chit nhung khong 1am cho chit “bé” khi phong to
bang cich bam chudt phai vao anh, chon Format Picture. Trong thé Size > Scale > chinh
Height va Width la 1%, bay gio tim anh cta ban chi 1a mot ddu chdm nho, md mo.

- Sau khi thu nho xong, mudn n6 bién mit ludn thi bAm chudt phai vao anh “mat thu” chon
Format Picture. Trong thé Picture, ta chinh 2 thong sé Brightness va Contrast la 100%.
V61 nhitng céach trén ban co thé tu sang tao cho minh nhiing kiéu “mat thu” that tha vi.

46. Chuyén Ky tir s6 sang chir

Dbi voi nhimg ngudi méi hoce tiéng Anh , viée doc cac sb bang tiéng Anh c6 thé gip kho

khan , nhét 1a cac con s6 16n , 1én dén hang ngan , hang chuc ngan , .... Chi véi mdt thu
thuat don gian trong Word ban c6 thé hoc dugce cach doc cac con s6 bang tiéng Anh that dé
dang .

- Trudc tién ban hay tao mot tai liéu mai (Ctrl-N)

- G6 vao con s6 mudn hoc cach doc , vi du nhu 5678 (luu y, con ) nhép vao phai l6n hon
0 va nho hon 32767)

- Dé con nhay tai dong vira g s6 , vao menu Format chon Bullets and Numbering

- Trong hop thoai Bullets and Numbering chon thé Number chon tiép mét kiéu danh sb nao
d6 (khong chon None) bdm nut Customize

-Hop thoai Customize Numbered List xuét hién . Tai muyc Start at , ban g0 vao con s6 da
nhap trong vin ban khi niy (5678) . Tai muc Number style ban chon kiéu 1a One , Two ,
Three . Xong bdm nit OK dé déng hop thoai lai .

- Luc nay con sb 5678 da duoc Word chuyen tir 86 sang chir 1a Five thousand six hundred
seventy- eight . Bay gid ban dua con nhay xudng cudi dong 5678 va nhan Enter . Lap tirc
xuét hién dong Five thousand six hundred seventy-nine . D6 chinh 1a cach do sé tiép theo :
5679 , ban hiy g& 5679 vao bén canh va bAm Enter . Ctr thé tiép tuc dé biét dugc cach doc
cac con sd ké tiép .

47. Chi thich bang tiéng néi trong vin bin

Thay vi ghi cha bang chit trong van ban , ban ¢ thé chi thich bang chinh tiéng néi cua
minh cho thém sinh dong . Cach chu thich nay khéng c6 sin , do d6 ban phai dua né vao
menu Insert nhu sau :

Va0 menu Tools - Customize chon tab Commands , tiép theo nhan vao nut Rearrange
Commands chon muc Menu bar , Nhan Add . Chon phan Insert trong khung bén tréi , kéo
thanh cuén trong khung bén phai xudng va nhap chon myc Insert Voice . Nhan OK . Nhin
Close hai lan . Bay gio thi ban c6 thé ch thich am thanh cho vin ban Word dugc rdi . Dé
chu thich & dau thi ban nhép chudt vao chd do , tiép theo vao Insert chon Insert Voice . Khi
d6 n6 s& hién 1én mot cira SO , ban nhén vao nat Rec mau do dé ghi &m tat ca (tét nhién ban
phai c6 micro va card sound) . Khi ghi am 161 néi ctia ban xong thi nhén nat Stop . Bay gio ,
no s& dan vao chd ban
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nhap chudt trong vin ban mot biéu tugng hinh cai loa . Khi mu6n nghe thi chi viéc nhap
dap vao
biéu tugng cai loa d6 1a tieng nodi cua ban s€ vang 1én tir loa hay headphone .

BANG BIEU (Office 2003)

Gi¢i thiéu menu Table

Gidi thiéu menu khi bdi den va kich chudt phai vao bang.
Tao bang

Thém cot & dong

Xoba 0, dong, cot, bang

Lua chon (bo6i den) bang

Nhép 6

Chiao

. Dinh dang bang theo kiéu c6 sén

10.Dit ché d6 tu dong co gidn bang

11.Chuyén déi dit liéu tir bang thanh vin ban
12.Chuyén ddi dit liéu tir dang vin ban vao bang
13.Sép xép dit lidu trong bang

14.Mbt sb ham ap dung tinh trong bang cia MS Word
15.Xem cac thudc tinh dinh dang bang

©COoNoOOA~AWNE

1- Gi6i thi€éu menu Table (Menu bang)
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Table | ¥
- Draw table: V& bang A pray
- Insert: Chén bang _—
Insel
- Delete: X6a .
- Select: Lya chon (boi den) ;I
- Merge Cells: Nhap 6 .
- Split Cells: Chias iy vere
- Split Table: Chiabang o son
- Table AutoFormat...: DPinh dang bang theo ki€u c6 san Splt
- AutoFit: Ty dong co gian hang i 2| Tabl
- Heading Rows Repeat: Dat dong dau trong bang lam tiéu dé bang cho nhiing Ao
trang Sall. ‘ ‘ Heat
- Convert: Chuyén doi Cor
- Sort...: Sdp xep Al o,
- Formula...: Cong thirc tinh toan trong bang o
- Hide Gridlines: An/hién dudng vién bang -
. ; id
- Table Properties: Xem thugc tinh bang. :"—;
=103
2- Giéi thiéu menu khi bdi den va kich chudt phéi vao bang:
; Cut
- Cut: Cat .
- Copy: Sao chép ~
, Paste
- Paste: Dan
Merge Cells

- Merge Célls: Nhap 6

- Distribute Rows Evenly: Phan phdi déu theo dong
- Distribute Columns Evenly: Phan phéi déu theo cot
- Draw Table: V& bang

- Border and Shading. ..: Tao dudng vién va mau bang Borders and Sha
- Table AutoFormat....: Pinh dang bang theo kiéu c6 sin
- Cell Alignment: Can 1€ vin ban trong bang

- AutoFit: Ty dong co gian hang

- Caption...: Pit tiéu dé bang

- Table Properties: Xem thudc tinh bang.

Distribute Faws |

Distribute Calurm

L BT B BE GF dr o<

Draw Table

EI.\I

Table AutoForm:

Cell Alignment:
AukaFik

Caption...

Table Properties

3- Tao bang
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Cach 1:

1. Chon biéu tuong hanh Standart va ré chudt lya chon s6 cot va sé dong:

El=E AR

HEEN

3 x4 Table

Trén hinh v& 12 tao bang gom 3 dong x 4 cot.
2. Sau khi kich va nha chudt, ban s€ dugc 1 bang méi. Tuy nhién, cting cach nay thi ban chi tao dugc bang t
Cdch 2:

1. Vao Table / Insert / Table...

Table | Window Help Adobe PDF  Acrobat Comments
j Drays Table le 1} [ == & | &
[ Insert » ]l[j Tahle. ..

Delete 4 fl. Columns ko the Left

Select 4 _*'I Columns ko the Right
dll Merge Cells =3 Fows Above
el Solit Cells... =3 Rows Below
71 Table AukoFormat. .. ol ol ..

Tahle Properties. ..

¥
2. XUt hién hop thoai Insert Table:
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%)

Insert Table

Tahle size
Mumber of columns: 5 £
Mumber of rows: 10| 2
AutoFit behawvior
(%) Fixed column width: Auto -

() AutoFit bo conkents
) AukoFit bo window

Table style: Table Grid AutoFormat. ..

[ ] remember dimensions For new tables

Ok ] [ Cancel

Table size: Kich ¢& bang

* Number of Columns: Nhép 56 cot
* Number of rows: Nhép s6 dong

AutoFit behavior: Ty dong co gian

« Fixed column width: Dat kich thudce cot ¢b dinh

* AutoFit to contents: Ty dong co gian theo ndi dung

* AutoFit to window: Ty dong co gian theo man hinh window.

AutoFormat: Chon kiéu dinh dang c6 sin cua bang.

Remember dimensions for new tables: Ghi nhé kich ¢& cho nhiing bang mai.
3. Chon nat OK

4- Thém cjt & dong

Cdch 1: Dung but v&

1. Vo Table / Draw Table (Hoic kich vao biéu tugng trén thanh Standard)
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Table | Window Help Adob
|j Draw Table

Insert 3
Delete »
Select »
Merge Cells
Split Cells. .

#7] Table sutoFormat. ..

Table Propetties. ..

¥

2. Di chuyén but v& dén bang va kéo thing dudng trong bang vao vi tri mudn chén thém cot (dong).
Cich 2:

1. Bat con tro vao trong bang

2. Vao Table / Insert/

Table | Window Help  Adobe PDF  Acrobat Comments

j Draw Table ’_; _jj_agg "Jj'l‘«ﬂ'
| Insert 4 | 1 Table...
Celete Pl | Columns o the Left
Select ¥ | | Columns to the Right
Mergs Cells == Rows Above
8 St Cells... == Rows Below
7] Table AutaFarmat. .. Sl celis. .
Table Properties, .,
- Columns to the left: Thém cot bén trai
- Columns to the right: Thém cot bén phai
- Rows Above: Thém dong trén
- Rows Below: Thém dong dudi
- Cells... / Insert entire column: Chén thém ¢t cho ca bang
- Cells... / Insert entire row: Chén thém dong cho ca bang.
5- Xo6a 0, dong, cot, bang
1. Vao Table / Delete /
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Table | wWindow Help  Adobe PDF  Acrobak Com

j Draw Table .'j) _j‘ | _@ ==
Insert 3 P
| Delete 3 | Tahle
Select r | WY Calumns
Merge Cells =+ Rows
i Split Cells. .. T cells...
#7 Table sutoFormat. .,
Table Properties. ..
¥

- Tabe: X6a bang

- Columns; Xoa cot

- Rows: X¢6a dong

- Célls...: X6a 6 theo lua chon

« Shift cells left: X6a 6 bén trai

« Shift cells up: Xo6a 6 ¢ dudi

* Delete entire row: Xoa cé dong

* Delete entire column: Xoa ca c6t.

6- Lua chon (bdi den) trong bang

Ban c6 thé str dung két hop giita phim Shift va cac phim mili tén, Page Up, Page Down, Home, End dé boi ¢
racon c6 thé sy dung theo cach:

1. Vao Table / Select /

Tahle | Window Help Adobe PDF  Acrobat Cor
j Drays Table ﬂ_; ) = _@ EE
Insert » I
Delete » E=t=.i=
| Select » | Table
Merge Cells Calumnn
iEE solit Cells... Row
#7] Table AutoFormat. .. Cell
Table Properties. .,
¥

- Table: Bbi den bang (Hodc diung t6 hop phim tit Alt + phim s6 5 véi dén Num Lock tit)
- Column: Cot

- Row: Dong

-Cel: O
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7- Nhap &

1. B6i den nhitng 6 mubn nhap theo chiéu ngang hoic doc.

2. Vao Table / Merge Cells

8- Chia o

1. Vao Table / Split Cells...

2. XUAt hién hop thoai Split Cells

Table | Window Help

Adob

j Draw Table

Insert
Delete

Select

|£'j Merge Cells

iEE sSolit Cells. ..

#7] Table sutoFormat...

Table Propertties. ..

¥

Table | Window Help

Adob

j Draw Table

Insert
Delete
Select

Merge Cells

|ﬁ Split Cells. ..

#7] Table sutoFormat. ..

Table Propertties. ..

¥

Split Cells X

MNurnber of columns: 7| 3
Mumber of rows: 3 £
OF ] [ Cancel
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- Number of columns: Nhép s6 cot can chia

- Number of rows: Nhap so6 dong can chia

Merge cells before split: Nhap 6 trudce khi chia.<
3. Chon nut OK ddng ¥ chia 6.

9- Pinh dang bang theo kiéu ¢é siin

1. Vao Table/ Table AutoFormat...

Table | Window Help Adob

j Draw Table

Insert 3

Delete »

Select »
iEE sSolit Cells. ..

Split Table

#7 Tahle sutoFormat. ..

Table Propertties. ..

¥

2. XUét hién hop thoai Table AutoFormat
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Table AutoFonmat rgl

Caktegory:
All table styles W

Tahle styles:

Table Grid 1 - M,
Tahls Grid 2 —
Table Grid 3

Table Grid 4

Table Grid 5

Table Grid &

Table Grid 7

Table Grid &

Table List 2
Table List 3
Table List 4 v Default...

Preview

Jen Feh Mear Total
East 7 7 3 19
West ) 4 7 17
South 8 7 9 24
Total 21 18 21 6l

Apply special Formats to
Heading rows Lask row
First column Last column

I Apply ][ Cancel

- Category: Chon 1a All table styles
- Table styles: Lua chon cac kiéu dinh giang bang c6 sin ctia MS Word
- Apply special formatsto: Ap dung kiéu dinh dang dic biét cho:

Heading rows: Dong tiéu tiéu dé ciia bang
First column: Cot dau tién cia bang

Last row: Dong cudi cing cua bang

Last column: Cot cudi ciing ctia bang

- Nut New...: Tao ra kiéu dinh dang bang mai cua riéng ban.
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New Style E|
Properkies
Marne: Table Stylel
Style based on: M Table Grid w
Farmatking
Apply Formatting to: Header row ~
w9 w | 3 | I U A-
v 15 pE W ﬁ = Ba = {'}p = E‘ -
Jan Feh Mar Total
East 7 7 a 149
West 4] 4 T 17
South a 7 9 24
Total 21 18 21 a1l
Table Grid + Font: Arial, 9 pt, Bold, Font color: Orange, Centered,
Center, Box: (Dotted, Dark Blug, 0.5 pt Ling width), Pattern: Clear
(Light Green)
add ko kemplate
(o [ o

« Name: Tén kiéu d_fjnh dang
* Style base on: Kiéu dinh dang co ban
« Apply formatting to: Ap dung nhiing dinh dang dudi day cho:

o Wholetable: Toan bang

Header row: Dong tiéu dé

Last row: Dong cudi ciing

Left column: Cot trai

Right column: Cot phai

Odd row stripes: Vién cho dong 1é
Even row stripes: Vién cho dong chin
Odd column stripes: Vién cho cot 1é
Even column stripes: Vién cho cot chin

[e]

O O O O o©o

[e]

[e]

* 11 Add to template: Thém thanh mot mau mdi
* Chon nit OK dé hoan thanh thém mdi mot ki€u dinh dang.

- Nt Modify... Sira dinh dang kiéu d4 chon. Céc tinh ning sir dung giéng phan thém mdéi kiéu dinh dang b:
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Modify Style X
Properkies
Blarme: Table List 1 |
Style based on: | M Table MNarmal A |
Farmatking
Apply Formatting to: |Header row w |
| v| ~[(m][s]u]A-
|= v|| 3pt=v|£vBE|v - 5 -
Jen Feah Mer Total
East 7 7 3 19
West ) 4 7 17
South ] 7 9 24
Total 21 18 21 &0

Table Mormal + Font: Bold, Italic, Font color: Orange, Left: (Single solid
ling, Teal, 0.75 pt Line width)Right: (Single solid line, Teal, 0.75 pt
Line width), Pattern: Clear (Light Green)

[] add to template

[ a4 ] [ Cancel

- Nut Delete: Xéa kiéu dinh dang bang

wicrosoft Office Word

Man hinh xuit hién thong bao: Ban co muén x6a kiéu dinh dang Table Stylel khong? Dé ban chic chén lai

- Nut Default...: Thiét 1ap kiéu dinh dang mac dinh cho cac bang sau:

Default Table Style X

Style:  Table Simple 1

Do you want to set this style as the defadlt table skyle For:
() This document only?
) all documents based on the Normal.dot template?

[ ok ) [ cancel
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This document only: Chi ap dung cho file hién tai )
All documents based on the Normal .dot template? Dung cho tat ca nhitng file khac c6 dang Normal.dot

3. Chon nut Apply / Close
10- Pit ché dé tw dong co giin bang
1. Vao Table / AutoFit/

Table | Window Help Adobe PDF  Acrobat Comments

£l 4 == 3

4] Dray Table T W= M= a5 Gl 91
Insert 3
Delete 3 = a— = = 0= =
N EE [=-]i= = EE[
Select »

O T - BT SR TR - B TR B I [

Merge Cells

iEE sSolit Cells...
Split Table

#] Table AutoFormat. ..

AutoFit to Conkents

T

=
L

| AutoFi v

.,.
ko
Ny

bt & AE A

Table Properties. .. AutoFit to Window

o
]

Fixed Column YWwidth

Distribute Rows Evenly

Distribute Columns Evenly

- AutoFit to Contents: Ty dong co gidn theo ndi dung

- AutoFit to Window: Ty ddng co gidn theo man hinh Window

- Fixed Column Width: Dt ¢ dinh chiéu rong ciia cot. Truong hop nay ban chi can dung chudt kéo duong
chinh ctia minh.

- Distribute Rows Evenly: Chiadd cao cia cic dong bing nhau

- Distribute Columns Evenly: Chia d6 rong cua cac cot bang nhau

11- Chuyén dbi dir liéu tir bing thanh viin ban (Bé bang nhung van gii dii ndi dung trong bing)

1. Vao Table / Convert / Table to Text...
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Table | Window Help Adobe PDF  Acrobat Comments

j Draw Table NN N a5 | ¢

Inserk 3

Delete 3 _ T ———
E*E'H: = i=

Select 3

Merge Cells

EE solit Cells...
Split Table

#7] Table AutoFormat. ..

AutaFit 3
| Conyert 2 | Text to Table. ..,
Table Properties. ., | Table to Text...

¥

2. XUét hién hop thoai Convert Table To Text

Convert Table To Text E|

Separate bext with
() Paragraph marks

®

O Commas
() Other:

[ Ok ] [ Cancel

Separate text with: Chon loai ngan céach giira cac doan van ban la:
Paragraph marks: Theo dang doan

Tabs: Theo khoang cach la 1tab = 1.27cm

Commas: Dau phay

Other: Ky tu khac

3. Chon nat OK dé hoan thanh.

12- Chuyén déi dir li¢u tir dang vin ban vao bing

1. Lya chon (b6i den) cac doan van ban mudn dua vao bang

2. Vao Table / Convert / Text to Table...
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Table | Window Help Adobe PDF  Acrobat Comments

| Draw Table 0  E R | ¢

Insert 3

Delete »

L
[
1l

a4
E..

|

i
111
il

Select »

Merge Cells ! 0 0

Split Cells..
Split Table

#7] Table AutoFormat. ..

AutaFit »
| Convert V[ TexttoTable..,
Table Properties. ., Table to Text...

L
¥

3. Xuat hién hop thoai Convert Text To Table

Conyert Text to Table E|
Table size
Mumber af calumns: 4 £

Mumber of rows:

AukaFit behaviar
(%) Fixed column width: Auto e
() AutoFit bo conkents
) AukoFit to window
Tahble stvle: {none)
Separake kexk at
(&) paragraphs () Commas
) Tabs O other: |-

I oK ] [ Cancel ]

- Number of columns: Nhap s6 cot
- Number of rows: Phan nhép s6 dong nay khong phai nhdp ma do MS Word ty diéu chinh theo s6 cot ban r
- AutoFit behavior: Ty dong co gidn

« Fixed column width: Dat kich thudce cot ¢b dinh
* AutoFit to contents: Tu dong co gian theo ndi dung

* AutoFit to window: Ty dong co gian theo man hinh window.

- Separate text with: Chon loai ngéan cach gitta cac doan van ban la:
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Paragraph marks: Theo dang doan

Tabs: Theo khoang cach 1a 1tab = 1.27cm

Commeas. Dau phay

Other: Ky tu khac

4. Chon nut OK dé hoan thanh.

13- Sip xép dir liéu trong bang

1. Boi den toan b6 bang. (j’déy ban nén boi den toan b bang vi sau khi sip xép theo 1 hodc nhiu cot thi gi:
cling dugc sap xep theo. Neu ban chi boi den 1 ¢t thi dir liéu sap xép chi theo cdt do, nhu vay dir li€u ciia b
sai léch.

2.Vao Table / Sort...

Table | wWindow Help Adobe POF  Acrobat Comment

_|-7 Draw Table 3 i [ S5 4
Insert 3
pelete "E=i=. =iz s
Select 3
CRR B S B
Tl Merge Cells
EH split Cells...
Split Table
#1 Table AutoEormat. .,
AukaFik 3
Conwert 3

|",§.|, Sart..,

Table Properties. ..

¥

3. Xuét hién hop thoai Sort
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Sort rgl

Sart by
Théng v| Twei tet v %%Z’;ﬁﬂ';ﬁg
Ising: |Paragraphs vl
Then by
il | Type: Number W gg:ciz::;gg
Using: |Paragraphs vl
Then by
= (%) Ascending
W | Type: L N
I—I v A ) Descending
Ising: |Paragraphs vl
Iy lisk has
(%) Header row () Mo header row
Options. .. [ [0]4 ][ Cancel

- Sort by:

Ban hay chon tén cot d4u tién mudn sip ?(ép (Trén anh l1a ¢4t Thang)

Type: Kiéu dinh dang cua cot (truong) sap xep (Text, Number, Date...)

Ascending: Sap xép tang dan

Descending: Sap x€p giam dan

- Cac phan Then by: Sép xép theo cac cot tiép theo (cac tinh ning van gidng phan Sort by)
- My list has:

Header row: Logi trir dong tiéu dé .
No header row: Viéc sap xép khong lai trir dong tiéu dé.

4. Chon niit OK dé hoan thanh sip xép.
14- Mot s6 ham ap dung tinh trong bing ciia MS Word
1. D& vi tri con tré vao 6 muén tinh (Vi du nhir tinh téng ciia cét thi dé & dong cudi cing ciia cét)

2.Vao Table / Formula...
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Table | Window Help  Adobe PDF  Acrobat Comments

__rf Draw Table o [ = 4

Insert 3

Delete 3 E]

Select 3

3
N
(B3

Merge Cells
i solit Cells. .
Split Table

#] Table futoFormat...

AutaoFit 3
Canwerk 3 S
&1 sort.., 9
| Formula. .. 10
i 4
Tahle Properties. ., 1
D 5
Thang 1 2
Cing

3. Xuét hién hop thoai Formula

Formula E

Formula;
=5UM{ABOVE)

Murnber Format:

Paste Function:

I oK ][ Cancel ]

- Formula: Hién thi ham, cong thirc tinh toan. Bit ¢iu m&i ham hay cong thirc déu phai bat dau tir déu “=" (
téng céac gi4 tri & trén). Ban phai dién dung c6ng thirc ciia mdi ham.

- Number format: Céc dinh dang kiéu s6

- Paste Function: Cac ham co ban:

ABS: Tri tuyét dbi

AND: Ham va

AVERAGE: Tinh trung binh
COUNT: Bém

IF: Ham diéu kién

INT: Ham chia l4y phan nguyén
MAX: Ham 16n nhat
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MIN: Ham nho nhat

MOD: Ham chia ldy phin du
NOT: Ham phu dinh

OR: Ham hoac

ROUND: Ham lam tron
SUM: Tinh tbng

4. 'Chon nut OK dé hoan thanh tinh toan. Néu cong thirc sai, két qua s& hién thi dong 1énh !Syntax Error
Két qua Ham tinh tong cta bang tinh trén la:

Thang So
Thang 10 9
Thang & 10
Thang 5 3
Thang 3 1
5
2
5

Thang 2
Thang 1
Cing B

15- Xem cac thugc tinh dinh dang bang
1. Vao Table / Properties:

Table | Window Help  Adob

j Draw Table

Insert 3

Delete »

Select »
i solit Cells. ..

Split Table

#7] Table sutoFormat. ..

AutaFit »

Corpwerk 3
‘El Sort...

Formula. ..

| Tahle Properties. ..

»
]

2. Xuat hién hop thoai Table Properties:

- Thé Table: Cac thong tin vé bang
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Table Properties

R Column Cell
Size
] preferred width: I:I Measure in:
Alignment:

Indent fram left:

I
i e
I

Left Right

Text wrapping

=
o
=)
)

Borders and Shading. .. ] [ Options. .. ]

Ok ][ Cancel ]

- Thé Row: Cac thong tin vé dong

Table Properties

Table

Column Cell
Size
Row 61
Specify height: Fow height is:
Options

Allaw row ko break, across pages

[ % Previous Row ] [ Mexk Row #

Ok, ] ’ Cancel
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- Thé Column: Céc théng tin v& cot

Table Properties

| el

Table R

Size
Colurnn 1:

[ 44 Previous Column ][ Mext Column ke ]

a4 ] [ Cancel

- The Cell: Céc théng tin vé 6

-74 -

pdfMachine
Is a pdf writer that produces quality PDF files with ease!
Produce quality PDF files in seconds and preserve the integrity of your original documents. Compatible across
nearly all Windows platforms, if you can print from a windows application you can use pdfMachine.
Get yours now!



http://www.pdfmachine.com?cl

Table Properties

Table R Column |

Size

Preferred width: Measure in:

vertical alignment:

| [ =l-

Top Center Bottam
a4 ] [ Cancel ]
-75-
pdfMachine

Is a pdf writer that produces quality PDF files with ease!
Produce quality PDF files in seconds and preserve the integrity of your original documents. Compatible across
nearly all Windows platforms, if you can print from a windows application you can use pdfMachine.
Get yours now!



http://www.pdfmachine.com?cl

-76 -

pdfMachine
Is a pdf writer that produces quality PDF files with ease!
Produce quality PDF files in seconds and preserve the integrity of your original documents. Compatible across
nearly all Windows platforms, if you can print from a windows application you can use pdfMachine.
Get yours now!



http://www.pdfmachine.com?cl

