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Tgng quan vé& Microsoft Word

* Gi6i thi€u vé man hinh giao ti€p

Thanh tiéu dé - Title bar

----------------------------- Thanh thuc don - Menu bar
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Thanh cong cu chuan — Standard
Toolbar

Thanh dinh dang — Formatting Toolbar | —

Gidi thiéu

Microsoft Word 18 mét trong nhifng chirdng trinh manh me tong
vige w8y dung van ban, dd 13 1y do @i sao Microsoft Word 14 sdn
phidm van phong dutje af dung wng rdi trén the gidi,

Wal Mictosoft Word, ban khdng nhifng tao ra duge van ban mdét
céch d& dang, nhanh chéng, ma nd odn gifip ban tac ra nhitng
van bdn mang tinh chuyén nghiép cac.

Ehéng nhu danh mdy, Microsoft Word cho phép ban higu chinh
ndi dung cia van ban, chen thém hinh, bdng bifu vao van bin mdt céch hidu qud, tnfc quan va sinh

déng. Thanh céng cu vé — Drawing Toolbar
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__z_a_ __LI _____________________ Thanh trang thai — Status bar
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Tgng quan vé& Microsoft Word

. Kn/Hién cac thanh cong cu
— M3 mot thanh cong cu moi
— DPong thanh cong cu
* Thao tac trén tap tin van ban
— Tao van ban mdi
— MO mOt van ban da cé
— Luu nOi dung cUa van ban

File

Edit

Wiew | Insert  Format  Tools

Table

El mormal
Bl web Layout

Print Lawout

.

| Toolbars

[C] Header and Foater

£00M, .,

Window  Help  ViekSpell

= §_tandaru:|
K of crmatting
AukoText

Control Toolbo::

Database

Drawing

Frames

Mail Merge
Cutlining
Fickure
Reviewing
Tables and Borders
Yisial Basic
Weh

Wieh Tools
Word Count
Wiorddrk

Customize, ..




Tgng quan vé& Microsoft Word

* Cac ché do6 lam viéc cila Microsoft Word
— Céc ché d0 go ky tu (Overtype): Overwrite/Insert
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| Page 4 Ser 1 el Rl oD s REE R ExT_-' OvR  Status bar
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Overtype

— Gidi thi€u cac ché do trinh bay man hinh:
(Normal, Print Layout, Outline, Web Layout, Print Preview)

Yiew | Insert  Format

||§ Marmnal v
Ed  web Layout k\%
Prink Layouk

Cutline




Tgng quan v& Microsoft Word

* Thao tac trén khoi van ban
— Chon khoi van bdn bang chult va ban phim
— Céc thao tac trén khoOi van ban
* Sao chép
* HUy bo
* Di chuyén
* Tim kiém va thay the
— HOp thoai tim ki€m va thay thé

Find Replace | G0 To I
Find what: || ll
Replace with: I ;l
Mar

Feplace | Replace.ﬁ.lll Fimd ek I
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T6ng quan vé& Microsoft Word

* MOt sO thao tac co ban trén Microsoft Word

— SU dung cac chUc nang trén thanh cong cu dinh dang va thanh
cong cu chudn

Formatting

A4 n « YMI-Times -1 - BIUEESEEE-EEEE DO-2-A

DEEHSY SRY (BRI v-o- QHOFE B[R T 0% -7

— Cheén cac ky tu dac biét

Symbols | Special Characters |

Eort: [wingdings =l

AIFEIBDRCE - FEEECEEIE
@@@@@@@@@@@@ﬂ@@ﬂ_l
0 00 0 00 03D R MG <]« |
lelis1 - HONCHOI CO] A [k | e 3%

Recently used symbols:

[+|#|mQl0]O]-[€]¢[¥[o[o|~|+|=]|-|

wingdings: 119 Character code: [113 From: ISymboI (decimal) |
AuboCorrect. .. | Shorbecut Key. .. | Shorbout key:




Pinh dang vin ban

* Pinh dang trang in
— Thié€t 1ap cac gid tri cho trang in

Page Setup ed
* Canh l€é trang in arains 1| paper | Loy |
> 7 5 Margins
* Chon kich thuOc trang in Topi Jors 2 gottom; [0.75"

Left: 1.25" Right: |0.63"

b
o

o (31‘1(-)1‘1 hl"ré,ng gié’y: In ngang hay Gukker: 0 Gutter position: [Left
dcrng Crientation

» Chon khd gidy A4, A5, ... |

e

Portrait Landscape
Pages
Multiple pages: INDrmaI j
Presview
apply ko
This section j

Default, .. | Ik I Zancel |
L)
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Pinh dang vin ban

* Header/Footer

— Dinh dang Header/Footer T
L, Thay d6i Header/Footer ChO Margins | Paper  Lavout |

Section

Ilhcrng trang Chén lé S;Eti-:un skark: Wmﬂ
Suppress endnotes
— Thay dOi Header/Footer cho o
mét phén Vén bén " Different odd and even

IV Different firsk page

From edge: Header: ID.SE" E‘

3 DESS DR FRRUEE OBRHOMAD o pes r st s e L s S e R 7 Footer: IIZI.21" E‘
o0 ok WsuaL BaSIC Bt L oo eseres s TEERG L4201 6 Page
Header and Footer Wertical alignmment; Top -
Insert AutoText - F BB = M BEF O dose
Preview
Apply ko
This section j

Line Numbetrs, ., I Borders., ., |

Default, .. | | Ik I Cancel |




Pinh dang vian ban

* DPinh dang doan van (Paragraph)
— Canh 1€ doan vin
— Khoang cach gilra cac dong trong doan - Line Spacing
— Khoang cach gilra cdc doan v6i nhau

o

— Pinh 1€ © N N D O DO DAY

MNewdi ta van chwa bift chinh zic co quan
ndo thuge Chinh pha An D3 s dwoe chia s mi
ngudn Difu nay chi sang t6 sau khi Microsoft
hoan tht cudc thao ludn véi cac quan chikc cla
fyéC nay.

Spacing
Before
Alter

Tuy nhifn, mdt 58 ngudn tin khac che biét

....... Ny khéng 15 phin mém dang thic luin véi

Errcda 3oz 10

Chinh pht vé plrong thive chia 2 mi nguén,

Line spacing
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Pinh dang vin ban

* Pinh dang Tab
— Phan loai

Font...

Paragraph...
Bullets and Mumbering. ..

Borders and Shading. ..

Columns. ..

Tabs. ..

[l Left Tab  Center Tab 12 Right Tab
— Thiét 1ap tab thong qua hOp thoai dinh dang Tab

Tab stop position:

' Decimal Tab

Default kab stops:

|3.5"

||:|.5"

3"5.. ;I Tab stops to be cleared:
=
Alignment
¥ Left i~ Center i~ Right
i~ Decimal i~ Bar
Leader
11 None P e

2 x




Pinh dang vin ban

° CONG HOA XA HOI CHU NGHIA VIET NAM
Poc Lap - Tvw Do — Hanh Phuc
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Pinh dang vin ban

* DPinh dang Drop Cap
— DPinh dang Drop Cap thong qua

hdp thoai

— Minh hoa

‘I-..
*

nw
. #‘

Drop Cap

21X

Pasition

==

Mone Dropped In margin
Cptions
Fonk:
Times Mew Roman j

Lines to drop:

Distance From bexk:

e
yuadtim hifu tai cac tnrimg day tré khiém thinh nhém nghién ciu nhén thay d& tip noi, tré

*ead kMiém thinh thwirng phai tré qua ba mic d6; tdp phat hot, tép phat &m cac nguyén &m va
tdp phat dm cac vy, Twong wng vt do, nhom d3 thigt ke ba loal ba hoc chuyén biét, trong do

co bét hoc luyén phat hot wa tap phat hot wit may tinh




Pinh dang vin ban

* DPinh dang ky tu

(Character) =
L Binh da ng k},] tL:r hay mét nhém Font | Characker Spacing  Texk Effects |

Animations:

tU thong qua hOp thoai o)+ taround

Las Veqas Lights

Marching Black Arts
‘Marching Red &nks
shimmer

Standard

DEr;lfﬂﬁ %Elﬁp ,}E@{j :: Sparkle Text

K3 v v %D@ggmﬂihﬁ% - [2)

Preview




Pinh dang vin ban

 Dau ngat (break)

| Break. ..

Breal: types
Page Mumbers, .,
Date and Time. .. " Colurnn break
ﬂutnText_ , > " Text wrapping break

Section break types
Beld... " Next page
Symbal... " Continuous

°d Comment . Even page
" Odd page

(04 I Cancel
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Pinh dang vin ban

* Pinh dang khung vién va nén
— Pinh dang khung vién cho trang in

Pl ez 3 g G B T g g L ANERES

B ]

CONG HOA XA HOI CHUO NGHIA VIET NAM
pOC LAP—TU DO - HANH PHUC

400 32 e

Shiow Tool




Pinh dang vin ban

* Pinh dang khung vién va nén
— Pinh dang khung vién va nén cho doan van

B"-"rd -1?-1-1-2-1-3-1-4-1-5-1-5-1-?_ﬂ£|

Eot

Set

N ta vin chea bidt chink xdc oo
guan nio thude Chink pht An D8 58 duwe
chia 56 md ngudn. Bidu ndy chi sing 6
sau ki Microsaft hodn tdt cude thde ludn
VT ede quan chitc clia R B,

r-“ Eajiv Mair, Chu tich Microsoft An Pa
. t4 ra rat de dat "Ching t51 dang xem =ét ¥
T dinh chia se mi  ngudn
N heé difu hanh" Tuy nhién,
. mét 55 noudn tin khac
- cho bift ngwi khéng 15

. - phin mém dang thas ludn véi Chinh phi
ve phrong thitc chia sé ma ngudn. |




Pinh dang vin ban

* Pinh dang cot bao
HOp thoai dinh dang cOt
Gau Panda Trung Quoc
lap ky luc vé s6 con
“Nang” gau tric 19 toi Thanh Thanh vita cho ra dai dita con thit 13 tai Trung tim nghién cim va clin

nuoi Panda & Chengdu, tinh Tv Xuyén hom 9/9. Thanh Thanh & 1ap ki luc vé so lan sinh dé trong the gidéi
nhiing load vat quy hiem

hé giam déc trung tim, dng Yu Jiangiu itn  nay, gau
cho biét, Thanh Thanh thu thai vio ngay Panda duyén
30/3 hodc 1/4, sau khi giao phi vo'1 2 con dang 44 cd tén
duc cung chudng. Cac chuyén g1a tin rang chu trong danh sach nhiing
gau con mat sinh van cén mét "ngedi em" sinh lodi gan tuyét ching trén
d51 sdp chao 4. thé gidi Theo thong ké
cia Cuc Kifm ldm Quéc
hanh Thanh bét déu sinh né tir nim 1989, gia Trung Quoc, hifn
dén nay di qua 9 lén sinh, trong &6 cé 2 mrdc  nay cd  khoang
lan sinh d8i “Dé 13 mét thanh céng 1én 1.000 con sinh séng trong tw nh1en va 140 con
d6i véi loai ghu Panda thy thai trong chudng”, nudi chudng
T nhin dinh.
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Vé hinh trong van ban

* POi tuong Drawing
— Thanh cong cu Drawing

— V1du minh hoa

Pay la dong van ban trong Textbox
— C4c doi tuong do hoa co s6




Vé hinh trong vin ban

* POi tuwong WordArt
— Thanh cong cu WordArt

4| | EditText... | T4l @H.Abc I:n:I A3 Lf E &
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Edit WordArt Text

Fonk:

QAVANWGS

| B wnur-Times

Texk:
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Vé hinh trong van ban

* POi tuong Picture

— CllpArt Animals - Microsoft Clip Drganizer

File Edit Wiew Tools Help
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Twpe a queskion for help |+

Collection List

-

it Chén hinh tt\J" tép tin B Search... |5 Collection List. . b4 = @ dips Online
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