HUONG DAN TAI,'IUC HANH
BAI SO 2
NOI DUNG:
- Pinh 1€ trang in.
- Cheén ky hiéu dat biét (insert), thao tac cat (cut), dan (paste), copy.
- C4c ch(ra ning nhap van ban tu dOng (Auto Text va AutoCorrect), tim ki€m va thay thé
(find and replace) .
- Binh dang ky tu (Font, Size, Style,...).
- Dinh dang doan (Paragraph).

- Céc thao tac trén tap tin (open, save, close). pag= =St [=i=]
1. Dinh dang 1€ trang in : marginz | peper | Lavout |
. ~ « A A . Margins
B1: F:lle / Eage se'tup /xuat hien hop thoai: pr: e Bottom: EEem =]
B2:vao the Margins: Top :2.5cm Left: fsem =] miht: [F5em =
BOttOlTl 22.5C1Tl Gutker: ID [=y1] E‘ Sutker posikion: ILeFt vI
Left : 3.5cm O”e””
Right : 2.5 cm | A |
B3: vao thé Paper : chon A4 i Lendacepe
B4: click mouse vao Default dé luu 1ai cau hinh. Multiple pages: [rarmal =1
B5: OK.
pr:::::to: _:
IWhoIe documenk ;I ]
Defaulk. .. I 'TI Cancel I
2. Dinh dang Font cho vdn ban :
B1: Format / font / xuat hién hop thoai : Fore 20
B,2 Tfong thé Font Chon |a| font tuong thl’Ch Font I Characker Spacing I Texk Effects |
vai bang ma (Unikey, Vietkey) da dugc kich Font: Font style: Size:
hoat trudc. cuozNew Ko Resdr 2
Vidu : Tuong Ung tUng bang ma ~ font tuong Un; [rebuchet 1S | EL o
Unicode : Times New Roman, Tahoma, Arial.. roCentit E Bl Itale 1 e -
VNI Windows : VNI_ ''''' Font color: Undetline style: Underling calor:
Vietware_F . SVN . I _Automatic j I_(none) LI I Sutomatic j
Vietware_X : VN... Effocte
TCVN3 . . Vn. .o [ strikethrough [ shadow [ sSmall caps
2 .2 .2 . > ~ [ Double stri oL I outline l caps
Thé Font style : ki€u hién thi cla font ch(r. ot T enboee R
Regular : ch{t binh thuOng L e L Ere )
Italic : ch(t nghién. Preview
Bold : Chu da/l:[l . Times IMNew Eoman
Bold Italic : dam nghién.
B3 . Chon hiéu l:rflg néu Cén (Effects) This is a TrueType Font. This font will be used on both printer and screen.
B4: Default / yes / ok . Defaut.. | ok | cancal
a’+b*=c?
a’+b*=c?

H,0 H,SO,



3. Cheén va cat, dan, copy cac ddi tuong dac biét :

- Cheén (Insert): pictute hoac Clip Art. 5
B1: Insert / pictute / clip art (chén nh{ing hinh c6 san trong thu' vién cla Microsoft Word)
/ From File (chén nh{ing hinh tu tao, hinh download, hinh vé...)

B2: Chon hinh can chén, clik chut
phdi chon Insert hodc copy.

B3 : Di chuyén chudt dén vi tri can chén
patse no vao.
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- Cheén ky twr dac biét (symbol): ,
B1: Vao Insert / Symbol / hOp thoai xuat hién :

B2 : Trong hdp Font chon Webdings..
B3 : Chon d6i tugng can chén
B4: Clik vao nit Insert d€ chén d6i tugng
vao vin ban tai vi tri con trd chuOt.

Symbols

| Sperial Characters |

]

» w2 0
IR Y
S § @7
ﬁﬁ@ﬁﬁwwrivﬁq\p#gj
Recently used symbols:
€L E|O|®™L|#|<|>|+ |x|o|p|o|p
Webdings: 32 Character code: |32 from: ISymboI {decimal)
BukoCorrect, ., | Shorteut Key. .. | Shorteut key:

Insert |

Cancel |

A



4. Pinh dang doan (paragraph):
B1: Chon doan vin ban can dinh dang
B2: Vao format / paragraph , hOp thoai
xudt hién
B3 : Chon thé Indenst and Spacing
+ Muc Alignment : Chon 1€ can canh
o Left: Lé trai
+ Right: Lé phdi
e Centered : Gilta
« Justifield : Canh déu
+ Muc Indentation : Thuc dong
o Left: Lé trai
+ Right : Lé phdi
 Special : f ist line :dong dau tién

Hanging : cac dong con lai.

+ Muc Spacing : khodng cach

«  Before : khodng cach gilta dong dau tién va doan trudc doé

e B3]

Indents and Spacing I Line and Page Breaks I

General

Alignment: m owtline level: IBody bext vl
Indentation

Left: IU-E'3 crm 5 i special: By

Right: ID cm ﬁ I(none) LI I ﬁ
Spacing

Befare: fore = Line spacing: at:

After: ID pt =1 ISingIe LI I =

I Don't add space between paragraphs of the same style

Preview
B%: Voo Moo poogiogh
b,
4 Exob dpag dom Via boo [paogiophl
Tabs... I (a4 I Zancel

 After : khodng céc gilta doan trudc va doan sau.
 Line Spacing : khodng cach gilta cac dong

+ single : dong don
+ 1.5 line : gap rudi
+ Double : gdp doi.

5. Nhap viin ban tu dOng bang Autotext va AutoCorrect :

- Auto text : La hinh th(c chén nhanh mét doi tugng van ban hay hinh anh,

di 14p lai.

B1: chon d6i tuong can tao Auto text (bao khoi trudc)

B2: Vao Insert / Auto text / Auto text

B3: Nhap ky tu dai dién vao muc Enter Auto text entries here

B4: Clike nit Add d€ hoan thanh.

- Dé& chén dbi tuong vin ban vira tao bang Auto text vao tai lié

B1: Pat con trd tai vi tri can chén
B2:Vao Insert / auto text / auto text

B3: Nhap ky tu dai dién vao muc Enter Auto text entries here
B4: Clike vao niit Insert dé chén d6i tugng vao tai li€u

B5: Ok d€ déng hdp thoai lai.

- Xod dbi tuong trong Auto text

+ Tuong tU nhu chén nhung & budc 4 : Clike vao nit Delete.

thudng xuyén lap

AukoCorrect | AukoFormat As You Type

AutoText AutoFarmat |

[ shaw AuoComplete suggestions
To accept the AutoComplete suggestion, press Enter

Smatt Tags

rEnter AutoText entries here:

fiddd

Dear Madam or Sir:

Dear Madam:

Dear Mom and Dad,
Dear Mother and Father,
Dear Sir o Madam:

ad |
[

Ciear Sir:

Previgw
Brai Hoc Ty BG

Lookin: |4l active bemplates

Delete

Insert

£y

Shaw Tookbar

Ok |

Cancel




- Auto Correct : TuOng tuU Auto text ciing chén nhanh mot di tugng van ban bang cach st
dung ky tu dai dién thay thé.

Cac bUdC thUC hlén N hutoCorrect: English (LS.} x|
B]-: VE}\O TOOH / Al'_\lltOCOAI‘I‘ECt OPUOHS AukoTexk | AutaFarmat I Smart Tags

B2: HOP thO_al xXuat hlen AutoCorrect I AutoFarmat As You Type

B3: Replace Ilhap k}'7 tu dal dlen ¥ show AutaCorrect Ophions buttons

With : Nhap doan vin ban can thay

thé' [+ Correct Two IMitial Capitals Exceptions. .. I

. - 2 BN BN v Capitalize Firsk letk F k.
B4: clike Nuit Add dé hoan thanh [l e (B € P s
W Capitalize First letter of table cells

¥ Capitalize names of days
[ Correct accidental usage of cAPS LOCK key

- D€ cheén débi tugng vén ban bang

AUEOCOTTGCE . . N . —|7—Repla-:e texk as yvou bype

BI: B?t COI‘{ tro O VI tl} Calil chen. Replace: wiith: % Plain ket = Formatted ket
B2: Panh ky tu dai dién vao [orTo [parHoc Tav 85
B3: OK . (Thi lap tUc doan van ban sé
thay thé k}'] tu’ dal dlén) ) ) Al HOC TAY PO

, , A ” N N diaplay display 1
Vidu : chiing ta nhap ky tu'la DHTD va | |gidinc didn®

ENTER thi n6 sé dugc thay thé la | ldidnit didn’t [
BAI HOC TAY BO Replace | Delete |
[T automatically use suggestions From the spelling checker

- Dbé xoa doi tugng trong Auto correct

hoan toan gidng trong Auto text. [ o ]  conce |
6. Cac thao tac trén tap tin : - -
- Open (mc’}): Lok I.;SM;TCT.; o @ - 3@ % [ i - ook~
B]-: Véo File / Open (Ctr]_+ O) ggcz:;ir;; |C5)wrebshots Data
B2: HOp thoai xudt hién o

e Look In : vi trf Iuu tai liéu o
B3: chon tai li€u can m& / Open o

L} Cibl‘gt

."!} File name: =
Py Network I Bl
Places Files of type: [l word Doruments (*,doc; *dat; * btm; * bt *aurl; * =] Cancel |

- Luu ti liéu (Save) :

B1 : Vao file / save (Ctrl + S) e 2] @~ 318 X 0 @ 1w B
* Néu save 1an dau tién thi hQp thoai xudt hiér S o
 Savein: chon vi tri d€ luu tai liéu. My recere
B2: File Name : dat tén cho tai liéu 3
B3: Clike nuit Save. Deatton
- Close : déng tap tin l1ai sau khi 1uu tai liéu xong. Néu i
khong mudn luu tai liéu lai thi chon muc Cancel. a8
. )
My Computer
“'l,] Fie game: = —
My;ﬂ:ﬁ:smk Save a5 type: [word Document (* doc) j I;T




Bai thu'c hanh s6 1:

1. Dinh 1€ trang in (File / Page Setup) theo cac kich thu@c sau:
Top : 2.5,crn, Bottom : 2.5cm, Left : 3.5 cm, Right : 2.5cm
Kho giay : A4

2. Tao vin ban (v4i Font: Times New Roman: 12) c6 dang nhu sau:
(Ghi chii: Insert / Symbol chon font Wingdings d€ chén cdc biéu tuong @, ,, ,)

CHAN DUNG NHA KHOA HOC

“Udc mo cla em: nha khoa hoc tuong lai...”. Nhung c6 lic nao ban tu hdi minh: Thé nao 1a nha
khoa hQc?

Song con cau trd 10i dOc dao cUa ban tré Viét Nam thi sao, nhat 1a cau tra 10i rat riéng cla chinh
ban?

a )

Cau hoi nay di dugc 2.500 hoc sinh tir 10 dén 17 tubi ¢ An DO, Chilé, Phap, My, Y, Méhico,
Braxin va Nigiéria trd 10i qua nhtng bUc tranh tham gia cudc thi v& chin dung nha khoa hQc. La lam
sao khi hau hét déu vé& nha khoa hoc nhu m6t ngudi... deo kinh trang day cOp, téc tai bu xu va lic
nao ciing khéac do choang trang, ban biu véi linh kinh nhitng chai 10 ciing 6ng nghiém va luén lam
viéc don doc,.....

o)

Giéo su Leopoldo de Meis, ngudi c6 sang ki€n md ra cudc thi ndy, nhan xét:” D6 1a chan dung cUa
nguoi kY thudt vién phong thi nghiém, hay cla nhiing ngu0i 1am nghé gid kim hoi thé ky 18, 19
ch( ndo phai 1a nha khoa hoc!”. Theo gido su, c6 1& cic ban tré da “thira hudng” hinh anh ay tur
cac phim hoat hinh va truyén tranh.

ow

Trong khi d6 90 ban tré tham gia cuOc thi Chau Au danh cho cac nha khoa hoc tré (tUr 15 dén 21
tudi) lai trd 10i bang chinh sdn pham nghién cltu clia minh nhu cac tac gid doat ba gidi nhat dong
hang cUa cudc thi 1an th(r 10 dién ra tai thanh phd Porto bén B6 Dao Nha, da tao ra chuong trinh
tin hoc bi€én d6i cac dnh chup tr may kY thudt sO thanh nhimg dnh ba chi€u hay chi€c gdy c6 dau
do siéu am gidp nguOi mu phat hién chudng ngai cich 5m trén dudng di, hay tim ra nguyén nhan
son trang bi O vang trong bong tOi tUr d6 tao ra cac chat thém vao son d€ chong hién tugng nay.

¢ @

3. Di chuyé&n cau “Song con cdu tra 10i dfc ddo cud ban tré Viét Nam thi sao, nhét la cdu tra 10i
rat
riéng ca chinh ban?” dén cudi tai liéu trén (dung thao tac cat va dan).
4. Dung thao tac chép va dan d€ tao ra dong sau vao cudi tai liéu:
A X FIAN FIRA X XFIRANX XI AKX X
HuGng dan: - Chén 4 ky hiéu ¥ & & vao tai liéu (Font: Symbol).
- Chép (Edit / Copy) 4 ky hiéu trén vao Clipboard.
- Thuc hién thao tac dan (Edit / Paste) 5 1an
. Chon khoi 1a doan th( nhat, nhan phim Delete. Nhan xét. Thuc hién thao tdc Undo. Nhan xét.
6. Chon khoi 1a toan b0 tai liéu (nhan t6 hgp phim Ctrl + A), nh&n phim Delete. Nhan xét.
Thuc hién thao tdc Undo. Nhan xét.
. Ti€p tuc thuc hién thao tdc Redo. Nhan xét.
8. LUu tai liéu 1én trén dia D: vGi tén Buoi2_1.doc

ul

~



9. Péng cla sO tai liéu dang m&. M3 xem lai tai liéu vira luu.

Bai thuc hanh s6 2:
Nhap va dinh dang cho doan vin ban dudi day, sau d6 luu vao dia D: v4i tén Buoi2_2.doc

HOP HOI THOAI FONT

Néu ban mudn chon nhiing Font cht khac nhau cho céc ky tu, chi dinh in d@m Bold, in ngiéng
Italic, hay gach dudi Underline thi ta c6 th€ chon 1&nh trén thanh Formatting. Tuy nhién Word con
cung cap rat nhi€u ki€u dinh dang khéc cho cac ky tu nhu: chi s6 trén Superscript (a? + b%), chi s0
dudi Subscript (H,SO,), chlt béng Shadow, chF vién Outline,... nhiing dinh dang ndy mdc nhién
khong c6 niit 1énh trén thanh cong cu. Do d6 d€ st dung thi phai s& dung hOp hdi thoai Font.
(Format / Font...)

Sau khi chon khéi vin ban can dinh dang, ban chon 1énh Format / Font. HOp thoai Font gdm c6
cac thanh phan sau:

L6p Font : chon Font ch{r

Font : cho phép nhap hay chon Font chit cho céc ky tu.
Font style : 1iét ké cac ki€u chir: Regular, Italic, Bold, Bold Italic.
Size : cho phép nhap hay chon ¢& chir.

Underline : cho phép chon ki€u gach dudi.

Font color : cho phép chon mau cho cac ky tu.

Strikethrough : gach mOt dudng gilta cac ky tu.
e-strikethreugh: gach hai dudng gilra cic ky tu.

Superscript  : chi sO trén (a? + b?).

Subscript : chi s6 dudi (H,SO.).

Shadow : ch(r c6 nét bong. R

Outline : ch{r c6 nét VIEN xung quanh.
Hmboss : Emboss ch{t CHAM NOL

Engrave : Engrave CHAM CHIM.

Small Caps  : SmaLL Caps chlr HOA NHO.

All Caps : ALL CAPS ch(r HOA LON.

Hidden : &n (khong cho hién ky tu).

Preview : khung hién thi minh hoa.

OK : 4p dung cho théng s6 vlra chon cho ky tu.
Default : Iuu cac théng s6 vlra chon thanh gia tri mdc nhién.
Cancel : hQly bd cac thong sO vUra chon.

LGp Character Spacing: dinh khdang céch gilra cac ky tu.
L&p Text Effects: chon cac hi€u Ung dOng cho céc ky tu.

Bai thu'c hanh s6 3
1. Tao 2 muc AutoText (c6 th€ dung Insert \ Autotext \ Autotext \ AutoCorrect) nhu sau:
Tén muc NOi dung
kv khu vuc
db DOng Bang Séng Cliu Long



2. Nhap ndi dung vin ban nhu sau (s& dung muc AutoCorrect vUa tao):

Dong bang Séng Clu Long gdm 13 tinh, thanh phé c6 dién tich gén 40.000 km®, dan s6 khodng
17 tri€u ngudi. Nhiing ndm gan déy, céc tinh khu viuc DOng bang Séng Cltu Long da tao moi
trudng dau tU ngdy cang hdp dan dé€ thu hiit nguén v6n dau tu truc ti€p nudc ngoai (FDI).

Sau thdi gian tram lang, trong nhiing thang cudi nadm 2004 va quy I-2005, tinh hinh thu hit dau
tu nudc ngoai vao khu vuc BOng bang Song Clu Long da c6 ddu hiéu tang trd 1ai. Theo s6 liéu
m&i nhat tUr Cuc Pau tu nudc ngoai — BO K& hoach va Pau tu, EDI cla khu vuc Pong bang
Séng Clu Long dat xap xi 1,4 ty USD v6i 179 du an.

Bén canh viéc phat huy ndi luc cla cac tinh, thoi gian gan day, POng bang Song Cltu Long da
nhan dugc suU quan tm nhi€u hon cla Trung Uong va cac bd nganh trong viéc cdi thién co sG
ha tang, tao mdi truOng dau tu.

VGi mOt tiém nang phong phi va da dang, POng bang Séng Clu Long van dang ti€p tuc moi

goi dau tu nudc ngoai nham phét huy hét 1gi thé clla minh. Dién tinh gieo trOng lia cla khu

vuc Péng Bang Song Clu Long da dat xap xi 4 triéu ha. B6i vdi nganh thly sdn, vdi san

lugng 1,44 triéu tan, DOng bang Séng Cltu Long dang c6 mOt sttc hdp dan cac nha dau tu

nudGc ngoai. Trai cay ciing 1a m6t thé manh cla khu vuc BOng bang Song Clu Long vi nhi€u

loai dc san nhu nhén, xo0ai, sdu riéng, mang cut... nhung chua dugc khai thac do thi€u nha

dau tu.

3. SU dung chlc ning tim ki€m va thay thé (Edit/ Replace), tim cum tU “CUu Long” va thay
thé bdi “Hbng”.

4. Luu ti liéu trén dia D: v&i tén Buoi2_3.doc

5. Péng clra s6 tai liéu dang ma.

6. Xoa cac muc AutoText vUa tao.

Bai lam thém s6 1
1. Nhap vao n0i dung vin ban bén dudi:

Em thdy khong tat ca da xa roi

Trong hoi thd cua thoi gian rat khé

Tudi tho kia ra di cao ngao thé

Hoa sting tim vao trong mdt lam mé say
Chum phugng héng yéu ddu dy r0i tay
Ti€ng ve trong veo xé doi hd nuGc
Con ve tién tri v tdm bdo trudc
C6 1& mOt ngudi ciing bat dau yéu

NOi nhé dau anh nhé vé em
NOi nhé trong tim em nhé vé véi me



