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1. GIGI THIEU PHAN MEM MICROSOFT WINWORD

Soan thao van ban la cong viéc dugc st dung rdt nhi€u trong cic co quan, xi
nghiép cling nhu nhu cau cta bat ky c4 nhan nao hién nay.

Tir thiia xa xuwa con nguoi da biét st dung may moéc vao viéc soan thao van ban
(may gob chit). G6 dén dau, van ban dugc in ra ngay dén do6 trén gidy. Cac cong viéc
dich chuyén trén van ban, cling nhu cdc k§ ning soan thdo vin ban con rit tho so, don
gian. D€ tao ra dugc mot van ban, doi hoi ngudi soan thao phai cé nhitng k§ nang sir
dung mdy g6 rat t6t (khong nhu mdy tinh bay gid, hau nhu ai cling c6 thé hoc va soan
thao dugc mot cach rd rang). Soan thao 1a nhu vay, con vé€ in an ciing cé vo cung khé
khin. D6 1a ngay xua, khi ma cong nghé thong tin con chua ph4t trién.

Ngay nay, khi ma cong nghé thong tin dang phat trién rAm 10, cong nghé thay doi
tng ngay, nhitng bai toan, nhiing khé khan cua con nguoi dang dan dan duoc may
tinh hod, thi viéc soan thao nhitng van ban bang mdy tinh di trd thanh nhiing cong
viéc rat binh thuong cho bat ky ai biét st dung may tinh. Mot trong nhitng phan mém
may tinh dugc st dung rong rai nhat hién nay la Microsoft Word cua hiang Microsoft
hay con goi phan mém Winword.

Ra doi tir cudi nhitng nam 1980, dén nay phan mém Winword da dat duoc tGi su
hoan hao trong linh vuc soan thao van ban cling nhu trong linh vuc van phong ctia bo
phan mém Microsoft Office néi chung. C6 thé liét ké cdc diac diém noi bat cua phan
mém nay nhu sau:

- Cung cap diy da nhat cac k§ nang soan thao va dinh dang van ban da dang, dé
str dung;

- Kha nang d6 hoa da manh dan lén, két hop vé6i cong nghé OLE (Objects
Linking and Embeding) ban c6 thé chén duoc nhiéu hon nhitng gi ngoai hinh
anh va am thanh lén tai liéu word nhu: biéu do, bang tinh,.v.v.

- C6 thé két xudt, nhap di liéu duéi nhiéu loai dinh dang khéc nhau. Dac biét
kha niang chuyén déi dit liéu gitta Word véi cdc phdn mém khédc trong bo
Microsoft Office da lam cho viéc xu ly cac ung dung van phong tr& nén don
gian va hiéu qua hon.

- Dé& dang két chuyén tai liéu thanh dang HTML d¢€ chia sé dit liéu trén mang
noi bo, cling nhu mang Internet.

2. CACH KHOI PONG

C6 rit nhiéu cach c6 thé khoi dong dugc phan mém Word. Tuy vao muc dich lam
viéc, s& thich hodc su tién dung ma ta ¢ thé chon mot trong cdc cach sau day dé khoi
dong:

Cach 1: Chon 1énh Start cua Windows: Start | Programs | Microsoft Word

Ciach 2: Nhdy kép chuot 1én biéu tugng ctia phadn mém Word W Microseft word | ey
nhu nhin thay né bat ky & chd nao: trén thanh tac vu (task bar), trén man hinh nén cta
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Windows, Vs, chi xem duwoc mét sb trang déu. Vui long downlosd file gbc gé xem toén b céc trang

Cach 3: Néu muén moé nhanh mot tép van ban vira soan thao gan day nhat trén
mady tinh dang lam viéc, c6 thé chon Start | Documents, chon tén tép vin ban (Word)
can mad. Khi d6 Word s€ khai dong va ma ngay tép van ban vira chi dinh.

3. MOI TRUONG LAM VIEC
Sau khi khéi dong xong, man hinh lam viéc cua Word thuong c¢6 dang nhu sau:

i3l Document 1 - Microsoft Word -0 x|
JEI|B Edit View InserflFormat Tools Table ‘Window Help |
| Mormel = | vrfime -e2-BIU([sE=E==|EEEs A
REEER EYEE Y e Y == =K
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Hé thong bang Heé thong thanh
chon cong cu

Cira so soan thao tai liéu Thanh trang
thai
o]
3
=)= 4] D
[owe by | amsnapes- \ OO BB >-L-A-=S=20@.| /
| Page 1 Sec 1 Y1 [atos mi ol EE A EE e |4 4|

Thuong thi moi trudng lam viéc trén Word gom 4 thanh phan chinh:

- Ciura s6 soan thao tai liéu: La noi dé ché ban tai liéu. Ban c6 thé g6 van ban,
dinh dang, chén c4c hinh anh Ién day. Noi dung trén cilra s6 nay sé dugc in ra
may in khi st dung Iénh in.

- Hé thong bang chon (menu): chita cic lénh dé goi t6i cdc chiic nang cla

Word trong khi lam viéc. Ban phai ding chudt dé m& cac muc chon ndy, doi
khi ciing ¢6 thé str dung t6 hgp phim tét d€ goi nhanh t6i cac muc chon.

- Hé thong thanh cong cu: bao gom rat nhi€u thanh cong cu, moi thanh cong
cu bao gdém cdc nit Iénh dé phuc vu mot nhém cong viéc nao dé. Vi du: khi
soan thao van ban, ban phai sir dung dén thanh cong cu chuin Standard va
thanh cong cu dinh dang Formating; hoac khi v& hinh can dén thanh cong cu
Drawing dé€ 1am viéc.

- Thuéc ké: gom 2 thuGe (ruler) bao vién trang van ban. Sit dung thudc nay ban
c6 thé diéu chinh duoc Ié trang vin ban, ciing nhu thiét lap cac diém dich (tab)
mot cach don gian va truc quan.

- Thanh trang thai: gitp ban biét dugc mot vai trang thai can thiét khi lam
viéc. Vi du: ban dang lam viéc & trang miy, dong bao nhiéu, .v.v.

4. TAO MOT TAI LIEU MOI

Lam viéc v6i word 1a 1lam viéc trén cdc tai lieu (Documents). M6i tai liéu phai
duoc cét 1én dia v6i mot tép tin c6 phan md rong .DOC. Thuong thi cac tép tai licu
cta ban s& duoc cét vao thu muc C:\My Documents trén dia cting. Tuy nhién, ban c6
thé thay déi lai thong s6 nay khi lam viéc v6i Word.

Thong thuong sau khi khoi dong Word, mot man hinh tring xuét hién. D6 ciing 1a
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tai lieu méi,ma Word tu dong tao.ra, Tuy nhién dé tag mot tai lieu, méi, ban c6 thé sir
dung mot trong c4c cich sau:

- M6 muc chon File | New..;

hodc

- Nhan nat New Eltrén thanh cong cu Standard;
hodc

- Nhan t6 hop phim tat Ctrl + N.

5. GHI TAI LIEU LEN bIA
Pé ghi tai liéu dang lam viéc 1én dia, ban c6 thé chon mot trong céc cach sau:
- M6 muc chon File | Save..;
hodc
- Nhan nut Save Eltrén thanh cong cu Standard;
hodc
- Nhan t6 hop phim tat Ctrl + S.
S€ c6 hai kha nang xay ra:

Néu day la tai liéu méi, hop thoai Save As xuét hién, cho phép ghi tai liéu nay boi
mot t&p tin méi:

Savers 20
Save in: I.D My Docurnents j - @ x5 + Toals ~
| )ACT Projects There are three ways to
;&ﬁ |)Mang mavy tinh Using Crystal Report in ¥l
History | )My Data Sources ve hinh trong word.doc
| )My eBooks Why e, doc
dMy Music

L

.ﬂMy Pictures
My Documents | |L)My Webs
| Quan Iy nha truong pho thong
| ) visual Studio Projects
Con Ta Yai Nong Man.doc

[

Deskkop Dear Hai.doc
protect your PC W2K,doc GO tén tep
2 pratect vour PC.doc tin vao day!
setupYSnetlog, doc
Favorites tao bang trang ward.dac
= 4] | i
:_Ii"_ File name: oc] , doc) j Save
Iy Metwork =
Places Save as bype: |Word Document (*.dac) =l LCEIL
4

Hay xdc dinh thu muc (Folder)- noi s€ chita tép tin méi nay roi go tén tép tin vao
muc File name: (vi du Vanbanl 16i nhan nit Save dé két thic viéc ghi noi dung tai
liéu.

Neéu tai liéu ctia ban da duoc ghi vao mot tép, khi ra 1énh cat tit ca nhiing su thay
déi trén tai lieu s& dugc ghi lai lén dia.

L@\ Ban nén thuc hién thao tac ghi tai liéu vira réi thudng xuyén trong khi soan tai liéu, dé tranh mat dir liéu
khi gap cac su c6 mét dién, hay nhimng truc tréc cdia may tinh.
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6. MO TAT B B BT A TR g omioss e o

Tai liéu sau khi da soan thao trén Word dugc luu trén dia dudi dang tép tin c6
phan m& rong 1a .DOC. DEé md mot tai lieu Word da c6 trén dia, ban c6 thé chon mot
trong cac céach sau dau:

- M6 muc chon File | Open;
hodc
- Nhan t6 hop phim tat Ctrl+O.
Hop thoai Open xuat hién:
Open x|

Lok in: I@ My Documents j - | @ b4 [:%f - Tools -
|)ACT Projects @Adding the Report Viewer ko a ¥&.doc
5= axialis Librarian @bia.doc
| =) gian trinh word Cén Ta vdi Mang Man.doc
|2) Histary Crystal Reports User.doc
L3 Intervideo de o cho SOM,doc
| =) Mang may tinh Dear Hai.doc

ents @My Data Sources Mét nai.doc

| )My eBooks Open a Conneckion Object within ADO.doc
éMy Music @pmtact your PC W2k, doc
aMy Pictures prntact wour PC.doc
| My Received Files setupVSnetImg.dnc
\L)My Wehs bang trong word,doc
|53 Quan ly nha truong pho thong |Using Crystal Repart in VB, doc
| Sitemp ve hinh trong word. doc
) visual Studio Projects Why We,doc
File marne: I j = oOpen v

Files of type: IAI\ word Documents (*,doc; *,dak; * herng *,hienl; *,url; "‘j Cancel |

Hay tim dén thu muc noi chira tép tai liéu can ma trén dia, chon tép tai liéu, cudi
cung nhan nit Iénh dé tiép tuc. Tép tai lieu s&€ dugc md ra trén man hinh
Word.

Mat khéc, ban ciing c6 thé thuc hién m& rit nhanh nhitng tép tai liéu da lam viéc
gan day nhat bang cdch m& muc chon File nhu sau:

File Edit Wiew Insert Format Tools Table

0O mew... e+
= Open... Chrl+0
& save Chi+5
Save fs...
Page Setup...
S prik... Chrl+P
Send To 3
Propetties Nhan chucf)t 1én tep

i}, \kom tat giao trinh. doc tai ll@u can mo '
1My Documentsihail.. . \haiz.doc

C:
C:\My Documentsihall...\de cuong.doc
C:

[ENNTRNCN —

\Building},.. .\tu dien tieng viek.doc

u
¥

Tiép theo nhan chudt 1én tén tép tai liéu can mo.

7. THOAT KHOI MOI TRUONG LAM VIEC
Khi khong lam viéc v6i Word, ban c6 thé thuc hién theo mot trong céc cach sau:
- M6 muc chon File | Exit
hodc
- Nhan t6 hop phim tat Alt + F4.

Téac gid: Nguyén Son Hai, Trung tdm Tin hoc - B6 Gido duc va Pao tao. Email: nshai@moet.edu.vn 5




CHUONG &
SOAN THAO CO BAN

1.1 MOT SO THAO TAC SOAN THAO CO BAN

1.1.1 Nhap van ban

Nhap vin ban 1a khau dau tién trong qui trinh soan thao tai liéu. Thong thuong
lugng van ban (Text) trén mot tai liéu 1a rat nhiéu, ban ti€p can dugc cang nhiéu
nhiing tinh nang nhap van ban thi cang t6t, bai 1€ nd s€ lam tang toc do ché ban tai
liéu.

a. Sur dung bo go tiéng Viét

Ban dau, may tinh chua c6 bang ma tiéng Viét ma chi ¢ duy nhat bang ma
chuidn ASCCI. Bang mi nay bao gém 128 k¥ tu La tinh (c4c phim chit, cdc phim s6
va mot s6 cac ky hiéu dac biét).

Dé c6 thé dua dugc tiéng Viét sir dung trén mdy tinh, cdc nha lap trinh phai xay
dung phan mém go ti€ng Viét va cac bo phong chit tiéng Viét di kem.

Hién nay c6 khd nhiéu céc bo go tiéng Viét dang dugc st dung nhu: VNI- duoc
stt dung rong rdi & phia Nam, VietWare- duoc st dung nhiéu & mién Trung va
ABC, Vietkey thi dugc sir dung rong rai ngoai Bac.

Do méi noi stt dung nhitng bo go riéng (bang ma tiéng Viét cling khac nhau) nén
viéc trao déi thong tin gap rat nhiéu kho khian. Méi day Chinh pht da khuyén cdo
stt dung bo gd va bo phong chit Unicode. Vi hé thong méi nay viéc trao doi thong
tin da tré nén don gian hon rat nhi€u. Tuy nhién né van gap phai mot s6 kh6 khan
vi tinh tuong thich véi cdc hé thong phan mém cii trén mdy tinh khong cao. Tat
nhién, Unicode s€ la giai phap ti€éng Viét trong tuong lai.

Phan mém tiéng Viét ching toi gidi thiéu trong cudn gido trinh nay 1a ABC hoac
Vietkey v6i ki€u go Telex. M4y tinh ctia ban phai dugc gai dat phdn mém nay dé
c6 duoc bo go va bo phong chir di kem.

Khi ndo trén man hinh cta ban xuét hién biéu tuong: dlhoic = 13 khi ban
c6 thé gd duoc tiéng Viet. Néu biéu tuong xudt hien chit E Ell (kiéu g6 tiéng Anh),
ban phai nhan chuot 1én bi€u tugng 1an nita hodc nhan t6 hop phim néng Alt + Z
dé chuyén vé ché& do go tiéng Viét. Qui tac go tiéng Viét nhu sau:

Go Puoc chir Go Puoc dau
aa |4 f | huyén
aw | 4 s | sac
o0 |0 r hoi
ow |Oo X nga
w u ] nang
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Vi du: _ b
Muon g6 tur: “ Cong hoa xd héi chu nghia Viét Nam”
Ban phai bat ti€éng Viét va g6 1én tai liéu nhu sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”
* Néu go z, tir tiéng Viét sé bi bo ddu.
b. Str dung ban phim

Bat tiéng Viét (n€u ban muon go tiéng Viét) va sit dung nhitng thao tac soan thao
thong thudng dé soan thdo tai liéu nhu 1a:

- C4c phim chit a, b, ¢, .. 7;

- Cac phim so tut 0 dén 9;

- Cac phim dau: ‘,><?[I{}...

- S dung phim Shift d€ g6 chit in hoa va mot s6 dau;

- Sir dung phim Caps Lock dé thay déi kiéu go chit in hoa va chit thuong;
- Sur dung phim ! Enter dé ngit doan van ban;

- Sir dung phim Tab dé dich diém Tab;

- Sir dung phim Space Bar dé chén dau cich;

- St dung cdc phim miii tén: <~ TN — dé€ dich chuyén con tro trén tai licu;

- Sir dung phim Page Up va Page Down dé dich chuyén con tro vé ddu hoic cudi
ting trang man hinh;

- Phim Home, End dé dua con tro vé dau hoic cudi dong vin ban;
- Phim Delete dé xo4 ky tu van ban diing ké sau diém tro;

- Phim Backspace dé xo4 ky tu ditng ké trudc diém tro

1.1.2 Thao tac trén khoi vian ban

Muc nay cung cp nhitng k§ nang thao tac trén mot khoi van ban bao gom : sao
chép, cit dan, di chuyén khai vin ban. Gidp 1am tiang t6c do soan thao vin ban.

a. Sao chép

Sao chép khoi van ban I1a qua trinh tao mot khoi van ban méi tr mot khoi van
ban di c6 san. Phuong phap nay duoc ap dung khi ban can phai g6 lai mot doan van
ban giong hét hoac gan giong v6i mot doan van ban da cd sin trén tai liéu vé mat
noi dung ciing nhu dinh dang (ching ta s& tim hi€u khéi niém dinh dang & phan
tiép theo). Cach lam nhu sau:

Buée 1: Lua chon (HSIEEE) khai van ban can sao chép. Dé lwa chon khéi van
ban ban lam nhu sau:

- Di chuot va khoanh viing van ban can chon;
hodc

- Diing cdc phim miii tén <~ TN — két hop viéc giit phim Shift dé chon viing vin
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ban..Chon dén dau ban s& thay, van ban dugc.hdi den dén.do.
Budc 2: Ra 1énh sao chép dit liéu bang mot trong céc céch:
- M6& muc chon Edit | Copy ;
hodc
- Nhan nit Copy trén thanh cong cu Standard;
hodc
- Nhén t6 hgp phim néng Ctrl + C;
Budc 3: Dan vian ban da chon 1én vi tri can thiét. Ban lam nhu sau:
Dit con trd vao vi tri can ddn van ban, ra 1énh ddn biang mot trong cic cdch sau:
- M6 muc chon Edit | Paste ;
hodc
- Nhan nut Paste Eltrén thanh cong cu Standard;
hodc
- Nhan t6 hop phim néng Ctrl + V.

Ban s& thdy mot doan van ban mdéi dugc dén vao vi tri cin thiét. Ban c6 thé thuc
hién nhiéu 1énh dan lién ti€p, dit liéu duoc dan ra sé 1a dit liéu cua lan ra 1énh Copy
gan nhat.

b. Di chuyén khéi van ban

V6i phuong phap sao chép van ban, sau khi sao chép dugc doan van ban méi thi
doan van ban cii van ton tai ding vi tri ciia n6. Néu muon khi sao chép doan van
ban ra mot noi khic va doan van ban cii s& dugc xod di (tic 1a di chuyén khéi vin
ban dén mot vi tri khdc), phuong phdp nay sé& gitp lam diéu d6. C6 thé thuc hién
theo hai cich nhu sau:

Cach 1:
Budce 1: Lua chon khai van ban can di chuyén;
Budc 2: Ra lénh cit vin ban ¢6 thé bang mot trong cdc cach sau:
- M6 muc chon Edit | Cut ;
hodc
- Nhan nut Cut iltrén thanh cong cu Standard;
hodc
- Nhan t6 hop phim néng Ctrl + X.

Vin ban da chon s€ bi cat di, ching s& duogc luu trong bo nhé dém (Clipboard)
clia may tinh.

Budc 3: Thuc hién 1énh dan van ban (Paste) nhu da gidi thiéu & trén vao vi tri
dinh trudc.

Cach 1:

Tac gia: Nguyén Son Hai, Trung tdm Tin hoc - Bé Gido duc va Dao tao. Email: nshai@moet.edu.vn 8




Buéc,1: Lua chon khoivan ban can di chuyén;

Budc 2: Dung chudt kéo ré viung van ban dang chon va thd 1én vi tri can di

chuyén dén.

Phuong phdp nay goi la kéo — thd (drag and drop).

1.1.3 Thiét lap Tab

Tab 1a cong cu dugc st dung rat nhi€u trong viéc nhap van ban. Ngoai kha nang
dich chuyén di€m tro theo timg budc nhdy, muc nay sé& gidi thiéu cdch sir dung Tab
cho viéc tao mot van ban hién thi dudi dang céc cot.

Bai toan dat ra: hay tao bang dit liéu nhu sau:

STT Ho va tén
1 Nguyén Van Quang
2 Ho6 Hai Ha
3 Duong Quéc Toan
4 Nguyén Anh Dic

Cac budc lam nhu sau:

Dia chi

123, Tay Son

68, Nguyén Du
23/10 Nguyén Trai
32/7 Nguyén Trai

Budc 1: Dinh nghia khoang cach cho cac cot ciia bang boi hop thoai Tab nhu

Sau:

Mo bang chon Format | Tab.., hop thoai Tab xuét hién:

T—labmlﬂ Defaulk tab stops: IIZI.S cm E‘
Alignrment
j“ ¥ Left " Decimal
C Center C Bar
" Right
Leader
% 1 None 3
ll 2 - 4
Tab stops to be cleared:
Set | Clear | Clear all |
Ok I Cancel |

- Hop Default tab stops: dé thiét 1ap buéc nhidy ngdm dinh ctia Tab. Hinh trén
buéc nhidy ngam dinh 12 0.5 cm (ttc 1a méi khi nhan phim Tab, con trd s& dich
mot doan 0.5 cm trén man hinh soan thdo). Ban c¢6 thé thay déi gid tri buéc
nhay ngdm dinh Tab trén man hinh soan thao Word bang cdch gb mot gia tri

sO ( don vi 1a cm) vao hop nay;

- Bang trén c6 3 cot, moi cot sé dugc bat dau tai mot vi tri ¢ khoang cdch co
dinh dén Ié trdi trang van ban ma ta phai thiét 1ap ngay sau day. Gia s cOt
STT céch 1€ trdi 1cm, cOt Ho va tén céch 1€ trdi 3 cm, cot Dia chi cdch 1€ trdi 8
cm. Khi d6 phai thiét 1ap cac thong s nay trén hdp thoai Tab nhu sau:

Hop Tab stop position: g6 1 (gd khoang cédch tir cot STT dén mép 1€ trai
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trang yvan ban; & muc: Alignment- chon 1¢.cho.dir liéu trong.cot nay (cot STT):
Left — canh 1€ dit liéu bén tréi cot, Right- canh 1€ bén phai cot, Center — can 1€
gitta cot, hay chon Center. Chon xong nhan ndt Set. Tuong tu lan lugt khai
bdo vi tri Tab cho cac cot con lai: Ho va tén (3) va cot Dia chi (8). Dén khi
hop thoai Tab c6 dang:

Ciefault tab stops: IEI.S i 5‘

Tab stop position:

E con
—_[ Alignment
1 em = 0 Left " Decimal
Jcm
" Center " Bar
" Right
Leader
% 1 Nome [ Je—
e 0

Tab stops ko be cleared: 4 cm, 5 cm

Set | Clear | Clear All |
(0]4 I Cancel I

Cuoi cung nhin nit Ok dé hoan tat viéc thiét 1ap tab cho cdc cot va c6 thé sir
dung chiing niit Clear- d€ xo4 bo diém Tab dang chon; nit Clear All - dé xo4
bo toan bo céic diém tab dang thiét l1ap trén hop thoai).

Budc 2: Cich sl dung nhitng diém Tab vira thiét 1ap & trén dé tao bang dit
liéu;

Céc vi trf diém tab vira thiét lap!

— v T,

ﬂ'I'l'I'Z'I'l'I'Q'I'S'I'S'I'?'Ilﬁ_'l'g'l'lﬂ'l'll'I'12'

STT Ho va tén Dia chi
1 Nguyén Van Quang 123, Tay Son
2 H6 Hai Ha 68, Nguyén Du

Khi con tr6 dang nam & dau dong van ban, nhan Tab dé nhap dit liéu cot STT.
Nhap xong nhan Tab, con trd s& chuyén dén vi tri tab tiép theo (vi tri cot ho va
tén) va nhap ti€p dit liéu Ho va tén. Nhap xong nhan Tab d€ nhap dit liéu cot Dia
chi. Lam tuong tu v6i cdc dong tiép theo, ban da cé thé tao duoc bang dit lieu
nhu yéu cau & trén.

Dic biét, chi can ding chuot xir 1y trén thuée ké nam ngang (Vertical Ruler)
ban ciing c6 thé thiét lap va diéu chinh cdc di€ém tab nhu vira réi. Cach lam nhu
sau:

Dé tao diém tab cho cot STT (c6 khoang cach 1a 1cm, 1€ giita), hdy nhan chuot
trdi Ién vi tri 1 cm trén thudc ké ndm ngang. Mot diém Tab c6 khoang cach 1cm,
1& trdi (Left) da duoc thiét 1ap nhu sau: 81 L L2

Muo6n thay déi 1€ cho diém tab nay Ia gitta (Center), 1am nhu sau:

Nhan kép chuot 1én diém tab vira thi€t 1ap, hop thoai Tab xuat hién. Tiép theo
chon 1€ cho diém tab dang chon trén hop thoai nay & muc Alignment 1a Center
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Iab stop position: Defaulk kab stops: II:I.S cm E‘

Ilcm | —

Aligrment — ]
1cm B Left /%

Leader

Fl_Nnne f"g ——————— /
W g
;I S -

Chon Center

Nhan Set dé thiét lap

| Clear all |

[8]4 I Cancel |

Ti€p theo nhét nit Set dé thiét lap.

Tuong tu, hdy tao ti€p céc diém tab cho cot Ho tén va cot Dia chi.

Mu6n xo0d4 bo mot diém tab nao do, chi viéc dung chudt kéo ching (diém tab do)
ra khoi thudc ké.

1.2 CAC KY NANG DINH DANG VAN BAN

Nhap vin ban bao gom cdc thao tac dé go dugc van ban lén tii liéu. Con dinh dang
van ban bao gom cac thao tac gitip ban lam dep van ban theo y muon.

1.2.1 Pinh dang don gian

Gitp ban ¢6 duoc nhitng ky nang dinh dang van ban dau tién, don gian nhat nhu
1a: phong chit, mau sic, ¢d chit, 1€ v.v.

Hay g6 doan van ban sau:
Mau van ban dinh dang
a. Chon phong chir
Dé chon phong chit cho doan van ban trén, hdy 1am nhu sau:

Buéc 1: Chon (boi den) doan van ban;

Budc 2: Diung chudt bam Ién hop Font :MTme *| trén thanh cong cu
Standard. Mot danh sach cédc kiéu phong chit xuét hién:
T VNREWUEH [ |
B Py chilipes
% VnSouthern
T WNSOUTHERNH
T VNSTAMIY
T NriTeknical [ |

B VNTEENIGALH
T Volifani Heavy
NNTIFANT HEAYYH k
% VnTime
T ¥YNTIMEH
T VnlUniveres =l

Ban ¢6 thé chon mot kiéu phit hop. Vi du, sau khi chon kiéu phong .VNTIMEH,
doan van ban da chon sé€ c6 dang:

MAU VAN BAN DINH DANG
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. 2 9 2 Ve . ~ . 2 " ~
/L/\ - Ban c6 thé bam t6 hgp phim néng Ctrl + Shift + F dé goi nhanh bang chon phéng chr,
- V6i bo gb Vietkey hodc ABC, nhiing phéng chi c6 tén bat dau bdi ddu cham (.) Ia phéng chir tiéng
Viét. Vi du: .vnTime, .vnArial, .vnTimeH,;
- Phong tiéng Viét két thic bdi chi in hoa H, s& chuyén van ban dang chon thanh chil in hoa. Vi du:
.vnTimeH- la mot trong nhiing phdng chit in hoa.

b. Chon co chir
Dé chon ¢& chit cho doan van ban trén, hay 1am nhu sau:
Buéc 1: Chon (boi den) doan van ban;
Buéc 2: Dung chuot bam 1én hop Size 12 ~|tren thanh cong cu Standard. Mot

danh sdch cdc c& chit xuat hién cho phép chon lua. Hoic ciing c6 thé gb truc tiép cd
chit vao muc Size nay.

Vi du: sau khi chon ¢& chit 18 (lic dau la ¢& 14), doan van ban trén sé tré thanh:

MAU VAN BAN DINH DANG

B>

!

+\ Ban c6 thé bam t& hdp phim néng Ctrl + Shift + P dé dinh vi nhanh dén hop thiét 1ap ca chi.

c. Chon kiéu chix

Dé chon kiéu chit (ki€u chit béo, kiéu chit nghiéng, kiéu chit c6 gach chan) cho
doan van ban trén, hay lam nhu sau:

Buéc 1: Chon (boi den) doan van ban;

Budc 2: Dung chuot bdm lén niit ki€u chit trén thanh cong cu Standard:
B |. Kiéu chit béo (phim néng Ctrl + B)
MAU VAN BAN DINH DANG
f_I; Kiéu chit nghiéng (phim néng Ctrl + I)
MAU VAN BAN DINH DANG
H_I; Kiéu chit gach chan (phim néng Ctrl + U)

MAU VAN BAN DINH DANG

Mait khac c6 thé thiét 1ap van ban bdi t6 hop nhiéu ki€u chif: vira béo, vira
nghiéng hodc vira c6 gach chan nhu la:
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MAU VAN BAN PINH DANG
MAU VAN BAN DINH DANG

d. Chon mau chir
Dé chon mau sic chit cho doan van ban trén, hay lam nhu sau:

Buéc 1: Chon (boi den) doan van ban trén;

Buéc 2: Dung chudt bam 1én hop Font Color H trén thanh cong cu
Standard. Mot bang mau xuét hién cho phép chon lua:

||! Aukomatic

More Colars, ..

Ban ¢6 thé chon loai mau phit hop bang cach nhan chuot Ién 6 mau cin chon.
Ngoai ra, ban c6 thé chon nhitng mau mau doc ddo hon khi nhin nut w

Skandard | Custom |
Colors:

Cancel |

Mew

~‘;

Current

Thé Standard cho phép chon mau c¢6 sdn c6 thé chon;

Hon nita, thé Custom cho phép dinh nghia mau cho riéng minh:
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Standard  Custom |

Colors:

Cancel |
I Xem mau dang
Hue: |15? 5‘ Red: |45 5‘

chon ¢ day.

Sak: |16z = Green: |58 5‘

ry

Lum: 127 Bluz: |z08 =

Current

Ban c6 thé chon mau & bang cdc diém mau, dong thoi ciing ¢6 thé diéu chinh
duoc ty 1é cac mau don trong timg gam mau (Red- ty 1&é mau do; Green- ty 1&é mau
xanh 1a cay; Blue- ty 1&é mau xanh da troi).

e. Chon mau nén van ban
Pé chon mau nén cho doan vin ban trén, vi du nhu:
M4u van ban dinh dang
hay lam nhu sau:
Budc 1: Chon (boi den) doan van ban trén;

Budc 2: Dung chuot bam lén hop Hight light & '| trén thanh cong cu
Standard. Mot bang mau xuét hién cho phép chon lua:

| Mone |

my =y R
EEEEEN
EEECN

C6 thé chon loai mau nén phu hop bing cdach nhan chudt 1én 6 mau cin chon.
Néu chon None- tuong duong viéc chon mau trang.

f. Hop thoai Font

Ngoai nhitng tinh nang dinh dang can ban & trén, hop thoai Font cung cap nhiing
tinh niang dinh dang dac biét hon. Pé md hop thoai Font, kich hoat muc chon
Format | Font..
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| Chatacter Spacing | Text Effects I
Eont: Fonk style: Size;
I WnTimeH IReguIar 14
l Y
MnJniverse Ttalic 10 =
VnlniverseH —1 | Bold 11
Anivogue Biald Italic 12
AniogueH LI X d
Font colar: Undetline style: Undetline color:
I Automatic j I(none) j I Autematic j
Effects
[~ Strikethrough [~ shadow [~ Small caps
[~ Double strikethrough [~ outline [~ all caps
[~ Superscript I~ Emboss [ Hidden
[ Subscripk [~ Engrave
Preview
MAU VAN BAN DINH DANG
This is a TruaType Fant, This font will be used on bath printer and screen,
Default, .. | Ok I Cancel |

Thé Font: Cho phép thiét 1ap cac dinh dang can ban vé phong chit nhu da trinh
bay & trén, vi du:
Hop Font- cho phép chon phong chir;

Hop Font style- chon kiéu chit: Regular- kiéu chit binh thuong; Italic- kiéu
chit nghiéng; Bold — kiéu chit béo; Bold Italic — ki€u vira béo, vira nghiéng;

Hop Size- chon ¢6 chir;

Font color- chon mau cho chix;

Hop Underline style: dé chon kiéu duong gach chan (néu kiéu chit dang chon
12 underline).

Ngoai ra, muc Effect cho phép thiét 1ap mot s6 hiéu ting chit don gian, ban cé
thé chon ching va xem thé hién & muc Preview.

Néu nhan niit Default — ki€u dinh dang nay s& duoc thiét 1ap 1a ngdm dinh cho
cac doan van ban méi sau nay;
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Font I Chatacter Spacing  Text Effects |

Animations: Chon kiéu
hiéu tng !
Két qua sé
thu duoc !

Preview -
MAU VAN BAN DINH DANG;
Default, .. | Ok I Cancel |

Thé Text Effect: cho phép thiét 1ap mot s6 hiéu ung trinh dién s6i dong cho
doan vin ban. Hay chon kiéu trinh dién & danh sdch Animations: va xem trudc két
qua s€ thu dugc 6 hop Preview.

1.2.2 Pinh dang doan van ban

O muc 1.2.1 ching ta da lIam quen véi cac thao tac dinh dang van ban cho vung
vin ban da dugc chon (dugc boi den). Trong phan nay, ching ta tim hiéu c4ch dinh
dang van ban trén cung doan van ban.

Mobi dau xuéng dong (Enter) s€ tao thanh mot doan van ban. Khi dinh dang doan
van ban, khong can phai lua chon toan bo van ban trong doan d6, ma chi can dat
diém tro trong doan cin dinh dang.

Dé md tinh nang dinh dang doan vin ban, m& muc chon Format | Paragraph,
hop thoai Paragraph xuat hién:
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Indents and Spacing I Line and Page Breaks |

General

Alignment: m Qutline lewel: IBDEI‘;.-' text VI

Indentation

Y

Left: Ocm Special: Biy:

Right: foom = [Firstine =] foe3em X

Spacing

Befare: |6 5‘ Line spacing: Ak
After: |4 ﬂ ISingIe j I ﬂ

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

Presvigw
& mye 2.2.1 chuing @ di lim quan voi cie tuao nic dish ding o bin cho ving e bin
di duge chen (dups boi dent Teag pun niy, ching o dmbify cch diah ding Wo bin ten
cung degn ve bio
Tabs... | K I Cancel |

Muc Aligment: chon kiéu cin 1€ cho doan:
- Justified — can déu 1€ trai va 1€ phai;
- Left — can déu 1€ trai
- Right — can déu 1€ bén phai
- Center — can giita 2 1€ trai va phai.
Muc Indentation: thiét 1ap khoang cach tir mép 1€ doan so véi 1€ trang:
- Left — khoang cach tir 1€ trdi doan dén 1€ trdi cua trang van ban;
- Right- khoang cdch tir 1€ phai ctia doan dén 1€ phai cta trang van ban
Ngdm dinh, hai khodng cdch nay déu la 0.
- Trong muc Special néu chon:
e First line: khi d6 co6 thé thiét 1ap do thut dong ctia dong ddu tién trong doan
vao muc By:
BPady la vi du vé mot doan van bdn thiét ldp do thut ddau dong (First line)
50 Vi cdc dong tiép theo trong doan mot khodng cdch 0.5 cm.
e Hanging: dé thiét 1ap do thut dong ctia dong thi 2 tr& di trong doan so véi
dong dau tién mot khoang cach dugc gé vao muc By:.
- Dady la vi du vé mot doan vdan ban thiét ldp do thut cua cdc dong thir 2
tro di (Hanging) so vdi dong ddu tién trong doan mot khodng cdch 0.5
cm.
e None: dé hiy bo ché do thut diu dong trén doan.

Day la vi du vé mot doan van bdn khi khong thiét ldp ché do thut ddau dong
trén doan (None).
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- Néw muc, Special 1a First line, khi d6.c6.thé thiét lap 4o thut dong cua dong
dau tién trong doan vao muc By:

- Muc Spacing: cho phép thiét 1ap cac khoang cach dong:

- Before — khoang cach dong gitta dong déu tién cua doan tGi dong cudi cung
cua doan van ban trén no;

- After- dé thiét 1ap khoang cach dong gilt dong cudi cling cua doan véi dong
dau tién ctia doan sau no;

- Line Spacing - dé chon do dan dong. Ngam dinh do dan dong 1a 1 (Single);

Man hinh Preview cho phép xem truGc nhiing két qua dinh dang doan vira thiét
lap.

Nhan Ok dé chap nhan nhitng thudc tinh vira thi€t 1ap cho doan van ban dang
chon; trdi lai nhan Cancel dé huy bo cong viéc vira Iam.

1.3 THIET LAP BULLETS VA NUMBERING
Phan nay s€ hudng dan cach thiét 1ap cac loai danh d4u dau doan (Bullets) va cach
danh s6 chi muc (Numbering) cho cic tiéu dé trén tai liéu word.
1.3.1 Thiét lap Bullets
Dé danh dau dau dong mot doan van ban, hay 1am theo cdc budc sau day:

Buée 1: Dat con tro 1én doan can danh dau dau dong va kich hoat tinh nang
danh d4u dau dong bang cdch mé muc chon: Format | Bullets and Numbering ..,
hop thoai sau day xuat hién:

Bullets and Numbering 2 =]

Bullzted | Mumbered | Outline Mumbered I

- a L]
MNone . o -
- a L]

¥
® ¥
v
Picture... | Customize, .. |
Feset | ol I Cancel |

Budc 2: Thiét 1ap thong tin vé dau dau dong & thé Bulleted nhu sau:

< Dung chudt nhan 1én kiéu Bullet muon thiét 1ap (doan vin ban nay dang sir
dung kiéu bullet chon & hinh trén);
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« Nhén, nit Picture..,.dé.chon, mot ki€u bullet:1a:cic hinh anh khéc, khi d6 hop
thoai sau day xuat hién:

Eid Picture Bullet e
J w— = Jlmportclips @gipsOnline @ﬂelp
e ="
Pictures | Muotion Clips |
Clipz 1 - B0
] ] 4 [ |
[ [ |
=
0k, | Cancel |
5

Chon mot loai bullet r6i nhan OK dé hoan tat.

% C6 thé nhan nit Customize.. dé thuc hién mot vai thao tdc dinh dang cén thiét
cho bullet dang chon:

Customize Bulleted List

~Bullet character

Ii o - o . .
Eonit, .. I Bullet. ..
rBullet position
Indent at:

rText position

Indent at: |1.2.T"cm E‘

2]

Cancel |

rPreview

- C6 thé chon lai kiéu bullet & danh sdch Bullet character:;

- Nhén niit Font.. dé chon loai phong chit cho bullet;
- Nhén niit Bullet.. d€ c6 thé chon bullet 1a mot ky tu dic biét (Symbol);

- Muc Bullet position dé thiét 1ap khoang cdch d4u bullet so v6i mép trong 1é
bén trai tai liéu;

- Muc Text position dé thiét 1ap khoang cach tlr van ban (text) tGi mép trong 1€
trai cua tai liéu.

/LE\ Nut 1énh Bullet *= |trén thanh cong cu chudn sé gitip ban thiét 1ap nhanh hozc bd thiét 1ap dinh
dang danh dau d4u doan van ban.
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Dé danh s6 chi muc cho cdc tieu dé tai liéu, hiy 1am theo cdc budc sau day:

@

Budc 1: Dit con tro 1én doan can danh s6 chi muc va kich hoat tinh nang danh

s6 chi muc bang cdch m& muc chon: Format | Bullets and Nubering .., hop thoai
sau day xuat hién:

Bullets and Numbering

Bulleted  Mumbered | Jutline Mumbered I

2l x|

1) l.
None 2 I
3 M.
. 2 a i
B )] b ii.
C (] C iii.
List numbering
¥ Restart rumbering € Continue previous list Customize. .. |

Reset | Ok I

Cancel |

Budc 2: Thiét 1ap thong tin vé danh s6 chi muc & thé Numbered nhu sau:

% Hay dung chuot nhan Ién kiéu ddnh s6 chi muc mudn thiét 1ap ;

< Nt Customize..., dé dinh dang cho s6 chi muc nay boi hop thoai sau:

Cuztomize Mumbered List

Tac gia:

~Tumber Format

|1.

Murber style: Start at:

|1,2,3,_._ = =]

Mumber position

ILeFt vI fligned at: IEI.E-S £m E‘

rText position
Indent at: |1.2?‘ cr 5‘

21|

Ok |

Cancel |

rRreview

Y nghia cdc muc tin trén hop thoai nay nhu sau:

- Nut Font..., cho phép chon kiéu phong chit cho s6 chi muc;

- Muc Start at: dé chon chi muc d4u tién can d4nh s6: néu chon 1, s& thuc hién
danh chi muc 1a 1, 2, ..; nhung néu chon 1a 5 thi s€ danh s6 tir 5 trg di 1a 5, 6,

7..;

- Muc Number position dé thiét 1ap vi tri ciia chi muc trén doan vin ban;

- Text position dé thiét lap khodng cdch van ban so véi mép 1€ ca trang tai

liéu.
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