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BAI 1.

CAC TINH NANG MA Al CUNG PHAI BIET

Trong bai hoc nay, ban sé tim hiéu mét vai tinh ndng phé bién duoc chia sé gilra cac tng
dung trong Microsoft Office 2010. Ban sé dwoc kham pha cac ky thuat can ban dé lam
viéc voi mét trng dung Office. Ban dwoc lam quen voi:

 Chiracac bb cuc va tinh ndng twong tw trén S dung va tuy chinh thanh céng cu truy xuat

man hinh gilra cac wrng dung. nhanh (Quick Access Toolbar).
« Lam quen v&i cac meo va cac cong cu trén man e Céc lénh va diéu hudng trén dai bang (Ribbon).
hinh. * Diéu huwdng xung quanh man hinh.

« Cach bat dau hoac thoat khoi chwong trinh « Cac phwong phap phd bién dé thao tac véi div
Microsoft Office. liéu.
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Khaoi dbng chuwong trinh

o L 3
Pé bat ddu mot chuong trinh trong Microsoft OFFice 1. Microsoft Office j—

2010, ban chon Start, nhap chudt vao All Programs, Microsoft Access 2010

chon Microsoft OFFice va nhap chudt chon chuong (] Microsoft Excel 2010

Erinh phU hop. (1 Microsoft InfoPath Designer 2010
(1i] Microsoft InfoPath Filler 2010

@ Microsoft OneNote 2010

Q] Microsoft Outlook 2010

@ Microsoft PowerPoint 2010

@ Microsoft Publisher 2010

@ Microsoft SharePoint Workspace 201

Microsoft Word 2010
»  AllPrograms || 2 J. Microsoft Office 2010 Tools

’ Search programs and files p e ]
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Thoat khoi chwong trinh

Khi ban khdng con nhu cdu s& dung chuong trinh, ban
ludn can dong chuong trinh dung cach.

Pong chuong trinh dung cdch sé ngdn ngua chuong trinh
do bi 16i va qgidi phong bd nhd cho cdc chuong trinh khac
hoat donq.

iert - E*%r

lete - m*

Sort & Find &
rmat * | 27 Filter~ Select~
Als | Editing

Recent

Mew

Print

Save & Send

Help

COptions
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*%uan sat man hinh Microsoft Word 2010
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Quan sat man hinh Microsoft Excel 2010

Eda-w-= . T oo - Micwssbeel -— [PESE )

- Home Insert Fage layout Formulas Data Revizw View Developer Load Tast o o| 3
. x X hutoSum
Ijj It B A P | SWapTet Genenal ﬁ w ! T gﬂ E E ﬂ lﬂ
|
Faste Fl i EaniE A- = = == Merge éeCenter = % = %+ | 5 % Conditional Format  Cell  Incert Delste Form 50
= = | = FE Hue 4 Farmatting* zTable Sl v oar - Fmerv Selee.t'
rd Fal -

ANgnment u Number u Styles Calls

____________________________________

5
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&[5 [6 =@ R [= ][5 [ =]~ o [« ==~ =]

n Thanh cong thirc Cudn thé
Iﬁéudim I"Ei.cﬂié trang tinh
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Bai 1. Céc tinh ndng ma ai cling phai biét

Quan sat man hinh Microsoft PowerPoint 2010

Eida-uls

LJiphaand

Sdes

=@

| Teet Direction - B~ W Oooo - %& . S snapeFn - FiFine
ion AL e O & I Shape Cutline + | 33, Replage =
psmanst - | % WL P ”ﬁnggg%‘;:. = Shape Efferts - i;se:n-
. : Edting

@ Placeholder (0 chira ni dung)

R

(Click to add title

Click to add subtitle

Click to add notes
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Truy cap vao cac lénh va cac tinh nang

Ban cé thé tuy chinh giao dién man hinh 38 khang hién thi
toan bd cac thanh phan trén man hinh cla chuong trinh.

Chéng han, ban cé thé bat hodc tat thanh thutc ké dé can 1é

chinh xdc vén ban khi can, hodc ban cé thé thiét 1ap Font
cht mac dinh sé duogc ap dung ty ddng cho moi tai liéu mai.

Ban co thé thay doi gico dién ca Ung dung bang cach
nhap chudt vao thé File va sau d6 chon Options.

W = B
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A. Str dung thanh cdng cu truy xuat nhanh (Quick Access Toolbar)

|I“ o9~ |5
Thanh ¢éng cu truy xudt nhanh ndm phia trén thé File va - .
gdm cdc ndt Iénh thubing xuyén s dung. Wid9- 0]

Plld -0

Mac dinh, thanh c6ng cu nay c6 cac nut Save, Undo, va Redo. Ban co
thé thém céc Iénh ma ban hay si dung vao thanh céng cu truy xuét
nhanh dé dé dang s dung céc 1&énh dé, chang han nhw mé& mét tai liéu
mai, in tai liéu,...

W = B
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A. Sr dung thanh cdng cu truy xuat nhanh (Quick Access Toolbar)

DPé cau hinh thanh céng cu truy xuat nhanh, ban str dung mét trong
nhirng phwong phap sau:
O bén phai cla thanh cong cu truy xu4t nhanh, nhap Nhap chudt vao thé File, Options, va sau do

chudt chon Customize Quick Access Toolbar va chon chon Quick Access Toolbar
nut trong danh sach hoac chon More Commanads. T TR

i = H Save
. o Iy
Home Customize Quick Access Toolbar Save As Genera ! Customize the Quick
Formulas
o -
d & ) Mew ! Save as Adobe PDF Choose commands from: (i)
catio Frocting (Popular Commands
ﬁa" Dpen E Open 'opular Commands
A Save
Faste 7 B || /| save [ Close —
- <Separator>
. Language
Clipboard E-mail i Borders
7 _ ) Z Advanced Calculate Now
ach 1 T om | Quikeint ac B
Co

Recent Customize Ribbon

w
7 R il E )

A | Print Previews and Print

spelling BED

Open Recent File

|€_] Options ; 2 )
Mare Commands...

2 Fvit

r IR Connections
1 '3 Copy
— i i) Create Chart
2 Undo Print T Custom Sort...
#  cut
3_ Reda Save & Send %f Datasheet Farmatting
4 sort Ascending A" Decrease Fort S
; Hel Delete Cells...
2 Sort Descending > F Delete Cels
o 2 Add-Ins ~
7
8
a

Show Below the Ribbon

\.—-)
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A. Sr dung thanh cdng cu truy xuat nhanh (Quick Access Toolbar)

DPé cau hinh thanh céng cu truy xuat nhanh, ban str dung mét trong
nhirng phwong phap sau:

Cach 3
X n . . . . x R | Home Insert Design Tra| Customize Quick Access Toolbar...
Nhap chuét phai vao thanh Ribbon va nhap chudt chon .« Q B tayout*|  Show Quick Access Toolbar Below the Ribbon
CUStOmIZE QU'Ck ACCESS TOOIbar el -RESH Customize the Ribbon...
f Format Painter | 5I|de dSectlnn Minimize the Ribbon

W = B
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A. Sr dung thanh cdng cu truy xuat nhanh (Quick Access Toolbar)

Ban ciing c6 thé di chuyén thanh céng cu truy xuat nhanh xuéng phia
dwéi thanh Ribbon:

O bén phai clia thanh céng cu truy Nhép chudt phai vao thanh Nhap chudt phai vao thanh Ribbon,
xuat nhanh, nhap chudt chon Ribbon va sau d6 chon Show chon Customize Quick Access
Customize Quick Access Toolbar Quick Access Toolbar Below Toolbar, va sau dé chon Show Quick
va sau dé chon Show Below the the Ribbon Access Toolbar below the Ribbon
Ribbon - —
ome Cusk:::eQunckA&cessToolbar . | I. B | . | ) { ,
(V) ?:: Trensiien: o Customize Quick Access Toolbar., Design Tra| Customize Quick Access Toolbar...
vJ E'mé“ , it Calibri (Body Show Quick Access Toolbar Below the Ribbon E| Layout * Show Quick Access Toolbar Below the Ribbon
A | ::r::k:er:/:wanaprint o B I U Customize the Ribbon... :| ERH'H Customize the Ribbon...
Y Speiing Minimize the Ribbon W = cadtion . N
2 (V] undo I L = Minimize the Ribbon
3 | [V] Redo , .
"3* N [ New
: - i:;::’r;f;bbon '-\_‘_2",/ Show Quick Access Toolbar below the Ribbon

8 ‘IE' X




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 1. Cac tinh nang ma ai cling phai biét

B. St dung Ribbon (dai bang)

Ribbon chira nhiéu thé, trén méi thé chin nhiéu nhom Iénh
a8 thue hién cac tac vu khac nhav.

Home | Insert Page Layout Formulas Data Review View
5 & Calibri 11 AN = EE‘ P = General
Eav
F‘asteiy B 7 U~ i~ &vév === EE @l- $ -
Clipboard T Font I Alignment I NI
=
ﬁ? = [ Ol EHE @Shapes' ¥ i Line ~ ) Area ~ P Line
B T2 smartArt @ Pie | Scatter - Iz Column
PivotTable Table Picture Clip ... Column

v Art  (@s+Screenshot ~ v } Bar - o Other Charts ~ | [™* Win/Loss
‘ Illustrations ’ Charts () Sparklines

w m '
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B. S dung Ribbon (dai bang)

Nhom nao con co6 nhirng chirc nang khac
chwa dwoc hién thi trén Ribbon thi s& chira
nut Dialog box launcher & phia dudi bén

Néu mét nhdm con cé thém cac lwa chon
khac, ban co thé xem cac lwa chon doé khi
chon nut More nam bén dwdi nut cudn

xudng. phai cia nhom.
. T
_— Home Insert Page Layout References
Data Review View Format J

LZ Picture Border »  [dy Bring Forw: & Calibri (Body) ~ 11 - A_‘ Av Aa~ %

1; : : : ) Picture Effects + | [y Send Backw j
@ ?Bfuvab‘xzx‘ ﬁg_ag?,é,

_}Picture Layout v E{) Selection Pz
Font g e )

Picture Styles % Arrani

More

la
E G H Choose an overall visual style for
the picture. B

W = B
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Thao tac voi cac tép tin

Cac chuong trinh trong bd phan mém Microsoft OFFice déu
st dung thé File 88 quén Iy cac tép tin. Chdng han nhu khi

ban can luu Mt tép tin mdi, luu mat tép tin dang ton tai,
mé tép tin hodc tao mat tép tin mai...

‘Home Send / Receive Folder View

Save As

Account Information

MNe account available. Add an e-mail accou

h d Add Account

Open

Save Attachments

& H

Account Settings

Print @g} Modify settings for thi

‘@' " ‘-r [_t’]
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A. Lwu tap tin
Luu cdc tép tin ma ban dang lam viéc 1a chic ndng cdn bén Home I
va rét quan tronq
Viéc luu tai liéu giup ban tranh dugc bat ky vén 9@ gi co thé
phat sinh, chﬁng han nhu mat nguon dién. Save
Save As

Ban cd theé qu cac tép l:m vao bat ky vi 3 Open

tri ndo trén & dia cuc bd, 6 dia mang, .

hogc thiét bi lwu trlr dl dong. MG khi ban _ Close

luu tép tin, ban ¢d thé mé lai tép tin EU
nhUng vi tri da luu.

W = B
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A. Lwu tép tin

—_—
Authors:

Pé luu tai liéu, ban s dung Mt trong Word Macro Enabled Document
nhing phuong phap sau: Word Template
of -~ % % ’ W l'dM 'E-n b‘l dT Iat
« Nhdp chudt vao thé File va sau d6 chon Word 972003 Template
a : ie Folders PDF
Save hogc Save As; hoac R ecument

Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Word 2003 XML Document
OpenDocument Text
Works 6 - 9 Document

« Trén thanh cong cu truy xuat nhanh
(Quick Access toolbar), nhap chudt vao
nut Save; hoGc

« Nhan Ctrl + S.

W = B
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B. Tao tép tin magi

Ban cd thé tao tép tin mdi khdng c6 ndi dung hodc tao
tép tin mai tu nhing mau tép tin dugc tich hop sdn trong
phan mém.

fert Fage Layout

I save
[l save &s

EF Open
EF Close

Available Templates

# + i} Home

-

Cample ]
workbook templates ternplates

Info

Recent

Cffice.com Templates

Print =
= E RTINS

Budgets Calendars

‘@' " " [_t’]
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B. Tao tép tin magi

Pé tao tép tin md&i, ban chon thé File, nhap chubt

Vao NeW Va Chon tao tép t|n mé’i khﬁng Cé n('.ji Home Insert Design Transitians Animatians
, K4 o ™ ~ H save .
dung (phim tat Ctrl + N) hoac lwa chon mét mau [@owen ]| roiurleTemeitesond Themes
tap tin phu h = C o e
&p tin phii hop. 25 o
Ed' Close I [ i
File Home  Insert Page Layout References Mailirg s o | | I._: s I/L> L
= save |_ﬂ\"‘) _@
Available Templates Recent Blank Recert Sample
[ save s presertation templates termplates

- * H -
E open ﬂ o Office.com Tem plﬂt&i

il % " [ P [ |
S I‘I\ Brint - B
Infao L_.\-\b |—- - ‘ prareay

= Save & Send = p E Li
Recent Blank Blog post Recent Agendas Award Calendars
. decurment templates Help cortificates
_ Office.com Templates
I

Print - [ |'-|_

1
Save & Send __:" _.,'_!‘ L__ =

fOgendas Bward Brochures
elp rerifirates
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C. M@& tép tin

Sau khi tép tin da duoc Iuu lai, ban c6 thé mé nd tU vi
Eri da luv.

Tép tin sé dugc xudt hién trén man hinh 88 ban cd thé
thuc hién qua trinh x& Iy tiép theo.

Ban st dung mét trong nhirng cach sau dé mé tai liéu:

« Nhép chudt vao thé File, chon Recent va sau d6 nhap
chudt vao tén tép tin tir danh sach céc tai liéu dwoc s
dung gan day; hodc

« Nhép chudt vao thé File, sau d6 chon Open; hoac

« Nhéan t6 hop phim Ctrl + O hodc Ctrl + F12.

W = B
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C. M& tép tin

= R N Documentl - Micrasoft Ward - Bpen) |
Home Insert Page Layout Referenies Mailings Revigw View = =
= T S O
Al Save
- Recent Documents Recent Places [ d ] QOrgarize Mew falder = - [l &
Save As Save .
_ Newsletier SI1 2-Fold brochure - Student ~ Information al Micracoft PowerPe o Documents libra
I Open Iilj Desktopi7314 Student Dote\Lessan & - Ward o EL sove As (B] MicrosoR PowerPe - - Arange by Folder *
Includes: 2 locations
= Close (WS Mewslettersil - Sr Favorit -
==| Deskbop\7314 Student Duts\Lesson - Word - Open Pe avarites MHame Date modified Type
B Desktop
Camel Taurs - Studert - o - .
@:?] Dresktop' 7314 Student DatahLesson - Wond - ﬁ Close ﬁl Ar |l Downloads: J. Outlook Files 5/37/2014 12:01 PM  File felde
E
|ﬂ=j Camel Tours . ) 4 Protect "l Recent Places
=| Desktop\T314 Student Datahlesson & - Waord Info _
) Presentation - .
(W)= TAComporate Profile - Student - e Libraries
print | DCesktopiT314 Student Detsllesson & - Word - @ Documents
T4 Comarate Profile . Recent & Music
—| Desktoph7314 Student Data\Lesson & - Word o ) -
seue & send (W% TAEmployee List - Student Pr =] Pretures
W ployee - St o
g Desktopy 7314 Student Datall esson 8 - Waord o Pew @ Be l Videos
Help -
TAEmplovee List -
2] Dptions @'3 Dreskbop' 7314 Student DetslLesson & - Werd - Print Check for 1 Computer - (1] | 3
(W]#) Haurted Tours Referznce - Student = L L=k J File narme: - | |all PoweiP cint Presentations  « |
3 e | — DreskropT314 Student DataLesson & - Wand . —
Srs = Tools - I Open H I Cancel J

& 5 w
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D. S&r dung cac céng cu bién tap can ban

Khi ban lam viéc véi chuong trinh Ung dung, ban sé thay
co rét nhiéu tinh nang gidng nhau dugc dp dung chung
cho cac chuong trinh da.

Piéu nay giup cho ban gidm thdi gian tim hiéu cach su
dung cac chuong trinh Ung dung.

Chon dir liéu (danh diu cac muc dir liédu bang nhiéu oy Fin::‘

phwong phap khac nhauy): AaBbCc  _ % al,

- Trén thé Home, trong nhém Editing, chon Select. Heading2 [—| Change | N

« P& chon toan bod van ban, nhan Ctrl + A. 7| styles~ (s Select 7)
s | Editing

W = B
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Bai 1. Cac tinh ndng ma ai ciing phai biét

D. S&r dung cac céng cu bién tap can ban

DPéng tép tin: S
« Nhap chudt vao thé File va sau d6 chon Close. = | = |
« Nhap chudt vao ndt Close clia ting dung, hodc néu cac K L M =
tép tin trong ché dd Restore Down, nhap chudt vao nit SI5E

Close cla clra sb tai liéu.
* Nhan Ctrl + W hoac Ctrl + F4.

W = B
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D. S&r dung cac céng cu bién tap can ban

Tao ban sao hoac sao chép muc da chon: Home: IRy ———
* Trén thé Home, trong nhdm Clipboard, nhap chubt 'f’ CalibriBody) ~ 11 ~ A" A"  Aa~ &
vao Copy, hoac Paste B 7 U-ahex, X [A-%-A-

« Nhan Ctrl + C, hoac ,
« Nhap chudt phai vao ving chon va nhap chudt vao
Copy.

Clipboard & Font

Copy (Ctri+Q)

Copy the selection and put it on
the Clipboard,

W = B
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Bai 1. Cac tinh ndng ma ai ciing phai biét
D. S&r dung cac céng cu bién tap can ban

Tim kiém mét muc n&o dé trong tép tin hién tai: m
* Trén thé Home, trong nhdm Editing, nhap chuét vao O
Find, hodc Adl AN
* Nhan Ctrl + F. ——— : Change
7| Styles~ | b Select~
p Editing

.. Replace

Find

Find text or other content in the
document.

W = B
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D. S&r dung cac céng cu bién tap can ban

~

Cét hOéC di chuyén muc da Chqn twr Vi tri hlén tal [ Home [TNSEN Page Layout References

« Trén thé Home, trong nhom Clipboard, nhap chuét vao

Cut,,hoéc s 43 ) i ik

* Nhan Ctrl + X, hoac g B L U x| Q A

« Nhap chudt phai vao viing chon va chon Move. 'c"""“”’ . 221 :
Cut (Ctri+X)

p - v - ]
Calibri(Body) ~ 11 ~ A" A" Aa- &

Cut the selection and put it on the
Clipboard.

W = B
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D. S&r dung cac céng cu bién tap can ban

Dan muc da dwoe sao chép hodc bj cat dén vi tri méi: B rore | et Pagelayout

* Trén thevHome, trong nhom Clipboard, nhap chudt vao ibri Body) <11 | A* A"
Paste, hoac P o
« Nhéan Ctrl + V, hoac = % x| &
* Nhap chubt phai vao vung chon va chon Paste. phoand & Eas
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D. S&r dung cac céng cu bién tap can ban

In hOéc Xem tru,é,c n@i dung dé Ch(_)n hOéc 11 ] Insert Page Layout References Mailings Faview View
ca tép tin: i s b
« Nhap chuét vao thé File, sau d6 chon Print, Bl sare e
hOéC o Save a1 Adobe POF Brin - -
| X ﬁ Cpen _—
* Nhan Ctrl + P, . orinter -
@/ HP Laserlet P2035 on 10,199,740 -
Info skt Ready
Becent Printer Properties
Settings
e E Print All Pages
P Print the entire document T

W = B
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D. S&r dung cac céng cu bién tap can ban

LUi lai hanh déng cudi cing dwoc thwe hién:

« Trén thanh cong cu truy xuat nhanh, nhap chuét vao | W taoct. [
Undo (hoac chon mdi tén canh nut Undo dé hién thi 100 As 1) i~ e

2 T A ras p s , . == Al = [3size~ £ Line Numbers ~
mucide ban cé thé thwe hién lui lai theo thi tw), hoac Tmes o | M o ins = o Hhphenslion>
hd Nhan Ctl’l + /. Themes Page Setup f

AaBbCcDc AaBbC:¢ AaBbCc %

f No Spaci.. Headingl Heading2 _ Change ™
v v . | Styles~ | W Select -

Styles x| Editing ‘

Replace (Ctrl+H)
Replace text in the document,

E )

Thay thé div liéu:

 Trén thé Home, trong nhém Editing, nhap chuét vao }
Replace, hoac |
« Nhan Ctrl + H.
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D. S&r dung cac céng cu bién tap can ban

Thay d6i cach hién thi:
* Nhap chuot vao thé View va chon cach hién thj twong &ng, hoac
* Nhap chudt vao nuat thé hién ché dé hiéen thi tir géc dwdi bén phai man hinh.

Page Layout References Mailings R' View [ Developer Add-Ins

e Q C%\ﬁﬁnepage _:*1 E

V| Gridlines (33 Two Pages
e e Zoom 100% New Arrange Split
7 2 wigation Pane =) Page Width | window  All
Document Views ‘ Show Zoom

W = B
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TO "PIEU KHIEN" bUQC CAC PHAN
MEM UNG DUNG

Trong bai hoc nay, ban sé dwgc lam quen vo&i cac tinh nang thwong gap trong bo
wng dung Microsoft Office:

 Dinh dang ky tuw.  Hiéu dinh tai liéu.
« Cach chén cac doi twong do hoa. « Xem trwédc va in an tai liéu.

« Thém cac doi twong da phwong tién.



Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

DPinh dang cac ky tw van ban

Pinh dang ky tu la bat ky tinh ndng ndo lam thay 34i giao

dién cla cac ky tu trén man hinh va khi in Eép tin.

| Home ] Insert Design Transitions Animations Slide
| 55— |53 Layout ~ . o P
: Calibri (Headings|~ 44 ~ A A7 | 4
B w=| Reset
New .. AV . - -
s Slides Font Y




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

DPinh dang cac ky tw van ban

Ban C(:) thé thay dél dmh dang cua k),/ tU’ béng cach Home Insert Page Layout References
thay doi: )
« Font chir: m6 ta kiéu chir cla cac ky tw. Caliori Body)  ~ /11~ A" A" | Aa |
« Kich thwére font: chiéu cao cua ky tuw. B 7 U-aex X [-%-A-
- DPinh dang ky tw: cac ky tw dwoc bién thé cach | Font 5 |
diéu gitp 1am ndi bat ky tw.
» Hiéu (rng: hiéu (rng gach ngang, chi so trén, chi so Home | Insert  Pagelayout  Fo
dwai, d6 bong,... Catibr T AN
1sert tab, the galleries include items that are designed- ’
'ument. You can use these galleries to insert tables, he: B 7 U~ =i+ O A~
= P Font Ma

cument building block CalibriE- 11 - A" A" SE ¥ 5 cha
T aTTexThyTThot alook for the selected text from the

can also format text directly by using the other control
hoice of using the look from the current theme or using

-




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

DPinh dang cac ky tw van ban

C6 nhiéu cach dé ban ap dung dinh dang cho ky tw van ban:

- Trén thé Home, trong nhdm Font, chon nat dinh dang thich hop; | ot | Adunced |
h Oé C Font: Font style: Size
11
» S dung cac tuy chon dinh dang trong hép thoai Font; hoac T s
eadings ic
X 2 , Z , , N . N Adobe Arabi Bold 10
« Nhan t& hop phim tat thich hop cho cac tiy chon dinh dang ma | |adobe casonero Boid Itaic
Adobe Caslon Pro Bold v 12 ¥
ban mU6n Sl]’ dung, hOéC Font color: Underline style: Underline color:
‘ Automatic |EI ‘{nme} El | Automatic |
* Nhay chubt phai vao tai liéu, sau dé chon Font; hoac Effects
~ ~ . p N ) [] strikethrough [] shadow [] Small caps
* Trén thanh cong cu Mini, nhap chuét vao tuy chon thich hop. M houble strikethrouch [ 1 Cuitine 1 All cans

-

-




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

Chinh stra van ban

Chinh sia van ban la qud trinh thém, xéa hay thay doi
van ban. Ban can chon cac phan van ban trudc khi
chinh sta.




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

St dung tinh nang Undo (Lui lai)

Ban thwc hién tinh nang nay bang mét trong nhirng

cach sau: (9] |+
 Trong thanh cong cu truy xuat nhanh, nhap chuét vao nut Qeak |
R g~ . < ~ & N - A ~ ~ cl
Undo dé Iui lai hanh ddng cudi cling hodc cau 1énh da thuc e CIad
yping "2013 /2012 =1 ==

hién; hoac Bold oL
* Nhén Ctrl + Z: hoac Typing "Annual Bud ‘ 25 | Typing Title of Worksheet' in AL =
£ Ap A oA . 2 L. : U P ' i
* Nhéap chudt vao mii tén canh nat Undo dé hién thi danh Cone! “ar Z:’I:‘g ek L
sach 100 hanh dong lién tiép da dwoc thwce hién. sl TPInG st in A1
Undo 1 Action f
4| A B | ¢ |
Ban chi c6 thé Ii lai chudi cc hanh 86ng theo thir by cae 1 [Title of Whrksheet

hanh ddng da thuc hién.

v)

-




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

St dung cac tép tin da phuwong tién

Da phuong tién la bat ky ndi dung ndo & dang hinh dnh View

hodc audio 8é ban c6 thé chén vao trong tai liéu. -

Nhing ndi dung nay bao gdom dnh chup, cac hinh anh clip % A @ ﬂ
Object

art, cac hdp van bén, bidu 88, so 38, video, dm thanh, Header WordArt Date  SiMe
hodc cdc hinh vé ddi tugng. &Footer v  &Time Numbel

Text
Pé chén mét dbéi twong da phwong tién vao tai liéu, nhap chudt vao A D 4 = Q
thé Insert va sau dé chon cac loai doi twong minh hoa thich hop Tet Header Wordart S watuge Object_safition Symbol
v > ~ . Box & Footer ~ Line ~ -
hoac s dung Iénh Object. Text Symbols
Insert Object |
— = 2 = (o] p Q ’ Insert an embedded object. J
A= == A — [ & signature Line ~ Tc Q f
= =’ A e i
7;’:?'_[‘%1#?‘('4&0{' ; gargp @Objed: '] | Equitlon Synlbol
Text — Symbols
S e b6 - L 7 8 ot ] STy | Text from File... TR -

£




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

St dung cac tép tin da phuwong tién

« B4t ky dbi twong ndo ban chén sé xuat hién tam diém

xt Iy (handles) khi déi twong dé dwoc chon trén tai LS b .
y ( ) ng e che TR —r’ 7
liéu. T | NG
4 e | ' A
« Céac diém xt ly la cac vong tron hoac cac hinh vuéng ‘

nhé xuét hién xung quanh chu vi cia dbi twong.

« CA4c diém nay xac nhan dbi twong da dwoc chon va

ban c6 thé thuc hién thay dbi dbéi twong dé.




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

A. Chéen hinh anh

Ban c6 thé chén hinh énh vao bat ki tai liéu ndo tlr cdc
nguon khac nhau nhu Microsoft Clip Organizer, cac Clip At v
tép tin 88 hoa, cac hinh dnh duoc quét vao mady tinh. r“d“ fr =
Ngodi ra, ban cd thé I8y cac tép tin hinh dnh tir cdc e codbe

trang Ueb truc tuyén nhu OFFice.com. rr— B
Indude Office.com content

DPé chén Clip Art, dat vj tri tré chudt vao noi ban mudn chén hinh Clip Art va .
sau do trén thé Insert, trong nhom Illustrations, chon Clip Art

o Find more at Offic=.com
0 Hints for finding images

£




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

A. Chéen hinh anh

(] Insert Picture -
G@.[ L » 7314 Student Data & Waord L v[‘? |?| Seqrch Lesson 8 - Word 2|
DPé chén hinh anh trén may tinh cda ban, trén thé Insert, G e Mo =- @
trong nhém lllustrations, ban nhap chuét vao Picture. e . | m ,@
+r Favorites el o ‘
l
‘—'.7 oy balioons camel recycle camel train come join
| Y=
EPidures RY‘/‘
Céc dinh dang phd bién thuding xuyén duge s dung 1a i _ % ToLAKo
Windows MetaFile (»wmF), JPEG File Interchangeable ™ Computer good luck t2loge teclogo
Format (*.jpg. *jpeq). Portable Network Graphics (*png), e
Windows Bitmap (*bmp). hoGc Graphics Interchange
Format (».giF). e "/ lapme J
Took v [ inen [v] | Canca |

~




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

B. Chén cac doi twong da phuwong tién

Ban cd thé chén cac ddi tuong da phuong tién nhu cac tép

Ein aGm Ehanh hodc video.

Viéc chén mot 3di tuong da phuong tién sé trd nén hiéu qud
khi tai liéu 36 dugc xem & ché 39 truc tuyén. Khi 86, nqudi si

dung nhdp chudt vao tép tin 88 xem hodc nghe ndi dung.

Pé chén mét dbi twong, trén thé Insert,
trong nhém Text, ban nhap chudt vao
Object.

P
Object

Create New | Create from File

Object type:
Adobe Acrobat Document

Adobe Acrobat PDFXML Document

Adobe Acrobat Security Settings Document
Adobe Tllustrator Artwork 14,0

Adobe LiveCycle Designer Document
Adobe Photoshop Image

Bitmap Image

Encapsulated PostScript

&l »

b Display as icon

Result

., Inserts a new Adobe Acrobat Document object
into your document.




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

Hiéu dinh tai lieu

Trudce khi Ui tép tin cla minh cho nquoi khac, ban nén
hiéu dinh tai liéu 3é kiém tra cac I6i chinh 3, ngl phap
va nqU cdnh s dung van ban trong tai liéu.

-
Spelling and Grammar: English (U.5.)

bwong gon séng mau do: chi ra tir khéng dwoc nhan —

biét trong twr dién cua ng dung. Toleno Adventures provides eco-frlendyfiravel [
Pwong gon song mau xanh 1a cay: chi ra I16i v& ngir enstosgronng mares y
phap hodc cau tric. Pwérng gon séng mau xanh
dwong: chi ra tiém nang 16i vé ng canh.

(i I

friends

|

Check grammar

| Options. .. Undo

- ——— —




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

Xem trwdc va in tai liéu

Tinh ndng Print Preview cho phép ban quan sat toan
bd tép tin nhu khi dugc in.

Tinh ndng nay cho ban mdt co hdi 38 ddnh gid lai tai liéu
trude khi in hodc qUi tép tin 3é kiém tra lai xem c6 bat
ky 16i vé giao dién hodc bd cuc cla tép tin hay khong.




Cha dé A. Cac tinh nang phd bién trong phan mém tng dung Bai 2. T® “diéu khién” dwoc cac phan mém ng dung

Xem trwdc va in tai liéu
Pé xem trwdc hodc in tai liéu, sir dung mét trong nhivng phwong phap
sau:

—

—— — —
, @l H9-08s Newsletter 501 2-fold brochure - Student - Microseft Word ﬂ
n n hY rd - by 4 . v
[ ] N h h t th F I d h P t - h n Home Insert Page Layout References Mailings Review Viewr £ 0
ap chudt vao thé File va sau dé chon Print: hodc
7 = save
n
Print [=]
* Nhan Ctrl + P | R
. Save A @
& Copies: 1 <
Cpen
Print
EF' Close B ——
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. ¥erow WorkCentre - Calling All Costamnars
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Pages
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