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BAI 1.

TO THAO TAC VOI VAN BAN

Trong bai hoc nay, ban sé& hoc cac ky nang can thiét dé tao nhirng tai liéu don gidn va
nhirng thao tac thiet yeu dé lam viéc v@i tai liéu trong Microsoft Word. Khi hoan thanh
bai hoc nay, ban sé biét cach:

 Nhap va chinh stra van ban.
« Di chuyén xung quanh van ban.

« Chén cac doi twong da phwong tién.



Cht dé B. Microsoft Word Bai 1. T& thao tac v&i van ban

Nhap va chinh stra van ban

Nhdp van bdn Ia cach thue s dung ban phim d& nhap noi
dung dang van ban vao trong tai liéu.

Chinh sda van ban bao gdm cdc hanh 86ng nhu chén hodc
x0a cdc ku tu, cac tUr hode nhiéu dong, nhiéu doan trong
tai liéu. Ngodi ra, chinh sta van ban co thé 1a sta céc 16i
chinh £, chén hodc xo6a cdc dong trong gida cac doan...




Cht dé B. Microsoft Word Bai 1. T& thao tac v&i van ban

Nhap va chinh sira van ban

Nhap van ban:

Word duoc thiét 1ap

mac dinh 38 chén van

ban. Ban co thé di

chuyén diém chén van

bdn dén bat cu noi ndo

Erong Eadi liéu va cac ky

Eu ban g6 sé dugc chén

vao bén phdi cla

Con trd nhap van ban: con trdé nhdp van %60 vin ban:
Puoc danh ddu bdng mot thanh  ban. Ban c6 thé nhdn phim Delete

thang ding nhdp nhdy. a8 x6a mot ky tu ndm bén
Tai 86, ban cé thé chen cac ky phdi con tré nhap van bén,
Ey hodc dan ndi dung ndo o6 - hodc nhdn phim Backspace
vao van ban. Khi o ky ty, con " 38 x6a k tu ndm bén
trd nhdp vén ban sé di trdi con tré

chuyén vé phia bén phdi nhdp van ban.

MOL s6 khdi niém
co ban veé nhap va
chinh sua van ban:




Cht dé B. Microsoft Word Bai 1. T& thao tac v&i van ban

St dung Thuwéce ké

Thutc ké gitp ban xdc dinh duot vi tri cda vén bén. Chiéu dai
cUa thude ké phu thudc vao cach hién thi hodc cac yéu td 8o

phong to/ thu nhé.

Fille ] n3e
@ o —  editpe |

& Save s

General Sk teel anination

& Save s Adabe FOF Display [ show boaemarks

. X . ﬁ Open P— E :x :"ph::;n:lrlli
Ban cé thé thay 36i don vi do trong phén i e o I S s nlnd il

Display cla muc Advanced trong Word
Options.

Field shading: | 'When selecked | »
Inég Language - .
o 9 [ Use deatt fartt in Draft and Outline views

LS Hane: |Coumer Hew ~.|

o . ¥ Recent -
Ban st dung mét trong cdc cach sau dé Customize Fibhan see [0 v
hién thi hodc &n thudc ké = oo || [
« Trén thé View, nhom Show, bd chon 6 print e Dispay
Ruler: maC e & Send Thuet Ceeker Shase this rumer of Becent Doouments: [ HEao
: a Shawr measurzmerts in unis of: |C=rt|r|:h=rs
* nmp ChUﬂt vao [View RUIEI‘] Help Style arga pans widih in Draft and Qutline dews: | om
[] Shows pigels for HTWAL Festures
[£5} add-ns - Showy 3ll sindows in the Tarkoar
I 3y Optiore eJ [7] Show shortet keys in SereenTips
B eat




Cht dé B. Microsoft Word

Ky tw tiép theo
Ky tw trede do
T tiép theo
T trwdc do
Bat dau dong
Két thiic dong

Bat dau tai lieu

Bai 1. T& thao tac v&i van ban

Di chuyén xung quanh van ban

Ctrl + Home

Dong tiép theo |

Dong trwée 7

DPoan tiép theo  Ctrl + |

Doan trwdc Ctrl + 1

Man hinh tiép theo Pg Dn
Man hinh trwéc Pg Up

Két thic tai liéu  Ctrl + End




Cht dé B. Microsoft Word Bai 1. T& thao tac v&i van ban

St dung thanh cudn

Thanh cudn doc Bue st dung 38 di chuyén (hode cudn) man
hinh 1én hoGc xwdng trong tai liéu. Thanh cudn ngang duge su

dung @8 di chuyén (hoac cudn) man hinh sang bén trdi hodc bén
phdi cla tai ligu

C6 ba phwong phap dé di chuyén xung quanh tai liéu str dung cac thanh cuén:

 Nhap chudt vao miii tén trén thanh cudén dé di chuyén hop cudn 1én hodc sang trai va sang phai.

« Nhap chudt vao mii tén & mét trong hai phia ctia hép cudn.

» Kéo hop cudn.

:

IEEES:

(> [ &




Cht dé B. Microsoft Word Bai 1. T& thao tac v&i van ban

Lam viéc v&i cac Poan van ban

Word cung cdp cho ban cac cang cy dé thay ddi toan bd
doan vén bdn sao cho thich hop nhat véi dir liéu ndm
Erong tai liéu.




Cht dé B. Microsoft Word Bai 1. T& thao tac v&i van ban

A. Thay dbi khoang cach gilra cac dong

Spacing
Khodng cdch gilia cée dong duge do Eir dong ca sé cla Before: opt |3} Line spacing: At
dong nay 8&n dong ca sd cla dong tiép theo. _ B = — - -
Trén thé Home, trong After: Spt [ s = [ H

nhom Paragraph, nhfjp Don't add space between paragraphs of the same style
chugt vao B34 (Line

and Paragraph

Spacing)

Line spadnag:

Trén thé Home, nhom Paragraph,
nhép chuét vao Dialog box Single
launcher. Sau 36, trong thé
Indents and Spacing cla hip 1.5 lines
thoai Paragraph, nhap Double
chudt vao mli tén cla At least
Line spacing dé |Exactly
chon khodng Multiple
cach ban

mudn.
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Bai 1. T& thao tac v&i van ban

B. Thiét 1ap khoang céch gitra cac Poan van ban

Spacing

Khodng cdch gidia cdc doan vén bén dé cdp dén luong Before: opt = Line spacing: At:
khodng trong gida cdc doan vdi nhau.

After: 6pt |5 Single -
Don't add space between paragraphs of the same style

Py

Pé thiét l1ap hoac thay doéi khoang cach doan, ban str dung mét trong nhirng cach sau:

« Trén thé Home, trong nhom Paragraph, nhap chudt vao nat Dialog box launcher.
« Sau do, trong vung Spacing, dat khoang cach phu hop.

« Ban c6 thé dat khoang céach trong cac 6 Before, After, hodc ca hai.

®




Cht dé B. Microsoft Word Bai 1. T& thao tac v&i van ban

B. Thiét 1ap khodng cach gitra cac Doan van ban

Ngoai ra, trén thé Page Layout, trong nhom Paragraph, ban co thé thiét 1ap khoang
trong theo yéu cau.

[

| 1 Page Layout | Feferences Mailings F 2 )
A = Spacin
3 I—_'rj —=| ¥=Breaks~ F'_ .
- == = , -
— —!  #3 Line Numbers ~ = Before: 1 pt -
Margins Orientation 5ize Columns _ = N
- - - - ke Hyphenation - *; After 10 pt .
| Fage Setup Fa |




Cht dé B. Microsoft Word Bai 1. T& thao tac v&i van ban

Tim kiém va thay thé van ban

44 Find
3 Advanced Find...
= GaoTo..

Ban cd thé st dung tinh ndng Find € dinh vi su xudt hién
cua cdc kb, cac cum EU, cde ky hiéu, cac ma hodc bat ky
su két hop nao gia cac myc do trong tai liéu cda ban.

Pé kich hoat tinh nang Find, ban s dung mét trong nhirng rours -
phwong phap sau: 6 matches
SIEE -~
More senrices_ ... more tours! ) EI
Nhdp chudt vao hdp s6 trang trén thanh trang Ahén Ctrl + F 8 hidn thi khung Navigotion. :ﬂ :gmé’w"p house an

Ehadi va sau d6 nhdp chudt vao thé Find.

Adventures to offer you some
spectacular tours in the Middle
East and Australia! Call your

your Travel Director for mare
details on these tours, or

Trén thé Home, trong nhom Editing, nhap chudt check out the details at www

are alzo excited to announce
that the Haunted Tours have
taken off with great success,
with many

success, with many customers |
enjoying the tours in Scotland,
especially at Edinburgh Castle
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Bai 1. T& thao tac v&i van ban

Tim kiém va thay thé van ban

Pé kich hoat tinh ndng Replace, ban str dung mét trong cac phwong phap sau:
» Trén thé Home, trong nhdm Editing, chon Replace; hoac
« Nhan Ctrl + H; hoac

« Néu hop thoai Find and Replace dwoc mé, nhap chudt chon thé Replace.

[ Find and Replace \ ‘ ==
Find what: | |EI
Replaos wit: | |z|

Replace | | Replacz Al | | Find Next [ Cancel ]
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BAI 2.

TO TAO BO CUC CHO TAI LIEU

Tao bd cuc va st dung bang dé td chirc di¥ liéu 1a nhivng ndi dung quan trong khi ban soan
thao van ban.

Sau khi hoan thanh bai hoc nay, ban c6 thé:

« T6 chirc dir liéu v&i bang.

« Thay ddi cac thiét 1ap cta bd cuc trang.



Cht dé B. Microsoft Word

Bai 2. Té tao bd cuc cho tai liéu

St dung bang

Bang givp ban sdp xép cdc cit van bén va sb, nhdm cac
doan van ban canh nhau, hodic tao ra cac biéu mau.

MGi duding ndm ngang trong bang Ia mat dong, méi khdi doc
la mGt cdt, va gioo cla dong va cdt dugc qoi I mdt 6.

Khi lam viéc véi bdng, ban dang lam viéc véi cic dbéntrong [l e o vl e

Table Tools

Design ‘ Layout

1317 TN === [====o [F===o| [==== [E====

Ban c6 thé nhap van ban, s6 hodc cac hinh dé hoa vao trong mét 6. Van ban cé dé dai hon chiéu réng ctia 6 sé
tw dong duwoc bao xudng dong tiép theo trong 6 do.

- —

Dn-cumnﬂ-- Micrescft Word

AT Microsoft Word Table Taals
ut Referancas Mailings Reviaw Wiew Design Layout ‘S Mzllings Review Viewr Design Layaut
S=Sms =So== =SS5 === s ===== :| H_E* H;| |;| % % il weone: 07 | B Distoute Rows
- —_--- _---- ----- ----- ~Z-—Z-Z--:Z it Insert  Merge Spit  Split | AUteFR | = widih: + | B Distribute Columns
— m Right | Cells  Cells  Tabla
Table Styles

Perge Cell 5ize

~




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

A. Chen bang

| bl B
S0 dung Iénh Insert Table khi ban mudn tao bdng don gién E i1

Picture Cllp Shapes Smi
V@i cac cot co do ronq va dong co chiéu cao béng nhau. At -

Insert Table

Ban c6 thé thay 83i nhiing tuy chon nay sau khi hoan

thanh nhap van ban. EEEE%EE%EE
I I
LOOO000000
e
R \ > > ~n ~ 4 ] n a & |
Bé chen bang, sir dung moét trong nhivng phuwong phap sau: EEEEEEEEEE il o
~n > V4 &hﬂlzﬂ
* Trén the Insert, trong nhom Tables, chon Table. - Tmmgfmm T
Theo cach nay, ban tao dwgc bang co téi da 10 cét va 8 dong. Mumberof pows: |2 B
* Néeu ban mudn chén mét bang c6 kich thuwdc Ién hon 8 dong x 10 AutoFit behavior
@ Fixed column width: |Auto =

cot, ban st dung tinh nang Insert Table. | © st 1o comtents
() AutoFit to window

[] Remember dimensions for new tables

£
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B. Lwa chon cac muc trong bang

Pé thay ddi bat ky diéu gi trong bdng, trude tién ban cdn

chon bang do.

« P& chon ca c6t, nhap chudt vao phia trén cling cua cot
khi ban quan sat thay 4.

« P& chon ca dong, nhap chudt vao thanh Iwa chon cla
dong do.

=

»




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

B. Lwa chon cac muc trong bang

» Bé chon nhiéu cot hodc nhiéu dong, nhap chudt va kéo qua cac cdt hodc cac dong do.

H

» D& chon mét 6, di chuyén tré chudt vé phia dwdng vien trai clia 6 va sau d6 nhap chudt khi
ban quan sat thay

« P& chon cac 6 lién tiép nhau, nhap chudt va kéo qua cac 6 dé.

=

»




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

C. binh dang bang

Ban c6 thé dinh dang vén bén trong bdng gidng véi cach ban
dinh dang vén bdn thdng thuting. Bén canh 36, ban ¢ thé dp
dung cac tly chon dinh dang cho ¢d bang hodc véi ting phan
trong bdng

P D
B L= LK S
Design | Layout

IEMOTE Acrobat

Table Styles




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

D. Chinh slra dwdng vién va dd béng
« Trong Table Tools, trén thé Design, trong nhom Table Styles, ban nhip chuét
vao mdi tén cua Borders.
« Ban ciing c6 thé thay dbi giao dién ctia bang bang cach dé bong cho cac 6. Bén
dwdi Table Tools, trén thé Design, trong nhom Table Styles, ban nhap chudt
vao mui tén Shading.

Theme Colors
H EEEREEENR

Standard Colors
) CEEEEN

|| NoColor
N oo 2% More Colors...
S

i+ Bottom Border
t+i Top Border

43| Left Border

i3] Rignt Border

No Border

All Borders

| Outside Borders

& [Inside Borders

&= Inside Horizontal Border
i]¢  Inside Vertical Border
™ Diagonal Down Border
./ Diagonal Up Border

Horizontal Line
Draw Table
View Gridlines

Borders and Shading...

~




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

E. Thay dbi can lé

- Dé thay ddi can lé cho bang, bén dwéi Table Tools, trén thé Layout, BEE Ax
trong nhdm Table, chon Properties va sau d6 nhap chuét vao tuy chon = = = =il
€ €
can lé ban muon trong thé Table. =l = = pirection Margins

. . . . Alignment
« DPeé thay doi can |é theo chiéu doc cua van ban trong bang, chon cac 6 va

bén dudi Table Tools, trén thé Layout, trong nhém Alignment, nhap

chudt vao tly chon can Ié thich hop.
- P& thay dbi can 1 van ban theo chiéu ngang trong bang, chon cac 6 va
sau do trén thé Home, trong nhém Paragraph, nhap chudt vao céac tuy

chon cén |é thich hop.

€0
~

»




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

F. Chén va X6a cac Dong/Cot/O

« DPé chén mét dong hoac mdt cot don, dat vi tri con tré vao noi ban mudn chén dong hoac cét moi.

« Bén dwdi Table Tools, trén thé Layout, trong nhém Rows & Columns, nhap chudt vao tly chon thich hop.

| J

& i sE=t

- — L J

Delete Insert Insert Insert Insert
v Above Below Left Right

Rows & Columns e




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

F. Chén va X6a cac Dong/Cot/O

Pé chén cac 6, bén dwdi Table Tools, trén thé Layout, trong nhém Rows & Columns, ban
chon Dialog box launcher.

InsertCells (Bl

eenarrsas s s e s a e e raees,

AtsssssnsnsaanssssnsssssTitessennanns

() Insert entire row
(*) Insert entire column

OK Cancel




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

F. Chén va X6a cac Dong/Cot/O

DPé x6a céac 6, cac dong, cac cot hodc ca bang, bén dudi Table Tools, trén thé Layout, trong nhém Rows

& Columns, ban nhap chudt vao mii tén cla Delete va sau dé Iwa chon tuy chon thich hop.

&% Delete Cells...
i" Delete Columns
= Delete Rows
i Delete Table




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

F. Chén va X6a cac Dong/Cot/O

Dé xda cac 6 riéng ré, bén dwdi Table Tools, trén thé Layout, trong nhém Rows & Columns,

nhap chudt vao mai tén clia Delete, chon Delete Cells va sau d6 lwa chon tuy chon thich hop.

Delete Cells (B /it

gransner s

() Shift cells up
© Delete entire row

(") Delete entire column

oK Cancel




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

G. Trén va tach cac 6

Pé tron 6, chon cac 6 can tron va sau dé bén dwdi Table Tools, trén thé Layout, trong nhém Merge,
ban chon Merge Cells.

Split Cells (>

Number of columns: |2 s
Number of rows: 1 5

|| Merge cells before split

OK Cancel

Ce——




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

Thay déi thiét 1ap trang
A. Thay dbi kho giay
bé thay doi kho giay trong tai liéu, ban sir dung mét trong nhirng phwong phap sau:
» Trén thé Page Layout, trong nhdm Page Setup, chon Size; hoac
« Nhay dup chudt vao bét ky vi tri nao trong ving dién tich tdi hon ctia thudc ké dé mé hop thoai

Page Setup va sau d6 nhap chudt vao thé Paper.

Page Setup M
I~ =| =y Breaks - AL JMugn: Paper | Layout |
[|j = 3
{3 Line Mumbers ~ = Prper s
Size | Columns Watert
- »  b¥ Hyphenatian = - STV ~ |
Letier (8.5 x 117 - mdth: [a.5" B
J 5 wll” Heght: 11" |
- Paper sou rce
Legal (8.5% 147] =
J B85 wl1a” :
Tty e
Statement [5.5 % 8,57
55 A5 ;
ay 2
. . 3 Tray 3
Execufive (1,35 x 10,5 oy 4 Treg 4
|_| 725 x10.5° ey 6 ray
B5x13 Prewves
8.5 13 p—
Tabloid {11 5 17°) —
|:| 1 ulr —
3 P i =
o o B-* ll-
J Oversized Tablaid {12 % 187 Apply toy | Selected s=cti :| .— .—
Set ls
’\' Defadt [ ] .




Cht dé B. Microsoft Word

Bai 2. Té tao bd cuc cho tai liéu

B. Thay déi hwéng trang

[ * I—=§
= |
Orientation| Size C Crlentation
Hutng trang 8& cp dén cach ma Lai iéu sé in trén trang - T =
Portrait I huding théng dung, trong khi 36 Landscape 1 S _
hubng ndm ngang Portrait
Portrait  Landscape
— Landscape

Pé thay déi hwdng cla tai liéu, ban st dung mot trong nhirng phwong phap sau:
. Trép thé Page Layout, trong nhom Page Setup, nhap chon Orientation; hoac
* Nhap dup vao vung toi hon trén thwdc ké dé maé hbp thoai Page Setup, nhap chubt vao thé Margins va

sau d6 chon hwéng cua trang ban mudn s dung.

100
~




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

C. Thay déi Lé trang

L& trang xac dinh lugng khoding trdng ndm gida canh cda _'E v :
trang gidy va vUng dién tich van bdn duoc in ra Left Ma rg in [Tup Margin

Ban can & ché dd hién thi Print Layout dé cac mdii tén diéu chinh 1& trang xuat hién trén cac thanh

thwdc ké ngang va doc.
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C. Thay dbi Lé trang

 Trén thé Page Layout, trong nhém Page Setup, nhap chudt vao Margins; hodc @L@?ienmﬁw??ww
- D& didu chinh cac 18 trang st dung thwéc ké, trd chudt vao 18 va khi mdi tén thich  weel 5 e
hop xuat hién, kéo dén vi tri ma ban muon cho I&; hoéc | R oo o
* Nhap dup chudt vao viung dién tich to6i hon cua thanh thwéc ke ngang hoac doc .
dé mod hép thoai Page Layout. Nhap chudt vao thé Margins, sau dé thiét 1ap cac D T 1 somon: 1
tuy chon trong phan Margins. D
et 05 Rignt 03"
Margins #-g?emf' . Botom: 17
Top: r 5|  Bottom: 1" a2 w: R
Left: 1" 3 Right: 1" = e > Right: 7
Gutter: [0 %+ Gutter position: | Left v
J oo — .

~




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

D. Banh sb trang

DPé chén sb trang trong tai liéu cha ban, trén thé Insert, trong nhom Header & Footer, chon Page Number.

FIEEE

Text Quick Word#

Current Position

Format Page Numbers...

Number~| Box~ Parts~ 22
[®) Top of Page >
8] Bottom of Page >
i Page Margins »
= >
[y

=%

Remove Page Numbers




Chu dé B. Microsoft Word Bai 2. Té tao bd cuc cho tai liéu

E. Ap dung cot

Word cho phép ban thiét |ap cac cot theo phong cach bao trong tai liéu st dung tinh ndng Columns.
- Pé tao cac cot, trén thé Page Layout, trong nhdm Page Setup, nhap chuét vao Columns.

 Pé thiét lap thém cac tly chon cho cac cot, nhap chudt chon More Columns.

==l

Columns |- B ==| |'= Breaks ~
Presets — | #[3) Line Numbers
= == =55 == = Columns a- .
= ES e E= = - b~ Hyphenation -
One Tt Three Left Right
tumber of calumns: |1 1 [ ] Line between One
Width and spacing Preview
Col #:  Width: Spading:
TG | - —
I — — =| Two
[/ Equal column width ==
=== Three
Apply to: ﬂ [] start new column —
o) (o= —
= == Left
{co o v
J — —
[ ] ]
’\' E= More Columns.., .
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