Gidi thiéu chung

HdMicrosoft Word la chuong trinh x( ly van ban cao cap
trén nén hé diéu hanh Windows chuyén dung soan

thdo cac loai van ban, sach vaé, tap chi,.

HdChurc nang:
1
1
1
w Pinh dang ki tu
2 Dinh dang doan van ban
2 Dinh dang trang van ban

Ki€ém tra chinh ta, go tat
Tron thu...
Giao tiép dir liéu vdi cac Ung dung khac,

ho trg nhiéu loai dinh dang
van ban..



Khai dong va thoat khoi Word

* Khoi dong Word
— Cach 1:
-> Start
-> (All) Programs
-> Microsoft Office
-> Microsoft
Office Word 2003

— Cach 2:

Nhay dup
biéu tugng Word
trén man hinh nén

Cach 3: Go Winword trong h6p Run

@f Set Program Access and Defaults

\‘E-\.“/ Windows Catalog

% Windows Update

-;5 ? Tweak-XP Pro v4
4

5 Program Updates

BitDefender 9 Internet Security

@ Morton System\Works

Programs

E Settings
% _J s v dj GTK+ Runtime Environment
‘N R = 0 o 0
E u Help and Support dj Microsoft SQL Server 2005 3
il I Norton Systemiorks Premier ¥ [B] Microsoft Office Publisher 2003
> 3 il Ig Microsoft Visual Web Developer 2005 Express Edition
% = s 2 Windows Live Writer (Beta)
-E J Log Off L& Vi€t Man... tlj SWWiSHmax v
§ E Turn Off Computer... g S maxc
T Snaglt 8 3
f M

=i 1 B ==

= Typethe name of a program, folder, documnent, or Internet
— resource, and Windows will open it for you.

Open: winword| -

'@ This task will be created with administrative privileges,

[ ok || cancea || Browse.




Khai dong va thoat khoi Word

* Thoat khéi Word
— Cach1l: > (Close Window)
— Cach 2: -> File -> Exit
— Cach 3: Nhan té hgp phim Alt + F4

Né&u tai liéu chua dugc ghi luu thi MS-Word sé hién thi hép thoai
nhac nhd ghi luu tai liéu.

Min:r-::uscuft Oiffice Word [-i-J

! 1 Do you want to save the changes to Document1?

| Yes | l No | lCanceI

Nhan Yes: Luu va thoat khéi Word
No : Khong luu va thoat khoi Word
Cancel: HUy bo 1énh dong



Gioi thieu man hinh word

Standard Formatting

Toolb Toolbar Ruler

VUNG SOAN THAO VAN BAN

Thanh cubn
Thanh céng cu man hinh
( Drawing)

. B W W (= 3 i
Type a question for help X
Gl 1 100%  r @ | 4 Read
SISEEE | -W
1T |

*

H o@D ow




Lam thé nao dé luu mét tai liéu
lén dia?

Ta thuc hién theo céc budc sau:
- Chon Iénh File/Save (Hoac nhan Ctrl-S, =)
« -Chon 6 dia, thu muc chtra tap tin can luu
* - GO tén tap tin vao hop File name
- Nhan nut Tools dé dat cac tiy chon va nhan nut
OK

* - Nhan nut Save dé luu.
©OLuu file voi tén khac:

Cach 1: Vao File \ Save as...

Cach 2: Nhan phim F12

. Chon 6 dia (hoac thu muc) cha file can luu & 6
Save In

~ Nhap tén méi can dat é 6 File name

- Chon Save



Lam thé nao m& mot tai liéu méi
dé soan thdo?

Chon mot trong céc céch sau:
- Chon lénh File/New
- Nhan phim Ctrl-N
- Nhap chuét trén biéu tuong New cta thanh céng

Cu. D

Lam thé nao dé md mét tai liéu
dang c6 trén dia?

Ta thuc hién theo céc budc sau:

- Chon |énh File/Open (Hoac nhan phim Ctrl — O, 0)
- Chon 6 dia, thu muc chia tap tin can mé

- Chon hoac g6 tén tap tin can maé vao 6 File name
- Nhan nit Open.




Mo mot tal lieu da co tren dia

Open EX
yGiantrinhn v @-3|Q X Cy E - Tods~
= - Mame A
Chon6dia [ | Cenn
Du:u:umceil?:; ~ofivord, doc CHUONG 2
o
W Chuong 6. doc t .
e W Excel.doc 1,2 Mlcrusu'l WUHD
] powerPoint, doc t
Deskkop W windows. doc Lt

2o §1.GIQITHIEY

Chon file hoac

thu muc ch(ra
file can ma

1. Chirc nang;:

WINWORD la phin mém
soan thao van ban cao cip chay

dodt mdl  trudng  Windows
My Computer chuyn ding € soan thio céc
‘} van ban, sach vd, tap chi.. phuc
" wu cho cdng tac vin phong va co
My Netwiork céc tinh ning manh nhue sau;
aces
£ > ®Giao dién théng qua cac hé «
File name: “ Open -
Files af type: | all ward Documents o*.doc; *, dat; *.htmy *html; *oorl; * s




Tao tai liéu moi
* Mac dinh, khi khai dong, Word tu ddng tao mot
tai liéu c6 tén Documentl

e Céach 1: Chon menu File -> New, roi chon Blank
document & khung céng viéc bén phai
MNew
] Blank document
@ XML document
W] web page

] E-mail message

,ﬂ_’] From existing document...

e Cach 2: Nhan nat New  trén thanh cong cu
Standard |

e Céach 3: Nhan t6 hgp phim tat Ctrl + N

Word sé tu dong tao mot tai li€u mai co tén
dang DocumentX (X tang dan)



SU dung cac thanh cong cu

* Thanh cbng cu Standard

AR R=A" RERENR= NN A = A R D 0 E=$H( 5T Ja 100%
* Thanh cong cu Formatting

: 44 Normal

~ g | 4 Read E

+ Times New Roman ~ 12

* Thanh cong cu Drawing

- B I 1

i Draw~ L; | AutoShapes~ ~ “ [ O A l 5 8] [ - A= = o [ LjH
« PE an/hién thanh cong cu:
— Chon View -> Toolbars roi nhay chon thanh céng cu

— Nhay phdi Ién vung trong trén thanh cdng cu roi chon
ODi chuyén thanh cong cu: Nhani: va kéo thd

 Di chuyén chudt Ién nat bam dé biét tén nit



Lam thé nao dé déng mot tai liéu
dang m&?

Ta thurc hién theo céc budc sau:
e - Chon cua so tai liéu chia tap tin can déong
- Chon Iénh File/Close, hoac nhan niit Close.

Chu y: Khi dong file, néu chua duoc luu 1an cudi sé c6
thong bao sau:

Microsoft Office Word

Luu Khéng luu Pong clra s6




Nhap va hieu chinh van ban

Céc phim nao thuong dung trong nhap vén
ban?

+ =/&: Sang phai/trai mot ky tu

+ AN Lén xudng mot dong

+ Home/End: Vé dau, cudi dong

+ Delete: X6a mot ky tu bén phai con trd

+ Backspace: X6a moét ky tu bén trai con tro

+ Caplock: Bat/tat ché do gd chir hoa

+ Shift: Thay doi cach gb ciia mot phim

+ Enter: Xudng dong va qua moét doan mdi.



C6 nhiing thao tdc chon vén ban nao?

- Chon mot ky tu: Quét chudt trén ky tu can chon.
- Chon mot tir: Nhap dap chudt trén tu.
- Chon mot cu: Nhan Ctrl va nhap chudt trén cau.

- Chon mét doan: Nhap chudt 3 |an lién tiép trén doan
mudn chon.

- Chon toan b van ban: nhan Ctrl-A hoac chon 1énh
Edit/Select All.

[(r?hon mot khoi bat ky: Kéo chudt tir dau khoi dén cudi
Oi

Lam thé nao dé€ x6a vin ban?
- Chon khai van ban can xéa
- Chon lénh Edit/Clear (hoac nhan phim Delete)
- Luu v: Khi mot khéi van ban dang dugc chon néu ta
cham vao mot phim ky tu thi khdi van ban sé bi xoda.



SU dung chic nang Undo/Redo
 Chuc nang Undo MS-Word cho phép thao tac Undo
nhiéu 1an dé trd lai mot trang théai cli da qua nhiéu budc
thuc hién. ¥} .

* Chuc nang Redo, cho phép tra lai trang thai da coé trudc
d6 khi thuc hién Undo 4 -

Cach 1.

Chon khoi van ban can chuyén

Cat van ban
Edit> Cut
Nhan nat Cut trén thanh cong cu Standard
Nhan Ctrl +X

Di chuyén con trd tdi vi tri méi

Dan van ban (Paste)
M& muc chon Edit = Paste
Nhan nat Paste trén thanh cong cu Standard
Nhan t6 hgp phim nong Ctrl + V



Cach 2:

« Chon khoi van ban can chuyén

* Kéo ré vung van ban dang chon tha Ién vi tri can di
chuyén den

Budc 1: Chon van ban.

Budc 2: Nhan phim Delete hoac mé chon
Edit > Clear > Contents

Ctrl+Delete: x6a mot tu bén phai con trd nhap
Ctrl+Backspace: x6a mot tu bén trai con tro
nhap



Sao chép van ban
Cach 1:
* Budc 1: Chon van ban can sao chép
* Budc 2: Sao chép dir liéu
— Céach 1: Edit > Copy
— Céach 2: Nhan nut Copy trén thanh cong cu Standard
— Céch 3: Nhan Ctrl + C
e Budc 3: Bat con trd vao vi tri can dan van ban
e Budc 4: Dan van ban:
— Céach 1: M& muc chon Edit > Paste

— Cach 2: Nhan nat Paste trén thanh céng cu
Standard

— CA&ch 3: Nhan t6 hop phim néng Ctrl + V
Céach 2: Nhan gil Ctrl va kéo ré doan van ban can
sao chép dén vi tri can thiét



Chen ki tu/ki hiéu dac biét
« Pat con trd nhap tai vi tri can chen.
* Chon Insert -> Symbol

* Trong hOp thoai Symboys, chon Symboys, chon Font
ch{r, nhay chudt vao ki tu can chén, nhan nut Insert

rS},-!rrﬂ:u:-l - - @1
- C(,) thé dét phllm Symbols | Spedial Characters
< 7 7 = A Font: m |Z|
ta\vt cho ,Cac ki hieu L A<Eead) ¢ B o=tk
bang nut Shorrtcut || =z (z=z 2 &2 F w2 = 0d o] =
key... =[¥[8]e]s]=|=]¢|r|¥]|0]0|0O)6]2]R
'MUCSPECiaI Fﬁf")'f}bl%%i?{??% CGle|H& VY.
Characters chla elel|o|e[™<|£|<[>]=|x[o|ula|p
Cé,C kll hiéu déc blét Winogdings: 32 Character code: |32 from: | Symbaol (decimal) IZI
nhu ©’ ®’ o [ﬁutoCurrect... ] [Shnrtu.ltﬂey... ] Shortout key:

[ Insert ]l Cancel l




Pinh dang ki tu

« Budc 1: Chon van ban can dinh dang
 Budc 2: Format = Font... (hoac Ctrl + D)

Font chu

\

Mau chu
\

Chi s0 trén — |
Chi s6 duGi ——

Thiét dat

ngam dinh ~—__

I~

/

Font - P S|
Font Character Spacing | Text Effects |
Font: Font style: /
Times Mew Roman Regular 12
~| |8 - [[7
Italic 9 |_
— Bold 10 e
Tw Cen MT Condensed L |Bold 1talic 11

Tw Cen MT Condensed Extra Bold =

Font color: Underline style: Underline color:

~%  Automatic El {none) ‘%

Effects
[ strikethrough [7] shadow [] small caps
[T Double strikethrough [7] outiine [ all caps
» [ Superscript [ Emboss [ Hidden
v | Subscript [T] Engrave
Preview

Times New Foman T

This &5 & TrueType font, This font will be used on both printer and soreen,

]

Default...

|

[ OK < Cancel

)

| _—Kiéu chit

———Cdo chu

| Mau gach chan
— Gach chan

| Xem trudc két

qua

— Ap dung




Pinh dang ki tu
* SU dung thanh cong cu Formatting

Chon kié’u\{ Co chu\ln ngknﬁ

: 44 Normal - TimesNewRoman =~ 12 - | B 7 U

Font Chl]’/ In dém GaCh \4:

« DE thay doi co chit, cé thé dung phim tat
— Ctrl + [ : gidm c& ch(r xuébng 1 don vi
— Ctrl +] :tang cG chtr1én 1 don vi



dieu chinh khoang cach giua cac ki tu

Font _— .. LD [ S|
TT & co dan Font || Character Spacing ; | Text Effects |
b,e ngang cea— 1 ce.  wow [+ Dinh vi clia Ki
K : tu so véi

/—/ ~ A
. e duong ke

Position: Mormal

¥ Spadng: Mormal |Z| By: =
=]

Khoang céch
gll’]’a CéC k|, tu’ v [ kerning for fonts: | Pgints and above

Giam khoang cé
khong can thiét
gitta mot s6 cap ki
tu

Preview

Times New Boman < Quan Sét '[I’U’GC

This is 2 TrueType font. This font will be used on both printer 2nd soreen,

——




Pinh dang doan van ban

Paragraph Iiléj

Can Ie { Indents and Spadng : | Line and Page Breaks
General

i Alignment; Left IEI Qutline level; Body text IEI

Vi tri 1& trai
\ Indentation

\ALEHI: 0 cm

Vi tri 1& phai -~

Special: By:
pone) = F] | | ____DPinh dang dong

. dau tién
Kh Oang CéCh EEFDFE: Opt : Line spacdng: At

gltra CéC doan Aﬁg[;;-n't add cp'n:DEp:et"Een;'l"ul"plﬁcsni:gll:na:gvha\v Kh A A h
van . ' — .~Oan,g Ca‘C
giua cac dong

L LANIE |3

0cm

|

Prewview

Semple Teee Somple Text S=mple Texd Somple Text Sonple Teee Somple Texe Somple Texe
Semple Teee Somple Text Somple Texd Somple Text Sonple Teee Semple Tex Somple Texe
Semple Texe Somple Text S=mple Texd Somple Text Sonple Texe Semple Texe Somple Texe

o] o




Cach 2: Su dung thanh céng cu Formatting

Canlétrai  Canléphdi  Khoang cach Giam 18 mét
\ \ gl‘u’yac dong /(hoang
== =E E | i— i iF iS
o \ Tang IJm@t
Can le giua Can |é déu 2 bén khoang

Pinh dang lé:
- Chon doan van ban can dinh dang
- SU dung céac nut trén thanh thudc ngang:

Leé dau dong cua doan Lé tUr dong th( 2 trd di cla doan

Lé tréi cla doan Lé phai cla doan




Bullets and Numbering

Ky tu dau dong:

« - Chon doan van ban can dinh dang

. - Thuc hién 1 trong 2 cach:__

. Céach 1: Chon bi€u tugng := (Bullets) trén thanh
cong cu Formatting

. Cach 2: Vao Format \ Bullets and Numbering...

. — Chon Bulleted

. . Chon ki€u can dinh dang — OK

. Chu y: Mudbn chon ky tu khac ta vao
Customize...

. — Chon Character...

. . Trong muc Font ta chon kiéu font (Symbol,
Wingdings)

. _ Chonkytuy - OK



Bulleted | Mumbered

Outline Mumbered

List Skyles

Customize Bulleted List

Bullet characker

Mone .
* s
* s
"y

- | O

Bullet position

Text position
Tab space after:

1.27 cm

| Lo |

.
6., &

ak: 0.63cm &

ent ak:

1.27cm &

&
&
2

Recently use

— ([

©®

=

Ao oD

Wingdings: 167

iCharacker code:

| Cancel |

Symbiol {decimal)

I

Ik l [ Cancel

]




S6 dau dong:

Chon doan van ban can dinh dang
- Thuc hién 1 trong 2 céach:

Céch 1: Chon bi€éu tuong = (Numbering) trén
thanh cong cu Formatting
Cach 2: Vao Format \ Bullets and Numbering...
— Chon Numbered
. Chon ki€u can dinh dang — OK
~ Chay:  Muc Restart numbering :  Bat dau
lai tu 1
) Continue previous list : Tiép vao sé
trude
Customize...:  DBinhdang lai
~ CO th€ surdung biéu tuong = ££  dé diéu chinh
lé trai



3
[} = [ L] e H

-

E_U||E-'tE-'E|| Mumnbered | Cutline NMumbered || List Styles

) i
MNone 5 .
6) vl smize Numbered

Mumnber Format

D. ) d. v, 4 | Fort...
E. ) 3 W Murnber skyle:
1,23 .. v Skark at: 4 ¥
F i f Vi
Mumber position
. Left w Aligned at: [0.5 cm ¥
() Restart numbering (&) Continue previous list | Customize. . —
Texk position
[ = ] [ - I Tab space after:
ance
114em 3 Indert at: [1,14 cn =

Preview

| Cancel |




Tab

« C1:Patdau Tab théng thudng

- X4c dinh va chon cac doan van ban lién tiép co6 clung
nhom can dinh dang.
- Lan lugt chon loai di€ém dung va dat Ién thudc

$ ! Y

Ll-g-l-d-|-2J_-|-3-|_|-4-|-_E-|-&-|-:-'
)

- Lan lugt dat con tré van ban vao dau cac doan -
Nhan phim Tab

- Chon lai doan van ban trén - Hiéu chinh (néu
can)



C2: bat dau Tab c6 kem thém ki hiéu phia trudéc

\

Chon diém dLrng | piém ding mac

- L3 O UTab stap position: Default tab stops: dinh khi nhan
1.27 e phim Tab khéng
c6 dinh dang
Tab stops to be cleared:
+ Trong nh dang

Ki€u can lé

Alignrment

——— | Oun
Chon kieu duaong ) Decimal

Leader

'E]' 1More — (2., (03—

Thiét 1ap OF J

| | Clear All

|| Cancel |




Pinh dang Khung, Nén

*  Dinh dang khung
Chon van ban
Format - Border and Shading - Borders

Borders and Shading ]
° ~2 \
Borders | Page Border || Shading /I(lell du‘dng ké
~ 2?2
K h on g ke Setting: Style: 4/ Preview

| -~ Click on diagram below or use
buttons to apply borders

khung we | |
Chi ké khung

bién ngoai |:| 25| Khung xem
e L trudc
Ké khung bag_—1 | e __

= A A ) 4 Automatic M
guanh tatca 0 B = /.. -
TU' ké khung ﬂ - Yapt - H Apply to: L: CaC nut ke

theoymuén | "/ | = tung duong
Mauduongke g4 diy dudmg khung

[ Show Toolbar ][ Horizontal LinE...Hé I Ok, l[ Cancel ]

/




Pinh dang nén

Borders and Shading

Fage Border

Prewview

Mo Fill

Mo Fill

.
L | (Herecdes... )

Patterns
Style:

|:| Clear -

Colar:

Faragraph

Automatic b

Show Toolbar | | Horizontal Line... |










	Giới thiệu chung
	Khởi động và thoát khỏi Word
	Slide 3
	Gioi thieu man hinh word
	Làm thế nào để lưu một tài liệu lên đĩa? 
	Làm thế nào mở một tài liệu mới để soạn thảo?  
	Mo mot tai lieu da co tren dia
	Slide 8
	Sử dụng các thanh công cụ
	Làm thế nào để đóng một tài liệu đang mở?  
	Nhap va hieu chinh van ban
	Có những thao tác chọn văn bản nào?  
	Sử dụng chức năng Undo/Redo
	Slide 14
	Sao chép văn bản
	 Chèn kí tự/kí hiệu đặc biệt
	 Định dạng kí tự
	Định dạng kí tự
	dieu chinh khoang cach giua cac ki tu
	Định dạng đoạn văn bản
	Cách 2: Sử dụng thanh công cụ Formatting
	Bullets and Numbering
	Slide 23
	Số đầu dòng: 
	Slide 25
	Tab
	C2: Đặt dấu Tab có kèm thêm kí hiệu phía trước
	Định dạng Khung, Nền
	Định dạng nền
	Slide 30
	Slide 31

