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Chinh Phuc Word 2007




Chinh Phuc Word 2007

Cho du ban da timg sir dung qua bd Microsoft Office 2003 hay cac phién ban trudc day thi khi
tiep xac voi phién ban Microsoft Office 2007 méi nhat nay, ban s€ van clr “ling ta ling ting”
nhu ngudi maoi bat dau.

That vay, bo Office 2007 13 mot sy “1ot xac” ca vé hinh thic 1An ndi dung ma chic chin ban s&
phai ton kha nhiéu thoi gian tim hiéu vé né. Tuy nhién khi da lam chii duoc bo phan mém nay rdi
thi ban s& cam thy cong viéc vin phong ctia minh tré nén nhe nhang hon trudc nhidu vi bb cuc
chuong trinh duoc sap xép lai hop 1y, cac cong cu hd tro tu dong sin sang gitip d& ban, nhing
tinh ning moi dap tmg tot hon nhu cau cia ban...

Lam quen véi giao dién méi

Trong Word 2007, ban s& khong con thiy cac menu 1énh nhu phién ban trude ma thay vao do 1a
hé théng “ribbon” v6i 3 thanh phan chinh: thé (Tab), nhém (Group) va cac nut 1énh (Command
button). Cac nat 1énh ¢6 lién quan dén nhau dugc gom vao mdt nhdm, vi du nhu cac nut chon
font, ¢& chir, in ddm, nghiéng, gach chan... dugc gom vao nhoém Font. Nhiéu nhém c6 chung mot
tac vu lai dugc gom vao trong mot thé.

Ban hiy dé y, & goc trén bén tay trai c6 mot nit hinh tron , n6 co6 tén la Microsoft Office Button.
Nhan nat nay s& xudt hién mot bang 1énh twong ty nhu menu File cia phién ban Word trudc, bao
gom cac 1énh: New, Open, Save, Print...

Quick Access Toolbar 1a thanh cong cu ndm canh nat Microsoft Office Button, gitip truy cap
nhanh dén nhitng nat 1énh thudng dung. Ban c6 thé nhin chudt vao nat miii tén & cudi thanh va
bd sung thém nhitng nut 1énh ban hay dung khac vao thanh cong cu ndy bang cach danh dau
chon vao no.

Sir dung phim tit dé mé cac thé, nit 1énh
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Ngoai phuong phap nhin chudt, ban co thé sir dung phim tat dé truy cap dén cac thé, nat 1énh
mot cach nhanh chéng. Rét don gian, hiy giit phim Alt trong 2 gidy, lap tirc xuét hién cac chir



cai trén cac thé, ban nhan tiép chir cai trén thé nao minh mudn md, thé d6 s€ duoc kich hoat. Bay
gi0 trén cac mit 1€nh lai xuat hién mdt loat chir cai dé ban kich hoat n6 véi cach tuong tu.

Tao mot tai liéu maéi

Tuong tu,nhu Word 2003, phim tat dé tao mot tai liéu mai trong Word 2007 1a Ctrl+N. Cach
khac: Nhan chudt vao Microsoft Office Button , chon New, nhan dap chudt vé muc Blank
document.

Tao mot tai liéu mdi tir mau 6 sin: Nhan Microsoft Office Button , chon New. Nhén Installed
Templates, sau d6 chon mot mau da cai vao may hay chon mdt mau tir Microsoft Office Online
(y€u cau co ket noi Internet @€ tai veé). Nhan nut Create dé tao mdt tai liéu mai tr mau da chon.
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Tuong ty nhu Word 2003, phim tat mé tai liéu ¢6 san 1a Ctrl+O. Ban ciing c6 thé vao Microsoft
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Luru tai liéu

Phim tit dé luu tai liéu 1a CtrH+S (giéng Word 2003). Cach khac: Nhan Microsoft Office Button ,
chon Save.

Neéu file tai liéu nay trude dé chua duge Iuu 1an nao, ban sé dugc yéu cau dat tén file va chon noi
luu.

Dé luu tai liéu vo1 tén khac (hay dinh dang khac), ban nhin Microsoft Office Button , chon Save
As (phim tat F12, twong ty nhu Word 2003).

Mic dinh luu tai liéu dang Word 2003 trd vé trude

Mac dinh, tai li¢u cia Word 2007 dugc luu véi dinh dang 1a *.DOCX, khac voi *.DOC ma ban
da quen thudc. Véi dinh dang nay, ban s€ khong thé nao mé duoc trén Word 2003 tré vé trude
néu khong cai thém bd chuyén doi. Dé twong thich khi mo trén Word 2003 ma khong cai thém
chuong trinh, Word 2007 cho phép ban luru lai véi dinh dang Word 2003 (trong danh sach Save
as type cua hop thoai Save As, ban chon Word 97-2003 Document).

Mubn Word 2007 mic fiinh luu véi dinh dang cua Word 2003, ban nhan Microsoft Office Button
, chon Word Options d€ mé hop thoai Word Options. Trong khung bén tr’éi, chon Save. Tai muc
Save files in this format, ban chon Word 97-2003 Document (*.doc). Nhan OK.

Word Options 8 2 x|
Popular -
o H Customize how documents are saved.
Display
Proofing Save documents
Save | Save files in this format: Word 97-2003 Document [*.do¢) LI
Advanced ¥ Save AutoRecover inford Word Document (*.docx)
" . Word Macro-Enabled Document (*.docm)
Customize utoRecover file location: Word 97-2003 Document (*.doc) Browse,., I
Add-Ins Default tile location: Word Template (*.dotx) M
Word Macro-Enabled Template (*.dotm)
Trust Center Offline editing options for dd Vord 97-2003 Template (*.dot)
Single File Web Page (*.mht, *.mhtml)
Resources Save checked-out files to: | web page (*.htm, *.htmi)
@' The server drafts 10c web Page, Filtered (*.htm, *htmi)
€ The web server Rich Text Format (*.rtf)
Server drafts location: F Plain Text {*.bxj Browse...
Word XML Document (*.xml}
= s Az Word 2003 XML Document (*xmi} —j
v
reserve fidelity when sharin| Works 6.0 - 9.0 (*.wps)
I~ Embed fonts in the file | WOrks 60 -9.0 (*wps)
B Embe il Works 7.0 (*.wps)
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Trong Word 2003 cling c6 tinh ndng mac dinh luu theo mét dinh dang nao d6 (di nhi€n khong c6
dinh dang ctia Word 2007). D¢ truy cap tinh nang tuong tng trén Word 2003, ban vao menu
Tools > Options > thé Save > chon dinh dang trong muc Save Word files as > OK.

Giam thiéu kha niing mat dir liéu khi chwong trinh bi déng bat ngo

Dé dé phong truong hop treo may, clp dién 1am mat dir liéu, ban nén bat tinh ning sao wu ty
dong theo chu ky. Ciing trong hop thoai Word Options, chon muc Save & bén trai, danh ddu
check vao Save AutoRecover information every, sau d6 nhap s phut tu dong Iuu vao 6 bén
canh. Nhan OK.

Luwu tai liéu v6i dinh dang PDF/XPS

Mot tinh ndng mdi c6 trong Word 2007 1a kha ndng Iuu tai li€u véi dang file *.PDF va * XPS.
Co I€ ban da kha quen thudc voi dinh dang PDF. Con XPS? Tuong ty PDF, XPS (XML Paper
Specification) la loai file dién tur c6 bd cuc ¢b dinh, dam bao khi file duge xem trén mang hay
dem in né van gitr lai chinh xac cac phan dinh dang ban can, dir liéu trong file khong dé thay doi.

Pé luu hodc xuét sang dinh dang PDF/XPS, trudc hét ban can cai dit thém phﬁn hd trg Microsoft
Save as PDF or XPS cho hé théng Office 2007: truy cép vao
http://r.office.microsoft.com/r/rlidMSAddinPDFXPS hay http://tinyurl.com/y32j78 va lam theo
huéng dan trong d6 dé cai dit.

Cai xong ban c6 thé Iuu tai liéu lai véi dang PDF/XPS béng cach nhin Microsoft Office Button ,
chon Save As, chon PDF or XPS.

‘Word Macro-Enabled Template (*,dotm) -
\Word 97-2003 Template (*,

XPS Document {* .xps)

ile pame: Single File Web Page (*.mht; *.mhtml)
fe ‘Web Page (*.htm; *.html) X
Save a5 LyPei |word 97-2003 Document (*.doc) -

Phong 16n / thu nhé tai liéu

Co 1€ ban da kha quen thudc v61 hop Zoom trén thanh cong cu Standard cua Word 2003, n6 gitp
phong to hay thu nho tai liéu véi nhiéu tiy chon. ~Con trén Word 2007, cong cu nay nam & dau?
Ban hiy dua mat xudng goc dudi bén phai ctra s0, trén thanh trang thai s& thdy thanh truot Zoom
. Ban chi viéc kéo thanh truot qua phai dé phong 16n hay qua trai dé thu nho tai liéu.




Xac lap ché @9 phong 16n / thu nhé dic biét

Trong thé View, nhém Zoom, nhan 100% dé dua tai liéu vé dung kich ¢& cta n6. Ciing trong
nhém Zoom, niit One Page cho phép ban hién thi vira diing 1 trang trén man hinh, nat Two Pages
hién thi dung 2 trang, con Page Width 1a ché d6 Zoom ma chiéu rdng trang vira véi chiéu rong
man hinh. Nhin nit Zoom sé& cho nhiéu tuy chon hon nita.

Xem tai liéu & ché d9 Full Screen Reading

O Word 2003, ban c6 thé xem tai lidu giéng nhu xem sach (2 trang d6i dién nhau, va chiéu rong
man hinh dugc tdn dung to61 da dé co6 thé doc va ghi chu vao tai li¢u mdt cach dé dang). Cach
thuc hién: vao menu View — Reading Layout.

DPéi véi Word 2007, cong cu nay nam & thé View, nhom Document Views, muc Full Screen
Reading. Khi ¢ ché d6 Full Screen Reading, nhan phim mili tén & goc duéi cua trang dé di
chuyén qua lai gitta cac trang. Nhan ESC dé tro vé ché do Print Layout. Ciing trong nhom
Document Views ban c6 thé chon nhiéu ché d6 hién thi khac nhu Web Layout, Outline, Draft.
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Thanh thwéc ké (Ruler)

Thudc ké doc va ngang rat tién loi cho ban canh chinh, thé nhung trong phién ban Word 2007
nay hinh nhu Microsoft d4 loai bé n6 r6i? Khong phai vay, ciing nhu Word 2003 cho phép ban
tiy ¥ bat tat thanh Ruler (menu View — Ruler), trong phién ban 2007, chiic ning nay da dugc
dua vao thé View, nhom Show/Hide. Ban chi viéc danh dau check vao muc Ruler dé cho né hién



1én lai.

Mot cach khac dé cho thude ké hién ra 1 nhin chudt vao nat View Ruler & phia trén thanh cudn
doc.
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Néu thyc hién cach ndy ma ban chi thay c6 mdi thudc ké ngang xuat hién, khong thay thudc ké
doc déu ca, hay lam thém budc sau dé bat thudce ké doc 1én: Nhan Microsoft Office Button , nhan
tiép Word Options. Trong hop thoai xudt hién, & khung bén trai chon Advanced. Kéo thanh truot

0 khung bén phai xuéng dudi nhom Display, danh dau chon hop kiém Show vertical ruler in
Print Layout view. Nhan OK

Luu y: Ban phai xem tai li¢u & ché do Print Layout thi mé1 hién du dugc céac thanh thudc ké.



Chinh Phuc Word 2007

Duyét tai liéu & ché d¢ hinh thu nhé (Thumbnails)

Ché d0 nay rat hiru ich néu trong tai li€u ciia ban c6 qua nhiéu trang vi n6é cho ban mdt cai nhin
tong thé vé cac trang, va ban c6 thé nhay nhanh dén mot trang bat ky.

Trong thé View, nhom Show/Hide, ban danh ddu check vao hop kiém Thumbnails. Lap tic bén
trai ctra sO xuat hi€én mot khung chira hinh thu nho cta cac trang trong tai li¢u, kém theo so trang
0 bén dudi. Ban nhan chudt vao mot trang dé nhay dén trang doé.
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Lam quen vé&i giao dién méi

[Trong Word 2007, ban sé khéng con thdy cac menu lénh nhu phién ban trudg
= v613 thanh phan chinh: thé (Tab), nhom (Group)va cdc nat Iénh (Command O
e ; nhau duoc gom vao mét nhom, vi du nhir cac nit chon font, o& chi¥, in dam,

nhom Font. Nhiéu nhém cd chung mét tac vu lai duoc gom vao trong mot thé.

Ban hdy dé y. & goc trén béntay trai o6 mot nit hinhtron . nd ¢o tén & Micros
xudt hién mét bang Iénh tuong tu nhur menu File clia phién ban Word trudc, b

Thay ddi xac 1ap Ié trang

Trong Word 2003, dé thay d6i nhiing xdc 1ap trang, ban vao menu File — Page Setup. Con trong
Word 2007 thi sao? Céc xéc lap trang gidy ndm trong thé Page Layout, nhém Page Setup.

- Dé thay dbi 1é trang, nhdn nat Margins, mot menu x6 xudng cho ban chon nhirng kiéu 1& trang
minh thich (mdi ki€u 1€ déu c6 ghi chu thong s6 bén canh, vi du ki€u Normal thi I€ trén, dudi,
trai, phai déu cach mép giay 1 inch...).
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- Néu nhu céac thong so 1€ trang ban muon xac 1ap khong co6 san trong danh sach, hay nhan
Custom Margins & cudi menu, sau d6 ty minh nhap vao thong s6 mai.

Hién thi cac 1 trang

Nhén Microsoft Office Button, nhan tiép Word Options. Trong hop thoai xuét hién, & khung bén
trai nhan Advanced, khung bén phai kéo thanh truot xuéng nhom Show document content va
danh dau check vao hop ki€ém Show text boundaries. Nhan OK.

Cac 1@ trang sé xuit hién trong tai liéu dwéi dang dwong dirt nét

Trong Word 2003, ban c6 thé thuc hién chirc ning tuong tmg bang cach vao menu Tools —
Options > thé View > danh dau check muc Text boundaries trong nhdm Print and Web Layout
options > OK.

Chon huéng gidy cho toan bd tai liéu

Trong thé Page Layout, nhom Page Setup, nhin nat Orientation va chon mot trong hai kiéu la
Portrait (trang doc) hodc Landscape (trang ngang).

Xac 1ap trang doc va trang ngang trong cung mot tai liéu



- Dung chudt quét chon cac doan vin ban ma ban mudn thay ddi sang huéng doc hoidc ngang.
- Trong thé Page Layout, nhoém Page Setup, nhan nat Margins.

- Nhan Custom Margins, chon tiép Portrait (trang doc) hodc Landscape (trang ngang) trong muc
Orientation.

- Trong muc Apply to, chon Selected text. Nhan OK.

Thay ddi c& gidy

Néu muén thay 601 kich c& trang gidy, trong thé Page Layout, nhom Page Setup, ban nhan nut
Size. Menu x6 xudng cho ban chon mdt trong cac c& gidy c6 sin nhu: Letter, A4, A5, A6,

Postcard...

Mudn xéc 1ap mot ¢ gidy dic biét khong c6 trong danh sach, ban chon More Paper Sizes & cubi
menu va nhap vao chiéu rong (Width), chiéu cao (Height) minh thich.

Khic phuc hién twong: Lé trén bi bién mat

Khi ban xem tai liéu ¢ ché d6 Print Layout, diém chén ndm & sat goc trén bén trai trang, gidng
nhu 1a khong ¢6 1€ trén vay. Cach khac phuc:

1. Khi 1@ trén hodc 18 duéi khong hién thi, ban dua con trd chudt dén 18 trén hoic 1& dudi cua
trang cho dén khi con tré bién thanh miii tén hai dau r61 nhan dup chudt vao.

2. Lé trén va 18 dudi gio day da duoc hién thi.

Mot cach khac dé khic phuc hién twong bi mét 1& trén:

- Trong thé View, nhém Document Views, dam bao rang nat Print Layout dang duoc chon.
- Nhén Microsoft Office Button , nhin tiép Word Options.

- Trong khung bén trai, chon Display.

-0 khung bén phai, dudi nhoém Page display options, danh d4u chon muc Show white space
between pages in Print Layout view. Nhan OK.

Khéc vé1 Word 2007 phai nhén dap chudt, trong Word 2003 dé hién thi lai 16 trén, ban dua con
tro chut dén 1€ trén hodc 1€ dudi cta trang cho dén khi con tré bién thanh miii tén hai dau roi

nhan mot 1an chudt trai vao.

Chén Header, Footer cho toan b tai liéu



Trong Word 2003, dé chén Header hay Footer vao tai li¢u, chung ta vao menu Vjew — Header
and Footer. Con trong Word 2007, tai thé Insert, nhdm Header & Footer, ban nhan chudt vao nut
Header hay Footer.

Mot menu x6 xudng véi cac Header, Footer mau cho ban chon. Ké dén ban nhap noi dung cho
Header hay Footer do. Nhap xong nhan dap chudt vao vung ndi dung cuia trang, 1ap tirc Header /
Footer s¢ dugc ap dung cho toan b trang cua tai liéu.
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Tai thé Insert, nhom Header & Footer, ban nhin chudt vao nat Header hay Footer. Sau do6 chon
lai mot Header / Footer mdi d€ thay cho Header / Footer hi¢n tai.

Khong sir dung Header / Footer cho trang dau tién

Tai thé Page Layout, ban nhan chudt vao nit goc dudi phai cua nhdm Page Setup dé mo hop
thoai Page Setup. K& dén m¢ thé Layout ra. Panh dau ki€ém muc Different first page bén dudi
muc Headers and footers. Nhan OK.

Vay la Header / Footer da dugc loai bo khoi trang du tién cua tai liéu.

Trong Word 2003, ban ciing c6 thé loai bo Header / Footer cho trang dau tién bang cach vao
menu File — Page Setup > chon thé Layout > danh dau check Different first page > OK.

Ap dung Header / Footer khic nhau cho trang chin va trang 1é
Tai thé Page Layout, ban nhin chudt vao niit goc dudi phai cia nhom Page Setup dé mo hop
thoai Page Setup. K& dén m¢ thé Layout ra. Panh dau kiém muc Different odd and even bén

dudi muc Headers and footers. Nhin OK.

Béy gio ban ¢6 thé chén Header / Footer cho cac trang chén trén mot trang chin bat ky, chén



Header / Footer cho cic trang 1é trén mot trang 1& bat ky.

Trong Word 2003, ban cling c6 thé thyuc hién tuong ty bang cach vao menu File — Page Setup >
chon thé Layout > danh dau check Different odd and even > OK.

Thay doi ngi dung cua Header / Footer

Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nut Header hay Footer. Ké dén chon
Edit Header / Edit Footer trong menu x6 xubng dé chinh stra ndi dung ctia Header / Footer.
Trong khi chinh sira ban ¢ thé dinh dang lai font chit, kiéu chit, mau sic... cho tiéu dé Header /
Footer b?lng cach chon chit va str dung thanh cong cu Mini xuét hién bén canh.

Chinh stra xong ban nhan dup chudt ra ngoai viing ndi dung cia trang tai liéu.
Xo0a Header / Footer

Tai thé Insert, nhom Header & Footer, ban nhin chudt vao nat Header hay Footer. Ké dén chon
Remove Header / Remove Footer trong danh sach x6 xuong.

Tao Header / Footer khac nhau cho cac vung khac nhau cua tai licu

- Trudc tién, ban can tao cic ngat ving dé phan chia cac ving trong tai liéu. Nhin chudt vao vi
tri mudn dit mot ving mdi. Trong thé Page Layout, nhom Page Setup, nhin nit Breaks va chon
mot kleu ngat vung phu hop trong Section Breaks, vi du Continuous (ching ta s€ tim hiéu k¥ hon
vé ngdt trang / ngit ving ¢ nhitng bai viét sau).

- Tai thé Insert, nhom Headg:r & Footer, ban nhan chudt vao nat Header hay Footer. Ké dén chon
Edit Header / Edit Footer dé chinh stra ndi dung cho Header / Footer.

- Trén thé Header & Footer, nhom Navigation, néu thay nut Link to Previous dang sang thi nhin
vao nut nay mot lan nira d€ ngat két noi gitra Header / Footer trong ving mdi ndy vdi vung trudc
do. Ban s€ thay muc Same as Previous & goc trén bén phai cua Header / Footer bién mat.

- Sau d6 ban chinh stra Header / Footer cho viing méi nay va yén tim rang nhitng Header /
Footer cua céac vung trude dé khong bi thay doi theo.

Thay doi giao dién cho Office

Theo nhitng anh trén ban c6 thay 1a mau xanh truyén thong ciia Microsoft Word di bi thay d6i?
Office 2007 c6 tinh nang thay doi giao dién hién thi (cho tat ca cac chuong trinh ndm trong bo
Office 2007) va c6 3 mau dé ban c6 thé Iwa chon: Mau xanh (Blue), mau den (Black), mau bac
(Silver). Ban c6 thé thay d6i bang cach nhan Microsoft Office Button, nhan tiép Word Options.
Trong hop thoai xuét hién, & khung bén trai nhén Popular, tai phan Color Scherme chon mau ma
ban mudn (Chu y: thay d6i s& duoc ap dung khi khoi dong lai chuong trinh Office dang mo).



Word Options g

PP ——
Display
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

.‘I

f

_‘é Change the most popular options in Word.

I»

Top options for working with Word

¥ Show Mini Toolbar on selection -

¥ Enable Live Preview :

[V Show Developer tab in the Ribbon

[V Always use ClearType

¥ Open e-mail attachments in Full Screen Reading view

Color scheme: Black vI

Blue
Silver

ScreenTip style:

Personalize your ¢

lure descriptions in ScreenTips L'

- ft Office

User name: |Thu Huang

Initials: Ili

Choose the languages you want to use with Microsoft Office:  Language Settings... I =
v

| »

2]

[ ok | coanca |

o




Chinh Phuc Word 2007

Chén sb trang vio vin ban

S6 trang nay sé duoc dua vao Header hay Footer tily ¥ ban. Dé thuc hién, ban chon thé Insert, tai
nhém Header & Footer, ban nhan nat Page Number. Trong menu xuat hién, ban tro t6i Top of
Page (chén so trang vao phan Header) hodc Bottom of Page (cheén vao Footer). Word 2007 cung

cap san kha nhi€éu mau danh so6 trang va ban chi viéc chon mdt trong cac mau nay 1a xong.

Thay ddi dang sb trang

Page Number Format @@

p— e 13
[[] include chapter number

Page numbering
(%) Continue from previous section
O startat: | » }

[ OK ][ Cancel ]

Ban c6 thé thay d6i dang s6 trang theo ¥ thich ctia minh ma dinh dang chudn khong c6 san. Dé
thuc hién, ban nhan dap Yéo Header hay Footer, noi bgn da dat so trang. Tai thé Design, nhém
Header & Footer, ban nhan nit Page Number, chon ti€ép Format Page Numbers.

Trong hop thoai Page Number, tai muc Number format, ban hdy chon mot kiéu danh s6 minh
thich, sau d6 nhan OK.

Thay d6i kiéu chit, c& chir, mau sic ciia so trang
Nhén dap chudt vao Header hay Footer, noi ban da dat $6 trang tai do.

Dung chudt chon so6 trang. Tai thanh cong cu mini vira xuat hién ¢ bén trén, ban c6 thé chon lai



font chfr, cd chit, dinh dang lai chit dam, nghiéng, hay chon mau tuy thich. Khi hi€u chinh xong
ban nhan dtp chudt vao ving ndi dung chinh cua tai li¢u.

Bit diu danh s6 trang biang mjt s6 khac
Ban c6 thé bat ddu danh sb trang bang mot con s6 khac, thay vi 1 nhu mic dinh. Cach thuc hién:
Tai thé Insert, nhdm Header & Footer, ban nhan nit Page Number, chon Format Page Numbers.

Trong hop thoai xuat hién, ban chon Start at va nhap vao con s bat dau khi danh s trang. Nhan
OK.

Ghi chii: Néu tai liéu cta ban c6 trang bia va ban mudn trang déu tién sau d6 duoc bt dau béng
1, tai 6 Start at, ban hay gd vao 0.

X6a s6 trang da danh

Tai thé Insert, nhém Header & Footer, ban nhan nut Page Number, sau d6 chon Remove Page
Numbers & cudi menu.

Xoa s0 trang ¢ trang dau tién cua tai liu

Page Layout References Mailings Review
o lj ',—1' Breaks ~
= 33 Line Numbers ~
ns Orientation Size Columns v

5 = = be~ Hyphenatig
Page Setup
kv

Trong tai liéu, thuong trang dau tién khéng dwec danh sb vi nd 1a trang bia. Ap dung phan ghi cht & tha
thuat “Bat dau danh so trang bang mét §6 khéc” bén trén, trang bia van dwoc danh so la 0. Vi vay ban
hay thwe hién thém bwdc sau dé x6a han sé trang & trang dau tién cda tai liéu.

- Nhé&n chuét vao bt ky viing nao cla tai liéu.

- Tai thé Page Layout, ban nhan chudt vao 6 vuéng goc dwéi bén phai ctia nhém Page Setup d& mé hop
thoai Page Setup ra.

- Nhan chudt vao thé Layout trong hdp thoai, bén dwéi Headers and footers, ban danh d4u chon vao hop
kiém Different first page. Nhan OK.

Bay gio» ban hay kiém tra lai xem, c6 dung la trang dau tién khéng c6 sé trang, sau do trang ké dugc
danh s6 1 khéng nhé.

Ngat trang — ngat vung

Trong Word 2003, ngudi dung thuwdng vao menu Insert — Break dé chén vao tai liéu cac ngéat trang, ngét
vung. Con trong Word 2007 ban hay thyc hién nhw sau.



NGAT TRANG

Chén mét ngat trang don thuan

Trwéce tién ban dé con tré vao vi tri mudn bat diu trang méi. Trong thé Insert, nhém Pages, ban nhan vao
nut Page Break.

Lap ttre, phan ndi dung phia sau con trd sé duoc dwa vao moét trang méi.

Tranh ngat trang giira mét doan

Paragraph

Indents and Spacing ’ Line and Page Breaks |

Pagination
Widow /Orphan control
[ keep with next
[V]iKeep lines together:
[]Page break before]%

- g, \exception/ sz \
e g >

- Chon mét doan ma ban mudn tranh ngét thanh 2 trang.

- Trong thé Page Layout, nhan vao nat 6 vuéng & géc dwdi phai ctia nhém Paragraph dé& mé hop thoai
Paragraph.

- Trong hdp thoai nay, ban chon thé Line and Page Breaks, ké dén danh dau chon vao hdp kiém Keep
lines together. Nhan OK I xong.

Tranh ngat trang giira cac doan

- Chon cac doan ma ban muén gilr trén 1 trang don.

- Tai thé Page Layout, nhan vao nat 6 vudng & géc dwéi phai clia nhém Paragraph d& mé hop thoai
Paragraph.

- Trong hdp thoai nay, ban chon thé Line and Page Breaks, ké dén danh dau chon vao hop kiém Keep
with next. Nh4n OK 14 xong.

Tao ngat trang treéc mét doan



Paragraph

; lndTmts and Spadn; ‘ Line and Page Breaks ’
Pagination !
Widow/Orphan control )
[ keep with next n
[[] keep lines together i\
“hEtagging exceg '°S~E§. b ™

- Nhan chudt vao doan ma ban mudn tao ngat trang trude no.

- Tai thé Page Layout, nhin vao nut 6 vudng & goc dudi phai ciia nhém Paragraph dé mo hop
thoai Paragraph.

- Trong hdp thoai nay, ban chon thé Line and Page Breaks, ké dén danh dau chon vao hop kiém
Page break before. Nhan OK.

Tréanh ngit trang trong mot hang ctia bang

- Nhén chudt vao hang ctia bang ma ban khong mudn ngét, hoac chon toan by bang néu ban
khong mudn bang bi ngit.

- Trén thanh cong cy, nhin vao thé Layout.

- Tai nhom Table, nhin nat Properties.

- Trong hop thoai Table Properties, m¢ thé Row, bo dau kiém Allow row to break across pages.
Nhan OK.

Table Properties

| Table | Row | Column | Cel

Row 1:
Size

[] specify height: |

NGAT VUNG



Cac loai ngat viing c6 thé chén

- Lénh Next Page chén ngét viing vao va bat dau viing mai trén trang méi ké tiép. Loai nay thich hop dé

bat ddu mot chwong trong tai liéu.

- Lénh Continuous chén ngét viing va bat du ving mai trén cing mét trang. Loai nay hiru dung cho viéc

thay ddi dinh dang, chdng han trinh bay sb cot khac nhau trén cling mét trang.

- Lénh Even Page hodc Odd Page chén mét ngat viing va bat dau ving moi trén trang chan hoac lé ké
tiép. Néu ban mudn cac chwong trong tai liéu luén bat dau & trang chan hodc trang Ié, hay dung tuy chon

Even Page hoac Odd Page.

Thay déi bé cuc hoic dinh dang tai liéu

[":j Breaks ~

Inde

I W

L

I
{11} L7

|

-

I/ il

ulll

==

Ll

=X

Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping

EAN
1= Separate text around objects on web
= pages, such as caption text from body text.
Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

Continuous [%
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

0Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

- Nhén chudt vao noi mudn thay d6i dinh dang. )
- Trong thé Page Layout, nhom Page Setup, ban nhan nut Breaks.

- Trong phéan Section Breaks, ban hiy chon mét kiéu I}gét vung phu hop. Chang han, néu ban
chia tai liéu thanh cac chuong va mdi chuong ban muon bat dau ¢ trang 18, hily chon Odd Page.




Xoa cac thay doi ctia bo cuc tai liéu

Ngit viing dung dé chi ra noi thay déi dinh dang trong tai liéu. Khi x6a ngit ving di thi phan vin
ban ¢ vung trudc va sau sé dugce ap dung chung dinh dang.

- Trong thé View, nhdm Document Views, chon nit Draft dé c6 thé nhin thiy cac duong dut doi
clia viing ngat.

- Dung chudt chon ngit viing ma ban muén x6a. Nhan Delete.



Chinh Phuc Word 2007

THEM TRANG - XOA TRANG
Thém mot trang mai

- Nhan chudt vao bat ¢t noi ndo ma ban mudn chén vao thém mot trang méi.
- Trong thé Insert, nhdm Pages, nhan nut Blank Page.

Trang mdi s€ dugc cheén vao vi tri sau con tro chudt dang ding.

Thém mot trang bia

Built-In -
) 2l
)
E:xn Y bend =
urment -
™ [Year]
YRS O TR, -=
Alphabet Annual Austere
[Type the dooumernt tithe]
[Type the document title] it
[T e o s bt ]
[Year]
Conservative Contrast Cubicles v
b5

Word 2007 cung cép s&n cho ban mét bd swu tap cac trang bia kha dep mat. Cac trang bia luén dwoc
chén vao dau tai liéu, khong phu thudc vao vi tri hién tai cta con tré trong tai liéu.

- Trong thé Insert, nhém Pages, ban nhan nit Cover Page.

- Trong menu xuét hién, ban hay nh4n chon mét kiéu trang bia minh thich. Trang bia dé s& dwoc ap dung
v&o tai liéu va ban c6 thé stra d6i ndi dung cac dong chir méc dinh bang dong chi minh thich.



Xéa trang bia

D& x6a trang bia, ban nhan chuét vao thé Insert, nhan nat Cover Page trong nhém Pages, sau d6 nhan
Remove Current Cover Page.

X6a mét trang trong
Ban c6 thé x6a mét trang tréng trong tai liéu bang cach x6a di cac ngét trang. Hay dam béo rang ban
dang xem tai liéu & ché do Draft (trong thé View, nhém Document Views, nhan nat Draft). Chon 2 dau

ngéat ---Page Break--- lién tiép nhau va xéa né di.

Lwu y: Néu trang tréng nam & cudi tai liéu thi ban sé chi thay mét dau ngat ---Page Break--- ma thoi, va
ban cling chi viéc x6a né di la trang trong sé bién mat.

Xo6a mot trang don ¢6 chira ndi dung

Find and Replace @

| Find | Replace | GoTo |

Go to what: Enter page number:

R, ~  \page |
Section =3 : 5 2
e ~ | Enter +and - to move relative to the current location. Example: +4 will
Bookmark move forward four items.

| Comment

|Footnate hd

l GoTo ][ CloseJ

- Bét con trd vao trang ban mudn xoa.

- Trong thé Home, nhom Editing, nhén nat mili tén bén canh nat Find, chon Go To (hoac nhén
phim tit Ctr+G).

- Trong hop thoai xut hién, ban g0 \page vao 6 nhap li€u va nhan Enter. Toan bd ndi dung cua
trang hién hanh sé dugc chon.

- Nhan nat Close. Sau d6 nhan phim Delete dé x6a di noi dung cia trang.

Pém so tir trong tai liu



Word Count

Statistics:
Pages 4
Words 826

Characters (no spaces) 3,513
Characters (with spaces) 4,272
Paragraphs 70
Lines 103

[V]include textboxes, footnotes and endnotes:

Close

Word 2007 c6 thé dém s tir ciia tai liéu trong khi ban gb van ban. Ngoai ra chuong trinh con c6
thé dém so trang, so doan, s6 dong, s6 ky tu c6 hodc khong c6 khoang trang.

Pém so tir trong khi g6 viin ban

Trong khi ban gd vin ban, Word 2007 sé& ty dong dém sb trang va sd tir ¢6 trong tai liéu. Thong
tin nay dugc hién thi trén thanh trang thai & goc dudi bén tradi man hinh: muc Page (so trang) va
Wor ds (so tu).

Pém so tir trong vung chon

Ban c6 thé dém sd tir trong cac ving chon, va cac viing chon nay khong nhét thiét phai lién mach
nhau.

- Trudce tién ban dung chudt chon vung can dém. Néu cac vung khong 1ién mach nhau, sau khi
chon ving dau tién, ban giit phim Ctrl va chon thém cac ving khac.

- Trén thanh trang thai & cudi man hinh s& hién thi s6 tir ¢6 trong ving chon. Vidu 110/1025 ¢
nghia 13 trong viing chon c6 110 tir trén tong sd 1025 tir cua tai lidu.

Bao gom ca textbox, footnote va endnote trong khi dém tir

- Trong thé Review, nhom Proofing, nhan niit Word Count.

- Trong hop thoai Word Count, danh dau check vao muc Include textboxes, footnotes and
endnotes.

Pém s tir trong textbox

- Chon textbox ma ban mudn dém tu.

- Trén thanh trang thai & cu6i man hinh s€ hién thi so6 tir c6 trong textbox. Vidu 110/1025 c6

nghia 14 trong textbox c6 110 tir trén tong s6 1025 tir clia tai liéu.

Xem so trang, so ky tw, so doan va so dong



Dé c6 dﬁy da thong tin vé s trang, ) ky tu, s6 doan va sd dong, ban thuc hi¢n mot trong hai
cach sau:

- Trong thé Review, nhom Proofing, nhan niit Word Count.

- Trén thanh trang thai & goc dudi bén trai man hinh, ban nhin chudt vao muc Words.

Hop thoai Word Count xuat hién cho ban day dii thong tin ma ban mudn.

Find and Replace

Find Reglace = GoTo

Fnd what: find v

Word found 5 items matching this critena

| More >> |§eawn§1¢t v] | Frcn v || { End Next Close ]

Tim van ban

Ban c6 thé nhanh choéng tim kiém mot tir hodc cum tir theo cach sau:

- Trong thé Home, nhom Editing, nhin nat Find (hodc nhan phim tat Ctr+F).

- Trong muc Find what ctia hop thoai Find and Replace vira xuét hién, ban hay nhap vao doan
van ban can tim.

- Pé tim mdi mot tir hodc cum tir, ban nhin Find Next. Dé tim tat ca tir hodc cum tir cung mot luc
trong van ban, ban nhén Find in, sau d6 nhidn Main Document.

- Mudn két thuc qua trinh tim kiém, ban nhin ESC.

Tim va thay thé viin ban

- Trong th¢ Home, nhom Editing, nhan nat Replace (hodc nhin phim tat Ctrl+H).

- O muyc Find what, ban nhap vao doan van ban mudn tim.

- O muc Replace with, ban nhap vao doan van ban mudn thay thé.

- Pé tim doan vin ban tiép theo, ban nhan Find Next.

- Pé thay thé doan vin ban, ban nhin Replace. Sau khi nhin xong, Word s& chuyén sang doan
vin ban tiép theo.

-pé thay thé tt ca cac doan véan ban tim duogc, ban nhin Replace All.

Tim va t6 sang doan vian ban tim dwgc

Pé dé dang nhan biét cac cum tir tim dugc, ban c6 thé to sang no trén man hinh (khong t6 sang
khi in ra).

- Trong thé Home, nhoém Editing, nhan nat Find (Ctrl+F).

- Trong hop Find what, nhap van ban ma ban mudn tim.

- Nhan Reading Highlight, sau d6 chon Highlight Al

- Tét ca tir tim duoc s& duoc t6 sang. Dé tit tinh ning nay di, ban nhan Reading Highlight 1in
nira, chon Clear Highlighting.

Tim va thay thé nhirng dinh dang dic biét
- Trong th¢ Home, nhom Editing, ban nhan ntt Replace (Ctrl+H).
- Nhan niit More néu ban khong nhin thay nut Format.



- Dé tim kiém doan vin ban véi dinh dang dac biét, ban hay nhap doan van do trong 6 Find what.
Néu chi dé tim kiém dinh dang, hay dé trong 6 nay.

- Nhin nat Format, sau d6 chon dinh dang ma ban mudn tim.

- Nhén vao & Replace with, sau d6 nhin Format, chon dinh dang thay thé. Néu ban cling mudn
thay thé bang doan van ban, hiy nhap doan text d6 vao 6 Replace with.

- Nhéan Find Next, nhan tiép Replace dé tim va thay thé cac dinh dang dic biét. Dé thay thé toan
bo, nhan Replace All.

Tim va thay thé cac dau doan, ngit trang va cac muc khac

- Trong hop thoai Find and Replace xuét hién sau khi nhan Ctrl+H, ban nhan niit More néu
khong thiy nut Special.

- Nhén vao 6 Find what, sau d6 nhan nit Special va chon mdt muc can tim.

- Nhép nhitng gi ban mudn thay thé trong 6 Replace with.

- Nhan Find Next, Replace hoic Replace All

Sir dung ky tw dai dién khi tim kiém

- Bat hop thoai Find and Replace Ién.

- Nhan nat More dé mé rong hop thoai.

- DPanh dau kiém vao 6 Use wildcards.

- Nhap tir cung nhitng ky tu dai dién vao 6 Find what.

- Nhap nhitng gi ban mudn thay thé trong 6 Replace with.
- Nhéan Find Next, Replace hodc Replace Al

Bang cac ky tu dai dién

Pai dién Nhép Vi du

Mot ky tu bat ky 2 [“s2 tim “sat” va “set”.
R N i 13 *d” t‘ [13 d” \

Mot day kY tu . S im “sad” va

“started”.

“<(inter)” tim
Bat dau mét tur < “Interesting”, “intercept”.
Khong tim “splintered”.
Z. R . 13 'n >” t‘ ‘6'n”’ (13 ithin,’.
Cu61 mot tur > (i A) ‘1m“‘1 W] »s
Khong tim “interesting”.
Mot trong nhitng ky tu chi 0 “w[io]n” tim “win” va
dinh “won”.
“[r-t]ight” tim “right” va
Mot ky tu bat ky trong day [-] “sight”. Day phai theo thir
tu tang dan.
“t[!a-m]ck” tim “tock”,
['x-z] |“tuck”. Khong tim “tack”
hay “tick”.

Mot ky tu bat ky, trir nhitng
ky tu cho san trong ngodc



Dé tim mot ky tu dinh nghia nhu mot ky tw dai dién, ban g6 ddu \ trude ki tw d6. Chang han gd
\? dé tim dau hoi. Ban ¢6 thé st dung dau ngac (jon dé nhom céc ky tu dai dién va doan text dé
chi ra thir ty phép tinh. Vi du go <(pre)*(ed)> d€ tim “presorted” va “prevented”.

Ban c6 thé st dung ky tu dai dién \n dé tim kiém mot biéu thic va thay thé bang mot biéu thl’rc
dugce sdp xe€p. Vi du go (Office) (Word) vao 6 Find what va g6 \2 \1 vao 6 Replace with. Ket qua
la chuong trinh s€ tim cum tur Office Word va thay bang Word Office.



Chinh Phuc Word 2007

CHEN BIEU TUQONG HOAC KY TU PAC BIET

Chén biéu twong

- Nhén chudt vao noi ban mudn chén biéu tuong trong tai liéu.

- Tai thé Insert, nhom Symbols, ban nhin nat Symbol. n Q

- Thyc hién tiép mot trong hai thao tac sau: Equation Symbal |
+ Nhin chudt vao biéu twong ban mudn chén trong danh sach x6 xudng. Z >
+ Néu biéu tugng can chén khong c6 trong danh sach, ban nhin More SHYIbOE [%‘

Symbols & cudi danh sach. Hop thoai Symbol xuét hién. Tai muc Font, ban
chon mot font chir minh thich, nhan chon bi€u tuwong can chén trong khung
bén dudi, nhan nit Insert dé chén. Xong nhan Close dé dong hop thoai Symbol lai.

Ghi chii: Néu ban chon mdt loai font chit m& rong, chéng han Arial hodc Times New Roman,
danh sach Subset s€ xuat hi€n bén canh muc chon Font. Str dung danh sach nay dé chon céc ky
tu cua ngdon nglr mo rong.

Chén mot ky tu dac biét

- Nhén chudt vao noi ban mubn chén V'c‘}o mot ky tu dac biét. £ i ¥ 0 ®
- Tai thé Insert, nhdm Symbols, ban nhan nat Symbol. Sau d6 chon

More Symbols. ’ 5 [%1 £ < 2
- Trong hdp thoai Symbol, nhan chon thé Special Characters.

- Baq chon trong deth sach mot ky tu can chén va nhan nut Insert. I
- Nhan nut Close dé dong hop thoai lai. B ow &%
Chen mét ky tw Unicode tir hgp thoai Symbol £2 More Symbols..,

Khi ban chon mot ky tu Unicode trong hop thoai Symbol, ma ctua no6
hién thi trong hop Character code.

- Nhén chudt vao vi tri ban mubn chén ky tu Unicode.

- Trong thé Insert, nhom Symbols, nhin nit Symbol va chon More Symbols.

- Trong hdp thoai Symbol, thé Symbols, tai hp Font ban chon font chit minh thich.
- Tai 6 From, ban chon Unicode (hex).

- Néu hdp Subset hién thi, nhan chon mot ky tu subset.

- Nhan vao ky tu ban mudn chén trong danh sach va nhin nut Insert.

- Nhin Close.

Duing ban phim dé chén ky tw Unicode vao tai liéu

Néu ban biét mi cua ky tu can chén, ban co thé nhép vao ma do trong tai liéu va nhan phim
Alt+X dé chuyén d6i n6 sang ky tu. Chang han ban nhap vao 00A9 va nhan Alt+X ngay sau d6
s€ duogc ky tu. Nguoc lai, dé hién thi mot ma ky tu Unicode cua mét ky tu nao d6 trong tai li€u,
ban dat con nhay phia sau ky tu d6 va nhan Alt+X.

Chén mot biéu twong dwge dinh nghia sin bang cach sir dung AutoCorrect



DPé su dung duoc tinh nang nay, trude hét ban can bat AutoCorrect 1én:

- Nhan Microsoft Office Button, sau d6 chon Word Options.

- Trong hp thoai Word Options, chon Proofing ¢ khung bén trai.

- Nhan ntt AutoCorrect Options. Trong hdp thoai xuét hién, chon thé AutoCorrect.
- Panh dau chon muc Replace text as you type.

- Nhén OK hai lan dé dong cac hop thoai lai.

Tao muc AutoCorrect cia riéng ban

- Trong thé Insert, nhém Symbols, nhan nut Symbol, chon More Symbols.

- O hop thoai Symbol xuét hién, ban nhin vao thé Symbols hay Special Characters tuy .

- Chon mdt biéu tuong hay ky tu dac biét ma ban muén dua vao muc AutoCorrect.

- Nhén nit AutoCorrect. Biéu tuong ban chon s€ xuét hién trong hop With.

- Trong muc Replace, ban gb cac ky tu ma Word s& tu dong chuyén sang biéu tuong hay ky tu
dac biét ma ban chon ¢ trén.

- Nhén niit Add.

- Nhan OK.

- Nhén Close dé dong hop thoai Symbol lai.

Thii thuét véi dau gach ndi (-)
&y J »— Breaks ~ B
J = [j ] Line Numbers ~ J

Margins Orientation Size Columns —— - | Watermark
- - v - Ibc Hyphenation '! v C

Page Setup None
v | Automatic %
Manual

h®~  Hyphenation Options...

Khi mét tir qua dai, khéng vira khit véi vi tri cudi dong, Word s& chuyén tir ndy sang vi tri dau
dong méi thay vi gach ndi nd. Tuy nhién ban c6 thé dung tinh ning Hyphenation dé gach ndi tu
dong hodc gach ndi bang tay doan text, xac lap s6 khoang cach 16n nhit cho phép giita mot tir va
1& phai ma khong gach ndi tir do.

Khi str dung tinh nang gach ndi tu dong, Word 2007 s& tu dong chén gach ndi vao vi tri can thiét.
Khi gach n61 bang tay, Word s€ tim text dé gach noi va hoi ban c6 mudn chen gach noi vao hay
khong.

Tw dong chen gach noi trong toan b tai liu

- Pam bao rang khong ¢ doan text ndo dang dugc chon.
- Trong thé Page Layout, nhom Page Setup, ban nhan nut Hyphenation, sau d6 chon Automatic.

Chén dau gach noi tuy y



Ban c6 thé diéu khién vi tri ngat ciia mot tir hodc mot cum tir néu tir d6 “rét” & cudi dong. Vi du,
ban c6 thé chi dinh vi tri ngat cta tir “nonprinting” 13 “non-printing” thay vi “nonprint-ing”.

- Trong thé Home, nhom Paragraph, nhan nat Show/Hide.

- Nhan chudt vao vi tri trong tir, noi ban mubn chén dau gach ndi.

- Giit Ctrl va nhan phim gach néi.

Tuw dong chén dau gach ndi trong mt phan tai lidu
- Chon doan text ma ban muon gach noi.
- Trong thé Page Layout, nhdm Page Setup, ban nhan nat Hyphenation, sau d6 chon Automatic.

Gach noi bfmg tay trong mot phan tai li¢u

Khi ban gach n6i bang tay, Word 2007 s& tim doan text dé gach nbi. Sau khi ban chi dinh vi tri
mudn gach ni trong doan text, Word s& chén mot dau gach ndi tiy ¥ Néu sau do ban soan thao
tai liéu va thay doi ngat dong, Word s& chi hién thi va in ra nhitng ddu gach ndi con rét ¢ cudi
dong ma khong gach noi lai trong tai licu.

- Chon doan vin ban mudn gach ndi.

- Trong thé Page Layout, nhom Page Setup, ban nhén nat Hyphenation, sau d6 chon Manual.

Chén mot diu gach noi khong ngat

Céc dau gach ndi khong ngat gitip ngin ngira cac tir, sO hodc cum tur bi ngit néu no rét & cudi
dong. Vi du, ban co thé ngan ngua day s6 999-1234 bi ngit giita chirng, thay vao dé toan bd cum
day s6 nay s& duoc chuyén xuong dau dong ké tlep

- Nhén chudt vao noi ban mudn chén dau gach n6i khong ngit.

- Nhén gitr Ctrl, Shift va nhin phim gach néi.

Xic 1ap vang gach ndi

Vung gach n6i la s6 khoang trong t6i da cho phep giira : g
mdt tir va 18 phai ma khong gach nbi tur nay. Ban c6 tiyphenation @
thé thay d6i viing gach not: dé giam sb luong gach ndi, | CJ{Automaticaily hyphenate document!

hay 1am cho ving gach ndi rong hon; dé giam tinh chat Hyphenate words in CAPS

101 rac cua 1é phai, ban 1am cho ving gach néi hep . —_—
hon. Hyphenation zone: 0 25" ‘
- Trong thé Page Layout, nhém Page Setup, nhan nat | Limit consecutive hyphens to: | [No limit
Hyphenation, sau d6 chon Hyphenation Options.

- Trong Hyphenation zone, nhap vao khoang cich ma
ban mudn.

]
v
A\
¥ |

[ Manual... ] [ OK ] [ Cancel ]

X6a bé diu gach ndi tw dong )
Trong thé Page Layout, nhom Page Setup, nhan nut Hyphenation, sau d6 chon None.

X6a bé dau gach ndi bang tay
- Trong thé Home, nhoém Editing, nhan nat Replace (hodc nhan phim Ctrl+H).

- Nhan nat More>> dé mé rong hop thoai Find and Replace.
- Nhan nuat Special, sau do chon:



Endnote Mark

Field [Rdmeﬂ ] fEmdNext ]

Search Options

Eootnote Mark

= Graphjc

D Match case Manual Line Break D Match prefix

"] Find whole wo [[] Match suffix

[ use w \
[:] Sounds ke (Eq Nonbreaking Hyphen D Ignore puncluation ché,
] Find &l : [ 1gnore white-space char.

Optional Hyphen

Section Break

+ Optional Hyphen: néu muén x6a dau gach ndi bang tay.
+ Nonbreaking Hyphen: dé x6a ddu gach ndi khong ngit.
- Pé tréng 6 Replace with.

- Nhén Find Next, Replace, hodc Replace All.

GO ROI CAC VAN PE TRONG KHI SOAN THAO

Chir méi “dé” chir cii

Triéu ching: Mdi khi g& chit méi, chir cil tai diém chén bi x6a di.

Nguyén nhan: Ché do viét chong da dugc bat 1én.

Giai phap: Tét ché d6 viét chong bang cach:

- Nhan chudt vao niit Microsoft Office Button, sau d6 nhan nat Word Options.

- Nhan Advanced trong khung bén trai.

- Bén dudi nhom Editing options, ban x6a du kiém truéc muc Use overtype mode. Nhén OK.

Word Options

Popular : ] Advanced options for working with Word.
Display
Proofing SRace
Save [¥] Typing reptaces selected test
G = V] When selecting, automatically select entire yord

V] Allow text to be dragged and dropped
Customize [¥] Use CTRL - Chick to follow hyperlink
C_] Automatically create drawing canvas when inserting AutoShapes

Adadns =
1] Use smart paragraph selection
Trust Center ] use smart cursoring
Reszources Qvertype mode

/’ et ﬂ Use formal style for . '*hr_lg‘q lists
) Keep track -

Khong thé tim thiy 1énh Clear Contents



Triéu chirng: Ban mudn xda chit hodc cac ddi tuong dd hoa nhung khong thé tim thiy 1énh Clear
Contents dé thuc hién viéc nay.

Nguyén nhan: Khac véi cac phién ban trude, 1¢nh Clear Contents khong c6 trong ban Word
2007.

Giai phap: Ban c6 thé str dung phim Delete dé x6a text hodc cac ddi tugng d6 hoa sau khi da
chon nd.

Word cudn qua nhanh khi ré chuot chon chir

Triéu chirng: Khi ban chon chir bang cach gitr va ré chudt theo huéng xudng dudi, Word cudn tai
liéu nhanh dén ndi khé ma nha chudt vao vi tri chinh xéac, noi ban mudn két thuc ving chon.
Nguyén nhan: Trong khi ban ré chudt dé chon chir, Word s& cudn tai liéu theo hudng ban chon.
Giai phap: Dé giai quyét vin dé nay, ban nén két hop giita chudt va ban phim trong khi chon

chir.

- Nhan chudt vao noi bit dau ving chon.

- Str dung thanh cudn dé truot dén vi tri mudn két thic vung chon.

- Giir phim Shift trong khi nhan chudt trai vao vi tri két thiic viing chon.

Lénh Insert File bién ddu mat roi?

Triéu chirng: Ban mudn chén chit tir mot tai liéu khac vao tai liéu hién hanh nhung khong thé tim
thdy 1énh Insert File dé thyc hién viéc nay.

Nguyén nhan: Trong Word 2007, 1énh Insert File da duoc ddi tén thanh Text from File va duoc
chuyén vao menu Object trong thé Insert.

Giai phap:

- Nhan chudt tai vi tri mudn chén tai liéu vao.

- Trong thé Insert, nhom Text, ban nhén chudt vao mii tén bén canh nut Object, chon Text from
File.

- Trong hdp thoai Insert File, ban xac dinh file mudn chén, sau d6 nhan dap chuot vao nd dé chén
vao tai liéu hién hanh.

Khong thé kéo — tha chudt ddi véi vin ban

Word Options )

Popular . . P
Advanced options for working with Word,
Display
Proofing Editing options
Save Z] Typing replaces selected text
w—r -| v| When selecting, automatically select entitg word
IUUIICE N | | [/ e e
Customize
s ] Automatically create drawing canvas when inserting
Ea s | Use smant paragraph selection

Triéu ching: Khong thé ding chudt kéo — tha dé thyc hién thao tac sao chép hay di chuyén vin
ban.



Nguyén nhan: Chirc nang kéo — tha chudt trong Word da bi vo hi¢u hoa.

Gidi phap:

- Nhan chudt vao niit Microsoft Office Button, sau d6 nhdn nut Word Options.

- Nhan Advanced trong khung bén trai hop thoai.

- Bén duéi nhom Editing options, ban danh d4u kiém muc Allow text to be dragged and dropped.
Nhén OK.

- Bay gid ban c6 thé chon van ban va dung chudt kéo — tha doan van dé sang vi tri méi dé di
chuyén (hodc giir thém phim Ctrl trong khi thuc hién dé sao chép).

Chir Unicode bi “nhay” khi copy

Triéu ching: Khi str dung font chit Unicode, néu copy mot dong van ban thi hién tugng nhay chir
Xuét hién.

Giai phap:

- Nhéan chudt vao nat Microsoft Office Button, sau d6 nhin ntit Word Options.

- Nhin Advanced trong khung bén trai.

- Bén duéi nhom Cut, copy, and paste, ban nhan nit Settings.

- Bo dau chon ¢ hop kiém Adjust sentence and word spacing automatically. Nhan OK hai lan dé
dong cac hop thoai lai.



Chinh Phuc Word 2007

Dich van ban

Khac véi cach tra nghia ting tir, trong phan ndy chung ta
s& ciing tim hiéu cach dich mot doan vin ban dai.

- Trong thé Review, nhoém Proofing, ban nhén nat
Translate. N
- Hodc ban cling c6 thé nhin chuot phai vao vi tri bat ky @
trong tai liéu, chon Translate - Translate. SpEHI g & R?SE i WS m Smf
- Pé chon ngdn ngir dich, tai khung Translation & bén éBC\
phai, chon ngdn ngir ngudn tai myuc From, ngdn ngit dich Crnm [}d

il

tai muc To.

- Pé dich mot tir bt ky trong tai liu, ban gii phim Alt Poolg

va nhan chudt trai vao tir. Nghia ctia n6 s& dugc hién thi ——

trong khung Translation ¢ bén phai.

- Pé dich mot doan vén ban, ban dung chudt chon doan

vin ban o, giit Alt va nhin chudt trai vao viing chon.

Nghia ctia né s& dugc hién thi trong khung Translation & bén phai.

- Pé dich toan b tai lidu, tai khung Translation, ban nhan chudt vao nat Translate the whole
document . Sau d6 bAm Yes trong hdp thoai xac nhan. Ban dich s€ duogc hién thi trong mot ctra
s6 duyét Web méi mo ra.

- Ngoai ra ban ciing c6 thé dich tir hodc doan van bfmg cach ty minh nhap vao khung Search for,
sau d6 nhin nat Start Searching .

Bét tinh nang “dwa chugt vao tir dé hién thi nghia trong mgt Screentip”

Chi can dua chudt vao tir, nghia cta n6 (da dugc dich sang ngdn ngir khac) s& hién thi trong mot
Screentip bén canh, rat tién loi. Dé bat tinh nang nay, ban thuc hién nhu sau:

- Tai thé Review, nhom Proofing, nhéan chudt vao miii tén bén canh nit Translation Scre enTip.
- Chon mét ngdn ngit mudn dich sang trong menu xuét hién.

- Mudn tét tinh nang nay, ban chon Turn Off Translation ScreenTip.

Tw dong tao hyperlink cho dia chi Web



AutoCorrect @

AutoFormat ' Smart Tags
AutoCorrect Math AutoCorrect \ AutoFormat As You Type \

Replace as you type
[] "straight quotes™ with “smart quotes” [¥] ordinals (1st) with superscript
[¥] Fractions (1/2) with fraction character (%2)  [¥] Hyphens {--) with dash {(—)
[] *Bold* and _italic_ with real formatting
[“]internet and network paths with hyperlinks:

Word ty dong tao mdt hyperlink khi ban gd vao mot dia chi Web (ch'flng han
www.microsoft.com) va nhan Enter hodc phim khoang trang. Néu mudn tat/ bat tinh ning nay,
ban nhin Microsoft Office Button , chon Word Options. Nhan Proofing. Nhan nut AutoCorrect
Options, nhan chon thé AutoFormat As You Type. Tai hop Internet and network paths with
hyperlinks, ban bé chon hodc chon dé tat/ bat tinh nang nay.

Tao mot hyperlink tuy y dén mot tai liéu, tap tin hay trang Web

1. Chon doan text hodc hinh anh ma ban mudn dung dé hién thi nhu mot hyperlink.
2. Trong thé Insert, nhom Links, ban nhan nit Hyperlink.

3. Hop thoai Insert Hyperlink xuét hién.

- PBé lién két dén mot file hodc trang Web co san, ban nhz?'m nut Existing File or Web Page bén
dudi muc Link to, sau d6 nhap vao dia chi ma ban mudn lién két dén trong hop Address. Néu
khong biét dia chi cua mot file, ban co thé dung khung duyét file/ thu muc trong cira s6 nay dé
chon file minh mudn lién két.

- Pé lien két dén mot file ma ban chua hé tao no, hay nhén nat Create New Document bén dudi
muc Link to, sau d6 nhap tén cua file mai sé€ tao tai muc Name of new document. Tai muc When
to edit ban c6 thé chon 13 Edit the new document later (soan tai liéu nay sau) hodc Edit the new
document now (soan ngay bay gio).

D¢ tuy bién ScreenTip (hién thi khi ban ré chudt 1én hyperlink), ban nhan nit ScreenTip va go
vao dong ghi chi. Néu ban khong chi dinh dong ghi chil nay, Word sé€ st dung dudong dan hay
dia chi cua file lién két dén lam ScreenTip.

- Nhan OK khi tao xong hyperlink.

Tao mgt hyperlink dén trang e-mail tréng

Thue hién bude 1 va budce 2 nhu trén dé hién thi hdp thoai Insert Hyperlink.

3. Bén dudi muc Link to, ban nhan nat E-mail Address.

4. Tai muc E-mail address, nhdp vao dia chi e-mail ma ban muon khi nhan vao hyperlink s€ gtri

thu cho dia chi nay. . )
5. Tai muc Subject, ban nhap ti€u dé thu. Nhan OK.



Tao mot hyperlink dén vi tri bat ky trong tai liéu hay trang Web hién hanh

Bookmark @

Bookmark name:
phani Add
lhant |

Delete

GoTo

Dé str dung tinh ning nay, trudc hét ban can danh dau vi tri dich mudn lién két dén trong tai lidu
hién hanh.

* Chén mot bookmark:

1. Trong tai liéu hién hanh, chon doan text hay d6i trong ma ban mudn gan mot bookmark.

2. Trong thé Insert, nhom Links, ban nhén nat Bookmark.

3. Ctra s6 Bookmark xut hién. Tai Bookmark name, ban gd vao mot tén dé nhan dang bookmark
nay (luu v, tén khong dugc chira khoang trang). Nhan Add dé thém vao.

* Thém lién két dén bookmark:

1. Chon text hodc dbi tuong ma ban mudn hién thi nhu mot hyperlink.

2. Nhin chudt phai va chon Hyperlink trong menu ngit canh.

3. Bén dudi muc Link to, ban nhan nat Place in This Document.

4. Trong danh sach ban chon mot bookmark mudn lién két dén. Nhin OK.

Tao mét hyperlink dén vi tri bit ky trong tai liu hay trang Web khac (khdng phai trang
hién hanh)

1. Trude tién ban tao nhitng bookmark trong file dich (file ma ban sé lién két dén) twong tu cach
O trén.

2. Mo tai liéu ngué)n, chon doan text hay ddi tuong mudn hién thi 1a hyperlink.

3. Nhan chudt phai, chon Hyperlink trong menu ngit canh.

4. Bén dudi muc Link to, nhan nut Existing File or Web Page.

5. Tai khung Look in, ban duyét dén file dich mudn lién két dén.

6. Nhan nit Bookmark, sau d6 chon nhiing bookmark mudn lién két dén trong tai li¢u dich. Nhin
OK.

G& bo mot hyperlink ’
Ban nhan chu6t phai vao hyperlink mudn g& bo, chon Remove Hyperlink trong menu ngir canh.

Ap dung nhanh mét kiéu miu (Quick Style)



Save Selection as a New

Quick Style...

A

AaBbCc| AaBbCc AaBb( AaBbC AaBb( AaBbCd

i Normal 1| ¥ No Spaci.. Heading 1 Heading 2 Title Subtitle
AaBbCc AaBbCc AaBbCc AaBbCc AaBbCc AaBbCc
Subtle Emp... Emphasis  Intense Em... Strong Quote Intense Qu...
AaBECC| AABBCC| AABBCCI AaBbCc

Subtle Ref... Intense Re... Book Title ¥ List Para... =

Clear Formatting

G

Apply Styles...

Ap dung mét kiéu miu

1. Chon doan text ban mudn ap dung kiéu miu.

2. Trong thé¢ Home, nhom Styles, nhan chudt vao mot kiéu ma ban thich. Néu khong thiy kiéu
dinh dang ma minh mong mudn, ban nhin nit More dé md rong khung Quick Styles.

Vi dy, ban mudn doan text dang chon dugc &p dung kiéu tiéu dé, nhan nut Title trong khung
danh sach.

Ban c6 thé xem trudce kiéu dinh dang duoc ap dung nhu thé nao béng cach ré chudt vao tirng kiéu
minh mudn xem, né s& ap dung “tht” voi doan text ban dang chon.

Tao mjt kiéu miu

Create New Style from Formatting

Name:
Style1 |

Paragraph style preview:

Style1

[ OK ] [ Modify... J [ Cancel ]

1. Chon doan text ma ban mudn tao mot kiéu méi. Vi du, ban mudn tao mot dinh dang in dam,
chir mau doé.

2. Trong thé¢ Home, nhoém Font, ban lan luot in ddm (nhén nat B) va t6 dé chit (chon mau tur nat
Font Color).

3. Nhan chu6t phai vao vung chon, tré tdi Styles, va nhin Save Selection as a New Quick Style.



4. Nhap vao tén cua style méi (ching han Style 1) va nhan OK.

Lap tirc kiéu chir méi tao sé nim gon trong nhém Styles & thé Home, sin sang dé ban sir
dung.

Thay d6i kiéu miu

1. PBinh dang doan text theo y thich cua ban.

2. Trong thé Home, nhom Styles, nhan chudt phai vao style ma ban mudn thay d6i, chon Update
to Match Selection.

Trong tai liéu, tt ca nhirng doan text di duoc ap dung kiéu nay trude d6 s& dugc cap nhat lai voi
dinh dang méi.

G& bé mot kiéu miu
1. Trong th¢ Home, nhdm Styles, ban nhan chudt phai vao kiéu mau mudn go bo.
2. Chon Remove from Quick Styles gallery.

Cai dit diém dirng tab (Tab stops)
bé cho viéc cai dat tab dugc thuén ti€n, ban nén cho hién thi thudc ngang trén dinh tai liéu bang
cach nhan mit View Ruler ¢ dau trén thanh cudn doc.

Ban c6 thé nhanh chong chon tab bang cach 1an luot nhdn vao 6 tab selector — 1a 6 giao nhau
gitra thudc doc va thudc ngang (¢ goc trén bén trai trang tai liéu) cho dén khi chon duoc kicu tab
mong muon, sau dé6 nhan chudt vao thanh thudc ngang noi ban muon dat tab.

Tuy timg trudng hop cu thé ma ban ¢ thé sir dung mét trong cac loai tab sau:

Tab trai: Dat vi tri bat diu cia doan text ma tir d6 s& chay sang phai khi ban nhap li¢u.

Tab gitra: Dat vi tri chinh gifra doan text. Poan text s€ nam gitta vi tri dat tab khi ban nhap li¢u.
Tab phai: Nim & bén phai cudi doan text. Khi ban nhap li¢u, doan text s€ di chuyén sang trai ké
tur vi tri dat tab.

Tab thap phan: Khi dit tab nay, nhirng ddu chdm phan cach phan thap phan s& ndm trén clng
mot vi tri.

Bar Tab: Loai tab nay khong dinh vi tri cho text. N6 s€ chén mot thanh théng ding tai vi tri dat
tab.

Néu ban mudn dit diém dirng tab tai vi tri pht hop ma khong thé xac dinh chinh x4c khi nhan
chudt 1én thanh thudc ngang, hoac ban mudn chén ky tu dac bict trudce tab, ban co thé dung hop
thoai Tabs bang cach nhan dup chudt vao bat ky diém dirng tab nao trén thanh thudc.

Sau khi cai dat diém dirng tab xong, ban c6 thé nhan phim Tab dé nhay dén ting diém dimng
trong tai liu.



Tabs @ |

Tab stop position: Default tab stops:
144 ]o_ 5 & ‘
1,447
2.69" Tab stops to be cleared:
358"
Alignment
O Left () Center () Right
(%) Decimal O Bar
Leader
() 1None (@ Ity Y
Oa__
[ Set ] [ Clgar ] [ Clear Al ]
[ OK ] [ Cancel ]




Chinh Phuc Word 2007

Viét mot phuong trinh

|

Véi Word 2007, dé viét mot phuong trinh, ban c6 thé |[ERERLIGR) Symbo)

chén céc biéu tuong trong hop thoai Symbol; sir dung tinh \ [%vS T ’
nang Math AutoCorrect d€ chuyén chit thanh bi¢u tugng; hay st dung cach s
sau:

- Trong thé Insert, nhdm Symbols, nhan vao miii tén bén dudi ntit Equation, sau d6 chon Insert

New Equation.

- Trén thanh cong cu xuat hién thém thé Design, va ban c6 thé nhin chudt vao cac nit trong
nhom Symbols dé chén cac ky hiéu toan hoc, hay nhan chudt vao cac niit trong nhoém Structures
dé chén vao tai liéu mot ciu tric toan hoc ¢6 sin, sau d6 chinh stra lai.

Chu ¥: Dé hién thi danh sach day du cac ky hiéu toan hoc trong nhém Symbols, ban nhin nit
More ¢ goc dudi phai cua nhom.

Sir dung cac biéu twong trong Math AutoCorrect

AutoFormat Smart Tags
AutoCorrect Math AutoCorrect AutoFormat As You Type

Use Math AutoCorrect rules outside of math regions
When Math AutoCorrect and AutoCorrect rules conflict, AutoCorrect rules will

be used.
Replace text as you type
Replace: With:

(R |

| 1= —
\above -
\acute
\aleph
\alpha

| \Alpha
\amalg
\angle

| \goint
\approx
\asmash |
\ast * v

( Recognized Functions...

- n N e 0%




- Nhén Microsoft Office Button, sau d6 nhAn Word Options.

- Trong khung bén trai, nhdn Proofing, sau d6 nhin nat AutoCorrect Options.

- Trong hop thoai AutoCorrect, nhan chon thé Math AutoCorrect, sau d6 danh dau kiém trudc 2
muc Use Math AutoCorrect rules outside of math regions va muc Replace text as you type. Ghi
nhd cac ky tu & muc Replace (ky tu ban nhap) va muc With (ky tu toan hoc s& thay thé).

- Nhan OK 2 lan dé dong cac hop thoai lai.

- Bay gio ban hay gd thir cac ky tu (muc Replace) va nhan phim khoang trang, no s& bién doi
thanh ky tu toan hoc twong tmg. Vi du: \approx, nhan khoang trang s& bién thanh dau .

Chén mot phwong trinh thong dung

Fourier Series &
oc
nmx . nux
f(x)=ap+ (an cosT+bn smT)
n=1 %
Pythagorean Theorem
a?+b? =c?
Quadratic Formula
—b++b%*—4ac =
o A—
2a
Taylor Expansion
%4 K% 38
e* = +?+E+§+ 3 —00 < X < 00
Trig Identity 1 X
TU  Insert New Equation

Trong thé Insert, nhom Symbols, ban nhén chudt vao mii tén bén dudi nut Equation. Mgt menu
xuat hién véi danh sach cac phuong trinh thong dung. Muon st dung cai nao, ban chi viéc nhan
chon cai do dé chen vao tai li¢u va chinh stra lai theo y thich.



Thém mot phwong trinh vao danh sach cac phuwong trinh thong dung

- Chon mot phwong trinh mudn thém.

- Bén dudi Equation Tools, trong thé¢ Design, nhém Tools, nhin nat Equation, sau d6 chon Save
Selection to Equation Gallery.

- Trong hdp thoai Create New Building Block, ban nhap vao tén ctia phuong trinh tai muc Name.
- Tai danh sach Gallery, chon Equations. Nhan OK.

Thay d6i phwong trinh dwoc soan thio trong Word 2007

Create New Building Block @@
Name: EPhuong trinh 1 \
Gallery: ; Equations v J
Category: ; General v }
Description:
Savein: %Building Blocks v \
Options: EInsert content in its own paragraph v ‘
[ OK ] [ Cancel ]

Ban chi viéc nhin chudt vao phuong trinh mudn chinh stra va thay déi theo ¥ thich.

Thay d6i phuong trinh duoc soan thao trong Word phién ban cii hon

Dé thay d6i mot phuong trinh dugc soan thao & phién ban ci, st dung Equation 3.0 add-in hay
Math Type add-in, ban can str dung add-in ma d3 viét phuong trinh nay.

Ngoai ra, khi ban mé tai li€u c6 chira phuong trinh dugc viét trong phién ban cli cia Word, ban
khong thé st dung cac chuong trinh viét va thay d6i phuong trinh duoc cung cép sin, trir khi ban
chuyén tai liéu sang dinh dang Word 2007.

* Chuyén tai liéu sang dinh dang Word 2007:

- Nhin Microsoft Office Button , sau d6 nhan Convert.
- Nhatm OK trong hdp thoai xac nhan. )

- Nhan Microsoft Office Button , sau d6 nhan Save.

* Thay d6i phwong trinh dwoc soan thio bang Equation 3.0:

- Nhan dup chudt vao phuong trinh muén chinh sira.
- Thay d61 phuong trinh theo ¥ muon.



* Thay d6i phuong trinh dugc soan thao bang Math Type:

- Hay dam bao rang Math Type da dugc cai dat trén may.

- Nhan dap chudt vao phuong trinh mudn chinh sira.

- Trong Math Type, chinh stra lai phuong trinh theo y mudn.

- O menu File, nhdn chon Close and Return to... dé tré vé cira s6 soan thao Word.

KIEM TRA CHINH TA VA NGU PHAP

Tu dong kiém tra 16i chinh ta va ngit phap (cac duong gon sdng mau do, xanh duong, xanh la
cay)

Khi ban bat ché do kiém tra chinh ta tu dong trong khi g5, ban c6 thé an tim rang khong bi méc
nhi€u 161 chinh ta trong tai licu. Word 2007 s€ danh dau nhirng tur b1 161 gitip ta phat hi¢n ra 101
mot cach nhanh chong.

Vi du: Ban c6 thé nhan chudt phai 1én tir sai dé xem nhitng cach stra 16i dugc dé nghi.

Tuong tu, néu bat ché d6 kiém tra ngit phap tu dong, Word s& danh dau nhitng 15i ngit phap
trong tai liéu trong khi ban soan thao.

Vi du: Ban ¢6 thé nhin chudt phai va chon nhiing kiéu stra 16i dé nghi. Ban cling c6 thé chon
Ignore Once dé “1o” di 161 nay, hoac chon About This Sentence dé xem tai sao Word xem cau d6
la 101.

Bat hoac tat che dg kiém tra chinh ta, ngir phap tu dong

- Nhén chudt vao Microsoft Office Button , chon Word Options.

- Trong hdp thoai hién ra, chon Proofing & khung bén trai.

- Pé bat/tit ché do kiém 161 tu dong trong tai li€u hién hanh (dang mdo), ban thuc hién nhu sau:

+ Tai muc Exceptions for, chon tén cua tai li€u hi€n hanh.

+ Chon hodc bé chon muc Hide spelling errors in this document only va Hide grammar errors in
this document only.

- Bé bat/tit ché do kiém 161 tu dong trong tat ca tai lidu tir gid tré di, ban thuc hién nhu sau:

+ Tai muc Exceptions for, chon All New Documents.

+ Chon hodc bé chon muc Hide spelling errors in this document only va Hide grammar errors in
this document only.

Kiém tra tat ca loi chinh ta va ngir phap sau khi soan thdao van ban

- Chon doan van ban ban mudn kiém 15i (hoac khong chon S
néu mudn kiém toan bd vin ban). -
- BAm phim F7 (hoic chon thé Review, nhin nit Spelling &

Grammar trong nhém Proofing).

- Néu chwong trinh phat hién ra 161 chinh ta, hop thoai Spelling and Grammar xuat hién, t6 do tir
sal.



+ Tai khung Suggestions, ban c¢6 thé chon nhitng goi ¥ stra 16i ma chwong trinh dua ra va nhn
nat Change dé stra theo goi y do.

+ Néu ban mudn ty minh sira, hay nhén chudt vao tai liéu, noi tir dang bi phat hién la 16i va stra
lai theo ¥ minh. Sira xong nhan nat Resume dé kiém tra tiép nhitng tir khac.

+ Trong trudng hop tir ma Word phat hién 13 16i nhung lai 13 tr ma ban cho 14 chinh x4c va ban
mudn Word nhan ra tir ndy 1a diing chinh ta dé lan sau khoi “bat 161 nira, hiy thém né vao tir
dién bfing cach nhan niit Add to Dictionary.

+ Néu mudn “16” di tir sai va chuyén sang kiém tra tiép nhirng tir khic, ban nhan nat Ignore
Once (1o 1 1an) hodc Ignore All (10 tat ca).

+ Truong hop ban thuong xuyén bi mac 15i ¢ tir nay va ban muén Word ty dong sira lai thanh tir
dung trong khi ban g van ban, hiy chon tir diing trong khung Suggestions va nhan nit
AutoCorrect.

- Ngoai ra, néu ban mudn kiém tra luon ngir phap, hay danh dau chon Check grammar trong hop
thoai Spelling and Grammar. Sau khi kiém tra chinh t4, chuwong trinh s& chuyén sang kiém tra
ngit phap cho ban. Cich sira 16i ciing twong tu nhu trén.

Spelling and Grammar: English (U.S.)

Not in Dictionary:
\Ifthe program findsk|spelling mistakes, adialogboxor 4| [ Ignore Once ]
{task pane is displayed, and the first misspelled word g
[found by the spelling checkeris selected ‘ [ Ignore All ]
| 3 " [ Add to Dictionary ]
Suggestons
ﬁnds Al Chan
Lhange

(finds' [ ]
{fends [ Change All J
[ AutoCorrect ]
!- —
Dictionary language: ‘English u.s.) v ‘
[] check grammar

Options... [ Cancel ]

Tim tir trong tir dién

Str dung tinh nang Research, ban c6 thé tim céc tur trong tur dién. Cach thuc hién:

- Trong thé Review, nhom Proofing, nhan niit Research.

- Pé tim mot tir don trong tai li¢u, gilt phim Alt va nhan chudt vao tir can tra ctru.

-Pétra nghia mot cum twr, ban dung chudt chon cac tir do, gitr phim Alt va nhan chudt trai vao
vung chon.

- Tai khung Research bén phai man hinh, muc Search for, ban s& théy tlr can tra hién thi trong
day. Bén dudi 1a phan giai nghia ciia no.



- Ban ciing co thé gd truc tiép tir can tra nghia vao 6 Search for va nhan OK.

Tra tir dong nghia, phian nghia

Str dung tinh ning Research, ban con c6 thé tra tir ddng nghia va tir revulsion

phan nghia. disgust

- Trong thé Review, nhdm Proofing, ban nhan nat Thesaurus. extreme dislie

- Giit phim Alt va nhan chudt vao tir can tra. Két qua s& hién thj kove (ntorym) __ I

:Jabhon‘?';] Insert k

trong khung Research ¢ bén phai. il

- B¢ chén tir dong nghia hodc phan nghia d6 vao tai liéu hién hanh, o

. 5 , A \ \ , A | Look U
noi con tro dang ding, ban dua chudt vao tir trong danh sach két oapl IR Lok Up
qua, nhan chudt vao miii tén bén canh tur, chon Insert. can't stand

- PBé tim tiép tir dong nghia / phan nghia cua tir trong danh sach

tim duoc, ban nhan chudt vao tir d6 trong danh sach két qua.

Ghi cht: Ban c6 thé tim tir dong nghia, phan nghia trong ngdn ngit khac (ngoai tiéng Anh) bang
cach nhan chudt vao hdp danh sach bén dudi khung nhap li¢u Search for va chon mdt ngén ngir,
vi du nhu tiéng Phap (French) chang han.




Chinh Phuc Word 2007

Né}l mubn dat nl}iéu khoéang cach giira cac dong, nhung khoang cach nay khong c6 trong menu
xuat hién khi nhan nit Line Spacing, ban hdy chon Line Spacing Options, va nhap vao khoang
cach ma ban thich.

Pinh dang chir trong Word 2007

In dam

“4

VnTimes2 ~|12 ~| A A

1. Chon doan text ma ban mudn in dam, dua con trd chudt vao vung chon cho dén khi xuat
hién thanh cong cu Mini.

2. Nhan nut Bold (B).

Ban cling c6 thé sir dung phim tat Ctrl+B.

Luu y, nhdn Bold (hodc Ctrl+B) Ian nita néu ban mudn bo in dam.

- 4

—

- g

In nghiéng

Thuc hién tuong tu nhu in dam, nhung thay vi nhan nut Bold thi ban nhan nut Italic (phim
t&t Ctri+1).

Gach dudi doan text

Nh&n Ctrl+U dé€ gach dudi doan text dang chon. Nh&n Ctrl+U lan nita d€ bd gach dudi.
Ngoai ra con cé nhiéu kiéu gach dudi khac:

- Gach dudi céc tur, trir khoang trang:

- Gach d6i & dudi tu:

- budng gach dudi trang tri:

Calibri (Body} 11 - A AT |4

B 7 U ~abex, x fha~|® - A -

Font

* Gach dudi cac tir, trir khoang trang:

1. Chon doan text ban muén gach dudi.

2. Tai thé Home, nhém Font, ban nhan nat mii tén & goc dudi bén phai.
3. Trong hop Underline style, ban chon Word only. Nhan OK.

* Gach doi & dudi tur:



Thuc hién budc 1, 2 tuong tu trén. )
3. Trong hép Underline style, ban chon biéu tugng dong déi. Nhan OK.

* pudng gach dudi trang tri:

Thuc hién budc 1, 2 tuong tu trén.

3. Trong hép Underline style, ban chon ki€u minh thich.

4. D€ ddi mau clia dudng gach dudi, nhdn chudt vao hdp Underline color va chon mau minh
thich. Nhan OK.

Poi mau chir

1. Chon doan text ban muén d&i mau, di chuyén con tré chudt vao ving chon dé xuét hién
thanh céng cu Mini.
2. Nhan nuat Font Color va chon mau minh thich.

Pai kich cd chir

1. Chon doan text, di chuyén con tré chudt vao dé xuét hién thanh céng cu Mini.
2. Dé téng kich c8 chit, ban nhan nut Grow Font (phim tat Ctrl+Shift+>). D& giam kich c&
chit, nhan nat Shrink Font (phim tat Ctrl+Shift+<).

Bat sang (Highlight) doan text
Bat sang doan text dé lam né trong ndi bat hon.

Cach thuc hién:

1. Tai thé Home, nhom Font, ban nh&n vao mii tén bén canh nat Text Highlight Color.

2. Chon mét mau dung dé td sdng ma ban thich (thudng 1a mau vang).

3. Dung chudt té chon doan text mudn bat sang.

4. Mu6n ngling ché do bat sang, ban nhan chudt vao mii tén canh nut Text Highlight Color,
chon Stop Highlighting, hoac nhan ESC.

GG bo ché do bat sang

1. Chon doan text mudn gd bd ché dd bat sang.
2. Trong thé Home, nhém Font, ban nhan chudt vao mdii tén canh nat Text Highlight Color.
3. Chon No Color.

Tim kiém nhanh nhirng dong chit dudc bat sang

1. Trong thé Home, nhom Editing, nhan nat Find.

2. Néu ban khong thdy nuat Format, hdy nhan nat More.
3. Nhan nut Format, sau dé chon Highlight.

4. Nhan Find Next.

Tao mot chir hoa thut cap (Dropped Cap)
Cé 2 ché do:

1. Dropped cap.
2. In-margin dropped cap.



Cach thuc hién:

1. Nh&n chubt vao doan van ban ma ban mudn bat dau bang mot chir hoa thut cap.
2. Trong thé Insert, nhom Text, ban nhan nut Drop Cap.

3. Chon tiép ché d6 Dropped hoac In margin tuy vy.

Pinh dang chi s6 trén (Superscript), chi so6 dudi (Subscript)

1. Chi s6 trén (Superscript); 2. Chi s6 dudi (Subscript).

Chon doan text can dinh dang. Trong thé Home, nhdm Font, ban nhan ndt Superscript
(phim tdt Ctrl+Shift+=) dé€ dinh dang chi s§ trén, hodc nh&n ndt Subscript (phim tt
Ctrl+=) d€ dinh dang chi s6 dudi.

Canh chinh van ban
Canh trai, phai, giita, hoac canh déu hai bén

1. Chon doan van ban ban muoén canh chinh.

2. Trong thé Home, nhédm Paragraph, nh&n nut Align Left dé& canh I8 trdi, nh&n Align Right
dé canh phai, nhan nut Center dé€ canh giira (gilta 2 |8 trdi va phai), hay nhan nut Justify dé
canh déu hai bén.

Canh chinh nhiéu ché doé trén cliing 1 dong

5 I’—‘ >‘—j' Breaks ~
I E| J -] Line Numbers ~

Margins Orientation Size Columns __ :
v v ¥ % be Hyphenation ~

Page Setup

1. Chuyén ché& dd xem van ban la Print Layout hodc Web Layout (Trong thé View, nhém
Document Views, chon nut Print Layout hoac Web Layout).

2. Nhan chudt vao dong mdi va thuc hién nhu sau:

- Chén doan text canh trai: Di chuy&n con tré chudt chir I sang trai cho dén khi con tré bién
thanh biéu tugng, nhan dup chudt va gd vao doan text.

- Chén doan text canh giita: Di chuyén con trd chudt chir I vao khoang giira dong cho dén
khi ban th&y bién thanh biéu tugng. Nhan dup chubt va gd vao doan text.

- Chén doan text canh phai: Di chuyén con tré chudt chir I sang phai cho dén khi con trd
bi€n thanh biéu tugng, nhan dup chudt va gd vao doan text.

Thay ddi cac canh chinh theo chiéu doc doan text



1. Trong thé Page Layout, nhdm Page Setup, nhan chudt vao nut mii tén & géc dudi bén
phai.

2. Trong hop thoai Page Setup, nhan vao thé Layout. Tai muc Vertical alignment, ban chon
mot loai canh chinh minh thich (Top, Center, Justified, Bottom).

3. Tai muc Apply to, ban chon pham vi ap dung Ié,WhoIe document (toan van ban), This
section (vung hién tai), hay This point forward (ké tir day trd vé sau). Nhan OK.

Canh giira Ié trén va Ié dudi

1. Chon doan van ban ban muon canh giira so vdéi Ié trén va |é dudi.

2. Trong thé Page Layout, nhdm Page Setup, nhan chudt vao nat mdi tén & goc dudi bén
phai.

3. Trong hop thoai Page Setup, nhan vao thé Layout. Tai muc Vertical alignment, ban chon
Center.

4. Tai muc Apply to, chon Selected text. Nhan OK.

Thut Ié dong dau tién cta doan

Indent Spacing
= left O = :Z Before |0 pt

= Xi.‘kfter 10pt 2
Paragraph %

1. Nhan chudt vao doan ma ban mudn thut Ié dong dau tién.

2. Trong theé Page Layout, nhan vao nut mdi tén géc dudi bén phai cia nhém Paragraph.
3. O hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ban chon First
line. Tai muc By, chon khoang cach thut vao. Nhan OK.

Paragraph @@

Indents and Spacing | Line and Page Breaks |

3 Right 0°

General
Alignment: }Justiﬁed v
Outline level: %Body Text v |
Indentation

Left: 0" 2 Special: B
\

' \
Right: | flﬁ!ﬂﬂ?v! o5 |

[ mirror indents

Piéu chinh khoang cach thut Ié cua toan bo doan



1. Chon doan van ban muén diéu chinh.
2. Tai the Page Layout, nhdm Paragraph, nhan chudt vao mii tén Ién, xuéng bén canh muc
Left d€ tang, gidam khoang cach thut [ trai, hay tai muc Right dé& diéu chinh thut [& phai.

Thut dong tat ca, trir dong dau tién cua doan

1. Chon doan van ban ma ban muoén diéu chinh.

2. Trén thanh thudc ngang, hdy nhan chudt vao dau Hanging Indent va ré dén vi tri ban
mudén bat dau thut dong.

Néu ban khong thay thanh thudc ngang dau ca, hdy nhan nat View Ruler & phia trén cla
thanh cudn doc dé hién thj nd.

Tao mot thut am

Thay vi thut dong vao trong, ban cé thé diéu chinh thut ra ngoai so vdi Ié trai bang cach:

1. Chon doan van ban ma ban mu6én md rong sang trai.

2. Tai thé Page Layout, nhém Paragraph, nhan nat mdi tén hudng xuéng trong muc Left cho
dén khi doan van ban nam 4 vi tri ban vira y.

Thay ddi khoang cach trong van ban

Tao khoang cach doi giira cac dong cho toan bo tai liéu

AaBbCc| AaBbCc AaBb( AaBbC A

fi Normal || ff No Spaci... Heading 1 Heading 2

Update Normal to Match Selecticn

|4 Modify...
| Select All 'Rln stance(s)

Rename...
Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Khoang cach mac dinh gilta cac dong cho bét ky tai liéu tréng nao la 1.15. Ban c6 thé tao
khoang cach dbéi (2) néu mudn badng céch sau:

1. Trong thé Home, nhom Styles, nhan chudt phai vao nat Normal, chon Modify.

2. Bén dudi nhdm Formatting, nhdn ndt Double Space. Nhan OK.

32 4= - | EE | (A] T



Chinh Phuc Word 2007

Thay ddi khoang cach dong cho doan van ban dang chon

1. Chon doan van ban mudn thay déi.
2. Trong thé Home, nhém Paragraph, nhan nat Line Spacing.
3. Chon khoang cach ban muén, chang han 2.0

Ghi chd: Néu mudn dat nhiéu khoang cach gilra cac dong nhung khoang cach nay khéng cé
trong menu xudt hién khi nh&n nut Line Spacing, ban hay chon Line Spacing Options, va
nhap vao khoang cach ma ban thich.

Cac kiéu khoang cach dong ma Word hé trg:

Line spacing: At

|Single ~

5 Singlg
1.5 lines

At least
| |Exactly
Multiple

’ A, " I--'- \.
-~ . —=n$.

- Single (dong don). TUy chon nay hd trd font 18n nhat trong dong dd, thém vao mot lugng
khoang tréng nhoé bd sung. Lugng khoang tréng bé sung tuy thudc vao font chif ma ban
dang suU dung.

- 1.5 lines: Gap 1,5 lan khoang cach dong don.

- Double: Gap 2 lan khoang cach dong dan.

- At least: Lua chon nay xac 1ap khoang cach dong tdi thiéu can thiét d& phu hop vdi font
hodc d6 hoa I8n nhat trén dong.

- Exactly: C6 dinh khoang cach dong va Word sé khong diéu chinh néu sau dé ban tang
hodc giam cd chdr.

- Multiple: Xac lap khoang cach dong tang hoac giam theo ti I€ % so v&i dong don ma ban
chi dinh. Vi du, nhép vao 1.2 cé nghia la khoang cach dong sé tang Ién 20% so vdi dong
don.

Thay ddi khoang cach trudc hoic sau cac doan

1. Chon doan van ban ban mudn thay déi khoang cach trudc hodc sau né.
2. Trong thé Page Layout, phém Paragraph, ban nhan chuot vao miii tén canh muc Before
(trudc) hodc After (sau) dé thay dbi bang gid tri ban mudn.

Thay déi khoang cach giira cac ky tu



Font Character Spacing

Scale: _100%7 v

Spacing: [ENeENE=-NINNNNNEEN v | By: |1pt =)
Position: |[Normal % By: oz |
[]kerning for fonts: | ' '37‘ Points and above

1. Chon doan van ban ma ban muén thay dai.

2. Trong thé Home, nh&n chudt vao nut mii tén & géc dudi phai cia nhdm Font d&€ mé hdp
thoai Font.

3. Nhan chon thé Character Spacing & hop thoai nay. Trong muc Spacing, nhan Expanded
d€ ma rong hay Condensed dé thu hep khoang cach va chi dinh s8 khoang cach trong muc
By.

Co dan van ban theo chiéu ngang

1. Chon doan van ban ban muo6n cang ra hoac thu lai.

2. Trong thé Home, nh&n chudt vao nut mdi tén & géc dudi phai cia nhdm Font d&€ mé hdp
thoai Font.

3. Nhan chon thé Character Spacing & hop thoai nay. Tai muc Scale, nhap vao ti I€ % ma
ban mudén. Néu ti I1&é nay I6n han 100% thi doan van ban sé dudc kéo ra, ngudc lai, nd sé
dudc thu lai.

Panh dau su thay déi va ghi cha trong tai liéu

Theo ddi su thay ddi trong khi chinh stra

—':\1) ] & Final Showing Markup Y

D\\‘B _] Show Markup ~
ack alloons

Ch nges _E] Reviewing Pane ~

Tracking

1. M4 tai liéu ma ban mudn theo doi.

2. Trong thé Review, nhom Tracking, nhan nat Track Changes.

3. Thay d6i tai liéu theo y ban (chén, xda, di chuyén hay dinh dang van ban...). Lap tlc &
bén héng trang tai liéu s& xuét hién nhitng bong bdng hién thi su thay déi nay.

Tat ché do theo doi su thay doi



Track Changes Options

Markup
Insertions: ' v Color: - Byauthor ¥
Deletions: iSt{ikethroﬁui 7"; Color: 1!78189?19{‘ :"
Changed lines: }Outsde border v Color: . Auto Y
—
E = =)
Comnerts; (Ml oyautror %)
Moves

Table cell highlighting

Inserted cels: D Light Blue i Merged cels: ‘D Light Yellow ¥

oeetedcels: (] pr v| sotcets: [ uontorange ¥
Formatting

Track formatting

Formattng:  |(none) v Color: MWeoyotor v
Balloons

Use Balloons (Print and Web Layout): ’Only fér commentﬁ)ft;matﬁng v

Preferred width: 3 < Measure in: ilrﬁches v

Margin: |Right v

Show lines cmﬁecﬁrlg to text -

Paper orientation in printing: ibresefve v

[ oK ][ Cancel ]

Trong thé Review, nhédm Tracking, nh&n vao ndt Track Changes mét [an nita dé tit ché dd
theo doi trong khi chinh stra.

Thay ddi cach Word danh dau

- Ban cé thé ddi mau va nhitng dinh dang ma Word dung dé danh d&u su d6i trong tai liéu
bang cdch nhan vao mii tén bén canh nut Track Changes, va nhédn chon muc Change
Tracking Options.

- N&u ban mudn xem tét ca nhitng thay ddi ngay trong tai liéu thay vi hién thi nhitng bong
bédng bén hong tai liéu, 8 nhdm Tracking, nhan vao nut Ballons, sau dé chon Show all
revisions inline.

- P& lam néi bat vung hién thi nhitng bong bdng (bén I& tai liéu), hdy nhan ndt Show
Markup va chon Markup Area Highlight.



Cheéen mot ghi cha

3 9
New clete Previous Next

Comment ¥
Comments

1. Chon doan text hoac d6i tudgng bat ky trong tai liéu ban mudn ghi cha.
2. Trong thé Review, nhom Comments, nhan nat New Comment.
3. Nhép vao ghi chl clia ban trong bong béng hién thi & khung bén canh tai liéu.

Xoéa ghi cha

- D& x6a mdt ghi chl, nhan chudt phai vao ghi chi dd, chon Delete Comment.

- D& xba nhanh t&t ca ghi chl trong tai liéu, nhan chudt vao mét ghi chi bat ky. Trong thé
Review, nhdm Comments, nhan vao mii tén bén dudi nut Delete va chon Delete All
Comments in Document.

Thay ddi ghi cha

1. Néu cac ghi chd khéng hién thi trong tai liéu, ban nh&n ndt Show Markup trong nhém
Tracking cua thé Review, sau d6 danh dau chon Comments.

2. Nhan chudt vao bén trong mot bong bong cé ghi chi can stra. Sau doé stra lai noi dung
theo y ban.

Thay ddi tén ngudi ghi ch

Bén canh mdi ghi chd ludn cé tén clia ngudi st dung. Néu ban muén thay ddi tén nay, hay
thuc hién nhu sau:

1. Trong thé Review, nhoém Tracking, nhan chudt vao mdi tén bén dudi nut Track Changes,
sau doé chon muc Change User Name.

2. Trong hop thoai xuat hién, bén dudi muc Personalize..., ban nhap vao tén ctia minh, sau
dd nhan OK.

Luu y 1a nhitng ghi chi k& tir bay gid tré di mdi cd tac dung vdi tén mdi.
In tai liéu kém theo ghi ch( va nhitng danh diu thay doi

—;:))s = < Final Showing Markup -
L4 33

| =] Show Markup ~
| Track |Balioons ,
Changes~  ~ IP] Reviewing Pane ~

‘ _1} Track Changes L
|
|

Change Tracking Options...
Change User Name...




1. Nhan nut Microsoft Office Button, sau d6 chon Print.
2. Trong hop thoai Print, tai muc Print what, chon Document showing markup va nhan OK.

In danh sach nhirng thay ddi trong tai liéu

1. Nhan nut Microsoft Office Button, sau d6 chon Print.
2. Trong hop thoai Print, tai muc Print what, chon List of markup va nhan OK.

Khéng in nhitrng danh dau thay déi va ghi cha

1. Nhan nat Microsoft Office Button , sau dé chon Print.
2. Trong hop thoai Print, tai muc Print what, chon Document va nhan OK.



Chinh Phuc Word 2007

Khi tao mt tai lidu dang tric nghiém, chic chin ban phai thiét ké nhitng 6 danh dau dé ngudi
dung danh dau vao. C6 2 dang dénh dau trong tai liéu: mot dang 1a dung dem di in (dé nguoi
dung danh dau vao gidy), dang tht hai la cho ngudi ding danh dau tryuc tiép trong ndi dung file.
Dung tinh néng Bullets - Numbering dé danh diu / danh sé tu dong

Spacdng
Before: 0 pt - | Line spacing: At:
After: oot 2 | Multiple g 115 3]

[]iDon't add space between paragraphs of the same style: I

Tao danh sach danh dau (bullet) hay danh s6 (number) tu dong 1 cap

1. G& vao dau * dé bat dau mot danh sach cdc danh d&u dau dong hodc nhép 1. dé bat dau
mot danh sach danh s6 tu dong, sau dé nhan phim cach (space bar) hoac phim Tab.

2. Nhap bat c& ch{f nao ban mudn.

3. Nhan phim Enter. Word sé tu dong chen thém mot dau bullet hoac s6 thir tu ti€p theo.
4. DE két thic viéc ddnh ddu, danh s6 tu dong, nhan Enter hai Ian hodc nhan phim
Backspace dé x6a d&u bullet hodc s6 cubi clng.

Néu chifc ndng danh dau / danh s6 tu dong khdng cé hiéu luc, ban bat né 1én bang
cach sau:

1. Nhan nat Microsoft Office Button, sau d6 chon Word Options.

2. Nhan Proofing.

3. Nhan nut AutoCorrect Options, sau d6 nhan vao thé AutoFormat As You Type.

4. Bén dudi nhom Apply as you type, ban danh dau chon vao 2 muc Automatic bulleted lists
va Automatic numbered lists. Nhdn OK dé& déng cac hdp thoai lai.

AutoCorrect @

AutoFormat _Smart Tags

AutoCorrect | Math AutoCorrect  |i  AutoFormatAs YouType ‘

‘ Replace as you type
“Straight quotes” with "smart quotes” Ordinals (1st) with superscript
Fractions (1/2) with fraction character (2) Hyphens (--) with dash (—)

| [] *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Anal L
| R Y b=

Automatic bulleted lists Automatic numbered lists
|v| Border lines |v| Tables
[] Built-in Heading styles




Thém dau bullet hay numbering vao trong danh sach

1. Chon moét muc ban muén thém vao.
2. Trong thé Home, nhdm Paragraph, nhan nat Bullets hoac nat Numbering.

Ghi ch(: Ban cé thé tim th&y nhiéu kiéu bullet hodc ki€u s khac bang cach nhan vao mdi
tén bén canh nut Bullets / Numbering.

Gian khoang cach giira cac muc trong danh sach Bullets / Numbering

é’éFinc
AcBbCc AaBbCc AaBbC AaBbCe A Al asssce %

3ac Rep
fiNormal  f{No Spaci.. Heading1 Heading 2 Title Subtitle Change
Styles || % Sek
i Zy ) Fd
40BbCc AaBbCc AaBbCc AaBbCc AaBbCc AaBbCc | S
Subtle Emp... Emphasis  Intense Em... Strong Quote Intense Qu...

AABeCcl AABRCcCl AABBCCI |AaBbCc
Subtle Ref... 1 List Para..

Intense Re...  Book Title

Update List Paragraph to Match Selection
Save Selection as a New Quick Style...

| M Modify...
%) Clear Formatting %‘
Select All 2 Istance(s)
’},‘, Apply Styles...
[ Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

1. Trong thé Home, nhém Styles, nh&n chudt vao mii tén hudng xuéng bén canh phai dé
m3& rdng danh sach Styles. Sau dé nhan chudt phai vao kiéu List Paragraph, chon Modify.
2. Trong hop thoai Modify Style, nhan nat Format, chon Paragraph.

3. Bé chon muc Don[dt add space between paragraphs of the same style. Nhdn OK dé& déng
cac hop thoai lai.

Spacing
Before: 0 pt o | Line spacing: At:
After; oot 2 Multiple v 115 3]

[ ]Don't add space between paragraphs of the same style:

Chuyén danh sach Bullets / Numbering tir mot cip sang da cap

1. Nh&n chudt vao mét muc trong danh sach ma ban muén chuyén né thanh mét cép khac.
2. Trong thé Home, nhém Paragraph, nhan vao mii tén bén canh nut Bullets hoac
Numbering, chon Change List Level va chon mot cap ban mudn.

Thém cac bullets hinh anh hoéc biéu tugng vao danh sach

1. Chon muc ma ban muén b sung céc bullets hinh anh hay céc biéu tugng.
2. Trong thé Home, nhém Paragraph, nhan vao mii tén bén canh nut Bullets.



3. Chon Define New Bullet. Trong hép thoai Define New Bullet, ban nh&n nat Symbol (biéu
tugng) hay Picture (hinh énh) tuy muc dich.
4. Chon hinh anh hoac biéu tugng ban mudn st dung, sau d6 nhan OK hai lan.

Define New Bullet @

Bullet character

[ Symbol... ] [ Picture... ] [ Font... ]

Alignment:

[Left v

Preview

Thém mét bullet hinh anh hoédc biéu tugng vao trong thu vién Bullet

1. MG tai liéu cb chlra biéu tugng bullet ma ban muén thém vao thu vién.

2. Trong thé Home, nhdm Paragraph, nhan vao miii tén canh nat Bullets.

3. Bén dudi nhdm Document Bullets, nh&n chudt phai vao kiéu bullet ma ban mudn thém
vao thu vién, sau d6 chon Add to Library.

Xo6a mét ki€u ra khoi thu vién Bullet



v

DOTS

= - SErllEE FE 2T Acrhce Agl

Recently Used Bullets H
1R Ve i
Bullet Library

None m \J{ °® O m

“ ||| > ||V

Document Bullets

Fjr—
) Add to Library
'5( Add Gallery to Quick Access Toolbar
<3>-  Change List Level >

Define New Bullet...

1. Trong thé Home, nhém Paragraph, nhan vao mdi tén bén canh nut Bullets.
2. Bén dudi nhém Bullet Library, nhdn chudt phai vao mét ki€u ban muén loai bd khdi danh
sach, sau d6 chon muc Remove.

Tao danh sach cac 6 danh dau chon (checklist)

Khi tao mot tai liéu dang trdc nghiém, chic chan ban phai thiét k& nhitng 6 danh dau dé
ngudi dung danh dau vao . Co6 2 dang danh dau trong tai liéu: mot dang la dung dem di in
(@€ ngudi dung danh d&u vao gidy), dang th( hai la cho ngudi dung danh dau truc tiép
trong ndi dung file.

New Year’s Resolutions

Clean out the garage

[] Walk the dog daily

[] Eat 5 servings of fruit and vegetables

D Carpool, take the bus, or bicycle to work at
least 3 times per week

[] Watch no more than 2 hours of TV per day

[ ] Read a novel

Tao mdt checklist dé dem di in
C6 2 cach cd ban dé tao mét checklist dem di in:

- Néu tai liéu ctia ban khéng chlra nhiéu kiéu bullets khac nhau, ban cé thé sir dung cach
tao moét danh sach bullets tuy bién dinh dang.



- Néu tai liéu cﬂa,ban c6 san nhiéu dinh dang bullets khac nhau, ban cé thé ngdn nglra cac
bullets cil thay déi bang cach tao mot danh sach checklist trong bang.

Tao checklist bang tinh ning tuy bién dinh dang bullets

. Nhap vao nhirng muc trong danh sach cta ban.
. Chon danh sach nay.
. Trong thé Home, nhém Paragraph, nhan vao mdi tén canh nut Bullets.
. Chon Define New Bullet.
. Nhan nat Symbol.
. Trong hdp thoai Font, chon mét font biéu tugng da cai san trén may, vi du nhu font
ngdmgs
7. Nh&n ddp chudt vao bi€u tugng check box ma ban mudn chén vao tai liéu. Nhdn OK.

CJ'\U'I-I>L»JI\J|—l
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DOTS
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‘ Define New Bullet... %

Tao bang dé ngan ngtra cac bullets cii thay ddi khi tao checklist
Budc 1: Tao bang

1. Trong thé Insert, nhdm Tables, nhan nut Table.

2. Chon Insert Table.

3. Tai muc Number of columns, ban nhap 2. B

4. Tai muc Number of rows, nhap vao s6 dong ban mudn, luu y la moi dong chira mét khoan
muc chon trong checklist.

5. Nhan OK.

Budc 2: Chén nhiing 6 check box va nhap liéu

. Nhan vao 6 dau tién & trén bén trai trong bang.
. Trong thé Insert, nhdm Symbols, nhan nit Symbol va chon More Symbols.
. Nhan vao thé Symbols.
. Trong hdp Font, chon mét font biéu tugng da cai trén may, chdng han font Wingdings.
. Nh&n ddp chudt vao biéu tugng check box ma ban muén.
. Nhan Close.
. Nh&n chudt vao 6 k& ti€p ma ban mudn chén mot check box, nh&n t6 hgp phim Ctrl+Y,
ban sé thdy mot check box mdi xuat hién.
8. Sau khi chén cac 6 check box ma ban mudn, nhan chudt vao 6 dau tién & trén bén phai

NoubhwWNH



va nhap vao cac khoan muc tudng ’ng vdi cac check box da tao.

Symbols | Special Characters

Font: | Wingdings v

LS| | M| 2 M | 2| V| 22| ¥ |er|&{ @ |O|m (O °
O+ | 6@ | XD @ “ 7|0

0008 0RIPr @® 00006 e o

O 00 6O 0O D GBI eS| * |0
Recently used symbols: - -
QIEQ M R €L ¥|©O™x|#|<|2

Wingdings: 113 Character code: 7113 from: | Symbol (decimal) v

[ AutoCorrect... J [Shortcut Key... ] Shortcut key:

[ Insert J[ Cancel ]

Budc 3: Trau chudt lai b6 cuc

1. Nhan chudt phai vao bang, tro dén muc AutoFit va chon AutoFit to Contents.

2. Nhan chudt phai vao bang, chon Table Properties. Sau d6 md thé Table trong hop thoai
mdi xuat hién.

3. Nhan nut Options, & hop Left, Right, nhap vao khoang cach gilra check box va doan text
bén canh, vi du .02 inches. Nhan OK.

4. Trong thé Table, nhan nut Borders and Shading, sau d6 nhan vao thé Borders.

5. Bé&n dudi muc Setting, nhdn None, va nhan OK hai Ian dé& ddng cac hdp thoai lai.

s |E
23 |
Select | View %’ropemes

v Gridlines
Table

Ghi cht: Sau khi ban bd dudng vién cla bang, ban sé& van thdy mot dudng vién dt khuc,
tuy nhién ban cé thé yén tdm |a dudng vién nay s& khéng dudgc hién thi khi in. Néu ban
mudén nhirng dudng vién ddt khic nay bién méat hoan toan, ban cd thé nh&n nat View
Gridlines 3 nhém Table cla thé Layout bén dudi Table Tools.

Cach tao 6 danh dau dé ngudi dung danh diu truc ti€p vao ndi dung file.

Budc 1: Tao bang

1. Trong thé Insert, nhdm Tables, nhan nut Table, sau dé chon Insert Table.

2. Trong hop Number of columns, go vao 2. B

3. Trong hop Number of rows, nhap vao sé6 dong ma ban mudén, moi dong la mét muc chon
trong danh sach sé tao. Nhan OK.



Insert Table @

Table size
Number of columns: iZ 5[
Number of rows: 10| &
AutoFit behavior
(® Fixed column width:  |Auto o
(O AutoFit to contents
O AutoFit to window

[[] rRemember dimensions for new tables

[ OK J[ Cancel ]

Budc 2: Chén vao nhiing 6 check box va nhap liéu
Dé& thém vao nhitng 6 cho phép ngudi dung danh dau check truc tiép trong file, ban can s
dung thé Developer.

* Hién thé Developer

1. Nhan nuat Microsoft Office Button, chon Word Options.

2. Trong hop thoai xuat hién, chon muc Popular @ khung bén trai.

3. Banh dau chon muc Show Developer tab in the Ribbon. Nhan OK.

Word Options

3
Popular LA
a Change the most popular options i
Display
Proofing /
Save {
Advanced
:Show Developer tab in the Ribbon’ /
Customize
N I V] Always use Cleariype
| g | Saen gelatachmention ™| Scrcen

* Thém vao cac 6 check box

1. Nhan vao 6 dau tién bén trai cia bang.

2. Trong thé Developer, nhom Controls, nhan nat Legacy Tools.

3. Bén dudi Legacy Forms, chon Check Box Form Field.

Ghi cha: Néu 6 check box c6 nén mau xam, ban nhan nut Legacy Tools, chon Form Field
Shading dé g& bd nén xam dé di.

4. Nhan vao 6 k& tiép, noi ban mudn chén tiép mot check box. Sau d6 nhan Ctrl+Y dé chén
check box vao.

5. Sau khi d& chén xong hét cac check box, ban nhan chudt vao 6 dau tién bén phai cla



bang va nhap vao cac khoan muc tudng ’'ng vdi trng check box bén trai.

Budc 3: Hoan thién lai b6 cuc

llﬁ Text Direction...

Cell Alignment L4

AutoFit » ||H AutoFit to Contents ’
% | Table Properties... W AutoFit to Window L}’
: uliets » | @R Fixed Column Width

AR
1= |m

e

{umbering >

1. Nhén chuoét phai vao bang, tréo dén muc AutoFit va chon AutoFit to Contents.

2. Nhan chudt phai vao bang, chon Table Properties. Sau d6 md thé Table trong hop thoai
mdai xudt hién.

3. Nhan nut Options, & hop Left, Right, nhap vao khoang cach gilra check box va doan text
bén canh, vi du .02 inches. Nhan OK.

4. Trong thé Table, nhan nut Borders and Shading, sau dé nhan vao thé Borders.

5. Bé&n dudi muc Setting, nhdn None, va nhdn OK hai Ian d& déng cac hop thoai lai.

Table Options @@

Default cell margins
Top: [0 3]

Bottom: D
Default cell spacing

[] Allow spacing between cells ‘
Options

Automatically resize to fit contents

[ OK ][ Cancel ]

Budc 4: Khéa form

D& ngudi dung cb thé danh d&u chon truc tiép vao file tai liéu, ban can khda form lai. Luu vy,
khi khda form lai ban khdng thé chinh stra chif cling nhu bé cuc cua tai liéu, do d6 hdy dam
bao thuc hién budc nay sau clung.

1. Nh&n vao nut Design Mode trong nhém Controls cia thé Developer dé tit ché dd Design.
2. Trong thé Developer, nhdm Protect, nhan nut Protect Document, sau dé chon Restrict
Formatting and Editing.



|5 v

Eo =
Protect Document

Document ¥!|| Template

Restrict Reviewing Options
Restrict Formatting and Editing

Restrict Permission

v | Unrestricted Access

Restricted Access

danage Credentials

3. Trong khung Protect Document, bén dudi Editing restrictions, danh ddu chon Allow only
this type of editing in the document.

4. Trong combo box bén dudi, chon Filling in forms.

5. Bén dudi Start enforcement, nhan nat Yes, Start Enforcing Protection.

6. D& dat mét khau, khéng cho ngudi dung g& bo ché dd bao vé, hdy nhdp vao mét khau
trong & Enter new password (optional) va xac nhan lai mat khdu & 6 bén dudi.

Start Enforcing Protection

Protection method

() Password

(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password {optional): f sssese }

Reenter password to confirm: ) Ty |

[ OK ][ Cancel ]

Bay gid ban cé thé gui file tai liéu nay cho ngudi dung danh d&u chon vao, sau dé ho Iuu lai
va gui lai cho ban. Rat hitu ich néu ban mudn thuc hién mot cudc tham do khao sat nao dé
qua e-mail...



