That vay, bd Office 2007 1a mot su “I6t xac” ca vé hinh thic 1an ndi dung ma chac chan ban sé phai tén kha nhiéu thoi gian tim
hi€u vé nd. Tuy nhién khi da l1am chu dugc bé phan mém nay réi thi ban sé cam thay coéng viéc van phong cla minh tré nén
nhe nhang hon trudc nhiéu vi bd cuc chuong trinh dugc sap xé&p lai hgp ly, cac cong cu ho trg tu ddng san sang gitp d& ban,
nhimng tinh nang méi dap Ung tét hon nhu cau cla ban...

Lam quen véi giao dién mdai

Trong Word 2007, ban sé& khéng con thay cac menu Iénh nhu phién ban trudc ma thay vao do 1a hé thong “ribbon” véi 3 thanh
phan chinh: thé (Tab), nhém (Group) va cac nat Iénh (Command button). Cac nut 1énh c6 lién quan dén nhau dugc gom vao
mot nhém, vi du nhu céc nat chon font, ¢ chit, in dém, nghiéng, gach chan... dugc gom vao nhém Font. Nhiéu nhém cé chung
mot tac vu lai dugc gom vao trong mot thé.

Ban hay dé€ y, G goc trén bén tay trai c6 mét nat hinh tron , né co tén 1a Microsoft Office Button. Nnan nat nay sé xuat hién mot
bang lénh tuong tu nhu menu File cla phién ban Word trudce, bao goém céac 1énh: New, Open, Save, Print...

Quick Access Toolbar la thanh céng cu nam canh nat Microsoft Office Button, giGp truy cdp nhanh dén nhimg nat 1énh thudng
dung. Ban c6 thé nhan chudt vao nat mii tén & cudi thanh va b6 sung thém nhiing nat 1énh ban hay ding khac vao thanh cong
cu nay bang cach danh dau chon vao né.

SU dung phim tat d€ mé cac thé, nit Iénh
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Ngoai phuong phap nhan chudt, ban c6 thé sir dung phim tat dé truy cap dén cac thé, nat Iénh mot cach nhanh chong. Rat
don gian, hay gilr phim Alt trong 2 giay, |ap tdc xuat hién cac chir cai trén cac thé, ban nhan tiép chir cai trén thé nao minh
muén md, thé do sé dugc kich hoat. Bay gid trén cac nat 1énh lai xuat hién mot loat ch cai d€ ban kich hoat n6 véi cach tuang
tu.

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

Tao mot tai liéu méi tir mau cod sﬂén: Nhé&n Microsoft Office Button , chon New. I\Jhéin Installed Templates, sau d6 chon moét mau
da cai vao may hay chon mét mau tu Microsoft Office Online (yéu cau c6 két ndi Internet dé tai vé). Nhan nut Create d€ tao
mot tai liéu méi tr mau da chon.

M@ tai liéu c6 san trén may
Tuong tu nhu Word 2003, phim tat md tai liéu cé san la Ctrl+O. Ban ciling c6 thé vao Microsoft Office Button , chon Open.
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Luu tai liéu

Phim tat d€ luu tai liéu Ia Ctrl+S (giéng Word 2003). Cach khac: Nhan Microsoft Office Button , chon Save.

NEu file tai liéu nay trudc do chua dugc luu lan nao, ban §é dugc yéu cau dat tén file va chon nai luu. )

PE& luu tai liéu vai tén khéac (hay dinh dang khac), ban nhan Microsoft Office Button , chon Save As (phim tat F12, tuong tu nhu
Word 2003).

Mac dinh luu tai liéu dang Word 2003 tré vé trudc

Mac dinh, tai liéu ciia Word 2007 dugc luu véi dinh dang la *.DOCX, khac véi *. DOC ma ban da quen thudc. Véi dinh dang nay,

ban sé khéng thé nao mé& dugc trén Word 2003 trd vé trude néu khdng cai thém bd chuyén doi. BE tuong thich khi mé trén

Word 2003 ma khéng cai thém chuong trinh, Word 2007 cho phép ban luu lai véi dinh dang Word 2003 (trong danh sach Save
1
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as type cUa hOp thoai Save As, ban chon Word 97-2003 Document).

Mudn Word 2007 mac dinh Iuu véi dinh dang ctia Word 2003, ban nhan Microsoft Office Button , chon Word Options dé ma
hép thoai Word Options. Trong khung bén trai, chon Save. Tai muc Save files in this format, ban chon Word 97-2003 Document
(*.doc). Nhan OK.

Trong Word 2003 ciing c6 tinh ndng méac dinh luu theo m6t dinh dang nao do (di nhién khdng cé dinh dang clia Word 2007). D&
truy cap tinh nang tuong Ung trén Word 2003, ban vao menu Tools > Options > thé Save > chon dinh dang trong muc Save
Word files as > OK.

Giam thiéu kha ndng mat dir liéu khi chuong trinh bi déng bat ngod

D& dé phong trudng hop treo may, clp dién lam mat dir liéu, ban nén bét tinh nang sao luu ty dong theo chu ky. Ciing trong
hOp thoai Word Options, chon muc Save & bén trai, danh dau check vao Save AutoRecover information every, sau dé nhap s6
phut tu dong Iuu vao 6 bén canh. Nhan OK.

Luu tai liéu véi dinh dang PDFIXPS

MOt tinh ndng mdéi cé trong Word 2007 la kha nang luu tai liéu véi dang file *. PDF va *. XPS. C6 |é ban da kha quen thubc vdi
dinh dang PDF. Con XPS? Tuong tu PDF, XPS (XML Paper Specification) |a loai file dién t(rcé b6 cuc c6 dinh, ddm bao khi file
dugc xem trén mang hay dem in n6 van gilr lai chinh x&c cac phan dinh dang ban can, dit liéu trong file khéng dé thay déi.

P& luu hodc xuat sang dinh dang PDF/XPS, trudc hét ban can cai dat thém phan ho trg Microsoft Save as PDF or XPS cho hé
théng Office 2007: truy cap vao http:/r.office.microsoft.com/r/rlidMSAddinPDFXPS hay http://tinyurl.com/y32j78 va lam theo
hudng dan trong do dé cai dat.

Cai xong ban c6 thé luu tai liéu lai véi dang PDF/XPS bang cach nhan Microsoft Office Button , chon Save As, chon PDF or
XPS.

Phong I6n | thu nha tai liéu

Co 1€ ban da kha quen thudc véi hOp Zoom trén thanh céng cu Standard clia Word 2003, né gitip phéng to hay thu nha tai liéu
véi nhiéu tiy chon. Con trén Word 2007, cong cu nay nam & dau? Ban hay dua mat xuéng goc dudi bén phai cta s, trén
thanh trang thai sé thdy thanh trugt Zoom . Ban chi viéc kéo thanh trugt qua phai dé phéng I6n hay qua trai dé thu nho tai liéu.
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Xéac 1ap ché dé phéng 16n | thu nhé dac biét

Trong thé View, nhém Zoom, nhan 100% dé dua tai liéu vé dang kich c¢& cla no. Cling trong nhom Zoom, nit One Page cho
phép ban hién thi vira dang 1 trang trén man hinh, nat Two Pages hién thi ding 2 trang, con Page Width |a ché dd Zoom ma
chiéu réng trang vUira v4i chiéu rong man hinh. Nhan nat Zoom sé cho nhiéu tiy chon hon nira.

Xem tai liéu & ché do Full Screen Reading
O Word 2003, ban c6 thé xem tai liéu giéng nhu xem sach (2 trang doi dién nhau, va chiéu rong man hinh dugc tan dung toi da
dé€ co thé doc va ghi chi vao tai liéu mét cach dé dang). Cach thuc hién: vao menu View — Reading Layout.

Doi véi Word 2007, cong cu nay nam & thé View, nhém Document Views, muc Full Screen Reading. Khi o] g:hé' c}é Full Screen
Reading, nhan phim mi tén & géc dudi cla trang dé€ di chuyén qua lai gitra cac trang. Nhan ESC dé€ tré vé ché d Print
Layout. Cling trong nhom Document Views ban cé thé chon nhiéu ché dd hién thi khac nhu Web Layout, Outline, Dratt.

Thanh thuéc ké (Ruler) dau mat roi?

Thudc ké doc va ngang rat tién 1gi cho ban canh chinh, thé nhung trong phién ban Word 2007 nay hinh nhu Microsoft da loai
bo né réi? Khéng phai vay, ciing nhu Word 2003 cho phép ban tly y bét tat thanh Ruler (menu View — Ruler), trong phién ban
2007, chlrc nang nay da dugc dua vao thé View, nhém Show/Hide. Ban chi viéc danh dau check vao muc Ruler dé€ cho no hién
[én lai.

M6t cach khéc dé€ cho thudc ké hién ra 1a nhan chubt vao nat View Ruler & phia trén thanh cudn doc.
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Né&u thuc hién cach nay ma ban chi thdy c6 moi thudc ké ngang xuat hién, khong thay thudc ké doc dau ca, hay lam thém
budc sau dé€ bat thudc ké doc Ién: Nhan Microsoft Office Button , nhan ti€p Word Options. Trong hdp thoai xuat hién, &
khung bén trai chon Advanced. Kéo thanh trugt & khung bén phai xudng dudi nhém Display, danh dau chon hdp kiém
Show vertical ruler in Print Layout view. Nhan OK

Luu y: Ban phai xem tai liéu & ché do Print Layout thi md&i hién du dugc cac thanh thudc ké.

Duyét tai li€u & ché dd hinh thu nhé (Thumbnails)

Ché d6 nay rat hiru ich néu trong tai liéu clia ban cé qua nhiéu trang vi n6 cho ban moét cai nhin téng thé vé céac trang, va
ban c6 thé nhay nhanh dén mét trang bat ky.

Trong thé View, nhém Show/Hide, ban danh dau check vao hdp kiém Thumbnails. Lap tlc bén trai cla s6 xuét hién mét
khung chira hinh thu nhé cUa cac trang trong tai liéu, kém theo s6 trang & bén dudi. Ban nhan chudt vao mot trang dé
nhdy dén trang do.

Thay déi xac lap Ié trang

Popular
Show document content
Display
|:| Show background colors and images in Print Layout view
Proofing [] show text wrapped within the document window
Saye |:| Show picture placeholders U
1l Show drawings and text boxes on screen
Y | Show text animation
Customize |:| Show bookmarks
Show Smart Tags
Add-Ins ; ks
Show text boundaries:
Trust Center |:| Show crop marks l%

Trong Word 2003, dé thay d6i nhimg xac lap trang, ban vao menu File — Page Setup. Con trong Word 2007 thi sao? CAc Xac
lap trang gidy nam trong thé Page Layout, nhém Page Setup.

- D€ thay dai I€ trang, nhdn nat Margins, mot menu x8 xudng cho ban chon nhing kiéu 1€ trang minh thich (m&i kiu |1€ déu c6
ghi chd théng s6 bén canh, vi du ki€u Normal thi 1€ trén, dudi, tréi, phai déu cach mép gidy 1 inch...).

- Néu nhu céc théng s6 |€ trang ban muén xac lap khdng cé san trong danh sach, hdy nhan Custom Margins & cudi menu, sau
dé tu minh nhap vao théng s6 méi.

Hién thi cac 1€ trang

Nhan Microsoft Office Button , nhan ti€p Word Options. Trong hQp thoai xudt hién, & khung bén trai nhan Advanced, khung bén
phai kéo thanh trugt xuéng nhém Show document content va danh ddu check vao hdp ki€m Show text boundaries. Nhan OK.

Céc |é trang sé xuat hién trong tai liéu dudi dang dudng dat nét.

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

Chon hudng gidy cho toan b6 tai liéu

Trong thé Page Layout, nhom Page Setup, nhan nat Orientation va chon mét trong hai ki€u la Portrait (trang doc) hodc
Landscape (trang ngang).

Xac lap trang doc va trang ngang trong cting mot tai liéu

- Ding chudt quét chon cac doan van ban ma ban muén thay déi sang hudng doc hodc ngang.

- Trong thé Page Layout, nhdm Page Setup, nhan nat Margins.

- Nhan Custom Margins, chon ti€p Portrait (trang doc) hodc Landscape (trang ngang) trong muc Orientation.
- Trong muc Apply to, chon Selected text. Nhan OK.

Thay doi cé gidy
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Né&u muén thay dGi kich c& trang gidy, trong thé Page Layout, nhém Page Setup, ban nhan niit Size. Menu x6 xuéng cho ban
chon mét trong cac cd gidy co san nhu: Letter, A4, A5, A6, Postcard...

Mudn xac lap mot ¢ gidy dac biét khéng co trong danh sach, ban chon More Paper Sizes & cudi menu va nhap vao chiéu rong
(Width), chiéu cao (Height) minh thich.
Khac phuc hién tugng: Lé trén bi bién mat

Khi ban xem tai liéu 6 ché d6 Print Layout, diém chén nam & sat goc trén bén trai trang, giong nhu la khong c6 1€ trén vay.
Céch khac phuc:

1. Khi |€ trén hodc I€ dudi khong hién thi, ban dua con tré chudt dén € trén hodc | € dudi cla trang cho dén khi con trd bién
thanh mdi tén hai dau r6i nhan dip chubt vao.
2. Lé trén va lé dudi gio day da duoc hién thi.

M6t cach khac dé khac phuc hién tugng bi mat € trén:

- Trong thé View, nhém Document Views, dam bao rang ndt Print Layout dang duoc chon.

- Nhan Microsoft Office Button , nhan ti€p Word Options.

- Trong khung bén trai, chon Display.

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

Khéc véi Word 2007 phai nhédn dip chudt, trong Word 2003 ‘dé’ hié’n thilai 1€ trén, ban dua con tré chudt dén I trén hoac 1€
dudi clia trang cho dén khi con tro bién thanh mi tén hai dau r6i nhan mot 1an chudt trai vao.

Cheén Header, Footer cho toan bd tai liéu
Trong Word 2003, d€ chén Header hay Footer vao tai liéu, ching ta vao menu View — Header and Footer. Con trong Word 2007,
tai thé Insert, nhom Header & Footer, ban nhan chudt vao niut Header hay Footer.

Mé&t menu x6 xudng véi cac Header, Footer mau cho ban chon. K& dén ban nhap ndi dung cho Header hay Footer d6. Nhap
xong nhan dap chudt vao vung ndi dung cla trang, lap tic Header / Footer sé dugc ap dung cho toan b0 trang cla tai liéu.

Thay d6i Header | Footer cii bang Header | Footer méi
Tai thé Insert, nhém Header & Footer, ban nhan chudt vao nit Header hay Footer. Sau d6 chon lai mét Header / Footer méi dé
thay cho Header / Footer hién tai.

Header=s and footers
[] pifferent odd and ewven

Header: 0.5"
From edge:
Footer: a.5"

R . i | e ol e —
Khdéng su dung Header | Footer cho trang dau tién* =
Tai thé Page Layout, ban nhan chudt vao nit géc dudi phai cia nhom Page Setup d€ mé hdp thoai Page Setup. K& dén mé
thé Layout ra. Danh dau kiém muc Different first page bén dudi muc Headers and footers. Nhan OK.
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Vay la Header / Footer da dugc loai bo khai trang dau tién cua tai liéu.

Trong Word 2003, ban ciing c6 thé loai bd 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 khac nhau cho trang chan va trang 1é

Tai thé Page Layout, ban nhan chudt vao nit géc dudi phai clia nhém Page Setup d€ mé hop thoai Page Setup. KE dén mé
thé Layout ra. Danh dau ki€m muc Different odd and even bén dudi muc Headers and footers. Nhan OK.

Bay gid ban c6 thé chén Header / Footer cho céac trang chan trén mot trang chan bat ky, chén Header / Footer cho céac trang |é
trén mot trang & bat ky.

Trong Word 2003, ban ciling c6 thé thuc hién tuong tu bang cach vao menu File — Page Setup > chon thé Layout > danh d&u
check Different odd and even > OK.

Thay d&i ndi dung ctia Header | Footer



Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nat Header hay Footer. K& dén chon Edit Header / Edit Footer trong
menu )56 xuéng dé chinh stra ndi dung cua Header / Footer. Trong khi chinh stfa ban c6 th&€ dinh dang lai font cht, kiéu chr,
mau sac... cho tiéu dé Header / Footer bang cach chon ch(r va sir dung thanh c6ng cu Mini xuat hién bén canh.

Chinh stra xong ban nhan dap chudt ra ngoai viing néi dung cua trang tai liéu.

Xéa Header | Footer
Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nit Header hay Footer. K& dén chon Remove Header / Remove
Footer trong danh sach x6 xuéng.

Tao Header | Footer khac nhau cho céac viing khac nhau cua tai liéu

- Trudc tién, ban can tao cac ngat ving dé phan chia cac viing trong tai liéu. Nhan chudt vao vi tri mudn dat moét vang maéi.
Trong thé Page Layout, nhom Page Setup, nhan nit Breaks va chon mét ki€u ngat ving phi hop trong Section Breaks, vi du
Continuous (ching ta sé tim hi€u ky han vé ngat trang / ngat vang & nhiing bai viét sau).

- Tai thé Insert, nhém Header & Footer, ban nhan chu6t vao nat Header hay Footer. K& dén chon Edit Header / Edit Footer dé
chinh stta n6i dung cho Header / Footer.

- Trén thé Header & Footer, nhom Navigation, néu thay nut Link to Previous dang sang thi nhan vao nit nay moét lan niia dé
ngat két ndi gilra Header / Footer trong viing méi nay véi viing trudc dé. Ban sé thdy muc Same as Previous & goc trén bén
phai cla Header / Footer bién mat.

- Sau d6 ban chinh stra Header / Footer cho viing md&i nay va yén tam rang nhimg Header / Footer cla cac ving trudc dé khéng
bi thay dai theo.

Ky trudc chung ta dd dugc lam quen véi cach chén Header va Footer trong tai liéu Word 2007. Ban c6 thé chén vao
day bat cur néi dung gi minh thich, trong d6 c6 thé bao gom ca so trang cua van ban. Tuy nhién ban sé khéng can
phai gé tirng s6 trang vao mét cach thu céng ma Word sé hé tro ban.

Chén sé trang vao vin ban

S6 trang nay sé dugc dua vao Header hay Footer tiy y ban. D& thuc hién, ban chon thé Insert, tai nhom Header & Footer,
ban nhan nat Page Number. Trong menu xudt hién, ban tré téi Top of Page (chén s trang vao phan Header) hodc Bottom of
Page (chén vao Footer). Word 2007 cung cap san kha nhiéu mau danh sé trang va ban chi viéc chon mot trong cac mau nay
l& xong.

Thay déi dang sé trang

Page Mumiber Format @
rMumber format:  |EEETCE PR — |
[ thcude chapter number

Page numbering
= Comtinue from prewious section
O Start at: E=

[ IR ] [ Carcel ]

Ban c6 thé thay d6i dang s6 trang theo ¥ thich cia minh ma dinh dang chuén khong cé san. D€ thuc hién, ban nhéan dap
vao Header hay Footer, noi ban da dat so trang. Tai thé Design, nhém Header & Footer, ban nhan nat Page Number, chon
tiép Format Page Numbers.

Trong hop thoai Page Number, tai muc Number format, ban hay chon mét ki€u danh sé minh thich, sau d6 nhan OK.

Thay déi kiéu chit, c& chit, mau sac cuda sé trang
Nhan dap chudt vao Header hay Footer, ngi ban da dat so trang tai do.

Dung chudt chon s6 trang. Tai thanh céng cu mini vira xuét hién & bén trén, ban c6 thé chon lai font chit, ¢ chit, dinh dang
lai chir dam, nghiéng, hay chon mau tay thich. Khi hiéu chinh xong ban nhan dap chudt vao viing ndi dung chinh cla tai liéu.
Bat dau danh sé trang bang mét sé khac

Ban c6 thé bat dau danh so trang bang mét con s6 khéc, thay vi 1 nhu mac dinh. Cach thuc hién: Tai thé Insert, nhom
Header & Footer, ban nhan niat Page Number, chon Format Page Numbers. Trong hop thoai xuat hién, ban chon Start at va
nhap vao con sd bat dau khi danh s6 trang. Nhan OK.

Ghi chi: Néu tai liéu clia ban c6 trang bia va ban mudn trang dau tién sau d6 dugc bat dau bang 1, tai 6 Start at, ban hay go
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X6a s6 trang da danh
Tai thé Insert, nhém Header & Footer, ban nhan nit Page Number, sau d6 chon Remove Page Numbers & cudi menu.

X6a s trang & trang dau tién cua tai liéu

Page Layout References Mailings Review
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Page Setup

Trong tai liéu, thudng trang dau tién khong dugc danh s6 vi né 1a trang bia. Ap dung phan ghi chli & thi thuat “Bat dau danh s6
trang bang mot s6 khac” bén trén, trang bia van dugc danh sé Ia 0. Vi vay ban hay thuc hién thém budc sau dé x6a han s6
trang & trang dau tién cua tai liéu.

- Nhan chudt vao bat ky viing nao cua tai liéu.

- Tai thé Page Layout, ban nhan chudt vao 6 vudng géc dudi bén phai clia nhom Page Setup d€ md hdp thoai Page Setup ra.
- Nhan chudt vao thé Layout trong hOp thoai, bén dudi Headers and footers, ban danh dau chon vao hdp kiém Different first
page. Nhan OK.

Bay gi® ban hay kiém tra lai xem, c6 diing la trang dau tién khong c6 sé trang, sau dé trang ké duoc danh sé 1 khéng
nhé.

Ngat trang — ngat viing , )

Trong Word 2003, ngudi ding thudng vao menu Insert — Break d€ chén vao tai liéu cac ngat trang, ngat ving. Con trong Word
2007 ban hay thuc hién nhu sau.

NGAT TRANG

Cheén mét ngat trang don thuan

Trudc tién ban dé€ con tré vao vi tri muén bat dau trang mdi. Trong thé Insert, nhém Pages, ban nhan vao nit Page Break.
Lap tlc, phan ndi dung phia sau con tro sé dugc dua vao mot trang mai.

Tranh ngat trang gitra moét doan
Paragrapia

Irmndemts armnd Spacirag Lime and Paos Breaks

Pagimnator
i o SOOI Er ot ol

1] keep wwith miext
Hecen lines togsther |
o] 1 aae o el oe Fotad
e ——— e
e = -

- Chon mét doan ma ban muén tranh ngat thanh 2 trang.

- Trong thé Page Layout, nhan vao nit 6 vudng & géc dudi phai ciia nhém Paragraph dé mé hép thoai Paragraph.

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

Tranh ngat trang gitta cac doan

- Chon céac doan ma ban mudn gir trén 1 trang daon.

- Tai thé Page Layout, nhan vao nit & vuéng & géc dudi phai clia nhom Paragraph dé mé hdp thoai Paragraph.

- Trong hdp thoai nay, ban chon thé Line and Page Breaks, k& dén danh dau chon vao hdp ki€m Keep with next. Nhan OK |a
xong.

Tao ngat trang truéc mdt doan

[ = B

Trvcde—rat=s o] Spoasciraeg Lire mrmadd B aaaae BEBraeosbkas L

i e e

=
—amm——————
R e
=
—_— - f‘-—_}
- Nhan chuét vao doan ma ban muén tao ngat trang trudc né.
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- Tai thé Page Layout, nhan vao nit 6 vudng & géc dudi phai cia nhém Paragraph dé mé hop thoai Paragraph.

- Trong hdp thoai nay, ban chon thé Line and Page Breaks, k& dén danh dau chon vao hép ki€m Page break before.
Nhan OK.

Tranh ngat trang trong mét hang cta bang

- Nhan chubt vao hang clia bang ma ban khéng mudn ngat, hoac chon toan bd bang néu ban khdng muén bang bi ngat.

- Trén thanh céng cu, nhan vao thé Layout.

- Tai nhdém Table, nhan nat Properties.

- Trong hdp thoai Table Properties, md thé Row, bd dau ki€ém Allow row to break across pages. Nhan OK.

Table Propper ties

T =kbml=

Rowwe 1:
Size=

[ sSpecifw heighte:

Feamch Daa ;i-

NGAT VUNG

Cac loai ngat viing c6 thé chen

- Lénh Next Page chén ngat ving vao va bat dau ving mdi trén trang mdi k€ tiép. Loai nay thich hop dé bat dau mét chuong
trong tai liéu.

- Lénh Continuous chén ngat viing va bat dau ving mdéi trén cing mot trang. Loai nay hiu dung cho viéc thay déi dinh dang,
chang han trinh bay sé cdt khac nhau trén cung mét trang.

- Lénh Even Page hoac Odd Page chén mot ngat viing va bat dau vang mdéi trén trang chan hodc 1€ ké tiép. Néu ban mudn cac
chuong trong tai liéu luén bat dau & trang chan hodc trang 1€, hay dung tiy chon Even Page hoac Odd Page.

Thay déi bé cuc hodc dinh dang tai liéu
= Breaks —| = B II__“n Inde,

FPage Breakes
Page

rAark the point at which orne pagese ends
and the Nnext page begins.

e
Imndicate that the text Followwing the column
EBreak will begim imn the mext column.

Tt WWIra s pan
— Separate text arocon A objects on wweb
Pages, swc oas caption text from body tesxk.

Section Breaks

Pt Paoge
Imnsert a section break and start the mews

:-;l sectiomn omn the mext page.
=

Contimuoes %
= Im=sert & section break and start the mews
— section on the same pags.

= | Ewven Paogc
L Imsert a section break and start the e
e sectiomn on the mext ewen-numbered pags.
5 | Odd Paage
Im=ert & section break and start the news
e s=ction on the Nnext odd-Nnumbered pags.

- Nhan chuét vao noi muén thay déi dinh dang.

- Trong thé Page Layout, nhém Page Setup, ban nhan nat Breaks.

- Trong phan Section Breaks, ban hiy chon mét kiéu ngét viing phit hop. Chang han, néu ban chia tai liéu thanh cac
chuong va méi chuong ban mudn bat dau & trang 1€, hdy chon Odd Page.

X6a cac thay déi ctia bd cuc tai liéu

Ngat vang dung dé chi ra nai thay doi dinh dang trong tai liéu. Khi x6a ngat vang di thi phan van ban & ving trudc va sau sé
dugc ap dung chung dinh dang.

- Trong thé View, nhém Document Views, chon nut Draft d€ cé thé nhin thdy cac dudng ddt déi clia ving ngat.

- Duing chudt chon ngat viing ma ban muén x6a. Nhan Delete.

THEM TRANG - XOA TRANG

Thém mat trang m@i

- Nhan chubt vao bat cr noi nao ma ban muén chén vao thém mot trang mai.
- Trong thé Insert, nhom Pages, nhan nit Blank Page.



Trang m&i sé dugc chén vao vj tri sau con tré chudt dang ding.

Thém mot trang bia

Bwilt-Im -
| Sk [ e el =
- * Sorument [™wear]
e e F o ol o ]
Alphialket Sastere
¥ s s s e
L TE e | e Y
Pl
Caonservative Comtrast Cubicles —

Word 2007 cung cap san cho ban mét bd suu tap cac trang bia kha dep mat. Cac trang bia luén duoc chén vao dau tai
liéu, khéng phu thudc vao vi tri hién tai ctia con troé trong tai liéu.

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

- Trong menu xudt hién, ban hay nhan chon mét kiéu trang bia minh thich. Trang bia dé sé duoc ap dung vao tai liéu
va ban c6 thé stra déi ndi dung cac dong chit mac dinh bang dong chitr minh thich.

Xé6a trang bia
Pé x6a trang bia, ban nhan chudt vao thé Insert, nhan nat Cover Page trong nhom Pages, sau d6 nhan Remove Current Cover
Page.

Xé6a mét trang tréng ] ) , ) ]
Ban c6 thé xéa mot trang trong trong tai liéu bang cach x6a di cac ngat trang. Hay dam bdo rang ban dang xem tai liéu & ché
d6 Draft (trong thé View, nhém Document Views, nhan nit Draft). Chon 2 dau ngat ---Page Break--- lién ti€p nhau va x6a né di.

Luu y: Néu trang tréng nam & cudi tai liéu thi ban sé chi thdy mot ddu ngat ---Page Break--- ma théi, va ban ciing chi viéc x6a
né di la trang tréng sé bién mat.

X6a mot trang don c6 chtta n6i dung

Find and Replace

. Find Replace | Go To

Go to what: Enter page number:

e - | |\page

| Section | = > =
Tenis Enter + and — to move relative to the current location. Example: +3 will

| — | mowve forward four items.

| Comment |

[Footnote |

I Go To ] [ Close ]

- Pat con tré vao trang ban muén xoa.
- Trong thé Home, nhém Editing, nhan nut miii tén bén canh nut Find, chon Go To (hoac nhan phim tat Ctrl+G).
- Trong hdp thoai xuat hién, ban gé \page vao 6 nhép liéu va nhan Enter. Toan bd ndi dung cua trang hién hanh sé
duoc chon.
- Nh@n nit Close. Sau d6 nhan phim Delete dé x6a di ndi dung cua trang.
W o el CCarnsrnit

StatbdstOo=-:
FPagse=s -
O = =2
Charachers o Sspoace=s0 = g B
Characthbers vwith spacoesD -, 2=
F=araor=aohas g o |
Lime=s Ao =

[=1:x
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Dém s6 tur trong tai liéu o ] ]
Word 2007 c6 thé dém so tU cUa tai liéu trong khi ban g6 van ban. Ngoai ra chuang trinh con ¢é thé dém so trang, s6 doan, s6
dong, s6 ky tu c6 hoac khong c6 khoang trang.

PE&m s6 tur trong khi gé van ban
Trong khi ban g6 van ban, Word 2007 sé tu déng dém sé trang va s6 tur cé trong tai liéu. Thong tin nay dugc hién thi trén thanh
trang thai & géc dudi bén trai man hinh: muc Page (s6 trang) va Wor ds (s0 tl).

Pém sé tur trong viing chon

Ban c6 th€ dém sd tir trong cac ving chon, va cac viing chon nay khdng nhat thiét phai lién mach nhau.

- Trudc tién ban dung chubt chon viing can dém. Néu cac vung khong lién mach nhau, sau khi chon ving dau tién, ban gilt
phim Ctrl va chon thém céc vung khac.

- Trén thanh trang thai & cudi man hinh sé hién thi s6 tlr c6 trong vang chon. Vi du 110/1025 c6 nghta la trong viing chon cé
110 tlr trén tong sO 1025 tlr cla tai liéu.

Bao gobm cd textbox, footnote va endnote trong khi dém tir
- Trong thé Review, nhém Proofing, nhan nit Word Count.
- Trong hdp thoai Word Count, danh dau check vao muc Include textboxes, footnotes and endnotes.

Pém sé tu trong textbox

- Chon textbox ma ban muén dém tur.

- Trén thanh trang thai & cu6i man hinh sé hién thi s6 tir c6 trong textbox. Vi du 110/1025 c6 nghia la trong textbox c6 110 tir
trén téng s6 1025 tr cUa tai liéu.

Xem s6 trang, s6 ky tu, sé doan va sé dong

D& co6 day du thong tin vé so trang, so ky tu, s6 doan va sé dong, ban thuc hién mot trong hai cach sau:
- Trong thé Review, nhém Proofing, nhan nat Word Count.

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

Hbp thoai Word Count xuat hién cho ban day du thong tin ma ban muon.

Chinh phuc Word 2007...(ky 1l

Find and Replace

Find | Replace || Go To

Find what: [find BE=

Wirord found 5 ibtems matching this criteria.

[Beading Highiioht  ~ ] [E Findin = 4 [ Endrext | | Close ]

Tim van ban

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

- Trong thé Home, nhém Editing, nh&n nat Find (hodc nhan phim tat Ctrl+F).

- Trong muc Find what cla hép thoai Find and Replace vira xuat hién, ban hdy nhép vao doan van ban can tim.

- D& tim m&i mot tir hodc cum ttr, ban nhan Find Next. D& tim tat ca ti hodc cum tir ciing mot lc trong van ban, ban nhén Find
in, sau d6 nhan Main Document.

- Mu6n két thic qua trinh tim ki€ém, ban nhan ESC.

Tim va thay thé van ban

- Trong thé Home, nhém Editing, nha&n nut Replace (hodc nhan phim tat Ctri+H).

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

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

- DE tim doan v&n ban ti€p theo, ban nhan Find Next.

- D€ thay thé doan van ban, ban nhan Replace. Sau khi nhan xong, Word sé chuyén sang doan van ban tiép theo.
- D€ thay thé tat ca cac doan van ban tim dugc, ban nhan Replace All.

Tim va td sang doan van ban tim dugc

D& dé dang nhan biét cac cum tir tim dugc, ban co thé td sang né trén man hinh (khéng té sang khi in ra).

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

- Trong hOp Find what, nhap van ban ma ban muén tim.

- Nhan Reading Highlight, sau d6 chon Highlight All.

- Tat ca tur tim dugc sé dugc té sang. DE tat tinh nang nay di, ban nhan Reading Highlight 1an n{ia, chon Clear Highlighting.
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Tim va thay thé nhiing dinh dang dac biét

- Trong thé Home, nhém Editing, ban nhan nat Replace (Ctrl+H).

- Nhan nuat More néu ban khéng nhin thay nat Format.

- D€ tim ki€ém doan van ban véi dinh dang dac biét, ban hay nhap doan van dé trong 6 Find what. Néu chi dé€ tim kiém dinh
dang, hay dé tréng 6 nay.

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

- Nhan vao 6 Replace with, sau d6 nhan Format, chon dinh dang thay thé. Néu ban cling muén thay thé bang doan van ban,
hay nhap doan text d6 vao 6 Replace with.

- Nhan Find Next, nhan ti€p Replace dé tim va thay thé cac dinh dang dac biét. D& thay thé toan bd, nhan Replace All.

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

- Trong hOp thoai Find and Replace xuat hién sau khi nhan Ctrl+H, ban nhan nat More néu khéng thay nat Special.
- Nhan vao 6 Find what, sau dé nhan nit Special va chon mét muc can tim.

- Nhap nhiing gi ban muén thay thé trong 6 Replace with.

- Nhan Find Next, Replace hoac Replace All.

S dung ky tu dai dién khi tim kiém

- Bat hop thoai Find and Replace lén.

- Nhan nat More d€ mé réng hop thoai.

- Banh dau kiém vao 6 Use wildcards.

- Nhéap ttr cting nhimng ky tu dai dién vao 6 Find what.

- Nhap nhiing gi ban muén thay thé trong 6 Replace with.
- Nhan Find Next, Replace hoac Replace All.

Bang cac ky tu dai dién

Pai dién

NhapVi du M6t ky tu bat ky ? “s?t” tim “sat” va “set”. Mot day ky tu * “s*d” tim “sad” va “started”. Bat dau mot tlr < “<(inter)” tim
“interesting”, “intercept”. Khong tim “splintered”. Cu6i mot tlr > “(in)>" tim “in”, “within”. Khong tim “interesting”. M6t trong nhing
ky tu chi dinh [] “w[io]n” tim “win” va “won”. MOt ky tu bat ky trong day [-] “[r-t]ight” tim “right” va “sight”. D&y phai theo th(rtuting
dan. M6t ky tu bat ky, trtr nhi{mg ky tu cho san trong ngoac [Ix-z] “t[la-m]ck” tim “tock”, “tuck”. Khéng tim “tack” hay “tick”.

P& tim mét ky tu dinh nghia nhu mét ky tu dai dién, ban g6 dau \ trudc ky tu d6. Chang han g6 \? dé tim d&u héi. Ban c6 thé
srdung dau ngdc don d€ nhom céac ky tu dai dién va doan text d€ chi ra th( tu phép tinh. Vi du gb <(pre)*(ed)> dé€ tim
“presorted” va “prevented”.

Ban c6 thé st dung ky tu dai dién \n d€ tim ki€m mot bi€u thic va thay thé bang mét biéu thic dugc sap x€p. Vi du go (Office)
(Word) vao 6 Find what va g6 \2 \1 vao 6 Replace with. Két qua la chuong trinh sé tim cum tir Office Word va thay bang Word
Office.

CHEN BIEU TUQGNG HOAC KY TU BAC BIET

Chén biéu tuong

TEL | X 2

Ecguourmtiasry SarrrnEn o

——

Syl c E= [%_::

- Nhan chubt vao nai ban muén chén biéu tugng trong tai liéu.

- Tai thé Insert, nhém Symbols, ban nhan nat Symbol.

- Thuc hién tié€p mot trong hai thao tac sau:

+ Nhan chudt vao biu tugng ban muén chén trong danh séch x8 xudng.

+ Néu biéu tugng can chén khéng co trong danh sach, ban nhan More Symbols & cudi danh sach. Hp thoai Symbol xuét hién.
Tai muc Font, ban chon mot font chr minh thich, nhan chon biéu tuong can chén trong khung bén dudi, nhan nat Insert dé
chén. Xong nhan Close d€ déng hdp thoai Symbol lai.

Ghi chi: Néu ban chon mét loai font ch{ md réng, chang han Arial hodc Times New Roman, danh sach Subset s& xuat hién
bén canh muc chon Font. S& dung danh sach nay dé& chon cac ky tu cla ngdén nglr mé rong.
Chén mét ky tu dac biét

[li:= ] = == = e |
g— — -_ ==
—_ = —— [y =
= o= == ==
L Pl res Swrrmkaosis...
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- Nhan chubt vao noi ban muén chén vao mot ky tu dac biét.

- Tai thé Insert, nhém Symbols, ban nhan nit Symbol. Sau d6 chon More Symbols.
- Trong hop thoai Symbol, nhan chon thé Special Characters.

- Ban chon trong danh sach mot ky tu can chén va nhan nit Insert.

- Nhan nut Close dé déng hop thoai lai.

Chén mot ky tu Unicode tir hop thoai Symbol

Khi ban chon mét ky tu Unicode trong hp thoai Symbol, ma cla né hién thi trong hdp Character code.
- Nhan chubt vao vi tri ban mudn chén ky tu Unicode.

- Trong thé Insert, nhdm Symbols, nhan ndat Symbol va chon More Symbols.

- Trong hdp thoai Symbol, thé Symbols, tai hdp Font ban chon font ch{r minh thich.

- Tai 6 From, ban chon Unicode (hex).

- Néu hbp Subset hié€n thi, nhan chon mot ky tu subset.

- Nhan vao ky tu ban muén chén trong danh sach va nhan nat Insert.

- Nhéan Close.

Dung ban phim dé€ chén ky tu Unicode vao tai liéu

Néu ban biét ma cla ky tu can chén, ban c6 thé nhap vao ma dé trong tai liéu va nhan phim Alt+X d€ chuyén d6i né sang ky
tu. Chang han ban nhép vao 00A9 va nhan Alt+X ngay sau dé sé dugc ky tu. Nguagc lai, d€ hién thi mdt ma ky tu Unicode cla
mot ky tu nao dé trong tai liéu, ban dat con nhay phia sau ky tu dé va nhan Alt+X.

Chén mét bi€u tuong duoc dinh nghia san bang cach st dung AutoCorrect
P& sir dung dugc tinh ndng nay, trudc hét ban can béat AutoCorrect 1én:

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

- Trong hop thoai Word Options, chon Proofing & khung bén trai.

- Nhan nut AutoCorrect Options. Trong hOp thoai xuat hién, chon thé AutoCorrect.
- Banh dau chon muc Replace text as you type.

- Nh&n OK hai lan dé€ dong cac hép thoai lai.

Tao muc AutoCorrect cua riéng ban- Trong thé Insert, nhém Symbols, nhan nat Symbol, chon More Symbols.

- O hdp thoai Symbol xuat hién, ban nhan vao thé Symbols hay Special Characters tly y.

- Chon mot bi€u tuong hay ky tu dac biét ma ban muén dua vao muc AutoCorrect.

- Nhan nit AutoCorrect. Bi€u tugng ban chon sé xuat hién trong hdp With.

- Trong muc Replace, ban gd cac ky tu ma Word sé tu ddng chuyén sang biéu tugng hay ky tu dac biét ma ban chon 4 trén.
- Nhan nat Add.

- Nhan OK.

- Nhan Close dé€ dong hdp thoai Symbol lai.

Thu thudt véi dau gach néi (-)

= I T *:', Breaks — j
L _J J £ Line Mumbers —
PMargins Orientation Size Columns — - Watermark
= - ;bi:‘_ Hyphenation —| =

e

Page Setup | Mone

| W Automatic %

Manual

:_r;ca_ Hyphenation Options...

Khi mot tir qua dai, khong vira khit véi vi tri cudi dong, Word sé chuyén tir nay sang vi tri dau dong méi thay vi gach ndi nd. Tuy
nhién ban c6 thé dung tinh nang Hyphenation dé gach n6i tu dong hodc gach ndi bang tay doan text, xac |ap s6 khodng cach
I6n nhat cho phép gilta mot tir va 1€ phadi ma khong gach néi tir do.

Khi s&r dung tinh n&ng gach néi tu déng, Word 2007 sé tu déng chén gach ndi vao vi tri can thiét. Khi gach néi bang tay, Word
sé tim text d€ gach ndi va héi ban c6 mudn chén gach ndi vao hay khéng.

Tu ddng chén gach néi trong toan b tai li€u- Dam bao rang khéng cé doan text nao dang duoc chon.
- Trong thé Page Layout, nhom Page Setup, ban nhan nat Hyphenation, sau d6 chon Automatic.

Chén dau gach néi tuy yBan c6 thé diéu khién vi tri ngat ctia mot tlr hodc mot cum tir néu tlr dé “rét” & cudi dong. Vi du, ban
c6 thé chi dinh vi tri ngat cla tUr “nonprinting” 1a “non-printing” thay vi “nonprint-ing”.
- Trong thé Home, nhém Paragraph, nhan nat Show/Hide.
- Nhan chubt vao vi tri trong tlr, ngi ban muén chén dau gach néi.
- Gi(r Ctrl va nhan phim gach noi.
Tu ddéng chén dau gach ndi trong mét phan tai liéu
- Chon doan text ma ban muén gach néi.
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- Trong thé Page Layout, nhom Page Setup, ban nhan nit Hyphenation, sau d6 chon Automatic.

Gach ndi bang tay trong mét phan tai liéu

Khi ban gach néi bang tay, Word 2007 sé tim doan text d€ gach néi. Sau khi ban chi dinh vi tri muén gach néi trong doan text,
Word sé& chén mot dau gach néi tiy y. Néu sau d6 ban soan thao tai liéu va thay d6i ngat dong, Word sé chi hién thiva in ra
nhiing dau gach néi con rét & cudi dong ma khong gach néi lai trong tai liéu.

- Chon doan van ban muén gach néi.

- Trong thé Page Layout, nhom Page Setup, ban nhan nat Hyphenation, sau dé chon Manual.

Chén mét dau gach néi khéng ngat

Céc dau gach ndi khéng ngat gitip ngdn nglra cac tlr, s6 hodc cum tur bi ngat néu né rét G cudi dong. Vi du, ban c6 thé ngan
ngUra day s6 999-1234 bi ngat gilra chimng, thay vao dé toan bd cum day sé nay sé dugc chuyén xudng dau dong ké tiép.

- Nhan chubt vao noi ban muén chén dau gach néi khéng ngat.

- Nhan gilr Ctrl, Shift va nhan phim gach noi.

Xac lap vung gach néi

Hyphenate words in CAPS

Hyphenation zorme: I:I 25" $-
Limit consecutve hyphens to: ND limit i = |
[ Marual. .. ] I L | ] [ Carnce=l ]

Vung gach ndi 1a s6 khodng tréng toi da cho phép gilta mot tur va 1€ phai ma khéng gach ndi tir nay. Ban co thé thay déi ving
gach ndi: d€ gidam sé lugng gach ndi, hay lam cho viing gach néi rdng han; dé gidm tinh chat rdi rac cla 1€ phai, ban lam cho
vling gach n6i hep hon.

- Trong thé Page Layout, nhom Page Setup, nhan nit Hyphenation, sau d6 chon Hyphenation Options.

- Trong Hyphenation zone, nhap vao khodng cach ma ban muén.

X6a bé dau gach néi tu ddong

Trong thé Page Layout, nhom Page Setup, nhan nit Hyphenation, sau dé chon None.

Xé6a bé dau gach ndi bang tay- Trong thé Home, nhém Editing, nhan nat Replace (hodc nhan phim Ctrl+H).

- Nhan nat More>> d€ ma rong hop thoai Find and Replace.

- Nhan nat Special, sau d6 chon:

Endnote Pdark

Field [ mepiace an | [ End raesxe | %
Eocotnote Rark
Graphic
rManual Line Break [ m=tch prefizx
[ Match =uffs

e
=Rt Monbreaking Hyphen (L e e
] et 5 = L SmE e e Da s G e )
ot et Fi R
Section Brealk
Replace We
[t ) e :
— - = -
o — P

+ Optional Hyphen: néu muén xéa dau gach ndi bang tay.

+ Nonbreaking Hyphen: dé x6a dau gach ndi khéng ngat.

- D€ tréng 6 Replace with.

- Nhén Find Next, Replace, hodc Replace All.

(e]o] ROI CAC VAN PE TRONG KHI SOAN THAO

Chit méi “de” chir cii

Triéu ching: M6i khi g6 chit md&i, ch(r cii tai di€ém chén bi xéa di.

Nguyén nhan: Ché d6 viét chong da dugc bat 1én.

Gidi phap: Tat ché do viét chong bang céach:

- Nhan chubt vao nat Microsoft Office Button, sau dé nhan nit Word Options.
- Nhan Advanced trong khung bén trai.

Bén dudi nhom Editing options, ban x6a dau kiém trudc muc Use overtype mode. Nhan OK.

Wl D tions

(=3 wriar & E . £ .
L= = ] sdvanced options for working with vword.
CDrispilaw -
Proofimag Editimao opticons
Sawe Twroing replaces selected text ¢

WerRen selectin g, automatically select entire wworc
AdlDwr text to be dragoed amnd dropped

Use CTRL — Click to follows hvperlink
Satomatically create drawvring canwas when inserting AuatoShapes
ragraph selection

mart cursoring

fi

E

i

i

%
CEOREEN

= owertye e moce

!I i

e —— e | [0 wse= rMormal stwle for e Tomtmred lists e
L IEF] | Keep Erack ofe e

Khong thé tim thay lénh Clear ContentsTriéu chiing: Ban muon xda ch(r hoac céac d0| tu0ng do hoa nhung khéng thé tim
thay 1énh Clear Contents dé thuc hién viéc nay.
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Nguyén nhan: Khac vGi cac phién ban trudc, 1€nh Clear Contents khong c6 trong ban Word 2007.
Gidi phap: Ban c6 thé st dung phim Delete d€ xo6a text hodc cac déi tuong dé hoa sau khi da chon no.

Word cudn qua nhanh khi ré chudt chon chiiTriéu chimng: Khi ban chon chi bang cach gilr va ré chuét theo hudng xuéng
dudi, Word cudn tai liéu nhanh dén néi khé ma nha chudt vao vi tri chinh xac, noi ban muén két thac vang chon.

Nguyén nhan: Trong khi ban ré chudt dé chon chir, Word sé cudn tai liéu theo hudng ban chon.

Gidi phap: BE€ giai quyét van dé nay, ban nén két hgp gilta chudt va ban phim trong khi chon chit.

- Nhan chudt vao noi bat dau vang chon.

- SUr dung thanh cudn dé trugt dén vi tri muén két thic vang chon.

- Gilt phim Shift trong khi nhan chudt trai vao vi tri két thic vang chon.

Lénh Insert File bi€n dau mat réi?Triéu chiing: Ban mudn chén chir tir mét tai liéu khac vao tai liéu hién hanh nhung khéng
thé& tim thay 1énh Insert File d€ thuc hién viéc nay.

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

Giai phap:

- Nhan chubt tai vi tri muon chén tai liéu vao.

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

- Trong hOp thoai Insert File, ban xac dinh file muon chén, sau dé nhan dip chubt vao né dé€ chén vao tai liéu hién hanh.

Khéng thé& kéo — tha chudt d6i v6i vin ban

P 1 F I . 4 .
el 12 Advanced options for working with Waord.

Display
Proofing Editing options
Sawe Typing replaces selected text

When selecting. automatically select entiTs ww

-[ Advanced |

iallowe text to be dragaged and dropped}

Customize

=
=5

Add-Tns Automatically create drawing canvas when inserting SAutoShs

=] Ise smart paragraph selection

Triéu ching: Khéng thé dung chudt kéo — tha dé thuc hién thao tac sao chép hay di chuyén van ban.

Nguyén nhan: Chuc nang kéo — tha chudt trong Word déa bj vo hiéu hoa.

Giai phap:

- Nhan chubt vao nat Microsoft Office Button, sau dé nhan nat Word Options.

- Nhan Advanced trong khung bén trai hop thoai.

- Bén dudi nhom Editing options, ban danh dau kiém muc Allow text to be dragged and dropped. Nhan OK.

- Bay gi0 ban c6 thé chon van ban va ding chudt kéo — tha doan van do sang vi tri méi d€ di chuyén (hoac gir thém phim Ctrl
trong khi thuc hién dé€ sao chép).

Chir Unicode bi “nhdy” khi copy

Triéu ching: Khi st dung font chit Unicode, néu copy mot dong vén ban thi hién tugng nhady chir xuat hién.

Giai phap:

- Nhan chudt vao nut Microsoft Office Button, sau dé nhan nat Word Options.

- Nhan Advanced trong khung bén trai.

- Bén dudi nhom Cut, copy, and paste, ban nhan ndt Settings.

- B6 dau chon 6 hop kiém Adjust sentence and word spacing automatically. Nhan OK hai [an dé dong cac hop thoai lai.
Viét mét phuong trinh

V&i Word 2007, d€ viét mot phuong trinh, ban cé thé chén céc biéu tugng trong hop thoai Symbol; st dung tinh ndng Math
AutoCorrect d€ chuyén chit thanh bi€u tugng; hay st dung cach sau:

- Trong thé Insert, nhom Symbols, nhan vao mii tén bén dudi nat Equation, sau dé chon Insert New Equation.
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- Trén thanh céng cu xuat hién thém thé Design, va ban cé thé nhan chudt vao cac nit trong nhém Symbols dé chén cac ky
hiéu toan hoc, hay nhan chudt vao cac nat trong nhom Structures dé€ chén vao tai liéu mét cau tric toan hoc cé san, sau dé
chinh s(ra lai.

Chd y: DE hién thi danh sach day du cac ky hiéu toan hoc trong nhom Symbols, ban nhan nat More & géc dudi phai cla nhom.

@ -. -3 I._ E Docummentl - Micr ft Word Equation Tool
Hegme it Page Layout Refenenced Rladings Aevew view Design

TT e [=EEICIEEEEE - e* 9% [, & orswe {4 lim A [i]
Sarigd Aadical Integua L B Ao

Limat and Operator Matis

Equation % I x || o || =] w Fmctie Bt Funition
3 . el i Yertalar = ¥ = * ieg -

| e———————————— ||| ssssss——

Su dung cac biéu tuong trong Math AutoCorrect

- Nhan Microsoft Office Button, sau dé nhan Word Options.

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

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

] == |

Smset Taos
FoAtoE o et A Vo Type

Nk, SeaboCorrect rubes vl

3
b
1
Mt L A

[y e e—

[ = | | ancel |

- Nhan OK 2 lan dé déng cac hop thoai lai. ,
- Bay gid ban hay gé thir cac ky tu (muc Replace) va nhéan phim khodng trang, n6 sé bién déi thanh ky tu toan hoc tuong Ung.
Vi du: \approx, nhan khodng trang sé bién thanh dau .

Chén mot phuong trinh thong dung

Trong thé Insert, nhdm Symbols, ban nhan chudt vao mi tén bén dudi nit Equation. MGt menu xuat hién véi danh sach cac
phuang trinh théng dung. Mudn st dung céi nao, ban chi viéc nhan chon cai d6 dé€ chén vao tai liéu va chinh sua lai theo y
thich.

Thém mot phuang trinh vao danh sach cac phuong trinh thong dung

- Chon mot phuang trinh muén thém.

- Bén dudi Equation Tools, trong thé Design, nhém Tools, nhan nat Equation, sau d6 chon Save Selection to Equation Gallery.
- Trong hdp thoai Create New Building Block, ban nhap vao tén cla phuong trinh tai muc Name.

- Tai danh sach Gallery, chon Equations. Nhan OK.

nax niln — 132
1 + x ”:1+?+f

E— ———

Create MHew Building Block
Mlame: phuongkrinh 1 ]
Gallery: | E
—
Category: |Eestl|

Descripkiar:

Sawe in: LBuiIding Elocks.dokx | v;
opEhions: IInsert conktent in ikts owen paragraph |vE
[ Ll ] [ Zancel ]
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Thay déi phuong trinh duoc soan thao trong Word 2007
Ban chi viéc nhan chubt vao phuong trinh muén chinh sita va thay déi theo y thich.

Thay d6i phuong trinh dugc soan thdo trong Word phién ban cii han

Pé thay d6i mot phuong trinh dugc soan thao & phién ban cii, s dung Equation 3.0 add-in hay Math Type add-in, ban can st
dung add-in ma da viét phuong trinh nay.

Ngoai ra, khi ban mé tai liéu c6 chlra phuong trinh dugc viét trong phién ban cii cia Word, ban khong thé st dung céc chuong
trinh viét va thay d6i phuong trinh dugc cung cap san, trir khi ban chuyén tai liéu sang dinh dang Word 2007.

* Chuyén tai liéu sang dinh dang Word 2007
- Nhan Microsoft Office Button, sau d6 nhan Convert.

- Nhan OK trong hdp thoai xac nhan.
- Nhan Microsoft Office Button, sau dé nhan Save.

* Thay déi phuong trinh duoc soan thdo bang Equation 3.0
- Nhan dap chudt vao phuong trinh mudn chinh sira.

- Thay d6i phuang trinh theo y muén.

* Thay d6i phuong trinh duoc soan thao bang Math Type
- Hay dam bao rang Math Type da dugc cai dat trén may.

- Nhan dup chudt vao phuong trinh mudn chinh sta.
- Trong Math Type, chinh sta lai phuang trinh theo y muén.
- @ menu File, nhan chon Close and Return to... dé€ tré vé clra sé soan thao Word.

KIEM TRA CHINH TA VA NGU' PHAP
Tu dong ki€m tra 16i chinh ta va ngir phap (cac dudng gon séng mau dd, xanh duong, xanh 14 cay)

Khi ban bat ché dd kiém tra chinh ta tu dong trong khi gd, ban c6 thé an tam rang khdng bi mac nhiéu I6i chinh ta trong tai liéu.
Word 2007 sé danh dau nhiing ttr bi 16i gitip ta phat hién ra 16i m6t cach nhanh chéng.

Vi du: Ban c6 thé nhan chudt phai lén tir sai d€ xem nhiing cach stra 16i dugc dé nghi.

Tuong tu, néu bat ché dé ki€m tra nglr phap tu dong, Word sé danh dau nhimg 16i ngit phép trong tai liéu trong khi ban soan
thdo.

Vi du: Ban c6 thé nhan chudt phai va chon nhimg kiéu stra 16i dé nghi. Ban ciing c6 thé chon Ignore Once dé& “1&” di 16i nay,
hoac chon About This Sentence d& xem tai sao Word xem cau dé 1a |16i.

Bat hodc tat ché dd ki€m tra chinh ta, ngit phap tu déng
- Nhan chubt vao Microsoft Office Button , chon Word Options.

- Trong hop thoai hién ra, chon Proofing & khung bén tréai.

;]_i?e bat/tat che do kiém 10i tu dong trong tai liéu hién hanh (dang ma), ban thuc e @ il b Doctnmeriie [
ien nhu sau:
| @ All New Documents
« Tai muc Exceptions for, chon tén cUa tai liéu hién hanh. '
«  Chon hoac bd chon muc Hide spelling errors in this document only va
Hide grammar errors in this document only.

|:| Hide grammar @ Documentl

- D& bat/tat ché do kiém 16i tu ddng trong tat ca tai liéu tir gid trd di, ban thuc hién nhu sau:

e Tai muc Exceptions for, chon All New Documents.
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¢ Chon hodc bd chon muc Hide spelling errors in this document only va Hide grammar errors in this document only.

Ki€m tra tat ca 16i chinh ta va nglr phap sau khi soan thao vin ban
- Chon doan van ban ban mudn kiém 16i (hoac khdng chon néu mudn kiém toan bo van ban).

- Bam phim F7 (hodc chon thé Review, nhan nut Spelling & Grammar trong nhém Proofing).

- Néu chuang trinh phat hién ra 16i chinh t&, hdp thoai Spelling and Grammar xuét hién, t6 do tir sai.

« Tai khung Suggestions, ban c6 thé chon nhiing goi y stra I6i ma chuaong trinh dua ra va nhan nat Change dé sua theo
ggi y do.

*  Néu ban mudn tu minh stta, hdy nhan chudt vao tai liéu, nai tir dang bi phat hién la 16i va st lai theo y minh. Sta
xong nhan nat Resume dé kiém tra tiép nhimg tr khac.

«  Trong trudng hgp tir ma Word phat hién Ia~I6i nhung lai la tirma ban cho la chinh xac va ban muén Word nhan ra tur
nay la ding chinh ta d€ 1an sau khoi “bat 16i” nita, hdy thém né vao tlir dién bang cach nhan nat Add to Dictionary.

«  Né&u muén “I&” di tir sai va chuy@n sang kiém tra ti€p nhimng tlr khac, ban nhan nat Ignore Once (16 1 1an) hoac Ignore
All (16 tat cd).

«  Trudng hop ban thudng xuyén bi mac 16i G tir nay va ban mudn Word tu ddng s(a lai thanh tlr ding trong khi ban gé
van ban, hay chon ttr ding trong khung Suggestions va nhan nat AutoCorrect.

- Ngoai ra, néu ban mudn kiém tra luén ng(r phap, hay danh dau chon Check grammar trong hép thoai Spelling and Grammar.
Sau khi ki€ém tra chinh ta, chuong trinh sé chuyén sang kiém tra ng(r phap cho ban. Cach sua 16i cling tuong tu nhu trén.

Tim tlr trong tu dién
SU dung tinh ndng Research, ban co thé tim céac tur trong tur dién. Céach thuc hién:

- Trong thé Review, nhém Proofing, nhan nit Research.
- P& tim mét tir don trong tai liéu, gilr phim Alt va nhan chudt vao tir can tra clu.
- B€ tra nghta mét cum tur, ban dung chudt chon cac tlir do, gilt phim Alt va nhan chut trai vao vang chon.

- Tai khung Research bén phai man hinh, muc Search for, ban sé thdy tir can tra hién thi trong day. Bén dudi la phan giai nghia
cla no.

- Ban ciing c6 thé gb truc ti€p tur can tra nghia vao 6 Search for va nhan OK.

Tra tir ddng nghia, phan nghia

S dung tinh nang Research, ban con cé thé tra tir ddng nghta va tur phan nghia.
- Trong thé Review, nhém Proofing, ban nhan nat Thesaurus.

- Gilr phim Alt va nhan chudt vao tir can tra. Két qua sé hién thi trong khung Research & bén
phai.

- D€ chén tlr déng nghta hodc phan nghta dé vao tai liéu hién hanh, nai con tré dang ding, ban
dua chubt vao tU trong danh sach két qud, nhan chubt vao mii tén bén canh tu, chon Insert.

- P& tim ti€p tlr dong nghia / phan nghia cla tir trong danh séach tim dugc, ban nhan chubt vao
tlr do trong danh sach két qua.

revulsion
disgust
extreme dislike

love {Antonym) :v|

T {

= abhot =% [nsert %
abhor|

]

S5 Copy

I:IEtESEi Q,L ESaE O
loathe—

can't stand

Ghi chd: Ban c6 thé tim tir dong nghia, phan nghia trong ngdn ng{r khac (ngoai ti€ng Anh) bang cach nhan chudt vao hop danh
sach bén dudi khung nhéap liéu Search for va chon mét ngén ngr, vi du nhu tiéng Phép (French) chang han.

Dich van ban

Khac véi cach tra nghta tlng tlr, trong phan nay chiing ta sé ciing tim hiéu cach dich mét doan van ban dai.
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- Trong thé Review, nhém Proofing, ban nhan ndt Translate.
- Hoac ban ciling c6 thé nhan chudt phai vao vi tri bat ky trong tai liéu, chon Translate - Translate.

P | Easte
.

rambering -

Hyperfink. ..

Spanishn International Sort)

- & chon ngdn ngt dich, tai khung Translation & bén phai, chon ngdn ng(r ngudn tai muc From, ngén ng{r dich tai muc To.

- D& dich mot tlr bat ky trong tai liéu, ban gilr phim Alt va nhan chudt trai vao tlr. Nghia cla n6 sé dugc hién thi trong khung
Translation & bén phai.

- € dich m6t doan van ban, ban dung chubt chon doan van ban dé, gilr Alt va nhan chudt trai vao vang chon. Nghia cla né sé
duagc hién thi trong khung Translation & bén phai.

=l i Rl M E
ot b TR AAELCeDy | AsBhCeO:  AaBhiC:. AaBbCco | % =‘ﬁ::",
X - = - % teaming R 3 <. Charnpe T
Saptes -

et

1

Cmr s e

[TheWorsd Drowser prowides @ Tast, =afe. and casy way 10 baowse the
fovetn many usefus features han the olneTs Couls ever offer. Greea b
Browses wilh mat-wares

Tttt b B Sty o entis & Panal, made, et worky vy 35 Brdee S Vowin I8l e o G0l
Te e oo -

L TR R EE——— | &2
T Do D
= Wier kL g

Tre o PR S AR S — A, B AR A AN, L G NT RE A
O RO B RO AN AR, . RN EETRITTT
R T R B R

2 Get s Quote for Frofessional Transiation
= Austomoated Tramskathon
21 Professiennl Tessclabon

- BE dich toan bd tai liéu, tai khung Translation, ban nhan chubt vao nat Translate the whole document . Sau d6 bam Yes trong
hop thoai xac nhan. Ban dich sé dugc hién thi trong mot clra s6 duyét Web méi md ra.

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

Bat tinh niing “dua chudt vao tir d€ hi€n thi nghia trong mét Screentip”
Chi can dua chudt vao tur, nghia clia n6 (da dugc dich sang ngén ngit khac) sé hién thi trong mot Screentip bén canh, rat tién
Igi.

provide

[pra'vard] #rarsitive wverd fournic; provide sometiing to
SOmeahe, provide someane with sometiing fournic
something 4 someane

ser provides a fast, safe, and easy way to browse the Web_ It will max out your
I features than the others could ever offer. Give it a try, and we guarantee that'
l-wares.

DE& bat tinh nang nay, ban thuc hién nhu sau:

- Tai thé Review, nhdm Proofing, nhan chudt vao mdii tén bén canh nit Translation ScreenTip.
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Fage Layout References

£

Spelling &
Grammar <3 Translate

with many useful Teatures than th
:hrowser with mal-wares._

- Chon mot ngdn ng(r mudn dich sang trong menu xuat hién.

- Muén tat tinh n&ng nay, ban chon Turn Off Translation ScreenTip.

Tu dong tao hyperlink cho dia chi Web )

Word ty dong tao mot hyperlink khi ban g8 vao mét dia chi Web (chang han www.microsoft.com) va nhan Enter hodc phim
khodng trang. NEu mudn tat/ bat tinh ning nay, ban nhan 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 bd
chon hodc chon dé tat/ bat tinh ning nay.

Tao mét hyperlink tly y dén mét tai liéu, tap tin hay trang Web
1. Chon doan text hodc hinh dnh ma ban muén dung dé hién thi nhu mot hyperlink.

2. Trong thé Insert, nhém Links, ban nhan nat Hyperlink.

3. HOp thoai Insert Hyperlink xuat hién.

- P& lién két dén mot file hodc trang Web cé san, ban nhan nut Existing File or Web Page bén dudi muc Link to, sau d6 nhap
vao dia chi ma ban muon lién két dén trong hdp Address. Néu khong biét dia chi cta mét file, ban co6 thé ding khung duyét file/
thu muc trong ctra s6 nay dé€ chon file minh muon lién két.

- P& lién két dén mot file ma ban chua hé tao nd, hdy nhan niat Create New Document bén dudi muc Link to, sau d6 nhap tén
cla file mdi sé tao tai muc Name of new document. Tai muc When to edit ban c6 thé chon |a Edit the new document later (soan

tai liéu nay sau) hoac Edit the new document now (soan ngay bay gio).

DE tuy bi€n ScreenTip (hién thi khi ban ré chudt 1én hyperlink), ban nhan nat ScreenTip va gd vao dong ghi chi. Néu ban khong
chi dinh dong ghi chd nay, Word sé st dung dudng dan hay dia chi cua file lién két dén lam ScreenTip.

- Nhan OK khi tao xong hyperlink.

Tao mét hyperlink dén trang e-mail tréng
Thuc hién budc 1 va budc 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, nhap vao dia chi e-mail ma ban muon khi nhan vao hyperlink sé gdi thu cho dia chi nay.

5. Tai muc Subject, ban nhap tiéu dé thu. Nhan OK.

Insert Hypers Hnk 3] =< |
Link to: Teoct o display:s | suppors @Eguan b= . Corm: @
=y E-mail address:
Existirsg File or malbo:sunpeor g sanit rimansg. o com
e b Page —
S et
1 CuanTritang. com: Tiew del
Place in This FRecently used e-mail addresses:
EroecumererTt
Creste Rlow
s
o= |
E-mrsil Address
| | o ] [ Cancel |

Tao mét hyperlink dén vi tri bat ky trong tai liéu hay trang Web hién hanh
PE& sUr dung tinh nang nay, trudc hét ban can danh dau vi tri dich mudn lién két dén trong tai liéu hién hanh.
* Chén mét bookmark:
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1. Trong tai liéu hién hanh, chon doan text hay doi tugng ma ban mudn gan mot bookmark.

2. Trong thé Insert, nhém Links, ban nhan nat Bookmark.

3. Clra s6 Bookmark xuat hién. Tai Bookmark name, ban gd vao mot tén dé nhan dang bookmark nay (Iuu y, tén khéng dugc
chlra khodng trang). Nhan Add dé€ thém vao.

Bookmarnk

Bookmark mame:

—huorhg__ = ===}
[Shoona_1

Sork bw: S0 fdame

O Location

[1 Hidden bookmarks

—ancel

* Thém lién két dén bookmark:
1. Chon text hodc déi tugng ma ban mudn hién thi nhu mot hyperlink.

2. Nhan chu6t phai va chon Hyperlink trong menu ng{r canh.
3. Bén dudi muc Link to, ban nhan ndt Place in This Document.

4. Trong danh sach ban chon mot bookmark muén lién két dén. Nhan OK.

Insert Hypertink Lz '|
'E 5 = 1
Link to: Teoct to display: TheVWorkd Broveser | ScreenTig. .. |
=) Select a place in this document:
Ezistineg File or Top of the Document
Web Page Headings
= Bookrarks
,
Place in This
Document
|
Create hew
(=B e
e |
E-msil Address
O ] | Carcel 1

Tao mét hyperlink dén vi tri bat ky trong tai liéu hay trang Web khac (khéng phai trang hién hanh)
1. Trudc tién ban tao nhiing bookmark trong file dich (file ma ban sé lién két dén) tuong tu cach & trén.

2. M@ tai liéu ngudn, chon doan text hay d6i tugng mudén hién thi la hyperlink.

3. Nhan chubt phai, chon Hyperlink trong menu ng(r canh.

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

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

6. Nhan nat Bookmark, sau dé chon nhiing bookmark muon lién két dén trong tai liéu dich. Nhan OK.
GG bé mot hyperlink

Ban nhan chudt phai vao hyperlink muén g& bé, chon Remove Hyperlink trong menu ng{r canh.

Ap dung nhanh mét ki€u mau (Quick Style)

Ap dung mét kiéu mau

1. Chon doan text ban mudn &p dung kiéu mau.

2. Trong thé Home, nhém Styles, nhan chubt vao mét ki€u ma ban thich. Néu khong thay kiéu dinh dang ma minh mong muén,
ban nhan nat More d€ md réng khung Quick Styles.
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as a MNews Oubck Stywle.. .

Clear Formatting

o= - Ap Py Stwles...

Vi du, ban muén doan text dang chon dugc ap dung kiéu tiéu dé, nhan nut Title trong khung danh sach.

Ban c6 thé xem trudc ki€u dinh dang dugc &p dung nhu thé nao bang céach ré chudt vao ting ki€u minh mudén xem, né sé ap
dung “th&” vGi doan text ban dang chon.

Tao mét kiéu méu
1. Chon doan text ma ban muon tao mét ki€u méi. Vi du, ban muon tao mét dinh dang in dam, ch{r mau do.

2. Trong thé Home, nhdm Font, ban 1an luot in ddm (nhan nat B) va té do chit (chon mau tir nat Font Color).
3. Nhan chubt phai vao vang chon, tré téi Styles, va nhan Save Selection as a New Quick Style.

4. Nhap vao tén cla style mdi (chang han Style 1) va nhan OK.

Lap tc ki€u chir m&i tao sé nam gon trong nhom Styles & thé Home, san sang dé€ ban st dung.

Thay déi kiéu mau
1. Binh dang doan text theo y thich cla ban.

2. Trong thé Home, nhém Styles, nhan chudt phai vao style ma ban muén thay déi, chon Update to Match Selection.
Trong tai liéu, tat ca nhiing doan text da dugc ap dung kiéu nay trudc dé sé dugc cap nhat lai véi dinh dang mai.

GO bé mét kiéu mau , ) ]
1. Trong thé Home, nhdm Styles, ban nhan chudt phai vao ki€u mau muén g& bé.

2. Chon Remove from Quick Styles gallery.
Cai dat di€ém dung tab (Tab stops) )
P& cho viéc cai dat tab dugc thudn tién, ban nén cho hién thi thudc ngang trén dinh tai liéu bang cach nhan nat View Ruler &
dau trén thanh cudn doc.
Ban c6 thé nhanh chéng chon tab béng,céch lan lugt nhan vao 6 tab selector —1a 6 giao nhau gilta thudc doc va thuée ngang
(& gbc trén bén trai trang tai liéu) cho dén khi chon dugc kiéu tab mong mudn, sau dé nhan chudt vao thanh thudc ngang nai
ban muodn dat tab.
Ty tlng trudng hgp cu thé ma ban co6 thé sir dung mot trong cac loai tab sau:

«  Tab trai: D&t vi tri bat dau cla doan text ma tlr d6 sé chay sang phai khi ban nhap liéu.

«  Tab gilra: Dat vi tri chinh gilta doan text. Poan text sé& nam gilra vi tri dat tab khi ban nhap liéu.

«  Tab phdi: Nam & bén phai cudi doan text. Khi ban nhéap liéu, doan text sé di chuyén sang trai k€ tir vi tri dat tab.

« Tab thdp phan: Khi dat tab nay, nhiing ddu chdm phan céach phan thap phan sé nam trén cting mét vi tri.

«  Bar Tab: Loai tab nay khéng dinh vi tri cho text. N6 s& chén m6t thanh thang ding tai vi tri dat tab.
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Néu ban muén dat di€ém dung tab tai vi tri phi hgp ma khdng thé xéac dinh chinh xac khi nhan chudt Ién thanh thuéc ngang,
hoac ban muén chén ky tu dac biét trude tab, ban cé thé dung hdp thoai Tabs bang cach nhan dap chudt vao bat ky diém
dimg tab nao trén thanh thuéc.

Sau khi cai dat diém dling tab xong, ban c6 thé nhan phim Tab dé nhdy dén timg diém duing trong tai liéu.

DINH DANG CHU TRONG WORD 2007
In dam
1. Chon doan text ma ban muon in dam, dua con tré chudt vao ving chon cho dén khi xuat hién thanh cong cu Mini.

In dam

|| Aurial ~la - A A ‘L:-J- |
1.Chondoantext mabanm o 1o 1 2 7 & on
: . ) B 7 = 3 A -s=3=:1= -

2.Mhannut Bold (B).

2. Nhan nat Bold (B).
Ban ciling c6 thé st dung phim tat Ctrl+B.
Luu y, nhan Bold (hodc Ctrl+B) lan n{ra néu ban mudén béd in dam.

In nghiéng
Thuc hién tuong tu nhu in dém, nhung thay vi nhan nit Bold thi ban nhan nit ltalic (phim tat Ctri+l).

Gach dudi doan text
Nhan Ctrl+U dé€ gach dudi doan text dang chon. Nhan Ctrl+U lan nita dé bd gach dudi.

Ngoai ra con cé nhiéu ki€u gach dudi khac:
* Gach dudi céc tur, trir khodng trdng:
- Chon doan text ban muén gach dudi.

- Tai thé Home, nhém Font, ban nhan nat mi tén & géc dudi bén phai.

Home Insert FPage Layout References
‘f" [Aria M E - | s [225)
| e T e e e s | [T
7 = = | R,

i = OTF

- Trong hop Underline style, ban chon Word only. Nhan OK.

* Gach dbi ¢ dudi tu:

Thuc hién buéc 1, 2 tuong tu trén.
Trong hop Underline style, ban chon biéu tugng dong doéi. Nhan OK.

* Puong gach dudi trang tri:
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Thuc hién buéc 1, 2 tuong tu trén.
- Trong hép Underline style, ban chon ki€u minh thich.
- P€ d6i mau cla dudng gach dudi, nhan chudt vao hop Underline color va chon mau minh thich. Nhan OK.

PG6i mau chir
1. Chon doan text ban mudn d6i mau, di chuyén con tré chubt vao viing chon dé xuat hién thanh cong cu Mini.

2. Nh&n nut Font Color va chon mau minh thich.

Pai kich c& chir
1. Chon doan text, di chuyén con trd chudt vao dé xuat hién thanh cong cu Mini.

2. D€ tang kich c& chit, ban nhan nat Grow Font (phim tat Ctrl+Shift+>). D& gidm kich ¢ chit, nhan nat Shrink Font (phim tat
Ctrl+Shift+<).

Panh dau (Highlight) doan text
Panh dau doan text d€ lam no trong néi bat hon. Cach thuc hién:

1. Tai thé Home, nhom Font, ban nhan vao miii tén bén canh nat Text Highlight Color .
2. Chon m6t mau dung dé té sang ma ban thich (thudng la mau vang).
3. Dung chudt té chon doan text mudn danh dau.

4. Mudn nglung ché dé danh dau, ban nhan chudt vao mdi tén canh nat Text Highlight Color, chon Stop Highlighting, hodc nhan
ESC.

G& bé ché dd danh dau text
1. Chon doan text mudn g& bo ché d6 danh dau.

2. Trong thé Home, nhdm Font, ban nhan chudt vao miii tén canh nat Text Highlight Color.
3. Chon No Color.

Tim ki€m nhanh nhiing dong chir dugc danh dau
1. Trong thé Home, nhém Editing, nhan nut Find.

2. Néu ban khong thay nat Format, hdy nhan nat More.

3. Nhan nat Format, sau d6 chon Highlight.

4. Nhan Find Next.

Tao m()t,chl": hoa thut cap (Dropped Cap)

C6 2 ché dé:

1. Dropped cap.

2. In-margin dropped cap.

Cach thuc hién: ] )

1. Nhan chu0t vao doan van ban ma ban muon bat dau bang mét chi{r hoa thut cap.
2. Trong thé Insert, nhém Text, ban nhan nat Drop Cap.

3. Chon ti€ép ché dod Dropped hodc In margin tiy y.

Pinh dang chi sé trén (Superscript), chi sd duéi (Subscript)

1. Chi s trén (Superscript); 2. Chi s6 dudi (Subscript).
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Chon doan text can dinh dang. Trong thé Home, nhém Font, ban nhan nit Superscript (phim tat Ctrl+Shift+=) d€ dinh dang chi
s0 trén, hodc nhan nit Subscript (phim tat Ctrl+=) d€ dinh dang chi s6 dudi.

CANH CHIiNH VAN BAN
Canh tréi, phai, gitta, hoac canh déu hai bén

1. Chon doan van ban ban mudn canh chinh.
2. Trong thé Home, nhém Paragraph, nhan nat Align Left d€ canh I€ trai, nhan Align Right dé€ canh phai, nhan nat Center dé
canh gilta (gilta 2 |€ trai va phai), hay nhan nat Justify dé canh déu hai bén.

Canh chinh nhiéu ché dé trén cuing 1 dong
1. Chuyén ché dd xem van ban la Print Layout hodc Web Layout (Trong thé View, nhém Document Views, chon nit Print Layout
hoac Web Layout).

2. Nhan chu6t vao dong mdi va thuc hién nhu sau:

- Chén doan text canh trai: Di chuyén con trd chudt chir | sang trai cho dén vi tri can g text, nhan dap chudt va gé vao doan
text.

- Chén doan text canh gira: Di chuy&n con tro chudt chit | vao khodng gilra dong cho dén vi tri can gé text. Nhan dap chudt va
g0 vao doan text.

- Chén doan text canh phai: Di chuyén con tro chudt chir | sang phai cho dén vi tri can g6 text, nhan dap chudt va gé vao doan
text.

Thay déi cac canh chinh theo chiéu doc doan text

1. Trong thé Page Layout, nhém Page Setup, nhan chut vao nat mii tén & géc dudi bén phai.

2. Trong hop thoai Page Setup, nhan vao thé Layout. Tai muc Vertical alignment, ban chon mét loai canh chinh minh thich
(Top, Center, Justified, Bottom).
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3. Tai muc Apply to, ban chon pham vi &p dung la Whole document (toan van ban), This section (vung hién tai), hay This point
forward (k€ tur day tré vé sau). Nhan OK.

Canh gitra lé trén va l1é dudi

1. Chon doan van ban ban muén canh gira so vdi I trén va |é dudi.

2. Trong thé Page Layout, nhém Page Setup, nhan chudt vao nat miii tén & géc 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 cua doan

1. Nhan chudt vao doan ma ban mudn thut 1€ dong dau tién.
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2. Trong thé Page Layout, nhan vao nat mi tén géc dudi bén phai clla nhém Paragraph.

3.0 hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ban chon First line. Tai muc By, chon khodng cach
thut vao. Nhan OK.

Piéu chinh khoang cach thut 1€ cua toan bd doan
1. Chon doan van ban muén diéu chinh.

2. Tai thé Page Layout, nhom Paragraph, nhan chudt vao miii tén lén, xuéng bén canh muc Left d€ tang, gidm khoang céach
thut 1€ trai, hay tai muc Right d€ diéu chinh thut 1€ phai.

Thut déng tat ca, trir dong dau tién chia doan
1. Chon doan van ban ma ban muén diéu chinh.

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

Néu ban khong thady thanh thudc ngang dau cd, hay nhan nat View Ruler & phia trén cla thanh cudn doc dé€ hién thi no.
Tao mot thut am )
Thay vi thut dong vao trong, ban co thé diéu chinh thut ra ngoai so vdi |€ trai bang cach:

1. Chon doan van ban ma ban muén ma rong sang trai.

2. Tai thé Page Layout, nhdm Paragraph, nhan nat mii tén hudng xudng trong muc Left cho dén khi doan van ban nam & vi tri
ban vuay. ) )

THAY DOl KHOANG CACH TRONG VAN BAN

Tao khoang cach dbi gilta cac dong cho toan bo tai liéu

Khoang cach mac dinh gitta cac dong cho bat ky tai liéu tréng nao la 1.15. Ban c6 thé tao khoang céach déi (2) néu mudn bang
cach sau:

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

maBbhccul AaBhceDy AaBhiO. AaBhCc (- ARy
= IJ| Update Mormal to Match Selection

et Modify...
Select All 1 Instance(s)

vo- 11
i Renpame...

| Remowve from Quick Style Gallery

Add Gallery to Quick Access Toolbar

2. Bén dudi nhom Formatting, nhan nat Double Space. Nhan OK.

Thay déi khodng cach dong cho doan vin ban dang chon
1. Chon doan van ban mudn thay doi.

2. Trong thé Home, nhém Paragraph, nhan ndt Line Spacing.
3. Chon khodng cach ban muén, chang han 2.0

Ghi chd: Néu mu6n dat nhiéu khodng cach gilra cac dong nhung khoang cach nay khéng cé trong menu xuat hién khi nhan nat
Line Spacing, ban hay chon Line Spacing Options, va nhap vao khodng cach ma ban thich.

Céc ki€u khoang cach dong ma Word ho trg:

- Single (dong don). Tuy chon nay hd trg font I6n nhat trong dong dé, thém vao mét luong khoang tréng nhd bé sung. Lugng
khodng tréng bé sung tuy thudc vao font chir ma ban dang st dung.

- 1.5 lines: Gap 1,5 lan khoang cach dong don.
- Double: Gap 2 lan khodng cach dong don.

- At least: Lua chon nay xac |ap khodng cach dong toi thi€u can thiét dé€ phi hgp véi font hodc d6 hoa 16n nhat trén dong.
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- Exactly: C6 dinh khodng cach dong va Word sé khong diéu chinh néu sau dé ban tang hodc gidm c& chr.

- Multiple: Xac lap khodng cach dong tédng hoac gidm theo ti € % so véi dong don ma ban chi dinh. Vi dy, nhap vao 1.2 cé
nghta la khodng cach dong sé tang I1én 20% so véi dong don.

Thay déi khoang cach truéc hodc sau cac doan
1. Chon doan van ban ban mudn thay d6i khodng cach trudc hodc sau no.

2. Trong thé Page Layout, nhom Paragraph, ban nhan chut vao miii tén canh muc Before (trudc) hodc After (sau) dé thay doi
bang gia tri ban muon.

Thay déi khodng cach giira cac ky tu
1. Chon doan van ban ma ban muén thay déi.

2. Trong thé Home, nhan chudt vao nat miii tén & goc dudi phai clia nhém Font dé ma hop thoai Font.

3. Nhan chon thé Character Spacing & hdp thoai nay. Trong muc Spacing, nhan Expanded dé mé rong hay Condensed dé thu
hep khodng céach va chi dinh s6 khodng céach trong muc By.

| Font | =<
Fonok Zharackter Spacing
Scale: | 1oo=s =1
~ | Byw: |D.=pE

Spacing: Condensed

G

Po=ikicr: | miIcFmal |1 (=%

[1 Eerning For Fonks: r==1| Points and abowve

Co dén van ban theo chiéu ngang
1. Chon doan van ban ban mudn cang ra hoac thu lai.
2. Trong thé Home, nhan chudt vao nat miii tén & goc dudi phai clia nhém Font d€ ma hop thoai Font.

3. Nhan chon thé Character Spacing & hdp thoai nay. Tai muc Scale, nhap vao ti 1é % ma ban muon. Né&u ti 1& nay Ién hon
100% thi doan van bdn sé dugc kéo ra, ngudgc lai, né sé dugc thu lai.

Panh dau su thay déi va ghi chu trong tai liéu
Theo ddi su thay d6i trong khi chinh stra

1. M3 tai liéu ma ban mudn theo ddi.
2. Trong thé Review, nhom Tracking, nhan nat Track Changes.

3. Thay d®6i tai liéu theo y ban (chén, xéa, di chuyén hay dinh dang van ban...). Lap tlc & bén hong trang tai liéu sé xuat hién
nhlig bong bong hié€n thi sy thay doi nay.

Tat ché dé theo ddi su thay doi ]
Trong thé Review, nhom Tracking, nhan vao nat Track Changes mot 1an nita d€ tat ché dé theo dbi trong khi chinh sa.

Thay d6i cach Word danh d&au )
- Ban c6 th& ddi mau va nhimng dinh dang ma Word dung dé€ danh dau su déi trong tai liéu bang cach nhan vao miii tén bén
canh nat Track Changes, va nhan chon muc Change Tracking Options.

s Mlailings Rewisww Wiewr Dreveloper

—;_j,_, = '—:_';‘:I!Final Showing Markup - |

=] Show Markup ~ |

| Track |Balloons

Changes - E Rewviewing Pane -
J___‘} Track Changes h

E| Change Tracking Options... ST E T © ST
q Change User Mame... I

25



- Néu ban mudn xem tat ca nhimg thay d6i ngay trong tai liéu thay vi hién thi nh{ing bong béng bén héng tai liéu, & nhém
Tracking, nhan vao nit Ballons, sau d6 chon Show all revisions inline.

- D€ lam nGi bat vang hién thi nhiing bong béng (bén |€ tai liéu), hdy nhan nat Show Markup va chon Markup Area Highlight.
Chén mat ghi chu

] £ Delete -
; __j Previous
[ Mew

| c t f.l Next
| ammen 3. Nhép vao ghi chi cla ban trong bong béng hién thi & khung bén canh tai liéu.

1. Chon doan text hodc doi tugng bat ky trong tai liéu ban muén ghi cha.

2. Trong thé Review, nhdm Comments, nhan nit New Comment.

Xéa ghi chu
- D& x6a mbt ghi chi, nhan chudt phai vao ghi chi dé, chon Delete Comment.

- P& x6a nhanh tat ca ghi chi trong tai liéu, nhan chudt vao mét ghi chi bat ky. Trong thé Review, nhom Comments, nhan vao
m{i tén bén dudi nit Delete va chon Delete All Comments in Document.

Thay d&i ghi chu
1. Néu cac ghi cha khong hién thi trong tai liéu, ban nhan niat Show Markup trong nhém Tracking cUa thé Review, sau do danh
dau chon Comments.

2. Nhan chu6t vao bén trong mot bong bong c6 ghi chii can stta. Sau do st lai n6i dung theo y ban.

Thay d6i tén nguoi ghi chu
Bén canh méi ghi chd ludn c6 tén cla ngudi st dung. Néu ban mudn thay déi tén nay, hay thuc hién nhu sau:

1. Trong thé Review, nhom Tracking, nhan chudt vao miii tén bén dudi nat Track Changes, sau dé chon muc Change User
Name.

2. Trong hop thoai xuat hién, bén dudi muc Personalize..., ban nhap vao tén cla minh, sau d6 nhan OK.

;:g, Change the most popular options in Word.

ToP CoPRHOns ToOr wWorking with WWord

e ClearTvoe

Elack | =~

Show feature descriptions in SceenTips P

alire your Ccopy oOf Microsoft Office

ser name: T Huo g

Imitials: TH

S e ey RN (o s |

Luu y la nhiing ghi cha ké tir bay gid tré di méi cé tac dung véi tén mdéi.

In tai liéu kém theo ghi chd va nhiing danh dau thay doi
1. Nhan nat 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 nhiing thay déi trong tai liéu
1. Nhan nat 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 nhitng danh dau thay déi va ghi cha

1. Nhan nat Microsoft Office Button , sau d6 chon Print.
2. Trong hop thoai Print, tai muc Print what, chon Document va nhan OK.
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Dung tinh ning Bullets - Numbering dé danh dauldanh sd tu dong
Tao danh sach danh dau (bullet) hay danh s (number) tu déng 1 cap
1. G6 vao dau * dé bat dau mot danh sach cac danh dau dau dong hodc nhép 1. D€ bat dau mét danh sach danh sé tu dong,
sau dé nhan phim cach (space bar) hoac phim Tab.

2. Nhap bat cr ch(r nao ban mudn.

3. Nhan phim Enter. Word sé tu dong chén thém mot dau bullet hodc so thr tu tiép theo.

4. P& két thuic viéc danh dau, danh sé tu déng, nhan Enter hai 1an hodc nhan phim Backspace dé xda dau bullet hodc so cui
cung.

Néu chuc nang danh dau / danh sé tu déng khéng cé hiéu luc, ban bat né Ién bang cach sau:

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

2. Nhan Proofing.

3. Nhan nat AutoCorrect Options, sau dé 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. Nhan
OK dé& dbng cac hdp thoai lai.

AutoCorrect

S LS | _Smarkt Tags=
P | ol Lo} of ol — ¥ o] = il racth Sauctoorrscke 7: H SaubtoFormak O Yoo Twrpe

Replace as wou Evpe
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Applye as o Ewepe
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[ 1 Built—imn Heading skwiles

Thém dau bullet hay nhumbering vao trong danh sach
1. Chon mdt muc ban mudn thém vao.
2. Trong thé Home, nhdm Paragraph, nhan nit Bullets hodc nit Numbering .
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Ghi chd: Ban c6 thé tim thay nhiéu kiu bullet hodc ki€u sé khac bang cach nhan vao mii tén bén canh nit Bullets /
Numbering.

Gidan khoang cach giilta cAc muc trong danh sach Bullets / Numbering

1. Trong thé Home, nhém Styles, nhan chubt vao miii tén hudng xudng bén canh phai dé md rong 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. B4 chon muc Don’t add space between

Indentation
Le=Fr: O cm Special: B
Eight: 0O oo Crriorie v-’ =
1 rdirror imdenkes
Spacing
EB=Fore: (== = Lin= spacina: E=9
I FE=r 10 pE re= | raicisl= 0 [~ h.1= =
I [] Con't add space bebvemen paraaraphbi=s oF bhie sorme sk le

paragraphs of the same style. Nhan OK dé dong cac hop thoai lai.

Chuyén danh sach Bullets / Numbering tir mdt cap sang da cap ]
1. Nhan chudt vao mot muc trong danh sach ma ban mudn chuyén né thanh mot cap khac.

2. Trong thé Home, nhdm Paragraph, nhan vao mi tén bén canh nat Bullets hoac Numbering, chon Change List Level va chon
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mot cap ban mudn.

Thém céc bullets hinh &nh hoac bi€u tuong vao danh sach

1. Chon muc ma ban mudn bé sung céac bullets hinh anh hay cac biéu tugng.
2. Trong thé Home, nhdém Paragraph, nhan vao mi tén bén canh nit Bullets.
3. Chon Define New Bullet. Trong hdp thoai Define New Bullet, ban nhan nat Symbol (biéu tugng) hay Picture (hinh anh) tdy
muc dich.

4. Chon hinh dnh hodc bi€u tugng ban mudn s dung, sau d6 nhan OK hai lan.
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Thém mét bullet hinh anh hoac biéu tuong vao trong thu vién Bullet

1. MG tai liéu c6 chira bi€u tugng bullet ma ban muén thém vao thu vién.

2. Trong thé Home, nhém Paragraph, nhan vao mi tén canh ndat Bullets.

3. Bén dudi nhom Document Bullets, nhan chudt phai vao ki€u bullet ma ban mudn thém vao thu vién, sau dé6 chon Add to
Library.

X6a mot ki€u ra khoi thu vién Bullet

1. Trong thé Home, nhém Paragraph, nhan vao mi tén bén canh nat Bullets.

2. Bén dudi nhom Bullet Library, nhan chudt phai vao mot ki€u ban muén loai bé khdi danh séch, sau dé6 chon muc Remove.
Tao danh sach cac 6 danh dau chon (checklist)

Khi tao mot tai liéu dang trac nghiém, chac chan ban phai thiét ké nhimg 6 danh dau dé ngudi ding danh dau vao . Cé 2 dang
danh d&u trong tai liéu: mét dang la dung dem di in (d€ ngudi dung danh dau vao gidy), dang th( hai 1a cho ngudi ding danh
dau truc ti€p trong ndi dung file.

Tao mét checklist d€ dem di in
C06 2 cach co ban dé tao mot checklist dem di in:

- Néu tai liéu clia ban khong chra nhiéu ki€u bullets khac nhau, ban c6 thé st dung cach tao mot danh sach bullets thy bién
dinh dang.

- Néu tai liéu cla ban cé san nhiéu dinh dang bullets khac nhau, ban c6 thé ngan nglra céc bullets cii thay d6i bang cach tao
mot danh sach checklist trong bang.

Tao checklist bang tinh néng tuy bién dinh dang bullets

1. Nhap vao nhiing muc trong danh sach cla ban.

2. Chon danh sach nay.

3. Trong thé Home, nhém Paragraph, nhan vao mi tén canh nat Bullets.
4. Chon Define New Bullet.

5. Nhan nat Symbol.

6. Trong hdp thoai Font, chon mot font biéu tuong da cai san trén may, vi du nhu font Wingdings.
7. Nhén dap chudt vao biéu tugng check box ma ban mudn chén vao tai liéu. Nhan OK.
Tao bang dé ngan ngtra cac bullets cii thay doi khi tao checklist
Buéc 1: Tao bang
1. Trong thé Insert, nhém Tables, nhan nat Table.
2. Chon Insert Table.
3. Tai muc Number of columns, ban nhap 2.
4. Tai muc Number of rows, nhap vao sé dong ban muén, luu y la méi dong chia mét khoan muc chon trong checklist.
5. Nhan OK.
Buéc 2: Chén nhitng 6 check box va nhap liéu
1. Nh&n vao 6 dau tién & trén bén trai trong bang.
2. Trong thé Insert, nhém Symbols, nhan ndt Symbol va chon More Symbols.
3. Nhan vao thé Symbols.
4. Trong hdp Font, chon mét font biéu tugng da cai trén may, chang han font Wingdings.
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5. Nhan dap chudt vao biéu tugng check box ma ban mudn.

6. Nhan Close.

7. Nhan chubt vao 6 ké ti€p ma ban muén chén mét check box, nhan t6 hop phim Ctrl+Y, ban sé thady mét check box méi xuat
hién.

8. Sau khi chén cac 6 check box ma ban muén, nhan chudt vao 6 dau tién & trén bén phai va nhap vao cac khoan muc tuong
Ung véi cac check box da tao.

Buéc 3: Trau chuét lai bé cuc

i 3 Documentl - Micrasolt Ward fable Took

Page Layout P pimnices Pbaibig Rearrm ot b Durwelogen Add-Tnn Dheaign

Eanded Codumns

Cac tab can chinh Table
1. Nhan chudt phai vao bang, trd dén muc AutoFit va chon AutoFit to Contents.

2. Nhan chu6t phai vao bang, chon Table Properties. Sau d6 mé thé Table trong hop thoai méi xuat hién.

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

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

5. Bén dudi muc Setting, nhan None, va nhan OK hai 1an d€ déng cac hop thoai lai.

Ghi chd: Sau khi ban bo dudng vién clia bang, ban sé van thdy mot dudng vién dat khic, tuy nhién ban c6 thé yén tam la
duong vién nay sé khong duagc hién thi khi in. Néu ban muén nhimg dudng vién ddt khac nay bién mat hoan toan, ban c6 thé
nhan nut View Gridlines & nhom Table cua thé Layout bén dudi Table Tools.

Cach tao 6 danh dau dé nguoi dung danh dau truc ti€p vao ndi dung file

Buéc 1: Tao bang

1. Trong thé Insert, nhém Tables, nhan nit Table, sau dé chon Insert Table.

2. Trong hop Number of columns, g& vao 2.

3. Trong hdp Number of rows, nhap vao s6 dong ma ban muén, mdi dong l1a mét muc chon trong danh sach sé tao. Nhan OK.
Buréc 2: Chén vao nhiing 6 check box va nhép liéu

DE thém vao nhimg 6 cho phép ngudi dung danh dau check tryc ti€p trong file, ban can st dung thé Developer.

* Hién thé Developer

1. Nhan nat 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.

| I Popwular ] 1

A_‘E:_ Change the most popular options in YWord.
CDrisplay

Proofimg Top options Ffor working wwitihh Word

Sawe Showw PAINT Toolbar on selecktiomn i
Ernable Live Prawisww
Showw Developer talb imn thhe Ribbormn (60 J

Alveways use Clearfvp e

Sodwa reced I

Customi=zs

Bl e

oI COpern e-mail attachments im Eull Screen Reading wiewsr 6

I

olor scheme: Black | = |
Trust Center - -

* Thém vao cac 6 check box
1. Nhan vao 6 dau tién bén trai cla bang.

2. Trong thé Developer, nhém Controls, nhan nut Legacy Tools.

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

Ghi chd: Néu 6 check box c6 nén mau xam, ban nhan nit Legacy Tools , chon Form Field Shading d€ g& bd nén xam dé di.
4. Nhan vao 6 ké ti€p, nai ban mudn chén tiép mot check box. Sau d6 nhan Ctrl+Y dé€ chén check box vao.

5. Sau khi da chén xong hét cac check box, ban nhan chudt vao 6 dau tién bén phai clia bang va nhap vao cac khoan muc
tuong Ung véi ting check box bén trai.

Buéc 3: Hoan thién lai bé cuc

1. Nhan chudt phai vao bang, trd dén muc AutoFit va chon AutoFit to Contents.
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2. Nhan chu6t phai vao bang, chon Table Properties. Sau d6 md thé Table trong hop thoai méi xuat hién.
3. Nhan nat Options, & hop Left, Right, nhap vao khodng cach gilra check box va doan text bén canh, vi du 0.19cm. Nhéan OK.

=T I o —atiarce— L —=nu

W B e R R RO A

e F ol el roe e =

T = s == e
e =T o = 1= =
e F ol o=l =i

CC =llovs =spacinag bebveeaer cell=
e e =
s A e s i B FAE o wr e e =

[ = 1 C Py repp] ===

[ Ecrder= aad Shadimom. .. [ ey e T 1

[ == TR, et 1
4. Trong thé Table, nhan nat Borders and Shading, sau dé nhan vao thé Borders.
5. Bén dudi muc Setting, nhan None, va nhan OK hai 1an d€ déng cac hop thoai lai.
Buréc 4: Khéa form
D& ngudi dung cé thé danh ddu chon truc ti€p vao file tai liéu, ban can khéa form lai. Luu y, khi khoa form lai ban khong thé
chinh stra chir cling nhu b6 cuc cua tai liéu, do d6 hdy dam bao thuc hién budc nay sau clng.
1. Nhan vao nat Design Mode trong nhém Controls cla thé Developer dé€ tat ché dod Design.
2. Trong thé Developer, nhém Protect, nhdn nat Protect Document, sau dé chon Restrict Formatting and Editing.
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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.
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5. Bén dudi Start enforcement, nhan nut Yes, Start Enforcing Protection.
6. DE dat mat khau, khong cho ngudi diing g& bd ché dé bao vé, hay nhap vao mat khau trong 6 Enter new password
(optional) va xac nhan lai mat khau & 6 bén dudi.

Bay gi® ban c6 thé gui file tai liéu nay cho ngudi dung danh dau chon vao, sau dé ho luu lai va gdi lai cho ban. Rat htu ich néu
ban mudn thuc hién mot cubde tham do khao sat nao doé qua e-mail...
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