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THU THUAT WORD

1. FILE SAU CUNG DUJC MO TRUGC TIEN

Ban c¢6 mudén Word ty dong md file ma ban ban d4 lam viéc
lan trude, khi khéi dong lai Word khong?

Macro sau day sé lam duge diéu nay.

Chon Tools \ Macro va gé Autoexec vao muc Macro Name roi
nhan Create. Gitta cac dong Sub MAIN va End Sub hay viét dong

filelist 1

roi nhan <Ctrl> + W @é luu macro. Khi khéi dong lai Word,
file dudc mé sau cung sé dugc nap tu dong.

2. MOT LAN NUA

Mudn lap lai thao tac vaa lam hay nhan F4, Alt - Enter, hoac
Ctrl + Y. Muén thuc hién Undo hdy nhan Ctrl + Z hay Alt +
Backspace. Va néu ban vin con do du, nhian Alt + Shift +
Backspace dé redo bat ci thao téc nao vita undo.
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3.  THAY POI CHU IN THUONG

Khi muén thay ddi tit chi in sang ch thudng hay nguge lai,
ban ding g6 lai né. Hay chon doan van ban muén thay doi, gid
phim Shift roi nhan F3. Néu doan van ban trén bt dau bang chit
in thi 1an nhan dau tién sé thay d6i ching thanh chi thuong, 1an
thit hai sé d6i thanh cht in.

4. MO NHIEU FILE DONG THOI

Dé mé mot lic nhiéu file trong Word ban hiy chon File >
Open sau d6 giit phim Ctrl, bam vao cac file ban can mé roi nhan
OK.

5. SHIFT - F5

Néu ban ¢6 mot tai liéu dai, khi mé ra ban muén quay tré lai
vi tri ma ban dang lam viéc 1an sau cung, hay nhan Shift - F5.

6. DUNG CO CHU DANG PHAN SO

RAt it ngudi biét rang cic chuong trinh x1i i vin ban cua
Windows ¢6 thé dung ¢ chit dang phan s6. Vi du, néu ¢ chi 10
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point qua 16n con 9 point thi qua nho, ban phai dung ¢6 9.5 point.
Diéu nay dic biét hitu dung néu ban dang ¢b co hodc gidn mot khdi
véan ban cho via véi mot dién tich trong bang biéu. Chi can chon
khéi véan ban d6, nhan vao Font size trén thanh cong cu toolbar roi
g6 ¢ chit thap phan vao. Luu ¥, Word chi chidp nhan nhing cd 1é
1/2 con WordPerfect c6 thé chap nhan 1é ¢§ 1/10.

7. CHUYEN TRANG NHANH TRONG WORD

Word dua ra phuong phap nhanh dé chuyén gitta cac trang
trong van ban nhiéu trang. Bam ddp vao sb trang trén dai trang
thai cia Word bd qua loat thuc don Edit / Go to / Page va hién thi
ngay hop thoai Go To (t6i trang nao).

8. THU CON MOT TRANG

Néu ban c6 mot tai liu dai hon mot trang nhung ban lai
mudn in trén mot trang, ban dung mét cong vao viéc dinh 1é, déi
font chi, dinh trang. Hay chon File > Print Preview roi nhan nit
Shrink to fit. Word sé lam nhiing diéu can thiét dé tai liéu cia ban
vua khit trén mot trang.

D6i v6i nhing tai liéu dai hon, Word sé giam sb trang dén
muc t6i thiéu.
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9. IN AN NHANH HON

Néu Word in cham nhu rua, thi nhing dé nghi sau day sé
tang toc do cho no:

- Vao Tools > Options > Print réi chon khung Draft Output
nhung dung chon Background Printing.

- Vao Tools > Options > View roi chon Picture Placeholders.

- Phai dam bao rang file AUTOEXECT.BAT phai c6 dong
SETTEMP= tré dén mot thu mét hop 16 véi téi thiéu 8MB dia con
tréng.

- Duing céc font ¢6 san ciia may in.

Mudn xem chuing, nhan vdo menu font trén thanh cong cu,
cac font may in phd bién nhu Courier va Helvetica ¢ bén phai hinh
tugng may in. (Hay cin than vi Word cing danh dau cac font
Adobe Type I ¢6 cung hinh tugng véi cac font khac.)

10. AUTOFORMAT

AutoFormat c6 thé trang tri kiéu chi, dinh dang doan van
ban va nhiing trinh bay khac cho mét doan van ban ma ban khong
phai can thiép ngoai tri sy chip nhan hay bac bd né. Ngay ca khi
ban khong tin ciy vao phan mém sé thiét ké theo y mudn cia ban.
AutoFormat c6 thé 1a mot cong cu 1y tuéng khi phai trang tri cho
mot van ban dai v6i nhiéu kiéu chit va tidu @ khac nhau. Chi can
chon Format > AutoFormat, Word sé diém qua tai liéu roi dinh
kiéu cho cac dong tiéu dé, kiéu chit. ThaAm chi sau nay ban chon dé
béc bo cac thiét ké cia né, nhung Word sé gitp ban khong phai lo
14ng khi dinh dang cho céc thanh phan khéc nhau.
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11. CACH GAN POI TUGNG WORDART

Microsoft WordArt duge gan trong Microsoft Office, cho phép
ban cheén cac thudc tinh file font vao cac chuong trinh cia minh.
Ban c6 thé thém cac d6i tugng vao Word, Excel, PowerPoint... va
bat ky chuong trinh nao khéc. Dé chén mot ddi tugng WordArt vao
chuong trinh cua ban, hay lam nhu sau:

Chon Insert > Object. (Budc nay c6 thé thay d6i ti chuong
trinh nay sang chuong trinh khac; ¢6 thé ban muén thit Edit hoac
Insert Object)

Tuy thudc vao version cua ban, chon Create New, roi chon
Microsoft WordArt va nhan OK.

Nhéap vén ban cda ban. (Luu ¥ rang thanh c6ng cu va menu
la cua WordArt).

Nhap 1én danh sach drop-down thd nhat (Plain Text) va
chon mot dong van ban. Ban sé nhin thay cac hiéu qua khac nhau
nay trén van ban cua minh khi ban lam viéc.

Chon Format > Stratch to Frame (Hoac dung cong cu thu
bay 6 bén phai trén thanh cong cu WordArt, sao cho van ban sé
vita vao khung cda né néu ban dinh lai kich thuéc cho né nhu
trong chuong trinh cua ban).

Chon Format / Shadow va chon dang bong va mau (tuy
chon). (Ho#c ban c¢6 thé nhap 1én phim thd hai & bén phai trén
thanh cong cu cua WordArt).

Chon Format / Border (hodc nhip 1én phim dau tién bén
phai trén thanh céng cu cia WordArt) dé chon mot mau dudng
vién va 6 dam cda van ban.

Dé xoay hodc kéo gidn vian ban ra, chon Format / Rotation
va Effect. (Ho#c nhép 1én phim thi tu & bén phai trén thanh céng
cu cua WordArt).
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Pé t6 mau van ban hodc thém vao mot mAu mau, chon
Format / Shading. (Hoac nhap 1én phim thu ba & bén phai trén
thanh cong cu cua WordArt).

Dé tré lai chuong trinh cda minh, chi can nhép hai lan 1én
vung trong cua man hinh.

Dé stta @61 mot ddi tugng WordArt, nhap hai 1an 1én né.

12. KY TU DAC BIET

Word c6 nhing phim tit cho rit nhiéu ky tu dic biét, vi du
g6 <Alt>-<Ctrl>-<C> dé duge #C#. Mudn biét danh sich cac phim
tat g6 nay hay chon Insert.Symbol sau d6 chon Special Characters.
Nén nhé rang nhing phim tit nay sé khéng tao ra nhing ky tu
mong mudn trong mot s6 font chi. Ban cting ¢6 thé chén ky tu dac
biét bing cach chon muc Symbols, chon k¥ tu roi nhan nit Insert.

13. TAO MOT NUT RIENG

Trong mét cong viée riéng biét, néu ban phai lap di lap lai
mot thao tac, ban nén tao moét icon cho chitc nang nay. Hay chon
Tools > Customize > Toolbars va trong muc Categories hay chon
cong cu ban muén (vi du nhu Format cho icon Style dé dinh dang
doan vin ban). BAm vao biéu tugng ban mudn va kéo né vao cta
s6 cda tai liéu. Bay gio, né cb thé phuc vu ban nhu cédc icon khéac
trén thanh cong cu. Dé loai bd icon nay di ban chi can bam vao
khung diéu khién (Control box) & gbc trén trai ctia né.
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14. DUNG DUNG LENH "GOTO"

Ban c6 thé danh ddu mot vi tri trong van ban bang chic
ning Bookmark. Hay x4c dinh vi tri con trd roi chon Edit >
Bookmark roi nhdn Enter. Mudn tim t6i vi tri 8 danh dau, thay
vi phai dung lénh Edit > Goto > Bookmark, hay thi nhan Ctrl -
Shift - F5 hay Edit > Bookmark. Ban sé thay khung hoi thoai
Bookmark sé khong ric réi bang khung héi thoai Goto.

15. BAO CHU XUNG QUANH ANH

Pé van ban bao quanh mét &nh, hay chon Insert > Picture.
Chon mét hinh &nh roi bAm OK. Nhan vao bidc anh, thay déi kich
thude cdia né roi kéo né dén vi tri mong mudén. Nhan 1an nia vao
bic anh d@é chic chin 1a d4 chon nd, sau d6 vao menu Insert >
Frame. Néu Word héi ban ¢6 mudén chuyén sang ché do Page
Layout Viet hay khéng thi hdy chon Yes. Thé la van ban sé boc
quanh khung nday. Cubi cung lai kéo bitc anh dén ding vi tri néu
can.

16. THAY DOI THANH CONG CU TOOLBAR

Ban muén thanh cong cu ndm phia duéi man hinh hoac bén
phai khong? Hay nhan vdo mot vi tri khong ¢6 nit nao trén thanh
cong cu, roi kéo ca thanh di. Ban ¢6 thé thay déi hinh dang cda né
néu thich.
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Khi ban doi y, chi viéc nhan dup vao mot vi tri khong c6 nut
trén thanh la n6 tré vé vi tri ban dau.

17. MAY TINH (CALCULATOR) CUA WINDOWS

DPay 1a meo nho khi ding Calculator. Ban ¢6 thé bAm Enter
hodc nhan vao diu bing dé thuc hién phép tinh cudi mot 1an nita.
Vi du ban cong 3 vao 8 (3+8=11). Nhan vao d4u bing lan nia sé
tinh ra 19 (cong 8 mot lan nida). BAm ba 1an sé tinh ra 37. Mot vi
du khac, thém 5422 vao 6539 va sau do chia 3: (5422+6529)/3 =
3983,66. Bam Enter 1an nifa, may tinh sé chia tiép cho 3 va ban
nhan duge 1327,88.
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THU THUAT DOS

1. CHUYEN NHANH PEN THU MUC CUNG CAP

Gia st ban dang & trong thu muc C:\DATA\TOAN va mudn
chuyén sang thu muc C:\DATA\VAN. Thay vi phai dung hai
lénh:

CD..
CD VAN

Ban c6 thé chi dung mot 1énh nhu sau:
CD..\VAN
Dang tong quat:

CD..\tén_thu_muc

tén_thu_muc: 1a tén thu muc cing cip ban mudn chuyén dén
2. BAT MAN HINH DUNG LAI

Ban c6 thé phat hién duge céc truc tric phan cing bang cach
theo doi man hinh trong qua trinh khéi dong. May tinh "tro
chuyén" véi ting bo phan phan cing va x4c nhan 1a né dang hoat
dong tot. Dong thoi ciing dua ra mot thong béo nhé vé tinh trang
cla may 1én man hinh. Tuy nhién, nhing théng bdo nay xuit hién
va bién mat nhanh dén muc ban khong thé doc duge.
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Céach giai quyét: nhdn <Pause> hoic <F8> dé tam ngung
man hinh lai, va doc cac thong tin can thiét. Nhan mot phim bat
ky dé tiép tuc qua trinh khéi dong.

3. DAY DU VE UNDELETE

Lénh UNDELETE chéng lai viéc xo4 file do vo ¥ va cb géng
khoi phuc lai file sau khi ching bi xo4 bang mét chuong trinh dng
dung hoéc bang 1énh DEL.

UNDELETE /? Hién thi danh sach tit ca cac tham s6. Dé
xem trang thai cia UNDELETE va gidi phap dung cho mdi 6 dia,
hay dung UNDELETE /STATUS.

UNDELETE /LIST dua ra mot danh sach céc tap tin c¢6 thé
khoi phuc. Danh sach nay cho biét s6 lugng tap tin ma méi ché do
c6 thé khoi phuc.

Dé dit UNDELETE vao ché @6 SENTRY (ghi cac tap tin bi
x04 bé vao thu muc 4n), hdy g6 lénh UNDELETE /S hoic
UNDELETE /S[d], trong @6 d 1a tén 6 dia tuy chon.

Ché @6 TRACKER (ghi lai tén va thong tin vé mdi lién cung
cla tap tin bi x0d bd) duge thiét 1ap bang lénh UNDELETE /Td,
v6i d 1a tén 6 dia bét bude.

Pé quén 1y cong viéc cia UNDELETE thong qua tap tin goi
la. UNDELETE.INI, hay g6 UNDELETE /LOAD. Lénh
UNDELETE /UNLOAD c6 tac dung rut UNDELETE khoéi bd nhé.

Néu chi g6 UNDELETE khong c6 tham sb gi, ting tap tin c6
thé khoi phuc, duge hién thi va UNDELETE yéu cau ban g6 vao ki
tu dau tién cho tén tap tin can khoi phuc (ki tu dau tién nay da bi
tha6 thé bang dau sigma). Ding UNDELETE /ALL sé& khéi phuc
tat ca cac tap tin c6 thé khoi phuc duge va ban khong can phai tra
16i gi. C6 thé dung thém tén tap tin véi cac ki tu dai dién ("*").
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Luu ¥ ring, kha ning khéi phuc sé gidm di theo mitc do ban
tao cac tap tin mdi hodac mé rong cac tap tin cd (du cho ban co
dung SENTRY di chang ntta vi khi tht muc \SENTRY 1lén dén
mot do nao do, cac tap tin nao do sé bi xoa (do ban dung DEL hoac
do chuong trinh ing dung xoa). Hdy dung UNDELETE ngay khi
tap tin bi x04 nham trudc khi lam bat ¢t mot cong viée nao khéc.

4. XOA NHANH CAC FILE .TMP

Mot s6 chuong trinh chay trén Windows, trong qua trinh
chay tao ra cac file c6 dudi .tmp nam rai rac trén dia. Vi mot 1 do
nao d6 (nhu cip dién dot ngdt chang han) céc file nay khong bi xo4
di khi két thic Windows. Nhiéu 1an nhu vay, é dia cing cda ban
sé bi day. Cac lénh DEL va ERASE khong thé xo4 ngang qua
nhiéu thu muc con cing mot lic. Ban ¢6 thé tao ra mot file batch
nhd, dé xo0a toan b cac file c6 dudi .tmp nay trén toan bo dia cing.

Tao ra mot file gom cac tén cda tat ca cac file .tmp nhu sau:

DIR C:\*.TMP /S/B > KILLTMP.BAT

Lénh nay liét ké thu muc cda tat ca cac file trén 6 C, bat dau
tit thu muc gbc va bao gom tat ca cac thu muc con (tham sb /S).
Danh sach nay duge gii dén file batch c6 tén 1la KILLTMP.BAT.
Tham sb /B bao dam ring cac file duge liét ké véi day du duong
dan va tén cta ching.

Soan thao file KILLTMP.BAT, dua thém dong DEL vao
trude moi tén file. Néu ban dang ding mot trinh soan théo vin
ban thi hdy dung dic tinh tim va thay thé dé thay C bang CDL C.

Bay gis hay chay file KILLTMP.BAT dé xo4 toan b cac file
c6 dudi la .tmp trén dia cing cua ban.

Luu §: Bang cach lam tuong tu, ban cb thé xoa toan bd cac
file c6 dudi: BAK, OLD... trén dia cung.
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5. CAP NHAT NHAN NGAY / GIO

Dé thay d6i nhan ngay/gid cho bat ky file ndo, ban hay ding
lénh sau:

COPY Filename/B +,,/Y

Chi c6 thé st dung 1énh nay cho ting file mot.

6. SCANDISK NHANH HON

Scandisk kiém tra dia cing tét hon nhiéu so véi Chkdsk.
Néu giai doan kiém tra bé mat qua lau (Surface Scan phase) qua
lau, ban c6 thé danh:

SCANDISK/CHECKONLY

DE bo qua budc kiém tra dai dong do.

7. GOI LAI LENH DOS

Dé goi lai bat ky mot lénh DOS trude d6, ding phim tro lén
(up arrow key). BAm phim F7, ban sé c6 danh séch cda tat ca céc
lénh DOS ma ban d4 danh trén may (trong khuén khé cho phép
cia bd nhd). Danh sach nay duge danh s6. Dé st dung bat ci mot
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trong nhiing lénh trén, nhan F9 va danh sb cda 1énh ma ban muén
goi lai. Pé x04 danh sach khéi bo nhé, danh ALT+F7.

Bam phim F3 sé ldp lai 1énh cudi cing ban danh vao. Phim
F2 ¢ (c 1a mot ky tu bat ky trong 1énh cubi cling) sé hién lai 1énh d6
v6i con trd tai vi tri cda ky tu c¢. Thi du, néu ban danh
CD\DATA\VAN va ban mudn chuyén dén muc \DATA\TOAN,
danh F2 V. Lénh cudi cing sé hién lai véi con tré dat tai ky tu V.
Luc d6 danh TOAN, hoic dung phim mii tén phai dé goi lai tiung
ky tu mot.

8. BI MAT CUA DIRCMD

Néu ban khong mudn ngusi khac xem noi dung céc thu muc
cda ban mot cach dé danh, hdy thém hang sau day vao file
AUTOEXEC.BAT:

SET DIRCMD = 0

Sau khi d4t Directory Command bang 0. Tai ddu nhéc lénh,
muon xem noi dung thu muc, ban phai danh 1énh DIR kém theo ca
duong dan.

Vi du: DIR C:\ dé xem thu muc gbc.

9. CHAY TUNG BUGC

Nhin F8 cho phép ban chay ting lénh trong céc file
CONFIG.SYS va AUTOEXEC.BAT. Ban c6 thé quyét dinh thuc
hién hay bd qua dong 1énh hién tai. Néu nghi ngd cé 16i trong
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CONFIG.SYS hoac AUTOEXEC.BAT, su khéi dong may v6i F8 sé
gitip ban phat hién dong 1énh nao gay ra 16i.

10. THUC HIEN LENH MOT CACH CHON LUA

Dé ¢6 su linh hoat trong viéc quyét dinh c6 nén thuc hién 1
dong lénh nao do trong cac tap tin CONFIG.SYS hoac
AUTOEXEC.BAT khi khéi dong may hay khong. Hay dat mot dau
hoéi "?" ngay trude ddu "=" cda lénh. Ching han, néu ban muén
DOS doi héi sy khang dinh truée khi thuc hién lénh DOS=HIGH,

hay viét 1énh nay dudi dang:
DOS="HIGH

Diéu nay cho phép ban quyét dinh c¢6 dat DOS vao HMA hay
khong. Néu lénh trén duge thuc hién, DOS sé ndm trong HMA.
Nguge lai, néu 1énh trén khong duge thuc hién, DOS sé ndm & bo
nhé qui ude.

11. VO HIEU HOA 1 HOAC NHIEU DONG LENH

Ké tdu DOS 6.x, d¢ vo hiéu hoa 1 dong lénh trong
CONFIG.SYS hoic AUTOEXEC.BAT, banh hay dat dau ";" truée
dong lénh d6. Viéc vo hiéu hoa tam thoi 1 dong 1énh sé giup ban
thu cac kha nang khac nhau trén cac file CONFIG.SYS hoéc
AUTOEXEC.BAT.
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12. XOA TAP TIN O THUOC TINH HE THONG, AN,
CHI bOC

Lénh DELTREE la lénh ngoai trd, ding dé xoa thu muc (c6
trong DOS 6.x). Néu trong tay ban khong ¢6 NC, lam thé nao dé
nhanh chong xoa mot tin c6 thudc tinh hé théng, 4n, va chi doc?
Dung lénh ATTRIB dé tét cac thudc tinh nay roi x04 bang DEL?
Duge, nhung méat thi gid. Lénh DELTREE sé giip ban. Gé vao
dong lénh sau:

DELTREE TAILIEU.TXT

Tap tin TAILIEU.TXT sé bi xoa sach (cho du né co bat ky
thudc tinh gi) sau khi ban tra 15i Yes dé chap nhan xoa. Dé khong
phai tra 16i cho viéc xac nhan xoa, hay goi:

DELTREE /Y TAILIEU.TX
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