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Trwdong Cao dang Nghé Céng nghiép Ha Noi

Tuyén b ban quyén

Gido trinh nay sUf dung lam tai li€u gidng day ndi b0 trong triOng Cao
dang nghé Cong nghiép Ha Noi

Trudng Cao dang nghé Cong nghiép Ha N6i khong sU
dung va khdng cho phép bat ky ca nhan hay t6 chlc nao st
dung gido trinh nay v&i muc dich kinh doanh.

Moi trich dan, s& dung gido trinh nay vGi muc dich
khéc hay & ndi khic déu phai dudc su dong ¥ bang vin ban
cUa trudng Cao dang nghé Cong nghiép Ha NOi
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Trwdong Cao dang Nghé Céng nghiép Ha Noi

BAI MO PAU
LAM QUEN VOI MICROSOFT WORD

1. GiGi thiéu vé trinh soan thdo vin ban MS Word

Hé soan thdo Winword 1a phdn mé&m soan thdo vin bdn cao cap chay trong
moi truOng Windows, thubc bd phan mém Microsoft Office 2007 cUa hiang
Microsoft phuc vU cho cdng tdc vin phong. Phién ban 2007 ra sau dUgc nang cdp va
cdi ti€n tU cdc phién bdn ra trudc d6, dac biét vé hé thOng giao di€n thuc don va
céc cdng cU trinh bay cho viin ban. V&i Microsoft Winword 2007, thanh Menu thong
minh hon so vGi cdc phién ban trudc d6 nho vao khd ning thé hién céc 1énh trong
Menu c6 chon 1oc. Hé soan thdo Word da dugc s dung rOng rii va phd bi€n trén
toan th€ giGi nhd giao dién d0 hoa va céc chlic ning rat tién ich nhu:

ChUc ning so4t 10i chinh t3 ti€ng Anh.

ChUc ning tao bang bi€u dep mat va dé si dung.

C6 kha niing giao ti€p v&i cac Ung dung khic trong moi truOng Windows.
ChUec ning tién ich khac ho trg cho soan thdo vin ban dang dac biét.

ChUc niing ho trg cho s& dung mang: thu dién t(, trang Web trén Internet.

2. Kh@i dOng va thoat khoi MS Word

2.1. Kh@i dong

- M@ niit Start/chon Programs/Microsoft office/Microsoft office Word2007.
- Hodc nhan dip vao bi€u tuong MS-Word2007 n€u c6 trén Desktop.

2.2. Thodt khoi MSWord

C6 thé chon cic céch sau:
> Kich chu0t vao niit Close.
» Chon Office Button, chOn Exit Word.
> Nhan t6 hop phim Alt + F4.

Néu c¢6 vin ban dang mG Microsoft Word s& hoi c6 1uu lai hay khong. Lua
chon Yes d€ luu, chon No d€ khong 1uu, va Cancel d€ quay trd vé soan thdo.

Pé cuong Soan thdo vin ban dién tr
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3. Lam quen v@i moi truong lam viéc

3.1. Man hinh giao dién Word 2007:

a) Thanh tiéu dé (Title Bar): La noi hi€n thi tén cUa chuong trinh va tén cla vin
ban.

b) Thanh thuc don (Menu Bar): chfa tap hOp céc 1énh lam vi€éc cla Microsoft
Word. Khi ta kich chu0t 1én tén nhém nhu Home hay Insert, Page Layout...;
mOt danh sich cic 1&nh trong nhém sé& hién ra ngay tai khung hién thi cdc tuy
chon clla Menu va ta chi can kich chon mOt 1€nh can thuc hién.

MOt di€m luu y khi st dung Menu Bar 1a khi ta di chu0t dén moOt vi trf cla
1énh nao d6 ngay 1ap tlc c6 su thay dGi mau sdc va sé c6 mOt Tip hudng dan
hi€n ra gitp ta bi€t dugc nhitng thong tin chung v€ 1€nh dé.

¢) Thanh cong cu:(Customize Quick Access Toolbar) La noi ch(a c4c bi€u tugng
cong cU. Word 2007 c6 rat nhhi€u thanh cong cu th€é hién cho nhi{tng nhém
1énh khac nhau. Trén thanh céng cu, mOi 1énh dugc thé hién dudi dang mot
bi€u tuong riéng.
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d) Office Button:
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Day 1a mOt trong nhiing di€m mdi clla Word 2007. Office Button bao gdm: New,

Office Button
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Open, Save, Save as, Print, Prepare, Send, Publish, close.

d) Thudc (Ruler): Pugc hién thi theo chi€u ngang va chi€u doc cla vin ban.
Thudc c6 thé hién thi hodc khong bang cich vao thuc don View va lua chon
Ruler.

e) Thanh cdng cu Home: chta céc chlc ning dinh dang trinh bay cho vin ban.
f) Phan nhap ndi dung vin ban: Pay 1 noi d€ nhap ndi dung cla vin ban vao.

g) Thanh cu6n ngang doc: Dung d€ hi€n thi nhitng phan vin bdn bi che khudt
trén man hinh.

h) Dong trang thdi (status bar): Ding d€ hién thi mOt sO chi tiét lién quan dén vin
bdn nhu s trang, vi trf con trd, thdi gian, ché dd go v.v...

Kich chudt vao khung nay sé& hi€n thi hOp hdi thoai Go To.
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4. Thanh Ribbon
Office Quick Access L.
button Toolbar Mini Toolbar
J/Dwg = s PCTIPS93_tr10 [Compatibility Mode] - Microsoft Word

Haome Insgrt Page Layout References

Arial FHAZ o

=anld lJ|'”| AaBbCc AaBbCc AaBb( AaBb AaBbC

\ B I U - abe x; % Aa-||22”~ é villl= || {h - E . fiMormal 7 Mo Spaci.. Headingl Heading2  Heading3

Tab Section

=5
B .
Paste

Microsoft Word 2007 c¢6 mOt giao di€n clra sG lam viéc hoan toan md&i. Thay vi
dung céc icon va menu, né ¢6 mOt giao dién mdi goi 1a Ribbon (ddi ruybing) v6i
cdc thé va cic toolbar chinh, toolbar phu. Ta c6 thé truy xudt tat cd cic chlc ning
cla Word thong qua Ribbon nay.

Néu thdy thanh Ribbon niy chi€m qud nhi€u khong gian trén man hinh lam viéc,
ta c6 th€ tiry bi€n né, c6 th€ chi cho né hién thi nhitng 1&nh, chlc ning thudng
ding. V@i thanh Ribbon, ta c6 th€ gidu phan md rOng cla né bang cach nhén tG
hgp phim Ctrl+F1 hay nhdn kép 1én tén thé dang md. Trén thanh Ribbon s& chi
con phan Quick Access Toolbar (thanh cong cU truy xudt nhanh) va cdc thé. Khi
nao can lam viéc 1ai vdi cc chlic ning Word, ta ¢ thé cho xudt hién trd 1ai chi
tiét cac thé, chi can 1ap 1ai thao tic ndy (nhan t6 hgp phim Ctrl+F1 hay kich dip
1én thé).
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Trén thanh Quick Access Toolbar, ta c6 th€ g& bd nhitng 1énh it ding dén, bo
sung thém nh(ing 1énh thuong st dung bang céch kich chult 1&én mii tén & cudi
thanh Quick Access Toolbar. Danh sich Customize Quick Access Toolbar d0
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xubng. Néu mudn b0 sung thém 1€nh nio trén danh sich vao thanh Quick Access
Toolbar, kich chon né. Con n€u mudn b0 bét 1énh nio dang c6 san, xé6a ddu chon
trong box phia trudc né. Ciing trén danh sich nay, c6 thé chon cho thanh Quick
Access Toolbar xudt hién @ bén dudi hay bén trén Ribbon bang cich nhén chon
mucShow Below (Above) the Ribbon.
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BAI 1

MOT SO THAO TAC CO BAN TRONG
HE SOAN THAO MS WORD

1. Thao tac v@i thuc don file

1.1.Tao tai liéu méi (tao 1 file moi)

Ghi chd: MOt tai liéu G day c6 thé goi 1a 1 file (t€p) vin ban.

d€ tao mOt file mdi: 3 céch
- Nhén t6 hgp phim Ctrl + N.

- Chon Office Button, chon New va nhén Create.

- Kich chubt 1én bi€u tuong New trén thanh cong cu.

1.2. M tai liéu di tOn tai trén dia

MG tai liéu di tOn tai trén dia chinh 12 m& 1 file da 1uu tril,

- Nhan t6 hgp phim Ctrl + O.

- Chon Office Button, chon Open.

- Kich chubt 1én bi€u tuong Open trén thanh cong cu.

Sau cédc 1ua chon trén, hOp thoai Open xudt hi€n. Chon thu muc chlfa vin ban
trong phan Look in, chOn tén file vin ban va nhan niit Open.

Open
Look in:

Trusted
] Templates

5 My Recent
Documents

@ Deskkop
apr

Dacuments

0

Computer

© 3 [y Metwork
Places

Tods -

| Z)Documents and Settings
|2 Inetpub

|_ZJProgram Files

| TempEl4

IZ)ved

|Z)WINDOWS

File name:

Files of Eype:  all word Documerts

X

vy @-3 | XoiE-

Cancel
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Néu trong thu muc hi€n hanh c¢é qud nhi€u t€p viin ban, can tim t€p vin ban nio,
nhdp tén vin ban vao hOp FileName, thulc tinh t€p vin ban vao muc Files of
Type, 1ua chon thdi gian tao vin ban trong muc Last Modified d€ x4dc dinh pham
vi tim ki€m. Nhan Find Now.

Bén canh hOp Lookin xudt hién cac bi€u tugng cho phép 1ua chon ché dd hién
thi:

Up One Level: V& mOt cap thu muc.
Views:
- List: hién thi danh sich tén t€p trong thu muc.
- Details: hi€n thi ddy dU cac d{r liéu vé tép.
- Properties: hi€n thi thuOc tinh cUa tép.
- Preview: hién thi n0i dung cUa t&p.
1.3. Ghi tai liéu lén dia

C6 thé 1uu tri file theo 3 cach:

- Nhan phim Ctrl + S.
- Chon Office Button, chOn Save.
- Kich chu0t 1én bi€u tugng Save trén thanh cdng cu.

Sau dé hOp thoai Save As hién ra, chon thu muc ch(a file vin badn can luu
trong mUc Save in. Sau dé nhap tén vin ban can luu tr(f vao phan File Name,
chon nit Save d€ ti€n hanh Iuu trlr.

Save As E]@
Save in: e PROGRAM (C:) v @~ X CuE-
o Trusted JDocuments and Settings;
Templates (S Inetpub
I_:) My Recent |ShProgram Files
Document ts () TempEld
(& Deskrop IChvd
CHWINDOWS
= My
(=] Dacuments
3
Computer
‘3 Iy Metwaork.
Places
File name: hinhve
5&VE 85 BYPE! | ord Document 4

Chui y: Sau khi dat tén cho file, trong qud trinh soan thdo, n€u ta chon mot trong
ba cdch Iuu tr(f trén, chuong trinh s€ ghi 1ai ndi dung soan thdo d€ tranh mat mat
dir 1iéu. Ta ciing c6 thé d€ cho may tu ddng ghi sau mOt thoi gian nhat dinh bang
céach kich nut Office Button/Word Options, chOn muc Save, tich vao 1uUa chOn va

Pé cuong Soan thdo vin ban dién tr
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dat thOi gian cho mdy tu dOng ghi trong phan “Save Autorecover infomation
every’.

2. Cac thao tac co ban

Nguyén tac nhap viin ban
- SU dung phim Enter m&i khi ngat mOt doan vin ban.
- MOt dong vin ban trong mOt doan s& ty dOng tran xudng dong n€u dong
viin ban d6 dai qud phan 1€ quy dinh.

- MOt s6 phim chlc ning thuOng ding khi soan thdo:
Phim Ctrl + Home: v€ dau vin ban.
Phim Ctrl + End: vé cu0i vin bdn.
Phim Home: vé dau 1 dong.
Phim End: vé cudi 1 dong.
Phfm mii tén: di chuy€n con tr@ sang trdi, phdi, 1én trén hodc xulng
dudi.
Phim PageUp: di chuy€n 1én 1 trang man hinh.
Phim PageDown: di chuy€n xu0ng 1 trang man hinh.
Phim Delete: x04 ky tU sau con tro.
Phim BackSpace: x04 ky tu tru@c con tro.

2.1. Tao khéi va thao tdc v6i khéi vin ban.

a. Pinh dang khoi

KhOi vin bdn 1a 1 doan vin ban lién tuc nhu mOt doan tU, mOt cAu hodc nhi€u
cau.

P& dinh dang mOt khOi vin ban (hay con goi la thao tic boi den), ta thuc hi€n
bang cac cach sau:

Pua con trd dén dau khoi, nhan chudt va kéo ré dén vi trf culi khoi.

Pua con trd dén dau khoi, nhan chudt, dua con trd dén cudi khoi,
gi(t phim Shift va nh@n chudt.

Pua con trd dén dau khoOi, gilt phim Shift va sU dung c4c phim miii
tén, Page Up, Page Down, Home , End d€ dinh dang.

Nhan Ctrl + A néu mudn dinh dang toan b0 vin ban.

DE dinh dang cdc khOi vin ban khong lién tuc ta gilt phim Ctrl r0Oi
kich va di chut vao cdc doan vin bdn can chon.

Pé cuong Soan thdo vin ban dién tr
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b. Sao chép khdi dinh dang
Trong vin ban, nhi€u khi m6t doan tUr hay mOt doan vin ban dugc 1ap
1ai, ta s& dung thao tac sao chép d€ thay thé cho viéc nhap lai ndi dung dé.
Dinh dang khGi vin ban can sao chép.

Kich chudt 1én bi€u tuong “Copy” trén thanh céng cu Home hodc
nhan t6 hop phim Ctrl+ C; hodc kich nit phdi chudt va chon Copy.

Pat con trd vao vi tri can sao chép tGi, chon bi€u tugng “Paste” trén
thanh céng cu Home hodc nhan t6 hgp phim Ctrl + V; hodc kich nit
phai chudt, chon Paste d€ dan ndi dung khoi viin ban.

c. Di chuy€n khéi dinh dang
Pinh dang kh6i vin bdn can di chuyén.

Kich chu0t 1én biéu tuong “Cut” trén thanh cong cu Home hodc nhan
t0 hop phim Ctrl + X; hodc kich nit phdi chudt va chon Cut.

Pat con trd vao vi trf can di chuyén téi, chon bi€u tugng “Paste” trén
thanh cong cu Home hodc nhan t6 hop phim Ctrl + V; hodc kich niit
phai chult, chon Paste d€ dan ndi dung khoi vin ban.

d. Xo4 mOt khoi dinh dang

Pinh dang khOi can x6a.

Nhan phim Delete (hodc kich niit phdi chudt chon Cut ).
e. Lam lai thao tic thuc hi€n

Kich chudt 1én bi€u tugng “Undo” d€ trd lai ban dau trudc khi thuc hién
mOt thao tdc nao do6 trong Word.

2.2. Sao chép, di chuyén vin ban

C4ch 1: Thuc hién ngay trong Word:

- Tai hOp hdi thoai Open hodc Save as, kich chon tén file can sao chép
hodc di chuyén

- Kich nit phdi chult chon 1énh “Copy” n€u mubn sao chép file; hodc
chon 1énh “Cut” néu mudn di chuyén file.

- MG thu muc chira file can sao chép hodc di chuyén tdi, kich nit phai
chuOt chon 1énh “Paste”.

Céch 2: Thuc hién sao chép hodc di chuyén vin ban tai My Computer hodc
Windows Explorer.

Pé cuong Soan thdo vin ban dién tr
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MG thu muc ch(a file can sao chép hodc di chuyén

Kich chon tén file can sao chép hodc di chuyén.

Kich niit phdi chudt chon 1énh “Copy” (hodc kich chon cong cu Copy)
n€u muln sao chép file; hodc chon 1€nh “Cut” n€u mubn di chuyéhn file.
MG thu muc ch(ra file can sao chép hodc di chuyén tdi, kich nit phai
chudt chon 1énh “Paste” hodc kich chon cdng cu Paste trén thanh cong cu.

2.3. Xod, d6i tén vin ban

Céch 1: Thuc hién ngay trong Word:

Tai hOp hdi thoai Open hodc Save as, kich chon tén file can sao xod hodc
dGi tén.

Kich nit phdi chudt chon 1€nh “Delete” néu muOn xo4 file;

Chon 1énh “Rename” n€u muOn d6i tén file.

Go tén file m&i

Céch 2: Thuc hién xo4 hodc dGi tén vin ban tai My Computer hodc Windows
Explorer.

Chi y: Khi thuc hién sao chép, di chuyén, xo4 hodc dGi tén file thi file ngudn phai
déng 1ai m@i thuc hién dugc cdc 1é€nh trén.

3. Cac chuc niing ho tro soan thao

3.1. Kiém tra ngif phdp va sodt 16i chinh ta.

Kich chQn thuc don Review

Trong nhém Proofing trén thanh cong cu Review, kich chon bi€u tuong “Spelling
& Grammar” (hodc an phim F7) xudt hién hOp hoi thoai:

Pé cuong Soan thdo vin ban dién tr
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Spelling an([Grammar: i E?IE

Mok in Dickionary:

Inthis exercise you have to dicide whether the = i Lgniore Cnce

|
verbinthese sentences LN [ lqnore Al ]

[ dd ta Dickionary

5uggest||:uns

Change
dmmde
divide
decade
decided
decider

[ Change &l ]

ry
-

[ AutaZarrect l

Dictionary language: |English {u.s0 -

[] check grammar

[ optons..,_| [ el |

- Trong hOp Suggestions: Chon tU can thay thé€ va kich niit Change
- Né&u bd qua khong thay thé kich niit Ignore Once hodc Ignore All.
Tich chon “Check grammar” d€ ki€m tra ng(t phép.
3.2. Dat ché dod go tat
DPat ché d6 go tat Auto Correct
Vio Office Button, m& hOp h0i thoai Word Options, chOn Proofing
Chon AutoCorrect options, Xuat hi€n hdp hoi thoai Auto Correct:
Chon nhan Auto Correct:
- Nhap ky tu tat vao phan Repalce.
- Nhap n0i dung can go tat vao muc With.
- Kich chut vao nit Add va nhan OK.

- MOi khi ta g6 ky tu vlra dat trong phan Replace va g ddu cich, ndi dung
can dung gd tat sé xuat hién.

3.3. Tim kiém va thay thé doan vin ban

a. Tim kiém

ChOn thuc don Home.
Chon Find, xuat hién hOp thoai Find.

Nhap n0i dung tim ki€m vio phan Find What.

Chon pham vi tim ki€m trong phan Search.

Pé cuong Soan thdo vin ban dién tr
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- Kich chudt vao nit Find Next d€ tim, n€u muOn ti€p tuc tim ki€m thi lai
kich chu0t vao nit Find Next.

b. Tim ki€m va thay thé
- Chon thuc don Home.
- Chon Replace, xuat hi€n hdp thoai Replace.
- Nhap n0i dung tim ki€m vio phan Find What.
- Chon pham vi tim ki€m trong phan Search.
- Nhap ndi dung can thay th€ vio phan Replace With.

- Kich chudt vao nit Find Next d€ tim, n€u thay th€ kich chudt vio niit
Replace, n€u thay thé tat cd kich chult vao niit Replace All.

Chu y: Nt Special d€ tim ki€m céc dang ky tu dac biét.
4. Thuc hanh

4.1. Bai 1: Thuc hanh thao tic cO ban véi file MS Word
4.2. Bai 2: Thuc hanh céc thao tdc v&i céc tai li€u trong hé soan thdo
vin ban MS Word
Cau h@i 6n tap
1. Cach md& va luu file vin ban
2. C4ch tao khoi vin ban
3. Céc thao tdc sao chép, di chuyén, xod khoi.
4. C4ch dat ché do gb tat.
5. Céch tim ki€m va thay thé doan vin ban.

Pé cuong Soan thdo vin ban dién tr
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BAI 2
PINH DANG VAN BAN

1. Dinh dang cic nOi dung trén mOt trang vin ban
1.1. Dinh dang ky tw (trinh bay kiéu chir trong vin ban)
a. SU dung hop thoai Font:

Chon doan vin ban can trinh bay font chit

Chon Menu Home

Kich chon vao bi€u tugng 6 vuong nhd bén phdi phia dudi hdp thoai
Font (hodc an Ctrl + D). HOp thoai Font xudt hién v§i c4c 1ua chon nhu
sau:

* Trong nhan Font:
Font: Kich vao tén Font ch{t can chon trong danh sach cdc Font ch.

Font Style: ki€u Font (ddm, nghiéng...)

Pé cuong Soan thdo vin ban dién tr
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Fonk Character Spacing

Fonk: Font skyle: Size:
MnTime Bold Ttalic 14
~ | |Regular 3 ~
AnTimeH Tkalic 10
Mnlniverse BU ; 11
MnlniverseH Eold Italic 12
Mnvogue o hr
Font color: Underline style:
Aukomatic | | (none) L
Effects
] strikethrough [ shadaow [ small caps
] bouble strikethrough [ Sutline [] all caps
] Superscript [] Emboss [ Hidden
] subscript [J Engrave
Prewiew

Dinh dang ky tw (trinh bay kiéu chit trong v

This is a TrueType Font, This font will be used on both printer and screen,

o] [

Size: cO chU.

Underline style: céc ki€u ch(r gach chan.

Color: mau sdc cUa ky tu.

Effect: Cdc ki€u ch{f dac biét

Strikethrough: ky tu' c6 dudng ké ngang.

Double strikethrough: ky tu' c6 duOng ké doi.
Superscript: dinh dang ky tu chi s0 trén.

Subscript: dinh dang ky tu chi s6 dudi.

Shadow: béng chir.

Outline: ch(r dang vién.

Emboss: ch(f dang n0i.

Engrave: chr dang béng in sau.

Hidden: khong hién ky tu dinh dang.

Small Caps: ch(t in hoa nhd (thuOng st dung cho ti€ng Anh).
All Caps: ch(l in hoa to (thuOng st dung cho ti€ng Anh).

* Trong nhan Character Spacing:

- Scale: ty 1é chir.

Pé cuong Soan thdo vin ban dién tr
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- Spacing: khodng cach gilra c4c ky tu.

- Position: vi tri cUa cdc ky tU so vGi dong hién tai.

- Kerning for Font: di€u chinh kich thu@c chr cdp doi (VD: AW, AY,
AV...) d€ khi in ra phit hgp v&i thdm my.

b. S& dung céc bi€u tuong trong nhém 1énh Home hodc ban phim

- Tao khoi cho c4c doan vin ban can trinh bay ki€u ch{f

- Kich chon vao Menu Home: cdc 1énh cla nhém 1€nh Home sé€ hién thi:

- Kich vao tén font chif can chon trong hQp font.

- Kich chon ¢ chif trong hOp Font Size (bén canh hp font)

- Kich vao cdc hinh tugng ki€u cht B I U d€ chon ki€u font chit dam,
ch{ nghiéng, ch(r gach chan.

* Diing ban phim dé trinh bay ki€u chir:

TG hgp phim ChUc ning TG hop phim ChUc ning
Ctrl + B Ch(r dam Ctrl + 1 Ch{r nghiéng
Ctrl + U Ch{t gach chan Ctrl + Shift + = Chi s0O trén
Cul+= 1 ChisGdudi Curl + Shife + F | ChOn Font trén thanh
Formatting
: (hon Font Size trén thanh Ctrl + [ Gidm 1 cG chit
Ctrl + Shift +P Formatting Ctrl + ] Ting 1 ¢ chlr

Pé cuong Soan thdo vin ban dién tr
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1.2. Dinh dang dong va khoang cdch doan

Pinh dang dong va doan vin ban cho phép ta dat cic cich hi€n thi cUa dong hay
doan vin ban nhu khodng céch gilta cic dong, doan, lui dau dong, déng hang cho
doan vin ban...

Tao khGi cho cdc doan viin ban can trinh bay, hodc dat trd text tai dong doé.
a. SU dung hOp hoi thoai Paragraph:
Chon Menu Home

Chon 1énh Paragraph (kich chon vao bi€u tugng 6 vudng nhO bén
phadi phia dudi hOp thoai Paragraph). Xudt hi€n hQp thoai Paragraph:

Indents and Spacing | Line and Page Breaks

General
Aligniment:
Cutling level: | Body Text w
Indentation
Left: lem (5 Special: By:
Right: Ocm & Hargirg | |0.5cm &
[ mirror inderks
Spacing
Before: 3pt 3 Line spacing: Ak
After: 3pt s Single w -

[] pon't add space between paragraphs of the same styvle

Preswview

Imcadoe Bl mi phil cho S

l Tabs... ] [gefault... ] [ [a]4 Il Cancel ]

Chon nhin Indent and Spacing: dat 1& va khodng cich cho dong,
doan.

Indentation: DAt 1€ trai phdi cho doan.
Special: Pat lii dau dong.

Spacing: Pat khodng céch doan:

Pé cuong Soan thdo vin ban dién tr
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- Before: khodng céch gilta doan vin ban dinh dang va doan trudc.
- After: khodng c4ch gilta doan vin ban dinh dang va doan sau.
Line Spacing: khodng cich gilra ciac dong trong doan dinh dang.
- Single: cdc dong trong doan dinh dang cach nhau 1 dong don.
- 1.5 lines: cdc dong trong doan dinh dang cach nhau 1 dong rudi.
- Double: cac dong trong doan dinh dang cdch nhau dong doi.
- At Least: cac dong trong doan dinh dang cdch nhau dong nhd nhat.

- Exactly: c4c dong trong doan dinh dang cich nhau dong theo gid tri cla
ngUdi st dung dat.

- Multiple: cich nhi€u dong.
Alignment: Déng hang cho doan vin ban:
- Left: cdc dong thang hang bén trii (c6 thé chon bang biu tugng Left).

- Right: cdc dong thang hang bén phai (c6 th€ chon bang biéu tugng
Right).

- Centered: cdc dong nam gilta trang (c6 th€ chon bang bi€u tugng Center).

- Justified: cdc dong cin thang hang hai bén (c6 th€ chon bang biéu tudng
Justify).

b. SU dung cac 1€nh trong Menu Home.
Tao khoi cho cdc doan vin bdn can trinh bay 1&.
SU dung cac bi€u tuong cin tréi, cin phai, cin gilra va cin déu 2 bén.

SU dung céc chlc ning cUa bi€u tugng Line spacing, Line spacing
Options.

1.3. Dinh dang trang vin ban
1.3.1. Pat cdc thong s6 cho trang

Chon Menu Page Layout,

Pé cuong Soan thdo vin ban dién tr
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Chon 1énh Page Setup (kich chon vao bi€u tugng 6 vudng nhd bén
phdi phia dudi hOp thoai Page Setup). Xudt hién hOp thoai Page

Maragins Paper Latout
Margins
Top: 2.5 cm £ Bokkom: 2.5 cm e
Left: 3cm £ Right: 2cm e
Gukker: 0 cm = Gubter position: Left w
Crrientation
Partrait Landscape
Pages
Multiple pages: Marrmal v
Presigws
&pply bo:  [Whole document (%
Default. .. [o]'8 ] [ Cancel

Setup:

a. Dat 1é (nhan Margins)

Top: khodng cich tUr ddu vin ban dé€n mép gidy trén.

Bottom: khodng cich tU cudi vin ban dé€n mép gidy dudi.

Left: khodng cdch tU hang dau tién bén trai vin ban dé€n mép gidy bén
trai.

Right: khodng cich tU hang culi cling bén phdi vin ban dén mép gidy
bén phai.

Gutter: dat 1€ khi tai 1iéu st dung can déng thanh quyén hay tdp (khodng
céach trU 1am gdy sach).

Gutter Position: Chon vi tri dat gdy sdch & phia trén hay bén tri.

Trong muc Orientation: xoay huéng gidy khi in ra (ngang, doc).

Muc Pages: LUa chon trang don hay trang d0i xUng.

Apply To: pham vi 4p dung (toan vin ban hay tU vi trf con tr tré di).

Pé cuong Soan thdo vin ban dién tr
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b. Lua chon cO gidy va cai dat ngubn gidy in (nhdn Paper)
- Paper Size: ki€u trang in (kh@ gidy: A3, A4...)
- Width: d0 rOng cUa trang in.
- Height: chiéu cao cUa trang in.
- Apply To: 4p dung tU vi tri con tr0 (This Point Forward) hay toan vin ban
(Whole Document).
c. Thiétl8p 1€ bang cong cu thudc ké
- Pua con trd chudt vio phan gilta mau ghi va mau trang cla thudc d€ con
tr@ xudt hién dang , sau d6 gilt chudt va kéo d€ dat 1€.

- Phan gilta mau ghi va mau trang cUa thudc c6 2 tam gidc d€ di€u chinh
dong. N€u di chuyén tam gidc phia trén bang céch kich chult va kéo thi
tat cd cic dong ddu cla doan vin ban sé thay d0i, con thay dGi tam gidc
phia dudi thi tat cd cdc dong con 1ai cUa vin ban sé thay dGi theo.

1.3.2. Pat tiéu dé dau va cudi trang
Khdi niém:

Tiéu dé dau va cudi trang 1a phan vin ban dugc in trén ddu va cudi mdi trang,
dugc 1ap di 1ap 1ai giOng nhau trén cic trang, thuOng diing d€ dat tén cho tap tai
li€u, tén tic gid, sO trang...

Cdch dat tiéu dé:
- Chon thuc don Insert, chon muc Header hodc Footer, xudt hién hOp
Header hoac Footer.
- Nhap chif vao phan Header d€ dat ticu dé dau trang.
- Chon bi€u tuong Footer d€ dat tieu dé cubi trang.

2. Chia cOt bao, tao chit hoa 16n dau doan.
2.1. Chia ¢t vin ban
a) Tao cOt bdo:

MOt viin ban c6 th€ chia thanh cic dang cOt béo.

P& thuc hién chlc ning nay, kich chult vao thuc don Page Layout,
chon biéu tugng Columns mOt danh sich d6 xudng cho phép ta chon
mOt ki€u chia cOt thich hgp d€ dp dung cho viin ban cUa minh.

Pé cuong Soan thdo vin ban dién tr
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PEé thém mot s® tinh chinh cho viéc chia cOt, ta chon More
Columns... HOp thoai Columns xudt hién cho phép ta chQn céc thong

rPresets
one Two Three Left Right

Mumber of columns:
~Width and spacing

o

[T Line between

¥ Equal column width

Col #:  wWidth: Spacing:

| 1: |16 cm ﬂ I ﬂ
R = | =
] = | =

Apply o I'u'u'hole document

[

o]

[T Start mews column

Cancel

sO chia cOt:

- Trong muc Presets: chOn céc kiéu dang chia cOt.

- Trong mUc Number of Column: s6 cOt chia.

- Width and Spacing: d0 rOng va khodng cach gilra cic cOt.

- Equal Column Width: cin bang céc cOt.

- Line Between: ¢ hay khong duOng ké gilra cdc cOt.

- Apply To: pham vi dp dung.

b) Ngat cOt clng:

Dat trd text tai vi trf cdn ngat cOt cling.
Vao thuc don Pagelayout, kich nit Breaks chon Column.

(Hodc nhan t0 hgp phim Ctrl + Shift + Enter).

Chii y: trong mOt trang vin ban, sO 1ugng cOt

tao ra thuong la trong mOt giGi han nhat dinh (t6i da
khodng 16 cOt cho trang doc va 22 cOt cho trang

nam ngang - v6i di€u kién 1€ 0).

2.2. Tao chit hoa 16n dau doan

Chon ch(r cdi dau dong (chlr cai

thudng viét hoa)

Drop Cap E3
Position
MHone Dropped In Margin
Options
Font:
MnTime =l
Lines to drop: |3 E‘

Distance from text:

Pé cuong Soan thdo vin ban dién tr
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Chon thuc don Insert, chOn Drop Cap.

Pé dat lai cic thong sO cho Drop Cap, chon Drop Cap options, Xuat
hién hOp thoai Drop Cap:

Chon Dropped (d€ chit trum 1én 3 dong cUa doan vin bdn) hodc In
Margin trong muUc Position.

Chon ki€u ch{f trong phan Font.
Chon sO dong chit hoa trim 1én trong muc Lines to Drop.

Pat khodng céich tU ch(t hoa dén phan ndi dung vin ban trong muc
Distance from Text.

Nhan OK.

Ciing c6 thé thay d6i mau sdc, ki€u dang cUa ch{t bang thuc don Format,
Font.

3. Thiét 1ap Tab cho vin ban

3.1. Khdi niém diém dimg Tab

a. Khai niém di€m dimg Tab

DPi€m dimg Tab 12 noi trd text dUng 1ai sau mOi 1an ta &n phim Tab trén ban
phim.

Ta dung Tab khi g6 viin ban dang cOt (khong phdi cOt bdo). Cac cOt viin ban
d6 c6 th€ dugc déng thang hang tréi, phdi hodc gilra tiiy vao ki€u Tab dugc
chon. Sau khi dat Tab, moi khi nhan phim Tab con tré sé& dUng 1ai & vi tri
dat Tab dau tién.

b. Cac loai Tab

Tab tréi : cdc doan viin ban sé cin thang hang bén trdi.
Tab phadi: cdc doan vin ban s€ cin thang hang bén phai.
Tab gi(ta: cidc doan vin ban sé cin gilra.

Tab thap phan: ddu cham cUa sO thap phan s& dugc déng tai ding vi trf
dat Tab.

3.2. Cdch dat Tab

Cach 1: Chon Menu Home

Chon 1énh Paragraph (kich chon vao bi€u tugng 6 vuong nhd bén
phdi phia dudi hOp thoai Paragraph). Xuat hi€n hOp thoai Paragraph:

Pé cuong Soan thdo vin ban dién tr
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Chon muc Tabs, xudt hién hOp thoai Tab:

Tah stop position: Default tab stops:
El [1.27 cm =
Lcm J Tab stops to be cleared:
Alignment
f Left " Cenker " Right
™ Decimal ™ Bar
Leader
{1 Mone 2 ™ 3-—
L S
Set | Clear | Clear all |
Ok | Zancel |

Trong hOp Tab Stop Position: nhdp vi tri can dat Tab.

Trong phan Alignment: kich chon ki€u Tab: Left: Tab trdi; Right: Tab
phadi; Center: Tab gi(ra; Decimal: Tab thap phan.

Trong muc Leader: kich chon ki€u vach Tab néu cé.
Kich nut Set

Lap lai bbn budc trén d€ dat cac di€m Tab khic.

Cich 2: Pat Tab bang chult: kich chon ki€u Tab trén géc trdi thudc ké ngang, sau dé
kich chu®t 1én vj tri can dat Tab trén thude.

* Xo4a Tab:

DPat trd Text tai vi trf can x6a Tab.

Nhan chu0t vao hinh tugng Tab can xo4 trén thudc va kéo vao trong phan
nQi dung vin ban.

Trong hQp thoai Tab chon tab can xo4 trong muc Tab Stop Position, chon
Clear.

Chon Clear All d€ xo4 hét Tab.

3.3. Diéu chinh Tab

a) biéu chinh vj tri dat Tab:

Tao khOi cho cdc doan vin ban can di€u chinh Tab.

Kich chu0t vao hinh tugng Tab trén thudc, kéo hinh tugng Tab t&i vi
tri mdi trén thude.

Pé cuong Soan thdo vin ban dién tr
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Hoac Chon Menu Home
Chon 1énh Paragraph (kich chon vio bi€u tugng 6 vudng nhd bén phdi
phia dudi hOp thoai Paragraph). Xuat hién hOp thoai Paragraph:
Chon muc Tabs, xuat hién hOp thoai Tab:

- Trong muc Tab Stop Position, kich chQn vi trf dat Tab.
- Kich nut Clear.
- G6 vi trf mGi, sau d6 kich chon ki€u Tab, kich nut Set

Lap lai ba budc trén d€ dat cac di€m Tab khdc.
Chon OK.
b) Di€u chinh ki€u Tab:
Tao khoi cho cic doan vin bdn can di€u chinh Tab
Trong hOp hoi thoai Tab:
Trong muc Tab Stop Position, kich chOn vi tri dat Tab.

Trong phan Alignment kich chon ki€u Tab mdi.

Kich nut Set.

Lam tuong tu vd&i céc ki€u Tab khic.
4. Tao va quan Iy cac Style
4.1. Tao cdc Style

4.1.1. Khdi niém styles
Style 1a ki€u trinh bay clUa m6t doan vin ban cung ch(r ¢6 cic théng s6 nhat
dinh.

Style c6 céc thong sO trinh bay dudc dinh nghia mét cich riéng bi€t nhd thuc
don Format. MOi Style trinh bay Paragraph bao gbm cdc thong s cO ban nhu
Font, Paragraph, Border... NhU' vy mét vin ban trong Winword bao gOm nhi€u
doan va nhi€u ki€u Style trinh bay khac nhau. Style c6 tén goi riéng va duoc
1uu tr(t cing v&i vin ban.

4.1.2. Tao kiéu trinh bay vin ban
a. Cach tao Style:

X4c dinh xem ta c@n bao nhiéu Style, dat tén cho tUng Style va chOn céc thong
sO thich hgp cho tUng style.

Vao thuc don Home

Pé cuong Soan thdo vin ban dién tr
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Trong muc Styles, kich chon miii t&n bén phdi muc Styles. Xuat hién
hép hoi thoai style:

- Kich chon niit New Style d€ tao Style m&i, xudt hién hOp hdi thoai New
style:

- Trong phan Name: nhap tén style.

- Kich vio nit Format d€ dat cic thong sO cho ki€u style d6 (font,
paragraph, Bullet...)

Create New Style from Formatting @E|

Froperties
Tame: Skylez
Skyle bype: Paragraph
Style based on: T3 bodytext

Skyle For Following paragraph: | 7 Stylez

Formatking

MnTime w13 | B I O Aukomatic w

= =

-
It

¥
+

Lap lai bdn budc trén & tao cic Style khic.

Indent: Left: 1.5 cm, Stvle: Quick Style, Based on: bodytext

Add ta Quick Style list ] Automatically update
(%) Only in this document () New documents based on this template

O l [ Cancel

- Nhén OK,
Lap lai bOn budc trén d€ tao cac Style khac.
Kich niit Close d€ déng.
b. Ap dung Style
Dinh dang hodc dat trd text vio doan vin ban can dp dung style.
Céch 1:
- Chon thuc don Home/Chon Styles xudt hi€n hOp hdi thoai Style:
- Kich chon tén Styles can 4p dung,

Céch 2: Trén thanh cong cu Home, xudt hién danh sich cdc Styles, kich chon
tén styles can dp dung.

Pé cuong Soan thdo vin ban dién tr
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4.2. Pinh dang cho cdc Style

4.2.1. Pi€u chinh céc thong s6 cla style

Vao thuc don Home

Trong muc Styles, kich chon miii tén bén phdi muc Styles. Xuat hién
hép hoi thoai style:

DE sUra dGi ki€u trinh bay ta kich chon tén Style can di€u chinh,

Chon Modify style trong hOp miii tén, hodc kich nit phdi chudt chon
1€nh Modify xudt hién hOp hoi thoai Modify Style:

Properties
[ame: Heading 3
Style bype: Paragraph ¥
Style based on: T Mormal L
Style For following paragraph: | 17 Mormal w
Farmatking
MnTime w14 » | B| S| O Autamatic v

= = = + * i= =
= = = A H = O

Chon Modify style trong hép mili tén, hode kich nit phdi chugt chon lénh
Modify xudt hién he p hot thogi Modify Style:

Font: 14 pt, Bold, Italic, English {10.5.7, Indent: Left: 0.5 cm, First line: O cm, Line spacing: Exactly
16 pt, Space Befare: 6 pt, After: & pt, Keep with next, Level 3, Styles Quick Style, Based on;
Mormal, Following style: Mormal

Add to Quick Style list [ Automatically update
(#) Ol in this document () Mew documents based an this template

I QK l [ Cancel ]
- Kich nit Format d€ dat 1ai c4c thong s& mGi cho Style
- Chon OK.

- Néu kich vao 1ua chon Automaticaly update, thi tat cd nhitng doan vin
ban dang dugc 4p dung Style nay sé& tU dOng nhan céc thong s6 mdi cla
Style vUra thay d6i.

4.2.2. Xoa Style

Vao thuc don Home

Trong muc Styles, kich chon miii tén bén phdi muc Styles. Xuat hién
hép hoi thoai style:
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Trong hOp Styles kich chon tén Style can x6a, hodc tré chult vio tén
style can xo4 va kich chon Delete trong h&p miii tén bén phai.

Hoadc kich niit Delete.

Chii y: Sau khi x6a Style thi tat cd céc doan vin ban dang dugc gan Style nay sé tur
dOng trd 1ai Style ngam dinh ban dau (Normal).

4.3. Tao muc luc twr déng

P& tao muc luc tu dOng cho vin ban thi toan b cac tiéu dé (dé muc) cla
file vin ban phdi dudgc trinh bay bang cdc Style ngam dinh c6 san trong mdy tinh 1a
céc style:

Heading 1

Heading?2
Heading3

Cdch tao muc luc:

Pat trd text tai trang can chén muc luc
Vao thuc don Reference/ chon Table of Contents.

Chon Insert Table of Contents. Xudt hién hOp hdi thoai Table of
Contents:

Table of Cantents

Prink Preview Web Preview
~ ~
Y] e 1 ROING 1
HEADING 2 ooeveeeiieeimeemeemeemee e 3 Heapinz 2
HEGHING Fuevevveereserssciesianns 5 Heeding 3
« “
Show page numbers Use byperlinks instead of page numbers
Right align page numbers
Tab leader: |....... w
General
Farmats: v

rs
w

Show lewvels; |3

I Ok l [ Cancel
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Kich chOn nhan: Table of Contents:

- Trong muc General, kich chOn Formats d€ chon ki€u muc luc can trinh bay.

- Muc Show Levels: chon cdc mUc cla muc luc (muc Iuc chi tiét hodc muc
luc tOng quit néu cdc mUc nhd hon).

- Trong muc Tab Leader: Kich chOn vach dan Tab dén sO trang trong muc luc.
Chii y: D€ tao thém cic thong sO khdc cho muc 1uc kich nit Option.

5. Thuc hanh

5.1. Bai 1: Dinh dang cdc n0i dung trén trang viin ban
5.2. Bai 2: Thuc hanh chia cOt, tao ch{t hoa 16n dau doan
5.3. Bai 3: Thi€t 1ap Tab d€ trinh bay cho viin ban.

5.4. Bai 4: Thuc hanh céc thao tc tao va quan 1y Style

6. Kiém tra

Cau hai 6n tap
1. C4ch dinh dang ky tu
2. C4ch dinh dang dong va khodng céch cdc doan
3. Cach chia cOt bdo
4. C4ch dat Tab va di€u chinh Tab

5. Céch tao Style, di€u chinh c4c thdng s cUa Style; 4p dung Style dé
trinh bay cho doan vin ban.

6. Tao muc luc tu ddng cho vin ban.
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BAI 3
CHEN CAC POI TUONG TRONG MS WORD

1. Chén cac dOi tuong vao vin ban
1.1. Chén ky tur déic biét

Trong qud trinh nhdp n0i dung cUa 1 vin ban, nhi€u khi xudt hi€n nhling ky hiéu ma
trén ban phim khong c6. Vi vay can chen ky tu ddc biét d6 bang mOt thuc don riéng cla
Word.

Céc budc ti€n hanh:
Pat con trd vao vi trf can chen.
Vio thuc don Insert, chon Symbol, kich chon ky tu can chen.
Chon More Symbols: hdp thoai Symbol xudt hién:
- Chon ki€u ky hi€u trong phan Font.

- Kich chu0t 1én 1 trong cdc bi€u tugng can chén, nhan niit Insert d€ chen,
nhén niit Close d€ déng hdp thoai.

PGi vbi cic ky hi€u thudng xuyén ding dén ta chon niit Shortcut Key va nhap
vao mOt t& hgp phim néng. MOi khi can chén ky hiéu, ta chi vi€c nhan tG hgp phim
do.

1.2. Pdnh s0 trang cho vin ban

ChoOn thuc don Insert, chOn Page Number.

Chon vi trf d4nh s0 trang: dau trang (Top of Page), cu®i trang (Bottom of Page).
Format Page number: kich chu0t 1én diy d€ m@ hdp thoai Page Number Format:
- Number Format: ki€u danh s0 trang.

- Include Chapter Number: st dung phan danh s6 trang phu. VD: 1-1, 1- 2
V.V...

- Start At: bat ddu danh sO trang tU s& bao nhiéu.
1.3. Tao Bullet hodc ddnh s6 tu d6éng (Numbering) cho doan vin ban

Bullet 13 ky tu ddc biét dugc gan & dau doan vin ban

Ciéc dong dugc ddnh ddu va danh sO tu dOng 1a nhing dong dugc cich nhau bdi
dau Enter.
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1.3.1. Tao Bullet

Dinh dang doan vin ban.

Chon thuc don Home/Chon cong cuU Bullets i=

Kich chon ki€u Bullet can tao.

DE tao cic ki€u Bullet khic hodc d€ dat cic thong sO riéng cho cic ki€u
Bullets bang céch kich ntit Bullets va chon Define New Bullet.

1.3.2. Panh sO thit tu tu ddng
- Dinh dang doan viin ban.

- Chon thuc dOn Home/ChOn cbng cu = va kich chon ki€u danh sO th(r tu
tu dOng.

- Chd y: Kich nit “Multilevel list”: D€ chon céc ki€u ddnh sO th( tu khéc
nhau va va dat cc thong sO riéng cho cic kiu sO th(r tu.

Panh sO th(r tu ty dOng sU dung dugc ca trong bang.

1.3.3. Huy Bullets va Numbering

Tao khGi cho cdc doan vin bdn can hly Bullet hodc Numbering.

a— 1—

Kich t6i cdc nita= $=
1.4. Chén cong thic todn hoc vao vin ban (Microsoft Equation)

- Chon thuc don Insert /Object, xudt hién hOp héi thoai Object: Chon
Microsoft Equation 3.0. Xudt hién thanh Equation:

- Trén thanh Equation kich chon ki€u cong thlc trudc, sau d6 g ndi dung.
- Kich chu0t ra ngoai cong thltc d€ quay v€ vin ban soan thao.

2. Tao cac ngat trang, ngat doan

2.1. Ngat trang

Dat tro text tai vi trf can ngdt trang, an Ctrl + Enter
Hodc chon thuc don Insert/ chon Page Break.

2.2. Ngat doan

Pat tro Text tai vi tri cAn ngdt doan va an Enter.
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3. Cac hiéu Ung dac biét

3.1. Tao cdc hi€u Ung cho Font chir

3.2. Tao mau chit, mau duong ké

3.3. Chén 10i chii thich

DPat con trd vao cudi tU can chen chi thich. Chon thuc don References
- Chon Footnotes.
- Xuat hién hOp h0i thoai Footnote: Muc Location: vi tri dat chd thich:
cuOi trang hodc culi viin ban.

4. Thuc hanh
4.1. Bai 1: Thuc hanh cheén cdc dOi tUOng vao vin ban
4.2. Bai 2: Thuc hanh tao cic ngat trang, ngat doan va cac hiéu Ung dac biét
5. Kiém tra
Cau hoi on tap
1. C4ch d4nh s0 trang tu' dOng cho vin ban

2. Tao Bullet hodc ddnh s6 th( tu tu ddng cho doan viin ban
3. Chen ky tu dac biét, chén chi thich cho viin ban
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BAI 4

THAO TAC TREN BANG

1. Tao cau tric va dinh dang bang

1.1. Tao c@u triic bang

1.1.1. Tao bang:

Pé tao mOt badng mdi, ta ti€n hanh cic budc sau:

DPat con trd vao vi tri can chén bang.

Céch 1: Chon thuc don Insert, chon Table, Kich va di chudt d€ chon so hang,
s cOt clla bdng can chen.

Cach 2: Chon thuc don Insert, chQOn Table, chOn Insert Table

xuat hién hOp thoai Insert Table:

Number of Column: s& c6t clla bang
(t6i da 1a 63 cOt).

Number of Row: s6 hang cUa bang
(t6i da 1 32767 hang).

Fixed column width: d0 rOng cUa cOt.

Autofit to contents: PO rOng cla cOt
tu ddng diéu chinh theo ndi dung vin
ban trong céc 0.

Autofit to windows: Cac cOt c6 do
rOng bang nhau va chi€u rOng cla
toan bO bang bi€u s& bang chiéu
rOng cUa trang in da dugc trir 1€.

Insert Table

2=

Table size

Mumnber of columns:

Murmber of rows;

5

AutaFit behawior

% Fixed column width:
™ AutoFit ko contents
™ AukoFit to window

-

J

Auko

[ Remember dimensions For new tables

Ik

Cancel

Ghi chii: - Trong Word2007 b0 xung thém rat nhi€u cic ki€u mau bang cé
san, ta chi viéc kich chon m6t mau c6 san. PE thay d6i cic ki€u mau nay ta kich
ntit phadi chudt va chon Modify Table style. Hodc tao cho minh mOt ki€u bang d€ c6
th€ dung cho nhi€u cong viéc 1an sau: Chon New Table Style.

C6 th€ diing cong cu Draw Table dé vé bang theo yéu cau.

Kich chut vao bi€u tugng nay d€ vé bang, hodc vao Insert/Table/Draw
Table. Sau d6 sé& xudt hién thanh céng cuU Design va Layout. ChUic ning cUa céc biéu
tuong (gidi thi€u tUr trai sang phadi):

1/ Draw Table: dung d€ ké bang.
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2/ Eraser: diing d€ x6a bang, duOng vién bang.

3/ Line Style: ki€u dudng vién.

4/ Line Weight: d0 day duOng vién.

5/ Border Color: mau duGng vién.

6/ Outside Border: k& dudng vién.

7/ Shading Color: mau cUa 6 trong bang.

8/ Insert Table: tuOng tU chUc ning nay trong thuc don Table.

1.1.2. Cach nhd@p vin ban trong bang

Kich chult vao 6 can nhap dit liéu hodc dat trd text trong bang va nhdp chr
nhU viin ban binh thuOng. MOi 6 trong bang dU'dc coi 1a mOt doan viin ban.

DE di chuyén tro text gilta cdc 6 cla bang ta an phim Tab hodc cic phim mii

tén

2

Né€u an phim Enter thi vin bdn sé€ tu dOng xudng dong va lam ting chi€u cao
cUa hang chira 6 do.

C4c phim thuOng dung khi nhap vin ban trong bang:

Phim mdii tén: Dung d€ di chuyén gilta céc 9, cdc ky tu trong bang.
Phim Tab: Chuy€n con tr@ d€n 6 k€ tiép.

Phim Shift + Tab: Pua con tré dén 6 trudc dé.

Phim Alt + Home: Con trd v€ 6 dau tién cUla hang hién tai.

Phim Alt + End: Con tr® v€ 6 cudi cling cUa hang hién tai.

Phim Alt + Page Up: Con tr® v€ 6 dau tién cUa cOt hién tai.

Phim Alt + Page Down: Con trd v€ 6 cui cUa cOt hién tai.

1.2. Pinh dang duong vién bang

1.2.1. Ké duong vién trong bang:

Khi muOn thay d6i dudng vién cla bang

vao thuc don Design/kich niat Border/Border and Shading

C6 thé€ sUr dung cong cU Border trén thanh cong cu:

Chon Border and Shading: xuat hi€n hOp hoi thoai Border and Shading:

- Chon duOng ké trong phan Style.

- Kich chult vao hOp Border d€ tao cic dudng ké: trén, dudi, trai, phai,
vién xung quanh.
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Borders and Shading m

Borders | Page Border | Shading |

Setting: Style: Preview

- Click on diagram below ar use
buttons to apply borders

Hone

o= ||
Al T i
% Color
I Automatic ;I
EZ‘/apt _|v| Apply ta:
g:“ custem ITabIe j
Options... |
Shaow Toolbar | Horizontal Line... | Ok | Cancel |

- Chon mau duOng ké trong hdp Color.

Chii y: Ngoai ra c6 thé st dung thanh Tables and Borders d€ thay d6i nét ké
khung cho bang.

1.2.2. Hi€u Ung tao béng mo
- Chon §, c6t hodc hang can tao béng mo.
- Trong hOp hQi thoai Border and Shading, chon nhan Shading.
- Trong hdp Style chon s6 % d€ tao béng mO.

1.3. Dinh dang cho hang, cOt, 6

1.3.1. Cach Pinh dang 6, hang trong bang:
C6 th€ st dung chudt hodc phim Shift va cic phim miii tén d€ dinh
dang 6, hang trong bang tUWOng tU nhu dinh dang trong vin ban.

DE& chon mdt 6 dua con chudt dén bén trii cla 6 va bam chult (trd
chudt nam trong 6 do).

P& chon mét hang dua con chult 1én dau cUa hang d€ con chult
xudt hi€n hinh miii tén va bam chuot.

P& chon moOt cOt, ta dua con chut 1én mép trén cung cla cOt d6, khi
xudt hién mii tén thi bAm chuOt.

D& chon toan bang ta chon muc Select Table trong thuc don Table.

Chii y: Vi m0i 6 trong bang 13 mOt doan vin ban nén céc thao tic dinh dang trinh bay cho
d{r liéu tuong tu nhu dinh dang cho mOt doan viin ban.
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1.3.2. Stra d6i trong bang
a) Thay dOi dd rdng cot:

Pua con trd chudt vao phan dudng ké nam gilra hai c6t cho dén khi
xudt hién mii tén hai dau thi bam chult, gilt va kéo d€ thay dbi d
rOng.

P& thay dGi dd rOng cOt mOt cach chinh xdc, chon cOt can thay doi

d0 rOng. Kich nit phdi chult /chon thuc don Table Properties, xuat
hién hOp hoi thoai Table Properties, chon nhan Column:

- Nhap d0 rOng cOt vao
phan Preferred width Tabl | Row  comn | cen |

- Chon Next Column d€ dp & ==

Columns 2-3:

dung ChO CQt tiep thGO, ¥ Preferred width |4.35 cr’rEA IMeasure in:lCentimetervl
hoac Previous Column de

ép dung ChO Cét truévc dé 44 Previous Column | Mext Calurmnn H» |
(néu o).

- Nhén OK.
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2, n 2 N
b) Thay doi dO cao cua hang:
Table Properties EHE liablelRroperties EHE
Tshle By | Calumn | cell | | Rani | Colurmn | cell I
Size Size
Rows 1-2: ™ Preferred width: ID cm 5‘ Measure in: ICentimeter vl
¥ Specify height: |1-2 cm 5‘ Row height is: IAt least VI Alignment
Options EH EH EH Indent from left:
IV allow row to break across pages = = = ID cm EA
™ Repeat as header row at the top of each page
Left Center Right
2 Previous Row Mext Row ¥ S
[one Around Positioning... |
Borders and Shading... | Options. .. |
ik I ancal CK I Cancel |
Hinh 1 Hinh2 g can thay
~.
dO1 do cao.

Hinh

Kich nit phdi chuOt chon thuc don Table Properties: xudt hién hOp
hoi thoai Table Properties, chon nhian Row(hinh 1).

Trong muUc Row Height is, chon At Least hodc Exactly va thay d6i gia
tri d6 cao cUa hang trong muc Specify height. Nhdn OK.

Chii y: D& déng hang cho bang ta chon bang, kich nit phdi chudt chon thuc don
Table Properties, xuat hi€n hOp hdi thoai Table Properties, chon nhin Table (hinh 2).

Trong muc Alignment: chQn vi tri déng hang cho bang

Trong muc Text Wrapping: chon vi trf clla bang xen 1an véi vin ban.

¢. Cheén thém 6, hang, cOt:

Chen 6:

Chon 6 mudn chén thém cic 6 k€ ti€p sau dé.

Kich nit phai chudt 1én viing chon, chon Insert/Insert Cells. ..

Chon Shift cells right hodc Shift cells down.
Chen hang:
Chon hang can chen.

Chon thuc don Layout, chOn Insert tren thanh cong cU.

Chon Rows Above hoac Rows Below.
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Chen cOt:
- Chon cOt can cheén vao trudc hodc sau né.

- Chon thuc don Layout, chOn Insert trén thanh cong cu.
d. Tron, tach 6 trong bang:

TrOn c4c 6 trong bang:

- Chon céc 6 can trOn.

- ChoOn thuc don Layout, chon Merge Cell.
Téch céc 6 trong bang:

- ChoOn cdc 6 can tach.

- Chon thuc don Layout, chon Split Cells, nhdp sO cOt can tach vio muc
Number of Columns va sO hiang vao Number of Rows

Nhén OK.

e. Xo4 cac 9, cOt, hang trong bang:
Chon 6 hodc cOt hodc hang can xo4.

Trong thuc don Layout, chon Delete. N€éu chon Cells d€ xod 6, chOn
Columns d€ xo04 cOt, chon Rows d€ xo4 hang

Chii y: Néu muOn xo4 cd bang thi dat con trd vio trong bang chon
Delete/Table.

g. Nhap s thu tu tu ddng
Chon cOt can nhap s0 tu dOng.
Kich chon thuc don Home/chOn Bullet hodc Numbering
Chon ki€u dénh s th( tu tu dOng va nhan OK.
h. Sap xép hang, cdt bang nhau
SUr dung chic nay d€ tao ra cic cOt va hang c6 kich thude bang nhau.

Bang cOt: boi den céc cOt, chon thuc don Layout/ chon Distribute
Columns

Bang hang: bdi den céc hang, chon Layout/chon Distribute Rows.
i. Tach bang

Pat con tro tai vi trf dong can tach.
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Chon thuc don Layout/chon Split Table (hodc nhan Ctrl + Shift +
Enter).

k. Chuy&n bang thanh vin ban va nguoc lai

SU dung chlc ning nay d€ chuyén nbi [SEFEURETERIRISEE. 7 E

dung cla mdt bang bi€u sang dang vin ban | gonzrate text with
thong thudOng (khdng c6 ké bang) va ngugc lai.

" Paragraph marks

Aercerotnnre,

* Chuy@n bang thanh vin ban ol

Chon cic hang trong bang can chuyén sang
dang viin b2 Coters |
ang van ban.

Chon thuc don Layout/chOon Data/chOn

V Corvert nested tables
Convert To Text.

Xuat hién hOp thoai Convert Table to OK Cancel
Text. GOm cdc muc chon:

Paragraph Marks: chuy@n han thanh vin ban. NOi dung trong mbi 6 sé
12 mOt doan vin ban.

Tabs: ndi dung gilra cic cOt cich nhau bang ddu Tab.

Commas: ndi dung gi(ra cic cOt cich nhau bang dau phdy.

Other: n6i dung gilra cic cOt cach nhau bang ky tu thay thé khic.

Nhén OK. _
Convert Text to Table @@

Table size
MOt vin ban dugc xdc dinh bang ddu phay, | mumberof columns: |5
dau Tab hodc céc ky tU cing dong duQc cich
nhau bang mét ky tu nao dé thi khi chuyén
sang bang s€ chia thanh cdc cOt khic nhau
hodc cdc dong khac nhau.
Dinh dang doan vin ban can
chuyén thanh bang:

* Chuy@n viin ban thanh bang

4k

AukoFit behawvior
(%) Fixed column width:  |Auto

4k

) AutoFit ko contents
) BukaFit ko window

Separakte bexk ak

Chon khOi vdn ban can chuyén | ) paragraphs O Commas
sang d.ang bal’lg. () Tabs ) Other:
Chon thuc don Insert/Table.

[ Ok l [ Cancel

MOt danh sich s€ hién thi, ta chon
Convert Text To Table. Xuat hi€n hOp hoi thoai:

- Number of columns: x4c dinh sO cOt can chia
- Number of Rows: xéc dinh sO hang can chia.

- Fixed column width: x4dc dinh chi€u rOng cho cic cOt.

Pé cuong Soan thdo vin ban dién tr
39




Trwdong Cao dang Nghé Céng nghiép Ha Noi

- Paragraphs: chia 6 theo dau ngat doan.

- Tabs: chia 6 theo dau Tab.

- Commas: chia 6 theo ddu phay (,).

- Other: chia 6 theo ky hiéu khéc do ta nhap vao.

- Kich nit OK d€ thuc hién viéc chuyén sang bang.

2. Tinh toan va sap x€p dit li€u trén bang

2.1. S@p x€p dirliéu trén bang
SU dung chlc ning nay d€ sap x€p theo trinh ty ndi dung vin ban, ki€u s0,
ki€u ngay thang ndm khi lam viéc vGi ch€ d0 bang bi€u.
Chon toan b bang can sap x&p.
Chon thuc don Layout, chon Data/Sort. Xuat hién hOp thoai Sort:
- Sort By: Chon cOt can sap x€p.
- Then By: céc cOt khac con 1ai can sdp x€p theo cOt trong phan Sort By.
- Type: ki€u d{t liéu sap x€p: Text: ky tu, Number: sO, Date: ngay.
- Ascending: sap x€p ting dan.
- Descending: sdp x€p gidm dan.
Nhén OK.

2.2. Tinh todn dir liéu trén bang
Tinh t&ng tu déng trong bang

Khi trong bang da nhdp dady du sO liéu, ta c6 thé tinh tEng cla céc s6 li€u d6
theo tUng hang hodc tUng cOt.
- Pat con trd vao 6 culi ciing cUa hang hodc cOt can tinh tOng.
- Chon thuc don Layout, chOn Data/ chon Formula.
- Nhén OK.

3. Thuc hanh

3.1. Bai 1: Thuc hanh tao bang va dinh dang cho bang
3.2. Bai 2: Thuc hanh tinh todn va sap x€p df liéu trén bang
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4. Ki€m tra
Cau hoi on tap
1. Céc thao tic trong bang, chinh sUra cau tric bang

2. Trinh bay cho d{t liéu cla bdng, ké duGng vién cho bang
3. Céch tinh toan va sap x€p d{f liéu trén bang.
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BAI 5
CAC POI TUONG PO HOA TRONG MS WORD

1. V@ hinh don gidn va tao chir nghé thuat trong Word
1.1. Vé hinh trong Word

1.1.1. Ché dd d6 hoa

Pay 12 mOt chlc ning tuong d6i manh va dé st dung trong Word. SU dung d6
hoa s€ tao thém dugc nhitng khd niing mdi trong soan thdo viin ban, vi€c vé€ cic so
d0, hinh vé... trd nén dé dang. Khi st dung ché dd d6 hoa, can dua trang tai liéu
v€ ché d0 trinh bay trang trudc khi in (Print Layout).

D& md ché d0 db hoa, ta chon biéu tugng Drawing trén thanh cong cuU, hodc
cheén 1 file dnh. C6 th€ s dung cong cuU Shape d€ vé céc hinh cd ban.
1.1.2. Vé hinh trong Word

SU dung cic cong cuU do hoa trong Word d€ vé hinh.

Khi chon 1 d6i tugng d0 hoa bat ky, s& xudt hién thuc don Format cho cic
doi tugng d6 hoa. Thanh cong cu d6 hoa xudt hién vdi cdc cong cU sau:

Nhan chudt vao diy d€ mé cic Ung dung:
- Group: nhém cdc hinh vé& thanh 1 nhém.
- Ungroup: bd tao nhém.
- Regroup: s€ tao Iai nhém nhu ban dau néu st dung Ungroup.
- Order: chon muc nay s€ xudt hién nhing 1ua chon:

- Bring to Front: hinh dugc chQn s& ndm 1én trén ciing cla 16p (g6m nhi€u
hinh chOng 1&n nhau).

- Sent To Back: hinh dugc chon s& nam xubng dudi ciing cla 16p (g6m
nhiéu hinh chOng 1én nhau).

- Bring Forward: hinh dugc chon sé nam 1én trén 16p vé 1 16p.

- Sent Backward: hinh dugc chon s& nam xuOng dudi 16p vé 1 16p.
- Bring in Front To Text: nam lén trén ky tu.

- Sent behind Text: nam xubng dudi ky tu.

- Grid: sU dung di€m 1udi.

- Rotate or Flip: xoay, 1at hinh v&.
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- Align or Distribute: déng hang cho hinh vé.
- Text wrapping: thay d0i cdc ch€ dd cUa vin ban xung quanh hinh vé.
- Change AutoShape: thay d6i cdc ki€u hinh vé c6 san.
2/ Cong cu dinh dang (bang chudt) d6i vGi hinh vé.
3/ Dung d€ quay hinh (tr&r Textbox).
4/ Auto Shapes: gOm cic muc chon:
Lines: cic ki€u duGng vé.
Basic Shape: hinh cO ban.
Block Arrow: ki€u miii tén.
Flowchart: dang hinh cat.
Star and Banner: ki€u sao va dai bing.
Callout: c4c ki€u chi thich.
5/ Cong cu vé dudng thang.
6/ Cong cu vé miii tén.
7/ Cong cu vé hinh ch{r nhat, hinh vudng.
8/ Cong cu vé& hinh elip, tron.
9/ Cong cu vé hOp viin ban (Textbox).
10/ Cong cu tao ch{r nghé thuat (WordArt).
11/ Cdng cu t6 mau.
12/ Cong cu to vién.
13/ Cong cu t6 mau chir.
14/ D6 dam nhat cUa dudng vién.
15/ Ki€u dudng thang.
16/ Ki€u miii tén: chi 4p dung cho v& dudng thang.
17/ Cong cu tao bong cho hinh.
18/ Cong cu tao hinh khoi 3D.

1.2. Tao chirnghé thudt
1.2.1. Hiéu Ung dac biét WordArt

WordArt 13 cdng cU dung d€ chen cic ki€u ch(t nghé thuat.
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Chon thuc don Insert, trén thanh cong cU Insert, trong muc Text chOn
WordArt.

Khi d6 xuat hién hOp hdi thoai Word Art Gallery:

Kich chon viao ki€u hiéu Ung (ki€u cht nghé thudt), nhan OK, xudt hién
hOp hoi thoai Edit Word Art text:

Nhap nbi dung can trinh bay vio phan “Your Text Here” (Luu y khong
nhap trudc 1én phan nhap ndi dung viin ban).

Chon ki€u ch{r trong muc Font, chOn ¢@ trong muc Size.

Dat kiu chf bang céc bi€u tugng: B: chitin ddm. I: chif in nghiéng.

Khi d6 ki€u ch{f nghé thudt s& dugc chen vao dOng thdi xudt hién thanh cong
cU WordArt trén man hinh.

1.2.2. Trinh bay ki€u chit nghé thudt:

Kich chon vao ch(r nghé thuat, xuadt hién thuc don Format. Trén thanh cong

cU Format:
= Hame I Page Layout References Mailings Review  View Farmat
i &l
2 AV L YW 1 Shape Fill - ' . I e j ] =~ am 2
M) . I H J e |2 -
< > Hanlirt mﬂwl wordar, WordAt Worgarl +| [ shape utine - o%0, GHDd | = % H
Edit Spacing _ r _ Shadow 3D Pasitian —7m *
Tt v =7 ' 7| {& Change Shape * | Effects » I, Effects * L - pTet Wrapping - Sh | " C M
Text WardArt Styles Shadow Effects 3-D Effects Arrange Size

Nhém cong cU Text: Dung d€ chinh stta n0i dung clla Wordart; dat
khodng céch gilta cac ky tu, xoay hudng Text.

Nhém cong cu Wordart styles: Trinh bay ki€u chir, mau sdc, cic ki€u
hinh dang cho Wordart; C4c ki€u nhém hiéu Ung.

Nhém cong cU Shadow Effects: Tao béng, cic ki€u béng choWordart.
Nhém cong cu 3D: Tao céc hiéu Ung 3D.

Nhém cong cU Arrange: Trinh bay vi trf clla Wordart xen 1an v&i vin
ban; Déng hang choWordart; xoay huéng Wordart.

Size: Dat kich ¢& cho Wordart.

2. Chén tranh, @nh vao viin ban

2.1. Chén tranh @nh tich hop san trong Word
- Chon vj trf can chen.
- Chon Insert/ ClipArt. Khi d6 s& xuat hi€n hdp hodi thoai:

- Chon anh trong céc nhin, kich niit Insert d€ chén dnh vao vin ban.
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- C6 thé thay d6i kich thudc clia anh bang cach kich chon dnh, khi d6
xung quanh dnh s& xudt hién 8 nit. Pua trd chult vao mdt trong cdc nit
nhO xung quanh anh, kich va di chudt d€ thay dGi kich thudc.

2.2. Chén tranh @nh t&r mét file trong 6 dia

Chon vj trf can chen.

Chon Insert/ Picture. Khi d6 s& xudt hi€n hOp hdi thoai Insert Picture:

Chon 6 dia va thu muc ch(ra file dnh can chén

Kich chon tén file dnh can chen, kich nit Insert.

3. Trinh bay cho cac doi tuong do hoa

Kich chon d6i tugng d6 hoa can trinh bay,

Chon thuc don Format hodc kich niit phdi chult chon 1énh Format... Khi d6 sé
xudt hién hOp hoi thoai Format gOm céc nhén:

- Colors and Lines: T6 mau nén va mau dUOng vién cho Object

Size: Kich c¢@ cla Object

Layout (Wrapping): Trinh bay vi tri cla Object d0 hoa xen 1an véi vin
ban.

Picture: dinh dang cho dnh

Text box: dinh dang cho Text box.

4. Thuc hanh

4.1. Bai 1: Thuc hanh vé& hinh va tao ch{t nghé thuat
4.2. Bai 2: Thuc hanh chén tranh dnh vao vin ban

5. Ki€m tra

Cau hoi on tap
1. SU dung céc cong cU trén thanh Drawing d€ vé& hinh trong Word
2. Tao ch{t nghé thuat

3. Cheén tranh, dnh vao vin ban

4. Trinh bay cho céc d6i tugng d6 hoa
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BAI 6
TRON TAI LIEU TRONG MS WORD

1. Chudn bi dit li€u nguon va tii li€u mau dé trdén vin ban
Kh4i ni€m tron vin ban
TrOn vin ban 1a chlc ning ki€n tao tu dOng vin ban tU cic vin ban da c6 san.
TrOn vin ban thuOng dugc ding trong cic truOng hop khi mubn gUi thu, cong vin,
gidy moOi, phi€u bdo... cho nhi€u d6i tugng khic nhau vGi cing m6t ndi dung.
Céc vin ban c6 san bao gbm:
1. Main Document: vin ban chinh (thu tU, cdng vin....)
2. Data File: 1a file d{t li€u ngubn, bao gbm céc sO liéu s& dugc trOn v&i vin ban
chinh d€ tao ra cic vin ban theo ¥ mubn. Cac sO li€u nay dugc chia thanh
nhiéu loai dugc goi 1a trudng (Field).

Khi khdi tao trOn, céc sO liéu tU Data File s& dugc trOn v3i Main Document dé
tao ra c4c vin ban trOn.

1.1. Tao dit liéu ngubn (Data file)
Céch 1: Ta c6 th€ tao d{F liéu nguln trong 1 bang, hang dau tién cla bang chlra
c4c tiéu d€ chinh 13 tén truOng (dung d€ trdn d{t liéu).
Chi y: Data File c6 th€ dugc soan thdo truc ti€p tU trang soan thdo cUa
Winword hodc c6 thé dugc tao ti Data Form cUa Winword.

SO li€u cla Data File dugc ghi trong bdng. SO cOt cla bang 1a sO
truOng tuong Ung cUa sO li€u. Trong bang, hang dau tién ghi tén cdc truOng
tuong Ung. Céc hang tU th( hai trd di 1a cédc sO 1i€u cu thé sé dugc trOn trong
vin ban. Nhu vy ta ¢6 thé tao mbt Data File bang phuong tién soan thdo
thong thuGng.

Céch 2: Vao thuc don Mailings.

Trong muc Start Mail Merge, chOn cong cu Start Mail Merge/Step by step Mail
Merge Wizard. Xudt hién hOp hoi thoai Mail Merge: D€ tao Data File mdi:

- Trong hOp hoi thoai Mail Merge Step 3 of 6 dudi Select recipients: kich
chon Type a New list:

- Kich tiép niit Create: Xudt hi€n hOp hbi thoai New Address List: Go va
nhap thong tin cUa file d{ li€u nguon.

- Kich vao niit Customize: d€ thém mOt truOng mdi.
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- Kich nit Save d€ ghi lai tén file.
1.2. Tao dirliéu m&u dé€ trén vin ban

Soan thdo vin ban chinh theo mau dé€ trdn vdi file dr liéu nguon.

PE c6 thé ti€n hanh trOn vin bdn, vin ban chinh phdi dugc hoan thanh va
chén cdc ma trOn tai cdc vi tri tUOng Ung.

2. Cac budc tron vin ban

2.1. Chon loai vin ban

Vao thuc don Mailings.

Trong muUc Start Mail Merge, chOn cong cU Start Mail Merge/Step by
step Mail Merge Wizard. Xuat hién hOp hoi thoai Mail Merge:

a) Tao van ban chinh (Create Main Document):

Trong hOp Mail Merge
Chon loai vin bdn muln tao: Mail Merge - x
- Letters: tao vin ban theo dang thu tur. | Select document bype
- Email Message mﬁrf:’l’ 'if.,;'.:'c document are you
- Envelopes: tao phong bi thu + Lettees
E-mal messagas
- Labels: tao theo nhan buu di€n. Envelopes
- Di t Labals
irectory. Ciractory

Kich chon niit Next Xudt hi€n hOp hOi  Letters
thoai step 2 of 6. Trong muUc Select Starting | Send letters to 2 greus of peaple.

. You can personalee the: lettes
document ChQn- thial each person receives,

- Use the current documents: néu mu®n dung vin
ban hién thdi lam Main Document.

- Start from a template: d€ bat dau vGi moOt
Template (st dung mOt mau ¢6 san).

- Start from existing document: Bat d@u v&i bat | ci et 1o coriiinse.
ky tai liéu nao hién tai. Step 1 of 6

- Kich chon Start From exitting Document: % Mlasi Starting cosumerk

- Trong hOp Start from exitsting: chOn tai liéu

ma ta muOn sU dung va kich nit Open.

Néu khong thdy tai li€u dé hay kich vao More Files va kich niit Open.
Kich nut Next.
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Ghi vao dia bang File/Save
b) Khéi tao File dit li€u ngudn (Data File)
Tao Data File m@i:

Trong hOp hOi thoai Mail Merge Step 3 of 6 dudi Select recipients:
kich chOn Type a New list:

Kich ti€p niit Create: Xuat hién hOp hdi thoai New Address List: G
va nhdp thong tin cUa file d{t li€u nguon.

Kich vao nit Customize: d€ thém mOt truGng mdi.
Kich nit Save d€ ghi lai tén file.
M@ Data File di ¢6 san trén dia:

Trong hOp hdi thoai Mail Merge Step 3 of 6 dudi Use an exitting list:
kich chon Browse d€ md file d(f li€u ngudn:

Trong hOp Select Data Source chon file d{t li€u ngudn can mé& va
kich nut Open.

Sau d6 s& xudt hi€n hOp hdi thoai Mail Merge Recipients ch(fa danh
sach file d{t liéu nguOn.

¢) Stra Data Source:

D€ s(ra Data Source trong hOp Mail Merge Recipients kich nit Edit d€
sUra file d(r 1i€u ngudn

Hoadc trong hOp hoi thoai Mail Merge Step 3 of 6 dudi Use an exitting
list: chon Edit Recipient list d€ sUra file d{ li€u ngudn.

Chii y: Data File c¢6 th€ dugc soan thdo truc ti€p tU trang soan thdo cla
Winword hodc ¢6 thé dugc tao tir Data Form clla Winword.

SO li€u cUa Data File dugc ghi trong bang. SO cOt cla bang 1a sO truGng
tuong Ung cla sO li€u. Trong bang, hang dau tién ghi tén cdc trudng tudng Ung.
Céc hang tU th( hai trd di 1a cic sO liéu cu thé€ sé dugc trOn trong vin ban. Nhu
vay ta c6 thé tao moOt Data File bang phuong tién soan thdo théng thudng.

2.2. Hoan thanh véiin b@n chinh va trOn vin ban

DPE c6 th€ ti€n hanh trOn vin bdn, vin ban chinh phdi dugc hoan thanh va
cheén cdc ma trOn tai céc vi trf twOng Ung.
Cheén ma trOn:

- Kich nit Next, xuat hién hOp h0i thoai step 4 of 6:
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- DPat tro text & vi tri can chen trudng.
- DuGi Write your Letter: chon More Items

- Hoadc kich vao nit Insert Merge Field trén Mail Merge Toolbar va chOn
truOng dinh chen.

- Xudt hién hOp hoi thoai Insert Merge Field: Kich chon tén truGng can
chen va kich nut Insert.

Ghi vao dia béng c4ch thuc hién File/Save.

Kich nit Next d&€ hoan thanh viéc trOn vin ban.
2.3. Xem viin ban da duroc trén

SU dung niit <<ABC>> View Merge Data trén Mail Merge Toolbar d€ xem vin ban
trOn trudc khi in. Word s€ hién thi vin ban trOn tuong Ung vGi ban ghi dau tién
cUa Data File. D€ xem thong tin v€ cdc ban ghi khdc, kich vio mOt trong cic nit miii
tén trén Mail Merge Toolbar hodc g6 sO vao hOp Goto Record.

Cau hai 6n tap
1. Tao file d{t li€u nguOn d€ trdn vin ban
2. Tao file viin ban chinh theo mau
3. Céc budc trOn vin ban, chén ma trOn

4. Xem vin ban da dugc trOn.
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BAI7

IN TAI LIEU TRONG MS WORD

1. BAo mat

1.1. Cach 1:

Bdo mat bang cich khéng m& dugc file vin ban
Kich niit Office Button / Save as. Xuat hién hOp h0i thoai Save as:

Kich chon Tool/General Options:
Trong muUc Password to open: g& mat khau d€ md file
Nhap lai mat khdu 1an th(r 2

1.2. Cach 2:

Khong slta dugc dugc ndi dung file vin ban
- Kich nit Office Button / Save as. Xudt hi€n hdp hoi thoai Save as:
- Kich chon Tool/General Options:

- Trong muc Password to Modify: g6 mat khdu d€ khong cho phép sUa
chira n0i dung cUa file vin ban.

- Nhap lai mat khdu 1an th( 2
2. Dinh dang trang in

2.1. Thiét 14p Page Setups

Chon Menu Page Layout, Chon 1&nh Page Setup (kich chon vio bi€u tugng
6 vudng nh® bén phdi phia dudi hOp thoai Page Setup). Xuat hién hOp thoai
Page Setup:

a. Dat 1é (nhan Margin)
- Top: khodng cé4ch tUr dau viin ban dé€n mép gidy trén.
- Bottom: khodng cach tU cui viin ban d€n mép gidy dudi.
- Left: khodng cédch tUr hang dau tién bén trdi vin ban dén mép gidy bén
trai.
- Right: khodng cich tU hang cu®i cling bén phdi vin badn dén mép gidy
bén phai.
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Gutter: dat 1€ khi tai liéu s& dung can déng thanh quyé€n hay tap (khodng

Margins Papet Layouk
Margins
Top: 2.5cm S Botkom: 2.5 cm s
Left: 3cm ES Right: Zom ES
Gutter: Ocm E Gutter position: Left L
Crientation
Portrait Landscape
Pages
Multiple pages: Marmal w
Preview
Apply to: | Whale docurment A
Default, .. QK l [ Cancel ]

céach trUr 1am gdy sach).

Gutter Position: Chon vi tri dat gdy sach & phia trén hay bén tréi.
Trong muc Orientation: xoay hu@ng gidy khi in ra (ngang, doc).

Muc Pages: Lua chon trang don hay trang d0i xUng.

Apply To: pham vi 4p dung (toan vin ban hay tU vi trf con tro trd di).

b. Lua chon cO gidy va cai dat ngubn gidy in (nhéan Paper)

Paper Size: ki€u trang in (kh@ gidy: A3, A4...)
Width: d0 rOng cUa trang in.
Height: chi€u cao cUa trang in.

Apply To: dp dung tU vi tri con trd (This Point Forward) hay toan vin ban
(Whole Document).

c. Thiét18p 1€ bang cong cu thudc ké

Pua con trd chudt vao phan gilra mau ghi va mau trang cla thudc d€ con
tr@ xudt hién dang , sau d6 gilt chudt va kéo d€ dat 1€.

Phan gilta mau ghi va mau trang cla thudc c6 2 tam gidc d€ di€u chinh
dong. N€u di chuyén tam gidc phia trén bang cich kich chult va kéo thi
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tat cd cic dong dau cla doan vin ban s€ thay ddi, con thay dbi tam gidc
phia dudi thi tat cd cac dong con 1ai cUa vin ban sé thay dbi theo.

2.2. Thiét l8p tiéu dé trén, tiéu dé dudi cho trang van ban
Khai niém:

Tiéu dé dau va cubi trang 1a phan vin ban duoc in trén ddu va cudi moi
trang, du'oc 1ap di 13p lai giOng nhau trén cic trang, thudng ding d€ dat tén cho tap
tai li€u, tén tc gid, sO trang...

Céch dat tiéu dé:
- Chon thuc don Insert, chon muc Header hodc Footer, xudt hi€n hOp

Header hoac Footer.

- Nhap ch{r vao phan Header d€ dat tiéu dé€ dau trang.
- Chon bi€u tuong Footer d€ dat tiéu dé culi trang.

3. In tai liéu
3.1. Xem tai liéu truOc khi in
Kich chu0t 1én bi€u tugng Print Preview hodc chon Office Button,

chon Print Preview. Man hinh Preview xudt hién:

- Magnifier: chon bi€u tuong nay d€ chuyén dGi gilta ch€ dd xem va ché
d0 chinh s(a viin ban trong man hinh Preview.

- One Page: xem 1 trang.

- Multiple Page: xem nhi€u trang.

- Print: chon bi€u tuong nay d€ in tai liéu.
- Chon Close d€ déng ché d0 Preview.

3.2. In tai liéu

Mu0n in mOt tai li€u vGi cdc muc mdc nhién cla Word, chon bi€u tugng Print
trén thanh cong cu.

DE xic 1ap céc thong sO chi ti€t, chon Print trong Office Button (hodc nhan t0
hgp phim Ctrl + P). HOp thoai Print xudt hién:

Print What:
- Document: in toan b0 tai liéu.

- Summary Info: in théng tin tém tat.
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- Annotations: in chu thich.
Copies: sO ban can in cla 1 trang in.
Page Range: chi dinh trang in:

- All: in toan b0 tai liéu.

- Current Page: in trang hién thdi c6 con tr0.

Print m
rinter
Mame: IfL‘sHF‘ Lazerlet 6L PCL ;I Properties |
Status: Idle
Type: HP Laserlet 6L PCL
Where: LPT1: I Print to file
Comment:
~Page range —Copies
& Al Mumber of copies: =
" Current page " Selection
" Pages: 11 11 ¥ Callate
= =
Enter page numbers and/or page ranges
separated by commas. For example,
~Z00rm
Print what: IDDcument j Pages per sheet: |1 page vl
Print: I.&II pages in range j Scale to paper sige: IND Scaling vl

Cptions. .. | O I Cancel |

- Selection: in c4c phan dugc dinh dang.

- Page: in sO trang chi dinh (VD: in tU trang 2 dé€n trang 5, ta gd: 2-5; in

trang 6, 8, 10 ta go: 6, 8, 10).
Nhan OK d€ ti€n hanh in sau khi da xdc 1ap céc thong sO.

Cau hoi on tap

1. Pinh dang trang in (Page Setup): thiét 1ap 1€ , ¢ gidy va hudng gidy khi

in.
2. Thiét 1ap tiéu dé trén, tiéu dé dudi cho trang vin ban
3. Cai dat mdy in, chOn mady in.
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