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GIOI THIEU BO UNG DUNG VAN PHONG

SU DUNG MICROSOFTWORD SOAN THAO VAN BAN
KY THUAT GO BAN PHIM

CHIA SE VA CAI BAT THONG SO TRONG MSWORD
DINH DANG VAN BAN

TRON THU

IN AN VAN BAN.

GIOT THIEU PHAN MEM XU LY BANG TINH

SU DUNG MS EXCEL DE TAO BANG TINH

PO THI VA IN AN BANG TINH

GIOT THIEU UNG DUNG TRINH CHIEU

SU DUNG MS POWERPOINT BE TRINH CHIEU
GIOT THIEU CAC UNG DUNG VAN PHONG KHAC
TIM KIEM THONG TIN TREN INTERNET

SU DUNG E-MAIL TREN OUTLOOK EXPRESS

HOI THOAI INTERNET
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TRUONG CAO DANG NGHE QUY DINH HOC TAP

Tat chudng dién thoai Lang nghe
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Hoi lai nhung gi va chlga sé kinh trong 16p hoc
chua hieu nghiém
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splace  Bai 2: SU DUNG MICROSOFTWORD
TRUGNG CAD BANG NGHE SOAN THAO VAN BAN

Microsoft Office Word la phan mém soan thao van ban thong dung dang chiém so
lugng ngudi dung da so trén toan cau vi tinh dé sif dung va chuyén nghiép .

+ Gidi thiéu vé soan thao van ban
+ Gidi thiéu chucng trinh MS Word |
4+ Lam quen vdi ing dung MS Word R

‘*‘ Céu héi 6n té N e al Microsoft*
P le:-ﬂ'g.Ofﬁce Word 2007

© 2006 Microsoft Corporation. Al rights reserved,
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splace MUC TIEU BAI HOC

TRUDNG GAD DANG NGHE

+ Lam quen v&i moi trudng va cac chuic nang soan thao cd ban cua
Microsoft Office 2010

4+ Nam ro cac thanh phan cc ban cta ing dung Word
4+ Thuc hién cac thao tac don gian trong Word
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‘—' LEARNING BY DOING

TRUNG GAD DANG NGHE SOAN THAO VAN BAN

Microsoft Office Word la phan mém soan thao van ban thong dung dang chi€ém so
lugng ngudi dung da so trén toan cau vi tinh dé sif dung va chuyén nghié

%+ MO0oi truong lam viéc cua MS Word 207

@..' H9- -0 ,I - Documentl - Microsoft Word - & X
G
Home Insert Page Layo! References ilings Revie Wi
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LEAHNING BY DOING

TRUGNG CAD BANG NGHE

SOAN THAO VAN BAN

Bai 2: SU DUNG MICROSOFTWORD

Microsoft Office Word la phan mém soan thao van ban thong dung dang chiém so
luvgng ngudi dung da so trén toan cau vi tinh dé sif dung va chuyén nghiép .

+ Cac thanh
Tab Home:

phan trong Word 2007

D H o Document? - Microsoft Word -
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e P
$ Cut . . . - = | [ % &4 Find ~
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=3 Copy - =
Paste = d -[|387 - A - i i i 3 i _ Change
- f Format Painter ‘B £ U abe 2, X° Aav| 2] T Mormal | TMo Spaci.. Headingl Heading2 Title Subtitle * Shyiess || g Select
Clipboard (] Font (] Paragraph (] Styles (] Editing
,-/t-!g;. = o |- Document? - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer
2 ) S|E PRl @ 3 B 335 HE4 L T O
DD — (53 Date & Time
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference | Header Footer Page Text  Quick WordArt Crop E . Equation|Symbol
Page~ Page Break - Art - - ~  MNumber= | Box~ Parts* @~ Cap - g Object ~ - -
Pages Tables Illustrations Links Header & Footer Text Symbols
{ D H & ] - Document? - Microsoft Word - =2
Home Insert Page Layout References Mailings Review View Creveloper
fum— 1=l . 1
- = - 3 1 = +
Aa n Colors |:| P\ W=, Breaks j j ] Indent Spacing g3l [ [ = = y
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Themes Margins Orientation Size Columns a- i Watermark Page  Page | e= . Position Bring to Send to Text Align Group Rotate
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LEARNING BY DOING

TRUGNG CAD BANG NGHE SOAN THAO VAN BAN

Microsoft Office Word la phan mém soan thao van ban thong dung dang chiém so
luvgng ngudi dung da so trén toan cau vi tinh dé sif dung va chuyén nghiép .

+ Cac thao tac trén WORD
Luu van ban:

Recent Documents

@H:‘ B
J

Tao herinboot

Send L4 THOO2 - Tin hoc van phong 20MEW

e N

Bai tap chia mang con

2  Publish ¥ baitaplP
L,/ Publis aitap

FIT - Kich ban man MCE

New

1 BAITAP =

o i hai [=

2 Open 2 Ket noi hai may laptop

o 3 contentsreview =

I I 4 KehoachITCub [=1
Save

5 Phulucl - Quy dinh to chuc GD MH - KT [=

—] Save [Ctrl+5) JONGONTAPCNDPT =

M Save As

7 unicast [=1

8 THOO2 -Tin hoc van phong 2.0mos [=

Ennt i’ 9 Ergonomic Mousing kj thuat =

BAI THUC HANH =

- Prepare  » cainhieuoffice =

=

[=

[=

=

[=

[=

r Close THOO4 - Mang can banv2 0

| 1] Word Options | | X Exit Word
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LEARNING BY DOING

TRUGNG CAD BANG NGHE SOAN THAO VAN BAN

Microsoft Office Word la phan mém soan thao van ban thong dung dang chiém so
luvgng ngudi dung da so trén toan cau vi tinh dé sif dung va chuyén nghiép .
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splace Bai 2: SU DUNG MICROSOFTWORD
TRUGNG CAD BANG NGHE SOAN THAO VAN BAN

Microsoft Office Word la phan mém soan thao van ban thong dung dang chiém so
luvgng ngudi dung da so trén toan cau vi tinh dé sif dung va chuyén nghiép .

+ Cac thao tac trén WORD
Sao chép van ban

Onthe Insert tab, the galleies include tems that are designed to coordinate with the overalllook of P - =
nthe Insert tab, the galleries inclu e\elems Ia are designed to coor |naemf| e overalllook 0 (i I.H i) L]
yourdocument. You can use these galleries to insert tables, headers, footers, lists, cover pages, and |
other document buildingblocks. When you create pictures, charts, or diagrams, they also coordinate ' Home Inzert
with your current document ook, U cut

=

- =3 Copy
Onthe Inserttab, the galleries include items that are designed to coordinate with the overall look of Faste Jr Format Painter
your document. You can use these galleries to inserttables, headers, footers, lists, cover pages, and
Clipboard F

other document building blocks. When you create pictures, charts, or diagrams, they also coordinate
with your current documentlook.
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LEARNING BY DOING

TRUGNG CAD BANG NGHE SOAN THAO VAN BAN

Microsoft Office Word la phan mém soan thao van ban thong dung dang chiém so
luvgng ngudi dung da so trén toan cau vi tinh dé sif dung va chuyén nghiép .

+ Cac thao tac trén WORD
Chon khoi van ban:

.'/E-E:; H -3 = Document? - Microsoft Word
i
Home Insert Page Layout References Mailings Review View Developer
A ot Calibri {Body) M SN R = 2R P - .
_j B3 Copy A= i= " - == SEEY [ W paBbCeDe | AaBbCeDe AaBbCi AaBbCc Adlj AaBbCec.

Paste - 2 -| (207 - ||| =
- -J Format Painter (B 1 U -abex X A |- A E

= El|$§_v||@»- Zid || TNormal |7MoSpaci. Headingl Heading 2 Title Subtitle  _

Clipboard Ta Font {Fi Paragraph F} Styles

|'Z'I'1'|'§'|'1'I'Z'I'E'I'4'I'E'I'S'I'_-_"I'E\'I'E'I'l:l'l'11'I'12'I'13'I'14'I'15'I'15'
. ! ! ! ! ! ! ! ! ! ! !

Onthe Inserttab, the galleries include items that are designed to coordinate with the overall look of
yourdocument. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document buildingblocks. When you create pictures, charts, or diagrams, they also coordinate

with your current document look.
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LEARNING BY DOING

TRUGNG GAD BANG NGHE SOAN THAO VAN BAN

Cach chon ki tu, tir, dong, cach thay déi hinh thdc hién thi.

A v én ban mdi dugc tao. Nhap ding van ban nhu thé nao: Phim
bay la tu

Enter co tac dung tao ra mot doan van ban mdi. Sau moi dau cham,

phay déu phai co mot khoang cach (phim Space bar), trudc moi dau

cham, phay khong co mot khoang cach nao.
AL 1N LY, lang van ban mdi dugc tao. Nhap ding van ban nhu' thé nao: Phim
Péy Ia ky tu ' P10 05 :

Enter o tac dung tao ra mot doan van ban mdi. Sau moi dau cham,

phay déu phai co mot khoang cach (phim Space bar), trudc moi dau

cham, phay khong ¢6 mot khoang cach nao.
AN AN rang van ban mdi dudc tao. Nhap dung van ban nhu thé nao: Phim
bay la dong ang vah be el A J van be ¢

Enter co tac dung tao ra mot doan van ban mdi. Sau moi dau cham,

phay déu phai cé mot khoang céch (phim Space bar), trudc moi dau

cham, phay khong co mot khoang cach nao.
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