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Bai 1: GIOI THIEU BO UNG DUNG VAN PHONG
Bai 2: SU DUNG MICROSOFTWORD SOAN THAO VAN BAN
Bai 3: KY THUAT GO BAN PHIM
Bai 4: CHIA SE VA CAI DAT THONG SO TRONG MSWORD
Bai 5: DINH DANG VAN BAN
Bai 6: TRON THU
Bai 7: IN AN VAN BAN.
Bai 8: GIOT THIEU PHAN MEM XU’ LY BANG TINH
Bai 9: SU DUNG MS EXCEL DE TAO BANG TINH
Bai 10: DO THI VA IN AN BANG TINH
Bai 11: GIOT THIEU UNG DUNG TRINH CHIEU
Bai 12: SU DUNG MS POWERPOINT DE TRINH CHIEU
Bai 13: GIOT THIEU CAC UNG DUNG VAN PHONG KHAC
Bai 14: TIM KIEM THONG TIN TREN INTERNET
Bai 15: SU DUNG E-MAIL TREN OUTLOOK EXPRESS
Bai 16: 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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e Ns g N bong gop y kién Khong hat thuoc
Hoi lai nhung gi va chlga sé kinh trong 16p hoc
chua hieu nghiém
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sp\ace Bai 4: CHIA SE VA CAI BAT

TRUGING GAD DANG NGHE THONG SO TRONG MSWORD

Xem tai liéu & nhiéu ché do
Bao 1@ tai liéu

Chia sé tai liéu truc tiép
Tao Temple cho word

Cai dat thong s6 cho word
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TRUGNG CAD BANG NGHE

+ Xem tai liéu é nhiéu ché do

| (™ Lﬂ -5 = Document? - Microsoft Word
W Ciaa) —
Home Insert Page Layout References Mailings Review | View | Developer
. \ﬂ e ¥ Ruler [ Document Map J_]]Dnel-'-‘age ? E . 1 View Side by Side %
— I Gridlines | Thumbnails .Twcu Pages giS}'nchronDusScrulling
Print FuIIScreen Web Dutline Draft Zoom 100% . MNew  Arrange Split B o Switch
Layout | Reading |Layout Message Bar =] Page Width Window Al #4 Reset Window Position | windows ~
Document Views Show/Hide Zoom Window
|z||-2-|-|w£.hlaw,m |-3-|-4-1-5-1-5-1-?-1-5-1-9-1-19-1-11-1-12-1-13-1-14-|
H -5 = Document? -
| Qutlining | Home Insert Page Layout References Mailings Review View D
= [,
|# ¢| Body Text |¢ d»| 2= show Level: | All Levels ﬂ E
¥ Show Text Formatting
|@ § &= _l = o Show Collapse Close
Show First Line Only Document Subdocuments || Qutline View
Cutline Tools Master Document Close

@ On the Insert tab, the galleries include items that are designed to coordinate with the
overall look of your document. You can use these galleries to insert tables, headers,
footers, lists, cover pages, and other document building blocks. When you create
pictures, charts, or diagrams, they also coordinate with your current document look.

@ On the Insert tab, the galleries include items that are designed to coordinate with the
overall look of your document. You can use these galleries to insert tables, headers,
footers, lists, cover pages, and other document building blocks. When you create
pictures, charts, or diagrams, they also coordinate with your current document look.
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Bai 4: CHIA SE VA CAI DAT THONG SO TRONG MSWORD

Restrict Formatting and Editing v x

kd VAN \ m m A
+ Bao ve tai lieu 1. Formatting restrctons
- -
[ Limit formatting to a selection of
styles
Settings...
Developer
P 2. Editing restrictions
[, . s
| ; Allow only this type of editing in
k |}] 4 @fl ﬂ the document:
rmation — c s EI
_ Protect Document Document |mmen
ion Packs |||pocument ||| Template  Panel
Restrict Reviewing Options B Exceptions (optional)
Select parts of the document and
E : ! Restrict Formatting and Editing 1 gmrise zse; who are allowed to
eely edit them.
Restrict Permission Groups:
I = E Pl
| v | Unrestricted Access [lfEveryone |
Bestricted Access € More users
Manage Credentials
3. Start enforcement

Are you ready to apply these
settings? (You can turn them off

o s ==

I ¥es, Start Enforcng Protection

Start Enforcing Protection

Protection method

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

Enter new password (optional):
Reenter password to confirm:

() User authentication
(Authenticated owners can remove document protection, The
document is encrypted and Restricted Access is enabled.)

] ’ Cancel
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Bai 4: CHIA SE VA CAI PAT THONG SO TRONG MSWORD
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Chia sé tai lieu

N

truc tiép

@Hﬂ e

MHew
—
a7 Open
bl
E Save As B
@ﬂ Print 3
@ Prepare »
IE Send 4
E' :" Publish *
*
Close

Distribute the document to other people

ﬂlﬂﬂ

Create a new blog post with the content of
the document.

—% Document Management Server

Iii,‘-éj Share the document by saving it to a

document management server,

&‘ Create Document Workspace

Create a new site for the document and
keep the local copy synchronized.

[Q Word Options l [}( Exit Word
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+ Tao temple cho word

New Document

Templates

Blank and recent

Installed Templates
My templates...
Mew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Brochures

Business cards
Calendars

Contracts
Envelopes

Faxes

Flyers

Farms

Gift certificates
Greeting cards
Invitations

Invoices

Labels

Vndbore

‘ €)= |Search Microsoft Office Online for a template ||-)| ‘

Blank and recent

lank docume

g

MNew blog post

Blank document

New

My Templates

(Wi (W)

E o4

Blank NormalEmail
Document

NormalOld

Preview

Preview not available.

Create New
@ Document () Template
[ ox | [ cona

l Create I[ Cancel
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LEARNING BY DOING

TRUGNG GAD DANG NGHE
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Cai dat thong s6

Bai 4: CHIA SE VA CAI DAT THONG SO TRONG MSWORD

Word Options
= T - Popular
Display
Recent Documents Proafing
4 CEImdr Save
2 Ket noi hai may laptop
- Advanced 1
3 contentsreview
4 KehoachITCub Customize
5 Phu lucl - Quy dinh to chuc GD MH - KTM Add-Ins
6 DECUOMGONTAPCNDPT
Trust Center
7 unicast
8 THOO2 - Tin hoc van phong 2.0mos Resources

(=]

Ergonomic Mousing kj thuat

BAI THUC HANH

cainhieuoffice

Tao herinboot

THOO2 -Tin hoc van phong 2.0NEW
Bai tap chia mang con

baitapIP

FIT - Kich ban maon MCE

THOO4 - Mang can ban vZ 0

] Word Options | | 2 Exit Word
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3 Advanced options for working with Word.

Editing options
Typing replaces selected text
‘When selecting, automatically select entire word
Allow text to be dragged and dropped
Use CTRL = Click to follow hyperlink
D Automatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection
Usg smart cursoring
|:| Use the Insert key to control gvertype mode
[T use overtype mode
|:| Prompt to update style
|:| Use Mormal style for bulleted or numbered lists
Keep track of formatting
|:| Mark formatting inconsistencies

Enable click and type
Default paragraph style: | Mormal

Use seguence checking

Type and replace

|:| Automatically switch keyboard to match language of surrounding text

Cut, copy, and paste

Pasting within the same document: Keep Source Formatting (Default) IZ|

Pasting between documents: Keep Source Formatting [Default) IZ|
Pasting between documents when style definitions conflict: | Use Destination Styles [Default) |Z|
Pasting from other programs: Keep Source Formatting [Default) IZ|

Tnsert/naste nictures as: In line with text | =

m

OK

J [ Cancel
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