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d Né6i dung chinh L —

= Gi¢i thiéu Microsoft Word
= M6t s6 thao tac co ban khi soan thao van ban

» Van ban tiéng Viét
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5
= Gi¢i thiéu vé MS Word
» Chtrc nang cua Word
» Cac phién ban cua Word
» St dung théng tin tro giup
» Cac thanh phan trong clra s6 Word
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DAI HOC Quéc Gia TP.HCM
Trwong PH Khoa hoc Ty nhién

HINH THUC TRINH BAY LUAN VAN THAC SI

Luan van phai dugce trinh bay ngfm gon, 10 rang, mach lac, sach sg&, khong dirgc tfly
x0a, c6 danh s6 trang, d4nh s6 bang biéu, hinh v&, d6 thi. Luin vin déng bia cirmg mau xanh
bién, in chit nhii du déu tiéng Viét xem phu luc 2, trang phu bia (title page) xem phu luc 3,
muc luc xem phu luc 1.

1. Soan thao vin ban:

Luan vin st dung chit Times New Roman c& chir 13 cia hé soan thao Winword hodc
trong dwong; mat do binh thwong, khong dwoc nén hodc dan khoang cach giita cac chit, dan
dong dit & ché @6 1.5 Lines, 1¢ trén 3.5 cm, 1é dudi 3 cm, 1€ trai 3.5 cm, 1& phai 2 cm. SO trang
duge d4nh ¢ gifra, phia trén ddu méi trang gidy. CAc bang biéu trinh bay theo chiéu ngang kho
gidy thi dau bang 14 1é trdi cua trang, nhung han ché trinh bay theo cich nay.

Ludn van dwgc in trén mot mit gidy trang khd A4 (210 x 297 mm).

2. Tiéu muc:

Céac tiéu muc cia ludn vin duoc trinh bay va danh s6 thanh nhém chit s6, nhidu nhat
gf’im bén chit s6 véi s6 thir nhat chi s6 chwong (vidu: 4.1.2.1. chi tiéu muc 1 nhom tiéu muc 2
muc 1 chwong 4). Tai m6i nhém tiéu muc phai cd it nhat hai tiéu muc, nghia 14 khong thé co
tieu muc 2.1.1 ma khong co tieu muc 2.1.2 tiép theo.

3. Bane biéu. hinh vé. phwone tr‘mh:r
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- Muscat. Tuy nhién, nhitng hé thong nay chil yéu xdy dung dé lap chi muc trén web.
" Duéi day la bang tom tit cac dic trung clia cde cong cu mién phi phd bién khac
l duge sit dung cho mue dich nghién ciru.
'_ Bdng 3.1 bdng tom tit cic dic trueng ciia 1 56 cong cu khac
. Céng | Tichhop | Ngén ngix Kién tric | CAu truc dirliéu | Giao dién
- cu (interate) | (language) | (architecture) | (data structure) | (Interface)
SMART code C preset bin text o
? BOW code C++ prog bin khong
e IRTool code C++ prog bin khong
. LEMUR code C++t prog bin khong
'_ MG data C preset bintdoc khéng
- X-IOTA data C++ free XML HTTP
= Giai thich céc cot:
= o Tich hop (interate): chi cach két hop gitra cac module. Code: nghia 13 két hop
A theo source code, con data nghia la chi ¢6 dit li€u dugce trao d6i gitta cac =
. module. °
= = n —
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tim kiém (search engine) da ra doi nham muc dich giai quyét nhu cau nay, va ching da

nhanh choéng tré thanh nhiing céng cu quan trong, hé trg con nguwdi trong viée khai

théc, tim kiém va st dung théng tin.

Growth of Average Web Page Size
and Numberof Objects

{Sources: Domenech 2007, Gomez 2008)
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= Vé hinh
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Document
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Hinh 2.1 Tong quan qud trinh rit trich khdi niém tir cdc tai liéu van bdn
Ta can nhac lai 1 chut kién thite v& ngon ngit hoc: trong mét tai liéu (document) i
s& ¢6 nhiéu doan van (pharagrap), trong 1 doan vin s& c6 nhi¢u cau (sentence), trong 1 :
cdu c6 nhiéu cum tir (phrase) va trong 1 cum tir s& ¢6 nhiéu muc tir (lexical element), .
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s St dung théng tin tror giup S R

u TrUJC tuyén Google "word 2003" + "chén hink" | [ Timkigm | Dimként

Tirn kigm trén: @ web O nhirng trang viét bang tidng vist © nhikn

Web KEt qui

ICTnews vn - St dung Microsoft Office Word 2003 O

Siv dung Microsoft Office Word 2003, (Tiép theo ky trwdc) ... Khi 34 chén hinh anh, bidu d4
vao vAn ban (xem bai trede), ban cd thé di chuyén, ...

whnene ictnewes vidHometho-thuat/su-dung. . word-2003/. . Miew htm - 50k -

B3 lwu trong bd nhé cache - Cac trang trong te

PC Tips & Trick » Blog Archive » Cac thao tac co ban v Word 2003 ...
Microsoft Word 2003, Tin hoc van phaong Add comments ... Chén hinh anh: P& chan mdt tap
tin &nh trén may tinh wao tai liéu, ban chon meny Insert = Picture ...

caodanglienthong.vn21. arg/?Yp=46 - 32k - £3 lwu trong bd nhi cache - Cac trang feong tw

iAo trinh Microsoft Word 2003 - XunhaSaba - Cong ty Xudt nhap ... @
Chén hinh anh Clip Art. V& so dd ta chive. Mit sd dang bigu 36 khac. ... Néu ban cén hiét
thérn thing tin khac & san phdm: Gido trinh Microsoft Werd 2003 ...

wenewy, xunhasaba. com.vnfindex. php?product|D=1%686 - 39k -

B3 lwru trong b nhér cache - Cac trang trong te

Wiord 2007 Khéng Khd S0 Dung Hon Word 2003 O

i du, ban mufin chén hinh vao van ban hay chén bat ky ddi twong nao, chi cén nhép the
Insert (cd nighia 14 Chén - trong dwoc meny Insert trong Word 2003), ...

wanene dientuwietnam nd. 7 31-word-2007-khong-kho-s-dng-hn-wor... - 106k -

B4 |y trong bd nhat cache - Cac trang tuong tuw

Thur wién bai giang - Bai giang dién tr O

Kich ddp chudt vao bigu twong Microsoft office Word 2003 trén man hinh ... Cheén hinh anh
vao van ban - Eva con trd van ban vao vi tr cdn chen ...

baigiang. bachkim vn/presentation/showdpr_id/7 2275 - 46k -
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! Search Results

teng ket V2 (Read-Only) - Microsoft Word
Insert Format Tools Table Window Help AdobePDF  Acrobat Comments
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! i Times Mew Roman

)

For additional and updated content, search Microsoft Office Online.

20 results

(@) Learn more

(@ Show or hide the Convert File dialog box

(@ Open an Office Binder file

(@ Change the program that starts when you open a file
(@ Open a file

I@l Prompt to open a file as read-only

(@ Rename a file

@ Mave a file

(@ Delete a fle

'@ Copy a file

(@ Open an earlier version of a document

'@ Require a password to open or modify a file

(@ Select multiple files

(@ Move fles between Windows and the Madntosh
I@l Troubleshoot opening files

(@ Troubleshoot file recovery

'@ Open Clip Organizer from an Office program

(@ Insert another file into an open document

trang co li %
Search

m

-

Offline Help lz“
open file

(@ Can'tfind it?

19/108 | At Ln Co REC| | TRK| |[EXT| |OVR| [English (U.5.

T
Untitled - Pant o +
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©) Microsoft Office Word Help

[SI=]rE=]

= Show Al *
Open a file
1. In your Microsoft Office program, dick File, and then dick Open.

2. Inthe Look in list, dick the drive, folder, or Internet location that contains the
file you want to open.

3. Inthe folder list, locate and open the folder that contains the file.
4, Click the fle, and then dick Open.

P Open a file as a copy

P Open a file as read-only

P Tips
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Trinh =
\_ don m--|-1-|-2-|-3-|-4-|-5-ws-u-;‘-u-a-u-a-u-m--11-|-12-|-13-|-14-|-15¢,|,.,
N B Thanh
. cong cu
Thwéc ke . dinh dang
N
: ¥ /[ Thanh ]
™~ k4 ~
; //( Cuon
" ¥
=6 |B|z ¢ | ¥
orawe g | Auoshapese \ N JO M A2 8| G- J-A-==C @ 3§
Page 1 Sec 1 11 Ak 25m Lnl  Coll REC| [TRE| EXT | (C%R | |English {15
Téng quan vé MS Word 13

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

% Néi dung chinh S —

>

= M6t s6 thao tac co ban khi soan thao van ban
> Quy tac soan thao van ban
» Di chuyén con tré
» Thao tac v&i khoi van ban
> Thao tac trén tap tin

Téng quan vé MS Word 14
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% Quy tac soan thao van ban —
d

= Gilra cac tir chi c6 mét khodng trang dé phan cach.

= Khdng dung phim Enter dé diéu khién xudng dong.

= Cac dau ngat cau nhw cham (.), phay (,), hai cham
(:), cham phay (;), cham than (1), hdi cham (?) phai
dwoc gb sat vao tlr dirng trwde no, tiép theo 1a mét
khodng trang néu sau dé van con ndi dung.

Téng quan vé MS Word 15
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% Quy tac soan thao van ban —
d

= Cac dau mé ngoac (() va mé nhay (“) déu phai
dwoc hidu 1a ky tw dAu tiv, do do Ky tuy tiép theo
phai viét sat vao bén phai cla cac dau nay.

» Twong tw, cac dau dong ngoac ()) va dong nhay
(") phai hiéu 1a ky tw cudi tir va dwoc viét sat vao
bé&n phai cla ky tw cudi cung cla tr bén trai.

Téng quan vé MS Word 16
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% Quy tac soan thao van ban g
——————)
= Lwuy:
» Nhap van ban duwdi dang thd, khéng thay doi:
Kiéu chir, C& chir, Loai chi.
» Chu y sw khac biét gitra phim ENTER (két thuc doan) va
SHIFT+ENTER (ngat doan).
> Khéng dung khodng trang dé dinh dang van ban.
» St dung cac thao tac Undo va Redo:
— Undo (Ctrl+2): hay thao tac vira thwc hién.
—  Redo (Ctrl+Y): 1ap lai thao tAc gan nhét.

Téng quan vé MS Word 17
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% Di chuyén con tré trong van ban. /=
d

= MOt s6 phim di chuyén con trd can nho:
Enter: xudng dong dé gé doan van ban maoi.
Home: dwa con tré vé dau dong.
End: dwa con trd vé cudi dong.
Page Up: dwa con tro 1én 1 trang man hinh.
Page Down: dwa con tré xuong 1 trang man hinh.
Ctrl+Home: dwa con trdé vé dau van ban.
Ctrl+End: dwa con tré vé cudi van ban.
Ctrl+Enter: ngat trang - sang trang mai.
Cac phim mdi tén va phim Backspace.

Téng quan vé MS Word 18
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. URLSs), cac agent sé& theo cac lién két chira trong nhitng trang web nay dé di dén cac
trang web khac, va tiép tuc do theo cac lién két trong cac trang web méi dé di dén cac

- trang web khac nira, ...

Diéu nay gilip Search Engine khao sat va 1ap chi muc duwoc mot so lwong rat 16n
: rang web. Tuy nhién, ngay ca Search Engine manh nhat hién nay van khong thé danh

chi s0 dugc tat ca cc trang web trén Internet.

- Mot trong nhimng kho khan rat 1on cia Search Engine 1a lam thé nao dé t0 chtic
Ot cac trang web theo thong tin thu thap dugc. Néu Search Engine khong t6 chire tot

cac trang web ma no tim dugc thi trang web ma ngldEiReliTge RNl TR el RLb

. dudi hang ngan cac két qua khong lién quan khac. Google durgc xem 1a Search Engine

: giai quyét van dé nay tot nhat voi viée st dung cong nghé sap x€p trang dé theo do1 so =
. X X 5 . N , . . M @
- , . trangco lién két dén mot trang nhat dinh. Google dua vao v tudne heuristic cho rang: .
= n@|= ] [ b
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d Thao tic véi khéi vin ban —
———— )
= Chon khdi bang ban phim
Buwdc 1: dwa con tré dén vi tri dau khoi.
Bwéc 2: nhan va gilr phim SHIFT.
Budc 3: dung cac phim mii tén thich hop dé di chuyén
con trd dén vi tri cudi khéi.
Buwdc 4: tha phim SHIFT.
= Chon khéi bang chudt
Buwdc 1: nhan va gilv trai chudt tai vi tri dau khoi.
Bwdc 2: ré chudt dén vi tri cudi khoi.
Buwd&c 3: nha chubt.

Téng quan vé MS Word 20
CuuDuongThanCong.com https://fb.com/tai tucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

|

& Thao téc voi khéi vin ban |
d

= Chép khéi

Buwdc 1: chon khoi

Buwdc 2: chép vao bé nhé dém (Edit > Copy)

Buwdc 3: dan tr bd nhé dém vao vung dich (Edit > Paste)
= Di chuyén khéi

Buwdc 1: chon khoi

Budc 2: di chuyén vao bd nhé dém (Edit > Cut)

Buwdc 3: dan tr bd nhé dém vao vung dich (Edit > Paste)

Téng quan vé MS Word 21
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% Thao tac trén tap tin " GO
d

= Van ban duoc lwu trong mét MY | L remee——
tap tin co phan mo rong .DOC.

Cpen. .. Chrl+0 1

Close

Save Chrl+5

= Cac thao tac voi tap tin van ban
gom:

Save fAs... [

Save as ‘Weh Page...

K &

File Search... i

Permission 3

Versions. ..

» Tao moi: File > New

Weh Page Preview

> Mo File > Open - [ |
= Print... Chrl+P
> Lwu: File > Save b >

> LUJu bén Sao: Flle > Save AS 1 \DeskkopDe cuong - THOC, dac

2 H:APsUPhuong Courbesy Letker.doc
3 INPSUNMTPhuong - Mau DE MNguyen Yaong,doo

> Déng: Flle > EXIt 4 I, A\NTPhuong - C5 350 - Algorithms. ..

| Exit
— I
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% Néi dung chinh S —

4

» Van ban tiéng Viét
» Bang ma ky tuw
> Kiéu gb dau tiéng Viét
> CoOng cu ho tro gd tiéng Viét

Téng quan vé MS Word 23
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d Bing ma ky ——
w. Bang ma ky tw =

= Unicode: dwoc st dung cho cac kiéu chir (font) cé
tén la: Arial, Times New Roman, Tahoma,...

= VNI Windows: dwoc st dung cho cac kiéu chir co
tén bat bat dau bang ch VNI nhw VNI-Times, VNI-
Helve, VNI-Center,...

= TCVN3 (ABC): dwoc str dung cho cac kiéu chir cé
tén bat dau bang dau cham nhw: .VnArial,
VnTimes,...
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& Kiéu gé déu tiéng Viét
j

Nguyén tac nhap
tiéng Viét: Go ky
tw nguyén am roi
gd phim dau.

Téng quan vé MS Word
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% Céng cu ho tror gé tiéng Viét ===

= Cac cong cu théng dung: VietKey, Unikey,...
» Man hinh UniKey

W UniKey 3.62

Biéu khién

B ang m3: Uricode j ¢ Bing

AUl TELEX =l X Eétthic

Phim chuyén; ™ CTRL + SHIFT ————
CALT+Z oy |

Tiw chon khac
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