Khoa CNTT Bai 1: Lam quen voi MS Word 2000

Bai 1: Lam Quen Vé&i Microsoft Word

| - Muc tiéu

e Nim duoc cach khoi dong, tit chuong trinh Microsoft Word 2000.

e Man hinh Microsoft Word (thyc don, thanh céng cu, thanh dinh dang, thanh trang
thai).

e Mo mot t€p van ban (moi hodc da co).

e MOdi truong soan thao tiéng Viét.

Il - Khéi dong va thoat khéi chwong trinh Microsoft
Word

Microsoft Word 2000 la mdt chuong trinh xur Iy van ban chuyén nghi¢p. Word 2000 cho
phép nguodi dung dé dang tao ra cac dang van ban tir don gian dén phuec tap.

lll - Khéi dong chwong trinh Microsoft Word 2000

Trong Windows 98, c6 thé duoc khoi dong Word 2000 theo 2 cach:
Cich 1: Nhip nut Start, trd vao Programs, nhip chon biéu tuong Word.
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Hinh 1.1: Khéi dong Microsoft Word (Cach 1)

Cich 2: Nhip dip chudt trai trén biéu tuong Microsoft Word trén Desktop (Néu c6).
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Hinh 1.2: Khéi dong Microsoft Word (Cach 2)

MICROSOFT OFFICE

This product is licensed ko

logrivh
CMNTT
Product ID: S0106-005-0144273-02268

Copyright 2 1933-1999 Micrasoft Corporation, All Aghts reserved,
This program is protected by LIS and intermational copyrght laws
as described in Help &bout,

Hinh 1.3: Biéu twong (Logo) ciia chwong trinh Microsoft Word 2000

IV - Thoat khéi chwong trinh Microsoft Word 2000

C6 nhiéu cach dé co thé thoat khoi chwong trinh Microsoft Word 2000. O day, chiing t6i
liét ké 3 cach thong dung nhu sau:
e Cich I: Kich chudt trai vao biéu tugng dau nhan Xl ¢ goc trén bén phai cia cira s6
chuong trinh Microsoft Word 2000.
e Cich 2: An t6 hop phim Alt+F4.
e Cdch 3: Chon Menu File. Sau d6 chon Close.
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V - Man hinh cua chwong trinh Microsoft Word 2000

Cira s6 chwong trinh Microsoft Word 2000 c¢6 dang nhu sau:
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Hinh 1.4: Cira s ciia chwong trinhWord 2000

Sau khi khéi dong, chliing ta s€ lam vi¢c trén 2 loai ctra s6 gom: Cira s6 chuong trinh (hay
con goi la ctra so chinh) va Cira s6 van ban (hay con goi 1a cira s6 phu).

VI - Ctlra s6 chinh ctia chwong trinh Word 2000

Cira s6 chuong trinh ciia Microsoft Word gém céc thanh phan:

1. Title bar

'-'_E. Document1 - Microsoft Word

Thanh tiéu dé thé hién tén cua chwong trinh 1a Microsoft Word va tén cua tai lidu.

2. Menu bar

JEiIe Edit Miew Insert Format Tools Table vindow Help

Céc 1énh trén Menu dugc liét ké theo tmg nhém. Mdi nhém 1am cac viéc khac nhau va
g01 nhé cho nguoi st dung.
e File: Gdm cac 1énh thao tac véi file nhgrz m¢ file, dong file, tao file mdi, luu file,
dat dinh dang trang in, in an, dong ctra s6 chuong trinh Word 2000 ...

e Edit: GOm cac 1énh soan thao vé&i vin ban nhu: Sao chép (Copy), cit dan (Cut), tim
kiém (Search), thay th¢, dan ...

e View: GOom cac 1énh cho phép hién thi van ban hién tai theo nhimng céch khac nhau
nhu: dang thong thuong (Normal layout), dang in an (Print layout), phong to van
ban theo cac ti 1¢ khac nhau, hién thi cac thanh congcu ....

o Insert: GOm cac 1énh cho phép chén cac doi tugng, cac biéu tugng, cac hinh anh,
danh s trang van ban... vao van ban.
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Format: Gom cac 1énh cho phép dinh dang van ban nhu: dat font chit, dinh dang
van ban kiéu liét ké, dinh dang doan van ban, dinh dang mau sac hién thi cia vin
ban...

Tool: Gom céc 1énh cho phép thiét 1ap cac tuy chon mé rong thém cho van ban
nhu: kiém tra chinh ta, dat tuy chon (Options), tron thu, viét cac macro...

Table: GOm cac 1énh cho phép thao tic v6i bang biéu nhu: tao béng, x04 bang,
thay doi dinh dang ctia bang, chuyén van ban thanh bang va nguoc lai..

Window: Gom cac 1énh cho phép thao tac vdi cac cira s0 soan thao ciia Word nhu:
tao clra s6 mdi, sap xép cira sO, chia ctra s6 thanh nhiéu phan. ..

Help: Gom cac 1énh cho phép hién thi noi dung vé chuong trinh Word va toan b
phan trg giup cua chuong trinh Word.

3. Toolbar

Thanh cong cuy la cac 1énh dugc thé hién duéi dang biéu _twong giup nguoi su dung co thé
thi hanh mot s6 1énh nhanh hon. Khi di chuyén mouse t&i gan mot biéu tugng thi tén cua 1énh
tuong trng s¢€ hién ra ¢ dudi cla con tro mouse, day dugc goi 1a tool tip.

Cac thanh thuong duoc dung l1a Standard va Formatting.

= & |§ EF. b | b B = Body Text Inde = Times Mew Roman - 12 =
o-o- | @EDE =8 BIU|§§_|_§E i= i &=
B s <[ | <A
Hinh 1.5: Thanh cong cu Standard va Formatting
Bang sau trinh bay céc biéu twgng ciia thanh cong cu Standard
L3 New - Tao mot vin ban méi
= Open - M mot tap tin van ban
= Save - Luu tap tin van ban hién hanh
= Print - In tap tin van ban hién hanh
[& Print Preview - Xem trudc trang in
v Spelling - Kiém tra 1i chinh ta
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d Cut - Chuyén mot doan vin ban dang chon vao Clipboard
- Copy - Chép mot doan van ban dang chon vao bo nhé dém

:
Clipboard

B Paste - Chen ndi dung dugc luu trit trong Clipboard vao vi tri con
tro text

<! Format Painter - Chép kiéu dinh dang

= Undo — Bé qua mot 1énh vira thi hanh

Cu Redo - B6 qua mét [énh vira undo

Insert Hyperlink — Chén siéu lién két (Hyperlink) khi muén lién
ket té1 mot trang Web khac

Web Toolbar - Thé hién thanh cong cu Web

=5

Tables and Borders - Thé hién thanh cong cu tables and borders

Insert Table - Chén bang bicu

Inser Microsoft.Excel Worksheet - Chén bang biéu cua chuong
trinh Microsoft Excel

Columns — Dinh dang c6t chit

Drawing - Hién hodc an thanh cong cu Draw

Document Map - Thé hién ctra s6 van ban dudi dang cau tric

&l theo céach trinh bay cta van ban
q Show/Hide - Hién hoic an cac ky tu khong in
100%  |x Zoom control - Thé hién cira s6 van theo ty 1€

CuuDuongThanCong.com
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(2)

Help - Hu6ng dan

Mormal -

Style - Kiéu trinh bay cta Paragraph

Times Mew Foman -

Font - Chon font chtr.

12 =

Font Size - Chon kich thudc font chit

Bold - Chit dam

Italic - Chit nghiéng

Underline - Chir gach dudi

Aligh left - Cin dong thang hang bén tréi

Center - Cin dong thing hang ¢ tim cua hang chi

Aligh Right - Can dong thang hang bén phai

Justify - Can dong thang hang ca bén trai 1an bén phai

(e

Numbering - Kiéu dinh dang liét ké s6 thir tu

Bullets - Kiéu dinh dang liét ké ky tu dic biét

.
m

Decrease Indent - Giam 1& trai ciia paragraph

L
[

Increase Indent - Tang 18 trai cua paragraph

Borders - Hién hoac an cac bi€u tugng 1énh border
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& - Highlight - Danh ddu doan vin ban bang mau

A - Font Color - Chon mau cho chit

Ngoai ra, trong qua trinh lam viéc, chung ta con c6 thé nhip biéu tugng (Drawing & ) trén
thanh Standard dé hién ra (hodc tat) thanh Drawing. Thanh nay thuong nam ¢ phia dudi cta
ctra s6 soan thao.

Microsoft Word ¢6 rat nhiéu thanh cong cu. Ta co thé cho hién céc thanh cong cu khac
bang cach nhap menu View \ Toolbar va nhap chon tén thanh céng cu can thiét, thanh cong

cu nao dang hién ra s€ c6 dau kiém tra [v dung trude. Ta co6 thé dicu khién va sap dat vi tri

* Drawing

=]
D[aw‘-[:gc-j \\ADD&@

Hinh 1.6: Thanh céng cu Drawing

cua cac thanh cong cu sau khi chung da hién thi. Chéng han, dung mouse kéo mot canh cua
thanh cong cu Drawing co thé lam thay d6i kich thudc cia thanh cong cu nay, dung mouse
kéo tiéu dé cua thanh cong cu cé thé di chuyén no6 sang vi tri khac. Déc biét, néu di chuyén
thanh cong cu di 1én phia trén cua cra sO va dua vao vi tri ké tiép cua cac thanh cong cu da co
san, n6 ty dudi ra thanh mot hang, lac ndy nha mouse thi thanh cong cu s& dugc xép ngay
ngén va tiéu dé cua thanh cong cu ty dong mét di.

Chu y: Vung lam viéc trong cira s6 Word sé bi thu hep khi co nhiéu thanh cong cu hién ra
cung lic. Vi vdy, tuy theo yéu cau cia cong viéc, chi nén cho hién ra nhitng thanh céng cu
can thiét ma thoi.

4. Status bar: La thanh cong cu cho phép nguoi dung theo doi dugc vi tri hién tai ctia con
tré soan thao.

|Page & Sec 1 69  |at s tn 14 col 79| [REE [TRE | EAT [ovR

Hinh 1.7: Thé hién vi tri con tro text va trang thai ctia van ban.

Vi du: theo hinh v& trén thi con tro text dang ndm & vi tri cich mép trén cia trang in 13 8
inch (At 8”), ¢ dong tht 14 (Ln 14), & ¢ot thtr 79 (Col 79) va ctra s6 van ban dang thé hién
trang tho 6 cia mot file co 9 trang (6/9).

4. Ctra s6 van ban (Ctra s6 phu)

Trong mot cira s6 chinh c6 thé mé ra nhiéu ctra s6 phu, mdi clra s6 phu s€ 1a mét file van
ban doc 14p (co6 nghia la chiing ta c6 thé lam viéc trén nhicu file van ban khac nhau trén mot
ctra sO chinh). Ctra s phu cuia van ban gom cac thanh phan:

e Title bar: Thé hién tén file vin ban (*.doc), néu 12 file van ban méi thi n6 c6 tén 1a
DocumentN (N: so thir ty van ban).

e Ruler: Thudc do - thé hién do chinh x4c cia van ban. Thong thudng, thudc do
dung don vi 1a Inches. C6 thé doi don vi ctia thudc do tré vé hé Centimeters bang

cach nhip menu Tools/Options chon 16p General — trong muc Measurement
Units chon Centimeters.
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e Scroll bar bao gdm thanh trugt ngang va thanh truot doc ding dé xem vin ban
trong cua s0. Néu mot van ban c6 nhicu trang, dung mouse kéo hdp trugt trong
thanh trugt doc, sO trang s€ lan Iugt hién ra giap ching ta cé thé dung lai dung &
trang muon chuyén téi.

Ngoai ra, khi 1am viéc chung ta con thiy duoc 2 con trd: d6 13 con trd mouse c6 hinh dang
thay doi tuy theo vi tri clia mouse va con tré text c6 dang vach dung chop tat.

a) Clra s6 van ban hién hanh

Khi c6 nhiéu cira s6 vin ban dang md, cac cira sb s& che 1ip nhau, cira sd & 16p trén cung 1a
cua sO hién hanh. Thanh tiéu dé cta ctra s6 d6i mau (thuong la mau xanh).

Thay di cira s6 van ban hién hanh: nhiap menu Window s& thiy danh sach liét ké tén cac
cira sb van ban dang mo, ctra s6 hién hanh c6 dau kiém tra IT dang trude, l’lhép chon mot tén
cua so trong danh sach néu muon ctra s6 d6 thanh ctra s6 hién hanh.

b) Déng ctra s6 hién hanh

Poéng ctra s6 vin ban hién hanh: Chon menu File chon 1énh Close hoic dung to hop phim
Ctrl + F4, c6 the xuat hién hop thoai dé xac nhan luu van ban (chon Yes d¢€ luu lai sy thay doi
trong van ban, chon No dé khong luu). Ctra sO van ban hién hanh ¢ 16p trén cung dugc dong
lai thi ctra s6 van ban ¢ 16p dudi s€ 1a hién hanh.

Néu trude d6 di mé nhiéu cira s6 van ban thi bay gio phai thuc hién 1énh Close nhiéu lan.

Poéng cuira s6 chuong trinh: menu File chon 1énh Exit hoac go Alt — F4

Néu ctra s6 chuong trinh duoc dong lai thi no sé dong ludn tat ca cac ctra s6 van ban dang
duoc mo.

5. Thé hién clra s van ban
a) Zoom

100% = chung ta c6 thé thay dbi duoc ty 1¢ thé hién

Khi nhép biéu tuong 1énh Zoom
van ban trong ctra s6 van ban.
e S6>100% : van ban dugc xem ¢ dang phong 16n.

e S5<100% : van ban dugc xem & dang thu nhé hon.
b) Show/Hide

th‘ip biéu tuong léqh T , biéu tuong nay co6 tac dung cho hi¢n ra hodc che gi?iu cac
ky tu khong in trong ctra s6 van ban (nhu cac phim Enter, Space bar, Tab...), gitp chung ta
nhan dang dugc cach trinh bay van ban chinh xac hon.
c) View

Mot van ban c6 thé dugc xem dudi nhiing goc do khac nhau thong qua cac 1énh trong
menu View hoic dung cac biéu twong 1énh nim & goc dudi =|zl==]4] ben trai cua cwra sb.

Nhép menu View chon 1énh:

e Normal: =l cira s6 cho mét thude do ngang, ché d6 nay sé hién thi dugc van ban
voi cc kiéu dinh dang ky tu, dinh dang paragraph, hinh v€ (khéng chinh xac). N6
khong hién thi cac cot chit, frame, cic headers — footers. N6 thuong dugc dung
trong lic nhap van ban, hi¢u chinh va dinh dang van ban, ¢ dang nay Word s€ lam
viéc nhanh hon.

e Web layout: =
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¢ Print layout: B cira s6 ¢6 du hai thude do, van ban duge thé hién nhu trang gidy
in v&i day du cach trinh bay, Word s€ chay cham hon.
e Outline: = cira s6 khong c6 thude do, ché d6 nay s& hién thi vin ban trong dang
outline,’ chi thich h(_)’p,cho vi€c trinh bay mot van ban dai co trat tu theo cac dé muc
(muyc s6 la ma, muyc s0, muc chit...).
6. M& mét tép van ban méi hoac da cé
Dé mé mot van ban méi, ta c6 thé thue hién theo cac cach sau:
e Cich 1: Nhan t6 hop phim Ctrl+N
e (Cach 2: Chon Menu File, chon New.
Vi ca 2 cach trén, mot ctra s6 s& hién ra nhu hinh vé trang sau:

rew 2|
General ILegaI Pleadings | Letters & Faxes | Mermos | Okher Docurments | Publications | Reparts | Web Pages |

a4 2 =

‘web Page E-mail
Message

Prewview not available.

—Create Mew
& Document € Template

a4 I Cancel

Hinh 1.8: Cira s0 mé van ban méi

Tai man hinh nay, hay chon Blank Document trong trang General va chon Document
trong muc Create New. Sau do chon OK.

e Cich 3: Trén thanh Standard, kich chon biéu tuong O (6 phia trai nhat). Khi d6
motvan ban madi s€ dugc mé ra.
Vi ca 3 cach nay, van ban méi mé s€ méc dinh 1a DocumentN (N 1a mot s6 thay dbi, néu
trén may tinh — trong thu muc C:\My Documents - c6 vin ban Documentl rdi thi van ban
moi mo s 1a Docunet2, N=2).

7. Mé& tép van ban da coé
Pé mé mot tép van ban da co san trén may tinh. Ta co thé thuc hién theo 3 cach sau:
e Cich 1: Nhan t6 hop phim Ctrl+O
e Cach 2: Chon Menu File/Open

e Cach 3: Trén thanh Standard kich chon biéu tuong =

Vi ca 3 cach nay, ta s€ thay cira so sau:
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Laak in:

IIEJ My Dacuments

) Adabe

) longwvuhai

)My eBooks

) My Music

() My Pictures
)My Received Files

File name: I

Filas af Lype: IP.II ‘Word Documents

2|
ﬂ "|@Xﬁf"mo|§v

=l & Open |-

j Cancel |

Hinh 1.9: Cira s6 mé tai liéu trong thu muc C:\My Documents

Mic dinh, may tinh s& md cac tai lidu co phan mo rong la doc trong thu muc C:\My
Documents. Pé mo file vin ban nao trong thu muc nay , kich chon biéu twong cua file d6
(hodc gb tén file d6 vao 6 File name), sau ¢ chon Open dé mo file.

Khi mudn md mot file van ban ¢ mot thu muc khac, khong phai & thu muc mac dinh
(C:\My Documents), hiy kich chudt trai vao biéu tugng [~ trong phan Look in, mot cira so
hién ra nhu hinh ¢ trang sau.

Tai ctra sO nay, ta c6 thé tim dén thu muc chira file can mo (twong ty viéc st dung
Windows Explorer), sau do s€ kich chugt vao biéu tugng cua file can mé hodc go tén file can
mo vao 0 File name va chon Open.

Loak in:

() My Dacuments

@ Deskiop
:J MMy Computer
[C5) Common's Documents
[£5) Shared Dacuments
4 31 Floppy (A:)
“g Local Disk (2:)
[C5) Documents and Settings

L2 D Drive (D:)
e DATA (E2)

L) My Network Places
My Documents

Thi

“E @ X i ok

2l

B

File name: I

Files of type: IAII word Documents

X B
j Cancel |

Hinh 1.10: Cira s6 mé file viin ban trong mdt thu muc bat ki

CuuDuongThanCong.com
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8. Lwu van ban
a) Lwu ndi dung cua van ban

Luu ndi dung da soan thao ctia van ban 1a mét viéc lam thuong xuyén cua nguoi thuc hién
vi€c soan thao trén may tinh. D€ Iuu ndi dung cta van ban hién tai (vin ban céd ctta s6 soan
thado dang duoc kich hoat). Ta c6 thé thuc hi¢n mdt trong cac cach sau:

e Cidch I: Nhan dong thoi to hop phim Ctrl+S.
e Cach 2: Chon Menu File/ Save.
e Cich 3: Kich chudt trai 1én biéu tuong & cua thanh Standard.

Khi thyc hién 1 trong 3 cach trén, néu vin ban di duoc luu tir trude (tc 1a di co tén do
nguoi dung dat) thi van ban s€ dugc luu lai, moi thay doi do qua trinh soan thdo cta nguoi
dung tac dong vao van ban s€¢ dugc luu gitr, khi tat may tinh, ndi dung cua van ban & thoi
diem luu giir s€ dugce bao toan. Néu khong luu van ban lai, khi tat may (c6 thé do mat dién dot
ngdt), toan bd ndi dung clia van ban s€ bi mat va nguodi dung s€ phai go lai tir dau.

Khi thuc hién 1 trong 3 cach trén, néu vin ban 1a mot van ban mdi, tirc 1a chua dugc luu
gitt 1 1an nao trudc do, ta s€ gap cura so sau:

savens 21|
Save in: I@ My Documnents j & | @ * 5 - Tools «

Adobe

longvwuhai

My eBooks

=) My Music

My Pictures

My Received Files

File: name: Im j B save I
Save as bype: [word Document = Cancel |

Hinh 1.11: Cira s6 lwu vin ban tai thw muc mic dinh

Khi d6, mic dinh may tinh s& luu vin ban trong thu myc C:\My\ Documents, néu mu6n
luu van ban véi tén nao do (khac tén DocumentN), hay gd tén mdi vao 6 File Name va chon
Save In. Néu muén giir tén mic dinh ctia may tinh dat thi dé nguyén va chon Save, trong
truong hop nay, 1an sau file m&i mé ra s& ¢ tén mic dinh 1a Document(N+1).

Trong trudmg hop mudn luu file & mot thu muc khac, kich chudt tréi vao biéu tuong [+ dé
chon thu muc can luu file. Néu mudn dit tén khac té€n mac dinh cua may tinh, gd t€n vao 0
File Name va chgn Save. Néu muodn lay tén 1a tén mac dinh ctia may tinh dat, chon Save.

Chit y: Nén ddt cho van ban mét tén goi nhé dén néi dung ciia né. Viéc ndy cho phép quan
ly va tim kiém van ban nhanh hon.
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savens 21 x|
i () My Documents - | @ > + Tools -
@ Desktop

vj My Compuker

I Commen's Documents

| Shared Documents

J4 3% Floppy (A

e Local Disk (C:)

|) Documents and Settings

|* |4

[S§ Documents
b D Drive (D)
e DATA (E:)
B My Metwork Places
My Documents
) Thi

Eq FTP Locations
Add/Modify FTP Locations -

File name: IDoc? j n Save I
Save as bype: IWord Dacument j Cancel |

Hinh 1.12: Lwu vin ban ¢ thuw muc bit ki

Tools \ Options... sau dé chon muc SAVE
b) Lwu van ban dwéi dang mét van ban khac
Trong nhiéu truong hop, ngudi sir dung mudn luu van ban ctia minh thanh mot ban copy
khac, voi mdt tén moi. Khi do, hay thuc hién 1 trong cac cach sau:
e Cach 1: Nhin phim F12 trén ban phim
e Cach 2: Chon Menu File/Save As.
Trong ca 2 cach, ta ¢6 clra s6 nhu hinh v& & trang sau.

Viéc dit tén file va luu file hoan toan twong ty nhu phan luu vin ban da trinh bay ¢ muc
bén trén. Diém khéc biét duy nhat 1a ¢ ddy, chiing ta s& co mot vin ban méi véi ndi dung hoan
toan tuong tu van ban cli nhung s€ c6 tén mdi do ta vira dat xong. Mat khac van ban méi nay
cling tr¢ thanh van ban hién hanh cuda trinh soan thao Word 2000.

Saveas 21|
I[E] My Documents j = | @ X O * Tools -

longywuhai
My efiooks
My Music
My Fickures
| )My Received Files

Page title: 1 Change Title. .. |
File: marne: IIessonl j [H save I
Save as bype: Iweb Page j Cancel |

Hinh 1.13: Cira s6 lru file dwéi dang mot tén file méi
Trang 12
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Khoa CNTT Bai 1: Lam quen voi MS Word 2000

VI - Méi trwwo’'ng soan thao Tieng Viét
1. Gi&i thiéu mot s6 b go
Mot trong nhiing vén dé ban gip phai ngay trong lan soan thao mot vin ban diu tién trong
word 1a 1am thé nao dé co thé gd duogc tiéng Viét, trong khi ban phim chi toan 13 cac chit cai
khong dau. Day clng 1a myc dich cua chung toi khi gidi thiéu bai hoc nay. Hién nay trén thi
truong co rat nhiéu phan mém gip ban gd dugc tiéng Viét trong cdc (mg dung khac nhu: Viet
Key, Abc, UniKey... cic phan mém nay goi tat 1a bo gd Tiéng Viét
Mot trong cac bo go php bién nhat hién nay 1a Viet Key. Viet Key c6 cac phién ban khac
nhau phu hop véi cac hé dicu hanh khac nhau:
e V6i cac hé diéu hanh Window 16-bit (Win 3.1, Win 3.11...) ¢o céc phién ban
VietKey 16 bit (Vkey16)
e Vi cac hé didu hanh Windows 32-bit (Win NT, Win9x, Win 2000, WinXP...)
VietKey c6 cac phién ban VietKey 32 bit (VietKey95 VietKey2000)
VietKey cho phep go dugc tleng Viét trong hau het cac ung dung: Word, Excell, Access..

Ngoai ra, né con hd trg hau nhur tit ca cdc bang ma tiéng Viét trong va ngoai nudc. Phién ban
Viet Key méi nhit hién nay 1a VietKey2000.

2. Cai dit

Dé st dung dugc VietKey can phai c6 tdi thiéu 2 file: VKNT.exe va VKNTDLL.dIl. Chi
can copy hai file nay vao mot thu muc bat ky 1a c6 thé gd tiéng Viét mot cach d& dang sau khi
chay file VKNT.exe va bat ché dé g0 tiéng Viét.

B6 cai dat Viét Key day du gém co cac file sau: VKNT.exe, VKNTDLL.dIl, VKNT.hlp,
VKNT.fon. Ngoai ra néu trén mdy chua c6 b cai cac font chir thi can phai cai ching trudce

khi g tiéng Viét. Thuong thi c6 sin ca bo cai font chir trong bo cai VietKey do d6 khi cai
VietKey no s€ tu dong cap nhat cac font chir nay.

3. Hwéng dan s dung VietKey 2000
a) Khéi dong bo go Vietkey

Sau khi cai dit Viet Key 2000, ta c6 thé khai dong VietKey theo hai cach sau:

Cach 1: Chay chuong trinh VietKey2000 bang cach. Nhin nat Start, chon Programs,
chon VietKey 2000 r6i kich vao Vietkey 2000.

Microsaft

Windows

Professional

3 ¥ "
_d S:009 Pt

Trang 13
Hinh1.14 : Chay Vietkey 2000 tir nut Start
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Khoa CNTT Bai 1: Lam quen voi MS Word 2000

Cich 2: Kich vao biéu tuong ﬂ cua Vietkey trén man hinh Desktop

Biéu tuong
Vietkey2000

Windows

Professional

stan] () @ ) ot ot .| ) s - .| 1 o s |2 |
) P (TR |

= sim
] 8t . 3| S '# st

Hinh 1.15 : Chay VietKey tir biéu twgng trén Desktop

Yietkey 2000 rEgi x|

v"‘% Everywhere Simplégﬂﬂwerful

@ Bang Minh Tuaim hitp:sawnanvietkey.com tel: 84 4 8433872

Input Methads  Char Setz’ Optionz. Utilities  Regizler Aboutl

Vietkey 2000 -Build 10727

Copuright [c] by WIETKEY Group.

Ay comment please send to:

Crang Mink Tuan, CAPIT Co. 898 Ly Mam De, Ha noi
Telephone: 04-8433872, 090413521

Ermail: dangtuan@vietkey. com

‘wiebsite:  hittpe A, vietk ey, corm

VIETKEY2000 ﬂ

TaskBar

@ Help

x E it ‘ Q Ontop

4

Hinh 1.16: Khéi dong VietKey

b) Cac ché db hién thi
*) TaskBar

Dé thiét 1ap ché do nay kich nut TaskBar trén man hinh hién thi cia Vietkey2000

Trong ché do nay, Vietkey s€ duoc thu nho dat tai goc phai, dudi trén thanh Taskbar. Pé
hién thi lai cira s6 Viétkey, nhay phai chudt vao biéu tuong Vietkey trén thanh TaskBar, va
chon Hién cira so Vietkey (Vietkey Panel...).

Trong do:

e Biéu tuong chit V 2 ché d6 gd tiéng Viét

Trang 14
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Khoa CNTT Bai 1: Lam quen voi MS Word 2000

Biéu tugng chit E El ché d6 go tiéng Anh
Biéu tugng chit F El ché d6 go tiéng Phap

Biéu tuong chit G &l ché do go tiéng Puc
Biéu tuong chit R El cné d6 gd tiéng Nga

. Biéu tuong
s Vietkey2000 trén thanh

Boa] 03 @ Ly v | ) st | 8 34cvm Pt | o
B L |

Hinh 1.17 : Biéu twong VietKey trén thanh TaskBar

*) Ontop
Dé thiét lap ché d6 nay kich nat Ontop trén man hinh hién thi cta Vietkey2000

£ . .2 v
Trong ché d6 nay Vietkey2000 du’qp thu nhé thanh biéu tugng va duoc dat
troi ndi trén man hinh Desktop. Cac Bicu tuong c6 nghia tuong tu. Dé trd lai cua s6 Vietkey

=

kich vao biéu tugng ==
b) Chon kiéu gé (Input Methods)
Vietkey2000 hd tro rétvnhiéu kiéu gb khac nhau. Dé lya chon kiéu g0, chay chuong trinh
Vietkey2000, chon 16p Kiéu gé (Input Methods). Trong 16p nay c6 mdt so thanh phan sau:
Trong phan Tiéng Viét (Vietnamese)

e Ta c6 thé chon nhanh kiéu g0 Telex hoac an b?mg cach kich chon vao hdp lya thQl’l
tuong trng. Ngoai ra, con co6 thé chon cac kiéu go khac trong danh sach cac kiéu go
bén canh.

e Hop kiém tra B6 déiu kiéu cii (Old Style) cho phép danh diu cic nguyén am trong
mot tir theo phong cach tiéng Viét cii : 0a, oe,... khi né dugc chon

e Hop kiém tra Bé dAu sau nguyén am (Tone mark right after vowels) cho phép danh
dau sau cac nguyén am khi né dugc chon

e Hop kiém tra Panh diu tu do (Free style)cho phép danh dau cho cac nguyén am mot
cach tu do.

Trong phan Go ban phim (Active keyboard) va Ban phim cin gé (Keyboards enabled)
cho phép chon va go theo ngdén ngit dugc chon .
c) Chon bang ma (Char Sets)

Trong hop hoi thoai Bang ma(Char sets) cho phép ban chon b ma ky tu s€ dung. Co6 hai
loai bd ma:

e B{ ma 8-bit dung cho céac font 8 bit: Cac font TCVN3 nhu:.VnTime, .VnTimeH...

Trang 15
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Khoa CNTT Bai 1: Lam quen voi MS Word 2000

e Bo ma 16-bit dung cho cac font unicode: Verdana, Arial, Tomaho ...
DPé chon bd ma, ta co thé chon nhanh béng cac lya chon c6 san bén ngoai hop hoi thoai
Bang ma (Char Sets), d€ chon cac by ma khac, chon trong danh sach cac B ma.
_Chii y: Phai chon bang ma phii hop voi font chit ma ban dang dung thi moi hién thi diing
tieng Viet.

x| - ] x|
al
Vietk : i Vietk N
Everywhere SimpleNPowerful Everywhere Simple\Bowerful
@ Bang Mifh Tud hittpifhna vietk ey.com tel: 24 4 2433872 @ ang Minh Tué btk e vietk ey com  tel: 84 4 8433872
Input Methods | Char Sets  Options  Utilitizs  Register  About Kifu gi | Bdngmd Tupchon Céngou Bingki  Thing tin
Wigthamese Tiéng Wigt
* Telex Vi TELEX - o Telex £ Vi TELEX -
™ 0id Style [0, ge, Gyl ™ B8 déu kiu cli [aa, de, iy]
™ Tone mark right after vowels ™ Bé diu ngay sau nguyén &m
v Fres style v Bddiutydo
Active keyboard Keyboards enabled G ban phim E4n phim cén gb
1+ Vietnamese ird & Tiéng Viet v
© English 2 ' Tiéng Ank i
€ Frerch o € Tieha Phap I
€ Geman 1] € Tieng Bite o
£ Russiar | | ) Tiieng Haa |
&P Hep | A ea ‘ ‘.H'J Ontop | &5 TaskBar .g Help | # st ‘ L Ontop eé TaskBar

Hinh 1.18: Giao dién tiéng Anh va tiéng Viét ciia 16p Kiéu go trong Vietkey2000

x|
Vietk e (T - O
Everywhere SimpleNBowerful Everywhere SimpleNPowerful
@ Déng MiTh Tud httpoitaesn vietk ey com tel: 84 4 8433872 @ Bang Minh Tud hitpedfasomevietkey.com tel: 84 4 g433872
Input Methods EhalSelsl Optiong Utiities  Register  About Fifuot Bingmd | Tupchon Céngecy BEngki  Thing tin
8-Bit Character Sets Cac b m3 8-Bit
€ TCVNG - ABC (WrTime. ) 39 YN Unicode 1 = " TCVNZ - 4BC [¥nTime...) 99-YN Unicode 1
£ NI Win (WNI-Times. ) W1 Wi [VNI-Times..)
 WIOR [ Tie™ng Vie™L..] £ VIOR [ Tie™hg Vie™t.]
™ Auto Detect ™ Ty déng chuyén md
Uricode 16-Bit Unicode 16-Bit
& Unicode Pre-Compound * Unicode dung sin
€ Unicode Compound 1 Unicode t8 hop
™ Integrate with M5 Locale Support [ Tich hap wéiMS Locals Support
& bep | X et | ) g | G Tesa & b X e | L) Do | B Tekga

Hinh 1.19: Lép Bang ma

4. Cach g6 tiéng Viét

Vietkey hd trg rat nhiéu kiéu gd khac nhau. Véi mdi cac gd, co cac qui tic gd twong tng
cho né. Sau day 1a mot s6 cach go tieng Viét pho bién nhat hién nay.
a) Kiéu g6 Telex

Trong ctra s6 Vietkey, chon ldp Kiéu g0 (Input Method). Chon ché d6 g5 1a Telex. Sau
day 1a mot sO qui tac go tieng Viét trong ché d) nay :
e Cac chir cai, chit s6 dugc gd nhu binh thudng (g6 vao cac phim c6 tén tuong tmg trén
ban phim).

Trang 16
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Khoa CNTT

e Cac tir c6 dau duoc gd theo qui tic sau ddy

Bai 1: Lam quen voi MS Word 2000

Diu Phim Vi du
Déu séc s as=4a
Dau huyén f af=a
Déu hoi r ar=a
Dau ngi X ax=2a
Déu ning ] agj=a
Déu mii aa, 0o, e¢ aa=a, 00=0, ee=¢
DAu du chit v uw, w, | u
Déu dau chir o ow, [ o
Déu trang aw a
Dau gach ngang dd d
Khu ddu z
Vi du:
Pé go dong chir:

“Nudc chdy da mon”

Ta g0 nhu sau:

“Nwowcs chayr ddas monf”

hoic

“N][cs chayr ddas mofn”

b) Kiéu g6 Vni

Trong cira s6 Vietkey, chon 16p Kiél} gd (Input Method). Chon ché d6 g& 14 Vni. Sau day
1a mot s6 qui tac go tieng Viét trong ché do nay :

e Cac chir cai, chit s6 duoc gd nhu binh thuong (g6 vao cac phim cé tén twong ung

trén ban phim).

e Céc tir c6 ddu dugc gd theo qui tic sau day

Dau Phim Vidu
Dau sic 1 al =
Déu huyén 2 a2=a
Déu hoi 3 a3=4
Dau ngi 4 a4 =3
Dau ning 5 aS5=a
Déu mil 6 a6=4, 06=0, e6=¢
DAu dau 7 u7=u, o7=0
Dau tring 8 a8=a
Dau gach ngang 9 do=a
Khir dau 0

Vidu:

CuuDuongThanCong.com
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Khoa CNTT Bai 1: Lam quen voi MS Word 2000

Pé gb dong chir: “Nwdc chdy da mon”
Ta g0 nhu sau: “Nu7o71c cha3y d9al mo2n”
BAI TAP

1. Bai tap sé 1

CONG NGHE THONG TIN LA GI?

Cong ngh¢ thong tin (CNTT) la tdp hop cac phuong phap khoa hoc, cac phuong tién va
cong cu ky thuat hién dai - cha yéu la cac ky thuat may tinh va Vlen thong - nham to chuc
khai thac va sir dung co hiéu qua cac ngudn tai nguyén thong tin rat phong phu va tiém tang
trong moi linh vyc hoat dong ctia con nguoi va xa hoi. CNTT phuc vu truc tiép cho viéc cai
tién quan ly nha nudc, néng cao hiéu qua cta cac hoat dong san xuat kinh doanh va cac hoat
dong kinh té xa hoi khac tor d6 gop phan nang cao chit luong cudc séng cua nhan dan. CNTT
duogc phat trién trén nén tang phat trién ctia cac cong nghé Dién tir - Tin hoc - Vién thong va
Ty dong hoa.

Cau héi
1) Hay nhéap ni dung trén vao mdt file van ban va dat tén la cntt.doc.
2) M¢ lai file cntt.doc va luu file nay dudi dang mét tén khac 1a baitap.doc

2. Bai tap s6 2
BILL GATES - ONG VUA PHAN MEM

Cudc doi va s6 phan mdi con ngudi luén ludn van 1a didu bi an hip dan va may ai c6 thé
nam bt duoc thién co? Liéu mot nha tuéng sO hay mot nha ngoai cam khi nhin birc anh nho
ctia cdu bé Bill Gates 3 tudi c6 thé néi duge diéu tring hop véi nhimg sy kién xay ra trong
cudc doi cua con ngudi nay? Phai ching ngay tir thud d6 da biét mo dén viéc lam phan mém
cho may tinh? Khéng, cau bé trong anh dang say mé xem truyén tranh (ciing giéng nhu bat ky
céu bé nao khac & lira tudi d6) trong ngdi nha cua gia dinh cau ¢ Seattle (M¥).

Quing doi nién thiéu cua Bill Gates chi ching t6 mot diéu ndi bat: Cau bé that su say mé
toan hoc va c6 tri nhd dang kinh ngac.

Niam 1968, ¢ tudi 13, Bill Gates bat dau 1am quen véi thé gi6i tin hoc. D6 1a thoi ky cua
nhitng méy tinh thé hé thi ba voi mach tich hop ban din, véi cac hé diéu hanh da chuong
trinh, da xtr ly manh mé va mém déo, cic ngon nglt bac cao “vang bong mot thoi” ALGON,
FORTRAN, COBOL... boi sinh vién cta Bill da chung kién mot su kién vi dai cua cach
mang tin hoc: su ra doi cila may tinh. T nam 1974 bat dau xuit hién céac may tinh 8 bit dau
tién va bo xur 1y Intel 8080, trong d6 c6 may tinh Altair. Nhan thay Altair chua c6 mot ngon
ngir lap trinh, Bill Gates quyét dinh sang tao va thang 2/1975, san pham phan mém hé thong
dau tién cia nha tin hoc tré chao doi: Ngon ngir 1ap trinh Basic cho may tinh, cung voi
chuong trinh thong dich. Két qua sang tao duoc thi truong chip nhan da lam nay nd khat
vong thanh dat, va chi 6 thang sau, tirc 1 vao thang 8/1975, chang sinh vién Bill Gates quyét
dinh thanh lap mot hang riéng véi tén goi MICROSOFT - tirc phan mém vi tinh.

Cau hoi
1) Nhap ndi dung trén vao mot file van ban va dat tén cho file van ban do 1a billgates.doc.

2) Hién thi vian ban nay ¢ dang Normal, Web Page, Print Layout.
3) Luu file nay dudi mot tén mdi 1a bt2.doc

Trang 18
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Khoa CNTT Bai 1: Lam quen voi MS Word 2000

Bai 1: Lam Quen V&1 MicroSoft WOrd..........oooiuiiiiiiiiiiiiciie et e 1
I = IMIUC BIEU e e et e et e e e et e e e e et e e e e eaaeeeeetaeeeeeesaeeeeeenneeeeeans 1
IT - Khoi dong va thoat khoi chuong trinh Microsoft Word.........ccooccevieiiiiieiiceeees 1
IIT - Khoi dong chuong trinh Microsoft Word 2000 ..........ccoeevvieiieiiienieiieeieeeesee e 1
IV - Thoat khéi chuong trinh Microsoft Word 2000 ............ccoociriieiienieieeeeeee e 2
V - Man hinh ctia chuong trinh Microsoft Word 2000..............ccoeiieriiiiiieiieece e 3
VI - Cira s6 chinh ctia chuong trinh Word 2000...............co.ovivevieeeeeeeeeeeeeeeeeeeee e 3
| 11 Ul o USRS 3

Y, 1<) 1 o | TSP TURUS U SR PSRRI 3

3 TOOIDAL ..ottt 4

4. CUra 30 VAN DAN (CTA SO PIU)..e.eoveeeeeeeeeeeeee et 7

a) CUra 8O VAN DAN NIEN NANN ..o 8

b) PONG clra 80 NIEN NANN......o.veeeeeeeeeeeee e 8

5. ThE NIEN CUA SO VAN DAL ..veeeeeeeeeee oot e e e e eee s eeeees e eeeseseees 8

) /010 ) ' PSR 8

D) SRHOW/HIAE ...ttt b ettt ettt 8

€) VIBW 1ttt ettt e ettt et et e st e et e st e e e st e et e e s e e seeasseanseensee st eenseense e saeanseenseenseenns 8

6. MO mot t€p van ban MOT hoAc G CO ....oovveviieiieieeece e 9

7. MO tEP VAN DAN G CO .ottt ettt 9

LT 1 (IR 1 T o 1 o USRS 11

a) Luu ndi dung clla VAN DAN.......cooiiiiieiieieeeeeetee e 11

b) Luu van ban dudi dang mot van ban Khac...........ccceevvviivieiiciieceece e, 12

VI - Moi trudng s0an thao TIENG VISt ...........o.vviveieeeeeeeeeeeeeeeeeeeeeee e 13
1. GiGi thiBu MOt SO DO ©8...evvoeeeeeeeeeeeeeeee e 13

2. AT QB ettt ettt 13

3. Huéng dan st dung VietKey 2000............coveueeeeeeeeeeeeeeeeeeeeees e eeves e 13

a) Khoi @Ong b0 20 VICtKEY ....eoviieiieiieiieceeeteeeet e 13

D) CAC ChE GO MIEN thi. ..ot 14

b) Chon kiéu g& (INput MethodS) .........o.ovivereeeeeeeeeeeeeeeeeeee e 15

¢) Chon bang mMa (Char SES) .......cccveviieeiieiieiiieieeie ettt re e ae e ebee e 15

4. CACH @B tHENG VAL .....veoeeoeeeeeeeeeeeeeeeeee e 16
) KU @0 TICK ..o sses e 16

D) KU Z0 V..ot 17
BATTAP ..ottt 18
1. BAT AP SO L oo 18
2. BATTAP SO 2 oot 18
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