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PHAN |
HE PIEU HANH WINDOWS 8

CHUONG 1. TONG QUAN VE HE THONG MAY TiNH

1.1. Gi&i thiéu vé hé théng may tinh

Mot hé théng may tinh duoc tao thanh tir ca phan cieng (Hardware) va phan mém (Software).
Phan cimg dé cap dén cac thanh phan vat Iy tao nén mot hé théng may tinh. Ching bao gom bo
vi xtr ly cia may tinh, hé théng bus, bo nhd, man hinh, ban phim, chuét, 6 dia, may in... Phan
mém la mot thuat ngir dé chi cac chuong trinh may tinh, phan mém diéu khién may tinh thyc
hién nhitng cong viéc hitu ich cho con nguoi.

1.2. Cau trac co ban cua phan cirng may tinh

Thanh phan co ban cua hé théng may tinh bao gdm: bo xir ly trung tm — CPU (Central
Processing Unit), bo nhé trong, cac bo phan nhap - xuat théng tin. Cac bd phan trén duoc két
ndi véi nhau thong qua hé thdng bus, hé théng bus bao gém bus dia chi, bus dit liéu va bus diéu
khién.

Central Processing Unit - CPU
B¢ diéu khién - CU

Thiet bj — : Thiét bi
nhap B¢ so hoc/Logic - ALU e

1 1

Bo nhé - Memory unit

1.2.1. Bo xtrly trung tdm - CPU

Bo xir Iy trung tam (Central Processing Unit - CPU) 1a don vi thuc
hién cac cong viéc cua hé thong may tinh - chinh 14 thuc hién tap
chi thi tir cc chuwong trinh may tinh. Mot chuong trinh muén thuc
thi, trudc hét s& duoc chép vao bo nhé trong cling véi céc thong
tin can thiét cua chuong trinh. Bo xur ly trung tdm s& doc cac lénh
va dir liéu tir bo nhé trong, sau d6 thuc hién va xuat két qua ra bo
phan Xuat.



Anh Vy
Highlight

Anh Vy
Highlight

admin
Underline


Phan I: Hé diéu hanh Windows 8 2

Bo vi xur Iy duoc tao thanh tir mot sé thanh phan nhu don vi s6 hoc logic (ALU — Arithmetic
Logic Unit) va don vi diéu khién (CU — Control Unit). ALU thyc hién cac phép tinh sb hoc va
phép logic, CU kiém soét thuc hién céc chi thi. Ngoai ra, bo vi xt Iy con ¢ mot sb ving dé luu
trit thong tin hién dang duoc xu ly goi la c&c thanh ghi (Register), tuy thudc vao bo vi xi ly,
thanh ghi c6 céc loai 8, 16, 32 hoac 64 bit.

1.2.2. Hé théng Bus

Bo6 vi xur Iy giao tiép voi tat ca cac thiét bi théng o
qua hé thdng bus, gdm 3 nhém: bus dia chi, bus di Processor Memory

lieu va bus diéu khién.
CPU - Memory Bus |

— Bus dir liéu (Data bus): chuyén dit liéu tir
thiét bi nay dén thiét bj khac.
— Bus dia chi (Address bus): gilp CPU xac Bus Adapter
dinh dia chi truy cap di liéu. | /O Bus
i’ 2 ] B I |
— Bus dieu khieén (Control bus): mang tin = s =
hléu dléu khlén ChO phép CPU d'éu kh'én controller controller controller

truyén thdng tin trén Bus

1.2.3. Pon vilwu triv - Memory
1.2.3.1. Bo nhé& chinh (Main memory)

RAM (Random Access Memory)

Mot dang cua bo nhé chinh la RAM (bg nheo truy cdap
ngau nhién) duoc sir dung dé luu trir thdng tin (cac
chuong trinh va dir liéu) ma may tinh dang sur dung. CPU

doc cac chi thi va dir liéu trén RAM dé xt& ly. RAM la
bo nhé luu trir tam thoi, khi mét dién hoic treo may thi dir liéu leu trén RAM s& bi mat. C6 hai
dang RAM la RAM tinh (SRAM - Static RAM) va RAM dong (DRAM — Dynamic RAM).
SRAM c6 toc do truy cap nhanh hon DRAM.

ROM (Read Only Memory)

Cac dang khac cua bo nhd chinh 1a ROM, PROM (Programmable
ROM), EPROM (Erasable Programmable ROM), EEPROM
(Electrically Erasable Programmable - ROM) va bo nh¢ flash.
ROM (Bé nhé chi doc) ciing gidng nhu RAM, c6 thé doc dit liu
tai bat Ky vi tri nao mot cach ngau nhién, nhung khong thé duoc ghi
dir liéu. Dix liéu trong ROM duoc ghi trudc bai nha san xuat va noi
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dung caa n6 khdng thé thay d6i, ROM Ia mét hinh thtc luu trit vinh vién. ROM thudng duoc
st dung cho cac chuong trinh khoi dong (boot) hé théng may tinh.

1.2.3.2. Bd nhé& thr cap (Secondary memory)

Pia tir (Magnetic disk): 1a hinh thac phé bién nhat cua thiét bi
luru trix th cap, dit liéu duoc huu trit an todn va trong thoi gian dai,
dung luong 16n nhung tée d6 truy cap cham hon bo nha chinh. Bia
duoc cAu tao bai nhiéu dia tir, mat cua dia duoc chia thanh céc
track, mdi track chia thanh nhiéu sector (block).

Pia quang (optical disk): thiét bi luu trix thich hop cho viéc phéat hanh cac
san pham vin hoa va sao luu dix liéu trén cac hé théng may tinh. Dit liéu
luu thanh ting khdi, mi khdi 2352 byte. Cac dang dia quang thong dung
hién nay: CD (Compact Disk), CD-ROM (Compact Disk Read Only
Memory), CD-R (Compact Disk —Recordable): Giéng nhu dia CD, CD-
RW (CD- Rewriteable), DVD (Digital Video Disk — Digital Versatile
Disk), DVD -R (DVD — Recordable), DVD- RW (DVD — Rewriteable).

Thé nhé (Memory cart): mét trong nhitng cong nghé méi duge dung 1am thiét |G

bi luu trit, kich thusc nho gon, dugc diing trong cong nghé giai tri. 4eB@ M=

Bing tir (Magnetic disk): cling cdng nghé véi dia nhung truy suat dir liéu theo
nguyén tic tuan ty, dung luong han ché.

1.2.4. Pon vi nhap - xuét (Input — Output unit)
1.2.4.1. Thiét bi nhap (Input device)

— Ban phim (Keyboard): thiét bi ding dé nhap dit liéu vao may tinh. Ban phim gom cac
nhém phim co ban: Thiét bj nhap chuén
o Nhom phim dix liéu: gom cac phim ky tu a—z, 0 — 9, cac phim dau.
o Nhom phim chuc nang doc 1ap: gom cac phim F1 — F12, ESC, ...
o Céac phim Ctrl, Alt, Shift cd thé két hop vi mot sé phim khac dé thuc hién mot chic
nang nao do.
— Chugt (Mouse): duogc sir dung nhu mét thiét bi tro va chon.

Ngoai ra con nhiéu thiét bj khac nhu:

— BUt quang (Light pen): duoc st dung dé tré trén man hinh, tuong tu nhu chudt.

— Man hinh cam #ng (Touch screen): truyén tinh hiéu dau vao bang thao tdc cham vao
man hinh.

— Thiét bi quang hoc nhan dang ky tw (Optical Character Recognition — OCR): ¢c6 thé
xt ly hau hét cac Font chit. OCR rat phé bién cho doanh nghiép trong xir ly thanh toén.
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— Nhan dang ky tw muec tir tinh (Magnetic ink character recognition - MICR): tuong tu
nhu OCR nhung quét cac ky tu duoc in bang muc tir tinh, ding dé ma hoa sé tai khoan
ngan hang.

1.2.4.2. Thiét bj xuat (Output device)

— Man hinh (Monitor): 1a thiét bj dau ra pho bién nhat cua mot hé théng may tinh. Mdi
diém anh trén man hinh twong Gng véi it nhat mot bit trong bo nhé. PO phan giai
(resolution) chi mat do diém anh trén man hinh, ding dé do do sac nét caa man hinh. Mot
s6 d6 phan giai théng dung: 1024x768, 1360x768

— May in (Printer): Thiét bi ding dé xuat dir liéu ra gidy. Hién nay c6 nhiéu loai may in
théng dung:

o May in kim (dot printer): st dung b6 cac kim in

o May in laser (Laser Printer): dung ky thuat laser dé tao anh ting trang trén mét tréng
tinh dién

o May in phun myc (Inkjet Printer): Phun mét tia muc siéu nho, ding tinh thé &p dién
dé 1am bom muc

— May chiéu (Projector): Ding dé chiéu man hinh cia may tinh I8n man anh 16n, thuong
ding trong hoi nghi, thuyét trinh, bao céo...

1.3. Pon vi do dung lwong thong tin [wu trie trong may tinh

Pon vi co ban do dung lugng luu trit la byte, 1byte = 8 bit.

1KB (kilobyte) = 21° byte

1MB (megabyte) = 22° byte

1GB (gigabyte)= 230 byte

1TB (terabyte)=240 byte. 2740

1.4. Khéai niém phan mém may tinh (Software)

Phan mém 1a cac chuong trinh may tinh ma khi dugc thuc hién né mang lai chirc ning va hiéu
qua mong muon. Phan mém bao gom cac cau tric dir liéu ma theo d6 chuong trinh c6 thé thao
tac duoc voi cac thdng tin va céc tai lidu huéng dan.

1.4.1. Phan loai Phan mém

1.4.1.1. Phan mém hé théng (System software)

Phan mém hé thng () 1a nhitng chuong trinh tao méi trudng lam viéc cho cac phan mém khac,
nhitng chuong trinh ndy phai chay lién tuc vi né phai cung cap céc dich vu theo yéu cau cua cac
chuong trinh khac ma khong biét trudc cac yéu cau do khi nao xuat hién.
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Hé didu hanh (operating system): mot phan mém hé théng quan trong nhat. Hé diéu hanh cé
chtic nang diéu hanh toan bo hoat dong cua may tinh trong sudt qué trinh 1am viéc.

1.4.1.2. Phan mém tng dung (application software)

Phan mém ung dung la nhitng phan mém may tinh dé phuc vu cho céc cong viéc, hoat dong
nghiép vu, sinh hoat cta cudc séng doi thudong nhu soan thao vin ban, thong ké, choi nhac, xem
phim, ...

— Phdn mém cong cu (Tool sotfware): phan mém dung dé l1am ra cac phan mém khac. Day
la cac phan mém &ng dung caa nhitng chuyén vién tin hoc chuyén vé phat trién phan mém
nhu C++, ASP, CASE (Computer-Aided Software Engineering), ...

— Phdn mém tién ich (Utility software): phan mém ung dung khong nham vao céc hoat
dong nghiép vu ma chi gilp nguoi dung cai thién hiéu qua cong viéc khi lam viéc voi
may tinh, nhu Unikey, WordPad, ...

— Phdn mém nhing (Embeded software): phan mém duoc ghi trong ROM dung dé diéu
khién thiét bi: Tivi, xe hoi, dién thoai di dong, 10 vi séng
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1.5. Bai tap chwong 1

Lam quen vai ban phim, dat hai ban tay dang vi tri nhu hinh bén dudi, cac ngon tay duge danh

sb thu tu: 1- tro, 2 - gitra, 3- 4p Ut, 4 — Ut.

~ |! @ |# $ % « 10 [ |+ f—
- 1 2 3 4 5 8 9 0 - =
= |Q|W|E|R ult|ofp|§]| ]}
Caps Lock 1" | —
!
ShmG fv N\ G Shift
Cid ; ; ':\ % Ctrd
4 3 2 1 2 3 4
A D ] ’
1. Luyén cac phim

a) Dung ban tay trai, dat cac ngon tay dang vi tri va nhap cac dong ky tu sau:

asdf asdf asdf asdf asdf asdf asdf asdf asdf asdf
fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa fdsa

b) Dung ban tay phai, dat cac ngon tay dang vi tri va nhap cac dong ky tu sau:
JKI; KL KL KL KL K K kI kI 5K kI kI
K5I 5Tk TR K IR 1K 1K Tk Tk TR TR 1K

¢) Dung ca hai ban tay dat dang vi tri va nhap cac dong ky tu sau:

fd fds fdsa jk jkI jKI; fd fds fdsa jk jki jKI; fd fds fdsa jk jKI jKI; fd fds fdsa jk jkI jkI

2. Luyén cac phim bén dudi, moi
ngdn tang thém maot hang phim
trén
a) Dung ban tay trai nhap cac

dong ky tu sau:

wee weed wed were wet sweet sweeter wee weed wed were wet sweet

weeds weeded seed seeds seeded weeds weeded seed seeds seeded

b) Dung ca hai ban tay nhap cac dong ky tu sau

lool look loot hoot tool fool fools lool look loot hoot tool fool fools

dull duller full fuller hull hulls hullo dull duller full fuller hull hulls
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toll tolls roll rolls told fold folds toll tolls roll rolls told fold folds
Juj jyyj joy toy roy try fry juj jyyj joy toy roy try fry juj jyyj joy toy

3. Luyén cac phim trong hinh 4 3 2 1 1 1 1 2 3 4

bén canh, ngén tro trai thém
hai phim V va B, tro phai
thém 2 phim N va M ¢ hang sl rFlla HI 1l k| L

WIEJR]T YQUTI(fO

dudi.

a)

b)

bat hai ban tay dung vi tri V| B N || M
va nhap céac dong ky tu sau

fvf frivf fbf fribf rev vet fvf frivf fbf frfbf rev vetfive fiver fib fibber very every five
fiver fib fibber very every

Jmj jujmj jnj jujnj jmj jujmj jnj jujnj
jim him tim rim hem them jim him tim rim hem them

ten tent often den dent over oven ten tent often den dent over oven
Dbat hai ban tay dang vi tri va nhap cac dong ky tu sau

ou ough rough tough trough enough ou ough rough tough trough though thought
through thorough though thought through thorough
house houses mouse mound mounds house houses mouse mound round rounds sound
resounded round rounds sound resounded
ion lion mention vision visions ion lion mention vision visions
iou ious conscious envious mission missions iou ious conscious

4. Luyén cac phim nhu hinh bén dudi

a)

bat hai ban ty =~ 4 3 2 1 1 1 1 2 3 4
dang vi tri va nhap
cac dong van ban QIWIE|R|T YQUIJOY|P

Sau.

faf far fat fatter far dxwlclvie NI M . ?
farmer faf far fat
fatter far farmer
fan ran tan jan land hand band fan ran tan jan land hand band
pot port pit put pop pup puppy pot port pit put pop pup puppy
purr top rope romp trap tramp trumpet purr top rope romp trap tramp

fig rig tig pig got grip green fig rig tig pig got grip green ring ding dong song sang
singer arrange ring ding dong song sang singer zoo zulu zigzag fax tax text exit zoo
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zulu zigzag fax tax text exit We went to see the zebras and giraffes at the zoo last
Friday. That was fun.

b) Dat hai ban tay dang vi tri va nhap cac doan van ban sau

Make sure you type the correct text in your document or it will not make sense. If you
enjoyed this typing course please tell others who would find it helpful. I hope the
course has helped you enjoy your computer typing.

Type this paragraph and the one below it. There is no need to press the Enter key to
start new lines. Keep typing and the computer will know when to drop down to the
next line. Atthe end of each paragraph press Enter twice to leave a blank line between
paragraphs.

¢) Sir dung phim Shift (ngon Gt trai hoic phai) Ifét hop Vi cac phim ky tu dé tao chir
hoa hoac nhap cac ky tu trén ctaa cac phim so. Nhap cac dong van ban sau
(9) (98) (97) (96) (900) (800) (700) (989) (990)
(see next page) (I hope) (every day) (sometimes)
(if necessary) (not if I can help it) (would you believe it)

{play} {playtime} {postage} {Purple} {Primrose}
Smith & Smith Smith & Brown Black, Brown & Co Ltd
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CHUONG 2. HE PIEU HANH WINDOWS 8 [Hé diéu hanh : phan mém hé théng c6 chirc nang
- 1. Quan ly phan ctrng
2. Quan ly viéc thyc thi (chay) cac ing dung
. 3. Quan ly ngudi dung )
2.1. Gi&i thiéu hé dieu hanh Windows 8 * Nhiéu loai HDH do cac hang khac nhau cung cap :
- - dos, windows ... (hdng Microsoft), linux ...

Hé diéu hanh Windows 8 1 thanh vién mai cia Windows. Cac tinh ning ctia Windows 7 van
duy tri trong Windows 8 va duoc cai tién tét hon, ton it tai nguyén CPU va bé nhd RAM hon.
Windows 8 tap trung vao giao dién cam (ng Metro, hién thi day du céc ang dung, thoi gian khoi
dong nhanh. Windows 8 c¢6 bon phién ban danh cho cac nhém déi twong khac nhau:

— Windows 8: danh cho cac may tinh ding chip xir Iy Intel x86/x64, hd tro nang cap tir
Windows 7, cung cap tat ca nhiing tinh ning co ban cua Windows 8.

— Windows 8 Pro: ciing danh cho cac may tinh dung chip Intel x86/x64, kém theo BitLocker
va BitLocker To Go, Boot from VHD, Client Hyper-V, Encrypting File System (EFS),
Group Policy va Remote Desktop.

— Windows 8 Enterprise: chira dung tit ca tinh niang cua Windows 8 Pro kém theo
nhiéu chirc niang chuyén dung danh cho céc quan tri cdng nghé trong doanh nghiép.

— Windows RT: duoc cai dat sdn trén cac may tinh (PC), may tinh bang (tablet) hay thiét
bi nhang dung chip xir ly ARM.

2.1.1. Nhirng diém mé&i trong Windows 8

2.1.1.1. Start screen

i e
Administrator g

Man hinh Start c6 tat ca cac
thong tin ma nguoi dung
quan tdm dudi dang cac 6
(Tiles) duoc bb tri theo hang
ngang, noi dung dugc cap
nhat theo thoi gian thuc dé
nguoi ding c6 thé xem
nhiing gi dang xay ra.

2.1.1.2. Charms Bar

Charms Bar cua Windows 8 1a mot thanh menu xuat hién khi di chudt qua goc bén phai phia
dudi hoic phia trén cia man hinh hoac nhan t6 hop phim Windows+C. Menu nay c6 nim tiy
chon: Search, Share, Start, Device, va Setting.

— Search: chuc nang tim kiém trong Windows 8.

— Share: chia sé dir liéu gitra cac ing dung khac nhau.

— Start: chuyén sang man hinh Start

Device: xac dinh va thiét 1ap thugc tinh cho cac thiét bi dang st dung.
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— Setting: cau hinh cho cac tng dung dang st dung. Vi dy: thiét Iap cac tuy chon cho man
hinh, &ng dung, thay doi ngdn ngit, theo ddi két ndi mang.

2.1.1.3. Windows Store

Windows Store duoc tich hgp trong Windows 8 gitp 1am ndi bat giao dién Modern Ul va tinh
nang cam ung cua Windows 8.

2.1.1.4. Két ndi SkyDrive

Skydrive la dich vy luu trit d&m may cho phép nguoi dung dé dang sao luu, chia sé tai liéu, hinh
anh. Cac tép tin nguoi dung luu trir trén dam may déu cé thé xem dé dang trén may tinh bang,
smartphone hay cac thiét bi Windows 8 khac.

2.1.1.5. ARM - Acorn RISC Machine

Trudc Windows 8, cac may tinh ca nhan hau hét dung bo xir 1y x86. Nhung phién ban Windows
RT c6 thé chay véibo xir Iy ARM. Chip ARM ¢ loi thé la tiéu thy it dién nang hon x86, giup
kéo dai thoi gian dung pin.

2.1.1.6. Tinh nang bao mat

— Trusted boot: tinh nang khéi dong tin cay bao vé sy toan ven cua qua trinh khéi dong,
bao gom nhan, tap tin hé thdng, trinh diéu khién khai dong, phan mém chéng ma doc cua
chinh no.

— BitLocker Drive Encryption: mét tinh nang bao vé dit liéu trong phién ban Windows 8
Pro va Windows 8 Enterprise.

— AppLocker: mot co ché don gian va linh hoat cho phép nguoi ding xac dinh chinh xac
cac ung dung duoc phép chay trén may tinh.

— Windows SmartScreen: mot tinh ning an toan, cung cap cac chirc nang dé bao vé nguoi
dung khoi phan mém doc hai trén Internet.

2.1.2. Mét sé phim tat théng dung trong Windows 8

— Phim Windows: Chuyén gitra Start Screen va mot app mgi mo gan nhat.

— Windows + D: Mé Desktop truyén théng. Néu dang ¢ Desktop thi né s& minimize tat ca
cac trng dung dang mo.

— Windows + C: M¢ Charms Bar.

— Windows + H: M¢ thanh Share cua Charms.

— Windows + Q: M¢ thanh Search caa Charms.

—  Windows + W: M¢ thanh Search, sau d6 tim cac cau hinh trén may.

— Windows + F: Mé thanh Search, sau d6 tim kiém céc tap tin trén may.
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— Windows + I: Mo thanh Settings cua Charms.

— Alt + Tab: chuyén ddi qua lai gitta cac ¢tng dung dang mo.
— Windows + R: Vao Desktop va ma hop thoai Run.

— Windows + E: M& Windows Explorer.

— Windows + O: khéa xoay man hinh.

— Windows + L: khéa (lock) may.

2.2. Lam viéc vé&i Desktop

Khi khoi dong Windows 8, Start screen chiém day man hinh, dé chuyén sang man hinh Desktop
truyén thong, click Tile Desktop. Trén Desktop caa Windows 8 mic dinh chi ¢6 biéu tuong
Recycle bin. Ngoai ra c6 thé thao cac shortcut dé khoi dong nhanh chuong trinh.

2.2.1. Céac thanh phan trén Desktop

2.2.1.1. Taskbar

L Taskbar Properties
Taskbar nim duéi day cua man hinh, mac et =
dinh taskbar chwa cac biéu tuong cua File | ik e o

Explorer & gdc trai va ngay gio v§1 cac tién ich | Clauto-hide the tasbar

thuong tri. Taskbar chira cac biéu twong cua | | [lusesmal taskbar buttons

Chu’ong trinh dal’lg thuc thl Taskbar location on screen: Bottom W
. . s , 5 ’ ) , | | Taskbar buttons: Always combine, hide labels v
Ngoai ra nguoi dung cé thé gan (pin) cac tng Noteaton area, Cstomze...

dung kha vao Taskbar.

0 IUse Peek to preview the desktop when you move your mouse to the
Show desktop button at the end of the taskbar

Thiét Iap thudc tinh cho Taskbar:

— Click phai trén Taskbar, chon Properties
— Xuat hién hop thoai Taskbar Properties, gom 3 tab
= Tab Taskbar
o Lock the taskbar: c6 dinh taskbar.
o Auto-hide the taskbar: ty dong an taskbar
o Use small taskbar buttons: cac biéu tuong trén taskbar & trang thai nho.
o Taskbar location on screen: thiét 1ap vi tri cua taskbar trén man hinh.
= Tab Jump lists: Chi dinh s6 cac biéu twong gan nhat trong Jump lists
= Tab Toolbars: thém cac Toolbars vao Taskbar.

2.2.1.2. Recycle Bin

Recycle Bin 1a noi luu lai cac tap tin va thu muc bi x6a bang phim delete. hay Click phai -> delete
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Cac thao tac trong recycle bin R
= | E:f = Recycle Bin Tools

—  Khdi phuc cac ddi tuong (item) dugc “ Home  Share  View A
chon: click nit Restore the selected

Items. ,: j '?:E: m

- Khoi phuc tat ca cac doi tugng: click Empty Recyce Bin  Restore | Restore the
nl:It Restore All Items Recycle Bin properties  all items selected items
Manage Restore

- Lam sach Recycle Bin : click nut
Empty Recycle Bin hoic click phai trén biéu tuong Recycle bin, chon Empty Recycle
Bin.

2.2.2. Céch khoi phuc biéu twong Computer trén Desktop

- Click phai & Personalization - o
ChU6t trén f t By Control Panel » ANl Control Pared items + Pessonalization v Search Control Pane o
deSktOp, Ch(_)n i Controd Pand Home - N o I ) _— @

. Change the visuals and sounds on your computer
Pe FSOI’]a| 1ze 9 Change desktop kons Click a therne to change the desktop background, color, scunds, and screen siver 8l st once.
Mé’ hép thOaI Change mouse pomnbers : .'.'... Theme: (1) n
Personalization.
— Trong ctra SO bén trai cua | = Desktop lcon Settings ﬂ

cia sd Personalization,
chon Change desktop

Desktop lcons

icons > Xuét hién hop Deskiop icons

thoai  Desktop lIcon : [¥] Recycle Bin

Settings. [ ]Users Files [ ] control Panel
— Pénh du check vao muc [ etwork

Computer > Apply.

2.2.3. Thay déi man hinh nén Desktop

A = Personalization =
- 0 = A
- CI ICk phal Chth tren T -i;: <« All Control Panel tems » Personalization v G Search Control Panel »
N
desktop va ChQn — — — ~
Control Panel Home High Contrast #1 High Contrast £2 High Contrast Black

Personalize=> M¢& hop

. . . Change desktop icons
thOE_lI Pe rsonal IZatlon. Change mouse pointers =
— Chon Desktop -
Background High Contrast White

- Trong muc Picture

See also

. ~ \ . 3
location: chon hinh lam Display (o7
2 Taskbar . L
A Desktop Background Color Sounds Screen Saver
nen Cho DeSktOp - 9 Ease of Access Center Harmomny Autornatic Windows Default 3D Text

Click nat Save changes.
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2.2.4. Thay déi Screen saver trén Windows 8

Screen saver la mot tién ich caa Windows, dung thiét 1ap man hinh & ché d6 nghi, khi nguoi
ding ngung lam viéc nhung khong tit may, | Screen Saver Settings

c6 tac dung dé bao vé tudi tho ciia man hinh. || seeenseer

Cac budc thuc hién:

- Click phai trén Desktop |
chon Personalize.

-~ Trong hop thoai Personalization->
Chon ScreenSaver _

~ Screen saver: chon kiéu man hinh |

nghi. Screen saver

~ Click Setting dé thiét lap cac thugc || [soTet bl e [ B
tinh cho kiéu man hinh nghi vira chon. || weis| 103 minutes []0n resume, display logon screen

—  Wait: thiét 1ap thoi gian cho tir Iic Power mansgement
ngung lam ViéC dén khi chuyén sang Conserve energy or maximize performance by adjusting display

brightness and other power settings.

mé.n hinh nghi Change power settings
—  Chon Preview dé xem trugc két qua >

Apply - OK. ok Cancel
2.2.5. Sap xép cac d6i twong trén Desktop = 5
. A Sort by 3 MName
—  Click phai trén Desktop - Chon Sort by e G
o Name: Sip xép theo tén R
o Size: Sép theo kich thudc tap tin Dot modifis
o ltem type: Sap xép theo loai biéu tuong Undo New Curtez
o Date modified: Sap xép theo ngay cap New |

nhat.
2.3. Cac thao tac cor ban trén man hinh Start

Giao dién nguoi dung Windows 8 dugc t6i wu hda cho cam tmg. Nhung ban phim va chudt van
12 lya chon hang dau trong Windows 8.

2.3.1. Quay tr& lai man hinh Start

Quay trg lai man hinh Start trong Windows 8 bang mét trong céac céch sau:

— Pua tro dén canh phai cia man hinh va bam Start trong Charms bar

— Di chuyén chudt dén goc phai duéi hodc goc phai trén bén caa man hinh, va nhan Start.
— Di chuyén chudt dén goc dudi bén trai cia man hinh, va nhan chuot.

— Nhan phim logo Windows.
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2.3.2. Té chirc cac Tiles thanh nhém

Trén man hinh Start chira nhiéu Tiles, mdi Tiles 12 mot tng dung, nhdm céc Tiles dé gilip nguoi
ding c6 thé dé dang tim mot

ng dung. Céc budc dé gom cac [

tile vao cung mot nhom: D

signal action at
Jackson Hole

il

— Di chuyén cac Tile va
dat chdng vao mot cot
riéng bang cach Drag
chudt kéo sang mot vi
tri tréng bat ky dén khi
thdy mot duong ké doc
mo xuit hién thi tha
chuot ra.

— DPua chudt xudng phia
dudi gbéc phai man
hinh Start va bam
vao biéu tuong “-” dé
thu nho cac tile dong
thoi phong to man hinh

Administrator

Start.
— Click phai trén tile vao @ @6 S R
- <\ A A B3| -
cot tile vira tao bén trén d HEHE~ 45 a0s
N , & m SI-IER
va chon Name group ¢
duoi cung man
hinh Start.

— Hop thoai hién ra, nhap
tén ctia nhém tile roi bam
nut Name.

2.3.3. Ghim Tiles vao man hinh Start

Man hinh Start s& hién thi cac (ng dung st dung nhiéu nhét, ngoai nhing tiles c6 sin, nguoi
ding c6 thé ghim céc ung dung b sung cho man hinh bang cach thyc hién cac buéc sau:

— Click chuét phai tai vi tri bat ky trén man hinh Start, click nat All apps trong App
commands bén dudi man hinh.

— Click phai vao mét ang dung mudn pin vao man hinh Start

—  Xuét hién cac lénh trén App Commands—> Click Pin to Start
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— Nhan phim
Windows dé tré
vé man hinh Start. [

— Tile cua tng dung = L o
vira dugc pin vao g - Beaen
xuat hién & cudi
bén phai caa man
hinh Start.

b

® 8 @ ® ©

Unpin fom Start Menage Properties  Map network
drive network drive

2.3.4. Hién thi administrative tools

Pé c6 thé truy cap nhanh vao Adminitrative tools nguoi ding

Show administrative tools

c6 thé dua cac cong cu ndy vao man hinh Start Yes el
— Trén man hinh Start, nhan Windows + I, click Tiles. Programs and Eeatures
- . . . N 2 N Mobility Center
— Click Show administrative tools va chuyén thanh Yes Power Options
— Tré vé man hinh Start, cac cong cu administrative xuat hién tai | o
cuoi bén phai cia man hinh Start. Device Manager

Disk Management

- Nhén WindOWS + X, menu Administrative tOOIS XUét hién tai géC Computer Management
dudi bén trai man hinh. o vt i
- Nhén ESC dé déng menU. Task Manager

Control Panel

2.3.5. Tim kiém céc tng dung, thiét 1ap va tap tin trén giao dién modern

Windows 8 gitip ngudi dung 6 thé tim nhanh theo 3 nhém noi dung bao gom Apps, Settings,
va files, bang cach nhan to hop phim Windows + C mé thanh Charm, chon chitc ning Search,
chon mot trong ba ndi dung can tim:

— Apps: dugc chon mac dinh, tim nhanh cac chuong trinh tng dung (Apps) trén man hinh
Start va cac chuong trinh (programs) cua desktop bang cach nhap céac ky tu dau cua tng
dung can tim, két qua hién thi danh séch céc ung dung c6 chira cac ky tu vira nhap

— Settings: tim kiém thong qua v s cac thiét 1ap trong ca cia s6 Control Panel va trong
PC setting ctia man hinh Start, gitip ngudi ding c6 thé thiét 1ap céc tiy bién cho may tinh
theo s¢ thich riéng

— Files: tim vi tri cua tap tin trén dia
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. Search
S ett 1N g S Results for “f* Settings
1

g Turn off your PC Q Turn search history on or off ﬁ Wireless

Apps
a Check for updates Turn history of frequently searched apps on n Choose home
or off

a Settings
Help improve Windows Store by sending ﬁ Turn high contrast on or off ﬁ Share printers,
URLs for the web content that apps use

2.3.6. Thay déi mau sac, backgroud cua Start screen

— Mo Charms bar = .
. P C Settl ﬂ g S ¢ Start screen Account picture
chon Settings = chon :
_
Change PC settings. Users
— Chon  Personalize, Lol
. N Search
click vao Start e 5
screen, sau do ChQn General i o =
lai anh background va it . ‘ N E
, A Devices '
mau sac. Microsoft o

cung cap kha nhiéu lya chon giup ngudi ding co thé trang tri man hinh Start ctia minh.
2.4. C4c tng dung cta hé théng

Windows 8 cung cip mét nén tang linh hoat cho mét loat cac wng dung va cac thiét bi. Hau hét
cac tng dung gan giéng Windows 7 nhung v&i mot sé6 d6i méi, don gian hon hiéu qua hon.

2.4.1. Windows Task Manager

Windows Task Manager 14 mét tién ich caa hé diéu hanh Windows, gilp ngudi ding co thé
quan ly, quan st cac phan mém, ung dung, va cac dich vy dang chay trén may. Task Manager
trong Windows 8 duoc nang cap va bo sung nhiéu tinh nang méi.

2.4.1.1. Cach mé Task Manager

C6 thé thuc hién mét trong nhitng cach sau:

— Nhan t6 hop phim Ctrl + Shift + Esc

— Nhan t6 hop phim Ctrl + Alt + Del & Chon Task Manager
— Click chudt phai trén thanh Taskbar, chon Task Manager.

— Nhan T6 hop phim Windows +R = nhap Taskmgr = Enter.
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2.4.1.2. Céac thanh phan trong ctra sé6 Task Manager

- Tab Prppesses: quén- ly s SRR T
nhirng tién trinh, service, | s options view
phé‘in mém dang chay. Processes | Performance | App history | Startup | Users | Details | Services
- Tab Performance: hién . ’ . &% 67% 2% = o
. ~ . X ame tatus emary isk etworl
thi thong tin vé CPU nhu 5
A . Z Apps (7)
tén, model, xung nhip goc, | ™
b A h , d"m Cache s,( [ . AVG User Interface (32 bit) 0% 36ME 0 MB/s 0 Mbps
QA n 0,_;( ¢ N .- 4 . 0 3 @FoxitReaderE.E,BestReaderfor... 0% 58.1 MB 0 MB/s 0 Mbps
nhan’ bleu ,do tho' glan & @ Google Chrome (32 bit) (2) 0.1% 90.5 MB 0.1 MB/s 0 Mbps
thuc cho biét CPU dang > [ Microsoft Word 0% 1253MB OMB/s  OMbps
Chay bao nhiéu %. b Gl Paint 0%  33MB OMB/s  OMbps
_ Tab App history: th@ng tin [#] PC settings 0% 0.6 MB 0 MB/s 0 Mbps
Vé Cé.c ]:rng dung giao dién I gl Task Manager 0.7% 9.6 MB 0 MB/s 0 Mbps
Modern’ thoi gian truy Cap Background processes (41)
CPU Sﬁ' dung mang B AVGE-mail Scanner 0% 0.2 MB 0 MB/s 0 Mbps
interlj]et Va Cép.nhét Tilé i @ AVG Identity Protection Service ... 0% TO0MB 0 MB/s 0 Mbps
. N , , [ AVG Online Shield Service 0% 6.0 MB 0MB/fs 0 Mbps
- Tab Start-up: quan ly cac e
, ). R . [m7] AVG Resident Shield Service 0% 23.5 MB 0 MB/s 0 Mbps
ung dung t]:r kh01 dQng khl [m7] AVG Scanning Core Module - 5... 0% 5.5 MB 0 MB/s 0Mbps
bat ma;y' trong Wln8' no @ Fewer details End task
duoc tich hgp trong Task
Manager.
- Tab Users: Quan ly cac tai khoan truy cap may, cac tng dung, cac tieén trinh ma tai khoan
do dang chay.

— Tab Services: hién thi nhing tién trinh s& chay kém véi Windows 8 dé gilp may hoat
dong on dinh.

2.4.2. File Explorer

Windows Explorer dugc thiét ké lai va duoc dit tén File Explorer, da duoc ti wu hoa cho cac
nhiém vu quan ly tap tin. Céc tinh nang mai bao gom tly chon tuy bién thu muc nang cao. Trinh
don cua File Explorer hién thi dang thanh Ribbon

Mé file Explore: Click biéu tugng Folder trén taskbar ¢é mo
File Explore.

Home Share Wiew
= X cm n i B x '_ [ Mew item = [ &% [Gjopen~ [HH Selectall
i = | i i
------ W] Copy path i L —|—:|Easy access v \_ﬁ) Edit Select none
Paste Move Copy Delete Rename MNew Properties .
2| Paste shortcut to - to - - folder - I—‘C'u_T.j.HisttJr;r oo Invert selection
cl Organize MNew Open Select
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2.4.2.1. Quan ly tap tin véi File Explorer

— Tap tin (File): mot tap hop cia cac thong tin co lién quan, duoc ghi trén thiét bi luu trix
phu, mdi tap tin c6 mot tén xac dinh, tén cua tap tin do ngudi dung tao ra né dt, tén tap
tin thuong gdm 2 phan: phan tén va phan phan loai dugc cach nhau boi dau (.), phan phan
loai cho biét loai tap tin. C6 2 loai tap tin:

o Tadp tin hé thang: chira cac 1énh caa chuong trinh, khi duoc goi, cac Iénh trong tap
tin s& thuc thi. Tap tin hé théng thuong 1a nhitng tap tin ¢6 phan phan loai 12 exe,
sys, bat, com, ...

o Tadp tin dir liéu: chua dir liéu thuan tuy nhu nhitng tap tin c6 phan phan loai docx,
mdb, MP3, ...

— Thw muc (Folder): mot dang tap tin dac biét, dugc dung trong viéc quan ly céc tap tin.
Thu muc c6 thé chtra cac tap tin va cac thu muc con bén trong. Mbi thu muc ¢ mot tén
xéc dinh, tén duoc dit tén tuy ¥ nhung khong c6 phan phan loai. Thu muc duoc td chic
dang hinh cay, bit dau tir thu muc gdc, va cac cap thu muc con.

— O dia (Drive): bo nhé ngoai, thuong 1a 6 dia cang 12 noi dé nguoi ding luu triv dit liéu.
M3i 6 dia c6 mot tén xac dinh, tén cua 6 dia cung bit dau tr ky tu C, ...

— Dwong ddn (Path): 1a dia chi caa mot tap tin luu trir trén dia.

2.4.2.2. Céac thao tac trén File Explore

— Thay déi kiéu hién thj tdp tin va thw muc: Trong nhém lénh Layout cua tab View >
Chon kiéu hién thi
o Extra large icons: Hién thi céc
tap tin va thu muc dudi dang | =
cac biéu tuong 16n cuc dai.
o Large icons: Hién thi cac tap
tin va thu muc dang biéu
tuong lon.
Small icon: Hién thi cac tap tin va thu muc dang biéu tugng nho.
Titles: Hién thi cc tap tin va thu muc dang tiéu dé.
List: Hién thi cac tap tin va thu muc dang danh séach.
Detail: Hién thi dang cac tap tin va thu muc chi tiét.
— Tao thuw muc: Chon vi tri tao thu muc va thuc hién moét trong céac cach sau:
o Click New Folder trong nhém Iénh New cua tab Home - Nhap tén thu muc >
nhan Enter
o Click phai chugt & Chon New Folder & Nhap tén thu muc = Nhan Enter
o Nhan t6 hop phim Ctrl+ Shift +N > Nhap tén thu myc = Nhan Enter
—  Sdp xép tdp tin va thw muc: Hién thi cac tap tin va thu myc duéi dang Detail. Trong cta
s6 File Explore hién thi cac cot Name, Date modified, Type, Size
o Name: Click vao cot Name dé sap xép theo tén tap tin va thu muc

0O O O O
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o Date modified: Click vao cot Date modified dé sap xép theo ngay cap nhat.

o Type: Click vao cot Type dé sip xép theo loai.

o Size: Click vao cot Size dé sap xép theo kich thudc cuaa tap tin

— Déi t&n tdp tin va thw muc: chon tén cua tap tin hoac thu muc can doi tén, va thyc hién
mot trong cac cach sau:

o Click nat Rename trong nhém Iénh Organize cua tab Home ->Nhap tén méi >
Nhén enter

o Nhén phim F2 = Nhap tén méi = Nhan Enter

o Click phai trén tén cua tap tin hoac thu muc - Chon Rename - Nhap tén méi >
Nhan Enter.

— Sao chép tdp tin va thw muc
o Chon céc tap tin va thu BN on

A 2 f L
a : dy Cut [ = 7
Muc can sao chep , ) : | o | K =]
o Click menu cua nut i LS
Copy Paste i Move | Copy Delete Rename
COpytO Paste shortout to - ta - -
o Chon vi tri dich trong
danh sach, hoic click Choose location dé chon vi tri khac.
o Hoac dung phim tat Ctrl +C dé sao chép, sau @6 chon vi tri dich va nhan Ctrl +V.
— Di chuyén tdp tin va thw muc
o Chon céc tap tin va thu myc can di chuyén
o Click menu cua nut Move to, chon vi tri dich trong danh sach hoac chon Choose

Share View

location dé chon vi tri khéac » ~ | Mo [ nNewit
- N . Z X £ , [==] | B =
o Hoac dung phim tat Ctrl +X dé sao chép, sau do ?< j L E ) Easy o
chon vi tri dich va nhan Ctrl +V. el
il older
— Xoa tdp tin va thuw muc % | Reye

o Chon cac tap tin va thu muc can xod

o Click menu cua nut Delete

o Chon Recycle> xo0a di tuong dua vao Recycle.
o Chon Permanently delete: xoa khéng qua Recycle bin.

, /5 Permanently delete

& | Show recycle confirmation

— Thiét Igp thugc tinh cho tdp tin va thw muc \ |[+s]open~ HH:
o Chon tap tin hoac thu muc can thiét 1ap thudc tinh N Edit ‘
o Click menu cia mat Properties = chon Properties, hoic ™ °Ps™ @ istory

click chuot phai trén tén cua tap tin can thiét 1ap thuoc [ properties
tinh, chon properties.
o Xuat hién hop thoai Properties = Thiét 1ap cac thugc tinh
trong khung Attributes:
= Read only: thuoc tinh chi doc
» Hidden: thuoc tinh an
o Click Apply = OK
— Gd bé cac thuge tinh da thiét \gp

¥ | Remove properties
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o Chon tap tin hoic thu muc can go bo

c4c thudc tinh da thiét lap Auwbutes:  [geadony [ ]tidden e
o Click nut Properties -> chon | e T e e o e ereato | Unbeck
Remove Propertles help protect this computer.
— Cach tgo Shortcut trén Desktop
Shortcut la biéu tuong cta chuong trinh, | [ ok || cancel A

dugc dung dé khoi dong nhanh mét chuong
trinh. Cac budc tao Shortcut:
o Xéac dinh vj tri cua tap tin can tao Shortcut (Xéc
dinh duong dan) W Folder
o Click phai tai vi tri cAn tao Shortcut > New-> & shorteut
Shortcut, hozc trong cira s file explore, click nit New Item > Chon Shortcut.
o Trong hop thoai Create Shortcut, nhiap duong dan cua tap tin can tao Shortcut
trong 6 Type the location of the item, hozc click nit Browse dé xac chi vj tri cua
tap tin trén may.
o Click Next = Nhap tén cho Shortcut - Finish.
Hoic c6 thé thuc hién bang céch khéc:
o Tim tap tin can tao Shortcut, trong ctra s6 két qua > Click phai trén tén tap tin >
Chon Copy
o Chon vi tri can tao Shortcut > Click phai & Chon Paste Shortcut.

d__'_'iNew item * 1 =] Open ~

2.4.2.3. Tim kiém tap tin va thw muc trén File Explorer

Trong File Explore nguoi ding c6 thé tim kiém twong tu nhu trong Windows explorer cua
Windows 7, nhung ¢ thém mét loat cac tly chon dé két qua tim kiém tét hon va chinh xac hon.

Néu biét day du tén cua dbi twong can tim thi nhap vao thanh tim kiém, céc lua chon véi tir khoa
tuong ung s& xuat hién. Néu chi biét mot thanh phan cua tén tap tin hodc thu muc can tim thi
dung ky tu dai dién * dai dién cho nhiéu ky tu, hoic ? dai dién cho mot ky tu theo cl phap sau:

e File: [ky tu dai dién][phan Ky tu da biét].[phan mé rong]
Vi du: tim céc tap tin véi tén c6 ky tu thir hai 1a a va phan mo rong 1a txt
File:?a*.txt

Khi click chudt vao khung Search, tab Search tuong tng ciing s& xut hién trong giao dién
Ribbon cling vai tat ca c4c tly chon.

el D v | Drive Tools | Search Tools Computer
m Computer View Manage Search

E -_l. Current folde E r'1':‘|Kinc|' #0) Recent searches = %

| - Q.J All subfolders Ll Size ~ :; Advanced options -

| Computer Date i T Open Close

| modified » & Other properties = Save search seation cearch
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Nguoi dung cé thé tim theo nhiéu tiéu chi dua trén céc tly chon:

e Current folder: tim trong folder hién hanh.
e Date modified: tim theo ngay tao.

e Kind: tim theo loai tap tin.

e Size: tim theo kich thudc tap tin.

2.4.3. Control Panel

Control Panel 12 noi ma nguoi dung tinh chinh may tinh caa minh va c6 thé thay doi tat ca thiét
lap mic dinh, ngudi ding co thé truy cap vao mot danh sach cua tat ca cac phan cang, g& bo cai
dit cac chuong trinh, tim kiém maot giai phap sao luu va phuc hdi hé théng. Control Panel cua
Windows 8 duoc cai tién nhiéu chirc nang méi tot hon so vai céc phién ban trudc.

2.4.3.1. Cé&c thao tac vé&i Control Panel trong Windows 8

— Cé&ch gdan (pin) Control Panel vao Start Screen
o Nhén phim
Windows chuyén
sang man hinh
Start > Click
phai tai mot vi tri
bat ky trén Start
screen > Click

All Apps.

o Click phai trén
biéu tuong
Control  Panel
trong phan
Windows
System - click pin to Start T Desktop Icon Settings

— Cach dwa ControlPanelraDesktop  E—— R
o Click phai trén Desktop ->

=
ol

Eh N =

e

5 Desktop lcons

Deskiop icons

Personalize > Xuit hién cua
s Personalization

Chon Change Desktop icons
—>trong hop thoai Desktop

|:| Computer Recycle Bin
[ users Files s

|:| Network

icon Settings = Panh dau chon Control Panel
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2.4.3.2. Tim hiéu mét sé thanh phan trong Control Panel

— Personalization: cung cap cac tly bién man hinh va cac Tile ngudi ding, c6 thé thay doi
hinh nén trén cua Desktop, thiét 1ap Screensaver.

— User Accounts: tao hoac
chinh sta tai khoan
ngudi ding, cau hinh bao
mat cua thong tin dang
nhap.

— Date and Time: thiét lap
ngay gio cua hé thong.

— Programs and features:
cai dat hoac go bo céac
chuong trinh trén may

— Region: thiét lap cac
thong s vé& ngdn ngit va
cac thong sb dinh dang di liéu trong hé théng.

L @ v Control Panel » All Control Panel ltems AN ] Search Control Panel F=d

Adjust your computer’s settings View by: Large icons ¥

J Mouse

-‘ Performance Information
! and Tools

@ Power Options
8 Region

@ Speech Recognition

@; System

Network and Sharing

Notification Area lcons ~
Center <]

Personalization Q Phone and Modem

ﬁj Recovery
@ Sound

@ Sync Center
Troubleshooting

Programs and Features

RemoteApp and Desktop
Connections

Storage Spaces

PR & o N

Taskbar

2.4.3.3. Céach thiét |ap cac thdng sé dinh dang div liéu trong hé théng

— Trong ctra s6 Control Panel © Chon Region > Click nit Additional Settings
— Trong hop thoai Customize Format = thiét 1ap dinh dang cho céc kiéu di liéu trong hé
théng:

Numbers | Currency | Time | Date

Formats | |ocation | Administrative

Format:

English (United States)

Example
Positive: |123,455,?39.oo

| Negative: |-123,456,?39.00

Language preferences
Date and time formats

Decimal symbol: |I

Short date:
Leng date:
Short time:
Leng time:

First day of week:

Examples
Short date:

Long date:
Short time:

Leng time:

dd/MMyyy

| dddd, MMMM d, yyyy

|h:mmtt

|h:mm:sstt

|Sunday

27/0914

Saturday, September 27, 2014

10:07 PM
10:07:25 PM

Additional settings...

|| Cancel |

Apply

Mo. of digits after decimal:
Digit grouping symbeol:
Digit grouping:

MNegative sign symbol:
Megative number format:
Display leading zeros:

List separator:
Measurement system:
Standard digits:

Use native digits:

Click Reset to restore the system default settings for

numbers, currency, time, and date.

2

123,456,789
| R

[-11

o7

us.

|0123456789

|Never

| Ok | | Cancel
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o Numbers: quy uéc dau phan cach phan thap phan hoic nhom sé.
o Currency: quy uéc kiéu don vi tién té.

o Time: dinh dang kiéu hién thi caa thoi gian trong hé théng.

o Date: dinh dang kiéu hién thi ngay trong hé théng

2.5. C4c phan mém tién ich trén Windows 8
2.5.1. WordPad

WordPad 1a phan mém tién ich cua hé diéu hanh Windows, dugc ding trong viéc soan thao
nhirng loai van ban cé dinh dang don gian.

2.5.1.1. Cach khé&i dong WordPad trong Windows 8

C6 thé thuc hién mét trong cac cach sau:

— Nhian nat Windows, nhap WordPad trong 6 Search va nhan Enter
— Hoic tao Shortcut trén Destop, double click d@é khai dong

2.5.1.2. Céac thanh phan trong ctra sé lam viéc cua WordPad

Thanh Ribbon chira tat ca cac cong cu gilp soan thao va dinh dang van ban, dugc té chic trong
3 tab:

| = = | Document - WordPad =
m Home View
ij Calibri 11 - | A 4T EEE = f=. ':-:I *_,{J ;ﬂ
| Paste B 7 U e X, x* #- A~ |=E/ = == 5 PFicture Paint Dateand Insert i i
ity b o +~  drawing time object o
Tab File: Chua cac 1énh lién quan dén tap tin gom: e
— New: tao tap tin méi | [ ] new
— Open: mé mot tap tin da co san =
2 . an ti | | open
— Save va save as: luu tap tin B
— Print: in tap tin | Bl sme
Tab Home: Chta cac 1énh dinh dang co ban, gdm cac nhém Iénh & -
| & ave as 4
— Clipboard: gom céac lénh sao chép va di chuyén dir ligu. i ’
-2 - , , N z | - ¢ rin
— Font: dinh dang Font chitr nhu chon kiéu chtr, kich thudc, mau sac... & -

o Font: chon kiéu chit

o Size: chi dinh cd chit, c6 thé ding nut Grow Font va Shrink Font dé ting hoac giam
co chix

o Nt Iénh B,U, I: tao chit dam, gach chan va nghiéng
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o Strikethrough: gach ngang van ban
o Subscript va Superscript: tao chi sb trén va chi sé dudi (vi du: a2, H20)
o Text effect: tao hiéu rng cho van ban.
— Paragraph: Binh dang doan van ban nhu thut I8, canh Ié ...
o Cé&c nut Left, Right, Center, Justified: canh 1& cho doan vin ban
o Increase indent va Decrease Indent: tao thut I1& cho doan vin ban.
o Start a list: tao danh sach véi cac bullets & dau cua mdi doan.
o Line spacing: thiét 1ap khoang céch gitra cac dong van ban.
— Insert: gilip nguoi ding c6 thé chén céc déi tuong vao van ban nhu hinh anh, ngay gio
hé thdng, hoidc cac dbi tuong khéc

Tab view: Chira c4c Iénh ding dé xem vin ban theo nhiéu cach khac nhau.

2.5.2. Paint

Paint 1a mot tién ich vé d6 hoa trong hé diéu hanh windows, gilp ngudi ding c6 thé vé nhiing
hinh don gian hoac dung nhu mét trung gian cho viéc sao chép hinh anh.

2.5.2.1. Cach khé&i dong MSPaint trong Windows 8

— Nhén nat Windows > Nhap Paint > Enter
— Hoic tao shortcut trén desktop, double click vao shortcut dé khai dong.

2.5.2.2. Céac thanh phan trong clra sé Paint

Thanh Ribbon cua Paint gém 3 tab Iénh

— Tab File: gébm céc lénh thao tac vai tap tin: New, Save va Save as, ...
— Tab Home: gém céc Iénh co ban dugc chia thanh cac nhom Iénh

@l . = | Untitled - Paint =
e B T
= 71 | Outline - —— FEREREENEEN
; i o A K —
E ;D """"" &1 Y i E? TR D L H N E .J
| aste Select | i ¥ /0 L Brushes Shapes Size Colar | Colar Edit
1 25 iz - 1 2 colors
o Clipboard: gém cac lénh sao chép du liéu
@] Image: . . ] Cro.p D (A AN SO [..-]2 i
= Select: chon hinh canthao tac | s 25 4 s ,_‘f@;i@,‘:’f“ !
u CI’Op: cat hinh "\ Rotate right 507
= Resize: thay doi kich thudc va ‘; Fmet
d6 nghién cua hinh 3 Fipyertia
= Rotate: xoay hinh s
o Tools: Chua cac cong cu Vvé
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= Pecil: bat vé ty do

= Fill with color: cdng cu t6 mau

= Eraser: cong cu xoa nét vé

= Text: nhap van ban

= Pijcker Color: chon mau vé

= Magnifier: cong cu phong dai

= Shapes: cac hinh c6 san trong thu vién hinh.
o Colors: Hop mau dung dé té mau cho hinh vé

— Tab View: gdm céc Iénh phéng to hoac thu nho hinh theo mat ti 1& xac dinh

2.5.3. Calculator

Calculator la mot tién tich cé dang la mot may tinh boé tui, giup
ngudi ding cé thé thyc hién nhiing phép tinh don gian.

— Céch khgi dgng Calculator: nhan phim Windows = Nhap
Calculator - Enter
— Thao tac trén Calculator:
o Cdc phép tinh don gian: mac dinh khi khai dong may
tinh hién thi & ché d6 cac phép tinh co ban
= C6 thé nhap sb tir ban phim hoidc Click phim
s6 trén ctra s6 Calculator, chon phép tinh, click
dau = dé xem két qua
o Cac phép tinh phac tap: chon View=> Chon cac ché
do tinh toan thich hop

|-] Calculator

.Ei..ew.l ! Ed|t HEIP R

;;-r-\»ic-:-frwa@rws”girw—' M
7819 %
4[5 e Vx|
1]/2] 3 i

o = i
|| Calculator -

| View | Edit Help

Alt+1

= Scientific: thuc hién cac phép tinh logaric, cac E e e
ham luong giac, luy thura, can thue,. .. Programmer Alt+3
= Programmer: cac phép tinh logic trén cac hé Statistics Alt+4
dém khac nhau
= Statistics: cac phép théng ké don gian
2.6. Cach str dung phan mém gd tiéng Viét
b UniKey 4.2 RC3

Dé c6 thé st dung tiéng Viét trén hé diéu hanh o

. N ~ , A - , X X | Dieu khien
Windows thi trén may can phai c6 phan mém Bingmd | Unicode
hd tro go tiéng Vieét. BT

L

Phim chuyén: T'_EIEX z
2.6.1. Phan mém g0 tiéng Viét | R
@ Hwéng ddn Tu dinh nghia Mac dinh

Phan mém g6 tiéng Viét théng dung nhat hién

J hﬁng
@ Kétthic

4k MW ring

nay la Unikey, véi cac phién ban Unikey 4.2 RCl 32 blt h0ac Unlkey 4 2 RCl 64b|t co kha nang

tuong thich véi cac trng dung co giao dién Metro UL.



Phan I: Hé diéu hanh Windows 8 26

2.6.1.1. Cach gd tiéng Viét trén hé diéu hanh Windows

Khai dong Unikey va thiét 1ap ché do g:

Bdng ma: Chon mé tiéng Viét, Bdng mé Font thong dung

cac ma thong dung hién nay la Unicode Time new roman, Arial...

Unicode, TCVN3. Tuy thuoc Vietware X | VN* (VNtime new roman, Vnarial, ...)
vao viéc chon bang mé, khi Vietware F | SVN* (SVNtime new roman, SVNarial,...)
s0an thao vin ban ngudi ding TCVN3(ABC) | .Vn* (.Vntime, .VnArial...)

phai chon Font thich hop véi bang ma da chon trong Unikey.

Kiéu gd: Tuy thudc s thich cia ca nhan, ngudi ding c6 thé chon mot kiéu gd phu hop, kiéu gd
théng dung hién nay la VNI va Telex

— Céch g Telex: Co s& cua quy udc ndy la thé hién cac chir cai dic biét cua tiéng Viét
cuing véi dau thanh, bang cach lap lai chit cai goc hai lan hoac thém chit cai w ngay sau
chit céi gbc (dé duoc chit cai dac biét), thém vao cudi tir mot trong céc chir cai f, 1, X, S, j
(dé thé hién dau thanh).

Cach g6 déu cac ky tw dit biét Céch gd déu
Kytw | Cachgd | Vidu | Kétqua Didu |Céachgd| Vidu |Kétqua
a Aw trawng trang Huyén f huyeenf | huyén
a Aa caan can Séc S sawcs sdc
d Dd ddaau dau Hoi r Hoir hoi
é Ee ddeem dém Nga X Ngax nga
0 Oo nhoo nho Ning j nawngj nang
o Ow mow mo
u uw, hoac w tuw tu
- Cach g6 WNI- 1 o i [Cach g6 chir cai Déu Cich g6 diu

la mot trong so -

cac quy uGc a a8 sac 1

nhap tiéng a a6 huyén 2

Viét tr ban d d9 hoi 3

phlm ‘3”00 }e é e6 nga 4

vao van ban

trén may 0 06 ndng 5

tinh theo kiéu o 07 Xba dau: 0

nhap so sau u u7 Vi du:Tiéng Viét | Vil dus:Tie61ng Vie65t

chir cai.



http://vi.wikipedia.org/wiki/Ti%E1%BA%BFng_Vi%E1%BB%87t
http://vi.wikipedia.org/wiki/Ti%E1%BA%BFng_Vi%E1%BB%87t
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/wiki/D%E1%BA%A5u_huy%E1%BB%81n
http://vi.wikipedia.org/w/index.php?title=D%E1%BA%A5u_s%E1%BA%AFc&action=edit&redlink=1
http://vi.wikipedia.org/wiki/D%E1%BA%A5u_h%E1%BB%8Fi
http://vi.wikipedia.org/w/index.php?title=D%E1%BA%A5u_ng%C3%A3&action=edit&redlink=1
http://vi.wikipedia.org/w/index.php?title=D%E1%BA%A5u_n%E1%BA%B7ng&action=edit&redlink=1
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2.6.1.2. Cach chuyén ma

UniKey Toolkit
— Sao chép khdi van ban cAn chuydn ma, nhan | oo smme———10 Lismese
t6 hop phim Ctrl+Shift +F6. bior  [unoose -
— Trong hop thoai Unikey Toolkit, thiét 1ap cac — L
thy chon: :
o Trong khung bang ma: e
= Ngudn: 1a ma hién tai cia khdi | enss &
van ban File dich =
= Dich: chon ma can chuyén -
o Trong khung lua chon: danh dau | ...
check vao cac tuy chon khi chuyén ma

— Click nat chuyén ma > dan noi dung da
chuyén ma vao tai liéu.

2.7. Tim hiéu vé SkyDrive trong Windows 8

SkyDrive la d,ich vu luu trir dir RS Justin @0
liéu truc tuyén mién phi cua
Microsoft, tuong tu nhu
Dropbox, Google Drive va cac
dich vu luu trir dor liéu truc
tuyén khac.

Nguoi dung Windows sau khi
cai dat ung dung nay vao may
tinh ctia minh s& cd thé truy cap
VAo tai lidu caa minh tir bat ky
vi tri nao, luu trir chdng, va chia
Sé an toan hon.

SkyDrive da dugc tich hop vao
Windows 8 duéi dang tng dung Metro trén man hinh Start va thu muc trong cira s6 Computer.

— Pé kich hoat duoc SkyDrive, nguoi dung can phai c6 tai khoan cua Microsoft

— Sau khi tao tai khoan, nguoi ding dang nhap dé thay thé tai khoan hién tai cua Windows

— SkyDrive ty dong sé duoc kich hoat. Miac dinh moi thiét lap trong Windows 8 duoc luu
lai trén SkyDrive. Sau nay khi cai lai Windows hay khdi phuc ban quyén, moi thiét Iap
s¢€ tu dong duoc khoi phuc.
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2.7.1. Cach déng bd

Pé dong bo céac thanh phan vai SkyDrive, ngudi ding sao chép nhiing file vao folder SkyDrive,
nhing file nay tu dong sé duoc upload 1én SkyDrive.
Néu thudng xuyén chép dir liéu tir Desktop vao SkyDrive thi ngudi dung nén dong bo dir liéu
truc tiép tir man hinh desktop I&n SkyDrive. Cac budc thuc hién:

— Mo thu muc SkyDrive, tao mot thu muc mai, vi du vai tén Desktop.

— Tim thu muc Desktop trén may, click phai chon Properties

— Chon tab Location, click nat Move...

— Chuyén dén thu muc SkyDrive, chon thu muc da tao-> chon Select Folder = OK, xuat
hién thong bao hoi ngudi diing ¢6 mudn di chuyén hét moi thi trén desktop khong=> Yes.

Sau khi d6ng bo xong, ngudi dung truy cap SkyDrive tir bat cir thiét bi nao c6 ndi mang.

2.7.2. Cach st dung

Ngudi dung ¢ thé sir dung trinh duyét Web trén bat ky may nao, ding nhap vao SkyDrive dé
liy dit liéu, ngoai ra ngudi dung c6 thé xtr 1y truc tuyén cac file Word, Excel, PowerPoint véi
nhimg thao tac co ban trén web hodc download céc file d6 trén SkyDrive vé mdy, roi sit dung

mdt chuong trinh chuyén dung dé doc file.
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2.8. Bai tap chwong 2

Bai 1.

1.
2.
3.

o

oo

Bai 2.
. Turman hinh Start, diing phim tit chuyén sang man hinh desktop, hoic click Title Desktop

9.

Sir dung phim tit dé thwc hién céac thao tac sau:

M& Charms Bar, quan sét cac thanh phan trén Chrams.

Mg thanh Share caa Charms.

Mg thanh Search cua Charms, tim tap tin chuong trinh WordPad.exe, sau d6 khaoi dong
chuong trinh nay.

Mg thanh Search, chon Settings, sau d6 thiét 1ap thanh phan Sound cua may.

Mg thanh Apps xem cac ung dung dugc cai dat trén may.

Mg thanh Settings ciia Charms = chon Change PC setting = thiét 1ap man hinh nén caa
Start screen (chon hinh nén tay y)

Chuyén d6i qua lai gitra cac tng dung dang mé.

Vao Desktop va ma hop thoai Run.

Mo Windows Explorer.

Lam viéc trén Desktop

trén man hinh Start.
M¢ cira s6 Taskbar Properties thiét 1ap cac tiy chon sau:

e Thanh taskbar & ché 6 Auto-hide

e Thém biéu tuong Desktop vao thanh Taskbar

e Cac buttons cuia chuong trinh trén taskbar & trang thai Small
Tao mot shortcut khoi dong chuwong trinh MsPaint.exe trén Desktop vai tén la Tapve.
X6a Shortcut Tapve trén desktop. Mo Recycle bin, quan sat két qua, sau d6 phuc hdi lai
Shortcut da bi x0a.
Xoba Shortcut Tapve nhung khong qua Recycle bin.
Thiét lap thudc tinh cua Recycle bin khi x6a khdng qua Recycle bin ¢é hién thi canh béo
va khdng hién thi canh béo.
Khoi phuc biéu tugng Computer va Control Panel trén Desktop.
Sap xép céc biéu tuwong trén desktop theo cac tiéu chi: Size, Name, ltem type, Date
Modified.
Thay d6i man hinh nén caa desktop, chon hinh tly y.

10. Thiét 1ap man hinh ¢ ché do screen saver véi dong chit chay ngang man hinh la Ho tén

Bai 3.

ok wn

cua hoc vién, chon kiéu xoay, toc do xoay tly y, thoi gian cho 5 phat.

Thao tac véi Start screen

Gan biéu tugng Computer, Control Panel va Recycle bin vao man hinh Start.
T6 chiic cac Title computer va Control Panel va Recycle thanh nhém

Hién thi cac Adminitrative tools vao man Start .

Thay d6i mau sic va nén ciia man hinh Start.

Thu nho céc Title, tro lai trang thai ban dau.
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6.

Bai 4.

1.

oa s

© o N

Hién thi cac tng dung cai dat trén may, gan biéu tuong cua Word2013 vao taskbar.
Khéi dong File Explorer, thuc hién cic thao tac sau

Chon 6 dia C, hién thi noi dung trong 6 dia C theo cac kiéu, sau d6 quan sat két qua:

— Extra large icons

— Large icons

— Small icon

— Titles

— List

— Detail

Hién thi noi dung cua 6 dia C theo kiéu Detail, sau d6 sap xép noi dung cua 6 dia C theo
kich thudc tang dan.

Hién thi noi dung cua 6 dia C theo kiéu Detail, sau d6 sap xép noi dung cua 6 dia C theo
ngay cap nhat (Date modified) ting dan.

Chon 6 dia 1am viéc, tao thu muc theo duong dan: HotenHV\BaitapC2\Baitap1.

Tim cac tap tin véi tén co chira ky tu tha hai 1a h, phan mé rong 1a TXT, dung luong
<10KB, sau d6 chép 5 tap tin vao thu muc Baitapl.

Tao thém thu muc Baitap2 theo dudng dan: HotenHV\BaitapC2\Baitap2

Cheép noi dung cua Baitapl sang Baitap?2.

Tao thém hai thu muc Thuchanh va Lythuyet trong Baitapl

Di chuyén Thuchanh va Lythuyet vao Baitap?2

10 Poi tén thu muc HotenHV thanh BTPhani.
11. X6a thu muc BTPhanl, sau d6 vao Recycle bin khoéi phuc lai thu muc vira xéa.
12. Thiét 1ap thudc tinh an cho thu muc BTPhan1, néu thu muc chwa an thi thiét 1ap ché do

khéng hién thi cac tap tin va thu muc an.

13. Hién thi lai cac tap tin va thu muc c6 thudc tinh an.
14. Di chuyén thu muc BTPhan1 ra desktop.
15. Pua thu muc BTPhanl ra man hinh Start.

Bai 5.

Khéi @ong File Explorer, chon & dia 1am viéc va tao nhanh thw muc nhw hinh bén

sau do thuc hién cac thao tac sau:

1.

Tim cac tap tin c6 phan md rong PNG hoic GIF sau d6 chép S Baitap3

tap tin vao thu muc Hinhanh. BaiHoc

Tim céc tap tin ¢6 phan mé rong 12 TXT, dung lugng <10KB, Officel3
sau d6 chép 5 tap tin vao thu muc Vanban Excel |
Tao shortcut khéi dong chuong trinh Excel.exe trong thu muc PowerPoint
Excel véi tén Bangtinh ‘.Nnrd
Tao shortcut khoi dong chuong trinh MSWord.exe trong thu muc ’-."'-f'lnduwsﬂ
Word vaéi tén SoanthaoVB. Dull_eu

Tao Shortcut khai dong chuong trinh control.exe trong thu muc Eal:::h

Windows8 véi tén la ControlPanel.
Tao thém thu myc TinhocA theo duong dan: Baitap5\TinhocA.
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7.
8.
9.

Sao chép noi dung cua thu muc Baihoc vao TinhocA
Thiét Iap thudc tinh Hidden va Read-Only cho thu muc TinhocA
Khai dong Control Panel, thiét 1ap dinh dang Ngay theo dang dd/MM/yy

10. Gén biéu tugng Control Panel vao taskbar.

Bai 6. Thao tac véi phan mém tién ich WordPad
1.

4 Baitapt
M¢ File Explorer tao nhanh thu muyc trong 6 dia lam viéc nhu hinh | 4 || Chuongtrinh
bén Canh. Shortout
Tao shortcut khéi dong chuong trinh WordPad.exe trong thu muc Vanban
Shortcut vai tén la STVB. 4 SoanthaoVB
Khai dong WordPad tir shortcut hoac tir man hinh Start, thuc hién soan MSWord
thao va dinh dang doan vin ban bén dudéi theo yéu cau : WordPad

— Font: Calibri, size 13
— Khoang cach gitra cac dong la 1.15
— Thut I& trai va phai 1a 1 inch, phan ndi dung bang tiéng anh c6 kiéu chit Italic
— Canh 1&: Justify.
Sau d6 luu vao thu myc WordPad véi tén Thanhcong.rtf va dong tap tin lai.

Thanh cdng khong phai la chia khéa mé& canh clra hanh phic. Hanh phuc la chia khéa
dan t&i cdnh clra thanh cong. Néu ban yéu diéu ban dang lam, ban s& thanh cong.
Success is not the key to happiness. Happiness is the key to success. If you love what
you are doing, you will be successful.

Albert Schweitzer

Mg lai tap tin Thanhcong.rtf, nhap thém noi dung bén dudi vai cung dinh dang nhu trén,
sau d6 luu lai (Save as) vai tén mai la Biquyetthanhcong.rtf. cung vi tri véi tap tin
Thanhcong.rtf.

Ban khéng can phai thirc dém dé thanh céng, ban chi can tinh tdo vao ban ngay.
You don't have to stay up nights to succeed; you have to stay awake days.

Pong tap tin Thanhcong.rtf va Biquyetthanhcong.rtf, sau do6 thiét lap thugc tinh Read-
Only cho tap tin Thanhcong.rtf.

Mg lai tap tin Thanhcong.rtf, nhap tén nguoi soan thao bén dudi noi dung, co thuc hién
dugc khong?

G bo thudc tinh Read-Only cua tap tin Thanhcong.rtf

M lai tap tin Biquyetthanhcong.rtf, chén s thir tu vao dau ciia mdi doan van ban tiéng
Viét, sau do luu lai.

Chép noi dung cia 2 thu muc Shortcut va WordPad vao thu muc Vanban.
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Bai 7. Thao tac véi phan mém tién ich Paint va Calculator
1.

4 || Baitap7

Khai dong File Explorer, tao nhanh thu myc nhu hinh bén trong 6 dia ,
4 Chuongtrinh

lam viéc.

Tao Shortcut khéi dong chuong trinh MSPaint.exe trong thu muc ' ;a:;::::im
MsPaint voi tén la ChuongtrinhVe. < faptin
Khéi dong chuong trinh MSPaint.exe tur shortcut vira tao hoac tir man Tapve
hinh Start. Dung cac cong cu cta Paint vé cac hinh bén dudi sau d6 Iuu | Tinhtoan

vao thu muc Tapve véi tén Logo.png

T G T
% i

@ LN F

a?l.i'd'as

Tao Shortcut dé khoi dong chuong trinh Calc.exe trong thu muc Calculator voi tén 1a
Maytinh.

Khai dong chuong trinh Calc.exe, dung chirc ning Alt+ Prtsc dé chup cia s6 cua may
tinh sau d6 dan vao ctra 6 MSPaint va luu vao thu muc Tinhtoan véi tén 13 Maytinh.
Dung chuong trinh Calc.exe thuc hién cac phép tinh bén duéi sau d6 chép két qua vao
ctra 6 WordPad va luu trong thu muc Tinhtoan véi tén 12 PheptinhCB.

a) 10!=...

b) 22—, .

¢) Sin30=...

d) V729

Dung chuong trinh Snipping Tool Chup biéu twong Computer va Recycle bin dan vao
ctra s6 Paint va luu vao thu muc Tapve véi tén la lcons.png.

Tao thém mot thu muc Backup theo duong dan: Baitap7\Backup

Chép noi dung cua cac thu muc Calculator, MsPaint, Tapve va Tinhtoan vao thu muc
Backup.

10. Thiét 1ap thuoc tinh Hidden cho thu muc Backup.
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Bai 8. Cac chire niing tong hep 4 || Baitap8
1. Khai dong File Explorer, tao nhanh thu muc trong 6 dia lam viéc c6 4+ ChungchiA
dang nhu hinh bén canh. MSExcel
2. Tim céc tap tin véi tén ¢ ky tu thir ba 1a a, phan mé rong la dil sau MeWord
do6 chép 5 tap tin vao thu muc ChucnangCB. 4 1 Windows
3. Tim tap tin Charmap.exe, sau dé tao Shortcut khdi dong chuong ChucnangCB
trinh nay trong thu muc ChucnangCB vai tén BangKytu. Dohos
SoanthacVB

7.

9.

Khoi dong chuong trinh WordPad.exe, sau d6 soan thao va dinh
dang cho doan vin ban bén dudi véi yéu cau: Font Cambria, size 13, chir nghiéng,
khoang thwa dong 1.5, Chén bullet vao dau cua mdi cu, sau d6 luu vao thu muc
SoanthaoVB vai tén 1a DanhNgon.rtf

Ngay tuyét voi nhdt chinh la ngay hém nay.

Tré ngai I6m nhdt trong cudc doi chinh la néi s hi.

Diéu xdu hé nhdt la tw mdn qud ddng.

Sai ldm Ién nhdt chinh la tir bé muc dich cao dep ctia minh.

Chwdng ngai lén nhdt ngdn ban dén thanh céng la cdi toi ich ky.

Qua tdng quy gid nhdt ma ban cé thé trao tdng cho ngwoi khdc la sw khoan dung.
Diéu ddng dé ban suy nghi nhiéu nhdt bdy gio khéng phdi la cdi chét ma la séng
nhw thé nao.

Diéu vé gid ma ban cdn va cé thé chia sé do la tinh yéu thwong.

Khéi dong chuong trinh mspaint.exe va hinh 1a co Viét Nam nhu hinh,

sau d6 luu vao thu muc Dohoa véi tén la LacoVn.png

Tao Shortcut dé md thu muc Baitap8 trén Desktop, gan thu muc Baitap8

trén man hinh Start.

Dung chirc nang PrtSc chup ma hinh Start, sau d6 dan vao ctra s6 Paint va luu vao thu
muc Windows vai tén la StartScreen.

Dung hinh LacoVN Iam hinh nén cho Desktop.

G¢ Baitap8 khoi man hinh Start.

10.D6i tén thu muyc Baitap8 thanh BaitapTonghop.
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PHAN Il
MICROSOFT WORD 2013

CHUONG 1. GIOI THIEU MICROSOFT WORD 2013

So Vi cac phién ban Microsoft Word 2007 va 2010 thi phién ban 2013 van giit day da nhiing
tinh nang co ban va phd bién nhat gilp nguoi dung tao ra mot loat cac loai vian ban nhu thu ti,
to roi, va bao cdo... Ngoai ra Word 2013 cung cip thém mét sb tinh nang méi va nang cao, bao
gom ca kha ning tao ra va cong tac trén céc tai liéu truc tuyén hd tro nguoi dung kha ning lam
dugc nhiéu hon so véi cac du &n xt Iy vin ban don thuan.

Nhitng cai tién noi bat trong Word 2013

— Ting kha nang b tri va chén lién két bing thao tac kéo tha don gian va nhanh chéng..

— Vi su tich hop luu trir ddm may SkyDrive, Word 2013 cho phép ban truy cap vao tai liéu
ctia minh tir bat ky thiét bi nao co két ndi Internet.

— Cho phép nhiing cac noi dung truyén thdng da phuong tién truc tuyén ngay trong tai liéu.

— Chirc niang View-> Mode cho phép nhanh chéng nam bit mot tai liéu véi cac biéu tuong
dinh dang, chicc nang nay htru ich khi sur dung tablet.

— Hb tro dinh dang PDF ma khong can cai dat g6i hd trg, cho phép ngudi ding khéng chi tao
ra c4c tai liéu dinh dang pdf ma con c6 thé chinh stra no.

1.1. Cach khéi déong Word 2013

Néu trén mdi truong Windows 7 thi c6 thé khai dong Word tir Start menu bang cach chon Start
—>All Programs - Microsoft Office 2013 > Word 2013, hoac cach khac la chon Start-> nhap
tir Word vao 6 search, khi Word 2013 duoc danh dau trong danh sach két qua trén Programs =
Enter.

Néu trén méi truong Windows 8, khi cai dit Word 2013 thi tiéu dé caa Word 2013 ty dong xuat
hién trén man hinh Start, Click chudt vao tiéu d¢& Word 2013 dé khaoi d¢ong Word. Hoic céach
khac 12 nhan nat Windows, sau d6 nhap tir Word trong & search, khi Word 2013 dugc chon =
nhan Enter.

1.2. Cac thanh phan trong clra sé lam viéc caa Word 2013

Khi Word 2013 dugc khoi dong lan dau tién s& xuat hién man hinh khai dong, tai man hinh nay
ta cd thé tao mot tai liéu méi hodc ma nhiing tai liéu duoc truy cap trong thoi gian gan nhat.
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Search for anline templates = Merced Flores p
Or Flores. merced @yahoo.com ¥
Suggested searches:  Letbers  Resume  Fax  Labels  Cards  Calendar  Blank Switch account
Recent
Resume A
Merced F yDrive = Documents 9 a
e
ced k
My
tour
BirthdayCard
ekl Blank docurnant Welcorme to Word Sinsgle spacad [blak)
=3 Open Other Documents
Title a Title Title
Heoding Honding
HEENEE EREEEE
Blog post lon design (blani) Facet design (blank)

1.2.1. Thanh Ribbon

Word 2013 st dung hé thng tab Ribbon thay thé cho thanh menu truyén théng, hé théng Ribbon
chtra nhiéu tab, mdi tab chaa nhidu nhém Iénh gilp ngudi dung c6 thé thao tac dé dang trong
dinh dang cac loai van ban.

@ H O = Document? - Waord ?T EH - O %
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DEVELOPER Sign in
B Cover Page~ D | T SmartArt ’ E‘j 2 Hyperlink IJ [ Header~ . = T Equation -
D Blank Page Bl Chart ® CE*F |* Bookmark D Footer = L" Q Symbaol -
L Table Plctures Onhne Shapes Appsfor  Online Comment Text
*— Page Break - Pictures - @ ocreenshot™ | ofices  Yideo EI._:| Cross-reference [ Page Number - Box ~ M-
Pages Tables Hlustrations Apps Media Links Comments Header & Footer Text Symbols -~

Tab Home: chira céc lénh thuong sir dung nhat khi lam viéc véi Word 2013, bao gom cac nhém
Iénh Clipboard, Font, Paragraph, styles va Editing. Tab Home dugc chon mac dinh khi mé cua
s6 Word.

Tab Insert: Gom cac lénh cho phép ngudi ding chén cac ddi tuong vao vin ban, véi cac nhém
Iénh Pages, Tables, Illustrations, Apps, Media, Links Comments, Header & Footer, Text va
Symbols, gilip ngudi dung cé thé truyén dat thdng tin mot cach truc quan, 1am cho tai liéu tro
nén phong phu va chuyén nghiép hon.

Tab Design: cung cidp mot loat cac cong cu thiét ké, bao gébm c& nhém lénh document
formatting, va page background, gitip cho tai liéu tré nén tinh té hon.

Tab Page Layout: chira cac 1énh dinh dang trang in, gom cac nhdm lénh Page Setup, Paragraph
va Arrange, hd trg nguoi dung chuan bi in mot tai liéu.
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Tab References: chtra cac Iénh dung dé thém cha thich, bang noi dung cho tai liéu, cac lénh
nay 1a dic biét hitu ich khi soan tai lidu hoc tap, gdm cac nhém Iénh table of contents, Footnotes,
Citation & bibliography, Captions, Index va Table of Authorities.

Tab Mailings: tinh ning Mail Merge gilp nguoi ding cd thé soan thu, phong bi va tao nhan,
chtc nang nay rat hitu ich khi can tao mot mau thu cho nhiéu ngudi nhan khac nhau.

Tab Review: chira cac tinh ning chinh sira manh mé, dé dang chia sé va cong tac trén cac tai
liu, gdm céc nhém Iénh Proofing, Language, Comments and tracking, Changes, Compare,
Protect va OneNote.

Tab View: cho phép ban chuyén ddi giira cac cach xem khac nhau vé mét tai liéu va chia man
hinh dé xem céc phan cua tai liéu cung mét Idc.

Tab Contextual: Tab nay chi xuét hién khi mot déi trong dang dugc chon nhu Tables, Pictures,

Shape, PP tab Ilay E H “j = New Document - Word DRAWING TOOLS
£ A A A FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT
Chua Cac Ienn can
4 - i =- .2 - |"“ Text Direction ~ [ =Ly B Bring Forward = [& - *
A A i [ 4 i s T 9 + [
th Iet Cho VI eC B =) Abc b -|F - é‘ o S Align Text - — “ [ Send Backward - H- - ]
. A K- Shapes - Quick - e ) Position Wrap ] B Size
dinh dang mét doi @ syless Ar @ CreateLink - Ted- OfSelectionPane  Zh- -
t ng Insert Shapes Shape Styles W Wordart Styles Text Arrange
uong.

=) - I

M ’»—L Auto-hide Ribbon
, 5 . . R . . . * Hide the Ribbon. Click at the top
C6 thé dugc thu nho Thanh Ribbon khi can khdng gian lam viéc | of the application to show it
rong, bang cach click nat Ribbon Display Options, chon cac F Show Tabs

. g Show Ribbon tabs only. Click a
tuy chon trong menu

tab to show the commands.

1.2.1.1.Céch cuc tiéu thanh Ribbon

_ | Show Tabs and Commands

— Auto-hide Ribbon: Hién thi tai liéu trong ché do toan | E2= 0 D 7 ™"
man hinh va an hoan toan thanh Ribbon. Dé hién thi lai commands all the time.
thanh Ribbon, click nat mé rong Ribbon.

— Show tabs: An tat ca cac nhém Iénh, nhung hién thi cac tab. D¢ hién thi cac nhém Iénh
trén thanh Ribbon, chi can click vao tab.

— Show tabs and commands: Hién thi toan bo thanh Ribbon. Tly chon nay dwgc chon
mic dinh khi ban m& Word cho lan dau tién.

1.2.1.2. Cach str dung phim tat trén thanh Ribbon

T - Documentd - Word
Trong Word 2013, 2 _ _
n L, z HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW WIEW
Iénh phim tat duoc (P |

TimesNewRo - |13 -| A A7 Aa- f¢ = -i=-%-. &= 8 T |4

goi la KeyTips, dé
hién thi tén phim tit, | " Sromstpene B 1 U @ %% A-¥-A. ==== (= OH-0-
nhan phim Alt, trén Clipboard 5 Font 5 Paragraph 5
moi tab xuat hién ky tu phim tat, khi cin ma mét tab chi can nhan phim twong @ng.



Anh Vy
Highlight

Anh Vy
Line

Anh Vy
Highlight
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1.2.2. Thanh Quick Access T o
N FILE HOME Customize Quick Access Toolbar
Nam ngay trén Ribbon, thanh Quick Access cho phép =% e New
nguoi dung truy cap cac lénh thuong khéng co6 trong | c... « B I L, Sp
tab dugc chon. Mac dinh, Quick Access chwua lénh | _ Ermail
Save, Undo va Repeat, ngoai ra ngudi dung c6 thé | - 8 Quick Print
thém céc lénh khéc vao Quick Access tuy theo nhu cau | - :pltlpJ&Gm:t
st dung. v Undo
+~ _Redo

Céach thém 1énh vao Quick Access
— Click miii tén bén phai cua Quick Access.

— Chon lénh can thém tir drop-down menu.
— Pé chon nhiing 1énh khong c6 trong danh sach, click More Commands.

1.2.3. Ruler

Thudc nam ¢ phia trén va bén trai cua tai liéu, gidp ngudi ding cé thé dé
dang trong thao tac canh I& hoic dat diém ding cho phim tab trong tai liéu,
c6 thé 4n thudc dé tao ra khdng gian man hinh rong hon hoic hién thi

thudce khi can, bang cach:

— Click tab the View DESIGN ~ PAGELAVOUT ~ REFEREMCES — MAILINGS  REVIEW | VIEW
_ Dénh déu Chon VE‘lO 6 ) ne :_v’r:\FluIer Q [E) |:| One Page =2 New Window [ E
2 .2 : . , 9 [ Gridlines 7 10:]%' HE Multiple Pages = Arrange All .
RUIer de hlen thl thu’O'C hoac [ Mavigation Pane oo b B Page Width 1 Split Wir
bo chon . /Ruler dé an thudec. Show Zoom Window
1.2.4. Backstage view
Backstage view cung Docament - ord T - x
cap cho nguoi dung cac R
tuy chon khac nhau nhu Info
luu tﬁp tin tai Iiéu, mo Protect Document Properties ~
A . NI ~ ;. | Control what types of changes peaple can make ta this Size Not saved yet
tap tin tai liéu da co, in :
X . ETETIN - L SR Words 0
an, chia sé tai liéu, thiét
A At An i Inspect Document T pddzte
Iap thuoc tlnh Cho tap tln <3 | Before publishing this file, be aware that it contains: Tegs pddzteg
A A /{ ~ - Checkfor | ocument properties and author's name Comments Add comments
tai liéu, xuat tap tin sang e
* . A . * , Related Dates
cac loai tap tin khac, .... BEaN o
| ersions Created Today, 10:24 AM
R 2 N . a Ma | 7] There are no previous versions of this file. Last Printed
Trong ctra s6 lam viéc, Voo | o
. 2 2 Account elated People
ChOl'l tab File dé Chuyen puther XUAN HIEN

sang man hinh

Backstage view.

Options

Last Modified By

Add an author

Not saved yet
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1.3. Tao va quan ly mét tai liéu

Mot tap tin Word goi 1a mot Document, khi khai dong Word 2013, tai man hinh khaoi dong,
ngudi ding ¢6 thé thuc hién cac thao tac tao mot tap tin tai liéu méi rong hoac theo mau.

1.3.1. Tao mét tap tin Word méi - Blank Document

? -

— Tai Cfra Sé khé'i WO rd Search for online templates O Sign in to get the most out of ]
Suggested searches: Letters Resume Fax  Labels Lean
d(.)nga 9 ChQn e Cards  Calendar  Blank
B I an k DOCU ment- GiaotrinhTHVP_vd.docx =
D: = GiaotrinhCCA
— Tai ctra s6 lam viée, RS S 1
Ch()n Tab File dé : = S » HSGD_HKI_2015 » Baigiang_HDH ...
chuyén sang Man [EkweeyrpeReT——— Ia ke a
N - our
hinh Bacstage view,
LabHDH1_13048251_Pham Minh Thic... Sk doanent Welcome 1o e Mokt 1
chon New—> Blank &
DOCU me nt (@@ Open Other Documents Aa Title =] I”Le

1.3.2. Tao mét tap tin Word theo mau — Template

Template 1a mét loai tai liéu duogc thiét ké trude, thuong duoc sir dung dé tao nhanh mét tai lidu
méi ¢ dinh dang tuong tu cac mau c6 san. Template thudng bao gom céc tly bién vé dinh dang
va thiét ké, giup nguoi ding tiét kiém thoi gian va cong stc khi bat dau mot tai liéu mai. Céch
tao:

— Chon tab File> chuyén B& Recipe cards (Christmas
) ) 2 B Spirit design, works with
sang cua sO Backstage % - Avery 5889, 2 per page)

Provided by: Microsoft Corporation

VI eW Save e When you give a gift of homemade goodics,
a wery-
Save N co i
rec x

— Chon mdt mau cd sin
trong danh sach >MJot tap
tin mdi dugc tao theo mau [ e e

da chon.

(i

Create

— Néu chon mau tryc tuyén
tir trang office.com thi chon loai tai liéu trong cac nhom, sau dé6 chon mot mau thich hop.
— MOt ban xem trudc cua mau s& xuét hién, cung vdi thong tin bo sung vé mau, néu thich
hop thi click nat Create dé tao.
1.3.3. Lwu tap tin vé&i Iénh Save va Save as

Word cung cap hai cach dé luu mot tap tin: Save va Save As. C4c tly chon nay 1am viéc tuong
tu nhau, nhung c6 mot s6 khac biét quan trong:
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~ Save: luu tap tin lan dau tién, hoac khi chinh sira o o o =
tai liéu can luu lai cac thay dbi, 1énh nay duoc ﬁ v
dung trong suét thai gian soan thao va chinh stra HOME | INSERT  DESIGN
o Taicta sé soan thao, click nit Save trén -H-D e rran IR
thanh Quick Access hoac chon File >
Save, xuat hién cira s6 Save as. Paste @ B I U -aex. X A
o Shon vi tri leu 1an dau tién va dat tén cho
tap tin-> Click nat Save.
o Phim tit dé luu tap tin thay cho lénh Save: Ctrl +S
— Save As: luu tap tin v&i tén mai hoac tai vi tri mgi nhung van giit lai ban géc.
o Chon Tab File=> Save As
o Click nit Browse, xuit
hién cira s6 Save As >
chon vi tri lvu méi va

Clipboard Faont

Save As

A H erced Flores's rive I;-] Com puter
nhap tén tap tin trong muc G MercedFloress SyD N
File name = Click Save. T Computer ::e[rjced's Dcu:sM .
. A - S by Documents = My Documents
o Maic dinh tp tin Word My Documents
2013 dugc luu véi phan F nodarece Desitop

mao rong .docx

Browse

1.3.4. Lwu tap tin Word véi cac dinh dang khac

Mic dinh, tap tin Word duoc luu véi loai tap tin c6 phan ma rong .docx. Tuy nhién, Word 2013
ciing cho phép luu tap tin véi nhiéu loai dinh dang khac nhu PDF, Word 97-2003.

1.3.4.1. Xuat tap tin tai liéu sang dang PDF

— Click tab File chuyén sang ctra s6 Backstage view.
— Chon Export > Create PDF/XPS.
o Xuat hién hop thoai Save As: Chon vj tri luu tap tin
o Nhap tén tap tin trong 6 file name, va click Publish.
— CO thé thiét lap céac thudc tinh caa tap tin PDF bang cach click nat Option

1.3.4.2. Xuét tap tin tai liéu sang céac dinh dang khac

Ngoai dinh dang PDF, ngudi diing c6 thé xuat tap tin Word 2013 sang cac dinh dang khéac nhu
Word 97-2003 hoiac mét tap tin dang rtf, bang cach:

— Chon tab File dé chuyén sang cira s6 Backstage view.
— Chon Iénh Export = chon Change file type.
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— Chon loai File va click Save As

Change File Type

- ChQn Vi trl’ qu Vé. nhép tén tép tin 9 Document File Types
Click nit Save. BB (ot Word Document formt e et o
- Ngoai ra Cé thé dung Iénh Save AS m C‘.penDocurneu.\t Text ) m Template h
type trong cira so6 Save As dé chon loai re e S
A H z Other File Types
tap tln khaC' Plain Text EL Rich Text Format
— Word 2013 cho phép lueu tap tin tai liéu ntains oy the tex in your document
vai nhiéu dinh dang khac nhau nhu: = ot '
= .docm Word macro-enabled
(- p Chon 1 loai tap tin va click
document Sau:‘\s nut Save as dé export

= .dotx Word document template
= .dotm Word macro-enabled document template

1.3.5. M& mét tap tin Word

Tai cira s6 1am viéc, chon tab File © Open, chon mét trong cac tuy chon sau:

— Recent Documents: Mg tap tin tir danh sach cac tap tin duoc truy cap gan nhét.

— Computer: Mé céc tap tin dugc luu trén dia = Click ndt Browse dé tim tap tin can mo
—> click nut Open.

— Word 2013 hd tro truy cap cac loai tap tin duoc tao tir cac chuong trinh khac nhu:

o Tap tin duogc tao tur cac phién ban word trudc.

Tap tin duoc tao tir WordPerfect version 5 hoac 6

Tap tin duoc tao tir OpenDocument Text

Tap tin PDF

Tap tin Rich Text Format

Tap tin Webpages

Tap tin XML

O O O O O O

1.3.6. Péng tap tin Word va déng ctra sé lam viéc cua Word

Microsoft Word

— Péng cira s6 soan thao S
o Ch()n tab File = Close 1 Want to save your changes to giaotrinhCCA.doo? |
o Néu ngu:(‘)ri dl‘mg chy:a lru IE::;: ::.gcl:e'non't Save’, a recent copy of this file will be temporarily available. |
thi chuong trinh xuat hié¢n
h@p thoal et o e e
= Save (Ctrl+S): bong va Luu tap tin
= Don’t Save (Ctrl+n): Dong nhung khong luu cac thay doi.
= Cancel: Bo qua I¢nh dong tap tin.
— Thoat khéi Word
o Click nit Close trén thanh tiéu dé hozc Nhan to hop phim Alt +F4

| Save | Don't Save Cancel
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1.3.7. Thiét [ap céac thudc tinh cua tai liéu

Word Options

Word cung cip chtic ning gitp

ngudl dl:lng Cé thé thay dél Cé,C z.enTral & General options for working with Word.
A s B A - - . A isplay
thUQC tlnh Cua tap tln tal Ileul | | Proofing User Interface options
béng Cé.Ch ChQn File 9 Options. Save Show Mini Toolbar on selection
7 A z A 4 Language Enable Live Preview
Ca\.C thuQC tlrl]h duqc to Chuc i-\:l\,:ncjcl Update document content while dragging
thanh t]:rng nhom, ScreenTip style: |Show feature descriptions in ScreenTips W

Customnize Ribbon

Quick Access Toolbar Personalize your copy of Microsoft Office

— General: thiét 1ap cac tuy

\ . R : | | Add-Ins User name: HUAN HIEN
chon vé giao dién nQuoil || o cone ritals XM
dung’ Va théng tin Vé user [] Always use these values regardless of sign in to Office.

Office Theme: |White v

dang sir dung phan mém.
— Display: thiét lap nhiing

Start up options

Choose the extensions you want Word to open by default: Default Programs...

néi dung nao Cﬁa tai Iiéu Tell me if Microsoft Word isn't the default program for viewing and editing
° = * | documents.
duoc hlén thl trén man | Open e-mail attachments and other uneditable files in reading view

Show the Start screen when this application starts

hinh va trén trang in. -
— Save: thiét 1ap vi tri lvu mac dinh cua tap tin tai liéu, bang cach chon 1énh Save, tai muc
Default local file location, thiét 1ap duong dan mac dinh khi lueu tap tin.
— Advanced: thiét Iap nhitng thugc tinh nang cao cua tap tin Word.
o Show this number of
recent Documents: thiét When correcting spelling and grammar in Word

|ap s6 tap tin hién thi trong ||| I checkspetingssyoutype
, [[] Mark gramrnar errors as you type
danh SaCh Recent Frequently confused words
e} ShOW measurements In Check grammar with spelling
- . - X A . Show readability statistics
unlts Of thlet Iap do'n Vl do Writing Style: |Grammar Only | w Settings...
trong Word- I Check Document I
- PrOOfing: trong nh()vm Ién’h il Evrentinne far WS aiaotinhCCA dncy |
nay nguoi dung co thé Bat/tat o

ché do kiém tra 15i tiéng anh.
1.4. Cac thao tac soan thao co’ ban

1.4.1. Cac khai niém co ban

— Character — Ky tu: Ky tu dugc nhap tir mot phim dix liéu caa ban phim

— Word - Tir: Céc ky ty lién tiép tao thanh mot tir, mdi tir cach nhau mot khoang trang.
— Line — Dong: Tap hop cac tir tir 18 trai sang 1& phai cua trang.

— Paragraph - Poan: Mot khdi van ban duogc két thiic bang phim Enter.

— Shift _ Enter: Ep xung dong khi chua hét doan.
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1.4.2. Cach nhap van ban

Khi tao ra mot tai liéu trong mai, diém chén (insertion point) mac dinh tai vi tri dong dau va
sét & trai cua trang. Tai ddy nguoi dung bat dau soan thao van ban. Khi nhap van ban, ky tu xut
hién ¢ bén trai cua diém chén. Nguoi ding cé thé sir dung cac phim Backspace dé xoé ky tu
bén trai cua diém cheén, phim Delete dé x6a ky tu bén phai diém chén.

1.4.3. Cach chon van ban

Pé dinh dang van ban, trude hét phai chon khéi van ban can dinh dang, sau d6 thyuc hién cac
thao tac dinh dang. Cac céch dé chon khéi vin ban:

— Chon 1 tr; double click vao tir muén chon.

— Chon 1 dong: dua tré dén dau dong, khi tro huéng vé dong can chon > click chuot dé
chon, hoic dat diém chén & dau dong, nhan gitr phim Shift va nhan phim End.

— Chon mét doan hogc mét cau: click phim trai chudt 3 1an hodc dua dau chén dén dau
doan, nhan gitr phim Shift->click chudt tai cudi doan.

— Chon mét khéi bat ky: nhan giir phim Alt + Drag chuot dé chon khi.

1.4.4. Sao chép, di chuyén khéi van ban

Word cung cép chirc ning gitip ngudi ding co thé sao chép hoic di chuyén mot khdi vian ban da
¢ tur vi tri nay sang vi tri khac.

1.4.4.1. Sao chép khéi van ban

— Chon khéi van ban can sao chép, click nat [énh Copy trong nhém Clipboard cua tab Home
hoic nhan Ctrl+C.

— Dat diém chén tai vi tri méi, chon Iénh Paste trong nhdm Clipboard cua tab Home hoic
nhan Ctrl+V.

1.4.4.2. Di chuyén khéi van ban

— Chon khdi van ban can di chuyén, click nat Iénh Cut trong nhom Clipboard cia tab Home
hoic nhan Ctrl+X.

— Dat diém chén tai vi tri méi, chon Iénh Paste trong nhdm Clipboard cua tab Home hoic
nhan Ctrl+V.

Ngoai ra, dé thyc hién nhanh thao tac di chuyén khéi van ban, ngudi ding cé thé sir dung thao
tac kéo va tha, bang cach chon khéi vian ban can di chuyén, kéo dén vi tri mégi va tha ra.
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1.4.5. Chen ky tw dac biét vao van ban

Mot s6 tai liéu yéu cau nhap nhitng ky tu khdng cé trén ban phim chuan, nhiing ky tu nay co thé
la quyén tac gia (©) hoic nhén hiéu da dang ky (®), ky hiéu tién té (chang han nhu € hoic £),
mau ty Hy Lap, hodc miii tén (nhu / hodc ) hodc cac biéu tugng d6 hoa (nhu & )...

Word hd tro céng cu Symbol gitp ngudi dung dé dang chén céac ky tu dic biét vao van ban.
Céach thuc hién:

Symboaol

— Chon tab Insert > click n(t || e | seccaicrarscer
Symbol trong nhom Ignh | Eent Winsdins: e
Symbols=> chon ky tu can K|S A & | B QX Fe=chfla”
chén trong danh sach c6 san, | 5 E|E|F 5|3 | &0 wE = |E|H|® |«
hoic click mili tén bén phai | = |¥ |E|s|s|=|=|d|P | T O OO 2 R
cta nt Symbol = Chon More | B{ - |<x| & |3 ||| ¢ |5 | |G|@ 3|8 |V .
Symbols. Xuit hign Cia SO || pecenty usea symoos
Symbol. 2|y x| -|~|00|s|T|~|2|+ @R

— Tab Symbols: chon c4c biéu || umcoce name _
twgng can chén > Click nit || “nodnos S e P
Insert hogc Double click vap ||| = e Senne |
biéu tugng can chen. . e e

— Tab Special Characters: chon
cac ky tu dic biét, click nat Insert hoic double click vao ky tu dac biét can chén.
— C6 thé gan phim tat vao biéu tuong hoic ky tu dic biét gitip ngudi ding thao tac nhanh
hon, bang cach:
o Chon biéu tuong hoic Ky tu dic biét can cheén
o Click nat Shortcut key=> trong 6 New press Shortcut key, nhan Ctrl+phim tat >
Assign—>Close
o Khi can chén ky tu da gan phim tit, nguoi ding chi can nhan phim Ctrl+phim tat
ma khong can ma cira s6 Symbol.

1.4.6. Duyét qua cac van ban = o s -

HOME INZERT DESIGM

1.4.6.1. Tim kiém va thay thé van ban P e — e B
- - - - - - -\ - PEEE E‘@ B I U abc X x: AN a
Khi lam viéc vai céc tai liéu dai nhiéu trang, viéc xac dinh vi tri . W n 2T ImT
cua mot tir hoac cum tur ¢6 thé khé khan va ton thoi gian, Word | |“"* * Lo -
cung cap chirc nang Find and Replace gilp nguoi dung nhanh || Navigation yx
chdng tim hoac thay doi tir hodc cum tir trong tai li¢u. Cach thuc ||| e -
hién: e
HEADINGS PAGES RESULTS -
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Chon Iénh Find trong Tab Home, hozc diing té hop phim Ctrl+F
Xuat hién thanh Navigate Pane bén trai man hinh

Nhap tir hodc nhém tir can tim trong 6 trén cung caa Navigation Pane
Néu ndi dung tim kiém duoc tim thay trong tai liéu thi noi dung d6 dugc danh dau mau

vang va két qua tim kiém duoc hién thi trong Navigation Pane.

Dé thay thé mot tir hoac cum tur
vira tim kiém bang mét tir hoic
mot cum tir mai, dung chuc nang
Replace bang céach chon lénh
Replace tir tab Home-> Xuat
hién cira s6 Find and Replace.

Nhap tir hodc cum tir can thay thé

Find

| | Find what:

More >>

Replace

Find and Replace

GoTo

: Replace with:

Cancel

trong 6 Replace.

1.4.7. Chén van ban tw déng bang chic ndng AutoCorrect

Chuc nang AutoCorrect cua Word la chiic
nang ty dong sta 16i cua ngudi dung trong
qua trinh soan thao van ban. Autocorrect bao
gom mot danh sach mic dinh céc tir thuong
viét sai chinh ta va cach viét chinh xéac twong
ung cua no.

Ngoai ra AutoCorrect ciing dugc sir dung dé
chén cac doan vian ban ma nguoi dung
thudng phai nhap di nhap lai nhiéu lan trong
tai liéu mot cach tu dong. Cach thuc hién:

— Chon tab File = Options = Proofing
—> AutoCorrect Options...

— Xuat hién ctra s6 AutoCorrect, Nhap
vin bdn tdt vao 6 Replace.

— Nhap doan vin ban can chén tu dong
vao 6 With, Click nit Add = OK.

AutoCorrect: English (United States)

AutoFormat
AutoCorrect

Actions

Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: (® Plain text

Formatted text

Exceptions...

]

2|

(tm)

Automatically use suggestions from the spelling checker

OK Cancel

Khi trg lai cira s6 soan thao, ngudi dung nhap noi dung van ban tat, word s& tu dong thay thé

bang noi dung trong 6 Replace.

1.4.8. Hyperlinks

Chuc nang Hyperlinks giup ngudi ding tao cac lién két dén nhitng vi tri khac nhau trong tai

liéu hodc dén céc website.
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1.4.8.1. Chen Hyperlink

Chuc nang Hyperlink trong word duoc sir dung dé thuc hién céc tac vu sau:
— Lién két dén céc vi tri bén trong van ban

— Mo mét tai ligu khéc L e
_ Lién két dén Website Link"to: Text to display: | GGi mét théng bao qua email ScreenTip..
— Download mét tap tin | e (o 15 @@
or Web Page | asp ~ ookmark...
5 = A A 7 - Current
— Gui mot thong bao qua email. a Fader |0 e Torget Frame..
) . . i . Pgéiu':‘nl:f e HSGD_HKI_2013
Cac budc chen Hyperlink den tap tin L L il
TS s | oy || e | Lo oL ams
— Chon van ban hoac dol tIIQ’Ilg do 1 HSGD HKIl 2014 v
hoa diing 1am nhan lién két. b D x
Address
— Chon Iénh Hyperlink trong nhém i

Iénh Links thudc tab Insert hoac
nhan t6 hop phim tit Ctrl+K = Xuat hién cira s6 Insert Hyperlink
— Trong cira s6 Hyperlink, click nat Existing File or Web Page.

— Chon tap tin lién két trong danh sach hoic chon link dén trang web can lién két trong 6
Address > OK

— Target Frame: chi dinh noi ma tap tin lién két s& hién thi > OK.
1.4.8.2. Chen hyperlink vao Heading hoac Bookmark trong mét tai liéu

— Chon khéi van ban hoic di twong d6 hoa dung lam nhan lién két
— Chon tab Insert > Hyperlink > Trong cira s6 Insert Hyperlink-> click Place in This
Document.

— Trong khung Select a place in this document, click Heading hoic Bookmark muén lién
két ¢én >OK.

1.4.8.3. Chén Hyperlink dén hép e-mail

Chon van ban hoic d6i tuong d6 hoa dé 1am nhan lién két.

— Chon tab Insert - Hyperlink.

— Trong ctra s6 Insert Hyperlink, click nit E-mail Address.

— Nhap dia chi E-mail ciia nguoi can gui thong béo trong hop thoai E-mail address > OK.

1.4.8.4. Hiéu chinh Hyperlink

— Click phai trén nhan cua lién két > chon Edit Hyperlink. Trong hop thoai Edit Hyperlink,
thuc hién hiéu chinh > OK.
—  Xoa Hyperlink: Click phai trén nhan cua lién két = chon Remove Hyperlink.
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1.4.9. Bookmarks

Chuc nang Bookmark ding dé danh dau vi tri cua vin ban ma nguoi ding sé quay lai. Nguoi
ding c6 thé di chuyén dén cac Bookmark bang cach sir dung chire ning Hyperlink.

1.4.9.1. Cach tao Bookmark

— Dat tro tai vi tri can tao Bookmark, hoic chon van ban dé gan bookmark.

— Chon tab Insert > Click nat Bookmark trong nhém lénh Links
— Bookmark name: nhap tén cia Bookmark - click Add.

1.4.9.2. Di chuyén dén Bookmark

— Mo hop thoai Bookmark.
— Click vao tén Bookmark can chuyén dén > Go to >OK.

Hoic c6 thé dung cach khac

Find and Replace ?
— Chon tab Home, trong nhém Find | Replace | GoTo
Iénh Editing, click mii tén Gpga;:what _ terbooumarc e v
bén phai nat Find - Chon Section
l[énh Go To ...

Comment
Footnote 2

— Trong cra s6 Find and
Replace, chon tab Go to,

Close

- Go to what: chon

Bookmark.

— Enter bookmark name: nhap t&n Bookmark can chuyén dén >click Go To = Close.

1.5. Kiém tra 16i tiéng anh trong Word  ( sinh vien tu doc )

Word c¢6 chuc Working toward my degree, [ was employed as a marketing assistant
néng klém tra company. In addition to assisting the company with there W

to help the marketing specialist develop and carry through ideas for the
I gained at Fresh Foods 10

Wﬁp Spelling ! reaching a broader audience across
country. [ will complete my deg error g in May and will be available for

chinh ta va ngl~I commercial. I would like to usd
phap tieng Anh | companyacheive
cua mot tu, mot

employment in early June.

Grammar
error

khdi van ban duoc

chon, hodc toan bo maot tai liéu. Mac dinh, khi tao mot tai liéu méi thi Word s& kiém tra ca 15i

chinh ta va ngir phap. Céc 15i duoc chi dinh bdi mau cua dudng luon song.

— Puong mau doé : 16i chinh ta.
—  Puong mau xanh: 15i ngit phap.


Anh Vy
Typewriter
( Sinh vien tu doc )
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1.5.1. Bat ché do kiém 16i

— Chon tab Review, click nat Spelling & Grammar.

—  Xuit hién thanh pane HOME

Spelling and
Grammar. Dbi voi
moi 16i trong tai liéu
cua ban, Word sé
cung cap mot hoic
nhiéu goi y. nguoi
ding c6 thé chon mot

INSERT DESIGM PAGE LAYOUT
ABC E G-
v & s
Spelling & Language New
Grammar - Comment
Proofing Comments

Spelling & Grammar (F7) : 3

Typos? Mot on our watch. Let us
check your spelling and gramrmar.

REFEREMCES MAILINGS

[5 5| AN Markup
ok B Show Markup ~
Changes - Reviewing Pane
Tracking
4 5

goi y va click nit Change dé sta I5i.
— Word s& di chuyén qua ting 18i cho dén khi tat ca cac 16i da duoc xem xét, mot hop thoai
s& xuat hién xac nhan rang chinh ta va ngir phap kiém tra hoan tit >OK.

1.5.1.1. Stra |di chinh ta

— Click chudt phai vao tir dugc gach dudi. Xuat
hién danh sach cac tir goi y.
— Chon dung tir trong danh sach goi y.

1.5.1.2. Stra |6i van pham

— Click chudt phai vao tir hoac cum tir dugc gach

r:crnslgde ration.

Sincerely,

Jane Flores

Enclosed is a copy of my resume, whicl
Within the next week, [ will contact you
and I'll be happy to answer any questio

consideration
confederation

considerations

Ignore All

L [ [ TP . T

dudi. Xuat hién danh sach céc tir hoic cum tir goi y
— Cum tur chinh x4c s& xuat hién trong tai liéu, Hoic ciing c6 thé chon Ignore dé bo qua,
hoac vao spelling & grammar dé co cac thong tin vé cac quy tac ngir phap.

1.5.1.3. Bé qua léi - Ignoring "errors"

— Spelling and Grammar khdng phai 14 luon luon ding. Dac biét 1a véi ngir phéap, co rat
nhiéu 16i Word khéng nhan thay. Ciing c6 nhitng lic Spelling and Grammar s& danh
dau mot 18i khi nd thuc su khong phai 16i, diéu nay thudng xay ra véi tén nguoi, nhitng
tir ndy thudng khdng co trong tir dién, trong trudng hop nay ngudi ding chon Ignoring

errors vaéi cac tuy chon:

o lgnore: bo qua cac tir bi danh dau 15i ma khdng can thay doi no.

o lgnore All: b6 qua céc tir bi danh dau 16i ma khong thay ddi né, va ciing s& bo qua
tat ca cac truong hop khac caa tir ndy trong tai liéu.

o Add: thém tir vao tir dién va nd s& khong xem nhu 1a mét 18i. Nguoi dung phai
chac chan rang céc tir dugc viét dung chinh ta trudce khi chon tly chon nay.
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1.5.2. Thiét 1ap ché dé kiém tra chinh ta va ngir phéap tw déng

— Chon tab File chuyén dén ctra s6 Backstage view, click Options, chen Proofing.
— Check spelling as you type: thiét lap ché do ty dong kiém 13i chinh ta.

— Mark grammar errors as you type: thiét 1ap ché d6 tu dong kiém 16i vian pham
— Frequently confused words: thiét 1ap ché do kiém tra cac 13i ngit canh.

Word Options ?
Gi I
e ':ECJ Change how Word corrects and formats your text.
Display
Procfing E AutoCorrect options
Save Change how Werd corrects and .
formats text as you type: AutoComrect Options...
Language
Advanced When correcting spelling in Microsoft Office programs
Customize Ribbon [¥] Ignore words in UPPERCASE

o Ignore words that contain numbers

Quick Access Toolbar

Ignore Internet and file addresses

Add-Ins [¥] Flag repeated words

Trust Center [7] Enforce accented uppercase in French

est from main dictionary onl

L] suggestf in dictionary only

Custom Dictionaries...

French modes:  Traditional and new spellings| v
Spanish modes: | Tuteo verb forms only El

When correcting spelling and grammar in Word

[#] Check spelling as you type
Mark grammar errars as you type

[#] Frequently confused words

[¥] Check grammar with spelling
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1.6. Bai tap chwong 1

Bai 1. Cac thao tac co ban: Tao, mé va lwu tap tin

1.

Khai dong Word tir man hinh Start, tao mot tai liéu méi theo mau Blank Document va luu
tap tin trong 6 dia lam viéc theo duong dan \BaitapWord\MyBlankDoc.docx.

Trong ctra s6 1am viéc caa Word, chon File, chuyén sang man hinh Backstage view, Click
New tao tap tin mgi theo miau Fax (mdy tinh online), luu tip tin theo duong dan
\BaitapWord\MyCover.docx.

M¢ cira s6 Word, chon tab File > Options > Save = Trong muc Default personal templates
location, thiét lap duong dan dén thu muc chira tap tin template btchuongl\bail\Word_1-
1a, sau d6 tao tap tin moi dua trén tap tin mau Word_1-1a, va luu tip tin trong thu muc
BaitapWord vai tén la MySummerDoc.docx.

Trong ctra s6 lam viéc caa Word, chon File> Open, chon tap tin theo duong dan
btchuong1\bail\Word_1-1b.txt hién thi tap tin text trong Word.

Trong cira so lam viéc cia Word, chon File = Open, chon tip tin theo dudng dan
btchuong1\bail\Word_1-1c.pdf dé hién thi tap tin pdf trong Word. Thuc hién hiéu chinh
bang cach chén thém cdu “Chuyén tdp tin pdf sang tdp tin Word va cé thé hiéu chinh” bén
dudi dong tiéu dé sau d6 luu lai theo dudng dan \BaitapWord\MyPDF.pdf.

Bai 2. Duyét tai li¢u

Mg tap tin btchuongl\bai2\Word_1-2 va thuc hién céc thao tac sau

1.

Tim tit ca c4c tir to, quan sat két qua, sau d6 tim tat ca céc tir toy, duyét qua cac vi tri tim
thdy bing céach click vao céc nat trong thanh navigation.

Tim céac tir Toymakers co phan biét chir hoa va chit thuong.

Thuc hién tim nang cao cho tir toy c6 dinh dang chir hoa hoac chir thirong va dugc ap dung
style Heading2.

Dit tro tai vi tri chén bang noi dung (Table of contents), chén mot lién két tir mdi tiéu dé
trong bang noi dung dén tiéu dé twong tng trong tai liéu.

Trong phan Resources cua tai liéu, chén mét link dén www.wingtiptoys.com dén website
tuong @ng, thiét 1ap thuoc tinh target dé dam bao trang web duoc mg ra trong mot caa s6
mai (Chon target-> New Windows).

Trong phan Contact Us cua tai liéu, chén mot lien két dén dia chi mail
sarah@wingtiptoys.com vai subject 1a MOS Study Guide message.

Trong phan Contact Us cua tai liéu, chon tén Lola Jacobsen va chén mot bookmark tén 1
sales_manager, chon tén Sarah Jones va chén bookmark la design_manager.

Str dung chiic nang GoTo dé di chuyén giita cac hinh trong tai liéu, di chuyén dén dau caa
trang 3 va di chuyén dén bookmark sales_manager.
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Bai 3. Cac thao tac soan thao co ban
M¢ tap tin theo dudng da btchuongl\bai3\Word_1-3a va thuc hién cac thao tac sau

1. Trong doan vin ban thir nhat, chén biéu twong nhan hiéu ding ky (®) sau tir Microsoft.

2. Thay thé tat ca c4c tir trademark dit trong cap ngodc don trong tai liéu bang biéu tuong ™
(Su dung Alt+Ctrl+T). Luu tai liéu nhung khong dong.

3. Mo tap tin PowerPoint theo duong dan btchuongl\bai3\Word_1-3b, copy slide thix 2 trong
pane bén trai, tr¢ lai tap tin Word_1-3a va thuc hién cac thao tac sau:

a. Hién thi slide duoc copy trong Clipboard pane

b. Trong doan vin ban rdng thir hai trong tai liéu, tai vi tri <link to slide here>, past lién
két dén slide da copy (chen paste special 2paste link = Microsoft PowerPoint slide
object).

c. Trong tiéu dé cua tai liéu, thay thé tir Title bang Title document property, sau tir Last
Saved: chén ngay gio hién hanh cua may theo dinh dang m/dd/yyyy h:mm:ss, Iuu tai
liéu nhung khong dong.

4. Trong tap tin Word_1-3b, thay tir Design trén tiéu dé cua slide2 thanh Design Feature, sau
d6 luu tap tin Word_1-3b, tro lai tap tin Word_1-3a va thuc hién céc thao tac sau:

a. Hién phién ban mai nhit cua slide lién két.

b. Cap nhat thoi diém luu tap tin

c. Chén thém noi dung cua tap tin Word_1-3c trong btchuong1\bai3 vao cudi tap tin
Word_1-3a (Insert 22Object=> Text from file), luu va dong cac tap tin dang mo.
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CHUONG 2. DINH DANG TRANG

binh dang trang dong vai tro quan trong trong soan thao va trinh bay van ban, chic nang nay
gilp nguoi ding cé thé bé tri, sap xép van ban trén trang mot cach hop Iy 1am cho van ban rd
rang va dé doc hon.

2.1. Thiét 1ap cac thudc tinh cta trang — Page Setup

2.1.1. Thiét lap lé trang - Margins

Lé trang la khdng gian gitta van ban va cac canh cua trang.
Mic dinh, khi tao mot tai liéu mai thi I& trang 1a 1 inch. Tuy
nhién, ngudi ding c6 thé thay doi kich thudc I1é trang theo yéu
cau cua tung loai tai liéu. Word cung cp nhiéu kich co dé
ngudi dung c6 thé lya chon. Céch thuc hién

Chon tab Page Layout—> Click nut I¢énh Margin trong

nhém Iénh Page setup.

Trong menu cua Iénh Margin, chon mét loai kich thuéc

& trang c6 sin

Hoic ngudi ding cd thé tuy bién I& trang theo tiéu chi riéng thi chon Iénh Custom margin

Xuat hién hop thoai Page Setup,
Chon Tab Margins

Trong khung Margins thiét lap 1&
trang bang cach nhap kich thuéc
vao cac 6 Top, Bottom, Left, Right.
Gutter: chi dinh kich thudc cua gay
sach néu tai liéu duoc dong thanh sach.

2.1.2. Thiét lap kich thwérc trang

Mac dinh, kich thudc trang caa mot tai liéu mai tao la 8,5 inch va @
11 inch. Ty thudc vao yéu cau, ngudi ding c6 thé diéu chinh kich || Margins

Margins

FILE HOME INSERT DESIGN

@ rh Orientation -

10 Size -

., == Columns =

Last Custom Setting

Top: 1"
Left: 4"
Normal
Top: 1"
Left: 1"
Narrow
Top: 05"
befi oS
Moderate
Top: 1"
Left: 075"

’# Breaks -
§D Line Murmbers =
b? Hyphenation =

Bottorm: 1"
Right: 1"

Bottom: 1"
Right: 1"

Bottom: 05"
% Right 0.5"

Bottom: 1"
Right: 075"

Page Setup
Margins Paper Layout
| | Margins
Top: 75 = Bottom: 75 =
Left: 0.5 = Right: 0.5 =
Gutter: o ':- Gutter position: ILeft T

[0 Size -

thudc trang tai liéu cho pht hgp. Word cung cap nhiéu loai kich ¢ T
trang cho ngudi ding ¢6 nhiéu lya chon bang cach

— Chontab Page Layout, Click nit Size trong nhom Iénh Page

setup

LED

— Trong menu cua lénh Size, chon mot loai kich thudc trang D

phU hop, hodc nguoi ding cé thé tuy bién bang cach click

nat More Paper size.

FILE HOME INSERT D

PD Orientation = "= Breaks -

§D Line Mu

Letter
85" x 11"

Legal
8.5"x 14"

Statement

55" x 85"

Executive

7.25" x 10.5"
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— Trong hop thoai Page setup, Page Setup
chontab Paper.  [e— i
— Nhap do rong va chiéu cao

Margins Paper Layout

cua trang trong 6 Width va Pa:s:z:m g
Height >OK. e :
A L, LA . Height: |5° =

2.1.3. Thiet lap hwéng giay in

Paper source

— Chon tab Page Layout, trong nhom Iénh Page Setup, click nat Orientation
— Trong menu cua nat Orientation, chon Mot trong 2 tuy chon

o Portrait — Trang in theo chiéu dung

o Landscape — Trang in theo chiéu ngang.

2.2. Binh dang van ban dang cét
) ’ ) ) Columns
Trinh bay van ban dang cot gilp viéc doc tai Presets
liéu de dang hon, dinh dang van ban dang cot = == = == =
la mot dinh dang phé bién dugc sur dung . T E— 5 E
trong Cé'c bé'o’ tap Ch|,, bél’l tina MNumber of columns: |5 % [ ] Line between
Wiath ang spacng Preview
2.2.1. Cac bwéc trinh bay van ban e e
dang cét: 09 2 fos = -
: - | 09 3 :
— Chon khdi van ban can chia cot. N il
. . [+] Equal col idth
— Chon tab Page Layout = Click nit s
COIUmnS trong nhém Iénh Page | Apply to: | Selected sections | ¥ Start new column
Setup. : OK_ Cancel |

— Trong menu lénh Columns, chon sé
cot thich hop.
— More Column: thiét 1ap cac thudc tinh ctia van ban dang cot
o Number of column: Nhap sé cot can chia.
o Line between: thiét 1ap duong ké gitra céc cot.
o Width and Spacing: chi dinh d¢ rong cua cac cot va khoang cach gitra cac cot.
o Apply to: Chi dinh pham vi ap dung viéc chia cat.

2.2.2. Ngat cét

Khi trinh bay van ban dang cot, van ban sé& tu dong chuyén dén cot ké tiép tai vi tri mac dinh.
Tuy nhién, nguoi ding c6 thé kiém soét chinh xac vi tri bat dau mot cot mai bang cach chén dau
ngat cot tai vi tri tuy chon.

— Dat dau nhay tai vi tri mudn chén dau ngét cot.
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— Chon tab Page Layout, click nut Breaks, trong menu cua nat Breaks, chon Column.
— Hoic sir dung to hop phim Ctrl + Shift + Enter
2.3. Chen Drop Cap A= [ SignatureLine -

Drop Cap thuong dugc sir dung khi can nhan manh sy bat dau caa mot  prp E"D“_E&“me
bai bao, mot chuong hoac mot doan vin ban bang cach chuyén ky tu hoac e~ Ml object ~

tir dau cua doan c6 kich thudc 16n hon van ban binh thudng va nam trong None

van ban hoac ngoai lé cua trang van ban. Moi doan van ban chi tao mot

Drop Cap. A Dropped
— Chon ky ty hoic tir muén tao Drop Cap A= | agin

— Chon Tab Insert > Click nat Drop Cap trong nhém 1énh Text.
— Chon mét kiéu Drop Cap trong menu
— Hoic chon Drop Cap Option ... dé hiéu chinh cac thudc tinh caa chit Drop Cap.

A= Drop Cap Opticns...

—  Xuat hién hop thoai Drop Cap. SO
— Position: Chon vi tri cua chir Drop Cap B
— Options: chon cac tuy chon B W T,
o Font: Chon font cho Drop Cap | .
o Line to drop: chi dinh s6 dong van ban Gng V&i | “nee"  propped mmaram |
chiéu cao cua chir Drop Cap. i
o Distance from text: Khoang cach tir chit Drop Cap | rort
dén van ban. it oA S

| Lines to drop 3

— Thiét 1ap cac tuy chon > OK.
— Bo Drop Cap - chon None

Ak 4k

| Distance from text

2.4. Chén Header/Footer — Danh sé trang ok || conce

Header 12 mot phan cua tai liu xuat hién ¢ 18 trén cua trang goi 1a tiéu dé dau trang, Footer la
mot phan cua tai liéu xuat hién ¢ 1& dudi cua trang goi 1a tiéu dé cudi trang. Tiéu dé dau va cudi
trang thuong chaa nhitng théng tin nhu so trang, ngay thang, tén cua tac gia, va chi thich, gidp
cac tai liéu c6 to chirc va dé doc hon. Vian ban nhap vao header/footer s& xuat hién trén mdi trang
cua tai ligu.

2.4.1. Cach tao Header/Footer

— Double click tai vi tri bat ky ¢ dau trang hoac cudi trang, man hinh soan thao chuyén sang
phan header hoic Footer.
— Thanh Ribbon xuét hién tab Header & Footer Tools
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— Nhép noi dung vao E*}- - R Pty B -t R
dau trang hoac cudi [T — = o B Oomerrer |2l E:!.
trang. B e OB BT o e o o e B oo
— Click nat Close | = ‘ :
Header & Footer
hoic nhin phim e S oot |
ESC dé tro lai Ché Electronic Communications Policy
do soan thao van
ban.
2.4.2. Chén Header/Footer ttr thw vién HOME  INSERT  DESIGN  PAGELAYOUT  REFER
_ () Header - gl =ff]~ E‘flc:e_uickpartsv =
— Chon tab Insert, Click menu caa nGt || L Fester b . P L2 PiCIIES anaiiition
Header hoac Footer trong nhom lénh || ®o® =
Header & Footer. ek
— Chon mét kiéu Header / Footer thich hop -
— Xuat hién 6 giit chd dé nhap thong tin
nhu s6 trang, ngay gio, hoic tidu dé, ... || sk (theee Coumns)
trong khung Header hoac Footer.
— Nhap thong tin vao cac 6 giit chd > i s _
Click nat Close Header & Footer dé
chuyén sang ché do soan thao van ban.
2.4.3. Chen théng tin vao Header & Footer
NgUdl dung C(_) nhléu HORE INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS
tuy chon noi dung |[* : S _
chen wvao Header | || | [¢] B & 2 L& L& [E] S Previow
hoic Footer DANG || Hesder Foote] Page  Date & Document Quick Pictures Online | Goto Goto o
cach sit dung nhfxng -Heade:&F::t:bgr' Time  Info- It:r:;' Pictures §Heades Fout;ral.l;-qaﬂ;hl to

lénh cO6 san trong

nhom Iénh Insert: s6 trang, ngay va gio, hinh anh ...

2.4.3.1. Chen ngay gi®

Thong tin ngay gio chén vao Header hoac Footer nham dé biét dugc ngay in tai liéu, ngay gio
duoc cap nhat ty dong theo ngay cua hé théng may tinh.

Pit tré vao vi tri can chén ngay gio trong Header/Footer
Trong tab Design, Click nut Date & Time.

Xuat hién hop thoai Date and Time.

Chon mot kiéu dinh dang ngay gio >OK
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2.4.3.2. Chen so trang [T Header - | My [E QuickParts ~ E =y [

i ) ) [2] Footer= D - =l L2 Pictures GL """ = Ontians
So trang c6 thé dat trong Header NOAC | ) pagehiumber=  roee — ire [ Online Pictures e o "
Footer Vé. 6' Ié trél, phél hOéC gl&a ] Iopof Page b Insert Mavigation

— Dat tro trong khung gitt chd | [ BetiomefPase S : A “
) o Y Page Marains y ating under the banner of southern idealism. He left 'V
ctia Header hoic Footer E) PageMarg : S
. , 1 Current Position L Simpl
— Click nat PageNumber trong | .. e
7 ~ l*fy Format Page Numbers.. Plain Number
nhom Iénh Header & Footer . pnsispsgeibanbes I
— Trong menu cuta nut Iénh 1L S

PageNumber, chon 1énh
Current Position va chon mét kiéu thich hop.

2.4.3.3. Tao trang dau cua tai liéu

Nhitng bai bao cao hoic mét s tai lidu ngudi ding khéng mubn danh sb ther ty hodc chén
Header/Footer cho trang dau tién, nguoi ding c6 thé thiét 1ap ngoai 1¢ cho trang dau tién cua
mdi phan trong tai liéu bang cach:

— Chuyén man hinh sang ché do soan thao Header/Footer

— Check vao 6 Different First Page trong nhom Iénh Options cua tab Design.

2.4.3.4. Tao Header/Footer khac nhau trong nhirng phan khac nhau

DESIGN PAGE LAYOUT REFEREMCES MAILIM

Mot tai ligu thuong ¢ nhiéu phan, mdi phan c6 noi dung | rpoe. . Spscing
khac nhau do d6 noi dung trong Header va Footer ctia Moi | page areake
phan ciing khac nhau. Mic dinh khi chén Header va Footer |
thi noi dung cua Haeder va Footer trén tat ca cac trang la
gidng nhau.
Céch tao Header va Footer khac nhau trong nhitng phan
khac nhau trong mét tai liéu

— Chén dau ngat phan (Section break) tai vi tri cudi cia

mdi phan bang cach cho tab Page Layout.

Page
Mark the point at which one page ends
and the next page begins.

-

=D [ L

Column

Indicate that the text following the column
break will begin in the next column.

Text Wrapping i
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

— Click menu cua nat Break trong nhom 1énh Page =] NextPage
s Ins section break and start the new
Setup [Zh) s secton bresksnd santhens
— Chon Iénh Next Page
— Double click vao Header hoac Footer cua HEADER & FOOTER TOOLS
phan (section) muon tao noi dung Header MAILINGS — REVIEW  VIEW DESIGN
mél Eiq Previous Different First Page v H
— Trong tab Header & Footer Tools, chon tab it Different Odd & Even Pages i+ F
DeSign. +| Show Docurnent Text In
Options

— B6 chuc nang Link to Previous.
— Nhap noi dung cho Header hoac Footer trong section mai.
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2.5. Chirc nang Page Border

Borders

Page Border la duong vién xung
quanh I& cua trang, Word cung cap rat
nhiéu kiéu duong vién cho phép ngudi
dung c6 nhiéu lya chon dé trang tri cho
tai liéu hap dan hon.

| | Setting:

Mone

Box

Shadow

— Chon tab Design, click nat
Page Borders trong nhom Iénh
page Background

— Hoac trong tab Home, click
menu cua nut Border trong
nhom I¢énh Paragraph va chon

Custom

Al o o D

Page Border

Shading

Style:

[none)

Preview

Click on diagram below aor
use buttons to apply borders

Apply to:
‘Whole document

L4

DOptions...

Cancel

Border and Sharding, xuét
hién hop thoai Border and Shading

o Style: Chon kiéu duong vién
Color: Chon mau duong vién
Width: Chon d6 day cua duong vién

(@)
O
o Art: Chon kiéu dudng vién nghé thuat
O

Apply to: Chon pham vi dong khung trang trong tai liéu

o Option: hiéu chinh cac thudc tinh vé khoang céac tir dudng vién dén 18 trang.

— Bo Page Border: chon None
2.6. Thay d6i mau nén cua trang

— Chon tab Design, click menu cua nut Page
Color = Chon mau nén

— Fill Effects: chon kiéu nén trang nhu mau
bong, hinh anh, ...

— Mau nén trang dugc ap dung cho toan bo
tai liéu.

— Bo6 mau nén cua trang: Click menu cua nit
Page Color - Chon No Color.

2.7. Watermark

Texture

Colars

() One color
() Two colors

) Preset

Transparency
From:

Tao:

Shading styles
(") Horizontal
() Vertical

() Dianonal un

Pattern

Fill Effects

Picture

Ak |4

Wariants

-

Watermark 12 mot mot hinh anh hodc van ban ¢6 mau nhat thuong 12 mau xam nam bén dudi
van ban chinh trong tai liéu va xuat hién trén tat ca cac trang. Watermarks thuong dugc sir dung

cho hai muc dich:
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— Chi trang théi cua tai liéu. Vi du vin ban cua Watermark cho biét tai liéu la ban

nhap hay ban hoan chinh.

— Chi quyén s¢ hiru cia mot tai liéu. Vi du trén tai liéu duoc tao ra cho mot cong ty
cu thé, logo cua cdng ty co thé duoc st dung lam watermark.

click the theme vou want.

combination of effects you 1.1.'ant.|

» Tochange the theme colors, fonts, paragraph spacing, or effects

1. On the Designtab, in the Document Formattingzroap, click the Theme Colors, Theme Fonts
Paragraph Spacing, or Theme Effectsbutton.

=+ Om the Desizntab, in the Docuoment Formattingeroup, click the Themeshutton, and thea

=+ Ifthe therne iz stored outside of the defaul Docuwment Themes foldar, click BErowse for
Themeszon the Themesmeann, navigate to the theme vou want, and then click Open.

2. In the corresponding zallery, click tha color scheme, font set, paragraph :pacing, or

2.7.1. Cach chen watermarks

— Chon tab Design, Click nut Watermark trong nhém Iénh Page Background.

— Chon mét kiéu Watermark trong danh sach.
2.7.2. Tuy bién watermarks

Nguoi dung c6 thé chon noi dung va dinh dang
watermark riéng cho phu hop véi tai liéu bang
cach chon Custom Watermark trong menu cuia
nut watermark.

— Picture watermark: chon Picture lam
watermark.

— Text watermark: chon text lam watermark,
néu chon tuy chon nay thi chi dinh nhiing
tuy chon lién quan:

o Language: chon ngbn ngir
o Text: ndi dung cua watermark

Printed Watermark

icture watermark

Scale Auto ~

| () Text watermark

Language: |English (United States)
Text ASAP
Font Times Mew Roman

Size Auto

Color: Automatic | Semitransparent

Layout ® Diagonal Horizontal

Washout

Cancel

o Font, Size, Color: dinh dang font chir cho watermark.
— Bo chuc nang watermark: chon No watermark

2.8. Themes

Themes la tap hop céac dinh dang gdm Font chit, mau chir va cac hiéu wng dé xac dinh tam
nhin tong thé cua tai liéu. Themes dugc sir dung dé thay doi dinh dang cua toan bo tai liéu mot

cach nhanh chong va dé dang.
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2.8.1. Thay d6i Themes HOME  INSERT  DESIGN  PAGELAYOUT

. . n b Tk TITLE Tithe
— Chon tab Design, Click menu cua lénh 1| iy o Hoe

Themes, chon mét kiéu Themes thich hop
trong danh sach.

B e et sttt

— Hodc click nit Browse for Themes dé tim | |4, 1 s ] e E AQ ’]
cac Themes khéc co san trén may. ICCTT) T (T ) (T
Office Facet integral lon

2.8.2. Tuy bién Themes Ag1 Aa P Aa 1 AOH

Khi da chon mot Themes cho tai ligu, nhung nguoi | o o Grene %-“E"“pﬂ}_ e
dung van c6 thé thay dbi nhitng thanh phan cia —s-— 1l S S [, S

Themes di chon, bang céch:

REFEREMCES MAILINGS REVIE
— Chon tab Design, trong nhom 1énh Document Formatting n [ A | 3 Paragreph Spacing -

click chon céc nat Iénh: i glmwsv .
Ar ~ - - Set as Defaul

o Fonts: Doi font chir e ¢ 5 Default 2

5. . ustom 1=
CO|OI’SZ Dol mau HITONENENEE Custom]

O
o Paragraph Spacing: Doi khoang cach giira cc doan | F i MEmEE Custon 2
o Effects: Thay déi céc hiéu ung Office

— Luu Themes d3 hiéu chinh: Sau khi hiéu chinh, luu lai Themes dé st dung lai bang cach
Click nat menu cua nat Themes trong tab Design
o Chon Save current Theme
o Chon vi tri luvu > Save

2.9. Cac kiéu xem mot tai liéu - View

VIEW giaatnnhCCA.docx - Ward (Preduct Actreation Failed) H — [ X

D¢ mé rong cach thirc Toots
lam viéc vai céc tai liéu,

% , - Pé méd rong cach thire lam viée véi chc tai lidu, Word cung cé
Word cung cap cac moi g y ¢ & cap

céc moi trrémg khac nhau goi 1a View. Ché 40 Quiline view cia

truong khé}c nhau goi la Word cung cap cong cy manh mé cho phép té chirc va quan Iy
View. Ché do6 Outline mot tai liéu, ngoai ra, Master Document view cho phép chia tai
view cua Word cung Cép . lieu lon thanh cac thanh phéan rieng biet de de dang quan ly va
~ ~ chia sé.

cong cu manh mé cho

phép t6 chac va quan ly 5.9.1.  Read mode

mot tai liéu, ngoai ra, Read Maode view hién thi nhiéu ndi dung cia tai liéu vira véi man
Master Document view hinh dé ngwdi dung c6 thé doc dé dang. Trong ché d§ Read mode

cho phép chia tai liéu lon
thanh cac thanh phin ECEEEEE
riéng biet dé dé dang

Reade mode view
quan ly va chia sé... Print Layout view  Web layout view
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2.9.1. Read mode view

Read Mode view hién thi nhiéu noi dung caa tai liéu vira vi man hinh dé nguoi dung c6 thé doc
dé dang. Trong ché d6 Read mode view thi khéng thé hiéu chinh néi dung va thanh ribbon duoc
thay thé bang mot thanh céng cu & phia trén ciia man hinh véi cac nat dé tim kiém va diéu hudng
trong tai liéu.

2.9.2. Print Layout view |—_£| D | (=] Outiine
. . N L an o . . A TR , "E" |:| Draft
Print Layout view la ché d¢ mac dinh khi tao mét tai ligu méi, | peog  print | Web

tai liéu hién thi trén man hinh dang nhu khi in. Nguoi dung c6 | Mode Layout Layout

thé xem xét kiém tra cac yéu to nhu I€ trang, ngat trang, tiéu dé Views

dau trang, ti€u d¢€ cuoi trang, va watermarks trudc khi in.

— CAéch chuyén sang ché @ Print Layout: Chon tab View = Print Layout trong nhdm lénh
Views, hoac click nat Print Layout trén thanh trang thai.

2.9.3. Web Layout view

Web Layout view hién thi cac tai liéu theo cach hién thi trén mot trinh duyét web, Web layout
view khdng hién thi cac théng tin nhu sb trang, ngat phan, tiéu dé dau va cudi trang. Ngudi ding
c6 thé xem hinh nén va cac hiéu tng khac.

2.9.4. Outline view (Master Document tools)

Outline view hién thi van ban dudi dang ciu tric nhiéu cp 16ng nhau cta cac nhém van ban,
word cho phép long 9 cap va cung cong cu dé xem va thay doi hé thong phan cap trong tai liéu.

2.9.5. Draf view

Draf view hién thi noi dung cuia mot tai liéu véi mot bd cuc don gian dé nguoi ding co thé nhanh
chéng nhap va chinh sira van ban, nhung khdng thé xem thdng tin dau va cudi trang.

Cach chuyén qua lai gitra cac ché 6 xem: Chon tab View, trong nhdm lénh Views chon kiéu

xem tai liéu. Zoom ? S
T Mirc phong dai co dinh
2.10. Thay déi do phong dai cta tai ligu | [sm  |owie g [ Micrhos dakinqun
. . y 1dop g dc u : o O Wbl pace E, dén cira sb chirong trinh
2.10.1. Strdung lénh Zoom — L
— Chon tab View > click nat Zoom trong _
nhém Iénh Zoom, xuat hién hop thoai : T | Actwcebdtexcu

Zoom o Canes

o Zoom to: chi dinh d6 phéng dai Zoom towl
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2.10.2. Chidinh sé trang hién thi
Chon tab View - trong nhdm Iénh Zoom

— On Page: Hién thi 1 trang trén man hinh

— Multiple Pages: Hién thi nhiéu trang trén man hinh

— Page Width: Hién thi mot trang day man hinh
2.10.3. St dung thanh Zoom

— Click nat Zoom in (-) hoac Zoom out (+) trén thanh trang thai.
— Hoic click chudt trén thanh truot Zoom Slider dé ting
hoac giam d6 phdng dai.

2.11. In &n tai liéu
2.11.1. Print Preview

Mic du bé tri cia mdi trang ¢6 thé nhin thay trong Print Layout view, nhung xem truéc khi in
(Print Preview) gitip ngudi ding xem lai mot cach tong quan toan bo tai liéu trude khi in.

Xem trudc mot tai liéu bang cach chon tab File chuyén sang Backstage view > Chon 1énh Print
hoic nhan Ctrl+P.

— Trang tai liéu hién thi bén phai cua man hinh

— Thanh Navigation bén duéi man hinh gitp nguoi ding cé thé duyét qua ting trang cua
tai liéu.

— Khung bén trai man hinh chtra cac cong cu gidp hiéu chinh cac théng sé cua trang trudc
khi in.
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2.11.2. Thiét 1ap cac théng sé cho trang in

Khung bén tréi caa ctra s6 Print giip nguoi ding tuy chon
nhitng théng sé cho viéc in an tai liéu.

Print All pages: chi dinh pham vi in, bing cach
click vao danh sach x4 xudng dé chon céc tiy chon
thich hop.

Pages: chi dinh trang in, sir dung dau gach ngang
dé xac dinh mot loat trang (1-3), dau phay dé chi
cac trang khong lién tuc (5, 7), hoic két hop ca hai
(1-3,5, 7).

Print One Sided: néu may in cd thé in hai mit thi
chon tuy chon tht hai trong danh séch xé xudng.
Orientation: thiét Iap hudng gidy in

Paper size: chon kich thudc trang gidy in, mic
dinh la Letter.

Margins: thiét 1ap 1& trang bang cach chon cac tuy
chon c6 san trong danh séch hoic chon Custom
margin dé chon kich thuéc tuy .

Pages per sheet: chi dinh s sheet trén 1 trang.

2.11.3. Print

Sau khi da thiét 1ap cac thong s6 cho trang in va xem téng
thé toan bo tai liéu, néu da hoan tat thi thuc hién viéc in
tai liéu bang céach

Chon may in da duoc két ndi
Chi dinh s6 ban in trong 6 Copies =>click nut
Print.

Print

=

Print

Printer

1k

Copies: |1

Fowit Reader PDF Printer

7
% Ready

Settings

Ir Print All Pages
D The whole thing

Pages:

E Print One Sided
Only print on one side of th..

||=|:|-|=|:| Collated

-

Printer Properties

1,23 123 123

D Partrait Orientation -

|:| Legal
8.5" x 14"

Custom Margins -

D 1 Page Per Sheet -

Page Setup
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2.12. Bai tap chwong 2

Bai 1. Pinh dang van ban dang cgt bao chi, sir dung theme, dinh dang trang
1. M tap tin theo duong dan: Btchuong2\bail\Word_2-1.docx va thuc hién cac thao tac sau:

a) Dinh dang doan vin ban giira hai paragraph rdng (tir doan thir 2 dén “the next big step!”)
c6 dang 3 cot, khoang céc giira cac cot 1a 0.3, dam bao dau gach ni khdng bi rét xudng
dong tiép theo. (Page Layout >trong nhém Page setup, click Hyphenation).

b) Ap dung theme Facet cho tai liéu, thay d6i mau caa theme 12 Red Orange, l]
Font Corbel. A

c) Tao Header vGindi dung “Even Page” cho trang 2 va “Odd Page” cho trang ':'31':'“ F':'fts
3, tiéu dé nay khong hién thi trong trang dau tién, tiéu dé cua trang chian va
Ié khé&c nhau.

d) Chén watermark vao tat ca cac trang véi noi dung “Example Only”. Dinh dang watermark
mau cam, size 54, semitransparent (ban trong sudt).

e) Luu tai li¢u va dong lai.

2. Mé tap tin theo duong dan: Btchuong2\bail\Word_2-1.docx, thuc hién cac dinh dang theo
yéu cau sau day:

a) Header vai noi dung:

— L& phai: sb trang, c6 dinh dang la s La m In hoa.
— L& trai: “Bai tap 1 - Chuong 2”.
b) Footer:
— L& phai: Chén ngay hién hanh
— L& trai: Ho tén nguoi dinh dang.
c¢) Thiét Iap Ié trang:
— L&: Top, Bottom: 1 inch, Left: 1.25, Right: 0.75
— Gutter: 0.5 (& dong sach)
— Pinh dang in 2 mit cua trang gidy. (Multiple pages: Chon mirror margins)

d) Cheén thém mét trang trang vao vi tri dau tién, thiét 1ap thudc tinh cua Header va Footer
dé header/Footer khong xuat hién ¢ trang nay. Sau d6 thyuc hién dong khung cho trang
dau, kiéu khung tuy .

e) Chén thém tiéu dé cho tai liéu o giita trang dau tién véi noi dung: “Bai tap dinh dang
trang in”, size 28, canh giita, chon kiéu chit tury y, dinh dang bang Text effect, chon kiéu
Reflection.

Bai 2. Pinh dang cét, thiét lap Ié trang, tao Dropcap
1. M tap tin theo duong dan Btchuong2\bai2\Word_2-2a.docx va thuc hién cac thao tac theo
yéu cau dé co dinh dang gidng mau bén dudi

a) Thiét lap Ié trang: Top, Bottom: 0.7, Left: 1, Right: 0.7

b) Poan vin ban thi nhat: Drop cap 1 tir, ¢6 chiéu cao bang 2 dong van ban.

¢) Poan vin ban th hai: chia 2 cot, khoang cach giira 2 cot: 0.3, Drop cap 1 ky tu, chiéu
cao bang 3 dong van ban.
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d) DPoan thir 3 chia 3 ¢ot c6 duong ké gitra cac cot, khoang cach gitra cac cot la 0.3, Drop
cap 1a 1 ky tu, chiéu cao bang 2 dong van ban.
e) Dong va luu tap tin.

The Microsoft Office Specialist

'I‘h Microsoft Office Specialist (MOS) certification program has been
edesi@m to validate vour knowledge of and ability to use programs
in the Microsoft Office 2013 suvite of programs, Microsoft Office 365, and
Microsoft SharePoint This book has been designed to guide vou in studying
the types of tasks vou are likely to be required to demonstrate in Exam 77-418:

Microsoft Word 2013.

MOS 2013 Studv Guide for Microsoft Word Exam 1s designed for experienced
computer users seeking Microzoft Office Specialist certification in Word 2013,

months of experience using all

he Microsoft Office

I Specialist (MOS) exams for
individual programs  are
practical rather than theoretical. You
must demonstrate that vou can
complete certain fasks or projects
rather than simply answering
questions about program features.
The successful MOS certification
candidate will have at least simx

aspects of the application on a regular
basis; for example, using Word at
work or school to create and manage
documents, format document
content, present information in tables
and lists, insert and format pictures,

create  business diagrams, and
reference sources.

As a certification
candidate,  vou
probably have a lot of
experience with the
program vyou want to
become certified in
Many of the procedures
we discuss in this book
will be familiar to vou;
others might not be.

1

Read through each
study  section  and
ensure that vou are
familiar with not only
the procedures
included in the section,
but also the concepts
and tools discussed in
the review information.
In some cases, graphics

Wepict the tools vou
will use to perform
procedures related to
the skill set. Study the
graphics and ensure
that vou are familiar
with all the options
available for each tool

2. Mo tap tin theo duong dan Btchuong2\bai2\Word_2-2b.docx va thuc hién cac yéu cau sau:
Hién thi tap tin dang Read Mode view, vé&i kiéu narrow columns (View = Column
—>narrow)

a)
b)
c)

d)

Hién thi 2 trang cua tai liéu & ché do Print Layout view, View Side by site (Click nat

View Side by site trong nhém Iénh Windows).

Téch (split) cira so tai liéu thanh 2 panel, panel trén Zoom in 235% va pane dudi Zoom

out 45%

Thém nut Format Painter vao thanh Quick access
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3. Mo tap tin theo duong dan Btchuong2\bai2\Word_2-
2c.docx va thuc hién cac thao tac sau:

Properties ~

a) Thiét lap thudc tinh tiéu dé cho “All About Bamboo” va
Subject cho “bamboo”. (Huéng dan: chon tab File, click
menu cua Properties = chon Show Document Panel,
trong ctra s6 soan thao xuit hién thanh Document
Properties nhu hinh. Trong 6 Title: Nhap tr “All About
Bamboo”, trong 6 Subject: nhap tir “bamboo”.

o5

Show Document Panel

Show and edit properties

above your document

Advanced Properties

See more document
properties

o Document Properties ~

Author: Title: Subject: Keywords: Category:
Joan Lambert

Comments:

Location: | Di\GiaotrinhCQ

Status:

b) Gan tur khoa rhizomes, tropical, va mitesto vao 6 keyword
c) Gan tén tac gia la tén cua hoc vién trong 6 Author.

d) Thay mau nén cua trang bang cach st dung Fill effects & Chon Texture tity ¥ nhung phai

thdy rd van ban.
e) DPong khung trang bang mot kiéu Art tiy .
f) Dong va luu tap tin.


Anh Vy
Highlight


Phan 2: Microsoft Word 65

CHUONG 3. PINH DANG VAN BAN

Dinh dang van ban trong tai liéu thuong bao gom cac loai dinh dang nhu: Font chit, kich co chi,
mau, kiéu chix, cac hiéu tng, ... bao gom céc budc co ban:

— Panh dau khéi van ban can dinh dang.
— Chon loai dinh dang.

3.1. Pinh dang Font chiv bang cach trwec tiép

Khi tao mot tai liéu mai thi Font chir mac
dinh 1a Calibri, tuy nhién, Word cung cap ™ % | [mmemn W - A & A2 A
mot loat cac Font chir khac gitip nguoi dung
c6 thé str dung dé tly chinh vin ban va cac | -

FILE HOME | IMSERT DESIGM  PAGE LAYOUT  RE

i

vl T

E‘
Paste % O Comic Sans MS
(} Consolas

tiéu dé. Cac budc dinh dang Font chit Clipboard & | _
’ ‘ - F-( Constantia
— Chon khéi vin ban can dinh dang -} Cooper Black
Font chir, chon cac Iénh dinh dang |} COPPERPLATE GOTHIC B0
Font chir trong nhém 1énh Font cua ¢ COPPERPLATE (SOTHIC LIG
tab Home. .
o Font Size: dinh dang cé chir cho van ban. | HOME ~ INSERT ~ DESIGN  PAGE LAYO

O
@)
@)

(@)

Increase Font size: tang kich co chit JEP—

Decrease Font size: giam kich c& chit, | (<ooperBlack ~[32 [/ A A | a- |
CécnitB, I, U lanlugt dé dinhdangchlt | B I U - ase x, x* [ -3 - A -
dam, nghiéng va gach chan.
Strikethrough: gach ngang van ban.
Subscript (Ctr + =): tao chi sé duéi cho vin ban, vi du H-0.
Superscript (Ctrl+ Shift+ +): tao chi sb

Font P

WA EEEE IE D
trén cho vin ban, vi du: A2, ) B
Font color: dinh dang mau chit A A A _ A
Text highlight color: danh dau van ban
bang mau. A A A A A

Text Effects and Typography: thém
hiéu trng vao van ban nhu bong (Shadow) hoac anh sang (glow) Iam cho van ban
tré nén phong phu hon.

3.1.1. S dung hép thoai Font

— Chon khéi van ban can dinh dang Font chit, nhan t6 hop phim Ctrl+D hoic Ctrl+Shift+F
hoac click nit mé rong trong nhém 1énh Font dé mé hop thoai Font.
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Font: chon Font chi.
Font Style: chon kiéu chit.

Font

Advanced

Font

o Regular: kiéu chir thong thuong,
duoc Chon mé,C dlnh E‘I;::s New Roman F:en:uslt:rle: i‘Ii:E:
o ltalic: tao chir nghiéng (Ctrl+l). rr— = ™ T B
o Bold: tao chixr dam (Ctrl+B). s oty T
o Bold Italic: tao chi¥ dam va TEMPUS SN T o P o2 v

nghiéng.
Size: chi dinh cd chit, ¢6 thé ding phim
tat Ctrl + ] dé ting co chit, va Ctrl + [

Faont color:
Automatic

Effects

nderline style:

= |I=

w nonej

Underline color:

Automatic

|:| Strikethrough |:| Small caps
dé g|ém co Chﬁ' ] Double strikethrough ] Al caps
[ superscript ["] Hidden

Font color: chon mau chi.

|:| Subscript

Underline style: chon kiéu gach chan.
Underline color: chon mau cuaa gach
chan.

Effects: chi dinh hiéu ing cho van ban.
Preview: xem trudc cac dinh dang da
chon. i
Set As Default: thiét 1ap mic dinh cac dinh

Preview

Times New Roman

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

| | Set As Default Text Effects... oK Cancel

dang da chon cho cac tai liéu mai.

3.1.2. Sy dung Mini Toolbar
‘ Times Mew Roi = |13 = p° o7 & ‘ﬁ.,ﬁ
~ Khi di chuyén chugt trén khdi van ban duge ©"S L a A B i e
chon, xuit hien mini Toolbar véi cac Ienh & T . - - |
twong tu nhu cAc 1énh trong nhém lénh Font 2R dangnhanh hon
gilip ngudi dung cé thé thao tac dinh dang nhanh hon.
3.1.3. Chirc nang Changing Case

Aa~- Fp =~

Chuc nang Change case giup nguoi dung thyc hién nhanh thao tac
chuyén kiéu chix tir chir hoa sang chir thuong hoic nguoc lai, bang cach
chon khéi van ban can dinh dang, click menu caa nit Chang Case va
chon mot trong cac Iénh sau:

Sentence case,
lowercase
UPPERCASE
Capitalize Each Word

Sentence case: chuyén chit hoa dau cau.
tOGGLE cASE

Lowercase: chuyén khdi van ban dugc chon sang chir thuong.
UPPERCASE: chuyén khdi van ban dugc chon sang chit IN HOA

Capitalize Each Word: chuyén khéi van ban duoc chon sang chit hoa dau mdi ti.
tOGGLE cASE: d4o ngugc kiéu chir trong mdi tir.
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Format Painter Ia mot cong cu thuan tién gilp nguoi dung co the su _n_- -

dung dé sao chép dinh dang tir vi tri ndy dén vi tri khac. Khi st dung :

Format Painter ngudi ding c6 thé sao chép cac dinh dang dén mot hoac | puee

nhicu dia diem. -

¥ Format Painter

i . . Clipboard P
— Danh dau khoi van ban c6 dinh dang can sao chép.

— Click nut Format Painter trén mini toolbar hoac trong nhom Clipboard trén tab Home

— Néu mubn sao chép dinh dang dén nhiéu vi tri trong tai liéu thi Double click nit Format
Painter.

— Chon khdi van ban can sao chép dinh dang.

3.2. Ap dung Styles

Style 1a mot tap cac dinh dang duoc tao sin bao gom kiéu font chir, mau, kich co, ... ma nguoi
ding c6 thé sir dung dé dinh dang vin ban mot cach nhat quén trong suét tai liéu. C6 nim loai
style: Character, Paragraph, Linked, Table, va Danh sach. Cac Style thong dung nhét

— Paragraph styles: Styles diing dé dinh dang nhat quan cho cac loai paragraphs khac nhau
nhu: tiéu d&, ndi dung vin ban, ghi chd, va danh sach cac doan vin ban. Word c6 mét sd
cac Style duoc xay dung sin nhu Heading 1 Heading 2, lién quan dén cip do dinh dang.

— Character Style: dugc dung dé dinh dang cua céc tir dugc chon trong vin ban

Céch ap dung Character Style vao van ban

— Chon khéi vin ban can dinh dang, hoic dit tro trong tir can dinh dang
— Chon mot style trong Style pane hoac chon Style trong nhém Iénh Style cua tab Home.

AaBbCcl AaBbCal AaBhCe Azsbcer AQDB| assbcer 4aBbce 4aBbce

TMNormal | TMoSpac.. Heading1 Heading 2 Title Subtitle  Subtle Em.. Emphasis | ¢

Styles T
3.3. Binh dang van ban dung chic nang Replace

Ngoai chtc nang tim kiém va thay thé van ban, lénh Replace con dugc st dung dé tim kiém mot
dinh dang Character, Paragraph hodc mot Style cu thé va thay thé bang mét dinh dang khac.

Céach thuc hién

— Chon tab Home, trong nhdm Iénh Editing, click nit Replace hoic nhan t6 hop phim
Ctrl + H
— Trong ctra s6 Find and Replace, chon tab Replace, click nit More dé mé rong cira s6
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— Trong 6 Find What, nhap SR
van ban can tim. i
— Trong phan Replace, trén

Find Replace | GoTo

Find what: W
menu Format , chon mot
trong cac loai dinh dang || |

eplace with: W
Font, Paragraph, Tabs,
Language, Frame, Style, L —

hoac Highlight. Trong

Search Options

hop thoai tuong ung, Searchy, AN |v

ngudi ding chon dinh || e T,

dang hoic Style can tim Paragraph. )

va click OK, S ———
— Trong hop Replace with, Frome.. )

nhap van ban can thay thé, Syl

trén menu Format, click | |* miif_h“g'“ ek

chon céc dinh dang cén
thay thé. Trong hop thoai
tuong ang, ngudi dung chi dinh cac dinh dang hoic style can thay thé > 0K

— Click nat Find Next dé xac dinh vi tri xuat hién dau tién caa dinh dang cu thé, va sau d6
nhan Replace dé thay thé mot 1an xuat hién hoic Repalce ALL dé thay thé tét ca.

3.4. Xoa dinh dang
Chon khéi van ban can xo4 dinh dang, va thuc hién mét trong céc céch sau:

— Nhén t6 hop phim Ctrl+Spacebar
— Click nut Clear All Formatting trong nhom Iénh Font cua tab Home
— Click Clear All trong Style Pane
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3.5. Bai tap chwong 3

Bai 1. Cac dinh dang vé Font chir

Mg tap tin Btchuong3\Word_3-1.docx, thuc hién céac thao tac sau:

1.

4.

5.

6.

Tiéu dé cua tai liéu dugc gan style co tén 1a Title, thuc hién hiéu chinh style Title c6 Font
Tahoma, chit dam, kiéu IN HOA, size 22.

Dung chire ning format Painter sao chép dinh dang cta doan van ban thi nhat sang cac doan
van ban con lai, trir cac doan NOTE.

Tim tat ca nhitng tr Room Planner trong tai liéu va dinh dang cho tat ca nhing tir nay c6
kiéu chit ¢dam, nghiéng va gach chan (Dung chirc ning Find and Replace).

Tim tat ca cac tir NOTE phan biét chir hoa va chir thuong, thay thé dinh dang hién tai bang
dinh dang mai: Chir d@am va gach chan.

binh dang n6i dung trong cac doan NOTE c06 dang chir nghiéng.

Luu céac dinh dang va dong tap tin.

Bai 2. Sir dung Style c6 sén

M tap tin Btchuong3\Word_3-2.docx, hién thi thanh Navigation pane va thuc hién cac thao tac
sau:

1.

Tim tat ca nhitng khéi van ban dugc gén style Heading3 thay thé bang Heading?.

Find and Replace ?
Find Replace | GoTo
Find what: '
Format: Style: Heading 3
Replace with: w
Format: Style: Heading 2

Gén style Heading 1 cho tiéu dé Financial Summary, sau dé st dung chic nang Format
Painter dé ap dung cung style cho tiéu dé Financial Statements va Statement Notes.

Chon khéi van ban “A Brief Review of Our Finances” bén dudi tiéu dé va dinh dang kiéu
Text effects, chon kiéu va mau tuy y, thém dinh dang Glow, Outline va shadow.

Tim nhiing phan ndi dung dugc gan Style Normal, hiéu chinh Style Normal c6 Font chi
Times New Roman, size 12.

Luu tap tin vai tén mai la Word_3-2_hieuchinh va dong lai.
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Bai 3. Hiéu chinh style c6 sin
Mg tap tin Btchuong3\Word_3-3.docx va hiéu chinh cac dinh dang theo yéu cau sau:

1. Hiéu chinh cac tiéu dé dugc gan style Headingl:
a. Paragrph: Khoang céach gitra After cua cac paragraph la 20
b. Text effect: dinh dang kiéu Reflection.
c. Font color: Thay ddi mau chir tiy y
2. Hiéu chinh Style c6 tén Instructions
a. bat tro trong doan van ban dugc gan style Instructions, sau d6 click phai trén tén
cua Style va chon modify dé hiéu chinh theo yéu cau: Font: Arial, size: 12, chir
nghiéng, canh I¢ theo kiéu Justify, First line: 0.5, line spacing: 1.5.
b. Dat tro trong doan van ban cd Style Normal, hiéu chinh Style Normal theo yéu
cau: Font: Times New Roman, Size: 13, canh I& Justify, line spacing: 1.5.
3. Chen header/Footer cho tai liéu:
a. Header 1& phai: Ngay hién hanh cua may
b. Footer: trai: Ho tén hoc vién, phai: s6 trang.
C. Luu lai tap tin vaoi tén méi: Word_3-3_hieuchinh.docx
Bai 4. Nhap va dinh dang trang vin ban theo miu sau:

3 xu hwdong cong nghé thong minh 2014-2016

“Nam 2014-2016 thj truong Internet Viét Nam sé chimg kién nhiing diém nhén quan
trong trong chién luoc céng nghé cia cac doanh nghiép Viét”

“Moi sir vt gi co thé so hoa dwgce, sé dwgce s0 hoa™

So hoéa sé& thay 361 manh mé thi truomg CNTT nhé “Internet trong mei sy vat” (1oT). Theo Gartner,
trong nim 2009, trén thé gidi da 6 2,5 ty thiét bi dwoc két noi Internet véi dia chi IP duy nhat, da phan
1a dién thoai di ddong va may tinh. Dén nim 2020, con s6 nay s& l1én dén 30 ty thiét bi. Diéu d6 tao nén
mét nén kinh té méi wéi wée tinh doanh thu 1én té1 1.900 ty USD vao nam 2020, dong gép cho mot loat
nganh céng nghiép nhwe ndi dung s6, y t&, ban 1é va giao thong.

Xu hwréng Mobile Internet va Mobility

Xu hueéng Mobile Internet va Mobility dang thay d6i khéng chi céc nén cong nghiép ma né dang
thay d6i ca cach chiing ta giao tiép, chim séc va quan tim 14n nhau. Viét Nam dang ngay cang gia ting
tbe d6 phat trién va hoi nhép véi cac xu hudng cong nghé thé gidi, Internet. Dac biét, giai doan 2014-
2016, xu hiéng Mobile va lirgng ngudi dung Internet 3G sé tiép tue ting manh.

Digital Marketing]

Chién luoce truyén théng va thong diép quang céo s& phai tién héa? Day 1a nhitg dich chuyén rét
16n ctia ky nguyén ki thust $6. Day 1a nhiing gi tat yéu s& xay ra, va d6 1a Ij do tai sao toi tich cure nghién
ctru va theo ddi Digital Marketing trong may nim qua. Xu hwéng quang cdo trén Mobile v loai hinh
Performance-based CPC/CPL/CPA (Cost per Click , Cost per Lead/Action) s€ c6 mike tng trirdng trén
100% mét nam. Quang cdo ndi dung va quing cio ti nhién (Native Advertising) s& la diém sang méi
cua lang quang cao Viét.
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CHUONG 4. DINH DANG DOAN VAN BAN - PARAGRAPH

4.1. Cac ky thuat dinh dang
C6 nhiéu céch dé dinh dang mot Paragraph. Ngudi ding cd thé chon mét trong cac ki thuat sau:

— Str dung cac Iénh trong nhom Iénh Paragraph trong tab Home

— Str dung hop thoai Paragrph, ngoai cac Iénh twong tu trong nhém Paragraph trong tab
home, hop thoai Paragraph con chaa cac Iénh mé rong khac.

— Su dung Styles.

4.2. Cac dinh dang co’ ban

4.2.1. Pinh dang khoang céach gitra cac dong trong doan van ban
Paragraph ?

Indents and Spacing | Line and Page Breaks

Khoang cach gitra cac dong la khong gian gitra cac
dong trong mot doan van ban. bé dinh dang khoang || ...
cach gitra cac dong, trudc hét ta chon khoi van ban Alignment: [ Left v

can dinh dang va thuc hién mot trong céc cach sau: Quttine level: |BodyText | v ] (1] Collapsed by defaut
— Click miii tén bén phai cia nat Line and | "o 5 E s o
Paragraph Spacing trong nhom Iénh Right r B inne) v
Paragraph thugc tab Home va chon khoang [ sirror indents
cach thich hop. Spacing
— M@ hop thoai Paragraph, trong phan Line i: ::i :It‘;‘-’ . ﬂim :
spacing, chon mét khoang cach thich hop. ] Dont add space between pala(S

4.2.2. Binh dang khoang céach gifba cac | Fee
doan van ban

Chon doan vin ban can dinh dang, mo hop thoai Paragraph trong nhém 1énh Paragraph. Trong
phan Spacing, chon céc tuy chon

— Before: chi dinh khoang cach gitra doan van ban dugc chon so vai doan doan van ban
bén trén.

— After: chi dinh khoang cach gitra doan van ban dugc chon so véi doan doan van ban bén
dudi.

4.2.3. Chen Bullets, Numbers va Multilevel Lists

Bullets and Numbering c6 thé duoc sir dung trong tai liéu dé phac thao, sap xép, va nhan manh
van ban. Bullets and Numbering chi xuat hién ¢ dau ciia mot paragraph.
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4.2.3.1. Chen Bullet DESIGN  PAGELAYOUT  REFERENCES  MAILINGS
. A I , . A LA I =~ o &= 3=
— bDanh dau khoi van ban, click maiitén bén |- A" A" Aa- fef = K3 7 ASBE
hai nat bullets trong nhom lénh | - al .- == e
P 9 : X - - A~ My .. Al q TNo
Paragraph.
A . , nt ra Paragraph M
— Chon mét loai Bullet thich hop trong danh
sach, hoac chon lénh Define new bullet... dé chon céac bullets khac trong Symbol.
4.2.3.2. Panh sé thr tw cho mét danh sach - Numbering
; K L. o , . e a . DESIGM PAGE LAYOUT REFEREMCES MAILINGS
— Déanh dau khoi van ban, click mii tén bén —
wr . A .2 , |16 | iz F:izor f | = =
phai nat Numbering, chon mét kiéu danh " i Y AaBbCcDe  Aa
so the ty trong danh sach, hoic chon | . P - o | B l¢_"IT T Normal | T N
) 2 - A ai s IR
Define New Number Format... dé chon
] Paragraph P

mot dinh dang khac.
Néu can thiét lap lai sb bat dau trong danh séach, ta click phai trén danh sach va chon
Restart at 1 hoac chon Set Numbering Value.

4.2.3.3. Panh sé thr tw nhiéu cap — Multilevel list

. . , n , ) L. MT REFEREMCES MAILINGS REVIEW VIEW
Multilevel list cho phép tao ra mot phac thao voi |- = |_ _
nhiéu cap do. Bat ky Bullet hoac so deucothétao |— L1 - ~omsmon A
thanh mot danh s&ch nhiéu cap bang cach st dung | 5, . . , o
L, TR Current List
phim Tab. Parc)

— Chon khéi vin ban can dinh dang.
— Click mai tén bén phai nat Multilevel list,

Define new Multilevel list

| Click level to modify:

chon mét kiéu trong danh sach hoic chon 2 1)
. . . 2 , 2 3
Define Multilevel list @€ c6 thé tao mot danh 4 ag}
séch nhiéu cap thich hop B -
— Ung véi mdi cp, nguoi dung cé thé thiét lap | 5 -
Cac tuy chon: =

o Number format: chon dinh dang s6 va

Number format

kiéu s6 thir ty: 1,2, 3, ... hoac I I, 111, ...
o Position: Thiét lap vi tri cua sb thir tu va
text so voi Ié trang.
Number alignment: canh I& cho s6
thir tu.
= Text indent at: thut 1& cho vin ban

: Enter formatting for number:

| B

Font...

MNumber style for this level:
1,23 .

| Position

| Number alignment: || a5

| Text indent at: 0.25°

More ==

Include level number from

Aligned at: g a

= Set for All Levels...

Cancel
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— Pé tang cap hoic giam cap, ngudi dung ¢ thé click nat
Increase Indent hoic Decrease Indent trong nhém
lénh Paragraph, hoic cé thé ding phim Tab va Shift +

Tab.

4.2.4. Canh lé cho doan van ban

Panh dau khdi doan van ban can canh I8, sau dé

c6 thé thuc hién theo mét trong cac cach sau:

— Dung phim tat

@)
@)
@)
@)

— Dung

Ctrl+L: canh I8 trai

Ctrl+R: canh I phai

Ctrl_E: canh gitra

Ctrl +J: canh thang hang 2 1&

A

lénh truc tiép trong nhém lén

Paragraph
— Mo hop thoai Paragraph
o Alignment: chon kiéu canh I¢.

4.2.5. Chirc nang Indentation

h

Ut

ey

REFEREMCES MAILIMNGS

i— 1i— J—

— i -— =

Paragraph

—_ = | = Fienes
_ = = &'_

i v :— - a—x | £ 3= f'.l qq

f

111
4
.

i
4
.
]
4
1M

i
oy
1

Paragraph

=
= By -

| Indents and Spacing

| | General
Alignment:

Outline level:

Paragraph

Left

Line and Page Breaks

Cen-tered
Right
Justified

Collapsed by default

Chuc niang Indentation va Tab ding dé thut 1& cho van ban gilp ngudi ding tao nhitng khoi
thong tin riéng biét nham 1am cho vin ban rd rang va dé doc, bang cach chon khéi van ban can
thut 18, sau d6 thue hién mét trong cac cach sau:

4.2.5.1. Dung thwérc

— First-line indent [ thut dong dau cua
doan van ban.

— Hanging indent [2]: thut I treo.

— Left indent [@l: thut 1& cho ca doan vin

ban.

4.2.5.2. Dung lénh

INSERT  DESIGN  PAGELAYOUT  REF
First line | Bodn i1 A 4 Aae A g
- i o - - -
indent Y .
I U -abex. x° [A-¥-A- Py . 551
Clipboard Font Hanging Pari
1 ‘_..._1.... .
= /5 indent
Left
Indent

— Mo hop thoai Paragraph, trong phan Indentation, chon kiéu thuyt 1¢:

o Left: chi dinh khoang cach thut vao so véi 18 trai

o Right: chi dinh khoang cach thut vao so véi 1& phai

o Special: chon kiéu thut 1&.

— Ngoai ra ciing c6 thé st dung nat Iénh Increase Indent va Decrease Indent trong nhém
Iénh Paragraph.
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4.2.6. Chirc nang Tab

Chuc nang Tabs gilp nguoi ding kiém soét vi tri cua van ban. Mic dinh, khi nhan phim Tab,
diém cheén sé& di chuyén 0.5 inch bén phai. Thém diém ding caa tab cho phép nguoi ding thay
d6i kich thudc cua cac tab,

4.2.6.1. Céc loai diém dirng cua Tab

C6 nhiéu loai diém dirng cua Tab, dua tré vao goc trén trai man hinh tai vi tri giao cua 2 thuée
goi la Select Tab, click chudt dé chon Tab.

— Left Tab[x]: canh I& trai cho van ban tai diém dimg.

— Center Tab [+]: canh giira cho vén ban tai diém dung.

— Right Tab [2l: canh 1& phai cho vin ban tai diém dimg.

— Decimal Tab [£]: canh 1 theo dau thap phan tai diém dimg, ding cho sé thap phan.

— Bar Tab[1]: tao mot duong thang dimg tai diém ding.

4.2.6.2. Chén diém dirng

Dé chén diém dimg, ngudi ding co thé chon mét trong hai cach: hoic 1a dit diém dung truéc va
nhap van ban sau hoic nhap van ban trudc va dit diém ding sau.
Néu nhdp van ban truéc thi khi nhap van ban, phai nhan phim tab cho mdi vi tri s& dat diém
dirng, sau d6 chon khéi vin ban can dinh dang, chon mét trong hai cach sau dé chén diém ding
— Dit diém dirng truc tiép trén thwéc
o Chon tab trong 0 Select Tab.
o Click chu6t trén thudce tai nhitng vi tri thich hop.

& L 1 2 3 n 4 5 6 ] ~
AY A "
— Dung lénh ) Y
o Mo cira s6 Paragraph, click nat Tab... [ P
o R - 0.5° 0.5° | |
o Xuat hlen hop thoal Tabs : gg Tab stops to be cleared: :

= Tab stop position: nhap toa do vitri | &5
dung cua tab. |
= Alignment: chon kiéu canh I& cho vi | Aienment e
i | @ Left ) Center () Right

tri dung tuong ung. | Opeamal O Bar

= Leader: chon kiéu duong line giita | teeoer

cac diém dung cua Tab. b T

o Click nat Set dé thiét 1ap cac tly chon. | Set Ciear Cear Al

= Clear: x6a diém dung. 5 S

= Clear All: x0a tat ca cac diém ding. —

Néu dit tab trudc va nhap van ban sau:



Phan 2: Microsoft Word

— Sau khi dat diém

o Pit tryc tiép trén thudc

— Dat diu nhay tai vi tri nhap vin ban va chon mot trong hai cach dit diém dimg nhu trén:

o Hoic dung ctra s6 tabs, néu can thiét 1ap hoic thay doi cac thudc tinh cua tab.

L 1 2 3 n 4 5
dung, nguoi dung _
nhap van ban, va | = Mathang ~ $6-luong - Don-giaf
hAn motphimtab | = oo N 10 2500009
nhan rTlO p , -+ USB-Kingston - 15 - 1500009
cho moi vi tri cia | -~ useeNY . 10 1500001
diem dung.
Hodc c6 thé thiét — : —— : -
lap kiéu duong noi )
gita cac diém |~ Mithang - S0-lrong - Don-giaf
dima sau bing | @ USBHP Brmrrmnsseensrene 10 ovvveeeeeeeeseeeesssess Fssssesmssseensseee 2500009
. r? h kh‘g +  USBKingston.........cooee.: B 1 JO e S 1500009
cach —chon KNOL | | GSBPNY ..o s (= S 1500009

van ban vura nhap
sau d6 mé ctra s6 tab va thiét 1ap kiéu leader thich hop.

4.2.7. Chlrc nang Borders and Shading

Chuac nang Border and Shading giup nguoi dung dong khung va té mau cho doan van ban, lam

cho van ban sinh dong hon. Cach thuc hién:

— Chon khéi van ban can td mau hoic déng khung, dinh dang cho mét Paragraph thi chi

can dat tro trong doan van ban can dinh dang.

Click mai tén bén phai nat Shading/Border trong nhom Iénh Paragraph thudc tab Ho

chon mau va duong dong khung
thich hgp trong menu.
Hoac click mai tén bén phai cua
nut Border, chon 1énh Border and
Shading.Xuat hién hop thoai
Border and Shading.
o Tab Boder: chon kiéu
dong khung van ban
= Style: chon kiéu
duong dong khung
= Color: chon mau
cho duong khung

Borders | Page Border | Shading

Setting: Style:

MNone

2] | | [ | (1| | (T

Custom

Freview

Click on diagram below or
use buttons to apply borders

Apply to:
Paragraph

Options...

»  Width: d6 day cua duong khung
=  Apply to: chon pham vi déng khung. Mac dinh
khung cho khéi vin ban duoc chon thi chon Text.
o Tab Shading: Té mau nén cho doan van ban.

la Paragraph, néu dong
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4.3. Sap xép va nhém van ban
4.3.1. Quan ly ngat trang
Ngt trang (Page breaks) gilp nguoi dung di chuyén vin ban tir trang nay sang trang ké tiép.

Ngit trang thuong dugc sir dung khi viét mot tai liéu ma c6 mot tiéu dé hoac mot chi dé can bt
dau trén mot trang méi. Cach ngit trang:

— Dat tro tai vi tri mudn ngat trang
— Chon tab Insert, click nat Iénh Page Break hoic nhan phim tit Ctrl+Enter

Dé budc ngit trang trudc mot doan van ban cuy thé

— Click chudt phai tai vi tri bat ky trong doan vin ban
— Mo hop thoai Paragraph, chon tab Line and Page Breaks
— Trong khung Pagination, chon Page break before ->OK.

4.3.2. Quan ly ngat doan

Paragraph
Néu mét ngit doan ma dé dong cudi
cung cua no xuat hién ¢ trén cung cua

Indents and Spacing | Line and Page Breaks

., oo . ] Fagination
trang tiep the,0| thi dong do dugc goj [v]:Widow/Orphan control:
la widow. Néu mot ngat doan ma @€ | | [ keep with next
dong dau tién ciia no xuat hién ¢ dudi | | [IKeeplines together

cung cua trang va phﬁn con lai cua [ | Page break before

doan vin xuét hién trén trang tiép
theo, dong duogc goi la orphan. Bi¢u nay lam cho van ban tré nén khé doc, vi vay nguoi dung
nén thiét lap it nhat cd hai dong nén xuat hién & dau hozc cuoi méi trang. Céach thuc hién:

Formatting exceptions

— Chon mat hoic nhiéu paragraph, mé hop thoai Paragraph.
— Chon tab Line and Page Breaks, trong khung Pagination, check vao cac tuy chon sau
day va click OK
o Widow/Orphan control: ngin chin mot ngat trang ma chi c6 mot dong caa doan
vin duoc chon xuat hién ¢ cudi trang trudc hodc dau cua trang ké.
o Keep with next: ngan chin mét ngat trang sau doan van ban duoc chon.
o Keep lines together: ngan chan mot ngat trang bén trong doan vin ban dugc chon
o Page break before: ngin chian mét ngat trang trudc doan vian ban dugc chon

4.3.3. Tao céc phan (section) trong tai liéu

Nguoi ding cé thé ap dung céc thiét 1ap nhu bé cuc trang, danh sb trang, tiéu dé dau va cudi
trang, va céac tlly chon in an khac nhau cho céc phan khéac nhau cua mot tai liéu bang cach tao ra
cac phan (section) trong tai liéu. Phan dugc phan céch boi céc ngat phan (section break).
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4.3.3.1. Cach chén ngat phan - section
break

— Chon tab Page Layout, Click mui tén bén
phai cta nat Break trong nhém Iénh Page
Setup, va trong phan Section Break, chon
mét trong céc tuy chon sau
o Next Page: tao mot section ma noi dung
ctia nd bat dau ¢ trang tiép theo.

o Continuous: tao mot section ma khong
anh huong dén ngat trang.

o Even Page: tao ra mét section ma noi
dung bét dau trén trang chan tiép theo

o Odd Page: tao ra mot section ma noi
dung bét dau trén trang I¢ tiép theo

4.3.3.2. Cach chi dinh nhieng thiét l1ap
khac nhau cho mét phan cuaa tai
lidu

— Dt tro trong section muédn dinh dang va
hién thi nhirng thiét 1ap can thay doi.
— Trong danh sach Apply to, chon This

Page Breaks

g L

.

Page
Mark the point at which cne page ends
and the next page begins.

Column

Indicate that the text following the column
break will begin in the next column.

Text Wrapping

Separate text around chjects on web
pages, such as caption text from body text.

Section Breaks

[ R AT

MNext Page
Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

section, sau d6 chon nhirng thiét 1ap can dinh dang va click OK.
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4.4. Bai tap chwong 4

Bai 1. Pinh dang doan vin ban
1. Mo tap tin Btchuong4\bail\Word_4-1a.docx va thuc hién cac thao tac sau:
a. Tiéu dé cua tai liéu duoc gan style Title, hiéu chinh style Title c6 dinh dang canh giira,
chir dam size 24.
b. Noi dung cta cac doan van ban dugc gan style Normal, hiéu chinh style Normal nhu sau:
(chi hiéu chinh style, cac ngi dung duoc gan style sé tu dong cdp nhdt)

Canh 1& kiéu Justify.

Khoang céch gitra cac dong 1.5

Khoang cach gitra cac doan (before hoac after) la 10 pt
Dong dau cua mdi doan thyt vao 0.5 inch.

c. Hiéu chinh cac tiéu dé& dugc gan Headingl c6 kiéu chir dam, td mau nén, chon mau tiy
y sau cho noi bat noi dung van ban.
d. Luu tép tin va dong lai
2. Mo tap tin Btchuong4\bail\Word_4-1b.docx, thuc hién dinh dang dé c6 két qua nhu hinh
bén dudi, bang cach hiéu chinh céc Style sir dung trong tai liéu bao gom:
— Title: Font Tahoma, size 24, chit dam, canh gitra
— SubTitle: Chit nghiéng, canh phai.
— Normal: Font Time New Roman, Size 13, canh 1& kiéu Justify, dong khung, t6 nén mau

trang.

— Heading 1: Font Tahoma, size 16, chit dam, t6 nén mau tly y, Before va After 12 6 pt.
— Sau khi dinh dang xong luu va dong tap tin.

ALL ABOUT BAMBOO

INFORMATION SHEET

Bamboo is a versatile and important part of the economy and culture in many countries.
Here at Wide World Importers, we import a variety of home décor products made from
bamboo. But if you want to add a tropical flair to your garden as well as i your home, try
planting one or several of the many varieties of bamboo used for landscaping.

There are two different categories of bamboo plants to consider, depending on the look vou
want to achieve and the amount of maintenance you're prepared to do: running and
clumping. The munning varieties send out underground runners which can show up far from
the parent plant. The underground runners can be easily contained either by using the
trench-and-barrier method described below. Runners are ideal for hedges or screens.
Clumping bamboos have very short root svstems, expanding no more than a few inches per
vear. They are less cold-hardy than runners, but make excellent specimen plants.

MOVING TO A NEW HOME|

Bamboo plants grow best in a moderately acidic loamy soil. Bamboo 1s natively a forest
plant, and grows best when mulch is kept over the roots and rhizomes. Grass makes a good
mulch, because it's high in mitrogen and silica, as do chipped trees, bark, and straw. Bamboo
can be planted any time of the year in areas with mild climates. A newly planted bamboo
requires frequent and liberal watering, twice a week or more often during hot or windy
weather.
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Bai 2. Binh dang Bullet, sir dung Style.

1. Mo tap tin Btchuong4\bai2\Word_4-2a,
thuc hién dinh dang dé c6 két qua nhu
hinh bén duéi, bang cach hiéu chinh cac
Style st dung trong tai liéu bao gdom:

— Title: Font Tahoma, size 24, canh gitra.

— Normal: Font Cambria, size 12, canh &
kiéu Justify, khoang cach gitra cac dong
1.15, Before va After 6 pt.

— Headingl: Font Tahoma, size 14, chi
dam, mau xanh dam, t& nén mau nhat.

— Dénh sb tha tu 3 cAp theo | current List
cac Headingl, 2, 3, bing
cach gan Heading vao tung
cap trong Multilevel list
tuong mg nhu hinh.

— Phan néi dung cé Bullet,
hoc vién cd thé ddi cac kiéu Bullet khac
tay y.

— Chén Header:

o Bai tap 2 — Chuong 4 (18 tréi),
o Sé trang (I& phai).
— Cheén Footer:
o Ho tén sinh vién (1& tréai)
o Ngay hién hanh (I& phai)
— Doéng tap tin va luu lai két qua.

Community Service Committee
Employee Orientation

A) Project Goals

Pamiliarize employees with the concept ol service

Make service a natural part of their lves.

Engage and motivate them.

Farge a sense of teamwork among all employees across departments.

Provide appropriate skills development through brainstorming, plnning, and
leadership opportunities.

Meet geruine community needs,

B) Process

| Gather informmtion
Conmunity Service Commdttes menshers will tebephone, e-mall, or mest for 15 minutes with
team beaders ap department reps bo answer the following guestions:

1) ‘Cpmestions for Tenm Leaders

Hivw eruch Hives do vou wanthave avallahle to speod?

Hivw mnuch Hinee di wou want your team to spend?

Do vou bave a project you have abways wanted o do?

Is there a progect you are abready dokng (or already plan to da) thatwe can help with?
Hivw mnuch dio you want the team bo be mvolved in chocsing the project?

C) Questions for Department Reps

What kindls of things are your employess inkerested ind

What is the skill level of these employees?
What iz the commitreent kevel of these &

‘What type of project do
activity, fundralsing: see

ployees?
as heing successful for these employees (rollection,
nurce notebonk]?

Lan you recommend an employes who would be a gond Community Serdce planner
for your department?

2. Mo tap tin Btchuong4\bai2\Word_4-2b, thuc hién céac thao tac sau:
— Hiéu chinh Ié trang: Left = right = 0.8 inch, top = bottom = linch

— Hiéu chinh cac Style theo yéu cau sau:

o Style Title: Chir dam, size 20, tu chon Font chix
o Headingl: danh s tha ty kiéu A, B, C, ...

o Heading2: danh s6 the tu kiéu I, 11, ...
o Heading3: danh s tha ty kiéu 1, 2, ...

o Cac noi dung duoc gan bullets san, hiéu chinh kiéu bullets picture.

— Chén ngat trang tai vi tri caa mdi Headingl

— Cheén header khac nhau cho hai phan: (dung section breaks)

o Phan 1: Project goals
o Phan 2: Process

— Chén Footer chira s6 trang tai 1& phai. Thyuc hién xong luu tap tin va dong lai.
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3. Mg tap tin Btchuong4\bai2\Word_4-2c, dung chirc nang Style, bullets/numbering, column

va céc chire ning dinh dang trang dé dinh dang tap tin theo mau sau:

The Taguien Cycle

A Series for Young Adults
Judy Lew, Project Editor
Rationale]
@ Lucerne currently has no offering for young adults
© Fantasy series have been hits in this hard-to-please market
© Customers are turning to other publishers to meet demand

A. Characters of a Hit Fantasy D. The Teacher
1 Ahero 1 Does not have to be human
2 Anally 2 Can be young or old
3 Ateacher 3 Can be male or female
4 An adversary 4 Can be beautiful or ugly
B. Plot Elements of a Hit Fantasy > Is wise, but can have flaws
6 Uses powers for good
1 Aproblem
2 Acskill or power E. The Sequence of Events
3 Asequence of events 1 The Journey
C. The Hero i P;IE _Bl_at_tlte
e Twis
1 Reluctant rebel _
4 The Climax

2 Innately sympathetic
3 Untested potential

Bai 3. Pinh dang vin ban sir dung chirc ning tab

1. Nhap va trinh bay doan van ban sau va luu vao thu muc Btchuong4\bai3\Word_4-3a.docx

Danh muc cac mat hang va don gia

Mat hang Don gid (VND) Bao hanh
1. USB 4G Kingston .......ccoeeeeviiiieee e cciiieeeens 59000.......cccciireeiiiiireeeriinen

2. USB 8G Transcend .........ccccceevvrveeeniieeeniieeeninn. 75000......ccciiiiiiiiieee e,

3. Keyboard Intex Hector (PS2) ........ccooovveviinennnne. 150000.......cceiiiiiiieriieeeee

4. MOUSETEXET ..o 45000......ccciiiiiieenee e

5. Loa SMART — K6000.........cccerveriieirerieesiiesennn 75000.......ccciieiieieeiee e

6. Switch 5 PORT TPLINK ......cccoviiiiiiiiieei, 115000......cciieiieeiiee e
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2. Dung chire ning Tab trinh bay mau THU MOI HOP MAT nhu hinh bén duéi va luu vao
theo dia chi Btchuong4\bai3\Word_4-3b.docx

Cong ty TNHH ABC
THU MOI| HQP MAT
(€2439)
Nhén dip k§ niém ngay thanh lap cong ty. Chang t6i tran trong kinh maoi
(@10 /3 TS
DON VI CONG EAC: ... i e e e et e e srae e ree e
Dia Chi: v Diénthoai........ccooooiii
Dén dy budi hop mat ciing ching toi.
Va0 lUC: v Tai Gia Chi: o,
...Ngay ... thang ... ndm
Ban giam ddc

3. Dung chirc ning Tab trinh bay mau DON XIN UNG TUYEN nhu hinh bén duéi va luu tap
tin theo dia chi Btchuong4\bai3\Word_4-3c.docx

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

PON XIN UNG TUYEN

KANN @OT: ittt a e e e e aaa
TOIUIBN LA .ottt b e
Sinhngay ....cooeveevieeeee, thang ........... Nam .............. 171 (USRS
S6 CMND: ..oovviiieee, Cap ngay ....... thang ........ nam.......... 17:) UUUURURRSRRR
S FTS) o0 Yo v PR TPPPPPPPPPRRPR
Trinh 0 VAN NOQ: ...ooeviiiiiii e e
Ngoai ngir: Anh O Phap O

Ngh@ nghidp ChUYEN MON: ...ovivvveeececeee ettt en e,
STUC KNOC: ..ttt e e e e e e
Th(“)ng qua website www.vietnamworks.com, t6i dugc biét hién nay quy Cong ty dang co

nhu cau tuyén dung nhan su, t6i nhan thy minh ¢6 du nang lyc, trinh d6 phu hop véi vi tri
ma quy cong ty dang tuyén dung nén toi viét don xin ung tuyén vao doi ngii nhan vién cta
quy Cong ty. Kinh mong quy cong ty chap nhan.

.., ngay ... thang ... ndm
Kinh don



http://www.vietnamworks.com/
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4. Dung chiic nang Tab trinh bay mau DPANG KY SU DUNG DICH VU VIEN THONG nhu
hinh bén dudi va luu tap tin theo dia chi Btchuong4\bai3\Word_4-3d.docx

PANG KY SU DUNG DICH VU VIEN THONG
(¢:4:9)

Tén nguol ST AUNG TICH VU oo
S6 CMND (Ho chiéu): .......ovveeeeeeeiee, DO e CAP NGAY: ..,
SO diEN thOQR: v SO FAX: ettt ettt
IMIE SO ENUR: ...ttt ettt ettt en et
S6 1Al KNOAN: ..o M3 tai NGAN hANG: ..o,
DA ChiZ v DT T 1010/ ] 1 TR
PhUONG/XA ©.ocvovveveeceeee e, Quan/huyeén:............... Tinh/thanh pho:..................
§ O Yot 3 =11 11 U SR
Goi dich vu:

COMegaSTYLE OMegaPLAY OMegaYOU OMegaBIZ

OMegaHOME COMegaNET OMegaOFFICE  OOMegaME

Hinh thac thué bao:
OTron géi  OTheo luu luong
Ngwoi dang ky st dung
(Ky, ghi rd ho tén)
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CHUONG 5. CHEN VA PINH DANG BOI TUONG

5.1. Table

Table 1a mot kiéu trinh bay van ban dang lugi bao gém céc & duoc t6 chic thanh cac dong va
cot. Cac loai dir liéu so, dir liéu phuc tap duoc trinh bay trong mét bang s€ hiéu qua hon trong
mot doan van ban, n6 1am cho noi dung trinh bay tré nén dé doc va dé hiéu boi cau trdc dong va
cot.

5.1.1. Céac cach chén mét bang tréng vao trang

C6 ba phwong phap co ban dé tao ra mot bang.

B d G P o=
5.1.1.1. St dung Table tool HOME | INSERT = DESIGN  PAGEL

B Cover Page - L—| b

— Trén tab Insert, click chuot vao nit Table trong group aslgk;gk E pl?D 9 Shapes ;'
Tables. s 5;-5TaIJIe Pictures ~ @

— Keéo con tro chudt qua cac bang ludi Insert. L EE%E%
— Khi ban di chuyén chudt, kich thudc bang thay doi, click | EREEE
chuat khi bang c6 s dong va cot thich hop. L i

5.1.1.2. Str dung hop thoai Insert Table

— Trén tab Insert, click nut Table trong nhdm Iénh Table = Chon Insert table.
o Number of columns: nhap sé cot
o Number of rows: nhap s6 dong e

— Chon mot trong cac tuy chon bén dudi muc AUtOfit | umberof columns |5
behaVior Mumber of rows: 2

o Fixed column width: ¢é dinh d6 rong cua cot. | AutoFit behavior
o AutoFit to contents: ty dong thay doi do rong ciia | ® Fied comnwiatn: [auto 13|
C@t theo n6| dung | () AutoFit to contents I
o AutoFit to window: tu dong cd dinh kich thuéc cua . .
bang theo kich thuéc cira s6 soan thao van ban. P
— Néu mubn luu lai tuy chon da chi dinh thi Check muc | ook || e ||
remember dimensions for new tables >OK e ——

Insert Table

4k 4k

() AutoFit to window

5.1.1.3. Str dung Draw Table tool.

— Trén Tab Insert, Click nut Table trong nhém Iénh Table
— Chon Iénh Draw Table. Kéo chudt vé hinh chit nhat thiét 1ap duong bién cua bang, sau
do6 vé céc duong ludi bén trong bang.
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5.1.2. Chén mét bang dwa trén van ban da c6 san Convert Text to Table
¢ én van b3 A CoLA oo A L. e
bé chuyen van ban sang dang bang, khi nhap van ban canphai | o

EHLARIE

c6 ky tu cach gitra cac cot, vi du ky tu tab, du phay, ...

Number of rows 5

A A Al NAi 5 2 e 2 AutoFit behavi
— Dénh dau khoi noi dung vin ban muon chuyén sang |~ T

; (®) Fixed column width: |Auto =
bang- () AutoFit to contents
— Trén tab Insert, Click nat Table = chon Iénh Convert || ) autorit to window

Text to Table. Separate text at
— Xuét hién cira s6 Convert Text to Table.
— Trong khung Separate text at: chon dau phan cach gitta || [N

cac cot, click OK. | e Cancel

) Paragraphs (_) Commas

() Other:

Nguoc lai, Word cung cip chic nang gilp nguoi dung ¢ thé chuyén dit liéu tir mot bang sang
dang van ban, bang cach chon bang dit liéu can chuyén sang dang Text.

Convert Table To Text

— Chon tab Layout trong tab ngi canh Table Tools - Click | e
nut Convert to text. e

—  Xuét hi¢n hop thoai Convert Table to Text. Mo bd
— Chon loai du phan céch giira cac cot > OK.

) Commas

() Other:
5.1.3. Pinh dang table

| [¥| Convert nested tables

5.1.3.1. Strdung Table Styles | [ ok |[ canea ||

CéCh dé dlnh dang béng mét Document] - Word TAELE
cach nhanh chong va chuy@n &icn  paceLavoUT — REFERENCES — MAILINGS — REVIEW  VIEW  DESIGN

nghiép la dung Table Styles,

A . x ) . Plain Tables

gom cac mau bang dugc dinh | —

dang san ve kieu duong bién, | EEEEE --z= cz-:- E==== --- czioo foo--

maunén’ ==—==§ ———== ===== === @ Hd-==-=- @ ——=--- Z|IZ”ZZC
Grid Tables

— Dattrd tai batky vitri | E=== zzzsz zzss: oszzs:ozzzssz oszzss zszas

nao trong bang can S i O i e e e O = = = = = O = = = = = (R = = = = =
dinh dang.

— Trong tab Table Tools > chon tab Design

— Chon mot mau trong danh sach.

— Trong nhom Iénh Table Style Option: cho phép nguoi
diing tao phan tir nhan manh trong bang bang cach danh
dau check vao cac tuy chon tuong @ng.

+| Header Row |+ First Calumn
Total Row Last Column

+| Banded Rows Banded Columns

Table Style Options
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5.1.3.2. Dinh dang bang bang tha cong
— T6 mau céc phan tir dong, cot, 6 va TABLETOOLS
béng: DESIGN LAYOUT
o Chon thanh phan cin t6 mau > Dy | — | —— - id
A & Ca - 1 pt - —d
tren tab ngu Canh Table TOOIS’ - Shading Border o e Borders Border
chon tab Design v Styles~ mmPenColor™  Te T painter
o Click mui tén cua nat Shading Borders =

ctia nhém Iénh table Styles, chon mau can td.
— Thay déi dé day va mau cia dwong bién caa bang:
o Chon thanh phan can thay doi d6 day va mau cua duong bién. Trong tab Table
Tools, chon tab Design. Trong nhém lénh Borders thiét 1ap cac tuy chon sau:
= Border Style: chon kiéu va d6 day cua dudng vién.
= Pen Color: chon mau cho duong vién.
= Borders: chon canh can thay doi
= Border Painter: click vao nhiing duong vién can thiét lap thay doi
— Loai bé dwong bién cuaa 6:
o Chon cac 6 can bo duong bién.
o Click nat border trong nhém Iénh Borders, chon No Border.

5.1.4. Hiéu chinh cau trtc cuaa table
5.1.4.1. Cach chon cac phan tir ctia bang |

q ‘ RS =
bé dinh dang hoac hiéu chinh bang hoac cac thanh phan caa bang thi trudc _ E E=

, ) N N . Select View Propert
hét phai chon cac thanh phan can dinh dang hoac hi¢éu chinh. Cach chon cac =~ - Gridiines
phan tir cia bang:

] Select Cell
] Select Column
— Click vao bat ky vi tri nao trong bang, cot, dong hodc 6 muén chon.  F Select Row
— Chon Tab Layout, trong nhom Iénh Table, click nat Iénh Select, va [ Select Table
click vao mét trong cac thanh phan mudn chon trong menu twong ¢ng.
Hoac c6 thé chon cac thanh phan cua bang bang cach khac: Chon ¢t

1
— Chon dong:
o Pua tré vé bén trai cua dong can chon
o Khi tré c6 dang mau tring va huéng vé bén  cpon done
phai, click chuot dé chon. S
— Chon cot:
o Dua tro Ién trén duong bién trén cua cot

o Khi tro ¢ dang mii tén mau den huéng xudng, click chudt dé chon.
— Chon 6:

Chon &
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o Dit tro trong 6 can chon. Click 3 1an dé chon.

o Hoic dua tro vé canh trai cua 6, khi tro c6 dang miii tn mau den thi click chudt
dé chon.

o Dé chon nhiéu 6: click chon 6 dau tién, nhan gitt phim Shift, sau d6 nhan phim
miii tén dé chon céc 6 con lai.

5.1.4.2. Hiéu chinh thuéc tinh cua bang tw hép thoai

Chon bang can hiéu chinh, chon tab Layout trong Table Tools, click nit Properties trong nhém
Iénh Table.

Table Properties
Xuat hién hop thoai Table Properties | row [ cowmn | cen [ atten
| | Size
— Tab Table hiéu Chinh klICh thué’c Va Vl t”, Cﬁa [[] Preferred width: |0 3| Measurein: |Inches
2 Ar 1A Alignment
bang trong tra}ng tai I|¢‘u. ent o et
— Tab Row: thiét Iap chiéu cao cua dong. =2 i == R R = :
— Tab Column: thiét lap do rong cua cot. et Ceter R
— Tab Cell: thiét 1ap kich thuéc cua 6 va canh || T
I cho dix li¢u trong 0. g Ec=
Ngoai ra, ¢ thé hiéu chinh kich thudc cua dong, cot tone oo
hoac 6 bang cac cach khac
— Dua trd dén ludi cua bang, khi tro c6 dang mii .
% [| Height: |0.21" > | B pistribute Rows

tén 2 chiéu, drag chuot dé thay doi kich thuéc.
— Chon cac dong hoidc cot can thay doi kich | widthe 115° 2| FH Distribute Columns
thudc.
— Nhap kich thuéc cua dong hoac cot vao 6 Height hoac Width trong nhom Iénh Cells size.

5.1.4.3. Canh déu céac cét hoac dong

— Chon cac dong hoic cot can canh déu

— Trong tab Table Tools, chon tab Layout, trong nhom Iénh Cells size
o Click nit Distribute Rows: canh déu cac dong
o Click nat Distribute Clomns: canh déu cac cot

5.1.4.4. Chén thém dong va cét vao bang

\ . s . 2 A | |

— Chendong: chon mét dong lam chuan. Chon tab Layout, trong | LIJ & 2
nhom Iénh Rows & Columns N Insert Insert Insert [Insert

o Click nut Insert Above: d¢ chen mot dong méi trén | Above Below Left  Right
d(‘)ng duoc chon. Rows & Columns P

o Click nat Insert Below: chén mot dong mai dudi dong dugc chon.
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o Chén mot dong ¢ cudi bang: dat dau nhay & 6 cudi bang va nhan phim Tab

— Cheén cgt: Chon mét cot 1am chuan. Chon tab Layout, trong nhém Iénh Rows & Columns
o Click nut Insert Left: chén mot cot maéi bén trai cot duge chon
o Click nat Insert Right: chén mot cot méi bén phai cot dugc chon

5.1.4.5. Trén 6 vatach 6

Khi chén mét bang vao trang thi mac dinh 1a cac 6 cé kich thudc bang nhau. Trong thuc té, khi
nhap dir liéu vao bang, ngudi ding déi khi 6 nhu cau gop nhiéu 6 thanh mot 6, hoac tach mot
0 thanh nhiéu 6.

===
— Tron 6 — Merge cels EESS

o Chon c4c 6 can tron éf;::t TS:;E
o Trong tab ngit canh Table Tools, chon tab Layout. r-.-1.=_-.-g_.=_-
o Click nat Merge cells trong nhom Iénh Merge.
— Tach 6 — Split Cells
o Chon céc 6 can tach
o Trong tab ngit canh Table Tools, chon tab Layout
o Click nat Split cells trong nhém 1énh Merge

Ngoai ra, c6 thé thuc hién chirc nang tron hoic tach 6 bang céch khéc

— Chon céc 6 can tron hoidc chon 6 can tach
— Click chudt phai, chon 1énh Merge cells hoic Split Cells trong menu tit

5.1.4.6. Xoa bang, dong, cétva b L A
xR
Click chudt vao bat ky vi tri nao trong bang, dong, cot can xoa. | Delete  Insert Insert |

T Above Below
— Trong tab Table Tools, chon tab Layout Bx Delete Cels |
— Click menu Delete, chon Iénh Delete tuong tng o ;ElEtE"_Dluml‘ﬁ
— Hodc click menu Delete trén mini toolbar e Dt ; '
G elete hows
5.1.4.7. Canh |é cho div liéu trong bang FR Delete Table
— Chon cac 6 chua dir liéu can dinh dang. SEE A=
— Trong tab Table Tools, chon tab Layout, trong nhom Iénh | = = = @
Alignment, chon kiéu canh I& twong tng. oQQ D_Tﬁ't*‘_f MCE'_'
. . A Irection argins
— Text Direction: xoay van ban trong 6. Alignment ’

5.1.5. Strdung céng thiec tinh toan trong bang

Khi bang chira dir liéu s6, ngudi dung cé thé thuc hién tinh toan trén dix liéu nay bang cach st
dung chtrc nang formula.


Anh Vy
Line
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Céch dung ham tinh toan trong bang:

— Click chuot vao 6 can tinh toan
— Trong tab Layout, click nut Formula trong

nhom Iénh Data

o Formula: nhap cong thurc tinh toan
o Paste function: chon ham su dung

trong c6ng thac tinh toan

o Number format: chon dinh dang cho

dir lieu két qua.

— Nhap xong cdng thic tinh toan, click OK

5.2. Chén SmartArt

SmartArt dugc goi 1a cdng cu minh hoa théng minh, cung cép cho ngudi dung nhiéu lya chon
dd hoa dung dé minh hoa mét quy trinh, mdi quan hé, so do phan cép, ... SmartArt ciing c6 tinh
nang dinh dang 3-D gilp cho viéc trinh bay tai liéu phong phd hon.

5.2.1. Cach chen SmartArt

— Dat tro tai vi tri chen
SmartArt.

— Chon tab Insert, trong
nhom lénh Illustration,
click nat SmartArt.

— Xuit hién hop thoai
SmartArt Graphic

— Chon mot kiéu trong
danh sach, click OK

— Khi SmartArt dugc chon
Xuat hién, nguoi ding co

thé nhap van ban tryc tiép trong cac Shape cua SmartArt hoic nhap trong khung Type

your text here.

Type your text here x

* [Text]
* [Tex]
* [Tex]

| Chevron Accent Process...

Formula

Number format:

Paste function:

Paste bookmark:

Choose a SmartArt Graphic

@E I $E 3 § o

All

List

Process
Cycle
Hierarchy
Relationship
Matrix
Pyramid
Picture

Office.com

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for

shapes.
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5.2.2. Hiéu chinh SmartArt
5.2.2.1. Thay d6i Layout cho SmartArt

Khi chén mot SmartArt, ngudi ding c6 thé thay d6i Layout khac bing cach

— Chon SmartArt, trong tab
SmartArt Tools, chon tab

DESI n A_ d— - ! =1 ecg, o .
g , R I|] '-|] I|] HIEJH m meo@ei | IR
— Trong nhom Iénh Layout,

chon mot layout mai trong | .. -

N - o-o-e-

|

[y iy iy | = ™= =5 —5—

H

danh séach.

— Hoic click nit More Layout dé c6 thém nhiéu lva chon khac.

5.2.2.2. Hiéu chinh cau tric cha SmartArt

T Add Shape = € Promote T Mowe Up
= Demote

Tuy theo loai SmartArt, Word cung cap cho nguoi

ding cong cu dé hiéu chinh ciu tric cia SmartArt,
bang cach [ TextPane & Rightto Left

Create Graphic

— Chon SmartArt can thay d6i cau trdc

— Trong tab SmartArt Tools, chon tab Design.

— Trong nhém lénh Create Graphic, chon cac tuy chon twong tng dé thay d6i cdu trdc caa
SmartArt.

Best Match for Document

5.2.2.3. P6i mau va Style cua SmartArt 5 &

b

— Chon SmartArt can di mau hoic Style s
— Trong tab SmartArt Tools, chon tab
Design, trong nhom 1énh SmartArt styles
— Click ntt Change Color dé doi mau
& (9

— Chon mot Style trong danh sach cac Style. e® 30

5.2.3. Pinh dang SmartArt

Khi chén SmartArt vao trang, nguoi ding c6 thé thay doi dinh dang cua cac Shape trong
SmartArt, bang cach thuc hién cac budc sau:

— Chon cac Shape trong SmartArt can dinh dang, trong tab SmartArt Tools, chon tab Format
— Change Shape trong nhém Iénh Shape: gilip nguoi ding chon céc kiéu hinh shape khac.
— Shape Styles: chon mau nén cua Shape, hoac click nat Shape fill, chon kiéu nén cho Shape
— Shape outline: chon mau va kiéu dudng vién caa Shape

— Shape effects: chon céc hiéu tng nhu: Shadow, Reflection, Glow, ...
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5.3. Charts - Biéu doé

Biéu d6 dugc ding dé biéu dién di liéu sé giup nguoi dung dé doc, so sanh, danh gia, ... Word
cung cap chic ning tao cac biéu do tir don gian dén phic tap.

5.3.1. Cach chén biéu do

Insert Chart

— Dit tro tai vi tri chén biéu @6, | "
chon tab Insert, trong nhom lénh | == 1 (gl I g o 09 4
Ilustrations, click nut Chart.

— Xuét hién hop thoai Chart, chon
mot loai biéu do trong khung All
Charts, khung bén phai hién thi
dang biéu d6 dugc chon.

Column
Line Clustered Column

Pie

Area

XY (Scatter)

Stock

BMEEBEMeRE

Surface

— Khi chon duoc kiéu biéu do phu R o |
hop, click OK. A B c D E

. Ly N N . N 1 i Théng1 Thang2 Thang 3
— Word chen biéu d6 ban dau va mo ra mot ctira s6 || 2 Mithina A 2 s 12
2 i s dig lié A 4 Mt hang C 20 25 20
bang t_lnh‘ Excel voi dir I_|e_:u mau. ‘ , .
— Nguoi dung nhap di liéu thuc té vao bang tinh
Excel, biéu do sé tu dong thay doi theo so liéu, Khi
nhap so liéu xong, dong bang tinh excel.

5.3.2. Hiéu chinh biéu d6

Khi chén biéu d6 vao tai liéu, nguoi dung co thé hiéu chinh
cac thudc tinh cua biéu d6 nhu Chart type, Chart Style,
data, hoic dinh dang céc shape trong biéu db. Cac budc hiéu chinh biéu d6:

— Chon biéu db can hiéu chinh, trong tab Chart Tools, chon tab Design.
o Nhom Iénh Chart Style: chon Style va doi mau cho biéu do.
o Nhém Iénh Data: cap nhat lai dit liéu caa biéu db.
o Nhém Iénh Type: chon lai kiéu biéu do.
— Tab Format trong Tab Chart Tools: chtra cac lénh dinh dang cc shape trong biéu d6.

5.4. Equations

Cong cu Equations gilip nguoi dung cé thé chén vao tai liéu cac loai cong thirc toan hoc tir don
gian dén phuc tap.

5.4.1. Cach cheén céng thirc toan hoc

— Dat tro tai vi tri can chén cdng thac todn hoc, chon tab Insert
— Trong nhdm Iénh Symbols, click nat Equation.
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— Trorjg tz\;u ligu xuéAt hlén, khupg Ty‘p_e egua_tlon hereN, noi | Type equation here.
nguoi dung nhap cong thuc, dong thoi xuat hién tab ngir canh -
Equation Tools, chira cac ky hiéu toan hoc.

BERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGN Sign in
(IR LR g v U [ 8 0y see g Jm A ]
E E IE ; Fratvtmn Sc:\pt Radvlca\ Integral ~ Large  Bracket Funitmn Accent Limit and Opevratnr Mavtnx

- Operator~ - - Log~
Symbols Structures

Built-In -

— Néu nguoi ding chén cac cong thic duoC XAy aeeercre

dung san thi click nit mii tén bén phai caa nat | 4-=*
Equation, chon cbng thuc dugc xay dung san
trong danh sach. toami Theeren
R , , . (x+a)"= Z (D xkan ¥
5.4.2. Lwu cong thirc toan hoc vao gallery k=0

Céc cong thic toan hoc da dugc xay dung, nguoi ding cé thé lvu vao thu vién dé st dung lai
cho lan sau bang cach luu cong thirc vao gallery, cach thuc hién:

— Chon tab Insert, click miii tén bén canh nat Equation, chon Save Selection to Equation
Gallery, cong thirc duoc chon s& duoc gan vao phan cubi caa Built-in.
— Lan sau, ngudi dung chi viéc chon lai cdng thirc ndy trong danh sach Gallery.

5.5. Screenshorts

Screenshot Tool 1a mét cong cu gidp ngudi ding c6 thé chup nhanh er+ -’ [
man hinh va tu dong chén vao tai vi tri duoc chi dinh trong tai liéu. Cac Screenshat  Apps for O

) A Office -
budc thuc hién nhu sau: Available Windows

— Dat tro tai vi tri can chén hinh chup

— Chon tab Insert, click nat Screenshot trong nhém 1énh iy
Ilustrations. =

— Trong khung Available Windows hién thi cdc man hinh dang lam
viéc, click chon man hinh can chup, hinh s& tu dong xuat hién tai
Vi tri dét trod g+ >creen Clipping

—  Néu ngudi ding muén chup vi tri tuy y thi chon Screen Clipping,
man hinh s& chuyén sang ché do chup, kéo chudt chon ving can chup, khi tha chuét thi
hinh s& tu dong chen tai vi tri dat tro

5.6. Picture — hinh anh

Chuc nang Picture giup nguoi dung chen hinh anh vao van ban, hinh anh c6 vai trdo minh hoa
cho noi dung caa van ban 1am cho tai liéu tré nén sinh dong va hap dan hon, do d6 khi chén hinh
VA0 van ban nguoi dung can ch y chon hinh pht hop véi ndi dung can minh hoa.
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5.6.1. Chén hinh ttr tap tin c6 san trén may

— Dat tro tai vi tri can chén, chon Tab Insert, click nat Pictures
— Xuét hién hop thoai Picture, chon hinh can chén, click nit Insert

5.6.2. Chén hinh anh trwc tuyén .

4BACK TO SITES

Céc phién ban trudc cua Word, bo suu () Offcecom Ciip Ar

1000 search results for flawer

tap hinh anh duoc luu trit cuc bo ma
ngudi dung c6 thé chén théng qua cira
sé Clip Art. Tur Office 2013 chuc
nang nay duoc thay thé bang cach cho
phép ngudi dung tim va chén hinh
anh, ClipArt tu trang Office.com,
Bing Image Search, SkyDrive, hoac a8
Flickr. Cac budc chén hinh truc tuyén | oo s
nhu sau

— Dat tro tai vi tri can chén, chon Tab Insert, click nat Online Pictures trong nhém lénh
Ilustrations

— Xuét hién hop thoai Insert Picture, trong 6 Office.com Clip Art, nhap vao tén caa nhém
hinh can tim. Két qua hién thi, chon mét hinh phi hop va click nat Insert.

5.6.3. Pinh dang hinh anh
5.6.3.1. Chirc nang Wrap Text
Khi chén hinh vao tai liéu, nguoi dung phai dinh dang vi tri cua hinh so véi van ban, bang céach

chon hinh, click vao Wrap Text menu bén canh hinh hoac trong nhom Iénh Arange cua tab
Format, chon mot trong cac tuy chon sau:

LAYOUT OPTIONS X

— Inline yvith Text: tuy chon mac dinh, o Line with Tesct
hinh nam cung dong véi van ban. P

— Square: van ban bao quanh hinh =
theo dang hinh vuéng. e

— Tight, Through: van ban bao quanh EASJES
va bam sat hinh. n ==

— Top and Bottom: vian ban nim trén
va duéi hinh.

— Behind Text: hinh nam dué6i van ban

— In front of Text: hinh d@¢ Ién van ban

— Edit Wrap point: chén thém vi tri bao quanh hinh
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5.6.3.2. Thay déi kich thwéc caa hinh

C6 nhiéu cach dé thay doi kich thudc cua
hinh anh, bang cach chon hinh can thay d6i
kich thudc va thuc hién mot trong cac cach

sau:

Chon tab Format, nhap d6 rong va
chiéu cao caa hinh trong 6 Shape
height va Shape Width trong nhom
Iénh Size.
Hoac click phai trén hinh, chon lénh
Size and Position.
o Trong tab Size: nhap chiéu cao
trong 6 Height, chiéu rong
trong 6 Width, click OK.

Hoic dit tro trén nhitng dau chon cua

hinh, drag chudt dé thay déi kich thudc.

5.6.3.3. Cat xén hinh (Cropping)

Ngoai ra, c6 thé Crop hinh theo nhirng hinh dang khéc

Chon hinh can cit xén, click nat Crop trong nhém lénh Size

cua tab Format

Layout

Position | Text Wrapping
Height
(@ Absolute (217"
Relative
Width
(® Absolute |42
Relative
Rotate
Rotation: o
Seale
Height: 85%
Lock aspect ratio

Size

relative to

relative to

Width:

Relative to original picture size

Original size

Height: 2,357

Width:

Margin

Margin

85%

4,947

Reset

DAu Crop xuat hién xung quanh hinh dugc chon

Drag chuét tai nhiing vi tri cua diu crop dé cit xén hinh.

nhau bang céch:

— Chon hinh can cit xén, click mii tén bén dudi

— Chon mét kiéu shape thich hop, hinh s& dugc

nut Crop, chon Crop to Shape

crop theo Shape da chon.

5.6.3.4. Ap dung Piture Styles

Group

.1 Bring Forward ~ = Align - “‘i
s

0 Send Backward -

Ak (4

Word 2013 hd tro tap cac style caa hinh anh rat phong phu
va da dang, gilp nguoi dung c6 nhiéu lya chon dé dinh dang
cho hinh anh dep va sinh dong hon.

— Chon hinh can dinh dang, chon tab Format
— Trong nhém Iénh Picture Styles, chon mét kiéu thich hop.
— Style s& duoc ap dung truc tiép vao hinh dugc chon.

n Wrap - .
Text - ol Selection Pane k Rotate = -
Arrange H  Crop
Rectangles [& Crop to Shape
(I N A o i Aspect Ratic  »
Basic Shapes @ Fill
CANGNOOOOO®® o
ST RIFERINCES BARILIMGS REVIEW VIDW FEHhAL
F= o [feam] FTEmM pTem g
i~ ] ~ |
P ——
Bk ==
r— ror— roe— r— [ | S~ T —
= ] ] == .
L B e e ——"
L B ] | | |
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5.6.3.5. Hiéu chinh thuéc tinh caa hinh anh

oo

— Chon hinh can hiéu chinh Rermove
— Chon tab Format, trong nhém 1énh Adjust
thuc hién hiéu chinh cac thudc tinh cua hinh.

Background Artistic Effects - “la] Reset Picture -

Corrections = :IQ: Compress Pictures
[&] Color~ Eﬂg Change Picture

Adjust

o Remove Backgrount: xo4 nén cua hinh
Color: hiéu chinh mau cua hinh
Corrections: chinh stra hinh

Compress Pictures: nén hinh

Change Picture: d6i hinh

Reset Picture: thiét 1ap lai trang thai ban dau

O O O O O

Ngoai ra, dé dinh dang Picture ngudi ding c6 thé st dung Picture Sie '
Panel, bang cach click phai trén hinh va chon Format Picture, xuét Blur '

Format Picture -
SO B
- SHADOW

4 REFLECTION

Presets -

Transparency |

A 4 [

hién Panel bén phai man hinh, chon thugc tinh va thiét Iap cac dinh dang.

5.6.4. Shapes

Shape 1 cac hinh vé c6 san trong thu vién caa Word, no ciing
dugc dung dé minh hoa va lam cho van ban sinh dong hon.

5.6.4.1. Chén Shapes

INSERT DESIGM PAGE LAYOUT REFEREMCES
P

. R ’ E“’i =)

(| %J$|| @ o =

ictures Online Shapes Appsfor  Online  Links
Pictures = @4+ 7  Officer Video -

lllustrat) Recently Used Shapes
SOENNOOOALLDS
R R TAVE G
Lines

NN T LG 2 2N 04

— Chon tab Insert, click miii tén duéi nat Shapes, chon mét kiéu phu hop.

— Pua tré dén vj tri can chén, kéo chudt dé veé.

5.6.4.2. Thay dbi thir tw cua cac %, Bring to Front
Shapes %y Bring Forward

Néu c6 nhiéu Shapes chong 1én nhau, Word

i, Bring to Front k

L Sendto Back k

L_'... Ering in Front of Text % Hyperlink...

cung cap chic niang dé thay doi tha ty caa cac Shape.

— Click phai trén hinh can di chuyén.
— Chon Iénh Bring to Front hoac Send to Back.
— Chon tuy chon thich hop.

Hoac c6 thé chon Select Panel trong tab Format

— Xuét hién Panel Selection, v&i danh sach céac Shape
— Chon Shape can thay d6i vj tri, kéo chudt dé di chuyén.

N FORMAT
.1 Bring Forward - |: - ¥
.|
—eaend Backuard ]
Size
EL}SEIection Pane Sk~ -
Arrange E
Selection v X
Show All || Hide All |l
Flowchart: Extract 2 -
Sun 14 b
Moon 10 -
Owval 9 -



Anh Vy
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565 WOI‘dAI‘t 4 A D’,'SignatureLine - T Equation 1
Weidki D R Date & Time €2 Symbol -
WordArt cung cap cach dé ap dung hiéu rng vao noi dung S Cape [lobject -
vin ban, nhing higu tng bao gém outlines, fills, shadows, a
reflections, glow ... A a S M A
Cach tao WordArt: A A : A
— Néu nhap vin ban trude thi chon khdi van ban can R
tao WordArt, Chon tab Insert, click nit WordArt, A A A A A
chon mat kiéu WordArt pha hop.

— Néu chwa nhép vin ban thi chon tab Insert, click nit WordArt trong nhdm Iénh Text.
— Chon mét kiéu thich hop, nhap ndi dung trong khung caa WordArt.

5.6.5.1. Pinh dang WordArt ATetfil- | Te

B Text Outline~  [] Al
Chon WordArt can dinh dang, trén tab Drawing | Tetffedsm = o,

zbecde

Tools, chon tab Format va thuc hién cac tly chon | /A shedow — » efe i
Sau. o mdrde."‘n; L‘o,"«\" "?noqu
/=) Reflection 3 Warp
— WordArt Style: chon lai kicu WordArt o o n
. \ B\ Glow » | abcde abcde abcde Abcde
— Text Fill: chon mau WordArt PRSI U
— Text Outline: chon mau cua duong vién cua | £\ sever L
= abcde abede Sy €55
WordArt
— Text Effect: Chon hiéu irng cho WordArt
. N . % Shape Fill =
5.6.5.2. Binh dang nen cta WordArt soc | [ noc | 7| o shapeOutine- |
. . - 7| & Shape Effects -
— Chon WordArt can dinh dang, chon tab Format Shape Styles | —
. A . X . |_J Preset 4
— Shape Styles: chon style bao gom mau nén va 5 -
duong vien o , [ ] shadow
— Shape Fill: Chon kiéu nén, cé thé chon mau :
hoac picture lam nén cho WordArt || Reflection
— Shape outline: Chon mau duong vién cua
Shape

— Shape effect: Chon hiéu tng cho nén caa WordArt
— CO thé doi kiéu nén cua WordArt bang cach click nat Change Shape.

5.7. HGp van ban - TextBoxes

TextBoxes 1a mot dang Shapes chia van ban, TextBoxes c6 tc dung thu hit su chi y dén mot
noi dung van ban cy thé. N6 ciing hiru ich khi can di chuyén van ban dén vi tri bat ky trong tai
liéu. Word cho phép ban dinh dang hop van ban va cac van ban trong n6 nhu WordArt.
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5.7.1. Chen hdp van ban - TextBoes

— Chon tab Insert, click nat Text Box trong nhém Iénh Text, chon mot kiéu Text box co

san trong danh sach.
— Hoic chon Iénh Draw Text box, drag chudt dé v&, dau nhay

- S X TEXTBOXES
mac dinh dat trong text box giup nguoi dung nhap van ban vao
Text box.
5.7.2. Pinh dang TextBoxes
5.7.2.1. Thay d6i kiéu Shape cta Text Box
— Chon Text Box can doi kiéu Shape. | fEditshaper | — | LaShspeFill-
— Chon tab Format trong Tab Drawing | &' Chang=Shape  »  Rectangles
Tools. f<"  Edit Points OO o/ OoOCdadd
. , . , | Basic Shapes
— Cillck nut Edit Shape trong nhom OANOTQAGCOORD®®E
lénh Insert Shapes > Chon Change LOOOMRLZ e g6
Shape. Q@A drr=ds ¢ 37N ()
e

— Chon mét kiéu Shape thich hop.
5.7.2.2.Dinh dang nén, dwong vién va hiéu rng cha Text boxes

— Chon Text box can dinh dang.
— Chon tab Format trong Tab Drawing Tools, trong nhém Iénh Shape Styles chon kiéu
cho text box
o Shape Fill: chon kiéu nén cho Text box, dé bé mau nén, chon No Fill
o Shape outline: chon mau dudng vién cua Text box, dé bo duong vién, chon No
Outline
o Shape Effect: Chon hiéu ung

5.7.2.3. Xoay TetxBoxes

— Chon TextBoxes can xoay, Click chudt vao mii tén tron trén m\
0 Lﬁ‘h

Ay,
Ar 3R dr-
Textbox, d[ag chuo‘t de >foay. _ ‘ {;}dn%;}, g,
— Hoac c6 thé xoay bang hi¢u tng 3D - Rotation, bang cach chon h:f%e%!_:"eme fe
A id, Cfa, .
Text box can xoay ot e uny;, iy,
— Trong tab Drawing Tools, chon tab Format dqvf'ﬁ’?fnf:,w"’ /
— Click mai tén bén phai nat Shape Effects = Chon hi¢u tng e

3D-Rotation > Chon kiéu xoay thich hop.
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5.8. Bai tap chwong 5

Bai 1. M¢ tap tin Btchuong5\bail\Word_5-1.docx va thuc hién dinh dang theo yéu cau sau:

Dinh dang lai Style Normal: Canh 1& kiéu Justify.
Cut tiéu dé trong trang dau tién va Paste vao 0 Title Properties -

cua tap tin, bang cach chon tab File, trong muc |si. 26.3KE
Properties, tai muc Title: nhap tiéu dé cua tai liéu. Pages 5
Chén trang tiéu dé cho tai liéu, sir dung Quick Part; | Words 2730

Total Editing Time 36 Minutes

Chon tab Insert, click niat Quick Parts, chon | :
Title Snow-White and Rose-Red

Building Blocks Organizer, chon mot kiéu Cover
Pages tuy y, Click nat Insert.

Chén tiéu dé dau trang chira tiéu dé cua tai liéu, tiéu dé cudi trang chira ngay hién tai va sb
trang, khong chén tiéu dau va cudi trang cho trang tiéu dé.

Tai trang 3, chén hop trich dan (quote box): chon tab Insert, click nit Text Box, chon mot
kiéu quote box trong danh sach, chép noi dung caa doan vin ban dugc bat dau tir “The
children tried very hard” vao hop trich dan vira tao.

Tai trang 4, chén mot Text box dang Whisp Sidebar, Cut ndi dung cua doan vin ban cudi
cuing Paste vao TextBox, tiéu dé cua sidebar 1a About Authors. Két qua c6 dang nhu hinh
bén dudi, luu va dong tap tin

Snow-White and
Rose-Red

Bai 2. Mo tap tin Btchuong5\bail\Word_5-2.docx va thyc hién theo yéu cau sau:

Tiéu dé: hiéu chinh Style Title vai dinh dang: Font chir: Cooper Black, size 24, canh giia.
Hiéu chinh Style Normal: font Calibri, size 13, canh I& kiéu Justify.

Poan van ban tht nhat: chia 2 cot, chén hinh nhu mau, wrap text kiéu Square

Tao dropcap cho ca 3 doan.

Hai doan van ban cudi cing chit nghiéng.

Doéng va luu tap tin.
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The Old Man and His Grandson

By The Brothers Grimm

Translated by Margaret Taylor (1884)

here was once a very old man, food in an earthenware bowl, and not even
whose eyes had become dim, his  enocugh of it. And he used to lock towards

ears dull of the table with his
hearing, his knees eyves full of tears.
trembled, and when & The Uld MEH] and Once, too, his
he sat at table he ‘@ His (zrandson 48 trembling hands
could hardly hold the k e i vt ﬁ' could not hold the
spoon, and spilt the \ bowl, and it fell to
broth upon the table- l ' the ground and
cloth or let it run out ' broke. The young

of his mouth. His son and his son’s wife wife scolded him, but he said nothing and
were disgusted at this, so the old only sighed. Then they brought him a
grandfather at last had to sit in the corner  wooden bowl for a few half-pence, out of
behind the stove, and they gave him his  which he had to eat.

hey were once sitting thus when the little grandson of four years old began to gather

together some bits of wood upon the ground. 'What are you doing there?' asked the
father. 'l am making a little trough, " answered the child, 'for father and mother to eat out
of when I am big."

he man and his wife looked at each other for a while, and presently began to cry. Then
they took the old grondfather to the table, and henceforth always let him eat with

them, and likewise said nothing if he did spill a little of anything.

Bai 3. Mo tap tin Btchuong5\bail\Word_5-3a.docx va thuc hién dinh dang nhanh (5 phut) tap
tin theo y&u cau sau:
— Pinh dang Style Normal: Font Calibri Light, size 13, canh I¢& Justify.
— Chen hinh Word_5-3b.jpg vao doan van ban thur 2.
— Sau d6 dinh dang style oval, va hinh dat chinh x&c & gitra trang (dung chirc nang Position,
chon kiéu hinh giita trang) nhu miu bén dudi. Chinh Wrap text: kiéu Tight (chit bam sat
xung quanh hinh). Béng va luu tap tin.
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THE FROG PRINCE

ne fine evening a young princess put on her bonnet and clogs, and went out to take a walk by

herself in a wood; and when she came to a cool spring of water, that rose in the midst of it, she

sat herself down to rest a while. Now she had a golden ball in her hand, which was her favourite
plaything; and she was always tossing 1t up into the air, and catching it again as it fell. After a fime she
threw it up so high that she missed catching it as it fell; and the ball bounded away, and rolled along
upon the ground, till at last it fell down into the spring. The princess looked into the spring after her ball,
but it was very deep, so deep that she could not see the bottom of it. Then she began to bewail her loss,
and said, "Alas! if | could only get my ball again, | would give all my fine clothes and jewels, and
everything that | have in the world.'
Whilst she was speaking, a frog put its head out of the water, and said, 'Princess, why do
you weep so bitterly?' 'Alasl' said she, 'what can you do for me, you nasty frog?
My golden ball haos follen into the spring.’ The frog said, 'l want not your
pearls, and jewels, and fine clothes; but if you will love me, and let me live
with you and eat from off your golden plate, and sleep vpon your
bed, | will bring you your ball again.' "What nonsense,’ thought the
princess, 'this silly frog is talking! He can never even get out of the spring|
to visit me, though he may be able to get my ball for me, and therefore
| will tell him he shall have what he asks.' So she said to the frog, "Well,
if you will bring me my ball, | will do Lot all you ask' Then the frog put his

the water; and after a little while he
movuth, and threw it on the edge of
princess saw her ball, she ran to pick
it in her hand again, that she never
as fast as she could. The frog called after
you said,’ But she did not stop o hear a word.

head down, and dived deep under
came up again, with the ball in his
the spring. As soon as the young
it up; and she was so overjoyed to have
thought of the frog, but ran home with it
her, "Stay, princess, and take me with you as
The next day, just as the princess had sat down fo
dinner, she heard a strange noise—tap, tap—plash,
plash—as if something was coming vp the marble

'Open the door, my princess dear,
Open the door to thy frue love here!
And mind the words that thou and 1 said

staircase: ond soon afterwards there was a gentle By the fountain cool, in the greenwood shade.”
knock at the door, and a little voice cried out and said-

Bai 4. Trinh bay néi dung cdu 1, 2, 3 trong cung mot trang sau do6 luu vao thu muc
Btchuongb\bai4\Word5-4a.docx

1. Nhap dir liéu nhu hinh sau d6 chuyén sang dang bang bang cach chon khéi van ban, chon
tab Insert > Convert text to table..., sau d6 dung style dinh dang bang

Ma-hang - Ténhang - Pon-vitinh - Don-giaf
01 - USB - céi - 1084
02 - Mouse - cal - 1289

03 - Ban-phim - cai - hosy
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2. Trinh bay cac bang dir liéu nhu hinh

LOP g ( PO HOA
Ca 2-4-6 3-5-7
Mon COREL | PHOTOSHOP
7h30 - 10h45 M
13h -16h15 M
Lién h¢: Van phong Trung Tam Cong Nghé Thong Tin

=
|
v' PhU hop cho nhiing hoc vién dang di lam , S
v Hoc vién da c6 ching chi CNTT s& duoc mién mot s6 mon cua chuong ~ :‘;—q
trinh hoc O x
= O
THONG TIN CA NHAN = 3-;
-
HQ L02] 0 E—£| —
Ngay thang nam SINN: .....occvviiiiii e © ._;.'
Gisi tinh Nam (7 nix O = «
B CNE BN D& e Z
0 1T A1 1210 OSSR RTOTPPR RSP '
BAC HQOC DU KIEN
(Panh dau vao bac hoc muén ding ky)
Cao dang Pai hoc Thac s§ Tién sy
0 0 0 0
Ho tén va chit Ky Ca NOC VIEN: ...oiiiiii e

3. Su dung chic nang Equation va Smart Art trinh bay ndi dung nhu hinh bén dudi va luu va
thu muc theo dudng dan Btchuong5\bai4\Word5-4b.docx
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Wiierosolt & {ﬂl@ﬂ‘mg

/ T nt : 1 n [e's} f(n)(a)
A_P(1+E) rlLl—I}olo(l-l—E) o= f(Z)=z —G-a"
f() —b+ Vb2 — 4ac —x, x<0

= — _ - x| =
fla) = i z—a x = a x| {x, x=0
= - nmx nmx
(x+a)" = ,\,Z;, (k) xkak zf(x) = ag + Z; (an cos——+ b, sin T)
® e V71— A
I'(z) = f t? " le tdt = . 1_[ (1 + E) e?/k,  y =~ 0577216

Search Engin

EO (Search Engine Optimization) tdi
wu hoa cong cu tim kiém SEO 13 mot
t6 hop cac phuong phap, ki
thuat, chién thuat
Marketing va Cong ngh¢
internet nham nang cao tht
hang (Ranking hay vi tri

cua

Phan tich
hiéu qua

trén Top cao cua trang
dau tién khi search) cua
mdt website hay trang
web cu thé trong cac trang
két qua cua cac cong cu tim kiém

Xay duwng
baclink
T6i wu
(pho bién nhat 1a Google). ndi dung
Céc phuong phap bao gém viéc

toi uu hoa website, bang cach tac dong ma

=a|

e

7~

Phan tich
website

Optimization

ngudon HTML, ciu trac, layout va ndi dung
website bao gdém text, anh, video hay da
phuong tién trén web ma nguoi
ding nhin thdy hay tuong
tac dugc, xay dung cac

Phan tich lien két hitu ich bé
tir khoa ién két hiru ich bén
trong website va tir cac
trang uy tin bén ngoai,

UCLE ¢ cac cOng cu tim

doi thu 2
PO kiém chon lya trang
web phu hop nhat phuc
T6i wu vu viée tim kiém trén Internet

cau truc img véi mot tr khéa cu thé

dugc nguoi dung truy van va dat dugc yéu
cau can tim cua ho.


http://www.google.com.vn/
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Bai 5. Trinh bay doan van ban sau day va luu vao Btchuong5\bai5\Word5-5a.docx
P II- B .
= [B)= - -
I mple Room lDeSﬁgW]

ith the Room Planner, you’ll never make a
Wdesign mistake again. Created by acclaimed

interior designers to simplify the
redecorating process, this planning tool incorporates
elements of color, dimension, and style to guide
your project. It includes a furniture location guide;
room grid; drawing tools; and miniature furniture,
rugs, accessories, and color
swatches that match our
large in-store selection.
Here's how to use the
planner to create the room
of your dreams!

home is decorated
and  dislike. Pay
color scheme and to
you. Is it inviting?
Does it relax you or

Take a look at how your
and note the things you like
kpecial attention to the
how each room "feels" to
Does it feel comfortable?
does it invigorate you?

would most like to
things vyou  would
could. Don't give a
considerations;  just

Focus on the room(s) you
change. Brainstorm all the
change in that room if you
thought to any financial
let your imagination go wild! It might be
helpful to write down all the — negatives and
positives. You don't need to come up with
solutions all at once. Just be clear on what you like and what you hate about that room.
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CHUONG 6. TAO CAC THAM CHIEU NANG CAO

6.1. Tao va quan ly cac bang tham chiéu

Khi tao mot tai liu dai gém nhiéu phan, nhiéu chuong, dé ngudi doc cd thé nim bat duoc noi
dung tong quan cua tai liéu, Word ciing cung cap c&c cdng cu gilp nguoi dung cé thé tao va
quan ly céc loai tai liéu tham khao, cac bang noi dung, bang so liéu, va cac chu thich.

6.1.1. Tao va dinh dang bang muc luc

Word sir dung cac Style Heading c6 sin céc Style khac do nguoi ding tao ra dé tao bang muc
luc. Word cung cap hai dinh dang duoc xay dung san cia bang muc luc 1a Content, va Table of
Content. Tuy chon Manual Table chén khung giir chd cho bang muc luc gém 3 cép, st dung
tuy chon nay dé thiét ké bang muc luc tir dau.

6.1.1.1. Tao bang muc luc ttr nhibng mau thiét ké san

— Trong tai liéu, gan cac Style Heading (Heading 1, Heading 2, Heading 3) vao nhitng noi
dung ndo muén xuat hién trong bang muc luc.

— Dat diu nhay tai vi tri mudn tao muc luc.

— Chon tab References tab, click menu cua nut Iénh Table of Contents

— Trong danh sé&ch céc kiéu muc luc, chon Automatic Table 1 hoic Automatic Table 2.

E £ Add Text ~ ABl M) Insert Endnote

[ Update Table AE! Next Footnote -
Table of P Insert 5

Contents = Footnote C

— Dat ddu nhay tai vi tri tao bang muc luc | auisn

— Chon tab References, click menu cua | Automatic Table 1
nut Iénh Table of Contents.

— Trong danh sach cac mau, chon Manual | "
Table. HERING 3 et

— Trong cac khung giit chd (placeholders),
nhap c4c tiéu dé muén xuat hién trong
bang muyc luc. g .

— Pé chén thém céac khung gitr Ch(:), thuc Heading 2 oo ]
hién copy 6 giir cho trong va paste. )

6.1.1.2. Tao bang muc luc ttr dau

Contents

Automatic Table 2

Manual Table

lable of Contents
Type chapter Tile (evel 10 i s e e 1
Type chapler e (IEvE] 20 e ceme e cen s sms s er s e ceme s
Type chapter title (level 3).___.
Type chapter tihe (evel 10 s e
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6.1.1.3. Tao bang muc luc tuy bién dwa trén Style do ngwéi dung tao ra

— Trong tai liéu, gan Style do nguoi ding tao ra cho nhirng noi dung nao mudén xuat hién
trong bang muc luc.
— Dat dau nhay tai vi tri tao bang muc luc.
— Chon tab References, click menu cua nit Iénh Table of Contents
— Trong menu, chon Custom Table of Contents.
— Xuét hién hop thoai Table of Contents.
— Thiét 1ap cac thuoc tinh:
o Show page number: Hién thi sb

Table of Contents

Index Table of Figures = Table of Authorities

| | Print Preview Web Preview

trang. | [Heading 1. 1|~ | [Heading1 ~
o Right align page numbers: S6 | | Heading2 .o 3 Heading 2
trang dat ¢ I€ phai cua trang. Heading 3......oo........ 5 Heading 3
o Tab leader: Chon kiéu duong | v v
- \ - A by X X | Show page numbers Use hyperlinks instead of page numbers
Ilne tu tleU de den SO trang Bight align page numbers
o Formats: chon dinh dang cho || ™= == X
béng ml:lC h:lC General

o Show levels: Chi dinh cAp xuat | fomes  Fontense v
hién trong bang muc luc | E—
— Click Options... >Xuét hién hop thoai | options.. | | mody..
Table of Contents Options [ o
— Chon Styles va chi dinh cap cua Style ‘——
trong TOC level bén canh tén cua Style tuwong ung, click OK.

Cancel

2?

Table of Contents Options
6.1.2. Cap nhat bang muc luc B
[+ Styles
- As gt A A= - 7 - A A Available styles: TOC level:
Khi ngi dung trong tai li¢u thay doi, hoac cac tiéu de¢ .
NEETUN z XX A N 2 <apl
trong tai li¢u co sy thay doi ve so trang, thi bang muc luc | = ca; ;
can duoc cap nhat. | v ap2 2
| ¥ ap3 3
— bat dau nhay trong bang muc luc : capé
— Chon tab References, trong nhém Iénh Table of | S v
Contents, click Update Table hodc Click chudt | o oo e
phai = Chon Update Field. peset e
o Update page number only: chi cap nhat s6 '

trang Update Table of Contents ~ ?
o Update entire table: Cap nhat SO trang va :w-::rdisupdatingthe table of contents. Select one

n@l dung of trlg_follnwing options:
(®):Update page numbers only:

'3::1' Update entire table

QK | Cancel
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6.1.3. Xoa bang muc luc

— bit dau nhay trong bang muc luc.
— Chon tab References, click menu cua nat I1énh Table of Contents, chon Remove Table of
Contents.

6.2. Tao bang muc luc hinh anh

Bang muc luc hinh anh duoc tao ra tir tiéu dé caa cac hinh anh hoac cac mé hinh ding dé minh
hoa trong tai liéu. Pé tao bang muc luc hinh anh, truéc hét cac hinh minh hoa phai duoc chén
tieu dé.

6.2.1.

— Chon déi tugng mudn chén tiéu dé Caption
— Chon tab References, trong nhém Iénh Captions, | cation s
click nit Insert Caption. | [Figure i/
o Caption: Nhap tiéu d& cho ddi tuong.
o Label: Chon loai déi tugng.
o Position: chon vi tri dt tiéu de. =
o Numbering: Binh dang cho s0 thir tu clia | | wewtaber. Numbering..
tidu de.
o New Label: Nhap tén cho nhan (vi du: mac
dinh 12 Figure, c6 thé nhap tén méi la Hinh)
— Sau khi thiét 1ap cac tuy chon > OK.

6.2.2. CAchtao bang-mucluc-hirkh-anh

— Pit dau nhay tai vi tri tao muc lyc.

Options
Label: Figure M

Position: | Below selected item

| | AutoCaption... | oK | Cancel

Table of Figures

Index = Table of Contents s ; | Table of Authorities

— Chon tab References, click nat Insert | p,intp;!iew we_b:eview

. , A | | |Hi 1:Textonniiiieieianns 1~ Hinh 1: Text ~

Table of Figures trong nhém lénh | | e

H || Hinh 2: Text...ocooeeeeennns 3 Hinh 2: Text

Captions. | h Hinh 3: Text

n . . || Hinh 3: Text.......ocoennnns 5 S 0. 1eRL
B Tr_qng hop thoai Table of Figures ' |Hinh 4: Text oo 7|, | [Hinh4: Text v
thlét Iap CaC thUC)C tlnh: ghow page numbers Use hyperlinks instead of page numbers

o Show page number: Hién thiso | j‘jﬁ::”"”““”“”““ .
trang

o Right align page numbers: S6 | GFm't e
trang dat ¢ I€ phai cua trang | coption et s 5
o Tab leader: kiéu duong line tir | ¥ mauce isbet ana pumoer
tiéu dé dén s trang Sptons.
o Format: Chon dinh dang cho | [ o Cancel
bang muc hyc e e

Modify...



Anh Vy
Line

Anh Vy
Line
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o Caption label: Chon t&n cua tiéu d& mudn xuat hién trong muc luc
o Include label and number: Hién thi tiéu dé va so tha tu cua hinh.
o Options: thiét Iap c&c tuy chon ma rong

6.3. Chu thich - Footnotes va Ghi chi - Endnotes

Viéc st dung cac ghi cha (footnotes or endnotes) 1a can thiét trong nhiéu van ban dé cung cip
thong tin vé cac ngudn trich dan, su kién va y kién. Khi chén mot cha thich hoic ghi chd thich
trong tai liéu thi mot ky s6, mot ky tu, hoic biéu twong tham chiéu s& xuat hién tai vi tri chén.

— Cha thich (Footnotes) xuat hién & dudi cling cia trang.
— Ghi cha (endnotes) xuat hién & cudi caa mot tai lieu hoac mot phan, néu tai liéu chta
nhiéu phan. Vi tri mac dinh 1a vao cubi cua tai liéu.
1 ﬁ']lnsert Endnote
6.3.1. Chen chu thich va ghi chu (Footnote - Endnote) AB! Next Footnote =

Insert
— it dau nhay tai vi tri can chén Footnote hoic Endnote. Footnete
— Chon tab References, trong nhom Iénh Footnotes, click nat
Insert Footnote hoic Insert Endnote. Trong ving lién két tai cudi trang hoac cubi tai

licu hozc cudi phan, nhap cha thich hoic ghi ch.

Footnaotes Fa

6.3.2. Thiét lap cac thuéc tinh cho footnotes va endnotes

— Chon tab References, trong nhom Iénh Footnotes, click miii tén bén dudi cia nhém 1énh,
— Mo hop thoai Footnote and Endnote.

— Thyc hién thiét lap céac thugc tinh cho Footnote and e L e
Endnote. R —

o Location: chi dinh vi tri dat Footenotes va | Bottom of page mi
Endnotes. [ e '

o Convert: chuyén déi gira Footenotes va |
Endnotes. | Footnote layout _

o Footenotes Layout: chon kiéu hién thi || coumns Match section layout || |
Footenote, c6 thé hién thi dang nhiéu cot, mac | Fomat
dinh theo s cot cua tai liéu hién hanh. | Mumberformat: |1,2,3, . ¥l

o Format: chon dinh dang cho sb thir ty va s bat || Cwtommase [ [ | smber. ||
dau cua Footenotes va Endnotes. i L - _

Numbering: Continuous W

o Numbering: sé tht ty ciia Footenote/Endnote
bat dau tai dau cua mdi phan hay tiép tuc.

o Apply changes: pham vi 4p dung su thay doi. || .

o Click Insert: dé chén Footenote va Endnote, || insen Cancel
Click Apply dé thyc hién céc thiét 1ap thay doi. " —

Apply changes

| Apply changes to: | This section W :
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6.4. Trén thw - Mail merge

Mail Merge 1a2 mot cong cu hitu ich cho phép ngudi ding tao cling mét ldc nhiéu thu, nhan, bao
thu, thé tén, ... bang cach sir dung cac thong tin luu trit trong mot danh sach, co so dir liu, hoic
bang tinh. Khi thuc hién Mail Merge, can mot tai liéu Word dé tao thu, va mot bang danh sach
ngudi nhan c6 thé leu trong Word hoic Excel hoic Access.

6.4.1. Cac bwéc thwe hién tron thw

Tron thu duoc thuc hién qua 6 budc co ban

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

Mes ) 05 Rules~ M4 > M E
[Eij & 4 =1 Y - >
. ) - %] Match Fields o
Start Mail ~ Select Edit Address Greeting Insert Merge Finish &
Merge = Recipients = Recipient List Block  Line Field = Q Check for Errors Merge ~
Start Mail Merge Write & Insert Fields Preview Results Finish

1. M¢ tai lidu duoc dung dé tron thu, hodc tao mot tai liéu méi va nhap noi dung.

2. Chon Tab Mailing = Click Start Mail Merge dé chon loai thu can tron bao gém: Letters,
E-Mail Messages, Envelopes, Labels, Directory, hoac Normal Word Document.

3. Click nat Select Recipients dé chon loai dit liéu nguon chtra danh séch nguai nhan. Click
nat Edit Recipient List dé hién thi danh sach ngudi nhan, cap nhat thong tin, sip xép
hoac loc dit liéu.

4. Sir dung cac 1énh trong nhém lénh Write & Insert Fields dé chén khdi dia chi, mét dong
chuc murng, hoac tron nhitng field khéc.

5. Click nit Preview results dé xem trugc két qua. =

6. Click nit Finish & Merge dé hoan tt viéc tron thu, cothe |1 Lg%
luu trong mot tai ligu, hogc in tat ca cac thu hogc gui di ihta! Sdet
dudi dang thu thong bao B Letters

& E-mail Messages

6.4.2. Thwc hién trén thw béng chdc nang Wizard El Envelopes..

T Labels..

— Mo mot tai liéu 1a mau thu di tao, hodc c6 thé tao mai. ; =
— Chon tab Mailings, Click nut Start Mail Merge va chon [ normal Word Document

Step by Step Mail Merge Wizard. (5] Step-by-Step Mail Merge Wizard... N
— Xuat hién Merge pane huéng dan thuc hién 6 budc tron

thu nhu sau:

i . Mail Merge v.a

Step 1: Chon loai tai liéu dung dé thuc hién tron thu gom cac :
loai Letters, E-mail messages, Envelopers, Labels, Directory, | Sciect decumenttype
Mic dinh 1a chon Letters. Click Next chuyén sang budc 2 s e
Step 2: Chon tai liéu dé bat dau thuc hién tron thu. Véi 3 lya gﬁ
chon: Envelopes

Labels
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— Use the current document: Chon tai liéu hién hanh. Select starting document
— Start from a template: Bit diu véi mot mau c6 san. Y
— Start from existing document: Bat dau véi mot tai liéu ® Use the current document
~ 2 ~ , Start from a template
da Co duqc qu tren may. Start from E.x'ﬂll“'l;l document

Mic dinh, chon Use the current document néu tai liéu dang
dugc mao. Click Next chuyén sang buéc 3.

Step 3: Tir Mail Merge Pane, trong phan Select recipients list, click Use an existing list
va click nat Browse..., Chon danh sach ngudi nhan da dugc Select recipients

tao truéc, danh sach nay c6 thé duoc tao tir mot bang trong [/ Use an existing list |
Word, hoac mét bang tinh Excel - Click Open. Select from Outlook contacts

Type a new list

— Trong hop thoai Mail Merge Recipients, c6 thé bo
chon nhitng nguoi khdng nam trong danh séch nhan thu. T
Mic dinh tat ca déu duoc chon. fFGm S0 o & diakisse

— Chon xong Click OK, va Click Next dé quan budéc 4 = .
Write your letter.

Use an existing list

Step 4: Bién thong tin vao thu

— Dat diu nhay tai vi tri mudn chén théng tin va chon maot trong 4 tuy chon sau dé chén
thong tin vao thu: Address block, Greeting line, Electronic postage, hoac More

items.
— Tuy thudc mdi lva chon, thiét 1ap cac thudc tinh theo lua chon.
— Néu chon More items = Hién thi hop thoai Insert | InsertMergefield

Merge Field chua céc field trong bang danh sach, 1an | mser

- N - , 2 N ~ | () Address Fields (®) Database Fields
lugt chon tung field va click nat Insert dé chen thong | ...
tin vao vi tri thich hop.  [Fo TN Fs
) i || HO_TEN_CHAME
Trong Mail Merge Pane, click Next dé chuyé sang busc 5. | o™

| (VAN
| | TRUNG_BINH

Step 5: xem trudec tai liéu da tron Preview your letter, click | TONG
Next chuyén qua buéc 6 o

Step 6: Hoan tat thao tac tron thu. Bing cach chon mot trong
2 tuy chon

| | Match Fields... | | Insert | Cancel

— Print: in cac thu sau khi da tron.
— Edit individual letters: thuc hién tron thu va tao thanh S

mot mot tai lieu mai gdm cac thu da tron. STy
Edittwidividual letters..

0

Merge
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Xuét hién hop thoai Merge to Printer, chon pham vi tron thu Merge to Printer ?
trong danh sach nguoi nhan. L

| Print records

— All: tron toan bo danh sach gl

— Current record: tron théng tin cua record hién hanh | O erom: To:

— From ...to: Tron tr record ... dén record ...
oK Cancel

6.4.3. Tao va quan ly danh séach dia chi

— Chon tab Mailing, chon New Address List ?
Select Recipients, click  mee recpient information in the table. To add more entries, dick New Entry.
Type New List Title w | First Name + | Last Name v | Company Name + | Address Line 1 w

— Trong hop thoai New
Address List, nhap thong | o
tin cua nguoi nhan dau tién EEE _
va click New Entry. Lap | ) This field: "l
lai cho tit ca danh sach . | concel | |
nguoi nhan | SRR el

— Dé x04 mot phan tir, chon | & 2
dong can xo4, click Delete
Entry. )

— Tim mét phan ti trong danh séch, click nat Find, trong hop thoai Find Entry, nhap tén
can tim trong text box, lick Find.

— Customize Column: thém cot trong danh sach dia chi hoic sip xép tht ty cua cac dia
chi trong danh sach.

— Nhap dia chi, click OK, trong hop thoai Save Address list, luu danh sach dia chi va
click Save.

6.4.4. Strcung-Outeclkeontast—

— Phai tao Microsft Outlook profile truac.

— Chon tab Mailings, trong nhém Iénh Start Mail Merge, click nat Select Recipients,
chon From Outlook Contacts.

— Chon Outlook profile két hop vai contacts folder s& sir dung.

— Trong Select Contacts, chon contacts folder > OK.

— Trong Mail Merge Recipients, x04 cac checkbox bén canh nhirng tén khéng cé trong
danh sach nhan thu.

— Chon Contacts trong khung Data Source va click Refresh.

Find Entry

Mew Entry Find...

Delete Entry Customize Columns... oK Cancel
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6.4.5. Hiéu chinh danh sach ngw&i nhan

Chon tab Mailing, trong nhom Iénh Start Mail Merge, click Edit Recipient List, Trong hop
thoai Mail Merge Recipients, chon danh sach trong khung Data Source, click Edit.

- Trong hOp thoal I;)ata Form’ Mail Merge Recipients
cap nhat gia tri trong cac | hisistne it QMR LR IS i
- - . A | Use the checkb| |
field, hoac click Add new d¢ || onsoes | =™ w A | adanew
A A ,o- - HO_TEN_HS: Lé Minh Hun Delete
thém mot record moi, click || [ERETE oo cue .
Close el 6 2 T
_ i ini ot T | EATTTHABTCH ] |vane 7 : 7
Reﬁflne recipient Ilst._ Tlph e .
chinh danh sach ngudi nhan | |ermaercy o 5 9
. z X EATTTHABTCY | | xEP LoAL Trung binh - 6
o Sort: Sap xeép danh |lemmerc | fecora [H[4][ b [ P 0
sach B L b SR i =
- . | Data Source Refine recipient list
o Filter: thuc hién loc | _ T
danh sach nguoi nhan | |
theo diéu kién, néu cé %5 find duplicstes...
Y Y . n N [© Find recipient...
nhleu dleu klen thl == e D Validate addresses...
dung toan tor And o ‘
hoac Or. [

o Find duplicates: Tim
nhiing record co thong tin trung trong danh sach.
o Find Recipient: Tim kiém theo thdng tin chi dinh.

6.4.6. Str dung cac quy tac (Rules) trong trén thw

Trong thao tac tron thu, nhitng thong tin théng thuong trong di liéu nguon duoc dién vao céc vi

tri thich hop trong mau thu, tuy

- . N N . 2 Insert Word Field: IF ?
nhién co nhung thong tin dién o e T T A
N A =X - A \ , | IF
VaO theo mOt dleu k|¢n nao dO . Field name: Comparison: Compare to:
dya trén gia tri trong mot cot | | |v| |Equalto v
trong danh sach. Word cung cap || insert this text:
Cac quy tac dé thyc hién thao tac ”
A W
nay. | Otherwise insert this text:
Rules: If Then Else ;
L
- T‘rong budc dlen, thong tin - p—
vao thu cua thao tac tronthuy |

Dit ddu nhay tai vi tri can dién thdng tin theo diéu kién

Trong nhém Iénh Write & Insert Fields, click menu cuaa nat Rules, chon If Then Else.
Xuat hién hop thoai Insert Word Field: IF: Nhap biéu thic diéu kién
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Field name: chon tén field chta diéu kién

Comparison: chon phép so sanh

Compare to: nhap gia tri so sanh

Insert this text: nhap gi4 tri @ng véi biéu thac diéu kién co gié tri dang
Otherwise insert this text: nhap gié tri tng véi biéu thuc diéu kién co gia tri sai.

O O O O ©O

6.4.7. Gwi mét thong diép email ca nhan nhw 1a mét tai liéu mail merge

Tao mot tai liéu can guri di nhu mot thong bao email.

Merge to E-mail

| Message options

— Chon hoic thiét ké danh sach ngudi nhan, chéncac |,
cot va cac quy tac tron thu néu can.

— Chon tab Mailings, trong nhom Iénh Finish, click
menu cua lénh Finish & Merge, chon Send
Email Messages.

— Trong hop thoai Merge to E-mail

o To: chon field st dung cho dong thong bao.
o Subject line: nhap tiéu d& cho théng bao.

o Mail format: chon dinh dang cho thong bao
o Send record: chon danh sach nguoi nhan thong béo, click OK

6.4.7.1. Thiét 13p phong bicho mail merge

Tao mot tai liéu mai, click menu caa nat Start Mail Merge, chon Envelopes, trong hop thoai
Envelope Options thuc hién cac thao tac sau:

| Subject line:

Mail format: | jrpg Wl

Send records
{ () All
| () Current record
| ) From: To:

QK | Cancel

Envelope Options

Envelope size: chon kich thudc cho phong bi
Delively address: chon Fon chir cho dia chi guri.

| | Envelope size:

— Return address: chon Font chir cho dia chi ¢én. | =™ W 1/Exs 172 i
— Tab Printing Option: thiét 1ap may in, click OK || DE'WE;::TE“ rromicr: [ B
o Select Recipients: chon cic tuy chon From top: |Auto 2
cho danh sach nguoi nhan, dién thong || retum address
tin ctia cac cot dé tao khdi dia chi. Font... Fromleft: [aute |5
o Preview the results: kiém tra 16i va Fromtop: |Auto -

O

xem trudc két qua.
Print Documents: in két qua.

6.4.7.2. Thiét |ap nhAn che-meattrmerge

— Tao mét tai liéu méi, click menu cua nat Start Mail Merge, chon Labels.

— Trong hop thoai Label Options, chon loai may in dang str dung.
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— Label Information: chon nha cung

Z - < 4, 2 , Label Options :
Cap nhan va soO san pham ChO céc ;;,'ri'n't'e”'r;fo'rmat'ion R B e e S R
nhén. CIiCk OK . i;;i-gontinuous-feed printers

o Select Rec'plents Chon .La.;_.elljij:r:na:it:: Tray: |Default tray [Virtual Bin} |
danh Sé.Ch Ilgll’b’i nhé.n, dién Label vendors: | Other/Custom W
théng tin tur cac Field. | Find updates on Office.com
- Product number: Label information
O PrEVIEW the rESU":S: Xem | ;UZ- Letter. ' Type: Custom laser
4 \ -2 (L ' Height: 5
trugc ket qua va kiem tra width: &
|6i Page size: 8.27 = 11.69
o Click menu cia nit Finish |Leeme | (e | [owe | [ ox [ omn ||
& Merge, chon Print
Documents.

6.5. Bai tap Chwong 6

Bai 1. Tao chi muc cho tai liéu (bé cau nay)

1.

2.

Mo tap tin WordExpert_3-la. tao cac Mark Entry cho cac to formatting, styles,
documents.... Va cac subentries cho cac main entries nhu styles, modifying..., va chi dinh
page range bang cach st dung bookmark. Sau dé tao chi muc cho trang. Chén thém céc
entries sau d6 cap nhat lai bang chi muc. Luu tap tin va dong lai

Tao mot automark file, str dung cac tur trong cau 1, sau do tao bang chi muc trong tap tin
WordExpert_3-1b. Luu tap tin va dong lai.

Bai 2. Tao va quan ly bang tham chiéu

1.

Mo tap tin BaitapWord\Btchuong6\bai2\WordExpert_3-2a, chon tab References, click

menu cua nat 1énh Table of Conternts, chon 1énh Remove Table of contents, sau do chon

lénh Custom Table of contents tao mét bang muc luc 4 cp dya trén cac styles c¢é san. Luu

tap tin va dong lai.

Mg tap tin BaitapWord\Btchuong6\\bai2\WordExpert_3-2b, tao tiéu dé cho cac bang va

hinh anh, sau d6 tao bang muc luc cho bang va hinh anh, luu va dong tap tin.

Mg tap tin BaitapWord\Btchuong6\\bai2\WordExpert_3-2c, thuc hién cac thao tac sau:

—  Sirdung danh séch dix liéu ngudn (sources listed) trong tai liéu dé tao cac danh sach nguon
trong Source Manager

— Mo tap tin BaitapWord\Btchuong6\\bai2\WordExpert_3-2d, chén chi thich tir nguon
dugc dinh nghia trong budc 1

— Mo Source Manager, chén thém thong tin cho 3 sources listed. Chon mét trong cac
entries cho céac placeholders da chén, va str dung WordExpert_3-2c dé chén théng tin chi
tiét cho cac placeholders.

— Cheén bibliography trong WordExpert_3-2d.
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Bai 3.

1.

Mg tap tin BaitapWord\Btchuong6\bai3\WordExpert_3-3a, thém cac content controls va

thiét 1ap thuoc tinh cho cac controls theo y&u cau trong tai liéu. Khi hoan tat luu tap tin véi

tén Order form.

—  Thém mot form field cho mdi loai vao form duoc tao trong Order form.

— Bao vé tap tin Order form bang cach sir dung Iénh Restrict Editing, X6a Iénh protection,
va sau d6 x6a mot hoic nhiéu form fields da thém vao trong budc trudc.

2. Tao mot tai lieu mai, sir dung tap tin BaitapWord\Btchuong6\bai3\WordExpert_3-3b nhu
mot danh sach nguoi nhan, thuc hién thao tac mail merge labels (c6 thé thiét lap lai kich
thudc cua label)

3. Mo tap tin BaitapWord\Btchuong6\bai3\WordExpert_3-3c va thuc hién cac thao tac sau:

— Chon tuy chon use an existing list && chon danh sach ngudi nhan WordExpert_3-3b.

—  Sir dung lénh Match Fields dé tron cac field trong tap tin WordExpert_3-3b.

— Hiéu chinh danh sach ngudi nhan bang cach thém mot thong tin va thay doi gié trj caa
mot sb fields.

4. Mo tap tin BaitapWord\Btchuong6\bai3\WordExpert_3-3d, va thuc hién cac thao tac sau:
— Chon tuy chon dé tao thu bang chirc ning Mail merge.

— Sir dung danh sach tén ¢ trang 2 dé 1am danh sach ngudi nhan, tao mot danh sach gom
cot Name va Position.

— Chinh stra danh sach ngudi nhan, b sung thém mat sb lién lac cua riéng ban. Thém dia
chi email cua ban vao field dia chi E-Mail cho mét sé it ngudi nhan.

— Tao thém mét quy tic tron thu If Then Else cho cot Position: Néu Position 1a Writer thi
chén cau “I am interested in your writer posit.on”, ngu¢c lai thi chén cau “I am interested
in your recently announced position.”

Bai 4.

1. Tao mot thy mai va danh sach ngudi nhan nhu mau bén dudi, sau d6 dung chirc niing mail
merge thuc hién dién thong tin ngudi nhan vao thu moi. Luu thu, danh sach ngudi nhan va
thu da tron vao thu muc bai4.

Ho tén khach maoi Pon vi cong tac Pia chi Pién thoai
Nguyén Hai Nam | Cong ty Tin hoc ICT 16 Nguyén Oanh GV 0908123450
Tran Hoang Diing | Cong ty Dich vu TH HPT 128 Au co Q11 0909543210
V6 Nhat Truong | Cong ty ¢6 phan Thién hop | 987 Lac L.Quén Q11 0928456780
Nguyén Duy Anh | Congty TNHH DVTM 12 Nguyén Oanh GV 0987676876
Lé Hoai Vii Cong ty c6 phan NetLink 98 Lac Long Quan Q11 | 0123498765




Phan 2: Microsoft Word 114

Cong ty TNHH ABC
THU MOI HQP MAT
(€2439)

Nhan dip ky niém ngay thanh Iap cng ty. Chang téi tran trong kinh moi
(01071 = TP
DON VI CONG TAC: ...eie et s e e st e e e st e e e e s rbee e e eraeeeanes
Piachic. oo, Dién thoal .....cccvvvveiiiiiiiiiiiiiiiiiieeeeeeeeeeeee
Dén dy budi hop mat ciing ching t6i.

Ban giam déc

2. Tao phiéu bao diém nhu hinh bén dudi, sau dé luu vao thu muyc bai4 vai tén Phieudiem

Truong PTTH ABC CONG HOA XA HOI CHU NGHIA VIET NAM
--------- boc lap — Tu do — Hanh phuc

GIAY BAO KET QUA HQC TAP

Nha trudng xin théng bao két qua hoc tap trong nim hoc 2014 cuaa hoc sinh:

HO BN (L) v, MA SO HS: (2)..eveeeeceeeen,
Diém trung binh: .............. (3) oo, Xép hang: ....coo....... (€
XEP 101 o, (5) ettt
Chucem ......cccovveinnnnne, () trong nam hoc téi

Ban giam hiéu

4

Tao danh séach hoc sinh va luu véi tén 1a Danhsach.docx, ding chirc ning mail merge dé dién
thong tin vao cé&c vi tri tir 1 =5, tai vi tri (6) dién nhu sau: néu diém trung binh >=5 thi dién
“Phat huy két qua”, nguoc lai, thi dién “C6 gang hon”

Ho tén M4 s6 HS Diém Trung binh Xép hang | Xép loai
Hoang Anh Thu A01 9 1 Gioi
Do Thi Nga A02 3.5 7 Yéu
Tran Manh Huing A03 7 4 Khé
Nguyén Vin Kiét A04 6.5 5 Kha
Lé Hoang Nam AQ05 8 2 Gioi
Huynh Québc Huy A06 5 6 Trung binh
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