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% 4.1. GIOI THIEU

4.1.1 Gié&i thiéu
4.1.2 Kh¢i dong va thoat khoi Microsoft Word
4.1.3 Man hinh giao dién

4.1.4 Nguyén tac soan thao van ban

4.1.5 Xt ly tieng Viét trong Microsoft Word
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4.1. GIOI THIEU

4.1.1 Gi&i thiéu
- Phan mém trong nhom tin hoc van phong cuta hang
Microsoft

- Chuyén ding dé soan thao van ban
4.1.2 Kh&i dong va thoat khéi Word

C1: Start chon V2= Microsoft Office Word 2007

C2: Start chon program\Microsoft office 2003 chon

tiép V2= Microsoft Office Word 2007
C3: Trén m.hinh Destop m& [FZ& Microsoft Office Word 2007

Microsoft Word nguyetlt@ftu.edu.vn 3
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é 4.1. GIOI THIEU

Thoat khoi Microsoft Word

C1: File \exit

C2: Nhan t6 hop phim ALT,F4

C3: Nhan biéu twong msgoc trén phai

C4: Nhay kép chudt vao biéu twong goc
trén tral
Cht y: Néu nguoi dung chua thyc hién thao tac luu vin

thi chuwong trinh s€ hién th1 thong bao nhu hinh vé
rMicrosnft Office Word ﬁ

Microsoft Word nguyetlt@ftu.edu.vn
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4.1.3 MAN HINH GIAO DiEN
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4.1.3 MAN HINH GIAQ DiE* Thanh truy cép nhanh

Thanh tiéu dé,

7
Thanh Ribbon
—

Home Insert Page Layg eferences Mailings Review View Developer EndMote ¥4 @

fWore C=AMEE

& ibri - A& e = ea 4 Find ~
3 Copy S 1 A | |‘—. =T = g___| |AaBbCcDe | AaBbCcDe AaBbCi AaBbCce Aa]j AaBbCc. - _peplace
9 - - - “ac

Paste & Format Painter |B I U -~abex x Aa-|#-A-|SFE = §||Q_v ||| TNommal |TNoSpaci. Headingl Heading2  Title Subtitle - gtf;alssgf N

Clipboard (F Font

F}
(IR O -|Qle|ﬂ-|-3-|-4-|-5-|-6-|-?-|-S-|-9-|-1{)-|-11-|-11-|-13-|-14-|-15-|-16-é-1?-|-1.s-|-1_9

Faragraph F} Styles F} Editing

- Vung lam viéc

4

Thanh thudc ké Thanh cuon trén

Thanh phdng to,
thu nho

Thanh trang thai

Page:1ofl  Words:i 0 | English (United States) | S | EERIE = W

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


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

ac Tabs chinh trén thanh truct (Ribbon)

The Home tab is displayed
Quick Access toolbar Tab names Ribbon

S U P UR ABbCchx | AaBbCecx AaBb( \af
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ac Tabs chinh trén thanh truct (Ribbon)

Home tab

Cac mau ki€u
dinh dang font

Cac lénh sao Chinh stra Can chinh

chép, dan font chir doan van ban h
D Microsoft Wor =l

| / AHB daBbCc. - % i:::la;e

Paste  Format ainter B 7 U -abe x, X Aa |- A-||E=E =E|l=|d- - TNormal | Mo Spaci.. Headingl Heading 2 Title Subtitle  — g?ﬁesgf s Select~

- /]‘ ~ [ Timkiém, thay
Céc cong cu thue hién cung mot tc vu sé thé, chon d6i
duoc ghép lai véi nhau. Kich vao cac miii tuong

tén nghiéng dé hi€n hop thoai cong cu

Microsoft Word
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c Tabs chinh trén thanh truct (Ribbon)

Insert tab

|

Chén biéu tuong dic biét
va phuong trinh toan hoc

Tao trang bia,

Tao lién két

z Cheén bang —
ngat trang = trong van ban
p L= ’\-/ ) / BT THDC 2-2011.doc [CorpefibijseMode] - Microsoft Wor |
-/ Ho Insert Page Layouj” Meferences Mailings Review View Drevel EndMote ¥4
jgj a0 >jﬁ.i|© E/jjjJJ‘{lA:_ﬁ;gt;TL\ O
lgiog'u'er I?:‘ng ggk Ta bI Clp Shvp s SmartArt Chart Hyperlink Bookmark Cross-reference | He d Foo vt . mb gofv F(‘Ql;ltwk Wo:dA (E:Jro bgd Object ~ Synlbol
Y S G . (" Tao chit nghé
Vé biéu dob, chen hinh va " .
thuat, chir cai
tranh . 4A
\_1on dau doan...
Tao ti€u dé
dau cudi, danh
sO trang... 9

Microsoft Word
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c Tabs chinh trén thanh truct (Ribbon)

Chuy
= DGi v8i moi biéu tugng cé miii tén & bén canh thi
khi kich vao mii tén sé tha xudéng nhu hinh

vé (cho nhiéu lua chon hon)

Page Layout

1 1yOrientation - »= Breaks -

[ Size - ) Line Number

Margins
v G |§§ Columns~| be Hyphenatior

=" E
| g s

Two

] ([

Three

Left

|I|H‘

Right

|‘n.‘

ZE | More Columns...
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ac Tabs chinh trén thanh truct (Ribbon)

Paper Layout

Tao mau nén Dinh dang Thao tac véi doi
cho trang bia trang giay tuong
_l:%;}@ 5 ) # / ~ Documentl - Microsoft Word N
' I P E e Al Dl
eeeeee Effe ins Orienfation =

Mau nén cho
van ban.,
duodng vién...

Dinh dang doan
van ban giong phan
Home tab
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c Tabs chinh trén thanh truct (Ribbon)

References

Tao muc luc, tao

cép bac cho doan Tao \{a che‘n I}"ﬂlC
luc hinh va bang

’{J\II‘S ) 7 ) = / - Documentl - Micru&rd o = ‘

|
—-/I HV Insert Page Layout References Maili gs Review View Developer EndMote x4 V

Tao trich dan

= =g Add Text - .__[';'] Insert Endnote j ] Insert Table of Figures j =] Insert Index -_—-_g_# E Insert Table of Authorities
= _T' Update Table ﬁg Mext Footnote - e ; ndate T
Table of Insert i Insert Mark: Mark
Contents = Footnote aNow Notes Caption Uf Cross-reference Entry Citation

Table of Contents Footnotes F] Captions Index Table of Authorities

/

Tao chi muc
(thudng & cudi tai
liéu)

Chen chu thich
cuoi trang, cuoi
van ban (footnotes)
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ac Tabs chinh trén thanh truct (Ribbon)

Mailings

Chen cac truong
va cac quy tac
chon thu

Aenﬂ - Microsoft Word = ‘\ ‘

. 7 —
d iV
—-/I PV Insert Page Layout References Mailings Review View /euelnper EndMote ¥4
- = = h‘l TA' 1 '3 :
= J _—.——="| —@9 i J :

Envelopes Labels Start Mail Select
Merge = Recipients =

Két thuc qua
trinh tron thu

Tao mau thu

(form)

Create Write & Insert Fields Preview Results Finish

Tao mau thu va
chon ngudi nhan
thu

Xem trudce két qua
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Microsoft Word

c Tabs chinh trén thanh truct (Ribbon)

Review

Luu lai nhitng thay doi
Kiém tra chinh ta trong van ban (Track
changes) — lam viéc nhém

- > Documentl - Microsoft Word \‘ L l oo

2 5
— Mle Insert Page Layout References Mailings Review View Developer EndNote X4

Ld > 4 . . = @3 | e :
{4 = ¢ Translation ScreenTip ~ ¢ : e < 5 Final Showing Mgrkffp v N _ 2 N
2 A4 | 2oy v i
f { i H a > J g — j:. v/ 74 ¥ Previous ] : i
3 e & # set Language i _! 4 =74 4;\ [/
h T lat. New Delete Pre S ource rotect

5] Show Markup ~ —

Spelling & Research Thesaurus Translate . Track  Balloons : Accept Reject 9% next Compare
Grammar i23) Word Count Commen t Changes~ ~ (] Reviewin g Pane ~ - -

Proofing Comment s Tracking Changes

s
o

Cheén chd thich So sanh hai van
ban

DPit Mat khau bao
vEé van ban
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ac Tabs chinh trén thanh truct (Ribbon)

View

Thay d6i khung
nhin van ban

Phoéng to, thu nho

— - - /Dncumenﬂ. Microsoft Word _

Dﬁ\'l]_hq L A

Home Iffsert Page Layout References Mailings Review Developer EndMote ¥4
= ¥ Rule Documen t Map n__ _JO e Page j ] View Side by Side [r—
Gridlines Thumbnails ‘5‘ \ijo Pages 4 g —=a
Print |Full Screen Web  OCutline Draft ~ Zoom ].OCI MNew  Arrange Split ~ N Switch Macros
Layout | Reading Layout lessage Ba =l Page Width || window Al RESET Window FosITtion | windows =
Document Views Show,/Hide Zoom Window Macros

Hién thi thanh
thuoc ké, ban do
van ban. ..

Lam viéc voi
nhiéu cua sO Word
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ac Tabs phu tren thanh truct (Ribbon)

Picture Tools , Developer,...

Tao cac macro Tao cic form dé
(1ap trinh) dién gia tri

—— ~——
-~ Documentl - Microsoft Word = |

Home Insert Page Layout ReferenV Mailings Review View Developer EndNote X4

ﬁ - ¥ Record Macro Aa Aa (S8 & Design Mode E—j &5 Schema oY T ]

\g;;acl HBeEes _!_\_Macro Security —] L—"j) DET] 3"\‘;' 'f Sroup SRHERE i,"_)j Expansion Packs DoP(rl:)rtneecr:tv [1)’:;1L:)rlnaetgt
Code Controls XML Protect Templates
Tao XML Cac mau van ban
cua Ms Word
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Office Button

Click here to open the Office menu

:f‘i% -0 -

Preview and print the document

-

—3- Print
= =5—1J Select a printer, number of copies, and
J other printing options before printing.

' Quick Print

I Save e Send the document directly to the default
printer without making changes.

Submenu contains
less-common variants of
menu command

1 Print Preview
save As b ‘-, Preview and make changes to pages before
printing.

Point at the arrow to
open the submenu

.| Print

Frepare

Send

Publish

Close

] Word Options | X Exit Word

Click here to open the Print dialog box

nguyetlt@ftu.edu.vn 17
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4.1.4. Nguyén tac soan thao van ban

B1:Mad van ban madi: - Office button\ New

B2: Pinh dang trang giay: Page layout\ Page
setup

Page Layout References Mailings Revi

J j j J 3? lI'ilml::u

Mg 5 Ori tt ize Column
- r " Hyphenatio

Page Setup

pot) | = Bl 4
+ Margins: Pat le
(2-2-3-2cm hoac 2,5-2,5-3,5-1,5cm doi vai
A4)

+ Paper: Kho gidy

Microsoft Word nguyetlt@ftu.edu.vn n 18
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.1.4. Nguyén tac soan thao van ban

Lé

giay
Huéng
giay

Kho
giay

Page Setup

Margins | Paper ILayuut |

Margins

Top: 2cm =

Left: 3am =

Gutter: 0cm =
Orientation

A
Portrait Landscape

Pages

Multiple pages:

eview
Apply to:
Whole document IEI

Bottom: |2 cm =

Right: |2 cm

Left IEI

Gutter position:

Mormal

Default. ..

[

Ok ][ Cancel ]

’Z:

Chu y : Nén dat ché dé mac dinh cho van ban, tai |

Microsoft Word

CuuDuongThanCong.com

Page Setup

Layout

Paper size:

Width: cm
Hej 29.7cm
>
Paper source

First page:

Default tray (Automatically "

Automatically Select

Dther pages:

Default tray (Automatically S

Automatically Select

Preview
Apply to:
Whole document Izl

Print Options...

p—

]
=

] [ Cancel
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i4.1.4. Nguyén tac soan thao van ban

B3: Chon phong chir: Times New Roman: Times tew Roman -

B4: Choncochir: 12 514 1+ -

B5: Chon kieu chir: khéng chon. (& z u

B (Ctrl+B): dam, | (Ctrl+l): nghiéng, U (Ctrl+U): gach
chan

B6: Canh le: 4 kiéu (Ctrl+ LIE/RIJ), chon Justify
(Ctrl+J)

TimesMewRoman - 14 - | B F O | = =

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 20
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.1.4. Nguyén tac soan thao van ban

Chon kiéu thé hién:

C1: Ngay goc dudi bén phai man hinh word chon
Print Layout

C2: View\Print Layout

e -‘
_,-fﬁg\l vid 9 -0 =1 ) = Documentl - Microsoft Word EIEIQ

Home  Insert Page Layout References Mailings Review | View ':@

= G Web Layout 3 * -
M 1 Q [ = i‘l_&?

-Z Outline
Print |Jull 5creen Show/Hide|| Zoom |Window |  Macros
Layout J Reading =] Draft - - = -

Document Views Macros

|I|-E-u-1-I|-z-nl-z-u-I4-|-5I-|-5-I|-_?-|I-5|3;|‘

|
| L

[ 1L
Page:1ofl | Words: 0 |_E| BIEIE = ) +
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i 4.1.4 Nguyén tac soan thao van ban

= TU xuong dong cua tu: Cach ngat
dong tu’ dong cua phan mém hoan toan
khac vdi viéc ta si’ dung cac phim tao ra
cac ngat dong "nhan tao" nhu cac phim
Enter, Shift+Enter hoac Ctrl+Enter. NEu
ta s’ dung cac phim nay, may tinh sé
lubn ngat dong tai vi tri do.

= 22 Khodng dung phim Enter dé diéu
khién xudng dong?

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 22
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i 4.1.4 Nguyén tac soan thao van ban

= Gilra cac tur chi dung mot dau cach (trang) dé phéan
cach. Khong su dung dau cach dau dong cho viéc
can chinh I€.

= Cac ddu ngdt cdu nhu chdm (.), phay (,), hai chdm
(1), cham phay (;), cham than (1), hoi cham (?) phai
dugc go sat vao tu dung trudc no, ti€p theo la mot
dau cach (trang) néu sau d6 van con nodi dung.

= Cac ddu m& ngodc va md nhdy déu phai dugc hiéu
la ky tu dau tu, do do ky tu ti€ép theo phai viét sat
vao bén phai cua cac dau nay. Tucng tu, cac dau
déng ngodc va dong nhay phai hiéu la ky tu cudi tur
va dudc viét sat vao bén phai cua ky tu cudi cung

cua tu bén trai.

Microsoft Word nguyetlt@ftu.edu.vn N 23
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4.1.5 Xur' ly tieng Viet trong MS Word

= Hai phan mém go Tiéng Viét thong dung la
Unikey va Vietkey.

= Tai Unikey tr duong Ilink sau
http://sourceforge.net/projects/unikey/files/
unikey-win/4.0%20RC2/unikey40RC2-1101-
win32.zip/download

= Khdi dong Unikey
= Kich dup vao biéu tugng Unikey trén man hinh Desktop.

= Hodc vao truc ti€p thu muc chilra Unikey va kich dlp vao
biéu tugng Unikey.

= Vietkey tu’ nghién cuu.

Vierosoft Word nguyetlt@ftu.edu.vn - 24
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Giao dién cua unikey

Bang ma: Unicode

(khuyén dunq)

C6 ba bang ma
-

chinh: Unicode; |7 tmkeyaorcs _ ///| ,
TCVNS; N\ Pidu khién I
VNI Windows Ning s Ium/ v o Béng

Kidu gi: |Telex v| ﬂ, Két thiic

Phim ¢

y4

@) CTRL + SHIFT AlT+Z
4F Thu nhd

Ty chon khac

T e
Cé hal kléu go (’ 7| Cho phép gb tw do V| Bt kiém tra chinh ta

Chl'nh Telex Vé. Dét ddu od, uy (thay vi da, Gy} V| Tw @bng khdi phuc phim véi tir sai
VNI

Ludn s dung clipboard cho unicode

Tiy chon gi tat Hé théng
Cho phép gi tat Bét hai thoai nay khi khdi dong
Cho phép gb tat cd khi tdt tiéng Viét J| Knii ding cling Windows

| Bang of tit. | | Vietnamese interface

‘ Q Hwéng dan

‘ Thong tin ‘ ‘ Méac dinh ‘

éu chon
Bang ma:
Unicode va
Kiéu g0
Telex thi
dung font:
Time News
Roman hoac

Arial...
Font khdng
cod Vn, VNI

& dau

Microsoft Word nguyetlt@ftu.edu.vn
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Giao dién cua unikey

Bang ma: TCVN3

C4 hai ki€u gd
chinh: Telex va

VNI

Microsoft Word

- / / -
b UniKey 4.0 RC1 Iﬁ
i YT T //

Bigu khién -
Bang ma: o Dong
Kigu gi: | £ .
Elex = @ Ketthic
Phim @ CTRL+SHIFT (D ALT+Z ——
4F Thu nhd
l// I
Ty chon khac
/ i
/ Cho phép gf tw do Bt kiém tra chinh ta
at ddu od, uy (thay vi oa, Oy) v ddng khdi phuc phim v tlr sai
[] &4t ddu oa, uy ith [¥] Tw déing khdi phuc ph 1
[ Luén =i dung clipboard cho unicode
Tiy chon gi tat Hé théng
[] cho phép gi tét [ ] B4t hai theai nay khi khéi ding
[l cho phép g tat ca khitat tieng Viét Khii ding clng Windows
’ Bang gé tit. ] [¥] vietnamese interface
‘Q Hwéng dan ‘ Théng tin ‘ ‘ Méc dinh ‘
L

nguyetlt@ftu.edu.vn
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NEu chon
Bang ma:
TCVN3 va
Kiéu gd
Telex thi
dung cac
font bat dau

bang .Vn
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Giao dién cua unikey

Bang ma: VNI Windows

Chon dong dé

kich hoat [ 59 UniKey 40 RC1 - ﬂ
Unikey s

Bang mé: | vl Wing - o/ Bong

Kigu gi:

/NI v| @ Kétthic

Phim chypé”” @) CTRL + SHIFT ALT +Z —_— n
< Thu nhé | Néu chon
- ? ~
l/’ uy chon khac Banq Ma.
// 7| Cho phép oé ty do 7| Bt kiém tra chinh ta VNI
- ~ Bt ddu oa, uy (thay vi ba, ly) | Tw ddng khdi phuc phim vii tir sai | H Al
Kieu go VNI e g Windows va
Ludn g dung clipboard cho unicode K =) - VNI
IeU go
Tity chon gi tat Hé thi N ~ 4
v chon gatat storg thi _dung cac
Cho phep go tat Bat hoi thoai nay khi khei dong ) A
Cho phép gb tat cd khi tdt tiéng Viét J| Knii ding cling Windows font bat daU
| Bang gé tit. | | Vietnamese interface bénq VNI

‘ Q Hwéng dan

‘ Thong tin ‘ ‘ Méac dinh ‘

nguyetlt@ftu.edu.vn 27
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Cach go tiéng viet dung bang ma telex

Phim f S r X j z
Dau Huyén Sac Hoi Nga Nang khir dau
Phim aa (aw) ee 00 W, uw, ] Ow, [ dd
Chir a (a) é 0 u o) d

Dau Dau Dau Dau Dau Dau Chit U D3u i chird

Kieu  gac Huyén Hoi Ngd Nang M

VIQR ' ) ? ~ : N * ( dd

VNI 1 2 3 4 5 6 / 8 9

TELEX s f r X j aa ‘[JW V@ aw  dd
nguyetlt@ftu.edu.vn 28
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i GO tdoc ky (go tat)

= C1: Dung AutoCorrect Options trong
MS Word

= C2: Dung Unikey hoac Vietkey

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 29


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

(nhu’ hinh bén)

Toc ky vai AutoCorrect Option

Office Button\Word Option\Proofing\ AutoCorrect Options..

= S dung: g6 cum tu tat nhan phim cach

B1: Nhap ki tu (cac ki tu) go
tat > khong thanh tiéng viét

B3: Kich Add va sau doé kich
OK
Delete?

AutoCorrect: English (U.5.)

_ A

| AutoText |

J
AutoFormat / V;Q SmarlTags

AutoCorrect |

Show AutoCorrect Options buttons

Correct TWo INitial CApitals
Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accdental usage of cAPS LOCK key

N
N Replace text as you type
RePhs With: (@) Plain text
chixh]|

ﬂﬁtoFurﬁJ{s You fype
/&G

Exceptions...

Formgitted text

Cdng Haa X& Hbi Chi Mahia Viét Mam

Microsoft Word

CuuDuongThanCong.com

deling ceiling o
circut circuit

daer cear

daered deared -
Aul ; use suggestions from the spelling chedker
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Toc ky v@i Unikey

C2: Hién cua sd Unikey\ M& rdng\ Chon Cho phép gd tat\
Bang go tat\ Ti€n hanh Thém, Xoa, Stra toc ky\ Luu

Biidu khign

Tiw chaon khac
Cho phép gf dAu mil, moc & cudi b
[(1E&t dau od, ud [thay i ba, dy)

Wiethamesze interface
(] Che phep ga 12t

e v
Phim chupdr: &) CTRL + SH .
D."-‘«LT +7 ‘i} Thu nhd

Macro Table
Thay thé: B
co Chiristmas

Christmas

[] 5¢t dung clipboard cho unicode [ BZng gttt L

>

[ T& kigm tra chinh t3

B &t hdi thaai nay khi khéi déng  [] Khdéi déng ciing Windows

[g HuangdénH Théng tin H Mc dink ]

Lutw i thing tin & d &y dotgs thé hign dudi dang YIGR
File gfi tat:  C:%Program FilestUnikeyhukmaco, bt

[ ChonFie.. | [ Fieme dinh

[ Cho phép gis t&t e& khi bt tidng Vigt

Microsoft Word

CuuDuongThanCong.com

e D
Su dung: ’
HCum tir tat

LiSpace Bar (cach ))

nguyetlt@ftu.edu.vn
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i Chuyén doi bang ma

= O Viét Nam, mién B3c va mién Nam, do thdi quen va

lich str ngay trudc dé lai nén tinh hinh 1a cho dén nay,

sau nhiéu ndm chuyén gqua dung font Unicode thi:

= Mién B3c nhiéu ngudi van con ding Font ho ABC
(con goi la TCVN3 - tiéu chuan Viét Nam 3).

= Mién Nam nhiéu nguGi dung Font ho VNI. Bac
diém nhan dang ho font nay Ia font bat dau bang
cum VNI

= COn Font Unicode cé san trong Windows XP khi
cai.

> Pé chuyén doi cac bang ma nay véi nhau?

Microsoft Word nguyetlt@ftu.edu.vn n 32
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Chuyén doi bang ma

= Chon (bdi den) tat ca van ban can chuyén,
bam chuodt phai chon Copy hoac Ctrl + C.
= DUng Unikey dé chuyén

= Chuot phai vao chilr E hoac V e
mau do biéu tugng cua Unikey

Chuyen ma nhanh - [CS+F9]

0 goc duGi bén phai man hinh

G kigu W

va chon €Cong cu... (hinh bén)  oobun

(hoac an Ctrl + Shift + F6) 5

TCWRS - ABC
WML incioeey s
IR vl
YWietnamese locale CP 1255
. UTF-& Literal I

Microsoft Word nguyetlt@ftu.edu.vn N 33
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Chuyén doi bang ma

Van ban nguon
dung bang ma
TCVN3

UniKey Toolkit

Tu tim hiéu

Y

Bang ma
k)
GLIan

Bich

Mudn chuyén
van ban sang

bang ma
Unicode

TCWNE (ABC)

//

Sal.'ng chik hoa

[T Sang chikthung

[ Loaibd déu

[T Hhdng ding rich text
[~ Ding bé forit téi thidu

Chon chuyén
ma clipboard

q b
File nguon

File dich

¥ Chuyén mé clipk

Chi hi troe file text w4 file Rich Text Format (RTF)

Kich chuyén m3a

|

Chuyén mé |

\ g Bng

Microsoft Word

Két thuc chuodt phai chon Paste,

hodc nhan Ctrl+V dé hién thi két

qua chuyén ma

CuuDuongThanCong.com
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Microsoft Word

4{2 CAC THAO TAC XU LY TEP VAN BAN

Ma tap tin mai
Luu van ban: Pat tén (Save)

Luu van ban vai tén khac (Save as):
tuong tu’ luvu van ban nhung: Copy

Lu'u tat ca cac tap tin

M& van ban ci ( da cé trén dia): Open
Lénh File/ Close

Lénh File/ Close All:

nguyetlt@ftu.edu.vn 35
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42 CAC THAO TAC XU LY TEP VAN BAN

4.2.1. Mo tap tin maéi:

Chon File/New ho&c nhan t6 hop phim Ctrl + N
hoac nhan nut [

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 36
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4.2.2 Lwu van ban: Dat tén (Save)

B1: Lam xuat hién hép thoai Save as

C1: Nhan t6 hop phim (Ctrl,

C2: Nhin nat [
C3: File\Save

0] Save As

4 ~
. hmw » -|+,|| Search Documents
oy [}

Organize ¥ New folder

B2: Chon vung lwu—

B3: Tao thwr muc méi

/ 1 Computer
& win7(C)
—> ca Nouyetl (D) |2
a thang (E)
| ) CD Drive (G)

W My Web Sites on
[ «

Documents library

Includes: 2 locations
Name

. Bluetooth Exchange Folder
. Downloads

. LAN A2 TCNHL K43

. LAN A3 TATMEKA9

. LANTCZOC BAITHI

. MINH A3 TATME4S
1

=+ @
Arrange by:  Folder =

s

Date modified Type

13/12/20091:55 P File folde|=
13/01/2011 6:22 PM File folde
28/02/2011 8:04 AM  File folde
28/02/201110:19 ... File folde
28/02/2011 6:46 PM File folde

28/02/201110:06 ..  Filefolde ™
b

Eile nam)

5: Save—

r

Save as type: lWord Docurnent

b

Authors: User

Tags: Add atag

A [ Save Thumbnail

Microsoft Word

CuuDuongThanCong.com

“ Hide Folders

|DD_[§">[

Se ] o |

nguyetlt@ftu.edu.vn
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i& Luu van ban véi tén khac (Save as): Copy

B1: Lam xuat hién hop thoai Save as:
C1: Nhan phim F12

C2: File\ Save as

B2, B3, B5 giong hét muc 1

B4:

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 38
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42 CAC THAO TAC XU LY TEP VAN BAN

= Luu tat ca cac tap tin: Nhan gitt
Shift, chon File/ Save All. Dung dé
luu tat ca cac tap tin dang mo.

Microsoft Word nguyetlt@ftu.edu.vn - 39
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. 4. Mo van ban cu ( da co6 trén dia): Open

B1: Lam xuat hién hopS“Jchoal Open —

b Computer » Mguyetl (D:) » 2011 - ‘{rfll Search 2011 j o)
C1: Nhan t6 hop phim @tﬂ,@h'“' - ae
1 ] bac si vi
. s Libraries ®]ban kiem diem
C2 Fl I e\o p en J Docurents #8C TT OLP T_P doan - NGUYET DH..
@' Music ] Bien ban hop hoa
] Pictures )BT THOC 2-2011

C3 : N h é n n l]t j B Videos Ig]chu thich va chi muc

Ilﬂl\larﬂ meo tot che suc khoe

.'I-"ﬁ Computer | ] THU_HOACH_HET_3_NAM_LAM_VIEC
e Win7(C) 7

s Nguy

B2: Chon vung mo

e CD Drive (G:)

BB Ch(_)n tép Cén m6V N My Web Sites on

\
\

-

B 4 - C h O File name:  Nam meo tot cho suc khoe ‘AII Word Documents |
. Chon Open

Tools - L"CJPEH H | Cancel |
L LLLL s
-------------------------

nguyetlt@ftu.edu.vn 40
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42 CAC THAO TAC XU LY TEP VAN BAN

= Lénh File/ Close: Dung dé dong tap

tin hién hanh, ban phai luu tap tin
truGc khi dong, néu tap tin cd cap
nhat ma chua Iuu lai thi Word sé hién
thong bao nhac nhd

= Lénh File/ Close All: Nhan gilr Shift,
chon File/ Close All. Dung dé dong tat
ca cac tap tin dang mad. o 41
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3. PINH DANG VA CHINH SUA VAN BAN

= Chon (danh dau) doan van ban

= Dinh dang phong ch{r

= Dinh dang doan van ban

= Danh dau dau doan va danh so tu’ dong
= Tao khung vién va mau nén cho van ban
= Chia cot bao

= Tao Tabs

= Tao chil cai I6n dau doan

= Cac thao tac vdi khoi van ban

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 42
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i.l Chon (danh dau) doan van ban

= Dung ban phim: dat dau nhay & dau (cudi) phan van
ban can chon, nhan va gilr phim Shift két hgp vGi cac
phim di chuyén dé ma rong khdi can chon.

= Dung chudt: Click vao vi tri dau (cudi) phan van ban
can chon, nhan gilr chudt trai va kéo dén vi tri cudi
(dau) khai.

= Dung chuot két hop voi phim Shift: Click vao vi tri
dau (cudi) phan van ban can chon, nhan gilr phim
Shift, di chuyén chudt dén vi tri cudi (dau) khdi, Click
chon.

Vierosoft Word nguyetlt@ftu.edu.vn - 43
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ghzl Chon (danh dau) doan van ban

= Chon tu: Kich dup chuot Ién tu can chon.

= Chon dong: dua tro chuot vao dau dong
can chon, khi tro c6 dang ¢ thi Click chon.

= Chon cau: nhan gilr phim Ctrl va Click vao
vi tri bat ky trong cau can chon.

= Chon doan: Kinh dup vao khoang trong bén
trai cua doan hodc nhay chuot 3 lan tai
doan.

= Chon toan bd van ban: dung td hdp phim
Ctrl + A hoac nhan gilr phim Ctrl r6i kich
chon Ién dau 1 dong bat ky.

Microsoft Word 44
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:.|4.3.2 Pinh dang phong chir

= Cac dic tinh cua font chir: ki€u chir (Font
style: gach dudi, in nghiéng, in dam), c6 ch{
(Font size), mau chir (Font Color), ...

= Ghi chu: mudn dinh dang cho nhiéu ky tu thi
phai danh dau khoi chon tat ca cac ky tu nay
trudc khi dinh dang.

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 45
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:.| 4.3.2 Pinh dang phong chir

C1:Home Tab\ Font (chon vao biéu tugng
mui tén chéo & goc dudi bén phai), hoac
Ctrl+D
Calibri (Body] - (11 | A A ||
B 7 U -~ abe %, X Aa-|/®®" - A -

Font I
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4.3.2 Pinh dang phong chir

1. Chon font

AN

2. Chon kiéu font

3. Chon ¢&

(dam, nghiéng...)

chir (font size)

Font

N
4. Chon mau [N
chit

\

Font | Character Spacing |Tek‘Eﬂ,acts |

N\
N\ Font: ont style: Size:
fimes Mew Foman Regular 13

Reqular I8 - 7
Trau:liﬁral:ui-: Italic 3 7. Chu V.
Trebuchet MS | Bold 10 = .
lunge. s <l e Supercript: Tao
5 Céc h A \ant colar: Underline style: Underline calor: Chi 86 trén (Ctl’l
. 1CU Automatic Izl (none) |Z| + Shift + _)
rng cua chir -
Effects | .
1| B strketrouen [7] shadow ] Small cap * Subcript: Tao
[ Double striketgrough [ outline [C] all caps > A 7
i [7] superscript - T EmDoss ™ ﬂidde?-. Chl SO dlIO’l
6. Xem truoc [ Subscript b (Ctrl + =)
cac hi¢u ung Preview
cua chtr I/ [ Cdch 1: Vao menu Format/Font xuat hién hop thoai sau.

This & & TrueType font, This font will be uvsed on both printer and soeen,

Default...

QK Cancel

| {

/|

Microsoft Word

CuuDuongThanCong.com

47

https://fb.com/tailieudientucntt


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

3.2 Pinh dang phong chir

= Trén hop thoai font=> chon the Character Spacing
= Ung dung: Co gidn khoadng cach cac ki tu

[ Font . . @I—Jﬁ
Cé 3 Ché d(f\) k Iﬂl Character Spacing | Text Effects

|\:: Scale: 100% =]
A h Mormal By:
« R . o . [ kerning for fonts: = Paoints and above

1. Normal: hién thi mac dinh e rens h

2. Expanded: Gian cach ki tu

3. Condensed: Thu hep khoang

cach Ki tur -
Chon phén vin ban mubn dinh dang. 1
This 5 a TrueTyps font, This font will be wsed on both printer and soreen,

Ok ] [ Cancel ] 48
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4.3.2 Pinh dang phong chir

= C2: Chon Home tab\muc Font

4 Kiéu chir (dam,
nghiéng, gach duodi)

-E”'J\H = : \' \ Documentl -
L %‘,}
- Home ert Page Layout References ailings Review View Developer Er
—[— glibri {Body) -lp (& XN = - = - = =37

Paste N
- ¥ Format Painter

Clipboard ]

5. Mau chir

B 7 _ - - ——§|$§v|{§:,v_v

Faragraph [5

3.Chon c0 chir

2.Chon Font

nguyetlt@ftu.edu.vn 49
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i 4.3.3 Pinh dang doan van ban

= Trong Word, doan (paragraph) la mot phan
van ban (cod thé chi la mdt dong tréng)
dudgc két thuc bai mot ky hi€u cudi doan
(paragraph mark). Dau cuoi doan dugc dua
vao bang cach nhan phim Enter.

= Khi go van ban vao, van ban sé dugc trinh
bay tu Ié trai sang phai, khi dén Ié phai
word sé tu dong xuong dong mdi. Tuy
nhién, trong trudng hgp tuy van ban chua
dén Ié phai nhung ban mudn xuéng dong
mdi (nhung khong muon sang doan moi)
thi nhdn td hgp phim Shift + Enter.

nguyetlt@ftu.edu.vn 50
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.3.3 Pinh dang doan van ban

= Canh Ié doan van ban 4. Align justify:

Canh déu 2 bén

_': Eh‘*fj'i |I H - -
e Home Insert Page Layout References hailings Review View
= : Calibri [Body) 111 <A AT = = | E
Paste = 2 2 - A== = ==
- ¥ Format Painter B I U -abe x X Aa = == = =
Clipboard ] Pa h [

1. Align Left:
Canh trai (Ctr + 1)
2
Mac dinh

3. Align right:

2. Align Center: Canh phai (Ctr + 1)
Canh gitra (Ctr + €)

Microsoft Word nguyetlt@ftu.edu.vn 51
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4.3.3 Pinh dang doan van ban

= Dua VB qua trai hoac phai

= Panh dau\ Increase Indent hoac Decrease
Indent

= Chu y: Thuong két hop véi ky nang canh giira

1. Decrease
Indent 2. Increase
Indent
Cia \ = o Du:ucumentl7
J/ Home Insert Page Layout References Mailin j 2w View Developer
j | Calibri (Body) T A AT [ - 8= - SEr AR A2
Pafte ¥ Format Fainter B 7 U-sbex, X Aa~ ||~ A~ |EE = F|I=| - -
Clipboard P Font ] Paragraph F]
Microsoft Word nguyetlt@ftu.edu.vn 52
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4.3.3 Pinh dang doan van ban

[PON PANG KI HOC TIN HQC
PHAN DANH CHO VAN PHONG:
Mgl Zhi 111 FI0C WIBTII ..ottt
T e Ehoa: o
MNEAY EO 0T e Ehal Slang ..o

Dia chi (ghi day S0 e
Vinhoa (nfu sinh visn thi ghi tedme)T oo

Biét nghé nghiép dnyénmén gi (ngodi vAnhod): ...

Grhi chii:
* V& sauhoc vidn nép 02 dnh man 3x4 dé 1am ching chi tot nghiép.
* Giay chimg nhin hoc vién (cé ghi thdi gian hoc tuy theo hoc phi hoc vidn 43
déng) dwoc cap khi cé yvéu cau.
Cam kix:
1. Ehénglay lai hoc phi de bat cir 1y do gi ngoai trir khéng mé 1ép .
2. Bong hoe phi theo dimg cac thin han quy dinh ki ghi danh.
Ha Ngi, ngdy..thang...ndm 20...

Hoc vién ky tén
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4.3.3 Pinh dang doan van ban

Panh dau \CENTER \INCREASE INDENT or DECREASE
INDENT

,,E,,,l,,,1,,,1,,,4,|,5,,,5,|, I R IR I IR - DI AR - RS 1 D IR S CRU IR DR |

a Noi, ngay..thang...ndm 20...

Ha Noi, ngay..thang...ndm 20...

oc vien ky tén

RN IN NP I REE LN PO IR TR

nguyetlt@ftu.edu.vn 54
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4.3.3 Pinh dang doan van ban

= Dinh dang bang thanh thudc ngang (Ruler)

= First line indent: dong dau tién thut vao so vdi cac
dong con lai trong doan. (dau doan)

= Left indent: cac dong trong doan déu thut vao so vdi I€
trai cla van ban.

= Right indent: cac dong trong doan déu thut vao so vdi
|é phai cua van ban.

= Hanging indent: cac dong tir dong th( hai trong doan
déu thut vao so vai dong dau tién. (than doan)

First Line Indent m
SR SRR AN RN IR I T I A RN LIS I L IS AR IR E R I R L

Hanging Indent

Microsoft Word SIS
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4.3.3 Pinh dang doan van ban

= Pinh dang doan van ban bang cach sir dung Home tab
\Paragraph (chon vao miii tén chéo xuong
= Budc 1: Chon cac doan van ban can dinh dang.
= Budc 2: Vao Home tab \Paragraph, xuat hién hop thoai: tai thé

Indents and Spacing.

2. Ung dung
, .| trong danh muc
. Paragraph X 1 g A
1. Canh 1€ cho doan s e | e oa e / uc tu dong, xem
NN General ’/ | téi liéu
'\-g.ﬂ.lignment: Izl Outline level: Body text gﬁ’
3. TaO dO leCh CaC . I>:>InLd:f:TaﬁDn Ocm = Spedial: By: —-2 4' SpeCiaI Va
dong trong g‘ioan S0 Vo1 wh: 5 wengng 5] poen 2 By
l_e .Spacing

Don't add space between paragraphs of the same style

— =
/ EE.FDFE: — - T o I
I After: opt z Multiple E 1.2 =

5. Dinh khoang cach e |
oitra cac doan van
Tabs... oK ] | Cancel 56
Microsoft Word . =
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.3.4 Danh dau dau doan (Bullets), danh s6 tu dong (Numbering)

= Bullets: Chon cac doan van ban can
tao danh dau.

= O Home tab\chon Bullets (nhu hinh v&)

Docurnentl -
_ Home Insert Page Layout References kailings Review View Developer Er
= Calibri (Body) 11 - A AT 2 8= - | |EE 2| T
Paste = 2 -|[ak? . - B> == == = |
- . Format Painter B 7 U-abe x; X* Aa == E=5|E|&2
Clipboard [= Faragraph [

Kich vao Bullets

= Hiéu chinh?

Microsoft Word - nguyetlt@ftu.edu.vn - 57
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4.8.4 Panh dau dau doan (Bullets) va danh so tu dong (Numbering)

s Bullets: Chon cac doan van ban can

tao danh dau.

1. Chon nut mui tén 2. Néu véan khong thich, co thé tu

bén CaCl? Bullets ‘ tao mot bullets. (chon Define New
(chon cac bullets phu bullet).

hop)
/
/E_p i =l Document‘y Microsoft Wordl

i

—f'l Home Insert Page La Erences Mailings Review View Developer EndMote ¥4

= Cator {804y (& ~|@)| [EHE | FE R T [aanncend ac

Past - . 2 ~ Bullet Library

o F Format Painter B 7 U ~abex, x° Az

Clipboard Fi Font None ® 4+ #}
II' |-2-|-1-|-e-|-?-|-2-|
> = "
» Define Mew Bullet..,
. nguyetlt@ftu.edu.vn 58
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4.8.4 Panh dau dau doan (Bullets) va danh so tu dong (Numbering)

= Numbering: Chon cac doan van can
danh soO tu dong

j_/cl:':\h 'H <2 o Documentl - Microsoft Wor

[ =
~—j| Home | Insert Page Layout References Mailings Review View Developer EndMote ¥4

Ot compon —-u & &[2] [E=EE BT [aamncend agp

-3 Copy : . R

et »f Format Painter | B 7 U - abe x. X *137”3‘%t y LLE L i a
Clipboard M4 1. 1)

III 2 2) E
3. 3)
- A a)
- B. b)
B C. 0)

Chon vao mi
tén dé thay doi
kiéu danh

Define New Mumber Format...

cA L c 3 2 ]

Microsoft Word o9
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4.8.4 Panh dau dau doan (Bullets) va danh so tu dong (Numbering)

= Panh sb tu dong nhieu muc (Multilevel list):
Chon cac doan van can danh so tu’ dong

f,c";\\ H9- 0 Documentl = Microsoft W_

\-—-/| Home | Insert Page Layout References Mailings Review View Dreveloper EndMote ¥4

[ﬁ 4 Cut Calibri (Body) |A A |.

53 Copy :
- Format Painter B I U -abex x Aﬂ'”ay_"é'l

Clipboard

4 Article | Hazd 1 Haading 1—
= Section 1.01 1 | | 1.1 Haading 2=
- —— (&) Haading 3 1.1.1 Haading
|. Heading 1— Chapter 1 H=:

A, Heading . Heading Z=—
1. Headin Hegding Jem—

Define Mew Multilevel List...
Define Mew List Style...
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4.8.4 Panh dau dau doan (Bullets) va danh so tu dong (Numbering)

» Danh so tu dong nhiéu mdc (Multilevel list):
Chon cac doan van can danh so tu dong
ﬁ:l.,\ﬁlﬂ - 9 Documentl - Microsoft Word W

| Home | Insert Page Layout References Mailings Review View Developer EndMote X4

rﬁi':t Calibri (Body) MEE NI

=3 Copy |
vefFrtht BIU ahaxx.q.a“u? A||

Clipboard ] Font

1) 1.
MNone 3) 11
i) 1A —

mot New

- L Article I Hezd 1 Heading 1=—
r:_J Itl Ievel I ISt Section 1.01_| 1.1 Heading 2=
C R (a) Heading > 1.1.1 Haading
-
- 2ading 1— Chapter 1+
b A Heading Heading Zm——

1. H Hea  —

Define Mew Multilevel List...

Define Mew List Style...
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4.8.4 Panh dau dau doan (Bullets) va danh so tu dong (Numbering)

= Number Format: nhap vao dinh dang cho so
th(r tu.

= Number style: chon kiéu s th(r tu.
« Start at: s6 bat dau cho so th(r tu.
= Number alignment: chon vi tri cho so thu tu

(Left, Cente red, ng ht) . Define new Multilevel list )

_ . . C[iﬁ Ie‘geltc-rn:dify: u\p||31Ic| ;I;:wges to:

| Allgned at: thlet Iap ; }a}} Li:lél:t\:;;osfﬂe: 5
First line indent cho s6 thortu. | ;| %

= Text indent at: thiét lap o

Mumber format

Hanging indent cho sO thu ty | g=emessme e e B

Mumber style for this level: Indude level number from:
[ | o k L23 .. E Leqgal style numbering

Murnber alignment: || oq IZI Aligned at: g em =~ Follow number with:
Textindentat:  og3em [+ | setfor AllLevels... Tab character [

Add tab stop at:

<<Less [ | caned |

nguyetlt@ftu.edu.vn
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.3.5 Tao khung vién va mau nén cho van ban

= DuGng vién va mau nén dugc dung
dé nhdn manh, t6 chiic hodc lam noi
mot phan hoac toan bd van ban trong
tai liéu.

BIENE GA TRUA

TIENG B8 TRUA

TIENG GA FTRUA

nguyetlt@ftu.edu.vn 63
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.3.5 Tao khung vién va mau nén cho van ban

= CO thé thém dudng vién hodc mau
nén cho

= Khoi ky tu

= Cac doan

= Cac 0 (cell) trong bang hoac toan bo bang
(table)

= In dudng vién xung quanh toan b0 cac trang
trong tai liéu

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 64
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.3.5 Tao khung vién va mau nén cho van ban

= Budc 1: Chon khoi van ban can ké dudng vién hodc
td nén.
= Budc 2: Home tab = phan Paragraph (nhu hinh vé)

m‘ Documentl - Micmsuftwm

Review View Developer EndMote X4
\ ~
i IS - e ||EE EE||A
1. Chon vao mul =ri= | EES |24 | AaBhCcDi | AaBbCcDe
tén =

T Mormal T Mo Spaci..

Faragraph i+t Bottom Border

.| ¥ | Top Border 1
|:§:§ Left Border l_

i | Right Border

i Mo Border

B4 anBorders
Outside Borders

2. Chon Borders | Lneide Borders

— | Inside Horizontal Border

and Shadlnﬁ. . £ | Inside Vertical Border

7= | Horizontal Line

j Draw Table
=

View Gridlines
65

Microsoft Word ™l Borders and Shading...

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



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

.3.5 Tao khung vién va mau nén cho van ban

= HOp thoai Borders and Shading: The Borders

e A & . S——
Borders and Shadlng P a—— - - ﬁ
Borders | Page Border | Shading |
Setting: Style: Preview
, .2 Click an diagram below or use
1 . Cac kleu —’/ Hone = buttons to apply borders
- N /_ -
duong vién cho
hun I 1 —
e
:l Shadow T i
Color
Automatic |E|
jl 2 Width:
A ? Vapt H Apply to
2. Ap dung” | cusen o =
P [ Showe Toolbar ] [ Horizontal Line. .. QK ] [ Cancel ] J

Microsoft Word

CuuDuol

ngThanCong.com
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.3.5 Tao khung vién va mau nén cho van ban

= The Page Border: Khung trang van ban
Style(Ki€u dudng)\Setting(kiéu vién)\Options\Text\OK

LIE_JCQ Bia TDC I:REEd-?Hh’}-MICFDSDﬁWDrd - e o
i File Edit View Inset Format Tools Table Window Help Type a question for help
N S 3OS AT RS B S8 RS E 0% - @

: 44 Headingl+ 30 p + TimesNewRoman - 30 -~ |; u |§ ==

[L] 3'I'2'I'1'I'E'I'l'I'Z'I'3'I'4'l'5'l'£~'I".-"'I':B'I'9'I'1D'I'l].'I'LZ'I'U'I'H'I']j'llz_\,lﬁ'l'l?'l'

—

TRU'ONG DAl HOC NGOAI THUONG
KHOA SAU DAI HOC

—ir )

O T T - R - R S - B B - TR, I SR B
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.3.5 Tao khung vién va mau nén cho van ban

= The Shading

T T TEE —— ﬁ

Borders and Shading e e i
-

| Borders | Page Border | Shading |

Fill Preview
Mo Fill

1. TO mau nén

Apply to:

Text IEI

2. Ap dung?

P | showToobar | [ HorizontalLie... | ok || cancel ]ﬂ
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.3.5 Tao khung vién va mau nén cho van ban

= Pinh dang mau nén cho van ban: Page Layout
tab\ Page background\Page Color

E""J\H i 9 - U “ ﬁ Docurmentl - Microsoft

~/I Home Insert Page Layout References Mailings Review View

Developer EndMote ¥4

Aal’ [lCnInrs By Ij = Breaks ~ j Indent
A|Fonts - (=] £ Line Numbers - i=
F‘age F‘age

2=efl (0 or
Themes Margins Orientation 5Size Columns Water
|:| Effects = - - - - b~ Hyphenation =

Themes Page Setup

n] e, P
: . ilaliniiis

— Standard Colors

Color - Borders | == Right: 0 cr
Fade B Theme Colors

1
z2-1-3-0-4-0- HET W HEEN|

|

- HE EEEER
Chon Page Color Ho Color
N Mare Calars...
j Fill Effects...
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4.4.6 Chia cot bao

= Chon phan van ban muon chia cot bao\Page
Layout Tab\Columns \chon so cot

."fﬁg-:,\‘-ﬁ H9-0 ) - Document? - Microsoft Word &0
e

—~/I Home Insert Page Layout References Mailings Review View Developer EndMote ¥4

[e— =l -
Colars = 3 b— EBreaks ~ Fy Indent Spacing
Ad) W EE A @ U |5 ke
Fu::|r1t5'r 1 el §:jLine Mumbers = = left: |0 cm + || y= Before: 6 p
Themes Margins COrientation Size |Columns Watermark Page Page . |
- EffEL‘tS" - - - - bi Hyphenation = - Color~ Borders || =% Right: 0 cm - || 4= Afterr |0 p
Themes Page 5¢ _'3 Page Background Paragraph
= One 1
|I| O S R R | R B DI - B — U SR - SR L S | ra-u-'Q-u-z-u-
= Two
™
. E5 Three
- = Left
== Right
_ EE | More Columns... - 2 . . trong dMg da
Truc s - 1 cong cua bo phan

. mém Office cua tip doan Microsoft da lam lu el e sl

va on dinh hon s

mo tat ca cac phan mem van phong khéac. Tuy

. ]
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4.4.6 Chia cot bao

s Cha y truoc khi chia cot bao: Phai

chon vua khit phan van ban muon
chia cot.
= Cach 1: Dung chuot chon phan van ban muon
chia c6t. Sau dd, nhan va gilr t&6 hgp phim Shift
+ <&
= Cach 2. Cling dat con tro tai vi tri cudi cua van
ban can chia cot, nhan phim Enter khoang 2
dén 3 lan, sau d6 dung chudt chon phan van
ban do.

Microsoft Word

< 1 Hai Ba Trung - Ha Noi

#< Cac chuyén nganh da dang

#< Cac phong hoc hién dai

#< Lién hé nhanh

3< Cung cap cac phan mém Tin hoc, CD, ...

ongThanCong.com

& (04) 8.356.888
& (04) 8.356.888
& (04) 8.356.888
& (04) 8.356.888
& (04) 8.356.888

om/tailieudientucntt
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4.4.6 Chia cot bao

« Chia nhiéu cot han, Chon phan van ban can chia
cot\Page Layout tab\Columns\More columns...

1. Cac mau chia
cot dinh san

O
o
£
3
=
(%]

g

e

@ﬂf—‘J

—

2. Chon sO cOt
muon chia

4

1o
=
m
=
1=
(=]
I
m
_
=

Le

-

Mumber of columns:

]

Width and spacing

f Col #  Width:

NN\

3. DO rong cot
(Width) va
khoang céch
(Spacing) gitra
cac cot

7.14cm

7.14am =
[ 3

+ | Equal column width

7

Apply to: Selected text

Spadng:
H |127em [

4. Bat/ tat duong
phan cach gitra
cac cot

Cancel é
'

S
» —+

Line hetween

Preview

I Y VN

T
|

5. Néu chon, cac
cOt s€ ¢O do rong

bing nhau

=t new column

Microsoft Word

6. Pham vi van
ban duoc chia
thanh cot
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i 4.4.6 Chia cot bao

o Chu y sau khi chia cot bao:

o Sau khi da thuc hién cic budc trén, ban cb thé
chia lai d0 cao cac cot theo y mudn (can bang cac
cot), thuc hién nhu sau.

= D3t ddu nhay tai vi tri mudn ngat cot.
= Vao Page Layout tab|Break|Column, chon OK.
Hodc nh&n t6 hdp phim Ctrl + Shift + Enter:

= NEéu doan van ban can chia cot la doan cudi cua tai
liéu, nén nhdn phim Enter dé ngat doan roi mdi
ti€n hanh chia cot.

= Néu doan van ban vua co dinh dang ky tu Drop

Cap, vua co dinh dang cot, nén thuc hién dinh
dang cot trudc, dinh dang ky tu Drop Cap sau.

Microsoft Word 3
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4.3.7 Tao chir cai Ién dau doan

= Chuc nang nay cho phep phong to ky tu dau mot
doan nam trén nhi€u dong lién ti€p cua doan do.
= Budc 1: Pat con tro vao doan can tao hoac boi
den 1 ki tu hodc nhiéu ki tu’ dau doan
=« Budc 2: Insert tab|Drop Cap

i . | 3. Chon chiéu cao cua
°« o . . L& | i:h \
1.Position: Dinh vi '\DP :C - ki tu Drop cap nam
tri cho ky tu Drop . SEIRE, trén bao nhiéu dong
Cap. (Mic dinh 3 dong)

L/ 2 14 \
Lines to drop: 3 = / 4. Khoang CaCh tU.’

Distance from text: 0 cm

Mone Cropped In margin
Options
Font:
2- Chon font /’ Times Mew Roman |Z| A

ki tu Drop cap dén
Ok ] | Cancel | Vén bén

Microsoft Word
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4.3.8 Tao Tab

Phim Tab dung dé chén mét khoang tréng, khoang ..., ... vao tai
liéu va tai d6 ky tu sé dugc canh & (Align). Ching ta cé thé
str dung phim Tab dé sdp xép cac s6 hodc cac khdi van ban
nho thanh cac hang va cot...

Thong thudng khi nhan phim Tab thi dau nhay sé nhay dén va
dung ¢ khoang cach déu nhau (mac dinh la 0.5 inch tic 1.27
cm) trén moi dong dugc goi 3 nhu’ng diém dung méc dinh
cta Tab (dugc danh ddu bang cac vach doc nhd & day thudc
ke)

< 1 Hai Ba Trung - Ha Noi & (04) 8.356.888
#< Cac chuyén nganh da dang & (04) 8.356.888
#< Cac phong hoc hién dai & (04) 8.356.888
3< Lién hé nhanh & (04) 8.356.888
3< Cung cap cac phan mém Tin hoc, CD, ... 2= (04) 8.356.888

Lién doan Lao dong Viet Nam CONG HOA XA HOI CHU NGHIA VIET NAM
Ban Khoa Giao Paclap - Ty do - Hanh phic

Sé:..../BKG/TLDLD Ha Ngi, ngay...thdng...ndm20.. 75
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.3.8 Tao Tab
An hién thanh thugc? 2 cach?

5-1-1-1-1-1-3-|-4-|-5-|--5-| 1-5-1-9-|-1£--|-11-|-11-|-13-|-14-|-15-|-15-|-®
PON G KI HOC TIN HOQC

PHAN DANH CHO VAN PHONG:

Neogwoi ghiten hocvien: ./ N\
LoD e Khoa\ oo
Ngay gichoe:. .. Khaiglang ... [
PHAN GIANH CHO HOC VIE

Ho vatén (vietchtein): L
Simhngav: ... Notsimh
Dia chi (ghi GAY G0)-orooroe\ oo
Van hod (néu sinh vién thi ghi trudme. Lo |
Biét nghé nghiép chuvén mon gi (ngoal v Iea) . e e
Ngoai gt vatrinh do: oSN
St KROS: U P
Ghi ¢ hii:
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i 4.3.8 Tao Tabs

= Xac dinh diém dirng Tab: Tuy bién
bang s dung thudc ke

Ky

hicu Y nghia
. Left Tab: Van ban duoc canh tral so voi vi tri
diém Tab.
r Right Tab: Van ban dugc canh phai so véi vi tri
diém Tab.

Center Tab: Van ban duoc canh gitta S0 véi vi tri
2l |
diem Tab

Virosoft Word nguyetlt@ftu.edu.vn - 77
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4.3.8 Tao tab

B1: LAm xuat hién hop thoai Tabs

C1: Nhan kép chudt trén thwée xuat hién hop thoai Tabs
C2: Home tab\Paragraph\Tabs...

B2: CLEARALL

B3: Pat vi tri dirng cho Tab tai TAB STOP POSITION

B4: Chon kiéu canh lé cho chir sau dau Tab tai
ALIGNMENT

B5: Chon kiéu Tab tai LEADER

B6: Chon SET

B7: Quay lai bwéc 3 néu muon dat thém TAB
B8: Chon OK

erosoft Word nguyetlt@ftu.edu.vn | /8
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4.3.8 Tao tab

Vi du: Tebs

(o] |

Tab stopposition:

B2: =

Default tab stops:
1.27 cm

2L o N

16 cm

“ | Tab stops to be deared:

ok
w

S Alignment

B4 it MO o Center O Riont

=1 () Decimal ) Bar

) Leader

Bt .,,{-:-lwnne e =

~ i "

B6 . Set Clear w
~ B_6 —

B7 : 83 ._go 16 K Cancel

e

B_8: OK nguyetlt@ftu.edu.vn
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i 4.3.8 Tao Tab

= SU dung: an Tab trén ban phim
= Hiéu chinh: Chon va kéo trén thudc
= Huy: Chon va kéo xuong khoi thuéc

‘ L 11 -E;- T R I B R R L TR I T  B

Tao Tab trang: Nhay chuot trén thudc I

.

IO FBIL .o
Neay Sl Not sl o,

QU QALY Lo

BAO CAO

[_Sir dung Tab trong bang: Ctrl+Tab
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N’m J

3.9 Cac thao tac khoi van ban

= Chon khoi van ban van ban bat ky

= Dung ban phim: dat dau nhay & dau (cuoi)
phan van ban can chon, nhan va gilr phim Shift
két hap véi cac phim di chuyén dé mé rdng khdi
can chon.

= Dung chudt: Click vao vi tri dau (cudi) phan van
ban can chon, nhan giir chudt trai va kéo dén vi
tri cuoi (dau) khoi.

= Dung chudt két hgp vai phim Shift: Click vao vi
tri dau (cudi) phan van ban can chon, nhan gitr
phim Shift, di chuyén chubt dén vi tri cudi
(dau) khoi, Click chon.
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4.3.9 Cac thao tac khoi van ban

= Xo0a khoi van ban
Chon khdi van ban can xéa\Nhan phim Delete hoac phim
Backspace trén ban phim.

= Cat (Cut), sao chép (Copy), dan (Paste)

= Cat, sao chép doi tugng vao Clipboard: chon doi tugng mudbn cat
(cut).

=« Home tab/Cut hoac &

= Kich chuot phai vao doi tugng chon Cut hoac Ctrl + X hodc
= Sao chép (Copy):Ctrl+C, =2 copy

=« Déan (Paste): Bua tré chudt dén vi tri can dan va nhan t6 hgp
phim Ctrl + Vhoac

= D3t con tré tai mau\ Home tab\Format Painter\ Banh diu phan can

sao chép
= Chu y: Muén sao chép nhiéu lan nhay kép Format Painter , két thuc
nhay dan vao biéu tugng Format Painter 7 romst e

Microsoft Word
uuD https://fb.com/t ntt
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i 4.3.9 Cac thao tac khoi van ban

= Thao tac Undo, Redo va Repeat
= Undo: cho phép huy bo Iénh vua mdi thuc hién
(Nh&n t6 hgp phim Ctrl + Z, nhan vao biéu
tugng @ trén quick Access
= Redo: cho phép huy bo thao tac Undo vua
dudc thuc hién (Nhan t& hgp phim Ctrl + ),
nhan vao biéu tugng & trén quick Access

= Repeat: cho phép lap lai thao tac vira mai thuc
hién (Nhan phim F4).

Microsoft Word nguyetlt@ftueduvn https//fb.comtailieudientucntt 83
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4.3.9 Cac thao tac khoi van ban

= Tim kiém (Find): Nhan t6 hgp phim Ctrl + F

Find and Replace I. ? il?-]

Nhap tur can tim L

Find |F‘.eglar_e I Go To |

ki€m ]
r Fing What: Word |E|
ChOIl Sé T [ Highlight all items found in:

Main Document Less % I [ Find Mext ] I Cancel

Higchlient két qua

Search Options

Search; all IEI

[] Match caze

L+
Ve \ N n ounds like (Enalish)
K I Ch \/,a'o tl m il [ Find all word ﬁ:u?ms (English)
klém Find
I Format ~ I I Special -
Microsoft Word nguyetlt@ftu.edu.vn 84
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4.3.9 Cac thao tac khoi van ban

= Thay thé (Replace): Nhan to hop phim Ctrl + H

Find and Replace I, ? ﬁr
Nhap tﬁ,cén tim L Reglace | GoTo
klem r ..m Wodr |E|
| Replace with: Word| |E|
Nhap tur can thay
thé I Less # I I Replace I IF‘.eplace all I [ Find Mext ] I Cancel I
Search Options
Search;
[] Match caze
KlICh Vao ounds like (Enalish)
o [7] Find all word forms {English)
R@Dlace hOEIC Replace i
Replace All Famat * | | spasl -
Microsoft Word nguyetlt@ftu.edu.vn 85
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i 4.4. CHEN VAO VAN BAN

= 4.4.1 Chen ky tu dac biét

= 4.4.2 Tao chu thich cho van ban
= 4.4.3 Chen tranh

= 4.4.4 Tao cong thuc toan hoc

= 4.4.5 Tao chil nghé thuat

= 4.4.6 Hudng dan sir dung thanh cdng
cu Drawing

MicrOSOft Word ng uyetlt@ftu .ed u lvn https://fb.com/tailieudientucntt 86
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4.4.1 Chén ky tu dic biét

= Symbol la nhirng ky tu’ dac biét khong co trén ban
phim nhu: «— 1 — |

= Dat con tro tai vi tri can chen Symbol

> X

Equation [Symbol
ki

= Vao Insert tab\Symbol (more symbols) y j - o &8 = |
m B B |
E % " € f
Symbal L-ﬂ_?-J ¥ D W&
Symbols | Special Characters | €2 More Symbols...
o s inadings}
2. Chon N7 <|3dad 2|0 s Tt
Symbol m = B EEEHBEE R RS Gl
thich hop =88] ¢|s|=|=|¢ @"&E’&@@@f\i}{*\ 1. Chon Font:
chon Insert RENNENE R EREE Y1 . T Wingdings,
||| Recently used symad: Symbol,
TEN ¥ o £ £ | <| =+ | x|oo|n || B Webdings
Wingdings: 32 Gharacter thiey 32 from: | Symbol (decimal) |Z|
| AutoCorrect... | | ShortautKey... | shor
IME Pad \ Insert | | Cancel |
- 87

Microsoft Word
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4.4.2 Tao chu thich cho van ban (Footnote)

= Cach thutc hién:
= Dat con tro tai vi tri can chen chu thich (footnote).
= Refenrences tab\ Footnote (co thé kich vao Insert

footnote dé chén)

1. Chon Footnote cudi
trang

l>

2. Dinh dang sd hoic
symbol

—

3. Ap dung nhu thé nao

-

Microsoft Word

Apply changes to: Whole document

[ Insert ]| Cancel

[ Footnote and Endnote [ﬁr
Location
© footnotes:; Bottomof page ||
Endnotes: End of document
Format
Mumber format: 1, 2,3, ... IEI
Custom mark: | | | Symbal. .. |
Start at: 1 =
Numbering: Continuous IEI
Apply changes

=]

CuuDuongThanCong.com

[tiInsert Endnote

Ag Mext Footnote -
Insert

Footnote §| show MNotes
Footnotes @
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4.4.3 Chen tranh

= Chen picture tu mot file do hoa
= Dat con tro tai vi tri mudn chen picture vao tai liéu.
= Vao thé Insert tab\ Picture

Insert Picture

2 [

Q@ X Ly E ~Toos ~
Size Tags

[Lm

06SC001.JPG 07SCO11.JPG 08SCO017.JPG

Item type: JPEG image

Dimensions: 636 x 476
Size: 17.5 KB

—— [

Microsoft Word

1 Ch on él’lh Look in: NATURE E' @
A Name Date Type
A \ N yp
can cheén n
—— e t - ——
——
o
w
" 015C087JPG: 1_MANDE..  002JPG
Desktop
4
My Documents | 495c049.0PG 10SC060.PG 135C072.JPG 14SC08LJPG 155C033) Rating: Unrated
rt
9 B T - »
2.Choninh || v G ol BN B B
T -
nhan Insert | I—
My Network
Places Files of type: | all Files (*.%)

H Cow ),

CuuDuongThanCong.com
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4.4.3 Chen tranh

= Chen picture tu thu vién co san trong Word
(Clip Art)
=« Dat con tro tai vi tri mudn chen picture vao tai liéu.
= Vao thé Insert tab \ Clip Art\Chon tranh\...

i Clip Art _—
| (@1 ® | A
Search Tors
I4 \ A e —
Kich vao Go dé
o A 4 o o Search in:
hién thi tat ca anh A colectons &
Results should be:
All media file types E

...Kich dup vao L
anh mudn chén,
hodc kéo tranh ra

Nngoai van ban

[8] organize dips...
013 Clip art on Office Online

&) Tips for finding dips

Microsoft Word
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4.4.3 Chen tranh(picture)

BChen anh man hinh
=Toan anh: Hién thi man hinh\ Nhan phim Print screen)\
MG chuong trinh can dan: Paste (CTRL+V)
=1 phan man hinh: K&t hgp vdi trinh 'hg dung Paint,
Photoshop, ...
=Sao chép man hinh hién tai: Alt+Print Screen

Chu y Mudn di chuyén anh c'Ien vi tri mong
| #

muon i <
Cach 1: 1
BuGc 1: Chudt phai vao anh ;- s (B e
Budc 2:chon Text Wrapping 15 wecmier. 2
BuGc 3: Chon Square 16 e g e
=R top

Microsoft Word nguyetlt@ftu.edu.vn 91
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4.4.3 Chen tranh

s Cach 2:

= Budc 1: Kinh dup vao anh.

= Budc 2:Text wrapping va chon Square.

CNELECPA
a)

Home Insert Page Layout References

& Brightness = :;1': Compress Pictures

(J Contrast =

g Recolor ~

R i
3 Reset Picture
Shadow *

Effects - +

Adjust Shadow Effects

Microsoft Word

CuuDuongThanCong.com

o5

Mailings

Border

=z Dashes ~ 4 D Ey H
| =
Picture = \weight = | Position Bring to Send to Text

Picture Tools

Review View Format

Front~ Back= Wrappinggr ~
Arrange

- -

Border P

l Vi tri dat tranh

nguyetlt@ftu.edu.vn
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5l 4] weignt: 505 em

Crop 3 width: 4.02 em

Size

Luan van tot nghiep(chua) [Compatibility Mode] - Microsoft Word

el

Align  Group Rotate

tranh

Xoay huong

|

92


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

4.4.4 Tao cong thirc toan hoc

Dang don gian ( chi so trén, chi so dwéi)
- Soan thao

- Chon ky tw can tao chiso \

C1: Nhan t6 hop phim

- CTRL+=: néu muon tao chi so dwéi

- CTRL, SHIFT,+=: néu muon tao chi so trén.
A. C;HﬁOH, C_;H?OH B. CgH_ﬁOH, CgH?OH C. CgH?OH, C4H90H D. CH;OH, CEHjOH

A Ag',Cu*" Fe’" Fe’™ | B.Fe’",Cu*"Ag” Fe’* C.Ag" Fe’" ,Cu*" Fe* D.Fe’"Ag",Cu* Fe?*

C2: Sty dung hop thoai Font

10/23/2020 nguyetlt@ftu.edu.vn 93
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4.4.4 Tao cong thirc toan hoc

- Superscript: Chi so trén
- Subscript: Chi so dwéi

- Tao cac cong thirc toan
hoc phirc tap?

10/23/2020

CuuDuongThanCong.com

Default... Ok
|

o
Font &'&J

Font | Character Spacing I Text Effects |

Eaont: Font style: Size:

Times Mew Foman Regular 12

imes Mew Roman =gula 8 -
Traditional Arabic Italic g T
Trebuchet M5 — B'I':g ' 10 bl
Tunga Baold Italic 11
Tw Cen MT
Font color: Underline style: Underline color:
Automatic (none)

Effects

[ strikethrough [ shadow [] small caps

[ Emboss
|:| Engrave

.............................

[ subscript

Preview

[ Hidden

Times Mew FEoman

This is 2 TrueType font. This font will be wsed on both printer 2nd sorean.

| Cancel

S

,_——

nguyetlt@ftu.edu.vn
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4.4.4 Tao cong thirc toan hoc

= Insert tab\Equation

Home | Insert | Page Layout References Mailings Review  View Add-Ins

NHELEPR2S Q@ &

| #5 D L—j A @ Signature Line ~ TC S.z

— Date & Ti
LT ‘Equatlon'Symbol

* Blank Page | Table | Picture Clip Shapes SmartArt Chart = Hyperlink Bookmark Cross-reference | Header Footer Page Text Quick WordArt Drop .
r Page Break v At v v *  MNumber~| Boxv Pasv v  Cap- '$4Object~
Pages Tables Tlustrations Links Header & Footer Built-In &
Area of Circle
A=mr?
Binomial Theorem
n
n
(x+a)= Z ( )x"a“"‘
k L
k=0
Expansion of a Sum
. nx nln-1x?
Wt =14y
1! 2!
i J . Fourier Series
Neoai thuong 1a su trap doi | (1) C6 sutont
2eq , Pogs - . Faa nmx
dudi hinh thie mua ban hang cua kinh té har &) = ao"’z ancos +b SmT)
hda va cde dich vu kém theo. kém theo do |
A I « spe w - = 4
ldy tién ¢ lam moi gidi gita | clamebdnthud oo e
nada awdin Fhia whanl Alrans o e A 2
Microsoft Word
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4.4.4 Tao cong thirc toan hoc

s Dat con tro tai vi tri can chen cong thuc, kich vao
biéu tugng Equation dé tao va sé€ hién thi nhu hinh
dudi. (coO mot tab Design hién thi)

(oL 9 0 )5 N ez - Vicrssor Ward quationTools T T

me Insert Page Layout References Mailings Review View Add-Ins Design

J/ Ho
TC E: L[ J= T D L L < = = F ] 2] =] % e*yx [ % {0) swe q lm A
Equation " E..E...Hﬂ..mnn@ﬂﬂ@ raction Seript Radical Integr IopLgt katF netio 'tLLDtgv.:IOp'

Tools Symbaols Structures

‘| Type equation here. |_

= Khi nhdp xong, dé thoat ra khdi clra s6 Equation
(két thuc viéc nhap cong thuc), Click chuot ra ngoai
cong thu'c. Bé chinh sura kich dup vao cong thic

Microsoft Word 96
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4.4.5 Tao chir nghé thuat

= SU dung WordArt khi ta muon tao van ban nghé
thuat nhu trang tri quang cao, bia sach, tiéu de,...

= Insert tab\Word Art

= SuUa nhay kép tai chir nghé thuat

Chon font chix

[ WordArt Gallery E) =

Select a WordArt style: e Text // @

Font: / S=
WordArt wortwt wwordar, Wordtl WordArt| 2 V| | ||| rrmesten o RIEID

Text:

Pai hoc Ngoai Thuong

v
1

Wpafir WUFLL%H WordArt | word 2o lordfirt
i e .I:'}%'l‘
W Wordart | -WordArt WUIQ AL

LR IEET YT

Wondawt| TrGhve| WarsA | Wdlg g %
A Lii FliE | ’ . ; *
[ OK ][ Cancel ] - H s ]
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4.4.6 Vé hinh (Illustration)

s Insert | Shapes |nhin vao Illustration

f,{‘\ “‘\..I'! o 90 bE. w Document2 -
- .;J ——— S—

--/ Home Insert Page Layout References Mailings Review View Add-Ins

SR S| | p— EE ) S ) i @ | -

i e aa = 8 -— %

j j =] l_‘ b | ,_} - = ﬁn ) _1/Z —il
Cover Blank Page Table Picture Clip Shapes SmartArt Cha Hyperlink Bookmark Cross-reference
Page~ Page Break M Art -

Pages Tables stration LINnKs
V¢ bi€u d6
V€ cac hinh co ban Vé cac bieu d6 (diagram)

Microsoft Word nguyetlt@ftu.edu.vn 98
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4.4.6 Vé hinh (Illustration)

= Chu y: Bo khung vé co dinh “Create your
drawing here”

=« Office button\Word options...\Advanced\Editing
options\ Bo danh dau vao Automatically create
drawing canvas when insert Autoshapes

= Trang tri hinh: nhay kép chuét vao hinh\

A% Text Direction & shape Fill + _J ¢ l fil j 0, Bring to Front = |= Align = e
&2 Create Link . . . . + [ Shape Outline - o p I B SendtoBack * [
Draw = Shadow 3D Pjsmjn 3lg o
Test Box i _JJ Change Shape ™ || Effects » i Effects * o ﬁTed Vrapping = 5l Rotate -
Text Text Box Styles [ Shadow Effedts 3-D Effects Arrange Size

= Shape Fill : Mau nén
= Shape Outline : Mau ducng
= 3 — D Effects: 3 chiéu

Microsoft Word nguyetlt@ftu.edu.vn 99
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;| 4.4.6 Vé hinh (Illustration)

= Thay doi kich c@ hinh: dua vao cac nat
dinh vi

= Nhap text vao hinh\ Chuot phai\Add
text

= Sao chép cac hinh giong nhau (Ctrl+di
chuot\tha chuot)

= Nhom cac hinh

= Nhom: Home tab\Select\ Select Objects\
chon cac hinh\ Nhay chuét phai \ Grouping\
Group

= Huy nhom: Nhay chuot phai tai 1 vi tri trong
nhom\ Grouping\ Ungroup

Microsoft Word nguyetlt@ftu.edu.vn 100
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;| 4.5. BANG BIEU

= 4.5.1 Tao bang

= 4.5.2 Soan thao trong bang

= 4.5.3 Chon (danh dau) 0, hang, cot, bang
= 4.5.4 Xoa 0, hang, cot

= 4.5.5 Chen 6, hang, cot

= 4.5.6 Hgp, tach 0

= 4.5.7 Tinh toan trong bang

= 4.5.8 Sap xép di liéu trong bang

= 4.5.9 Trinh bay bang

= 4.5.10 V& biéu do6

Microsoft Word 101
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4.5.1 Tao bang

= Dat con tro tai vi tri can chen Table.

Cl:Insert |table|di chuot
EET - T .

: Home Insert Page Layout References kailings

g =5 L2

Cover Blank Page Table Picture Clip Shapes SmartArt Chart
Page~ Page Break - Art -

Pages 4x4 Table

—

N
OO
||
N
I
I
I
N

Insert Table...

Drraw Table

Excel Spreadsheet

Bl & (M E E

Quick Tables 4 —

nguyetlt@ftu.edu.vn 102
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4.5.1 Tao bang

= Dat con tro tai vi tri can chen Table.

C2:Chon Insert \Table\ Insert table:

. Insert Table |iF-|
SO dong cua _
- Table size
@g = [\Jumber of columns: 5| =
L MNumber of rows: 2 =
LA ) , LAutoFit behavior
SO cot cua bang @ Fixed column width: Auto =

AutoFit to contents
AutoFit to window

Table style: Table Grid | AutoFormat...

Remember dimensions for new tables

Tu dong diéu
trinh cho vura
khit v&1 van ban

Dung dé chon
cac bang mau

[ QK l | Cancel

AU

103
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;| 4.5.2 Soan thao trong bang

= D& nhap van ban vao mét 6 cua bang,
Click vao 0 d6 va nhap van ban binh
thuong.

= ChU y rang néu dén bién phai cua o,
Word sé tu dong tach van ban xudng
dong duGi va tu dong tang chiéu cao
Ién mot hang dé ti€p tuc chlra dir liéu
mai.

= NEu nhan Enter trong 6, Word sé
chen thém mot doan mdi trong O.

Microsoft Word
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4.5.2 Soan thao trong bang

= Di chuyén con tré trong bang
= & >0 N Di chuyén qua trdi; phai; 1én; xudng.
= Tab: chuyén dén 6 ké tiép.
= Shift + Tab: chuyén vé 6 trudc do.
= Alt + Home: vé 6 dau cua dong hién hanh..
= Alt + End: dén 0 cudi cua dong hién hanh..
= Alt + Page Up: vé 6 dau cua cot hién hanh..
= Alt + Page Down: dén 0 cudi cua cot hién hanh..
= Ghi chu:
= Kich dap chudt trdi vao bang via tao sé hién thi ra
thém the Design va the layout.
= Khi con tro dang & 6 cudi cung, néu nhan phim Tab thi
Word sé tu’ dong chén thém mot dong mdi & cudi bang.

Microsoft Word nguyetlt@ftu.edu.vn n 105
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4.5.3 Chon (danh dau) 6, hang, cot, bang

K, h . d,\ Units Foinis | Picas | Cemaometers | Inches
ICN vao day P oints T 112 035 172
dé chon mot . fgﬂ S v S S * S ¢
\ Centtneters 2B 35 238 | 309
hang Tnches 73 6 234 1
L
Kich vao day ]
dé ChOIl m(")t Cét Uniils Foinis Centimeiers
Points 1 035
Picas 12 42
Centimeters 235 1
[fiches 72 254
Kich day dé chon mot 6
Kich vao day
= . d8 chon b3
Units | Poinis | Ficas | Cenmmeiers | Demes J— o© €100 bang
Points 1| 1M32 035 1/72
Picas 12 S
Centimetets | 2833 | 2387 i EE
Inches 7 g 754 1

Microsoft Word 106
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4.5.4 Xoa hang, cot, 0

= X0a hang:
= Chon s0 hang can xoa.
= Kich chudt phai, chon Delete Rows.

= XOa cot: X6a cic 6 d
A i chon va day
= Chon soO cot can xoa. cic 6 bén phai

= Kich chudt phai, chon Delete C )IHSL sang trai

Delete Cells . . o -
= X0a O: o Gftca el X0a cac 0 da
oA n , [|©sfatsw chon va day cac
= Chon s0 0 can xoa Dz::?;::z:z;:::m}n 5 phia dudi 1én
= Kich chuot phai N ] [ e NT frén
> Pdl, | N \l Xo0a hang va

chon Delete Cells.[~y 53 @t va 8y cac hand

day cac cot & dudi lén
G _bén phai trén

Microsoft Word sand trai 107
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4.5.5 Chen hang, cot, 0

= Chen hang:
= Chon s0 hang can chen.
= Kich chudt phai, chon Insert Rows.

= Chen Cé_\)t:
= Chon sO cot can chen.
= Kich chudt phai chon Insert Columns.

" Chen O. rInsert Cells |i:-?-|1
= Dat con tro tai vi tri 0 can chen [ s

shift cells down

= Click vao nut Insert Cells sertenre rom

Insert entire column

[ oK ]l Cancel |

nguyetlt@ftu.edu.vn 108
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4.5.5 Chen hang, cot, 0

= Dung cac the format va layout

(™ I"'! [ l:! v Document? - Microsoft Word — Table Toaols _1 ‘ —

a7
- j’ A g

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout

¥| Header Row |¥| First Column @*Shading'

Total Row Last Column —__ _ _ N _____ N _____ N _____§N_____ [} __ o |EBardersq ¥ pt
ppegepepel ppepepepey  pegepegepey  epepegepey  pegepeyepe Iy — = Draw
¥ Banded Rows Banded Columns - e ﬁ Pen Color = Table
Table Style Options A Table Styles Draw Borders

Double-click to hide white space

Dai hoc Ngoai Thuong

Thé Layout dung dé thao
tac trén bang (chen, x0a,
thém han cot...)

Nhiéu kiéu dinh dang
bang

Microsoft Word 109
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4.5.6 Hop (merge), tach o (split)

= Chon cac 6 mudn ghép.

= Chon Layout tab/Merge Cells; hoac Kich chuot
phai chon Merge Cells.

= Tach O:
= Chon cac 0 can tach
= Layout tab/Split Cells; hoac Kich chudt phai

chon Split CeIIs [ Split Cells )
SO cot duoc e Mumber of columns: 2] =
tao thanh 4 Mumber of rows: 1 =

| Merge cells before split

Sd hane duoc
tao thanh

]
Tron 6 trude |
khi tach

K, ] | Cancel

110
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4.5.7 Tinh toan trong bang

= Ch(’c ndng chinh cliia Word la dung dé soan vén
ban nén viéc tinh toan bi han ché rat nhiéu so voi
phan mém chuyén nghiép nhu EXCEL.

= Tuy nhién ta co thé thuc hién cac phép tinh don
gian nhu: cong, tru, nhan, chia, tinh tong, tinh
trung binh, ...

= Cach thuc hién: bat con tro tai 0 can tinh toan va

vao theé Layout/Formula

| Formula |i3-|1
Déi sb: Left; Right: CERL =
Above; BeIOW' (. Number format:
. 14 \ E
Nhé[) truc tléD hé.m can tinh = Paste function: Paste bookmark:

vao 6 Formula hoic chon / | -
. DY R P EREE a

ham dugc liét ké trong hop JAND |? ok | [ cancel |
Paste Function SR 1

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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4.5.8 Sap xép dir liéu trong bang

= Layout tab\Sort:

= Quét chon khoi can sap xép dir liéu.

= Chon menu Table/Sort.

—
= Sort By: khda sap x€p th& nhat | o e o o=
(khéa chinh). o o
= Then By: khéa sdp xé&p thir Lo e FISEEL
2, 3 (khoa phu), jis e o 7] &
— ==

Microsoft Word nguyetlt@ftu.edu.vn
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4.5.9 Trinh bay bang

7 esign\Borders

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
| Header Row ¥| First Column |\ [/m/—m/—mmm | m—m — — — — — QShading' - @
) TotaRow () Lt Column Smms | Sooo- | cooon Soooi Tooiz | ooiitol[msersedd |[eem— -
V| Banded Rows [| Banded Columps || — ——— | — ¢ ——— — ——— — ————  ———— — Bottom Border ?ar;r:
Table Style Options Table Styles Top Border flers
Left Border :
Right Border
Mo Border
All Borders
Qutside Barders
Inside Borders
Inside Horizontal Border
4

Inside Yertical Border

Diagonal Down Border

Diagonal Up Border

Harizontal Linge

Draw Table
[H View Gridlines
@ Barders and Shading...

Microsoft Word nguyetlt@ftu.edu.vn
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4.5.9 Trinh bay bang

= Ké khung va t0 mau nén cho bang‘
dung Shading B e

- = — — = - = — — = - Theme Colors

_ —____C —___—__ - = 01 0 ] 'II:':abl-
'CI rrrrr
I TTE T
sssssssssssss
. EEEE N
Mo Col
More Colors..
A J ? ~
| |
= Canh le cho van ban trong o:
V4 N A AV. N
= Chon cac 0 can canh le.
= Layout tab\Alignment
: Layout References Mailings Review View Design Layout
j %' E‘ ﬁ E === EII j 4[] Height: 0,384 em = || 3T Distribute Row EE3 A= %l
Insert Insert Insert Insert || M Split  Split || AutoFit | = tt EEE Tet  Cell sot R
e | Inse nse nse nse erge  Spli pli AutoFit | = width: |3.38 - Distribute Col e £ 0 Re
Above Below Left Right “ells  Cells  Table - E 200 || G VsERIe LU || & = = pirection Margfs Heade

Rows & Columns ] Merge Cell Size Alignment
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4.5.9 Trinh bay bang

= Diéu chinh kich c@ cua cac o:
= Diéu chinh chiéu cao cua hang.

Units Points Picas Centimeiers Inches
Points i 112 035 1/72
o | Picas—W+ 12 ] 42 L6
Drag chugt vao day Centimeters | 2835 | 228 1 0
Inches 72 f 254 L
= Dieu chinh do rong cua cot
Drag chudt vao day
Uniis
P nints I 1| 1413 035 1/72
Picas 12 L 42 L6
Centimeters 2835 238 1 30
Tnches 7 E 2.54 ]
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4.5.9 Trinh bay bang

Tao bang\ canh Ié trong 0\ No border?

< 1 Hai Ba Trung - Ha Noi & (04) 8.356.888
#< Cac chuyén nganh da dang & (04) 8.356.888
#< Cac phong hoc hién dai & (04) 8.356.888
3< Lién hé nhanh B (04) 8.356.888
3< Cung cap cac phan mém Tin hoc, CD, ... 2 (04) 8.356.888

Lién doan Lao dong Viét Nam  CONG HOA XA HOI CHU NGHIA VIET NAM
Ban Khoa Giao Poc lap - Ty do - Hanh phuc

S6:..../BKG/TLDLD Ha Néi, ngay...thang...nam 20...
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4.5.9 Trinh bay bang

= Layout tab\ Properties

= Theé Table: cho phép canh |€ cho bang, chon
dudng vién va td mau, chon vij tri dat bang, ...

= Thé Row: cho phép thay doi
db cao cua hang.

= Thé Column: cho phép thay
ddi d6 rong clia cot.

= Thé Cell: cho phép thay doi
kich thudc cua 6, canh Ié

diX liéu trong 0.

Microsoft Word

CuuDuongThanCong.com

r© N
Table Properties | ? |ﬁ]
Table | Row | Column | Cell |
Size
F‘rEfEFrEdﬂldth 0 cm : Measure in: | Centimeter
Alignment
Indent from left:
B H H .
Left Center Right
Text wrapping
Mone Around
Borders and Shading... | | COptions... |
Ok ] | Cancel |
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i 4.5.9 Trinh bay bang

= Thay do6i hudng van ban (chi) trong 6:
= Chon cac 6 can doi hudng.
« Layout tab\ Text direction.
= Chuyén bang thanh van ban
= Layout tab| Convert to Text sé chuyén dir liéu
trong cac 6 cua bang thanh van ban.
= Chuyén van ban thanh bang
= Chon khdi van ban mudn chuyén thanh bang.

« Insert tab\ Table \ Convert Text to Table,
Word sé phan tich van ban dugc chon.

Microsoft Word nguyetlt@ftu.edu.vn - 118


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

;| 4.5.10 Vé biéu do

= V& biéu d6
= Chon phan s liéu trong bang mudn vé biéu do
« Insert tab\Chart

= V& sg do td chuc
« Insert tab \SmartArt
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i 4.6. CAC THAO TAC XULY TRANG

= 4.6.1 Dinh dang trang giay
= 4.6.2 Danh so trang

= 4.6.3 Tiéu dé dau, cuoi

= 4.6.4 Ngat trang

= 4.6.5 In van ban
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4.6.1 Dinh dang trang gidy

= Trinh bay man hinh (View):
= Ché do Normal
= Ché do Web Layout
Ché do Print Layout
= Ché do Outline
Ché do Print Preview
Phong to/thu nho man hinh (Zoom Control)
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s NN\’

4.6.1 Dinh dang trang giay

s [Thi€t lap cac thong so cho trang in (Page Layout)
\Page Setup Insert Page Layout References Mailings Revi

byy Ij = Breaks ~
=) £ Line Numbers -

Margins Orientation Size Columns

> - - . bil~ Hyphenatio
Page Setup @

Page Setup |. ? |&r
Margins | Paper I Layout |
Dat 1€ trang gidy o B B ot e B
Left: 3.17 cm = Right: [3.17 cm =
Gutte 0 cm | Gutter position: |Left EI
Orientation
Dinh huéng trang in: - -
. , Portrait Landscape
Portralt - Dung, Pamgjliple pages: Mormal EI
L andscape — Ngan

Apply to:
Whole document El

o

Cancel ]

-
L
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4.6.1 binh dang trang giay

hiét lap cac thong so cho trang in \ Page setup\

Paper

9 ’ @ Paper
ChOl’l khé QlﬁV Paper size:
r | a4

Microsoft Word

Page Setup

? |t |

Layout

<]

Letter

nguyetlt@ftu.edu.vn

uuDuongThanCong.com

Tabloid
Leqal
AZ

P
First page:

Default tray

Default tray (Default fra -

-~
-

Qther pages:

Default tray (Default tra p

Default tray

Preview
Apply to:

Whaole document

Print Options...

[=]

Default. ..

o
-~

] [ Cancel
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4.6.2 Danh so trang

s Insert tab |page Numbers

Document? - Micm Table Tools ﬁ ‘ ‘

‘ences Mailings Review View Add-Ins Design Layout

YoM Q # = 0oy ilE 4

Text Quick WordArt

1apes smartArt Chart Hyperlink Bookmark Cross-reference | Header Footer

- - = |Mumber~ Box~ Parts~ ~
strations Links Header&Fl #]  Top of Page y BT
__| Simple < | [§] Eottom of Page |
Plain Number 1 E| k] Page Margins [
#] = Current Position 3
1 @} Format Page Numbers...
ﬂ.\ Eemove Page Mumbers

Plain Number 2

Plain Mumber 3

nguyetlt@ftu.edu.vn
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4.6.2 Banh so trang

= Chén tong s6 trang: Kich dup chudt trai vao so trang vira
danh \Insert tab |Page Numbers|Current position

@i o - U e - a ‘GlameHopMat [Compatibility Mode] - Mlcrusoft Wom

Home |Insert | Page Layout References Mailings Review Add-Ins

B )5 B kE @lﬁ@@ = 5 SR E 4

Cover Elank Page Table Picture Cllp Shapes SmartArt Chart Hyperlink Bookmark Cross-reference

Header Footer | Page Text  Quick Worda
Page~ Page Break ~ Art ~ ~ ~ MNumber = Box~ Parts~ ~
Pages Tables Illustrations Links Header & F @ Top of Page [ |
- i
@ EBottom of Page 4
| @ Page Margins 4
| - h[ﬂ Current Position (.
Page X of ¥ @ Eormat Page Mumbers...
% | papeve Bame
Bold Numbers i

Page 1 of 1

VAT

Bold Mumbers ‘

Bold page number and total
number of pages

Plain Number

=
Brackets
1
i e 125
Microsoft Word
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4.6.3 Tieu dé dau, cuoi

s Insert tab|Header and Footer

Tiéu dé dau

Tiéu dé cudi

(0‘“\ d9-09)= T T Document? - Micro: Table Tools

Home \ [nsert '\ Page Layout References Mailings Review View Design

\of

NH D HEHBOR S @ B BN

] 5 4 A

|2 Signature Line ~

_SL Date & Time

]

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference | Header
Page~ Page Break o4 Art ¥ £
Pages Tables Illustrations Links He:
m Ngoai thuong la su trac
2 L el

Microsoft Word

CuuDuongThanCong.com

Footer| Page Text Quick WordArt Drop ) Equ
~ |Number~ | Box~ Parts~ - Cap - "$dObject ~
Built-In -
Blank
Mype text]
Blank (Three Columns)
[Type text] [Type text] [Mype text]
Alphabet
[Type text] Page 1
Annual
1
v

https://fb.com/tailieudientucntt
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i 4.6.4 Ngat trang

= MOt van ban cd thé cd nhiéu trang,
gilra cac trang dudc phan cach bdi dau
ngat trang (Page Break).

= Thong thuGng cac trang trong van ban
co thé dinh dang giéng nhau nhu: khd
giay, lé trang, tiéu dé va ha mug, ...

= NEu muon trong van ban cd nhing
dinh dang khac nhau thi can phai chia
van ban do thanh nhiéu phan (Section)
khac nhau.
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4.6.4 Ngat trang

Document? - MicrmuﬁWor;-‘l—- -

= Chén cac dau ngat

Table T

v > . . 7 A N A Rgqe Layout References Mailings Review View Add-Ins Desi

= D3t con tro tai vi tri can chén dau nJgé%.: S| s ——— :
3 =, Breaks - 5 I nden

. Page LayOUt tab/ Break ins Ori;ﬁinn S£ Columns A i€
- - - Page i

;4 MaE:k the point at which one page ends i

Neit trang tai vi tri con tro, hodc

and the next page begins.

nhan t6 hop Ctrl+Enter
Neit cot tai vi tri con tro (Ung dung?)

Ngét phﬁn tal vi tri con tro, phén moi
bat dau tu trang ké
Ngét phén tal vi tri con tro, phén
ma1 nam lién tuc vo1 phan ci
N géit phén tal vi tri con tro, phén
md1 bat dau tu trang chan ké dé

—
| I

Column
Indicate that the text following the column
break will begin in the next column,

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

Section Breaks

Mext Page
b 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.

0Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

Neit phan tai vi tri con trd. phan méi
bat dau tu trang 1e ké do

CuuDuongThanCong.com
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4.7. MOT SO THAO TAC NANG CAO

= 4.7.1 TrOn van ban

= 4.7.2 Tao muc luc tu dong

= 4.7.3 Banh so tu dong cho hinh vé va
bang biéu

= 4.7.4 SU dung tinh nang Track change

= 4.7.5 Tuy bién ché do lam viéc cua
Word
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i 4.7.1 Tron van ban

= Ung dung:

= GUi thiép chic mung nam mdi dén khach hang
cua cong ty.

= GUi thong bao vé san pham mdi dén khach.

= GUi cong van cho nhiéu doanh nghiép.

= Tao cac nhan (gom tén va dia chi nguci nhan)
dé dan vao phong bi gui di

= GUi giay mai hop mat; hop I6p
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4.7. MOT SO THAO TAC NANG CAO

4.7.1 Tron van ban
Mot s6 quy dinh trwée khi trén van ban:

- Phai c6 2 tép
- Tép thir nhat chira bang div liéu khong co tén bang

tao trong MSWord hoac MSExcel, ...) va phai dwoc lwu
vao b6 nhé.

- Tép 2 chira mau van ban can hiéu chinh (can trén)

- Sau khi trén phai xuat hién tép da dwoc hoa (trén: tir
tép 1 va tép 2)
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STT HO TEN LOP | KHOA DIA DIEM THO'! GIAN
1. | Tran Viét Ha Anhl| 30 B501 | 7h30 1/8/2006
2. |HoangHiuHuong | Anh2 | 30 B501 | 7h30 1/8/2006
3. | Nguyén QuangNhit | Anh3 | 30 B301 | 7h30 1/8/2006
4. | Hoang Ngoc Son Anh4 | 29 B308 | 8h00 1/8/2006
5. | Mai Anh Tuan Anh2 | 29 B308 | 8h00 1/8/2006
6. |Lé Tuin Anh Anhl | 29 B308 | 8h00 1/8/2006
7. | Bii Thu Thuy Anh2 | 28 G504 | 8h30 1/8/2006
8. |LéAnhCuong Anh4 | 28 G504 | 8h30 1/8/2006
9. | TranLé Cong Anh2 | 27 A201 | 13h00 1/8/2006
10. |Nguyén AhTuan | Anh3 | 25 A201 | 1300 1/8/2006

/

GIAY MOI HOP MAT

Tran trong kinh m&i Anh (Chi):

bi hoc 1ép:

Khoa:

Tai treong Dai hoe Ngoai throng

T6i dw budi gip mat nhan dip 45 nam thanh l4p trudmg,

Pia didm- tai phong
Thoi gian:

Rat mong st ¢o mat cua anh (chi).

GIAY MOI HOP MAT

Tran trong kinh mé&i Anh (Chi): Tran Viét Ha

Pid hoclop: Anh 1
Tai treong Pai hoc Ngoai thwong
Tl due budoi gap mat nhan dip 45 nam thanh lap trueonos.

Khoa: 30

Pia diém: tai phong B501
T]:}:‘)'i gia_tl: Th30 1/8/2006
Rat mong s co mit cua anh (chi).

1 Sec 1

1/10

Hag Ngi, ngdy ... thdng ... ndm 20._.

At 12.9cm Ln 20

Ban Té& chirc

Pao Anh Parc

Col 1

CuuDuongThanCong.com
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Ha Néi, ngdy ... thang ... nam 20...

Ban Té chirc

Pao Anh Dic
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4.7.1 Tron van ban

s Chuan bi:

= Tép 1: Tép danh sach khach hang bang dinh dang Word
hodc Excel hoac Access...Chung ta sé dung dinh dang
Word (Cha y: Bang danh sach trong word phai dugc
chén tai dau cua tép). Cubi cung luu va dong lai.

D"" I"': = U E DanhSachGiayMoiCuuSinhVien [Compatibility Mode] - Microsoft Ward Table Tools
—t‘/} Home Insert Page Layout References Mailings Reviel View Add-Ins Dresign Layout
R il RSN S R TE - M
£ AT [5= =T T EE A2 daBbCei AaBb( | AaBbCel| AaBbCe AaBbCel AaBb( . A
Paste R B 7 U-dex x Aa-|¥-A-||IEEZEEl=|S- - Emphasis  Headingl | T MNormal strong Subtitle Title - EE,T”
* =
Clipboard IFi Font i Paragraph i Styles
k3
STT HO TEN Dia chi LOP | KHOA | DIADIEM | THO!GIAN
1. | Tedn Viét Ha $624 duémg Lac Long Quén, Ha N Anh1 | 30 B501 | 7h30 1/8/2006
2. Hoing Hiu Heémg | S5 18 dudmg Au Co, Hi Nei Anh 2 30 B301 Th30 1/8/2006
3. | Neuyén Quang Nhit | S6 54 dwdng Nguyén Chi Thanh, HiN&i | Anh3 | 30 B501 | 7h30 1/8/2006
4 Hoang Ngoc Sem 56 15 Nga 34 Dé La Thanh, Ha Nai Anh 4 28 B308 8h00 1/8/2006
5. | Mai Anh Tudn $434 Céu Gidv. Ha Nai Anh 2 29 B308 8h00 1/8/2006
Microsoft Word 133
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4.7.1 TrOon van ban

= Chuan bi:
= Tép 2: M3 van ban mau (Thuc hién trdn trén van
- ban nay)

]
—/ Home Insert Page Layout References Mailings Review View Add-Ins

~  GiayMoiHopMat [Compatibility Mode] - Microsoft Word = el

44 Find ~

==t i - | AS AT [ - = - s ||2E 5= (A . . )
B - Times New Roman 13 (& & |[®) === E=E)| sasbee AaBb( AaBbCa AaBbCei | AaBbCcl | AaBbCe % & Replace
=2 Copy Sac
Faste | - 2 |2 A= =E === P | i i i i _ Change
1S Format Painter B | Z U -abe x, X' Aa 2 E= =E=|l=|d- = Emphasis ~ Headingl THeading7 THeadingd | TMNormal Strong * sopees || Iy select -
Clipboard (F Font (F Paragraph (F Styles (F Editing

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanl phiic

GIAY MOI HOP MAT

Tran trong kinh moi Anh (Chi):

Pi hoe 16p: Khoi:
Tai truong Dai hoc Ngoai thuong

T6i du budi gap mat nhan dip 45 nam thanh lap truong.
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4.7.1 Tron van ban

= Thuc hién: tai vdn ban mau chon Mailings tab

ond 0 ©)s | GeyMoiHopMat (Compatibity Mode] - Microsot Word | -
L_.ﬂ

Home Insert Page Layout References | Mailings l Review View Add-Ins
B 2 S e T
| Il o "_, Match Fields || «71 Find Recipient 11 i |
| Envelopes Labels | Start Mail Select Edit light Address Greeting Insert Merge Preview £ || Finish & |
‘ Merge = Recipients = Recipient List fie Fields Block Line Field - #] Update Labels Results v Auto Check for Errors || perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish

Chon vao thé
Mailings

CQN G HOA XA H(:)I CHU NGHIA VIET NAM
Doc lap - T do - Hanh phuic
olo

GIAY MOI HOP MAT
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i 4.7.1 Tron van ban

s BuGc 1: Chon Select recipients\Use
existing lists... Mot cira s hién thi ra va
chon tép danh sach da chuéan bi

= BuGc 2: Dat con tro tai vi tri can chen
va chon Insert merge field. (O day,
chon truéng (cot) phu hgp vdi vi tri can
chen).

=« BuGc 3: Lap lai buGc 2 cho dén khi
chen hét cac trudng can chen.

= BuGc 4: Chon Finish\Edit individual
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4.7.1 Tron van ban

= Chu ),/:
= Tao 2 giay mai trén mot trang?
= Tron van ban trong bang?
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| 4.7.2 Tao muc luc tu dong

= References\Table of contents cho phép
tao ra bang muc luc trong nhirng van ban
co nhiéu trang nhu bao cao, luan van, giao
trinh, ...

= D& tao ra bang muc luc nhu' y mudn thi van
ban phai dugc dinh dang mot cach nhat
quan.

= Nhirng muc chinh trong van ban phai dugc
dinh dang bang cach s dung cac Style
Heading (hoac Cong cu Outlining\level).
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$7.2 Tao muc luc tu dong

= Thuc hién:
= Cach 1: Dung cac Style heading
= Cach 2: Dung cong cu Outlining (tham khao)
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4.7.2 Tao muc luc tu dong

= Budc 1: Chon mot hoac nhiéu doan van lam
tieu de deé tao muc luc tu dong\chon Banh
sO tu dong nhiéu erc (Multilevel list):

J-’ﬁé\\l"'lﬁ -8 . - ~ Documentl - Microsoft Word
_-:Jj/ Home Insert Page Layout References Mailings Review View Add-Ins
= ¥ cut ) - alll[:= . = . 4= [s= 5= ’
23 Cony Times Mew Roman 13 A A7 (|E] )= = = v:_.— 3= 4] )97 | ¢l AaBbC: AaBbCc A(].]j
Pajte # Format Painter (B 7 U - abe x, x* Aa~||3 -~ é-. = == T— al Headingl  Heading 2 Title
Clipboard L] Font ] H ] Styles
-~ 1 - r ﬂ a Fay
MOT SO GIAI PHAP C ] JICH VU VIEN THONG
INTERNET CUA TAP P iistribray NG VIET NAM NHAM
THICH UN( " 1 HOI NHAP
. . - ) 1.1,
Quan diém va muc tiéu chiet Hone ﬂi}
Quan diém chién Iroc [
Muc tiéu chién lwoc - Article 1.+ 1 1 1 T
Binh hudéng chien luoc kinh Section 1 1.1.1.1.1+ 'doan BCVT Viét Nam
den 2020 ' (a) e 1111111
Dinh huong giai doan 2001 _ ‘ 111111111_ iy
Dinh huéng kinh doanh dicl o Chapter |
Bmhhlmng klnh dnanh dich| . ‘ ”
. nguyetlt@ftu.edu.vn
Microsoft Word guy @
CuuDuongThanCong.com https://fb.com/tailieudientucntt
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4.7.2 Tao muc luc tu dong

= BuGc 2: Chon tiéu dé cung muc thi cho
cung vao mot heading.

Documentl - Microsoft Word“ ‘ b |

Cung muc dau tién chon
heading 1

1.1 AakF 1.1.1 A 1.1

Heading 2 Heading 3 Hea
N
Styles;

Paragraph

) GIAT PHAP CHIEN LUQC KINH DOANH DICH VU VIEN THONG
ET CUA TAP POAN BUU CHINH VIEN THONG VIET NAM NHAM
THICH UNG VOI SU CANH TRANH VA HOI NHAP

1  Quan di€ém va muc tiéu chién lwoc Cu ng muc thd hai
1.1 Quandiém chiénlwoc chon headin 2

1.2 Muctiéuchiénlwoc

thong cua Tap doan

2  Dinh hwang chién lwoc kinh doanh dich vu vie
BCVT Viét Nam dén 2020

2.1 Dinhhwonggiaidoan20010- 2015

2.1.1 Pinhhwongkinhdoanhdichvudidong

2.1.2 Pinh hwongkinh doanh dich yu vo tuyén noi thi
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4.7.2 Tao muc luc tu dong

= BudGc 3: Bat con tro tai vij tri can chen muc luc
(thudng la dau van ban)\References tab\ Table of
contents hoac Inset Table of Contents

I,.f"_"\ % wy - ) = v

Home Insert Page Layout References Mailings

S Add Text ~ [ryInsert Endnote ﬁ = )
= update Table AE Next Footnote - = I
Insert ~ Insert
Contents = Footnote anow Naotes Citation = ﬂjf
Built-In ns &
Automatic Table 1
Content:
L R 1
HIEBITE 2o e e st e e 1
Hleadimg 3 i e e et 1
Automatic Table 2
Table of Contents
Heading 1..... R A SRR e 1
Heading 2. 1 gk
L T TS 1 s
Manual Table ]
Pa
e
igi
Table of Contents a"
Type chapter tithe (level 1} ... sses s 1 E\,]\: ]
Type chapter tithe (level 20 e 2
Type chapter tithe (level 3. 3
Type chapter Githe level 1) e 4 BLE
[ [ S— IS g, [— & .
Bf Insert Table of Contents...
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4.7.3 Danh s6 tu dong cho hinh v& va bang biéu

= Budc 1: Dat con tro tai vi tri trén (hoac dugi) hinh
hodc bang can tao nhan.
= Budc 2: References tab\ Insert Caption

1. Chon New Label, Caption:

nhap tU Hinh ho3c [Figure |
Bén Options
J‘ Label: Figure ||
Position: | Below selected item -

Excude label from caption
Mew Label. .. ] | Delete Label | ’

-
Mew Label

Label:

| Il 2. Kich Ok

Hay kham pha????
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4.7.3 Panh sd tu dong cho hinh vé va bang biéu

= Budc 3: Lap lai buGc 1 va 2 cho tat ca cac bang va
hinh. Dat con tro tai vi tri can chen cua hinh hoac
bang.

= Tao muc luc cho cac hinh hoac bang\References
tab\Table of Figures

Index and Tables Iél1
| | Index I Table of Contents | Table of Figures | Table of Authorities |
1. Chon th¢ Table of N Y
; Hinh 1: Text.oooeieeeninnen. 1|+  |High 1: Text .
FlgUI’eS Hinh 2: Text.oovvveveiinnann. 3 ETEXB. K|Ch OK
Hinh 3: Text..coveeeeeennenen. 5 - Text
| Hinh 4: Text..coeveeenvnnn... 7
Hinh 5: Text..ooeinennenn.. 10
, < | Show page numbers | Use hyperliNks instegd of page numbers
2 . KI Ch Chon H I n h | Right align page numbers
hoiic Bang bcager: [ [1]
o General
— .
Formats: | From template |L| Caption |abel; E_E | Ndyde label and number
(i ] [ )
[ Ok, ] | Cancel |
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i4.7.4 Su' dung tinh nang Track change

= Ung dung cla track change dé lam viéc
theo nhom.

= Vi du: Mot nhdm gom ba ban A, B, C. Ban A
s€ soan thao mot van ban va chuyén cho

ban B va C chinh sua ma van gilr nguyén

ban goc va luu lai dudc su’ chinh sua cua

ban B va C : DungTrack change.

= Phan biét ba chdc nang Track change;
Comment va Highlight trong thanh céng cu
Reviewing.

= Hién thj thanh cong cu Reviewing???
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4.7.4 SU dung tinh nang Track change

= Budc 1: Khi ban A chuyén van ban gbc cho ban B
va C. Trudc khi chinh stra hai ban B va C phai bat
Track change. (Co hai cach dung bat cong cu track

change??)
OE 9 v)s  — T . Vo R —

o
—/ Home Insert Page Layout References Mailings ew View Add-Ins
lv J)l = a?ﬁ {2 Translation ScreenTip ~ ] ) F g _‘2), _] 24 Final Showing Markup - ﬁ > &) Previous
: & Set Language 2 show Markup ~ — =£
Spelling & Research Thesaurus Translate .. Track |Balloons Accept Rejegh &3 Meoxt
Grammar i3] Word Count C mmmmm t anges~| - IB] Reviewing Pan A
Froofing Comments Tracking Chan¥es

|T ck Changes (Ctrl+Shift+E)

TIrIIhg dtth

=

1. Bat track
change

@) Press F1 for more help.

Chap nhain hoic tir chdi

= Budc 2: Ban B va C sé gui lai ban A van ban da
chinh stra vai track change = Ban A co6 dong y hay
tur choi chinh stra cua ban B va C.
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4.7.5 Tuy bién ché do lam viéc cua Word

= Kifm tra chinh tad (Tiéng Anh): nhan
F7).

= Dit mat khau cho tép van ban: Review
tab\ Protect Document...

= Puong vién gia cho van ban: office
button \Word Options\ Advance\Text
boundaries.
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i MOt s6 cau hoi (trong word options)

= Thay do6i don vi do cua thudc ké (ruler)?

Word Options

Popular
Display

Display

Show this number of Recent Documents: 17 = i
Proofing

Show measurements in units of: Centimeters |Z|
Save

| | Style area pane width in Draft and Outline views: |0 cm

Enee) Show pixels for HTML features

= TEén ngudi (tac gia) tao van ban?

= Word tu dong Iuu van ban sau mot
khoang thdi gian nhat dinh?
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