MICROSOFT WORD

Phan mém phuc vu cho coéng viéc soan

thao van ban
start/programs/microsoft word
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Cac quy tac nhap liéu co ban

T (word): M6t tir phai dwoc phan cach bing 1 khoang tréng
(space).

Dau phan cach ()[]., : ; ©): Dau phan cach phai dwoc gb sat voi tiy
duwng truoc.

Dong: G6 tw nhién dé Word tw xuong dong Chi dung phim <Enter>
khi qua doan khac, khéng dung dé xuéng dong.

Poan: Két thic 1 doan bang 1 phim <Enter>

Canh |&: Dung lénh canh I& ctia Word, khéng dung khodng trang dé
chen thém.

Di chuyén con trd: Dung CTRL va TAB

Copy & Paste

Cut & Paste
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Thanh Cong cu

Thanh Thu'dc do
|

Vung soan thao

Thanh cudon

Thanh Trang thai
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CAC BUOC SOAN THAO CO BAN

Goi MS Word

Tao moi (File - New) hay chinh stra (File —
Open)

Pinh dang trang in (File — Page Setup)

Lwu van ban (thwdng xuyén, tranh sw co
mat dién) (File — Save)

Két thuc (File — exit)
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CAC BUOC SOAN THAO VAN
BAN NGAN (THU — CONG VAN)

Van ban ngan:
Khéng can lam muc luc
Panh sb cac muc it, don gian
Soan thao nhw cac bwéc co ban
St dung FONT (Menu — Toolbar)
Panh sb trang
Bullet and Numbering
St dung PARAGRAPH (Menu — Toolbar)
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CAC BUOC SOAN VAN BAN DAI
(CO MUC LUC)

Van ban dai:

Co muc luc

Panh s6 nhiéu cap.
St dung STYLE
Heading 1
Heading 2
Heading 3

Tao muc luc: Insert — References — Index &
Table — Table of contents



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

SU DUNG BANG (TABLE)

Muc dich:
Nhap di¥ liéu dwéi dang danh sach, biéu thc“')ng ké.
Mudn dung v&i mail merge phai st dung bang.
Chuy:
Kich thuwd'c bang méc dinh theo khé gidy hién hanh
Khéng nén lam bang qua dai vi cé thé [am huw file
Thao tac:
Tao bang
Lam viéc v@i dong cot: thém bét, thay dbi kich thudc
Lam viéc véi bang: Vi tri xuat hién
Lam viéc v&i 6: vi tri van ban, tron, tach
Sap thw tw (Sort)
Tinh toan
Trang tri bang:
Border & Shading
Chuyén dbi bang qua text va ngwoc lai

ongThanCong.com https://fb.com/tailieudientucntt
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Malil Merge —

NoOi dung thu'c hién

Y

v

Tao mau van ban Tao danh sach dif liéu
(Main document) (Data Source)

\ 4 Yy

Y

Cheén cac cot vao mau vin ban

Y

Thu'c hién viéc tron

M¢& Tool bar Mail Merge: View — Tool bar — Mail Merge

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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MOT SO CONG CU HO TRO

Thao tac nhanh:
Tim va thay thé
Chuyén nhanh dén 1 trang
St dung tab
Autocorrect & Autotext

Trinh bay
Trinh bay nhiéu cot
Dropcap
Footnhotes — EndNotes
Thém hinh anh & ky hiéu dac biét
Word Art
Drawing

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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I[N VAN BAN

Van ban s dung kiéu giay Portrait &
Landscape
Xem trwede khi in

In ra giay
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MOT SO CONG CU CHUYEN
DUNG

Str dung cac mau Van ban (
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SU DUNG BANG (TABLE)

(=

Table | wwicddow. Help I_

ﬂ Crawve Table .i'—‘f”_ TI 3 vlivl*‘ﬁ’l"
— — A -0 Gl =S - 0 T Alln 2l &l =
Deleke

o
Seleck I J IEhlEl 1

1l Merge Cells

Hall Solic Cells. .. # Columns ta the Left
split Table '

+#7] Table AutcEormat. .. £ Columns ko the Right
SukbEaFik '3 -

Heading Rows Repeat 3 Rows Above
Cornrerk 1 N

A

2l sere.. 3 Rows Below
Formula. ..

| Hide aridlines ;..._I CE"E- .

T = b I = p LI:. I:. =r t IC%%ng‘Th'anCongAcom

https://fb.com/tailieudientucntt
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Cac tham soO can thiét

Securikss Spellimg & Srammar Track Change=
_I==r InFormaktion ompakibilibes Fil= Locakion=
Wi Seneral Edik Sae

Smark tag= wolinddowva=s im Taskbar
anirmaked Eesk [ 1 Field cade=
Horizonktal scroll bar Fi=ld shading:

wWerkical scrall bar wo'lbhien selaected

Highlighk

[ Bookmarks

Skatu= bhar

Screenlip=
Formakkimng mark=

[ 1] Tab charackers

[ =pace=
[ 1 Paragraph marks=s

FPictur=e placehaolder=

Hiddenmn k==t
Cpiional hphens=s
el

100 OHERE

Prinkt and “w=b Lawoukt opkion=
Craviings=
[] obj=eckt anchors=s
[ 1] Text boundaries

wythiibe =space bhebvg=een page=s (FPrimk «wieve aonl«)
EBackgroumnd colors and images (Prinkt wisve aonlw

Qg

wWerkical ruler CPrink wisews anl-

rgklime and FRNormal opkion=
[] sv'rap Eo vaindows Skl arcea vaidkeh:
[ ] raft Faonk:

ks | |
CuuDuongThanCong.com MUPS.//TD.CoNMt
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Tao trang van ban —

L Microsoft Word Templates

(=

E’I Edit Miew Insert  Format Tools  Table ——
™ General | Legal Pleadings |Letters & Faxes | Mail
Pew,
e —
% Open Chrl4-0 - .
-y
Closg L"'IE {ﬂ}
= Open =3
av
- Look: in: ||E| CuangDinh
SEvg iy IC)ETS Toefl Sampler with 2000 Structures
B ;3 [Cyhgkesdl
My Recent Iy Internet Info
Documents IE]Music
= ICMet
L L) Test
Desktop I THDC
- : L THUD
L4 Micro ) Toefl

: File

sl_‘lﬁ

My Docunmenks

=

i b Cnmputer

@

[7n Netwnrk
Places

B CURRICULUIM WITAE

'-_'r,.J__"-l Mau thuwet minh NCEH Bo
B mau thuyet minh MCEH Bo DongTay

|E|__:|Tran5crigt

@UNDERST#NDING S0 LSRG THE ERGLISH GRAMMSE

File name: |

Lo

open ']

Files of bvpe:

DuongThanCong.com

|.ﬂ.ll Wiard Documenks

A | [ Cancel ]
https://fb.com/tailieudientucntt
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Luu no1 dung van ban

T4 Module 1 - Micsoft Word

Wieww Inserk  Format  Tools  Table

Ly
o)
Irm
L
et

— e
m
5

ﬂ My Documents

2)X|

v @ L!]|@, 2Ly B v Tooks -

Save in:
iClose =
T mr 0
]
IH ia'.l.'e | My Recent
Docurients
' Save As..,
"_T
44 Save as Web Page...
Deskbop

My Metwark
Places

) Adobe

[C)MSDM Flash, Yolume 7, Murnber 18, September &, 2003 Files

)My eBooks

@Mg Music

[j'E],ME Pictures

@Mg Yidens

@'u‘isual Foxpro Projecks
) Winonch

IEIJliilear Thanh

Contains mavies and ather video files,
Size: 361 KB
Files: , Windows Movie Maker Sample File,wmy

| File name: Module 2

I Save l

Jave as bvpe! |word Document

CuuDuongThanConfdl.com

hitps:/b.comitailieudientucntt

Cancel
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Chon kiéu chit —

Font | Character Spacing | | Taxt EFfects

Font | Character Spacing | | Text Effects : |

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

Anirnations.
Scale: 100%: W {none)
Blinking Background
. = Las Yeqgas Lights
pacing: Normal h Biy: ¥ Marching Black &nts
Marching Red Ants
. = Shirnrner
Position: Mormal w By = Sparkle Text
[ ] Kerning For Fonts: ¥ | Points and above
Fresvigw Previem
atl dfl
This Fant has not been installed, The closest available Font will be printed,
Default, .. ] ] ’ ] [ Default, .. K, ] ’ Cancel

CuuDuongThanCong.com

https://fb.com/tailieudientucntt
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1.  Tiép theo
* Nhap ndi dung

> V4

Doan vén la bao gom céc tr lién tiép nhau va két
thdc bang ky hiéu Enter ().
Panh dau khoi theo th tw dong:

Hoac
Panh dau mét khoi bat ky:

EE. Mo d 2 1 - Microsoft Word
e 2 2 2 =

: File | Edit | WS Inserk Formal

sl 3] & Undo BEold _krl4+=
’ X r N n v >
Panh dau khoi toan bd van ban: |
n IZ8L | OFFice Clipboard. ..
55, Paste Ll o5 LY
- ';— Seleck all —krl4-a
4 Eina... _rrl+-F
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1.  Tiép theo
* Cac thao tac trén nd1 dung

Saochepva —— —7 7 nordung

Danh dau khoi ndi dung. .. oo
Nh&n CTRL + C ( et

[ ] Match case

Di chuyén con trd dén vij tri Clenuk wnmm
z Use wildcards
Nhan CTRL +V

[ ] Sounds like (English)

[ Find all waord Forms (English)

Tim klém, Thay thé va Di Chuycll Liarin |

Find and Replace
Find Feplace G0 To

Go ko wahak: Enter page number:

-~ 10

Section

Lime Enkter + and — ko mowe relative ko the current
EBookrmark location. Example: +4 will mowe Forweard Four
Commenk iterns.
Fooknoke

Endrnote

[ o To ] [

https://fb.com/tailieudientucntt
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Dinh dang trang in

Margins
II:II:I: 1||

Left: 1.25"
Guktker: o"

Cirienktakion

A

Lawouk

A

EBoktom: (1"

Right: [1.25"

Ah[|4F] 4

Guktker position: | Left

Porkrait Landscape

Fages
Mulkiple pages:

Prewiew
apply to:
Whaole document

[ Default. .. ]

Mormal

? (X

AIETET

| ol

J |

Cancel ]

CuuDuongThanCong.com
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2.

| =

=

Tiép theo — Hién thi trang theo dinh dang

‘ Inserk Farmak

Toc

L il

) € [

Thurmbnails

Header and Foo|

S00M. ..

oo
b
=

BOTTOM

VUNG SOAN THAO

https:/fb.comy/tailieudientucntt
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Canh v1 tri TAB —

{ Format | Tools Table Window  Hel

A Fonk...

=51 Paragraph...
= Bullets and Mumbering. ..

Borders and Shading. ..

Tabs=. ..

Hfi Text Direction. ..

Theme...

Skvles and Formatking. ..

1
T |
£, Reveal Formatting...  Shift+F1
~rd Cbject...

.k_{{

CuuDuongThanCong.com

Tab skop position: Defaulk kab skops:
5 0.5" E
_ Tab stops ko be cleared:
Alignment
) LefE (*) Center ¢ Right
) Decimal ) Bar
Leader
(&) 1 Mone E J-UTITrE ] e
O
| Sek | | _lear | | Clear All |
l ] | | Cancel |
https:/fb.com/tailieudientucntt
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DROP CAP

Pasitian

'

MNone Dropped

Dpkions

Fonk:

In margin

TimeskhewRormanPsSMT

Lines ko drop:

Distance From bexk:
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Format — text direction

Text Direction - Text Frame

Qrientation Preyview

Texk

Bop AzZe| a3
daao sdwnl o

Uraodd {2 inb =g
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Right Click - Cell Alignment

Borders and Shading...

Text Direckion. ..

Cell Alignment

SutaFik

Table Properties, ..

Bullets and Murnbering...



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

Merge cell — Split cell =

Panh dau cell lién quan
Chon Right Click — Merge Cell / Split Cell
C6 thé dung Table — Drawn table dé Split Cell
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Table - Sort

Sork by

* Ascending

Colurn 1 | Tepe:

il I b ITE:':IZ = Descending

Lsing: IF'EFE';IFEIF'hS —

Then by

I * | Type: ITe:-:I: il " pagendng
| ' — {7 Descending

Lising: |F'aragra|:uh5 |

Then by

u] * Ascendin
I | Type: ITe:-:I: |~ :

Using: |Paragraphs

| «

" Descending

My lisk has
™ Header row

opkions. .. |

CuuDuongThanCong.com

* Mo header row

| I, I Cancel

https://fb.com/tailf

budientucntt
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Table — Convert — Text to Table <:

Convert Text to Table x|

Table size

Murber of columns: IE

Mumber of rows: |1

AukoFit behavior
* Fixed column width: I.ﬁ.utn =
i AutaFik to contents
" AukoFit to window

Table style: {none) AukaFormat, ..

Separate bext at

" Paragraphs " Commas
" Tabs * Cther: I-_

| QK I Cancel

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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Table - Formula

Formula

Formula:

[=5UM{ABOVE]

MNurmber Format:

Paste Funckion:

Paste bookmark:

=l
‘ Ik I Cancel

[4
|
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PARAGRAPH

Canh lé Poan van —

FParacraph

Indents and Spacing I Lime and Page Breaks=s

Serneral
Slignimenk: L=Fk aklime lew el

Left

INnd=nktaktiaon ':El‘ltEl"Elj
L=Fk:

_ F!.l I-Il: Special:
Rightk: m Crhorne -

Spacirng

First line

E=Fore=: ||:I (]

S Fber: |I:I (] HEII'IEII'Ii

1.5 lines

Frewisywsg DDUI:'IE
Ak least
|Excackly
Mulkiple

(R ERE A TR S = - f ) =5

CuuDuongThanCong.com
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Phan c6t ndi dung van ban — (=

FPressks [

Ok |
= == SEE =F— =& [ Cancel ]
Cine Ty Three Left Right

Mumber of columns: 3 e Line bebween
Widkh and spacing Prewiew
Col #: Width: Spacing: _— ==
1: 1.67" = | |o.sm ¥ ===
Equal column widkth —
Spply Eo: Wwhole documenk ot

Chu y: Nén chia cbt sau khi gd van ban xong

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



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

BULLET

Panh dau dau doan van

Bullets and Mumbering

: | EBulleted " Murmbered Cigklime Mumbered Lisk Skvwles

Customize Bulleted List | o |

EBull=kt characker

0 e ==

[ Eonk... ] [ _haracker. .. ] [ Eicktur=. .. ] =
Eull=k po=ikiaon :

Indent at: (0.=25" ==
Te=kt posikion 'lr'"-
Tab space afker:
o.s" = Ind=enk ak: ||:|,25" = | -
Frewiswrg
f--
=
=
= [ Cuskomize. .. | |
] | | _ancel |

o] ] [ Cancel ] |

CuuDuongThancong.-com https://fb.com/tailieudientucntt
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Dinh dang cac Poan van (&

Panh dau dau doan van (tiep theo)

Bullets and Mumbering

Eulleted | Mumbered Cigkline Mumbered Lisk Skwles

Customize Mumbered List | >< |

HMumber Formak
I. [ Eonk. .. ]

Number skwle:

- Stark ak: |I = "
My none:) ~
1, 2,3, .. | aligned ak: |0.38" =1
I, IT, III, ...
Te - 0 . o
i, i, iy ...
|':'|_. E_. ':_. Tl Indenkt ak: ||:|_5-- -~ | "

Fr3 |:| C, ...
Lot znd, 3rd .. e :.

. | _uskomize. ..

| ] ] [ Cancel ] | CIE | | Cancel
CuuDuongThancong.com

https://fb.com/tailieudientucntt
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3. Dinh dang ndi dung van ban
3.2 Pinh dang cac Poan van
Panh dau dau doan van (tiep theo)

Customize Dutline Humbered List

Murnber Formak
Lewel Mumber Formak:
Chapter 1

MNumber skyle: Skartk at:
1, 2,3, ... 1

Prewview

Chapter 1 Heading 1

mmwmm-&mmi

Heading 2
Murmber posikion Heading 2

Left e aligned ak: 0" Heading <
Heading &

i Headi a]
Text position Fading

Tab space after: Heading 7

Heading 2
Indent akt: 0" g

Heading 2

[ _uskomize. ..

] | | —ancel

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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3.

Dinh dang no1 dung van ban
3.2 Pinh dang cac Poan van
Vé khung va T6 mau doan van

Borders and Shading

Borders : Page Border Shading
Setking:

Prewiew

Click on diagram below or use
I l buttons to apply borders

SGubtaomakic

_uskan

Paragraph

options, ..

Showe Toolbar | Horizontal Line. ..

CuuDuongThanCong.com

Cancel

https://fb.com/taiTi eudientucntt
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3. Format — Border and Shading

Vé khung va To6 mau doan van

Borders and Shading

Borders Page Border ' Shading |

Fill
TR
B colid (100%)

S

10%

12.5%

15%,

Prewiew

More Colors, ..

Paragraph

Showe Toolbar | Horizontal Line. .. ik

CuuDuongThanCong.com

https://fb.com/tam eudientucntt
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Footnotes & Endnotes <_
Insert — Reference - Footnotes

Footnmnote amnd Endinoite

LSk

(e riEoobtnokbes: | Ecktbtom of page —

O  Endnicoke=s:

Formak
Roamber Formak: 1, =, =, ... o
Cas=korm marks: Skl .
Skark ak: 1 ="
rHumbering: Cormkimoaou= el

Ooppl change=
Spol changes ba: webiole doaocumenike g

I Imn==rk I I _arnc =l I
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HEADER & FOOTER =

R e I o R R e e g

PP IR
o saa o iacws th mlrazerucm e
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Fooker

_____________________________________
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Chen ky tu dac bi€t vao van ban
Insert — Symbol

X|
Syrbols | Special Characters I
Fonk: I{nu:urmal ket ;I Subset: ICurrency Symbials j
olofol=Fl£ps/m] ¢ RE %] ¢ [N e =
iz vl %l 1 = Ll 11 ] el allT
Y=/ [ e|L|N] T |=|2]|=|<|z|o]~
— L 1 —
=T S P =T
Recently used symbols;
€ £|2|O|®|™|x|£ <>+ |x|o|p|alp
ELIR.O STGHM iCharacter code: [204C From: IUnin:n:u:IE (e j
AutoCorrect. ., | Shortouk Eey... | Shorkcut kew: Alk+CErl4+HE
Insert I Cancel
F

com/tailieudientucntt
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Nhép Céng thﬁ'c toan hOC ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

[ R e A
T,

_reakte MNews _reate From Eile

Object bvpe:

Calendar Conkral 11.0
CODERoxioCaonkrol Class

PMICKOSO L Exoer i 1art [ ] Display as icon
Microsaft Excel Warksheet

Microsoft Graph Chark

| | Cancel
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Chen hinh anh vao van ban
Insert - Picture

In=erk Formak Tools Tz
Ereal. ..
Fage Mumbers. ..
Dakte and Time. ..
Swmbal. ..
.  —omrenk
F.eference 2
Picture -
;._':3 Ciagram...
‘-;?'_,_3 Hwperlink. .. o o

ap
T

CuuDuongThanCong.com

Clip k...

From File. ..

From Scanner ar Camera. ..

Mew Drawing

o 1B R kel B2

1]
1]
O

E

Autoshapes
Wordart, ..
organizaktion Chark

Chart

https://fb.com/tailieudientucntt
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Format - Picture

—

Format Picture

Zolors and Lines Size

Wrapping skwle

b b

In lime wikth texk Sguare

Horizonkal alignmentk

xL-El':-'I:ll_ltJ | Ficture We'eb
Tightk Eehind texkt In Fronk of texk
[ adwvanced.. . ]

o< ||

Zancel
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3. Dinh dang nd1 dung van ban
3.3 Pinh dang cac Trang van ban

Pwa bang vao trang van ban

Table | wwicddow. Help I_I SR
4 Draw Table I (g || e - | 3 |2 -] - O
Insert - I BRSO G A4 &L 5
C=leke
—
SE:IE:EI: > |- J IEII:"E. 11
1Tl Merge Cells
e Selit cells.. £ Colurnns ko the Left
Split Table I -
ZH] Tsble AutoEormat. .. | #8 Colurns to the Right

SukoFik - a8

Heading R.owes Rrepeak
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