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1. GIOI THIEU:

Microsoft Word 12 mot chudng trinh chuyén x& 1y vin ban. N6 cung cip
nhiéu cdng cu d€ soan thdo va trinh bay cdc loai vin ban tir don gidn d&€n phic tap.

Cédc phién ban da qua cia Microsoft Word a ACCESSM?S ’
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(Ms. Word) 1a 2.0, 6.0 (ofiice 4.3), 97 (office 97), ) Games R
200x (office 200x, 2K), Xp (office Xp)... ) LAC VIET mtd2002 )
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@ Microsoft Office Tools >
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Cdach 2: Double click vao bi€u tugng £7) Shadowlser R
Microsoft Word trén Desktop. ) Startup »
Cach 3: Vao Start £7) Easy PDF toWord Converter  »
- Run - ... - chon Al ) WInRAR . '7 .
Microsoft Word = OK. Documents » & Internet Explorer Click d€ khdi

Microsoft Access
Settings 4 Microsoft Excel
Microsoft FrontPage
Microsoft PovverPoint
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OJ Turn Off Computer... [T Hara »
cd Adobe Reader 7.0
i = : :
s start C BN () SourceTec >
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LAy bew... Vao menu File chon Exit hoic nhan t6 hgp
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Bai gidng mon Soan Thao Vin Ban
1. Cac thanh phan
> Title Bar (thanh tiéu dé): Thanh chita tiéu dé va tén clia tap tin viin ban.
» Menu Bar (thanh trinh don): Thanh chita cdac 1é€nh ctia Microsoft Word.
> Tool Bar (thanh cong cu): C4c thanh cong cu chita mot sd biéu tugng
(Icon) thé hién mot s 1énh thong dung (dang tit), chon cdc 1énh nay
biang cdch nhan chudt 1én chiing.
C6 thé€ hién hoic 4n cdc thanh cong cu bing cdch thi hanh I&énh

View/Toolbar va chon thanh cong cu.
> Ruler (thudc do): Chira mdt sd bi€u twong dinh dang thong dung, c6 thé
hién hoic 4n Ruler bing 1énh View/Ruler.
> Text Area (ctfa s6 vin ban): L phan 16n nhit dung d€ soan th3o.
> Status Bar (thanh trang thdi): Hi€n thi trang thai 1am viéc cda Ms. Word.
> Scroll Bar (thanh cudn): Dung d€ di chuyén man hinh cta s& vin ban
bing chudt. Scroll bar nim & phia bén phdi va bén dudi Text area.
2. Chuét (Mouse)
Chiing ta thudng st dung hai nit chudt 1a:
o Left Button: chudt trai
e Right Button: chu6t phai
C4c thao tdc dugc st dung doi v6i chudt:
e Click: Nhip 1 1an trén mit trdi clia mouse
e Double click: Nhip nhanh 2 1an 1én mit trai cda mouse
e Drag & drop: Giit mit trdi cda mouse va kéo mouse di (di chuyén).
3. Ban phim
Mot s6 phim thudng dung khi sit dung Microsoft Word
- Di chuyén con tré ban phim (cursor)

* : Di chuyén con trd 1én 1 dong

4 : Di chuyén con trd xudng 1 dong

» : Di chuyén con trd sang trdi 1 ky tu

- : Di chuyén con trd sang phai 1 ky tu
Home : Di chuyén con trd vé diu dong

End : Dichuyén con trd vé cudi dong

Ctrl + Home : Di chuyén con tré vé diu vin ban
Ctrl + End  : Di chuyén con tré vé cudi vin ban
Ctrl + &= : Di chuyén con trd sang trdi mot tir
Ctrl + » : Di chuyén con trd sang phai mot tir
Page Up : Di chuyén con trd 1én mdt trang man hinh

Page Down : Di chuyén con trd xudng mot trang man hinh

- Phim xod ky tu
Delete : Xod ky tu tai vi tri ciia con trd (tir bén phai)
Backspace : Xod ky tu bén trdi con tro

- Phim ESC: ngit mot thao tdc; Alt : chon Iénh trén menu bing ban phim



IV. THAO TAC TREN FILE VAN BAN

Tap tin vin ban (Word Documents) ctia Microsoft Word c6 phan mé rong 1a DOC
1. Tao mot vin ban méi

- Thuc hién Iénh menu File/New chon bi€u tugng = MNew Document T
. fal
_ Blank Document va Click vao nit OK. N
ew
- Hoédc Click vao biéu tugng New J _] Blank dacument

B %ML document
@ Web page
=] E-mail message

Ghi _chii: Méi khi tao van ban méi, Word mé thém iif] From existing document. ..

A A~ 2, N A
mét ctia s0 vdn ban mdi con trong Templates
Search online For:

cua Standard Toolbar.
- K&t hgp phim: Ctrl + N

2. M¢ mot vin ban da cé trén dia

- Thuc hién 1énh menu File/Open 2 Templates on Office Online

- Hoidc Click vao biéu tugng Open &= clia W] on my computer. ..

Standard Toolbar.
- K&t hgp phim: Ctrl + O

[ Onomy Web sites, |,

Lok in: < Local Disk (C:) vl @ -3 @ X Cu [~ Tools~
; |5 Documents and Settings
.-'JI |21 Download
My Recent || Downloads
Documents ) netpub
= [C)Program Files
@ RECYCLER
Desktop | SmartSound Software

Syskem Yolume Information
[ W INDOWS

_;,j B tham luan

My Documents

My Computer

File name: =v.| e |
g ! QpeEn
My Mebwork, e

Places Files of tvpe! | all ward Documents |V| _

e Niit Look in: d€ chon § dia, thu muc, chon file dugc m§ trong thu muc
dugc mé tir Look in, tén file s& dugc hién tai ving File name
e Vung File as type: chon dang file dugc md.
Files of type: | all ward Documents W
All Files rS

Al Word Documents
Ward Documents
#ML Files

all ‘Wweb Pages

Document Templates
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3. Luu mot file vin ban vao dia

- Luu voi tén mdéi, dia chi maoi:
= Thuc hi€én l1énh menu File/Save As ...

Savein: =) Download [} & Q [y Eq = Tools -
. U e T Word
,.J W 7_wiord
My Recent
Documents
=
I—
Desktop

\J

My Docurmenks

=

s

i 1
& €

=)

=

o

File name: QT _word_2007 hd
My Mebwork — —
Places Save as bpel word Document iv|

» Chon § dia, thw muc dugc luu vao tai Save in, nhip tén méi vao trong muc

File name, chon Version (phién bin) dugc luu tai Save as type (néu can).
Save as bype:

WWard Document

ML Docurnent
Single File Web Page
Web Page

Web Page, Filkered
Document Template

* Nhip niit Save d€ luu.
- Luu vai tén file cii va dia chi cii:
Thyc hién 1énh menu File/Save hoic Click biéu tugng Save =l trén Standard
Toolbar. Thao tic nay ciing c¢6 thé sit dung khi Ivu viin ban 1an dau tién.

V. CAC THAO TAC TREN MOT KHOI CHON

1. Chon mét khoi

- Chon khéi bdng ban phim: K&t hop phim Shift vi nhém phim di chuyén.

- Chon khéi bang chudt: Di chuyén chudt tir diu d€n cudi khdi can chon.

- Chon khéi bang ban phim + chut: Giit phim Shift va click vao dau khdi
(hoic cudi khdi), sau dé click vao cudi khdi (hoic dau khdi).

Ghi chii: N&u chon mdt s6 dong bing chudt, c6 thé di chuyén chudt bén trdi ctia

cic dong.




2. Sao chép mot khoi

- Chon kh&i can chép

- Thuc hién 1énh menu Edit/Copy hoic Click bi€u tugng Copy =3 trén
Standard Toolbar hoic nhan Ctrl+C

- Pattrd tai vi tri cAn sao chép dén

- Thyc hién 1énh menu Edit/Paste hoic Click bi€u tuong Paste = trén
Standard Toolbar hodc nhan Ctrl+V

3. Di chuyén khoi

- Chon khd&i cAn chuyén

- Thuc hién 1énh menu Edit/Cut hoic Click bi€u tugng Cut ® (rén Standard
Toolbar hoic nhan Ctrl+X

- Pit trd tai vi tri cAn chuyén dén

- Thuc hién 1énh menu Edit/Paste hoic Click bi€u tugng Paste D tren
Standard Toolbar hoic nhan Ctrl+V

4. Xo04 mét khoi
Chon khéi cin xo4
Nhan phim Delete hoic 1énh menu Edit/Clear/Contents Del

VL. NHAP MOT VAN BAN TRONG MICROSOFT WORD
- Chon mdt Font chir d& nhin
- Trong qua trinh nhip REE
vian ban khong dugc su Symbals | Special Characters |
dung phim Enter d& | Eont: [wingdings

ngdt cdc dong trong mot | B (% Sta A O
doan, cdc tu trong qud p— )

=7 =l

als

u
trinh nhdp s€ ty dong
xudng dong k€& ti€p theo P | | 1| | $

khu6én trang dinh sin. Recently used symbols:
Chi nhan Enter khi két € £|¥|0|® ™ +|4£|<
thic mot doan
- V61 nhitng doan c6 tinh
chat diéu khodn, phai
dung phim Tab sau ti€u m Cancel |
dé cta doan doé.
- Mot sd ky tu dic biét khong thé nhap tir ban phim ma phai chén vao:
> Ditcon trd tai vi tri cAn chén ky tu
» Thuc hién Iénh menu Insert/Symbol, chon Font chit chita ky tu ddc biét
nhu Symbol (Wingdings), Click ky tu can chén, Click nit Insert, sau dé
Click niit Close thi ky tu can chén sé& dugc dua vao vin ban tai vi tri con
tro.

[~
&8 & @<
i | 5 | G

IV

= | =

wingdings: 32 Character code: [32] From: |5ymtu::| (decimal) j

AukoiZorrect, .. | Shortcut Key. .. | Shortouk key:
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SOAN THAO VAN BAN TIENG VIET

TruSc khi go ti€ng Viét, ban phai ki€m tra xem bo gd da dudc bat chua? da
chon ding bang ma, phong chit phit hgp véi bang ma duge chon hay chua?

I. BANG MA & PHONG CHU

Tuy theo b phong chit ma chon cAu hinh bing ma cho phu hgp.
1. Bdng m3a VNI - Win.... st dung bd phdng chit VNI (gdm tit cd cédc
phong chit c6 phan dau tén phong 13 “VNI-").

2. Bidng ma TCVN3 — ABC: st dung bd phong chit ABC (gdm tat ca
cac phong chit ¢6 phan diu tén phong 1 “«VN”).

3. Bing mi UNICODE: c6 thé s&t dung cdc phdng chit sau (Arial,
Courier New, Microsoft Sans Serif, Tahoma, Times New
Roman...)

II. CACKIEU GO TIENG VIET THONG DUNG:

1. Céc phim g6 ti€ng Viét cta ki€u g6 TELEX (Unikey):

S sdc

f huyén

r hoi

X nga

J nang

z x04 dau thanh d3 bd. Vi du: toansz = toan

w dau tring trong chif 4, ddu mdc trong cdc chit o, ¢
Chit w don 1& tw dong chuyén thanh chit u.

aa
dd
ee
00
[ g0 nhanh chir v

g0 nhanh chit ¢

o > o &

Vi du:
tieengs Vieetj = ti€ng Viét dduwowngf = dudng

V6i cdc bdng mi c6 chit hoa c6 ddu (Unicode, hoic cdc biang mi 2 byte) , ban
chi cAn gd chit goc 1a chit hoa, con cdc dau thanh, ddu mii c6 thé g& phim chir
thudng.



Véi cac bdng ma 1 byte (TCVN 3, BK HCM1, VISCII, VPS), ban phéi dung
font chit hoa mdi c6 dugc chit hoa c6 dau. Néu dung font chit thudng, ban chi c6
thé g6 dudc cdc chit hoa khong ddu: A, A, E, O, G, U, b.

Trong trudng hdp ban go sai diu ma vin chua di chuyén ra khdi tir dang g6 thi
c6 thé go de dau mdi.

Vi du: toanfs = todn, toansz = toan.

Ban nén gé phim diu & cudi tir d€ UniKey dit dau vao vi tri ding chinh ta
ti€ng Viét.

Vi du: dé€ g6 chit hoang, thay vi g& hofang hay hoafng, hiy g6 hoangf

2. Céc phim gb ti€ng Viét cia kiéu go VNI (Unikey):
Kié€u g& VNI st dung cdc phim s& dé€ go chit ti€ng Viét.

1 sidc

huyén

héi

nga

nang

dau mil trong céc chit 4, &, 0

dau méc trong cdc chit o, ¢

R NS A WD

dau tring trong chif &
d9 chir d

0 x04 dau thanh

Vi du:
tie6bngl Vie6t5 = ti€ng Viét
d9u707ng2 = dudng

Ban ciing c6 thé g& cidc ddu mii, mdc, tring § cudi tir (vdi diéu kién ban phai
bat chifc ning nay ctia UniKey). Khi d6, c6 thé gb:

duong9772 = dudng
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II. CAU HINH BO GO
1. Unikey

Nhdp phai mouse

3 V05 B o il @ 10:47 P

K&t thic

Hutdng dan
Bing didu khidn..C5+5]  mEN

Cdng cu...[C5+FE]

Chuwén ma nhanh - [C5+F3]

Go kigu TELE
v G& kigu VNI

G kidu VIOR

G kidu VIOR®

IJhicode
TCWH3I - ABC

v WML Windows
YILR

Briéu khign
Eang mi: |UNI Windows j f Bléng
Kiéu gi phir: |ﬁ\.fN| ﬂ x Kb thic
Phim chuyén: ™ CTRL + SHIFT

" ALT +2

Lita chon
W Cho phép gt diu mii, méc & cuditit ¥ Vienamess interface
[ Phdi gb dau ngay sau ngupén &m [ Cho phép gt tit

[ BA diu o, wj jthay vi da, (v g |

[ 50 dung clipboard cho unicode

v Bat hdithoai ndy khikhdi ddng [ Ehdi ddng cing Windows

@ﬂuﬁfngdén I’\_f;)Thlﬁngl:in ‘ ko Mac dinh ‘

Yiethamese locale CP 1258
ITF-8 Literal
MCR Decimal

2. Vietkey

Nhdp phai mouse

<) B v P2 @, 10:33PM

Sita diu nhanh
Cho phép g tt
Gap i trd lai tiéng Anh
a Hign cita si Yietkey ___C+5hs
A Két thiic
@ Trg quip
Unicode
Bdng md WHI
g Bidng m3 VIOR
E Bang m3 TCWN3
o ] G tidng Vit
Gt tigng Anh
1-%Ml-wWiIN  C+ShF1

Phan mem/diung trong kKhoitnha nuoc - Version 2.1 1

Vietk

@ Béng Minh Tus

Everywhere Sim{:-iéﬂ.uwerfuf

hit et fennnevietk ey .com tel: 54 4 5433872

Kigu gt

Tigng viét
" Teles * Yni

[ iBd dau kigu cil [Ba, de, Gyl

[ Bd déungay sau nguyén dm
[ Bd diuty do

G& ban phimn E&n phim cin g
% Tigng Wiét v
" Tiéng &nh v
" [
{ [
" [

TazkBar

4

AT Q Luén néi




=
=
L]
o
o

Nhap phai mouse

o 10:59 PM

Sita diu nhank
Cho phép g tt

G &p IGi trd lai iEng Anh

7" |Hién ca 8 Vietkey ...C+5hs
A Két thiic
@ Tr qicip
nicode
Bng m3 NI
B dng m3 VIOR
Bdng m3 TCWN3
(]| G ting it
G tigng dnh

1-%ME-WAN L C+SheFT

10

Vietk

@ Béng Minh Tud

Everywhere Simple&&_owerfuf

hitp: fheang wietkey.com tel: 84 4 8433872
Bdng m3

Céc bé md 3-Bit

{7 TCWN3 - ABC [WnTime...]

o A Wwin (YMI-Times,. .}
" WIAR [ Tie™ng Yie™ L]

IInicode 16-Bit

™ Unicode dyng s3n, TCWM B909; 20010
" Unicode UTF-8

" Unicode dang =8 Himl
" |Unicode cho ngdn ngit 13p trinh C

@ T gidp x Thoat Q Ludn ndi 5 TaskBar

Phan'memdung trong khoi nha nooc - Version 271 W

Phan'memdung trong khoi nha nooc - Version 271

Vietk

@ Béng Minh Tud

Everywhere Simple&&_owerfuf

hitp: fheang wietkey.com tel: 84 4 8433872

Cdng cu

Ciang cu

Chuyen wé mac dinhk

Cai dat

[ Ludn chay Yietkey khi khdi déng PC
[ Tao bidu hugng Yietkey tién Deskiop

&P Togip X Thod Q Luéin ndi

4

TazkBar

X
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BAITAP 01
Thuc hién cdc cdu sau:
a. Nhap vian ban sau va lvu vao dia D\: véi tén file THANHGIONG.DOC

Ngay xtra ngay xua, vao thdi vua Huing Vuong, giic An sang cudp nudc ta.
Chiing tan bao vo cung, di dén dau 1a cuSp phd gi€t chéc dén day.

0] lang Phit Pong c6 modt ngudi dan ba god chdng sinh duge mot dita con trai
khdu khinh di 1én ba ma chua bi€t néi dit tén la Giéng.

Ngay 4y, st gid theo Iénh nha vua di tim ngudi tai ra gitip nudc dén lang
Phu D6ng. Pira bé bdng nhién bat ra ti€ng néi nhd me mdi sit gid vao nha. Pita bé
nhd st gid vé& néi v6i nha vua rén ngua sit, roi sit, gidp sit d€ dira bé di danh giic.
b. Trang tri lai cic doan vin ban trén lai nhu sau:

Ngay xtfa ngay xua, vao thdi vua Hing Vuong, giic An sang cudp nudc ta.
Chiing tan bao vo cung, di dén dau 1a cudp phd gi€t chéc dén day.

0] lang Phit Pong c¢6 modt ngudi dan ba god chdng sinh duge mot dita con trai
khau khinh di 1én ba ma chua biét néi dit tén 1a Giéng.

Ngay 4y, st gid theo Iénh nha vua di tim ngudi tai ra gitip nudc dén lang
Phu D6ng. Pira bé bdng nhién bat ra ti€ng néi nhd me mdi sit gid vao nha. Pita bé
nhd st gid vé& néi v6i nha vua rén ngua sit, roi sit, gidp sit d€ dia bé di danh giic.
c. Luu lai doan viin ban vira sita véi tén 1a D:\T_GIONG.DOC
d. Péng file van ban T_GIONG.DOC & THANHGONG.DOC
(Thuc hién 1énh menu File/Close)
e. Mg file T_GIONG.DOC trén dia, Thém vao dong cudi cung nhu sau:

Ngay xtra ngay xua, vao thdi vua Hing Vuong, giic An sang cudp nudc ta.
Chiing tan bao vo cung, di dén dau 12 cuSp phd giét chéc dén day.

0] lang Phit P&ng c6 modt ngudi dan ba god chdng sinh dude mdt dita con trai
khdu khinh da 1én ba ma chua biét néi dit tén 1a Gidng.

Ngay 4y, st gid theo Iénh nha vua di tim ngudi tdi ra giip nudc dén lang
Phit Pdng. Pita bé bdng nhién bat ra ti€ng néi nhd me mdi st gid vao nha. Pita bé
nhd st gid vé néi vdi nha vua rén ngua sit, roi sit, gidp sit dé dia bé di danh giic.

SUU TAM

f. Luu lai file T_GIONG.DOC véi tén va dia chi ca.

11



BAITAP 02

Thuc hién cdc cdu sau:

a. Nhap van ban sau va lvu vao C:\THO.DOC
KHONG TEN

Bd quén chiéc 4o trén canh hoa sen

Em dudc Ao anh siit chi da 1au

Hay 12 em d€ 1am tin trong nha

Hom qua tiat nuc dau dinh

Ao anh siit chi dudng ta

Hom qua tit nuSc dau dinh

Vg anh chua c6 me gia chua khau

thi cho anh xin

lai khau cho gitm Mai mugn co 4y

b. Biing cac thao tic trang tri, xo4, sao chép, cit, dian d€ vin ban dugc trinh
bay nhu sau:

KHONG TEN

HOom qua tat nudc dau dinh
B& quén chiéc 4o trén canh hoa sen
Em dudc thi cho anh xin

Hay la em dé lam tin trong nha

Ao anh st chi dudng ta

Vo anh chua c¢6 me gia chua khau
Ao anh st chi da lau

Mai mugn ¢6 4y lai khau cho gitim

c¢. Luu bai vao D:\BAITHO.DOC
d. Péng céc cita sé vin ban THO.DOC va BAITHO.DOC

12
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CHUONG 2
PINH DANG KY TU & POAN

L. PINH DANG KY TU (FONT)
Viéc quy dinh dang trinh bay cia mdt ky tu, mot tir hodc mot nhom tir goi 1a dinh
dang ky tu.

- Chon khéi cdc ky tv mudn dinh dang

- Thuc hi€én 1€nh menu Format/Font

- 2

Font Character Spacing | Text Effects

Eont: Font skyle: Size:

VI-Times Marmal 13
YMI-ThuFap1 P ol g (|
WMI-Thufapz || Ikalic 9 ()
YMI-Thufap3 Bold 10
YMI-Thufapfan | | Bold-Iralic 11 = 1
WII-Times v 12 4

Fank calar: - Underline skyle:

Automatic | | (none) w
Effects

[ ] strikethrough [ ] shadow [ 5mall caps

[ ] Double strikethrough [ ] outline []all caps

[ ] superscript [ ]Emboss [ Hidden

[ ] subscripk [ ]Engrave

Preview
VHNI-Times

This is a TruaType Font, This Font will be used on both printer and screen,

—r— e

> Tab Font: x4c dinh miu chit, dang chi

* Font: miu chit, dang chit

= Font Style: X4c dinh ki€u chit Bold (Pam), Italic (nghiéng),
Bold-Italic (ddm va nghiéng)

» Size: Xac dinh c& (kich thudc) chir

»  Underline: Gach duéi chit (gach chan)

=  Color: Mau ky tu.

» Effects ( hi€u tng ):Strikethrough (gach giita chit bing dudng don),
Double Strikethrough (gach giita chit bing dudng doi), Superscript
(chi s6 trén), Subscirpt (chi s6 dudi), Shapdow (chit c6 bong), ...
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> Tab Character Spacing dé xic dinh
o Scale: do co gidn bao nhi€u %.

khodng cach va vi tri ca cdc ky tu.

o Spacing:

Khoing | O

-,

ciach gilta cac ky tu : ey
- Font | Character Spacing | | Texk Effects
trong khoi chon.
o Position: Vi tri céc Scale: 100% ||
ky tu trong khoi chon _ =
i . - Spacing: Marral [V] By: {v}
nam léch 1én trén
hodc xudng dudi so Position: Mormal [VI By: =
véi dong clia khoi
Ch()l’l. ] Kerning For Fanks: {:} Points and abowe
Prewiem
VHMNI-Times
This iz a TrueType Font, This Font will be used on both printer and screen.,

Default, .,

» Tab Effects d€ tao cic hiéu tng
4nh siang trén man hinh lam ndi
bat cic ky tu chon (In ra khong
cd)

Click OK d€ hoan tit thao tdc

Fonk

Animations:

Blinking Background

Las Yegas Lights
Marching Black Ants
Marching Red Ants
Shirnrmer

Sparkle Text

Preview

VNI-Times

[ Default, ., ] K Cancel

J |

dinh dang ky tu.

, s

Chu y: Viéc dinh dang ky tv mdt cdch c
cic bi€u tugng trén Formatting Toolbar

d ban thudng thao tdc nhanh thong qua

Formatting N
-Ti - - == = Sol|i=E = i= = - ab - -
A4 Body Text Inde ~ VNI-Times 13 B 7 U == =*_ = i iF &= b? é
Phong chiu ] ]
£ . " Gach duéi R _
Kich c3 Dam n Mau chit
Nghiéng
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Bai gidng mon Soan Thao Vin Ban
II. PINH DANG DOAN (PARAGRAPH)
Viéc quy dinh dang trinh bay cia mot hay nhiéu doan lién tuc goi 1a dinh
dang doan.
- Chon khdi gdm cdc doan mudn dinh dang.
- Thuyc hién Iénh menu Format/Paragraph.

Daragrar x|

Indents and Spacing | Line and Page Breaks

General

alignrment ; Qukline level: Body kext | w
Indentation

Left: 159em (% Special; By:

Right: 0 cm : {none) ™ 3
Spacing

. —

Before: 0pt 2] Lire spacing: Ak

After: apt (=] Single v =
Preview

L Ok J [ Cancel ]

» Tab Indents and Spacing
Alignment: Quy dinh viéc bd tri cdc dong theo 1€ trdi, 1€ phai, déu cd hai
1€, canh giira.

o Left : Canh theo 1€ trai
o Right : Canh theo 1€ phai

o Centered : Canh giita
o Justified :Canh theo c3 hai 1€ trdi va phai
Indentation: Quy dinh viéc ddi cdc dong theo hang ngang dua vao bd tri
ctia Alignment.
o Left: Bién trdi clia mdi dong céch 1€ trdi bao nhiéu.
o Right: Bién phdi cia mdi dong cach 1 phai bao nhiéu.
o Special:
> None: L¢ theo quy dinh ciia Left va Right Indent
> First line: D&i 1€ trdi ctia dong dau tién trong Paragraph
> Hanging: Ddi 1€ trdi cia cdc dong khong phdi 1a dong dau
ti€n trong Paragraph.
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Spacing: Quy dinh khodng cdch cac dong trong cidc doan
o Before: X4c dinh khodng cich tir dau mdi doan d&€n dong diu tién
cua doan
o After: X4c dinh khodng ciach dong cudi clia doan dén cudi doan
Line Spacing: Xdc dinh khodng cdch gitta cac dong trong cung
doan
- Click OK dé hoan tit thao tdc dinh dang doan.
Ghi chi: Viéc dinh dang doan mot cdch c¢o ban thudng thao tic nhanh chdng
thong qua céc bi€u tugng trén Formatting Toolbar, Ruler...

< Dinh dang doan thdng qua cic bi€u tugng trén Formatting Toolbar.

Canh theo 1€ trdi Canh giira Canh theo 1€ phai

Formatting \

A Body TextInde - YNI-Times - 13 - B T U = E = |= ngv i 1= iE iE - b7 A
Canh theo c3 hai 1€ trai va phai Khoang cach dong, doan

< D0i 1€ clia doan bing di chudt trén 4 nit nim trén Ruler gdm: First line
Indent, Left Indent, Right Indent, Hanging Indent

ocument1 - Microsoft Word

File Edit Wiew Insert Format  Tools  Table Window Help  WietSpell x
NEHRIERIYEH B9 9 @B 0% - @ diread [
A4 Marmal +First| « Y¥MI-Times + 13 - | B 7 U E = [i= 1= iE = -A-
I.|'e'I'QK'|'3'|'4'|'5'|'E-'|'?'|'3 1 9 110 1 11|/_“-|12'|'13'|F'
: | v
— +
- @
.-:. ¥
EEE::—- W[(] | 1 [)]
Page 1 Sec 1 11 ak Zem Lm 1 ol 1 G
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Bai gidng mon Soan Thao Vin Ban

BAI TAP 03

a. M& mot cira sé viin ban méi va nhap vao ndi dung sau:

Trinh bay font chit

Winword 1a mot chudng trinh X1t Iy vin ban manh, ngoai cic chic ning gitp ngudi
st dung go nhanh va dding mo6t vin ban, né con cho phép ching ta chén cic ky tu
dic biét vao vin bidn nhu “O®P& ¢ v ALIBIAHEIOE> M= «#” lam cho
vdn ban phong pht hon.

Chiing ta c6 thé€ nhip vin bin & dang chit thudng hoic chit in rdi sau d6 ddi sang
ki€u chif thich hop

Vi du:

Dang sentence case: ky tw dau ciu 13 chif hoa

Dang lower case: cdc ky tu déu & dang chif thudng

Dang upper case: cic ky tw déu & dang chif hoa

Dang title case: cac ky ty ddu mdi tir 12 chit hoa cdc ky ty con lai chit thudng

C6 thé tao chit ddm biing bi€u tugng bold trén thanh cdng cu formatting

C6 thé tao chif nghiéng bing bi€u tugng italic trén thanh cdng cu formatting

C6 thé tao chit c6 gach chian bing bi€u tugng underline trén thanh cong cu
formatting

C6 thé td6 mau chit bing bi€u tugng font color trén thanh cdng cu formatting

C6 thé thay ddi ¢ chit bing biéu tugng font size trén thanh cong cu formatting

C6 thé thay ddi ki€u chif bing bi€u tugng font trén thanh cong cu formatting

Hay st dung k&t hop

Ngoai ra con c6 thé trinh bay dang gach dudi cho tirng tir, gach dudi bing diu
cham, gach dudi bing nét doi, gach gitta chit, dang c6 chi s6 trén nhu ax2 + bx + ¢
=0, dang c6 chi s6 duéi nhu H20.... bing cdch thuc hién 1énh Format/Font

Khodng cdch giita cic ky tu c6 thé thay ddi dé dang nhd 16p Spacing:

Normal khodng cach giita cic ky tu binh thudng

Expended khoang cach giita cac ky tu thua

Condensed khodng cach giita cic ky tuw nén

Va can luu y cédc font chit Viét thudng dugc dung sau:

1. VNI-Times size 13
2. VNI-Helve size 14
3. VNI-Helve-Condense size 16
3. VNI-Cooper size 16
4. VNI-Franko size 18
5. VNI-Fato size 20

b. Luu vin ban vira nhap vao & dia D véi tén TB_FONT.DOC
c. Trinh bay, trang tri lai vin ban nhu sau:
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Trinh Bay Font Chir

Winword 1a m{t chuong trinh x¢ 1y vdn ban manh, ngoai cidc chic ning
gitp ngudi st dung gd nhanh va ding mot vin ban, né con cho phép chiing ta chén
cic ky tu dic biét vao vin bidn nhu “ORB% ¢ v ALLBAREEIOED> NMNrm « H”
lam cho vin ban phong phd hon.

Chiing ta c6 thé nhap vin ban & dang chif thudng hoic chif in rdi sau dé ddi
sang ki€u chif thich hdp bing cdch thi hanh 1énh Format/Change Case...
Vi du:
Dang Sentence case: Ky tv dau ciu 13 chif hoa
Dang lower case: cdc ky tu déu & dang chit thudng
Dang UPPER CASE: CAC KY TU PEU & DANG CHU HOA
Dang Title Case: Cic Ky Ty Pau Mdi Tir La Chit Hoa Céc Ky Ty Con Lai Chit
Thudng
Cé thé tao chit ddm biang bi€u tugng Bold trén thanh cong cu Formatting.
C6 thé tao chit nghiéng bdng biéu tugng Italic trén thanh cong cu Formatting.
C6 thé tao chit ¢c6 gach chin bing bi€u twgng Underline trén thanh cong cu
Formatting Toolbar
C6 thé t6 mau chit bing bi€u tugng Font Color trén thanh cong cu Formatting.

C6 thé thay ddi c¢d chif bing bi€u tugng Font Size trén thanh cdng
cu Formatting.

dang ¢ .55 ausi nhu HyO,... bing cdch thyc hién 1énh Format/Font
Khodng cach giita cac ky tu c6 thé thay ddi dé dang nhd 16p Spacing:
Normal khoang cach giita cic ky tu binh thudng

Expended khodng cdch gida cdc ky tu thua

Condensed khoang cach gitia cack§ tirnén

Va can luu y cdc font chit Viét thudng duge duing sau:
1. VNI-Times size 13

2. VNI-Helve size 14

3. VNI-Helve-Condense size 16

3. VNI-Cooper size 16

4. VNI-Franko size 18

5. VNI=FaATO SIzE 20

d. Lvu viin ban vira trang tri vao 6 dia D véi tén TB_FONT.DOC
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Bai gidng mon Soan Thao Vin Ban
II. PINH DANG TAB STOP

M&i 1an g6 phim Tab, con trd sé& dirng lai tai mot vi tri. Vi tri dirng cia phim Tab
goi la Tab Stop.

- Thuc hi€n 1€nh menu Format/Tabs ...

Tabs x|

Tab stop position: Defaulk tab stops:
b= 1.27 cm

(¢l

Tab stops to be cleared;

Alianment
(%) Left ) Center ) Right:
) Decimal ) Bar
Leader
(&) 1 Mone Oz.... O3
O4___
[ Set ] [ Clear ] [ Clear all ]

L Ok J [ Cancel ]

¢+ Tab stop position: xac dinh vi tri dirng cia Tab stop (trén Ruler)
¢ Alignment: x4c dinh dit li€u nhdp vao dudc trinh bay theo Tab Stop

= Left : Canh tréi
* Right : Canh phai
= Center : Canh gilra
*= Decimal :Canh theo ddu chAm thap phan
= Bar : Gach dung
tai Tab Stop
% Leader: xidc dinh dang thé hién khi g& phim Tab (None, ..., -—--, __)

- Click Set dé€ cap nhat Tab Stop. Quy trinh nay lip lai cho cic Tab Stop khéc
Clear dé xo4 dinh dang ctia Tab Stop hié€n hanh
Clear All d€ xo4 dinh dang ctlia tit cd cdc Tab Stop trong Paragraph

- Click OK d& hoan tit viéc dinh dang Tab

Ghi chu:
- Chon nhanh di€m Tab c6 thé dung bi€u tugng Alignment cho Tab Stop trén
Ruler (goc trdi ciia Ruler) va click mot di€m trén Ruler d€ x4c dinh vi tri
ﬂ dirng cta Tab Stop.

L we-|R-|-2-||_3-|-4-|-5-|-5-|-?-|-s-|-9-|-1u-|-11-,5-12-|-13-

%

- Thay ddi vi tri ctia Tab Stop bing cich di chuyén vi tri clia Tab Stop trén
Ruler.
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BAITAP 04
a. Nhap tho noi dung vin ban sau:

Cong hoa xa hoi chii nghia Viét Nam
Ddc 1ap — Ty do — Hanh phuc
O

PON XIN DPANG KY THI HOC PHAN

Ky thi:
Ngay thi:

Kinh gdi:

T61 tén: Nam sinh

S6 CMND:

bia chi lién lac:

Nghé nghiép:

La hoc vién ty do v4i nhitng mon hoc tu chon, tdi viét don nay xin ding ky céc hoc
phan sau:

Mon thi Gig thi

1—

T6i xin chdp hanh nghiém chinh cdc quy ché€ trong phong thi
ba Lat, ngay ... thing .. ndm 200
NGUOI VIET BON

b. Luu vin ban trén vao 6 dia D véi tén 1a: TABSTOP.DOC

c. Trinh bay, trang tri vin ban vira nhiap trén nhu sau:

20



Bai gidng mon Soan Thao Vin Ban

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Ty do — Hanh phic
o

PON XIN PANG KY THI HOC PHAN

R T

Ngay thi: ..o,

KN @00 ...o.ooviiiiicceeeeeeeeeeeeee e

TO1 N ceeiiiiiiiieeeeeeeeeee Nam sinh: ...,
S6O CMND: ..o NEAY CAP: cveveeveeeeeeeeeeeeeeeees
Dia chi HEN 1aC:..cuiiiiiiiiicieeeee e
NGhE NERIEP: w.vvivieieeeeeeeeeeee ettt

La hoc vién ty do v6i nhitng mon hoc ty chon, tdi viét don nay xin ding ky céc

hoc phan sau:
Mon thi Gid thi

T6i xin chdp hanh nghiém chinh cdc quy ch€ trong phong thi

ba Lat, ngay .. thang .. ndm 200...
NGUOCI VIET BON

e Luu vin bén trén vao & dia D vdi tén 1a: TABSTOP.DOC
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II1. PINH DANG BULLETS & NUMBERING

C6 thé xdc dinh cic ky tu dic biét (Bulletes) hoic danh s§ thi tv (Numbering)
& dau cac doan.

- Chon cdc doan mudn dinh dang

- Thuc hién 1€nh menu Format/Bulletes and Numbering

Tab Bulleted: dé chen ky tu dic biét vao diu doan

Bullets"and Nombering 'E'
Bulleted | Hurmbered || Ctling Mumnbered || List Skwles |
. —— 0O L
Mone N e = e |
. —— 0O L
F A e ¥
S 3 ¥
F A -5 v
Reset I (4 I [ Cancel ]

Né&u mudn chon ky tu dic biét khic ta Click vao Customize...

ICustnmize Bulleted 55t

Bullet characker

o Font... @€ chon Font chi + . 4 = &

chtra cic ky tu dic biét
o Bullet... dé” ChQIl k}” tu [ Eont. .. ] [gharacter...] [ Picture. .. ]

Bullet position
Indenk at: (4,13 cm {ﬁ

dic biét can 1am Bullets

Text position
Tab space after;
4,76 cm 5] Indenbat: 47gcm [

Preview

!I

I (4 I[ Cancel ]
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Bai gidng mon Soan Thao Vin Ban
Tab Numbered

Bullets and Numbering w

Eulleted | Mumbered |Ogtline Mumbered | List Skyles

1. iy 1.
Mone 2. k)] 1.
3. 4 [,
B I h ii
= i ) iii
0. uj] d. i,
©Restat nbeing € Continue prevlous lst

I (4 l[ Cancel ]

Né&u mudn chon dang so thit ty khéc ta Click vio Customize...

o Number format : Pinh dang s6
o Number style : Chon dang s6
o Start at : Bit dau tir

- Click OK dé hoan tit thao tic dinh dang Bulletes and Numbering.

Ghi chi: Cé thé thyc hién nhanh thao tic ( e 1
dinh dang Bulletes and Numbering bing
- — urmber rorma

cich Click vao bi€u tugng Bullets *= hay I

Numbering = trén Formatting Toolbar. Mumber style:
1,23, . [v] Start at: |1 =

o Chon cdc doan muén dinh dang
Bullets hay Numbering

o Click bi€u tugng Bullets d€ dinh -
dang Bullets hay bi€u tugng TETXC_E;SDSS';”EI&EH
Numbering dé dinh dang 1.27 e = Indentat 127em [
Numbering. Preview

Mumnber posikion
Left [v] aligned ak: |0.63 cm {3}

1.

2_—

3.

| Ik | [ Cancel
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IV. PINH DANG COT BAO (COLUMN)

- Chon ch& do View/Print Layout. Chon khdi dit liéu cin chia cot

- Thuyc hién 1énh menu Format/Columns

P L
resets m
BRI
Cne Two Three Left Right
Mumber of columns: z
idth and spacing Preswvigw
col #: widths Spacing:
1: 737om S (1L27om
Equal column width
apply ko Selected ket ™

Preset: cic dang chia cot theo maiu.

o O O O O

Number of column: chon s6 cot theo § mudn.
Width and Spacing: Chiéu rong cia mdi cot va khodng cdch giita cc cot
Line between: c6 hay khong dudng gach phan cach gitra cdc cot

Equal column width: d6 rong ctia cdc cdt c6 bang nhau hay khong

- Click OK d& hoan tit thao tic dinh dang Column
Ghi chii: C6 thé thuyc hién nhanh dinh dang Column bing cich Click vao biéu

tugng Columns = trén Standard Toolbar.
» Column break (ngit cot)
o Dittrd tai di€m cin ngit doan
o Thuc hién 1énh menu Insert/Break
o Chon Column break
o Click OK dé ngit doan

4 St dung Column break khi mudn

chuyén ndi dung sau vi tri con trd
sang cOt mdi.

24
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Break bvpes
") Page break.

) Text wrapping break
Section break bypes

() Mext page

{:} Conkinuaus

{:} Even page

() 0dd page

L Ok I [ Cancel




Bai gidng mon Soan Thao Vin Ban
V.DINH DANG DROPCAP
‘ ’ iéc quy dinh ky tu dau clia mot doan nim trén nhiéu dong cla doan

goi la dinh dang Drop Cap.
- Dit trd trong doan can tao Drop Cap
- Thuyc hién 1énh Format/Drop Cap

Pasition
Mone Dropped In margin
Cpkions
Fonk:
MMI-Tirmes hd
Lines to drop: 3 3
Diskance Fraom kext: 0 cm 3
L K J [ Cancel ]

- Position: chon miu Dropped

- Font: Chon kiéu chif cho chit Drop Cap

- Lines to drop: S6 dong ctia chit Drop

- Distance from text: Khodng cdch gitra Drop Cap va vdn ban
- Click OK d& hoan tit dinh dang Drop Cap

- Khong tao dugc Drop Cap néu ky tu diu tién trong doan Ia
khodng tring.

- Né&u tao Drop Cap trong doan vin c6 dung dinh dang cdt bdo
(Column), cin chia cdt trude rdi tao Drop Cap sau.
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BAI TAP 05

a. Nhap tho noi dung vin ban sau:

Vui cuGi

L3I CON TRE

Ong ndi hiy nhim mit lai mot chit di.

Nhung d€ 1am gi vdy chdu?

M4 chéu néi riing chirng nao 6ng nhim mét bd chdu sé gidu to lam.
TRONG LGP HOC

C6 hai anh em hoc chung mot 16p, mdt hdm thay luan vin bdo:

Bai ludn viin vé con ché clia em gidng hét tirng chit bai ludn vin clia anh em, tai
sao?

Thua thiy vi & nha tui em chi c6 mot con ché thoi!

Hoa thom c¢é la

Ké nao cin nhic qué lau thi hinh thanh dugc rat it.

Schiller

Con dudng ciia tinh yéu chan that khong bao gid bing phing ca.

Shakespeare

Khong c6 gi trén ddi khi€n chiing ta phdi sg, chi c6 nhitng di€u chiing ta can phai
hiéu.

Marie Curie

Vin xu6i 100 chit

Dban 6ng di chg rat dé bi cdc c6 gdi ban hang “du khi”. Mot khi cdc c6 bdn hang da
dung chiéu “mat ngot ch&t rudi” thi trd gid cd nao cdc 6ng ciing dinh. Cho nén khi
di chg cdch tot nhat1a cdc 6ng nén né cdc ngudi dep cho chic dn!. Thudng thi mua
hang & cdc ba “xdn xdn” it bi du hon. Tuy nhién, ciing ¢ khi cdc ba hay xdch mé
ki€u “dan 6ng gi keo qud, trd gid nhu dan ba...”. Nhé lic d6 ché tu 4i hdo ma bi
can cau.

b. Luu vin ban trén vao é dia D véi tén 1a: COLUMN.DOC

c. Trinh bay, trang tri viin ban vira nhip trén nhu sau:
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Bai gidng mon Soan Thao Vin Ban

LOT CON TRE
Ong noi hiy nhim mit lai

mot chit di.

Vet cue

> Nhung d€ lam gi vay
chau?

» M4 chdu néi ring ching
nao dng nhim mit bd chdu
s€ gidu to ldm.

< Ké nao cin
nhic qua lau thi
hinh thanh dudc
rat it.

% Con dudng cua

gid bing phing
Schiller ca.
Shakespeare

TRONG LGP HQC

C6 hai anh em hoc chung mot 16p, mdt
hom thay luan vin bio:

> Bai ludn vidn vé con ché cla em
giong hét tirng chit bai luan vin cla
anh em, tai sao?

> Thua thiy vi & nha tui em chi c6
modt con cho thoi!

b

% Khong c6 gi

tinh yéu chéan trén doi khién
that khong bao ching ta phai

sg, chi ¢6 nhitng

diéu ching ta

cAn phai hiéu.
Marie Curie

VAN XUOI 100 CHU

aén ong di chd rat dé bi cic cd
gdi ban hang “du khi”. Mot khi
cidc ¢6 ban hang da dung chiéu “mat
ngot ch&t rudi” thi trd gid ¢ ndo cic
ong ciling dinh. Cho nén khi di chg
cach t6t nhit 1a cdc 6ng nén né cic

ngudi dep cho chic dn!. Thudng thi
mua hiang & cdc ba “x6n xon” it bi du
hon. Tuy nhién, cling c¢6 khi cdc ba
hay xdch mé ki€u “dan ong gi keo
qud, tra gid nhu dan ba..”. Nhé ldc d6
ché tu 4 h3o ma bi cidn cau.

d. Luu lai viin ban trén vao é dia D véi tén la: COTBAO.DOC
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Bai gidng mon Soan Thao Vin Ban 27
CHUONG 3 .
BANG BIEU (TABLE)

I. TAO TABLE:
- Pit con trd tai vi tri can tao Table
- Thuc hién I€nh Table/Insert/Table

(Insert Table =

Table size
Mumber of columns: E| =
Mumber of rovws: 2 -
BukoFit behavior
(%) Fixed column width: Auko 2

{:} AutaFik bo contents
() AukoFit ko window

Table style: Table Grid AukoFarmat, ..

[ ] remember dimensions For new tables

L Ok J I Cancel I

o Number of columns: sd cdt cia Table
o Number of rows: sd hang clia Table
- Click OK d€ hoan tat
Ghi chii: C6 thé thyc hién nhanh viéc tap mot Table bing cich Click vao biéu
tugng Insert Table 3 tren Standard Toolbar.
II. PO RONG COT VA CHIEU CAOQ HANG
- Di chuyén chudt trén nhitng dudng phan cich cot, hang trong Table d€ xic

dinh d6 rong cot va chiéu cao hang.
- Trén Ruler xuit hién cdc bi€u tuong thé hién dudng phan cich cot, hang. Di
chuyén chudt trén cdc bi€u tuong nay d€ thay ddi do rong cot va chiéu cao

hang.
1 i B34 -5-1-5-k8-163-|

\/

phin cach
\L cht

phin cach
hang

I11. CACH NHAP DU LIEU TRONG TABLE
- Di chuyén con trd 1én 6 phia trén: 4
- Di chuyén con trd xudng 6 phia dudi:
- Di chuyén con trd sang 6 bén phai: Tab

- Di chuyén con trd sang 6 bén trdi: Shift + Tab
- Né&u dang & 6 cudi cuing, phim Tab c6 tic dung thém mdt hang mdi
- Né&u mudn dinh dang Tab trong mot 6 phdi go Ctrl + Tab
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IV. CACH TRINH BAY DU LIEU TRONG TABLE

Chon hang st dung 1énh Table/Select/Row

Chon c6t st dung 1énh Table/Select/Column

Chon toan bd bang tinh st dung 1énh Table/Select/Table

Pinh dang Font, Paragaraph trong 6 c6 thé thuc hién thdng qua cic bi€u
tugng trén Formatting Toolbar.

Canh dit liéu trong 6 theo chiéu ding biing cach st dung biéu tugng Align
trong thanh cong cu Table and Border

4 =

Tables and Borders

* X
- w-Z- @& @3- E-EE Ak 4=

H==
===
===

Dé thay ddi huéng chif ta thyc hién 1énh menu Format/Text Direction hoic
st dung bi€u tugng Text Direction trén thanh cong cu Table and Border

V. TRANG TRi BANG BIEU

St dung thanh cdng cu Table and Border
1. Vién khung Table

4 =

Tables and Borders

RN

4
i
==
Ed
DI}
v
b

ﬂ

< 1,.57£v

2. Té mau nén cho Table

Chon 0, hing, cot, table cAn thay ddi vién khung
Chon dang dudng ké tai Line Style
b0 rong dudng ké tai Line Weight
Mau dudng ké tai Border Color
Dang vién khung tai Border

28

Chon 6, hang, cot, table cian td6 mau nén
Thyc hién I€énh menu Format/Borders and Shading/ Shading hoéc Click
biéu tugng Shading Color chon mau nén [ -

ro Fill

Mare Fill Calars, .,




Bai giang mon Soan Thao Van Ban 29

VL. THEM MOI HANG, COT, O VAO TABLE
- Dattrd tai vi tri can chén

Tahle | Window  Help
- Thuc hién 1€nh menu |[# Draw Table
Table/Insert | Insert » | = Table...
o Chon Rows Above chen Delete b | B Columns to the Left
(dong phia trén) hodc Rows Select b | ¥ Calumns ta the Right
Below (dong phia du6i) 22l Rows fhove
dong hién tai. B soit Cels... =8 o Relow
o Chon Columns to the left Splt Table =8 .
(cOt bén trdi) hodc S
Columns to the right (c6t bén phai) cdt hién tai.
o Chon Cells... d€ chén 6.
o Chon Table... &€ chén bang biéu.
VIL XOA HANG, COT, O, TABLE |
N ... A " Tahle | Window  Help
- Dbattro tai vi tri can xoda n
raw Table
- Thuc hi€én Iénh menu Table/Delete —_— ,
o Chon Table dé xo4 bang bi€u -
o o Delete 3 | Table
o Chon Columns dé€ xoa cot
PN Select v Columns
o Chon Rows dé qxoa hang B Merge Cells A o
o Chon Cells... d€ xoa 6 B st Cells... T Cals

VIIL. TRON O
- Chon cdc 6 lién ti€p nhau can tron
- Thyc hién Iénh menu Table/Merge Cells hoic Click bi€u tugng =
IX. TACH O (CHIA NHO 0)
- Pt trd tai 6 mudn tich
_ Thyc hién 1énh menu Table/Split Cells hoic Click bi€u tugng ==
X. TACH TABLE
- Dit trd tai dong cin tich sang Table mdi
- Thuc hién 1€nh menu Table/Split Table
XL S};P XI:]’P DU LIEU TRONG TABLE
- Chon khdi dit liéu can sip x€p

-

. Sark by A
- Thuc hién 1énh menu Table/Sort calumn 1 | Topet[Text [ %E_:;::EEQ
o Click chon Header row . 1
: j . IUsing: |Paragraphs il
o Sort by: Khoa sap x€p chinh Then by o
. < n 1 , 1 Bzcending
o Then by: Khod sap xép phu S M) Tve: | Number | )] =~ e ccending
o Type: Ki€u dit liéu dugc sip || My list has e :
pe: ' Te DO Header row @ Mo header row:
x€p (Ki€u ky tu: Text, Ki€u so:
Lo . 2pkions. .. L K J [ Cancel
Number, Ki€u ngay: Date)

o Ascending: Sip x€p ting dan, Descending: Sip x&p gidm dian
Click OK d€ hoan tit thao tdc sip x&p dif liéu trong Table
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BAI TAP 05

a. Nhap tho noi dung vin ban sau:

THGOI KHOA BIEU

LOP:

Ngay Tha Tha Ba | Thit Tu | Tha Tha Tha Chu
Gio Hai Nim Sdu Bdy Nhat
07230 —
09230
09230 —
11g30
11g30— | NGHI
13230
13230 —
15g30
15230 —
17g30
b. Luu vin ban trén véi tén la: D:\Table.doc

c. Trinh bay, trang tri viin ban vita nhiap trén nhu sau:

THOI KHOA BIEU
LOP: e

07230 — 09g30

0930 — 11g30

11g30 - 13230

13230 — 15230

15230 — 17g30

d. Luu vin ban trén véi tén la: D:\Table.doc

e. Dong file Table.doc
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f. M¢ file Table.doc tif 6 dia D:

g. Thém vao vin ban:

1. Nhdp thé ngi dung vdan bdn sau:
UBND TINH LAM PONG

TRUNG TAM PTBD TAI CHUC
@3

KET QUA KIEM TRA

31

LGP:

STT | HO & TEN | PIEM TONG | XEP LOAI
WIN WORD | EXCEL

1 Tran A 7 9 7

2 Nguyén C 8 7 4

3 |La Ting 10 9 10

4 | LeéTau 5 4 3

5 | Pao Hit 8 8 9

2. Luu vdn bdn trén voi tén la: D:\Table.doc
3. Trinh bay, trang tri van bdan vita nhdp trén nhu sau:

sG NOI VU TINH LAM PONG
TRUNG TAM PTBD TAI CHUC
(CZ{ RS

HO & TEN

KET QUA KIEM TRA

| 10 ) 23T

XEP LOAI

Tran A

Nguyén C

L3 Tung

Lé Tau

bao Hat

4. Luu vian ban trén véi tén 1a: D:\Table.doc
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CHUONG 4
HINH VE

1. VE HINH - TAO POI TUGNG
St dung thanh c6ng cu Drawing

- Nhip bi€u tugng Drawing trén thanh Standard Toobar s€ c6 tic
dung hién (hoic tit) thanh Drawing Toolbar
Drawing v

1. Menu Draw

E Group
I{_’_“I Ungroup
ﬁ Regroup
| cb ' | I3, Bring ko Front
e @1 sendto Back
bludge d [d; Bring Forward
align or Distribute 3 [y Send Backward
Rotate o Fiip g :‘T_j Bring in Fronk of Text
B8 TextWrapping g —h Send Behind Text
Change AutosShape 3
Set autoshape Defaults I - %
praw~[l; agoshapes N N DO E d @@ d-L-A-===0 @

- Group: nhém hai hay nhiéu ddi tugng dudc chon

- Ungroup: bé nhém, Regroup: tao lai nhém

- Bring to Front: dua ra phia truéc mot ddi tugng khic
- Send to Back: gtii ra phia sau mot déi tugng khac

- Bring in Front of Text: duva ra phia truGc vin ban

- Send Behind Text: dua ra phia sau van ban

2. Select Object
. Chon d6i tugng :
| Rotate or Flip 3 |
3. Free Rotate IE {#: Free Rotate
i . Text Wrapping 3 5
@ FreeRotate Xoay d6i tugng 42 Rokabe Left90°
"k Rokate Right 90
Al Flip Horizontal
Change Autoshape L
= Flip Vertical
Set AutoShape Defaulks F
Draw = | L;  AutoShapes = > w [ O & &l i (8]
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AutoShapes (V& hinh theo miu)

§3‘ Lines r

;‘ﬂ Copneckors »

|E}l Basic Shapes » |
% Block Arrovs » e <>
T Flowchart ] o O s
;;I ;t d B © {:} [:] D

ars and Banners 3
= 0O 0
% Callouts k @ =
Drawing ﬁ Maore AutoShapes. .. 0O R [:Iz
praw = b ||futoshapes - [N\ N T O~ (143 0O
14 %

3. Line

N ove doan thing
- Kéo mouse d€ vé doan thing
- Giit phim Shift + Kéo mouse: V& doan thing c6 géc la boi s6 cda 15°
- Giit phim Ctrl + Kéo mouse: V& doan thing 14y diém dit cia mouse lam
tam

4. Arrow —_
*ove dudng thing c6 miii tén
Céch vé tuong tu nhu vé doan thing

5. Rectangle

[ V& hinh chit nhat

- Kéo mouse d€ vé& hinh chi nhat

- Gilf phim Shift + Kéo mouse: V€ hinh vudng

- Gift phim Ctrl + Kéo mouse: V& hinh chit nhit 14y di€m dit clia mouse 1am
tam

6. Oval

© Ve hinh Ellipse, Oval

- Kéo mouse d€ vé Ellipse, Oval

- Gilf phim Shift + Kéo mouse: V€ hinh tron
- Giit phim Ctrl + Kéo mouse: V& hinh tron 18y diém dit cda mouse lam tim

7. Text Box
£ Vé h@p chir Text Box

Noi dung trong Text box c6 thé di chuyén dit & bat ky vi tri
nao trén trang soan thao.
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8. Insert WordArt

4 T4 chit nghé thudt w&nw _,n\\rflj

a. Tao chif nghé thuit
- Nhip biéu tugng Insert Word Art (Menu Insert > Picture = Word Art)
- XuAthién WordArt Gallery

Wurdﬁ rt Gallery W

Select a ‘Worddrk skyle:

Wordart | yordA! wordar, Wordart Woraar

Wordilzt| WordArt | WordArt| vor a2 | Wordirt
w wordar ||-WordArt| WOrd At h
wordaet WordAve| WordAet | it | wmandi!

v o e

K l[ Zancel ]

SICRTTETT UEEE T LT ]

ARy v ~-BhonR

- Chon mot miu trong WordArt Gallery, Nhip OK
Xudt hién hop thoai

.
Edit WordArt Text

) Font: Size:
- Font: Chon ki€u chir -
' T YNL-TT B ||
_ Size: kich thuéc T:;:NI fimes e] [ 35 [oe] [ @]

Text: GO vao ndi dung

Nhap Noi Dung

b. Hiéu chinh ST =
- Click chon chit WordArt

- XuAat hién thanh Tool bar WordArt

Wordhart *

Al edieText.. | Wy A B R R E N

4 Insert WordArt: Chen chit nghé thuat

EdtText Edit Text: M hop thoai Edit WordArt Text dé€ hiéu chinh néi dung
hodc chon font chir khac.

4 WordArt Gallery: M3 WordArt Gallery chon miu khéc

7 Format WordArt: Pinh dang WordArt
34
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Fnrmat WordArt 1

m| Size | Layout Weh
Fil
Transparency: (€] (3] o B
Line
Colar: |:|[v] Shyle:
Dashed: _[v] YWeight : 1.5pt {:}
Arrows
Beqin skyle: End skyle:
Begin size: End size:
[ (8] 4 ] [ Cancel

A WordArt Shape: Chon ki€u nghé thuit
Wordart v

A | EditText... | %j@ i 8 EN

vl b PR N P WA AR A
S (wraawmp e

rAdAV oSN N

@ FrezRolste Free Rotate: Quay chit WordArt
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H Text Wrapping: Quy dinh cich thé hién cla cic ddi tugng (hinh dnh...) vdi
ndi dung van ban.

Wordart X * ;
Al Edetext.. |5 %y Al i pr = v - In Line With Text: doi
tugng cung dong v6i ndi dung.
In Line With Text PIE Cung A,.g ’ 8
- Square: doi tugng
] Square 3 N : ~
_ nam trong vung ~1 trong
b Tioht chit nhiat ndi dung thé hién xung
(= Behind Text
quanh.
b 1nFront of Text - Tight: gidong Square...
[ Top and Bottom - Behind Text: d6i tugng nim
B Throush &n du6i ndi dung.
T]  Edit Wirap Points - In Front of Text: doi tugng

nam de 1én trén ndi dung...

A4 WordArt Same Letter Heights: Chit in va chit thudng c6 cling chiéu cao

- iy
L

WordArt Vertical Text: Xoay noi dung trong hinh WordArt tir chiéu ngang
n sang chiéu doc

(28

chuy

WordArt Alignment: Canh 1€ ndi dung trong hinh WordArt.

= WordArt Character Spacing: Khodng cdch gitta cic ky ty trong hinh
WordArt

Clip Art v X |
11. 1 Clip A o
- Insert Clip Art Search Far:
8 Chen hinh 4nh vao vin ban
Search in:
a. Chen hinh Selected callections hd

< 9 c e A N N Results should be:
- battro Text tai vi tri can chén hinh

- Nhip biéu tugng Insert Clip Art (hodc goi
Menu Insert - Picture - Clip Art...)

All redia file bypes ™

Y
- Nhe“Ep chon Nt Set\zch (Go) I =
- Nhap chon hinh can st dung kéo vao vian ban -
b. Hiéu chinh
- Nhip chon hinh
* Thay doi kich thuéc g
W

|_§| Crganize clips...
03 Clip art on Cffice Online

@) Tips For Finding clips
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* Cdc hiéu chinh khdc

- Nhip chon hinh = Xuat hién thanh Tool bar Picture

Picture

RN e IR TR TR o <

*

=EHdE% ¢ %9

1. & Insert Picture: Chen hinh
D, Wi Image Control: Chon cich thé hién mau trong hinh vé
Automatic: mau mac dinh
Grayscale: P3i mau hinh vé thanh thang xdm
Black & While: D6i mau hinh vé thanh dang den tring
Watemark: D6i mau trong hinh vé vé dang mau nu6c (md)

. More Contrast: Ting do tuong phin

ol

Less Contrast: Giam do tuong phan

. I More Brightness: Tang d§ sdng

. R Crop: Cit xén hinh vé
. 42 Rotate: Xoay hinh
. = Line Style: Dang dudng ké

3
4
5
6. “! Less Brightness: Gidm do sing
7
8
9

10. ~& Compress Pictures: Nén hinh

11. ™ Text Wrapping: Céach thé hién hinh vé trong vin ban

12. % Format Picture: binh dang hinh vé

13. ¥ Set Transparent Color:
+"‘" . k . pd A ?
14. 4 Reset Picture: phuc hoi cac hiéu chinh

, s

37

Chii $: N&u chén hinh chim dudi cdc dong vin bdn Text thi cAn phdi gidm
d6 sang cta hinh trugc khi chén chim.

12. Fill Color
T6 mau cho mdt khdi kin
- Chon d6i tugng

- Nhip miii tén canh déi tugng Fill Color

- Chon mau can to

Mo Fil

More Fill Colors. ..

Fill EFfects...
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* To mau co hiéu ing

13.

14.

15.

38

- Chon d6i tugng

- Nhip miii tén canh ddi tugng Fill Color

- Chon Fill Effec

ts...

et

Colors

Fram

Tao:

O ve

Gradient | Texture | Pattern | Picture

) One colar Preset colars: oK
) Two colars Early Sunset [v]

Transparency

Shading styles YWarianks
(%) Horizantal

) Diagonal up
) Diagonal down

) From corner -
) From center

Rotate Fill effect with shape

Zancel

Il

: [<]||||| [}] 0% {:}

[<]||||| [)] 0% {3}

Sample:
rkical

Line Color

= Chon mau ch
Font Color

o dudng ké

T Chon mau cho chit

Line Style

14 pt
1% pt
E
1pt
114 pt
21 pt
Jpk —
4145 il
6 pt I
Jptk

414 pt

414 pt

& pt

Mare Lines. ..

Chon dang dudng ké (dudng vién)
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16. Dash Style

++++++++++++++++

................ eecccccccccccc)

_—_—>

I = EEE——— _I_I_>

Mare Arrows, .,

JE 49 | Chon dang dudng miii tén

18. Shadow
| Noshadow |

m -l /\
L 'p N
wm G -E B
e EE
EEmE

Shadow Setkings. ..

- Chon hi€u tng bong md
19. Khong gian 3D

& ¢

cosa
S8 @ -

J‘j | Chon dang 3D
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* Soan thdo van bdn Text trong cdc doi tuong
- Nhip chon d6i tugng can thém
- Nhip phdi mouse 1én ddi tudng = chon Add Text
- G0 vao ndi dung vian ban

II. XOA HINH - LOAI BO POI TUGNG
- Nhip chon d6i tugng cian xo4
- Nhén phim Delete
BAI TAP 08
1. Xay dung so d6
TO CHUC CAC BO PHAN BEN TRONG MAY VI TINH

Thiét bi truyén tin
7'y

A\ 4

4 N

Bon vi xt ly ’
Thiét trung uong Thiét
bi g bi/
nhap il xuat
B6 nhé chinh

[ 4

Thiét bi nhap xuat

A 4 Internet

B6 nhé phu ADSL
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CHUONG 5
MAIL MERGE - THU TRON

I. MUC PiCH
Soan th3o cdc bifc thur ¢6 cling ndi dung d&€n nhi¢u ngudi khac nhau ma chi thay
ddi cdc thong tin lién quan dén ngudi dugc géi.
II. QUY TRINH THUC HIEN MAIL MERGE
1. Chuén bi:
a. File dit liéu ngudn (Data Source)

- Tao mot bang dit liéu bing Table clia Word hoic bang tinh Excel
+ Dong dau tién cla bang 1a cdc Field (trudng)

+ Cé4c dong ti€p theo 1a cdc Record (miu tin) @ield (Tr u‘b’ng)j
- Save file dit liéu ngudn

Chii 3: File dif liéu nguén ——0tEN Ngay sinh Baleln
Trin Vin A | 17/12/1981 | Pa Lat

nim trong mot file chi chita ~ : —
duy nha' bang dif lidu. Nguyén Thi An 420/05/1977 Bao Loc

b. Mau thu (Main Document) E —
- M4 mot file mdi tao mAu thu theo yéu ciu Record (Mau tin) j

2. Tron thu
a. M¢ thanh cong cu Mail Merge
- Vao View -> Toolbars -> Mail Merge

Mail Merge v

AE 2 B O msetwordrelds |52 B 5@ (K 41 b WG D Dk B by

b. Chon File di¥ li¢u ngudn
-4 Open Data Source

Select DMata Source E W
Look in: e Local Disk (C1) [v] @-3 | Q X i £ - Tools-
— @Ducuments and Settings
_.J |iDownload

My Recent I Downloads

Dacuments ui'llnetpul:u

[CT)Program Files

|_ RECYCLER

Deskiop ICS)5martSound Software
Syskerm Yalume Information

I WINDOWS

LE-I danhsach

I

=

2

My Docurnents

'_)*g File name: [v] [ e SOUFCE, .. ] l pen l
My COMPULEY | Files of type: | all Data Sources [V]

o
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- & Mail Merge Recipients: Xem, tuy chinh danh sach.

Mail' Merge Recipients

To sark the lisk, click the appropriate colurmn heading, To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buktons to add or remove recipients from the mail merge.

Lisk of recipients:
| Ho_tén | Hhgay_sinh | Bia_chi

Tran Wan & 17/12/1981 B4 Lat
Mguy&n Thi &0 20/05/1977 Bdo Lc
[ Select Al ] [ Clear All ] [ Refresh ]
Find... TN | validate |

c. Chen cac Field (truong di liéu)

- Pit con trd tai vi tri cAn chén chon = Insert Merge Fields --> Chon
truong --> Insert...

. Insert’Merge Feld 'XI

Inserk:
() address Fields (%) Database Fields
Figlds:
o kén
Moaw_sinh
Bia_chi

[Matu:h Fields...] I Insert I [ Cancel ]

B 2 @InserthrdField' pgiE - H 4 1 oM G2y By By \

d. St dung thanh Toolbar Mail Merge

j’fﬁég InserthrdFiEld*iﬁ?%%@ M 4 1 2 H%%’m%ﬁdﬁ

Lo

- # View Merge Data: Xem, tron mAu tin hién hanh.

S T R » M Go to Record: Di chuyén d&n miu tin dugc chon.

- "2 Find Entry: Tim ki€m mAu tin.

-2 Check for Error: Kiém tra 15i

oW Merge to New Document: Tron tat ca
cdc miu tin xud't ra mot file mai.

- 5= Merge to Print: Tron ra mdy in. O Current record
) Eram: | | To | |

I (04 I[ Cancel ]

Vi du: Soan thio Gidy Bdo Dy Thi d€ g&i dén cic
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thi sinh

1. Chuén bi:

a. Tao File dif liéu ngudn (Data source)

STT | HO TEN | NGAYSINH | QUEQUAN | DIACHITHI

1 Vo Thi Minh Yén | 22/10/70 Sai Gon Pai hoc Nong Lam

2 Do Qudc Anh | 29/03/69 Ha Noi Trudng Hong Ha — BT

3 Luu Thi Thdi | Hién | 03/07/80 Lim Pong | Pai hoc Nong LAm

4 Vo6 Thanh Minh | 10/10/72 Quing Ngii | Truong PTTH Lam Son

5 DPinh Thi Nhi | 16/07/83 Long An Trudng PTTH Nguyén Du
Hoang

- Luu file dit liéu ngudn vao D:\data.doc
b. Miu thu (Main Document)

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HOC NONG LAM Péc ldp — Tu do — Hanh phiic
[CZ{N}YSY o

GIAY BAO DU THI

Ban gidm hiéu trudng dai hoc Nong 14m Thanh phd Ho Chi Minh thong bdo dén
Thi sinh: Sinh ngay:

Thudng tra tai:

Piing 8 gid 00 phiit ngay 06/07/2001 c6 mit tai hoi dong thi:

D& nghe phd bi€n quy ché ky thi vao dai hoc nim hoc 2001 — 2002

Khi di nhé mang theo ddy dii gidy bdo du thi, gidy chitng minh nhéan déan va cdc gidy to cé lién quan.

Hié¢u trudéng Truong Pai hoc Nong LAm

» Budc 1: MG thanh cong cu Mail Merge: (View -> Toolbars -> Mail Merge)

Mail Merge *

aE | D 2 3 msetwordrield- | 52 3 958 W 41 b ME D S B L3
> Buéc2: & .. Chon File dit liéu nguén 13 D:\data.doc

> Buéc3: 2 .. Chén cic Field (trudng dit liéu) vao mau thu.
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BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUGNG PAI HOC NONG LAM Péc ldp — Tu do — Hanh phiic
(CZ{E}YS) o

GIAY BAO DU THI

Ban gidm hiéu trudng dai hoc Nong 14m Thanh phd HO Chi Minh thong bdo dén
Thi sinh: Nguyén Thi Tuyé&t Hanh Sinh ngay: 10/12/80

Thudng trd tai: Hué&

Diing 8 gid 00 phiit ngay 06/07/2001 c6 mit tai hoi dong thi: PHKT

D& nghe phd bi€n quy ché ky thi vao dai hoc nim hoc 2001 — 2002

Khi di nhé mang theo ddy dii gidy bdo dy thi, gidy chitng minh nhén dan va cdc gidy to cé lién quan.

Hi¢u truéng Truong Pai hoc Nong LAm

BAITAP 07
Tao gidy x4c nhin cho cic hoc vién sau:
STT HO TEN | N_SINH | NOISIN LOP | DIEM | XEPLOA
H I

1 Nguyé&n Thi Tuy€t | Hanh | 10/12/80 | Hu& PDHKT |7.2 KHA
2 Lé Thanh Trung | 02/03/70 | Pa Ning | TCNH | 6.5 TB
3 Ly Phuong Nam | 20/10/78 | Ha Noi CDTIN |54 GIOI
Véi miu thu:

TRUNG TAM TIN HOC THUC HANH

| GIAY CHUNG NHAN |

i Hoc vién : i

\ Nam sinh : Noi sinh : i

| Hocldp: i

| Da qua ky thi cudi khod dat di€m : i

| Xéploai: i

| Tp. H6 Chi Minh, ngay ... thang ... nam 200 ... |

N Giam doc Trung tAm Tin hoc s
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CHUONG 6

45

MICROSOFT EQUATIONS

Microsoft Equations 1a mdt chuong trinh phu trg ciia Word gitp ching ta trinh
bay dé dang cdc bi€u thifc todan hoc, biéu thitc khoa hoc theo titng miu cho trudc.

I. CHEN MICROSOFT EQUATION
- Pt trd text tai vi tri cAn tao cdng thifc todn hoc

- Goi Menu Insert - Object 2> Microsoft Equation 3.0

Microsoft Equakion 3,0

Microsoft Excel Chart @

Microsaft Excel Warkshest

Microsoft Graph Chart [ ] Display as icon
Microsoft PowerPoint Presentation

Micrasaft PowerPaint Slide [V]

Resulk

n Inserts a new Microsoft Equation 3.0 object into
Em wour docurment,

ﬂhject W
Create Mew | Create from Eile
Ohject bvpe:
1, River Yisstudio3D Conkral [A]
Media Clip

I Ok l [ Cancel

]

Clta s& Equation dugc thé hién thong qua hai thanh phin 1a viing viét bi€u thitc

va thanh cong cu Equation

Ving viét Thanh cong
F/.—"/.—"/.—"/.—"/.—"/I".—" /.—"/.—"/.—"/E bié')u thl/I.C Cl.l Equation
<z | jab | FEE | +e@ |2l 93 BENC | Acef | AwA A
| 50T | £ D Zozo | Jods Do = QU | 58

- Vung viét bi€u thitc d€ soan thdo cong thic

Thanh cong cu Equation gdm cdc miu dudc tip hdp thanh tirng nhém, mdi

nhém gom bi€u tugng nhém d€ chon miu trinh bay cho cdng thifc.
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N1 - Relational
Symbol

< E =

I
I

H & L
m %=

1
Il

&

N5 - Arrow
symbols

|+-:::-J,

— — 3

T 11

= = &

T4 1
=

46

N2 - Spacesand N3 — Embellishments

ellipses
i K E
i &b ab i & ¥
ababab SN
- i §
i E
BPEE
B @
PR
N6 - Logical N7 - Set theory
symbols symbols
w3 | enc |
I.I .I. E E
3 3 L4
Gl Un
W L
=
F I

N4 — Operator
symbols

+ « (=

+ +

N8 - Miscellaneous

symbols

dcaf

d & o0
3 R X
P
£ o "
|
= I I
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N9 - Greek N10 - Greek N11- Fence N12 - Fraction

characters characters Templates and radial
(lowercase) (uppercase) — templates

Awh D (o) B 40
ol Il

)

| ||

B X A [ T O
# T H V& S
E A M
i TT &=
T ¥
= ¥ =2

¥

L]
— = =

A
1
K
u
&
T

(= = R T =

O = A T i

= 4 8 = 3
N T T w R

L

N13 — Subscript  N14 — Summation N15 - Integral N16 - Underbar
and superscript templates templates and overbar
templates —_— —_— templates

= TiE
i

SR
¥

1
T
1

N17 - Labeled N18 — Products and N19 - Matrix
Arrow templates set theory templates templates

= e II U

IE: I
Ir: I
U:y

Trang 47



< < eq R , e A -
- Nhap mouse ra ngoai bi€u thic dé tr§ vé clra sO van ban

IL. HIEU CHINH
Nhip ddp vao bi€u thic, clra s6 Equation hién ra, ti€n hanh hiéu chinh, khi hiéu
chinh xong = Nhip mouse ra ngoai bi€u thiic d€ trd vé cita sd vin ban

IIL. XOA BIEU THUC
- Nhip mouse I&én biéu thifc cAn xo4

- Nhén phim Delete

BAITAP 09

X4y dung cac cong thi'c sau:
1. z=x.y—(y2+x2)

2. y —4y +3y=0

3.

J~ 4x* +2x+5
(x+2)(4x> +1)

4 ( 1+n jx,,
=\ l+nlnn

w» 12003
5. Z 1( 1) x"

" 2003 _2003.1n 7
{ICOS’“ khi x # 0

0 khi x=0

8. 1=j1+

L ﬂl-f—yz

dy—{y+%ez In(y ++/1+ y* |dx

2
9. y:x1+—j voix >0
x

10.  (1+x°)dy —2xydx = 4 y(1+ x*)arctgx dx
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CHUONG 7
TRINH BAY TRANG IN & IN VAN BAN

I. Tim ki€m va thay thé
1. Tim ki€m
- Thuc hién Iénh Edit/Find

Find dand Replace TE

Find |F{eg|au:e " Go To |

Find what; |

Highlight all items Found in:

Main Document M [ More ¥ JI_Eind &l I[ Cancel ]

G6 tir can tim vao Find what
- Click Find Next d€ tim
- Click Cancel néu khong mudn tim ti€p

2. Tim va Thay th&
- Thuc hién 1é€nh Edit/Replace

Find dand Replace T 1
Find Replace | Go To |

Find what; M
Cptions:  Search Down

Replace with: |

[ More ¥ ] [ Replace ] [Replace all J I_Einu:l Mk I [ Cancel J

o G0 tir can thay th€ tai Find what
o Go tu dugc thay mdi tai Replace with
- Click Find Next d€ tim tlf cAn thay th&
- Click Replace dé thay tuin tu, Replace All dé thay tit c4, Cancel dé ngirng
khong thay thé.
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II. PINH DANG TRANG IN (PAGE SETUP)

- Viéc quy dinh kich thuéc moi
trang gidy (c6 nhiéu loai gidy in
khac nhau), chira 1€ cho mdi trang
goi la dinh dang trang in.

- Thuc hién 1&€nh File/Page Setup

Tab Margins

- Top: L¢ trén trang in
- Bottom: Lé du6i trang in

- Left: L& trdi trang in
- Right: L& phéi trang in

- Header: Lé tiéu dé dau trang
- Footer: L¢ tiéu dé chan trang
- Orientation: Huéng in
o Portrait:
o Landscape: chiéu ngang

chiéu doc

*y

Page Setup wafr
Margins | Paper Layouk
Margins
Top: {ﬂ Eotkorn: |1.5 cm {3}
Left: 3om ) Right: |2 cm )
Gukter: 0 crin {ﬁ} Gutter position: |Left [V]
Crrientation
A)
Porkrait Landscape
Pages
Mulkiple pages: Morrmal [v]
Presvigw
Apply ko =
Selecked sections [VI =
——

Tab Paper
- Paper size: Kho gidy in (chon A4)
Page Setup
Margins || Paper || Layout
Paper size:
A4 210 % 297 mm |~]
width: 2lem (3
Height: 29.7 cm |5

Paper source
First page:

Default kray (Sheet Feeder)
Sheet Feeder

Pressiew
Apply bo:
This seckion

Prink Options. ..

]

Qther pages:

Default bray (Sheet Feeder)
Sheet Feeder

Default,..

l [ Cancel
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III. TIRU PE PAU TRANG & CHAN TRANG

- Thuc hién lénh View/Header and Footer

Insert AukoText + A B F o & E & 5, | ose

» G0 vao ndi dung cia Header

> St dung c4c bi€u tuong Insert Page Number, Date, Time, ... (néu cdn)

> Click bi€u tugng Switch Between Header and Footer d€ chuyén dén
Footer

Insert AutaText ~ A M ER O | W E4|§ S, | Close

Switch Between Header and Fu:u:uter|

- Click Close dé hoan tit viéc tao tiéu dé ddu va chan trang

III. IN VAN BAN
1. Xem nhanh viin ban trudc khi in
- Thuc hién 1énh File/Print Preview

T§'GT_Word (Preview) - Microsoft Word

File Edit ‘Wwiew Insert Format  Tools  Table  Window Help  wietSpell

= EE 20% ' ES = QDSEE

Mo zazzzotmt1atz10e 6 42 [0 [r)

&

E| = [{_] 1]

Page 54  Sec 7 5358 AL 13.7cm Ln 2 ol t REC TRE ExT ovr (33

- Click Close dé thoat ch& @6 xem vin ban truéc khi in
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2.In viin ban
Thuc hién 1€nh File/Print

52

Printer

ame: % EPSON Stylus COLOR 860 ™
Skatus: Idle Find Prinker ..,
EPSOM Stylus COLOR 860

Twpe:
where:! LPT1: [ ] Print ko File
Comment: [ ] Manual duplex
Page range Copies
G all Murber of copies: =)
{:} Current page {:!' Selection '
() Pages! Collate
Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12
Print what: | Document | Ean

) — Pages per sheet: 1 |
Prink: | 8l pages in range :V] R Page l i

Scale to paper sizet | Ma Scaling |v}

opions. .. i [0]4 l [ Cancel J

> Page range
= All: In tit cd cdc trang
» Current page: In trang hién hanh
= Page: In trang dugc chon
= Selection: In viing dugc chon
» Copies
= Number of copies: sd bin in
Click OK dé thuc hién in
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Bai tap tong hdp 1: nhap va trinh bay vin ban sau, luu vao & dia D véi tén

thongbaothue.doc
TONG CYC THUE CONG HOA XA HQI CHU NGHIA VIET NAM
CUC THUE TiNH LAM DONG Poc Lap - Tv Do - Hanh Phiic
So:.../... >Oeb

THONG BAO NOP THUE GTGT

Thang........ nam 200...

(Lan thong bdo: .......... )
= TN AOMN VI it e et e e e e e e e e e e ee e e e s e e e e erraneeeeees
S O ) F: 1o 1|
- CAD: v Chuong: .......c.co........ | FCY: S E Khodn:......c..c........

- Cin ctf vao td khai thu€ GTGT thang...... nim 200.... ctia don vi. Cuc thué
thong bdo sd tién thu€ GTGT don vi phdi ndp thang nay nhu sau:
Pon Vi: Pong VN

CHI TIEU THUE GTGT

S& thu€ ky trude chuyén qua.
+ Nop thi€u.
+ Nop thira hoic chua khiu trir.

S6 thué phat sinh thing nay.

Cong s0 thu€ phdi ndp thdng nay.

S6 thu€ da ndp trong thing.
S6 thué€ dudc hoan tra.

S6 tién phat chAm nop.

Téng so tién thué, tién phat phai ndp.

> Yéu ciu cd s§ ndp tién theo thdng bdo trén day vao kho bac nha nudc........
........................................................................... 121 KhOAN SO...veevevieeceeceeceeeeeeeea
Han ndp trudc ngay.......... thing ......... ndam 200.....

Ngay....... thang ...... ndm200..
Cuc truéng
(ky tén, déng ddu)

~Chiic cdc ban thanh cong
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Bai tap tong hgp 2: nhip va trinh bay vin ban sau, lvu vao & dia D véi tén
hopdongkinhte.doc

CONG TY XNK VTKT X CONG HOA XA HOI CHU NGHIA VIET NAM

So:........ /HPKT Poc Lap - Tu Do - Hanh Phiic
wles k)

HOP DONG KINH TE

“V/v mua ban hang hod”

= CAM O ettt ettt ettt e e s e e e

HO6m nay, ngay.....thdng...... ndm 200..... tal..ccceeeeeerieennnnns chiing t6i gdm c6:
4 BénA : CONG TY XUAT NHAP KHAU VAT TU KY THUAT X

Ong (DA e ChUC VU oo

T 1) o | TR

(Sau ddy goi tdt la bén A)
+ BénB : CONG TY TRACH NHIEM HUU HAN Y
Ong (BA): e ChUC VU oo,
| T 1) o | TR
(Sau day goi tdt la bén B)

Sau khi ban bac hai bén thong nhdt ky hop dong bén B lam dai ly tiéu thu
cdc loai hang cho bén A véi cdc diéu kién sau:

PIEUI: BEN A BAN CHO BEN B:

Tén hang S6 lugng Thanh tién | Ghi chi

Mdy Tinh

Ti Vi

TG Lanh

Tong So

PIEU II: TRACH NHIEM CUA MOI BEN.

Hop dong duoc thanh lip 4 bdn, bén A giit 02 ban, bén B giit 02 bdn va co
hiéu luc tu ngay ky.

PAIDIEN BEN A PAIDIEN BEN B
L}

Chue cac ban thankh tong
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Bai tap tong hdp 3: nhap va trinh bay vin ban sau, luu vao & dia D véi tén
hopdongkinhte2.doc

CONG TY XNK VTKT X CONG HOA XA HOI CHU NGHIA VIET NAM

So:........ /HDKT boc Lap - Tu Do - Hanh Phic
wces o
HOP DONG KINH TE
“V/v mua bdan hang hod”
L 0 5 o T 1 1
e HOm nay, ngay........ thiang...... ndm 200..... tal.ccccerrrreeeeeeeennnn. chiing t6i gdm c6:

Bén A : CONG TY XNK - X

& Ong (DA,
& Chic VUi
4 Piachii..coooooiiiiiiiiiii,

Bén B : CONG TY TNHH - Y
4+ Ong (DA oo,
& Chic VU ooooeieeeiieeeee e,

+ Diachi:........ccooeiiiii
(Sau ddy goi tdt la bén A)

(Sau day goi tdt la bén B)
Sau khi ban bac hai bén thong nhdt ky hop dong bén B lam dai ly tiéu thu
cdc loai hang cho bén A véi cdc diéu kién sau:

PIEUI: BEN A BAN CHO BEN B:

Tén hang S0 luong Thanh tién | Ghi chi
M4y Tinh
Ti Vi
Tu Lanh

Tong So

PIEU II: TRACH NHIEM CUA MOI BEN.

» Bén A: PAm bio giao hang ding thdi gian ,chat lugng, chiing loai.

» Bén B: PAm bdo thanh todn tién hang ddy dd va ding thdi han cho Bén A.

Hop dong duoc thanh ldp 4 bdn, bén A giit 02 bdan, bén B giit 02 bdn va cé
hiéu luc tu ngay ky.

PAIDIEN BEN A PAIDIEN BEN B

Chiic Thanh Cang
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Bai gidng mon Soan Thao Vin Ban 27
Bai tap tong hgp 4: nhip va trinh bay vin ban sau, luu vao § dia D vdi tén
baikiemtra.doc

CONG HOA XA HOI CHU NGHIA VIET NAM
pOC LAP-TU DO-HANH PHUC

SG NOI VU TiNH LAM DONG
TRUNG TAM BTBD TAI CHUC

O] AT o
< ~?
BAI KIEM TRA
% HO VA TEN: oo Ngay sinh:.....ccceeeueennnee.
d DPia Chlioi e Dién thoai: .........cccuu....

VAN XUO01100 CHA

nén né cic ngudi dep cho chic in!.

an ong di chg rit dé bi cic
cO géii ban hang
“du khj”. Mot khi

cic ¢6 ban hang da dung
chiéu “mait ngot chét rudi”
thi trd gid c¢§ nao cic o6ng
ciing dinh. Cho nén khi di
chg cdch tot nhat 1a cdc ong

Thuong thi mua hang & cac
ba “x6n x6n” it bi du hon.
Tuy nhién, ciing cé khi céc
~ ba hay xdch mé ki€u “dan
~ ong gi keo qud, trd gid nhu
dan ba..”. Nhé lic d6 chd tu
41 hdo ma bi cin cau.

BANG (TABLE)

QUE QUAN POAN THE

Lam Dong Poan Vién

Tp H6 Chi Minh Poan Vién

HOQ VA TEN NGAY SINH
Phan Vin Anh 23/11/80
Nguyén Qudc Long 22/12/79
Tran Vin Hung 22/10/63
Cao Xuin Huy 25/01/89
4° TINH )
e’O. 4' O"

Q@

@
wl
Y
(A
y ?!
Ay D'rnﬂ"

2
Q@
832471-822089
&

ba Néing Pang Vién
Ha No1 bPoan Vién
( 1)71—2003
n
X

1

n20% —2003.1nn
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