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CHUONG TRINH PAO TAO MICROSOFT WORD 2007
PHAN I: TONG QUAN VE CHUONG TRINH

I.  GIOI THIEU VE MICROSOFT WORD2007.

Chuong trinh soan thao Microsoft Word 1a mdt phﬁn mén thudc bd chuong trinh
Microsoft Office ndi tiéng cua hing Microsoft. Pay 1a chuong trinh soan thao truc
quan, c6 giao dién dep, than thién va dé st dung. Véi nhiéu tinh nang manh m¢,
Microsoft Word2007 thuc sy 1a mdt cong cu soan thdao chuyén nghi€p khong thé

thiéu trong cac ung dung vin phong. 1
II. CACHKHOI PONG, THOAT CHUONG TRiNHQ)

1. Khoi dong chuwong trinh.

- Click chuét vao nut: Start / Program / l\@fﬁce / Microsoft Word

2007. C\

- Click Double trai chuot vao bi@g 2l—I trén Desktop .
2. Thoat chuong trinh.

- Cdch 1: Click chuot utton / Close.

- Cdch 2: Click chudtvao biéu tuong & (close) phia trén va & goc phai cira s6
lam viéc. %’

- Cdch 3: St dung t6 hop phim Alt + F4.

» Luuy:

%

- Néu File van ban chua duogc lwu 18n dia hodc co su thay doi nhung chua dugc luu
1én dfa, khi thoat s& xuat hién hop thoai cho phép c6 luu lai nhimng thay d6i khong.

Microsoft Office Word . w

l . Do youwant to save the changes to "MICROSOFT WORD2007"?

l l Yes ] | Mo | | Cancel

Hinh 1.1 Hop thogi [luu tai liéu

#



Gigo Trink Microsoft Word 2007 Design: Thanhtusydney@gmail.com

-Néu chon ( Yes ) s& luu lai nhimg thay d6i, chon ( No ) dé thoat, chon ( Cancel )
dé huy bo thao tac.

[II. CAC THAO TAC QUAN LY TAI LIEU

1. Mo mot tai lieu moi,

- Cdch I: Nhan t6 hop phim Ctrl + N hodc Click chudt vao biéu tugng  trén
thanh cong cu Ribbon.

2. Mo mot tai liéu co san trong o dia.

- Cdch I: St dung t6 hop phim Ctrl + O, hoic Cli c%)ao biéu tuong =
trén thanh Ribbon.
- Cach 2: Vao Office Button / chon Open,, S

- Cach 2: Vao Office Button / chon New / chon Blank docuzent / chon Create.

3. Luu mot tai liéu.

- Cdch I: Str dung t6 hop phi + 8, hoic Click chudt vao biéu tuong

trén thanh Ribbon.

Savein: | (3 SYDMEY v @ -0 @ X i B Tools-
= IE213 mau bia dep
,_,J |1 Bia Repair
My Fecent | Cac giaa trinh
Documents |

'..j Data sydney
.‘j Edu

i:;ﬁGiao trinh Centre
=1 Giao Trinh Pascal
= @rammnar English

. IE3GT computer
|51 GT Power Point
My Documents | [C5)GT_Excel °

|[=5ET ord

o
k I ‘_- :J |
=
[}
h=]

- [ HOCTIENGNHAT
’f!;-! amDxy
My Computer -,l_—-" PR
.“1]_; T ey v [ s ]
My Mebwork - =i >
Places Save as bypet |word Document e ’

Hinh 1.2 Hop thogi luu tai liéu
» Save in : Chon 6 dia -> Chon thu muc luu gilt van ban.

» File name : Dat tén cho van ban luu.
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» Save as type : Kiéu dinh dang tai liéu.

» Save : Luu lai ndi dung van ban.

IV. GIOI THIEU CUA SO LAM VIEC.

1. Cira so lam viéc.

®

4 Find ~
AaBbC( T 4 Replace
Emphasis  Headingl | TMormal |- Change

Styles ~ g Seledt =

Page Layout References Developer Add-Ins

N B 7 U~ x x Aa-|¥- A |E[E =5z 8y

Font P} Paragraph

\. Office Button \ Thanh thue don
Thanh Ribbon

Styles [5 Editing

i | B2 130 0 180 | 150 | o AR

Page:l of1 | Words: 0 ﬂ

Hinh 1.3 Cira s6 lam viéc @9’%’01’0’ 2007

- Imsert: Cho phép chén cac d6i twong vao trong vin ban nhu: chén Picture,

WordArt, Equation, Symbol, Chart, Table, Header and footer, Page number, ...

- Page Layout: Céc thiét lap cai dat, dinh dang cho trang gidy nhu: Page setup,
Page Borders, Page Color, Paragraph,........

- Reference: Cac cong cu lién quan dinh dang van ban nhu : Chén chu thich,
danh muc luc tu dong, ...

- Maillings: Thanh cong cu tron thu.

- Review: Cac chirc ning kiém tra lai nhu ngit phap, chinh ta. ..

N
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- View: Lam viéc v6i hién thi man hinh.

- Developer: Thiét ké va mé rong.

- Add-ins: Cac tmg dyung bd trg.

V. CACH GO TIENG VIET VA MOT SO PHIM CHUC NANG.

1. Cdch g6 ddu tiéng viét.

- BeE c6 thé god duoc tieng viét cd dau ngudi ta phai sir dung cac phan mém go

tiéng viét, phan mém gb tiéng viét thong dung hién nay do 1a: Vietkey hoic

Unikey.
Bing g6 diu va chi cdi tiéng vigt kiéu %
Bang chir cai % Béang dau
a aw yen F
a aa @ Sac S
e ee Hoi R
u uw 0 Nga X
0 00 6 Ning J
o ow %
dd %
2. Mot so phz %ﬂ
Lui vin ban vao voi mot khoang cach ¢ dinh.
Caps Lock Viét chit hoa.
Shift + Chir cai Viét chit hoa.
Backspace Xba ky tu phia trudc con tro.
Delete Xba ky tu phia sau con tro.
Home Di chuyén con tré vé dau dong.
End Di chuyén con tré vé cudi dong.
Page up Chuyén con tré 1én phia trén 1 trang man hinh.
Page Down Chuyén con tré xudng phia dudi 1 trang.

-
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PHAN II: QUY TRINH TAO RA MOT VAN BAN HOAN CHINH.

I. THIET LAP TRANG GIAY

1. Gidi thiéu thiét lap trang soan thao.

- Trudc khi soan thao cong viéc dinh hudng cho khung van ban soan thao la
viéc rat quan trong. Chiing ta phai x4c dinh vin ban uu tién theo chiéu ngang
hay doc, dinh dang kich thudc cua 18, kho giéy soan thdo... Vi vay ta phai tién

hanh cai dat trang van ban trudc khi soan théo.

2. Cach thuc hién. ‘{
a. binh dang trén thanh cong cu: @

- Trén thanh Ribbon -> chon thuc don Page La

Page Layout
= m Ij *.'_:Il Breaks ~

5] Line Mumbers =

dargins Orientation Size / Columns
g b~ Hyphenation =

Page Setup » %\
Click chugt

Hinh 2.1 thanh thuc e ;ayout Hop thoai

Page Setup

b. DPinh dang bang hop thoai Page setup.
- Vao Ribbon/ Page Layout / Page setup. Xuat hién hop thoai Page setup.
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Page Satup - —
Mmrrm
L]
Left
aettar

I_D

Portai Larncigraps
0| Poges
FhiEDhE peges

Ton
3cn

Do

]

MARGIN
Top : Dit 18 trén.
Bottom : Dit 1& dudi.
Left : Dat 1& trai.
Right : Dt 1é Phai.

I. DINHDANG FONT CHU \j@

1. Dinh dang Font chir.

| Hinh 2.2 Hop thogi Page setup
PAPER %
j %)khé gidy (A4).
N ;:

HINH DU LIEU.

andscape : Dit gidy ngang.

inh dang Chon Home / Font hodc an t6 hop phim

- Bo6i den vung van ban ¢
Ctrl+D. Hop t xuat hién:
gl g
' Poni | Ereqacs Bpang
I-'-r-.c't B :m :I"
Takcln Fio Bt + | [Pagdw " ix
Teagua Sacm [TC L 1]
[ THTSOPFTSC LM EEE :
i ] il !
Fani i Lreisrire by
o B
i Efecis
Shrgm Eraugh Thaday Sl cam
Dible shiethvoagh [ Quiine ANcBes |
Supmrecripd Erezam [= -5
Sueonpt Ergrass
B s 1 h
| Times New Roman = i
Thex i m TnaTyes frrl. Ths fontwill b used an-both prirvier snd s | |
| lmedt 2 e Hinh 2.3 Hop thoai dinh dang Font
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> Font: Pinh dang cin ban vé Font chir.
> Font Style: Lua chon kiéu chit: chit ¢dm (Bold), chit nghiéng (Italic), chir vira

dam va nghiéng ( Bole Italic).
> Size: Chon kich ¢& chit. Sau khi chon xong nhan (OK ) dé x4c nhan lua chon,

(Default ) dé mic dinh , (Cancel ) dé huy bo thao tac.

» Font Color: Chon mau cua chtr.
- Nhdn chon dinh dang Font chit trén thé Home.

- C& chir

(B & U ~ abe 3, % As~|

Chon font
/ >\j\w\

Chir dam Chir nghiéng Chir gach dwdi u chir
Hinh 2.4 thanh cong cu dinh dang Fonth
2. Can chinh dit liéu. : )
- B6i den doan vin ban can dj @
- Trén thanh Ribbon / chon thé Home.
= A %
E- = =Rl 1)
===l 5 5
Paragraph ]
Hinh 2.5 tikz'nh cong cu can chinh dir li¢u
E Can trai £ Can gitra
= Can phai =  (Cin déu hai bén

by

B Chir dam Chir nghiéng

=

Chir gach chan
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[II. DINH DANG DOAN VAN.

1. Gidi thiéu vé Paragraph.

- Diéu chinh khoang cach giira cadc doan, cdc dong trén van ban.

2. Cach thuc hién lénh dinh dang doan van.

- BO6i den doan vin ban can dinh dang. Vao Home -> Chon Paragraph -> XUt
hién hop thoai Paragraph.

Home

i= - 3= - | [eE ] T

3

= woiihlo

E!|+= IE ] @
Paragraph g

—Paragraph lil&r Q

Indents and Spacng | Line and Page Breaks |

General

Algnment:  [IET— ~ |
Cutline lewel: |Body Text EI

I Indentation

Left: 1,38 am = Spedial:

By:
Right: ocm (X {none) El
[ Mirror indents
opt z Line spading: At

0 pt Z 1,5lines El

Tabs... Default... ancel " N A . . -
Lo | L= yt | e JLe= | Hinh 2.6 Hop thoai dinh dang doan van.

- Trong muc Spacing bao gém

» Before: Khoang cach gitta doan dinh dang vi doan trén no.
» After: Khoang cach gitra doan dinh dang v6i doan sau no.
» Line Spacing: Khoang cach gian gitta cac dong.

- Trong muc Indentation:

> Left: Diéu chinh khoang cach cua 1é trai dén van ban.
> Right: Diéu chinh khoang cach cua 1é phai dén vin ban.
» Special:

-
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+ First line: Thut chit cai dong dau doan vin mot khoang trong (By).
+ Hanging: giit nguyén dong dau, ap dung cho toan doan vin sau no thut
mot khoang (By).
- Alignment: Dinh dang vi tri con tr6 trong van ban.

- Outline Level: Vi tri, cép cua duong dugc chon.

IV. MOT SO PHIM SU DUNG TRONG VAN BAN.

Ctrl+ O MG vin ban co san

Ctrl + F4 Dong tai liéu dang mé

Ctrl + N Tao moi van ban %
Ctrl +S Luu moét van ba

Alt + F4 Thoéat khéi ch inh.
Ctrl+D M6 hop h dang Font chir.

Ctrl+B Ch

Ctrl +1 nghié

Ctrl+U Gach chan duéi chan cac ky tu.

Ctrl + L Gcan 18 tréi.

Ctrl + E Can gitlra.

Ctrl + R @ Cin phai.

Ctrl+J Can déu hai bén.

Ctrl ift + «“=” Tao chi sd trén.

Ctrl -& Tao chi s6 dudi.

Ctrl +1 Piéu chinh khoang cach gitra cac dong 1a
mot ( Single).

Ctrl +2 Piéu chinh khoang cach gitta cac dong
1a hai ( Double ).

Ctrl +5 Diéu chinh khoang cach gitra cac dong 1a 1.5

Ctrl+Z Huy bé thao tac vira chon.

Ctrl + Y (F4) Goi lai thao tac vira thuc hién.

- 1=
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PHAN III: PHUONG PHAP PAT TAB, CHEN KY TU, PINH
DANG BULLETS AND NUMBERING

I. PHUONG PHAP PAT TAB.

1. Gioi thiéu Tab.

- DAu tab 1a mot ky tu dac biét duogc dat 1€n thanh kich thudc cho phép can 1é
trai, 1& phai mot doan vin ban hoic tao cac dong ké gom cac ky hiéu dau

cham(.), hay goi la dinh vi budc nhay cia con tré trén dong vin ban.

2. Cach tao cong cu tab. ﬂ
- Pbi vai phién ban Office Word 2003 ta chi can lya at/ chon Tab.

1'v61 phién ban Office

Bay gio minh s€ huéng dan cac ban lay cong cu

Word 2007. 9
+ Chon Office Button/ chon Word Oftion thé Customize. Trong muc
Choose commands from/ chon Al% chon Tabs.../ chon Add / OK. Gi¢o
nh

thi cong cu Tab da xuat hién trén ibbon.

79 - RO

Hinh 3.1 cong cu dinh dg@

3. Cdch thiét lip

Gng cu dinh dang Tab

- bat con trod i'tri can dit Tab. Trén thanh Ribbon / chon H.1 I:(Tab). Hop
thoai Foﬁi :
Tab stop position: Defaulk tab stops:
Scm 1.27 cm E

Tab stops to be cleared:

Alignment

() Left () Center () pight

() Decimal ) Bar
Leader

(& 1 Mone (2 vocusas || § e

O4

[ Sek ] [ Clear ] [ Clear All ]
I [8]:4 ] [ Cancel ] \ A . .
Hinh 3.2 hop thoai dinh dang Tab

#
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- Tai muc Tab Stop Position: Nhap diém ding cua Tab.

- Tai muc Alignment chon:

» Left: Can thang theo mép trai.
> Center: Can thang tir giita ra hai bén.
» Right: Cin thang theo mép phai.

- Tai muc Leader:

+ None: Puong dan tring.

+on. : Tab ¢6 duong nét chim dinh kém
+ mmmee- : Tab c6 duong nét gach dinh keém.
+

Tai muyc Set: Dinh vi budc nhay cia con tro.
Tai muc Clear: Bo tung vi tri Tab da thiét d3
Tai muc Clear all: x6a toan bo cac vi tri Tab hoac to hop phim: Ctrl + Q.

II. CHENKY TUDAC BIET SY B%

Tab c6 duong nét lién dinh kém. @ »

1. Gidi thiéu vé Symbol:

+ Dung dé chén céc ky tu c6 trén ban phim.

+ Vi du: Trong va

an soan thao, trén ban phim khong thé gd cac ky tu hay

biéu tuong ...hay cac ky hi¢u toan hoc.

2. Cach thu"%' ”4.
- Nhay chudt vao vi tri can chén.

- Chon Insert -> Symbol -> Chon biéu tuong can chén -> chon Insert -> Close.

IlI. DINH DANG BULLETS AND NUMBERING:

1. Gidi thiéu vé Bullets and Numbering.

- Tao ra céc so thu ty, ky hiéu tuy dong & dau moi doan van ban.
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2. Cach thuc hién lénh dinh dang Bullets and Numbering.

- Bo6i den ving vin ban can tao. Trén thanh Ribbon/ chon thé Home -> chon

kiéu sb hodc ky tu str dung .

Hinh 3.3 cong cu dinh dang Bullets and numbering

IV. DINH DANG KHUNG VA MAU NEN. %
- Chon phan van ban cin tao khung, t6 mau nén.

- Trén thanh Ribbon / chon thé Page Layout/ c a orders .

Page Layout :

Zatirer Shela: Fraxmve

: = hch, v hage e b o st
|:| e bukbars b spph bardert

[
]

Bl | L M=
i ] i
da st w —
D i it ] [
ot = vk
3 Crgrknan T T o
(Laptiors... |
(| Tocker | | bodeokd o | e[ cored |

Hinh 3.5 hop thoai Borders and Shading

a. Tai nhan Border tao khung cho doan van ban

- Setting: Chon mau dudng ké.

_— 30
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- Style: Chon kiéu dudng ké.
- Color: Mau duong ké.
- Preview: Quan sat ting duong ké va sur 1y tirng duong ké.
- Apply to: Céc xac nhan cho doan van ban.
b. Nhan Page Border: Tao khung cho ca trang.

¢. Nhan Shading: Chon mau nén.

V. SAO CHEP VA DI CHUYEN VAN BAN.

1. Sao chép van ban.
- Boi den ving van ban can sao chép. An t6 hop phim C ac vao thé

Home -> Chon = P : E
2. Di chuyén di liéu.
- Boi den ving vin ban can di chuyén. A% im Ctrl + X hodc vao thé

Home -> Chon % Ut

3. Dan dir liéu. 0

- Nhay chuot vao vi tri canéd t6 hop phim Ctrl + V hodc vao thé¢ Home ->

Paste
chon -~
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PHAN IV: CHIA COT, TAO CHU THUT CAP PAU POAN
TIM KIEN VA THAY THE DU LIEU

L. CHIA COT.

- Trén thanh Ribbon / chon thé Page Layout / chon Columns:
@ Page Layout References Mailings F

By I'— [ W=, Breaks =
=] #13] Line Numbers
s Orientation Size |Columns) X
- - - be” Hyphenation *

Page 5¢

¢ | Hinh 4.1 g Ehén cot
- Chon sb cot can chén, néu sd cot can chén 16n h i chon trong muc More

Columns. Hop thoai Columns xuat hiéc‘
S

Columns r 2 J
-
Presets
|—i ‘::‘ o= ‘::‘ BT
One Twoa Three Left Right
Mumber of columns: |1 F2 Line between
Width and spadng Preview
Col #:  Width: Spadng:
[ | [17em : f

il

Equal column width

Apply to: | Whole document IZ|

Hinh 4.2 hop thoai chen cot
- Trong 6 Number of Columns: gd s6 cot can chia.
- Mubn c6 duong ké & giita cot ta danh dau vao Line between.

- Chon OK.

II. TAO CHU THUT CAP PAU POAN.

1. chy cong cu Drop Cap.

-
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+ Chon Office Button / chon Word Oftions / chon thé Customize. Trong muc
Choose commands from / chon All command / chon Drop Cap.../ chon Add /
OK.

2. Sw dung cong cu Drop Cap.

- Cach 1: bdi den chit can lam to dau doan. Trén thanh Ribbon / Chon Drop cap.

EHH -0 N7

| ~—
Home Insert Page Layout Refen ——
—— | Mone

e Cut =
J & Times Mew Roman ] A_

y 53 Copy A= p

pped

Paste (B L W ~abe %, | ——

# Format Painter
Clipboard F] Font

& .

Il |

s

In margin »

rop Cap Options...

Hinh 4.3 cong cu tao chir Drop Cap. 9;

on Drop Cap.

- Céch 2: Trén thanh Ribbon / chon thé I@H
+ Chon kiéu khac trong muc Drop Cap % s. Hop thoai Drop Cap xuat hién:
W W

o

[t

ORI

Text Quick WordArt
Box~ Pars~ =

14
Hinh 4.4 hop thoai dinh dang Drop Cap.

Font: Chon Font chir.

Lines to Drop: Di¢u chinh s6 dong d6 xuong.

Distance from Tex: Khoang cach tir chit Drop Cap dén dau doan van.

. TIM KIEM VA THAY THE DU LIEU.

1. Tim kiém nhanh trong vin ban.
- Trén thanh Ribbon / chon thé Home -> chon 37"~ hozc sir dung td hop

phim Ctrl + F.

-
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- Trong muc Find What: g tir can tim -> chon Find Next.

2. Thay thé dit liéu.

oac Replace

Trén thanh Ribbon / chon thé Home -> Chon hodc sir dung t6 hop
phim Ctrl + H.
Find and Replace m 1
[ Find | Repiace | goTo |
Find what: |Hoa E
Replace with: :Luc Binh E[
More == | Replace ] [ Replace Al | [ Eind Mext ] [ Cancel |
. o Y
- Trong muc : +Find What: G0 tu can tim
+ Replace With: G& tir can
+ Replace: Thay thé tir .
+ Replace All: T}%ihé ;oaa bo.
3. Truy cdp nhanh toi mot trang van ban.
Trén thanh Ribbon / cho e -> Chon:
; odc st dung to hop phim Ctrl + G.
Find and Replace -~ |Mﬂ

| Find |nglacei GoTo

Go to what;

|| Enter +and — to move relative to the current location. Example: +4 will

Enter page number;
25

move forward four items,

- Trong muc Enter page Number: Nhap sé trang can di chuyén t6i -> sau d6

chon Next.
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PHAN V: CHEN HINH ANH, CHU NGHE THUAT
CHEN SO TRANG TU PONG

I. CHEN HINH ANH.

1. Chen mot Clip Art.
- Trén thanh Ribbon / Chon thé Insert -> chon Clip Art. Hdp thoai Clip Art

xuat hién bén phai ctra s6 lam viéc.

- Trong muc Search for -> chon Go -> Chon hinh anh can chén.

2. Chen chir nghé thuat Word Art. & s

- Trén thanh Ribbon / chon thé Insert -> chon " = én hop thoai:
Wiowahrt Gollry g s e o
E‘-"**'-*ﬂ“"*"“* [ rissiatiers :5‘: ]l
[ 3 Tw
o TT:#%H: w | | Microsoft Word 2007
Worth. o | Wodet| Womda
e il Mo | i L7
e g e §
| T T — =

Hinh 5.1 hop t
Chon kiéu

%ﬂ chir nghe thudt WordArt

> Nhap noi dung chit can chén trong myc Edit Word Art

Text ->
- Dinh dang Word Art: Click phai chudt chon Format Word Art.

<> Colors and lines: Chon méau nén cho chi.
< Layout: Chon dinh dang hién thi cho Word Atrt.

3. Chén mét File anh tir 6 dia.
- Trén thanh Ribbon / chon thé Insert / chon Picture

B8 Y = all

Clip. Shapes SmartArt Chart
Art x

Nustrations

Xuét hién hop thoai Insert Picture.
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Loskin: | [ PICTURES v @~ | @ X Cy B Took-
= (3 pickures_Dien Yien [Cpictures_Nguoi dep ) vidiec
_J (L7 pickures_Dong vwat [Cpictures_Nha hvUon,
My Recernt |Chpictures_Fankasy [Chpictures_Phao hoa =) wallp
Documents |\ rict pes_Game [C)pictures_Phong Lan L_!.ﬂ 4a16t
= |5 pictures_Han quoc [Z)pictures_Phongeanh &21
@ () pictures_hign mudi [Cipictures_The than 5] 2354t
Desktop (LT pictures_Hoa [Cpictures_thuong hang Lij arh
| pickures_khung anh [Cpictures_Tran trau |¥3] anhil
| pickures_Luu diep phi [C)pictures_Trang E’] arhz
f [ pickures_luyen [Cpictures_Tranh ve |:_] windc
My Documents | ((C5) pickures_luyen pl [Chpictures_vo Lﬁ] Winds
) pickures_May [C)pictures_Yuon nhat
B Q pickures_mo fﬁ pickures _\Winxp
L7 pickures_Mory [Cpictures_Xom tro
My Computer (5 pickures_nen kink veu [Chpicyures_MONEY
Yo ( | | _}
1 File name: | e i Insert -
My Nekwork : =
Flaces Files of tvpe: | gl Pictures v Cancel

Hinh 5.2 cika s6 chén file dnh tir 6 dia
- Look in: Chon noi chira hinh anh.
- File name: Tén File anh can chén.

- File of Type: Kiéu dinh dang File anh.

- Insert: Chén ddi tugng tranh vao va

N%
3>

4. Dinh dang hinh anh.
Nhap chudt phai vao bic

nh

on Format picture -> hop thoai Format

picture xuat hi¢n:

Format Picture

12 o

Fill Line Style
Line Color Width: =
Line Style Compound type:
Shadaow
3-D Format T -
f Cap type: E|
3-D Rotation
Picture doirk type: IZI
Arrow settings
I Text Box
Begintype: |== = | Endtype: |= 7
Begin size: E] End size: | T

Cloze

Hinh 5.3 hop thoai Format picture

Y Y A
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- Fill: Pinh dang mau nén cho picture

- Line Color: Pinh dang mau cho dudng vién.
- Line Style: Chon kiéu dudng vién.

- Shadow: Dinh dang dd bong.

- 3D _Format: Dinh dang 3D.

- 3D _Rotation: Chon géc quay cho Picture

- Picture: Dinh dang cho picture.

- Text Box: Dinh dang hop thoai text box.

5. Chén sé trang tw ddng trong van ban. %
Trén thanh Ribbon / Chon thé Insert / chon Page N
F‘age Text Quick Worddrt Q

IMumber = Box= Parts~ -
Top of Page 3 : . )
(#] Bottom of Page 3 "1;/ V‘E EE“ d'ql 0 trang

Page Margins k

Current Position k

Format Page Numbers...

Bemove Page Numbers

;;,m':%,mm.;- 0

inh 5.4 céng cu chén so trang tir dong
=» Chon vi tri dat s6.tran

- Pinh dang kié trong muc Format Page Number -> Cira s6 Page

1-1, 1-4

Page numbering

{:) Continue From previous section
@ Stark ak: @

[ oK ]’ Cancel ]

Hinh 5.5 hop thoai Page number Format
+ Number Format: Dinh dang kiéu sé trang.

+ Start at: S cua trang dau tién.
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PHAN VI:BANG BIEU VA MOT SO THAO TAC VOI BANG BIEU

I. PHUONG PHAP TAO BANG BIEU.
- Nhép chudt vao vi tri can dit bang biéu.
- Trén thanh Ribbon / chon thé Insert / chon Table -> Hop thoai: Insert Table
Xuat hién.

- Number of Columns: Nhap sb cot can

Insernt Table E|
Table size
Mumber of calumns: E] - ) taO.
Murnber of rows: z e A A \ A
tor behir - Number of Rows: Nhap s6 dong can tao.
(%) Fixed column width: Auko e
() AutoFit bo conkents - Chon OK

() AukaFit to window
Table style: Table Grid AutoFormat. ..
[C] rRemember dimensions For new tables
[ Ok ] [ Cancel ]
»
A . \ ” . A

Hinh 6.1 hop thoai chen bang biéu

II. MOT SO THAO TAC VOf @BIEU

1. Chen them cot, dong, O.

- Chen cot: Bat con tré vao vi tri cOt can chén. Click phai chudt chon -> Insert

“)”
“»”=Colu Left: Chén mot cot tréng vé phia bén trai vi tri con tro.
“»7=Col the Right: Chén mot ¢t tring vé phia bén phai vi tri con tro.

- Chen dong: Dit con tro vao vi tri dong can chén. Click phai chudt chon ->
Insert “>»”
“»”=Rows Above: Chén dong tring vé phia trén dong dit con tro.
“»”=Row Below: Chén dong tring vé phia dudi dong dit con tro.

- Chén 6: Nhép phai chudt vao bang. Chon Insert ->Insert Cell xuat hién hop

thoai.
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() 5hift cells right

{:} Insert entire row
{3 Insert entire calurnn

[ Ok ][ Cancel ]

Hinh 6.2 hop thoai chen o
<> Shift cell Right: Chén mot 6 vé phia phai vi tri con tro.

<> Shift cell Down: Chén thém mét 6 vé phia dudi vi tri con tré.
<> Insert entire row: Chén thém mot dong vé phia trén vi tri con tro.

<> Insert entire Column: Chén thém mot cot vé phia trg’i ﬁ tri con tro.

4 OK. Q}

2. Xoa dong, cot, 6.
- Nhay phai chudt vao vi tri can x6a. Chon D

- Xuét hién hop thoai:

Delete Cells P§|

) shift cells up b
) Delete entire pow
) Delete entire column ( f

(8] 4 Zancel
| | ] A Hinh 6.3 hop thoai xoa o
» Shift cells Left:
» Shift cell

r}@t 6 va dich chuyén cac 6 bén phai sang 6 vira xda.

ot 6 va dich chuyén cac 6 phia dudi 1én 6 vira x0a.
» Deleteentire:.Row: Xo6a dong Iua chon.
» Delete egzire Column: Xo6a cot lua chon.

3. Tron o va tach 6.

- Tron 6: Boi den cac 6 can gop. Click phai chudt chon Merge cell.
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] >
Eano 1

3 3 i

73 Sakhi g

. a li‘?’p Bing 2

- Téch 6: Chon 6 can tach. Click phai chudt chon Split Cell hodc Vao Table
Tools-> Layout -> Chon Split Cell. Xuat hién hop thoai :
<> Number of Columns: Nhap s6 cot mudn tach ra. 1

<> Number of Rows: G& s6 dong can tao.
<+ OK. Q)

- Chii y: Néu tach bang vao Table Tools -> L% chon Split Table.

4. Mot s6 thao téc véi bang biéu.

Tab Dua con tré% tiép

Shift + Tab b 5 tré vé O trude do

Alt + Home n tré vé 6 dau cua dong hién tai

Alt + End wa con trod tré vé 6 cudi cia dong hién tai
Alt+P Dua con trd tro vé 6 dau tién ctia cot hién tai
Alt + own Pua con tré trd vé 6 cudi caa cot hién tai

*/ Tab la phim c6 hai churc nang:

+) Dua con tr6 dén 0 ti€p

+) Tao thém dong vai diéu kién con trd phai dat ¢ 6 cudi cung va nam
O gbc phai cua bang biéu.

5. Phwong phap tinh toan trong Word.

- Nhay chu6t vao vi tri can hién thi két qua

- Vao Table Tools =chon Layout -> chon Formula:
-/
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v" Formula: G0 1énh thuc hién tinh toan.
v" Number Format: Dinh dang kiéu két qua hién thi.
v Paste Function: Lva chon ham.

Mot sb 1énh co ban:

SUM(LEFT): Tinh tong cac tri s6 bén trai con tro.

SUM(RIGHT): Tinh tong cac tri s6 bén phai con tro.

SUM(BELOW): Tinh tong cac tri s6 bén dudi
*/ Cha y : Khi str dung cac 1énh co ban‘nhu trén thi cac tri sb tinh

toan phai lién tiép nhau, khong duoc ph% quang.
6. Phwong phdp xdp xép dir liéu trong bing biﬁ;{

- Bo01 den bang can sdp xép

tro.

SUM(ABOVE): Tinh tong céc trj s6 bén trén csn tro.

- Vao Table Tools >chon Layout => chon Sort xuat hién hop thoai:
v Sort By: Chon cot can sap xép

v' Type: Kiéu dit liu can sip xép (tu dong chon phil hop véi ndi dung)

v Ascendi
v Des;nding: Sap xép theo chiéu giam dan.

v" Chon tiép cac cot khoa phu tuy theo yéu cau, 1dp lai cac budc ddi véi

Then By.

v OK.
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PHAN VII: SUDUNG CONG THUC TOAN HQOC
HQP THOAI TEXTBOX, VE BIEU PO
I.  PHUONG PHAP TAO CONG THUC TOAN HQC.

- Trén thanh Ribbon / chon thé Insert = chon Equation.

Insert

7C |2

Equation/symbol

Symbals Hinh 7.1 cong cu cheén cong thirc toan l&
II. SUDUNG HOP THOAI TEXTBOX. :EQ)

1. Cach chen Textbox. 9

- Trén thanh Ribbon / chon Insert = cho box.

Insert

A
u A ‘431 &% Signature Line ~ >

51, Date & Time ) 5
Text [Quick WordArt Drop : Hinh 7.2 cong cu Text box
Box~/ Parts~ - Cap - '3 Object ~ &t

Text

2. Dinh dang Textbox \y

- Nhay chudt vao .

- Vao Format Textbox, hodc Click phai chudt chon Format Textbox xuét
hién hop thoai:

+) Trong the Colors and Lines:

a. Fill Color: Chon mau phi hgp (Néu can tao hiéu tmg mau nén cho

khung chon Fill Efects va lya chon cac thudc tinh phu hop)
b. Line: Color: chon mau khung, Style: kiéu duong vién

+) Trong thé Layout:
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i. Wrapping Style: Dicu chinh ché d¢ cua Textbox so véi dit lidu

trén van ban

ii. In line with text: Pua ving dit liéu 1én phia trén va xubng dudi

v6i dbi tuong (khong ap dung véi Textbox)

iii. Square: Piéu chinh vung dir liéu bao quanh Textbox theo hinh

vuong
iv. Tight: Diéu chinh ving dit liéu bam sat vao Textbox

v. Behind text: Diy Textbox ra ding sau ving

vi. In front of text: Piéu chinh Textbox noi oc¢ vung dir liéu

vii. Horizontal Alignment: Cin 18 cho 0 vO1 trang van ban.

I1I. VE BIEU DO. : 19

1. Cdch thirc vé biéu do.
- Trén thanh Ribbon / chon thé I% chon Chart.
Insert

) (4
Ld B8 [P B

Picture  Clip Shapes Smartird
Art 2

[Hustrations

Hinh 7.3 ¢éng cu vé biéu do

5 P
¥y
N T T T,
= A (R - (o S G - oA mei- Lo -
S A A O = e 23in ol Sl
"B A | R | " Firame- | i
kpmnane i rare - goeant 5| Himhe % Cab fiktig
i — 1 1
A B c D E E G H i
Series | Series Series 3 |
Categony 1 ) 'l
i Categorr 2 L} 44
4 Calegp 4 e

T resiee chaet dis range, &ag lower nght comer of tge

Béng dir lidu,cho, bidu, do

Catagary 1 Cabagory T Catmgory 3 Cubagary 4 T
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- Pé thay doi va dinh dang cho biéu db lwa chon Chart Tools / lya chon trong cac
thuc don Design, Layout, Format.
- Hoac Click phai chudt vao biéu dd xuit hién cac lya chon:
+ Delete: x6a biéu do.
+ Reset match Style: Reset kiéu chon.
+ Change series Chart type: Thay d6i kiéu biéu db.
+ Edit Data...: Hi¢u chinh dir liéu trong biéu dd.
+ 3-D rotation: Cac dinh dang xoay biéu dd, dinh dang 3-D......
+ Add Data lables: Thém cac nhan cho biéu do.

+ Format Data Series: Dinh dang cho cac Series. Q) y

PHAN VIII: CAC THAO TAC N%‘,Q) TRONG VAN BAN
TRON THU VA ﬁa AN BAN
vdg

1. Muc dich cua tron thw tron

I.  MAIL MERGE.

- Gia sur ta c6 mét danh sach 0 mot tram , hai tram khach mdi du hop hay
gidy bao du thi, diém thi hay gidy nhap hoc ctia méot truong nao d6. Véi mot
khéi lwong dit liéu 16 u vy ching ta khong thé nhap tén timg khach moi

hay tirng hoc ng do. Vi vay Word s€ tu dong lam viéc d6 va cong cu dé

lam viéc do ail Merge.

2. Cac buoc thuc hién.

a. DPau tién tao mot van ban chinh ( Main Document) c6 ndi dung nhu sau:

GIAY MOI

Kinh giri Ong (ba): (1)
Dia chi: (2)
Tréan trong kinh moi Ong(ba): (3)

La phu huynh em: (4)
- =30
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b. Tao mdt tép (Data Source) chira nhitng ndi dung can chén.

Ho tén hoc sinh Ho tén phu huynh bia chi
Nguyén vin A Nguyén vin B TP Hai Duong
Tran van C Tran anh D H. Cam Giang

¢. Thuc hién: M¢ File van ban chinh( Main Document).

- Trén thanh Ribbon / chon Maillings / chon Start Mail Merge -> Chon Step by
Step Mail Merge Wizard.

<> Nhép chudt chon Letter va Click chon vao Step 1 of 6 chuyén sang buéc 2.

<> Nhép chudt chon Next : Select... chuyén sang budc 3. ’ S
<> Chon vao Browse... Chon tim dén tép Source Document.->Open -> OK.
- Trén thanh Ribbon / chon Maillings / Chon Insert .

< Thyc hién thao tac tron ting dbi tuong tur e Document vao tép

Main Document. & s
<> Chon Next dé hoan thanh cac thao tactron thu.

II. BAO VE VA IN AN VAN Bf” Q

1. Bao vé.
- Trén thanh Ribbon / chon thé Developer / chon Protect Document /
chon ict. Formating and Editing / chon Yes, Start enforing

Pr Chon mat khau / OK.

on Prepate / chon Encrypt Document / chon OK.

2. In an van ban.

- Chon Office Button -> Print hoic sir dung t6 hop phim Ctrl + P hop thoai Print

xuat hién:
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==

Pt

g o Forosot BT Dooures Write E: Broperes

SR I Frd e

Ll

Typa: Pizroea® WNES Coourmant Wnder r-’l]

Whorel PR Fyink: 1 fie
| o Finraml dupbad
| Fage rsngs Copias

| Pabed of paokes | L

L pags 1

Fees = ¥ Cioliae
T pes pope- rsraiesrs: e R pee

rarspa awpsraied by corras coanbng

Fowe the st of e doosent o the

mecion. For axaspls. bype 1, 3, 2-13

o DSk pisd pis3-ped

Pt ghat:  Gaosrent - Zeami
| P 8 psges in e |  Pagesper e L paga -

Spe i DRper e W Boakng =
T

Lpdees

- Name: Chon may in phu hop.

- Current Page: Chi in trang hién thoi.
- Page: In trang theo chi dinh cua nguoi dung.

- Number of Copies: SO trang mudn sao @

- Print What: Chon ndi dung in.

S

toan b cac trang trong pham vi lya chon.

- Document: In tai liu.
- Style: in cac kiéu trinh bay.

+Trong muc Print:

- All pages in range:
- Odd pages: Chi i

- Even pages: C

All: In tat ca trang dit liéu hién thoi.

ng lé.

3

trang chan.
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PHAN XIX: BAI TAP THUC HANH
1. Bai tip sé 1
POI DEP

--- 000 ---

al tho ddu anh viét cho em
L& bai tho anh ké vé doi dép
Khi noi nho & trong Iong da diét
Nhimg vat tam thuong anh ciung % tho
HAI CHIEC DEP GAP GO TU'BAD GIO' %
VEU NHAU CHI MA CHANG RO! NU BuGL ‘Qs
CUNG GANH VAC NHUNG NED DONG XUBI NGUDL %
LEN THAM NHUNG XUONG CAT BUI CUNG NHAU
Cing bWdc, cing mon, khéng ké thdp ngsi cao
Cing chia sé siic ngusi cha dap
D& huc khdng di cong ngusi khée
" phdn chide nay phu thuse chiée kia
W ngay nao mot chiée dép mat di
Moi thay the dew trd nén khip khiéng
Gibng nhaa\lintnhung moi ngui déu biét

d&ng rhu minh trong nﬁfmg Lic ucfng rhau

Boe hut Kﬁng al ngﬁés‘ng vé mot pﬁia

Déu bén cg.ng da o6 ngoi tﬁa}/ the

Ma twng [éng ndi nhé ai chénh vénh.
The end!

%
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2. Baitap 2.

BO GIAO DUC & PAO TAO Cong hoa xa hoi chti nghia Viét Nam
TRUONG PHSP HA NOI Doc 1ap - Ty do - Hanh philc
wles

GIAY BAO TRUNG TUYEN

TRUONG PAI HOC SU PHAM HA NOI

&

Xin thong bao voi thi sinh: ..ol

N0 10 1T | T U S USSR
So bdodanh :.................da tring tuyén vao K an - Pai hoc Su pham Ha
Noi v6i s6 diém da duoc 1a:

Piém Toan :......... ,DiémLy:......... . %oé .............

Tong s6 di€ém 1a: ..................

Pung 8 gio sing ngay 18 than

3. Ban sao Gi&;
4. So yéu lilich.
5.4 anh 4x§'
6. Tién hoc phi 3thang dau 900.000VND.
Néu sau ngay 18 thang 9 nam 2010 thi sinh khong c6 mat tai trudng dé nhap hoc
thi sinh s& bi huy bo két qua, nha trudng sé goi thi sinh khac dé thay thé
Ha noi, ngay ... thang ...ndm ......
Hiéu trudng
(Daky)
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3. Baitap sé 3

CONG HOA XA HOI CHU NGHIA VIET NAM

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

Giay chimg minh Nhan dAn SO:.......cccciiiiiiiieeie e e e e ree e e e e e enes

CAp NZAY: ... thang:....... am:......... ai: .. ‘Q

Hién nay chua ¢ vi m, t6i lam don nay xin Nha nudc tuyén dung va bd tri
cong viéc cho t

Néu duoc Nha nuée thu nhan ti xin cam doan thue hién céac cong viéc dugc giao
va thuc hién cac chu truong chinh sach ché do, noi quy, ky luat cia co quan xi
nghiép.

Kinh mong dugc co quan xi nghiép chap nhan.
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4..Bai tip s6 4:

Str dung cong cu chen chir ngh¢ thuat Word Art.
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Bai tdp s6 5:

Thiét ké Form gidy bao diém thi va tién hanh guri gidy bao cho danh sach 50 ban thi
sinh du thi:

3. Main Document.

BO GIAO DUC VA PAO TAO Cong hoa xa hoi chu nghia Viét nam
TRUONG PHQG HA NOI Doc 1ap — Tu do — Hanh phiic

PHIEU BAO PIEM THIA{

Truong PHQG Ha Nbi xin théng bao diém thi dén
Thi sinh: Sinh nam SBD

Ho khau: Déi tug g
Ma nghanh:

Di tham gia ky thi tuyén sinh Pai % 0 tai Truong PHQG Ha Noi véi s6

diém cac mon nhu sau:
Mo6n toan: Mobn ly: Mobn hoa:

Tong diém:

e Chuy: chua va diém cong.

2. Table Data SM

BANG TRA THONG TIN
N. , M. .
Tén Hkhau | B.tong | SBD Toan Ly Ho4d | Tong
sinh Nghanh
N.T.Anh 1992 | H. Dong | 2NT QG245 | DTVT 7 8 8 23
L.T.Anh 1992 | H. Noi KV1 | QG246 | KTDN 7 9 3 19
H.b.Bai 1991 | H. Phong | KV1 | QG247 | QTKD 7 5 7 19
N.Q.Cong | 1990 | Q.Ninh | KV3 | QG248 | TDH 9 6 6 21

- Huéng dan sir dung cdc phwong phdp: sit dung tab, Table, Mail merge .

_— e
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Thiét ké bang biéu va tinh céc thanh phan trén no:

TRUNG TAM ANH HOG DON Mdu s6'0—VT
NGU SYDNEY A o A. Dinh khodn
Tel: 03206.282528 KIEM PHIEQ XdAT No
TEN KNACH NANG.....viiiiiiiieeee e Lo o et e e e re e e s
DA CHLuceiiceceeeceeee et St e et e e eaeeereeeane s
Theo hop AONG SO....c.veeeveeveeieeiieieeeeeeeee e, nam 2010
STT TEN HANG f,)v SL| DONGIA THAiNH GH?
TINH TIEN CHU
I | TRANG THIET BI
1 Man hinh iéc 10 112 ? USD
2 Ban phim 32 9| 2 USD
3 Mouse Con 85 3 ? USD
4 Ram Thanh 18 35 ? USD
TONG ? ? ? ? USD
11 VAN PHONG
1 Ban mdy Cii 10 250000 | ? VND
2 Ban van phong Cai 4 180000 ? VND
3 Ghé gap Cii 16 120000 | ? VND
4 Ghé xoay Cii 3 270000 | ? VND
TONG ? ? ? VND
BEANE CHI ..ovvcveeeeeeceeeteeteeeeteee ettt ettt ettt et ereeaeeas et et eeseeseeseereereerseneenseneens

%
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NGUOI NHAN THU KHO THU QuY KE TOAN GIAM BOC

Yéu cdu thuc hién

1. Trinh bay bang theo ding méu va thay d6i kiéu dudng vién va mau nén tuy y

2. Tinh cOt thanh tién
3. Tinh cot tong cong ( Chi y v6i cot thanh tién trang t}@ ai-quy doi ra tién

VOi ty gia la . @%
SO
O
S
Ny
>
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7. Bai tap so 7.

Khu Du Lich PDdm Sen

v’ Sdng moéng 1 Tét khai truong Non Bo khong 16 cao 20m
v6i hang tram loai c4 bién, cd4 map, san ho, hai quiy song

tu nhién trong nudc.

v' Mot Vuon Hoa ruc r& khong vuon hoa Da Lat.

o D bt
8 Ngay o 5 9. Sl
v Phdo bong truyén. thon m Sen hoanh tridng diém 1¢
Vui . .
gilta mat ho lu h béng nudc.
Tét Tai
v

& Mong 1 Dén Mong 8 =

Khu Nhac tré: Ba Méo - Sao vang - Hac Kim- Alta.
v Ha; @gmg ruc 1 vé dém trén ho sen di dong, ca
0 1ting clia rong con phun Itra... lung linh ki 4o trén
< I) _J
v e Cic loai hoat dong van héa, van nghé thuat dac sac: Roi
Nudc, Diéu Gidy, Mda Roi - Chuong trinh van nghé

chuyén nghép vé6i cac ngoi sao ca nhac, san khau, dién

anh.

e (C4c tro choi thi€u nhi phong phi mdi la.
Chutong trinh Bdm Sen chdc chdc sé lam hai long Quy khdch!

Yéu cdu thuc hién:

1. Soan thao van ban theo mau trén.

2. Sir dung thanh cong cu Drawing dé vé cac d6i tuong hinh dic biét.

- -



