TIN HOC VAN PHONG

PHAN 2: MICROSOFT WORD

(Tai li¢u luu hanh noi bo)

MICROSOFT WORD

> 1. Tong quan vé Microsft Word
> 2. Soan thio co ban

> 3. Bang biéu (Table)

> 4. Do hoa ( Picture)

> 5.1In 4n

» 6. Tron tai licu (Mail Merge)



TIN HOC VAN PHONG

MO PAU
TONG QUAN MICROSOFT WORD
2003

1. Cach khoi dong MS Word

» Céach 1:

Start — Programs — Microsoft Office —
Microsoft Word 2003

» Cach 2:
Nhay kép chudt 1én biéu tuong ctia phan mém
word m néu nhu nhin thay n6 bat ky ¢

chd nao trén thanh tac vu (task bar), trén man
hinh desktop




1. Cach khai dong MS Word

» Cach 3:

Néu mudn mé nhanh mét file vin ban vira soan
thao gan dy nhat trén may tinh dang lam viéc,
c6 thé chon Start — Documents — chon file
van ban can mo.

2. Céc thanh phan trén méi truwong lam
viéc ciia Word
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2. Céc thanh phan trén méi truwong lam
viéc cua Word (tt)

> Cira s6 soan thdo tai liéu: La noi dé ban c6 thé
g0 van ban, dinh dang, chen hinh anh 1€n day

> Hé thong ban chon (menu): Chita cac 1énh dé
go1 t&i1 cac chire nang cua word

> Hé théng thanh céng cu: thanh cong cy chuan
(Standard), thanh cong cu dinh dang
(Formating), thanh cong cu vé€ (Drawing)

2. Céc thanh phan trén méi truwong lam
viéc cia Word (tt)

> Thudc ké: gdbm thude ké doc va thudc ké
ngang, dung dé€ di€u chinh l¢€ trang van ban.

> Thanh trang thdi: Giap ban biét dugc mot vai
trang thai can thiét khi l[am viéc.

> Céch hién thi cac thanh phan nay nhu sau:
Chon View — Toolbars — Check chon hién
thi cac thanh phan nay.




3. Cach tao mé&i mot tai liéu

» Lam viéc voi word 1a lam viéc trén cac tai liéu
(Documents). Moi tai liéu dugc duoc cat trén
dia vé1 mot tap tin c6 phan mo rong .DOC.

» Sau khi khoi dong word, mét man hinh trang
xuat hién. D¢ 1a tai li€u moé1 ma word tao ra.

3. Cach tao méi mot tai liéu (tt)

» Céch 1: Chon File — New

> Cach 2: Nhan nat New [3] trén thanh cong cu
Standard

> Céach 3: Nhan t6 hop phim tat Ctrl + N
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4. Cach lwu tai liéu 1én dia

> Céch 1: Chon File — Save (néu luu lan dau)

> Cach 2: Nhan nut Save e trén thanh cong cu
Standard

> Céch 3: Nhian t6 hop phim tit Ctrl + S
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4, Cach lwu tai liéu I1én dia (tt)

> Néu day 1a tai liéu moi, hop thoai Save As xuat
hién g

aE]
Save in: @-@AQ [ [ - Tools~
1 Chon no’i Narme: Size  Type Date Madifiec
LT Local Settings File Folder 6/9/200511:
Cé n I U’U My Data Sources File Folder 6/10/2007 8%
éMy Music File Folder 9/413/2003 1020
V- :'. My Pictures File Folder 9/13/200310
|Z)My Received Files File Folder 11412000 6
Deskiop SM_\J Shapes File Folder 1072872008 7
=N File Falder 8/7/2005 2:5¢
lﬁ_']EAAB\ MO0 Rkl doc 22KB  Microsoft Word Doc. i
BBa) TAP 2.doc 20KB  Microsoft word Dac.
My Documents | [ DANH BA BV doc 31KB  Miciosoft Word Doc
. BDANH BA DIEN THOAI THH. .. JTKB  Microsoft wiord Doc.
:)'g 5] danh bai huong 1.doc 172KE  Microsoft Word Doc
L) lﬂl]DE THIHSG&p tzenh. doc 26FKE  Microsoft Word Doc.
R GH]DE THLdae 31KB_ Mictosot Word Doc
~ A -
2.G0 tén file
N I Ten Tai lieu|doc
can iwu

Word Document (*.doc)

Cancel
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4. Cach lwu tai liéu I1én dia (tt)

> Neéu day la tai liéu c6 san, ban khong can dat tén

lai chi chon File — Save, hodc chon

=

» Luwu v: dé tranh mat dir liéu khi gap su cd mat
dién hay may tinh c6 van d¢, ban nén thuc hi¢n
thao tac luu tai liéu thuong xuyén trong khi soan

tai ligu.
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5. Cach lwru tai liéu 1én dia thanh file khac

> Vao File >
Save as
- Xuat hién
hop thoai
Save as
- bat tén
file mdi can
Iuu lai, sau
ddé nhan
Save

Save As

@3

My Documents

@

My Computer

Iy Network.
Places

Savein: ‘ (53 My Documents ~ ‘ @ Q@ X CuEH - Tods~
[C)BE FlashBack Movies
A [C)Downloads
My Recent | | my Music
Documents h"E]IM!f Fictures
= (C)My Received Files
@ = ry videos
Desktop | (@IMy wieb Sites
[C)PortableappsBackup
y [C)50L Server Management Studio ~ LA |
_J [C3Thanh cong cu GO ten flle

[C)visual Studio 2005
B panH MUC CAC AN BAN.doc

mai can lwu

File pame: I Save ]

Cancel

Save a5 type! [wiord Document (*.doc)
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6. Cach mé tai liéu co6 san trén dia

» Cach 1: Chon File — Open

> Céch 2: Nhan nit Open & trén thanh cong cu

Standard

> Céch 3: Nhan t6 hop phim Ctrl + O
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6. Cach mé tai liéu co6 san trén dia (tt)

> Hop thoai Open xuit hién

Ugzn

Look in:

1.Chon noi

chwra file
[Er

Deskkop

2.Chon file
can mo
P

My Computer

.

My Network.

o] My Data Sources
1 My Music
12} My Fictures
)My Received Files
{4 My Shapes

N
51 gsad MO0 FAR doc

#| DANH B2 DIEN THOAI TMH.dac
lﬂjdanh bai huong 1.doc

B DE THI H5G3p teenh. doc

B DE THI.doc

5 Doc1 doc

Sm—

File pame:

Files of typei | all word Documents (¥.doc; *.dat; *.hkm; * bl

*url;

2]

9 @ Q X i E@ - Toose

B HAN BT1.doc
BHAN BT2 C3dac
B HAN BT2 doc
B HaM ET3 (TIEF THED
B HaN BT3.doc

B HAN BT4.doc

B HaN BTS.doc

B HAN BT doc
E]HaAN BT7.doc

B HAN THE STRANGE ¢
H]HAN TRANG 13.doc
B HAN TRANG 15.doc
B HAN TRANG 16.doc
B HAN, THO HO CHI MIr
B HOC GIO TSINH.doc

Cancel

3.M¢ file
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6. Cach mé tai liéu co6 san trén dia (tt)

» Cach 4: Vao File — Chon tén tai liéu san co

File ) Edit ‘Wew Insert Format  Tools  Tat

Save As...

Page Setup...

2 . ChOn f| |e & Prink Preview
cén' m(’)’ = Print... Chrl+P
@ocuments and Settingst.. .'l,kha_ng}@

2 D12\ THI_WE

3 FiiGiao aniG@iao an tu chon 11.doc

4 C:\45 HANASHAN
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7. Thoat khoi moéi truong lam viéc

» Cach 1: Vao File — Exit

> Céch 2: Nhan t6 hop phim tat Alt + F4

> Céch 3: Nhan vao dau @) goc trén bén phai
man hinh word

18



Microsoft Word 2003

CHU;O’N G2 ;
SOAN THAO CO BAN

v)
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1. Thao tac soan thio co ban

> B0 gb tiéng Viét: VNI-, VietWare-, ABC, Vietkey,
thong dung nhat la Unicode

> Khi nao trén goc dudi bén phai man hinh xuét hién ¥
thi ban c6 thé go tieng Viét

> Khi xuét hién chit E (kiéu go tiéng Anh), ban phai
nhap chudt lén biéu tuong lan nita hoac nhan t6 hop
phim Ctrl + Shift @€ chuyén vé ché do go tieng Viét.

20
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2. Qui tic go tiéng Viét

— Go Pugc chir GO | Duoc chir L2 ~
Kidu g6 = — Kiéu go
aa a T dau sac VNI
TETEX = - -
aw - 2 dau huyén
00 ° 3 dAu hoi
oW ¢ 4 dau nga
ww u :
Z 5 5 dau ndng
f dau huyén -
A L 6 daua
S dau sac -
r déu hoi ! dauo
X dau nga 8 dau a
j dAu ning 9 d
21
3. St dung ban phim

» Cac phim chtr a, b, ¢, ..., Z;

> Céac phim s6 tir 0 dén 9;

> Cac phim dau: ¢,><? {}[]....

> Nhén giir Shift dé g& chit in hoa va mot s6 dau;

> Phim Caps Lock chuyén kiéu chit Hoa sang
chir thuong va nguoc lai.

22
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3. S dung ban phim (tt)

Str dung phim Enter dé ngit doan van ban;
Str dung phim Tab dé dich diém Tab;

Str dung phim Space Bar dé chén dau cach;

YV 'V ¥V |V

Céc phim mii tén «7 | — dé dich chuyén con
tro trén tai ligu;

\

Phim Page Up, Page Down dich chuyén con tro
vé dau hodc cudi ting trang man hinh;

23

3. Swr dung ban phim (tt)

> Phim Home, End dé dua con trd vé dau hodc
cuodi dong van ban;

> Phim Delete dé xé6a ky tu van ban dimg ké sau
con tro;

> Phim Backspace («: Trén n(t Enter)dé xoa ky
tu van ban dung ké trudc con tro;

24
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4. Sao chép khoi vin ban

> Ap dung khi ban can g0 lai mot doan van ban
giong hét hay gan giong véi mot doan van ban
c6 san trén tai liéu ca vé ndi dung ciing nhu dinh
dang. Thuc hién nhu sau:

A Buwoce 1: Boi den khoi van ban can sao chép
Cach chon khoi van ban:

- Di chuyén chu6t va khoanh viing véan ban can
chon hodc dung cac phim «—1|— va gitr Shift

25

4. Sao chép khoi vin ban (tt)

A Bwdc 2: Ra lénh sao chép dir 1iéu da boi den
- Chon Edit — Copy; hoac

- Nhén niit Copy [22] trén thanh céng cu Standard;

hodac

- Nhan t6 hop phim Ctrl + C;

26
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4. Sao chép khoi vin ban (tt)

A Buwée 3: Dan dit liéu da copy vao vi tri can thiét

bat con tro vao vi tri can dan van ban
- Chon Edit — Paste; hodc

- Nhén ntt Paste trén thanh cong cu Standard;
hodc

- Nhan t6 hop phim Ctrl + V;
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5.Di chuvén khéi viin ban

> Ap dung khi ban mudn sao chép doan vin ban
ra mot noi khac va doan van ban cii s€ duoc xo6a
di (di chuyén doan vin ban dén mét noi khdc).
Co thé thuc hién theo hai cach sau:

» Cach 1:

A Bwérc 1: Lya chon (bbi den) khéi vin ban
can di chuyén

28
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5. Di chuyén khoi viin ban (tt)

A Bwée 2: Ra lénh cét dir liéu da boi den
- Chon Edit — Cut; hodc

- Nhén nit Cut [#]trén thanh cong cu Standard;

hoadc

- Nhan t6 hop phim Ctrl + X;

29

5. Di chuyén khoi viin ban (tt)

Vin ban da chon sé& bi cét di, ching duoc luu
trong by nhé dém (Clipboard) cua may tinh
A Bwoe 3: thuc hién 1énh dan van ban
- Chon Edit — Paste; hodc
- Nhén nat Paste trén thanh cong cu Standard;

hoac
- Nhan t6 hop phim Ctrl + V;

30



5. Di chuyén khoi viin ban (tt)

» Cach 2:

A Buwérc 1: Lya chon (boi den) khoi van ban can di
chuyén

A Bwdéce 2: Dung chuot kéo ré viung van ban dang

chon va tha 1én vi tri can di chuyén dén

phwong phap nay goi la kéo — tha (drag and drop)

31

6. Pinh dang kho giay (Page Setup)

> Tinh nang nay gitp thiét 1ap cau triic trang in,
kho gidy in.

» Mo File — Page Setup...Hop thoai Page
Setup xuat hién:
* Thé Page Size: Cho phép ban lyra chon kho
gidy in
* Ngoai ra ban c6 thé thiét 1ap chiéu rong
(Width), chiéu cao (Height) cho kho giay

32
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6. Pinh dang kho gidy (Page Setup) (tt)

Pape Setup |E\ E|

» Hop thoai Page Setup

Margins ‘ Paper Layout
Margins
Top: 3 Boteom; [1" 8
Left: [tz 2] miht: [L25" 3
Gutter; |0" Cl Gutter position: |L3Ft v‘
Crientation
Portrait Landscape
Pages
Wl pages
Previgw
Apply ta:
“Whole docurnent v

33

6. Pinh dang kho giay (Page Setup) (tt)

|
» Thé Margin: Thiét lap

1€ trang in

Page Setup
[Margins 1 Paper Layout
Margins
Left
Crientation
Partrait Landscape

Page:

Multiple pages:

Preview

Apply b

=

ther position:

Mirror margins
2 pages per sheet
Book fold

twhole document w

Conr)

34
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6. Pinh dang kho gidy (Page Setup) (tt)

> Muc Top: thiét 1ap chiéu cao 1é trén cua trang.

> Muc Bottom: thiét 1ap chiéu cao 1& duéi cua
trang.

> Muc Left: thiét lap do rong 1é trai cua trang.

> Muc Right: thiét 1ap do rong 1 phai cua trang.

> Muc Gutter: thiét 1ap phan gay tai liéu.
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6. Pinh dang kho giay (Page Setup) (tt)

> Muc Orientation: Chon chiéu in trén kho gidy
+ Néu 1a Portrait: in theo chiéu doc
+ Néu la Lanscape: in theo chiéu ngang
» Muc Apply to: chi dinh pham vi cac trang in
+ Whole Document: ap dung cho toan bo tai
ligu

+ This point forward: 4p dung tir trang dang
chon dén hét tai liéu.

36
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6. Pinh dang kho gidy (Page Setup) (tt)

> Muc Multiple pages: Chon ché d6 trang in (in
hai mat hay in mdt mat)
* Normal: Néu in mot mit
* Mirror margins: Néu in hai mat
* 2 pages per sheet: in 2 trang tai li€u vao 1
trang giay
%
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6. Pinh dang kho giay (Page Setup) (tt)

> Nhan nat Default...: ngdm dinh cac thong sd
nay cho céc tai li¢u sau cua word.

> Nhéan niat OK dé dong y va dong hop thoai lai

38
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6. Pinh dang kho gidy (Page Setup) (tt)

> Thé Paper: Thiét 1ap kho gidy

B

=

I
I
&
a
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6. Pinh dang kho giay (Page Setup) (tt)

> Paper size: Chon kho gidy (théng thuong chon
kho A4)

> Width: Chiéu rong trang gidy

> Height: Chiéu cao trang gidy

Lwu y: Thong thudng ta chi can chinh muc
Paper size khdng chinh nhirng thong so khac

40
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6. Pinh dang kho gidy (Page Setup) (tt)

I — N
» Thé Layout: Thiét 1ap chiéu cao tiéu d¢€ trang

Matgins Paper

Mew page w

Headers and footers

[ Different odd and even
[ Different first page

From edge:

41

6. Pinh dang kho giay (Page Setup) (tt)

> Muc Header: chiéu cao cua tiéu dé dau trang
> Muc Footer: chiéu cao cia tiéu dé cudi trang
» Muc Apply to: chi dinh pham vi cac trang

> Muc Different first page: khong hién thi tiéu
deé trang dau tién

> Muc Different Odd and even: hién thi tiéu dé
trang 1¢

42
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7. Ky thuat dinh dang van ban

» Chon Phong chir:
A Bwoc 1: Chon (boi den) doan van ban

A Buéc 2: Dung chudt nhan 1én hop Font vies ew ronan -

trén thanh cong cu Standard. Danh sach céc kiéu
phong chit xuat hién: =

2 T VNI -Prasant
Ban c6 thé chon 1 Font & vei-Time:
- - & Arial
T Palef g
T wmHGrcad
T YNI-Cooper
T YNHRevue
T Y- Broesdt
T VNI-Heather

43

7. Ky thuat dinh dang van ban (tt)

» Chon c& chir:
A Bwoc 1: Chon (b61 den) doan van ban

A Bwée 2: Dung chudt nhin 1én hop Size [+ -
trén thanh cong cu Standard. Danh sach cac c&
chit xuat hi¢n. Ban c6 thé chon size thich hop

Luwu v: Ban c6 thé vao Format — Font dé dinh
dang phong chit, ¢ chit va kiéu chir cung lac

44
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7. Ky thuat dinh dang van ban (tt)

> Chon kiéu chir:
A Buwoc 1: Chon (b6i den) doan van ban
A Buwée 2: Dung chudt nhan 1én nut kiéu chit

B hodc (Ctrl + B): chir dam
I hoac (Ctrl + I): chir nghiéng
u hodc (Ctrl + U): chir gach chan

45

7. Ky thuat dinh dang van ban (tt)

» Chon mau chir:
A Bwoc 1: Chon (b61 den) doan van ban

A Bwée 2: Dung chudt nhan 1én hop Font Color [A]]
trén thanh cong cu Standard, bang mau xuat hién

Chon thém

|
mau khac

46
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7. Ky thuat dinh dang van ban (tt)

» Chon mau chir:

A Ban c6 thé chon mau thém mau khac bang cach
nhin vao nut More Colors |

Erlurs x)
e S
il utom

F

Standard: mau c6 san
Custom: dinh nghia mau riéng

47

7. Ky thuat dinh dang van ban (tt)

> Chon mau nén vin ban:
A Bwoc 1: Chon (bdi den) doan van ban

A Bwée 2: Dung chudt nhin vao Hightlight
trén thanh cong cy Standard, bang mau xuét hién

48
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8. Hop thoai Font (Format — Font )

» Hop thoai Font c6 nhiéu tinh nang dac bi¢t hon

Fusii [2][x]
C h Q n Font Character Spacing | Text Effects
phéng chir m

Regular
Trebuchet M3 Italic
Tunga

T Cen MT = gald Italic Chon

Tw Cen MT Condensed

: Kiéu chip

Autarmnatic

[ Small caps Chon kiéu

[T strikethrough [ 5hadow
s ’ [ Double strikethraugh [ outline [ al caps = =
Hleu u’ng [ superseript [ Emboss [ Hidden du’O’ng gaCh Chan
* [ subscript [l Engrave

don gian

rEview

| MAU VAN BAN BINH DANG

This is 2 TraeType Font, This font willbe used on bath printer and screen,

49

8. Hop thoai Font (Format — Font) (tt)

> Tai vi tri Text Effect: thiét 1ap 1 sd hiéu ung
ot 2]

Animations:

Chon
Hiéu trng

(nane)
Blinking Fackgroun:

MarcriTg Brack Anks
Marching Red Anks
Shimmer

Sparkle Text

Két qua
co dU’O’C Erovin )

__ MAU VAN BAN BINH DANG:

50
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9. Dinh dang doan van ban (Paragraph)

> MObi dau xudng dong (< Enter) sé tao thanh
mot doan van ban.

» Khi dinh dang doan van ban, khong can phai
lya chon toan bo van ban trong doan d6, ma chi
can dit con tré trong doan can dinh dang.

» Mo tinh nang dinh dang doan van ban:
Chon Format — Paragraph

51
10. Hop thoai P h
. Hop thoai Paragrap
P [2]x]]
Line: and Page Ereaks
Alignment: JustiFied Outling level: Body text [
Left: Oem [<] Sperial: By
Right: 0em B (none) B
Befors: 0 pt 2] Line spacing: AF
Hiter: e = I I =]
Preview
52
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10. Hop thoai Paragraph (cac thugc tinh) (tt)

» Muc Aligment: chon kiéu can 1& cho doan

General
Alignment: A Qutline level: Body text W

A Justified: can déu 1é trai va 18 phai;
A Left: can déu 1@ trai;
ARight: can déu 18 phai;

A Center: cin giita 2 18 trai va 18 phai;

53

10. Hop thoai Paragraph (cac thugc tinh) (tt)

> Muc Indentation: lap khoang cach tir mép 1&
doan so voi 1€ trang

Indentation
Left: 0"
Right: o"

Special: En:

F
-

LR

(nmone) b

A Left: khoang cach tir 18 trai doan dén 18 trai
cua trang van ban;

A Right: khoang cach tir 1& phai doan dén 1¢
phai cua trang van ban,

54
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10. Hop thoai Paragraph (cac thudc tinh) (tt)

> Muc Special néu chon:

Indentation
Left:
Righk:

Special: Bw:

43[4

Cnone) b T

A First line: thut dong cua dong dau tién trong
doan, khoang cach dinh tai muc By;
A Hanging: thut dong cua dong thir 2 trd di trong
doan, khoang cach dinh tai muc By;

A None: khong thiét 1ap ché do thut dong trong
doan.
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10. Hop thoai Paragraph (cac thugc tinh) (tt)

> Muc Spacing: thiét 1ap cac khoang cach dong

Spacing

Before: 0pt Line spacing: Ak

-
w
-~
w

4

After: 0 pt Single s

A Before: Khoéng cach gitra dong dau tién cua
doan té1 dong cuoi cung cua doan trén no;

A After: Khoéng cach giita dong cubi cung cua
doan t&1 dong dau tién cua doan sau no;

A Line Spacing: chon d6 dan gitr cac dong

56

28



11. To nén, ké vién cho mgt vung cua van ban

A Buwée 1: Boi den doan van ban can to nén hay dat

vien.
A Bwoce 2: Nhay phai chudt 1én ving da chon, mé muc
chon Borders and Shading s 2
- E—
—I§ o oo o
F
&
=)
E @

11. To nén, ké vien cho mot vung cua
van ban (tt)

> Thé Border cho phép thiét 1ap cac dinh dang vé

duong ké ctia vung lua chon:

= Muc Style: chon kiéu dudng dinh thiét 1ap

= Muc Color: chon mau cho duong

= Muc Width: chon d6 day, mong cho duong

=  Muc Setting: chon pha¥n vi duong can thiét
1ap. Ngo‘éi ra ban O thé chon pham Vi Cac
duong can thict 1ap dinh dang & muc Preview

58
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11. To6 nén, ké vién cho mot vung cua
van ban (tt)

> Nhan nt OK dé két thuc cong viéc

> The Shading cho phép thiét 1ap cac dinh dang
ve t0 nén bang
* Muc Fill: chon mau can t6. C6 thé tu chon cho
minh mot mau khac: vao More Colors...

59

12. Thiét lap Tab

» Tab la cong cu dugc st dung rat nhiéu trong viéc
nhép van ban, dich chuyén con tré theo timg budc
nhay.

> Sir dung Tab cho viéc tao van ban hién thi dudi
dang cac cot.

60
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12.1 Cac buéc thiét 1ap Tab

» Bwoc 1: Mo ban chon Tab: Format — Tab

~ X 7 Tab stop position: Default bab stops:
1.G6 sO bwdoc Zapi TN
n héy Cl] a Ta b Tab stops to be cleared:

AI nmenk;
2 Chon Canh L ft () Center O Right
Tab O Dedimal () Bar

3.Chon kiéu ° Oz O g
Tab S —
4.Chép nhan
Tab
5.Két thuc

61

12.2 Cac chirc nang cua Tab

> Default tab stops: budc nhay ngam dinh ctia Tab
» Tab stop position: go gia tri dinh vi tri cac Tab
> Aligment: chon I¢ cho dit liéu trong cot Tab

A Left: canh 18 dit liéu bén trai cot
A Center: canh 1& dit liéu gitra cOt
ARight: canh 1& dit liéu bén phai cot

> Leader: cac kiéu Tab

62
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Vi du: Thiét 1ap Tab

» Hay tao ban dir licu gém 3 cot:

A Cot STT: canh Tab gitra (Center)
— Céch 18 trai lem;

A Cot Ho va Tén: canh Tab trai (Left)
— Céch 1€ tréi 3cm;

A Cot Pia chi: canh Tab trai (Left)
— Céch 1€ trai 8cm;

63
r i A A
Vidu: Thiet lap Tab
» Buwoc 1. Xac dinh vi tri Tab
Tabz a“
Tab stop position: Default tab stops:
5 cm 0.5cm E
Tab stops to be cleared:
Alignment
(%) Left ) Center ) pight
() Decimal O Bar
Leader
@ 1 hone Oz ($) g
Os___
[ Set ] [ Clear I [ Clear all ]
64
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Vi du: Thiét 1ap Tab

> Buwéc 2: stt dung nhitng diém Tab vira thiét 1ap dé
tao bang dit li¢u

E-|®|-2-|®|-4-|-5-|-5-|-?-||-9-|-1o-|-11-|-12-|-1

STT Ho va Tén bia chi
1 Nguyén Vin A Phuéng 2, TX Tin An
2 Trin Thi B Phuong 1, TX Tén An

65

13. Thiét 1ap Bullets — Panh diu dau dong

> Buée 1: Dit con tro 1én doan can danh diu, vao
chon Format — Bullets and Numbering

Huillzes sael il bz %]
Bulleted )| humbered | outine Mumbered | List Styles
MNong
+ v
+ v
+ ¥
Cuskomi
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13. Thiét 1ap Bullets — Panh dau dau dong (tt)

> Bude 2: thiét 1ap dau dau dong & thé Bulleted:
A Chon kiéu Bullet muén thiét lap;

A C6 thé chon Customize dé thyc hién mot vai
thao tac can thiét nhu: chon Font, ky tu dac
biét (Character), hinh anh (Picture) cho Bullet

Luu y: Nut [énh Bullet [=] trén thanh cong cu
chuan sé& gitip ban thlet lap nhanh hodc bo thiét
1ap dinh dang danh dau dau doan vin ban.
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13. Thiét 1ap Bullets — Panh diu dau dong (tt)

. A . Cizinni=e Bollzize] Lize [x]
> Giao dién sau khi chon 2707 "
Customize e e el 0

G FO nt: ChQn phéng Bullet position

* Character: chonky ..
tl.I déc biét 1 cm Indent at: | 1,27 cm

* Picture: chon hinh
anh

Indent at: |0.63 cm
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14. Thiét 1ap Numbering — Panh s6 chi muc

> Budre 1: Dit con tro 1én doan can danh dau, vao
chon Format — Bullets and Numbering

Hullzts s dlumbzn a
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14. Thiét 1ap Numbering — Panh s6 chi muc (tt)

> Buwéc 2: thiét 1ap danh s6 chi myc o the
Numbered:

A Chon kiéu danh s6 mudn thiét 1ap;

ANt Customize dé dinh dang cho s6 chi muc
nay

Luu y: Nat Iénh Numbering =] trén thanh céng

cu chuan s& gitp ban thiét 1ap nhanh hodc bo
thiét 1ap dinh dang d4nh s6 doan vin ban.
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14. Thiét 1ap Numbering — Panh s6 chi muc (tt)

» Giao dién sau khi chon
Customize

* Numbqr format: chon ky
sO bat dau

* Font: chon phdong

* Number position: chon vi
tri cia myc trong doan

* Text position: khoang cach
van ban so voi mép 1€

Luztonizz clunizrze Lz (%]
Turi rmak
[ Font... J
Number style:
Murnber position
Aligned at: 1.9 cm

Text position
Tab space after:
2,54 cm

Presview

15. Chia cot van ban (Columns)

> Churc ning Columns giup ban dé dang chia vin
ban thanh nhiéu cdt (giong nhu trén trang bao)

» Moi doan van ban c6 thé dugc chia thanh cac

cot c6 do rong khéac nhau.

» Trén moi cot, co theé chén bang bicu, hinh V¢, ...
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15. Chia cot van ban (Columns) (tt)

» Budc 1: chon (boi den) ving van ban can chia
lam nhi€u cot;

» Buwde 2: chon Format — Columns

> Thiét lap cac thong sé cho hop thoai Columns

73
° A - >
15. Chia ¢¢t van ban (Columns) (tt)
Colir (Z]%]
Presets J
= = || =
One T Three Left Right
Mumber of columns: @ [ Line between
‘Wwidth and spacing Preview
Col #: Aicdth Spacing:
1| |74 [ Lzzem [ =
Equal calumn width
Apply to: Selected text D
74
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15. Chia cgt van ban (Columns) (tt)

> Muc Number of Columns: s6 cot can tao ra
nhi€u hon bang cach go so cot;

> Muc Width and Spacing: chiéu rong va
khoang céch gifra cac cot.

» Muc Apply to: pham vi van ban s€ chia thanh
cac cot. Chon Seleted Text (chia cdt cho van
ban da dugc chon), chon Whole Document
(chia cot toan b tat ca cac trang)
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16. Tao chir cai 16n dau doan viin ban

> Tinh nang Drop Cap ctia Word gitp tao cac kiéu
chir cai 16n dau tién trong mot doan van ban

» Cac budc tai chit cai lon

» Buwoéce 1: Dat con tré 1én doan can tao chir cai 1on
o dau.

Chon Format — Drop Cap.. Hop thoai Drop
Cap xuit hién nhu sau:
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16. Tao chir cai 16n dau doan viin ban (tt)

» Hop thoai Drop Cap nhu sau:

Lron B |31

Position

1.Chon loai
chir dau doan

"

W

Mone In margin

Opkions

2.Chon
phéng chir

Fonk:

Lines ko drop: 3 3Ch0n
— X by

Distance from texk: ocm SO dong

B
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16. Tao chir cai lom dau doan van ban (tt)

> Bude 2: thiét 1ap cac thong sb cho chir 16n nay:
A Muc Position: chon kiéu chir can dat;
AMuc Font: chon phdong chit cho chit cai nay;

A Muc Line to drop: s6 dong vin ban va chiéu
cao cho chir;

A Muc Distance from text: khoang céach tur chir
cai 16n dén ky tu ti€p theo no.
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17. Cheén ky tu dac biét

> Chon vi tri can dat ky tu dac biét: Insert — Symbol

1.Chon loai

danh usacr_]Aky O] =] o] o] e La
fur dac biet ey e i e ) Py l 2.Chon ky tw
NEEREEERE = dac biét can
2|V ® @™ TT| v -
Recently used symbaols: _
al=loafs|=]=| | [#]o| €[£|¥]o
Symbol: 202 Character code: 202 from: | Symbal (decimal) d

79

18. Thue hanh dinh dang van ban

Tao méi van ban c6 kich thude kho gidy A4.
* Dinh trang van ban:

- Top

- Bottom
- Left

- Right

+ 0.8” (Inch)
£ 0.8”

L 17

£ 17

- Orientation : Portrait
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18. Thuc hanh dinh dang van ban (tt)

» DPinh dang doan van ban nhu mau sau;

Phat dong cudc thi
Kham pha Thé gisi Computer

Pay 1a cudc thi danh cho Hoc sinh phd thing trung hoc yéu thich may tinh va tin hoc nhim tao ra san choi
lanh manh mdi cho gidi tré trong thii dai CNTT phét trién nhu vii bio.

Ba thi sinh tham du chudng trinh gidi thigu gom cd: Thisinh 79 Thuy Linfrvé 3mg Thanf Mga cong dén 1 fruding
PTTH amstecdam va 7rdn St Thudrdén 1 ruting Phi thing Chuyén ngll thudc DH Ngoai Mgl - BH Quic Gia Ha i,
M&C dl, chuiang trich truvdn hink trgc tiép chi mang tink chit phat déng khing tinh vao phdn thi chinh thic, nhung cac
thi ginh cling phai Tai qua 4 phan thi: Kign thifc may tinh cdn ban, Friheehdnkcactdndnasi-dangrastnk, Phin

mEm sang tao va Siéu 1dng.
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18. Thue hanh dinh dang van ban (tt)

» Pinh dang doan van ban nhu mau sau:

Toan Hoc va Héa Hoc
A Toan Hoc

Giai cac phudng trink sau:
a Phuang rinh1: 122 + 7x - 5=10
b.Phugngtrinh 2: 15 * (2 -4) =0
[~ Héa Hoc
C&n bing cac phuong trinh phan hg sau;
a. Phudng rinh 1: Ho + Cl -> HC
b. phuang trich 2: H-504 + Cl -> HCl + SO5 + H-0
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18. Thuc hanh dinh dang van ban (tt)

> Pinh dang doan vin ban nhu mau sau:

Hé diéu hanh sau Vista dugc goi la Windows 7

Phign ban Windows thé h& mdi, c6 cai tén it m§ miBu hon so vdi tén m3 Vienna trudc dd, sé
xudt hién trong khoang 3 nam tdi.

Micrasoft 43 ca budi thao luSn v8 Windows 7 tai Orlando (MF) hdm 19/7 nhuhg khéng tigt &
nhigu chi tigt v& san pham.

Tudng tr Vista, hg digu hanh tigp theo s& dugc xudt xurdng vdi cac phién ban

cha doanh nghiép va ngudi tdu ding, hé g 32 bit va 64 bit. Hing nay cling dang
xem xet md hinh ra gdp san phdm nhung chua cong b 13 rinh cy thé,

Microsoft d& bat dau chia sé& ké hoach phat
trigh Windows 7 vdi cdc d6i tdc va khach hang
doanh nghiép. Trong khi d6, ban Service Pack 1
danh cho Windows Vista theo dy kién sé& chi dugc

ra mat vao cudi n3m nay hodc dau 2008.

M6 ta: Su
dung cac thao
tdc dinh dang
Paragraph:

Canh [é trai va
phai, canh 1é
dong dau tién,
khoang cach
gilta cac dong
trong doan,
khoadng cach
gilta cac doan
van ban,...
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18. Thue hanh dinh dang van ban (tt)

> Ké khung va tao hiéu tng nén (Border and Shading)

- Chi cd 379% 58 ngudi dudc hai ndi ring ho cd k& hoach nang cdp 18n phién ban tiép theo cia b

Office - theo k8t qua cudc khao sat mdi dudc thuc hign gan day cda Cormputerworld,

- Trong thang mudi ndm 2006, tap chi may tinh ndi tighg thé gidi Computerworld da thuc hign mat
cufic khao st nhdm tham da nhan thic cla nguidi dong ciing nhue k& hoach nang cdp 18n Microsoft
Office 2007 cia ho, Téhg cong co 727 ngudi du'gc hai, gbm c& ban doc cda Computerworld wa The
Office Letter, chl y8u |3 cac nhan vign quan |y frong cac cdng ty thudc lihh vuic cdng nghé thang tin (IT

manage). Bay 1 mat cudc khao sat ruc tuyén

@ Cudc khao sat truc tuyén

O Cdng ty cha ban Ién hay nho?
O Ban cd quen thudc vdi Microsoft Office 2007 khdng?

dugc kifm tra hay khong?

O Cbng ty hay td chifc cha ban cé diing phign ban Office 2007 beta dang
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18. Thuc hanh dinh dang van ban (tt)

» Chia cOt van ban theo mau sau:

DAU TU CHUNG KHOAN CHUYEN NGHIEP

M@t cau hai ludn dugc cac nha dau tu chitng khoan dat ra la: Nén dau tu' cd phiu vao cdng
ty nao? Lic nao nén mua ban chirng khoan?

Cau tra I8 n&m tang
khda hoc “BPAU TU
CHONG KHODAN
CHUYEN NGHIEP” do
Vietway Edu 9 chifc,
Trong khda hoc, hoc vign
s8 dudgc trang bi kign

thifc duf ddan xu thé thi
fruftng theo tam If 58
ding, phan tich cac chi
58 cong ty nigm yEt frén
san, darh gid cac anh
hudhg cla nén kinh 8 1di
hoat dong cing ty d& o

dd hoc vign cd thé Iy
chon dau o vao nhifng
ching khdan cd ty xuat
sinh Igi nhudn cao va fn
dinh.
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18. Thue hanh dinh dang van ban (tt)

» Hi¢u ung Drop cap:

Nhin bang am thanh
& théng nhin bang &m thanh cé tn goi Voice hoat déng theo nguyén thc
chuygn hink Anh thu dudge o mét may quay thanh &m thanh md té su vat,
hign tuigng gidip ngudi khigm thi hinh dung dirge mei vat xung quanh.

higt bi duge phat rigén bdi tién s Peter Meijer thuéc Phong nghign cliu Philips &
Ha Lan.
V6i nhithg dac diém t6i uu:
- Tin rh&n hap nhat.,
- Tughg thich khisng day.

86
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CHUONG 30
BANG BIEU

1. Tao cau tric bang

87

» Cach 1: vao Table — Insert — Table...

Insert Table X S Z A N
O cot cua
Mumber of columns: @ = bang

Mumber of rows: @
{GutoFit behavior

Cac thudc tinh

S6 dong
tw aong can NSRRI o2 bing
Chin h () BukoFit b window

Table style: Table Grid AutoFormat, ..

[CJiremember dimensions For new tables:

Ok 1 [ Cancel

88
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1. Tao cau truic bang (tt)

» Fixed column with: cb dinh chiéu rong cia
moi cOt:
* Auto: tu dong can chinh chiéu rong cho cot,
néu khong thi gd (chon) kich thudc d6 rong cho
cOt.

> AutoFit contents: tu dong diéu chinh céc cot
khit v6i1 dir liéu trong ¢t ay.

> AutoFit window: tr dong diéu chinh d6 rong
cac coOt trong bang sao cho vira khit voi chiéu
rong cua trang

89

1. Tao cau tric bang (tt)

Table AutoFormat @

» AutoFormat: cho
phép ban lya chon dinh
dang cua ban theo mot
s6 mau co san

Cabegory:
All table styles A

Chon kléu Tetle ands v
dinh dang Preview

East 7 7 5
West 6 4 7
South 8 7 9
Total 21 18 21

Apply special Formats ko
Heading rows
First column
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1. Tao cau tric bang (tt)

» Cach 2: dung nut Insert Table trén thanh
cong cy Standard. Bang chon sau day xuat hién
cho phép ban chon s6 dong va cot

3x3Table

HEN |
HEN |
HEN |
L

2. Stra cau truc bang

91

» Sau khi da chén mot bang 1én tai liéu, ban
van c6 thé thay doi ciu tric bang bang
cac: cheén thém hoac x6a di cac cot, cac
dong cua bang.

STT Ho Ten Ngay sinh
1 | Nzuyen vin Nam 12/3/1983
2 | Tran Thi Binh 22/1/1961

92
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2.1 Chén thém ¢t Gioi tinh vao sau cot Ho tén

Céach 1:
> Bwéc 1: dat diém tro 1én cot Ho tén

» Bwoc 2: mé muc chon Table — Insert —
Columns to the right

STT Ho Ten Ngay sinh
1 | Nzuyen vin Nam 12/3/1983
2 | Tran Thi Binh 22/1/1981

» Thuc hién nhap dir liéu cho cot Gio1 tinh nay

93

2.1 Chén thém cot Gidi tinh vao sau
cot Ho tén (1)

Céach 2:

» Buwoc 1: Chon (bdi den) toan bo cot mubn
chén: gia st muén chén thém 1 cot vao trude
cot Ngay sinh, ban boi den toan bo cot Ngay
sinh;

> Bwéc 2: Nhan phai chudt 1én viing bdi den ciia
bang, roi m& muc chon 5 IhserColumns . MOt
cot mai s€ dugc cheén vao trude cot Ngay sinh.

94
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2.2 Chén thém dong vao cudi bang

Cach 1:
> Buwdéc I: dit diém tré 1én dong cudi cing

» Buwdc 2: mo muc chon Table — Insert — Row below

STT Ho Ten Gidi tinh Ngay sinh
1 | Nguyen vin Nam Nam 12/3/1983
2 | Tran Thi Binh Nit 22/1/1981

» Thuc hién nhap dir liéu cho dong nay

95

2.2 Chen thém dong vao bang (tt)

Cach 2:

» Buwdc 1: Chon (bdi den) toan b dong mudn
chen: gid st muon cheén thém 2 dong cho bang,
ban boi dem toan b 2 dong c6 STT 1 va 2

> Bwéc 2: Nhan phai chudt 1én ving boi den ciia
bang, r61 m¢ muc chon

|J*:{ Fows Above

- Rows Below

2 dong mai s€ dugce chen vao trude 2 dong cil.

96
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2.3 Xo0a dong/cot trong bang

* Xo0a dong trong bang:

> Buwéc 1: Chon (boi den) toan bo dong mubn x6a

» Bwoc 2: Mo muc chon Table — Delete — Rows

* X0a c0t trong bang:

» Buwoc 1: Chon (b6i den) toan bg cot mubn x6a

» Bwoc 2: Mo muc chon Table — Delete —

Columns

3. Tron 6 trong bang

97

» Tron o: 1a thao tac tron nhi€u 6 ke nhau trén

mdt bang thanh 1 0.

Cac 6 da duoc trén

i

=
] e Hoc ki 1 Hoc ki 2
STT Ho tén
HL HK HL HK
1 Nguyen Van Nam Tot Tot Kha | Kha
2 Tran Thanh Binh Tot Tot Kha | Tot

98
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3. Cach tron 6 trong bang (tt)

> Dau tién ban tao bang nhu sau:

STT | Ho tén If‘-” ky E:’Z

HL HK HL HK
1 Nguyen VinNam | Tot Tot Kha |Kha
2 Tran Thanh Binh Tot Tot Khi | Tot

> Sau d6 1an luot tron cac 6: STT, Ho tén, Hoc ky 1,
Hoc ky 2

99

3. Cach tron 6 trong bang (tt)

> Buwde 1: Boi den 2 6 can tron & 6 Ho tén:

Hoc Hoc
ky 1 ky 2
HL HK | HL | HK

» Buwdéc 2: M6 muc chon Table —Merge Cells. Khi do 2
0 da chon tro thanh 1 6.

» Céch 2: Click chudt phai cac 6 boi den —Merge
Cells.
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4. Vé bang

> Trong trudng hop muén vé thém cac dudng
cho bang, ban c6 thé sir dung chirc nang nay.

» Hay mo thanh cong cu Tables and Borders,
nhan nat Draw Table [4] . Con chuot lac
nay chuyén sang hinh chiéc but v& va ban c6
thé dung né dé ké thém cac duong ké cho
bang

101

5. Pinh dang béng bicu

> Bude 1: Chon bang biéu can dinh dang

» Buwdéce 2: vao Table — Table Properties

Giao dién Table Properties hién thj ra.
Trong giao dién ndy c6 nhiéu tinh nang:
thudc tinh bang (Table), thudc tinh dong
(Row), thudc tinh ¢t (Column), thudce tinh
6 trong bang (Cell)
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5.1 Thudc tinh bang biéu (Table)

algal

Calurmn Cell

EPrefer_@_g_ width: 10 cm Measure in: | Centimete)

Dinh Vi trl’ Indent from left:
NGi dung H| H|
béng (Table) Left Center

Texk wrapping

Té n‘én € Borders and Shadingﬁ l Options. .. ]
Ké vien

Right

103
A r X
5.2 Thuoc tinh dong (Row)
. Tiable Riop ag|
Dln h da ng T Calumn Cell
, i . Specify height: |1.5 cm Row height is: |Exactly
XaC dlnh dO Options
~ Allow row to break across pages
Cao d On g [ repeat as header row at tiagtop of each page
£ Previous Row -
Xac dinh dong
can dinh dang
Két thuc
o )
104

52



5.3 Thugc tinh c¢ot (Column)

Tanlz Flunsrizs —— ‘Dlnh dang Cét
Table Row @ el
XéC dlnh dé IZCenlumns

~ ~
rong COt Preferred width: |4.42 cm Me: in: | Centimeter
—
Cligicom 3
by =

Xac dinh cot
can dinh dang

Két thuc

Cancel
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5.4 Thu¢c tinh 6 trong bang (Cell)
Binh dang 6
trong bang
XéC dlnh dé Vertical alignmel; -
=SV
Dinh vi tri néi dung
0 dang dinh dang
106
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5.5 Pinh dang dir li€u trong 6

> Viéc dinh dang phong chir, mau chit trén bang biéu
thuc hién theo nhu phan dinh dang chir da trinh bay
trudce day.

> DPinh dang lé
A Buwée 1: Chon céac 6 can dinh dang
A Bwdrc 2: Nhan phai chuot 1én ===
vung boi den, mé muc chon
Cell Alignment r6i chon kiéu 1¢

5.6 Dinh dang hwong van ban

A Bwée 1: Chon céc 6 can dinh dang hudng
A Bwd'c 2: Nhay phai chudt 1én vung boi den, mé muc
chon Text Direction, chon hudng

Tzt Diissiion - Tanlz Esll %]

A BWO,'C 3: nhén O K Crientation Preview

Text

dé hoan tat
Cach khac:
Format — Text Direction

Fax jumps over
the lazy dog.

108
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5.7 T6 nén, ké vién cho mot vung cua bang

A Bwéc 1: Chon cac 6 can t6 nén hay dit vién
A Bwoc 2: Nhay phai chuot 1én ving da chon,
m¢ muc chon Borders and Shading

() eone ot | o
ttttttt byl Preview
lick on diat o oF
o 7‘ Lo b ly border
D [ I B
H « | &
1 Automatic
= [ B @
—_— ly to:
q Custom |

109

5.7 T6 nén, ké vien cho mot ving
cua bang (tt)

» Thé Border cho phép thiét lap cac dinh dang vé
duong ké ctua vung lya chon:

> Muc Style: chon kiéu dudng dinh thiét 1ap

» Muc Color: chon mau cho duong

» Muc Width: chon d6 day, méng cho duong

» Muc Setting: chonﬁpham vi duong can thiét lap.
Ngoéi ra ban c6 thé chon pham vi cac duong
can thiét 1ap dinh dang & muc Previev
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5.7 T6 nén, ké vién cho mot ving
cua bang (tt)

> Muc Apply to: chon pham vi cac 6 can thiét lap
* Table: thiét 1ap cho toan bd bang
* Cell: chi thiét 1ap cho cac 6 da chon

> Nhan nat OK dé két thiic cong viée

» Thé Shading cho phép thiét 1ap cac dinh dang
vé td nén bang
* Muc Fill: chon mau can t6. C6 thé tu chon cho
minh mét mau khac: vao More Colors...

111

6. Thanh cong cu Tables and Borders

> Thanh cong cu nay chtra cac tinh ning gitp ban dé
dang thuc hién nhiing thao tac xir 1y trén bang

> Pé hién thi thanh cong cu: vao View — Toolbars
— Tables and Borders

e Pl - w e 2@ &3
@ =-gnalsiis v
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6.1 Y nghia cac niit trén Tables and Borders

> 4 Dung dé ké hay dinh dang cic duong
> 1 Dung dé tay bo duong thang

> | —— - Chon kiéu dudng thang

> % = Chon t6 ddm dudng thang

> ==~ Dbinh dang mau cho duong

> Ké khung cho céc 6

> @ -| T6 mau nén cac 6

> - Chén thém bang mdi 1én tai li¢u

113

6.1 Y nghia cac niit trén Tables and
Borders (tt)

Tron cac 6 da chon thanh 1 6
i | Chia mot 6 thanh nhiéu 6 nho

=| - Pinh dang 1& vin ban trong 6

Kich hoat tinh nang tu dong dinh dang
llF| Pinh dang hudng van ban trong 6

|4} Sap xép giam dan theo cot dang chon
4l Sap xép tang dan theo cot dang chon

VY Y VY YVYVYV
)

= Tinh tong don gian
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Thwe hanh tao bang

Tao bang nhu sau:

DANH SACH HOC SINH

STT Ho Tén Phai Ngay Sinh
1 MgLyEn Minh anh g 01/01/1980
2 L& Truidng Ting Marn 02/02/1930
3 Tran Minh Chién Marn 05,/05/1932
4 MguyEn Tharh Tric HEF 10/01/1981
5 Hodng Thu HCE 10/10/1282

Sau do, thém vao
cot noi sinh sau cot

DANH SACH HQOC SINH

N R . , 51T Ho Tén Phai Ngay Sinh Nai Sinh
ngay SIN h Va X0a 1 houydn WMink A N 01/01/1580 TRHCM
\ A \ A 2 L& Trutihg Tong Marn 02/02/1980 Tp.HCM
dong cuoi cung dé - .
) 3 Tran Mink Chién Marn 05/05/1982 Long An
Cé két qué nhu‘ sau. 4 Hguyén Tharh Trilc g 10/01/1981 Bing Mai
115

Thuwc hanh tao bang

> Thyc hién tao bang va dinh dang theo mau sau

KET QUA THI

Pigm
51T H Té Phai = fu =

o &n ai 8 5 %% £ <

= > L E ES

1 MguyEn Minh anh M 8.0 7.0 6.0 7.0
2 | L& Trusng Ting Marm | 65 | 65 6.5 6.5
3 Tran Minh Chién Mam 7.0 5.0 9.0 7.0
4 MguyEn Thanh Tric M 9.0 9.0 9.0 9.0
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117

1. D6 hoa

> Dé lam viéc v&i moi trudong dd hoa trén word,
ban phai str dung dén cong cu Drawing

PDraw- Li [Autoshapes~ N\ 2 [ O A Al 2 8l & | S - - A-==5 @ Ij!

> Néu chua nhin thay thanh cong cu ndy trén man
hinh ban c6 thé mé nd bang cach: vao View —
Toolbar — Drawing
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2. V& khoi hinh don gian

> Ban co thé st dung mot s6 hinh don gian trén
thanh cong cu Drawing:

L] . Ve hinh chtr nhar, H; V& duong thang;
O], V& hinh 6 val, hinh tron; H: V& mui tén.
2]1. Tao 6 hinh chit nhat chita vin ban;
119
3. Cach vé hinh

» Mac dinh khi vé hinh trong Word sé xuat hién
bang Create your drawing here, dé bo ché do
nay ta vao Tools = Options, chon General bo

Chon muc Automatically create drawing canvas when inserting AutoShapes

Create your drawing here.
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3. Cach vé hinh (tt)

> Bwéc 1: dung chudt nhap 1én nat chira hinh can vé.
» Buwéce 2: dung chudt v&€ hinh da chon Ién tai li¢u
» Dudi day 1a mot hinh chit nhat vira duoc vé:

0O Diem ddnh dau

Khi con tro chuyén hinh mii t2n. ban
‘IH— c6 thé thay déi kich c& hinh v&.

121

4. Sir dung cac khoi hinh AutoShapes

> Ngoai cac khdi hinh don gian, nat AutoShapes
con cung cap cho ban rat nhiéu cac mau hinh
ve

> Dé sir dung mot mau hinh trong AutoShapes
ban lam nhu sau:

> Nhan nat AutoShapes trén thanh cong cu
Drawing
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4. Sir dung cac khoi hinh AutoShapes (tt)

Reer < %

& 8 6 63
mﬁ More AutoShapes... % )

oraw - I3 & |[agosapes - N % 01 2 (1 g o
».g-A-==E20F

» Danh sach cac mau hinh duoc liét ké ra. Ban
cO thé chon mau hinh va v€ ra tai liu

123

5. Dinh dang hinh vé

» Cac tinh nang dinh dang hinh vé:

Niit nay dung dé chon déi trong can dinh dang;
Chon do day mong clia duong;
Chon ki€u nét cta dudng;

Chon chiéu mii tén (khi v& miii tén trén hinh);

124
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5. Dinh dang hinh vé (tt)

L - - Chon mau sac cho duong;

& +|. To mAu nén cho mot hinh kin;

pe

|- Chon mau sac cho chit;

—
B . Tao béng cho hinh v&;

ﬂ; Chon khoi hinh trong khong gian 3 chiéu (3D);

g Dé quay hinh v&.

125

6. Hop thoai Format AutoShape

» Churc nang: chinh mau,
duong vién, kich thude va
vi tri dat caa hinh vé.

> Nhan chudt phai vao
ddi tuong va chon Format
AutoShape

;CD\EI’S and Lines ‘ Size Layout Web
Fil
Transparency: = > 0% E
Line
Dashed: Weight: 0,75 pt s
Arrows
Begin style: End style:
Beqgin size: End size:

126
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6. Hop thoai Format AutoShape (tt)

Format AutoShape fgl

s Dat vi tri hinh v€ va text | cocwois | = o

Colors and Lings Size | Layout : ‘b

Wrapping style

i < A = =
» Chon thé Layout: — el B
chon cach dat phuhop | .......

> Behind text; hinh ndm | ©« Osw Owr e

dudi text

> In front of text; hinh
nam trén text.

7. Hinh v€é chira ni dung text

Cheén nd1 dung text vao hinh vé:
> Budc 1: Chon hinh v& can thém text vao.

> Budc 2: Nhan phai chudt chon Add text, gd noi dung

van ban vao. :
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8. Tao chir nghé thuat (Word Art)

> Pé chén dong chit nghé thuat (Word Art)lén tai

li€u ta lam nhu sau:

> Bwée 1: Nhan nat Insert WordArt 4| trén
thanh cong cu Drawing

> Hop thoai WordArt Gallery xuét hién

129

8. Tao chir nghé thuat (Word Art) (tt)

Select a WordArt skyle:

Nhan chudt [6n S uaE] ey

ytorda,,

Wordart Woraart| &

6 c6 mau chiy
can tao

Wairall7¢ | WordArt

WordArt

"
Wordfet| Wiordiet | -
H

11| WordArt

WaordArt

WordArt| WordA

Wordaet| TallArt

Wl ] ¢

e

[t 0

Ok Cancel
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8. Tao chir nghé thuat (Word Art) (tt)

> Buwdrc 2: dung chudt chon kiéu chit nghé thuat
can tao

> Buwde 3: Go chit ban mudn tao vao muc Text
trén hop thoai Edit WordArt Text

131

8. Tao chir nghé thuat (Word Art) (tt)

Edit WordArt Text ]

Font: Size:

TTTTT

> Buwdée 4: Nhan nat OK két thuc

66



8.1 Hiéu chinh dong chir nghé thuat

> Ban c6 thé hiéu chinh dong chir da tao boi
cong cu WordArt

> M¢ thanh cong cu WordArt bang cach: nhap
chuot 1én dong chir da tao bang WordArt —
thanh cong cu WordArt xuat hién

Al | EditText. | & & |4 3t = &

133

8.2 Y nghia cac niit 1énh trén thanh cong
cu WordArt

4 - Dé chén thém dong chit nghé thuat khéc;

Edt Text... |. D& sira noi dung vin ban cua dong chir;

[dl|- Dé chon lai kiéu chit nghé thuat;

% - Dé dinh dang mau cho khéi chir;
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8.2 Y nghia cac niit 1énh trén thanh cong
cu WordArt (tt)

A Chon mot so kiéu chit nghé thuat khac

i Xac dinh d6 cao cac chit trong WordArt

Ab

2 Xoay hudng van ban

Pinh dang 1& vin ban trong khoi hinh

2| Piéu chinh khoang cach giita cac ky tu

135

9. Chen hinh anh vao trong tai liéu

» Thuc hién nhu sau:
» M& muc chon Insert —Picture — From file

> Hop thoai Insert Picture xuat hién cho phép
ban tim hinh anh can cheén

» Chon mét hinh roi nhan Insert dé hoan tat
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9. Cheén hinh anh vao trong tai liéu (tt)

» Hinh anh da chon duoc chén 1én tai liéu cung
thanh cong cu Picture gitp ban thuc hién cac
phép dinh dang

B s Fae=sEHEY S

> Trong trudong hop khong xuat hién thanh cong
cu Picture, vao View — Toolbar — Picture

137

9.1 Y nghia cac niit 1énh trén thanh cong
cu Picture

- Dé cheén thém anh tir tép tin khac;
«m |- Dinh dang mau cho anh;

@l Of|. Diéu chinh do nrong phan cho anh;

O] 91|. Diéu chinh d6 sing, t6i cuia anh;

#|. Dung dé car anh:

69



9.1 Y nghia cac niit 1énh trén thanh cong
cu Picture (tt)

Chon kiéu dudng vién cho anh;

Oy - Bat cdc tinh nang dinh dang d6i rrong anh;
& Thiét lap thuoc tinh xuyen thau (Transparent)
= anh;

T3 |- Huy bo cdc dinh dang anh.

139

9.2 Chén hinh anh tr thw vién anh
Clip Gallery

» Vao Insert — Picture — Clip Art, hop thoai
Insert ClipArt xuat hién cho phép tim hinh
anh can chén

> Nhan chon hinh anh chén Ién tai liéu

> Sau khi anh dugc chén 1én tai liéu, ban co thé
str dung thanh cong cu Picture dé dinh dang
anh nhu phan hudng dan trén.

140
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Thwc hanh hinh anh trong van ban

> Thuc hién vé hinh va chén text vao hinh nhu mau sau:

tfj VIRUS BLASTER ﬂ

Cac quan chirc & Hong Kong, Han Quéc, Australia... dang phat |
di nhiihg thong digp khan cap, khuyén cao ngLro’l dung &y bit
naay 15 héng frong phan mém Windows d&€ ngén chin céc i
bign € méi cla virus MSBlast. ! Symantec

I I BEAV4/6

Hay cap nhat phin mém diét virus cha BKIS

141
b A ? b ?
Thyuc hanh hinh anh trong van ban
» Tao chir WorkArt nhu mau sau:
Theo Tap doan Buu chinh Vién thong Viet Nam — VNPT, nhiing
o ngay trong dip t&t Nguyén Ban, ngh&n mang dién thoai dl déng
& do L Iugng dign thoai tang dot bign.
b B8i véi cac cudc goi dign thoai qudc t&, luu lugng chigu di tang
i 31%, luu lugng chiéu v& tang 55%. Tinh trang nghén mang
I nghiém trong d& x&y ra vdi hang loat thué bao mang
MobiFone. Vao dém giao thira, va rang sang ngay 1 Tét, cudc
e goi va SMS bi anh hudng la chuyén tat nhién.
142
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Thwc hanh hinh anh trong van ban

> Chén anh Clip Art nhu mau sau:

CONG NGHE THONG TIN WIET NAM

Tigp theo “Nign Giam Céng MNghé Théng Tin Yigt Nam" nam 2001 va 2002, tap chi

Thé Gidi i Tinh — PC World Yigt Marm va HGi Tin Hoo TR.HCM =8 tigp tuc xudt ban

"Mign Giam Cong Mghé Thang Tin Yiét Nam” nam 2003, Bao gidm nhlng théng tin

c3p nhat v& cac san ph3m, dich vy wa don v tin hoo, Tap sach 58 dudc phat hanh

vao trung tudn thang 01/2003. T&t cd cac ddn v rong va ngoai nudc hﬁdﬁ_ng
L

trang linh viic CNTT tai Vigt Mam déu o the tham gia ding tai thong tin tEpdtien
Giam Cang Nghé Thing Tin vigt Nam” nam 20032, . %,
/)

Tap Chi Thé Gidi ¥i Tinh — PC World Viét Nam
79 Tru'ong Dinh — Quan 1 — TP.HCM
Phone: (8) 8.225.096 — Fax: (8) 8.220.742

143

Thwc hanh hinh anh trong van ban

» Chén anh Picture nhu mau sau:
Xe hai ty lai s& phd bién v

é_o nam 2030

JES

Bé&n nm 2030 c4c phuiong tién giao thdng s& duigc trang bi hé théng
dinh vi GPS va tri tué nhan tao va cé thé tr di lai rén dudng an toan hon
¢ nhiing xe hal do con ngudi lai.

Nhém nghién clu dé&n b Bai hoc Stanford &
California, M§, d& phat trién mot phuong tién
mang tén Stanley. Chi€c xe s dung cac bd cam
ling, laser, camera va nhiing bang digu khién
méy tinh d&€ di qua chang dusng dai 212 km
trén sa mac Nevada.

144
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CHUONG 5
IN AN

v)

145

1. Qui trinh dé€ in an

» In én 1a cong doan rat quan trong va 1a khau
cuodi cung trong qui trinh soan thao tai li¢u
> Dé lam tét viéc in 4n cho tai liéu ciia minh
ban nén thuc hién theo qui trinh sau:
1. Binh dang trang in (Page Setup)
2. Soan thao tai liéu
3. Thié"g lap ti€u dé giﬁu, tiéu dé cudi trang,
danh s6 trang néu can

146
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1. Qui trinh d@é in an (tt)

4. Xem tai liéu trude khi in (Print Preview)
5. In 4n tai liéu (Print)
> Qinh dang trang in: day la budc ban phai lam
dau tién khi soan thao mot tai liéu trén word
» Soan thao tai li€u: bao gém tat ca cac kgl nang
ma ban da duogc tim hiéu tr chuong I dén
chuong II1

147

1. Qui trinh dé in an (tt)

> Thiét 1ap tiéu dé dau, tiéu dé cudi trang
(Header and Footer)

» Print Preview: la khau quan trong. Cho phép
ban c6 thé xem nd1 dung céc trang in trudc

khi in
> Thuyc hién thao tac in tai liéu ra gidy (Print)

148
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2. Xay dung tiéu dé dau, tiéu dé cudi trang

> Vao View — Header and Footer con tré
chuyén ngay vao phan ti€u dé (mac dinh la
phan Header)
Gido tinh Word

> Thém tiéu dé cudi trang: Ban ré chudt xubng
cuoi trang chon phan Footer va go noi dung
vao.

149

3. Chén so trang tu dong

» Chon Insert — Page number ...

X

Page Numbers

Position: Preview

Alignment:

|Outside w |

Show number on first page — =

T
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3. Chén so trang tw dong (tt)

> Muc Position: Chon vi tri dé chén sd trang
+ Bottom of page: chén vao tiéu dé cubi trang
+ Top of page: chén vao tiéu dé dau trang

> Néu chon muc Show number on first page:

danh s6 trang tir trang tir trang dau tién, nguoc
lai danh s6 trang tur trang thir 2 tré di.

> Muc Preview: xem két qua thiét 1ap
> Nhan OK dé hoan tit cong viéc

151

4. Xem tai liéu truwdce khi in

» Céach 1: Chon File — Print Preview

> Cach 2: Nhan nut Print Preview trén thanh
cong cu Standard [2] ¥ & |

1 I':"? 11
Print Prevwiew:

» Man hinh Preview cung thanh c6ng cu Print
Preview xuat hién

4 [ @ 00

73| €5 | B | Close !

152
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5. Cac chirc nang trong thanh “Print Preview”

=l (Print) In tai liéu ra may in

(Magnifier) Chuyén dbi ché do chi xem
hoac cho phép xem + stra tryc tiép ndi dung
1l (One Page) chi hién thi mot trang tai liéu
tren man hinh

4d (Multiple Pages) Hién thi nhiéu trang tai
li€u trén man hinh

... va nhiéu chtrc ning khac

153

6. In an tai li¢u

» Cach 1: Chon File — Print
> Céch 2: Nhan t6 hop phim Ctr + P

» Hop thoai Print xuat hién: cho phép ban chon
may in can in va mot so chirc nang can thiét
khac
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6. In 4n tai lidu (tt)

Chon may

In

Frinter

Name: ‘g‘a Viserverlp CNTT ™
Status: Idle Find Printer. ..

Type: hp Laserlet 1320 PCL &

Where: DOT4_001 [ Print o File
[ Manual duplex

In toan bd
tai lieu

Comment:

Page range Copies
Mumber of copies: =

() Currert page
() Pages: Hﬁ 11 Collate
Enter page numbers andfor page ranges ' '

separated by commas, For example, 1,3,5-12

Chon trang
in

Print what: | Document | Zoom
Prinkt: All pages in range w g5 o Sty page =4
X SO o Mo Scaling w
SO trang tai liéu
optors.. trén 1 trang giay o) [ el

CHUONG 6
TRON TAI LIEU

156
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1. Chuan bi dir liéu

> Phai chic chin ban tao dugc danh sach khach moi nhu

sau: ¢6 thé soan trén Word, Excel, Access

TT | Ho tén Lop

1 Nguyén Van Quang Q9A2

(o]

Thach Hai Vin QOA2

3 Bui Thi Ninh QOA3

4 Lé Quang Tam QO9A3

Ln

Nguyén Thi Ha QoA4

2. Soan mau tai li€u tron

157

> Soan thao mdt gidy moi nhu sau:

DOAN TRUONG ESTTH
BCH Chi doin Q10A1

GIAY MOI

Nhan dip ky niém ngay Quoc té Phu nir 8-3, Chi doan
Q10A1 té chitrc bubi lién hoan van nghé tai Hoi trudng 16n,
trucng ESTIH.

BCH Chi doan kinh mdi ban ..................o.co.. Lép ...
dén du va cd vii.

Sir xuat hién ciia Ban nhat dinh s& lam dém van nghé thém
phan déng vui va sinh déng. Rat mong ban dén du ding gid.

TM BCH CHI BOAN Q1041

Ta Ngoc Lan
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3. Thuwe hién tinh nang Mail Merge

» Buwdce 1: Vao Tools — Letters and Mailings

— Mail Merge.
Step 1 of &
> Bll’é’c 2 Nhﬁ'n NeX'[ % Mext: Starting document
Mext wizard step
: Step 2 of 6
> Bll’é’c 3: Nhén NeXt (tt) @ Mext: Select recipients
W Previo WRE

Mext wizard stepf

159

3. Thyce hién tinh nang Mail Merge (tt)

> Bude 4: Nhan Next =P2°r®

& Mexk: Write vour letber

W Previous: Starting docurment

hoac chon Browse... [ Browse...

‘o

» Buwdc 5: Chon file danh sach khach moi da co.
Sau khi chon xong, hién thi ra thong tin danh
sach nhu sau:

160
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3. Thue hién tinh nang Mail Merge (tt)

Ta sark the list, click the appropriate calurn heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading. Use the check boxes or
buttans to add or remove recipients from the mail merge.

Lisk of recipients:
x| STT | = HOTEN

L1 [Tang ThiNgoc Em

2 NgLiyén Van B
3 Tran ThiB
4 Boan TriDlng

Két thuc qua trinh
chon di¥ liéu

Chon tat ca
dir lieu
trong bang

Select all ][ Clear all ][ Refresh ]

[ Fra. [ Edt. | [ vaidate |

161

3. Thyce hién tinh nang Mail Merge (tt)

» Buwdc 6: Sau khi chon dir li¢u thi thanh cong cu
Mail Merge

A3 A 3 3| nsertword Fisld- | o0 0 2
H 41 (TR =P

> Néu khong thay thanh cong cu Mail Merge
xuat hién thi chon View — Toolbars — Mail
Merge

162
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3. Thyce hién tinh nang Mail Merge (tt)

» Budce 7: Chen cac truong tin lén tai li€u

* 1. Bt con tré vao vi tri can chen thong tin trén
tai liéu (Pat con tro 1é€n phan can chen tén, hodac

lop )
* 2. Trén thanh cong cu Mail merge nhan nut

Insert Merge Field, rdi chon truong tin can chén

1én tai licu

Sau khi chén diy du cac truong tin, ban c6 thé

chuyén sang cac budc ti€p theo dé ti€n hanh tron

4. Thwe hién tron tai lieu

163

> Buéc 8: Nhan nut chon Merge to New Document
(Giay moi duwoc tao ra sé dat trong file moi), hop

thoai tuy chon tron thu xuat hién

Merge to New Doc... [X]

Tron tat ca
cac ban ghi

Merge records

Chi tron tir ban
ghi gi&i han

To:

O ] [ Cancel

Két thuc

qua trinh

164

82



4. Thuc hién tron tai li€u (tt)

> Néu nhan nit chon Merge to prlnter gidy
moi1 duge tao ra s€ Xuét truc tlep ra may in

> Vidu: Tao mét danh sach diém hoc sinh cta
1 16p (15 hoc sinh), bao gom cac cot: Ho tén,
lop, Tin hoc dai cwong, Thudt toan lap
trinh, Triét hoc, PTB, Xép loai. Tiép theo st
dung tinh ning Mail Merge tron cac phiéu
diém nhu sau dé gui téi phu huynh hoc sinh

165

4. Thue hién tron tai licu (tt)

TRUONG ESTIH
Phong Pao tao

PHIEU BIEM HOC KV 1

Hoc ky 1 nam hoc 2003-2004 @4 két thie, Nha trutng xin
gin téi phu huynh hoe sinh: . ... .. Két qua hoe ky 1 nhu sau:

STT | Mén hoc Diém
Tin hoc dai cuong .
Thuét toan lap trinh
Triét hoc

Diém trung binh:
Xép loai:

s e [P =

Moi thiac mac xin lién hé v&i Phong Pao tao Nha truong,
hoiic s dién thoai (04) 8357388 dé duroc gidi ddp.
Xin cam on! 166
TM NHA TRUONG
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Thuc hanh Mail Merge

& Danh sdch thu tign cudc dién thoai (83p tin Danh-sach-khach-hang.doc) cd ndi dung nhu sau:

5 i
Su dl.lng Chuc Ho Tén Bija chi Si thué bao Sd tién
4 1 HguyEn Mirk Ak 1218 L) Q.1 8220125 125.000
nang Mail Merge  [torén n 219,
> L& Truing Ting 20 Ky Con, Q.1 8205630 240,000
A , A
de du‘a cac thong Tran Minh chign S1LELai, 0.1 8205205 500,000
HguyEn Tharh Triie 100 Thi Séch, 0.1 8279012 180,000

tin cua khach hang
tur tap tin Danh- —
sach-khach- THONG BAO CU6C PHE
hang.doc vao gidy e

= - , Ho Tén Khach Hang:
thong bao cude B ch

56 thiug bao:

§  Gifiy thdng bao cutic phi dign thoai (t3p tin Thong-Bao,doc) €6 ni dung nhu sau:

Tién oudc phi phél thu

p1’1i dién thoal Quy khach vui [ong thanh todn tudc 15 ngay, k& 1 ngdy ra théng bao.
(Thong-Bao.doc) -

TIN HOC VAN PHONG
MO DAU
TONG QUAN MICROSOFT
POWERPOINT
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1. Cach khoi dong MS PowerPoint

» Cach 1:

Start — Programs — Microsoft Office —
Microsoft PowerPoint 2003

» Cach 2:

Nhéy kép chudt 1én biéu tuong ctia phan mém

powerpoint “;:% néu nhu nhin thay n6 bat ky

LIFaElE

& chd nao trén thanh tac vu (task bar), trén man
hinh desktop

169

1. Cach khai dong MS PowerPoint (tt)

» Cach 3:

Néu mudn mé nhanh mét file van ban vira soan
thao gan ddy nhat trén may tinh dang lam viéc,
c6 thé chon Start — Documents — chon file
van ban can mo.
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2. Céc thanh phan trén méi truwong lam
viéc cia PowerPoint

Heé théng
bang
chon

Click to add title

Vung thiét

4 . Click to add subtitle
ké slide

(i 1k roes

E==

o [] smse- N OO A Bld| B Z-A-=mEadafl
Shde 11 Defeuh Ceen

171

2. Céc thanh phan trén méi truwong lam
viéc cia PowerPoint (tt)

> Ving thiét ké slide: La noi dé ban c6 thé gd
van ban, dinh dang, chén hinh anh 1€n day tao
slide trinh chiéu

> He¢ thong ban chon (menu): Chtra cac 1énh dé
g01 to1 cac chirc nang ctia powerpoint

> Hé thong thanh céng cu: thanh cong cu chuan
(Standard), thanh cong cu dinh dang
(Formating), thanh cong cu v€ (Drawing)
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3. Cach tao méi mét file trinh chiéu

> Vao File © New... , c6 2 cach dé tao méi:
+ Tao 1 trang trang: chon Blank presentation

+ Tao moi tir mau c6 san: chon From design
template

173

3. Cach tao méi mot file trinh chiéu (tt)

» Tao mdi tir From design template:

o ST B A B T =R AR E N CSr !
Nhan trai chuot Pt }

£ )t P e Poperes.

chon mau phu hop

Click to add title

Click to add subtitle

ik 5 ackd rees

m=w
o[ amegess s OO MDA S - A SESAdal
ETET oot e,

174
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Vi du: tao slide theo mau sau

Chwong trinh Anh van
Giao tiep Quoc té

Cac lop
w 56 c2p

m [ruAg cap
m ring Cao cap

175
Chwong trinh Anh van
Giao tiep Quoc té
Gigo! trinh So' cap
+ Intermational Express, Elerment
» Intermational Express, Pre-Inte
176
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Chuong;trinh Anh van
Giao tiep Quoc te

(Giae i THURgcap = THinG Cae CAp

+ Intermational Express, Inter
» International Express, Upper, Inter

177

Vi du

> Vo File & New, chon From design template chon mau phu hop.

- Nhép ndi dung vao 6 cho ~ FFEEEmimma— —

~ e 427 5
~ £ 1o BB DS AN EE A o ek
san

- Sir dung Bullets dé thém
cac ky tu dau dong.

Chuong trinh Anh van

Giao tiép Qudc té

Cdc thao tdc dinh dang twong
tw nhw Word -

foome[T] aachwm NNCOIO I he G d s A ==madall
o S 3
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Vi du

» Thuc hién tuong tu cho 2 slide con lai.
> Nhan phim F5 dé chiéu slide vira tao, ding cic phim
mili tén dé diéu khién qua lai giira cac slide.
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