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CAC TU VA THUAT NGU VIET TAT

Tir viét tat Nghia tir viét tit
MS Microsoft
Mb M6 dun
LT Ly thuyét
TH Thuc hanh
KT Kiém tra




MO PUN SOAN THAO VAN BAN PIEN TU

Ma mo dun: MD 21

* Vi tri: MO dun dugc bo tri sau khi hoc sinh hoc xong cac mo dun chung

* Tinh chat: La md dun co s& bét budc ctua nghé Tin hoc vin phong.

Muc tiéu cia mon hoc:

* Kien thuece:

Trinh bay dugc vai tro, chiic nang ciia phan mém Microsoft Word.

Giai thich dugc chirc ndng cia mgt s6 cong cu chinh trong bd phan mém Microsoft

Word.
* Ky nang:

Str dung thanh thao phén mém soan thao vin ban Microsoft Word dé tao céc tai

lidu dat tiéu chudn theo quy dinh.
* Thai dg:

Tuan thu c4c yéu cau cua gido vién va ndi quy phong hoc

Noi dung ciia mon hoc:

STT | Noi dung

Phén bo thoi gian

Tong | LT | TH| KT
1 Bai m¢ dau 2 1 1
2 Bai 1: Lam quen véi Microsoft Word 3 2 1
3 Bai 2: Binh dang van ban 20 8 10 2
4 Bai 3: Chén cac dbi twong trong MS Word 15 6 9
5 Bai 4: Thao tac trén bang 15 6 7 2
6 Bai 5: Cong cu vé trong MS Word 10 4 6
7 Bai 6: Tron tai li¢u trong MS Word 5 1 2 2
3 Bai 7: Bdo mat va in tai li¢u trong MS 3 ) 1
Word
9 Kiém tra két thac moé dun 2
Cong 75 30 37 8




Muc tiéu

BAI MO DAU

Trinh bay dwoc chirc nang cua Microsoft Word.

Giai thich duoc y nghia, tac dung cac thao tac don gian voi Microsoft Word

Thuyc hién dwoc cac thao tac khoi dong, thoat khoi Microsoft Word.

Noi dung:

1. Gi6i thiéu vé trinh soan thio vin ban MS Word

Microsoft Word, con duge biét dén véi tén khac 13 Winword, 13 mot chuong trinh
soan thao vin ban kha phd bién hién nay cua cong ty phan mém nbi tiéng Microsoft.
N6 cho phép nguoi dung lam viée voi van ban tho (text), cac hiéu tmg nhu phong chir,
mau sic, cung v6i hinh anh dd hoa (graphics) va nhiéu hiéu tmg da phuong
tién(multimedia) khac nhu am thanh, video khién cho viéc soan thao van ban duoc
thuan tién hon. Ngoai ra ciing co cac cong cu nhu kiém tra chinh ta, ngit phap cia
nhiéu ngdn ngit khac nhau dé hd tro nguoi str dung.

Cac phién ban cua Word thuong luu tén tap tin véi dudi 1a .doc, hay .docx
d6i v6i cac phién ban tir Word 2007 trd di. Hau hét cac phién ban cia Word déu
c6 thé md duoc cac tap tin van ban thd (.txt) va cling c6 thé lam viéc véi cac
dinh dang khéc, chang han nhu xur 1y siéu van ban (.html), thiét ké trang web.

Lich st phat trién

Phat hanh

Phién ban

Chu thich

Phién ban Word dau tién nay chay trén hé

111983 | Word 1.0 diéu hanh MS-DOS.
1989 Word for Windows Iihlen'ban Microsoft Word dau tién chay
trén Windows.
. Word 2.0 tré nén kha phd bién dbi voi
21 Wi ttor BAmEOwTS 20 nguoi st dung trudc khi c6 Word 6.0.
1993 Word 6 for Windows Word 6.0 dung cho cad DOS va Windows.
dung cho DOS.
Cung v6i su ra doi cua Windowg 95, mot
phién ban 32-bit cua hé diéu hanh
1995 Word 95 hay Word 7.0 | Windows, Microsoft cho phat hanh Word
95, con duogc biét dén voi cai tén Word 7.0.
1997 Word 97 Day 1a phién ban pho bién tiép theo, thudc

g6i san pham Microsoft Office 97.
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Phat hanh Phién ban Chu thich

bi kem véi1 b phan mém Microsoft

1999 Word 2000 Office 2000.

bi kém v6i bd phan mém Microsoft

2001 | Word XP Office XP. Con duge goi 1a Word 2002.

bi cung véi goéi cong cu van phong

2003 Office Word 2003 Microsoft Office 2003

2006 Office Word 2007 D1 kém vao1 Microsoft Office 2007.

Di cung véi gbi cong cu van phong

2010 Word 2010 Microsoft Office 2010

Di cing véi hé diéu hanh Windows
2013 Word 2013 10 (chi can cai Windows 10 1a c6 ngay
Word 13 trén may)

Bdng 1. Bang lich sir phdt trién ciia MS Word

Microsoft Word con ¢6 phién ban danh cho cac hé diéu hanh khac nhu Mac OS
hay OS/2.

2. Khéi dong va thoat khéi MS Word
2.1 Khoi dong ,
W

- Cich 1: Kich dtp chudt trai vao @—=  biéu tugng cia MS Word
trén man hinh nén Desktop. —

- Cach 2: Thyc hi¢n theo duong dan: Start/ Programs (All Programs)/
Microsoft/ Microsoft Office 2010.

2.2 Thoat khoi MS Word

- Cach 1: Thuc hién 1énh File — Exit

- Céch 2: Nhén t6 hop phim Alt + F4

-Cach 3: Kich chudt trai vao biéu tuong =2 Close trén goc phai cira s6
man hinh

3. Lam quen véi méi trwromg lam viée
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Hinh 1. Man hinh giao dién MS Word

Thgmh cong Cljl truy xud t nAh anh Thude doc: dung dé canh chinh
1 | Quick Access: Chira cac 1€énh T RN
\ , 1€ trén, 1€ dudi cua van ban
thuong sir dung
5 Thuoc ngang: Dung dé canh chinh Thanh cudn ngang: Dung dé
18 trén, 1& dui ciia vin ban. cudn van ban theo chiéu ngang
Thanh trang thai: Cho biét
3 Vung soan thdo van ban: 1a noi nhap thong tin v€ trang thai hién
ndi dung van ban hanh, tong sb trang,dong cot
hién hanh
Thanh Ribbon: Liéu ké cac
Thanh cudn doc: Dung dé cudn vin chtrc nang ciia MS Word, cac
4 | ban theo chiéu doc, xem phan vin chuc ndng dugc gom thanh
ban bj che khuét tung nhom va dugc dat trong
cac thé khac nhau

Badng 2. Cdc thanh phan trén man hinh giao dién

Céc tab mac dinh trong giao dién Ribbon:

Tab File: gdm cac tiy chon nhu luu file (Save), mé file (Open), dong file

(Close),

tao moi file (New),...

Tab Home: gém cac chuc nang dinh dang (cd chir, kiéu chir, mau chit, hiéu
ung chir...), canh chinh van ban (canh trai, canh phai, canh gitra, canh déu, gidn
dong...), thiét lap ky tu dau doan, thiét 1ap s6 dau doan...



Tab Insert: gém cac chirc nang chén cac dbi tuong dd hoa, tao béng, tao Header/
Footer, phong to ky tu dau doan, chén cong thure, chén ky tu dac biét. .

Tab Page Layout gom cac chu’c nang chia ct van ban, ngat trang, can
chinh 18, tao dudng vién, mau nén cla trang...

Tab References: cung cp mot s6 cong cu cho viéc chén chi thich cudi
trang, chu thich cudi tai liéu, tao va hi¢u chinh muc luc...

Tab Maillings: cung cip tinh ning tron thu.

Tab Review: cung cap chtic ning cho phép xem mot tai liéu, ghi chu lai
nhiing phan can chu thich...

Tab View: gom chirc chtrc ning cho phép an, hién thi thanh thudc ke,
duong ludi, phong to, thu nho van ban...

Ngoai ra, giao di¢n Ribbon c6 thé diéu chinh an di mot Group mac dinh,
thém ma&1 mot Tab. ..



ban.

BAI 1

LAM QUEN VOI
MICROSOFT WORD

Trinh bay dwoc trinh ty thuc hién cdc thao tac
co ban trén trinh soan thao van

Giai thich duoc y nghia va cong dung cua cdc
thao tac do.

Thuc hién dwoc cac thao tac co ban trén mot
tai liéu theo yéu cau.

Noi dung
1. Thao tac v6i thue don file
1.1.Tao tai liéu moi

Phim tit dé tao mot tai liéu méi trong Word
2010 la Ctrl+N. Cach khac: Nhan

chudt Tab File, chon New, nhin dtp chudt trai vao muc Blank document.

Tao mot tai liéu mai tir mau co6 san: Kich chuot trai vao Tab File, chon New.
Nhan nat Create dé tao mot tai liéu moi tr mau da chon.

(Wil RN

Home

Tnsert

Page Lajout

| save
[ save As
L_-% Open

J Close

Info

Recent

Print

Save & Send
Help

z] Options

b Exit

Available Templates

it Home

;l 1S

Blank Blog post
document |
% ] |
My templates  Mew from
existing

Office.com Templates

! E
I T —
Agendas Award
certificates
—L |
Business Calendars
cards

References

Mailings

Recent
templates

Search Office.com for templ| | =+

Brochures

Contracts

Review View

Blank document

Sample
templates

L

@

Budgets

Diagrams

Hinh 1.1. Cira sé tao tai liéu méi
1.2. Mo tai liéu da tdn tai trén dia

- Cach 1: Str dung t6 hop phim Ctrl +O



- Céch 2: Kich chon thé File trén thanh Ribbon, chon Open



H Save

Bl save s

& Open

4 Close

Info

Hinh 1.2. Thuc don mo mot tai liéu da co

1.3. Ghi tai liéu 1én dia

Luwu tai li¢u

- Cach 1: Sir dung t6 hop phim Ctrl+S

- Cach 2: Kich chon thé File , chon Save.

Néu file tai liéu nay trudc dé chua duogc luu 14n nao, MS Word s& duoc yéu cau
dat tén file va chon noi luu.

D¢ luu tai lidu v6i tén khac (hay dinh dang khac), nhin chon Tab File, sau d6
chon Save As (phim tat F12).

Mi:c dinh lru tai liéu dang Word 2003 tré vé truéce

Maic dinh, tai liéu ciia Word 2010 dugc luu véi dinh dang 1a *.DOCX, khac véi
* DOC di quen thudc.Véi dinh dang nay,nguoi ding s& khong thé nao md dugc trén
Word 2003 tré vé trude néu khong cai thém bo chuyén doi. Bé tuong thich khi mé trén
Word 2003 ma khong cai thém chuong trinh, Word 2010 cho phép luu lai vé1 dinh
dang Word 2003 (trong danh sach Save as type cua hdp thoai Save As, ban chon Word
97-2003 Document).

Mudn Word 2010 még dinh luu véi dinh dang cua Word 2003, Nhén chon tab
File, chon Word Options d¢ mo hop thoai Word Options. Trong khung bén trai, chon
Save. Tai muc Save files in this format, chon Word 97-2003 Document (*.doc). Nhan

Word Options
General _ .
Custamize how documents are saved.
Crisplay
Proofing Save documents
[ Save ] Save files in this format: “Word Document (*. doo b
Language save AutoRecover infarg YWord Document (= doog
Keep the last &uta R Word PMacro-Enabled Document (*.docom]
Advanced . . Word 27 -2003 Document (*.doc]
- ) AutoRecover file location: word Template i+, dotx
Customize Ribbaon wWord Macra-Enabled Template {*. dotm)

Crefault file location:
Word 97 -2003 Template [*.dot)

uick Access Toolbar
Single File Web Page {(*.mht, *.mhtml}

Offline editing options for dg

sdd-Ins web Page [*.htm, *.html]
- t Cont Save checked-out files to: (i) Web Page, Filterad {*.htm, *.html]
FHst Lenter {2 The server drafts locd Rich Text Format (. rtf}

(*) The Office Documen] Plain Text (*.txd)
Server drafts location: | Tl Ward XML Document (*.xml]
Word 2003 XML Document (=.xmlj}

ZpenlDocument Text [~ odt]
Presernve fidelity when sharin Waorks & -9 Document (*.wps)




Hinh 1.3. Luu mot tai liéu
Giam thiéu kha ning mat dir liéu khi chwong trinh bi déng bat ngo

Pé dé phong trudng hop treo may, cip dién lam mat dir liéu, nguoi soan thao nén
bat tinh nang sao luu ty dong theo chu ky. Nhan Tab File, chon Word Options, chon
Save

Word Options

General

H Custamize how documents are saved,

Display
Proofing Save documents
|| Save || Save files in this format | \Ward Document (*,dox) W !

, e : e e Bl
Language uegutaRecmermformatlon every |10 2’_.! ml@

[¥] Keep The Too ST T e o T T L ol0s e Without saving

Advanced

AutoRecover file location: !C:'-.Du:ucuments and SettingstaboApplication Data'MicrosoftyWard:

Custamize Ribbon

Default file location: iC:'Documents and SettingstaboMy Documentsy,

Quick Access Toolbar

Offline editing options for document management server files
&dd-Ins

Save checked-out files to:
{:} The server drafts location on this computer
{3_} The Cffice Document Cache

Hinh 1.4. Thao tac luu tu dong

Trust Center

2. Cac thao tac co ban

2.1. Sao chép, di chuyén vin ban

2.1.1. Sao chép van ban

- Budce 1: Chon doan vén ban can sao chép

- Budc 2: Trong thé Home chon Coppy (hodc nhan t6 hop phim Ctrl + C)
- Budc 3: Pit con trd chudt vao vi tri can sao chép dén (vi tri dich)

- Budc 4: Trong thé Home chon Paste (Hoac nhén t6 hop phim Ctrl + V)
2.1.2.. Di chuyén van ban

- Budce 1: Chon doan van ban can di chuyén

- Budc 2: Trong thé Home chon Cut (hodc nhéan t6 hop phim Ctrl + X))

- Budce 3: Pit con tré chudt vao vi tri can di chuyén dén (vi tri dich)

- Buéc 4: Trong thé Home chon Paste (Hodc nhan t6 hop phim Ctrl + V)
2.2. Xo4, d6i tén van ban

2.2.1. Xoa van ban

- Cach 1: Dung phim Delete x6a cac ky tw nim bén phai con tré chudt.

- Cach 2: Dung phim Backspace x6a cac ky tu nim bén trai con troé chudt.
- Cach 3: X06a doan van ban

+ Chon van ban can xo6a



+ Nhan phim Delete dé xo6a

2.2.2. Déi tén van ban

-Cach 1:

+ Chon van ban can ddi tién

+ Kich chudt phai vao tén van ban sau do chon Rename
Open

Edit

Mew

Print
Open with k

Share with ¥
Add to archive...

Add to "Dang ley.rar”

Compress and ernail.

Compress to "Dang ky.rar” and email
Restore previous versions

Send to ¥

Cut
Copy

Create shortcut
Delete

[ Rename

Properties
Hinh 1.5. Doi tén tai liéu

+ Gd vao tén méi, sau d6 nhan phim Enter dé két thuc.

- Cach 2:

+ Chon van ban can doi tién

+ Nhan phim F2

+ Gd vao tén méi, sau d6 nhan phim Enter dé két thuc.
2.3. Tim kiém va thay thé doan vin ban

2.3.1. Tim kiém

- Trong thé Home ¢ nhom Editing chon Find

(34 Findl+|

. Find
Changs -
Styles+ @4  Advanced Find...

| = GoTo..
Hinh 1.6. Thao tdc tim kiém

- Trong muc Find what ctia hop thoai Find and Replace vira xudt hién, ban
hay nhadp vao doan van ban can tim.




Find and Replace

Find |Reglan:e || ian To

Find what: | L |

Feading Highlight - Find In =

Hinh 1.7. Cita sé tim kiém

- B¢ tim mo1 mot tir hoac cum tir, nhan Find Next. D¢ tim tat ca tir hoac cum tir
cung mot lic trong van ban, nhan Find in, sau d6 nhanMain Document.

- Mudn két thiic qua trinh tim kiém, nhan ESC.

2.3.2. Thay thé doan vin bdn

- Trong thé Home, nhom Editing, nhin nut Replace (hodc nhan phim tat
Ctrl+H).

Find and Replace

Find Replace | Go To

Find what: | w |

Replace with: | W |

Hinh 1.8. Cira sé thay thé

- O muc Find what, nhip vao doan van ban muén tim.

- O muc Replace with, nhdp vao doan van ban mudn thay thé.
- Pé tim doan vin ban tiép theo, nhan Find Next.

- Pé thay thé doan vin ban, nhan Replace. Sau khi nhin xong, Word sé& chuyén
sang doan van ban tiép theo.

-bé thay thé tit ca cac doan van ban tim dugc, ban nhan Replace AlL
3. Bai tap ren luyén

Bai 1: Tim hi€u vé Microsoft



Khoi dong Microsoft Word: Quan sat, di chuyép qua cac the trén thanh Ribbon
-kich vao Office Button va chon Word Options -> d¢ thi€t 1ap mot s6 thong s6 nhu:
don vi do, hién thi khung, dat méc dinh luu tai liéu & dinh dang Word 97-2003, ....

Tao mot tép mdi, khong can soan thao ndi dung hay

- Ghi van ban véi tén “Vidu 17: theo dinh dang Word 97-2003 o Sir dung
hop thoai “Save As” luu file nay sang dinh dang Word 2010 (docx)

Quan sat va thir thay doi cac cach hién thi, di chuyén tai liéu.



BAI 2
PINH DANG VAN BAN

Muc tiéu

Trinh bay dvwoc cac budc dinh dang van ban va tao muc luc tw dong
Thuyc hién duoc cac thao tac dinh dang van bantheo yéu cau.
Tao dwoc cac Style va lam dwoc muc luc tw dong.

Noi dung

1. Pinh dang cac ndi dung trén mét trang van ban

1.1. Pinh dang ky tu

- Céc thudc tinh cua dinh dang ky tu

+ Phong chir (Font)

+ C0& chit (Size)

+ Mau chi (Color)

+ Kiéu chit (Style)

+ Cac thudc tinh khac

- Céc buoc dinh dang

+ Budce 1:Lua chon doan van ban can dinh dang

+ Budc 2: Trong thé Home chon nhém Font

Font Hinh 2.1. Hop thogi
Font Advanced FOI’II

Font: Font style: Size:
Times Mew Roman Reqular 11

Tahoma -
Tempus Sans ITC

-
Traditional Arabic L4
Trebuchet M5 A

Font color: Underline style: Underline colar:
Automiatic |Z| (none) E Automatic
Effects
[ strikethrough [ sn
[ pouble strikethrough [ an
|:| Superscript |:| Hir
[ subscript

Preview

Times New Roman

This is & TrueType font. This font will be used on both printer and s

Set AsDefault | | TextEffects... Ot




- Font: Chon kiéu Font chit

- Font Style: Kiéu chir

+ Regular: Kiéu chir thuong.

+ Jtalic:  Kiéu  chir nghiéng.
+Bold: Kiéu chir dam

+ Bold Italic: Kiéu chir ddm + nghiéng.
- Size: Kich thudc chir

- Font Color: Chon mau chir

- Underline Style: Kiéu gach chan
cua chir.

- Effects: Hi¢u ing cia chi.



1.2. Binh dang dong va khoang cach doan
- Budc 1: Lua chon doan van ban can dinh dang
- Buéc 2: Trén thanh Ribbon chon thé Home, sau d6 m¢ hdp thoai Paragraph

F S
Paragraph Iilﬁ

Indents and Spacing | Line and Page Breaks |

General

Migrment: T~ |

Outline level:  |Body Text EI

Indentation
Left: D o ' Special: By:

Right: EI o 5 {none) =

[] Mirror indents

Spacdng
Before: 0pt = Line spacing: At
After: lopt [ Multiple [¢] ks E]

[7] Don't add space between paragraphs of the same style

Preview

ST TR S TG TS T, S0l T il T S THGer Sl T T T S T
T TR ST TR T T Al Tk Sl T S0l Tk ST Tt Tl T S o T
T TR ST Tk ST T

| Tabs.. | |setAspefaut | [ ok || Cancel |

Hinh 2.2. Hop thoai Paragraph
- Budc 3: Chon thé Indents and Spacecing, trong muc Spacing
+ Before: Khoang cach gitra doan van ban dang chon véi doan trén.
+ After: Khoang cach gitta doan van ban dang chon v4i doan dudi.

- Budc 4: Trong muc Line Spacing lya chon khoang cach gitra cac dong

Line spacing: At

1.5 lines E =

Hinh 2.3. Hop thoai Line spacing
- Budce 5: Kich chon OK dé hoan tat
1.3. Pinh dang trang van ban



Chinh stra 1& trang va dinh hudng trang

Lé trang c6 thé dugc chinh stra qua céc bude sau:
* Chon thé Page Layout trén thanh Ribbon

* Trén nhom Page Setup, kich chon Margins

* Chon Default Margin.

* Chon vao Custom Margins va hoan thanh hdp thoai.
™ s D e ———
Home Insert Page Layout References Mailir
A B corors - | .- o -:'5'.1 = ¥= Breaks *
Fonts = J L= Ij !J £i2] Line Nu

Themes Marg'rns!Orientation Size Columns

i Effects = || = E = bE~ Hyphen
Themes I i Last Custom Setting
" | | Top: 2cm Bottom: 2 tm
| [ Left: 2m Right: 2em
B P fi Normal
| | Top: 2.54 cm Bottom: 2.54 cm
|

Left: 2.54 cm Right: 2.54 cm

— MNarrow
Top: 1.27 cm Bottom: 1.27 cm
= Left: 1.27 cm Right: - 1.27 em

Moderate

i | | Top: 2.54 cm Bottom: 2.54 cm
5 | | Left: 1.91 cm Right: 1,91 cm
3 5 R Wide

A | | Top: 2.54 cm Bottom: 2.54 cm
r:' Left: 5.08 cm Right: 5.08 cm
] e Mirrored

2 T T 1l Tep: 2,54 cm Bottom: 2.54 cm
- 1 - Inside: 3.15 cm Outside: 2.54 cm

5 Office 2003 Default
- | Top: 2.54 cm Bottom: 2.54 cm
1AL : Left: 3.18 cm Right: 318 tm

Custom Margins...

Hinh 2.4. Hop thoai Margins

Pé thay ddi hwéng, kich thwdc hay cot ciia trang:

y Chon the Page Layout m Home  Insert | Pagelayout | References
trén thanh Ribbon '

A B [ |24 orientation ~|v= Breaks =
. al . ;
. Trong nhém Page S = =

=1 Lire Numbers =

Setup, Chon Orientation, Size hay  Themes o) Margins j Partrait i henation =

Columns i Tk '
Themes

« Chon kiéu thich hop. |'|I_||_'§<_—. J Landscape .—__3
ety = - | Tt

Hinh 2.5. Hop thoai Orientation

Ap dung dwong vién trang va mau sic
Dé ap dung dudng vién trang hay mau sic:
* Chon théPage Layout trén thanhRibbon.

« Trong nhom Page Background, Chon Page Colors va lya chon mau mubn ap
dung cho trang hodc Page Borders va chon duong vién thich hop cho trang.



Page Layout References Mailings Review View

= O E S Al @ L]

i) Line Numbers -

Orientation Size Columns e Watermark |Page Page
2 . . bé Hyphenation ~ v [olor » Borders
Page Setup ; Page Byckground
oA | I Jl | 1 i 2 P - 3 O ORI T

Hinh 2.6. Cong cu Page Color va Page Border
2. Chia ¢t bao, tao chir 16n dau doan, thiét 1ap Tab
2.1. Chia cOt van ban
- Cach 1: g0 van ban trudce, chia ¢t sau:

+ Budc 1: nhap van ban mot cach binh thuong, hét doan nao thi nhan Enter dé
xuong hang. Sau khi da gd hét ndi dung van ban, hdy nhan Enter dé con tré xuong
hang tao mot khoang trang.

+ Budc 2: t6 khdi ndi dung can chon (khong t6 khéi dong tring & trén), tai the
Page Layput, nhém Page Setup ,chon cac mau cot do Word mic nhién 4n dinh.

Home Insert Page Layout References Mailings
Ao B cotors - I H 3 [jl ; W= Breaks -
[A]Fonts» | H= L= |}

52] Line Numbers

Themes — Wargins Orientation Size [Columns
- Effects = - - - - |be” Hyphenation ~
THemes Page Sd[ | ——
5 || | = One
o] | (= |
= Twao
L]
- Three
N Left
— |
- Right
o | £  Mare Columns...

Hinh 2.7. Hop thoai Columns
Nhan vao More Columns hién thi hop thoai:
Presets : cac mau chia cot
One — Two — Three : Céac cot c6 d6 rong bang nhau
Left — Right : Céac ¢4t c6 do rong khac nhau
Number of Columns : S5 c¢ot (néu mudn s cot chit >3)
Line Between : Duong ké gilra cac cot

Width and Spacing : Diéu chinh d¢ rong va khoang cach



Equal column width :Cac cot co d6 rong cot bang nhau néu nhip chon vao 6
vuong phia trudc.

Columns

Presets

one Twio Three Left Right

Murnber of columns: |1 =

Width and spacing Presiew

Col #:  width: Spacing:

| a3 2| | |

LI | | |

LI | | |
apply bo: |Thi5 seckion V|

[ Ik l [ Cancel ]

Hinh 2.8. Hop thoai Columns

- Cach 2: chia ¢t trudce, gd van ban sau (dung trong trudng hop toan bo van ban
duoc chia theo dang cot bao).

~ + Tai the¢ Page Layput, nhom Page Setup chon cac mau cot do Word mic nhién
an dinh - Nhap van ban vao.

+ Tai thé Page Layput, nhom Page Setup chonBreaks, Column Break: dé ngat
cOt khi ban muon sang céac ¢t con lai.

V= Breaks = | ‘ﬂ-l 'qﬁ :_‘m Inder
| Page Breaks

Page

Mark the point at which one page ends

and the next page begins,

Column

Indicate that the text following the column
break will begin in the next column.

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

Section Breaks

Next Page

Insert a section break and start the new
section an the next page,

Continuous

Insert a section break and start the new
section on the same page.

3 Even Page

- Insert a section break and start the new
':-I:iﬁ section an the next even-numbered page,

f 0Odd Page

Insert a section break and start the new
r:.l:'—il section on the next odd-numbered page,

Hinh 2.9. Hop thoai Break



2.2. Tao chit 1én dau doan (Dropcap)
Tao mot chir hoa thut ciap (Dropped Cap)
Microsoft Word c6 tinh ning tao chit nhan manh goi 1a Drop Cap.D6 1a chir cai
dau cau dugc phong to va tha xudng.Kiéu trinh bay van ban nay co6 tinh my thuéat cao.
Nhép chudt 1én tab Insert trén thanh Ribbon va chon 1énh Drop Cap trong nhom
Text. Khi nhan Ién nut 1énh Drop Cap, mot menu x6 xudng xuat hi¢n. Kich chudt trai

1én dong Dropped 1ap tirc mau tu dau tién ctia dong dau tién trén vin ban s& duoc nhan
manbh.

M é .‘% |E [z Signature Line =

(5], Date & Time
Text. Cuick. WordaArt | Drop e :
Box~ Parts~ = |HGepr 9 Object ~

= Inmargin

Il
=

_ rop Cap Options..
Hinh 2.10. Hop thoai Drop Cap
C6 2 ché dé:
- Dropped cap.
- In-margin dropped cap.
Dé co thé tuy bién chit cai nhidn manh nay, nhan chudt 1én 1énh Drop Cap
Options... trén menu cia Drop Cap.Trén hop thoai Drop Cap, nguoi soan thao co

thé chon vi tri ctia chit nhin manh, font chir, s6 dong tha xudng va khoang cach tir chir
nhan manh té1 cum text.Nhan OK d¢ hoan tat.

Drop Cap
Fasitian
Mone Dropped In margin
Dptions
Fonk:

Times New FR.oman

Lines to drop: |3

43| [(4x] £

Distance From kexk: |III"

[ Ik ] [ Cancel ]

Hinh 2.11. Hop thoai Drop Cap



Sau nay, néu khong muon nhan manh kiéu Drop Cap nita, nguoi soan thao chi
viéc vao lai man hinh Drop Cap va chon 1¢énh None.

2.3. Thiét lap Tab cho van ban

Pé cho viéc cai dit tab dugc thuan tién, nguoi soan thao nén cho hién thi thude
ngang trén dinh tai liéu bang cadch nhan nut View Ruler ¢ dau trén thanh cudn doc.
—

-

# Fing -
."._“ Feplace

% Cadack »
lagt s |

Hinh 2.12. Giao dién thiét Idp Tab

C6 thé chon tab bang cach lan lugt nhan vao 6 Tab selector — 13 6 giao nhau gitta
thudc doc va thudc ngang (& goc trén bén trai trang tai li€u) cho dén khi chon dugc
kiéu tab mong muon, sau d6 nhan chudt vao thanh thudc ngang noi muon dat tab.

Tuy timg trudng hop cu thé ma ngudi soan thao c6 thé st dung mot trong céac loai
tab sau:

- Tab trai: @ Dat vi tri bat diu cta doan text ma tir d6 s& chay sang phai khi
nhap liéu.

- Tab giira: bat vi tri chinh gitra doan text. Poan text s¢ nam gitra vi tri dat

tab khi nhap licu.

- Tab phai: L4} Nim & bén phai cudi doan text. Khi nhap li¢u, doan text s€ di
chuyén sang trai ké tur vi tri dat tab.

- Tab thap phén: @ Khi dit tab nay, nhitng diu chdm phan cach phan thip
phén s€ nam trén cung mat vi tri.

- Bar Tab: [t Loai tab nay khong dinh vi tri cho text. N6 s€ chén mgt thanh
thang dung tai vi tri dat tab.



Tabs @El

Tab stop position: Default tab skops:
z.19" 0.5" -

z.19"
Tab stops to be cleared:

Alignrnent
=) Left ) Center ) Right
() Decimal ) Bar
Leader
(%) 1 Mone #E P =P
O4_
[ Sek ] [ Clear ] [ Clear all ]
[ Okl ] [ Cancel ]

Hinh 2.13. Cita s6 Tab
- Default tab stops: Khoang cach dung cua default tab, thong thuong 1a 0.5
- Tab stop position: gd toa do diém dimg Tab

- Alignment chon mdt loai tab 1a Left — Center — Right — Decimal — Bar
(loai tab chi co6 tac dung tao mot duong ké doc & mot toa d§ da dinh)

- Leader chon céach thé hién tab

+ 1- None Tab tao ra khoang trang

+ 2-3-4 Tab tao ra 1a cac diu cham, dau gach hoac gach lién nét
- Cac nut Iénh:

+ Set : Dat diém dung tab, toa do da go dugc dua vao danh sach
+ Clear : x0a toa do da chon

+ Clear all : x0a tit ca toa d6 diém dung tab da dat

Néu ngudi soan thao mudn dat diém ding tab tai vi tri pht hop ma khong thé xac
dinh chinh xac khi nhan chuét 1én thanh thudc ngang, hodc ban mudn chén ky tu dic
biét trude tab, ban c6 thé dung hop thoai Tabs bang cach nhin dip chudt vao bit ky
diém ding tab ndo trén thanh thudec.

Sau khi cai dat diém ding tab xong, ngudi soan thao co thé nhan phim Tab dé
nhay dén tirng diém dung trong tai li¢u.

3. Tao va quan ly cac Style
3.1. Tao céc Style

Sau day 1a cac budc don gian dé ap dung tao Style cho phan van ban da chon
trong Word 2010.

Bugce 1: Chon van ban mudn ap dung mdt Style. Str dung Style ma nguol soan
thdo mudn &p dung cho Heading, Title, mau .... nénthtr cac Style khac nhau dé xem
hi¢u qua.



Budce 2: Click vao thé Home va sau d6 di chuyen con tr6 chudt qua cac Style
khac nhau trong Style Gallery va nguoi soan thao s& thdy van ban cta minh thay do6i
theo Style dd chon. Nguoi soan thao s& thdy nhiéu Style hon khi st dung nat More
Style.
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dumg tab ey trde rham thawe

S bk cis Qi Gutee dimg b Long ape s thao (0 the nhie pher [eb 3¢ nhay
diz timp Jeden dumg Soeg e by
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Hinh 2.14. Giao dién Style trong the Home

Budc 3: Cudi cung, chon mét Style mudn dé ap dung cho vin ban.

0 e e T R —————— |, 5
o | ind  Topriiust ol - —
&) L o e e = = L L - N Aab Ib'sl n:-:.
''''' Fl ~ | D B v-A-EEFE3AR = = - & ok - or v '::'-'- il
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| 1
¥
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Sy kb oo A e demg b vong spee o thao oo the ahan phan Tab 3¢ nhay
dén timg duem demg Tong T e

g ] | i - R Si3& 3 m b - 3
Hinh 2.15. Giao dién ap dung Style cho tai li¢u

Nguoi soan thao cé thé dua van ban cua minh vé dang hién thi Normal khi st
dung Normal style trong Style Gallery.

3.2. Pinh dang cho cac Style



Dinh dang cac Style gitp dint} dang Font, mau, khodng cich doan van cho tai
li¢u. Sau day la cac budc don gian dé dinh dang Style méc dinh.

Budc 1: Mé tai liéu mudn thay dm(dlnh dang) Style d6. Click vao th¢ Home va
sau d6 chon niit Change Styles s& hién thi cc tiy chon dé thay d6i. Nguoi soan thao
c6 thé thay ddi Style, Font, Color va khoang cach doan van.
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! . EEEE ‘s AalbCr AaE A /
Fi u U dem w L - ' - :;:. Ay |
L] by
& [ .
- X
MNeu ngwar soan | i 1 1 il dicmn TEY ik ma khong fhe
v dinh chinl w khi n vk t bem L) thou vz, hode han muuon chen
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Sau khi cn A diém dimg tab yvong, ogeo soan thao oo the nhan phim Tab d¢ nhay
dén timg divém dimg trong tis Ligu
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Hinh 2.16. Giao dzen thay doi Style cho tdi liéu

Budc 2: Chon tiy chon Style Set, n6 s& hién thi mot menu phu, gitp nguoi soan
thao chon cac Style Set. Khi di chuyén chudt qua cac Style do, vin ban s& thay doi
theo Style do.
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Hmh 2 17. Giao dién soan thao Style cho tai liéu



Budc 3: Cubi ciing, chon mdt Style dé ap dung cho tai liéu cua.
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| S khicdi At didm dimg tab xong, neewl soan thao o6 the nhao phim Tab d¢ nhay
iz timg dibm dimg trong 1 Lid,

Hinh 2.19. Giao dién chon Style ap dung cho tai liéu

Theo cach tuong tu, nguoi soan thao cé thé thay ddi Font, Color va Paragraph
Spacing.

3.3. Banh muyc luc ty dong
Budc 1: M6 van ban va chon thé References trén thanh Ribbon
™ R R = B BEEEE

Home Insert Page Layout References Mailings Review Vie

'-1 [ Add Text = .l';llnsfrt Endnote J’ ,j Manage Sources
=4 | 3¥ update Table AR Next Footnote - — W4 Style: APA Fift) -
Table of Insert Insert
Contents = Footnote : Citation * ..l:iJ Bibliagraphy »
Table of Contents Footnotes . Citations & Bibliography
=3 -

Hinh 2.20. Thé Reference

Viéc tao muc luc tw dong nguyén ly s€ dua trén cac cap do cuia d€ muc dé phan
ra thanh cac muc khac nhau. Vi du nhu A,B,C... 1a cap d0 1 , cac muc nhdé hon
a,b,c...1a cap do 2. Vay nén can xac dinh chinh xé4c cap do cho cac d€ muc trong van
ban.

Budc 2: Boi den dé muc sau d6 bAm vao thé Add text va chon cép dd cho cac dé
muc.
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Hinh 2.21. Giao dién chon cci'p dé cho d@é muc

=

- Bo1 den Muc 1 -> add text -> level 2

- Boi den muc 1.1 -> add text -> level 3

Lam tuong tu voi cac chuong , muc tiép theo. ( Luu ¥ 12 lam lan luot tir trén
xuong dudi)

Budc 3: Viéc chon cép d6 cho cac dé muc xong thi ta tién hanh chon vi tri cho
trang muc luc , thuong thi moi nguoi dat & dau van ban.

Ngudi soan thao c6 thé tao tring trang dau tién bang cach ddy vin ban xudng
trang phia sau bang cach dat tro6 chugt vao dau van ban -> vao tab Insert -> Page
Break.

- Budc 4:, Chon th¢ References ->Table of contents — chon dinh dang muc luc
theo mong muon.
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Hinh 2.22. Két qua tao muc luc tuw dong



Dé chuyén dén trang chira d& muc mdt cac nhanh nhit, nhan Ctrl va click vao
dong dé muc tuong ting trong muc luc tw dong. MS Word s& chuyén dén trang vira
click.

Cap nhat myc luc ty dong: dé cap nhat muyc luc sau mdi lan thay ddi va dinh dang
lai ta lam nhu sau:

- Budc 1: B6i den lwa chon muc luc

- Bude 2: Trén thanh Ribbon chon thé¢ References trong nhom Table of
Contents chonTable of Contentents chon kiéu muc luc.
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Hinh 2.23. Hop thoai Table of Contents
- Buéc 4: DBé cap nhat muc luc chon Update Table

Ervgbiary L5 |

Wid 9~ |5 Document2 - Mi W

Hame Insert Page Layout Reference Mailings Review Vie
] = Add Text - 1 iy Insert Endnote i .jl1.1||.\.-._]r Sources

_F update Table AR Next Footnote - L4 Style: APA Fift) -

| Table of Insert Insert "

| Contents = Footnote Citation = i.jj Bibliography =
Table of Contents Footnotes Citations & Bibliography

R Ll e i B

C6 2 lya chon dé cap nhat

Update page numbers only: Chi
cap nhat so trang

~ Update entire table: Cap nhat ca
s0 trang va ndi dung muc luc

Hinh 2.24. Chirc nang Update Table

=

[ERT=c)

Word is updating the table of contents, Select one of
the following options:

@ iUpdate page numbers only;
("1 Update entire table

Update Table of Contents

[ 0K J | Cancel |

4

Hinh 2.25. Hop thoai Update Table



4. Bai tap ren luyén
Yéu cau: Soan thao biang font Time New Roman , ¢ chir 13.
Bai 1 : Soan thao va dinh dang vin ban theo mau duéi day

Microsoft Word 1 mot chuong trinh nam trong bd phan mém van phong MS
Office ciia Microsoft xir Iy van ban, ngoai cac chirc ndng giup nguodi st dung go
nhanh va ding mot vin ban, né con cho phép chung ta dé dang chén cac ky tu dic biét
vao vian ban nhu “ © ® © , 1am cho vin ban phong pht hon. Ngudi soan thao c6 thé
nhap vin ban & dang chir thudng hodc CHU IN dé rdi sau d6 co thé doi sang mot kicu
chir thich hop. Céc 1énh thudng dung trong vin ban ¢ thé trinh bay nhanh nhd biéu
tugng B (Bold) dé tao chit dam, I (Jtalic) dé tao chit nghiéng, U (Underline) dé tao ra
chir gach dudi, hay két hop ca ba. Ngoai ra con cé cac tity chon khac cau ky hon phai
vao Home/Font dé trinh bay. Vi du, & muc Underline style c6 nhiéu lya chon: Words
Only chi gach dudi cho timg chit mot. Gach dudi hai nét. Gach dudi bang diu cham,
Bﬁﬂ-b-}e—s-ffﬂfeﬂa-retrglﬂrtae—ra—ehﬂhgae%rhai—ﬁet—g-r&a céc 1énh SPerseriPt v subeript gilip
chung ta tao dugc mot biéu thirc don gian c6 dang nhu a1X 2+ biY =0, tir cach gb
chir thuong c6 thé doi sang dang CHU IN hoic CHU CO KiCH THUOC NHO HON
nhd vao 1énh ALL CAPS hoic SMALL CAPS. Khoang cach giita cac ky tu c6 thé
thay d6i d& dang nhd dung cac 1énh trong Spacing:

Normal Trung tam tin hoc

Expanded Trung tam tin hoc

Condensed  Trung tam tin hoc

Céc font chir tiéng Viét thudng duoc ding trong vin ban:
Times New Roman, Normal, Italic, Bold, Bold Italic
Arial, Normal, Italic, Bold, Bold Italic

Verdana, Normal, Italic, Bold, Bold Italic

Tahoma, Normal, Italic, Bold, Bold Italic
Courier New,Normal,Italic, Bold, Bold Italic
Bai 2: Soan thao va dinh dang vin ban theo mau dudi day:
Qué huong la chum khé ngot
Cho con tréo hai mdi ngay
Qué hirong la con diéu biéc
Tudi tho con tha trén dong
Qué hwong la cau tre nhé
M¢ vé non la nghiéng che
Qué hwong mdi nguwdi nhu mot
Nhuw 1a chi m¢t me thoi.

Bai 3: Sur dung Tab dé soan thao vin ban sau:



thu

Nhu ha Bic 13 lai xdm pham

~ BOGIAODUC PAD TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUGNG PH CONG NGHE THU'C HANH Déc 1ap — Tw do — Hanh phic

GIAY CHUNG NHAN
HIEU TRUGNG TRUONG PAI HOC CONG NGHE THU'C HANH
ANBCRET

Gidy nay dung dé:
ITamvéxebus O XEmwvigclam[d Vay vénNH O Ehac O
(Gi&y nv cd gid tridén ngay_.____thang ______ndm_____ )

Ha N, ngay........ thang... ... nim... ...
TRUONG KHOA TL. HIEU TRUGNG

Bai 4: Sir dung Column d¢ soan thao vin ban theo miu sau:

P . p ong nui nwdc nam
am quoc son ha nam dé cw

Nam quéc son ha nam dé cu Song nui nudec Nam, vua Nam

ngy
Hoang thién di dinh tai thién Sach Troi dinh phan rd non séng
Cé sao gidc Bac sang xAm pham

Chuing bay s€ bi danh toi boi

Bach nhan Thién hanh pha trac du

day:

Bai 5: Str dung Style dé

soan thao cudn nhitng diéu

can biét Yéu cau: Lay dit

lidu tir cong thong tin dién

tr cua nha truong

Hoan thién ‘cuén “Nhiing diéu sinh vién can
biét” bao gobm cac muc tir 1 — 4 duoi

'Y o



Gi6i thi¢u vé truong
Huwdéng din quy trinh dio tao
Chuong 1: Nhitng quy dinh chung
Chuong 2: T6 chire ddo tao
Chuong 3: Kiém tra va thi hoc phén
Chuong 4: Xét cong nhén tot ngiép
Thue tap cuoi khoa
Cham do an, khoa luan
Dicu kién tot nghiép
Cap bing tot nghiép
3. Khung chwong tinh cir nhén tin hgc

5. Khung chwong trinh cir nhin

- Nhap va dinh dang ddy du dir liéu theo yéu cau
- Str dung Style dé soan thdo, tao muc luc tu dong.




BAI 3
CHEN CAC POI TUQONG TRONG MS WORD

Muc tiéu

Trinh bay duwoc cdc buée chén doi tiwong vao van ban.

Gidi thich dwoc cdc bude tao cac ngdt trang, ngdt doan, lién két ciing nhi cdc

hiéu wng ddac biét

Sir dung dwoc cdc doi teong va hiéu g dé trinh bay van ban.
Noi dung

1. Chén cac ddi twgng vao vin ban

1.1. Chen ky tu dac biét

Céc ky tu dac biét gém: hé théng chidm cAu, cach khoang, hodc cac ky tu dd hoa
ma khong c6 san trén ban phim. D& chén cac ky hi€u va cac ky tu dic biét thuc hién
theo cac budc sau:

- Budc 1: Pit con tré vao noi mudn chén ky hiéu
- Budc 2: Chon tab Insert trén vung Ribbon
- Budce 3: Chon nut Symbol trén nhém Symbols

- Bude 4: Chon ky hidu phu hop.

2% Signature Line = JT Equation =
jEJ Date & Time |2 symbal =]
= | 2

ﬁobjéd E € E ¥

a8

i

(] ™ + #

I

>+ x =
a p o Q
£2  More symbals,,

Hinh 3.1.Hop thoai Symbol

1.2. Panh sé trang cho vin ban

- Cach 1: Trén man hinh lam viéc cia MS Word chon thé Insert ->Header &
Footer ->Page Number

2 2B = E 4

Header Footer Page Text. Quick. Wordi
= ¥ Mumber=|| Box~* Parts~ b

__ Header& P B 1qp of Page

E [Z| Bottom of Page

MS “TOI'd ﬂ Page Margins k
{#] Current Position b
|¥7"  Format Page Numbers..,

#
#% PRemove Page Mumbers

Hinh 3.2. Thuc don Page Number



+ Top of Page: chén sb trang vao Header.
+ Bottom of Page: chén s trang vao Footer.

- Ciach 2: Viéc chén s trang trong word thudng duge chén vao phan dau
trang va chan trang do do, viéc danh so trang cling dugc thyc hién nhu viéc sir dung
thé Header and Footer.

Tur man hinh chinh ctia word ->Insert ->Header & Footer. Sau d6 chon cach

thirc thé hién sb trang & phan Header or Footer, thong thuong ta thuong danh sb trang
¢ phan chan trang ( Footer).

Dé diéu chinh viéc danh s6 trang: Tir man hinh chinh ctia word ->Insert -
>Header & Footer ->Page Number ->Format Page Numbers:

F 5
Page Mumber Format | 2 ﬂhj
Mumber format: EEE_E

[] tndude chapter number

Chapter starts with shyle: |Heading 1
|ge separator: - {hyphen)

Examples: -1, 1-4

Page numbering
@ Continue from previous section

-

) Start at: =

| QK || Cancel |

Hir:h 3.3. Hop thogi Page Number Forl;mt
Number format: Chon dang s6 thtr tu.
Include Chapter Number: S trang s& duoc kém v6i chuong.
Continue From Previons Section: S trang ndi tiép véi section trudc do.
Start at: SO trang duoc bat dau tir sd.
Dé x06a viéc danh s trang ta ciing lam tuong tir, chon Remove.
2. Tao cac ngit trang, ngit doan, lién két
2.1. Ngit trang

Ngit trang trongword(Page break) 1 cach ngit trang hién tai dé xubng 1 trang
mdéi ma khong phai nhan Enter nhi€u lan. Céach nay ciing giup chinh sua cac trang
trudc s€ khong anh hudng téi trang nay.

Pé thuc hién ngét trang thuc hi¢n theo cac cach sau :
Cach 1
- Bude 1: Bit con trd chudt & vi tri mudn thuc hién ngét trang

- Budc 2: Trén thanh Ribbon chon thé Insert — Chon nhom Pages sau d6 chon
Pages Break



W]l i 9 - O S [ ——_——
Haome Insert Page Layout References Mailings R
Colors = g B r—]Breaks -
!A‘q] __‘ L] J .
— ' 4 Line Numbers =

Al Fonts ~
Themes Margins Orientation Size Columns __
. _£|Ef1'ect5 v * - . = be Hyphenation ~
Themes Fage Setup w
Hinh 3.4. Cong cu Page Break
Cach 2:

- Buégc 1: Bit con trd chudt & vi tri mudn thuc hién ngét trang
- Buéc 2: Trén thanh Ribbon chon thé Page Layout — trong nhom Page Setup

chon Break sau d6 chon Page.

Insert Page Layout References Mailings Review Wiew

0 = 0O [=# ”Pa:e;m N [ [ e

Margins Orientation Size Columns
Page |

Mark the point at which one page ends
and the next page begins.

- - - -

Page Setup ¥

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

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

Section Breaks

Mext Page
Insert a section break and start the new
section on the next page.

-

i, il

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

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

il

l

Hinh 3.5. Hop thoéi Page Breaks

2.2. Ngit doan

Ngit doan trong word (Section break) 1a cach dé chia vin ban thanh nhiéu doan
khac nhau - section(viing chon) gitip ngudi soan thao c6 thé dé dang chinh stra bd cuc
cho timg doan ma khong anh hudng t6i doan khac. Vi du mubn danh sé trang tir trang
bat ky, tao header, footer & mot sd trang khac véi nhitng trang con lai...

Viéc nga“'lt doan s€ hoi khac voi viéc ngét trang 1 chut 1a ¢6 thém nhiéu lya chon
hon. Trudc tién dé ngét doan trang word can dat tro chudt vao vi tri mudn ngét.(Cc') thé
ngat ¢ gitra 1 trang chtr khong nhat thiét phai cubi hodc dau trang)

Trén thanh Ribbon chon théPage Layout ->Break->sau d6 chon 1 trong cac
churc ndng trong Section Breaks



Section Breaks

J Mext Page

1 Insert a section break and start the new
— section on the next page.

Continuous

Insert a section break and start the new
section on the same page.

3 Even Page

Insert a section break and start the new
'z‘liﬁ section on the next even-numbered page.

7 Odd Page

Insert a section break and start the new
r:il-iﬁ section on the next odd-numbered page.

Hinh 3.6. Hop thogi Section Breaks

- Next page: Ngit doan véi 1 trang méi tiép theo. Tirc 13 néu vi tri ngét ¢
gitra doan van thi n6 s€ xuong 1 trang maéi

- Continuos: Ngit & giita trang tai vi tri d6 khong xudng dong, nguoc lai
vo1 lya chon trén.

- Even Page: Ngit trang chin
- Odd Page: Ngit trang 1¢
2.3. Tao lién két

Tao Hyperlink trong Word 1a mot trong nhitng tinh ndng dac biét hitu ich khi
nguoi soan thao muon cheén céc link website hay link tdi céc file trong may tinh ma chi
can mQgt cu nhap chuot da cé thé md ngay 1ap tirc website hay file dir 1i€u ctia minh.

- Budc 1: Bbi den phan vin ban mudn tao lien két
- Budc 2: Trén thanh Ribbon chon thé Insert

- Budc 3: Trong nhom Links chon Hyperlink — xuét hién cira s6 Insert
Hyperlink

rlin:.t:r'c Hyperlink - Wil | TEERy WS Wy - |m
Link 1o Text to dplay: Hyperink | SoeenTg... | |
| i Look in: Gao trinh Tj A Q|
Existing File o
(| WebPage % STVBDT | Bookmark... |
 EE— ’i“ﬂ;:fm Tai by MSWord
%] | TargetFrame.., |
Plgce in This
Document Browsad
Pages |“
i 3 '
Create u!'ﬂ' Regent |
t Files |
'_IJ Addrgss: 1
| | E+mail Address |
|l |




Hinh 3.7. Hop thoai Hyperlink

- Budc 4: Trong muc Address go vao dia chi muén tao lién két dén sau do chon
OK dé két thuc.

+ Pé tao lién két dén mot File hay Forder trong muc Look in chon duong dan dén
File hay Forder muon tao lién két sau do chon OK dé két thuc.

Ngoai ra con c6 mdt so Iya chon khac nhu:

- Chon Create New Document dé tao lién két toi mot file méi, nhap tén file méi
vao 6 Name of new document, nhan OK

Trong do:

+ Text to display: Noi dung hién thi doan lién két
+ Name of new document: Dat tén cho file moi.
+ Nut Change. .. Thay d6i lai file lién két di c6

+ Nut ScreenTip...: Nhap noi dung khi di chuyén chudt vao lién két s& hién thi
ndi dung d6 nhan OK.

- Pé tao lién két dén dia chi Email: Chon E-mail Address, g0 dia chi mail vao 0
E-mail address, go tiéu dé¢ vao 6 Subject

- E-mail Address: Dia chi email dat lién két t&i

- Subject: Tén tiéu dé - Recently used e-mail address: Hién thi nhimg email da
dugc st dung gan thoi diém nay nhat.

Inzert Hyperlink l B 3
Link to: Text to display: mailto:kimthuongodn@gmai.com ?subject=50an thao van ban s e———
@ E-mail address:
Existing File or | mailto kimthuongedn Egmal. com
Web Page
Subject:
Soan thao van ban
®]
Plgce in This Recently used & -mal sddr esses:
Document
Create Mew
Document
E-mail Address |
=] [ coe
|-

Hinh 3.8. Hop thoai Insert Hyperlink
3. Cac hiéu &rng dac biét
3.1. Tao céac hiéu ung cho Font chir
Vi tinh nang Text Effect nguoi soan thao van ban c6 thé sir dung hoan toan cac
hiéu tmg dep mit cua WordArt trong Excel hay Powerpoint 2007 trong Word 2010.
That don gian chi can lya chon doan vin ban can ap dung hiéu Gng sau d6 nhap chudt

vao biéu tuong cua Text Effect trén thanh cong cu tai th¢ Home, mgt thuyc don do
xudng cho phép lya chon céc hi€u trng can ap dung



- : — —— —
w| bl =~ = T .
. Curt & g 1 = :
it Times Mew Rom = 14 = A a Aas - I R N
" & Copy .
ast - : - - EEE E- -
e g FormatPanter (B £ I - sha 3, 3 R E=== = »

phaan Fani o :
|.| i [ ] 1 I_.,.f—‘\

A A A A A

Fill wrange, Accent 6, Gradient O

_ A AAAA
s & outine .

Hinh 3.9. Hop thoai hiéu vng chir

+ Outline: Thay d6i mau duong vién cia chir.

+ Shadow: Tao bong cho chix

+ Reflection: tao phan xa cho chit (bong do)

+ Glow: Tao mau cho bong cua chir

3.2. Tao mau chir

Mic dinh thi tit ca cac ky tu gd tir ban phim déu hién thi ma den, nhung ngudi
soan thdo c6 thé chuyén nd sang bat ky mau gi ma minh mudn. Viéc nay thong qua hai
budc don gian sau:

Budc 1: Chon doan vin ban mudn tao mau chit.

Budc 2: Trén thanh Ribbon chon thé Home — trong nhom Font chon Font Color
sau do di chuyén chudt dén mau mudn chon hodc chon More Color hoac Gradient dé
¢6 nhiéu lva chon hon.

Times NewRom - 14 ~ A" A"  Aa- & = - i= - %=~ IE

B 7 [Ul-|abe x > v*f-EEIEI- t=-
Faont . Automatic

-0 -2- 1 -1- Theme Colors i

Standard Colors

HE EEEEN
) Bloes ColOrs...

. Red

[l —=—=dient -

Hinh 3.10. Hop thoai mau chir



Custom

Colors:

Mew

Current

Hinh 3.11. Hop thoai mau chit mo rong

=
SOCTES W 4
|

TextFil | | Text Fill
Text Outline 71 Mo fill
Cutline Style i@ Solid fill
() Gradient fill
Shadaw Fill Color
Reflection
Glow and Soft Edges _ O
Transparency: U' E'?% i

3D Format

Hinh 3.12. Hop thoai Format Text Effects
3.3. Cheén 101 chi thich

Dé giai thich thém nghia tiéng anh, tiéng han ném, ... hay mot diéu gi d6 cho
nguoi khac hiéu nguoi soan thdo van ban thuong chén thém chu thich di kém.

Cac buoc thuc hién nhu sau:

- Budce 1: Boi den tir can tao cha thich



- Bude 2: Trén thanh Ribbon vao thé Review, chon biéu tuong New Comment,
khi khung Comment xuat hién, di€n ndi dung can chu thich vao do.

e e s sy v

(.3. Chén 15 chu thich] | Comment [A1} ]
Dé giai thich thém nghia tiéng anh, tiéng han ndém, ... hay mot diéu gi d6 cho

ngudi khac hiéu ngudi soan thao vinban thueong chén thém chi thich di kém.

Cac budc thure hién nhir sau:

[Markun Areal
Hinh 3.13. Chen loi chu thich

Pé x6a Comment (chu thich), di chuyén chuot vao tir da tao cha thich trudce do,
vao Review chon Delete d¢ x6a comment hién tai, chonDelete All Comments in
Document néu mudn x6a tat ca cac comment c6 trong van ban dang thao tac.

(W]l - um
“ Home Insert Page Layout References Mailings R Wi

.’§ 1 | '\-E'i- u:ﬁ “- - | N T"_I Final; Shaw Markup v ‘Jm-
l = | =i j Show Markup ~ d
Spelling & Retearch Thesaur Ward | Tranglate Language MNewr | Delete Previows Mext Track ACCEpl

Grammar Count o . omment * Changes = JII Reviewing Pane =

Froging Language Il Delete bking

| IS O 3 M

Diebete all Comments in Dacumeant

i

Hinh 3.14. Xoa loi chu thich

Ngoai ra, ciing c6 thé x6a comment hién tai bang cach tré chudt vao tir comment,
click chudt phai 1én d6 va chon Delete Comment. Chen chu thich trong Word giup
ngudi soan thao vin ban co thé trinh bay thém ¥ nghia cta cac thong tin trong vin ban
dugc rd rang va day da hon.

4. Bai tap ren luyén

Yéu ciu: Soan thao bang font chir Time New Roman, ¢& chir 13.
Bai 1: Sir dung MS Word soan thao vin ban theo mau sau

Nh6 - Nguyén Pinh Thi

Ngbi sao nhé ai ma sao lap lanh

Soi sang dudng chién si gitra déo may

Ngon ltra nhé ai ma hong dém lanh

Sudi am long chién si dudi ngan cay

Anh yéu em nhu anh yéu dat nuéc
Vit va dau thuong tuoi tham vo ngan
Anh nhé em mdi budc duong anh bude

Moi t61 anh nam moi miéng anh an



Ngbi sao trong dém khong bao gid tat
Chung ta yéu nhau chién déu sudt doi
Ngon lira trong rung bap bung do ruc
Chung ta yéu nhau ki€u hanh lam nguoi
Yéu cau:

- Tao céac ngit trang, ngat doan phu hop.
- Pinh dang theo mau

Bai 2: Sir dung chtc ning Insert Comment va Track Changes dé soan thao vin
ban theo mau sau :

PHAN I: MICROSOFT WORD

(23 tiet)

. Cic thao tac can ban 2 tiet
1.1. Khéi dong Microsoft Word v cdc thanh phan cia man hinh
1.2. Céach sz dung céc thanh céng cu ( ToolBars)
1.3. Céach khei dong Vietkey, cdch danh tiéng Viét
1.4. Bai tap ting dung 3 tiét
2. Cac cong cu phu tro
2.1. Tim kiém va thay thé
2.2. Cai d@at ché d6 AutoCorrect, AutoText
2.3, Tao nhanh mot vin ban theo mau Template
3. Tronvan ban 2 tiat
3.1. Tao tép dit liéu nguon
3.2. Tao van ban chinh

3.3. Céc buéce tron: St dung thuee don va thanh cong cu Mail merge



BAI 4

THAO TAC TREN BANG
Muc tiéu
Trinh bay dwoc cdc thao tdc tao va hiéu chinh bang biéu.
Gidi thich dwoc cdch tinh todn va sdp xép di liéu trén bang biéu
Thiee hién chinh xdc cdc thao tc trén bang biéu theo yéu cdu.
Noi dung
1. Tao ciu tric va dinh dang bang

1.1. Tao céu triic bang

Bang 12 mot ciu tric gom cac hang ngang va cot doc voi mot 6 & mdi doan giao
nhau. Moi 6 c6 thé chira van ban hay hinh anh ... va nguoi soan thdo c6 thé dinh dang
theo cach ho muon. Thong thuong hang dau tién trong bang dugc dung dé chi tén bang

va co thé sir dung dé viét cac chi dan, tiéu de.
D¢ tao cau trac bang can thyc hi¢n theo cac budc sau:

Budc 1: Pat tré chudt tai vi tri mudn tao bang

Budc 2: Trén thanh Ribbon chon thé Insert va chon nhomTables - Table. N6 sé
hién thi mot hinh luéi don gidn nhu dudi day. Khi di chuyén chudt trén céac 6 ludi do,
no s€ tao mdt bang trong tai li¢u.Co thé tao mot bang véi s6 cdt, sO hang ma ngudi

soan thao muon.

[ [T e I BDocumentl - Microsoft Word = RE] -i&]
Home Insert Page Layout References Mailings Review YView ) 9
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Hinh 4.1. Cong cu Table

Budc 3: Nhéan chudt vao hinh vudng dai dién & goc dudi bén phai trong bang , nd

s tao ra mdt bang thuc sy trong tai li¢u.



Home Insert Page Layout References Mailings Review View Design Layout
Header Row First Column [/ | —m— ——— Srshading- | — - 2 3
[ Total Row [ Last Column —-Z--- ZZZZZC : Y pt -2
—_---- =-Z--Z”°Z Draw  Eraser
Banded Rows || Banded Columns 2 PenColor~  paple
Table Style Options Table Styles Draw Borders ]
-l-1-l-1-l-3-IA@I-I-S-I-S-I-?-l-lﬁll-Q-I-l{:--|-11-|-11§|-13-l-14-|-15-l-161§|-1?-!@
Fs
: H
-
- -
?‘ *
- o
n ¥
1 [ [ »
Page:10f1 | Words:0 | %  English (US) | [BlEg = = 110% (=) y F)

hon.

Hinh 4.2. Bang
ket qua

1.2. Pinh dang duong vién bang

Budc nay gitip nguoi soan thao van ban lam

cho bang ctia minh trong dep mat

Tao dudng vién cho Tables ta 1am cac budc

sau:

- Chon bang can tao duong vién sau do6 chon

Tables Tools.

- Chon tiép Design, nhan vao nut Borderchon

BordersAnd Shading

H

+ EHH

BD'dH"}I" Yo p
Bottom Border
Top Border
Left Border
Right Border
HNo Border
All Borders
Dutiide Bordert
Inside Barders
Inside Horizontal
Inside Yertical Be
Diagonal Down |
Diagonal Up Bor
Horigontal Line
Draw Table

View Gndhines

Dl & W N 2 =1

Borders and Sha




Hinh 4.3. Hop thoai Border



- Xuét hién ctra s6 Border And Shading

-

Borders and Shading

Borders | Page Border | Shading

Setbng: Style: Brewvmew

- Chck on diagram below or use
Blone - buttons to apply borders

EDE TEmmmsmmmmssmmmmmm——

llllllll =
= I =

Grig

Automabc L]

E_ || custom va pt (o

Horizontal Line. .. | Ok

=)

Cancel

Hinh 4.4. Hop thoai Border and Shading
- Chon cac kiéu dudng vién trong myc Style
- Trong muc Color chon mau ciia duong vién
- Chon d6 day, méng cua duong vién trong muc Width.
- Kich chuét vao céac canh cia hinh trong muc Preview
- Kich chon OK d¢ két thiic qua trinh tao duong vién
1.3. Binh dang cho hang, cot, 6
1.3.1 Thém hang va cot
-Cach 1:
+ Budce 1: Pit tré chudt ¢ vi tri mudn thém hang hodc thém cot
+ Budc 2: Trén Table Tool chon thé Layout
+ Budc 3: Trong nhém Rows and Columschon :
Insert Above dé thém hang ¢ trén hang dugc chon
Insert Below dé thém hang du6i hang duoc chon.
Insert Left dé thém cot & bén trai cot duoc chon.

Insert Right dé thém cot & bén phai cot dugc chon.
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Delete sert] fnsert] Insert Insert Merge Split  Spiit AutoFit = width: 563

- ove Left Right Cell Cells Table ’
Rows & Columns . Merge Ca

Insert Rows Above T TN TNEW TN P O SO T
= [

Add a new row directly above the
selected row.

Hinh 4.5. Cong cu chen dong
- Cach 2:
+ Budce 1: Pit tré chudt ¢ vi tri mudn thém hang hoac them cot

+ Budc 2: Kich phai chudt, xuats hién thuc don doc chon Insert

& Cut
da Copy
[§% Paste Options:
AR
Insert » I Insert Columns to the Left

Delete Columns Insert Columns to the Right

Select b Insert Rows Above

Merge Cells Insert Rows Below

R

Insgrt Cells...

=
dE Distribute Rows Evenly
m Distribute Columns Evenly

Borders and Shading...
[If  Text Direction...
Cell Alignment *
AutoFit »
¥ Table Properties...

Hinh 4.6. Chitc nang
Insert dong va cot

+ Budc 3: Chon Insert Columns
to the Left dé thém cot
vao bén trai Chon Insert
Columns to the Right dé
thém cft vao bén phai

dudi. Chon  Insert Rows
Above d¢ thém hang o

trén



Chon Insert Rows Above dé thém
hang ¢ duoi
1.3.2 Xoa mot hang, cot

Budc 1: Nhin vao hang mudn xoa trong bang
va chon thé Layout nhu hinh
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Hinh 4.7. Cong cu xda dong va cot
Budc 2: Chon Delete Rows option bén dudi Delete Table dé x6a hang da chon.
Xo6a mot cot

Budc 1: Nhan chut vao cdt mudn xo6a va chon Layout nhu hinh dudi.
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Hinh 4.8. Cong cu xoa dong va cot

Budc 2: Chon Delete Column bén dudi Delete Table dé x6a cot d chon.
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Hinh 4.9. Két qua sau khi xoa
1.3.3 Sat nhdp 6 (Merge cells)

Nguoi soan thao thudng xuyén can phai sap nhap cac cot cia hang dau tién dé
tao thanh mgt hang 16n dung dé ghi ti€u d€ cua bang.Cling c6 thé sap nhép cac cot véi
nhau, cac hang véi nhau va khong lam dugc véi khi nhap hang vao cot.

Sau déy 1a cac budc dé sap nhap cac 6 trong bang.
Cach 1:

+ Budc 1: di chuyén con tré chudt dén vi tri hang dau tién noi mudn sap nhap,
nhan Shift va chon cac 6 xung quanh 6 muon nhap thanh mdt 6 (Iwa chon cac 6 can sat

nhép)
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+ Budc 2: Trén thanh Ribbon chonLayoutva chon Merge Cells dé nhap céac 6
da chon.

Home Insert Page Layout References Mailings Review Design
=y g — : 2 = = Ly it
lg select~ b3 E%I B insert Below T mergecen: Sl osem P HF BEIEE A= | =t
[ View Gridlines l'j s t 1 rt A nsert Left HEspiitcels | i1es5em P HEHE K "(': ” R
elete | Insert _ : e e
54 Properties - Above [ InsertRight | S SplitTable | R AutoFit » =l = & pirection Margins |~
Table Rows & Calumns w Merge Cell Size ] Alignment

W-|-1-|-2-|-'_-l-|-4-|-E-|-5-|-:'-|-5-|-§--|-1-'.'--|-11-|-12-|-1!-|-14|1=|1M| 1?-|ﬁ|
LB = g g ’ ; ; ; : ’ g " : |
i) e
| Hang 1

= Hang 2

= Hang 3

= Hang 4

=B Hang 5

| Hang 6

-

% -
1n +
- o
% F
4 | i | »
Page:1ofl | Words:i12 | B  English (US) | Bz == 110% O [} () .

Hinh 4.11. Két qua sau khi gop
Sau khi d& nhap cac 6, cac ndi dung trong cac 6 bi sip xép 16n x06n va nguoi
soan thdo phai stra lai ching.Vi duy, c6 thé chuyén 6 nay thanh ti€éu dé hay miéu ta nao
do.
- Cach 2:
+ Budc 1: Lya chon céc 6 can st nhap
+ Budce 2: Kich chudt phai, sau do xuat hién thuc don, chon Merge Cells
$ Cut
42 Copy
44 Paste Options:

Insert b
Delete Cell
Select [

o Merge Ceits

J EBorders and Shading..
{ ||,f'j Text Direction...
Cell Alignment ]
AutoFit [

{ ® Table Properties



1.3.4.Chia 6 (Split Cells)

Sau déy 1a cac bude don gian dé tach mot 6 trong bang.

-Cach 1:

+ Budc 1: Dat con tré chudt trong 6 muén chia thanh nhiéu 6 nho.

+ Budc 2: Trén thanh Ribbon chon thé Layout va chon Split Cells, no6 sé hién
thi mot hdp thoai hoi vé s6 hang va cot dugc tao ra tir 6 da chon.
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+ Budc 3: Chon s6 hang va s6 cot nhan OK dé thiét lap két qua.
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- Cach 2:
+ Budc 1: Dt con tré chudt trong 6 mudn chia thanh nhiéu 6 nhé.

+ Budc 2: Nhay chudt phai, xuat hién thyc don doc

5, Paste Options:
= % A
Irs ért
Delete Cells
Selegt .

il spit Cells

_II BEorders and Shading...
"ﬁ Text Duirection

Cell Alignment

amutolFit

Table Properties...
Bullets | ®

Humbering | L

® i @

Hyperiink
Laok Up &
SYnonyms
&% Translate

Additional Actions L

Hinh 4.16. Thuc don Split Cells

+ Budc 3: Thiét 1ap s6 cot sd hang dugc tao ra sau do kich OK dé hoan tat

Split Cells Pl
Mumber of columns: (2 : :
Mumber of rows: 1 ]

[ |'Merge cells befare split

| ok || cancl

Hinh 4.16. Hop thoai Split Cells
2. Tinh toan va sip xép dir liéu trén bang
2.1. Séap xép dit liéu trén bang

- Budc 1: Chon c¢t, hang can sa“'tp Xép dir liéu



Thanh cong cu truy xuat nhanh Quick Thude doc: ding &4 canh chinh 13

1 | Access: Chira cac lénh thwong su 5 trén. 16 dudi clia van bin
dung R
5 Thude ngang: Ding dé canh chinh 18 6 Thanh cudn ngang: Dung dé cudn

vin ban theo chiéu ngang

Thanh trang thai: Cho bié;ﬂlot}g tin
7 | vé trang thai hién hanh. tong so
trang.dong cot hién hanh

trén_ 1€ dudi cua van ban.

Ving soan thio vin ban: 14 noi nhip
néi dung van ban

Thanh Ribbon: Liéu ké cac chuc

Thanh cudn doc: Ding 4€ cuon yan nang cua MS Word, cac chirc nang

R SR e S dwoc gom thanh timg nhom va duoc
ban bi che kit dat trong cac theé khac nhau

Bang 4.1. Bang dir liéu

- Budce 2: Trén thanh Ribbon chon thé Layout trong nhom Data chon AZ Sort
nhu hinh dudi

Design 1

= = \—- Fid i

i iy T g &

d || Height j[ » 43 5 ey #l y"‘-'!‘ o jr
- — & : -

waFit — % L 5 ey . Tewt ] Sort Hepeat Convert Formula

s Widthe |1.22 cm 13 Distrib mn pea '

= W 3 Direction Marging Header Bows to Text

Hinh 4.17. Céng cu sdp xép dir liéu
- Bude 3: Thiét 1ap cac tuy chon sap xép trong hop thoai Sort

Sort by
Column 1 E Type: |Mumber E[ i7) Ascending
Using: |Paragraphs E| @ Descending
Then by
El Type: |Text E| @ Ascending
! Using: |Paragraphs E| () Descending |
! Then by
! Type: [Text (@) Ascending
Using: |Paragraphs Descending
My list has
() Header row @ Mo header row
Options... | ok || cancel
e

Hinh 4.17. Hop thoai Sort
+ Ascending: Sap xép ting dan

+ Descending: Sap xép giam dan



- Budc 4: Chon OK dé hoan tt

- Két qua:
Thanh cudn doc: Dlmg dé 1 van
4 | bantheo chiéudoc. xem p,h...... van

ban bi che khuat

Thanh Ribbon: Liéu ké cde chic
nang cua MS Word, cdc chirc nang
dwoc gom thanh timg nhom va duoc
dat trong cac the khac nhau

Vung soan thao van ban: la noi nhap

Thanh trang thai: Cho b1etthong tin

trén, 18 dudi cua vin ban.

3 g S vé trang thai hién hanh, tong s6
ndidung yin bin trang dong cot hién hanh
5 M ngang: Dung dé canh chinh 1& Thanh cudn ngang: Dung dé cudn

vin ban theo chiéu ngang

Thanh cong cu truy xuat nhanh Quick
1 | Access: Chua cac lénh thuong su

Thuée doc: ding dé canh chinh 18

trén_ 18 dwdi cia vin ban
dung S e SRR S

Bdng 4.2. Bang dir liéu sau khi sdp xép
2.2. Tinh todn dir li€u trén bang

Ngudi dung van nghi cong cu Table cia Word don gian chi 1a trinh bay dir liéu
dang bang v&i dong va cot nhung thue té, tuy khong thé so sanh dugc voi Excel vé mit
tinh toan, song Word ciing cho phép ngudi ding c6 thé thuc hién dugc mot sé phép
tinh cong, trir, nhan, chia dé hd tro hon cho ngudi dung.

Ciing c6 thé nguoi dung cho rang tinh toan trong Word con chim hon 13 tinh
bang tay rdi dién két qua vao. Tuy nhién, diém loi thé hon han khi tinh toan ludn trong
Table cua Word 1a viéc khi chinh stra dit liéu thi may c6 kha ning cap nhat két qua,
con néu tinh bang tay thi lai phai tinh lai va dién lai. Luc d6 thi tinh toan bang tay lai
cham hon.

[
i

100 2000 200,00

B 200 1500 300,00
3 o 150 3000 450,00
Téng 950,00

Bang 4.3. Bang dir liéu

Léy vi du cu thé nhu & Bang 4.3. Pé thuc hién bang dir li¢u trén, nguoi dung thuc
hién qua ba budc: nhép dir li¢u, tinh toan va dinh dang.

Budc 1: Nhap dit liéu tat ca cac cot, trir ot Thanh tién
Budc 2Tinh Thanh tién = S6 luong + Pon gia:

Hop thoai Formula

- Kich chudt vao 6 dau tién cia cofThanh tién, chon 1énh Layout, nhom Data,
chon Formula (fx)



Sort Hepeat Convert Formula
3 to Text

Data

- Nhap cong thuc tinh theo hai cach tai 6 Formula:

Formula | ‘

Formula:

—c2*d2

Humber format:

2 28] =

o

\IF & :.—__
{INT ' ok | | cancel
MAK f -

Paste function:

Hinh 4.18. Hop thogi Formula

+ Tinh tryc tiép theo cach dung dia chi theo dong va cot cua Excel. Trong truong
hop cu thé nay, S6 lwgng 1a cot D, Pon gia 1a ¢dt C, dong cén tinh 1a dong 2, nén
cong thure tinh s€ 1a =c2+d2

+ Hoic c6 thé str dung cac ham c6 trong 6 Paste Function ¢ bén dudi hodc gb
tén ham vao. Trong Word c6 thé sir dung cac ham co ban nhu: Sum (tinh tong),
Count (dem), Average (tinh trung binh cdng), Max (gia tri 16n nhat), Min (gia tri
nho nhat), Product (nhén) ... va co thé str dung dia chi 6 va ving nhu Excel. Dé tinh
Thanh tién c6 thé viét nhu sau: = Product(left) hoiic = Product(c2:d2)

- Chon ché dé dinh dang tai 6 Number Format (vi du: #,##0)

Budc 3 Sao chép xudng cac 6 bén dudi: Boi den két qua vira tinh, chon copy va
paste xudng cac 6 bén dudi cua cdt thanh tién ro6i bam F9 d€ cap nhat theo dong.

Budc 4 Tinh téng: kich chudt vao 6 cudi cung ciia dong Thanh tién va chon
Layout/Formula, nhép cong thirc =sum(above) va chon ché d6 dinh dang tai 6 Number
Format r61 OK.

Trong qua trinh lam viéc, néu dir lidu tai cac cot SO luong va Pon gid co diéu
chinh thi chi can boi den c6t Thanh tién va bam F9 thi may sé& tu dong cap nhép két
qua theo s li¢u moi.

Chii y: néu nguoi dung nhip sai kiéu sé liéu hodc trong bang co cac 6 dang
Merge Cells thi co6 the két qua tinh toan s€ khong chinh xéc.

Hop thoai Formula

- Formula: Hién thi ham, c6ng thtrc tinh toan. Bit ddu mdi ham hay céng thirc
deéu phai bat dau tur dau “=" (SUM(ABOVE): Tinh tong céc gia tri ¢ trén). Ban phai
dién dang cong thirc cia moi ham.

- Number format: Céc dinh dang kiéu sb

- Paste Function: Cac ham co ban:
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3. Bai tap ren luyén

Yéu ciu: Soan thio bing font chir Time
New Roman, cé chir 13.

Bai 1: Sur dung chirc nang tao bang biéu trong
MS Word dé tao bang theo mau



| M3 mén Tén mon hoe At | CRs | BVHT | Sé tét
= ENG 101 | K7 nang tieng [ X 20 400
VIE 107 Tin hoc dzai cuong X 4 6l
ENG 102 | K¥ nang liéng 11 X 2 400
o | VIE 103 | Tw twémg HS Chi Minh X 7.5 112
2 | VIE 107 | Tin hoc dzi cuong X 4 60
E. ECO 302 | Kinh 18 vi md X ] 75
FIN 301 Juan iri tii chinh X 5 75
STT Théi zian Tuan lam viéc thi
Noi dung T |T2|T3|T4|T5|T6 | T7 | T8 | T9
XAy dung dé curong nghién ciiu
2 | Thu thap tai lidu nghién ciru
3 | Luya chon phurong phap nghién cim
4 | Xiy dung phiéu héi

Bai 2: Tao va dinh dang bang biéu theo mau sau




TT Ho tén Lwrong Phu -.*:'ip Thwrc linh
1 Neguyen Quang 20000 SO0 ?
2 Tran Manh 17 QOO0 350000 7
3 Neguyen Bnrc Q0000 2000000 7
4 Nguyéen Xuin SO0 O MY ?
s Neuyén Thi T OO0 100000 ?

Toéng céng

s ]

- Dung ham tinh téng cua MS Word dé dién két qua vao 6 c6 dau “?”




BAI 5

CONG CU VE

. TRONG MS WORD
Muc tiéu

Trinh bay dwoc cac budc chen doi twong do
hoa vao van ban.

A Tao dwoc cac hinh vé don gian, chen cac doi
twong do hoa vao van ban dung yéu

Noi dung

1. V& hinh don giin va tao chir nghé thuat
trong Word

1.1. V€ hinh trong Word

- Budc 1: Trén thanh Ribbon chon thé Insert,
trong nhom Illustrations chon
Shaps, xuat hién danh sach cac nhom hinh dé ngudi soan thao lya chon

| Recently Used Shapes
ENNOOOALLD S G
CARTANE ¢

Lines

NSNS TLTLL T RTRAG G
Rectangles

] (o) [y oy oy (o) ] (] ()

Basic Shapes
ECAMNITASTGOOE®®
®@Go0Or Ly O
OO0@ADET & (D™
(30 14 &

Block Arrows

DA EUPLPRID
€ dwnD D [RIddN
Hon

Equation Shapes

F=R==gE

Flowchart
OC0<0O0USe0dy
OCDONXBE &AVED
QEO@O

Stars and Banners
st 5 0 b [T 000 9 1

Callouts

QO .04 M A A g A

o AD AD dO
Hinh 5.1. Cong cu Shape

- Budc 2: Kich chon hinh muon vé, sau d6 kéo tha vao vi tri mudn v€ hinh



1.2. Tao chir ngh¢ thuat
- Buéc 1: Trén thanh Ribbon chon thé Insert, trong nhom Text chon Word Art



> B
» B
>
>

2P »
B

> pp

Hinh 5.2. Cong cu Word Art

- Budc 2: Chon kié€u chir, xuat hién khung van ban dé ngudi soan thaogox vao noi

dung
Llrr———. ————— T .——-'.-:
| : |
|
.Your text here:
| |
| |
e AR T r——————————— —|J
- Budce 3: GO vao ndi dung van ban sau do kich
thién chuot ra ngoai khung dé hoan

Soan thao \

- Budc 4: Dinh dang chit ngh¢ thuat
+ Chon khung chir ngh¢ thuét da vé
+ Trén thanh Ribbon chon thé Format

Q———0-—-Q

Documentl - Microsoft Word
k References Mailings Review

< sh;

BEE: =

| &l Shi

Shape Styles

Hinh 5.3. The
Format

Shape Fill: Chon mau cho khung hinh




Shape Outline: Chon mau duong vién khung
hinh



Shape Effects: Hi¢u img cua khung hinh

- & i - - - — =
A Text Fill = 11} Text Direction ~
- A A - | £ Text Outline = | 5] Align Text -
: *| f&\ Text Effects = | &= Create Link
| Wardart Siyles o Text

Hinh 5.4.Cdac nhom Cong cu cua thé Format

Text Fill: Chon mau cho chir

Text Outline: Chon mau dudng vién cua chir

Text Effects: Hi¢u ting cua chit
Text Direction: Huong chir
Align Text : Can chinh chir

1.3. V& 50 dd

- Budc 1: Trén thanh Ribbon chon thé Insert .

SmartArt

- Budc 2: Chon loai so do trong ctra so sau:

Trong nhom Illustrations chon

-

4 =Y
Choose a Smarthrt Graphic M
eI 5
kel | = =
= Lst == mm — U
45 Process - ..‘ P ~ |
sk, Hierarchy — %I 2
L ]
I Relationship o
& Matrix Ili ;l_hl'l e o & et
‘i b | Basic Block List
| Picture — - @ - - M,
Use to show non-sequential or grouped
“n = = g Ill blocks of information. Maximizes both
horizontal and vertical display space for
shapes.
- (N = e
=1 E= [ - ]|
= . -
ok || conce

Hinh 5.5. Cira s6 Choose a SmartArt Graphic

- Budc 3: Chon OK

- Budc 4: Dién ndi dung va hi¢u chinh so do6



Hinh 5.6. Két quad sau khi chon mot so do

1.4. V& biéu dd

[Text]

[Text]

[Text]

[Text]

- Budc 1: Trén thanh Ribbon chon thé Insert . Trong nhom Illustrations chon

Chart

- Budc 2: Chon loai biéu d6 trong ctra s6 sau d6 chon OK

- S :
A Templates Column
o) | =P ][RR | \a) 08 99 S5
|ﬁ Line !
& Pie
o i) mB | O8] B Lda) |Jad) JAA.
@ Area
- e || 0] ] 8] 8] b
lis] Stock
& Surfsce e
o mame || 7] o] ] ] 52 [
@2 Bubble
'@ Radar e -
Pt
Q| @&
D & | @ (V| @ €= )
| Manage Templates... | | SetasDefaultchart | [ ok | [ concel
Hinh 5.7. Cwra so Insert Chart
- Bude 3: Pién ndi dung va hiéu chinh biéu db
HIFLE e Dt i Wremast Wered - Wicroncst Erial Iy
- H iraent Fagw Law=dl Ferrmsiai Eats Aiyrre M "
='-,| A Cami n - ®Tmig e - e K
g msg- Ay ESBHE s-% 0 Wowns § *
RS | Ee SeA- |EE WS WA | Eeewe |4
bpoDea B | g ey [0 ] '
- Ll LRI
A 8 e o | E F & “ %
1 mp M M o
A0 Vel Nam 43 XA 2 [ i)
37 MF 23 4.4 2
i’ hhia 15 18 1
5 Dhig 15 28 54
:
;r +
E T resiEe Chalt dala range, ivag loaved right comer of ranps: a Ham - it rhip




2. Chén tranh, anh vao van ban

2.1. Cheén tranh anh vao van ban

- Budc 1: bat con tré chudt tai vi tri muon chén hinh anh vao van ban

- Budc 2: Trén thanh Ribbon chon thé Insert, trong nhom Illustrations chon

(W] | b 2~

J [~ |

“ Home Insert Page Layout Referances Mailings Rewiew
J y ElRl 1D
i L] 'S B8 HY = ol -
Cover Blank Page Table Picture] ] Clip hhapes Smartart Chart Screenshot
Page = Page Break - Art - -
Pages Tables Mustrations
Hinh 5.9. Cong cu chén hinh anh
+ Picture: Chen hinh anh ¢6 trong by nhé luu trit dir li¢u ctia may tinh
mw| T Librariﬁ__ » Pictures b__SEmpIe Ecturﬂ. v-l 4 | | _:E:a_"‘:’.‘ Sarmple Pictures g o |
Organize = Mew folder = - [ 7 |
(W] Microsoft Word - Pictures library gl e

wi Favorites
B Desktop
& Downloads

m

e
1=/ Recent Places

= Libraries

[ Documents

,J’ Music

B Videos

-

@ Homegroup

File name:

Sample Pictures

———r—
Item type: JPEG image

Drate taken: 3,/14,/2008 1:53 PM
Rating: 4 Stars

Dimensions: 1024 x 768 L
Size: 858 KB
Koala Lighthouse Penguins
Chrysanthermum - lAlI- Pictures - |

Tools - [ Insert

M

Cancel ]

Hinh 5.10. Cira s6 chon hinh anh

+ ClipArt: Chen hinh anh c6 trong thu vién cia MS Office

Lhn AT - R

s el d
| o

By i
4 reda e toes w|

e By e




- Bud6c 3: Nhay dip chudt trai vao hinh anh muén chén dé chén vao van ban
2.2. Hiéu chinh hinh anh

Dé hiéu chinh hinh anh ta thuc hién theo céc budc sau:

- Bude 1: Chon hinh anh can hiéu chinh (Kich chuot trai vao hinh anh)

- Budc 2: Trén thanh Ribbon trong muc Picture Toolchon thé Format

srosoft Wo;ci "

Mailings Review View

‘ : —| ‘ : ___| T-—" ; P P— . LZ Picture Border * ,_—'ﬂ ‘Hj 3y Brinig Forward = |2 Align ~
-‘_ d ‘ | : | i Picture Effects = =5 Send Backward E Group ~
S -t - d d e, Position Wrap

¥ | 5 Ficture Layout »  Texte OHySelectionPane Sk Rotate~

Picture Styles i Arrange

Hinh 5.12. Cac cong cu cua thé Format
- Budc 3: Trong nhoém Picture Style

Chon céc kiéu trinh bay hinh anh c6 san

crosoft Ward
Mailings
—— = I " . [«||Z2 picture Border » E I:'rl Ly Bri
‘ [ !d : | 2 Picture Effects ~ - Yy se
- o ) . ”%_;tPicture Layout = F‘osi'tinn ?i;:‘f @"‘QSEI
BHES | |
| |-11-|-1a-|I-13-|-14-|-15;1-15-,&-1:

L
U
b i

B i_ __‘ _ | Beveled Oval, Black | ,!

Hinh 5.13. Hop thoai Picture Style
+ Picture Border: Tao duong vién cho bt tranh.
+ Picture Effects: Chon hi¢u tng cho btrc tranh.

+ Picture Layout: Chon kiéu bd cuc cho hinh anh



..........

ress Pictures —— r‘ - * u Plcture Barder = | ] Ik Bring Farward © @& Align =
d d =) Ficture Eftects = i 5=nd Backiward - T3] Graup

e Plcture

Picture = ﬂ'ﬂﬂur: Layout = | P‘mrllbrl Wr“ %h Selection Fane Gk Rotate
| Phretiiie Stilei -- ||
f o S A S s T e A s =
|hll_lil-liﬁllllll ] ||_! '..4 ||5|_| 6'..' 7 |I_S II-B |:bfl e ... -
%| - — - & e
— —
T o 1| l-
[ | == =
- ? oA
- g == |- — -
R = [ .
ﬂ. ;A e l.ﬂ
Cantinuou
it :Lrl
u— [=]

Hinh 5.14. Hop thoai Picture Layout

- Budc 4: Trong nhdm Arrange

=[] 4y Bring Farward

= L Send Backward
Pasition| Wrap )
- Teut = E?L;. Selection Pane

| In Line with Text Eil_
| _- i
With Text Wrapping

I
=
|,m

|l
kel
k>

I
|

H'I 11

4]

| More Layout Options..,

Hinh 5.15. Hop thogi Position



+ Position: chon vi tri cia hinh anh
ttrong van ban

+ WapTexxt: Vi tri hinh 4nh so véi
chir trong van ban

v In Line With Text: Van

ban va anh s& nam trén cing mot
dong véi nhau, kiéu trinh bay nay
thuong duoc st dung khi chén cac
biéu tugng, hinh danh nho,... bo sung
vao dong van ban

v Square: Van ban nam

xung quanh anh, kiéu trinh bay nay
thuong dugc su dung dé trang tri
hodc khi mudn ghi chu anh.

v Tight: Vin ban nam ap
sat hai bén anh, kiéu trinh bay nay

thuong duoc str dung khi mudn trang
tri cho ndi dung van ban.

v Behind Text: Vin ban

hién thi bén trén anh, kiéu trinh bay
nay thuong dugc st dung khi muon
dung anh lam nén cho van ban.

v In Front of Text: Van
ban hién thi bén dudi anh, kiéu trinh
bay nay thuong dugc su dung khi
muon dung dé che mdt phan van ban.

v Top and Bottom: Van

ban nam trudc va sau anh, kiéu trinh
bay nay thuong duoc su dung khi
muon minh hoa cho doan van ban.

v Through: Vin ban nim

ap sat xung quanh anh, kiéu trinh bay
nay thuong duoc st dung khi muon
trang tri cho ndi dung van ban.

3. Bai tap rén luyén

Hinh 5.6. Hop thoai Wrap Text

v Chon More Layout Options dé

¢6 nhicu lya chon hon.

Bai 1: St dung Clip Art va Word Art dé chén vao cac hinh sau:

Hinh 1:



Hinh 2:



Google

Hinh 3:

L 1 1L S 8 1 O W (S MO SO
MNam qmﬁt son ha ’
Nam quéc sen ha Nam da cx
Hoang Thién di dinh tai Thién the
Nhne ha Bac 1o lai xim pham
Bach nhin Thién hianh phi mic dw

A e P e b R S e
Het

VUI XUAN CO THUGNG
AN CHO1 LANH MANH

Bai 2: Vé so do0 sau

PHONG PHONG PHONG
TO CHUEC - HANH CHINH DAG TAD TO CHUC - HANH CHINH
PERSONEL - ADMINISTRATION PERSONEL - ADMINISTRATION
OFFICE TRAINMING OFFICE OFFICE

XUGNG DIEU KHAG CAU LAC BO TRUNG TAM ORGAN
SCULPTURE FACTORY cLUB KEYBOARD CENTER




Bai 3:Str dung chtrc nang v€ hinh trong MS Word v€ hinh sau:

ADVERTISEMENT

TRADING FOR LEASE FOR SALE

BUSINESS FORMS
MFT.CO.

112 WNg Thi Minh Khai St.
Dist, 3, Ho Chi Minh City
Fax: (848) 8225133
Tel: 8225851
o

+  Computer  forms with
Il to 3 ply NCR
carbonless

+  Business forms
printing

ROOM FOR EENT

Add: 327 Le Van Sy St
Ward 2, Tan Binh Thst,
{2km from the Airport)

o Well-=qupp=d moom.
Include air-con., water
heater, IDD, phone, fax

1985 BMW 3181

2deors, dark green. in
zood condition

Price: @400 15D

b

Pls. Contact:

M F Nonnenmacher




BAI 6
TRON TAI LIEU TRONG MS WORD
Muc tiéu
Trinh bay dvoc trinh tu chudn bi dit liéu nguo”‘n va tai liéu mau
Giai thich duoc cac budc tron tai lieu trong MS Word

Thuee hién duoc cde thao tac tron van ban nhanh, chinh xdc dé phuc vu cho cong
tdac van phong.

Noi dung

1. Khai niém Tron thu:

Trong thyc té, d6i khi chung ta can phai in van ban 801 cho nhiéu ngudi chang
han nhu thu moi, phiéu bao diém, gidy chimg nhan, bang tot nghiép... Thay vi phai g6

nhirng thong tin cua ting ngudi vao ndi dung cua tung glay ching nhan (rat dé nham

1an), ta c6 c6 thé dung cong cu Mail Merge dé giai quyét van dé trén mot cach nhanh
chong.

2. Tap tin data source

Mot file chtra dit liéu ngudn thudng dugce trinh bay dudi dang bang biéu don gian
nhu table, sheet (cua Excel, Access) bao dam du so cdt, hang va ndi dung trong cac 6.

3. Tap tin main document
Mot file van ban mau di duoc trinh bay hoan chinh
a. Form letter

- Budéc 1: Tao tap tin Main chinh trong WORD nhu sau

Céng Ty TNHH XYZ
b= 999 Pasteur, Q.1, TP.HCM

B 8223344 Ngdy 30 thdng 10 ndm 2009
THU MOT
e HE o
Kinh gdi:
Sinh ném:
Dia chi:
Méi sap xép thod gian dén du cude phéng van tuyén nhén si cho Cong ty.
Théri gian:  gid, ngay
Pria didm-

Gidm Déc

Trin Vin A

Hinh 6.1. Tap tin dir liéu chinh



- Budc 2: Tao tip tin ngudn dit liéu trén Excel véi cac cot co tén twong tng (chu
v 1a tén cot khong nén viét dau tiéng viét, va phai bat dau dir liéu ngay tai Cell Al).

+ Chu y: tap tin dit liéu nay ban c6 thé tao bang WORD, tuy nhién néu thé hién
trong Excel ban s€ c6 lgi hon néu bang dit liéu d6 c6 ho trg nhiéu phép tinh va ham
phtrc tap.

OBC | HOTEN PHAI|NS [ DIACHI THPHO |BANG
Ong | Dinh nhir Qui Nam | 1965 | 11 Lé Loi TPHCM | PH

Ba | HbLéNgoc N | 1966 | 22 Thiy Van Ving Tau | DH
Ong | Hoang van Binh | Nam | 1975 | 33 Lé Lai TP HCM

44 Ly Thuong
Ong | Phan thanh T4m Nam | 1970 | Kiét TP HCM

Nguyén Thuay
Ba H&ng Nix 1968 | 55 Lé Thanh Tén | TP.HCM bH

Ong |TrinHoaBinh | Nam | 1969 | 66 Ly ThaiTo6 | BiénHoa |BPH

77 Tran Hung | Thu Dau
Ba Lé Thi Mong Van | Ni¥ 1973 | Dao Mot

Ong |Lé VinLm Nam | 1967 | 88 Neo buc Ké | TPHCM

Ba | Hang thi Ngoc Ha | Nit 1968 | 99 Hung Vwong | Ving Tau

Hoang thi Lé
Ba Tuong Nix 1969 | 96 Pasteur TP HCM PH

Hinh 6.2. Tap tin dir liéu nguo”‘n

- Budc 3: Trén tap tin Main trong Word Chon Start Mail Merge trén tab
Mailings va sau d6 chon Step by Step Mail Merge Wizard.



Insert Page Layout References kailings Review View

Start Mail Select
Merge= |Recipients * Rec|

Letters Write & Insert Fields | Preview Results

@ Emai Messages T W N M M IS

=4 Envelopes.., |

,_“;,] Lakels... NHHK‘\"Z

g Directory

@ Mormal Word Dacument ety TR

| step by Step Mail Merge Wizard., 5'33414' Ngay 30 thang 10 ndm 2005

THU MOI
ahe o

Kinh govi:
Sinh nam:
Dia chi:
M@ s3p xEpthaigian d&n du cube phong van tuy€n nhan su cho Cngty.

Thiigian: giy, heay

Bia diém:
GigmBdc
Triin Viin A

Hinh 6.3. Hop thoai Start Mail Merge

Trinh Wizard s€ mé ra mdt ctra s6 bén phai tai li¢u.Ctra s6 nay c6 thé di chuyén bang
chudt dén mat vi tri mdi trén man hinh va nguoi dung cling c6 thé thay doi kich cd cua
no.

MMail Merge -

Select document type

What bwpe of document are wou
woorking on®

@ Letkers

() E-mail messages
) Envelopes

) Labels

'::} Driireckory

Lektters

Send letkers to a group of
people. ¥ou can personalize the
lekter that each person receives.

Click, Mexk ko continue.

Step 1 of 6

= klexk: Starting document

Hinh 6.4. Hop thoai Mail Merge buoc 1



Pé thuc hién merge mail can phai qua 6 budc, lam theo huong dan bang cach
chon nhitng tuy chon phu hop roi nhanNext & dudi cung ciia hop thoai, néu mudn quay
lai thi nhan vao Previous.

Trong muc Select document type da chon sin Letters. Chon Next qua buéc 2

Mail Merge * X

Select starting document

Howe do wou want ta sek up your
letkersy

{*) Use the current document
() Skart From a template

() Skart From existing document

Use the current document

Skart from the document shown
here and use the Mail Merge
wizard ko add recipient
information.

Step 2 of 6
& Mext: Select recipients

4 Previous: Select document bype

Hinh 6.5. Hop thoai Mail Merge buoc 2

Trong muc Select sartting document di chon san Use the current document.
Chon Next qua budc 3

Mail Merge v X

select recipients
(%) Use an existing list
() Select from Outlook contacts

() Twpe a new list

Use an existing list

IUse names and addresses from a
file or a database.

Browse, ..

i Select recipient list file

Step Jof 6
B Mexk: Write your letker

4@ Previous: Skarting document
-

Hinh 6.6. Hop thoai Mail Merge buoc 3

Trong muc Select recipients nhan nut Browse. Chon va mé file danh sach excel
da luu.




Select Table @

Mame Description  Modified Created Type
Sheet1s 12/13/2009 6:07:23 &M 12/13/2009 6:07:23 AM  TABLE
Sheetzt 1201302009 &:07:23 AM 12/13/2009 6:07:23 AM  TABLE
Sheet3s 12132009 6:07:23 &AM 12/13/2009 6:07:23 AM  TABLE
< | @

Firsk row of data contains column headers Ok ] [ Cancel

Hinh 6.7. Hop thoai Select Table
Chon Sheetl, OK

Mail Merge Recipients

This is the lisk of recipients that will be used in wour merge. Use the options below ta add ko or change wour lisk, Use the
checkboxes ko add or remove recipients from the merge. When wour list is ready, click O,

Data Source [+ | OBC w | HOTEMW w | PHAI » |N5 | DIACHI w | THF

DanhSach, xlsx | £xirhy b Gl | Mam 1965

DanhSach. xlsx [+ Eié HG LE Mgoc lig 1965 22 Thiry Wan Wiing 7
Danhsach. xlsx [v ong Hoang wan Binh Mann 1975 33 LE Lai TP.HC
Danhsach, xlsx [v Sng Phan thanh Tam Mann 1970 44 Ly Thurdng Kigt TP.H
DanhSach.xlsx [v Eié Mguyén Thiy HEng M 1968 55 Lé Thanh Tdn TP.H
DanhSach,xlsx: [+ &ng Tr&n héa Einh Mar 1969 66 Ly Thai T8 Ei&n H
DanhSach. xlsx [+ Eié L& thj M&ng ¥an M 1973 77 Tr&n Hung Bao Thi D
DanhSach. xlsx [+ dng L& wan Loi Marmn 1967 88 Mod £ KE TP.H]
DanhSach.xlsx [v Ba Hang thi Mgoc Ha M 1968 99 Hung Yuang Wiing T
DanhSach. xlsx [+ Ba Hiodng thi LE Tuidng g 1959 95 Paskeur TP.HJ
4 | >
Data Source Refine recipient lisk
DanhSach, xls:x 4} sort...

i Filker. ..

i Find duplicates. ..

:I; Validake addresses...

Hinh 6.8. Cita soMail Merge Recipients

- O hop thoai Mail Merge Recipents, ta c6 thé loai bo hoic trich loc nhitng
hang khéng muon tao thu moi.

- Nhan OK.
- Nhéan Next qua buéc 4.



Mail Merge - X

wWrite your letter

If wou hawve not already done so,
write your letker now,

To add recipient information ko
wour letker, click a location in the
document, and then click one of
the items belows,

=] address block. ..

|2 Greeting line. ..

;_:j Electronic postage, .
ﬁ'ﬂ More items. ..

when wou hawe Finished writing
wiour letter, click Mext, Then wou
can preview and personalize each
recipient's letker.

Step 4 of &

= Mext: Preview wour letkers

4@ Prewious: Select recipients

Hinh 6.9. Hop thoai Mail Merge buoc 4

Trong muc Write your letter, nhan chon More items. ..

Insert Merge Field

Inserk:
() address Fields () Database Fields
Eields:

OBC
HOTEN
PHAIL
NS
DIACHI
THPHO
BAMG

’Matu:h Figlds. .. l I Insert ] ’ Cancel ]

Hinh 6.10. Hop thoai Insert Merge Field

bat con tro text ¢ vi tri xac dinh trong van ban mau, noi can chen dir li€u vao, lan
lugt cheén cac field vao trong main document nhu sau:



Cong Ty TNHH XYZ

b< 999 Pasteur, Q.1, TP.HCM

B 8223344 Ngéy 20 thang 10 ndm 2009
THU MOI
i ol

Kinhgoi: « OBC» «HOTEN=®

i

inh nam: «NS»

e

Pia chi: «DIACHI»

Hinh 6.10. Thu moi

Nhan Next sang budc 5, & budc nady nhan vao nit >> dé xem trudc cac thu moi
tiép theo

Mail Merge - X

Preview your letters

One of the merged letkers is
previewed here, To preview
anaother letker, click one of the
Following:

Recipient: 1

Find a recipient. ..

Make changes

You can also change wour
recipient lisk:

7 Edit recipient list...

[ Exclude this recipient

When vwou have Finished
presiewsing your letbers, click
Mexk, Then wou can prink the
metrqed letters ar edit individual
letters to add personal
commenks,

Step 5 of 6

= Mext: Complete the merge

@ Previous: Write vour letter

Hinh 6.11. Hop thoai Mail Merge buoc 5

Nhan niit Next sang budéc thir 6.




Mail Merge -

Complete the merge

Mail Merge is ready to produce
wour letkers,

To personalize wour letters, click
"Edit Indiwidual Letters." This will
open a new docurnent with wour
merged letkers. Ta make changes
to all the letters, switch back to
the original document.

MMerge

L Prink...

L 9 Edit individual letters. ..

|r-.1erge to new document

Step 6 of 6

@ Previous: Preview your letters

Hinh 6.11. Hop thogi Mail Merge budc 6

Chon Print... néu muon in cac thu moi tryc ti€p ra may in, chon Edit indidual letters
néu muon xem trudc cac thu moi trong van ban.

Merge to New Document E|E|

Merge records

......

7 Current record
3 Eram: | To: |

[ Ok, ]I Cancel ]

Hinh 6.12. Hop thoai Merge to New Document

Trong hop thoai Merge to New Document co thé c;hon tao ra toan by cac thu moi

co trong danh sach hodac chi chon tao thu moi cho mdt s6 nguoi.

b. Envelopes
Tao nhirng bi thu bang cach Mail Merge. Thuc hién twong ty phan From letter nhung
chon Envelops thay vi chonFrom letter ¢ buocl.

c. Labels

Tao nhin bang cach Mail Merge. Thuc hién twong tu phan From letter nhung chon
Labels thay vi chon From letter ¢ budcl.

d. Catologes
Tao van ban ki€u danh sach bang cach Mail Merge. Thuc hién tuong tu phan From
letter nhung chon Catologes thay vi chon From letter ¢ budcl.

Ribbon ciing 1 mot cach hiru ich dé tao mot Mail Merge va qua trinh xtr 1y rét gidng
v6i cac budc trong trinh Wizard.Bang cach sir dung thanh Ribbon, ban s€ c6 thé truy



cap vao nhiéu tinh niang hon, chang han nhu tu dong kiém tra tim 16i trudc khi ban
hoan tat viéc hoa trdn.Ngoai ra con c6 nhiing y€u td nang cao, chang han nhu st dung
cac truong dé thé hién céc thao tac hodc tinh toan trong tai licu.

Iy = = - j = ] = ] Zp Rules ~ =] W4 r oM .
=" L é;_lf — = = = EHa . ; . — '-SQC—T-Ji
il * g Match Fields | i Find Recipient =

Start Mail Select Edit Highlight Address Greeting Insert Merge {Preview B E Finish &
fMerge = Recipients = Recipient List | Merge Fields Block Line Fiald = | Wpdais Laoe |Results v futo Check for Errors | plarge =
Start Mail Merge Arite SLInsert Fields Preview Results Finish

Hinh 6.13. Cong cu Preview Resullts
Nhitng 1énh dung trén thé Mailings trong bon nhom sau:

- Start Mail Merge: Day la diém bat dau tir noi chon mot loai tai liéu va
sau do chon, tao, hodc chinh stra danh sach ngudi nhan

- Write & Insert Fields: Day 13 noi c6 thé chén cac Merge Field
va st dung Rules dé thé hién cac thao tac tinh todn cho tai liu.

- Preview Results: Bén canh viéc xem lai tai li€u da hoa tron, ban c6 thé st
dung tinh nang kiém tra 161 mgt cach ty dong.

- Finish: Hoan thanh merge va két hop céc tai liéu ca nhin vao mot tai
liéu toan dién, hay in chung ra hodc gui thu dién tir.

4. Bai tap ren luyén
Yéu cau: Soan thdo bang font chit Time New Roman, ¢ chir 13.
Bai 1: Dung chirc ning trén vin ban dé in gidy bao nhép hoc cho sinh vién

Soan danh sach sinh vién triing tuyén va luu vao file ¢6 tén “DSTrungTuyen”

Hoten GT | NS SBD | KV | Toan | Ly Hoa | Tong | Neanh

TranNgoc Anh | M@ | 30000092 [ A26 | 2NT| B00| 675| 850|24 404 - Tii chinh

Pham Mgoc Bich | N& | 28710092 | A152 ] 1 T [ 675 450 [19 401 - K& todn
NpuynLinh Chi | N& | 06/04/91 | A181 | 1 OO [ 775 650 (215 | 104- Khoa hec mdy tinh

Nguyan Chién Nam | 120892 [ A205 [ 2NT | 700 7.00) 525 (20 404 - T chinh

Nguyan Chinh Nam | Z7/0941 | AZ13 | 2NT | 50| 700 7.00 (21 400 - Quan in Kinh doanh

Nguyan Chung M | 41191 | AZl6 | 2 b.00 | 450 ) 65018 404 - Tii chinh

Nguyén Chwdng | Nam | 2207092 [ A222 | 2NT | 750 | 7.75| 650 |22 404 - Tii chinh

Boan Cao Caong | Nam | 01L/01/93 | AZ43 | 2 150 550 575 [ 195 | 104 - Khoa hec miy tinh
Bio Van Dinh MNam | O&/04HU2 | A28 | 2 675 | 375 375[155 |401-Katwin

DS Thuy Deong | Ni& | 150392 [ A330 | ONT | 600 | 7.25| 625 [205 [ 400- Quin tri Kinh doanh
Hoang Thy Giang [ N& | 11/05/91 | A3B9 | 1 125 ) BI5 | 9.0 [ 25 104 - Khoa hoc mdy tinh

L& Héng Hao Nz | DB05/8E | A473 | ZNT | 600 | 750 7.00 215 | 104 - Khoa hot miy tinh

Soan mau nhu sau va thyc hién tron gidy bao nhap hoc tu dong cho sinh vién:



BO GIAD DUC VA DAD TAQ
TRUGNG BAI HOC XUAT sAC

CONG HOA XA HOI CHU NGHIA VIET NAM
Péclap- Twdo - Hanh phiie

Ha Ngi, ngere 10 thang 8 ndm 201}

GIAY BAO NHAP HOC
TRUGNG BAIHOC XUAT SAC THONG BAO

Ho vi tén: Sinh ngay: So hao danh:
K vaee: Neanh:
Két qua: Todn:  @ém Ly: &ém Héa:  diém

Tang cong diém

Erai ditm tring tu_sfén vao Treong, Mai anhfchs dén lam thi fuc nhap hoc theo hch sau day:
K ﬁéfnTm;-bng antuicht can mang theo 01 b hésa nhap hoo g&rm:

Giay bio nhap hoc nay

The dur thi dai hoc .

Hé so mimg tuyén theo mau cna B Gido duec va Bao tao

Giay chnmg nhan 15t nghiép tam tha

Ban san cong chimz hoc ba THFT

T4t ca sinh vién déu phai dong hoe phi

SR o

15300000 8

& Hocphi canam
b. Tién khim sire khoe nhap hoe: 40,000 dfthi smh
¢ Phiphat hinh the sinh vién: 25.000 df thi sinh,

i chut Cc q-lﬁ"; forer miic <, 5 6 Nha trieome kiém tra ban chinh vé chitha bdn sao cing cinmg.

HIEU TRUGNG
B ky

Bai 2: Dung chtrc nang tron van ban dé in gidy moi

a. Soan danh sach 16p nhu sau va luu vao file c6 tén “DSLop”

STT | Hovatén Noi chng lac Bién thoai Email
| | Mai Hoa Trung cap kinh té t3i chinh | 09326 572 | dmha TY 12 @abe.comvn
2 | Lé Thu Ha Cao dang Su pham 12537 493 | hanhanabe 1 2@ abe.comovn
3 | Nguyén Hi | Dwdn Dai hocll (19268266 | ninhanabe12@abc.com.vn
4 Ngl-l}';ﬂ Ha Dhr éin B hoc I (2499062 ntynhiabel 2@abe.com.vn
5 | Vi ThiyHa | THPT Hﬁng Bang 0004 3170 | vthnhiabel 2@ ahe.com.vn
6 | Vi Thu Hang | THPT Hung Yén 095471 8 | kinuongabel2 @ahc.com.vn
7 | Vii Binh Hanh | CTy CP CN Tin hoc 0575 2250 | ntphongabel2@abe.comovn
# | Pham Lan Phong GD&DT Binh Giang | (933 5981 dvphucabc] 2@ abe com.vn
9 | Bac Oanh THCS Thanh Ha. Ha MNam | 02060821 btphuongabe]2@abe com.vn
10 | Luyong Oanh | THPT B, Phu Ly, Ha Nam | 0906 5868 | dephuongabel12@abe.comyn

b. Soan mau nhu sau va thyc hién tron gidy moi tw dong:




BOGIAO DUC VA BAO TAD CONG HOA XA HOICHU NGHIA VIET NAM
TRUONG DAIHOC XUAT SAC Bic lap - T do - Hanh phiic

Ha Ngi, ngdry 10 thang. 8 ndm 201 ]

GLLY MO1
Kinh g : Ong/Ba ...

Ong/Ba: ... 86 dién thoai: ... Email: ...

Noi cong tic: .....

Thira 1énh Higu tnténg Trzone Bai hoe Xuat Sac

Kinh mai Ong/ba ... dén duhop vé van dé viée chuan bi 16 chizc 1000 nam thanh 13p tneeng.
Thai gian : 26/03/2050

Bia diém : Hoi truomg

Pé nghi dng/ba ... cd mat diy dii, ding giir vii nhd déng gdép cho nha g,

Noi nhin: TL.HIEU TRUGNG
- Nhns trén; TRUGNG PHONG TONG HOP
- Luu VTHC.

(K tén. dong dau)




BAI 7
BAO MAT VA IN TAI LIEU TRONG MS WORD
Muc tiéu
Trinh bay dwoc cac ché d¢ va cach hiéu chinh trude khi in cho van ban
Gidi thich dwoc cdc bude dat mdt khau cho File van ban.
Thuee hién duoc thao tac dat mdt khau cho file van ban.

Chon lwa dwoc cdc ché dd va hiéu chinh truee khi in dn ciing nhw thuc hién 16t
thao tdc in van ban ra giay.

Noi dung

1. Biao mat

Microsoft Word cung cip su bao vé cao cho tai liéu.Ngudi sir dung c6 thé lap
mot mat khau cho tai li¢u dé chan viéc doc va chinh sura tai liéu bdi mot nguoi nao
khac.Hodc néu mudn ai do6 chi c6 thé doc ma khong thé chinh stra tai li€u.Muc nay sé
hudng dan lam thé nao dé 1ap mat khau d€ bao v€ va ngan chan vi¢c chinh sura va dinh
dang.

Lap mat khau bao vé trong Word 2010

Khi nguoi dung 1ap mat khau bao vé cho tai liéu ctia minh thi ngudi dung chi c6
thé m¢ tai li¢u khi ho biét mat khau.Néu nguoi dung quén mat mat khau thi khong co
cach nao dé md tai 1i€u. Vi thé phai that can than trong khi 1ap mat khau cho céc tai liéu
quan trong cua minh.

Céac budc sau dé 1ap mat khau cho tai liéu.

- Bude 1: M& mét tai liéu mudn 1ap mat khéu.

- Budc 2: Chon thé File va chon Info, sau d6 chon Protect Document, s& hién
thi mdt danh sach céc tuy chon.

i — | = 7
-~ . " -
v - Decurmentl « Mscrotoft .ﬁf - ‘F | ]
“ o i [ e i P Rewer = Foremat 7 ]
= seve . ) i s - o3 -
’ Information about Document]
? Lave A1
| 4 :!; |
= Open Permissions =
|
o Chose M N L8N
Pratect "
e Lmiant
Recen o, Mare
- :
Pl
i Lo rwpt e ]
L'} Qaine &
Prim | imrrd
n ey brix | P il gy
Save & Send 'l " e —
Halp Yoy briz | Fermeyamin by Vespie
= [
] Options
. w At o Dugital Segruatuse
'-J Eaxit E Entire the mtegedy of the & -ari Asisted People

e




Budc 3: Chon Encrypt with Password, no s& hién thi | hop thoai Encrypt

Document hoi nguoi ding mat khau cho tai liéu. Mot hop thoai glong nhu vay s& xuat
hién 1an hai dé nhdp mat khau 1an hai.Sau khi nhap mat khau mdi 1an, nhan nut OK.

.
1 @| = B IR U - "R Documentl - Microsoft Word Pictu. = = | X;_|
1
i Home Insert Page Layout References Mailings Review View Format ~ a
3 |
= save . EEEL— TTI 11 S E
4 Information about Documentl ,
& save As
1 % T
= i 0
[5 Open @ Permissions il
i Close ';"iF Anyonecan open cnpy and
Em}'pt i _ i
1 Encrypt the contents of this file - Il!
ges
Retent Password
| ords 0
o [seeseses 1 | fetal Editing Time 50 Minutes
Cauhcn If you lose or forget the password, it cannot be i = oy
recovered. It is advisable to keep a list of passwords and
Print their corresponding document names in a safe place. B
{Remember that passwords are case-sensitive.) omments
-~
Save & Send [ oK } [ Cancel ] Related Dates
gt Modified BYE
Help
Created Today, 3:01
!3 Options Last Printed Never
E Exit __-P_ ‘hfersmns Related People
‘;;-] # Thereare no previous Author ADMIN
versions of this file,
Manage A &n G,
Versions Last Modifiea Byl Nlatssledy |
il . | »

Hinh 7.1. Hop thoai Encrypt Document

Budc 4: Luu sy thay doi, va cudi cung nguoi dung s€ co tai lieu duge bao

vé boi mat khau vira lap. Lan sau khi c6 ai d6 ¢6 gang mo tai liGu nay, n6 s& hoi mat
khau trude khi hién thi ndi dung tai liéu.Hay nho rang bay gio tai liéu cta ngudi ding
da duoc bao v€ boi mat khau can nhd mat khau dé mé tai li€u.

4
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X6a mat khau trong Word 2010:

Nguoi dung chi c¢6 thé x6a mat khau chi khi ¢ mo n6 thanh cong. Sau day 1a cac

budc don gian dé x6a mat khau trong tai lidu.

- Budc 1: M6 mot tai liéu mudn xo6a mat khau.

- Budce 2: Trén thanh Ribbon chon thé File va chon Info va sau d6 chon Protect

Document , s¢ hién thi mdt danh sach céc tuy chon:

“ -

F'iil' - 0 57

Engent

Page Lanyouwt

Documentl - Microsoft Word
—-—

Referenses bladiumgt

bl save
[l Save as
L Open
[ Close

Recent

Miw

Print

l Save & Send
Help

1] Options

3 Exit

Eiview

Information about Documentl

Msra o | erad

Let readery Lnow the documerd i Tansl

and make 8 ¢33 Onuly

Pormissions
i A
”’J ArryOfel £ B3R SRER, (Ogry, and
change sy part of thas
Protect He et
Dosc umsnit

Lrrypt with Pasiword
Heguere & paiiwrerd (o apen it
Aicnamme nt

Restrit gotineg
Control what typet of change:s prople
ran make 1o PR doLument

Bestri i Permnason by People

Grant peopbe acoect whils remoweng
their absity to edit, copy, of prnt

Add a Degital Jegnature
Efviure Thae sl @giity of the Sooument

Wik

by addireg an srncibsle degetal signature
: VEFTIONT OF TS THE

Manage
Verssons =

Format

Praperties =

Betated Dates

1 Moddied

Related People

Last Modiied By

&50 Menuite

ADBAIN

. N
lrs | 1 S

)

Buéc 3: Chon Encrypt with Password, no s¢€ hién thi hop thoai Encrypt
Document va mat khau xuat hién dudi dang cac dau cham. Nguodi dung can xda hét
cac dau cham nay dé x6a mat khau.

Hinh 7.4. Hop thoai Protect Document

Versions -

(W] | el W (B | Doel - Microsoft Werd
Hame Iris it Page tayout References FAalings Ry B Wiew
el sove . :
B sevr Infarmation about Doacl
Save A3
Coullsers AR RN Deskto phDoc dacs
o Dpen
i Claie
L 1 Parmissions
iy 3‘ Uy & passward is required to open this
document.

Protect -
Recent Ducumen]| Encrypt Document [ ===
o Ererypt the contanta of this file

Faggwordi

Priit i ':;"'] I '

1 Caution: If you lose or forgel the password, it cannot be

Check td recoyvered, Ttin advisable to keep & lint of passwards snd

Save & Senc 1 E their corresponding document names in & safe place,

mreRE amember Hhat pauswords are case senbibve. )
Halp e
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Thiét 1ap cac han ché chinh sira va dinh dang trong Word 2010:
Sau day la cac budc thiét 1ap cac han ché chinh stra va dinh dang.

- Buéc 1: Mo mdt tai liéu muodn thi€t 1ap cac han ché chinh sura.

- Budc 2: Trén thanh Ribbon chon thé File, chon Info va cu6i cung chon
Protect Document d¢é hién thi cac tuy chon.
r,'|-_| i » Bect - et Simed =l |
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Hinh 7.6. Hop thogi Protect Document

- Budc 3: Chon Restrict Editing, n6 sé m¢ tai li¢u va dua ra cac tuy chon
dé nguoi dung cé thé han ché chinh stra tai lidu trong khu vuc Restrict Formatting
and Editing. Tai diy nguoi dung c6 thé thiét 1ap su han ché chinh sira ciing nhu dinh
dang cho tai li¢u.
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- Budc 4: Sau khi 1am xong, nhin Yes, nut Start Encrypt Protection sé& hién thi
hop thoai Start Enforcing Protection hoi nguoi dung mat khau dé khong ai khac co
thé thay doi thiét 1ap nay. Ngudi ding c6 thé nhap mat khau hodc khong nhap, c6
nghia la khong c6 mat khau bao vé cho sy bao vé nay.
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Hinh 7.8. Hép thoai Start Enforcing Protection

- Budc 5: Cudi cung nhan nat OK va nguoi dung s& thay tai liéu cia minh da
dugc bao v€ (chinh stra hoac dinh dang).

X6a cac han ché vé chinh sira va dinh dang trong Word 2010:
Ngudi ding c6 thé g& bo cac han ché da thiét 1ap theo cac bude sau:
- Budc 1: Mo mét tai liéu ma ban mudn x6a cic han ché chinh stra.

- Budc 2: Trén thanh Ribbon chon théFile, chon Info va cudi cung nhan nat
Protect Document s¢ hién thi mdt hop thoai cac tuy chon.
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- Budc 3: Chon Restrict Editing, no s¢ hién thi khu vuc Restrict
Formatting and Editing nhu hinh dudi.
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Hinh 7.10. Cita sé Restrict F ormatting and Editing

- Budc 4: Bay gio nhin nut Stop Protect. Neu ngudi ding di 1ap mat khau
cho viéc gidi han chinh stra hodc dinh dang thi cling can mdt mat khau tuong tu dé xoa
viéc gid1 han d6. Str dung Unprotect document Dialog Box.

2. Dinh dang trang in
Cac budc thue hién dinh dang trang in nhw sau:

- Budc 1: Trén thanh Ribbon chon thé Page Layout, sau d6 mé hop thoai
Page Setup

- Budc 2: Trong hop thoai Page Setup

o Sot - |
+ Thé Margins: Top: Khoang cach tir ™= - =
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( ——
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+ Preview: Hién thi dinh dang ML e i) i




- Bude 3: Chon OK dé hoan tat thiét 1ap dinh dang

3. In tai liéu

- Budc 1: Mo mot tai li€u. Trén thanh Ribbon chon thé File va chon Print s¢€
hién thi Preview bén cot phai.
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Hinh 7.12. Cira s6 Print Preview
- Budc 2: Thiét 1ap céc tity chon
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STT | Tuy chgn va miéu ta

Copies
Thiét 1ap so ban in, theo mac dinh s€ c6 mdt ban in cua tai li€u

Print Custom Range: Sir dung dé in mot trang cu thé trong tai liéu ma sd
2 | trang nhap vao tily chon Pages. Néu mudn in cic trang tir 7 dén 10, phai ghi
10 tuy chon la 7-10.

Print One Sided: Theo méac dinh thi ngudi dung s€ in mot mét cua trang
gidy, tuy nhién cling c6 thé chon dé€ in hai mat cua trang.

Collated: Mic dinh thi tit ca cac ban in s& in Collated, nhung néu mudn
in uncollated,thi chon tuy chon Uncollated.

Orientation: Theo mac dinh thi van ban s€ dugc in dudi dang Portrait,
5 |nhung néu muon ban in cua minh dugc in dudi dang Landscape, chon ché
do Landscape.

A4:Theo mic dinh thi tai liéu duge in trén kho giéy A4, nhung néu mudn
in ¢ kho gidy khac, chon cac kich thude co trong danh sach.

Custom Margin: Nhan Custom Margins dé chon ¢ tai li€u. Vi duy, néu
7 | ban muodn in sO lugng trang it hon, chon 1€ hep hon va néu mudn c6 nhiéu
khoang trong, chon 1€ rong hon.

1 Page Per Sheet:Theo médc dinh thi trén moi trang gidy 12 mot trang tai
8 |liéu, nhung néu mudn in nhiéu trang trén mot trang gidy, nhan vao tiy chon
1 Page Per Sheet dé thiét 1ap.

Bdng 7.1. Bang cdc tity chon thiét Igp trang in.

- Budc 3: Khi da thiét 1ap xong céac tiiy chon, nhan nat Print dé giri tai liéu cua t6i may
in.




4. Bai tap rén luyén
Ba
Bai 2: Luyén tap thiét 1ap dinh dang trang in phu hop cho cac bai tap & bai trude.

il: Luyén tap thiét 1ap mat khau bao vé cho mot tai liéu bat ky




TAI LIEU THAM KHAO
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