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3.1. Tdng quan vé van ban, x ly, soan thao van ban
e Vanbanlagi?
e Taisaocan x ly van ban?

e Soan thao van ban trén may tinh cd thé si dung nhitng
cong cu goi la Text Edittor: Notepad, Wordpad, Microsoft
Word, Writer,...



3.1. Tdng quan vé van ban, x ly, soan thao van ban

e DEé nhap ngdn nglr tiéng Viét, ta can cai dat cac chuong

trinh ho tro: Unikey, Vietkey, Vietspell,

Vietkey 2007 - Licensed to You [ 1 license ]@

Kifugh | oo

Tiéng Viét
& Telex

G ban phim
(& TiéngViet
" Tiéngbnh

€ TigngDik
€ Tigna Mo

" Vni

~—— Ban phimcén gb

v
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r
-
-

e‘ Help x Exit

Everywhere

Vigtleeyy 2007 s

@ Pang Minh Tudn - http:\\vietkey.net PowerfU]l

Simple

.
I Bd daukiéu cli (da, be, ly)

[~ B dau ngay sau nguyén &m
v B4 dauty do

ﬁ Ontop

4l
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TaskBar

S5 UniKey 4.2 RC4

Bidu khign
Bang ma: Unicode w ‘t‘f Béng
Kiéu gﬁ: WML F3 -

e @ Kétthic
Phim chuyén: (®) CTAL + SHIFT (AT +Z

4f Thunhd

Tay chon khac
Cho phép g6 tw do Bt kigm tra chinh ti
[J o4t ddu oa, uy (thay vi da, Gy) T ddng khdi phuc phim véi tir sai

[] Luén =i dung clipkoard cho unicode [] Hi&n théng béo phan hdi

Tiy chon gi tét H& thing
[ cho phép of tat (] Bt hdi thoai nay khi khii ddng
[]cho phép gi tat ca khi tat tiéng Viét Khii d6ng ciing Windows

Bang g 5 Vietnamese interface

@ Hwéng dén Théng tin Wéc dinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban

e COratnhiéu bang m3
hd tro gd tiéng Viét,
thong dung nhat hién
nay la Unicode va VNI

Windows

55 UniKey 4.2 RC4

Biéu khién

Bang ma:
Kigu gii:

Phim chuyén:

Tl chon khac
Cho phép go t

[t ddu oa, uy

[] Luén =& dung

Tily chon gi tét
[Jcho phép gi t

Unicode

TCWNI (ABC)
VNI Windows
VIQR
“ietnamese locale CP 1258
Unicode td hop
UTF-2 Literal
NCR Decimal
NCR Hex
Unicode C String
XUTF-2

VISCI

VRS

BK HCM 2

BK HCH 1
Vietware X

[]cho phép gi t

Bang gi tat..

@ Hwéng dén

@‘ Bang

@ Ketthic

4p Thu nhd

tra chinh ta
khdi phuc phim vivi tir 2ai

ng bac phan hii

ji thoai nay khi khai ding

I%ﬁﬂ g clng Windows

Thdng tin

Vietnamese interface

WMac dinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban

Luu y:

e MOoi bang m3 ho tro theo
Font (kiéu ch{t riéng).

e Unicode: Arial, Calibri,

Tahoma, ..

e VNI: VNI-Times,

VNI-Ariston,...

T UniKey 4.2 RC4

Biéu khién

Bang mé: Unicode w / Bing
T o
TR TCVN3 (ABC) § Kétthic
. VNI Windows
Phim chuyeén: VIR
Vietnamese locale CP 1258 4p Thu nhd

Tl chon khac

Cho phép go t
[t ddu oa, uy
[] Luén =& dung

Unicode td hop
UTF-2 Literal
NCR Decimal
MNCR Hex
Unicode C String
XUTF-2

WISCI

tra chinh ta
khdi phuc phim vivi tir 2ai

ng bac phan hii

WVPS
. . . |BKHCM2
Tuy chon go tat BK HCM 1
[]cho phép gi t| Vietware X ji thoai nay khi khéi ding
[]cho phép gi t:ﬂ'ﬂiﬁ}_&—!ﬂ—-——@-—dﬁng cing Windows
R Vietnamese interface
@ Hwéng dén Thdng tin WMac dinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban

T UniKey 4.2 RC4

CS nhiéubangmavaclingcd  oenin

Bang mé: Unicode i o/ Ding
Ok . 2 ~N A °* A oz .
nhiéu kiéu go, tuy nhién hién <Euos  [um ‘] B @ Kétmic
Prim oy e 2
. ’ e R A A 42p Thu nhd
tai co 2 kiéu thong dung nhat VioR
. . Microsoft
Tiry chon khac | Tw dinh nghia
Ié c Cho phép gb tr do B4t kiém tra chinh ta
L[]
Bidt dau oa, uy (thay vi oa, dy) | Ty ddng khdi phuc phim v tir sai
L] ‘
[ Ludin =i dung clipboard cho unicode [ Hién théng bao phén hdi
o Telex
Tiy chon gi tét Hé thing
[ ]che phép gi tat [] Bat hdi thoai nay khi khivi ddng
°® VN| [ ] Cho phép g tit ca khi tit tiéng Vigt [«] Khii ddng cling Windows
IS Vietnamese interface

Luu y: kiéu gd 3nh hudng bai

@ Hwéng dén Thadng tin WMéc dinh

kiéu chr.



3.1. Tdng quan vé van ban, x ly, soan thao van ban

Dé gb tiéng Viét theo kiéu Telex vdi
Unikey, ta phai thuc hién:

e Kiém tra biéu tugng Unikey tai

Notification Bar Notification Bar

e Chon kiéu gb la Telex, con tuy theo

G5 UniKey 4.2 RC4

kiéu chir s& chon bang m3 13

Biéu khién

Unicode hay VNI Windows. sangma: |Unieode v v o
Kigu gé: Talex | I & <étmic
e VD: bang ma Unicode, kiéu gd Pimchyle: @ctiLesueT  OAT+2 & Mo rong
Te|ex % Hwéng dén Thing tin Méac dinh



3.1. Tdng quan vé van ban, x ly, soan thao van ban

Cach gb tiéng Viét theo kiéu Telex

dd ee (o]0

aw ow uw dd S f r X j

e Vidu: Mudn gd “ Cdng hoa xa hdi cht nghia Viét Nam” thi ta

sé g0 “Coojng hofa xax hooji chur nghixa VieejtNam”



3.1. Tdng quan vé van ban, x ly, soan thao van ban

Céch gb tiéng Viét theo kiéu VNI

ab eb 06 o/ u’/ a8 2 3 4 5

e Vidu: Mudn gd “ Cdng hoa xa hdi cht nghia Viét Nam” thi ta
sé gd “Cob5ng hoa2 xa4 ho65i chu3 nghida Vie65t Nam”
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3.2. S dung Microsoft Word

Microsoft Word

 Lacong cu dung dé soan thao van ban thong MICROSOFT
dung nhat hién nay. Mdi nhat dang duoc st dung WORD
3 Word 2016 2010

Khai dong Microsoft Word bang cach

e Cach 1: Start = All Programs > Microsoft Office
2010 > Microsoft Office Word 2010

e (Cach 2: Run = winword

e (Cach 3: Double Click icon trén Desktop m

Microsoft Word
200

11



3.2. S dung Microsoft Word

e Insert Page Layout References Mailings Review

Docament I arosort Wmd‘ﬁ
[~

“ AN A LT eTe (EE 4 . & Find -
- pags) [ KA (% ECECF EE T wmcer| aamce AaBbC ammvce AAB esece o A | Feslec
= “ac
Pasti of Foamt i U vabe x, X | fiyr %~ A E =E :gv Qv & TNormal | TMNo Spaci.. Heading1 Heading 2 Title Subtitle  Subtle Em... |- Eg:gsgf Iy select
Clipboard L Fant ] Paragraph [ Styles ] Editing
NN -
E i 2 T LA T ——— N N N N O -\-14-|‘15‘|-2\-|-]_?-|-1.s-\
Thanh Menu o
rY

dang Ribbons

VUNG SOAN
THAO

Thanh trang thai

N\

Thanh thwéc
Ruler

Thanh truot
(Scroll bar)

Man hinh Word 2010

: (Status bar) :
1_ (Z/ Il | » '
Page: 10f 1 | Words: 0 | English (US) | [Eogz= wmEc—0—@
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3.2. S dung Microsoft Word

References

Kailings Review Wiew

Home Insert Page Layout
= save
Available Templates
Bl save As
ES Open A fa¥ Home
Caf Close
Info
Fecent Blank Blog post
document
Print
Share
Help Agendas Loward

certificates

= Add-Ins ~
[z Options

E Exit

Invoices

Invitaticns

Recent

Iy templates

Mew from

Sample
termplates templates existing
|5E-E.'I'-_'|“'| Office.com for templates

Dy

)

5

i)

Brochures Business Calendars
cards
e
Forms Gift

certificates

2 =
= o
= =
Labels Lists

Tao mdi van ban

Contracts

=)
2

Greeting
cards

Memos

o+
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3.2. S dung Microsoft Word

D& md modt van ban:
* Cach 1: File 2 Open

e Cach 2: Ctrl+ 0O

* Cdch 3: Double Click truc tiép vao tap ‘

tin van ban. VD: Tailieu.docx

14



3.2. S dung Microsoft Word

DPé lvu modt van ban:

C1: Nhan Menu File, chon Save.

C2: Phim tat dé luu tai liéu la Ctrl+S
Néu file tai liéu nay trudc dé chua
duoc luu 1an nao, Word sé duoc yéu
cau dat tén file va chon noi luu.

Pé Iuu tai liéu vdi tén khac (hay dinh
dang khéc), nhan Menu File, chon

Save As (phim tat F12).

15



3.2. S dung Microsoft Word

Luru mac dinh theo chuong trinh

CG: General H Customize how documents are saved.
Display
7z Proofing Save documents
/N \¥) .
. d dinh
M uon I\/IS Wor 2010 mac | n [ Save l Save files in this format: ‘Word Document (*.doc hd
Language 5ave AutoRecover infory Word Document (*.dacy

lwu vOI dmh da e cua MS Word Advanced Keep the last Auto R| "1 Macra-Enabled Document {*.dacm)

Ward 97-2003 Document {*.dad)
AutoRecover file location:

) ) Ward Template {*.dotx]
2003, nhanM Fil h e pRen Defauit file location: | Word Macro-Enabled Template (*.dotm)

) n a n e n U I e, C O n Quick Accass Toolbar Word 97-2003 Template [*.dot)
. Offline editing options for d Single File Web Page (*.mht, *.mhtml}
Add-Ins Web Page {*.htm, = html]

WO I’d OpthﬂS dé m(’j hép thoal Save checked-out files to: (] Web Page, Filtered {*.htm, *html}

Trust Center (O The server drafts lacq Rich Text Format [*.rtf]
(%) The Dffice Documen| Plain Text (*.txd]

Word Options. Trong khung bén e st oction: [ "ord ML Document

Ward 2003 XML Document {*.xml}
OpenDocument Text {*.odt]

trai, chon Save. Tai muc Save preserve Pl when sarif ores 5 -3 Documen ups

files in this format, chon Word
97-2003 Document (*.doc).
Nhan OK.

16



3.2. S dung Microsoft Word

Giam thiéu kha ning mat dir liéu khi chwong trinh bj dong bat ngo
» Dé dé phong trudng hop treo mdy, clp dién lam mat di liéu, nén bat tinh

nang sao luu ty dong theo chu ky. Nhan Menu File, Word Options, chon

Save
Word Options
General '
Customize how documents are saved,
Display
Proofing Save documents

Save ] Save files in this format: L‘A’Q[g Docume t’ Jdocx) |

Language Save AutoRecover information every |10 minutes
V| Keep The 13t RO RetoTeTed e T T aase without saving

Advanced

AutoRecover file location: iC:"‘.Documents and Settings\abc Application Data\Microsoft \Word',

Customize Ribbon ; ; -
Default file location: !C:",Documents and Settingstabc\My Documents),

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins

Save checked-out files to: (i
O The server drafts location on this computer

(® The Office Document Cache

Trust Center

17



3.2. S dung Microsoft Word

Mt s6 quy tic co ban khi soan thao viin ban:

* Nhap toan b6 van ban trudc sau dé mdi bat dau dinh dang:
font ch, kich cg, ...

* Khéng duoc st dung phim Enter dé ngat dong trong 1 doan
van ban

« Pé két thuc mot doan s dung phim Enter

* Gilra 2 tir cdch nhau duy nhat 1 khoang trang

18



3.2. S dung Microsoft Word

Cach g6 dau ciu :

* Dau phay (,), ddu chdm(.), cham hai (?), chdm than sat (1), ddu hai
cham (:): sat ch bén trdi va cd khoang trang bén phai.

* VD: Troil Sao ndng thé.

* VD: HO6m nay, toi di hoc.

« D3u ngodc don (), ngoac kép “”: chit sat vao dau déng va ddu ma

* VD: (Trich sach Ngir Van 10, tap 1, trang 10)

« VD : Tac pham “Tat Dén” clia Ngd Tat T6

19



3.2. S dung Microsoft Word

Céc phim di chuyén con tré:

Phim : Di chuyén con tré 1én mot dong.

Phim { : Di chuyén con tré xubng mot dong.

Phim < : Di chuyén con trd sang trdi mot ky tu.

Phim —>: Di chuyén con trd sang phai mot ky tu.

20



3.2. S dung Microsoft Word

Céc phim di chuyén con tro:

* Phim : Di chuyén con tro |én mot dong.

* Phim { : Di chuyén con tré xudng mot dong.

 Phim =: Di chuyén con tré sang phai mot ky tu.

* Phim &: Di chuyén con trd sang trai mot ky tu.

Cac phim xoa ky tu:

* Phim Delete: Xoa ky tu tai vi tri con tré (bén phai con trod).
* Phim Backspace: Xod ky tu lién trai vi tri con tro.

* Phim Insert: D& chuyén doi gitta ché d6 chén (Insert) va thay thé (Overwrite)

ky tu.

21



3.2. S dung Microsoft Word
Cac phim diéu khién:

 Phim Home: Chuyén vi tri con tro vé dau dong van ban chia con tro.

Phim End: Chuyén vj tri con trd vé cudi dong van ban chia con tro.

Phim Page Up: Chuyén vj tri con trd Ién trén mot trang man hinh.

Phim Page Down: Chuyén vj tri con tré xudng dudi mot trang man hinh.

Mudn vé dau van ban: an dong thai Ctrl+Home.

Mudn vé cudi van ban: an dong thoi Ctrl+End.

22



3.2. S dung Microsoft Word

Chon khéi
* Cach 1: Click chudt tir diém dau dén diém cudi clia van ban can chon.

* Cach 2: Click chudt dé dat con tro text & diém dau, gilt Shift va

clickchuét & diém cudi clia doan van ban can chon.

 Cach 3: Dung phim Home, End va phim m{i tén trén ban phim dé di

chuyén con trd text dén diém dau

Gitf phim Shift va gb cdc phim mdi tén thich hop dé di chuyén con tré text

dén diém cudi cua doan vidn bdan can chon
Xo0a khoi

 Chon doan van ban can xda. Nhan phim Delete trén ban phim

23



e

=

Paste

3.2.S0 dung Microsoft Word
Sao chép dit liéu

Lénh | Biéutwong | Phim twong duong Y nghia
Chuuyén doan van ban d3 chon
C & Ctrl + X - -
Ut Ll V30 bé nhé Clipboard
c Cirl 4. C Chép doan van ban da chon vao b
1T +
Py ' nhd Clipboard
Paste 3 Ctrl + V Déﬂ |ti|t:|.ar"|~ vé_n rbén I.‘fif:' trong
Paste Clipboard vao vi tri con trd text

nguyenguocsu@hotec.edu.vn
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B
3.3. BPinh dang van ban

Office 2010 tiép tuc cai tién hé thdng menu giao dién Ribbon cla

vai kha nang truc quan hon. Office 2010 bd sung thém mot Menu

File thay cho nut biéu tuong Windows nhu trong Office 2007.

Insert Fage Layout Feferences Mailings Review View

rifBodyy <~ 11 = A" A7
U - abe x, x°

Font

[:i[enu dang Ribbcnnj

Hé théng Menu dang Ribbon trong MS Word 2010

nguyenquocsu@hotec.edu.vn
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B
3.3. BPinh dang van ban

Office 2010 tiép tuc cai tién hé thdng menu giao dién Ribbon cla

vai kha nang truc quan hon. Office 2010 bd sung thém mot Menu

File thay cho nut biéu tuong Windows nhu trong Office 2007.

Insert Fage Layout Feferences Mailings Review View

rifBodyy <~ 11 = A" A7
U - abe x, x°

Font

[:i[enu dang Ribbcnnj

Hé théng Menu dang Ribbon trong MS Word 2010

nguyenquocsu@hotec.edu.vn
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Paste

3.3. BPinh dang van ban
3.3.1. Binh dang ki tu (Font)

S dung nhom Font (Ribbon Home)

Home Insert Page Layout References Mailings

d

_] ". TimesNewRom ¥ 13 ~ A" A" Aa~ | &)

Paste

4 v . v ab‘ v . v
- vJ'FormatPainter B I U ~ae X X j A

Clipboard ‘ Font

In dam
* Nhan nut Bold (B). Co thé s dung phim tat Ctrl+B.
* Lwuy, nhan Bold (hodc Ctrl+B) 1an nita néu mudn bd in dam.

* Meo: Chon doan text mudn in ddm, dua con trd chudt vao vung chon

cho dén khi xuat hién thanh céng cu Mini.
27



=
Paste

3.3. BPinh dang van ban
3.3.1. Binh dang ki tu (Font)

S dung nhom Font (Ribbon Home)

Home Insert Page Layout References Mailings
l-j e Times NewRom * 13~ A" A"  Aa~ %)
Dadfe e . 2 a2, A
v jFormat Painter B 7 'U‘ abe X, X o
Clipboard Font
In nghiéng

* Nhan nut Italic (I). C6 thé s& dung phim tat Ctrl+|
Gach chan:

« Nhan nut Underline (U). C6 thé dung Ctrl + U




3

Paste

3.3. BPinh dang van ban
3.3.1. Dinh dang ki ty (Font) mIig &~ 62

Home Insert Fage Layout References Mailings Revie

Gach chan:

3 B Cut Times NewRom = 13 = A" A" | Aav &, =~
\ . \ PN R 3 =2 Copy
* Ngoai ra con nhiéu kiéu Paste 5 ot painter | B 4 [D]7Jabe %, X' | A-®- A~ EE
N Z \ Clipboard E i
gach chan, ta bam vao = e T—
muUi tén bén phai nut U - [ Double underine |dy
dé xem dwoc nhiéeu hon o o
S e U (Ctrl+
Ngoai ra
; More Underlines...
- <3 Underline Color b
. * Gachc

29



B
3.3. BPinh dang van ban
3.3.1. Binh dang ki tu (Font)

Pbi mau chiy

* Chon doan text nguoi dung muon doi Times New Rom ~ | |T|

mau 5
) B 7 U -~ ak

* Nhan nut Font Color va chon mau 9
minh thich. 10
11
Pdi kich c& chir 12
* Chon doan text 14
16

* Chon kich c& chit trong 6 Font size

* DUng phim tat Ctrl+] va Ctrl+[.

30
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Paste

3.3. BPinh dang van ban
DPanh diu (Highlight) doan text

* Tai thé Home, nhdm Font, nhan vao miii tén bén canh nut Text Highlight

Color.
* Chon mot mau dung dé té sang ma ngudi dung thich (thudong la mau vang).
 Dung chudt t6 chon doan text mudn danh dau.
* Mudn ngirng ché d6 danh diu, ngudi dung nhan chudt vao mii tén canh nut
Text Highlight Color, chon Stop Highlighting, hodc nhan ESC.

G& bd ché dd danh dau text

* Trong thé Home, nhdm Font, ngudi dung nhan chudt vao mii tén canh nut

Text Highlight Color.

* Chon No Color.

31



3

3.3, Pinh dang van ban

Dinh dang chi sb trén, dudi

AE + Bl — CI% Superscript

H 15{]4% Subscript

Chon doan text cadn dinh dang. Trong thé Home, nhém Font, ngudi ding nhdn nit

Superscript © (phim tit Ctrl+Shift+=) @& dinh dang chi s& trén, ho&c nhin nit

Subscript ** (phim tét Ctrl+=) d2 dinh dang chi sb dudi.

32



=
Paste

3.3. BPinh dang van ban
S dung hop thoai Font (Font Dialog Box)

* Khi dinh dang bang hdp thoai Font s& dinh dang day du tat ca cac tinh nang

clia dinh dang Font

* Md& hop thoai Font

“ Home Insert Page Layout References

‘:.-’.}J S~
= P Calibri vi11 <+ A A7 | Aav | ¥
=)

Paste ¥ B 7 U ~abe x, X° al},‘?vé.

v

Clipboard & Font O

* Tai Ribbon Home, nhém Font, nhan ndt mii tén & géc dudi bén phai.
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=

Paste

3.3. BPinh dang van ban

Gach dudi cac tu, trir khodng trang

Chon doan text mudn gach dudi = Underline style, chon Word only.

Effects

H |éu l:l’ng déC b'ét [ ] strikethrough [] small caps
[ ] Double strikethrough [ Al caps
[ ] superscript [ ] Hidden

Strikethrough: ké duong xuyén qua cht

[ ] subscript

Double strikethrough: ké 2 duwong xuyén qua chit
Superscript: chuyén ch thanh dang chi sb trén
Subcript: chuyén chi thanh dang chi sb dudi

Small caps: tat ca ch* duvoc dinh dang chi* hoa nho
All caps: tat ca chit duoc dinh dang chit hoa

Hidden: cac ky tu dugc an

34



Paste

3.3. BPinh dang van ban
Thay di khodng cach gitra cac ky tu

 Chon doan van ban mudn thay ddi.

» Nhan chon thé Advanced, muc Character Spacing & hép thoai nay. Trong muc
Spacing, nhan Expanded dé m& rong hay Condensed dé thu hep khodng cach

va chi dinh s6 khoang cach trong muc By.

Font | Advanced

Character Spacing

Scale: 100% W

Spacing: | Expanded w| By: (0.5pt Iil
Marmal

Position: By: Ii|
[] KernanCﬂFqEns'E:d | ! ;gints and above
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_._3

3.3. BPinh dang van ban
3.3.2. Binh dang doan (Paragraph)

S dung nhdm Paragraph (Ribbon Home, Ribbon Page Layout)

m Home Insert Page Layout References Mailings Review View

il

4 —

- i- ESNESS Z

4
7]
|
4
#
|
w
|
-2
—
=

R

j Y Calibri(Body) v 11+ A AT Aav & -
R =3
Pste 4 B I U-dex X |A-®-A-[EEEE I & E-
Clipboard 1 Font a Paragraph a
o W — N —
=EE=E EE
Canh trai l l Canh déu
(Align Left) Canh giita Canh phai (Align Justify)

(Align Center) (Align Right)




e

=

Paste

3.3. BPinh dang van ban
3.3.2. Binh dang doan (Paragraph)

Thut |1& khodng cach cla toan bd doan
* Chon doan van ban mubdn diéu chinh.

* Tai Ribbon Page Layout, nhém Paragraph, nhan chudt vao mi tén
|én, xubng bén canh muc Left dé tang, gidm khoang cach thut |é trai,

hay tai muc Right dé diéu chinh thut Ié phai.
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=
Paste

3.3. BPinh dang van ban
3.3.2. Binh dang doan (Paragraph)

Thay déi khodng céch trudc hodc sau cic doan

 Chon doan van ban ngudi dung mudn thay doi khoang cach trudc

hoac sau no.

* Trong Ribbon Page Layout, nhdm Paragraph, nhan chudt vao mii tén
canh muc Before (trudc) hodc After (sau) dé thay ddi bang gia tri
mong muon.

D" AL GiaoTrinh_THCB_2010 - Microsoft Word
Home Insert Page Layout References Mailings Review View

nCqurs' D B [j *,Z:"Breaks' j @ J Indent Spacing
— Funts' :

'3 Line Numbers ~ et 0om . I: Before: 0pt
Themes @Eﬁ 4 Margins Orientation Size  Columns Watermark Page Page
r E 5' b b r

he Hyphenation Color~ Borders| S¥Right 0em 5 ¥= After 3pt
Themes Page 5etup 3 Page Background Faragraph
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B
3.3. BPinh dang van ban
3.3.2. Binh dang doan (Paragraph)
Thay déi khodng céch dong cho

doan van ban dang chon

* Chon doan van ban mubdn thay

doi.

O hop thoai Paragraph, chon
thé Indents and Spacing. Tai
muc Line spacing, nhan vao mdi
tén bén phai dé chon khoang

cac dong.

Spadng
Before: 0pt = Line spacing: At

After; Ipt = 1.5 lines

[ ] Don't add space between paragraj=il le

Double
At least

Preview Exactly

4k

Multiple

3 o st Paeiorasis el ot Dncemes amd Smesme Tad mue Lise gccmp nide vis s sin bdw pids &l
cheon khwedng cle Simg,

Tabs... Set As Default QK

Cancel
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3.3. BPinh dang van ban
Tao chit to dau dong (Drop Cap)
Microsoft Word cd tinh nang tao ch nhdn manh goi la Drop Cap
C6 2 ché db:
1. Dropped cap: Ch{* Drop Cap nam trong van ban

2. Inmargin: Chir Drop Cap nam ngoai (bén trai) van ban

A | = Quick Parts * | Signature Line =
.z.ﬂ Wordart - E;. Date & Time

Text =

Sox+ |A= Drop Cap»| '@ Object +

Position: chon kiéu Drop Cap

Font: Thiét 1ap kiéu ch{t cho Drop Cap

' 5 ' '

Mane —

Lines to drop: s dong Drop Cap tha xudng

i

Dropped
Distance from text: Khoang cach tur chir Drog

o

[n margin

o I

i

rop Cap Options...
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3.3, Pinh dang van ban
Tao chit to dau dong (Drop Cap)
1. Dropped cap: Ch{r Drop Cap nam trong van ban

2. Inmargin: Chit Drop Cap nam ngoai (bén trai) vian ban

Fos=ition
:
Mone Cropped In margin
Cpkions
Fonk:

Times MNew Forman

Lines to drop: 3

AE T +

Distance From kexk:  |[0"

Ik | | Zancel
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3.3, Pinh dang van ban

Tao sb thir tu tu dong (Bullets and

1
= u»j
& 111

1

Numbering)
« SO th tu tv dong cho phép dinh dang
va td chirc van ban vdi cac s, céc ky :

tu dac biét bullet (ddu chdm tron ...) )

* Cac danh sach Bulletla cac ky ty dac =

A

i AN AaBbCcDe

mbering Library
1. 1

MNane z 2)
3

3
A a)
B. [3)]
C. 5]
i
ii.

ocument Number Formats

1.
2
3

Define Mew Mumber Format...

EF 4T
Recently Used Bullets

Bullet Library

None ® (@] |

>|[v

Document Bullets

Define Mew Bullet...

biét (dau cham tron, hoa thj ...), danh
sach cadc Number cd cac s6 va danh
sach cac Ountline la su phdi hap gilta
cac sb va cac chir cai phu thudc vao su

tO chlc cla danh sach.

- ° O O

AaBbCcl
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3.3, Pinh dang van ban

DPdng khung va t& mau nén (Border and Shading)

 Chitc ndng nay cho phép dinh dang déng khung va t6 mau nén cho doan van

 Trong nhém Paragraph trén Ribbon Home, nhan vao nut danh séch Border

* chon Border and Shading

Borders | Page Border | Shading |
] Borders and Shading... setng: s
— | | ~ Click on diagram below or use
None buttons to apply borders
Box | | e || T mm—
Shadow e
v
color: T
e Automatic Izl
— Width
.§ Custom 12 pt " Apply to:
|Paragraph El
a ][ eme |
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3.3. BPinh dang van ban

Pinh dang c6t (Column)

* Chirc nang Column cho phép
dinh dang van ban thanh nhiéu
cOt (dang codt bdo chi) nham tao
diém nhan manh hay muén
trang tri trang van ban dep mat
hon,tao su thich thd hon cho

ngudi doc van ban

Insert Fage Layout Feferences

='y Orientation - *,Z:: Breaks =

I3 Size = #3) Line Mumbers =
"|EE columns ~| B3 Hyphenation =
B = One -

= Twwo

== | Three
== | Left
== | Right

== More Columns...
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3.3. BPinh dang van ban
Cai d4t diém dirng tab (Tab stops)

Wy Select -
» Pé cho viéc cai dat tab duac Editing

thuan tién, nén cho hién thj

thudc ngang trén dinh tai liéu

bang cach nhan nut View Ruler

& dau trén thanh cudn doc
Left Tab Centre Tab Left Tab
L L -
This is a left tab This is a centre tab This is a right tab
Left tabs are good centre tab right tab
Left centre aligned text right aligned text
Randon text random text random text
Slightly longer sentence Slightly longer sentence Slightly longer sentence
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3.4. Pua cac dbi tuong khac vao van ban
3.4.1. Bang (Table)

= Bang biéu (table) Ia kiéu trinh bay van ban cd ciu tric gdm cdc cdt(column)

va cac dong (row), giao gitra cac dong va cac cot la cac 6 (cell).

B one | e nsertorie  * HE
| Table size
j = j Number of columns: 5 =] |
1AM i = —
—— = Number of rows: 2 |
a | AutoFit behavior
Cover Blank Pa gE Table (®) Fixed column width: Auho -§
FPage~ Page Break o (*) AutoFit to contents
P3 ges Tahles () AutoFit to window
' [_] Remember dimensions for new tables
OK !: Cancel 7 l
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3.4. Pua cac dbi tuong khac vao van ban
Chinh s(ra ciu trdc bang

Chon vao bang can chinh sira s& thay cd Ribbon mdi la: Design.

Home Insert Page Layout References Mailings Review View Design Layout

[¥] HeaderRow  [¥] First Column ey [ S e & Shading v ﬁ el
O TotaiRow [ tast Column S| W W ST . G | - A
x SEEEE iy Wi s gl ps By pv s Mgl ; P Draw Eraser
[V] Banded Rows [] Banded Columns — v ZPenColor~  Taple
Table Style Options Table Styles Draw Borders

Table Style Options

Header Row: Nhan manh hang dau tién (tiéu dé).
Header Row First Column
[ Total Row [ Last Column

Banded Rows: Tao su phan biét gilra cac hang Banded Rows [] Banded Columns
Table Style Options

Total Row: Nhan manh hang cubi.

(t6 mau cach hang).
First Column: Nhan manh cot dau.
Last Column: Nhan manh cot cudi

47
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3.4. Pua cac dbi tuong khac vao van ban
Thao tac trén hang va cot

* Nhédm Row & Column gdm cac chirc ndng sau:

* Delete: _7(] Zazs CE@E! "Q l

o Delete Insert Insert
* + Delete Cells: X6a 0. v Above Below

. % Delete Cells...
* + Delete Columns: Xda coOt. I D

W' Delete Columns

* + Delete Rows: X0a hang. =X Delete Rows

* + Delete Table: X6a bang. W Delete Table

Insert Above: Thém mot hang & phia trén tré chudt

Insert Below: Thém mot hang & phia dudi tro

chuot

Insert Left: Thém cOt bén trdi tré chuot

Insert Right: Thém c6t bén phai tro chudt

%

Insert

Left

Insert
Right
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3.4. Pua cac dbi tuong khac vao van ban

Trén/tach 6

 Chon cdc 6 can tron, nhdm Merge cé cdc chirc ndng sau:

* Merge Cell: Tron cac 6 dang chon thanh mot 6 duy nhat.

« Split Cells: Tach thanh nhiéu 6.

* Split Table: Tach thanh hai bang khac nhau

l

{ 1

Merge Split
Cells Cells

Merge

Split
Table
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3.4. Pua cac dbi tuong khac vao van ban

Tang va giam kich thudc 6

* Tai nhédm Cell Size co cac chrc nang sau:

=

= éU Height: 0.18"

AutoFit|  — width: 1.3

a‘l;
%
.

AutoFit Contents
AutoFit Window
Fixed Column Width

-
o~
A

iE 3

-
e

S

3T Distribute Rows

"L' Distribute Columns

!
‘4
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3.4. Pua cac dbi tuong khac vao van ban
3.4.2.D6 hoa

* T nhitng cong cu vé hinh va dinh dang don gidn & cac phién ban trudc,
Office 201043 nang cap dang ké tinh ning d6 hoa trong Word, gitp cho
ngudi dung thda sic sang tao ma khdng can dén sy tro gitp clda nhirng

chuong trinh dd hoa chuyén nghiép nhu Photoshop, Illustrator, CorelDraw

* Trong Word, cac dbi tuong dd hoa (Illustrations) dwoc chia lam 05 loai: hinh
anh (ClipArt, Picture), cac hinh v& co ban (Shapes), cac hinh v&, so do dac
biét (SmartArt), do thi(Chart) va chit nghé thuat (WordArt—nam trong

nhom Text).
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3.4. Pua cac dbi tuong khac vao van ban
3.4.2. D0 hoa

S ave-N I
4 e -+
Picture Clip 5hapes SmartArt Chart Screenshot
_ﬂ_rt - -

IMustrations

il

A

.

A A= L& Signature Line ~

@ Date & Time

il

Il

Text Quick WordArt Drop i .
Box~ Partsv - Cap - 94 Object ~

Text
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3.4. Pua cac dbi tuong khac vao van ban
Pinh dang hinh anh
* Sau khi tao ddi tvong xong, phai nhan chudt vao déi tuong do, xuat hién

Ribbon mai (Format) chuyén sang Ribbon Format dé dinh dang. Pay la noi

tap trung cac cong cu dé dinh dang dbi tuong vira tao.
|

Home Insert Page Layout References Mailings Review View ‘ Format

LZ Picture Border ~

4 qu 2 i ;j:CompressPictures | (| [Caes] R SR e
el S 1 "5 B Change Picture ey d‘ " adll =l il ~| & Picture Effects ~

Remove Corrections Color Artistic d e
Background v v  Effects v ‘gReset Picture ~ ~ | & Picture Layout ~
Adjust Picture Styles
E ; 4 Bring Forward = Align v '— P : -
: N ﬁﬁ- f..Ll Height: 222 cm |
| 43 Send Backward E’i Group 7
Position Wrap 5% Crop — width: -
. ta+ Width: 10.24 cm
v Text~ vy Selection Pane S Rotate ~ v, z
Arrange Size (u
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3.4. Pua cac dbi tuong khac vao van ban
Pinh dang hinh anh
* Sau khi tao ddi tvong xong, phai nhan chudt vao déi tuong do, xuat hién
Ribbon mai (Format) chuyén sang Ribbon Format dé dinh dang. Pay la noi

tap trung cac cong cu dé dinh dang dbi tuong vira tao.

Home Insert Page Layout References Mailings Review View ‘ Format ‘ I

LZ Picture Border ~

i 98¢ a 4 14 Compress Pictures | ¥ N —
: l I' ; T o— e g— 4 ’ =
’. il Sie = ¥ Change Picture d d‘ " ‘ d d v | ' Picture Effects -
Remaove Corrections Color Artistic y | ‘ : o=
Background - ~  Effects~ ‘@ Reset Picture ~ ¥ | 54 Picture Layout ~

Adjust Picture Styles

——e ~ P———

g 3 41 Bring Forward = Align ~ ! Lo ”
e ez] ™ Tl‘f_ _ e 3|] Height: 222em 2
| 43 Send Backward ~ ] Group
Position Wrap _ 5
. Text~ .ty Selection Pane 5 Rotate ~

Crop =) Width: 10.24cm 2

-+

Arrange Size u

{] & o . n u v
i C’,\",_ .ID o\ ‘i'ip ;1 Compress Pictures
o B = P Change Picture
Remove Corrections Color Artistic :
Background v v  FEffects v ‘E Reset Picture v
Adjust
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3.4. Pua cac dbi tuong khac vao van ban

Nhém Picture Styles: cac ché d6 dinh dang cho &nh, gom:

L7 Picture Border ~

; ; ;‘ ; ; J v ‘e Picture Effects ~

v ':.:\j Picture Layout ~

Picture Styles

Picture Shape: chon kiéu khung anh (chi cé vai déi tuong dang anh)

Picture Border: chon kiéu vién khung anh

Picture Effects: chon kiéu hiéu (rng cho anh: dnh bdng, anh sang, phan chiéu

hay hiéu &ng 3D ....

Picture Layout: Chuyén doi hinh anh hién tai sang dang SmartArt
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3.4. Pua cac dbi tuong khac vao van ban

Nhom Arrange: canh chinh vi tri, khoang cach giita ﬂ ﬂ d oring Farward - [ Allgn ~
o B sendBadaward - [f] Group
c4c d6i twong do hoa, gom: cmcs s, Moot~ ELo

Arrange

* Position: Chon vj tri d6i tugng so vdi dong van ban

o . > A Z. , . T] =3 .
* Bring to front: doi tvong nam trén doi twong khac | Bring Forward|-| |2 Alig

l_,]] Bring Forward
* Send to back: dbi twong nam dudi dbi tuang khac £4, Bring to Front

i P § b :-f) Bring in Front of Text
* Text Wrapping: ché do dong van ban bao quanh

déi tu’dng |Lf_'] 5end Eack;ward|*lﬁ 3
. L:] Send Backward
* Align: dong hang cac doi twvong dugc chon @ Sendto Back

, L s . . Lk =h Send Behind Text
* Group: nhom va bo nhom cac doi tuong dugc

chon

* Rotate: quay, 1t cac dbi tuong
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3.4. Pua cac dbi tuong khac vao van ban

Nhom Arrange: canh chinh vi tri, khoang cach giita ﬂ ﬂ d oring Farward - [ Allgn ~
o B sendBadaward - [f] Group
c4c d6i twong do hoa, gom: cmcs s, Moot~ ELo

Arrange

* Position: Chon vj tri d6i tugng so vdi dong van ban

o . > A Z. , . T] =3 .
* Bring to front: doi tvong nam trén doi twong khac | Bring Forward|-| |2 Alig

l_,]] Bring Forward
* Send to back: dbi twong nam dudi dbi tuang khac £4, Bring to Front

i P § b :-f) Bring in Front of Text
* Text Wrapping: ché do dong van ban bao quanh

déi tu’dng |Lf_'] 5end Eack;ward|*lﬁ 3
. L:] Send Backward
* Align: dong hang cac doi twvong dugc chon @ Sendto Back

, L s . . Lk =h Send Behind Text
* Group: nhom va bo nhom cac doi tuong dugc

chon

* Rotate: quay, 1t cac dbi tuong
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3.4. Pua cac dbi tuong khac vao van ban
3.4.3. Hinh vé& co ban (Shapes)

Shapes trong Ms Word 2010 duoc cdi tién rat nhiéu so vdi cac phién ban trudc
(MS Word 2003 goi la Auto Shape). Shapes hinh cac kiéu hinh khéi duoc tao
san, giup cho ngudi dung tao ra nhitng khéi hinh vuong, tron, elips .... Hay

nhitng hinh dung dé trang tri nhu ngdi sao, biéu ngit ....

Chén Shapes ITJJ b =i i &4 @

]

* Ribbon Insert, trong nhém Illustrations SUARES) Smarthrt Chart Screenshot | Hyperli

-

| Recently Used Shapes

— nhan nut Shapes ENNOCOOALLDS G

X : YA
* Chon hinh can chen, di chuyén tré chudt ?I_nes L%
(Drag) = ro6i v& vao vung can v& hinh \;ﬂ\t:n;;}—hm [ARRrRAN &R

I L O A O ) O
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3.4. Pua cac dbi tuong khac vao van ban
Pinh dang Shapes

Tuwong tu nhu hinh anh (picture) dé dinh dang Shapes s dung Ribbon Format.

NN OO @O - £XEdit Shape ~ —

§i = |~ Draw Text Box Abc Abc » [ Shape Outline ~

ALL Y Z
1 :

e%-\./\{ }7f~\§7 : || ¥ | & Shape Effects ~

Insert Shapes Shape Styles

- _\'2 Shape Fill ~

Nhém Insert Shapes: chén thém d6i tugng Shapes khac vao vin ban
+ Edit Shapes: chinh stra Shapes

+ Draw Text Box: Vé hop ghi chit (text box)

Nhém Shapes Styles: ché d6 dinh dang Shapes

+ Shapes Fill: mau nén cla Shapes

+ Shapes Outline: Mau & kiéu dudng vién cla Shapes

+ Shapes Effect: chon hiéu ¢ng (d6 bdong, anh sang, 3D ...)
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3.4. Pua cac dbi tuong khac vao van ban

Luu do (SmartArt)

» SmartArt la mot hinh dnh dang d6 hoa cla thong tin ma cd thé
tao ra mot cach nhanh chdng va dé dang, SmartArt cé nhiéu
dang khdc nhau, nham dé cd hiéu qua truyén dat thong diép
hay y tudng cua nguoi dung.

» Office 2010 cling bod sung thém nhiéu hinh v& mdi trong muc
SmartArt dé thiét ké cac bieu do dang cap do phuc vu cho cong

N

Vviéc.
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3.4. Pua cac dbi tuong khac vao van ban

3.4.4. Luu d0 (SmartArt)

» SmartArt la mot hinh dnh dang d6 hoa cla thong tin ma cd thé
tao ra mot cach nhanh chdng va dé dang, SmartArt cé nhiéu
dang khdc nhau, nham dé cd hiéu qua truyén dat thong diép
hay y tudng cua nguoi dung.

» Office 2010 cling bod sung thém nhiéu hinh v& mdi trong muc
SmartArt dé thiét ké cac bieu do dang cap do phuc vu cho cong

N

Vviéc.

61



Paste

3.4. Pua cac dbi tuong khac vao van ban

Chéen SmartArt

Ribbon Insert, trong nhdm Illustrations nhan nut SmartArt

Chon nhédm SmartArt, chon kiéu SmartArt, nhan OK

SmartArt sé dugc chén vao van ban

Process
Cydle
Hierarchy
Relationship
B Matrix
Pyramid

Picture

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.
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3.4. Pua cac dbi tuong khac vao van ban
Pinh dang SmartArt

Sau khi tao dbi twong xong, phai nhan chudt vao dbi tvong do, xuat hién 2
Ribbon mdi (Design &Format). Ribbon Format tap trung cac cdng cu dé dinh

dang dbi twong tuong tu nhu Picture va Shapes. Ribbon Design dé thiét ké

SmartArt
_J Add Shape * @ Promote * Move Up -- .. — S
i3 Add Bullet % Demote ¥ Move Down | IEHIEE B - —
(D] TextPane] 2 Rightto Left 2 Layou = | V% -— v

Create Graphic Layouts
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3.4. Pua cac dbi tuong khac vao van ban

3.4.5. Biéu d6 (Chart)

* Chart (biéu dd) trong MS Word 2010 duac
cai thién rat nhiéu so vdi cac phién ban
trudc day. Trong MS Word 2010 bao gom
cac loai bieu dd: bieu do cot (column), bieu
do dudng (lines), biéu dd tron (pie), biéu

do thanh (bar), biéu d6 vung (Area), ....

3 Templates Columj ~
"«lg fle’m 1 I@Mﬂ Mﬁ lm 1@5 \Eﬂ \Hﬂi
@ Pie Y = m T T : r
f Bar \Jlf[]ﬂi \lﬂﬂ \l@ﬂ ﬁ_ﬂ JEAM \l&ﬁr i Mr
WX Area 2 2 B
Lm ;::fca“er) ]J@A M‘» \B_Aw JA_A& JJA".‘
& Satece Line
ol | = )] )
W Radar e

NN ET I v
Manage Templates... Set as Default Chart Cancé [

Cheén Chart

* - Ribbon Insert, trong nhom Illustrations

nhan nut Chart

- Chon loai Chart, chon kiéu Chart, nhan OK

& 1
2 1
finh 3-43: Hop thoai chén Chart j
3442 Dinh dyng Chant 5
6
‘ 7
8 siz g lowes
s 9
10
i —
s
12
13
s 1
15
16
2 17
18
. 18
20
21
22
ogory 1 ogory2  Calsgory3  Catogury 4 2
2
rdArt 25
2
@43 ] shoot1 ]
W 653 | vietnamese | 0% Ready =1 1005
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3.4. Pua cac dbi tuong khac vao van ban

3.4.6. Chit nghé thuat (WordArt) W AZ @ommri TC 0
« WordArt |a cdng cu tao chi* nghé thuat. = | Cop- "M@Objet e
WordArt duwocx® Iy nhu mot hinh anh chéen A A A A
vao van ban. A B /A
Chén WordArt /A\ A A A ﬁ&

* Ribbon Insert, trong nhdm Text nhan nut

Chart

Your text here

* Chonkiéu WordArt
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3.4. Pua cac dbi tuong khac vao van ban
3.4.6. Chit nghé thuat (WordArt)

Pinh dang WordArt

» Chon WordArt can dinh dang, chon Ribbon Format

A Text Fill ~ ||} Text Direction ~

A A | v & Text Outline ~ | [ Align Text ~

¥ /s Text Effects =2 Create Link
WordArt Styles P Text

Nhém WordArt Styles:chon kiéu WordArt

wingzroos ||

A

» Text Fill: mau nén ctia WordArt

* Text Outline: Mau & dudng vién cla WordArt

ED;@E%'

* Text Effect: Hiéu irng cia WordArt
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3.4. Pua cac dbi tuong khac vao van ban

3.4.7. Tieu dé tren Va tieu dé S| Header - A J Quick Parts = | Signature Line = Tll:Equ;
S| Footer - Nordart = j\JDate w Time €2 symbc
/&) Built-In <
dudi (Header and Footer) | bt 5
* Tai Ribbon Insert, nhdom Header & ‘”’
X N \ ’ Elank (Three Columns)
Footer, nhan chudt vao nut Header
hay Footer' [Myee tex] [T o2 bt [Type 1]
Alphabet
* MOt menu x6 xudng vai cac Header,
Footer mau cho. Ké dén ngudi dung
Annual
nhap ndi dung cho Header hay
Footer d4. Nhap xong nhan vao nut .
* More Footers from Office.com k
n . . d 5 Edit Footer
Close trén Ribbon Design. & Remove Footer
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3.5. K&t xuat va phan phdi vin ban
3.5.1. binh dang trang in
 MOi khi tao file mdi, trong clra s6 van ban da cd san mot trang gidy trang dé
bat dau soan van ban (thudng la gidy letter hodc gidy A4). Chi khi nao can
dén chi tiét chinh xac han chung ta mdi chon lai khd gidy khac
* Ribbon Page Layout, nhdm Page Setup, chon m{i tén dudi gdc phai dé mé

hop thoai Page Setup

Insert Page Layout References
3 Orientation v %= Breaks v
13 Size v 5] Line Numbers ~

== Columns*  be¢ Hyphenation ~

Page Setup m
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3.5. K&t xuat va phan phdi vin ban
Chon loai gidy — Tab Paper

* Paper Size: chon loai gidy, kich thudc twong &ng sé hién ra trong width va

height, néu chon Custom phai cho sd do kich thudc gidy trong width va

height

Page Setup

FPaper size:

4

Lekker

width: |85

IR R

Height: [11"
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3.5. K&t xuat va phan phdi vin ban

Pt |é cho trang in — Tab Margins e

) Margins || paper | Layout
* Top: Lé trén cua trangin Mergins
Top: Sottom:
X ) . Left: __1 e Right: __1 e
* Bottom : Lé dudi cla trang in oo A
Crienkation
* Left: Lé trdi cGa trang in .
' A
o X 2. E) 5 Portrait Landscape
* Right :Lé phaiclatrangin oy i
Multiple pages: ‘Normal W
* Néu cé dung |1énh Mirror Margins dé
Preswiew
lam sach (tao tinh d6i x&ng gilta cac =
trang) thi Iénh left va right sé tréd thanh —
Inside va Outside Resator [#elo docart. B
* Gutter: Khodng céch dung dé déng gay. x_J [ oo
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3.5. K&t xuat va phan phdi vin ban
305020 In én Home Insert Page Layout References Mailings

(e save Print
D& in tai liéu, thuc hién cac budc sau: B e s
pen Print
* Tai Menu File, chon Print lef printer
./ HP Laserlet 400 M401 PCL 6 -
 Chon s6 ban can in tai muc Copies :wt i R

Settings

+ Chon mdy in tai muc Pinter, néu co & Print Al Pages

1 Print the entire document

Save & Send
N / . 4 \ ~ e A W Pages:
nhiéu may in, nhan vao mii tén goc wep —
) Options uj Only print on one side of the page M

phai dé chon may in. & o BB 12 -

_| Portrait Orientation -

Ad

21emx29.7 cm

- -CustomMargins -
ﬂ 1 Page Per Sheet -
Page Setup
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3.5. K&t xuat va phan phdi vin ban
3.5.2. Luu trit v&i cac dinh dang khac

« Dé gilt nguyén dinh dang khi doc sang may khac ho3c in tai mdy khac ta co

thé luu tap tin dudi dang .PDF hodc .XPS

* Co thé tuy chinh tai Save Options dé dat mat khau hodc bao vé tai liéu

khdng cho thay ddi, chinh sita.

* Cothé lvu trit 1én cac 6 dia mang, dich vu luu tri.
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3.6. Soan thao thong diép va van ban hanh chinh
Soan thao cac thong diép:
 Cdc ban bao cao, cac théng bdo, bai viét.
Van ban hanh chinh

e Cacvan ban cd gia tri phap ly theo qui uwdc, qui dinh.
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