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BAI 01: MOT SO THAO TAC CO BAN VOI PHAN M ‘

|.  KHOI PONG PHAN MEM WORD
C1: Nhan Windows + S = G& tir “Word” = Enter-> Chon “Blank do n
C2: Nhan Windows + R = G& tir “winword” = Enter-> Chon “Blanl do

Il. LUU VAN BAN
1. Nhan Ctrl + S= Cura sd tuy chon hién thi, chon vao muc Br¥
hién thi, chon noi can luu~> Pat tén tai muc “File name”-> bam
(Xem tiép trang tiép theo)
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BAI 01: MOT SO THAO TAC CO BAN VOI PHAN ME
LUU VAN BAN (tiép)

El Save As

mrl- Desktop » - | +y | | Search Desktop
Organize - Mew folder
L= E Videos 2 =

:'d- “ | Libraries
. | Systermn Folder
I Hﬂmegrﬂuro
N,
Save As ,- R, Homesrou
[ Q Systermn Folder

E2T
Systemn Folder
|| Computer
1 Systermn Folder

& Computer
& Local Disk (C: }

. OneDrive

[ —a Local Disk (E:}
[ —a Local Disk (H:)

Authors: Admin

Save Thumbnail

= Hide Folders
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BAI 01: MOT SO THAO TAC CO BAN VOI PHAN MEl\-

111. IN VAN BAN )

File> Print (hosic nhan CTRL + P)

2

o0

; Hu’O’ng glay in (Ngang/Doc)
: Kho glay
: Chuyén trang in

Print

- Lenh in |oTRL +| P =0) -~ &)
3: SO ban 1n

4.
5: In tu trang sO may dén trang sO may|(CEB)ED, (p@; Fout Resaer POFPrinter | @7Y) ||

Chon may in

Sawve As Printer

Vidu: 3-5

Settings

:Inkiéu 1 mét hOéC 2 mét By FrintAuPeges ,‘
..One sided: 1 mat 2 (s

g Frl ded
L._ Only print on one side

— Collated

.. Both Sided 2 mat

1,22 1,23 1232

@%1 Portrait Crientation \@D

T

(; Cetter

([I:l 21.59 cm x 27.94 cm 9

E Mormal Margins -
Left: 2.54 crm Right: 2.54 cm

D 1 Page Per Sheet -

Page Setup

9; | 31 !q-f 38 h—!l
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V. PONG VAN BAN
C1: Nhan nut Close(X) trén goc phai ctra sO trén cung
C2: Nhan t6 hgp phim Alt+F4
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BAI 02: THANH PHAN VA TUY CHINH GIAO DI
GIAO DIEN CUA SO PHAN MEM WORD

Documentl - U

Insert  Design layout  References  Mailings  Review  Yiew  Fowit Reader POF

~
AsBbCeDe| AsBbcede AaBhCi AsBbct AdD

TNormal | TNo Spac.. Headingl Heading2 Title

7 Cﬂﬂﬂ;) 7 2

THANH CONG (T |1 5186

Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
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BAl 02: THANH PHAN VA TUY CHINH GIAO D

THE HOME VA CONG CU THONG DUNG
v Bang.docx - Word

Clipboard
L v o o 30 o 20 o L O BL 20 3 H 4 Eg

Paragraph

1: Sao chép dinh dang 2: Chon Font chir va c& chit 6: Mau chir 7: To mau gh‘hu
3: B=Bo6idam I=Innghiéng U= Gachchian X,=Tao chisodudi X2=Tao
4.

= Cin 1é trai = Cin 1é giira = Cin 1é phai

8: X6a cén 1é 5: Tao ky hiéu, chi s6 hodc muc luc tu dong \
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BAI 03: MOT SO KIEN THU'C CO BAN VE VAN B

|. NGHI PINH 30 CHINH PHU VE CONG TAC
Mt s6 phu luc can chu y:

1. Thé thire, k¥ thuat trinh bay vin ban hanh chinh
2. Viét hoa trong van ban hanh chinh tai Phu luc U

3. Viét tat trong van ban ta1 Phu luc III

__.E..l 'I-_.' l |

» Computer » Local Disk (H:) » Share » VAN BAN QUY BINH VE SOAN THAO VAN BAN » Nghi dinh 30

0N,
\

7 plogdaytinhoc.com @Bach Xuan Hién

VAN THU LUU TRU

ta1 Phu'luc I

Organize « E Open - Share with - Print E-rmail Burn Mew folder
<% Favorites Mame - Date modified Type Size
Bl Desktop | @ Mghi dinh_30_2020_ND-CP.pdf 21,/09/2020 1.2:09 ... Foxit Reader PDF ... 2,957 I'ZE'rl
& Downloads Phulucl_Ky thuat trinh bay.doc 03/10/202012:23 ... Microsoft Word 9... 348 KB
':E_-:i Fecent Places Wiz| Phuluc?_Viet hoa.doc 03102020 12:25 ... Microsoft Word 9... 66 KB
k. Google Drive Phuluc3_Viet tat.doc | 21/09/2020 12:07 PM |Microsoft Word 9... 251 KB
Phulucd.doc 21,/08/2020 12:07 ... Microsoft Word 9... 112 KB
a Libraries Wiz| PhulucS.doc 21,/09/202012:07 ... Microsoft Word 9... 90 KB
@ Documents Phuluch.doc 21,/09/202012:07 ... Microsoft Word 9... 155 KB
.Jl Music
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BAI 03: MOT SO KIEN THUC CO BAN VE VAN B}

va lénh Insert/ Symbol.
% Tir (word): nhiéu ki tu (ki tu trang khong phai

“*Doan van ban (paragraph): Nhiéu cé}l c6 lién quan v&i nhau hoan chinh vé 1
Trong van ban doan dugc két thuc bang phim Enter.

% Trang (page): Vung van ban dugc thiét 1ap kho giay, 1€, vién, ...

¢+ Phan doan (section): La tap hop cac doan c6 cung dinh dang.

s Dong (line): Tap cac ki tu trén cung mot duong co sd (baseline) tir bén tx
phai man hinh soan thao.

% Xubng dong: Tu dong va bang tay (Shift+Enter).



BAI 03: MOT SO KIEN THUC CO BAN VE VAN B}
111. MOT SOLUU Y

% Khi gd vin ban khong dung phim Enter dé xuoéng dong. P
thic mot doan van ban hoan chinh.

% Giira céc tir chi dung mot dau khoang trang dé p
trang dau dong cho viéc can chinh I€.
% Cac dau ngat cau nhu cham (.), phay (,), hai cham (;), cham phay (;), chdm
cham (?) phai dugc go sat vao tur dirng trude no, ti€p theo 1a mot dau khoang
sau do van con nd1 dung.
% Céc dau md ngodc va mo nhdy déu phai dugc hiéu 1a ky tw dau tir, do do ky it
theo phai viét sat vao bén tral ctia cac dau nay Tuong tu, cac dau dong 2

nhay phai hiéu 1a ky tu cudi tir va duge viét sat vao bén phai cta ky tu ¢
bén trai.
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BAI 04: BO GO TIENG VIET VA CAI PAT FONT CHU

PHAN MEM GO TIENG VIET UNIKEY

1. Tuy chinh phin mém

1. Bang ma: Unicode

2. Kiéu g6: Telex (hoac chon kiéu VI
4. Tich chon
“Khoi dong cung Windows”
“Vietnamese interface’’
5. Bam chon mdc dinh > Dong

S5 Unikey 4.2 RC4

@ﬂ J Bdng

Biéu khién
Bang ma: | Unicode
Kigu gii: |Tele.x

@ @ Kétthic

Phim chuy&n: (@) CTRL + SHIFT AT +Z rer———
42F Thu nhd e’;l

Tiy chon khac

Cho phép g tw do

[ ] ®4t ddu oa, uy (thay vi da, (y)

[ ] Lufin =i dung clipboard cho unicode

Tiry chon g tat
[ ]1cho phép gi tat
[ ] Cho phép gb tit cd khi tit tiéng Viét

Bang g tat...

B4t kidém tra chinh té
Tw ddng khdi phuc phim véi tiv 2ai
[ 1Hién théng béo phan hai

H& thing
Bat hdi thoai nay khi khdi ddng
[+] Khi ding ciing Windows

E YVietnamese interface '-.0)

@ Hwing din Théng tin

Mac ﬂ]nh@
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BAI 04: BO GO TIENG VIET VA CAI PAT FONT CHU
PHAN MEM GO TIENG VIET UNIKEY

2. Quy tic g6 tiéng viét c6 dau

r ?
~ A oA

AA=A;:  EE=E; DD=b; 00=0; AW=A; UW=U; OW=0

S Daucic() - Dinhuen@r RHoO@, X Npil): ENas O -
b) Go dau ki¢u VNI

A6=A; A8=A; E6=E; u7=U;  07=0; D9=Db;

1= Dau sac (/); 2=Dau huyén(\); 3=Héi(?); 4= Nga(=);5=Nang(.)
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Bai 04: BO GO TIENG VIET VA CAI PAT FONT CHU

II. CAC PHIM TAT THUONG SU DUNG
CTRL + SHIFT Chuyén qua lai giita tiéng anh, tiéng viét
CTRL + SHIFT + F5 Mo cira s6 tiy chinh

T UniKey 4.2 RC4

Bigu khign -
Bang ma: Unicode o w Bong ‘

L& .
Kieu gi: Telex e @ Kétthic

Phim chuyén: (@ CTRL + SHFT (JALT+Z

4L WM& rdng

@ Hwirng ddn Théng tin Mic dinh
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BAI 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO

D¢ soan thao van ban nhanh va chuan, nén thuc hién viéc can chinh trang
giay theo cac quy dinh chuan, ro6i maéi bat dau thuc hién soan thao.

Mot so kién thirc can luu y mot s6 nd1 dung sau:

. - Hién thi thudc do va d6i don vi tinh

- Chon Font chir va co chir
- Can chinh khoang cach dong, doan
- Chon 1é giay va hudng giay

Sau day 1a chi tiét tmg ndi dung:
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Bai 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO

|. HIEN THI THUOC PO
Thé View-> Tich chon cong cu Ruler

' Documentl - Word

Hame Insert Design Lay ot References L EUL ] Foxit Reader PDF >,

= utline |+ Ruler - ne Fage - 1 Wiew Sic
[=] Outli [+] Rul = O Pag - I Sid
_ =] Draft Gridlines ED  [EE Multiple Pages — ] Synchro
Read Print Web Zoom 100%6 Mew  Arrange Split
Mode Layout Layout Mawvigation Pane Elr Page Width Windowr Al Reset Wi
Wiews Showw Foom Window
L 1 ' 1 ' g ' 1 ' 1 ' 1 ' 2z ' 1 ' 3 ' 1 ' = ' 1 ' o ' 1 ' (] ' 1 ' Ea ' 1 ' ] ' 1 ' b= | ' 1 1y
- [

THUOC DO ]

i Video provides a powerful way to help you prove your point. Wh
_ paste in the embed code for the video you want to add. You can

B e -
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Bai 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO

l. POIPON VI TINH VE CENTIMETER (cm)
Thé File-> Options—> Advanced-> nhin sang bang bén phai nhirng dong chir
dam, tim dén Display=> Show...unit of = tich chon 1a Centimetef

= e —
o ons
P G, P - i B e o e
L i General Expand all headings when opening a document ()
Read = Prnnt WEE_II Di5p|a}f
Mode Layout Layout i
Views Proofing =
LB Do g C . w*hrnfﬂecentDncuments: 5 E{i}
Save
Quicklyaccesstm wrl of Recent Documents: |4
Language =
Show this number of unpinned Recengers: |20 ’;

Show measurements in units of: quntimetersi;i »
- . L
Customize Ribbon Style area pane width in Draft and Outline views: {0 cm

Quick Access Toolbar Show pixels for HTML features
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Bai 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO (tiép)

|[I1.CHON FONT CHU, CO CHU"
Font chtr; Times New Roman ------------- Co chur: 13

Layout References Mailings

Paste
- * Format Painter

Calik IHeadings)
Clipboard Ma _ Bod
|_1-|-g-|-1 Calibr] (Body .
Recently Fonits
4 1IIICS LTy OITIATY )
ANl Fonts

v ChU Y: Van ban c6 san, phdi chon tat ca, réi méi chon Font chi Va ¢& chir
v’ Néu ty 90 tay tim kiém Font chit, c& chir, két thlc phdi nhan Enter dé ap dung
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BAI 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO (tiép)

|\V. CAN CHINH KHOANG CACH DONG, POAN
Page Layout (Layout)-> Paragraph = Indent and Spacing-> Spacing:2>

+ After (Khoang cach so véi doan sau): 6pt
+ Before (Khoang cach so véi doan trudc): 6pt

+ Line spacing (Khoang cach dong): Single.
. Luuy:

o MDon’t add space...néu co thi bo tich chon
o Set As Default> All document. .. dé mac dinh cho cac 1an sau

O Trudc khi thao tac vé1 Khoang cach dong doan, phai xac dinh vi tri dau nhac.

(Xem hinh trang sau)
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\

N References  Mailings  Review View  Developer
reaks v Inde Spacing Bd
neNumbersy 2= Left Oom 1~iBEfmrE: 0 pt
yphenation ERight: 0cm iiAﬁe.
[y Paragraph
SRS SETIREE:

BAI 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO (tiép)
|\VV. CAN CHINH KHOANG CACH DONG, POAN

Paragraph [4 =

Indents and Spacing Line and Page Breaks

General

Alignment: | Left
Dutline lewvel: |BodyText

Collapsed by default

Indentation

Left: Special: By:
Rignt: [tnone) |

] Mirror indents

# blogdaytinhoc.com ¥®Bach Xuan Hién
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BAI 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO

\/. CAI PAT VA CAN CHINH TRANG IN
Page Layout (Layout)> Page Setup=> chon vao miii tén chéo xuoéng=>
i

Thé Margins (1¢é giay- Huong giay):

__

+ Top (Lé trén) =2cm, Bottom (Lé dudi) =2cm

+ Left (Lé Trai) = 3cm, Right (Lé phai) = 1.5cm

+ Orientation ( hudng giay): Portrait/ Lanscape (Doc/Ngang)
Thé Paper (kho giay):

Trong muc Paper size, chon kho A4 (hoicAB A5 > Set As Default> Yes
(Xem hinh trang sau)
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TRUNG TAM TIN HQC SAO VIET (9093.11.44.858

BAI 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO
\/. CAI PAT VA CAN CHINH TRANG IN

F
Page Setup M

g 6

Fle  Home Inset  Design References ~ Mailings ~ Review  View

Marmns A

@ P D I ,—|Ereaks' Indent Spacing Top: 2 | EBottom:

D lineNumbey, =left Dem | I:Eefnre: bpt . =t ° E_Eight:
Margins Orientation Size Columns q 1E - Gutter  [0cm 1 Gutter position:
’ . v o bt Hyphenaton®| ZeRight 0om | j=Ater Gpt |
Page Setup Paragraph i Page Setup -

L | Lo -|-Ew-1-|-1'|-1-|-4-|-5-|-B MarglnsCPaper i!ayout
Paper size: \
= \_\@ 5 ois
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BAI 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO (tiép)

Phim tat thuong sir dung ;
PHIM TAT TAC DUNG |

CTRL +B In dam chir/ cau chir da boi den trong van ban

CTRL + | In nghiéng doan van ban da duoc bol den.
. CTRL + U Gach chan vin ban da bi den

CTRL+D M& hop thoai dinh dang font chir

CTRL + = Tao chi s6 dudi

CTRL + SHIFT + = Tao chi so trén

SHIFT+F3 Chuyén d6i vin ban cic dang hoa va thuong

CTRL+ SHIFT + > (hoac<)  Tang, giam
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Bai 05: CAC BUOC CO BAN TRUOC KHI SOAN THAO (tiép)
Phim tit thwong sit dung

PHIM TAT TAC DUNG

CTRL+E Chuyén d6i doan vin ban giita ché do cin gitta va cin trai.
CTRL +J Chuyén d6i doan vin ban gitta ché do can déu va cin trai.
. CTRL+R Chuyén d6i doan vin ban giita ché do can phai va can trai. -
CTRL+L Can trai mot doan van.
TAB (SHIFT + TAB) Thut 1& dau dong hoic di chuyén dau nhay mot khoang
ENTER Ngat doan
SHIFT + ENTER Ngat dong
CTRL+Q X6a toan bo dinh dang cin 1é cua vin ban




TRUNG TAM TIN HQC SAO VIET @093.11.44.858 m@ﬂ blogdaytinhoc.com *.Bach Xuédn Hién

BAI 06: SU DUNG PIEM DUNGTAB TRONG SOAN THAO

Y NGHIA CUA VIEC SU DUNG PIEM DUNG TAB
Di chuyén nhanh mot khoang céch

Thut nhanh dau dong

Tao nhanh mot doan dau ké chim
Xo0a nhanh mot khoang cach

G0 chir khong bi rét xuong dong
Cin déu nhanh nhiéu doandkhac nhau

DU
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BAI 06: SU DUNG PIEM DUNG TAB TRONG SOAN THAO

CONG HOA XA HOI CHU NGHIA VIET NAM
Boc lap — Tu do — Hanh phiac

3x4 SO YEULY LICH

. PHAN I: LICH SU BAN THAN

3. Ngav thang nam sinh: ... INOT SINIG L

4. Thuomeg tril SO AT e ceeeeeeeeeeeeas GUICIIUE oot e e
Phuromg, xa: i Oaan, huw @ .

R I =1 5 T 6 T TSP I s § o B =5 T T

L I o T T = T T .
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BAI 06: SU DUNG PIEM DUNGTAB TRONG SOAN THAO
i[—In:_: va tén vo hodc r:hf:“:ng: __________________________________________ TUOL e .
NG NP e i
B I T R = .
Cho & hién 4 | USRS .

Ho va tén cac con:

L) e TubL: oo Nghé nghiép: ... i
1 TU0L: e Nghé nghiép: . oo i
) U TU0L: e Nghé nghiép: . oo i
U Tudt: oo Nghé nghiép: ... i
) e Tudi: oo Nghé nghiép: ... i
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BAI 06: SU DUNG PIEM DUNGTAB TRONG SOAN THAO

II " |.-L I;I m ﬂ;i IB
Lé Van Hod -===e=mmmmmmmmmmmemmeecCNTT memmmeeemeees CDTH3 A —ommmmmmmmemmemeeeae 8.7
Trin Hoang Nguyén ------------- Co Khi-----------—-CBDCK3B -------meeeeemeeme--—- 8.5

Pham Ngoc¢ Nhung -----—---—---MayTT ----——-—--TCMT32D-—---reemreee 8.3
Hoang Trung Bao ---—--—---—-—-—-Co Khi--—-—--—-—--—-——--CBDCKO0A ~———--—-———--8.25
Tran M Tim --—-—--—ameeeeee CNTT -=eemmmmmeeee TCTH32C --=--cmmemmmeeeeeeeee 8.0
Hoang Minh-------------ee--Céong Nghé---—---—-CDOTI1 1 ----=--——-oeeeeeeee- 8.0
Tran Minh Ngog ---------m-eameunv TCNH ------———--CDTNI 1 Ao 7 8
Tran Nguyén Phiic ----------=-=--CNTT-------------- 13DTHO!L --=mmemmmmcmccceeeaee 9.0
Hoang Kim Ngan--------—--——---- K& Toan -------- - I3DHKTO] —==mmmmmmmmmmmeeeeeee 8.0
10.1€ Nga -—-—--—————mmmm - Ngoa Ngtr ----—----13DTAO] -—-—--------—---—-—-—- 8.5

=R B~ - T
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BAI 06: SU DUNG TAB TRONG SOAN THAO

CAC KIEU TAB THUONG SU DUNG
1. Tab trai - Left Tab
Khi g0, chir sé C(A,)‘ dinh bén trai, chay vé bén phai. Khi d6 cac dong hoic doan cling
Tab-trai, s€ can déu nhau bén-trai
2. Tab phai — Right Tab
Khi g8, chit s& co dinh bén phai, chay vé bén trai. Khi d6 ca¢ dong hoic doan
cung Tab phai, s& can déu nhau bén trai .
3. Tab giira — Center Tab
Khi g6, chit s& co dinh & giira, chay déu vé hai'bén. Khi dé cac dong hoic
doan cling Tab gifta, s& cin déu nhau theo 1 truc & giira
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BAI 06: SU DUNG TAB TRONG SOAN THAO

Il. CAC THAO TAC VOI TAB (Xem thém hinh phia sau).
1. Tao Tab
Chon chudt trai vao mot diém trén mép dudi thude
2. Di chuyén Tab
Gitr chuot trai vao Tab va di chuyén trén mép dudi thude

. 3. Thay ddi kiéu Tab
Nhay dap chudt vao Tab, sau d6 chon cac kiéu Tab taifmue Alignment.
4. XobaTab
Gitr chuot trai vao tirng Tab va kéo ra khoi thiroe hoac nhan Ctrl + Q

5. Tao dwong ké véi Tab
Nhay dap chuot vao Tab, sau do6 chon cac kiéu Tab tai muc Leader.

Luwu y: Mot dong c6 nhiéu Tab, phai chon dtng vi tri Tab trudc khi thuc hién




TRUNG TAM TIN HQC SAO VIET @093.11.44.858 W@w blogdaytinhoc.com *.Bach Xuédn Hién

BAI 06: SU DUNG TAB TRONG SOAN THAO
I11. CAC THAO TAC V(’H TAB

P14 1 15 1 216 1 - el 1B

Tabs

Khu wire thé hién vi tri Tab ]

/\ tréen thwéc

Kiéu Tab (Left=trai, Center= .
giita, Right= phai)

"
Alignment /
@ Left O Center @) O Right —

() Decimal () Bar

eader -
W @lNDHE OE """" @ OE _____ “\L\ a
Oa__ “"“\L“—f . _ ; ]

Tab stop position:

Kieu duong cham

Set Clear Clear all

|I (0] 4 Cancel
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|. TAO BANG

WOt

B3 Cover Page -
[l Blank Page
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BAI 07: TAO VA CAN CHINH BANG

Thé Insert=> Table> Insert Table=> mot bang hién ra, chon s6 cot tai muc

“Number of columns” va s6 dong tai muc “Number of rows’=> OK

References

3

A1

| E Draw Table

T

Insert i Q& cat “ I. w
L f\-
B E

-

rr— |k

Table size

Mumber of columns:

Mumber of rows:

SutoFit behaviar o

1~ -
@ Fixed column HidL S0 dong J

) AutoFit to contents

0 AutoFit to window

|:| Femember dimensions for new tables

o )

| Carncel
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CAC THAO TAC VOI BANG
1. Xo6a Dong/Cot/O
Chudt phai vao 1 O-> Delete cells..>

| Delete Cells ? X

@ Shift cells left .é.exh_._._.rﬁ‘dﬁn'sang;t.r_é_u
O Shift cells up Xoayaldon|dillén;

() Delete entire row Xoa/dong 3]
(O Delete entire column ° 6a;c6t;
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CAC THAO TAC VOI BANG

2. Thém dong/ cot

Chuot phai vao 6 bat ky trén cot=> Insert>

Insert

Delete Cells..

@ spiit Cells..
Border Styles

\ ﬂ Text Direction..

| &
5

1 Inset Rm'-'ﬂﬁbﬂ?ﬂnﬂhén]ﬂbngltrﬁngnlﬁmrjg]

al
i

nsert Calumns to the Left € Iiérip:fi'titri(ahgjsingitrﬁll
nsert Columns to the Right Ehen; Mg sang,phail

nsert Rows Below hén diingtring xuong durdi

nsert Cells...
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|I. CAC THAO TAC VOI BANG
3. Gian dong/ cot
Di chuyén con tré chudt vao dudng chi dudi ciia dong hodc dudng chi bén
phai ctia cot, xuat hién dau = va mili tén, gitr chuot trai va kéo
4. Trén nhiéu 6 thanh 16
. Quét Chon c4c 6 can tron—=> Chudt phai—> Merge cells

-@;a{,—

Cut

E@ Copy

a—

y Paste Options:

="

[3

Insert 2

Delete Cells...

EH Merge Cells '@
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|I. CAC THAO TAC VOI BANG

5. Tach 1 6 thanh nhiéu 6
Chon 6 can tach-> Chudt phai> Split cells=>

Em Cops ' ] '
. ‘3 Paste Options: NUFﬂthﬂleﬂlmmns: i Sﬁtl{}i@mu#ﬂﬂh‘_ﬁﬂl

T Ayl AL g
Number of rows; 1_S|]&d ﬂng’mu{}mghgl_l]

| . .
@ . . SplitCells 7 X

[T

E Srmart Loockup
SYNOMNYIMms [ ‘I

Ez Translate Merge cells before split
Ilnsert 3

Delete Cells... Cancel

] Split Cells... (&)
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|I. CAC THAO TAC VOI BANG

6. Can chinh néi dung trong 6
Chon 6> Chuot phai—> Table properties=>: Celi>

]

Table Properties ? b4

-o_“‘*x I
|

M Cut

] [ Table Row Column

Bz cops - = '
] [y Paste Options: [ 1| Size
7 @ Preferred width: |3.3 cm i Measure in: | Centimeters b

E Smart Loockup

/| Vertical alignment

op

Synonyrms

E'E% Tran=late

In=ert

Delete CTells...

B Split Cells... Trény  Giflay  Dwsil
Border Styles (2 trén|duwiil

llﬂ Text Chirection...
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. CAC THAO TAC VOI BANG
7. Nhac lai dong tiéu de trong bang , :
Khi bang biéu nam qua trang khac, ching ta nén nhac lai dong tiéu de.
[ B1: Quét chon dong tiéu dé=> Chudt phai=> Table Properties

. (1 B2: Tai hop thoai hién thi=> Chon thé Row—> Tich chonghue

“Repeat as header row at the top of each page”
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8. To6 mau nén cho 0

Bai 07: TAO VA CAN CHINH BANG
Il. CAC THAO TAC VOI BANG

Mmﬂomﬁﬁ_hlhamﬂamgmphﬁ_cmn_mng_cu_shadmg_(hmMal

ca nghiéng xuong), kich chon vao miij
tén den nhd bén canh phai dé chonmau.
(b€ bé mau, chon No Color)

AaBbCcDc | A
TMormal = TI

Theme Colors
H EEEERET"HER

l|I|I||||I|-

Paragraph

| Standard Colors
HHE EEEEN

Mo Color

#‘1 More Colors...
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Il. CAC THAO TAC VOI BANG

9. Khung vién cho O, Béang
Queét chon vung can dinh dang—> Thé Home—> Nhom Paragraph—> Chon cong

Borders and Shading

Page Border Shading

Setting:

Style:

cu Border gan coéng cu Shading = Borders and Shading..—>

Previewr

Mone

Cieupdwdmg|ke)
) - -

E - R

[.

Chon nhanh

L] Click on diagram below or
use buttons to apply borders

Phinlthélhi¢nicuabang,

ColorMaudwing|keé)

Grid
= Automatic

Custom 1z pt

dinh dang

widttBajdayicuajduwdngike) [

S

Apply to:
Cell

Lua chon dJ4i twong
can dinh dang
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II. CAC THAO TAC VOI BANG

10. Khung vién cho Trang
Queét chon trang bat ky> thé Home-> nhoém Paragraph—> chon cong cu Border
(gan cdng cu Shading hinh céi Ca)% Borders and Shading..—>

Borders and Shading 4 ot

Borders

Page Border
[ e

Shading

Prewviews

~ Click on diagram below or
use buttons to apply borders

Whole d t
e EEIT"}'E;ng muéonjtac]khung

nhanh
khung

T_




TRUNG TAM TIN HQC SAO VIET @093.11.44.858 ’wgw blogdaytinhoc.com ¥&.Bach Xuan Hién

BAI 08. CHEN BIEU TUONG, KY HIEU, SO TRANG

. CHEN SYMBOL
dB1: bit dau nhay chudt trude vi tri can chén

QB2: Thé Insert-> Nhém Symbols=> Symbol-> Tai muc Font, chon cac kicu Font ¢6 bicu
twong chu yéu tai Wingdings, Webdings—> Nhan Insert

1. CHEN BULLETS VA NUMBERING
Q B1: bit dau nhay (hodc quét chon cac doan) can chén
 B2: Th¢ Home—> Nhom Paragraph—> Chon cong cu Bullets ioac Numbering—> Bam chon
muc can chen
111. CHEN SO TRANG

QThé Insert~> Tim dén nhom Header and Footer- Chon Page number—> Chon Top of Page 2 Chon
Plain Number 2 (danh so phia trén & gitra)

V. TAO HEADER VA FOOTER
V. Thé Insert> Tim dén nhém Header and Footer->



TRUNG TAM TIN HQC SAO VIET @093.11.44.858 s+ blogdaytinhoc.com  Bach Xuan Hién

BAI 09. CHEN VA XU’ LY HINH ANH, HINH DANG

|. CHEN HINH ANH.

\/
0’0

Chén hinh cé san trong may tinh:
Th¢ Insert—> Picture—> 1 bang hién ra, tim dén thu muc chira hinh anh—> Chon hinh

va nhan Insert (hoic nhay dap chudt vao hinh)

Chen hinh véi cong cu Online Picture (tuy phién ban):
The Insert—> Online Picture-> Chon “Bing Image Search”=> Chon chu dé hinh, sau
d6 chon hinh va nhan Insert (chd hinh Download xuong)

Chén hinh true tiép tir Internet:

Lén Google va tim kiém hinh anh, vi du: “Hinh anh ban phim”, sau dé6 chon chuyén
muc hinh anh (Images)% Chuot phai vao hinh—> Sao chep hinh anh (copy |mage)9
tré 1lai Word va dan vao (Ctrl+V). Luu y: ban c0 thé giit chudt trai vao hinh va kéo
tha vao Word
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Il. CHEN HINH DANG.
Thé Insert—> Shapes—> chon hinh va v€ vao bang tinh.

Layout References Mailings Revi

-] SmartArt ﬁ Shore
Table P I Char Wi
aole ictures | -ing * Y7
. + screenshot - ¥ My Add-ins
Tables Il Recently Used Shapes -l
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BAI 09. CHEN VA XU’ LY HINH ANH, HINH DANG

File Home Insert Design References Layout Mailings Review View @ Tell me what you want te do...
| +| 42 ShapeFill - | |
& Eﬂhape Outline -
s Shape Effects -

|JEring Forward - |: v
I|:| Send Backward -

E[;;- Selection Pane k-

lﬂ Text Direction

=] Align Text =
50 Cpeate Link

Shape Styles ardArt Styles

IR R A

Arrange

Chinh kich
thwdée anh

Chinh géc

Chinh mau Tao chiv nghé

‘o sy Can chinh
-y sac, hieu tmg thuat i chib
. = - — Chinh kiéu
- Style  Fill  Outline YOUT OPTIONS X hien thi hinh
. | In Line with Text
‘; y ;Dp'll'
- Ghi chivvao : . _
- Shapes Paste Options: t Wrapping
m j—
-— A0 e e = s
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111. MOT SO THAO TAC VOI HINH DANG.
¢ Hi€éu irng cho hinh dang
B1: Chon hinh dang
B2: Chon thé Format—> chon 1 trong cac cong cu sau:
d Shape Fill: Chon mau cho toan bg hinh dang
Luu y: No fill = khong mau, khac mau tmng
O Shape Outline: Chon mau va kiéu cho vién k€ ngoai cua hinh dang
" No Outline= khong mau (khac mau trang)
" Weight: D9 day cua vién L
= Dashes: Kiéu dwong ké (don, doi, dirt..., dé nhiéu kiéu chon more lines)
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BAI 09. CHEN VA XU’ LY HINH ANH, HINH DANG
111. MOT SO THAO TAC VOI HINH DANG.
* Chon hinh dang ? ‘ ,
D¢ di chuyén hinh dang, di chuyén con tro chodt vao vién ngoai, khi nao xuat hién
mui1 tén chum thi gitr chudt tra1 va kéo tha
“* Xo6a hinh dang ,
Chon hinh dang = nhan phim Delete (hoac phim Back space)
% Viét chir va chinh sira chir vao hinh dang
Chuot phai vao hinh dang—> Add Text hoac Edit Text
< Nhém cac hinh thanh 1 khoi ‘
B1: Giir phim Ctrl dong thoi chon cac hinh can nhém
B2: Chuot phai vao 1 hinh-> Group-> Group
* Nhin ban nhanh hinh dang ?
Chon hinh dang can nhan ban dong thoi Gitr nut Ctrl va di chuyén sang vi tri khac
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V. MOT SO THAO TAC VOI HINH ANH
1. Di chuyén hinh anh
2. Chon Kkiéu hién thi hinh anh trong viin ban
3. Chon hi€u irng cho hinh danh
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2. PINH DANG HINH ANH VA HINH DANG (tiép)
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