W«W ASNE WY 4

TRUNG TAM TIN HQC SAO VIET
Hotline: 093 11 44 858

Website: blogdaytinhoc.com - Email: trungtamtinhocsaoviet@gmail.com

GIAO TRI
SOAN THA BAN

Q@ Co sé 1: 46B/3 KP2, P. Tan Mai, TP. Bién Hoa.
QCosé2: Tﬁng 1, B234H Hung DPinh 31, P. Binh Nham, Tp. Thuan An, Binh Du
QCosd3:21/81Le Truc, Phuong 7, Q. Binh Thanh, Tp. HCM.
QCoss4:8610 duong 64, P. Tan Phong, Q.7, Tp. HCM.




MUC LUC

Chuong 1. MICROSOFT OFFICE WORD......ucioniineinseinsncsssssssssssnssssssssssssssoses 1
1.1. Gidi thi€u Microsoft Word...........ceeneeeveicsensenssncssessssnsssnssssnssssssssssssssssns 1
1.1.1.  Céc thanh phan co ban trén man hinh Word ............occoveeveeuveeeeeennne. 1
1.1.2. Cac Khal NIEM CO DAN........ooiiiiiiiiiee e
1.1.3. CAc thao tAC CODAN ....eoviiiiiiiieeeee e
1.2. Chia sé va quan 1y tai li€U......cceveiivvrinisniinnnicssnicssnccssnncsssiossnssssssssssassosnsses
1.2.1. Cac cach xem moOt tai 1iéu Word........cccvvvveiiiiiiiiiieeeeeeee
1.2.2. BA0 V€ tal lI€U ..eovveeieieieecieieeeeeeeeeeeeee e
1.2.3. Quan ly céc tai li¢u khi soan thao
1.2.4. Chia sé nhanh ta1 li€U..........cccovvveiiiiiiiiiiiieeeceeiee gl
1.2.5.  Tap tin mau - Template..........cocovveemeveveveerceeree oo
1.3. Dinh dang tai liéu - Formatting Content
1.3.1. Dinh dang Font chit ........c.cccoviiiiii 48
1.3.2. Doan van trong tai U .......ceoviiviiiiiice e e
1.3.3.  Timkiém, thay thé.........coccoovveivenn.
134, Diémding Tab.......ccocooveveeenrn.]
1.3.5.  Taobang ....cccooveeviieiiiiiieeee g
1.4. Thiét 1ap clu tric trang va tai sir du i
1.4.1.  Thiét 1p cAu tric trang ... ... Moo e,
1.4.2.  Thiét 1ap chii d& cho tran@aidi®l . e .........oveoveveeeieeeeeeeeeeeeeeeens
1.4.3. Tao nén cho trang tARJIEU ....oeee Moerieeiiieeiie et

1.44.  Thiét 1ap Header (
1.5. Chén hinh minh hga — @0 hoa ¢ho tai liéu

1.5.1.  Chén hinh % BUL ...t
1.52.  Chen déit % %n, chit nghé thudt, lugc dd
1.5.3.  Chen bi ag dwroc xay dung san (Shapes) .......ooeveveeeeeveveveennne, 67
154,  Che & thUAL WORAATL. .o 67
1.5.5. hén hilth Anh SMArtATt .......ooovieiiiie e 70
1.5.6 ¢n va dimh dang hinh anh tir thu vién Office (Online Pictures)........ 71
1.5.7 TEXE BOX .uiiiiiiiiiiie et 72
1.5¢ iém tra 161 chinh t4 va VAN PRAML. .....oveeeeeeeeeeeeeeeee e, 73
Ch AT TAP SOAN THAO VAN BAN .....uoeeeerernerrnerensessssessessssesesenns 75

Q@ Co sé 1: 46B/3 KP2, P. Tan Mai, TP. Bién Hoa.

QCosé2: Tﬁng 1, B234H Hung Dinh 31, P. Binh Nham, Tp. Thuan An, Binh Duong.
QCosd3:21/81Le Truc, Phuong 7, Q. Binh Thanh, Tp. HCM.

QCoss4:8610 duong 64, P. Tan Phong, Q.7, Tp. HCM.



Trung Tam Tin Hoc Sao Viét 21/8 Lé Truc, Phuong 7, Q. Binh Thanh, Tp.HCM.

Chuong 1. MICROSOFT OFFICE WORD

1.1. Giéi thiéu Microsoft Word

Ké tir khi Microsoft ra mit Office 2010, phat hanh ciing v&i phién ban tryc tuyén
Office Web Apps, trong d6 Word 13 ing dung dugc quan tdm va sit dung nhiéu nhat.
Vi phién ban Office 2013 vira dugc Microsoft gidi thiéu, Word 2013 mot 1an nita lai
thu hat sy quan tdm cta nguoi st dung, nhat 1a viéc bd sung giao dién Metro (con goi

la Modern) cia Windows 8 va nhiéu tinh nang mai.

1.1.1. Cac thanh phan co ban trén man hinh Word r

+ Khdi dong Word.

C6 nhiéu cach dé khoi dong chuong trinh soan thao Micrasoft Word 2013:
- Khoi dong tir shortcut man hinh Desktop:

'__.g-,:; g%/ [?4

Control MEC]ipse=avagiV'S EXpress
Panel fonWindom

- RN

Capture:PNGIREXCEZ0T38 BVWord 2013

Hinh 2 Khéi dong man hinh Word tur Start
- Windows + R -> Nhip Winword -> OK
+ Man hinh Word khi khéi dong
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Thong thuong, khi ban m¢é Word, ban s€ chi théy mét cira s6 Word tréng, nhung
vo1 Word 2013 ban sé théy mot bang voi nhiéu mau giao di¢n van ban dé ban lya chon.
O bén phai, c6 nhiéu hinh anh thu nho minh hoa nhiéu mau (template) khic nhau va &
phia bén trai hién thi nhiing tép tin, cho phép ban md nhiing tép tin Word gan day va

ma& nhitng tép tin san co khac.

p |

Nhimng mau van ban

(template) c6 san de
N s

p soan thao.

Aa

T h)

Take a
tour
Flwa o o
Title (3] Title Title
EE =EEm Il EEEm EAEEE
@@ Open Other Documents
) = -

soan% van ban c6 san

, ban,chon Blank document, man hinh Word mo ra:

bé tao mot trang Word tr

Quick Access Thanh system
Toolbar button
C s li-7- ¥ . Oocumered - Werd \h‘
Fones bow o |1 KAl = ¢ AaBbCA AaBDCA AaBl s ta8bCe. AaBbCe ,"l”'
wPiraey B 1 M ramx x v-aA - k 1 Nosmal | 1Mo Spe .
{ \ J

Thudc ngang’

ihroc dog Tab cong cu

soan thao
Vung soan
thao
Thanh Status
Bar
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Hinh 4 Giao dién vung soan thdo van ban
1.1.2. Cac khai niém co ban
» Ki tu (character): La don vi co sé cuia van ban, ki tu dugc nhap truc tiép
tr ban phim va 1énh Insert/ Symbol.
> Tir (word): nhiéu ki tu (ki ty tring khong phai 13 tir) lién nhau ¢ nghia.
> Cau (sentence): Cau tap hop cac tir két thuc bang du ngét cau (. ?: !;).

> Poan vin ban (paragraph): Nhiéu cau c6 lién quan v6i nhau hoan chinh

vé ngit nghia. Trong van ban doan dugc két thiic bang phim Enter.
> Trang (page): Ving vin ban dugc thiét 1ap khé gidy, 1&
» Phéan doan (section): La tap hop cac doan c6 cung
» Dong (line): Tap cac ki ty trén cung mot duong Og so
trai sang bén phai man hinh soan thao.
> Xudng dong: Ty dong va bang tay (Shi ter).
+ Luu y:

- Khi go van ban khong dung phim En uong dong. Phim Enter chi dung
dé két thuc mot doan van ban héanchink.

- Giita cac tir chi dung mot dau khoang fring dé phan cach. Khong str dung dau

khoang trang dau dong cho viéc can chinh 1.

0adya dong nhay phai hiéu 13 ky tu cudi tir va dugc viét sat vao bén phai
cuaky tu cudi cung cua tir bén trai.
- JG0 xong toan by van ban maéi thuc hién hiéu chinh va dinh dang van ban.
4 Khdi ni¢gm h¢ thong vin ban Nha nuwéc:
Vin ban phap quy 13 vin ban chira cac quy tic chung dé thuc hién vin ban luat,
do co quan quan 1y hanh chinh ban hanh.
Vian ban hanh chinh 1a loai van ban mang tinh thong tin quy pham Nha nudc.
N6 cu thé héa viéc thi hanh vin ban phéap quy, giai quyét nhitng vu viéc cu thé trong
khau quén 1y.
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» Hinh thirc van ban phap quy:
~  Nghi dinh: do Chinh pht ban hanh & quy dinh nhitng quyén lgi va nghia
vu cua nguoi dan theo Hién phap va Luat do Quéc hoi ban hanh
- Nghi quyét: do Chinh phti hoic Hoi ddng nhan din cac cap ban hanh vé
céc nhiém vy ké hoach, chi truong chinh sach va nhimg cong tac khac.
~  Quyét dinh: do Thu truéng cac co quan thuéc Nha nudc hodc Hoi Pong
nhan dan cc cip ban hanh. Quyét dinh dé diéu hanh cac cong viée cu thé trong don
vi vé cac mit to chirc, nhan sy, tai chinh, ké hoach, du an hodc bii bo caefquyét dinh
cta cap dudi. r,
amyifanh bhoac Hoi
hinh §ach, bién

phép quan 1y, chi dao cong vi¢c, giao nhi€ém vu cho cac©Ophah dudi quyen

~  Théng tu: dé huéng dan giai thich cacemiptruong chinh sach va dua ra
bién phép thuc hién cac chu truong do
en

~  Théng cdo: thong bao ciia chinh'Phi, dén"G4c ting 16p nhan dan vé mot
quyét dinh phai thi hanh hoac mot su/ién quan trgng khéc.

> Hinh thire van ban hanh chin

- Chi thi: do Thu truong cac co quan thudc Nha nud

ddng nhan dan cac cap ban hanh. Chi thi dung dé dé ra chu ffyon

- Cong van: la gidy 0 giao dich vé€ cong vi¢c ctia co quan doan thé, vi du

®

d¢trifih bay cho rd tinh hinh hay su viéc, vi du nhu: bao

nhu: cong van don doc, 4 101, cong van moi hop, cong van giai thich, cong

van yéu cau, cong van cOng van chat van.
9 o

6ng bao: bao cho moi nguoi biét tinh hinh hoat dong, tin tirc lién quan
t8iydon viYping vin ban.

Bién ban: ban ghi chép lai nhiing gi da xay ra hoac tinh trang ciia mot su
viéc dé lam ching vé sau. Vi du: bién ban hoi nghi , bién ban nghiém thu, bién ban
hop dong, bién ban ban giao.

1.1.3. Cac thao tac co ban

+ Tao méivan bin

—  Cach 1: Bam t6 hop phim Ctrl + N.
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- Céch 2: Nhan chudt vao Microsoft Office Button (hoac Tab File) = chon

New = nhin dap chudt vao muc Blank document.
- Luwu y: Ngoai muc Blank document, ban c6 thé chon mot mau khac >

Double Click dé tao mot tai liéu méi tir mau da chon.

New
P
6 Aa Title 3)
Take a
tour
Title Title Title o
— — ' ‘ AWARD
() @
EEsEEn EEEEEN rEmEE ]

Hinh 5 Chon van ban_mgi dé\s6anmythao van ban
* M¢& mdt tip tin van ban.
~ Cich 1: Bam t6 hgf phim Ctrl'¥ O.
— Céach 2: Nhan 0 crosoft Office Button (hoac Tab File) = chon

Open = chon vi tfl‘l trir tapitin can mo.
Chon nhing tap tin
O pe n T géan nhat duoc m&
Chon nhi¥ng tap tin

@ Recent Documents—— _ dwoc lwu trén SkyDrive

&& cop con’s SkyDrive Chon nhing tép tin
- duogc lvu trén dia cing

& OneDrive - Personal

Chon no1 lvu khac

o= AddaPlace |
[

Hinh 6 Mé vin ban trong Word c6 sian
* Luwu mot tdp tin.
~ Cach 1: Bam t6 hop phim Ctrl + S.
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Save As

Luu trén SkyDrive

6 cop con’s SkyDrive—J
Luwu trén dia cing

ECI Computer

+ Add a Place

Hinh 7 Luu van ban Word

Chon not lvu khac

- Céch 3: Chon biéu tugng Save trén thanh Quick
@HEH S © «~ D0 -

Hinh 8 Luu nhanh van ban rd

=>» Sau d6 chon vi tri muon luu tap tin > datitén va ¢hon Save

hon vitri lvu

(© v T & « cop(D:) » DongNai » giaoTnnhA_J vl (V) Search giaoTrinh A
Organize v New folder - w
&= Pictures A Name . Date modified Type
Vid
B Videos B85 (09-12-2013_13.46.53)de_cuong_chung_c... 09/12/2013 1:52PM  Microsoft Word D
@) De_Cuong_Giao_trinh_A.docx 10 Microsoft Word D
& Homegroup ~ iy e i &
8% Giao Trinh Chung chi A_LBMy.docx 9/12/2013 415PM  Microsoft Word D
1= Computer
& Local Disk (C:)
ca <op (D) . . .
ca con (E) ——3Pat tén cho tap tin
Ca data (F)
0 roncam v < >
4 File name:  Dat_ten_Tap_Tin_o_day — I =
ISaveanype: Word Document (*.docx) | v
Authors: cop con Tags: Aehah loa.l tip tln
[ Save Thumbnail muon lvu

Hinh 9 Chon vi tri luu trén may tinh

Maic dinh, tai liéu cia Word 2013 dugc luu véi dinh dang 14 * DOCX. Véi dinh
dang nay, ban s& khong thé nao mé duoc trén Word 2003 tré vé trude néu khong cai
thém bo chuyén doi. Dé twong thich khi mo trén Word 2003 ma khong phai cai thém
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chuong trinh, tai muc Save files in this format, ban chon Word 97-2003 Document

(*.doc) = nhan OK.

Name Date modified

@ [05-12-2013_13.46.53)de_cuong_chung c.. 09/12/2013 1:52PM  Microsoft Word D
@ De_Cuong_Giso_trinh A docx 10/12/2013 10:00 Micro .
@' Giso Trinh Chung chi A_LBMy.docx 2/2013 &15

1 Computer
e Local Disk (C)
ca <op ()
ca <on (E)

A TN

File name:  Dat_ten tap tin o Luvu da&g Word 2003 ~

| Saveastype |Word Document (".doc) v
Authors Word Document (*.docx)
PR Word Macro-Enabled Document (*.docm)

v < >

Word Template (*.dotx)
Word Macro-Enabled Template (".dotm)
Word 97-2003 Template (*.dot)

POF (*.paf)

XPS Document ("xps)

Single File Web Page (*.mht;*.mhtmi)
Web Page (*.htmy" htmi)

Web Page, Filtered (" htm" htmi)

Rich Text Format (*.nf)

Plain Text (")

Word XML Document (*.xmi)

Word 2003 XML Document (*.xmi)

Strict Open XML Document (".docx)
OpenDocument Text (".odt)

Hinh 1 @nh dang luu van ban
Ngoai cac dinh d 0 trg bo1 MS Office cac phién ban trude d6 nhu

Doc, Docx... thi Office ¢ ho tro luu file dudi dinh dang PDF va XPS.

can sao chép/di chuyén:

énh Copy tir biéu tugng trén Tab Home = group Clipboard

sy X Cut

X

~ Format Painter

Clipboard r
Hinh 11 Sao chép khéi van ban

+ R.Click trén doan vin ban di chon dé sao chép/di chuyén > Copy
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Séng & doi ching ai c6 thé hoan thién
song 1am sao cho ven toan. Céch xir su 1
s& anh hudng dén con céi, dén cude $ongl =" |

»y Paste Options:

Cut

g ddng tién cua cac ban

- Di chuyén van bin [
 Sao chép van bin B
Trude hét viée tdi mudn noi dén @6 lathi A Font.. ,‘§y sach day lam giau.
To6i chua doc hét mot quyén nhung so so =7 Paragraph... 1au va chung quy la dé
cap dén van dé lam sao dé giau, cac cach I8 Define 21du, va cac ban doc nod
chac chin rang mong s& hoc dwoc caigit  Synonyms R

[a"& Translate

fa Search with Bing
Tat nhién, 1am giau ai ching mo wéc, ai ( @
sang nao do, duoc séng trong mot biét th l_?

trén mot con xe siéu
chan dai vay quanh?
3 . A

Hyperlink...

New Comment

1 P 2 A 112 1 1~ £ LA, 92

Hinh 12 Di chuyén van ban w
— Chon vi tri cAn dén doan vin ban = chon Paste: e

+ Chon dan tir Iénh Paste trén Tab Home = grou ipboard
INSI
¥ Format Painter Luwa chon dang vin bdin can din

Paste Options:

-y,
=3, 127 L

Fasie ypedial...

Set Default Paste...
‘}Wa chon dang van ban can dan
®

T'_h, Paste Options:
T
= 0 e LA

Eu:u nt...

A
=§ Paragraph...
I Define
S¥nonyms ]
E‘g Translate
tx  Search with Bing
Hinh 14 Chon dan van ban

+ Phéng to — thu nhé trang vin ban.
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Khi mé hay 1am viéc vdi ctra s6 Word, ban c6 thé phong to — Thu nhé trang Word
dé dé lam viéc hon.
+ Cach 1: Chon Tab View = group Zoom > Zoom:

Yout REFERENCES MAILINGS REVIEW VIEW Foxit PDF

Q\ —5, [E] One Page DE] E (19 View Side by Side

—E gg Multiple Pages ] B)] Synchronous Scrolling
Zoom [100% New Arrange Split
A Page Width e onar A

B3 Reset Window Position

Zoom to

O 200% () Page width
O 100% () Text width
O 75% () Whole page

Percent: 100% |5

Preview

AaBbCcDdEeXxYyZ
z

AaBbCcDdEeXxYyZ
z

AaBbCcDdEeXxYVZ

. Thunhé Phoéng to

Hinh 16 St dung cong cu phong to, thu nho van ban
+* chép dinh dang.
Mot trong nhitng cong cu dinh dang hitu ich nhat trong Word 1a Format Painter
(nut hinh cay co trén Tab Home). Ban c6 thé dung no dé sao chép dinh dang tir mot doan
van ban nay dén mot hodc nhiéu doan khac
+ Quét chon khdi vin ban ¢6 dinh dang can sao chép > Tab Home > group
Clipboard = Format Painter
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.................

;
;
;
;

Séng & doi chang ai c6 thé hoan thién minh 100%, nhung it nhat phai hoc

cach dé song 1am sao cho ven toan. Cach xi si hay cdch séng, st dung

céc ban s& anh hudng dén con cdi, dén cude song sau nay.

1 ) Chon dinh dang muén
Dafth ngon vé cu xir 7 sao chép

on dat minh vao vi tri ngudi khac, néu diéu d6 lam ton thwong ban \’
o thi nd cling s¢jton|thwong ngudtkhdc. Mot 1oi ndi v6 ¥ 1a mot xung dét hiém hoa, mét |
% Quét chuét vao van ban %Mg ca mét cude ddi, mét 1o néi ding lic ¢é thé lam
mubn dinh dang :éu thuong c6 thé chira lanh vét thuong va mang dén su

7
Hinh 17 Sao chép dinh dang van ban ",

Két qua: (\

Hoc lam ngwdi trude khi hoe lam giau

Song & di chang ai c6 thé hoan thién minh 100%, nhung it nhét phai hoc
cach dé séng 1am sao cho ven toan. Céch xit s hay cach séng, str dung dong tién cia

cac ban s& anh hudéng dén con cai, dén cude song sau nay.

Danh ngon vé cw xir

Hay luén dat minh vao vi tri ngwdi khic, néu didu dé 1am ton thwong ban

h &t qua sao chép dinh dang vin ban
S ban muon sao chép dinh dang cho nhiéu doan, ban nhép kép vao churc nang
ForMat Pai au khi da sao chép dinh dang, ban nhan phim Esc dé thoat khoi chirc
nang do:

+ Thao tic véi ban phim
Céc phim thuong dung trong Winword gém cac phim:

» Cdc phim di chuyén con tré:

— Phim 7: Di chuyén con tr¢ 1én mot dong.
— Phim |: Di chuyén con tro xuéng mot dong.
— Phim —: Di chuyén con tré sang phai mot ky tu.
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Phim «: Di chuyén con tré sang trai mot ky tu.

» Cdc phim xoa ky tu:

Phim Delete: Xoa ky tu tai vi tri con tro (bén phai con tro).

Phim Backspace: Xod ky tu lién trai vi tri con tro.

Phim Insert: Pé chuyén ddi gitra ché do chén (Insert) va thay thé
(Overwrite) ky tu.

»  Cdc phim diéu khién:

+ Thao tac nhanh trong vin béin véi cdc phi

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

Phim End: Chuyén vi tri con tr6 vé cudi dong van ban

Phim Page Up: Chuyén vi tri con tré 1én trén mat tr.
Phim Page Down: Chuyén vi tri con tro xudng du@i m¢
Mubdn vé dau vin ban: an dong thoi Ctrl+Ho

Muon vé cuoi van ban: an dong thoi C

Bang 1: Cac phi'm th’ord

Phim tit Tac dung
Ctrl+1
Ctrl+2
Ctrl+5
4
Ctrl+0 (ze ao thém do gian dong don trudc doan

)N\' Céan dong trai

Ct Can dong phai

CtrlI+E Can dong gitra

Ctrl+J Cin dong chit dan déu 2 bén, thiang 18
Ctrl+N Tao file moi
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Phim tit Tac dung

CtrlI+O Mo file da co

Ctrl+S Luu néi dung file

Ctrl+P In 4n file

F12 Luu tai li€u voi tén khac

F7 Kiém tra 1i chinh ta tiéng Anh r g
Ctrl+X Cit doan ndi dung di chon (bdi den) \ °
CtrlI+C Sao chép doan ndi dung da chon N

Ctrl+V Dan tai licu

Ctrl+Z Bo6 qua Iénh vira lam

Ctrl+Y Khoéi phuc lénh vira bo)(nguoc lai véi Ctrl+Z7)
Ctrl+Shift+S heading) -> Dung muyc luc tu dong

Ctrl+Shift+F

Thay ddi ¢& chit

C trl+ShiﬁP

Mo hop thoai dinh dang font chir

Bat/tat chit dam

Bat/tat chit nghiéng
Ctrl+U Bat/tat chit gach chan don
Ctrl+M Lui doan van ban vao 1 tab (mac dinh 1,27cm)

Ctrl+Shift+M Lui doan van ban ra 1& 1 tab
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Phim tit Tac dung
Ctrl+T Lui nhitng dong khong phai 1a dong dau ctia doan van ban
vao 1 tab

Ctrl+Shift+T Lui nhitng dong khong phai 1a dong dau ctia doan van ban
ralé 1 tab

Ctrl+A Lya chon (bo6i den) toan b ndi dung file

Ctrl+F Tim kiém ky tu

Ctrl+G  (hoic | Nhay dén trang s6
FS)

Ctrl+H Tim kiém va thay thé ky m&)
CtrI+K Tao lién két (link) %

Ctrl+] Tang 1 ¢ c 4

Ctrl+|

Ctrl+W

CtrlI+Q Ludoan vin ban ra sat 18 (khi dung tab)

Tang 2 c& chi

Giam 2 ¢& chir

Xem hinh anh ngi dung file trudce khi in

Alt+Shift+S Bat/T4t phan chia cira s6 Window
Ctrl+enter Ngit trang
Ctrl+Home Vé dau file
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Phim tit Tac dung
Ctrl+End Vé cudi file
Alt+Tab Chuyén d6i ctra s6 lam viéc
Start+D Chuyén ra man hinh Desktop
Start+E Mo cira s6 Internet Explore, My computer
Ctrl+Alt+O Cira s6 MS word ¢ dang Outline r ¢
Ctrl+Alt+N Cira s6 MS word ¢ dang Normal \ °
Ctrl+Alt+P Cira s6 MS word ¢ dang Print Laym
Ctrl+Alt+L Panh sb va ky tu tu dong
Ctrl+Alt+F
Ctrl+Alt+D
Ctrl+Alt+M
F4 lai 1énh vira lam
£
Ctrl+Alt+ ao heading 1

rl %’ Tao heading 2

CtriFAlt+3 Tao heading 3

Alt+F8 M& hop thoai Macro

Ctrl+Shift++ Bat/Tat danh chi s6 trén (X?)

Ctrl++ Bat/Tat danh chi s dudi (H20)
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Phim tit Tac dung

Ctrl+Space (du | Tré vé dinh dang font chit mac dinh

cach)

Esc Bo6 qua cac hop thoai

Ctrl+Shift+A | Chuyén d6i chir thudng thanh chit hoa (véi chit tiéng Viét
c¢6 dau thi khong nén chuyén)
A '
Alt+F10 Phong to man hinh (Zoom)
AIt+F5 Thu nhé man hinh \ ¢

Alt+Print Chup hinh hop thoai hién thi tré %

Screen

Print Screen Chup toan bo man hin ién thi

1.2. Chia sé va quén Iy tai liéu "? 4
Cac ky nang kiém tra tfong phan nay vé Microsoft Word 2013 cua ky thi

Microsoft Office Specialist Jié dép'viéc xem va quan 1y van ban. Cu thé, cac muc

tiéu tap trung cac k¥ napg:

1y phién ban tai licu
» “Chia s¢ tai li¢u
uu mot tai liéu

> Ap dung mot mau cho mot tai liéu

Word cung cép nhiéu cong cy dé quan ly cich ban lam viéc vai céc tai lidu va
chia sé tai liéu v&i nguoi khac. Chuong nay s& huéng dan ban trong nghién ctru cach
xem tai liéu, ngin ngira nhiig thay doi khong mong mudn, 1am viéc véi cac phién ban
tai li¢u, chia sé tai lieu vo1 nguoi khac, tiét kiém tai li¢u, va thay ddi su xuat hién cua
mot tai liéu béng cach ap dung mot ban mau....

1.2.1. Cac cach xem mgt tai liéu Word

® 093 11 44 858 | 0 blogdaytinhoc.com Trang 15
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+ Chuyén doi cic cich xem tdi liéu trong Word
Trong Word, ban c6 thé hién thi mot tai liéu trong mot loat cac cach hién thi
khéc nhau, mdi dang phu hop v&i mot muc dich cu thé. Cac cach hién thi bao gém Print
Layout view (mdc dinh), toan man hinh — Reading, Giao dién web — Web Layout, dang
nhin Outline, va Dy thao - Draft.

Dé chuyén doi gitra cac cach hién thi:

- Cach 1: = Tab View 2 groups Views=> chon dang ban mudn hién thi

@i lidu: &

Hien thi dang Hién thi dang y
phan, cap don gian
HOM:H]‘QNSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW
| .‘l ’ ] ‘ \ [ I] Outline | v/ Ruler Q [ 3 [E] One Page L——T : 1
' 59 Eprr— ridlines —EI [0 Multiple Pages g
Repd ~ Print  Web ) Zoom 100% _ New Arrange Split
Mogde Layout Layout Navigation Pane «J» Page Width Window All
Views Show Zoom
S—
HiJn thi dang J
doc tai liéu  Hién thi dang
soan thao ) .
) Hién thi
dang Web

. n Yy .
Hinh 19 Chuyén do1 gigta cach hién thi
- Cach 2: bén phai tgén thanh Status Toolbar = chon dang hién thi:

Hién thi dang
soan thao

A

Hién thi dang
Web

Hién thi dang
doc ta1 liéu
Hinh 20 Chuyén d6i giita cac cach hién thi cach 2
+ Hién thi thudc trong Word
Dé hién thi / an thanh thude ngang va thudc doc trong ctra s6 soan thao, ban

chon Tab View = group Show = check Ruler:
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DESIGN PAGEAAYOUT REFERENCES MAILINGS REVIEW VIEW

Ruler q [:_; [E] One Page DE E D

BB Multiple Pages _
Zoom 100% New Arrange Split
Navigation Pane C)» Page Width Window Al
Show Zoom

Hinh 21 Hién thi thanh thuéc

. fC 0 O R | v e e s 2 . 4 3 ¢« ¢ o g s v 4

T
B Thudc ngang
Luon.

21

- Thuéc doc

Hinh 22 Hién thi uol

“ Tdch trang tai ligu dé so safh

i, hang trdm trang, va c6 nhitng phan
m trén nhitng vi tri xa nhau. Vi du nhu ban

ot bai tiéu luan dé co thé viét tot hon. Split

Foxit PDF

[ View Side by Side

5| Synchronous Scrolling

Mew  Arrange

Window  All Ei4 Reset Window Position |y
Window

b2 Split Window

See two sections of your document
Thu 5t the same time.
Chy This makes it easier to look at one
| section while editing another,

Hinh 23 Xem nhiéu vin ban dang ngang
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HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW | VIEW  Foxit PDF copcon -

[ = D El (=] Outline (V] Ruler Q [ % [l OnePage £= New Window [ 'ljm— (=

=9 ) pnft Gridlines B [0 Multiple Pages = Arrange All ‘
Read Print Web Zoom 100% _ Switch  Macros
Mode Layout Layout Navigation Pane € Page Width =] Remove Split B Windows ~ =

Views Show Zoom Window Macros S
T] e — e — e — S — T . . .

B
Hinh 4.2.4

B Manhinh1

4.2.2. Apply Protection to a Document
4.2.3. Manage Document Versions

4.2.4. Share Documents

4.1.1. Cac thanh phin co ban trén man hinh Word _

4 Knéi apng Word. .~ Manhinh2 '
C6 nhiéu cach dé khéi dong chuong trinh soan thao Microsoft Word 2013:
- Khai dong tir shortcut man hinh Desktop : .

PAGE250OF29 4306 WORDS 23

Hinh 24 Két qua xem nhiéu van ban dang ngang

- Pé tro lai man hinh nhu ban dau > Tab View > gr indow = Remove

Split: (‘\
5 REVIEW @ Foxit PDF
- LT View Side by Sid
DD E : iew Side by Side

Ll Synchronous Scrolling

Mew Arrange]Remove |
Window  All Split [#19 Reset Window FPosition
Window

~

¢ lai ¢ach xem binh thuong

+ Hién thi dongl jéu cira so

trén nhidu tap tin tai liéu khac nhau, that 12 bt tién

khi phdi mé& ting tap cho phép ban hién thi cing lic trén man hinh nhiéu cira
s6 lam viéc, hayhnd dong thoi mot tap tin trén hai cira so.

Sdp xép tat ca
cika s6 Word trén
cung man hinh

iS REVI VIEW Foxit PDF FORMAT

= D [0 View Side by Side o
- ~ =
. Syndhronous Scrolling )
New Arrange Split Switch
Window All 1-) Reset Window Position Windows ~

Windpw

Chon cita s6 hién
MG thém cika thi déng thoi
s6 méi chita tai
liéu hién tai

o>

Hinh 26 Hién thi dong thoi nhiéu cira s
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Khi ban muon hién thi trang tai li€éu cua minh thanh hai ctra so6 song song dé

dé nhin va chinh stra, ban chon cac ché d0 Window trén Tab View.

5 REVIEW | VIEW | Foxit PDF

=B
GLNE’W Airrange  Split
indow | All

Doan 1.doo [Compatibility Mode]
Documentl
Giao Trinh Chung chi &_LBMy.doox [Compatibility Mc

Chon tap tin dé so sanh

Hinh 27 So sénh cac tap tin

Két qua sau khi ta chon 1énh:

EHS O *[0-= IDeﬁuongﬁmu}mh,A‘ummrwml 2@ - 0 x|EHS®-OC 0= I ). Gia b g I mH - 0
[ICB HOME INSERT DESIGN PAGELAYO REFERENCES MAILINGS REVIEW VIEW | Foxt POF  copcan « L] HOME | INSERT DESIGN PAGELAYO REFERENCES MAILINGS REVIEW VIEW FoxitPDF copcon - |
=@ utline || (25 2 New Window = X imes New Roman v -] - &=
T [= outl 3 New Wind S} ED"J 3| T T New R ’ #
= s == = | Sird IS
S =Dt €03 EII] H Arrange All [ Lr 0 Fe B I U-aex, x =
Read Print  Web Show | Zoom 100% Switch | Macros Paste i Sty\a Editing
Mode Layout Layout B | B split ER | windows ~ - B~ A - Aa- ﬂ - -

>

Views Zoom Window Macros Clipboard Font . ! styles &
L'g"‘\“‘l"'\“‘l ------ F v g oo y TEREAT N EaT; S0 v 4 a4 v Fr v | ..‘-E---\ F Loy G b¢ b3 b L §% 63 b b Gt Hbw i bl 5
421 Cac cach xem mét tai lieu Word
& Chuypén déi ede cdch xem tai lidu trong Word
Trong Word, ban cé thé hién thi mét tai liéu trong mét loat cde céch hidn thi khd

nhau, méi dang pht hop v6i mot myce dich cy thé. Cac cach hién thi bao gém Print Layo N
dung mét ban mau...

view (mac dinh), toan man hinh — Reading, Giao dién web — Web Layout, dang nhin Outlin:

qua van ban da dugc so sanh

s REVIEW VIEW Foxit PDF

rﬂ E . 3 View Side by Side EE

] ':* nchronous Scrolling )
Mew JArrange] Split Switch

Windowl  All Ff5 Reset Window Position Windows *
Window

Hinh 29 M& dong thoi cac vin ban
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WOra Cung cap nnieu cong ci Ge quan 1y cacn Dgn 1am VIeC VO1 Cac a1 11el va ¢
sé tai liéu v6i ngudi khic. Chuong nay s& hudng din ban trong nghién ciru cach xem tai |
ngan ngira nhimg thay 481 khéng mong muén, 1am vide voi cic phidn ban tai liu, chia sé

lidu véi ngudi khée, tiét kidm tai lidu, va thay déi sw xudt hién ctia mot tai lidu bang cécl



Q De 0 Gane_tenh A docx - W - 0 X
3 . -

l ban ¢6 thé md ddag thoi tit i cic ti ligu cing hién thi ddng thai

~ M@ cic thi liéu cdn xem -> Tab View = group Window -> Amange All

Ew | VIEW I Fout POF

S

L
— 1) View Side by Sade p =

New [Amange] Spit Switch

[ = = o

1 y

.
Hoc cach tha thir

Con nguin hidm b a1 hodn hio, khéng pham phii sai lim ndo, 341 khs ching ta
cdn phii hoe cdch tha thir. Théng cdm cho 11 1im cda ngudn khde khoag chi 14 sy bao dung
mi cdn 14 thé haén cia tinh yéu thuong, ddag cdm. Trong nhiéu hodn cdnh ching ta khong
khé: mac nhimg sas lam, vi 16c 46 ching ta cin nhimg In cam théng hon 1i chi cham chi

I
I
|
| 2
I
I
I

. iyttt ATk rh bk kb -
i L |- 1 L] ) . s o :
1 122 Béo vé th lifu Word :
L :l Woed 2010 b3 tro s tish g 8t password biko vé v bia véi tish bid - 4 :
8 .

1 3 | Nhip choa tab File > chon Info > choa Protect Document -> ¢ with :
r Password .
.

)

.

.

Hinh 30 Két qua mé ddng thoi nhidu m

1.2.2. Béo v¢ tai liéu

Mot so tai li€u ban chia sé cong khai, nhu tng tai liéu ban mudn bao

&

&t liéu khong bi chinh stra thay

“+ Pdnh diu tai ligu

Trudce khi ban muon

h dau két thuc tai liéu s€ co6 bi€u ngilr xuat hién ¢ trén cung cua tai

ot 14 co trén trang thong tin cta backstage chi ra rang céc tai liéu da
dugc danh dau nhu 13 cubi cung.
- Mot danh diu két thuc tai liéu sé c6 biéu tuong xuét hién trén thanh trang
thai.
Bét ctr sy thay ddi nao trén tai liéu cua ban s& khong thyc hién dugec. bé thuc

hién thao tac nay, ban chon Tab File = Info = Protect Document - Mark as Final:
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Info

New

Chia_se tai_lieu
Open My Documents

Save Protect Document
Contral what types of changes p

Save As

Bk D Mark as Final
2 Let readers know the document is
Share final and make it read-gnly

Encrypt with Password
Password-protect this document

Export

L Chi doc tai liéu [

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF cop con ~ \
AaBbCc] AaBbCcl #
U - a X, X A Editing
Y E U 'T = .
Clipboard fu For % Paragraph J Styles ~
© MarkeD As FiNAL My has marked this document as final to discourage editing. Edit Anyway x
Céc Buttor! clifee nin \
dc Button chirc ning . Biéu tuong mark final
bi khéa hia sé (i lié
Chia sé tai lieu

Trude khi ban phat hanh mét tai liéu cho ngudi khac, ban ¢6 thé danh diu né nhw

la cudi cling dé ngan chin bat cir ai tir lam thay déi né. Danh déu mot tai liéu nhu 1a cudi

PAGE 1 OF 1

| ,
Hi Bénwézl tai liéu
Dé bo chirc nang danh diu Markj Final:
V.

Edit A n ,
CAWEY | trén thanh Banner ctia Mark final.

> Tnfd®> Protect Document = Mark as Final.

- Bancho

Info

Chia_se_tai_lieu

My Documents

Protect Document

Dﬁ; This document has been marked as final

[ty | Mark as Final

_2 Let readers know the document is
final and make it read-only

rare that it cal
Hinh 32 Bo danh dau tai liéu

“ Han ché quyén dinh dang va chinh sira tai liéu
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C6 nhirng tai liéu khi chia sé cho nhiéu ngudi cung st dung, nhung ban khong
mubn thay ddi mot sd dinh dang va chinh stra ngi dung, ban c6 thé thiét l1ap han ché

quyén trén tai liéu ban chia sé.

Info

Chia_se _tai_lieu
My Documents

Protect Document
’ Contral what types of changes pec

Mark as Final
8 Let readers knaw the document is
final and make it read-only

Encrypt with Password rar
4’ Password-protect this document
D Restrict Editing
Control the types of changes others
ican make
Restrict Editing Eign chic quyen.
dinh dang
I1. Formatting restrictions 5"‘"
= . . ¥/ Limit formatting to s selection of styles]
/! Limit formanmg to a selection By restricting formatting to the styles you select, you prevent the
of styles " ability to modify styles and the ability to apply direct formatting to the
Han ché document. Select the styles you want to allow to be used in this
Senung\ By . document.
l 2. Editing restrictions f:e(ked styles are currently all Cua 85 cai dﬁ

Allow only this type of editing
in the document:

;.%J] Inlin‘dlc./ Section met 35 hm d‘e

> |V Balloon Text (recommended)

\cﬂ Bibliography (recommended)
No changes (Read only) ~ _ N P ||| Block Text recommended)
Dat mat khau | Body Text (recommended)
\ | Body Text 2 (recommended)
(4/Body Text 3 recommended) >
3. Start enforcement Al Recommended Minimum None
Are you keady to apply these
’ Formatt
settings? Xou can turn them off L B
later) [_] Allow AutoFormat to override formatting restrictions
("] Block Theme or Scheme switching

Yes, Start Enforcing Protection (7] Block Quick Styte Set switching

| [k ]| e

,\ inh 33JHan ché chinh stra tai liéu
. g

Restrict Editing ™ *

1. Formatting restrictions
A V| Limit formatting to a selection
of styles
Settings...
: 2. Editing restricti
Allow oni

Protection method
(®) Password
(The document is not en Dit mat khau 20

the file and remove the pa:

I No changes (Read only) vI

131

Exceptions (optional)

Enter newp Select parts o -
o g | choose users Chon ngudi ding
B 3 freely edit the _mﬂ}l !
(O User authentjcation Groups:

{Authenticated owners can remove

2 /]| Everyone
The d t is encry snan P lDw
enabled.) 7
™ v
Cancel k\o More users... |

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

n\ks, Start Enforcing Protection ||

h trang thai.

Hinh 34 Dat mat khau bao vé
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+ Tao mdt khau béo qudn tai liéu

Trong nhiing tai li¢u ban soan thdo, c6 nhiing tai liéu mat, ban khong mubn

chia sé cting nhu khong mudn bi nguoi khac xem, ban cé thé thiét lap mat khéu cho tai

liéu cua minh.

- Pé tao mat khau cho tai liéu >Tab File = Info >Protect Document >

Encry with Password.

Protect Document

D Mark as Final
2 Let readers know the document is

final and make it read-only

D Restrict Editing

Control the types of changes others
can make

I:L| Restrict Access
& Grant people access while removing ¥
their ability to edit, copy, or print.

Info

Chia_se tai lieu
My Documents

Protect Document

Encrypt with Password 3, a
Password-protect this document P utl'mr'st

J’ Cantrol what types of changes people can make to this document.

2
Encrypt Document :
Encrypt the contents of this file
Password: Dt mit khiu bio vé tai liéu

Caution: If you lose ar forget the password, it
cannot be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

{Remember that passwords are case-sensitive.)

Hinh 35 Thém mat Q{a{ béo vé tai lidu

6’ & A password is required to of

T

Mark as Final

I:té Let readers know the document is
final and make it read-only

Encrypt with Password r
f Password-protect this deg nt L

Encrypt the contents of this file

Password: 2 Xoa password ci
sssssnes |

Cautiom: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwaords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.}

[t1 Restrict Editing
Control the types of changes others

Hinh 36 X6a mat khau bao vé tai liéu
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1.2.3. Quan ly cac tai li€u khi soan thio

Ciing nhu nhiing phﬁn mém Office khac, khi soan thao ban thiét lap ché d6 luu tu
dong sau mot khoang thoi gian. Nhung c¢6 mot sd trudng hop ban chua kip luu hay bi
su ¢b thi ban hiy yén tim vi Word di c6 chirc nang luu lai cc tap tin trong nhitng truong

hop do.
Info

Chia_se tai lieu

My Documents

Protect Docume r
) Control what types of ch
Protect
Document ~
o
Inspect Docume
Before publishing thes file
Check for Document propertie
— Custom XML data
M] Versions
e Q ) There are no previot
Manage
Versions ~

% Recover Unsaved Documents
N Browse recent unsaved files

ic phién ban cua tai li€u
sad luu ty dong - Tab File & Option = Save

AutoRecover information every = chon thoi gian sao
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G 1 . PN
sl H Customize i

Display Chon thot gian luu Luu ban sao néu

Proofing Save documents BECUR thoat khong lou

Save Save files in this format: Wor: cument (*.docx) z]
Language (V) Save AutoRecover information every |10 s minutes

Advanced | V] Keep the last autosaved version i | close without saving

Customize Ribbon AutoRecover file location: [C:\Users\copcon\AppData\Roam‘ \Mi|  Browse...

(") Don't show the Backstage when opening or saving files
[ Show additional places for saving, even if sign-in may be requirec Vi tri l‘fu cac
[[] Saveto Computer by default version

Quick Access Toolbar
Add-Ins

Trust Center Default local file location: C:\Users\copcon\Documents\ Browse...

Default personal templates location:  C:\Users\copcon\Documents\Custom Office Template:

< >

oK Cancel
7
Hinh 38 Thiét 1ap quan Iy cac phién bérm
ién hanh, 2 Tab File = Info

- Dé hién thi ban sao luu cudi cung cua t

—> Version = chon tép tin ban mudn hién thi.

—u] Versions
Q|

Today, 3:12 PM (autosave)
Versions ~ Today, 3:02 PM (autosave)
Today, 2:51 PM (autosave)

W(em cac phién ban tai ligu
L ®

w VIEW Doan 1.asd: 12/12/2013 3:12 PM lAutosaved Version) [Read-Only] [i:cl... =

I AUTOSAVED VERSION A newerversion is available. | Copnpare | | Restore )

0 SAuIDEer Crn i Khéi phuc lai tip tin
hién tai

4 Hoc lam nguwi trude khi hoc lam giau
Séng & doi chang ai c6 thé hoan thién minh 100%.
nhung it nhat phai hoc cach dé séng 1am sao cho ven toan.
Cach xir sir hay cach séng. sir dung ddng tién cua cac ban sé&

anh huéng dén con cai. dén cudc soéng sau nay.

SCREEN 1 OF34 B

Hinh 40 Khoéi phuc va so sanh phién ban tai li¢u
~ Pé tim nhitng tap tin ma chua dugc luu > Tab File > Info > Version 2>

Recover Unsaved Document.
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: Versions
Q T ) « Office » UnsavedFiles v & earch UnsavedFiles
@5 Today, 3:12P
Manage Organize v New folder = v L e
m' -
* Documents A Name Date moddied Type
= & Music - - =
5.y Recover Unsaved Documents e D3 ba ndm ké tis khi Microsoft ra m((Uns...  09/12/2013 3:56 PM
wtures
'N] Browse recent unsaved files bt Doc1((Unsaved-303404004094751600)).asd
: L] Doc2((Unsaved-303404080536343232)).asd  09/12/2013 11:41 ASD Fild
4 "  Doc3({(Unsaved-303406372087222448)).0sd  11/12/2013 302 AM  ASDF
i
oo | Docd((Unsaved-303404213778358384)).a2d 194
Genl((Unsaved-303405303449503120)).asd :
1 Computer Mo
- nf((Unsaved-303405483315581792)).asd . 427PM
& Local Disk (C)
ca <op (D) v < >
File name: v Unsaved Files (*.2sd) v
Tools ~ Open |+ Cancel

-

A

Hinh 41 Khoi phuc cac phién ban cua tai li

°®
1.2.4. Chia sé nhanh tai liéu

Trong cong viéc cling nhu hoc tap, ban sé cd nhirng tai li¢u lantwiéc nhom, dé thuan

tién va nhanh chong, cac ban dung hinh thirc chia sé dé nhitng thanh vién trong

nhom co thé cing chinh stra, hoan thanh tai liéy cho 1 thi khong thé gap truc tiép.

Microsoft Word 2013 hd trg tinh ning chi Windows Live OneDrive hay

SharePoint.
Send mail: Tab File = Share mail nd as Attachment

Share
MNew

Doan 1 Email
Open Dz = Giaotrinh » CHUNGCHI_B 1

L
ot Share et ne
Attachment

Save As

..‘\.. Invite People
Print

Share |ﬂ| ! Email

Export

;@5 Present Online

Hinh 42 Gui tai liéu qua email
~ Néu ban chua cai OutLook thi chuong trinh s& yéu cau ban cai = sau d6

s€ md man hinh soan thu da dinh kem tép tin ctia ban.
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= | 3 = Doan 1.docx - Message (HTML) ? B - 0O
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

22! 8% [l Attach File I* Follow Up -
v@ W7 Attach ltem = ! High Importance | _
Paste B I U |2 A — ;= | Address Check Zoam
¥ > = : Book Names Q"Signature* & Low Importance
Clipboard Basic Text IF Mames Include Tags m Zoom
To..,
=
T L8
Send =
| Subject | Doan 1.dooy

Attached |5 Doan 1.d0oc (71 KBl

6 See more sbout phamdizu ~

Hinh 43 Man hinh soa

D6 1a goi tryc tiép tap tin Word hién tai, ngoa y/co thé goi tap tin cia minh

dinh dang l1a “.pdf”, hay “.xps”
= Everyor
fi : 2
5 Email Keepst
! Docum
—_— ]
l‘iﬁ' Present Online
- il Everyor
Géi nh N '."ﬁ. Preserv
Post to Blog ,‘M 5 " mL Send as Conten
Account tdp tin pdf PDE
Options
r Everyor
3. n }ll| %
G,\m E_Ih“ o '.E_LI. Preserv
Hptmaps Conten
Send as XPS
G&i nhwr mét | Mo fax
iian [
tip tin Fax_l_ =) You'll r
I Sendas
Internet Fax

Hinh 44 Cac dinh dang giri email
Khi tdp tin ctia ban qua 16n, vugt qua mic quy dinh cia Email, ban khong thé
dinh kém dé goi Mail. Vay Word 2013 ¢6 giai quyét duoc diéu nay khong?
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Cau tra 101 1a co, ban sé& dugc hd trg bé“mg cach goi link download. bé goi dugc
link qua mail tir tap tin hién tai, ban phai Save tap tin vao vi tri cé thé chia sé > sau

d6 chon Mail = Send as Link

Save As

& ocvie veiol #& OneDrive - Personal

Recent Folders

Etl Computer ‘& Phuc Tran's OneDrive
e
o= AddaPlace B
Browse /

& Get OneDrive for Windows and take your files with you anywhere,
Learn Mare,

Hinh 45 Chon luu triv onlinwve

=> Chon vi tri va dat tén cho tap ti

T I 0 <« https... » 282a9376bb81... » v lc'; Search 282a9376bb815804 =)
Organize « Mew folder \Chgn vi tri luu :ﬂj -
A "
Cang khai
- ol ] Folders

2y Local Disk (C3)

= cop (D) cop's Notebook it tén cho tip tin
e con (E) “ " FolderS//B- ; v

File name: | Doan 1.docx T

Save as type: | Word Document (*.docx)

Word Document (" docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dotx]

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

PDF (*.pdf)

KPS Document (*.xps)

Single File Web Page (*.mht;".mhtml)

& Hide Folders Web Page (*.htm;".html)

Web Page, Filtered (".htm;*.html)

Rich Text Format (.rtf] =
Plain Test {*.txt)

Word XML Document (*aaml)

Woerd 2003 XML Document (*.xml)
Strict Open XML Decument (*.docx)
OpenDocument Text (*.odt)

Worls 6 - 9 Document .wbs)

Authors:

Chon dang tip
tin muon goi

Hinh 46 Luu tai liéu soan thao
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Sau khi da luu tap tin vao vi tri Share = & day cu thé 12 OneDrive = Tab File
- Share - Mail - Send as Link.

E H . b F Goi_Mail_bang_Link.docx - Message (Plain Text) ?
FILE MESSAGE IMNSERT OPTIONS FORMAT TEXT REVIEW
zl &2 [ Attach File [* Follow Up -
] B
g |B I U |- . . V@ g Attach ltem~= | ! High Importance
Paste = . . Address Check 2
» H - = | ¢ Rosk: Raries [# Signature - & Low Importance
Clipboard Basic Text ; Mames Include Tags T
Tao., |
=1
Cein
Send 7
| Subject | Goi_Mail_bang_Link.doot

hitps:‘onedrive Iive com‘redir fresid=A3FSDDFF11BF 13301942
&authkey=!ACDeNTeTTtCMSve &ithint=file%s2cpdf

~—_—

Hinh 47 Gui email,co d1 tai liéu

1.2.5. Tép tin miu - Template

Thuong khi soan théo tai licugban thuongchi sir dung mot trang Word tréng - sau

d6 dinh dang theo y minh. Nhun@c6 mo ) truong hop, ban can mot mau dé ap dung
¢ xin viéc, hay mau don,....
i liéu can thiét cho ngudi sir dung, hay ban ciing ¢o

€ ap dung cho nhiing tai li€u phuc vu cong viéc cua ban.
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Infa

New

Tim kiém m;u ban cin
New

Search for online templates

Open

Cha dé nhiimg
méu r’} san

Save

Suggested searches: ILetters Resume Fax Labels Cards Calendar Blankl

Save As

Mﬁ - “hn
FEATURED | | pERSONAL ba:‘:;"tao 4R

Print
Share

I\F_hifmg ;miu

Export n6i bt c6 sin

Close

Take
tour

Welcome to Word

Account

Options Blank document

Title

(e

Title

Hazdina

Hinh 48 Tim mau vin b

Vi du: Ban mu6n tim mot mau So yéu

searches = Resume

G

Resume

Title

1 Heanmin

ich

Suggested searches:  Letters

Resume

Fax Labels Cards

in?;Q Tao mdi van ban so yéu 1y lich

Calendar

Aa

Single spaced (blank)

ab File 2 New > Suggested

Blank

2% Home | Resume pel
| Category
E— Resume 4
i == Business Danh sach cac chi®®
= ] Hiring dé trong Resume 35
= = = = Human Resources 3R
= g Industry 32
& o Personal 24
== Nhimgman | | |

| Basic 18

trong Resume
Resume * Resume (color) Basic resume (Timeless... Functional Resume Chranalagical 16
Design Sets 14
Individual n

[aur

Hame] Education 6
Professional 6
=5 Small Business 5
‘:' Employee 4
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- Chon m6t mau ma ban can > Click chon

Resume

YOUR NAM . : )
PCLR NAME] Provided by:  Microsoft Corporation

Enter your personal infarmation, job skills and job
history into this resume template to create a
professional-looking resume and make a good
HTpression,

Rating: <% [288 Votes)

...... =

R Create

Hinh 51 Tao moi van ban t

1.3. Dinh dang tai liéu - Formatting Content
1.3.1. Dinh dang Font chir ; )
Thanh cong cu chinh dé digh dang Fonf > Tab Home = group Font

FILE HOME IMSERT DESIGM PAGE LAYOUT REFERE! — .
f‘_g_ac cong cu dinh
O Cut -~ - . El
I__Ll o Times MewRo - 13 ~| A W dang chuin
B Copy -
Paste , z 3| N . abe =
- * Format Painter B I U-~-aex,x A% L
Clipboard & Font | I:.-.HMﬁ*cfm s6 dinh dang

chinh cia Font

Hinh 52 Dinh dang font chir

Font chit mac dinh trong Word khi m¢ mot trang soan thdo méi 1a

Feht Qalibri, Ahung ban ciing co6 thé thay d6i bat cir khi nao theo y minh.
¢ thay doi dinh dang font mac dinh = ban mé mét trang Word tréng - chon

Font va mét s6 dinh dang ban can > Tab Home = Group Font > M0 ctra s6 Font
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Eﬂhgni‘ﬂnt mm:ﬂinll
Font: :

| imes MNew anan\

Fofit style:

I Regular

Bold
Bold [talic

Font color:
| Automatic | *_'—I I

Effect Chi tai
ects [
[] strikethrough =

@ This document only?

D All decuvﬁsed on the Mormal.dotm template?

|:| Double strikethrough
|:| Superscript
|:| Subscript

Preview

S— T TR

This is a 1h7amh will be used an both printer and screen,

Set As Default | | Text Effects... | oK H Cancel |

Hinh 5@1 dinh dang font chit

— Dédinh d%g nt cht = Chon khéi van ban can dinh dang

Bikhap thé gian khéng ai tét bang me
Ganh nang cudc doi khong ai khﬁbﬁngcha Sao khi chon khéi vin bin cin dinh dang
NWB]J‘I@;]‘[ ﬂﬁi&gkﬁﬁhgﬂiﬂ[gﬁ%}f tﬂﬂl‘ﬁl@ —= xuit hién thanh cong cu mini

Ei‘mg&ﬁ huon ﬁén mﬁt mé nghe

Hinh 54 Dinh dang font chir trong khi

— Hodc dinh dang trén nhom cong cu Font ctia Tab Home:

-

TimesNewRo ~|13 ~| A A Aa~- Ffp

B I U ~abe X, X° &:-,-aj?,_&,
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Hinh 55 Kiéu dinh dang font chit

— Dinh dang Font : Click TimesNew kol > chon Font muén dinh dang.

— Chon kich thuéc chir : |13 “| > chon kich ¢& theo danh sach c6 san, hoic tu
nhap.
— Tang kich thuée : ‘A

—  Giam kich thudc: A

A

Viét hoa dau cau. }
Aa - ﬂ’ EE - ®
’

Sentence casd

Chﬁ thll'ﬁ‘[l OWeErCase
i HU IN HOA
QPPERCAS/C

Viét Hoa Piu Tﬁ—-.};apitalize Each Word
tOGGLE cASbm—g AU {U vIET tHUONG

— Chitin dam: ©° g1 khéi viwban > (Ctrl+B) / click biéu twong ©
— Chit in nghiéng; 6i vin ban = (Ctrl+1) / click biéu twong

— Chir gach duyé

i hon khédi vin ban > (Ctrl+U) / click biéu tuong =
\ A

U - abe X, X° &.af'/v

Mane

More Underlines...

Q Underline Color k
Hinh 57 Cac dinh dang

_ Gachsiiratiy =

— Chisdtrén: * > ax?+bx=c
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— Chi sé dusi: * > H,0

— Hiéu tng font:

> = P

2 > >
=
>

Qutline
Shadow
Reflection

> P

=
i

3
L3
b
Glow 2
Number Styles 3

b

Ligatures

b o

Hinh 58 Céc kiéu chij

= Mot s6 hiéu tng cho font chit, t6 nén it ( Outline ), 46 bong
(Shadow), hi¢u {ing guong (Reflec it sang (Glow), dinh dang s6

(Number Style), cac chit ghép

— T6 nén font:

B Automatic

Theme Colors

Standard Colors
HE FEEEEE

i‘.v Maore Colors...

[ Gradient 3

A
— Xoéadinhdang: © > Xéa dink dane—-> Xoa dinh dang
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Ngoai ra, ban c6 thé thay doi khoang cach giita cac tir, vi tri tir trong hang, ...>

mé ctra sd font = chon Tab Advance

rope | Ry} | Jangglamiile

Character Spacing ’Ch i £
Seale 100 V] cach cac ky tw
Spacing: | Mormal -w_:l—gr— &

Position: | Mo wl By:
[] kerning for fonts 2| Points and abave
Thay dd1 1€ trén dwdi coa hang

OpenType Features

Ligatures: MNene vl

Number spacing:  Default k4

Humber forms: | Defaurt |

Stylhstic sets: Default [w]

[[] Use Contextual Atternates ®
Preview y

Times New Roman

This is a TrueType font. This font will be used on both printer and soreen.

Set As Default Text Effects... . oK Cancel

Hinh 59 Piéu ¢ inh\dang van ban

1.3.2. Doan vin trong tai li¢u

Dinh dang paragraphs cio phép ban thay d6i cach nhin trén toan b tai liéu. Ban

c6 thé truy cap vao céc co dang Paragraphs bang cach chon Tab Home,

chon nhom Paragraph&

FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

alls T T at e — 1— 1— e i
D‘;{jc“t TimesNewRo~[12 -| A" A Aa- fe|i=-:i=-%=- &= 2| T ||
P E‘% CUW L S — . R i
aste - 2| A lEmEm=== 1= v R ,
- ¥ Format Painter BT Uraexe | - A-|S==0 E- | &5 T
Clipboard [ Fant I Paragraph [

< \ 14 Hinh 60 Pinh dang van ban

Canh 1& trong Paragraph: Canh 1& cho phép ban thiét 1ap cach vin ban xudt hién.
Dé thay d6i 18 ta thyc hién nhu sau:

Chon doan van ban, roi nhap vao tab Home, roi chon ntt thich hop cho viéc

canh 18 trén nhom Paragraph:

- Align Left (Ctrl+L): vin ban dugc canh 1& sang mép bén tréi.

- Center (Ctrl+E): Vin ban duoc cin giita cac 18.
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- Align Right (Ctrl+R): Vian ban duoc canh 1& sang mép bén phai.

- Justify (Ctrl+]): Vin ban duoc dan déu ca hai bén trai va phai.

Thut 1& doan: Thut & doan cho phép ban xac dinh van ban trong mgt doan canh

18 khac nhau. C6 mot sb tuy chon cho viéc thut 1é:

Paragraph

S * 5+ 1+ 6 1 * 71 8191 10 A1l
7 7 7 7 7 7

Canh 1é trong Paragraph: Canh 1é cho phép
[ o banthiét 1ap cich van ban xuat hién. Dé thay doi
1é ta thuc hién nhu sau: Right
Chon doan van ban, rdi nhap vao tab
Home, ri chon nut thich hop cho viée
canh

Hinh 61 Dinh dang doan van N

- First Line: Diéu khién duong bién bé @ dong dau tién cua doan.

A

~ 7>

- Hanging: Diéu khién duong bié n traswé tit ca cac dong trong mot

doan ngoai trir dong dau tién.

- Left: Biu khién duong bié a1 voi moi dong trong mot doan.

- Right: Diéu khién dlrong bién bén phai véi moi dong trong mot doan.

Tao khoang cach giu
G\

i gid 3éy ban s€ st dung cac cong cu c6 san trong chuong

: Trong van ban k¥ thuat dan trang gitp trinh

bay van ban rd rang v, éu nhu trudc day ban thudng tao khoang cach bang

ong can dinh dang khoang cach cho chung.

pc nang Line and Paragraph Spacing
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g e -/
= == i 7| caug ¢
= === Ig - I FREC R T Chuang
Para 10
I i o | 1.15
B s
- L
- R 2.0
Taokht 25
van bar 10
phim Ei
int s[}': Line Spacing Options..,
Chon ¢: 2 Remove Space Before Paragraph (
Chen ¢l 3 Remove Space After Paragraph

Hinh 62 Thiét lap khoang cach dan doan va

o
Thay ddi cac thong s trong phan Spacing dé tao ach gitra cac dong
Thém dwong vién va hiéu wng té béng: Ban co thé théth dudng vién va to

bong cho cac doan van ban va toan trang. D€ tao mg y vien bao quanh mo{t doan

hoac cac doan, ta thuc hién nhu sau:
Lya chon vung van ban noi ban muon c@duofg vién hay hi¢u irng t6 bong.

Nhép nuat Borders trén nhoém Pa on Border and Shading.
) N

TChuong T MNorm

Bottom Border
Top Border
Left Border
Right Border
Mo Border

All Borders
Cutside Borders
Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line

Draw Table

Yiew Gridlines

D@&}I}

Borders and Shading...

Hinh 63 Puong vién

@ 093 11 44 858 | Y& blogdaytinhoc.com Trang 37



Trung Tam Tin Hoc Sao Viét 21/8 Lé Truc, Phuong 7, Q. Binh Thanh, Tp.HCM.

Borders | Page Border I Shading | Chon dwémg vién

Setting: Style: cho khung

— —_— |0 Click on diagram below or
=} None use buttons to apply borders

— Box. | || ceeeeemessmesmmmeey

=] | Shadow e

[
b
lw)

)

=

=1

Hy §

Automau.

Width:

¥Wipt
c o Apply to: ¥ _
T "
: | Paragraph v
Cl}:-;l dang Do rong dudmg vién ! 75
ung Options...

| |_Cancel

Hinh 64 Chon khung k 3

- R T T Chondoﬁlmngapdtmg
g : - I la Paragraph

I
(]
%
o
3

) -

Noi nao ¢o y chi, noi do co con dwong.

Chon déi {
L4 \/\/\/\/\/V\/WVWVVVVVVVVVVV\/V\/\(VVV\/\/\/V\IV\/V\IVWVV\/VVVWVVVVVVVVVV\JVV\/VV\IV\/V\/
tegng T N T R M T R -
2 i
dpog 1 A0 CO Y L‘hl noi do ¢o con duwong.:
2 .(
Text vvvvvv-/vvvvuvu\/vvv&uvuvvvvvuvvvvvvvuuuvuuvvuvuuqvvvvvvvvvv o

Mn kiéu khung vién

+ To bong
Trong cira s6 Border ding 9 chon Tab Shading

@ 093 11 44 858 | “® blogdaytinhoc.com Trang 38



Trung Tam Tin Hoc Sao Viét 21/8 Lé Truc, Phuong 7, Q. Binh Thanh, Tp.HCM.

| Borders I Page Barder |i__§hadlﬁl
Fill | Praview
[ V]| Chon mau t&
Patterns
stile: (] crear v]
Calor [ Automatic 1--]
Chon Style
Chon doi turong 4p dung
Apply to:
Paragraph E N
| ')
; o
| ok || concel |

Chon dbi trong ap dung
la Paragraph

" Chon 86i
twong ap _

dung 1a
Text

h hd

Hinh 68 Chon bullets and numbering

s Cac dang Bullets:
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a- % |iExi=-- &8 2 T || AaBhcel AaBbCel AaBbCt AaBD AsBbceD
WP e Focnmy Used Bty NoSpac.. Heading1 Heading2 Heading 3
Bl — + ° 0:0 Styles.
'3.‘ ' . - - I T 5. 4 3 55
e Bullet Library
| 1IN CUOC SONG
MNone | | __ ® O u +
Quantr : o bén minh, ma la nhimg gi ban dd dong
& v
Quan t1 T Tt ‘ma la nhitng gi ban da cho di.
Quan 1 l [ [ l [ 7 ‘6 duoc trong doi, ma 1a ¥ nghia that
swenal - | QO ] ® [| =
Quan % ma 14 nhi i ban da truyén lai cho
ngubi: [ 2] ] ]2 —— -
ﬁa;: ([ — || =]+ %‘ h 14 tinh cdch — 12 nhitng gi ban cw xir
- - i
— Chon dang ~
- Bullets khac
Hinh 69 Cac dang bullets L
L

PIEU KY DIEU TU CACH NHIN CUOQC SONG

¥ Quan trong khong phai 1a nhitng thir ban mang theo bén minh, ma 1a nhitng gi ban
dd dong gop.

% Quan trong khong phai la nhitng thir ban nhdn dwoc ma 1a nhitng gi ban da cho di.

¥ Quan trong khong phai 1a nhitng thanh cong ban di co dwoc trong dovi, ma la v nghia
thét si cua ching.

» Quan trong khéng phai 13 nhig thé ban hoc dwge, ma 13 nhimg gi ban d3 truyén
lai cho ngrot khac.

¥ Quan trong khong con 1a ning lrc cia ban, ma chinh 1a tinh cach — 1a nhitng gi ban
Clr XUt VO1 Mol nglrol xung quanh.

qua cua bullets

% Cac dang N;Q)
iRy &€ T || AsBbod

= = Recently Used Number Formats i |

t,

Nurnbering Library .
- A 10 | a) Quan trong khing chi 14 nhimg ky e, ma phai 1d ki e vé nhimg newdn d4 yéu
q Mone ||Z 2 | thuong ban.
3~ BH— i
éﬂbﬂé b) Quan trong déu chi 1a ban s& dwoc moi ngudi nhé dén trong bao liu, ma 13 ho nho
- 11— | - gi ve ban.
21 2- 2) i
& 3 » ¢) Quan trong khong phai 12 ban quen biét thit nhiéu ngudi, ma 1a bao nhiéu ngudi sé
ek - dau xot khi mat ban trong déi |
1 ES a)
Bon i B bj
n C. )
Bon i
Bon : n 33
C 1 Ch{_‘rﬂ dang
Numbenng khac

Define Mew Mumber Farmat I

Hinh 71 Cac dang bullets khac nhau
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< Dang phén cAp - Multilevel List
Co nhiing doan tai liéu co nhiéu phan cép, ban khong can phai chon tirng dang
Numbering va Bullets, Word 2013 s€ gitip ban dinh dang nhanh chéong chi cAn mot 1an

cho tat ca céc cap.

I) BO DINH DANG (style)
1) Khdi nigm:
Style 1a mét tip hep céc dinh dang 6 sin trong Word hoac do ngwéri diing tao ra va
duoc gdan cho mdt tén riéng. Style co thé chira cac dinh dang ky tir, doan van ban,
diém dirng Tab,

2

=2

Thao tdc trén Style
a) Hop thoai Style (Format/ Style)
b) Tao mét Style mdi
II) TAP TIN MAU (TEMPLATE)
1) Khdi niém
Template 13 mét dang tip tin vin ban dic biét (c6 phdn mé réng dot) chira cée dinh (
dang tao sin vi mét sb ndi dung nao do.

2) Tao tip tin miu mdi ’
a) Chon lénh File/ New, hop thoai New s& xudt hién.
b) Trong muc Create New, Click chon Template. Nhdp ndi dung va dinh dang. o

¢) Chon lénh File/ Save ¢4 lwu lai véi phin mé rdng mic nhidn 13 dot.

=2

— Chon doan tai li¢u mudn dinh dang.
BQ DINH DANG (style)
Khai niém:
Style 1a mét tip hop cac dinh dang co sin trong Word hodc do ngudi ding tao ra va dugce

gan cho mét tén riéng. Style cd thé chira cdc dinh dang k¥ tw, doan van ban, diém dimg
Tab

Thao tic trén Style

Hép thoai Style (Format/ Style)

Tao mot Style ma1

TAP TIN MAU (TEMPLATE)

Khéi niém

Template 1a mot dang tap tin van ban dac bigt (co phén m& réng dot) chira cac dinh dang
tao san va mot s6 ndi dung nio do.

Tao tip tin mau méi
-

h 72 Dang bullets c6 phan cip

group Paragraph = Multilevel List 2 Define New
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Chon cap de

dinh dang
b, Click leyel to madify:
@
3] D)
4 a) I) BODINHDANG (style)
5 1T) Khéi niém:
¢ ) 101} Style 14 mbt tdp hop cic dih dang ¢6 sin wrong Word hoc do ngui ding 1a0 1a va dugc
i {a]EI-}- - pan cho mt tén riéng. Style c6 thé chira cac dinh dang &y, doan vin ban, diém dimg Tab,
s
1 2 IV)  Thao tic trén Style
; . ) V) Hop thoai Style (Format/ Style)
L Chon Style cho — Chinh font cho VD TaombtStyle més
Number forma 5 . Style Vi) TAP TIN MAU (TEMPLATE)

Enter fgrmat: tung cap VI Khii nigm

) ' | [ Fomi IX)  Template Ié mt dang tip tan van ban déc biét (c6 phin mé dng dot) chira cc dinh dang
ms&nwmuﬂdﬂqmda

Number styie lnr@ Incluge jevei numb X) Tao tip tin miu moi

85,6 . [v] ¥|  XI) Chonlénh File' New, hidp thosi New ¢& xult hién.

Pasition XII)  Trong mye Create New, Click chon Template. Nhap noa dung va dinh dang.
NI1E) Chon 1énh File/ Save 8 luu Lai véi phiin mo réng mie nhifn 13 _dot.

Number alignment: || ¢y | Alignedat: g5 =
Text indent at: 0.75° 5| | Setfor Al Lewvels...
- Chon OK hoan B o o
More : thisih | ok | nee! | |
Hinh 73 Cac dang bullets co phan cip ‘\,\/.
Sau khi Click OK dé hoan thanh thi doan vin ban §¢ ap dau tién, dé cho
cac cap con lai theo ¥ minh, ban chi can chon cac d g cting cung = nhin phim

Tab trén ban phim. Dé 1ui ra mot Tab thi ban sir dungtd ho phim Shift + Tab.

I) BO DINH DANG (style)

1) Khaii niém:
Style 12 mét tap hop cde dinh dang co sin trong Word hodc do nguéi ding tao ra va duroc
gan cho mat tén riéng. Style co thé chira cdc dinh dang k¥ tw, doan vian ban, diém dimg
Tab, ...

2) Thao tic trén Style
a) Hép thoai Style (Format/ Style)
b) Tao mét Style méa
II) TAP TIN MAU (TEMPLATE)
1) Khiiniém .
Template 1a mot dang tdp tin vin ban dac biét (c6 phan meé rong .dot) chira cie
dinh dang tao sin va mét sb ndi dung nao do.

2) Tao tip tin miu méi
a) Chon 1énh File/ New, hdp thoai New s& xudt hién.
b) Trong muc Create New, Click chon Template. Nhip néi dung va dinh dang.
¢) Chon 1énh File/ Save dé Ivu lai v6i phin mé rong mic nhién 1a _dot. |

Hinh 74 Két qua bullets phan cap
1.3

; thay thé
rong khi soan thdo mgt doan van, van ban cd nhiing tir hay cum tir ma ban
mudn tim kiém hay thay thé n6 bang mot tir, cum tir khac. Rat don gian véi vai thao tac,

ban chon Tab Home = group Editing

Tim kiém
Thay thé % Find —— i
a0 peplace ™ Chon d01 terong
[} Select =———
Editing
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Hinh 75 Tim kiém va thay thé
& Tim kiém:

Pé tim kiém mot tir hay cum tur, ban chon Tab Home = group Editing = Find

- gb tir hay cum tir ban mudn tim vao 6 Search document ( Find what trong Advance
Find )

Navigation

v X
y chi X -
16 results [+][~] S
HEADINGS PAGES RESULTS %
i i Find ~ Noi nac cé § chi, noi d6 b con dudng. = %
# Find q

# Advanced Find...

"N NAO €O ¥ CHI, NOI BO ¢ CON

BUGNG" - Cuéin sich danh thifc t6i, va
cé thé ca ban nita...

=2 GoTo..

i b
| | diFind - Find | Reglace | GoTo | :
i Find Find what: j-ch_i_ E
#% Advanced Findss
=2 GoTao.
More s> | | Beading Highlight= | Findin= | | Find Next Cancel
\/. L
inh 76 Thao tac tim kiém
Cac két qua ti

ugc se'@uoc to vang trong doan van ban cua ban.
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) . |_--B---'?---1---|---z---|---3---|---4---|---5---|---5---a---
Navigation X e
yehi x <] | Noi nao ¢o vy chi, noi do ¢é con duong.
Result 4 of 16 EE |-

"NOI NAO €O Y CHI, NOGI PO cO CON PUONG" -
HEADINGS | PAGES | RESULTS Cudn sdch danh thike t6i, va ¢6 thé, ca ban nira. ..

Téi mudn bit dau bai gici thiéu vé cubn sach da
c6 ¥ nghia dac biét véi t6i bing cau chuyén nhoé trong
"NOI NAO CO ¥ CHI, NOI B0 CO CON J Y 1 him hoat hinh “Trd chuyén véi chi ché trine” cia
BUONG" - Cuin sich danh thirc t6i, va = l:n Y [:HI pNhﬁt ¥ B
6 thé ca ban nita... =

Moi ndo cé y chi, noi d6 cd con duding.

: - Chuyén ké ring khi cha ché béng ri ban dimg
1én ting d4 dé ngam sao, chi da néi véi ban: “Chi cao
thém mét chit nhung d3 gin hon véi biu trdi™ Cau
chuyén nhé 4y 1am t6i suy nghi that nhiéu vé nhiing
“tang ¢4™ 14 nhitng kho khan, théch thire__ ma mdi cube
- ddi déu gap. That nhidu khi, cén thém diing cam d8 vuot qua lo so, thém tu tin d& manh
€ c6 nhiing con nguéi diing cam vuot - dan di vé phia zéc mo, thém yéu thuong dé nghe 1ong minh bét chat chéi, thém ¥ chi dé
qua bang § chi nhu mt kJ tich. Cucin ‘ d6i mat véi nhitng thit thach vén luén & déu dé trong cude doi. .

thuong dé nghe long minh bét chat
chéi, thém § chi d& d&i mat vdi nhimg
thit thach vin luén & dau

livi dfng vién &y tir cudn sach "Noi ndo
«d y chi, noi d6 co con duding”. Cudn b
séch danh thirc téi :

séch 43 dénh thife t6i. .

o A PEEry ~ A - ~ i A 5 A - © 2 2 1 RS = - 3
Cudin shch 14 $01thay 48 nép nghis i Tdida tm:\ dwoc nhimg 1o1 dgt_{g vién dy tir cudn sach “Noi ndo co ﬁ'&, noi doé cod
Hai tap 1 va 2 ciia ba Noi no c6 ¥ chi, : con durong™. Cudn sach ddnh thirc t1 niém tin vao chinh nhimg kha ning ban thin minh,

nei dé c6 con dudng, ‘ - vénhing giéi han ma da c6 nhiing con ngwdi ding cam vuot qua bang ¥ chi nhur mét ki
tich. Cubn sich di dénh thire td1 Va néu c6 thé dén véi cudn sach éxj t01 tin, ban cling s&

Hinh 77 Két qua tim kiém

. tich cuc han vE bén thin va cubic

“* Thay thé

Tuong tu nhu tim kiém, ban muén thay thé\m ay cum tu trong doan van
ban, ban boi den ti/ cum tr = chon Replace trw Editing cia Tab Home:
A
Nhép tir can thay thé

I Find | Replace i.gu'[o [

Find what: |¥ ehi

Options: Search Drown

Replace with: |quyét tim| Nhap mubn thay thé

Replace ” Reptacegu[ | Find Next

|
|
| Thay thé timg tir mbt Thay thé tit ca

Hinh 78 Tim kiém va thay thé
1.3.4. Piém dirng Tab

bé dat diem dung Tab cho mdt van ban, ban co thé dat Tab truc tiép trén Tab
Selector, hodc m& cira s6 Tab dé thiét ké.

“+ Dt triee tiép trén thuée
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Paste
- ¥ Format Painter

. Clipboard P
Izr\—h Biéu trong Tab
i I

Hinh 79 Thao tac dat Tab
Cac loai Tab:

— Lefttab '~ - Dat vi tri bit dau cua doan text ma tir d6 s& ofiggsang phai khi

ban nhap liu.

— Righttab '™ > Nam & ban phai cudi doan text. Khi ban ; do?_ln text s€

di chuyén sang trai ké tir vi tri dat tab.

— Center tab = -> Dat vi tri chinh giira doan t text s& nam gifra vi tri dat

tab khi ban nhap li¢u.
— Decimal tab = - Khi dat tab na h%ém phan cach phan thap phan
s& nam trén cung mat vi tri. %

— Bartab "' = Loai tab ndy khong dinh vi tri cho text. N6 s€ chén mdt thanh
thang dung toi vi tri ditta

Dé dit Tab > Tab Selector = Click trén thanh thudc ngang tai vi
®

tri mudn dat tab.

Diém dimg Tab

, SR PR P ry SR ._;, "
Co cau oial thuong
Thé loai Giil Thwing
Hinh 80 Cac thao tac dat Tab
+ Dt qua Cira 56 Tab
Dé mé cura s6 thiét l1ap Tab, ta chon:

— Tab Home = group Paragraph = Paragraph setting
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Preview

Beon o G by SO.000G

| Set As Default |

| | Cancel

Hinh 81 Binh dang Tab

— Pat mot tab bat ky trén thude ngang > double click trén bieu tuong

do:
— — 4 o
| Double click
— Cura s0 thiét 1ap Tab: ( s
Tab stop position: Default tab stops!

05 05’ 2 K

0.5" P

3.5 e Tab stops tg' be cleared:
e

- mic dinh khi nhén
phim tab

Alignment
(@) Left i) Center ") Right
I::J Decimal l::l Ear hon lﬂa.i Tah

Leader
@ 1 MNone

Chon dwing né1
| wClear | | Clearal cac tab
Xoa tit ci
cac tab

Hinh 82 Cac dinh dang cia Tab

Sau khi di thiét 1ap tat ca cac thudc tinh cho cac Tab, dé thyc hién Tab cho mdi

vi tri, ban chi can nhan phim Tab trén ban phim.
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)] €

B JCJC eI

Hinh 83 Thao tac nhan Tab

Diém dimg Tab

>)I,,2,34,5_,_'E|_
BuongLeader— (o' cau gidi thuong
Thé loai Giai Thwdng
Ponca . ... RSSO 1 T: 1T | SERS 1.000.000
Ponca . ... R ey o Ginhi.... o B00D00
2 G b ccavaniniigs i 500.000

Hinh 84 Két qua sau khi dinh dang Tab
1.3.5. Tao bang

bat con tro tad .én bang = Chon tab Insert -> chon Tables

FILE HOME IMNSERT
B3 Cover Page~ .
=EER | e

[ Blank Page

Table | Pictures

'*# Page Ereak -
Pages Tables
Hinh 85 Tao bang
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D g L

Table | Pictures Online Shapes Sr

T Pictures -

Insert Table ©  Chon sb dong s6
OoooOoOOQgo) [ cetean o bae
HEREEEEERN

I I O [ [ [ [ O
HEEEEEEENN

SS3teccs -
0 e o
I Y
| Insert Table... TR

E‘ Draw Table I e %

Nhing bang ti

=t MS Excel
|Eﬂ Excel Spreadsheet 2
' Chon miu

| Quick Tables bang c6 e

Hinh 86 Céac thong ti iM

< Insert Table

Nhip 56 dong sé
Table size cét cho bang

Mumber of columns:
Mumber of rows: = fmg Vol "ié r@ng cac
cdt biang nhau
AutoFit behavior
T e =1
[m Fixed column width: |A|..rtn Vira “{1 m'],l duﬂg
nhip vao

() AutoFit to contents

G‘I AutoFit to window Bfmg midiie weicirha Sf!
thiét ké

|:| Remember dimensions for new tables

| oK || Cancel |

Hinh 87 Chon céc thong tin tao bang
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Hinh 88 Két qua tao bang
+ Draw Table
Tu ban thiét ké bang v&i nhiing cdt va dong theo y ban, co thé cho ong ké

bang theo y minh. r

.
\ 5
Hinh $9%7¢ 1{;
+ Excel Spreadsheet
’ ” o
Nhiing bang tur ctr
3 Document2 - Word RN
File Window
1 ®- ¢ O < = 2
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER Foxit POF OFF »
‘.'__ X Calibr -1 - == — EF Gemeral * H;,']Candatiunel-‘o;mming' E}”Insert - E b s"r
o Ba- (B8 T UH- A A E=E=E % - % v | [EVFormatas Table~ F Delete - [8 - M-
e . =
- A - s - b (29 Cell Styles = =i Format- | & -
Clipboard = Fent R Alignment & MNumber = Siyles Cells Editing s
AL - 5 v
2 | - - ' L] [ | &
o A5 A B B B AP R R AR 5 R AR 38 PO
T A B = D E E G -
: |
w 2
3 Nhip héu vio ving
: bang tinh coa Excel
(i
. T
8
o
10 -
: Sheetl ) N »

Hinh 90 Tao bang tur Excel
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% Quick Table

Ngoai ra ban ciing c6 thé chon mot mau Table c6 sin = sau d6 ban s& thay doi

dir liéu v6i Quick Table

| I s

A Insert Table... Calendar 1
E Draw Table
e December
:['3 Excel Spreadshest | I L 5 :
Quick Tables »
2 3 4 5 & 7 B
Calendar 2
MAY
M T W F
12| 3|45 |6
7 B 9 1 11 12 13
14 15 16 17 18 19 20
21 22 23 24|25 26 27
Calendar 3 ®
December
S o Tue: Wed Thu Fri al
] N
1 il il 51 il 7l il -]
N 4
Hinh 91 Tap ban
2 - A , > \ 3.
<+ Chinh stra cau tric bang va din g
Céc cong cu dé dinh daré} chinh stra cau trac bang:
\
EH®- ¥ = Document? - Word | TABLE TOOLS
m HOME IMSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Fanat POF CFFACE REMOTE DESIGN ILA\'{JU'I
| Header Row |+ First Calumn .‘ il = 4
Total Row Last Column - Yt - sl
— Shading | Border ' — Borders Barder
| Banded Rows Banded Columns s - Styles + wm F'en Cofar » ~  Dainter
Table Style Options Tabde Styles Borders &
B H% &0 - T m

Docoment? - Word
“ HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Fout POF OFFICE REMDTE

A | [ByRepest Honde
zl

o5 Cormvert o Te

e R e B W === B =~ 1 F e | B —
= g L I | B B EE e | [ eight (021" 2| HE Distrtiote Roves
3 14} J=} 1| o g B BS ===z = & 1B =
Select  Wiew Properties | Draw Erases | Delete  [nsent intet inserl insert pe Spht  Split | AutoFit -_'.' shidth: 162" ~|! tH Distrlbiste Colismns = Tedt il Sort =
Gridines Table = Above Below Left Right  Cels Table - | Bl pirection Margins Ji Farmuba
Tabde Draw Rows & Coumn

Merge € Size

. r ’ 3 Alignment
\’ Hinh 92 Chinh sura cau tric bang

X on doi twong muon dinh dang:

— Chon 0: Click chudt vao 6 can chon

@ 093 11 44 858 | Y& blogdaytinhoc.com Trang 50

Dats



Trung Tam Tin Hoc Sao Viét 21/8 Lé Truc, Phuong 7, Q. Binh Thanh, Tp.HCM.

Hinh 93 Chon dbi twong dinh dang

— Chon cdt: Click chudt 1én cot can chon &
A

4
*+ [}
Yy
Hinh 94 ae, chen cot
— Chon hang: Click chudt rﬁ.h:?ng 'dad hang can chon.
\
w

Hinh 95 Thao tac chon hang

— Chon ca bang: Click chudt 1én goc trén cua bang
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Hinh 96 Thao tac chon ca bang
¢ Thao tac thém, x6a hang va cot

(
— Click chudt vao trong bang, chon tab Layout -> group Row@lu\mn
£

4 oo ey Chén dgng bén trén
Xoa cac doi trong

trong bang \:hen o dm/vf-hén cOt bén trai
- |
i | ] BRG]
el BEH HgH &2 H
Delete  Insert Insert Insert Insert Chen dong bén phai
Xoa 6“\\\ T Above Below Left Right
- Bx  Delete Cells... 5 F
Xéacote—0 = i :
~3¢ Delete Columns L
Xda déngd——___,%x Delete Rows
Xoa bang——— [ Delete Table

téc lién quan t6i bang

ém mot hang & phia trén hang chur con tro.
®
: Thém mdt hang & phia dudi hang chir con tro.

ft: Thém cot bén trai cdt chir con tro.
ert Right: Thém cdt bén phai cot chir con tro.
thao tac x6a bang, hang, cot: chon bang, hang, cit can x0a.

Delete Cells: Xda 0.

+

+

Delete Columns: Xoa cot.

+

Delete Rows: Xd6a hang.
+ Delete Table: X6a bang.

% Tron hoac tach cac 6

— Chon céc 6 can tron, chon Tab Layout -> Group Merge c6 céc chiic

nang sau:
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| ] o - . -
H (mmm-) Sz = -.!"J Height: 0.51cm
Merge Split Split AutoFit .—_,.1 Width: :
Cells Cells Table v
Merge Cell Size

Hinh 98 Thao tac tron hoac tach 6

+ Merge Cell: Tron cac 6 dang chon thanh mét 6 duy nht.

+ Split Cells: Tach thanh nhiéu 6.
+ Split Table: Tach thanh hai bang khéac nhau.

% Canh I& cho dir liéu trong 6

(
— Chon cic 6 can canh 1& dir liéu, Tab Layout > gro 11 ent :
[ =] | A—o —J °
. Tet  Cell

Direction Margins

IGN PAGE LAYOUT REFERENCES MAILINGS

T e oo . Chonmiudinh _ _____ S By | —
CEEEE ISEECE - dang sin = E=mE TEEE Ll W — -
= | B2 E : T ZIIZZ ZIZZZZ  Shading | Border = Borders
=" Styles - b Pen Color -
—
Ké khung
AS V4
Hinh 100 Pinh dang bang

1.4. Thiét 1ap ciu tric trang va tai sit dung ndi dung
1.4.1. Thiét 1ap ciu tric trang
Khi viét mot tai liéu, khong chi dé xem va luu trit, ma c6 nhitng van ban ban

can phai in ra dé bao céo, hay dé luu trit lai. Thi chuc ning Page Layout trong Word s&
gitup ban.
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HOME INSERT DESIGN PAGE LAYOUT

j i?_'!:"' If =] Ireclent Spacing p = Ci [& Align =
! gy == =

REFERENCES MAILINGS REVIEW VIEW DEVELOPER Fouwt PDF OFFICE REMOTE

I = - o . —
: - 1 - = o 2|12 Before gt 2| , . U i group
Margins Odientation  Size  Columng I~ I y — | Position Wiap  Bring Send  Selection
. - 6C Hyphenation= | =% Right [0 - |32 After; |8 pt = Jeut - Forward = Backward - Pane Raotats
fu Paragraph s Arrange
Chon huéng trang Chia cit tai liéu
Ngat tai ligu

Y 0 B 5

:[1 Line Numbers>» Danh s6 dong cho tai liéu

argins Orientation Size Columns

a- i - » o
B N - bc Hyp henatmn_k*sﬁ dung déu gach néi cho tir
Canh |& trang age Setup i
Chon c& gidy in

Hinh 101 Thiét 13p cau tric trang \).

— Canh 1é trang in: Vao Tab Page Layout > nge Setup = Margins

@ ['"'-?P “ = [==| *iBmals:

T = " TP
Margins |Orientation  Size Columns S
. - - N bt Hypher

Last Custom Setting P el
Topt 11" Baoth " = - =
I::FFri 1" R:gh‘:;m 1 Top: ® & Bottom 1 =
Lett: ik He  Pght 1 =
1 | Mermal Gutter J.'f 1’- Gutter position: | Left ™
| Top: 1° Battom: 1° e
| | Left: 1 Reght: 1 Uﬂﬂ. -
N— Marrow | @
Top: 5" ttom: 0.5° L :
e 05 Rg 0% . Portrat  Landzcape
== | Chon cac I da | Poocs o
Moderate " - b Muttiple pages: Mosmal [¥]
1 Tep: 1" Bottom: 1° ﬂlll:i_ c th-le-'t lg';) san
Left: o, 75" R'.gh!: o7y
' Preview
o Wide ————
] Topt 1° Baottom: 1° =—
Left X Pight: 2 ——
Mirrored ——
T | ?Gp; 1" Bottom:z 1° P—
Ul Inside 129  Outside1’

= =y thiét 14p cho Ay to:
trang cia ban

K3

3
o
§
£
- |
i
<

Custom Margens..

Set a5 Detautt o | canc

Hinh 102 Thiét 1ap canh 1é trang

— Chon hudng cho trang : Vao Tab Page Layout = group Page Setup 2>

Orientation
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Orientation Size Cc

- -

D — Y » Chon trang dimg

Y Landscope—"Chon trang ngang

Hinh 103 Chon hudng cho trang van ban
— Chon kich ¢& gidy in: Vao Tab Page Layout = group Page Sep) Si
N [z=] Fibreskss Indent
LU : |I=-| {0 Line Mumbers = | = Left:
i B¢ Hyphenation= | =% Righ ®

I Liekter

)| s !
Letter Small \ Thanh
B3 x M Cu@ﬂ

l J Tabloid

11" %17
Ledger
- Chon
-
Statement
5.5 1 8.5 o
Executive g—ia':'
— 125" % 10.5° Y
oL
11.68" % 16,54

‘ [ M
L E2Tx 1150

Ad Small

2T x 1159

Hinh 104 Chon c& gidy

— ia c§t doan van ban: Vao Tab Page Layout = group Page Setup = Column:
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——| "= Breaks=+

i1 Line Numbers §
Columns Presely
= e Hyphenation

= [m] m |m (E

T One Tio Three Left Eié;;rt-
— Humber af columns. (1[5 Line between
E;| Two Width and spacing Preview

Col®: 'Width: ESpacing:
=] thee [E]les 18 '
== [ ] : z
= Left L=

«" Equal column width

=z Right Applyto:  Selected text vi Slart naw column

— oK . Cancel
|£ Mare Calumns... .|r| I— ;

Hinh 105 Chia cOt van ban

+ One: dua doan van vé mot cot

+ Two: Chia doan van thanh hai cot bang

+ Three: Chia doan van thanh ba cot béng %
+ Left: Chia doan van thanh hai cot, trai
+ Right: chia doan van thanh ot, 16€h phai

+ Number of column: chon so anymuon chia.

_|_

M6t theme thuc ¢

gom c& chil,

~ r
san, lgi dugc dat trong Tab Design.
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Faxit PDF OFFICE REMOTE copcan *
[ Title TME e file e e e it -Tlﬂe :\ = Paragraph Spacing~ D @ D
5T sy e | ‘ Honsg 1 " ElEffecL;' i
...... . Colors Fonts Watermark Page Page
i G @ Setas Default - Color - Borders
Document Formatting P_age E_a:kgrmmd

Hinh 106 Chon chu dé cho tai liéu

Trong thu vién Themes, chon theme mong mubn.
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Ottice e
Aa ] Aa ka Chon themes = 1am thay doi céc style
| mmmien e A ~
Office Facet egral th'eo thm]e da Chgﬂ
Aa Aa Aa I .
C mmma | | | AoBbCeDd | AnBbCeDd ApBh( AnBbCe H CI AnBbC AclbCeld  AaBbCeDd
lon Board Organie Retrespect f Mormal | % NoSpac., Hesdingl Hesding 2 Title Subtithe  Subtle Em... Emphasis
ACI ] Az E Aa ] AoBbCeDd AoBbCcDe AcfbColol E AaBslcDn  AaBaCeDe AaBeCeDr AcBbCcDd
st -t n ]| nenze E Strong Quote Intense 0. Subtle Bef.. |ntenzeR.. EBockTitle ¥LlistPan.
Wizp Eanded Barin
— = s — A4 Create a Style
L Aa Aa Aa Aa A Clear Formatting
 mmmsEm TrmmEn wEmmm e et S
Celestal ; Circiit Damask Degpth % Bpply Styles.
|Aa Aa Ra
- - mmmmen B
Ir— | c—— ] |
Droplet Frame Main EBvent |+

Eeset to Theme from Template
fi] Browse for Themes.

'-“ Sgve Currert Themse |

, , )
Hinh 107 Chu de cho ta

— Sau khi chon Theme ban ciing c6 thé thay doi inh nang trong theme do.

+ Color: Biéu chinh mau cho cac tiéu dé; uong, muc trong tai li¢u

+ Font: Thay doi font chit cho cagfyeu to tfong theme.

+ Effect: Thay d6i hiéu (g

n _E“ Paragraph Spacing ~

Effects
Colors Fonts
- = & Set as Default

aragraph Spacing - 4 Parsgreph Spacg -

i [E ety - Lo i et - Office
ah T © et e Dt w e T e I Fm I
L TS T JIE
ome ¥ - L
la Calibri Light Office Office 20...  Subtle So... BandedE..
| e Calitn
Office 2007 - 29 (T [ i [ |
oy [ N @GN . @
L Calibi - | o —
— Cabed Smokey G.. GlowEdge GrungeT.. Frosted G..
A Calibn
| £ Ealibr n 7 |
{ w |
sk i [
1 Ariak | o -
Aa | i Top Shad Inset [
] et — -
jA. Corbal I,f‘_ — I 7
: . ¥ k_
Candes B s S _— | -
A Candars Reflechion  Extreme 5.
e Candara
T Frankie Goliee
As Franklin Gothic M...

Gathet Bass

Hinh 108 Cac hi¢u tng
Ngoai ra, ban cling c6 thé tu thiét ké riéng mdt theme riéng cho tai liu cua
minh:
— Ban thiét 1ap tat ca cac dinh dang cho tai li¢u.
— Chon Tab Design = Themes = Save Current Theme...
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O!Fﬂcs Fac megral

| Aa 1 \Aa ' |Ac1 1
T 'STJ;L E;T;,;ct g
AO Aa Aa IAa ™ I
. == TIEU DE
Bande: Eerl\n
- ading 1
Aa ] ;Aa ; 'g‘ -
= ';:;::J o N i dung i liu cia ban
Aa }h Adi [.Aa
S v Fame it

Reset to Theme from Template

Browse for Themes...

[ save Current Theme.. |
Hinh 109 Thiét 1ap mAu tiy chinh «\()

| itle TITLE
T 4« Templates » Document Themes w €& | Sesrch Document Themes [AB o 2 Tlﬂe
Organize = Mew folder e
B videos A Name e
N Compit L Therne Colors |
1 Computer I
” L. Therne Eff
e Local Disk (C) o e
ki Therne Foras
e cop (B
s ton (E)
 data (R
wld O Deive (1)

T thanktran (drthai

Wi e e

=N_ Pt tén cho theme

Seve 22 type: | Office Theme (*thms)

2] =8

Office Facet Integral

- e - e || [AS]] [ [22]
Hinh 1. Dit tén cho mau tiy chinh

=]
S |

— Ban co thé ép eme clia minh cho tat ca cac tai liéu sau nay khi ban

soan thj °

1.4.3. Tao ném cho tramg tai liéu

thao xong tai liéu, ban in ra, hay gdi 1én Web, d¢é tai liéu dep mat

DESIGN |PAGEL REFERE MAILIN REVIEW VIEW DEVELO FoxitP OFFICE copcon ~

=" A EEﬁectsv _]

Colors Fonts Watermark Page Page
s €) Set as Default - Color = Borders
Document Formatting Page Background

Hinh 111 Tao nén cho tai liéu
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— Watermark: Hi¢u ing tao anh mo. Watermark 1a mot dAu hiéu duoc ge"m chim
vao tai liéu dé tao nén nét dic trung, bao v¢ ban quyén tac gid hodc nham muc
dich nao do6 cta nguoi tao tai li¢u.
+ Chon Tab Design = group Page Background > Watermark
(g [ o

Colors Fonu Watermark | Page  Page

@ Set a5 Default + akor = Borders
Confidential k) Khﬁﬂg chc_)n
hiéu ing
o N
4 Mo watermark ChOﬂ hinh anh
() Picture waterWlam .b.léu img mé
CONFIDENTIAL 1 CONFIDENTEAL 2 DO NOT COPY 1 e - \
Secale Auto I ' Washout
Chon dang (®) Text waterma
¢ sin Language: Engljsh [inited Stalrs} s  E 4
Test: e——— ~Chon Text lam t—‘ J
Font: I!’imu Mew Roman h.léll l'mg Sinde v_l
Size: | aute o b k
= ponoTCoR . ’ " Calor: | 1| [¥] semitransparent
Ilfl'r E!ue'.'u;:---u.u. LII.'I"- Office.com I T'L'fy chinh iavak: @® Diagonal () Horizontal
B Bamme WaT e e Watermark | aopy ok || cancel
Hinh 112 Tao rnw
+ Picture watermark
e Select Picture...: Chon afth tr tai nguyén may tinh

e Scale: Chon ti 1€ cho hinh anth chén vao.

e Washout:

[NOINAOCOYGHI NOIBO CO CON BUONG" - Cubn sach danh thi
thé, cd ban nita...

Téi rubn bat dau bai g:mﬂuEnve cubn sdch 43 cd )rngluaﬁ“ac bikt val -
ciu chyén nh trong phim hoat hinh “Trd chuyén voi chii cho tring” ciia Mhit.

Chuygnkémgl:hlc]mdmb&ngmbgnduuglentangﬂadengamsao,chnﬂﬁn&i
vl ban: Wcmthﬂmmﬁtchﬂnhmgdagﬁnhmmbéum Ca}]chuvennhuayiam
tﬁlsuynghlthatnheuvenhmg%gda“lanhtmgkhnkhm,thachﬂnm ma méi cudc
dmdeﬂ.lgap Thit nhigu khi, cﬁnlhmndlmgcamﬂemmtquaicso thém fur tin d& manh
an di vé phia wic mo, ﬂ:&nyeuihuung&enghelougmmhbutnhatchm tbemydnde
1 mat von nhimg thir thich van Infn & déu 46 trong cube doi. .

Omnmhdanhﬂnu:tm niém tin vio cb;nhnhmgldﬁmghénihmmmh,
i) han ma da conhﬁﬂgccﬂngmd!ﬁgﬁﬁlwmtqmbﬂngychnhnmﬂth
dd danh thnic t81. VA néu co the dén v cuon sach ay, téi tin, ban cfing =&
ﬁunnhﬂnmonquahnhﬂimmlmmcuﬁmmﬂlnhrlﬁldinhh

T e i e N T e e e o e

Hinh 113 Tao hinh anh watermatk
+ Text watermark: chén mot van ban nao do6 vao tai liéu.

e Language: chon ngdn ngit dé tao van ban chén
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e Text: nhp van ban mudn lam hiéu tng
e Font: thiét 1ap font chit
e Size: kich ¢ chit hién thi

e Color: chon mau cho van ban

e Layout: chon dang hién thi: ngang, xién.

Hinh 114
— Page Color: Chon nén cho tsarfg tai liéu. Vao tab Design - Page
Background = Page Col
— Page Borders: K¢ ien cho trang tai li¢u. Tab Design = group Page
Background

Tab Insert = group Header & Footer.
Chon Header/Footer dé thiét ké.

Tab Design ctia Header hién thi khi ta thiét ké.

Group Insert = chén ngay, gio, thong tin tai li¢u, hinh anh,....

Group Navigation = di chuyén giita Header va Footer, cac setion.

— Group Options = chon kiéu hién thi.

Group Postion = Canh 18 vi tri hién thi.
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— Group Close = dong Header & Footer.

Thong thuong khi ban tao Header & Footer thi n6 sé hién thi trén toan bd céc
trang cua trang tai liéu. Nhung that ra, trén mdi tai liéu thuong co nhiéu phﬁn, ban
mudn tao moi phﬁn 12 mot Header & Footer khac nhau. Ta van c6 thé thiét 1ap duoc,
nhu sau:

— Dén cudi mdi phan/ chuong = Tab Page Layout > group Page Setup = Break

- Next Page

DESIGN I PAGE LAYOUT I REFEREMNCES MAILIN
I’#Breaks' I Indent Spacing (

_| Page Breaks
Page
r N Mark the point at which one page ends ®
and the next page begins.
i Column

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

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

Section Breaks

HNext Page
—N Insert a section break and start the new
|'_—L| section on the next page.

3

5 THiét 1ap ngat trang
— Khi sang trang mé1 ¢ Header & Footer = tab Design ctia Header &

dongSame as Previous = group Navigation = bé chon

Link to&eviou at dong Same as Previous.
| | ‘ | [ | [Eig Previous Different First Page .+ Header from Top: 05" . m
i J 1‘j. ; Eiy Next Different Odd & Even Pages | ..+ Footer from Bottorn: |0.5"
Pictures Online to Goto g E y Close Head
Pictures ler Footer & LinktoPrevious | |+ Show Document Text 3] insert Alignment Tab and Footel
Mavigation Options Position Close
Bo6 chon Link to Previous
Chwong 1 Khoa CNTT

Hinh 116 Bo thiét lién két trang
— Sau d6 ban chinh lai Header & Footer cho phan/chuong 2.

— Céc phan con lai lam tuong tu.

1.5. Chén hinh minh hoa — d6 hoa cho tai liéu
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1.5.1. Chén hinh 4nh vao tai li¢u
Khi soan thao tai liéu, dé lam cho van ban trd nén hay, séng dong, thuc té hon,
ta thuong chén vao dé mét s6 hinh anh minh hoa. Dé chén hinh anh :
— Dé con tr6 tai vi tri mudn chén > Tab Insert > group Illustrations = Pictures

— Chon hinh 4nh mudn chén tir thu vién anh > Insert

T A o MAYDESKTOP » HINH & hihi L AN <) Search hibi o
Caganize = Mew Toldei - [F @
D Documents A O1200pg -
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES o Music s g ’ | % |
= = Pictured 1 ’9& -,
) ; %
~E[EE o DM e || = 1 1 B
+ r |
age x ; - oy -~ 2
9% Table [Pictures| Online Shapes SmartArt Chart Screenshot | | 8 computes WG R e i
eak = Pictures = B Local Disk ) L PG |
Tables Illustra!lqns_ a cop ()
(cw €on (B} “. "
. '1__— ! .n
) conmety 3 m— IJ' ‘ i
. 1 L =
(% thankaran (sshai Pansy_Viola_trico dgsalchjpg Soft_focus_eveet 15185500jpg
kor_Flower_2440p _Floweers K029 3
G Netwodk v rjpg S0Apg v
File name | nhung- cau-noi-hay-ve-cunc-song jpg wi f ¥|
Toals = ||

Hinh 117 Chén hinh 30 tarTicu
4+ Diéu chinh hinh anh
— Sau khi hinh dugc chén vao 3 chinh stra] dinh dang, di chuyén dén nhing vi tri

A
can.
N 5
, . A . , - R oge . 5

— Tab Format cua Plcm du cac chuc ndng d€ dinh dang cho hinh anh
HOME  INSERT  DESGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  DEVELOPER  FoxtPDF  OFFICEREMOTE | FORMAT copc
EE Corrections - J=[, Compress Pictures — :: P — JEP\:&uranvdev' %1 Bring Forward @ IS 7]
R"' & Color+ B2 Change Picture | | |—- il El ] i | Postion Wrag, ) Send Backnard up c# I ——
BM&Q,M'E,,A [EE] vtistic Effects - 40 Reset Picture - E BL picture Layout= | e B SelectionPane  “hRotater | o7 a3 3]
Adjust Picture Styles & Arrange Size 5

\ Hinh 118 Diéu chinh hinh chén
: Biéu chinh do sang tdi, mau, thay d6i hinh anh
A ove Backgroud x6a nhitng ving ban khong can trén hinh anh.

Q@ﬂi’w/

Wik B Wt e Cwirte Duawd 45 Larg

" v Ba Hlaw :'n.uq._. g
. Chon viing
dwgre ik lai
{:h\qmlvhq
=8 Tha
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Hinh 119 Diéu chinh hiéu tng hinh
+ Corrections: Chinh d¢ sang t6i cho hinh anh.
+ Color: Chinh mau cho hinh anh dé phui hop véi nén trang tai liéu.

% —r Fot
T p—— Bromsteaes [

il — I I
SharpendSoften Codhe Satisiathon
" - . -
7 B 157 B7 B e B B 5 B B
J f / § d d L [ _— .
BrightnessContrat Crdbest T

B B 18 B I B

=0
TPEEEL EF
.-I » h ui

& Meve Vanatsng A
BL et Traraparert Color
e:’ i sihonnds cou :}" Pacture L obar Capdiora
~
Hinh 120 Hi¢u ung hin
+ Artistic Effect: Mot sO hiéu (rng nghé t inh anh song dong va dep

hon.

Remove | =5 Quick range| Crop =551 B
Background .Ar{skicEHeds' “?J T | Styles~ = 7 = . *|

" Size =l
7 | -
L S . ’1 - | I 0

-

O ‘f Artistic Effects Options...

1o sln; happy 1370 Tet g6
ol all'the ings that
i |Lt.’ yous: 13‘

Hinh 121 Hiéu ung hinh anh vin ban
+ Compress Picture: Pua hinh anh tr vé kich thudc ban dau.
+ Change Picture: Doi hinh anh khéc.
+ Reset Picture: bo hét tt ca nhitng hiéu Gng vira thiét 1ap > dua hinh anh
tré vé dang ban dau khi chén.

— Picture Style: diéu chinh va tao hiéu ung cho hinh anh.
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Pwing vién khung anh

M i —— E Pi.r}t:re Border -
| |l | | P e Q Picture Effects -
_’,--'/' E:-g, Picturg Layout -
. -~
Chon khung hinh Picture Stylegyaa #ngcho  Chu }'é“ h;h an.hr'
hinh dnh qua dang SmartArt

Hinh 122 Hi¢u tng cua hinh

+ Dinh dang khung va dudng vién cho hinh anh: dé hinh anh tao nhin

hon, ban c6 thé dua anh vao khung hinh.

dep mat: d6 bong, 3-D, phan chiéu guong,...

2 Picture Barder -

e e = = e = T = =
= == Ej = an o E O Picture Effects = P|'1 £# Picture Effects =
o paiti
A, Pickure Layout = 2 |
BEcEE== - R et
md ad
- = = o — | "__-: e song ¢ wvéu 3 P-E s \
s
= P = T
e EE o =
Beiel Perspective —
: == Glow ,
ﬁ —_
By 1
afrl:f;'f”l{;; r.:r.l,:l |'| " ._” e S—Uﬂi_dgts 3
,”ﬁ 1 -'JFF\ % il r -
E Bewvel ¥
o
e
== 3-D Rotation »

+ t: Ngoai ra ban con c6 thé chuyén hinh anh vao cac lugc do
A
ﬂ-MIﬂILMG ''''''' ;.;: | Selptan Pang k= = B
0 e B = i
(8 ¢ aa O
Y & B b
1x —=;| I—'— |;I|. l__,‘._.l ﬂ
A oEE e R
I_ : — BHE o o= e :l e |mplr ﬂ.u. j
| 4o |FEE HEE D, aE\'h.“H“.ﬂ '™
S0 _}‘; T - ] Hake yoqn bl
_—?‘*—fl}'"l i) '-:E- :.‘Ti LJ
= (= -]

Hinh 124 Cac d6i twong hinh vé&

— Arrange: Di chuyén va sap xép hinh anh.
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s .1Bring Forward - |: Align -~

O Send Baclkward - Group

Position Wrap _ ﬁ
- Text~ Dkt delection Pane k Rotate -

Arrange
Hinh 125 Vi tri hinh anh
+ Wrap Text: chon cach dat anh va c6 thé di chuyén hinh anh dén vi tri ban

mong muon.

‘ [ 1 Bring Forward ? Y BringForward = [§
T 0 Send Backward =" I Send Backward ~
Pasition Wrap c : Wrap (

i Text = il Selection Pane Text~ Ol Selection Pane

In Line with Text & [n Line with Text
A Square
= (- ¢
. 7% Tight
With Text Wrapping = Through
3 : I
[ 1 # Topand Bottom
! e ey - = 2 o
| =
[ n Front of Te
| |
= | . s~  Edit Wrap Points
— v  Move with Texdt
Fux Position on Page

| Ll i E

Mare Layout Options..
H More Layout Options...
Set as Default Layout

Hinl, 126 Céhch dat hinh anh

Thrdugh: Chit bao quanh xuyén sudt hinh.
= Top and Bottom: Chi canh theo 18 trén va 1& dudi cta hinh.
» Behind Text: Hinh nim dudi chit tao hinh nén.
» n Front of Text: Hinh ndm trén bé mit chit.
= Edit Wrap Points: Thiét lap gi6i han chit d¢ 1én hinh.
* More Layout Options: M& man hinh Layout.
+ Cac chirc nang khac:
= Position: Thiét lap vi tri cua d6i twong trén trang.
= Rotate: Thiét 1ap goc xoay cho cac ddi tuong.
= Align: Canh 1& cho d4i twong hai cac d6i tugng voi nhau.
= Group (Ungroup): Gop nhom (bo gop nhom) cho cac dbi tuong.
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= Bring Forward: Thiét 1ap vi tri ndm trén hay ndm dudi giira cac doi
tuong.
» Send Backward: Thiét lap dbi tuong nam duéi ddi tuong khéc.
= Selection Pane: Hién thi cac ddi twong dang danh sach giup dé dang

chon lya va thuc thi cac hiéu chinh trén doi tuong.

Luu y: Canh 1é cho céac ddi twong véi nhau hay gop nhom chi thye hién dugce khi
ta chon nhiéu ddi twong cung luc bang cach dé va giir phim Shift két hop Click chudt

chon céc ddi tuong.
— Group Size:

+ Cho phép thiét 1ap chiéu rong hay chiéu cao cua

BRI EEE
—l " s
Ee o -
Size ]
Luu y: M6 rong Size, Wrap Text o iti(@mcho cac chtrc nang tuong tu nhu

trén.

+ Chikc ning cit xém hinh anh:

N

Crop 5521 2
F Crop ;

L_'<";-' Crop to Shape »
Aspect Ratic  »
s Fill

Ial} Fit

= Crop: Cit bo nhitng phan khong can thiét caa hinh anh.
= Crop to Shape: Cit theo hinh duoc goi ¥ tir Auto Shape.
= Aspect Ratio: Cit theo ty 1¢.

= Fill: Cit bo nhitng ving khong duge chon.

= Fit: Cit bo nhiing ving duoc chon.
1.5.2. Chén dbi twong c6 sin, chir nghé thuat, lwoc do
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1.5.3. Chén biéu twong dwec xdy dung sin (Shapes)
Dé chén mot s hinh anh ¢6 sin trong Word, vao Tab Insert = group
[1lustrations = Shapes:
INSERT = DESIGN ~ PAGELAVOUT  REFERENCES  MAILII

Alldl@dBll o, &

sble | Pictures Online Shapes SmartArt Chart Screenshot | Apps for

= Pictures = - Office =
bles Recently Used Shapes =
ENNO0OOA T Lo dm|
CIVANR G I .
Lines | f
N UL GG G
Rectangles .
N L O o ' [ )
Basic Shapes

HBOAMNIASOQOOO®
®@LOJONr L¢80
EICISIIRIGIVE Tel (@ ein]
[(1{¥0 1 4}

Hinh 127 Chén cac dbi h s&n

Chon hinh anh bt ky va v& vaehei baycan, va chinh sira voi Tab Format

cua Shapes:

I oME  NSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIUNGS  REVIEW  VIEW  DEVELOPER  FoxitPDF  OFFICEREMOTE FORMAT copca
OO [L¢7 ca]-] £ Edit Shape - I [<] £2 ShapeFill - I% 1Bring Forward ~ |2 Alignv | x o2
7 - = = ol £[ljos
D EEAOO @+ E Draw TextBox || | Ak ‘ a | I Shape Outline - A e & Send Backward + ] Group - |
= & 0 A= \ ” ositior rap = [0.94"
AHEVX G- 17| @ Shape Effects~ et~ i Selection Pane  “hRotate~ | e 0%
Insert Shapes Shape Styles n WordArt Styles Arrange Size

Mk 128 Chon khu vuc hinh mudn v&

o
ordArt.

1.5.4. Chén chir

anh che

— Chon Tab Insert = Group Text 2 WordArt.
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4 '—E: @Si@;nature Line = | 7T Equation -
: 3 Date & Time €2 Symbol ~
'Wmd.ﬁtt Drop i A

 Cap~ ] Object ~

A A A ﬁh A
A A A A A
AAAAZL
Hinh 129 Chen chit ngh¢ thuat
— Chon kiéu WordArt va nhap néi dung \®
\ our text here

Hinh 130 Chil ng%ﬁﬁ
Chu y: Chon font thich hop dé hiéA#Hi dgoc Tiéng Viét.

4 Hi¢u chinh WordArt

— Chon dbi tuﬂ rmat.

I &3 Shape Fill = A

[ﬂ Abc | . Z‘ [# Shape Outline - A A /F.'h ’Z A -

. . L& Shape Effects ~ T
Sha p'e Styles al WaoardArt Styles e

Hinh 131 Hi¢u chinh chit nghé thuat
oup Shape Styles: Chon ddi twong WordArt thyc hién mé rong

Shape Styles, chon hi¢u rng twong Gng.
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Other Theme Fills
Hinh 132 Cd kiéu hiéu irng
+ Cac chirc ning khac:
+ Shape Fill: Tao mau nén cho rt.

WordArt.

Shape Outline: Tao magff vién ¢

+ Shape Effects: Tao,hiéu tmg cllo WordArt nhu 1a bong, phan chiéu,

A H a-
AAA:

17| &~

Wu_rdArt_ Styles T

Hinh 133 Kiéu WordArt

Text Fill =~ : Mau nén chit WordArt.
+ Text Outline & ™ : Mau duong vién chit WordArt.
+ TextEffect " : Hiéu tmg chit WordArt.

+ More ~ : Mo rong WordArt Styles.

4+ Hiéu tng cho WordArt:
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Ngoai cac hiéu tng nhu bong, phan chiéu, 3D... ngudi dung c6 thé thay

d6i hinh dang ctia WordArt bang chirc ning Transform.

d cide cd
o sa - 0 "
f}& 3-DRotation » | * m i By e
o - -]
g =] ,
deget e\ Pnet

‘n, Imnsform +  Warp

abcde abcde abcde 2bcde

abcde abcde 25 e%2:

Hinh 134 Kiéu hiéu itng chit WordArt
1.5.5. Chén hinh 4nh SmartArt

C6 nhirng thong tin ban can phai dwa vao mot to ch
dung, SmartArt trong Word c6 thé giai quyét van dé d6 gitip bafi®
— Dt con trd tai vi tri mubn chén > T —> group Illustrations =

SmartArt.
-
AE DESIGN  PAGELAYOUT  REFERENCES
o [ag LY n o

Table | Pictures Online ShapesySmartArt |Chart Screenshot
= Pictures - b4

Tables Illustrations

HiW’ng hinh anh SmartArt

- ~
Al et
B List = = [;@ = — -
o Proces B & am —
= _ g
A B Hierarchy = —} =
= = B
Bd Relationship
== 00
&8 Matrix = ==
é Pyramid - - o
Basic Block List
Q Picture Q;I;, @ileil e-g-o- &8 @ Use to show non-sequential or grouped
=ena 1 T blocks of information. Maximizes both
@ Office.com Q, == horizontal and vertical display space for
shapes.
=== EER s
g2E= iii = =
[ ox ][ concat |

Hinh 136 Chén déi tuwong SmartArt

<+ Hi¢u chinh SmartArt
— Dé hiéu chinh SmartArt sau khi chén vao = group Tab SmartArt Tools >
Tab Design
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T Add Shape ~ Promote Maove Up o

Elﬁ.dd Bullet Demote + Move Down ] Lo @Q ——
> - =] ce OO

ED Text Pane & Rightto Left 5z Layout | 5 R A
Create Graphic

corce| Il | B D B BN e N D e
—! | Graphic

Colors = !
5_ma rtart Styles Resef.

Hinh 137 Hiéu chinh doi twong SmartArt

Group Create Graphic: tao mot s6 dd hoa cho SmartArt

di chuyén vi tri trdi- phai — trén — dudi.

— Group Layouts: chon lai dang lugc dd khac.

— Change Color: d6i mau cho cac luoc do.
— SmartArt Style: d6i dang hién thi cho céc d

— Reset: dua luge dd vé dang ban dau.

vao tai liéu.
— Dé chén ih& .nsert —> group Illustrations = Online Pictures:

WIEW DEVEL OPER Femt PDF CFFHE REMOTE

>

INSERT DESIGM PAGE LAYCUT RFFERENCES MUARIRGS REVIEW

= e - ) (= | B bypestink ; By =]
----- i F I LA i

o |l il e B B b pocai L] . -

tuwes | Onbine  thapes Emartit Chart Screershot | Apps for | Orline | Commerd  Hesder Focter  Page Tewt  Chuicl

Pictures | - - 174 Crnss-reference - = PMurmber-  Box- Pedd

e = Widea
Muabratio
‘ 3 I

B

Insert Pictures
:3 y

| ===
]:I Office.com Clip At
Rorpaity-iree photos and slustranoos

Nhip nhém hinh
inh ban muén tim

M= Bing Image Seanch
B ok the b

A CoP con's SkyDrive rowess b
phamdescreffgmad com
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x
« BACK TO SITES Ket qua tim duge Chit 82 i kil
C
C}-f.ftce.com Jt.p fﬂ\rt_ |F|='Wer
1000 search resuits for flower
~

‘l‘_-.:li_- N
S &
Théng tin hinh anh 1 \(

blooms, blossoms, flowers, nature, plants
: 1 h e | fem selected Cancel

6125 x 6470

o
Hinh 138 Chen hinh anh tir thu vién Office On 'ne\'

Sau khi d3 chon duogc hinh anh cin cho tai liéu = ¢ va click Insert dé

chén.

— Dé hiéu chinh hinh anh tir thu vién,ban la g tu nhu chén hinh anh tur
tai nguyén may tinh.

1.5.7. Chén Text Box
Text Box 1a cac 6 cho pifép ngudi ding nhap dir liéu vao Text Box va c6 thé

duoc dat bat cir dau trong tai

Group Text = Text Box.

— Thue hién:

| A |=—| 4 A D{’ Signature Line = | JT Equation =
.T = B2 Date & Time €2 Symbol -

ext |Quick WordArt Drop )
Box~ |Parts> - Cap~ [ object -

Built-in

| -I
Austin Quote

A pull gquote with bold lines on the
top and bottom

I
N Chon dang theo min
| | |
Simple Text Bex Austin Cuote Austin Sidebar
-
Banded Guote Banded Sidebar Facet Quote -

& More Test Boxes from Office.com
<] Draw Text Box Tw thiét ké

Hinh 139 Chen TextBox
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Nguoi dung c6 thé chon Text Box mau ma Word 2013 cung cap hay ty thiét ké
Text Box riéng cho minh bang cach chon Draw Text Box.

Diéu chinh va dua Text vao v6i thanh cong cu Format ciia Text Box.

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE FORMAT
I .~ IO -| 15 it Shope - 28 Siape Fill+ Text [ E ‘Eﬁj J1Bring Forward ~ |2 Align~ 1oz B
O AL L L[+ El oraw Text Box JMx| abc | |+ [# Shape Outline - A [ Align Text » = = I send Backward -~ [ Groy b .
e ==, P et = i Position Wrap . 147 z
€ L L Shape Effects ~ A~ Create Li - Text- Dl SelectionPane k Rotate~ | €2%] =
Insert Shapes Shape Styles n WaordArt Styles Text Arrange Size [F
\ \ \ .
Hinh 140 Chen TextBox tw thanh cong cu
R R r - \ -
1.5.8. Kiém tra 10i chinh tia va van pham.
-
va van pham

Khi ban soan thao tai liéu, Word tu dong kiém tra 13i chin

cho van ban @6, véi nhitng duong mau gach duéi. 4&

FILE HOME INSERT DESIGMN PAGE LAYOUT REFERENCES DEVELOPER Foxit PDF OFFICE Rl

MAILINGS REVIEW VIEW

T Al Mark Al T B Reject - EL
] arkup = Rejec
= V1 |

ABC BN Defi oy iy revia
! Define a% HA%P'-« \_T“ Previau
3 Thesaurus 2k B Show Markup = (a Previous
Spelling 8 . Translate Language New Delete . . Track Accept Compare
Grammar Bz Word Count - - Comment = Show Comments | Changes~ [l Reviewing Pane = - 'ﬁ Next ¥
Proafing Llanguage Comments Tracking F) Changes Compare
I T T O A R SR E R R BT SRR RPN SO

9
“Home sweet home”, Dad says to me as we step out onto the balcony. He tells me that I've

been enrolled into VietDuc. a a renowned high school in Hanoi. T barely hear what he says

next because I am distracted by the expression of joy on his face. It is clear that to my father

he is home. Dad finishes talking and steps inside, still with a blissful smile on his face. I

Hinh 1

Viét hién tai chua dugc upm

T R R e A T,

oy
(|

e i, L PR e it

¥a cubc sdng sau ndy cua ban. DOi khi chiing ta cdn nhitng 1i khuyén him ich. nhimg

Y Hinh 142 Chikc nang hién thi 16i chinh td
Vi vy khi ta soan thao tai liéu thi nhitng duong kiém tra 15i lai gdy phién toai,
nén thudng chiing ta mudn bo né di. Bé loai bé nhitng chtc niang kiém tra 15i nay, ban

vao Tab File = Option = Proofing - When correcting spelling and grammar in Word

- bo chon cac chire nang kiém tra 10i.
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[AET
| & Change kors Word cearects and foemats yaur st

Aarte B Hpthim

!i::ﬂm Winrd comects and formats text an you Bute Oipices...
Wihiem ez timgy aperfBry b i rarissl CFf o prrogeams

i Ignore words in LPPERCASE
o Ignore words thai conta numbers
o Ignore interat and fle sddresar
| Fisg repested veoads

| Enfoicg sccented uppencase i French

| Slaggeit Mam miin iescnasy oy

Lustom Dictonasses..
Frenchmodes | Tradtepf and new sgfings = |
Spanish mgdes Tm‘ﬁt‘ﬂumm ]

When conmecting yaibng snd qesmma n Woarl

i

| Cherk sgelling 21 you type
| Maik gragymer serom a6 o brps
"] Frquenty combured wards
T Chyecke grammas wih speling .
Wb imdifalbaldy itatiits A
Wititing Seyle Gearmrear B Sryte w] | Segtingin w
oK | | cancel I

Hinh 143 Bat/Tat chire nang kiém tra 16 chiff ta °
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Chuong 2. BAI TAP SOAN THAO VAN BAN

BAITAP 1
(Voi dung: trinh bay font — paragraph)

Co tinh yéu nao hon tinh yéu cua Cha va Me

Khi dén mua bao hi€éu Vu l.an, con lai ngo ngan bo6i hoi nghi vé me. “IMe” la
tiéng goi ma tur khi du tho con bap be, va theo ca cudc doi con, con van goi nhung chang

may ai hiéu dugc ¥ nghia thiéng liéng, chiéu sau va bén bo cua tiéng goi do#Rhai chiang

trong trai tim cua moi ching ta, me gan gilii va quen thudc.... va m[
sang, la bo vai, 1a giong né1 am ap, la com an, 40 mac, me cling 1a
cho doi con vé sau moi kho khan, vap nga hay 1a khi con thanh dat, v

Suot ca cugc doi, tam than gay cua me chi biét song, iih cho hanh phuc cua

Twghict ngd. Trong giong to me
% g moi budc chdn con, dé

nhu roi xuong ho sau tuyét vong

con, vi con ma me chiu bao vat va gian nan va cay d

bao boc doi con, me la anh sang soi dwong, me vo

con khéng bi lac giita dém dai tam toi. Nhiéu

trudc nhitng cam bdy nghiét nga cua coc doi. Me luon la nguoi co mat bén con dat

diu, an ui, dong vién, chap cho con doi canh cugniém tin va hy vong dé con co nghi luc

vieon lén doi mat va tranh dau cho sw song vinh hang.

“Long me bao la nhw bié

Dong thoi gian ¢t trdi, con cua cha me ngay cang 16n khon va
chung con ciing dan dan phai xa cha me. Tudi thanh xuén tuoi tin hon
nhién cua chung con dugce dap d6i bang nhitng nép nhin trén go ma
gia nua kiét stic, tiéu tuy cia cha me. Sy khon 1én cua chung con 13 ndi
cay dang, gian nan vat va cta cha me, vi sg con minh thua chiing kém

ban ma cha me phai lao tim kho tri, budn tao ban tan khong ngai gian
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lao, khong né kho nhoc, thirc khuya day som, mot néng hai suong ....
VAt va nguoc xudi, me cha vat 1on vdi doi cho con manh do, miéng
com, cai chit... Dang cong cua cha day cho con su nhan nai, kién tri
biét vuon Ién trong cudc sdng, doi vai me hao giy, kho cing dé con

dugc com no, mac am, dugc giac say nong.

“Vai me gy nhap nhé lam gbi

Lung dua ndi va tim hat thanh 101

“Thwong con cha cyc trim chiéu
Pau dém suong trang chiu nhiéu gian tru ®
Thirc khuya ddy sém tao tin
Con thanh trai trdng cho cong

Tinh yéu thuong cia cha bao gio cling kin ddo, cun
lanfTung, nghiém khic trong 4nh

ludn ludn phai se lai, Cha tré nén mat

mat nhin con, 161 ndi cta cha ct moi khi'cha gido duc cho con. Cha muon

con lang nghe dé hiéu, baéi:
“Cé khong an mudi ca uvon

Coneai tram duong con hu”
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BAI TAP 2

(Néi dung: Bullets and Numbering, Border and Shading)
1. Dung Bullets and Numbering, Border and Shading dé dinh dang doan vin ban sau:

Cho va Nhin

4 Hiy lam moi thtr hét minh dé sau nay nhin lai, ta khong phai hdi han vi da chua
lam hét strc. TAt ca déu duogc bat dau tir con s khong. Trudce khi biét mot didu
gi do, tit ca chiing ta déu chua biét vé no.

+* Trong m6t con nguc‘ri lu6n C(') nh&ng mét déi lép ta lém nhiéu thir

cling la mot cach dé gitip do cho xa hoi.
+ Khi thuong yéu nguoi khac, ban s& trao thém sirc manh

mach.
4 So hai 1a dau hleu ctia viéc chua du kién th
Kinh nghi¢m song ¢ dugc tir nhitng 13
13n xa that nhiéu, roi ta s& c6 kinh aghié

2. Dung chirc ning Bullets and Numbering d¢ trihh bay doan vin ban sau:
I) BO DINH DANG (style)

1) Khai niém
2) Thao tac tre

II) TAP TIN LATE)
1) Khai niém °

a) Outline
b) Shadow

&~ No Shadow

c) Glow
d) Reflection
IV) PINH DANG POAN VAN
1) Bullet and Numbering

2 ) Border and Shading
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BAI TAP 3

(Noi dung: Tab két hop véi Bullet and Numbering, WordArt )

TRUNG TAM TIN HQC SAO VIET CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

GIAY GIOI THIEU

. YO .
Trung tdm Tin hoc Sao Viét gidi thi¢u:

>

e Ay e A o S i e e P e b b e e AR B L s e P b s :
H khiu thirdmest:tai 00 TR et s st e P A e A
Pén thuc D FaTs T R o Bl B e e B D e o e pa s
Thoi gian t ngAY: ....oeovveveiiieeene O DA e SR DA 0 O el 2t
Kinh dé nghi qliy co quan gitp d&

Bién Hoa, ngay .... thang .....nam 2021

Giam doc

\
e— - AN AN RO DR
O

e Y e e bian
---------------------- CNTT - CDTH3A ------------- 8.7
ng Nguyén ------------ Co Khi - CbCK3B ------------- 8.5
ham Wgoc Nhung -------------- MayTT ------------mm--- TCMT32D------mmmm-- 8.3
4. ng Trung Bao---------------- Co Khi - CBbCKO6A ------------ 8.25
5. Tran My TAM--------nn-mmmmmemeev CNTT - TCTH32C ------------- 8.0
6. Hoang Minh -------------meeeeev Cong Ngh¢ ------------- CDOT11 --==-===--=—-- 8.0
7. Tran Minh NgOC --------=------- TCNH------==--=====- CDTN11 A ----ommemee- 7.8
8. Tran Nguyén Phuc --------------- CNTT 13DTHO1 ------nmmm- 9.0
9. Hoang Kim Ngan ---------------- K& To4n --------=---- 13DHKTO1 -----mnnmmm- 8.0
10.1¢& Nga - ----- Ngoai Ngit-------------- I13DTAOI ------------- 8.5
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BAI TAP 4
( Noi dung: WordArt, ClipArt )

Cdu 1:Nhdp va dinh dang bai tho sau:

Tir ngay nao ching biét
Thuyén nghe 1oi bién khoi
Cdnh hdi du, séng biéc
DPua thuyén di muén noi
Nhing dém trang hién/tir
Bién nhu c6 gai nhd

Tham thi giri tam tu

Quanh Mansthuycnséneg vo. ..

CAu 2: Thiét ké phiéu theo miu:

‘-llllllllllIllllllllllIll‘llllllllll S S SN SN SS NN ENSEESEEESEEEEEEENp,
*

*
*
*

: Thé gi6i @ PHIEU PANG KY SU DUNG CSDL .
: (GIAM GIA 5%) ;
b)) GV eI v S st eah i i SR ra PRt o5 ST W eana it S T e S i eana itp i or s .
s Al £ E e g Sl S E e e g Sl I LR AR il .
o= gk hoais W Rt S S R e PR EE DI e ST e e e D e :
S Ny BB B sl i L EE S i T R e i o :
= Luét Viét Nam: 250.000 ddng ~ Sé luong ...CD =
s Ludt thuong mai Viét Nam & Quéc Té:  300.000 dong S6 luong ...CD =

* *
..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“
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BAI TAP 5

( Noi dung: WordArt, Shape, Text Box )

\ 4§ Laﬂ

Vu lan v€ con cai 1én nguc

Bong hong vang bao hiéu me cha g

Du bao nam du co h

Cong sinh dudng va

Tong Pdi SC & LPPién Thoai CQNG HOA XA HOQI CHU NGHIA VIET NAM
b1 Dién Thoai Q. Binh Thanh Poc 1ap — Tw do — Hanh phic
@000 0006
PHIEU BAO TRi BAO DUGNG PUONG DAY THUE BAO ,TRUNG KE
LS RIS BTk e e N R T o e L At by B T o e MU el by O
Di1a GiETE as bl iy, RN e T RN RN e Y
o dicn thoar K At tednm S S el e T e e )
Hién trang thiét bi dau cubi thué bao:
OODién thoai OMay tinh
OFax OModem
AL DT KA . SRl ., o g ' A A e it e . LI oL el
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BAI TAP 6
( Ngi dung: WordArt, Shape, Clip Art , Watermark)

21/8 Lé Truc, Phuong 7, Q. Binh Thanh, Tp.HCM.

AN CAY PE DI%E\SI Ry

O

BENH UNG

°
Cac nha khoa hoe ¢&ruong Dai hoc Nottingham, Anh, wira phat hién ra mot chat

trong 6t c6 kha ning tiéu diét té bao ung thu. Do 13 ¢hatycapsaicin, thudc nhom

vanilloids, c6 kha nang diét chét té bao“ung thu bang cach tryc tiép

tan cong vao ty lap thé Auh (mitochondria), ngudn san sinh
nang luong dé nudi té bao.
Capsaicin, chit cé vi cay, S va cdc chit khdc thujc

o8C

nhom vanilloids von an toan voi swc khoe con

nguoi. Vi thé, cdc nha khoa hoc khwyén bénh nhdn ung thu nén theo ché dj an

uéng c6 thém chat cay dé viée tri bénh tot hon.

IC :

T S SR

hong gian 3D:
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BAI TAP 7

( Néi dung: Soan thio mét s6 CV co bin )

1. Mau So véu v lich

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phuc

3x4

SO YEU LY LICH
PHAN I: LICH SU BAN THAN

LLHO VA eI e, 2. Namy;
3. Ngay thang nam sinh: .........cccccevieiiiiniineeeeee, No
4. Thuong tra $6 A ..o,

Phuong, Xa:......cooeveviiieie e Quan,
5. DANtOC: covvveiiiiiiiiii,
6. Trinh d0 vaAn hoa: ..........oooeiiiiiii e

Ngoai NET: .o,

7. Ngay tham gia t6 chirc (nén

8. Ngay vao Poan thanlf n1cyed ai
9. Ngay vao bang : e AL e

10. Qua trinh bafl tham¥gom tat tr lac 12 tudi dén nay, lam gi? & dau?)
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ChO G MiEN NAY ... 7

cac¢’con: tuoi, lam gi? & dau?

® 093 11 44 858 | 0 blogdaytinhoc.com Trang 83



Trung Tam Tin Hoc Sao Viét 21/8 Lé Tryc, Phuong 7, Q. Binh Thanh, Tp.HCM.

Nguwoi lam don

(ky tén)

Hotén................... 4.

NHAN XET VA CHUNG NHAN CUA CHINH QUYE

UBND Phuwong, Xa
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2. Mau don xin viéc co ban

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phuc

PON XIN VIEC

viéc lam.

Néu duge Nhafuuée ch

thuc hié itiirong chinh sach ché d6 noi quy, ky luat cua co quan xi nghiép.
Kink/mon an xi nghiép chp nhan.
...................... , ngay....thang.... ndm.........
Kinh don ky tén
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3. Mau Resume

L5 Lo TR 1<) 4 OO
Ngay thang nAm SINN: .....cooieiiiiiiie et
DA CHI e
DIEN thOQLi...eoe i
| 23072 1 PR
4+ MUC TIEU NGHE NGHIEP
— Tré thanh nhan vién hanh chanh vin phong xuét sic

— Duogc lam viéc trong moi truong chuyén nghi¢p, nhi€u co hoi

— Tich liy thém nhiéu kinh nghiém xu 1y cong viéc hiéu qua,mh
+ KY NANG CHUYEN MON
— Nhiéu kinh nghiém xi 1y cac cong viéc vin phong a hi¢l qua

— Thanh thao vi tinh vin phong, luu loat cac k¥ nang nghe - noi - doc - viét ngoai
ngttr Anh — Nga

— €6 kha ning giao tiép tot
4+ QUA TRINH HQC TAP
> Cir Nhian
Tir 1998 - 2002 :

Thot gian: ...........
Thoi gian: ...........

hao nhiéu vin ban, hop ddng bang tiéng Anh va Viét
uan 1y vat dung vian phong va céc theo ddi cac dich vu thiét yéu khac
— Nhan Vién Hanh Chanh Van Phong 12/2002 - 02/2003 ....... <Pia Diém >
» HO trg chuong trinh hau mai khach hang
> Sap xép, 1én lich hop, bd tri phong hop
» Soan thao van ban va xur 1y cac cong viéc hanh chanh khac

4+ CAC HOAT PONG KHAC

— Hién dang theo hoc nghiép vu Thu Ky Giam Déc tai - <Dia Diém>dé nang cao
hi€u qua xur ly cong vigc
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— Tham gia hoat dong tinh nguyén - Chién ST Mua Hé Xanh xuit sic nim 2001
4 NGUOI THAM KHAO
1. MS. cceeeienncnnnccsssnnnecsssnnnscssssasessonnes
Phone: < xxxxxxxxxx> Email: ......ccccocoevniiiiniinnnnnn.

2. Mr.

Phone: < xxxxxxxxxx> Email: ....cccooevvviviiieeiiiiiieeeenenn.
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BAI TAP 8
Chiéu

Ho6m nay, troi nhe 1én cao,
To61 budn khong hiu vi sao to61 budn...

L4 hong roi ling ngd thuon,
Suong trinh roi kin tr ngudn yéu thuong.

Phét pho hon ctia bong huong, ‘
Trong hoi phi€u bat con vuong mau hong.

Nghe chirng gio nho soug,
E bén lau lach thuyén k vang bo.

Khong gian nhu ¢6 day to,
Buoc di s€ dut, dong ho s€ ti€u.

Em ém chiéu ngan(n
Long khong sag ca, hiu hiu kh€ buon...
Xudn Diéu

®Bai tay em
Gia tai em chi c6 ban tay,
< SFRrtrao tang cho anh tir ngay Ay.

Nhing niam thang ciing nhau anh chi thay,
Qua khtr dai 1a mai toc em den.

Vui, budn trong ti€éng ndi, nu cudi em,
Qua guong mat anh hiéu di€u lo lang.

Hé Xudn Hwong
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BAI TAP 9
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc
----- 000 -----
PHIEU PANG KY DU HQC

Kinh giti: TRUNG TAM TIN HQC SAO VIET

Sinh NAY: .oovvieviieieeeeeeee Nguyén quan: .........cceeeeeeenne,
Chlrc vu va don Vi CONG tAC: ..ccuveeviieeiieiieieeeeieeiee e Do

SO A18N thOAL (ZA10): ... e

Sau khi nghién ctru cac hinh thirc va ndi dung dao tat ng tdm. Can cu vao diéu

2)  ThOT ZIAN: it B ettt e
3) L&phoc khai gldng ngay: .. £ ...c.ooooieee e e

T6i xin chap hanh moi quy

“Ho Chi Minh, ngay ...... thang ... ... nam 20... ... ...

Nguoi dang ky
(Ky va ghi ré ho tén)
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BAI TAP 10

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap - Tw do - Hanh phuc
----- 000 -----

NOT CONG TAC: .. eutieeieeeieeeeieeeeee ettt

Hotén Me:....cccuvvvveeeiiennn. Sinh nam

NOT CONG TAC weeveienieiieeie et

Ho tén vo hoac chf‘mg: .......... Sinh nam

NOT CONG TAC: .. nveenieeeeeeeieeeenee et ettt ettt s et e et enaeesneeens

........ , ngay ...... thang ...... nam 2021

Nguoi lam don
(Ky va ghi r6 ho tén)

XAC NHAN CUA CHINH QUYEN PIA PHUONG
(Hoac co quan chi quan)

........ , Ngay ...... thang ...... nam 20...... ...
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BAI TAP 11

CONG HOA XA HOI CHU NGHIiA VIET NAM

Poc 1ap - Tu do - Hanh phic
---000---

BIEN BAN
V/v: Poi Chiél’l cong no va thanh ly hop dong
So: 99/HD-MB-PTTS

Hom nay ngay 13 thang 06 nam 2021, dai di¢n hai bén la:

BEN A: CONG TY PINACO r,
Dia chi: 333 Lé Vin S¥, Quan 3, TP. H6 Chi Minh
Dién thoai: (028) 8888 899 °

BEN B: CONG TY TNHH LOLO
Dia chi: 132 Luong Thé Vinh, P. Thanh Xuén Bic, anh Xuan, TP. Ha Noi
Dién thoai: (024) 8555 321

Hai bén tién hanh ddi chiéu chimg tir va thanh
26 thang 11 nam 2019 gdm céc dieu khoamsau:

OfE S6 99/HD-MB-PTTS ngay

Di¢u 1: Dwra vao Piéu 1 ciia hop dong, giao cho Bén B gom:

Stt Tén hang S6 lwong Thanh tién
1. Duong Bién Hoa....... W TAR. 200.50.....coiiniienes 100,000.00
2. BOt ngot Ajinomotc o TAN e, 2520 i, 80,000.00
3. Bot ngot A-One * Tan.....cccoe.e.e. 120.50 ..o 221,000.00
4. Gao.coooeree e W K 65250 543,000.00

1ﬁNG CONG: et 944.000.00
150,000.00 USD
180,000.00 USD

PIEU 3: Can ddi cong no giira hai Bén

1. Tinh dén ngay 12/11/2019, Bén A con no lai Bén B sé tién 5,000.00 USD. Bén
A s€ hoan lai cho Bén B ngay sau khi van ban dugc hai bén ky.

2. Sau khi bén A thanh toan xong, hop dong dugc thanh 1y.

DAI DIEN BEN A DAI DIEN BEN B
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BAI TAP 12
Tap chi giqo tan tay b;m, s€ tiet kiém duoc 9600 déng va cudc phi buu dién. Ban
chi viéc dién vao phiéu dang ky sau day:

Ho va tén (Name):
Tén cong ty (Company):
Dia chi (Address):

S6 dién thoai (Phone number):

@ ) Gia g cho

TIN HOC V61 D3I SONG 125 by gom ca

PC World duoc ap*dung trong ca
®0c Viét nam. Ban

TAP CHi VE CONG NGHE thuoc cac tinh
THONG TIN VIET NAM, goai Ha Noi va thanh
DUGC SY HO TR CUA E ’ phd H6 Chi minh c¢6
IDG. nhu cau gui bao dam

L qua buu dién dong
TIN HOC V61 D3I SONG thém 2,000 déng cho

\9 ) mot so.

CAC DU AN PAU TU TRONG NAM 2019

CUA NGANH CONG NGHIEP XE HOI

LIEN DOANH VON PAU TU (VND) PIA PIEM
Daihatsu VN-Indo...........cooeevvvviiiiinnnnnn. 31,000,000.00.......cccccvvveeeeeiinnnee. TP. Ha Noi
VN-SUZUKT ..o 20,352,000.00......... TP. Bién Hoa - Pdong Nai
FOrdVN ....oovieeeeeeeeeeeeee e, 112,700,000.00...........ccooververrerreenn Hai Duong
Chrystler .......coovvieeieeiieieeeeeeee 183,346,254.00......... TP. Bién Hoa - Pong Nai
Toyota AULO..cc.eeveeeeieieeieeeee e 79,600,000.00.......ccccuvvvveieeiiinnene. Vinh Phu
ISUZU VN oo 70,000,000.00.................... TP. H6 Chi Minh

@ 093 11 44 858 | Y& blogdaytinhoc.com Trang 92



Trung Tam Tin Hoc Sao Viét 21/8 Lé Truc, Phuong 7, Q. Binh Thanh, Tp.HCM.

BAI TAP 13
MICROSOFT CHINH THUC PHAT HANH OFFICE 2019

Microsoft vwra chinh thuc | ,----------------------=----------"---"----+- N
phat hanh phién ban Office | MICROSOFT OFFICE 2019 CO GI MOI?
2019 cho may tinh Windows
v6i nhiéu cai tién dang gia,
dic biét phai ké dén tinh
niing diéu khién bang giong
néi (Word), xuit video 4K
(PowerPoint). Ngay bay gio
hiy cung tim hiéu cac tii vé
ciing nhw cai dat Microsoft
Office 2019 nhé!

1

1

1

! 4 4 DY b e A ;e ‘A
! Office 2019 mang dén rat nhiéu cai tién so voi phién
' ban trudc do, chi tiét nhu sau:

1 N

! e Thém tinh ndng v€ tu do bang but chi.
i ® Thém mot so dang biéu d6 mai trong
1

1

1

1

1

1

1

1

I

1

\

e Nang cip tinh ning dam may.
e Thém tinh nang dua mo hi

PowerPoint.
e HO tro giao dién ban dé e, tinh ndng

o,
<
)
™
>
o
a
o,

— e ———————— - — e ———————

. GIASU | YA

i TINHOQC i TINHQC

| " VAN PHONG |
TIN HOC

SAOVIET

< DICHVU |

1 PANH !

. VAN BAN |
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BAI TAP 14

a) Tao bang biéu:

A 5 5 o Gioi | Nam . . A
Stt | Ong/ Ba Ho va tén tinh sinh Dia chi Thanh pho
1 Ong Lé Hiru Thin Nam 1965 | 77 Tran Hung Pao, Quan1 | TP. HCM
2 Ong Pham Pinh Nam | 1966 |17 Ly Thuong Kiét, Quan 5 | Viing Tau
\ Tran Kim ~ AN A A
3 Ba . N 1975 | 89 Lé Quy Do6n, Quan 1 TP. HCM
Binh
P
4 Ong |LéVanDinh | Nam | 1970 | 66 Ly Thai T6, Quéan 3 4 Hoa
£ B
A
5 Ba Ly Thi Mau Nir 1968 | 111 Lo buc Ving Tau
6 Ong Chéau Ky Nam | 1969 | 14 Lé Pai Hanh, Qlé:l HCM
7 Ong | ViiXudnDau | Nam | 1973 |34 Nguyén uah 1 TP. HCM
b) Danh sach hoc vién cia TRUNG TAM TIN‘ﬁNAO VIET:
Thong tin lién lac Ngay
Stt | Ho va tén Sé dién nhap Ghi chu
°, Pia chi h
thoai : oc
L4
P 3
)
®
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¢) Mt s6 tat phim dung trong Table:

Cac P Cac P
ohan Chirc nang ohan Chirc nang
Tab | Dén o ké tiép Shift- | Dén 6 trudc do
Alt - A A aX i LA A A A 3 A
Dén 6 dau tién phia trén Alt - End | Bén 6 cudi cung trén
Home
A A AA. 1A A A Alt - A a o Ee o A A
Alt-PgUp | Bén 6 dau tién trén cot PgDn Dén 6 cuoi cung trén c)t
€ | Luivemotky tu » | Ticn toi moky
* Lén hang trén 4 Xubng hang
Alt - F5 | Chon toan bo bang Ctrl - Tab | Chén ?3( o
Enter | Chén mdt Paragraph F9 Tinh I3 g thirc
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BAI TAP 15

MAusb 01-VT

PON Vii o (Ban hanh theo Thong tu s 5 133/2016/TT-BTC
BO phan: ...coooiiiiiiiiii e ngay 26/8/2016 ctia B Tai chinh)
PHIEU NHAP KHO
Ngay ...... thang ...... nam .............. NO ittt e
S0 et COl et

HO va ten NEUOT G107 ...eiiiieiiieiieie et

Theo s6 hop dong ... ngay ...... thang ...... nam......... [IT: DA S N

Nhép tai kKho: ...occoeeeviiiiiiieeieee, dia diém ..o & ................................
Stt| Tén hang héa 1\;{:‘ VT |— cm:l: :::‘-’;‘fm sngy [Pon gid T:‘l::h
(4) (B) © o] Y o | @

%

TJ?

TONG CONG:
Téng s6 tién (viét Dvveutl, T OO OO UU OO UU USSR
S6 ching tir gde kém L ettt ettt st e et et e et e e ee e be et e e et e be e beeeateeae e seeannan
ngay ...... thang ... ... nam 2021
iéu Nguwoi giao hang Thu kho K¢ toan truéomg
(Ky, ho tén) (Ky, ho tén) (Hodc bé phdn ¢6 nhu cau nhdp)

(Ky, ho tén)
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