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MS WORD 2007
1. M¢ dau

1.1 Lam quen véi giao dién mai

Trong Word 2007, ban s& khong con thay cac menu 1énh nhu phién ban trudc ma thay vao d6 la
hé théng “ribbon” véi 3 thanh phan chinh: thé (Tab), nhém (Group) va cac nit 1énh (Command
button). Cac nat 1énh c6 lién quan dén nhau duge gom vao mot nhom, vi du nhu cac nit chon
font, ¢ chir, in ddm, nghiéng, gach chan... dugc gom vao nhom Font. Nhiéu nhém c¢é chung mot
tac vu lai dugc gom vao trong mot thé.

Ban hiy dé y, ¢ goc trén bén tay trai c6 mot ndt hinh tron , nd cé tén la Microsoft Office Button.
Nhén nit nay s& xuat hién mot bang 1énh twong ty nhu menu File cta phién ban Word trude, bao
gém cac 1énh: New, Open, Save, Print...

Quick Access Toolbar la thanh cong cu nam canh niit Microsoft Office Button, gitip truy cép
nhanh dén nhimng nat 1énh thudng dung. Ban c6 thé nhan chudt vao nit mili tén & cudi thanh va
b6 sung thém nhiing nut 1énh ban hay dung khac vao thanh cong cu nay bang cach danh dau
chon vao no.
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Ngoai phuong phap nhan chudt, ban c6 thé st dung phim tit dé truy cap dén cac thé, nut 1énh
mdt cach nhanh chéng. R4t don gian, hiy gitr phim Alt trong 2 giy, 1ap tic xuat hién cac chi

cai trén cac thé, ban nhan tiép chit ci trén thé nao minh mudn mé, thé d6 s& duoc kich hoat. Bay
gi0 trén cac nat 1énh lai xuat hién mot loat chir cai dé ban kich hoat né véi cach tuong tu.

1.3 Tao mdt tai liéu moi

Tuong tu nhu Word 2003, phim tit dé tao mot tai liéu méi trong Word 2007 1a Ctrl+N. Cach
khéc: Nhan chudt vao Microsoft Office Button , chon New, nhan dap chudt vdé muc Blank
document.

Tao mot tai liéu mai tir mau ¢ sdn: Nhan Microsoft Office Button , chon New. Nhin Installed
Templates, sau d6 chon mot mau da cai vao may hay chon mot mau tir Microsoft Office Online
(yéu cau co6 két ndi Internet dé tai v&). Nhan nit Create dé tao mot tai liéu méi tir mau da chon.
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1.4 M& tai liéu c6 san trén may
Twong tw nhu Word 2003, phim tit mé tai liéu c6 sin 1a Ctrl+O. Ban ciing ¢ thé vao Microsoft
Office Button , chon Open.

1 Recent Documents
New
1 Test website.doc =1
~ i : =
5 Open 2 QuanTriMang_Ads.doc i
3 You cannot install some updates or programs_... 1=
5 4 You cannot install some updates or programs..., =
H Save ;
5 How to Configure Windows XP SP2 Network P... =

1.5 Luu tai liéu
Phim tat dé luu tai lidu 1a Ctrl+S (gibng Word 2003). Cach khac: Nhan Microsoft Office Button ,
chon Save.

Neéu file tai liéu nay trudc do chua dugce luu 1an nao, ban s€ dugc yéu cau dat tén file va chon noi

[uu.

Dé luu tai lidu véi tén khac (hay dinh dang khéc), ban nhéan Microsoft Office Button , chon Save
As (phim tit F12, twong tu nhu Word 2003).

1.5.1 Mac dinh luu tai liéu dang Word 2003 tré vé trude

Maic dinh, tai liéu cia Word 2007 duogc luu v6i dinh dang 1a *.DOCX, khac vdi *.DOC ma ban
da quen thudc. Vi dinh dang ndy, ban s& khong thé nao mé duge trén Word 2003 tré vé trude
néu khéng cai thém bd chuyén doi. Bé twong thich khi mé trén Word 2003 ma khong cai thém
chuong trinh, Word 2007 cho phép ban luu lai véi dinh dang Word 2003 (trong danh sach Save
as type cua hop thoai Save As, ban chon Word 97-2003 Document).

Muén Word 2007 mic dinh luu véi dinh dang ciia Word 2003, ban nhéan Microsoft Office Button
, chon Word Options dé mo hop thoai Word Options. Trong khung bén trai, chon Save. Tai muc
Save files in this format, ban chon Word 97-2003 Document (*.doc). Nhin OK.
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Word Options i 21 x|
Popular 5
¥ H Customize how documents are saved.
Display
Proofing Save documents
[ ]
Save g Save files in this format: Word 97-2003 Document [*.doc) .Ll
Advanced [V Save AutoRecover inford Word Document (*.docy)
X ) Word Macro-Enabled Document [*.docm)
Customize utoRecover file location: Word 97-2003 Document (*.do¢) _§_r_owse... I
Add-Ins Default file location: Word Template {(*.dotx) Browse... I
Word Macro-Enabled Template (*.dotm)
Trust Center Offline editing options for dq \Word 97-2003 Template (*.dot)
Single File Web Page (*.mht, *.mhtml)
Resources Save checked-out files to: Web Page [*.htm, *.html)
@ The server drafts 10¢d web Page, Filtered (*.htm, *.htmi)
" The web server Rich Text Format (*.rtf)
Server drafts location: Ic_i Plain Text *.bd} Browse...
Word XML Document (*.xml}
2 PSS A Word 2003 XML Document (*xmi} —3
reserve fidelity when sharil v /orks 6.0 - 9.0 (*.wps)
™ Embed fonts in the file | “VOrks 60 -9.0 (".wps)
BB Embed ony the char Works 7.0 (*.wps)
IT/' Do not embed
| oK I Cancel |
4

Trong Word 2003 cling c6 tinh ndng mdc dinh luu theo mét dinh dang nao dé (di nhién khong co
dinh dang ctia Word 2007). Dé truy cép tinh ning twong tmg trén Word 2003, ban vao menu
Tools > Options > thé Save > chon dinh dang trong muc Save Word files as > OK.

1.5.2 Giam thiéu kha niang mat dir liéu khi chuong trinh bi dong bat ngo

bé dé phong truong hop treo may, cip dién lam mét dit liéu, ban nén bat tinh nang sao luu tu
dong theo chu ky. Ciing trong hop thoai Word Options, chon muc Save & bén trai, danh dau
check vao Save AutoRecover information every, sau d6 nhap sb phut ty dong luu vao 6 bén
canh. Nhan OK.

1.5.3 Luu tai liéu véi dinh dang PDF/XPS

Mot tinh nang mai c6 trong Word 2007 la kha nang luu tai liéu voi dang file * . PDF va *. XPS.
Co I ban da kha quen thudc véi dinh dang PDF. Con XPS? Tuong tu PDF, XPS (XML Paper
Specification) 1a loai file dién tir c6 bd cuc ¢b dinh, dam bao khi file dugc xem trén mang hay
dem in n6 van giit lai chinh xé4c cac phan dinh dang ban can, dit liéu trong file khong dé thay doi.

Dé luu hodc xuit sang dinh dang PDF/XPS, trudc hét ban can cai dat thém phﬁn hd tro Microsoft
Save as PDF or XPS cho hé théng Office 2007: truy cép vao
http://r.office.microsoft.com/r/rlidMSAddinPDFXPS hay http://tinyurl.com/y32j78 va lam theo
huéng dan trong d6 dé cai dat.
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Cai xong ban c6 thé luu tai li¢u lai v6i dang PDF/XPS béng cach nhin Microsoft Office Button ,
chon Save As, chon PDF or XPS.

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

XPS Documenk {* .xps)
Single File Web Page (*.mht; *.mhtml)

A8 s ‘Web Page (*.htm; *.html) s’
Save a5 Lype! |word 97-2003 Document (*.doc) v

1. 6 Phong 16n / thu nho tai liu

Co6 1€ ban da kha quen thudc véi hop Zoom trén thanh cong cu Standard cua Word 2003, n6 gitip
phong to hay thu nhé tai liéu véi nhiéu tiy chon. Con trén Word 2007, cong cu nay nam & dau?
Ban hiy dua mat xudng goc dudi bén phai cira sd, trén thanh trang thai s& thay thanh trugt Zoom
. Ban chi viéc kéo thanh truot qua phai dé phong 16n hay qua trai dé thu nho tai lidu.

1.6.1 Xac 1ap ché do phong 16n / thu nho dic biét

Trong thé View, nhdm Zoom, nhan 100% dé dua tai liéu vé dung kich c¢& cta né. Ciing trong
nhém Zoom, niit One Page cho phép ban hién thi vira ding 1 trang trén man hinh, ntit Two Pages
hién thi ding 2 trang, con Page Width la ché 46 Zoom ma chiéu rong trang vura voi chiéu rong
man hinh. Nhin niit Zoom s& cho nhiéu tity chon hon nita.

1.6.2 Xem tai liéu & ché do Full Screen Reading

O Word 2003, ban c6 thé xem tai liéu gidng nhu xem sach (2 trang dbi dién nhau, va chiéu rong
man hinh dugc tan dung tdi da dé c6 thé doc va ghi chu vao tai liéu mot cach dé dang). Cach
thuc hién: vao menu View — Reading Layout.

Dbi vai Word 2007, cong cu nay nam & thé View, nhém Document Views, muc Full Screen
Reading. Khi & ché d6 Full Screen Reading, nhdn phim miii tén & goc dudi cua trang dé di
chuyén qua lai giita cac trang. Nhan ESC dé tro vé ché do Print Layout. Ciing trong nhoém
Document Views ban c6 thé chon nhiéu ché do hién thi khac nhu Web Layout, Outline, Draft.
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1.6.3 Thanh thudéc ke (Ruler)
Thuée ké doc va ngang rat tién loi cho ban canh chinh, thé nhung trong phién ban Word 2007

nay hinh nhu Microsoft d4 loai bo nd r6i? Khong phai vay, cling nhu Word 2003 cho phép ban
tiy ¥ bat tit thanh Ruler (menu View — Ruler), trong phién ban 2007, chirc ning nay da dugc
dua vao thé View, nhém Show/Hide. Ban chi viéc danh déu check vao muc Ruler dé cho n6 hién

Ién lai.

Mot cach khac dé cho thudce ké hién ra 1a nhan chudt vao nit View Ruler & phia trén thanh cudn

doc.
References Mailir

Ruler
(] Gridlines (] Th

444444

View Ruler

Néu thyc hién cach nay ma ban chi thiy c6 mdi thudc ké ngang xuat hién, khong thay thudc ké
doc dau ca, hiy lam thém budc sau dé bat thude ké doc 1én: Nhan Microsoft Office Button , nhan
tiép Word Options. Trong hdp thoai xuét hién, & khung bén trai chon Advanced. Kéo thanh truot

& khung bén phai xudng dudi nhém Display, danh dau chon hop kiém Show vertical ruler in
Print Layout view. Nhan OK

Luew ¥ Ban phai xem tai liéu & ché do Print Layout thi méi hién du dugc cac thanh thudce ke.
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1.6.4 Duyét tai liéu & ché do hinh thu nho (Thumbnails)
Ché d6 nay rat hitu ich néu trong tai li¢u cia ban c6 qua nhiéu trang vi n6 cho ban mdt cai nhin
téng thé vé cac trang, va ban c6 thé nhay nhanh dén mét trang bat ky.

Trong thé View, nhém Show/Hide, ban danh dau check vao hop kiém Thumbnails. Lap tlrc bén
trai ctra s0 xuat hién mot khung chira hinh thu nho ciia cac trang trong tai lidu, kém theo s6 trang
& bén dudi. Ban nhin chudt vao mét trang dé nhay dén trang do.
| 4 3 Documentl - Microsoft Word
Home Insert Page Layout References Mailings Review Developer Add-Ins

S S Web Layout = : || o4 ew window | 1. — ,
';” .-_.CJ —lo;'m:w = q _’;‘}‘: 124 || = Arrange Al ¥ ‘ ? |

| Print |Full Screen = |{Show/Mide, Zoom 100% Macros

layout | Reading . Draft 2 || = rRemove Spiit

RViews L_ O JL Wing a JL, ot

Thét vay, bd Office 2007 1A mdt sy “I16t xac™ cd vé hinh thirc in ndi dung ma g
théi gian tim hiéu vé nd. Tuy nhién khi 43 1am chil duoc bd phan mém nay rdi
phéng cda minh tré nén nhe nhang hon trudc nhiéu vi bd cuc chuong trinh &
tro tir ddng san sang gitp d& ban, nhing tinh ndng méi dap (ng tét hon nhu

Lam quen v&i giao dién méi

Trong Word 2007, ban s& khdng con thdy cac menu iénh nhu phién ban trudd
v613 thanh phén chinh: thé (Tab), nhom (Group) va cac nit Iénh (Command 4
nhau duoc gom vao mét nhom, vi du nhur cac nut chon font, o chir, in dam,

nhom Font. Nhiéu nhém cé chung mét tac vu lal duoc gom vao trong mét thé.

Ban hdy dé y. & goctrén béntay trai cd mot nit hinhtron . nd ¢ tén 1a Microshs
xudt hién mét bang Iénh tuong tu nhu menu File cla phién ban Word trudc,

1.7 Thay dbi giao dién cho Office

Theo nhiing anh trén ban c6 thay 1a mau xanh truyén thong ctia Microsoft Word d bi thay d6i?
Office 2007 c6 tinh ning thay doi giao dién hién thi (cho tat ca cic chuwong trinh nam trong bo
Office 2007) va c6 3 mau dé ban co thé lya chon: Mau xanh (Blue), mau den (Black), mau bac
(Silver). Ban c6 thé thay ddi bang cach nhan Microsoft Office Button, nhin tiép Word Options.
Trong hop thoai xuét hién, & khung bén trai nhén Popular, tai ph:‘?m Color Scherme chon mau ma
ban mudn (Chu y: thay d6i s& dugc ap dung khi khoi dong lai chuong trinh Office dang mo).
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"Popular
Display
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

_ é Change the most popular options in Word.

Top options for working with Word

¥ Show Mini Toolbar on selection

¥ Enable Live Preview

[V Show Developer tab in the Ribbon i

[V Always use ClearType

¥ Open e-mail attachments in Full Screen Reading view

Color scheme: Black ¥ I

Blue
Silver

ScreenTip style: jure descriptions in ScreenTips _vJ

Personalize your cMsoﬁ Office

User name: IThu Huong

Initials: ITH

Choose the languages you want to use with Microsoft Office:  Language Settings... | ==
g

4| | »

| oK I Cancel l'

/77

2. Dinh dang van ban

2.1 Binh dang trang

2.1.1 Thay ddi xac lap 1& trang
Trong Word 2003, dé thay d6i nhitng xéac 1ap trang, ban vao menu File — Page Setup. Con trong

Word 2007 thi sao? Céc xéc lap trang gidy nam trong thé Page Layout, nhom Page Setup.

- Pé thay doi 1& trang, nhan nat Margins, mot menu x6 xudng cho ban chon nhing kiéu 1¢ trang

minh thich (mdi kiéu 1& déu co ghi chu thong s6 bén canh, vi du kiéu Normal thi 18 trén, dudi,

trai, phai déu cach mép gidy 1 inch...).

MS Word 2007
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Home

Insert References Mailings Revig

_*y Orientation - »=| Breaks ~

|1y Size - £ ) Line Numbers ~ || <3 Page Color ~
iMargins

B8 Columns ~  b& Hyphenation ~ || |[J] Page Borders

Normal
Top: 254an  Bottom: 2.54¢m
Left; 254cm  Right: 254w

Natrow

Top 127 em  Bottom: 1.27 ¢m
L2700 RIGhE" 227 O B iy

g swdung qui

Modeiste )ft Office 2007

Top: 254cm  Bottom: 2.54 cm R

left; 191em  Right 1.91¢m 2007 1amot sy

né. Tuy nhién

Wide nén nhe nhang
Top 254¢m  Bottom; 254 cm g gilp dO ban, |
Left: 508em  Right 5.08 ¢m

dién mei
Mirtored

Top: 254can  Bottom: 2.54<m

Inside: 313 ¢m Outside: 254 ¢cm an se khong Co

inh: thé (Tab), 1
mot nhom, vi ¢
6m cd chung r

Réaa T

Pt | H—3 Office 2003 Default

bt perippa Top: 254cm  Bottom: 2.54 cm
ey o | Left 318cm  Right  3.18 ¢cm

Custom Margins..,
TN T

- Néu nhur céc thong sd 1é trang ban mudn xac 1ap khong 6 san trong danh sach, hiy nhan

trén béntay tr:
énh tuong tu n

Custom Margins ¢ cudi menu, sau d6 tu minh nhap vao théng sé méi.

2.1.2 Hién thi c4c 1€ trang

Nhan Microsoft Office Button, nhan tiép Word Options. Trong hop thoai xuét hién, & khung bén
trai nhdn Advanced, khung bén phai kéo thanh trugt xudng nhém Show document content va
danh dau check vao hop kiém Show text boundaries. Nhan OK.

2.1.3 C4c 18 trang s& xuat hién trong tai liéu dudi dang duong dut nét

Trong Word 2003, ban c6 thé thuc hién chiic ning twong tmg bang cach vao menu Tools —
Options > thé View > danh dau check muc Text boundaries trong nhém Print and Web Layout
options > OK.

2.1.4 Chon hudng gidy cho toan bo tai lidu
Trong thé Page Layout, nhom Page Setup, nhan nit Orientation va chon mot trong hai kiéu 1a
Portrait (trang doc) hoac Landscape (trang ngang).
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2.1.5 Xac lap trang doc va trang ngang trong cung mot tai liéu

- Dung chudt quét chon cac doan vin ban ma ban mudn thay d6i sang huéng doc hodc ngang.

- Trong thé Page Layout, nhém Page Setup, nhan nut Margins.

- Nhén Custom Margins, chon tiép Portrait (trang doc) hodc Landscape (trang ngang) trong muc
Orientation.

- Trong muc Apply to, chon Selected text. Nhan OK.

2.1.6 Thay doi c& gidy

Néu mudn thay doi kich ¢& trang gidy, trong thé Page Layout, nhém Page Setup, ban nhin nit
Size. Menu x0 xuéng cho ban chon mdt trong cac c& giéy c6 san nhu: Letter, A4, A5, A6,
Postcard...

Mubn xéac 1ap mot co giéy dac biét khong co6 trong danh sach, ban chon More Paper Sizes & cudi

menu va nhap vao chidu rong (Width), chiéu cao (Height) minh thich.

2.1.7 Khic phuc hién tuong: Lé trén bi bién mat

Khi ban xem tai liéu & ché d6 Print Layout, diém chén nam & sat goc trén bén tréi trang, giéng
nhu 12 khong c6 1& trén vdy. Cach khic phuc:

1. Khi 1€ trén hodc 1& dudi khong hién thi, ban dua con tro chudt dén 18 trén hodc 1& dudi cua
trang cho dén khi con tré bién thanh mili tén hai dau roi nhan dap chudt vao.

2. L& trén va 1é dudi gio day da dugc hién thi.

Mot cach khac dé khéc phuc hién tuong bi mat 18 trén:

- Trong thé View, nhom Document Views, dam bao rang nat Print Layout dang duoc chon.

- Nhan Microsoft Office Button , nhan tiép Word Options.

- Trong khung bén trai, chon Display.

- O khung bén phai, dudi nhém Page display options, danh du chon myc Show white space
between pages in Print Layout view. Nhan OK.

Khac vé1 Word 2007 phai nhén dap chudt, trong Word 2003 dé hién thi lai 1é trén, ban dua con
trd chudt dén 18 trén hodc 1& dudi cua trang cho dén khi con tro bién thanh miii tén hai dau rdi

nhan mot 1an chudt trai vao.
2.2 Thanh cong cu Header & Footer

2.2.1 Chén Header, Footer cho toan bd tai liéu
Trong Word 2003, dé chén Header hay Footer vao tai lidu, ching ta vao menu View — Header

and Footer. Con trong Word 2007, tai thé Insert, nhém Header & Footer, ban nhén chudt vao nut
Header hay Footer.

Mot menu x6 xuéng v6i cac Header, Footer mau cho ban chon. K& dén ban nhép nodi dung cho
Header hay Footer d6. Nhap xong nhan dap chudt vao ving ndi dung cua trang, lap tirc Header /
Footer s€ dugc 4p dung cho toan bd trang cua tai liéu.

MS Word 2007 Page 10
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View Developer Add-Ins

j j "AA | | Quick Parts ~ 2% Signature Line ~ || JL E
= { | Q 5

- A wordart - (3], Date & Time
Header|Footer Page Text = -
rence S ~  Number~ || Box~ AS DropCap~ ’§dObject ~

Mod (Even Page)

Mod (Even Page)

Mod (Odd Page) Date in accent circles with centered
‘ title; ideal for use in even pages of

a document with book layout A
M|

2.2.2 Thay d6i Header / Footer cii bang Header / Footer méi
Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nut Header hay Footer. Sau do chon

it xac” ¢

lai mot Header / Footer méi dé thay cho Header / Footer hién tai.

2.2.3 Khong sir dung Header / Footer cho trang dau tién

Tai thé Page Layout, ban nhn chudt vao nut goc dudi phai ciia nhom Page Setup dé mé hop
thoai Page Setup. Ké dén md thé Layout ra. Panh dau kiém muc Different first page bén dudi
muc Headers and footers. Nhan OK.

Vay la Header / Footer da duogc loai bd khéi trang déu tién cua tai liéu.

Trong Word 2003, ban ciing c6 thé loai bo Header / Footer cho trang dau tién béng cach vao
menu File — Page Setup > chon thé Layout > danh dau check Different first page > OK.

2.2.4 Ap dung Header / Footer khac nhau cho trang chan va trang 1¢

Tai thé Page Layout, ban nhan chudt vao nit goc dudi phai ctia nhom Page Setup dé mé hop
thoai Page Setup. Ké dén mo thé Layout ra. Panh dau kiém muc Different odd and even bén
dudi muc Headers and footers. Nhin OK.

Bay gio ban c6 thé chén Header / Footer cho céc trang chin trén mot trang chin bat ky, chén
Header / Footer cho cac trang 1é trén mot trang 1¢ bét ky.

Trong Word 2003, ban ciing c6 thé thyc hién twong ty bing cach vao menu File — Page Setup >
chon thé Layout > d4nh dau check Different odd and even > OK.

2.2.5 Thay d6i noi dung cua Header / Footer
Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nut Header hay Footer. Ké dén chon

Edit Header / Edit Footer trong menu x6 xudng dé chinh sira ndi dung ctia Header / Footer.
Trong khi chinh stra ban c6 thé dinh dang lai font chtr, kiéu chit, mau sic... cho tiéu dé Header /
Footer bang cach chon chit va sir dung thanh cong cu Mini xuét hién bén canh.
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Chinh stra xong ban nhan dup chudt ra ngoai ving ndi dung cua trang tai liéu.

2.2.6 X6a Header / Footer
Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nat Header hay Footer. Ké dén chon

Remove Header / Remove Footer trong danh sach x4 xudng.

2.2.7 Tao Header / Footer khac nhau cho cac vung khac nhau cua tai liéu

- Trudc tién, ban can tao cac ngat ving dé phén chia cic ving trong tai liéu. Nhin chudt vao vi
tri mudn dit mot ving méi. Trong thé Page Layout, nhom Page Setup, nhan nat Breaks va chon
mdt kiéu ngit ving phu hop trong Section Breaks, vi du Continuous (ching ta s& tim hiéu k¥ hon
vé ngit trang / ngit ving ¢ nhimg bai viét sau).

- Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nut Header hay Footer. Ké dén chon
Edit Header / Edit Footer dé chinh sira ndi dung cho Header / Footer.

- Trén thé Header & Footer, nhém Navigation, néu thay nat Link to Previous dang sang thi nhan
vao nut nay mot 1an nita dé ngat két ndi giita Header / Footer trong ving méi ndy véi ving trude
d6. Ban s& thiy muc Same as Previous & goc trén bén phai ctia Header / Footer bién mat.

- Sau d6 ban chinh stra Header / Footer cho vling m&i nay va yén tdm rang nhimng Header /
Footer ctia CAC ving trudc d6 khong bi thay dbi theo.

2.2.8 Tinh nang khac

a. Cheén s trang vao vin ban

S6 trang nay s€ dugc dua vao Header hay Footer tuy y ban. Pé thuc hién, ban chon thé Insert, tai
nhom Header & Footer, ban nhan nit Page Number. Trong menu xuét hién, ban tr6 t5i Top of
Page (chén sd trang vao phan Header) hoic Bottom of Page (chén vao Footer). Word 2007 cung
cap sin kha nhiéu mau danh s trang va ban chi viéc chon mot trong cic mau nay 13 xong.
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pge Layout References Mailings Review View Add-Ins
L Elgl [{j) } J, A “J | 3, Hyperlink i j 2 Quick Part
[ . e —
et d ‘ 4 Bookmark | .d WordArt ~
ure Clip Shapes SmartArt Chart | Header Footer Page Text

Art v ') Cross-reference - Number v Box~ — DTOD Cap
Mustratic Links er & F Top of Page »
= Bottom of Page 4
= Page Margins 4
Stacked Pages 2 Current Position 4

Format Page Numbers...

Star

Triangle 1

Triangle 2

'™

b. Thay ddi dang sé trang

Ban c6 thé thay d6i dang sb trang theo y thich cia minh ma dinh dang chuan khong c6 san. Dé
thuc hién, ban nhan dtp vao Header hay Footer, noi ban da dat ) trang. Tai thé Design, nhém
Header & Footer, ban nhan nut Page Number, chon tiép Format Page Numbers.

Trong hop thoai Page Number, tai myc Number format, ban hay chon mdt kiéu danh sé minh
thich, sau d6 nhan OK.

¢. Thay d6i kiéu chif, ¢& chit, mau sac cua sé trang
Nhin duap chudt vao Header hay Footer, noi ban da dat sb trang tai do.

Dung chudt chon so trang. Tai thanh cong cu mini vira xuat hién & bén trén, ban c6 thé chon lai
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font chir, ¢ chit, dinh dang lai chit dam, nghiéng, hay chon mau tuy thich. Khi hi¢u chinh xong

ban nhan dip chudt vao vung ndi dung chinh cua tai li€u.

d. Bit dau danh s trang bang mot sé khac

Ban c6 thé bit dau danh s6 trang béng mot con sb khac, thay vi 1 nhu méc dinh. Cach thuc hién:
Tai thé Insert, nhom Header & Footer, ban nhan nat Page Number, chon Format Page Numbers.
Trong hop thoai xuét hién, ban chon Start at va nhép vao con s6 bt dau khi danh sb trang. Nhin
OK.

Ghi chi: Néu tai liéu ctia ban c6 trang bia va ban mudn trang dau tién sau d6 duoc bit dau bang

1, tai 6 Start at, ban hay go vao 0.

e. X6a s trang di danh
Tai thé Insert, nhom Header & Footer, ban nhan nut Page Number, sau d6 chon Remove Page

Numbers ¢ cudi menu.

f. Xoa s6 trang & trang dau tién cia tai lidu

Trong tai lidu, thuong trang dau tién khong duge dénh s6 vi nd la trang bia. Ap dung phan ghi
cha ¢ tha thuat “Bit dau danh s trang bang mot s6 khac” bén trén, trang bia van dugc danh so 13
0. Vi vdy ban hdy thyc hién thém budc sau dé x6a han sb trang ¢ trang dau tién cta tai liéu.

- Nhan chudt vao bt ky viing ndo cua tai liéu

- Tai thé Page Layout, ban nhan chudt vao 6 vudng goc dudi bén phai cia nhom Page Setup dé
m& hop thoai Page Setup ra.

- Nhén chudt vao thé Layout trong hop thoai, bén dudi Headers and footers, ban danh déu chon
vao hop kiém Different first page. Nhan OK.

Bay gio ban hiy kiém tra lai xem, c6 dung 14 trang dau tién khong c6 sb trang, sau d6 trang ké
dugc danh s 1 khong nhé.

2.3 Ngit trang — ngat viing
Trong Word 2003, ngudi ding thuong vao menu Insert — Break dé chén vao tai liéu cac ngat
trang, ngét vung. Con trong Word 2007 ban hay thuc hién nhu sau.

2.3.1 Ngit trang

a. Chén mot ngat trang don thuan

Trudc tién ban dé con tré vao vi tri mudn bat dau trang méi. Trong thé Insert, nhom Pages, ban
nhin vao nut Page Break.

Lap tirc, phan noi dung phia sau con tré s& dugc dwa vao mot trang mai.
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b. Tranh ngat trang giita mot doan
- Chon mdt doan ma ban muén tranh ngét thanh 2 trang.
- Trong thé Page Layout, nhan vao niit 6 vudng & goc dudi phai ciia nhoém Paragraph dé mé hop

thoai Paragraph.

[ Page Layout References Maliings Reveew

Jeientation * l’:muu -4 _} Watermark - Indent Spacng Bang to frant Lé Align -
e £ JUine Numbers - || SV Page Color = | E® Ler: (048em 2 :: Before: |0 pt 1751
Tolumns ~ e~ Hyphenation * [} Page Borders || §3 Right: [012¢em 2 o Wi T

p ] Pge _— Peaghph
e bo—mtoo D e

3 have been disabled Options

Pazageaph
ST Sy the Paragraph gl

v 1 142 13 4 ¢ Bl [ 3 - SKIECECH SOy T R | -y

00 Box

- Trong hop thoai ndy, ban chon thé Line and Page Breaks, ké dén danh dau chon vao hop kiém
Keep lines together. Nhan OK la xong.

c. Tranh ngit trang giita cac doan

- Chon céc doan ma ban mudn gilr trén 1 trang don.

- Tai thé Page Layout, nhn vao nit 6 vudng & goc dudi phai ciia nhom Paragraph dé mé hop
thoai Paragraph.

- Trong hop thoai ndy, ban chon thé Line and Page Breaks, ké dén danh diu chon vao hop kiém
Keep with next. Nhin OK la xong.

d. Tao ngat trang trudc mot doan

- Nhan chudt vao doan ma ban mudn tao ngat trang trude no.

- Tai thé Page Layout, nhan vao nit 6 vudng ¢ goc dudi phai ciia nhom Paragraph dé mé hop
thoai Paragraph.

- Trong hop thoai nay, ban chon thé Line and Page Breaks, ké dén danh dau chon vao hop kiém
Page break before. Nhan OK.
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Paragroph x|

Indents and Spacing  Line and Page Breaks |

Pagination
v widowjOrphan control
IV Keep with next

IV Page break before

Formatting exceptions

I~ Suppress line numbers
[~ Don't hyphenate

Textbox options
Tight wrap:

II"-JIi-rnE L’

e. Tranh ngat trang trong mot hang cta bang

- Nhan chudt vao hang cta bang ma ban khong mudn ngat, hoic chon toan bd bang néu ban
khong mudn bang bi ngit.

- Trén thanh cong cu, nhin vao thé Layout.

- Tai nhém Table, nhan nut Properties.

- Trong hop thoai Table Properties, md thé Row, bo dau kiém Allow row to break across pages.
Nhén OK.

2.3.2 Ngat viing

a. Cac loai ngat ving c6 thé chén

- Lénh Next Page chén ngit ving vao va bat dau viing méi trén trang méi ké tiép. Loai nay thich
hop dé bat dau mot chuwong trong tai licu.

- Lénh Continuous chén ngit viing va bat diu ving méi trén cling mot trang. Loai nay hitu dung
cho viéc thay ddi dinh dang, chfmg han trinh bay sb cOt khac nhau trén cung mot trang.

- Lénh Even Page hodc Odd Page chén mét ngit ving va bat dau ving méi trén trang chin hoic
1¢ ké tiép. Néu ban mudn cac chuong trong tai liéu ludn bat dau & trang chin hoic trang 1¢, hdy
dung tuy chon Even Page hodac Odd Page.

b. Thay d6i b cuc hodc dinh dang tai liéu

- Nhén chudt vao noi muén thay déi dinh dang.

- Trong thé Page Layout, nhoém Page Setup, ban nhan niit Breaks.

- Trong phan Section Breaks, ban hiy chon mot kiéu ngét viing phut hgp. Chang han, néu ban
chia tai liéu thanh cac chuong va mdi chwong ban mudn bat dau ¢ trang 1¢, hiy chon Odd Page.
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Ib.:f', Breaks " I ) Watermark ~ || Indent

Page Breaks
Page

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

Column

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

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

Section Breaks

| Next Page
> = Insert a section break and start the new
——" section on the next page.

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

2 I Even Page
: Insert a section break and start the new
=i section on the next even-numbered page.

i | Odd Page
Insert a section break and start the new

»—3- section on the next odd-numbered page.

d. X6a cac thay doi ctia bd cuyc tai lidu

Ngit ving dung dé chi ra noi thay doi dinh dang trong tai liéu. Khi x6a ngat ving di thi phan van
ban & vung trudce va sau s€ dugc ap dung chung dinh dang.

- Trong thé View, nhém Document Views, chon nait Draft dé c6 thé nhin thdy cac duong dit doi
clia viing ngat.

- Dung chudt chon ngit ving ma ban mudn x6a. Nhan Delete.
2.4 Thém trang - x0a trang

2.4.1 Thém mot trang méi

- Nhén chudt vao bat c¢tr noi ndo ma ban mudn chén vao thém mot trang maoi.
- Trong thé Insert, nhom Pages, nhan nut Blank Page.

Trang mdi s€ dugce chén vao vi tri sau con tré chudt dang dung.

2.4.2 Thém mét trang bia

Word 2007 cung cép san cho ban mot bo suu tip cc trang bia khd dep mét. Cac trang bia ludn
duoc chén vao dau tai liéu, khong phu thudc vao vi tri hi¢n tai cia con tro trong tai liéu.

- Trong thé Insert, nhém Pages, ban nhén nit Cover Page.

- Trong menu xuét hién, ban hay nhén chon mét kiéu trang bia minh thich. Trang bia d6 s€ dugc
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ap dung vao tai liéu va ban c6 thé stra d6i ndi dung cac dong chir mic dinh bang dong chit minh
thich.

- Pé thém mot truong thong tin, kich chudt vao noi can thém, chon 1énh Insert/Quick
Parts/Document Property roi chon trudng can thém. Mic dinh, toan bd phan db hoa trang tri trén
trang bia duoc nhom lai voi nhau nén nguoi dung khong thé chinh sta riéng timg ddi tugng. Dé
dinh dang riéng tirng mang mau hodc thay anh nén ... ta kich chudt vao mot phan dbi twong nén
rdi chon Format/Group/Ungroup. Sau khi Ungroup, ngudi dung chon riéng timg déi tuong va sir
dung menu Format dé dinh dang. Két thuc viéc chinh stra, nguoi dung nén chon mét dbi tuong
va chon 1énh Format/Group/Regroup dé tai hop nhom céac ddi twong nay lai.

Trang bia clia van ban s& tu dong c6 cac 6 thong tin dé cho nguoi dung nhap nhu:

Type the Company Name: nhap tén cong ty

- Type the Document Title: nhap tiéu d& chinh cta vin ban

- Type the Document Subtitle: nhép tiéu dé phu cta vin ban

- Author: tén tac gia. Phan nay sé& hién thi theo tén lUc ngudi sir dung cai dit phan mém Office
khai bao.

- Year: nhap hoac chon thoi gian

- Type the Company Address: nhap dia chi cong ty

Introducing Windows

Page Layout References Mailings R4

Alphabet Annual Austere

| [Type the document tithe]

[ e s s

{Year)

Contrast Cubicles

Fvnnrura Mnd Maotinn
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2.4.3 Xoba trang bia
bé xba trang bia, ban nhan chudt vao thé Insert, nhan nit Cover Page trong nhom Pages, sau do

nhin Remove Current Cover Page.

2.4.4 Xb6a mot trang trong

Ban c6 thé x6a mot trang trong trong tai liéu bang cach xo6a di cac ngat trang. Hiy dam bao rang
ban dang xem tai li¢u ¢ ché d6 Draft (trong thé View, nhém Document Views, nhén nat Draft).
Chon 2 dau ngit ---Page Break--- lién tiép nhau va x6a no di.

Luu y: Néu trang trong ndm & cudi tai lidu thi ban sé& chi thdy mot dau ngit ---Page Break--- ma
thdi, va ban ciing chi viéc x6a no di 14 trang tréng s& bién mét.

2.4.5 X0a mdt trang don c6 chira ndi dung

- Pit con trd vao trang ban mubn X0a.

- Trong thé Home, nhom Editing, nhan niit miii tén bén canh nut Find, chon Go To (hodc nhan
phim tat Ctrl+G).

- Trong hop thoai xuét hién, ban 20 \page vao 6 nhap liéu va nhén Enter. Toan b ndi dung cua
trang hi¢n hanh sé dugc chon.

- Nhén nut Close. Sau d6 nhan phim Delete dé x6a di noi dung cua trang.

2.5 Dém sb tir trong tai liéu

Word 2007 ¢6 thé dém sd tir ciia tai liéu trong khi ban gb van ban. Ngoai ra chuong trinh con ¢
thé dém sd trang, s6 doan, s6 dong, sb ky tur c6 hoic khong co khoang trang.

Statistics:
Pages 39
Words 23,370

Characters {no spaces) 100,106
Characters {with spaces) 123,231
Paragraphs 342
Lines 1,335

IV iInclude textboxes, footnotes and endnotes:

Close

2.5.1 Dém sb tir trong khi gd van ban

Trong khi ban gd van ban, Word 2007 s& tu dong dém sb trang va sb tir c6 trong tai liéu. Thong
tin ndy dugc hién thi trén thanh trang thai & goc dudi bén trai man hinh: muc Page (s6 trang) va
Wor ds (s tir).
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2.5.2 Bém sb tir trong viing chon

Ban c6 thé dém sd tir trong cac viing chon, va cac viing chon niy khong nhét thiét phai 1ién mach
nhau.

- Trudc tién ban dung chudt chon vung can dém. Néu cac vung khong lién mach nhau, sau khi
chon ving dau tién, ban giir phim Ctrl va chon thém cac ving khac.

- Trén thanh trang thai & cudi man hinh s& hién thi sé tir c6 trong ving chon. Vi du 110/1025 ¢
nghia la trong ving chon c6 110 tir trén tong s6 1025 tir cua tai liéu.

Bao gom ca textbox, footnote va endnote trong khi dém tir

- Trong thé Review, nhom Proofing, nhan nat Word Count.

- Trong hop thoai Word Count, danh déu check vao muc Include textboxes, footnotes and
endnotes.

2.5.3 Bém sb tir trong textbox

- Chon textbox ma ban mudn dém tir.

- Trén thanh trang thai & cubi man hinh s& hién thi s6 tir ¢6 trong textbox. Vi du 110/1025 c6
nghia 1a trong textbox ¢6 110 tir trén tong s 1025 tir cia tai lidu.

2.5.4 Xem sb trang, sb ky tu, sb doan va sé dong

bé co dﬁy du thong tin vé sb trang, $6 ky tu, s6 doan va sd dong, ban thuc hién mdt trong hai
cach sau:

- Trong thé Review, nhom Proofing, nhén nit Word Count.

- Trén thanh trang thai & goc dudi bén trdi man hinh, ban nhén chudt vao muc Words.

Hop thoai Word Count xuét hién cho ban déy du théng tin ma ban mubn.

2.6 Tim va thay thé

2.6.1 Tim van ban
Ban c6 thé nhanh choéng tim kiém mot tir hodc cum tir theo cach sau:
- Trong thé Home, nhom Editing, nhan niit Find (hoc nhan phim tat Ctrl+F).
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| |34 Find| 7|

2. Replace

D AaBbC: AaBbcc | I
Headingl Heading2 [= Change
Styles

g Select ~
4',;” T Tl 3

e
O 1Q

SLyies

141451 16+ |17 Find (Ctri+F)

Find and select specific text,
formatting, or type of information
within the workbook,

You can also replace the
information with new text or
formatting.

o—

- Trong muc Find what ctia hop thoai Find and Replace vira xuét hién, ban hiy nhap vao doan
van ban can tim.

- Pé tim mdi mot tir hodc cum tlr, ban nhan Find Next. Dé tim tat ca tir hodc cum tir cing mot lic
trong van ban, ban nhén Find in, sau d6 nhin Main Document.

- Mudn két thac qué trinh tim kiém, ban nhan ESC.

2.6.2 Tim va thay thé vin ban

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

- O muc Find what, ban nhap vao doan van ban mudn tim.

- O muc Replace with, ban nhdp vao doan van ban mudn thay thé.

- Pé tim doan vin ban tiép theo, ban nhan Find Next.

-Pé thay thé doan vian ban, ban nhin Replace. Sau khi nhéan xong, Word s€ chuyén sang doan
van ban tiép theo.

- Pé thay thé tit ca cac doan van ban tim duoc, ban nhin Replace All.

2.6.3 Tim va td sang doan van ban tim duoc

Dé dé dang nhan biét cac cum tir tim dugc, ban c6 thé t6 sang n6 trén man hinh (khong to sang
khi in ra).

- Trong thé Home, nhom Editing, nhan nit Find (Ctrl+F).

- Trong hop Find what, nhap vin ban ma ban mudn tim.

- Nhéan Reading Highlight, sau d6 chon Highlight All.

- Tét ca tir tim duogc s& duoc to sang. DE tat tinh ning nay di, ban nhan Reading Highlight lan
nita, chon Clear Highlighting.
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Find IReglacel GoTo |

Findwhat:  vdn bin ~|
More >> | [Readng Highight ~ |  Findin » | FindNext Cancel

Highlight All

2.6.4 Tim va thay thé nhiing dinh dang dic biét
- Trong thé Home, nhom Editing, ban nhin nit Replace (Ctrl+H).
- Nhéan nat More néu ban khong nhin thay nat Format.
Fnd  Relace | GoTo |
Findwhat:  fvin ban ~]

Replace with: | =

<<less | Replace I Replace Al I {"BndNext |

Search Options

Search; IAI vl

[~ Match case [~ Makch prefix

I™ Find whole words oni ™ Match suffix

[ Use widcards

I™ Sounds kke (English) [~ Ignore punctuation characters

[ Find sl word forms (English) [ Ignore white-space characters
Replace -

Fomat ~ | specal ~ | o romanag |

- Pé tim kiém doan van ban voi dinh dang dac biét, ban hay nhap doan van do trong 6 Find what.
Néu chi dé tim kiém dinh dang, hay dé tréng 6 nay.

- Nhan ntt Format, sau d6 chon dinh dang ma ban mubn tim.

- Nhén vao 6 Replace with, sau do6 nhan Format, chon dinh dang thay thé. Néu ban cling mubn
thay thé bang doan van ban, hiy nhap doan text d6 vao 6 Replace with.
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- Nhan Find Next, nhin tiép Replace dé tim va thay thé cac dinh dang dic biét. Dé thay thé toan
bd, nhan Replace All.

2.6.5 Tim va thay thé cac dau doan, ngit trang va cac muc khéc

- Trong hop thoai Find and Replace xuat hién sau khi nhan Ctrl+H, ban nhin nit More néu
khong thiy nat Special.

- Nhan vao 6 Find what, sau d6 nhan nat Special va chon mét muc can tim.

- Nhap nhitng gi ban mudn thay thé trong 6 Replace with.

- Nhin Find Next, Replace hoic Replace All.

2.6.6 Str dung ky tu dai dién khi tim kiém

- Bat hop thoai Find and Replace Ién.

- Nhén nat More dé m& rong hop thoai.

- Panh dau kiém vao 6 Use wildcards.

- Nhap tir cung nhitng ky tu dai dién vao 6 Find what.

- Nhép nhiing gi ban muén thay thé trong 6 Replace with.
- Nhén Find Next, Replace hoic Replace All.

Bdng cac ky tw dai dién

Mot ky tu bat ky ? “s?7t” tim “sat” va “set”.
Mot day ky tu * “s*d” tim “sad” va “started”.
o “<(inter)” tim “interesting”,
Bat dau mot tur < ) . A . ) .
“intercept”. Khong tim “splintered”.
o “(in)>” tim “in”, “within”. Khong tim
Cudi mot tur >

“interesting”.

Mot trong nhiing ky tu chi

dinh [ “w[io]n” tim “win” va “won”.
in

“[r-t]ight” tim “right” va “sight”. Day

Mot ky tw bat ky trong da - .
L 4 S g phai theo thtr ty tang dan.

Mot ky tu bat ky, trir nhiing [1x-2] “t[!a-m]ck” tim “tock”, “tuck”. Khong
S X-Z .
ky tu cho san trong ngodc tim “tack” hay “tick”.

Dé tim mot ky tu dinh nghia nhu mot ky tu dai dién, ban gb dau \ trude ky tu d6. Chang han gd
\? dé tim du hoi. Ban c6 thé st dung ddu ngic don dé nhom cac ky tu dai dién va doan text dé
chi ra thi tu phép tinh. Vi du gb <(pre)*(ed)> dé tim “presorted” va “prevented”.
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Ban c6 thé st dung ky tu dai dién \n dé tim kiém mot biéu thirc va thay thé bang mot biéu thirc
duogc sdp xép. Vi du gd (Office) (Word) vao 6 Find what va gd \2 \1 vao 6 Replace with. Két qua
1a chuong trinh s& tim cum tir Office Word va thay bang Word Office.

2.7 DPinh dang chitr trong Word 2007
2.7.1 Chinh stra

a. In dam
1. Chon doan text ma ban mudn in ddm, dua con tré chudt vao viing chon cho dén khi xuét hién

thanh cong cu Mini.

In dam = 7
s P A« A F

1.Chondoantext mabanm = T ‘ ATy ‘chon
s T rEw A EE T

2.Nhan nut Bold (B).

2. Nhan nut Bold (B).
Ban ciing c6 thé sir dung phim tat Ctrl+B.
Luu ¥, nhan Bold (hodc Ctrl+B) 1an nira néu ban mudn bo in dam.

b. In nghiéng
Thuc hién tuong ty nhu in ddm, nhung thay vi nhéan nat Bold thi ban nhén nat Italic (phim tat
Ctrl+l).

c. Gach du6i doan text
Nhén Ctrl+U dé gach duoi doan text dang chon. Nhén Ctrl+U lan nita dé bo gach dudi.
Ngoai ra con ¢6 nhiéu kiéu gach duéi khac:

* Gach dudi cac tir, trir khodng trang:

- Chon doan text ban mudn gach dudi.
- Tai th¢ Home, nhom Font, ban nhan nit mii tén & goc dudi bén phai.

Home Insert Page Layout References
‘f" |Arial o -|lA &=
ﬁ

7 |[|B £ U ~abe x, x Aa-| - A -
rd T ¢
- Trong hop Underline style, ban chon Word only. Nhén OK.
* Gach doi ¢ duoi tur:

Thyc hién budc 1, 2 twong tu trén.
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Trong hop Underline style, ban chon biéu tuong dong d6i. Nhan OK.
* Duong gach dudi trang tri.

Thuc hién budc 1, 2 twong tu trén.

- Trong hop Underline style, ban chon kiéu minh thich.

- Dé d6i mau cua duong gach dudi, nhin chudt vao hép Underline color va chon mau minh
thich. Nhan OK.

2.7.2 P6i mau chir

1. Chon doan text ban muén d6i mau, di chuyén con tro chudt vao vung chon dé xuét hién thanh
cong cu Mini.

2. Nhén nat Font Color va chon mau minh thich.

2.7.3 DB6i kich ¢ chir

1. Chon doan text, di chuyén con tré chudt vao dé xuat hién thanh cong cu Mini.

2. Bé tang kich ¢& chit, ban nhan nut Grow Font (phim tat Ctrl+Shift+>). Pé giam kich c& chit,
nhan nat Shrink Font (phim tat Ctrl+Shift+<).

2.7.4 Panh dau (Highlight) doan text

Pénh dau doan text dé 1am no trong ndi bat hon. Cach thuc hién:

1. Tai thé Home, nhoém Font, ban nhn vao miii tén bén canh nat Text Highlight Color .

2. Chon mot mau dung dé to sang ma ban thich (thuong 1a mau vang).

3. Dung chudt t6 chon doan text mudn danh dau.

4. Mubn ngimg ché d6 danh dau, ban nhan chudt vao miii tén canh nut Text Highlight Color,
chon Stop Highlighting, hodc nhan ESC.

2.7.5 G& bo ché d¢ danh dau text

1. Chon doan text muén g0 bd ché d6 danh dau.

2. Trong thé Home, nhom Font, ban nhin chudt vao miii tén canh nat Text Highlight Color.
3. Chon No Color.

2.7.6 Tim kiém nhanh nhiing dong chit duoc danh dau
1. Trong thé Home, nhom Editing, nhan niit Find.

2. Néu ban khong thdy nit Format, hdy nhan nat More.
3. Nhan nat Format, sau d6 chon Highlight.

4. Nhén Find Next.

2.7.7 Tao mét chit hoa thut cAp (Dropped Cap) Cé 2 ché dp:
1. Dropped cap.
2. In-margin dropped cap.
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Cach thyc hién:

1. Nhén chudt vao doan van ban ma ban mudn bit dau béng mot chir hoa thut cép.
2. Trong thé Insert, nhom Text, ban nhén nat Drop Cap.

3. Chon tiép ché d6 Dropped hoic In margin tiy y.

2.7.8 Pinh dang chi s6 trén (Superscript), chi s6 dudi (Subscript)
1. Chi s trén (Superscript); 2. Chi s6 dudi (Subscript).

(X + y)>= x?+2xy + y*~ |

H,S0,_. 3

Chon doan text can dinh dang. Trong thé Home, nhom Font, ban nhan niit Superscript (phim tat
Ctrl+Shift+=) dé dinh dang chi sb trén, hodc nhan nit Subscript (phim tat Ctrl+=) dé dinh dang
chi s6 duéi.

2.8 Canh chinh van ban

Canbh trai, phai, gitra, hodc canh déu hai bén

1. Chon doan vian ban ban muén canh chinh.

2. Trong thé Home, nhom Paragraph, nhan nut Align Left dé canh 18 trai, nhdn Align Right dé
canh phai, nhan nut Center dé canh giita (gitra 2 1 trdi va phai), hay nhan nut Justify dé canh déu
hai bén.

2.8.1 Canh chinh nhiéu ché d¢ trén ciing 1 dong

1. Chuyén ché d6 xem vin ban 13 Print Layout hoic Web Layout (Trong thé View, nhom
Document Views, chon nut Print Layout hoac Web Layout).

2. Nhén chudt vao dong mai va thuc hién nhu sau:

- Cheén doan text canh trai: Di chuyén con tré chudt chir I sang trai cho dén vi tri can gd text,
nhan dap chudt va gb vao doan text.

- Chén doan text canh giita: Di chuyén con tré chudt chit I vao khoang giita dong cho dén vi tri
can gd text. Nhan dup chudt va g8 vao doan text.

- Chén doan text canh phai: Di chuyén con tro chudt chi I sang phai cho dén vi tri can go text,
nhan dup chudt va gb vao doan text.
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2.8.2 Thé Page Layout

a. Thay ddi cac canh chinh theo chiéu doc doan text

1. Trong thé Page Layout, nhom Page Setup, nhin chudt vao nat miii tén & goc dudi bén phai.
2. Trong hdp thoai Page Setup, nhén vao thé Layout. Tai myc Vertical alignment, ban chon mot
loai canh chinh minh thich (Top, Center, Justified, Bottom).

rPage Setup W

| Margins | Paper \ Layout |

Section

Section start: ,New page

Headers and footers
[] pifferent odd and even
[] pifferent first page
Header: 1.27cm (5
From edqe: =
Footer: |1.27cm |5

Page
Vertical alignment: \' Top v
Top
Center
Justified
Preview Bottom

Apply to: \Wholt;document E [Line Mumbers... ] [ Borders... ]

[ QK J[ Cancel ]

3. Tai muc Apply to, ban chon pham vi ap dung la Whole document (toan van ban), This section
(vung hién tai), hay This point forward (ké tir dy tro vé sau). Nhan OK.

b. Canh gitra 1¢ trén va 1& dudi

1. Chon doan vin ban ban mudn canh giita so v6i 1& trén va 1& dudi.

2. Trong thé Page Layout, nhdm Page Setup, nhan chudt vao nat mii tén & goc dudi bén phai.
3. Trong hdp thoai Page Setup, nhén vao thé Layout. Tai muc Vertical alignment, ban chon
Center.
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4. Tai myc Apply to, chon Selected text. Nhan OK.

c. Thut 1& dong du tién cua doan

1. Nhan chudt vao doan ma ban mudn thut 18 dong dau tién.

2. Trong thé Page Layout, nhan vao nit miii tén goc dudi bén phai cia nhom Paragraph.

3.0 hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ban chon First line.
Tai muc By, chon khoang cach thut vao. Nhan OK.

d. Piéu chinh khoang céch thut 1é ctia toan bd doan
1. Chon doan van ban mudn diéu chinh.

2. Tai thé Page Layout, nhom Paragraph, nhan chudt vao mii tén 1én, xudng bén canh muc Left
dé ting, giam khoang cach thut 18 trai, hay tai muc Right dé diéu chinh thut 1& phai.

2.8.3 Thut dong, thut am

a. Thut dong tat ca, trir dong dau tién cua doan

+ Chon doan vin ban ma ban mudn diéu chinh.

+ Trén thanh thudc ngang, hiy nhin chudt vao diu Hanging Indent va ré dén vi tri ban mudn bt
dau thut dong.

Néu ban khong thiy thanh thudc ngang déu ca, hiy nhan niit View Ruler & phia trén cia thanh

cudn doc dé hién thi no.

b.Tao mot thut am

Thay vi thut dong vao trong, ban c6 thé diéu chinh thut ra ngoai so véi 18 trai bang cach:

+ Chon doan vin ban ma ban muén md rong sang trai.

+ Tai thé Page Layout, nhém Paragraph, nhan nat mii tén hudng xudng trong muc Left cho dén

khi doan van ban nam & vi tri ban vira y.
2.8.4 Thay d6i khoang cach trong vin ban

a. Tao khoang cach doi gifra cac dong cho toan bg tai li€u

Khoang cach mic dinh giita cac dong cho bat ky tai liéu trong nao 1a 1.15. Ban c6 thé tao khoang
cach doi (2) néu mudn bang cach sau:

1. Trong thé Home, nhém Styles, nhan chudt phai vao nut Normal, chon Modify.
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Word

eloper Add-Ins

ll AaBbCcDidl AaBbCcDi AaBh(Ci AaBhCc %
TN

Update Normal to Match Selection — Change
T Styles ~

W Modify..,

Select All 1 Instance(s)

Rename..,

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

2. Bén dudi nhoém Formatting, nhan nit Double Space. Nhan OK.

b.Thay dbi khoang cach dong cho doan vin ban dang chon

1. Chon doan van ban mudn thay doi.

2. Trong thé Home, nhom Paragraph, nhan nut Line Spacing.

3. Chon khoang céch ban mudn, chéng han 2.0

Ghi cht: Néu mudn dit nhidu khoang cach giita cac dong nhung khoang cach nay khong c6
trong menu xuat hién khi nhan nat Line Spacing, ban hdy chon Line Spacing Options, va nhap
vao khoang cach ma ban thich.

Céc kiéu khoang cach dong ma Word hd tro:

- Single (dong don). Tiy chon nay hd trg font 16n nhét trong dong dé, thém vao mot lugng
khoang trong nho bd sung. Luong khoang trong bd sung tiy thude vao font chit ma ban dang sir
dung.

- 1.5 lines: Gép 1,5 lan khoang cach dong don.

- Double: Gap 2 1an khoang cach dong don.

- At least: Lya chon nay xéc lap khoang cach dong t6i thiéu can thiét dé phu hop véi font hodc
d6 hoa 16n nhét trén dong.

- Exactly: C6 dinh khoang cach dong va Word s& khdng diéu chinh néu sau d6 ban ting hoic
giam cd& chir.

- Multiple: Xac lap khoang cach dong tang hoac giam theo ti 1€ % so v&i dong don ma ban chi
dinh. Vi du, nhap vao 1.2 c6 nghia la khoang cach dong s¢€ tang 1én 20% so v6i dong don.

c. Thay doi khoang cach trudc hodc sau cac doan

1. Chon doan van ban ban muén thay ddi khoang cach trudc hoac sauno.

2. Trong thé Page Layout, nhom Paragraph, ban nhan chudt vao miii tén canh muc Before (trudc)
hodc After (sau) dé thay d6i bang gid tri ban mudn.
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d. Thay d6i khoang cach giira cac ky tu

1. Chon doan vin ban ma ban mudn thay dbi.

2. Trong thé Home, nhan chudt vao nit miii tén & goc dudi phai ciia nhom Font ¢é mé hop thoai
Font.

3. Nhén chon thé Character Spacing & hop thoai ndy. Trong muc Spacing, nhin Expanded dé mé
rong hay Condensed dé thu hep khoang cach va chi dinh sé khoang cach trong muc By.

Font Bx|

Font Character Spacing

Scale: ‘”1 00% : ]

Spacing: | Condensed ™ ( By: |J.5pt 2
Position: Normal || By: 3
[] kerning fFor fonts: % Paints and above

e. Co dan vin ban theo chiéu ngang

1. Chon doan véan ban ban mudn cang ra hodc thu lai.

2. Trong thé¢ Home, nhén chudt vao nat mii tén & gdc dudi phai ciia nhom Font dé mo hop thoai
Font.

3. Nhan chon thé Character Spacing ¢ hop thoai ndy. Tai muc Scale, nhép vao ti 1¢ % ma ban
mudn. Néu ti 16 nay 16n hon 100% thi doan van ban s€ dugc kéo ra, nguoc lai, no sé dugc thu lai

3. Chén biéu twgng va ky tw diic biét

3.1 Chén biéu twong

- Nhén chudt vao noi ban mudn chén biéu tuong trong tai li¢u.

- Tai thé Insert, nhom Symbols, ban nhan nat Symbol.

- Thyc hién tiép mét trong hai thao tac sau:

Nhéan chudt vao biéu tuong ban mudn chén trong danh sach x0 xuéng.

Néu biéu twong can chén khong co trong danh sach, ban nhan More Symbols & cudi danh sach.
Hop thoai Symbol xuat hién. Tai muc Font, ban chon mot font chit minh thich, nhan chon biéu
tuong can chén trong khung bén dudi, nhan nut Insert dé chén. Xong nhin Close dé dong hop
thoai Symbol lai.

Ghi chd: Néu ban chon moét loai font chit m& rong, chéng han Arial hodac Times New Roman,
danh sach Subset s& xuét hién bén canh muc chon Font. Six dung danh sach nay dé chon céc ky

tu cua ngon nglr mo rong.
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3.2 Chén mt ky tu dic biét
- Nhan chudt vao noi ban mudn chén vao mot ky tu dac biét.
- Tai thé Insert, nhom Symbols, ban nhin nt Symbol. Sau d6 chon More Symbols.

T Equation ~

lﬂSymbol'
MR ¢ £ X ®

‘"‘"+;Esz

Parts v | g% Signature Line ~
rtv (53 Date & Time

e X 22 il o
p T Q ¥ @

£2 More Symbols...
H —

- Trong hop thoai Symbol, nhan chon thé Special Characters.
- Ban chon trong danh sach mot Ky ty can chén va nhan nut Insert.

- Nhén nat Close dé dong hop thoai lai.

3.3 Chén mot ky tw Unicode tir hgp thoai Symbol
Khi ban chon mot ky tu Unicode trong hop thoai Symbol, ma ciia n6 hién thi trong hop
Character code.
- Nhan chudt vao vi tri ban mudn chén ky tu Unicode.
- Trong thé Insert, nhém Symbols, nhan nit Symbol va chon More Symbols.
- Trong hop thoai Symbol, thé Symbols, tai hop Font ban chon font chir minh thich.
- Tai 6 From, ban chon Unicode (hex).
L ————— 24

Symbols I Special Characters I

Fonk: [(normal text) ~| Subset: [Currency Symbols =l
L[]t [E]£ P[] a B %] ¢ [Nf™[Q] e =
Wal24| Va| Y| % el | T —| Ll ]2 2A(
S|I=|/]|-|V|=e|lu|n|]|=|#|=|=s|=|o|~
[ =l ela [ Y2 LA = gy
Recently used symbols:
elel¥[O[®@[™£[#£][=[=]+|x|=|plalp
ELIRO SIGN Character code: [20aC from: |Unicode (hex) v |
autoCorrect... | Shorteutkey... | Shortcut key: Al+Clri+e

Insert Cancel
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- Néu hop Subset hién thi, nhin chon mét ky tu subset.
- Nhén vao ky tu ban muén chén trong danh sach va nhan nat Insert.
- Nhan Close.

3.4 Dung ban phim dé chén ky tw Unicode vio tai li¢u

Néu ban biét ma cta ky tu cAn chén, ban c6 thé nhdp vao ma do trong tai li€u va nhéin phim
Alt+X dé chuyén dbi n6 sang ky ty. Chang han ban nhap vao 00A9 va nhan Alt+X ngay sau d6
s€ duogc ky tu. Nguoc lai, dé hién thi mot ma ky tu Unicode cua mot ky tu nao dé trong tai li¢u,
ban dit con nhdy phia sau ky tu d6 va nhan Alt+X.

3.5 Chén mdt biéu twong dwoc dinh nghia sin bing cach sit dung AutoCorrect
bPé su dung dugc tinh nang nay, trudc hét ban can bat AutoCorrect lén:

- Nhin Microsoft Office Button, sau d6 chon Word Options.

- Trong hdp thoai Word Options, chon Proofing ¢ khung bén trai.

- Nhén nat AutoCorrect Options. Trong hop thoai xuét hién, chon thé AutoCorrect.
- Panh du chon muc Replace text as you type.

- Nhén OK hai lan dé dong cac hop thoai lai.
utoCorrect: English (U.S.) 2 X
AutoFormat | Smart Tags l
AutoCorrect | Math AutoCorrect I AutoFormat As You Type |

[V Show AutoCorrect Options buttons

IV Correct TWo INitial CApitals Exceptions. .. |

[V Caphalize first letter of senkences

[V Capkalize first letter of table cells

[V Capkalize names of days

[V Correct accidental usage of cAPS LOCK key

IV Replace text as you type

Replace: With: & plaintext € Formatied text

jQrt jQuan Tri Mang

quater quarter :_]
quaters quarters

QuUESIoN question

quesions questions =i
questioms questions

questiosn questions _'_I

I Automatically use suggestions from the spelling checker

oK ' ! Cancel
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3.6 Tao muc AutoCorrect ctia riéng ban

- Trong thé Insert, nhoém Symbols, nhan niit Symbol, chon More Symbols.

- O hop thoai Symbol xuét hién, ban nhin vao thé Symbols hay Special Characters tiy V.

- Chon mdt biéu tuong hay ky tu dac biét ma ban mubn dua vao muc AutoCorrect.

- Nhén nat AutoCorrect. Biéu tugng ban chon sé xuét hién trong hop With.

- Trong muc Replace, ban gb cac ky tw ma Word s& t dong chuyén sang biéu twong hay ky tu
dac biét ma ban chon ¢ trén.

- Nhén nat Add.

- Nhin OK.,

- Nhén Close dé dong hop thoai Symbol lai.

4. Thii thudt véi diu gach néi (-)

Khi mot tir quéa dai, khong vira khit vé6i vi tri cudi dong, Word s& chuyén tir nay sang vi tri dau
dong méi thay vi gach ndi né. Tuy nhién ban c6 thé dung tinh niang Hyphenation dé gach ndi tu
dong hodc gach ndi bang tay doan text, xac 1ap s khoang cach 16n nhat cho phép giita mot tir va

1& phai ma khong gach nbi tir do.

Khi sir dung tinh nang gach ndi ty dong, Word 2007 sé& tu dong chén gach ndi vao vi tri can thiét.
Khi gach ni bang tay, Word sé& tim text dé gach ndi va hoi ban c6 mudn chén gach ndi vao hay
khéng.

4.1 Tw dong chén gach ndi trong toan bd tai lidu
- Pam béo rang khong c6 doan text nao dang duoc chon.
- Trong thé Page Layout, nhém Page Setup, ban nhan niit Hyphenation, sau 6 chon Automatic.

Page Layout References Mailings
i I*l |y Orientation ~ *= Breaks ~ A) Waterma
A — 1§ size~ ¥ Line Numbers ~ || <% Page Col

Margins __
v  EE Columns~ [bc‘ Hyphenation '] ) Page Bor

-jv

Fage o '»'.‘iJ j‘_-j_one
BN 11| Automatic

Manual

b2~ | Hyphenation Options...
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4.2 Chén dau gach noi tuy y

Ban c6 thé diéu khién vi tri ngdt ciia mot tir hodc mot cum tir néu tir d6 “rét” & cudi dong. Vi du,
ban c6 thé chi dinh vi tri ngét ctia tir “nonprinting” 1 “non-printing” thay vi “nonprint-ing”.

- Trong thé Home, nhém Paragraph, nhan nit Show/Hide.

- Nhan chudt vao vi tri trong tir, noi ban muén chén du gach ndi.

- Giir Ctrl va nhan phim gach ni.

4.3 Ty ddng chén dau gach ndi trong mét phan tai lidu
- Chon doan text ma ban mubn gach ndi.
- Trong thé Page Layout, nhém Page Setup, ban nhan niit Hyphenation, sau 6 chon Automatic.

4.4 Gach ndi bang tay trong mot phan tai li¢u

Khi ban gach nbi bang tay, Word 2007 s& tim doan text dé gach ndi. Sau khi ban chi dinh vi tri
muén gach ndi trong doan text, Word s€ chen mdt diu gach ndi tuy y. Néu sau d6 ban soan thao
tai liéu va thay doi ngit dong, Word sé& chi hién thi va in ra nhitng dau gach ndi con rét & cudi
dong ma khong gach ndi lai trong tai liéu.

- Chon doan van ban mudn gach ndi.

- Trong thé Page Layout, nhém Page Setup, ban nhan nat Hyphenation, sau d6 chon Manual.

4.5 Chén mét diu gach ndi khong ngit

Céc dau gach ndi khong ngit gitp ngin ngira cac tir, s hodc cum tir bi ngat néu né rét & cudi
dong. Vi dy, ban c6 thé ngin ngira diy s6 999-1234 bi ngit giita ching, thay vao dé toan bd cum
day s6 nay s& duoc chuyén xudng dau dong ké tiép.

- Nhén chudt vao noi ban muén chén dau gach nbi khong ngit.

- Nhén giit Ctrl, Shift va nhan phim gach nbi.

r 1A N Ko 21>

4.6 Xac 1ap vung gach noi 3

N A:1y A ) A A- Lo :Automatically hyphenate document:
Vung gach noi 1a s6 khoang trong to1 da cho phép gitta = L i

D I ", ¥ Hyphenate words in CAPS
mot tir va 1€ phai ma khong gach noi tir nay. Ban c6 thé
thay dbi ving gach néi: dé giam sé lugng gach ndi, hay ¥Phenatien 2one: pesem =
lam cho vung gach ndi rong hon; dé giam tinh chét roi Limit consecutive hyphens to: - [io imi -~
rac cua 1€ phai, ban lam cho vung gach ndi hep hon. Manual. .. ' Cancel

- Trong thé Page Layout, nhom Page Setup, nhan nut Hyphenation, sau d6 chon Hyphenation
Options.
- Trong Hyphenation zone, nhap vao khoang cach ma ban mudn.
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4.7 X6a bé diu gach ndi tw dong
Trong thé Page Layout, nhom Page Setup, nhan niit Hyphenation, sau d6 chon None.

4.8 X6a bd dau gach ndi bing tay

- Trong thé Home, nhém Editing, nhdn nut Replace (hodc nhan phim Ctrl+H).
- Nhén nat More>> dé mé rong hop thoai Find and Replace.

- Nhén nut Special, sau d6 chon:

Optional Hyphen: néu muén x6a d4u gach ni bang tay.

Nonbreaking Hyphen: dé xé6a dau gach ndi khong ngjt.

- Pé tréng 6 Replace with.

- Nhan Find Next, Replace, hoic Replace All.

5. GO roi cac van dé trong khi soan thao

5.1 Chir méi “de” chir cii

Triéu chirng: Mai khi g0 chir mdi, chir cii tai diém cheén bi xo6a di.

Nguyén nhan: Ché do viét chong da dugc bat 1én.

Gidi phdp: Tt ché do viét chong bang cach:

- Nhén chudt vao nat Microsoft Office Button, sau d6 nhan nat Word Options.

- Nhan Advanced trong khung bén tréi.

- Bén dudi nhom Editing options, ban x6a déu kiém truéc muc Use overtype mode. Nhan OK.
liting options

Typing replaces selected text

When selecting, automatically select entire word

Allow text to be dragged and dropped

Use CTRL = Click to follow hyperlink

Automatically create drawing canvas when inserting AutoShapes

Use smart paragraph selection
Use smart cursoring

B IR B Y JC Y ICR R

Use the Insert key to control overtype mode
( [V iUse overtype mode:

Prompt to update style

5.2 Khong thé tim thay 1énh Clear Contents

Triéu chung: Ban mudn x6a chit hodc cac ddi tuong dd hoa nhung khong thé tim théy 1énh Clear
Contents dé thuc hién viéc nay.

Nguyén nhan: Khac vai cac phién ban trudce, 1énh Clear Contents khong c6 trong ban Word
2007.
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Gidi phdp: Ban c6 thé st dung phim Delete dé x6a text hodc cac ddi tugng d6 hoa sau khi da

chon no.

5.3 Word cudn qua nhanh khi ré chugt chgn chir

Triéu chimg: Khi ban chon chit bang cach giir va ré chudt theo hudng xubng dudi, Word cudn tai
liéu nhanh dén ndi kho ma nha chudt vao vi tri chinh x4c, noi ban muédn két thuc vung chon.
Nguyén nhan: Trong khi ban ré chudt dé chon chit, Word sé& cudn tai liéu theo hudng ban chon.
Gidi phdp: Dé giai quyét van dé nay, ban nén két hop giita chudt va ban phim trong khi chon
chir.

- Nhan chudt vao noi bat dau ving chon.

- Str dung thanh cudn dé truot dén vi tri mudn két thuc vung chon.

- Giit phim Shift trong khi nhan chudt tréi vao vi tri két thic viing chon.

5.4 Lénh Insert File bién ddu mat?

Triéu chirng: Ban mudn chén chit tir mot tai liéu khac vao tai liéu hién hanh nhung khong thé tim
thdy 1énh Insert File dé thyc hién viéc nay.

Nguyén nhan: Trong Word 2007, 1énh Insert File dd dugc doi tén thanh Text from File va dugc
chuyén vao menu Object trong thé Insert.

Giai phap:

- Nhén chuét tai vi tri mudn chén tai liéu vao.

- Trong thé Insert, nhém Text, ban nhén chudt vao mili tén bén canh nat Object, chon Textfrom
File.

 —————————————————
\—J =| Quick Parts ~ | % Signature Line v || JT Equation
— dwordart~ 5} Date & Time {2 symbol -
‘S);tv AZ Drop Cap ~ *$d Objectq
ext | gd Object...

s B=
[ 1 IR T O 0 =) Textfrom File..

' Insert Text from File

- Trong hop thoai Insert File, ban xac dinh file muén chén, sau d6 nhan dap chudt vao nod dé chén
vao tai liéu hién hanh.

5.5 Khong thé kéo — tha chudt ddi véi vin ban

Triéu chimg: Khong thé dung chudt kéo — tha dé thuc hién thao tac sao chép hay di chuyén vin
ban.

Nguyén nhan: Chirc nang kéo — tha chudt trong Word da bi v6 hiéu hoa.

Giai phap:

MS Word 2007 Page 36



Giao trinh MS Word 2007

- Nhan chudt vao nut Microsoft Office Button, sau d6 nhan ntit Word Options.

- Nhén Advanced trong khung bén trai hop thoai.

- Bén dudi nhom Editing options, ban danh dau kiém muc Allow text to be dragged and dropped.
Nhén OK.

ung opuons

[V Typing replaces selected text

¥ _\When selecting, automatically select entire word
[V iAllow text to be dragged and dropped:
¥ Use CTRL = Click to follow hyperlink

o Automatically create drawing canvas when inserting AutoShapes
v

v Use smart paragraph selection
¥ Use smart cursoring

[T Usethelnsert key to control overtype mode

l'_ lUse avertype mode

- Bay gid ban c6 thé chon vin ban va dung chudt kéo — tha doan van d6 sang vi tri méi dé di
chuyén (hoic giit thém phim Ctrl trong khi thuc hién dé sao chép).

5.6 Chir Unicode bi “nhay” khi copy

Triéu chirng: Khi sir dung font chit Unicode, néu copy mot dong vin béan thi hién tuong nhay chir
xuét hién.

Giai phap:

- Nhén chudt vao nat Microsoft Office Button, sau d6 nhan nat Word Options.

- Nhan Advanced trong khung bén tréi.

- Bén dudi nhom Cut, copy, and paste, ban nhan nat Settings.

Default settings

Use default options for: Bl I eIy,

Individual options

(F; Adjust sentence and word spacing automatically )
| adjust paragraph spacing on paste
IV adjust table formatting and alignment on paste
IV Smart style behavior
[V Merge Formatting when pasting from Microsoft Office PawerPoint
[ adjust formatting when pasting from Microsoft Office Excel

V¥ Merge pasted lists with surrounding lists
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- B6 diu chon & hop kiém Adjust sentence and word spacing automatically. Nhan OK hai landé
doéng cac hop thoai lai.

6. Soan thio cong thirc toan hoc

6.1 Viét mdt phwong trinh

V&i Word 2007, dé viét mot phuong trinh, ban ¢é thé chén cac biéu tugng trong hop thoai
Symbol; sir dung tinh ning Math AutoCorrect dé chuyén chir thanh biéu tugng; hay sir dung
cach sau:

- Trong thé Insert, nhom Symbols, nhan vao miii tén bén dudi nut Equation, sau d6 chon Insert
New Equation.

Mailings Review View Add-Ins @
52, Hyperlink j j A | .3l QuickParts - % Signature Line = || TC Equation |
/& Bookmark | Burll In a
Chart Header Footer |
‘#) Cross-reference . Nu Area of Circle
——J L——n——] A= :r:

942104 0 1L 0y

Binomial Theorem

(x+a)"'—Z( )x‘ g

Expansion of a Sum

ny  nln —1)x°
(61 +x)"=1+T+T4—

Fourier Series

nsx nwx.

f(r)=a-+2 a,,co'—-rb sn—)

TJU Insert New Equation |

- Trén thanh cong cu xuét hién thém thé Design, va ban c6 thé nhan chudt vao cac nat trong
nhom Symbols dé chén céac ky hiéu toan hoc, hay nhan chudt vao cac nit trong nhom Structures
dé chén vao tai liéu mot cu tric toan hoc co sin, sau d6 chinh sira lai.

Chay: Dé hién thi danh sach dﬁy du cac ky hi¢u toan hoc trong nhom Symbols, ban nhéan nat
More ¢ goc dudi phai cia nhom.
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Documentl - M

References Madings

TC ¢ SEEFEECERL - e*ax [0 % ©r e 3 lim A [i

ot Radical Integes Large Bracket Function Accerd Limst and Operator Matrix
. - Yoeratars o . . toh - o

Equation H> > < > ¥ = x = - Fraction

iop

APt Ut ey

6.2 Sir dung cac biéu twgng trong Math AutoCorrect

- Nhin Microsoft Office Button, sau d6 nhdn Word Options.

- Trong khung bén trai, nhin Proofing, sau d6 nhan niit AutoCorrect Options.

- Trong hop thoai AutoCorrect, nhan chon thé Math AutoCorrect, sau d6 danh dau kiém trude 2
muc Use Math AutoCorrect rules outside of math regions va muc Replace text as you type. Ghi
nh¢ céac ky tu & muc Replace (ky tu ban nhap) va muc With (ky tu toan hoc s& thay thé).

‘AutoCorrect ' X

s SROEO N S| .- —
 AutoCorrect | Math AutoCorrect AutoFormat As You Type |

When Math AutoCorrect and AutoCorrect rules conflict, AutoCorrect rules will
be used.

Replace text as you type
Replace: With:

\above
Nacute
\aleph
\alpha
\Alpha
Hamalg
\angle
{\aoint
\approx
{\asmash
\ast ' hd|

Fu

—_— e :)Qz

[ Recognized Functions... ]

- Nhin OK 2 1an dé dong cac hop thoai lai.
- By gid ban hiy gb thir cac ky tu (muc Replace) va nhan phim khoang tring, né s& bién d6i
thanh Ky tu toan hoc twong tmg. Vi du: \approx, nhan khoang tring s& bién thanh déu.

6.3 Chén m¢t phwong trinh thong dung
Trong thé Insert, nhém Symbols, ban nhan chudt vao mii tén bén dudi nit Equation. Mt menu
xuét hién véi danh sach cac phuong trinh thong dung. Mubn sit dung cdi nao, ban chi viéc nhén
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chon cai d6 dé chén vao tai liéu va chinh sira lai theo y thich.

Thém mdt phuong trinh vao danh sach cac phuong trinh thong dung

- Chon mot phuong trinh mudn thém.

- Bén duéi Equation Tools, trong thé Design, nhom Tools, nhan nit Equation, sau d6 chonSave
Selection to Equation Gallery.

- Trong hop thoai Create New Building Block, ban nhap vao tén cua phuong trinh tai muc Name.
- Tai danh sach Gallery, chon Equations. Nhan OK.

" nx nln —1)x?
a +x)'=1+T+“?—,

Create New Building Block E’ﬂ

Mame: phuongtrinhi

Gallery: 'Equations v :

Category:  Built=In v :

Description:

Save in: 'Building Blocks. dotx v ;

Options: Insert content in its own paragraph v i
[ QK ] [ Cancel ]

6.4 Thay d6i phwong trinh dwoc soan thio trong Word 2007

Ban chi viéc nhan chudt vao phuong trinh muén chinh stra va thay d6i theo ¥ thich.

Thay d6i phurong trinh dugc soan thao trong Word phién ban cii hon

Pé thay d6i mot phuong trinh dugc soan thao & phién ban cii, st dung Equation 3.0 add-in hay
Math Type add-in, ban can sir dung add-in ma da viét phuong trinh nay.

Ngoai ra, khi ban mé tai liéu c6 chira phuong trinh duoc viét trong phién béan cii cia Word, ban
khong thé str dung cac chuong trinh viét va thay doi phuong trinh dugc cung cap san, trir khi ban
chuyén tai liéu sang dinh dang Word 2007.

* Chuyén tai liéu sang dinh dang Word 2007

- Nhan Microsoft Office Button, sau d6 nhidn Convert.

- Nhin OK trong hop thoai x4c nhén.

- Nhan Microsoft Office Button, sau d6 nhin Save.

* Thay doi phwong trinh dwoc soan thio bang Equation 3.0

- Nhén dap chudt vao phuong trinh mudn chinh sira.

- Thay d6i phuong trinh theo ¥ mudn.

* Thay doi phwong trinh dwoc soan thio bang Math Type
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- Hay dam bao rang Math Type di duoc cai dit trén may.

- Nhén dap chudt vao phurong trinh mudn chinh sira.

- Trong Math Type, chinh stra lai phuong trinh theo ¥ mudn.

- O menu File, nhan chon Close and Return to... dé tré vé cira s6 soan thao Word.

7. Kiém tra chinh td va 16i ngiv phap

Tu dong kiém tra 13i chinh ta va ngir phap (cac dudng gon séng mau do, xanh duong, xanh 14
cay)

Khi ban bat ché do kiém tra chinh ta tu dong trong khi go, ban cé thé an tdm rﬁng khong bi mac
nhiéu 18i chinh ta trong tai liéu. Word 2007 s& danh dau nhirng tir bi 15i gitp ta phat hién ra 16
mot cdch nhanh chong.

Vi du: Ban c6 thé nhan chudt phai 1én tir sai dé xem nhiing cach stra 151 dugc dé nghi.

Tuong tu, néu bat ché do kiém tra ngit phap tu dong, Word s& danh d4u nhitng 15i ngit phap
trong tai liéu trong khi ban soan thao.

Vi dy: Ban c6 thé nhan chudt phai va chon nhimg kiéu sira 16i dé nghi. Ban ciing c6 thé chon
Ignore Once dé “1o” di 15i nay, hoac chon About This Sentence dé xem tai sao Word xem céu do

1a loi.

7.1 Bat hodc tit ché do kiém tra chinh ta, ngir phap tuw dong
- Nhan chudt vao Microsoft Office Button , chon Word Options.
- Trong hdp thoai hién ra, chon Proofing ¢ khung bén trai.

- PBé bat/tat ché do kiém 13i tu dong trong tai liéuhién
hanh (dang m¢), ban thyc hién nhu sau:

Tai muc Exceptions for, chon tén cua tai liéu hién
hanh.

Chon hoac bo chon muc Hide spelling errors in this document only va Hide grammar errors in
this document only.

- Pé bat/tat ché d6 kiém 15i ty dong trong tat ca tai liéu tir gio trd di, ban thyc hién nhu sau:
Tai muc Exceptions for, chon All New Documents.

Chon hodc bo chon muc Hide spelling errors in this document only va Hide grammar errors in
this document only.

Exceptions for: rﬂ] All New Documents | v

‘&%) All New Documents

D Hide grammar'@l Documentl

7.2 Kiém tra tt ca 18i chinh ta va ngir phap sau khi soan thao vin ban

- Chon doan van ban ban mudn kiém 13i (hoic khéng chon néu mudn kiém toan bo van ban).

- Bam phim F7 (hodc chon thé Review, nhan nit Spelling & Grammar trong nhém Proofing).

- Néu chuong trinh phat hién ra 18i chinh ta, hop thoai Spelling and Grammar xuét hién, to do tir
Ssal.
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Tai khung Suggestions, ban c6 thé chon nhitng goi ¥ sira 16i ma chuong trinh dua ra va nhén nut
Change d¢é sira theo goi y do.

Néu ban mudn ty minh stra, hay nhéan chudt vao tai liéu, noi tir dang bi phat hién 13 16i va sira lai
theo ¥ minh. Stra xong nhin nut Resume dé kiém tra tiép nhimng tir khéc.

Trong truong hop tir ma Word phat hién 1a 16i nhung lai 1a tir ma ban cho la chinh xéac va ban
mudn Word nhén ra tir ndy 1 ding chinh ta dé 1an sau khoi “bat 16i” nita, hay thém n6 vao tir
dién bang cach nhan niit Add to Dictionary.

Néu mubn “16” di tir sai va chuyén sang kiém tra tiép nhimng tir khac, ban nhan nut Ignore Once
(16 1 1an) hodc Ignore All (15 tit ca).

Truong hop ban thuong xuyén bi méc 16i & tir nay va ban muén Word tu dong sura lai thanh tir
dung trong khi ban gd vin béan, hiy chon tir dung trong khung Suggestions va nhan nut
AutoCorrect.

- Ngoai ra, néu ban mudn kiém tra lu6n ngir phap, hiy danh dau chon Check grammar tronghdp
thoai Spelling and Grammar. Sau khi kiém tra chinh ta, chuong trinh s& chuyén sang kiém tra
ngit phap cho ban. Céch sira 16i ciing twong tu nhu trén.

7.3 Tim tir trong tir dién

Str dung tinh ning Research, ban c6 thé tim cac tir trong tir dién. Cach thuc hién:

- Trong thé Review, nhém Proofing, nhan niit Research.

- Pé tim mot tir don trong tai liéu, gitr phim Alt va nhan chudt vao tir can tra ctru.

- Pé tra nghia mot cum tir, ban dung chudt chon cac tir d6, gitt phim Alt va nhan chudt trai vao
vung chon.

- Tai khung Research bén phdi man hinh, muc Search for, ban s€ théy tir can tra hién thi trong
day. Bén dudi la phan giai nghia ciia no.

- Ban ciing c6 thé gd truc tiép tir can tra nghia vao 6 Search for va nhan OK.

7.4 Tra tir dong nghia, phan nghia
Str dung tinh ning Research, ban con ¢ thé tra tir d6ng nghia va tir revulsion

phan nghia. disgust
- Trong thé Review, nhém Proofing, ban nhin nit Thesaurus. extreme dislike
- Giit phim Alt va nhan chudt vao tir can tra. Két qua sé& hién thi Jlove ('I"\“mnym) Nl
5 ~ 5. =l abhot _5'-;] Insert
trong khung Research ¢ bén phai. = L %
9 \ o« 1A “A by a or =22
- Dé chén tir dong nghia hodc phan nghia d6 vao tai liéu hiénhanh, - 4 Lopy
noi con tro dang dimg, ban dwa chudt vao tir trong danh sach két | oathe:’ & LookUp
qua, nhin chudt vao miii tén bén canh tir, chon Insert. can't stand ‘

- Pé tim tiép tir dong nghia / phan nghia cua tir trong danh sachtim
duoc, ban nhin chudt vao tir d6 trong danh sach két qua.
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Ghi chi: Ban c6 thé tim tir ddng nghia, phan nghia trong ngdn ngir khac (ngoai tiéng Anh) bang
cach nhin chudt vao hop danh sach bén dudi khung nhép liéu Search for va chon mot ngdén ngt,
vi du nhu tiéng Phép (French) ching han.

7.5 Dich van ban

Khac véi cach tra nghia ting tir, trong phan nay chung ta s& ciing tim hiéu cach dich mét doan
van ban dai.

- Trong thé Review, nhom Proofing, ban nhan nit Translate.

- Hodc ban ciing c6 thé nhan chuot phai vao vi tri bat ky trong tai li¢u, chon Translate -
Translate.

i | Paste
A | Font..
=% | Paragraph...
= | Bullets »
i= | Numbering >
@, Hyperlink...
@&\ Look Up...
Synonyms >
Translate » |aF Translate...
Styles » Arabic (Saudi Arabia)
English (U.S.)
French (France)
Spanish (International Sort}
v | Turn Off Translation ScreenTip

- Pé chon ngdn ngir dich, tai khung Translation & bén phai, chon ngdn ngit ngudn tai muc From,
ngon ngtr dich tai muyc To.

- Pé dich mot tir bat ky trong tai liéu, ban giir phim Alt va nhan chu6t trai vao tir. Nghia ctia nd
s& duoc hién thi trong khung Translation & bén phai.

- Pé dich mot doan van ban, ban dung chuot chon doan van ban do, gitr Alt va nhan chudt trai
vao ving chon. Nghia ctia n6 s& dugc hién thi trong khung Translation & bén phai.
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TheWorkd Sromaer provides a fast, safe, ad eady way 9 tronse he Wed. It will max o ﬂ

[TheWorld Browser provides 2 fast, safe, and easy way 10 browse the
Wwith many usefut features than the others could ever offer. Give 1 a tr}

Trangation v
browser with mal-wares
Tracalate the whole documert. [ -~

Trarsiyton opbons

= WorldUingo

TheWod BB H G~ WS, FRUTRATTEMM, THXETER
EMR e BRTBLSWRaMEL, H—3, raRneEanT
Z AR TP Blraiid,

2 Get » Quote for Professional Tramslation
= Automated Translation
o Professional Tramslation

WorldLingo
Get more nformation about Workdngo
‘thedk?

.,

e Trriston powerd by

Try one of these aternatves of soe Held for hints on refing your seardh.
Other places to search
Search for ThaWerld Bromser provides & fast, safe, ' e
0, Al Beferenge flocks
B3, Al Research Siees v

B, Research cosons.

-Pé dich toan bg tai li¢u, tai khung Translation, ban nhén chu6t vao nut Translate the whole

document . Sau d6 bim Yes trong hop thoai xac nhan. Ban dich sé dugc hién thi trong mat clra
s6 duyét Web méi mo ra.
- Nigoai ra ban ciing c6 thé dich tir hodc doan van bang cach ty minh nhap vao khung Search for,

sau d6 nhan nut Start Searching .

7.6 Bat tinh ning “dua chudt vao tir dé hién thi nghia trong mét Screentip”
Chi can dua chudt vao tir, nghia ctia n6 (di duoc dich sang ngon ngir khac) sé hién thi trong mot

Screentip bén canh, rat tién loi.

provide
[pra'vad] transitive verd fourniv; provide something to

someone, provide someone with someiting fournir
something & someone

ser provides a fast, safe, and easy way to browse the Web. It will max out your

Il features than the others could ever offer. Give it a try, and we guarantee that'
l-wares.
Dé bat tinh nang nay, ban thyc hién nhu sau:

- Tai thé Review, nhom Proofing, nhén chudt vao miii tén bén canh nat Translation ScreenTip.
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R B

Home Insert Page Layout References

| 4, Research lé—?ﬂ'hl T Jtad Belete || -j

>4 Thesaurus Arabic (Saudi Arabia)

Spelling &
Grammar 3 Translate English (U.S.)

French (France)

Spanish {International Sort)

v | Turn Off Translation ScreenTip

§~ith many useful features than th

;bI'OWSGF with mal-wares.

- Chon mét ngdn ngit mudn dich sang trong menu xuét hién.

- Mudn tét tinh nang nay, ban chon Turn Off Translation ScreenTip.

8. Churc nang Hyperlink

8.1 Ty dong tao hyperlink cho dia chi Web

Word ty dong tao mot hyperlink khi ban gd vao moét dia chi Web (chéng han
www.microsoft.com) va nhin Enter hodc phim khoang tring. Néu mudn tat/ bat tinh ning nay,
ban nhan Microsoft Office Button , chon Word Options. Nhan Proofing. Nhan nat AutoCorrect
Options, nhéan chon thé AutoFormat As You Type. Tai hop Internet and network paths with
hyperlinks, ban bo chon hoac chon dé tat/ bat tinh nang nay.

8.2 Tao mot hyperlink tiy y dén mot tai liéu, tap tin hay trang Web

1. Chon doan text hodc hinh anh ma ban mudn dung dé hién thi nhu méot hyperlink.

2. Trong thé Insert, nhom Links, ban nhan nat Hyperlink.

3. Hop thoai Insert Hyperlink xuat hién.

- Pé lién két dén mot file hodc trang Web c6 san, ban nhan nat Existing File or Web Page bén
dudi myc Link to, sau d6 nhap vao dia chi ma ban mudn lién két dén trong hop Address. Néu
khong biét dia chi cua mét file, ban c6 thé dung khung duyét file/ thu muc trong cura ) nay dé
chon file minh mudn lién két.

- Pé lién két ¢én mot file ma ban chwa hé tao nd, hay nhan nut Create New Document bén dudi
muc Link to, sau d6 nhap tén cua file méi s€ tao tai muc Name of new document. Tai muc When
to edit ban co thé chon 12 Edit the new document later (soan tai liéu nay sau) hodc Edit the new
document now (soan ngay bay gio).

bé tuy bién ScreenTip (hién thi khi ban ré chudt Ién hyperlink), ban nhén nit ScreenTip va go
vao dong ghi chii. Néu ban khong chi dinh dong ghi cha nay, Word sé& sir dung duong dan hay
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- Nhan OK khi tao xong hyperlink.

8.3 Tao mot hyperlink dén trang e-mail trong

Thuyec hién budc 1 va budc 2 nhu trén dé hién thi hop thoai Insert Hyperlink.

3. Bén dudi muc Link to, ban nhin nut E-mail Address.

4. Tai muc E-mail address, nhap vao dia chi e-mail ma ban mudn khi nhan vao hyperlink s& gui
thu cho dia chi nay.

5. Tai myc Subject, ban nhap tiéu dé thu. Nhéan OK.

Insert Hyperlink
Link to: Text to display: support@quantrimang.com
L9 E-mail address:
Exjsting File or maiko:support@aquantrimang.com
Web Page -
Subject:
QuanTriMang.com: Tieu de|
Place in This | Regently used e-mail addresses:
Document
Create New
Document
E-mail Address
l OK ] [ Cancel ]

8.4 Tao mot hyperlink dén vi tri bat ky trong tai liéu hay trang Web hién hanh
Dé sir dung tinh ndng nay, trudc hét ban can danh dau vi tri dich muén lién két dén trong tai licu

hién hanh.

* Chén mgt bookmark:

1. Trong tai liéu hién hanh, chon doan text hay d6i twong ma ban muén gan mot bookmark.

2. Trong thé Insert, nhém Links, ban nhan nut Bookmark.

3. Ctra s6 Bookmark xuat hién. Tai Bookmark name, ban g& vao mét tén dé nhan dang bookmark
nay (luu ¥, tén khong dugc chira khoang trang). Nhan Add dé thém vao.

MS Word 2007
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Bookmark m
ﬁ_ookmark name:
‘Chuong_2 Add
Chuong_1
Delete

Sort by: () MName
() Location

[ Hidden bookmarks

—f

G

Cancel

* Thém lién két dén bookmark:

1. Chon text hodc ddi twong ma ban mudn hién thi nhu mét hyperlink.
2. Nhan chudt phai va chon Hyperlink trong menu ngit canh.

3. Bén dudi muc Link to, ban nhan nut Place in This Document.
4. Trong danh sach ban chon mt bookmark muén lién két dén. Nhan OK.

‘Insert Hyperlink 23
Link to: Text to display: Tthorld Browser
L9) Select a place in this document:
Exjsting File or Top of the Document
Web Page Headings
- (gt Frame... |
w arget Frame...
Place in This Chuong_2
Document
I |
Create New
Document
E-mail Address
| Lok J[ conel ]

8.5 Tao mdt hyperlink dén vi tri bat ky trong tai liéu hay trang Web khac (khong phai trang hién

hanh)

1. Trude tién ban tao nhitg bookmark trong file dich (file ma ban s& lién két dén) twong tu cach
o trén.
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2. Mo tai liéu nguén, chon doan text hay ddi tuong mudn hién thi la hyperlink.

3. Nhan chudt phai, chon Hyperlink trong menu ngit canh.

4. Bén dudi muc Link to, nhan nat Existing File or Web Page.

5. Tai khung Look in, ban duyét dén file dich mudn lién két dén.

6. Nhan nat Bookmark, sau d6 chon nhiing bookmark mudn lién két dén trong tai li¢u dich. Nhén
OK.

8.6 G& bo mdt hyperlink
Ban nhin chudt phai vao hyperlink muén g& bo, chon Remove Hyperlink trong menu ngit canh.

9. Tinh nang khéc
9.1 Ap dung nhanh mét kiéu mau (Quick Style)

9.1.1 Ap dung mét kiéu mau

1. Chon doan text ban mudn 4p dung kiéu mau.

2. Trong thé Home, nhém Styles, nhan chudt vao mot kiéu ma ban thich. Néu khong thay kiéu
dinh dang ma minh mong mudn, ban nhan nat More dé mé rong khung Quick Styles.

AaBbCcDi AaBbCcDi AaBbC: AaBbCc

T Normal T No Spaci.,, Headingl Heading 2
r ¥ VS SO
AdD 4aBbcc. AsBbCeD AaBbCeD
Title Subtitie Subtle Em., Emphasis

AaBbCcD AaBbCcD AaBbCcD | AaBbCcD

Intense E... Strong Quote Intense Q..

AaBeCcD AaBsCcD AABBCcD AaBbCcDs

Subtie Ref.., Intense R... Book Title T List Para..

Save Selection as a New Quick Style...

Clear Formatting

&&

Apply Styles...

Vi dy, ban mudn doan text dang chon dugc ap dung kiéu tiéu dé, nhan nat Title trong khung
danh sach.
Ban c6 thé xem trude kiéu dinh dang duoc 4p dung nhu thé nao bang cach ré chudt vao ting kiéu

minh mudn xem, né s€ ap dung “thir” vdi doan text ban dang chon.
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9.1.2 Tao mét kiéu mau

1. Chon doan text ma ban mudn tao mot kiu méi. Vi du, ban mudn tao mot dinh dang in dam,
chir mau do.

2. Trong thé Home, nhom Font, ban 1an lugt in ddm (nhin nut B) va td do chit (chon mau tir nat
Font Color).

3. Nhan chudt phai vao ving chon, tro téi Styles, va nhin Save Selection as a New Quick Style.
4. Nhap vao tén cia style moi (chang han Style 1) va nhan OK.

Lap tuc kiéu chit moi tao s& nam gon trong nhém Styles & thé Home, sin sang dé ban st dung.

9.1.3 Thay ddi kiéu miu

1. bBinh dang doan text theo y thich cua ban.

2. Trong thé Home, nhém Styles, nhén chudt phai vao style ma ban mudn thay ddi, chon Update
to Match Selection.

Trong tai liu, tit ca nhirng doan text di dugc ap dung kiéu nay trude d6 s& dugc cap nhat lai voi
dinh dang méi.

9.1.4 G6 bo mot kiéu mau
1. Trong thé Home, nhom Styles, ban nhan chudt phai vao kiéu mau mudn g& bo.
2. Chon Remove from Quick Styles gallery.

9.2 Cai dat diém dung tab (Tab stops)

Dé cho viéc cai dit tab duge thuan tién, ban nén cho hién thi thudc ngang trén dinh tai licu b?lng
cach nhan nat View Ruler ¢ dau trén thanh cudn doc.

Ban c6 thé nhanh chong chon tab bang cach lan lugt nhan vao 6 tab selector — 1a 6 giao nhau
gitta thudc doc va thudc ngang (& goc trén bén trai trang tai lidu) cho dén khi chon dugc kiéu tab
mong mudn, sau d6 nhin chudt vao thanh thudc ngang noi ban muén dit tab.

Tuy ting trudng hop cu thé ma ban co thé sir dung mot trong cac loai tab sau:

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

Tab giita: Pat vi tri chinh gitra doan text. Poan text s€ nam gitra vi tri dat tab khi ban nhap li¢u.
Tab phai: Nim & bén phai cudi doan text. Khi ban nhap li¢u, doan text s& di chuyén sang trai ké
tur vi tri dat tab.

Tab thdp phdn: Khi dit tab nay, nhitng ddu chdm phan cach phan thap phan s& nam trén cung
mot vi tri.

Bar Tab: Loai tab nay khong dinh vi tri cho text. N6 s€ chén mot thanh théng dang tai vi tri dat
tab.
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Tabs

Tab stop position: Default tab stops:
7.75cm 1.27 cm )
17,75 cm

Tab stops to be cleared:

Aiignment
() Left () Center () Right
() Decimal O Bar

Leader
® 1 None Oz O—r
Os__

[ Set ] [ Clear ] [ Clear all ]

[ OK ][ Cancel ]

Néu ban mudn dit diém dung tab tai vi tri phu hop ma khong thé x4c dinh chinh x4c khi nhin
chudt Ién thanh thude ngang, hodc ban mudn chén ky tu ddc biét trudce tab, ban co thé dung hop

thoai Tabs bang cach nhan dup chudt vao bat ky diém dimg tab nao trén thanh thudec.

Sau khi cai dit diém dimng tab xong, ban c6 thé nhan phim Tab dé nhay dén timg diém diung
trong tai li¢u.

9.3 Ghi ch tai liéu

9.3.1 Panh dau sy thay d6i va ghi chu trong tai liéu

Theo ddi sy thay dbi trong khi chinh stra

1. Mo tai liéu ma ban mudn theo ddi.

2. Trong thé Review, nhom Tracking, nhan nut Track Changes.

3. Thay d6i tai liéu theo y ban (chén, x6a, di chuyén hay dinh dang van ban...). Lap tirc & bén
hong trang tai liéu s& xuét hién nhiing bong bong hién thi sy thay do6i nay.

9.3.2 Tt ché do theo ddi sy thay doi

Trong thé Review, nhom Tracking, nhan vao niit Track Changes mot 1an nita dé tat ché do theo
ddi trong khi chinh stra.

9.3.3 Thay di cach Word danh diu

- Ban c6 thé d6i mau va nhimg dinh dang ma Word ding dé danh dau sy doi trong tai liéu bang
cach nhén vao miii tén bén canh nut Track Changes, va nhén chon muc Change Tracking
Options.
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ES Mailings Review View Developer

-fj,, ] f_‘, Final Showing Markup v
A 5] Show Markup ~

| Track |Balloons -
Changes ~ v E Reviewing Pane ~

_ BEEERsSSS

.2 Track Changes i
- e
Change Tracking Options... U B0 b SR

1 Change User Name... [

- Néu ban mudn xem tat ca nhimng thay ddi ngay trong tai liéu thay vi hién thi nhitng bong béng

bén hong tai li¢u, @ nhom Tracking, nhén vao nat Ballons, sau d6 chon Show all revisions inline.
- Pé 1am nbi bat viing hién thi nhitg bong bong (bén 18 tai lidu), hdy nhan nut Show Markup va
chon Markup Area Highlight.

9.3.4 Chen mét ghi chu

1. Chon doan text hodc d6i twong bat ky trong tai liéu ban mudn ghi cha.

A v| . P A .
‘ ] 'J i | ) Trong thé Review, nhdém Comments, nhan nit New Comment.
¥ Previous
New '?J e
oo — 3. Nhép vao ghi chi ctia ban trong bong bong hién thi & khung bén canh

tai liu.
9.3.5 Xda ghi cha
- Pé x6a mot ghi chi, nhan chudt phai vao ghi cht d6, chon Delete Comment.
- Pé x6a nhanh tat ca ghi chu trong tai li€u, nhén chudt vao mot ghi chu bét ky. Trong thé
Review, nhém Comments, nhin vao miii tén bén dudi nit Delete va chon Delete All Comments
in Document.

9.3.6 Thay doi ghi chd

1. Néu cac ghi chu khong hién thi trong tai li¢u, ban nhén nat Show Markup trong nhom
Tracking ctia thé Review, sau d6 danh ddu chon Comments.

2. Nhan chudt vao bén trong mot bong bong ¢ ghi chu can sira. Sau d6 sira lai ndi dung theo y

ban.

9.3.7 Thay ddi tén nguoi ghichl

Bén canh mdi ghi cha ludn c6 tén cta nguoi st dung. Néu ban mudn thay doi tén nay, hiy thuc
hién nhu sau:

1. Trong thé Review, nhom Tracking, nhan chudt vao miii tén bén dudi nit Track Changes, sau
d6 chon muc Change User Name.
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2. Trong hdp thoai xuat hién, bén dudi muc Personalize..., ban nhdp vao tén ciia minh, sau do
nhan OK.

B
w_@ Change the most popular options in Word.

Top options for working with Word

Show Mini Toolbar on selection i

Enable Live Preview i

Show Developer tab in the Ribbon (i

Always use ClearType

Open e-mail attachments in Full Screen Reading view i

Color scheme: Black (vl

ScreenTip style: | Show feature descriptions in ScreenTips ‘ v I

Personalize your copy of Microsoft Office

User name: Thu Huong

Initials: TH

Choose the languages you want to use with Microsoft Office: [ Language Settings... ]

Luu ¥ 1a nhitng ghi chii ké tir bay gio trd di méi c6 tac dung véi tén méi.
9.4 In tai liéu
9.4.1 In tai liéu kém theo ghi chd va nhitng danh dau thay doi

1. Nhan nat Microsoft Office Button , sau d6 chon Print.

2. Trong hop thoai Print, tai muc Print what, chon Document showing markup va nhén OK.

9.4.2 In danh sach nhiing thay doi trong tai liéu
1. Nhén nat Microsoft Office Button , sau d6 chon Print.
2. Trong hop thoai Print, tai muc Print what, chon List of markup va nhén OK.

9.4.3 Khong in nhirng danh dau thay d6i va ghi chi
1. Nhin nat Microsoft Office Button , sau d6 chon Print.

2. Trong hop thoai Print, tai muc Print what, chon Document va nhén OK.
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9.5 Dung tinh ning Bullets - Numbering dé danh dau/danh sb tu dong

9.5.1 Tao danh sach danh dau (bullet) hay dédnh s (number) tu dong 1 cap
1. GO vao diu * dé bat ddu mot danh sach cac danh diu diu dong hodc nhép 1. Dé bit dau mot

danh sach danh s6 ty dong, sau d6 nhan phim cach (space bar) hoic phim Tab.

2. Nhap bét ctr chit ndo ban mudn.

3. Nhén phim Enter. Word s€ tu dong chén thém mot déu bullet hodc s thir tu tiép theo.

4. Pé két thic viée danh dau, danh sb tu dong, nhén Enter hai 14n hodc nhin phim Backspace dé
x6a diu bullet hodc s cudi cung.

9.5.2 Néu chirc niang danh déu / danh sb tu dong khdng c6 hiéu luc, ban bat né I&n bang cach
Sau:

1. Nhan ntt Microsoft Office Button , sau d6 chon Word Options.

2. Nhan Proofing.

3. Nhan nat AutoCorrect Options, sau d6 nhan vao thé AutoFormat As You Type.

4. Bén dudi nhom Apply as you type, ban danh du chon vao 2 myc Automatic bulleted lists va
Automatic numbered lists. Nhan OK dé dong cac hop thoai lai.

rA utoCorrect v

AutoFormat: omart Tags ——
AutoCorrect | Math AutoCorrect |{ AutoFormat As You Type

Replace as you type
"Straight quotes” with “smart quotes” Ordinals {1st) with superscript
Fractions (1/2) with fraction character {14) Hyphens (--) with dash (—)
[]*Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
I Automatic bulleted lists Automatic numbered lists
Border lines Tables

[ Built-in Heading styles

9.5.3 Thém dau bullet hay numbering vao trong danh sach
1. Chon mot muc ban mudn thém vao.

2. Trong thé Home, nhom Paragraph, nhan niit Bullets hoic niat Numbering .
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Mailings Review View Developer Add-Ins

= . AT G EE sEl A
i= - =0 EE =AU I Asmncend asBbCeD:

\E—é Numbering Library
" Biful;— | Diful -
= None Difu2—— | | Difu2-
Piun 3~ | Digu3 -
Bifu 1 -1 [ 1.- - | 1)-
Pifu2 — | | 2.- - | | 2>
Pifu3—— | | 3.- - |3

Ghi cht: Ban c6 thé tim thdy nhiéu kiéu bullet hodc kiéu s khac bang cach nhan vao miii tén

bén canh nut Bullets / Numbering.

9.5.4 Gian khoang cach giira cac muyc trong danh sach Bullets / Numbering

1. Trong thé Home, nhom Styles, nhan chudt vao mili tén hudng xudng bén canh phai dé mo
rong danh sach Styles. Sau d6 nhan chudt phai vao kiéu List Paragraph, chon Modify.

2. Trong hop thoai Modify Style, nhan nat Format, chon Paragraph.

3. B6 chon muyc Don’t add space between paragraphs of the same style. Nhan OK dé dong cac

hop thoai lai.

Indentation
Left: Oem S Special; By:
Right: 0cm 4 (rlorjiejr ‘.ﬂ >
[] mirror indents

Spacing
Before: 0pt :3 Line spacing: At
After: wpt (2] |Mutiple [v] s B
[] pon't add space between paragraphs of the same style

l

9.5.5 Chuyén danh sach Bullets / Numbering tir mot cap sang da cap
1. Nhan chudt vao mot myc trong danh sdch ma ban mudn chuyén n6 thanh mot cap khéc.

2. Trong thé Home, nhom Paragraph, nhan vao mili tén bén canh nit Bullets hoic Numbering,

chon Change List Level va chon mot cép ban mubn.

9.5.6 Thém céc bullets hinh anh hodc biéu tuong vao danh sach
1. Chon muc ma ban mudn bd sung céc bullets hinh anh hay céac biéu tuong.
2. Trong thé Home, nhom Paragraph, nhan vao mili tén bén canh nit Bullets.
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3. Chon Define New Bullet. Trong hop thoai Define New Bullet, ban nhén nit Symbol (biéu
tuong) hay Picture (hinh anh) tuy muc dich.
4. Chon hinh anh hoic biéu tuong ban mubn st dung, sau d6 nhan OK hai lan.

Define New Bullet
Bullet character
[ Symbol. .. ] [ Picture... ]
{\Iignment: -
[Left [as}
Preview
EX
£
£
[ QK ] [ Cancel

9.5.7 Thém mat bullet hinh anh hodc biéu twong vao trong thu vién Bullet

1. M6 tai liéu c6 chira biéu tugng bullet ma ban mudn thém vao thu vién.

2. Trong thé Home, nhém Paragraph, nhan vao miii tén canh nut Bullets.

3. Bén duéi nhom Document Bullets, nhan chudt phai vao kiéu bullet ma ban muén thém vao
thu vién, sau d6 chon Add to Library.

9.5.8 X6a mot kiéu ra khoi thu vién Bullet

1. Trong th¢ Home, nhom Paragraph, nhan vao miii tén bén canh nut Bullets.

2. Bén dudi nhom Bullet Library, nhan chudt phai vao mét kiéu ban muén loai bo khoi danh
sach, sau d6 chon muc Remove.

9.6 Tao danh sach cac 6 danh dau chon (checklist)

Khi tao mot tai liéu dang trac nghiém, chic chan ban phai thiét ké nhiing 6 danh dau dé nguoi
ding d4nh dau vao . C6 2 dang danh dau trong tai liéu: mot dang 1 ding dem di in (dé nguoi
ding danh dau vao gidy), dang thtr hai 1a cho ngudi dung danh dau tryc tiép trong nodi dung file.
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9.6.1 Tao mdt checklist dé dem di in

C6 2 cach co ban dé tao mot checklist dem di in:

- Néu tai liéu cta ban khong chua nhiéu kiéu bullets khac nhau, ban c6 thé s dung cach tao mot
danh sach bullets tiiy bién dinh dang.

- Néu tai liéu ctia ban ¢6 sin nhiéu dinh dang bullets khac nhau, ban c6 thé ngan ngura cac bullets
cii thay d6i bang cach tao mot danh sach checklist trong bang.

9.6.2 Tao checklist bang tinh nang tuy bién dinh dang bullets

1. Nhép vao nhitng muc trong danh sach cua ban.

2. Chon danh sach nay.

3. Trong thé Home, nhém Paragraph, nhin vao miii tén canh nat Bullets.

4. Chon Define New Bullet.

5. Nhan nait Symbol.

6. Trong hdp thoai Font, chon m¢t font biéu tuong da cai san trén may, vi du nhu font
Wingdings.

7. Nhan dap chudt vao biéu twong check box ma ban mudn chén vao tai liéu. Nhan OK.

9.6.3 Tao bang dé ngan ngira cac bullets cii thay doi khi tao checklist

Buwoc 1: Tao bang

1. Trong thé Insert, nhom Tables, nhén nat Table.

2. Chon Insert Table.

3. Tai myc Number of columns, ban nhap 2.

4. Tai muc Number of rows, nhap vao s6 dong ban mudn, luu ¥ 1a mdi dong chtra mot khoan
muc chon trong checklist.

5. Nhan OK.

Buwoc 2: Chén nhiing 6 check box va nhdp liéu

1. Nhén vao 6 dau tién & trén bén tréi trong bang.

2. Trong thé Insert, nhém Symbols, nhin nit Symbol va chon More Symbols.

3. Nhén vao thé Symbols.

4. Trong hop Font, chon mét font biéu twong da cai trén may, chang han font Wingdings.

5. Nhén dap chudt vao biéu tuong check box ma ban mubn.

6. Nhan Close.

7. Nhan chudt vao 6 ké tiép ma ban mudn chén mot check box, nhan td hop phim Ctrl+Y, ban s&
thiy mot check box méi xuat hién.

8. Sau khi chén cac & check box ma ban muén, nhan chudt vao 6 dau tién & trén bén phai va nhip
vao cac khoan muc tuong tng vai cac check box da tao.

Buéc 3: Trau chuét lgi bé cuc
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” U B Documentl - Microsoft W Table Tooks

Home Add-dns

Intert Page Layout Refetences Mailings Revew View Developer Design Layout

) = T 4F =im e A= | y 1 < fepeat Header Row
3l Spit Cemy Slevm Y === ': — Ly 4 comentoTon

) et Cell Sort
_'J'I,cﬂ! Tatle o ALZOFIL * = =l = Diection Marging Je Formuta

Page Layout References Madings

. 0 7| F nn ( y T '.'r',v«"\:»"j'
Total Row Last Cotumn |t % e e A e e | ey Ml e mf2cit Besd
| peffondng s i - - -

Cac tab can chinh Table
1. Nhén chuot phai vao bang, tro dén muc AutoFit va chon AutoFit to Contents.

2. Nhan chudt phai vao bang, chon Table Properties. Sau d6 m¢ thé Table trong hdp thoai méi
xuét hién.

3. Nhan nait Options, ¢ hop Left, Right, nhap vao khoang cach giita check box va doan text bén
canh, vi du .02 inches. Nhan OK.

4. Trong thé Table, nhan nat Borders and Shading, sau d6 nhan vao thé¢ Borders.

5. Bén dudi muc Setting, nhén None, va nhdn OK hai lan dé dong céc hop thoai lai.

Ghi chu: Sau khi ban bo duong vién ctia bang, ban sé van thdy mot duong vién dut khuc, tuy
nhién ban co thé yén tim 14 dudng vién nay s& khong dugc hién thi khi in. Néu ban mudn nhing
duong vién dut khic nay bién mét hoan toan, ban ¢ thé nhan nat View Gridlines & nhom Table

cua thé Layout bén dudi Table Tools.

9.6.4 Cach tao 6 danh déu dé ngudi dung danh déu truc tiép vao ndi dung file

Buwoc 1: Tao bang

1. Trong thé Insert, nhom Tables, nhén nit Table, sau d6 chon Insert Table.

2. Trong hop Number of columns, go vao 2.

3. Trong hop Number of rows, nhap vao sé dong ma ban mudn, mdi dong 1a mét muyc chon trong
danh séach s& tao. Nhan OK.

Buwoc 2: Chen vao nhirng 6 check box va nhdp liéu

Pé thém vao nhing 6 cho phép nguoi ding danh dau check truc tiép trong file, ban can sir dung
thé Developer.

* Hién thé Developer

1. Nhén nat Microsoft Office Button , chon Word Options.

2. Trong hop thoai xuét hién, chon muc Popular & khung bén tréi.

3. Panh dau chon muc Show Developer tab in the Ribbon. Nhan OK.
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\l ' Popular ] ‘ |

‘g Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection

Enable Live Preview i
[ Show Developer tab in the Ribbon ' l
Customize Always use ClearType

Advanced

Add-Ins Open e-mail attachments in Full Screen Reading view !

Color scheme: Black v I

Trust Center

* Thém vao cac 6 check box

1. Nhén vao 6 diu tién bén trai cta bang.

2. Trong thé Developer, nhom Controls, nhan niit Legacy Tools.

3. Bén duéi Legacy Forms, chon Check Box Form Field.

Ghi cht: Néu 6 check box c6 nén mau xam, ban nhan nut Legacy Tools , chon Form Field
Shading dé g& bo nén xam d6 di.

4. Nhan vao 6 ké tiép, noi ban mudn chén tiép mot check box. Sau d6 nhan Ctrl+Y dé chén
check box vao.

5. Sau khi da chen xong hét cac check box, ban nhan chudt vao 6 dau tién bén phai cua bangva
nhap vao cac khoan muc tuong g vai tirng check box bén trai.

Buwiéc 3: Hoan thién lai b6 cuc

1. Nhan chudt phai vao bang, tré6 dén muc AutoFit va chon AutoFit to Contents.

ces Mailings Review View Developer Add-Ins D
iMerge ceiis || #loaaem 3[EE |[EEE A=

SEEE il
\ Text Cell

= == Direction Margins
J I 4 AutoFit Contents |__Afignment
7

| e AutoFit Window

' , |
i Split Cells $54/6.49 cm =
= Split Table ||| AutoFit =|

|

8

T

| @R Fixed Column Width | I

2. Nhan chudt phai vao bang, chon Table Properties. Sau d6 mo thé Table trong hop thoai méi
Xuét hién.

3. Nhén nat Options, 6 hop Left, Right, nhap vao khoang cach giira check box va doan text bén
canh, vi du 0.19cm. Nhan OK.
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; Table j; Row | Column | Cell | 5
Size ]
[l Preferre Faple Options
AliQnment || Default cell margins !
E Top: 0cm ) Leftr  0.19cm 3
= Bottom: 0 cm % Right: 0.19cm |3
7 Leftii Default cell spacing
Text wrapping  [] allow spacing between cells
[ E 1l Options
—— Automatically resize to fit contents
Mone [ OK ] [ Cancel ]

[E_iorders and Shading... J [ QOptions... J

[ OK ][ Cancel ]

4. Trong thé Table, nhan nut Borders and Shading, sau d6 nhan vao thé Borders.

5. Bén dudi muc Setting, nhén None, va nhdn OK hai lan dé dong céc hop thoai lai.

Buwoc 4: Khoa form

Dé ngudi dung c¢6 thé danh dau chon tryc tiép vao file tai lidu, ban can khoa form lai. Luu y, khi
khoa form lai ban khong thé chinh sta chit cling nhu bd cuc cua tai lidu, do d6 hay dam bao thuc
hién budc nay sau cung.

1. Nhin vao nat Design Mode trong nhém Controls ctia thé Developer dé tat ché do Design.

2. Trong thé Developer, nhom Protect, nhén nat Protect Document, sau d6 chon Restrict
Formatting and Editing.
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Developer Add-Ins

Document
iton Packs ||\Document ~!|| Template

armation

Restrict Reviewing Options
Restrict Formatting and Editing

Restrict Permission
V| Unrestricted Access
Restricted Access

Manage Credentials

3. Trong khung Protect Document, bén dudi Editing restrictions, danh ddu chon Allow onlythis
type of editing in the document.

4. Trong combo box bén dudi, chon Filling in forms.

Restrict Formatting and Editi ¥ X

1. Formatting restrictions

[ Limit Formatting to a selection of
styles

Settings...
2. Editing restrictions

Allow only this type of editing in
the document:

\No changes {Read only)

freely edit them,

Groups:

[ Everyone

5. Bén dudi Start enforcement, nhn nat Yes, Start Enforcing Protection.

6. Bé dat mat khau, khéng cho ngudi dung g& bo ché do bao vé, hay nhap vao mat khiu trong 6
Enter new password (optional) va xac nhén lai mat khau & 6 bén dudi.

Béy gio ban c6 thé giri file tai liéu nay cho nguoi ding danh diu chon vao, sau d6 ho luu lai va
gui lai cho ban. Rét hitu ich néu ban mudn thuc hién mot cudce tham do khao sat nao dé qua e-
mail...

10.
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10. Tao muyc lyc ty dong trong Office 2007
(Thir Tw, 07/11/2007 - 9:32 AM)

D} H9-0)- ausn e vienian-in: Bai viet hudng dan tao mot muc luc tu dong gitp ban tict kiém
- H Insert P L it Refer N . \ A , N ’ A ~ [N , A <
R SRR RS hSi gian va cdng stc bang cach tin dung nhiing tién ich co sén
(S Add Text ~ {ijInsert Endnote , )
oy | upsatersble| - Ag e roomnate - durg'c néng cap than thién trong MS Word 2007. D€ tao ra muc
Contents ~ Footnote = Show Notes ’ J4 J4 A A: N A N \
e kit =luc, ban danh dau cap do ndi dung va tién hanh chén muc muc
p “2bang churc ndng c6 san cua trinh soan thdo.

Update the Table of Contents so
that all the entries refer to the
correct page number,

__J¢
| MODAU.........

Panh dau ndi dung va trich xuét thanh muc luc

Budc 1: M@ vin ban ban can tao muc luc ty dong (hinh minh hoa 13 file "Quan he VietNam-
NhatBan.doc"
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43 Research [~ Lj (|
S Thesaurus %%

Home

L IR Quan he VietNam-NhatBan.doc [Compatibility Mode] - MicrosJ Bl English (Uni

Insert Page Layout References Mailings Review View Add-Ins

— :'& Final Showing Markup = i;ﬁ
=] Show Markup ~

« =
New Track Balloons .

Spelling & - — Accep
Grammar &a Translate 'ﬁ%] Comment Changes ~ v E Reviewing Pane ~ -
Proofing Comments Tracking Ch
[c] PRI R T R B 'e"'-lc?l 201311 E Bl 7l B 091100 | e | 120 | 130 1 114
2
% Buwge dau tim hifu quan hé Viét Nam — Nhat Bar
o Mm;g% Tuy nhién, vi mét s6 1y do nay sinh trong méi quan
; quéc té trong qua khi trong khu vee vao thap ky 70 va 80, chi khoa
; muoindmtré lai day, quan hé song phwrong Viét Nam — Nhat Ban mai
> bitdauphat trién veot bac. Trongkhoang thoi gian 46, Nhat Ban @3 46
u
Z gop rat lom d6i v M Nam trong nhiéu linh vee, nhe hop tac kinh
o -
~
=
= Chinh vi thé lich s& quan hé Viét Nam-Nhat Ban 1a mét d6i two
S thu hut sy quan tam cia rat nhidunha nghién cu trong va ngoai nwoc
= trdc tol nay, nhat 1a tirkhi nwéc ta thure hign cong cudce Déi moi(12/198
Page: 20f40 | Words:15.515 | <8 English (US) | ‘ ElEEEE

Budce 2: Ban chon References trén trinh don thong minh ciia by MS Office 2007

I T R Quan he VietNam-NhatBan.doc [Compatibility Mode] - MicrosJ HEnglish (Uni

Home Insert Page Layout References Mailings Review View Add-Ins
= Add Text ~ LryInsert Endnote L, 3) Manage Sources 1_‘{; B[
2 Update Table AB NextFootnote - —V¥ [ Style: APA  ~ = || L
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Budc 4: Muc luc ty dong duogc tao trén nguyén tac cép dd ndi dung, vi vay, dé tao n6 ban phai

Iwra chon cép dd ndi dung cho phu hop. Vi du: 3 phén mé& dau, noi dung, két luan.. ban chon level

1, cac ndi dung nho hon sé& chon level 16n hon nhu level 2. Level 3.... Phan trinh bay dudi s&
huéng dan chi tiét dé cac ban dé hinh dung.

Dé danh dau dé muc trong bang muc luc, cac ban chi can dat vi tri trdé chudt vao dong chira dé

muc va xac dinh muc (level):
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- I - AI NET LICH SU QUAN HE NGOAI GIAO VIET NAM -
~ NHAT BAN
: Vit Nam va Nhat Ban 13 hai nude d2u nim trong ving khi héu gié
- muaz co lich si phat tri2n héng ngan nidm va cung thudc trong ving néng

nghigp mémg lia nuoc & chau .-.\., 6 nhifu didm tuong dfmg vi phong tuc,
tép quan, tin nzudmg, ton gido, cung chiu anh huomg cia dong vén hoa

phuong DPong, dic bist la van hoa Trung Hoa.

Céc ban thao tac tuong tu vdi cac dé muc khac, cht y chon level thich hop.
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lich st bang giao hai nude.

3 II - QUAN HE CHINH TRI - NGOAI GIAO|
1. Giao doan 1973 - 1978.

Sau khi da hoan thanh viéc xac dinh mitrc d¢ cac dé muc trong bang muc luc cac ban di chuyén

con tré chudt dén vi tri can chén muc luc va nhan chon biéu tugng Table of Contents...

Table of
Contents

Ban c6 thé chon nhitng kiéu trinh bay sén c6(Automatic...) hodc tily chon chi tiét bing cach nhan

chon Insert Table of Contents...
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Insert Table of Contents...

Insert Table of Contents...

"""| Insert Table of Contents

I

Print Preview: Kiéu muc luc s& hién thi khi in

Web Preview: Kiéu muc luc sé& hién thi & dang trang web

Show page numbers: Hién thi s6 trang.

Right align page numbers: Hién thi sé trang bén 18 phai.

Use hyperlinks instead of page numbers: C6 str dung lién két tir muc luc toi trang dit Heading.
Tab leader: Chon loai duong tab tir cudi cac Heading dén sd trang.

Show levels: S6 cap d6 Heading.

§ Nt Show Outlining Toolbar: Cho hién thi thanh cong cu Outlining trén ctra s6 MS Word
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Nt Options...: M6 hop thoai Table of Contents Options: Tty chon thém mét sé tinh ning khac.

Table of Contents

Index  { Table of Contents | Table of Figures I Table of Authorities I

21

Print Preview Web Preview
Heading 1 ... ﬂ Heading 1
HeadGd ........ccoco00000000000:00 Heading 2
Heading 3 .....................cc Heading 3

[V show page numbers
[V Right align page numbers

Tab leader: | .......

IV Use hyperlinks instead of page numbers

General

Formats: IFrom template

Show levels: |3 3‘

F

Options... I Modify. .. I
| OK I Cancel |

Nut Modify...: M& hop thoai Style, stra ddi dinh dang font chit cho ndi dung phﬁn muc luc tu

dong.
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Table of Contents Options

Build table of contents from:

................

Available styles: TOC level:

Body Text [—
Footer l_
Footnote Text I_
Header I_
[1_
|2—

¥  Heading 1

¥  Heading 2

vV outline levels
[ Table entry fields

Reset | | oK I Cancel l

Trudng hop trong file da co muc luc ty dong, va ban dong ¥ thay doi dinh dang font chit bang
hop thoai Style s& xuét hién thong bao: "Ban ¢6 mudn thay thé dinh dang cho bang ndi dung muc
luc khong?"

.\? / Do you want to replace the selected table of contents?

ues { [ Mo ] [Cancel ]

Chon nut Yes: Déng y. Ngoai font chir ciia ndi dung bang muc lyc thay déi, MS Word con tu
dong cap nhat lai sb trang cho cac dé& muc.

Nhéan chon OK trong hop thoai Table of Contens dé hoan tat viéc chén muc luc tu dong vao van
ban.
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& tai phan muc luc nay, c6 lién két cho phép ban click chudt (hodc dung két hop phim Ctrl +
click chudt) dé nhay dén dung muc va s trang can dén.
3. Chinh stra muc luc ty dong

- Tai muc luc tyr dong mai dugc tao ra ta co thé chinh stra nhu v&i moi van ban binh thuong
Kkhaéc, tirc 12 ban c6 thé chon font chit , ¢& chit, cach dong, mau séc... thich hop theo y cua ban.

- Trong qua trinh chinh stra van ban, ) trang cO thé thay doi, do vay néu ban mudn cap nhat lai
chi can click chudt vao Update Table
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/dn H9-0 = Quan he VietNam-Nha
)
- Home Insert Page Layout References
(S Add Text ~ Uiy Insert Endnote
|2 Update Table AR Next Footnote ~
Table of Insert
Contents ~ Footnote = Show Notes
Table of Contents Footnotes M
m Update Table Ao R

Update the Table of Contents so
that all the entries refer to the
correct page number.

Hop thoai Update Table hi¢n ra voi 2 lya chon:

Update Table of Contents 21|

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

{% Update page numbers only:
" Update entire table

| QK I Cancel

Update pages numbers only: chi cap nhat s6 trang.
Update entire table: cdp nhat ca ) trang va ndi dung muc luc

Tuy vao yéu cau ctia ban ma c6 lya chon thich hop.

Trong Word, céac ddi tuong dd hoa (Illustrations) dugc chia lam 05 loai: Picture (anh chup),
ClipArt (anh v& c6 sin khi cai dat), Shapes (cac hinh v& co ban), SmartArt ( cac hinh v&, so dd
dic biét), Chart (d0 thi) va WordArt (chit nghé thuat — nam trong nhém Text). Qua trinh thao tac
duoc thuc hién qua hai phﬁn: tao doi tuong va dinh dang ddi tuong.

Pé khéi tao ddi twong, ta chon menu Insert rdi chon nhém ddi twong trong phin
Ilustrations.

- Vi Picture, nguoi st dung phai chon tranh ¢ noi chira (vi du trong My Pitures)
- Vé6i ClipArt, ngudi st dung phai chon tranh trong kho ¢6 sin ctia chuong trinh
- V&i Shapes, ngudi str dung phai chon hinh vé rdi kich chudt vao van ban
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- Vi SmartArt, nguoi st dung phai chon loai so do r6i OK
- Véi Chart, nguoi st dung phai nhép s liéu
- V&i Word Art, nguoi str dung phai chon mau va nhap ndi dung

Sau khi tao doi twong xong, nguoi sir dung phai kich chudt vao ddi twong dé va chuyén
sang menu Format dé dinh dang. Py la noi tip trung cic cong cu dé dinh dang doi twong

vira tao, bao gom:
+ Nhom Adjust: diéu chinh d¢ sdng toi, dp twong phdn, gom:

- Brightness: diéu chinh d¢ sang

- Contrast: diéu chinh do twong phan

- Recolor: diéu chinh tong mau. Véi tinh ning nay, nguoi sir dung ¢ thé chuyén toan bd anh
thanh dang don sic theo mot tdng mau nao d6. Pic biét, trong d6 ¢d tinh nang Set Transparent
Color ding dé chuyén mot mang mau tré nén trong sudt (thudng dung dé loai bo nén anh)

- Compress Pictures: dung dé nén anh. Cac anh nguyén gbc c6 thé co dung lugng rat 16n (vai MB
mot anh), khi chén vao trong vian ban thi dung lugng cua file Word sé& bang dung lugng Ky tu
cong voi dung lugng cta toan bd anh. Nhu thé c6 thé mot vin ban c6 kich ¢ 1én toi 100MB. Dé
giam dung luong anh, ta ding ché d nén véi 03 mic: Print 220 ppi - tot cho khi in ra may va
hién thi, Screen 150 ppi— hién thi t6t trén man hinh, Email 96 ppi — dung luong nho - chét luong
hién thi khong tbt

- Change Picture: thay doi anh

- Reset Picture: khoi phuc anh tré vé trang thai gbc

- Nhom Picture Styles: cac ché do dinh dang cho anh, gdm:

- Picture Shape: chon kiéu khung anh (chi ¢6 voi ddi tugng dang anh)

- Picture Border: chon kiéu vién khung anh

- Picture Effects: chon kiéu hiéu ung cho anh

+ Nhom Shape Styles: cdac ché dé dinh dang cho cac doi twong dang hinh vé va do thi, gém:
- Shape Fill: chon kiéu nén

- Shape Outline: chon kiéu vién

- Shape Effects: chon kiéu hiéu tng cho hinh v&

+ Nhém Arrange: cin chinh vi tri, khodng cdch giia cdc doi twong do hoa, gom:

- Position: Chon vi tri doi tuong so véi dong van ban
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- Bring to front: dua Ién trén cung

- Send to back: dwa xubng dudi cling

- Text Wrapping: chon ché do dong vin ban bao quanh di tuong (bao theo hinh vudng, baochit
hay phu Ién trén ...)

- Align: dong hang cac dbi tugng dugc chon

- Group: nhém va bo nhom cac ddi trong duoc chon

- Rotate: quay, 14t cac d6i tuong

+ Nhém Size: diéu chinh kich cé chinh xdc cdc déi twong

- Height: diéu chinh chiéu cao
- Width: diéu chinh d6 rong
- Crop: cit tranh

+ Nhom Shadow Effects: lwa chon cdc higu vng bong hai chiéu

+ Nhom 3-D Effects: lwa chon cdc hi¢u itng béng ba chiéu

+ Nhom WordArt Styles: chon mdu dinh dang chiv nghé thudt

+ Bén canh menu Format dé dinh dang chung cdc doi twong do hoa, thi véi nhitng logi nhuw

biéu dé, do thi con c6 thém hai menu la Design va Layout

- Design: chinh sira thiét ké, dir lidu (d6i véi d6 thi)

- Layout: chinh stra giao dién

C6 mot diém can luu ¥, tat ca cac tinh ning noi trén cia Word 2007 chi hién thi khi van ban
duogc tao va luu theo dinh dang Word 2007 (c6 dudi 1a .docx). Néu lvu & dinh dang Word 97 -
2003 thi nhitng tinh ndng riéng c6 ctia Word 2007 nhu cac dang biéu dd dic biét, cac kiéu dinh
dang db bong, tao hi¢u ing ndi ... s& bi 4n di.
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2.2.5 Thay ddi ndi dung ctia Header / FOOTET.............o.vveeeeieeeeeeeeeeeeeeeeeeesee e s s s, 11
2.2.6 X08 HEAAET / FOOLET ........ocviiiiiiiiiie e 12
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a. Chen mot nat trang Qom thUAN ...........cc.cevuveeeeieseeeeeeeeesessesses s seesses s sessses s st seas 14
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