HUONG DAN SU DUNG WORD 2007

CHUONG I

Lam quen véi giao dién méi

Trong Word 2007, ban s& khong con thiy cac menu 1énh nhu phién ban trudc ma thay vao dola hé
thdng “ribbon’ vé6i 3 thanh phan chinh: thé (Tab), nhém (Group) va cac niit [énh

(Command butt

on). Céac nut 1¢nh c0 lién quan dén nhau duoc gom vao mot nhdm, vi du nhur cac nut chon font, ¢ chi,
in dam, nghiéng, gach chan... dugc gom vao nhém Font. Nhiéu nhom c6 chung mét tac vu lai duoc
gom vao trong mot the.

Ban hiy dé § ¥, O goc trén bén tay trai co6 mot nut hinh tron , n6 ¢6 tén la Microsoft Office Button. Nhan
ndt ndy s& xudt hién mot bang 1énh twong tur nhw menu File ctia phién ban Word trude, bao odm cac
1énh: New, Open, Save, Print...Quick Access Toolbar la thanh cong cu nam canh nit Microsoft Office
Button, gitip truy cap nhanh dén nhimg nut 1énh thuong dung. Ban co6 thé nhan chudt vao
nat mii tén ¢ cudi thanh va bd sung thém nhimg ndt 1énh ban hay ding khac vao thanh cong cu
nay bang cach danh dduchon vao no.

2.Si dung phim tit dé mé cac thé, nit 1énh

Ngoai phuong phap nhan chudt, ban c6 thé sir dung phim tit dé truy cap dén cac the,

nut Iénh mot cach nhanh chong. Ratdon gian, hiy gitr phim Alt trong 2 gidy, lap tirc Xuat hién cac

chit cai trén cac thé, ban nhan t1ep chir cai trén thé nao minh muon md,thé do s€ duge kich

hoatBay gio trén cac nut 1énh lai xuét hién mot loat chit cai dé ban kich hoat nd véi cach tuong .
3.Tao mot tai liéu méi

Tuong trr nhu Word 2003, phim tit dé tao mét tai liéu méi trong Word 2007 [a Ctrl+N. Céch khéc:
Nhén chuét vao Microsoft Office Button , chon New, nhan ddp chuét vo muc Blank document.

Tao mot tai liéu méi tir mAu ¢ san: Nhan Microsoft Office Button , chon New. Nhén Installed
Templates, sau d6 chon mot mau da cai vao may hay chon mét mau tir Microsoft Office

Online (yéu cau c6 két ndi Internet dé tai v&). Nhan nut Create dé tao mot tai liéu méi tir mau d chon.

4. M tai liéu c6 siin trén may
Tuong ty nhu Word 2003, phim tdt md tai lieu c6 sin 1a Ctrl+O. Ban cling co thé
vaoMicrosoft Office Button , chon Open.
5. Lwru tai liéu
Phim tat dé Iuu t4i liéu 1a Ctr+S (giong Word 2003). Céch khac: Nhan Microsoft Office
Button , chon Save. Néu file ti liéu nay trudc do chua duoc luu Jan nao, ban s& duoc yéu cau
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dat tén file va chonnoi luu.Dé luu tai liéu voi tén khac (hay dinh dang khéac), ban nhan
Microsoft Office Button , chonSave As (phim tatF 12, tuong tw nhu Word 2003).

6. Miic dinh lwu tai liéu dang Word 2003 tré vé trude

Mac dinh, tai liéu cia Word 2007 duge luu véi dinh dang 13 *.DOCX, khac véi * DOC ma ban da
quen thudc. Véi dinh dang nay, ban s€ khong thé nao md duoc trén Word 2003 tré vé
trude néu khong cai thém bd chuyén d6i. Dé tuong thich khi mé trén Word 2003 ma khong cai

thém chuong trinh, Word 2007 cho phép ban luu lai voi dinh dang Word 2003 (trong danh séch Save
as type cta hop thoai Save As, ban chon Word 97-2003 Document).

Mu6n Word 2007 mic dinh luu vé6i dinh dang cia Word 2003, ban nhin Microsoft OfficeButton ,
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.

Trong Word 2003 ciing c6 tinh nang mac dinh luu theo mdt dinh dang nao do6 (di nhién
khdngeo dinh dang ctia Word 2007). Bé truy cp tinh ning tuong tmg trén Word 2003, ban vao
menuTools > Options > thé Save > chon dinh dang trong muc Save Word files as > OK.

7. Giam thiéu kha niing mat di liéu khi Chu'O’ng trinh bi déng bat ngo

D¢ de phong truong hop treo may, clp dién lam mat di liéu, ban nén bat tinh néng sao luu ty dong theo
chu ky. Cling trong hop thoai Word Options, chon muc Save ¢ bén tréi, danh dau check vao Save
AutoRecover information every, sau d6 nhap s6 phut tw dong luu vao 6 béncanh. Nhan
OK.

8. Lwu tai liéu véi dinh dang PDF/XPS

MGt tinh ndng méi ¢6 trong Word 2007 1a kha nang luu tai liu voi dang file *.PDF va * XPS.Co 1€
ban da kha quen thudc voi dinh dang PDF. Con XPS? Tuong tu PDF, XPS (XML
Paper Specification) 14 loai file dién tir c6 bd cuc cd dinh, dim bao khi file duoc xem trén mang hay
dem in n6 van giit lai chinh x4c céc phan dinh dang ban can, dit liéu trong file khong dé thay d6i.Dé luu
hodc xuat sang dinh dang PDF/XPS, trudc hét ban can cai dat thém phéan hd tro Microsoft Save as
PDF or XPS cho hé thong Office 2007: truy cap Vao va 1am theo hudng dan trong do dé cai dit.Cai
xong ban ¢6 thé luu tai liéu lai v6i dang PDF/XPS bang cach nhin Microsoft OfficeButton , chon
Save As, chon PDF or XPS.

|

Leave a Comment

9. Phong 16m / thu nhé tai liéu

Co¢ 1€ ban da kha quen thudc voi1 hop Zoom tr}%n thanh cong cu Standard cia Word 2003,
nogiup phong to hay thu nho tai li€u véi nhicu tuy chon. Con trén Word 2007, cong cu
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nay nam & dau? Ban hiy dua mét xudng goc duoi bén phai cira s, trén thanh trang thai s thdy thanh
trugtZoom . Ban chi viéc keo thanh trirot qua phai d€ phong 16n hay qua trai dé thu nho tai Liu.
10. Xac lap ché do phong 16m / thu nhé dac biét

Trong thé View, nhém Zoom, nhin 100% dé dua tai liéu vé dang kich ¢& cua né. Ciing
trongnhdm Zoom, nit One Page cho phép ban hién thi vira ding 1 trang trén man hinh, nit Two
Pageshién thi ding 2 trang, con Page Width laché d6 Zoom ma chiéu rong trang vira véichiéu rong
man hinh. Nhan niit Zoom s&cho nhiéu tity chon hon nia.

11. Xem tai liéu & ché @ Full Screen Reading

O Word 2003, ban ¢6 thé xem tai liéu gibng nhu xem sach (2 trang ddi dién nhau, va chiéurdéng man
hinh duoc tan dung t6i da dé c6 thé doc va ghi chii vao tai liéu mot cach dé dang).Cach
thue hién: Vao menu View - Reading Layout.

Déi véi Word 2007, cong cu nay nam & thé View, nhém Document Views, muc Full ScreenReading.
Khi & ché d6 Full Screen Reading, nhan phim miii tén & goc dudi clia trang dé dichuyén qua lai gitra
céc trang. Nhan ESC dé trd vé ché do Print Layout. Ciing trong nhémDocument Views ban ¢6 thé chon
nhiéu ché do hién thi khac nhw Web Layout, Outline, Draft.

12. Thanh thuéc ké (Ruler)

Thuéc ké doc va ngang rattién loi cho ban canh chinh, thénhung trong phién ban Word2007 niy
hinh nhu Microsoft da

loai bo n6 10i? Khong phai véy, cling nhu Word 2003 cho phép ban tiy ¥ bét tat thanh Ruler (menu
View — Ruler), trong phién ban 2007, chirc nang nay da dugc dua vao thé View, nhdomShow/Hide.
Ban chi viéc danh déu check vao muc

Ruler dé cho n6 hién 1én lai. Mot cich khac dé cho thude ke hién ra 1a nhén chudt vio nit View Ruler &
phia trén thanhcuén doc. Néu thuc hién cach nay ma ban chi théy c6 moi thude ké ngang xuat hién,
khong thiy thudicke doc dau ca, hiy lam thém budc sau dé bat thudc ké doc 1én: Nhan Microsoft Office
Button ,nhan tiép Word Options. Trong hdp thoai xuat hién, & khung bén trdi chon Advanced.
Kéothanh truot & khung bén phai xudng dudi nhém Display, danh dau chon hop kiém Show vertical
ruler in Print Layout view. Nhin OK

Luu y: Ban phai xem tai liu & ché do Print Layout thi méi hién du duge cac thanh thudce ké.

13. Duyét tai liéu ¢ ché d§ hinh thu nhé (Thumbnails)

Ché do nay rt hitu ich néu trong tai liéu ctia ban ¢4 qua nhiéu trang vi nd cho ban mot cai nhin tong thé
vé céc trang, va ban c6 thé nhay nhanh dén mot trang bét ky. Trong thé View, nhom Show/Hide,
ban danh du check vao hop kiém Thumbnails. . Lap tire bén trai ctra s xuit hién mot khung chira

hinh thu nho ctia céc trang trong tai liéu, kém theo sotrang & bén dudi. Ban nhan chudt vao mot
trang dé nhay dén trang do.

HUONG DAN HOC WORD 2007



14. Thay ddi xac lap 18 trang

Trong Word 2003, dé thay d6i nhiing xac lap trang, ban vao menu File — Page
Setup. Con trong Word 2007 thi sao? Cac xac 1ap trang giay nam trong thé Page Layout, nhém

Page Setup.-

bé thay géi 1?: trang, nhén nit Margins, m@t menu x0 Xuél’lquhO ban chon phﬁng kiéu léuang mmh
thich (mo6i1 kiéu 1€ déu co ghi chi thdng s6 bén canh, vi du ki€u Normal thi 1€ trén,dudi, trai, phai déu

cach mép gidy 1 inch
-
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- Néu nhu cac thong s6 1& trang ban muén xac 1ap khong co san trong danh sach, hiy nhanCustom

Margins & cudi menu, sau do tyr minh nhap vao thong s6 mo.
15. Hién thi cac 18 trang

Nl}én Microsoft Office Button, nhén tiép Word Options. Trong hop thoai xuét hién, & khung bén trai
nhan Advanced, khung bén phai kéo thanh truot xudng nhém Show document content va danh dau

check vao hop kiém Show text boundaries. Nhan OK.

16. Cac 1@ trang sé xuat hién trong tai liéu dwéi dang dong dirt nét
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Trong Word 2003, ban c6 thé thure hién chirc ning trong tmg bang cach vao menu Tools — Options >
thé View > danh dau check muc Text boundaries trong nhom Print and Web Layoutoptions > OK

17. Chon hwéng gidy cho toan b tii liéu
Trong thé Page Layout, nhom Page Setup, nhan nut Orientation va chon mot trong hai kiéu 1iPortrait
(trang doc) hodc Landscape (trang ngang).
18. Xac lap trang doc va trang ngang trong cung mot tai li¢u
-Diing chudt quét chon cac doan vin ban ma ban mudn thay déi sang hudng doc hodic ngang.
- Trong the Page Layout, nhom Page Setup, nhan nit Margins.
- Nhén Custom Margins, chon tiép Portrait (trang doc) hodc Landscape (trang ngang) trong
muc Orientation.
- Trong myc Apply to, Chon Selected text. Nhan OK.
19.Thay ddi c& gidy

Néu muon thay ddi kich o5 trang gidy, trong thé Page Layout, nhom Page Setup, ban nhn nutSize.
Menu x6 xudng cho ban chon mdt trong cac ¢ gidy c6 san nhu: Letter, A4, A5, A6,Postcard...

Muodn xéc 1ap mot c& gidy dic biét khong c6 trong danh sach, ban chon More Paper Sizes ¢ cubi menu
va nhap vao chiéu rong (Width), chiéu cao (Height) minh thich.

20. Khic phuc hién tuong: Lé trén bi bién mat

Khi ban xem ti liéu & ché d6 Print Layout, diém chén nam & sat goc trén bén trai trang, giongnhu 1a
khong co 16 trén vay. Cach khic phuc:1. Khi 1é trén hoic 1é dudi khong hién thi, ban dua con trd chudt
dén 16 trén hodc 1€ dudi ctiatrang cho dén khi con trd bién thanh mii tén hai dau rdi nhan dap chudt vao.
2.

L& trén va 16 dudi gior day da duoc hién thi. Mot cach khac dé khic phuc hién tuong bi mét 18 trén:

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

- Nhén Microsoft Office Button , nhan tiép Word Options.

- Trong khung bén tréi, chon Display.

- O khung bén phai, dudi nhém Page display options, danh ddu chon muc Show white space between
pages in Print Layout view. Nhan OK Khéac v6i Word 2007 phai nhén dap chudt, trong Word 2003 dé
hién thi lai 1& trén, ban dua con tro chudt dén 1é trén hoic 18 dudi cia trang cho dén khi con tro bién
thanh mili tén hai daurdi nhin mot lan chudt tréi vao.

21. Chen Header, Footer cho toan b tai liéu

Trong Word 2003, dé chén Header hay Footer vao tii liéu, ching ta vao menu View — Header

and Footer. Con trong Word 2007, tai thé Insert, nhom Header & Footer, ban nhan chuot
vao nit Header hay Footer.

Mot menu x6 xudng véi cac Header, Footer mau cho ban chon. Ké dén ban nhap noi
dung choHeader hay Footer d6. Nhép xong nhén dip chudt vao ving ndi dung ctia trang, 14p tirc
Header /Footer s¢ dugc ap dung cho toan b0 trang ctia tai licu.
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22. Thay ddi Header / Footer cii bing Header / Footer méi

Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nat Header hay Footer. Sau dochon lai

mét Header / Footer méi dé thay cho Header / Footer hién tai.

23. Khong sir dung Header / Footer cho trang dau tién

Tai thé Page Layout, ban nhan chudt vao nut géc dudi phai cia nhém Page Setup dé mo

hopthoai Page Setup. Ké dén md thé Layout ra. Panh dau kiém muc Different first page bén dudimuyc
Headers and footers. Nhan OK.Vy 1a Header / Footer d duoc loai bo khdi trang du tién ctia tai lidu.
Trong Word 2003, ban ciing ¢6 thé loai b Header / Footer cho trang d4u tién bang cach vao menu
File — Page Setup > chon thé Layout > danh dau check Different first page > OK.

24. Ap dung Header / Footer khac nhau cho trang chiin va trang lé

Tai thé Page Layout, ban nhin chudt vao niit goc dudi phai cia nhém Page Setup dé md hopthoai Page
Setup. Ké dén md thé Layout ra. Panh dau kiém muc Different odd and even bénduéi muc

Headers and footers. Nhin OK.Bay gi¢ ban ¢6 thé chén Header / Footer cho céc trang chén trén mot
trang chan bat ky, chén Header / Footer cho cac trang 1é trén mot trang 16 bat ky.

Trong Word 2003, ban ciing co thé thyuc hién tuong tur béng cach vao menu File —Page Setup>chon
thé Layout > danh du check Different odd and even > OK.

25. Thay doi ndi dung ciia Header / Footer

Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nit Header hay Footer. Ké dénchon Edit
Header / Edit Footer trong menu x6 xudng dé chinh stra ndi dung ctia Header / Footer. Trong khi chinh
stra ban c6 thé dinh dang

lai font chit, kiéu chir, mau sc... cho tiéu dé Header /Footer béng céach chon chir va str dung thanh cong
cu Mini xuét hién bén canh.Chinh sira xong ban nhén dup chudt ra ngoai ving ndi dung cua trang tai
licu.
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26. X0a Header / Footer

Tai thé Insert, nhém Header & Footer, ban nhin chudt vao nit Header hay Footer. Ké dénchon
Remove Header / Remove Footer trong danh sach x4 xuéng.

27.Tao Header / Footer khac nhau cho cac viing khac nhau cuia tai liéu

- Trudc tién, ban can tao cic ngét ving dé phan chia cac ving trong tai liéu. Nhén chudt vaovi tri muén
dat mot ving méi. Trong thé Page Layout, nhom Page Setup, nhan nit Breaks vachon mot kiéu ngat
vung phu hop trong Section Breaks, vi du Continuous (ching ta s€ tim hiéuky hon vé ngit trang / ngt
ving ¢ nhitng bai viét sau).

- Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nat Header hay Footer.
Ké dénchon Edit Header / Edit Footer dé chinh stra ndi dung cho Header / Footer.

- Trén thé Header & Footer, nhém Navigation, néu thdy nit Link to Previous dang
sang thinhan vao nat nay mot 1an nita dé ngat két ndi giita Header / Footer trong
ving méi nay véi vingtrude do. Ban sé thiy muc Same as Previous & goc trén bén phai

ciia Header / Footer bién mét.
- Sau d6 ban chinh stra Header / Footer cho viing méi ndy va yén tim ring nhiimg Header /Footer ctia
cac ving trude do khong b thay doi theo.
28.Thay doi giao dién cho Office

Theo nhiing anh trén ban c6 thiy 13 mau xanh truyén thong cta Microsoft Word d bi thayddi? Office
2007 ¢6 tinh ning thay dbi giao dién hién thi (cho it ca cac chuong trinh nam trong bd Office 2007) va
¢6 3 mau dé ban ¢ the lya chon: Mau xanh (Blue), mau den (Black), mau bac (Silver). Ban c6 thé thay
ddi bang cach nhan Microsoft Office Button, nhn tiép WordOptions. Trong hop thoai xuét hién, &
Khung bén trai nhan Popular, tai phan Color Scherme chonmau ma ban mudn (
Cha y : thay ddi s& duoc ap dung khi khoi dong lai chuong tnnh Ofﬁce dang m¢)
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Chuong trude chung ta da duge lam quen voi cach chén Header va Footer trong tai liéu
Word2007. Ban c6 thé chén vao day bat ctrndi dung gi minh thich, trong do co thé bao gdbm ca sotrang

ctia van ban. Tuy nhién ban s& khong can phai gd timg sd trang vao mot cach thi cong maWord s& hd
tro ban.

1.Chén so trang vao van ban

S6 trang nay s€ dugc dua vao Header hay Footer tity y ban. Pé thuc hién, ban chon thé Insert,tai nhém
Header & Footer, ban nhan nit Page Number. Trong menu xuét hién, ban tr6 toi Top of Page (chén sb
trang vao phan Header) hoac Bottom of Page (chén vao Footer). Word 2007 cungcdp san kha nhiéu
mau danh s6 trang va ban chi viéc chon mdt trong cac mau nay 1a xong.

Bge Layout References Mailings Review View Add-Ins
¥ | elsl LCP 2’17 I | . Hypetlink 1= | 3| Quiek Part
ol 1 5* =) =F =
/&= Boakmark .ﬂ WordArt -
ure Clip Shapes SmartArt :'?T"'. Header Footer Paq-e Text
Art - ‘M) Cross-reference Number~||| Boxv = AS drop Cap
Mystrations 7‘ g Sl :] Top of Page 3
' - |3 Bottom of Page >
= g Page Margins »
Stacked Pages 2 =] Current Position >
ﬁ;' Format Page Numbers..,

Star

Triangle 1

Triangle 2

{11}

4

':i

(Hinh minh hoa cho muc 1)
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a. Thay doi dang sé trang
Ban ¢6 thé thay doi dang s trang theo ¥ thich cia minh ma dinh dang chuén khong c6 sin. Déthuc
hién, ban nhén dap vao Header hay Footer, noi ban da dit s trang. Tai thé Design, nhomHeader &
Footer, ban nhan nut Page Number, chon tiép Format Page Numbers.Trong hop thoai
Page Number, tai muc Number format, ban hay chon mot kiéu danh sd minh thich, sau do
nhan OK.

b. Thay doi kiéu chir, ¢é chit, mau sic ciia sé trang
Nhén dap chudt vao Header hay Footer, noi ban da dit sb trang tai do.

Dung chudt chon sO trang. Tai thanh cong cu mini vira xuét hién & bén trén, ban c6 thé chonlai font chit,
cO chit, dinh dang lai chit ddm, nghiéng, hay chon mau ttty thich. Khi hiéu chinhxong ban nhén dup
chudt vao viing no1 dung chinh cutia tai liéu.
C.Bit ddu dinh so trang biang mot so khdc
Ban c6 thé bat dau danh sb trang bang mot con s6 khéc, thay vi 1 nhur méc dinh. Cach thychién: Tai thé
Insert, nhom Header & Footer, ban nhan nit Page Number, chon Format Page Numbers. Trong hop
thoai xuat hién, ban chon Start at va nhap vao con sb bat dau khi danh sétrang. Nhén OK.
Ghi chi: Néu tai liéu cta ban co trang bia va ban mudn trang dau tién sau d6 duoc bt dau bang 1,
taio Start at, ban hay g6 vao 0.
d. Xéa s trang di dinh
Tai thé Insert, nhom Header & Footer, ban nhan nut Page Number, sau d6 chon Remove
Page Numbers & cubi menu.
e. Xéa sé trang & trang ddu tién ciia tai lieu
Trong tai liéu, thudng trang dau tién khong dugc danh sbvinola trang bia. Ap dyng phan ghicht ¢ thu
thuat “Bét dau danh sb trang bang mot sO khac” bén trén, trang bia van dugc danh s0 1a0. Vi vy ban
hy thuc hién thém bude sau dé xda han s trang ¢ trang dau tién ciia tai licu.
- Nhén chudt vao bat ky ving nao cua tai liu
- Tai thé Page Layout, ban nhan chudt vao 6 vudng goc dudi bén phéi ctia nhém Page Setupdé mé hdp
thoai Page Setup ra.
- Nhén chudt vao thé Layout trong hdp thoai, bén dudi Headers and footers, ban danh dauchon vao hop
kiém Different first page. Nhin OK.Bay gi¢ ban héy kiém tra lai xem, ¢ ding 13 trang dau tién khong
¢ 86 trang, sau d6 trang kéduoc danh s6 1 khong nhé.
2. Ngit trang
Trong Word 2003, ngudi ding thudng vao menu Insert — Break dé chén vao ti liéu cac ngittrang,
ngit vimg. Con trong Word 2007 ban hay thyc hién nhu sau.
a. Cheén mot ngit trang don thuan
Trudc tién ban dé con trd vao vi trf mudn bit dau trang méi. Trong thé Insert, nhom Pages,
ban nhan vao nut Page Break.Lap trc, phin ndi dung phia sau con tr6 s& dugc dua vao mot trang moi.
b. Trdnh ngit trang giva mét doan
- Chon mét doan ma ban mudn tranh ngrflt thanh 2 trang.
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- Trong thé Page Layout, nhan vao nat 6 vudng & goc dudi phai cia nhoém Paragraph dé
mao hop thoai Paragraph.
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3 mave been disabled Optians Fazagraph

RN oo the PRTASTARN S0 k

4 ) 3 ) % \ 7 ' 3 3 , E ' 11 o2 —_

- Trong hop thoai nay, ban chon thé Line and Page Breaks, ké dén danh dau chon vao
hop kiém Keep lines together. Nhan OK 13 xong.
c.Trdnh ngit trang giita cdic doan
- Chon cac doan ma ban mudn giir trén 1 trang don.Tai thé Page Layout, nhan vao nit 6
vudng & goc dudi phai ctia nhom Paragraph dé mé hopthoai Paragraph.
- Trong hop thoai ndy, ban chon thé Line and Page Breaks, ké dén danh du chon vao
hopkiém Keep with next. Nhan OK 14 xong.
d.Tao ngd't trang trudc mot doan
- Nhén chuét vao doan ma ban mudn tao ngét trang trurdc no.
- Tai thé Page Layout, nhin vao nit 6 vudng & goc dudi phai ctianhdm Paragraph dé md hop
thoai Paragraph.
- Trong hop thoai nay, ban chon thé Line and Page Breaks, ké dén danh du chon vao
hopkiém Page break before. Nhan OK.

10
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a.
b.

e.Tranh ngd't trang trong mot hang cua bdang

Paragraph

Indents and Spacing  Line and Page Breaks |

2 x|

Paginakion
IV Widow/Crphan control
¥ Keep with next
¥ Page break befare

Farrnatting exceptions

I Suppress line numbers
™ Don't hyphenate

Textbox options

Tight wrap:

IV'-)':-FEFJ .LI

- Nhan chudt vao hang ctia bang ma ban khong muén ngit, hodc chon toan b bang néu bankhong
muon bang bi ngit.

- Trén thanh cong cu, nhan vao thé Layout.
- Tai nhém Table, nhan nit Properties.

- Trong hdp thoai Table Properties, md thé Row, bo dau kiém Allow row to break across pages. Nhan

OK.
3

a.

. Ngit viing

Cac logi ngat vung co thé chen

Lénh Next Page chén ngét viing vao va bt dau viing méi trén trang méi ké tiép. Loai naythich

hop dé bat dau mét chuong trong tai lidu.

Lénh Continuous chén ngat ving va bt diu ving méi trén cting mét trang. Loai ndy hitudung

cho viéc thay ddi dinh dang, chéng han trinh bay s cOt khac nhau trén cung mat trang.

Lénh Even Page hodc Odd Page chén mot ngat ving va bat dau ving mdi trén trang chnhogc
1é k& tiép. Néu ban muon cac chuong trong tai liéu luon bat dau ¢ trang chan hoac trang 1€, hay

dung tuy chon Even Page hoac Odd Page.

.b.Thay doi bé cuc hodc dinh dang tai ligu
- Nhin chudt vao noi muén thay doi dinh dang.

- Trong thé Page Layout, nhom Page Setup, ban nhin niit Breaks.

- phﬁn Section Breaks, ban hy chon mot kiéu ngét vung phu hop. Chéng han, néu banchia tai liéu

thanh céc chuong va mdi chuong ban mudn bét dau ¢ trang 1é, hity chon Odd Page.

HUONG DAN HOC WORD 2007
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I'El; Breaks 'l I ] Watermark ~ || Indent

Page Breaks

I Page
. . Mark the point at which one page ends
’-ﬁ and the next page begins.

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

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

Section Breaks

-

section on the next page.

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

I Next Page
m— Insert a section break and start the new
| ——

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

” I 0Odd Page
Insert a section break and start the new
»:3:,>| section on the next odd-numbered page,

c.Xoa cdc thay doi ciia bo cuc tai liéu

Ngt viing diing dé chi ra noi thay d6i dinh dang trong tai liéu. Khi x6a ngit ving di thi phanvan ban &
vung trrdc va sau s€ duge ap dung chung dinh dang.
- Trong thé View, nhém Document Views, chon nit Draft dé c6 thé nhin thiy cac dudng dutddi ciia
ving ngit.
- Duing chuét chon ng#t viing ma ban mudn xéa. Nhin Delete.

4. Thém trang, x0a trang

- Nhén chudt vao bit cr noi ndao ma ban mudn chén vao thém mot trang moi.

- Trong thé Insert, nhom Pages, nhan nut Blank Page Trang méi s& dugc chén vao vi trf sau con
tr6 chudt dang dimg.
a. Thém mot trang bia

12
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Word 2007 cung cép san cho ban mét bd suu tip cac trang bia kha dep mét. Cc trang bialudn duoc
chén vao dau tai liéu, khong phu thude vao vi tri hién tai ctia con tro trong tai li¢u.

- Trong thé Insert, nhm Pages, ban nhan nit Cover Page.

- Trong menu xu4t hién, ban hiy nhan chon mdt kiéu trang bia minh thich. Trang bia d6 séduoc ap
dung vao tai liu va ban ¢ thé stra d6i ndi dung cac dong chit méc dinh béng dong chir

minh thich.

Introducing Windows (

Fage Layout References Mailings 4

6] Cover Page-if| | el Rln] =) oSy [l 0 v

| i 1 I | |
Alphabet Annual Austere

U -

? [Type the donumment tith)

. —

Type e dow umarel tiche]

|'Ynn'| =

Contrast Cubicles

Ewnnariira At AMnkinm

b. X6a trang bia

Dé x6a trang bia, ban nhan chudt vao thé Insert, nhan nat Cover Page trong nhém Pages,
saudo nhan Remove Current Cover Page.
C. Xoa mgt trang trong

Ban ¢ thé x6a mét trang trong trong tii liéu bang cach x6a di cac ngdt trang. Hiy dam baorang ban
dang xem tai liéu & ché do6 Draft (trong thé View, nhém Document Views, nhin
nutDraft). Chon 2 dau ngat---Page Break---lién tiép nhau va x6a nd di.

Luu y: Néu trang trong nam & cudi tai liu thi ban s& chi thiy mot dau ngit---Page Break---ma thdi,
va ban ciing chi viéc x6a nd di 13 trang trong s& bién mét.

13
HUONG DAN HOC WORD 2007



d.Xoa mot trang don co chiva ndi dung

- Dét con trd vao trang ban mudn xoa.
- Trong thé Home, nhom Editing, nhan nit miii tén bén canh nit Find, chon Go To (hoac nhan phim
tat Ctrl+G).
- Trong hdp thoai xudt hién, ban g5 \ page vao 6 nhép liéu va nhan Enter. Toan bd ndi dung cua trang
hién hanh s€ duoc chon.
- Nhén niit Close. Sau d6 nhén phim Delete dé x6a di ndi dung cta trang.

5. Pém sd tir trong tai liéu
Word 2007 ¢c6 thé dém so tir ctia tai li€u trong khi ban gd van ban. Ngoai ra chuong trinh concd thé
dém so trang, s doan, s6 dong, so ky tu c6 hoac khong c6 khodng trang

Statistics:
Rages 39
Words 23,370

Characters (no spaces) 100,106
Characters (with spaces) 123,231
Paraaraphs 349z
Lines 1,335

W linclude textboxes, Footnotes and endnotes.

Close:

a. Pém sé tir trong khi g6 vin bdn

Trong khi ban gd van ban, Word 2007 s& tyr dong dém s trang va sb tir ¢6 trong tai liéu. Thong tin ndy
duoc hién thi trén thanh trang thai & goc dudi bén trai man hinh: muc Page (sbtrang) va Wor ds (s6
tur).

b. Pém sé tir trong viing chon
Ban ¢6 thé ¢ém sb tir trong cac ving chon, va cac viing chon ndy khong nhét thiét phai lisnmach
nhau.
- Trudc tién ban ding chudt chon ving can dém. Néu céc ving khong lién mach nhau, sau khichon
ving dau tién, ban gitr phim Ctrl va chon thém céc ving khac.
- Trén thanh trang thai & cudi man hinh s& hién thi s6 tir ¢ trong ving chon. Vi du 110/1025¢6 nghiia 1a
trong ving chon ¢6 110 tir trén tong sb 1025 tir ciia tai liéu.Bao gdm ca textbox, footnote va endnote
trong khi dém tir
- Trong thé Review, nhom Proofing, nhan nit Word Count.
- Trong hdp thoai Word Count, danh du check vao muc Include textboxes, footnotes and
endnotes.

c. Pém sé tir trong textbox

14
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- Chon textbox ma ban mu6n dém ti.

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

d.Xem sé trang, sé ky tw, sé doan va so dong

Pé co dﬁy du thong tin vésb trang, sb ky tur, sb doan va s6 dong, ban thuc hién mét trong hai

cach sau:

- Trong thé Review, nhém Proofing, nhan nit Word Count.

- Trén thanh trang thai ¢ & goc duoi bén trai man hinh, ban nhan chudt vao muc Words.Hop
thoai Word Count xuét hién cho ban dy d thong tin ma ban mudn.

CHuwONG III
1.Tim va thay thé.
a. Tim van ban

Ban ¢4 thé nhanh chong tim kiém mt tir hoic cum tir theo Cch sau:
- Trong thé¢ Home, nhém Editing, nhan nut Find (hodc nhan phim tat CtrH+F).

ié’aﬂnd'
D AaBbC: AaBbCc [ %

0ac Replace |

Heading 1 Heading 2 | = Change ¢
Styles - Wy Select T

g

-1/ Find (Ctrl+F)

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

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

- Trong muc Find what ctia hdp thoai Find and Replace vira xuit hién, ban hily nhap vao doanvin ban
can tim.
- Pé tim mdi mét tir hodc cum tr, ban nhin Find Next. Dé tim tit ¢ tir hodc cum tir ctng motlic trong
van ban, ban nhan Find in, sau 6 nhan Main Document.
- Mudn két thiic qua trinh tim kiém, ban nhan ESC.
15
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b. Tim va thay thé vin bdn
- Trong thé Home, nhom Editing, nhan nit Replace (hodc nhan phim tit Ctrl+H).
- O muyc Find what, ban nhap vao doan vin ban muén tim.
- Omuc Replace with, ban nhdp vao doan van ban muén thay thé.
- Pé tim doan van ban tiép theo, ban nhén Find Next.
- Bé thay thé doan van ban, ban nhdn Replace. Sau khi nhan xong, Word sé& chuyén sang
doanvan ban tiép theo.
- Pé thay thé tht ca cac doan van ban tim duoc, ban nhén Replace All
C. Tim va to sang doan van bdn tim dwoc
Pé d& dang nhan biét cic cum tir tim duoc, ban c6 thé t6 sang nd trén man hinh (khéng td
sang khi in ra).
- Trong thé Home, nhom Editing, nhan ntt Find (CtrHF).
- Trong hop Find what, nhap van ban ma ban mudn tim.
- Nhén Reading Highlight, sau d6 chon Highlight All. Tét ca tir im duoc s& duoc to sang. Dé tit tinh
nang nay di, ban nhan Reading Highlight lannita, chon Clear Highlighting.
d. Tim va thay thé nhitng dinh dang dic biét
- Trong thé Home, nhém Editing, ban nhan nit Replace (Ctrl-+H).
- Nhan ntit More néu ban khong nhin thay nit Format.po
- Pé tim kiém doan vin ban véi dinh dang dic biét, ban hiy nhap doan van do trong 6 Findwhat. Néu
chi @ tim kiém dinh dang, hdy dé trong 6 ndy.
- Nhén niit Format, sau d6 chon dinh dang ma ban mubn tim.
- Nhén vao 6 Replace with, sau do nhan Format, chon dinh dang thay thé. Néu ban cling
mudnthay thé bang doan vin béan, hily nhap doan text d6 vao 6 Replace with.
- Nhén Find Next, nhan tiép Replace dé tim va thay thé cac dinh dang dic biét. Dé thay thétoan b,
nhan Replace All.
e.Tim va thay thé cdc diu doan, ngit trang va cdc muc khdc
- Trong hdp thoai Find and Replace xuét hién sau khi nhan Ctrl+H, ban nhan nit More néukhong thiy
nut Special.
- Nhén vao 6 Find what, sau d6 nhan nit Special va chon mot muyc can tim.
- Nhép nhiing gi ban muén thay thé trong 6 Replace with.
-Nhén Find Next, Replace hodc Replace All
f. Str dung ky tw dai dién khi tim kiém
- Bat hop thoai Find and Replace 1én.
- Nhan niit More dé mé rong hdp thoai.
- Panh déu kiém véo 6 Use wildcards.
- Nhap tir cing nhimg ky tur dai dién vao 6 Find what.
- Nhép nhiing gi ban mudn thay thé trong 6 Replace with.
- Nhén Find Next, Replace hodic Replace All.
Bang cac ky tw dai dién

16
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Pé tim mét ky tur dinh nghia nhu mot ky tur dai dién, ban gb déu trude ky tu ¢6. Chang han gd \ ?
dé tim dau hoi. Ban c6 thé st dung dau ngac don dé nhom cac ky tu dai dién va doan textdé chi ra thir tu
phép tinh. Vi du gd <(pre)*(ed)> dé tim “presorted” va “prevented”’

Ban ¢6 thé sir dung ky tur dai dién \n dé tim kiém mét biéu thirc va thay thé bﬁng mét biéu
thirc duoc sap xép. Vi du gd (Office) (Word) vao 6 Find what va g \2 \1 vao & Replace with.

Két qua 13 chuong trinh s& tim cum tir Office Word va thay bing Word Office.

2. Chén biéu tugng hodic ky tw dic biét

a. Cheén biéu twong
- chudt vao noi ban muédn chén biéu tuong trong tai liéu.
- Tai thé Insert, nhom Symbols, ban nhén nat Symbol.
- Thyc hién tlep mot trong hai thao tac sau: Nhan chudt vao biéu tuong ban mudn chén trong danh
sach x0 xuong.
- Néubiéu tuong can chén khong ¢6 trong danh sach, ban nhan More Symbols & cubi danh sach. Hop
thoai Symbol xuét hién. Tai muc Font, ban chon mét font chix minhthich, nhan chon biéu tuong can
chén trong khung bén dudi, nhan nut Insert dé chén. Xong nhan Close dé déng hop thoai Symbol lai.
Ghi chii: Néu ban chon mét loai font chit mé rong, chang han Arial hoic Times New Roman,danh
séch Subset s& xuat hién bén canh muc chon Font. Str dung danh sach nay dé chon c4c Ky tir ctia ngén
nglr mo rong
b. Chén mét ky tw dic biét
- Nhan chudt vao noi ban mudn chén vao mot ky tur dic biét.
- Tai thé Insert, nhém Symbols, ban nhan nat Symbol. Sau dé chon More Symbols.

arts > _g Signature Line > || JC Equatlon Y.
_53 Drate & Time ‘ [SZ Symbol

MObE2™ | ¢ £ ¥ O ®

L
...................................................... - o oo U X

B T &8 ¥ @

£2 More Symbolsi.

L

- Trong hdp thoai Symbol, nhan chon thé Special Characters.
- Ban,chon trong danh sach mdt ky tur can chen va nhan ntt Insert.
- Nhan nit Close dé dong hdp thoai lai.
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C. Chén mot ky tw Unicode tir hop thoai Symbol 7

- Khi ban chon mét ky tir Unicode trong hdp thoai Symbol, ma ctia n6 hién thi trong hopCharacter
code.

- Nhén chuét vao vi t ban mudn chén ky tu Unicgde.

- Trong thé Insert, nhdm Symbols, nhan nit Symbol va chon More Symbols.

- Trong hop thoai Symbol, thé Symbols, tai hop Font ban chon font chit minh thich.
- Tai 6 From, ban chon Unicode (hex).

— 2f X

Symbols | secial Characters |

Eonk: [(normal text) ~| Subset: |Currency Symbols -]
L[ [Fle]Pe[m] ¢« %] € [N™Q]e =
524] V6|%%|% | Y| ~ |—]| | | alaln

| IA | | &

w
Fl=|L)E |V ) | =] ] = = (o]~ -
i = ] g i
[ 1) | | rla FH T =llFy
Recently used symbols:
ele|¥ oo™ [£][<[z][+]x[~[ulalp
EURO SIGM Character code: IZOAC from: |Unicode {hex) L]
AutoCorrect.. ., | Shortcut Kevy.. . | Shortout key: Alk+Clrl+E

coce

- Néu hop Subset hién thi, nhén chon mot ky tur subset.
- Nhan vao ky tur ban mudn chén trong danh séch va nhén nit Insert.
- Nhén Close.
d. Diing ban phim dé chén ky tw Unicode vao tai liéu
- Néu ban biét mé ctia ky tur cn chén, ban c6 thé nhép vao ma d6 trong tai liéu va nhan phimAlt+X dé
chuyén doi n6 sang ky tir. Chang han ban nhap vao 00A9 va nhin Alt+X ngay sau dos& duoc ky tu.
Nguoc lai, d& hién thi mét ma ky trr Unicode ctia mét ky tur nao d6 trong tii lidu, ban dat con nhay phia
sau ky tir 46 va nhin Alt+X.
e. Chén mét biéu twong dwoc dinh nghia sin bang cdch siv dung AutoCorrect
Pé str dung dugc tinh ning ndy, trudc hét ban can bat AutoCorrect 1én:
- Nhén Microsoft Office Button, sau d6 chon Word Options.
- Trong hop thoai Word Options, chon Proofing & khung bén trai.
- Nhén niit AutoCorrect Options. Trong hdp thoai xuét hién, chon thé AutoCorrect.

- Panh dau chon muc Replace text as you type.
18
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Nhan OK ha1 lan dé dong CacC hop thoai lai.

i d B
AutoFormat | Smaet Tags
ButoCorect Math AutoCorrect | AutoFormat As You Type
[V Show Autocorrect Options buttons
¥ Correct T'Wo INitisl Capitals Exceptions.. .

IV Capkalize first letter of sentences

[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

&QPLSCG: %h. (= Plain bext O Formathed texk

[Tt fQusn Tri Mang

quater quarter ;]
|quaters ' quarters

QUESION Question

QUesoNs - questions anal
questionms questons

questiosn questons ;‘

| fadd I D=Elets

T Actomatically use s pgastions from the speling checker

>

|
|

f. Tao muc AutoCorrect ciia riéng ban

- Trong the Insert, nhom Symbols, nhén nut Symbol, chon More Symbols. O hdp thoai Symbol xuét

hién, ban nhan vao thé Symbols hay Special Characters tuy .
- Chon mdt biéu tuong hay ky ti déc biét ma ban muon dua vao muc AutoCorrect
- Nhan niit AutoCorrect. Biéu tugng ban chon s& xuét hién trong hop With.

- Trong muc Replace, ban gd cac ky tu ma Word s€ tu dong chuyén sang biél}
tuong hay ky tudic biét ma ban chon ¢ trén.- Nhan nit Add.- Nhan OK.-Nhan Close dé

] dong hC)P thoai Symbol lai.
3. Dau gach noi (-)
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Khi mot tir qua dai, khong vira khit voi vi tri cui dong, Word s& chuyén tir rnay sang vi tri dau dong méi
thay vi gach n6i n6. Tuy nhién ban co thé dimg tinh nang Hyphenation dé gach no1 tu dong hodc gach
noi i bang tay doan text, x4c 1ap sd khoang cach 16n nht cho phép gitia mét tir v 1& phai ma khong gach
ndi tir do.
Khi str dung tinh nang gach ndi tu dong, Word 2007 s€ tir dong chén gach ni vao vi trf can thiét. Khi
gach néi bang tay, Word s& tim text dé gach néi va hoi ban c6 mudn chén gach ndi vao hay khong.
a. Tw dong chén gach néi trong toan bé tai liéu

- Pambao ring khéng c6 doan text ndo dang duoc chon.

- Trong thé Page Layout, nhom Page Setup, ban nhan ntit Hyphenation, sau d6 chon
Automatic.

b. Chén diu gach néi tuy y

Ban c6 thé diéu khién vi tri ngét cta mdt tir hodic mot cum tir néu tir d6 “rot” & cudi dong. Vidy, ban co
thé chi dinh vi tri ngt ciia tir “nonprinting”” 1a “non-printing’” thay vi “nonprint-ing”.
- Trong thé Home, nhém Paragraph, nhan niit Show/Hide.
- Nhan chudt vao vi tri trong ttr, noi ban mudn chén dau gach noi.
- Giit Ctrl va nhan phim gach noi.

c. Tw dong chén diu gach noi trong mét phan tai ligu

- Chon doan text ma ban mudn gach noi.

- Trong thé Page Layout, nhdém Page Setup, ban nhén nit Hyphenation, sau d6 chon Automatic.
d.Gach noi b&ng tay trong mot phén tai liéu

Khi ban gach nbi béng tay, Word 2007 s€ tim doantext dé gach ndi. Sau khi ban chi dinh vi tf mudn
gachnéi trong doan text, Word s€ cheén mot dau gach ndi tuyy. Néu sau d6 ban soan thao tai
libu va thay doi ngatdong, Word s& chi hién thi va in ra nhimg déu gach ndicon rét & cudi dong ma
khong gach ndi lai trong tai lidu.
- Chon doan van ban muén gach ndi.
- Trong the Page Layout, nhom Page Setup, ban nhan niit Hyphenation, sau d6 chon Manual.
e. Chén mgt diu gach néi khong ngit

Cac dau gach ndi khong ngit gitip ngan ngura cac t, s hodic cum tir bi ngdt néu no rét & cudi Dong
Vi duy, ban ¢ thé ngan ngtra ddy s6 999 -1234 bi ngit gitta chimg, thay vao do toan bd cumday sb ny
s€ duoc chuyen xudng dau dong ké tiép.

- Nhan chu6t vao noi ban mudn chén déu gach ndi khéng ngjt.

- Nhén giir Ctrl, Shift va nhan phim gach ndi.

f. Xac ldp viing gach noi

Ving gach ndi 1a s6 khoang trong i da cho phép gitta mot ttr va 16 phai ma khong gach nditr ndy. Ban
c thé thay dbi  ving gach noi: dé giam s6 uong gach ndi, hiy lam cho ving gachndi rong hon; dé
giam tinh chat rdi rac cta 18 phai, ban lam cho ving gach ndi hep hon.

- Trong thé Page Layout, nhom Page Setup, nhan ntit Hyphenation, sau d6 chon Hyphenation
Options.
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- Trong Hyphenation zone, nhap vao khoang cdch ma ban muén

9. Xda bé diu gach néi tw dong

Trong thé Page Layout, nhom Page Setup, nhan nat Hyphenation, sau d6 chon None.
h. Xoa bo dau gach noi bang tay

- Trong thé Home, nhém Editing, nhan nut Replace (hodc nhan phim Ctrl+H).
- Nhan nit More>> dé mé rong hop thoai Find and Replace.
- Nhén nit Special, sau d6 chon: Optional Hyphen : néu mudn x6a dau gach ndi bang tay.
Nonbreaking Hyphen: dé x6a dau gach ndi khong ngit.
- Pé tréng 6 Replace with.
- Find Next, Replace, hodc Replace All
4. G& réi cac van dé trong khi soan thao
a. Chir moi “dé” chir cii
Triéu chirng : Mbi khi gd chit méi, chit cii tai diém chén bj x6a di
. Nguyén nhan : Ché do viét chong da duoc bat 1én.
Giai phap : Tat ché do viét chong bang cach:
- Nhan chuét vao nit Microsoft Office Button, sau d6 nhn nit Word Options.
- Nhan Advanced trong khung bén tréi.
- Bén dubi nhom Editing options, ban x6a dau kiém trude muc Use overtype mode. Nhan OK.

iing i;rplil_.;l:v

V' Typing replaces selected text
¥ When selacting, automatically select entire word
¥ Allow text to be dragged and dropped
¥ Use CTRL - Click to follow hyperlink
[ Automatically create drawing canvas when inserting AutoShapes
v Use smart paragraph selection
¥ Use smart cursoring
[ Usethelnsert key to control overtype mode
l_ Use ‘overtype modei )

a. Khong thé tim thdy l¢nh Clear Contents

HUONG DAN HOC WORD 2007

21



Trigu chirng : Ban mudn x6a chir hoic cac dbi tuong dd hoa nhung khong thé tim thay lénh Clear
ontents dé thue hién viéc nay.
Nguyén nhan: Khac vdi cac phién ban trudce, 1énh Clear Contents khong co trong ban
Word 2007.
Giai phap: Ban ¢6 thé str dung phim Delete dé xoa text hodc cac dbi tuong d6 hoa sau khi d3 chon
no.
b. Word cudn qua nhanh khi ré chugt chon chiv
Triéu chwng : Khi ban chon chir béng cach giir va ré€ chudt theo hudng xuéng dudi, Word cudntai
liéu nhanh dén ndi kho ma nha chudt vio vi tri chinh xéc, noi ban muén két thiic ving chon.
Nguyén nhan : Trong khi ban 1& chudt dé chon chit, Word s& cudn tii liéu theo hudng banchon.
Gidi phdp : Dé giai quyét van dé niy, ban nén két hop gitta chudt va ban phim trong khi chon chi.
- Nhén chudt vao noi bét dau vung chon.
- Sir dung thanh cudn dé truot dén vi tri mudn két thic ving chon. Giit phim Shift trong khi nhén
chudt tréi vao vi tri két thiic vung chon.
d. Lénh Insert File bién dau mat?

Triéu chirng 7 )
: Ban mudn chen chir tir mot tai liéu khac vao tai liéu hién hanh nhung khong thétim thay 1énh Insert
File dé thuc hién viéc nay.

Nguyén nhan
: Trong Word 2007, Iénh Insert File da dugc doi tén thanh Text from File vadugc chuyén vao menu
Object trong thé Insert.
Gidi phap
:- Nhén chut tai vi tri muén chén tai liéu vao.
- Trong thé Insert, nhom Text, ban nhan chudt vao miii tén bén canh nit Object, chon
Text from File.
- Trong hép thoai Insert File, ban xac dinh file muén chén, sau d6 nhan dap chudt vao
n¢ déchén vao tai lidu hién hanh.

e. Khong thé kéo — tha chuét doi vdi vin bén

Triéu chirng : Khong thé ding chudt kéo — tha dé thuc hién thao tac sao chép hay di chuyénvin ban.

Nguyén nhan : Chiic nang kéo — tha chudt trong Word da bi vo hiéu hoa.
Giai phap :- Nhan chudt vio niit Microsoft Office Button, d6 nhan niit Word Options.
- Nhin Advanced trong khung bén trai hop thoai.
- Bén du6i nhém Editing options, ban danh dau kiém muc Allow text to be dragged and dropped.
Nhén OK.
- Bay gio ban c6 thé chon van ban va ding chudt kéo —tha doan vin do sang vi trf méi dé dichuyén
(hodc giit thém phim Ctrl trong khi thyc hién dé sao chép).

f. Chit Unicode bi “nhdy” khi copy

Tri¢u chumg

- Khi st dung font chit Unicode, néu copy mdt dong van ban thi hién tuong nhaychir xuat hién.
Giai phap
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Nhén chudt vao nit Microsoft Office Button, sau d6 nhan nit Word Options.
- Nhin Advanced trong khung bén tréi.
- Bén dudi nhom Cut, copy, and paste, ban nhan nut Settings.
- Bo déu chon & hop kiém Adjust sentence and word spacing automatically. Nhan OK
hai 1an dé dong cac hop thoai lai.
CHUONG IV

1.Viét mot phuong trinh

Vé6i Word 2007, dé viét mot phuong trinh, ban c6 thé chén céc biéu tuong trong hop thoaiSymbol; str
dung tinh ning Math AutoCorrect dé chuyén chit thanh biéu tuong; hay sir dung cach sau:

- Trong thé Insert, nhdm Symbols, nhén vao mili tén bén dudi nit Equation, sau d6 chon
Insert New Equation.

+ e ,j‘f 3 {0} sind a llm A [M]

Frachie gt Radical dndeges Large Beachet Pur e " ”l
. . Gparaton - . . to .
SUrmitures

Mailings Review View Add-Ins

‘ %mpﬂ"'mk 3 j ‘ ﬁ ‘I;‘\‘—‘I _J Quick Parts =, 2% Signature Line - || TC Equation 'ﬂs
& Bookmark | Builtin

oy Cross-reference

Chart Header Footer

o N Area of Circle

A=yt

Binomial Theorem

n
(x ea)” =Z (:)x*a""‘

KD

Expansion of a Sum

nx  ain—1x°
d+x)"=1 L e e~ B

. Fourier Series

"X nmwx,
flx) = a, +Z (a,, cos——+ b,,:&nT)

nw=1

TU  linsert Mew Eguation
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- Trén thanh cong cu xuét hién thém thé Design, va ban co thé nhin chudt vao cc niit trongnhom
Symbols dé chén cac ky hiéu toan hoc, hay nhan chudt vao cac nit trong nhom Structuresdé chén vao
tai liéu mot cAu triic toan hoc ¢6 sin, sau do chinh stra lai.
Chu y : Bé hién thi danh séch day dii cac ky hiéu toan hoc trong nhém Symbols, ban nhan nitMore &
goc dudi phai ctia nhom.
a. Str dung cac biéu tugng trong Math AutoCorrect
- Nhén Microsoft Office Button, sau d6 nhin Word Options.
- Trong khung bén tréi, nhin Proofing, sau 46 nhan nut AutoCorrect Options.
- Trong hop thoai AutoCorrect, nhén chon thé Math AutoCorrect, sau d6 danh déu kiém trudc2
muc Use Math AutoCorrect rules outside of math regions va muc Replace text as
you type. Ghinhé cac ky tur & muc Replace (ky tur ban nhap) va muc With (ky tu toan hoc s€

thay th¢).

AutaCorrect [ﬂﬁ
AutoFarmat Smart Tags
AutoCerrect IMath AuteCorract AuteF srmst As Vou Type

Use Math AutoCorrect rules outside of math regions|
When Math AutoCorrect and AutoCorrect rules conflict; AutoCorrect rules will
be used.
Replace text as you type
Replace: wWith:
1 i A
\above L
\acute
\aleph N
Lalphs a
1Alpha A
lamalg 1|
\angle Z
Laoint | 9
Lapprox =
\asmash 1
\,asl: ' L
[ Recognized Functions. .,
[ DK l [ Canreel ]

- Nhén OK 2 1an dé d6ng cac hop thoai lai.
- By gi0 ban hay g0 thir cac ky tir (muc Replace) va nhan pth khoéang trang, 16 s& bién dbithanh ky
tur toan hoc tuong tmg. Vi du: \ approx, nhén khoéang tlang s& bién thanh dau .
b. Chén mét phuong trinh thong dung
24
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Trong thé Insert, nhom Symbols, ban nhén chudt vao mii tén bén dudi nat Equation. Mdtmenu XUAt
hién voi danh séch cac phuong trinh thong dung. Mubn str dung céi nao, ban chi viécnhan chon céi do
& chén vao tai liéu va chinh stra lai theo v thich.
Thém mot phuong trinh vao danh sach céc phuong trinh thong dung
- Chon mét phuong trinh mudn thém.
- Bén dudi Equation Tools, trong thé Design, nhom Tools, nhan nit Equation, sau d6 chon Save
Selection to Equation Gallery.
- Trong hop thoai Create New Building Block, ban nhap vao tén ctia phuong trinh tai muc Name.
- Tai danh sach Gallery, chon Equations. Nhin OK

nx nin —1)x?

Gt =25+ : e
1t 21
Create Hew Building Block K |
Marne! phuongbrinb L
allery: Equ akions L .
Category: EEELiiiEffiiﬁffffffﬁffffffﬁfffﬁffffffﬁfffﬁffffffﬁffffffffffffffffﬁfffffffffifffffffffﬁfffffffée w !
Deccription!
SEE e Building Blacks , daok: | |
o pkions; [n=sert content in its own paragraph w |
] ] | Cancel

c. Thay doi phuong trinh dugc soan thao trong Word 2007
Ban chi viéc nhan chuét vao phuong trinh muén chinh stra va thay doi theo ¥ thich. Thay d6i phuong
trinh duoc soan thao trong Word phién ban cii honbé thay doi mot phuong trinh duge soan thao &
phién ban cii, sir dung Equation 3.0 add-inhay Math Type add- -in, ban can sir dung add
-in ma d4 viét phuong trinh nay. Ngoal ra, khi ban mo tai liéu co chira phuong trinh dugc viét trong
phién ban cii ctia Word, ban khéng thé sir dung cac chuong trinh viét va thay d6i phuong trinh duoc
cung cAp san, trir khi ban chuyén tai liéu sang dinh dang Word 2007.
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* Chuyén tai liéu sang dinh dang \Word 2007
- Nhin Microsoft Office Button, sau do nhin Convert.
- Nhan OK trong hop thoai xac nhan.
- Nhén Microsoft Office Button, sau d6 nhan Save.
* Thay doi phwong trinh dwoc soan thio bang Equation 3.0
- Nhan dap chudt vao phuong trinh mudn chinh stra.
- Thay dbi phuong trinh theo ¥ mudn.
* Thay déi phwong trinh dwoc soan thio bing Math Type
- Hay dam bao rang Math Type d dugc cai dat trén may.
-Nhan dup chudt vao phuong trinh mudn chinh stra.
- Trong Math Type, chinh stra lai phuong trinh theo ¥ muén.
- O menu File, nhan chon Close and Return to... dé tré vé cira s6 soan théao Word.
2. Kiém tra chinh ta va ngir phap
Tu dong kiém tra 16i chinh ta va ngit phap (cac duong gon séong mau do, xanh duong,
xanh la cay)
Khi ban bét ché d6 kiém tra chinh ta tu dong trong khi gd, ban co thé an tim réng khong bi méc nhiéu
16i chinh t4 trong tai liéu. Word 2007 s& danh du nhimg tir bi 16i gitip ta phat hién ra 16i mot cach
nhanh chdng.

Vi du : Ban ¢6 thé nhan chudt phai 1én tir sai d xem nhiing cach stra 161 duoc dé nghi. Tuong t,
néu bat ché do kiém tra ngii phap tir dong, Word s& danh dau nhing 16i ngr phap trong tai liéu trong khi
ban soan thao
Vi du: Ban ¢6 thé nhén chudt phai va chon nhiing kiéu stra 161 dé nghi. Ban ciing c6 thé chonlgnore
Once dé “1o” di 16i ndy, hodc chon About This Sentence dé xem tai sa0 Word xem cau
dola16i.

a. Bdt hodc tit ché dp kiém tra chinh td, ngit phdp tw dpng

- Nhan chuét vao Microsoft Office Button , chon Word Options.

- Trong hop thoai hién ra, chon Proofing ¢ khung bén trai

- Dé battit ché do kiém 16i tr dong trong tai lidu hién hanh (dang mé), ban thyc hién nhur sau:
Tai muc Exceptions for, chon tén ctia tai liéu hién hanh.

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

- Dé battit ché do kiém 16i ty dong trong tAt ca tai liu tir gid o di, ban thuc hién nhu
sau:Taimuc Exceptions for, chon All New Documents.

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

b. Kiém tra tit cd 16i chinh ti va ngiv phdp sau khi soan thédo vin bdn

- Chon doan vin ban ban muén kiém 13i (hodc khong chon néu mudn kiém toan b van ban).

- Bam phim F7 (hodc chon thé¢ Review, nhin nit Spelling &Grammar trong nhém
Proofing).
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- Néu chuong trinh phét hién ra 16i chinh ta, hop thoai Spellingand Grammar xuét hién, t6 do tir
sai.Tai khung Suggestions, ban co thé chon nhing goty stra 16i ma chuong trinh dua ra va nhén
nit Change déstra theo goi ¥ d6. Néu ban muén ti minh stra, hay nhén chudt vao tai liéu, not tr
dang bi phat hién 13 16i va stra lai theo ¥ minh. Stra xong nhan nit Resume dé kiém tra tiép
nhimg tir khéc. Trong truong hop tir ma Word phét hién 13 16i nhumg lai 1a tir ma ban cho 13
chinh x4c va ban mudn Word nhan ra tir ndy 13 déng chinh ta dé 1an sau khoi “bét 167 nita, hiy
thém no vao tir dién bang cach nhan nit Add to Dictionary. Néu muébn “10” di tir sai va chuyén
sang kiém tra tiép nhiing tir khéc, ban nhinntt Ignore Once (10 1 14n) hodc Ignore All
(16 tat ca).Truong hop ban thudng xuyén bi mic 18i & tir ndy va ban muén Word tu dong
stralai thanh tir ding trong khi ban g6 véan ban, hiy chon tir ding trong khung Suggestions va

nhén nt AutoCorrect.

- Ngoai ra, néu ban mudn kiém tra ludn ngir phép, hiy danh dau chon Check grammar tronghdp thoai

Spelling and Grammar. Sau khi kiém tra chinh ta, chuong trinh s& chuyén sang kiémtra ngit phap cho

ban. Céch stra 16i ciing tuong tur nhur trén.

2. Tim tir trong tir dién

Str dung tinh nang Research, ban co thé tim céc tir trong tir dién. Cach thyc hién:
- Trong thé Review, nhom Proofing, nhan nit Research.

- tim mdt tir don trong tai liéu, gitr phim Alt va nhan chudt vao tir can tra ctu.

- Pé tra nghia mdt cum tir, ban ding chudt chon cac tir d6, gitr phim Alt va nhan chudt traivao ving

chon.

- Tai khung Research bén phai man hinh, muc Search for, ban sé théy tir can tra hién thi trongday. Bén

dudi 13 phén giai nghia ctia nd.

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

3. Tra tir ddng nghia, phan nghia

Sir dung tinh niing Research, ban con ¢ thé tra tir dong nghia va tir phan nghia.

- Trong the Review, nhom Proofing, ban nhan nit Thesaurus.

- Gitt phim Alt va nhan chudt vao tir can tra. Két qua s hién thi trong khung Research & bén phai.

- Pé chén tir dong nghia hoic phan nghia d6 vao tai liéu hién hanh, noi con trd dang dimg, ban dua

chudt vao tir trong danh sach két qua, nhan chudt vao miii tén bén canh tix, chon Insert.

- Pé tim tiép tir dong nghia / phan nghia ciia tir trong danh sach tim dugc, ban nhan chudt vaotir d6

trong danh sach két qua.

Ghi chu: Ban co thé tim tir dong nghia, phan nghia trong ngdn ngit khac (ngoai tiéng Anh) bang cach

nhén chudt vao hop danh sach bén dudi khung nhap liu Search for va chon mdt ngonngt, vi du nhu

tiéng Phap (French) ching han.

4. Dich van ban
Khac véi cach tra nghia timg tir, trong phan ndy chiing ta s& cling tim hiéu cach dich mot doan
van ban dai.
- Trong thé Review, nhdm Proofing, ban nhan nit Translate,
- Hodac ban ciing ¢6 thé nhan chuét phai vao vi tri bat ky trong tai liéu, chon Translate —Translate
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& | Cut
3, Paste
A | Font..
=% Paragraph...
:= Bullets 2
i— MNumbering >
g, Hyperlink...
g, lookUp..
Synonyms >
Translate b |23 Transiate..
Styles > Arabic (Saudi Arabia)
English (U.S.}
French (France)
Spanish ([International Sort)
l_i| Turn Off Translation ScreenTip

- D& dich mdt doan van ban, ban ding chudt chon doan vin bén do, gitt Alt va nhan chudt tréivao ving
chon. Nghia ctia né s€ dugc hién thi trong khung Translation ¢ bén phai.
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|-wares.

- Pé dich toan b tai liéu, tai khung Translation, ban nhan chudt vao nit Translate the wholedocument .
Sau d6 bim Yes trong hop thoai xac nhan. Ban dich s€ dugc hién thi trong mot cura s0 duyét Web méi
mora.
- Ngoai ra ban ciing c6 thé dich tir hodc doan van bang cach tir minh nhdp vao khung Searchfor, sau
d6 nhan nut Start Searching .
5. Bat tinh ning “dua chudt vao tir dé hién thi nghia trong mét Screentip”
Chi cin dua chudt vao tir, nghia cia n6 (da duoc dich sang ngdn ngir khac) s& hién thi trong mot
Screentip bén canh, rt tién loi.
Pé bét tinh nang nay, ban thuc hién nhur sau:
Tai thé Review, nhom Proofing, nhén chudt vao miii tén bén canh nit Translation
ScreenTip.
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e -0 b

Home Insert Page Layout References

y &Reseatch ;‘i.'! | . j 4 Palete “
‘> Thesaurus Arabic (Saudi Arabia)
Spelling &
Grammar <3 fransiate English (U.S.)

French (France)
Spanish (International Sort)

: v | Turn Off Translation SceenTip
with many useful features than th

:bl'OWSGI’ with mal-wares.

Chon mét ngdn ngir muén dich sang trong menu xuét hién.

- Mubn tit tinh ning ndy, ban chon Turn Off Translation ScreenTip.
6. Tw dong tao hyperlink cho dia chi Web
Word tur dong tao mét hyperlink khi ban gb vao mét dia chi Web (chang hanwww.microsoft. com)
va nhian Enter hodc phim khoang tring. Néu mudn tit/ bat tinh ning nay, ban nhan
Microsoft Office Button , chon Word Options. Nhan Proofing. Nhan nut Auto Correct Options, nhan
chon thé AutoFormat As You Type. Tai hop Internet and network paths withhyperlinks, ban bo chon
hodc chon dé tat/ bat tinh nang nay.
7. Tao mot hyperlink tity y dén mét tai liéu, tap tin hay trang Web
a. Chon doan text hodc hinh anh ma ban muén diing dé hién thj nhu mot hyperlink.
b. Trong thé Insert, nhém Links, ban nhan nit Hyperlink.
c. Hop thoai Insert Hyperlink xuat hién.
- Pé lién két dén mot file hodc trang Web co san, ban nhan nut Existing File or Web
Page béndudi muc Link to, sau do nhdp vao dia chi ma ban mudn lién két dén trong hop Address. Néu
khong biét dia chi cua mot file, ban co thé duing khung duyét file/ thur muc trong ctra s6 niy dé
chon file minh mudn lién két.

- Dé lién két dén mot file ma ban chua hé tao n6, hily nhan nit Create New Document bén dudi
muyc Link to, sau d6 nhap tén ctia file méi s€ tao tai myc Name of new document. Tai mucWhen
to edit ban ¢6 thé chon 13 Edit the new document later (soan tai liéu ndy sau) hodc Edit the new
doc ument now (soan ngay bay gio).

- Pé ty bién ScreenTip (hién thi khi ban ré chudt Ién hyperlink), ban nhan nut ScreenTip va go
vao dong ghi chti. Néu ban khong chi dinh dong ghi chi nay, Word s& sir dung dudng dan
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Hay dia chi ciia file lién két dén lam ScreenTip.

- Nhén OK khi tao xong hyperlink.

8. Tao mdt hyperlink dén trang e - mail trong

Thuc hién budc 1 va bude 2 nhur trén dé hién thi hop thoai Insert Hyperlink.

a . Bén dudi muc Link to, ban nhan nat E -mail Address.

b .Tai muc E - mail address, nhdp vao dia chi ¢ - mail ma ban muén khi nhan vao hyperlink s&
gui thu cho dia chi nay.

C . Tai muc Subject, ban nhdp tiéu d& thu. Nhan OK.

nsert Hypertink K %]

Link to: Text to display: support@quantrmansg, com
—_— ;
i_é] ‘ E-mai address:
Exjsting File of | maiko:support@quantrimang.com
Web Page .
Subject:

QuanTriang.com: Tieu de|
Place in This | Recently used e-mail addresses:

Create bew
Pooument

‘Bookmark x|

Bookmark name:
‘Chuong_’_Z Add
Chuong_1

Sort by (5) Mame
) Location

[ 1 Hidden bookmarks

Cancel
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Hinh minh hoa cho muc* Chén mgt bookmark:(Hinh dwéi)

9. Tao mdt hyperlink dén vi tri bat ky trong tai liéu hay trang Web hién hanh

Pé sir dung tinh nang nay, trudc hét ban can danh dAu vi tr dich mudn lién két dén trong tailiéu
hi¢n hanh.
* Chén mgt bookmark:

1. Trong tai liéu hién hanh, chon doan text hay dbi tuong ma ban muén gan mot bookmark.2. Trong thé
Insert, nhém Links, ban nhin nit Bookmark.3. Ctra s6 Bookmark xuét hién. Tai Bookmark name,
ban gd vao mdt tén dé nhan dang bookmark ndy (luu ¥, tén khong duogc chira khoang tréing). Nhin Add
dé thém vao.

( Hinh minh hoa & trén)

* Thém lién két dén bookmark:
1. Chon text hodc dbi tuong ma ban muén hién thi nhu mot 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 mot bookmark muén lién két dén. Nhan OK.
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| Insert Hyperlink
l Unktos  Tesdtto displays ThieWorkd Browsér ‘ ScreenTip.,

i] Select & place in this document:

Exsting Filor | | Top of the Dogument
Wb Page Headings
| = Bookmarks
Place in This Chisorg 2
Document
._]
Create Mew
Document
E-mal Address |

oK Cancel

10. Tao mét hyperlink dén vi tri bat ky trong tai liéu hay trang Web khac (khong

phditrang hién hanh)
1. Trudc tién ban tao nhimg bookmark trong file dich (file ma ban s& lién két dén) tuong ticach ¢

trén.
2. Mo tai iu ngué)n, chon doan text hay doi tuong mubn hién thi [ hyperlink.
3. Nhan chudt phai, chon Hyperlink trong menu ngit canh.
4. Bén dudi muc Link to, nhan n(t 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 mubn lién két dén trong tai liéu dich. Nhan
OK.

11. G& bé mgt hyperlink
Ban nhan chudt phai vao hyperlink mudn g& bo, chon Remove Hyperlink trong menu ngjicanh.

12. Ap dung nhanh mét kiéu miu (Quick Style)

Ap dung mot kiéu méu
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1. Chon doan text ban muén 4p dung kiéu mAu.2. Trong thé Home, nhom Styles, nhén chudt vao mot

kiéu ma ban thich. Néu khong thiy kiéudinh dang ma minh mong mudn, ban nhan nit More dé mo
rong khung Quick Styles.

HaBbCeDt AaBbCeDt AaBbC( AaBbCco

T Normal T Na Spaci.. Heading 1 Heading 2
il — X 3 — M EIE T T
(;1 AaBbCec. AaBbOCcD AaBbCcD
Tities Subtitis Subtlie Em., Emphasis

AaBbCclD AaBbCcD AaBbCchD @ AaBbCchD

Intense E... strong Quots Imtenses Q..

AaBeCcDh aAaaBsCcD AaBsBCcD AaBbCcDy

Subtis Ref.. Imtense R... Book Trtie T List Para..

Save Selection as a New Quick Style...
% Clear Formatting
‘}3_, Apply Styles...

Vi dy, ban mudn doan text dang chon dugc ap dung kiéu tiéu dé, nhan nat Title trong
khung danh sach.

Ban c¢6 thé xem trudce kiéu dinh dang dugc 4p dung nhu thé ndo bang cach ré chudt vao
tirng kiéu minh muon xem, no s ap dung “thir”” voi doan text ban dang chon.

Tao mét kiéu méu

1. Chon doan text ma ban mudn tao mot kieu mdi. Vi dy, ban mudn tao mot dinh dang in dam,chir
mau do.
2. Trong thé Home, nhom Font, ban lan luot in dam (nhéin nut B) va t6 dé chit (chon
mau tir nat Font Color).
3. Nhan chuét phai vao ving chon, tr6 t6i Styles, vanhan Save Selection as a New Quick Style.
4. Nhap vao tén cua style moi (chang han Style 1) va nhan OK.Lap tic kiéu chit méi tao s& ndm gon
trong nhom Styles ¢ the Home, san sang dé ban sir dung.
Thay déi kiéu méu
1. Binh dang doan text theo y thich ctia ban
2. Trong thé Home, nhém Styles, nhéan chudt phai vao style ma ban muén thay ddi, chon U pdate to
Match Selection.
Trong tai liéu, tat c4 nhimg doan text di duoc ap dung kiéu ndy trudc d6 s& dugc cap nhat laivéi dinh
dang mai.
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G0 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

13. Cai dat diém dirng tab (Tab stops)

Dé cho viée cai dat tab duoc thudn tién, ban nén cho hién thi thude ngang trén dinh tai liéu bang cach
nhan nit View Ruler & dau trén thanh cudn doc.

Ban c6 thé nhanh chéng chon tab bang cach 1an lugt nhn vao 6 tab selector — 12 6 giao nhau

gitta thude doc va thude ngang (& goc trén bén tréi trang tai 1idu) cho dén khi chon duoc kiéu tabmong
mudn, sau d6 nhan chuédt vao thanh thudc ngang noi ban mubn dit tab.

Tuy timg trudng hop cu thé ma ban ¢6 thé sir dung mét trong céc loai tab sau:

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

Tab giira : D‘zit vi tri chinh giira dqan text. Poan text s& ndm gitra vi tri dat tab khi ban nhap liéu;
Tab phai : Nam ¢ bén phai cudi doan text. Khi ban nhap liéu, doan text s€ dichuyén sang
trai ké tir vi tri dat tab. o ‘ ‘
Tab thap phan : Khi dét tab nay, nhiing dau cham phéan cach phan thap phén s€ nam trén cting mot
Vitr.

Bar Tab : Loai tab nay khdng dinh vi tri cho text. N6 s€ chén mét thanh thang dimg tai vi tri dat tab.
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rTa bs

Tab stop position: Default tab stops:
7.75 cm 1.27 cm &)
' 7.75 tm

Tab stops to be cleared:

Alignment
G—) Left C Center C ) Right
() Decimal () Bar
Leader
(® 1 None @ Oy
L)
[ Set ] [ Clear l [ Clear Al ]
[ OK J [ Cancel J
T3
oo

L
Néu ban mudn dit diém dimg tab tai vi tri phtt hop ma khong thé xac dinh chinh xac khi nhan chudt 1én
thanh thude ngang, hodc ban mubn chén ky tur ddc bit trude tab, ban co thé ding hdp thoai Tabs béng
cach nhan dap chudt vao bat ky diém dimg tab nao trén thanh thudc.

Sau khi cai dat diém dimg tab xong, ban ¢ thé nhan phim Tab dé nhay dén timg diém dimgtrong tai
liéu.

CHUONG V

1. Dinh dang chir trong word 2007

a. Inddm

1. Chon doan text ma ban mudn in dam, dua con trd chudt vao vung chon cho dén khi xuét hién thanh
cong cu Mini.
2. Nhéan nit Bold (B).Ban ciing ¢6 thé str dung phim tt Ctr+B.Luu , nhan Bold (hodc Ctrl+B)
14n nita néu ban mudn bé in dam.
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indam

arial o <|A & A P
1.Chon doantext ma banrn"*'“ WEIE T s N icnon

B J =%W-A- ==

2.Nhan nit Bold (B).

Home Insert Page Layout References

Arial ~19 || A A"I%')

b. In nghiéng
Thuc hién tuong tu nhu in ddm, nhung thay vi nhan nat Bold thi ban nhan nat Italic
(phim tat Ctrl+1).
C. Gach dwdoi doan text
Nhén Ctr+U dé gach dudi doan text dang chon. Nhan Ctrl+U 1an nira dé bo gach dudi.
Ngoai ra con co nhiéu kiéu gach dudi khac:
e Gach duéi cac tir, trir khoing tring:
- Chon doan text ban mudn gach dudi.
- Tai thé Home, nhém Font, ban nhan nit miii tén & goc dudi bén phai.
indam

|arial {gg -
1.Chon doantext mabanm| 7 T S

B 7 = A== OO

A A AT !
2.Nhan nut Bold (B). - -

Home Insert Page Layout References

Arial 19 ~||A A4

B Z U -abe x, x" Aa~ ||~ A~

Trong hop Underline style, ban chon Word only. Nhan OK.

e Gach dé6i ¢ duwoi tir 7 ,
- Thuc hién budc 1, 2 tuong tu trén. Trong hop Underline style, ban chon biéu tugng dong doi. Nhan
OK.

e Duong gach duwdi trang tri

Thuc hién bude 1, 2 tuong tur trén. v
- Trong hop Underline style, ban chon kiéu minh thich.
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- Pé d6i mau clia duong gach dud, nhén chudt vao hop Underline color va chon mau minh
thich. Nhin OK
d. Péi mau chiv
1. Chon doan text ban mu6n doi mau, di chuyén con tro chudt vao viing chon dé

- xuét hiénthanh cong cu Mini.
2. Nhan nit Font Color va chon mau minh thich.
f. Doi kich cé chiv

1. Ch9n doan text, di chuyén con trd chudt vao dé xuét hién thanh géng cu Mini. 7
2. be tang kich ¢ chir, ban nhan nat Grow Font (phim tat Ctrl+Shift+>). D€ giam
kich c¢& chir, nhan nat Shrink Font (phim tat Ctrl+Shift+<).

g. Ddnh diu (Highlight) doan text

- Péanh dau doan text dé 1am no trdong ndi bat hon. Cach thyc hién:
- 1. Tai th¢ Home, nhém Font, ban nhan vao mii tén bén canh nut Text Highlight Color
2. Chon mdt mau diing dé to sang ma ban thich (thuong 1a mau vang).
3. Dung chudt t6 chon doan text muén danh dau.
4. Mudn ngung ché 46 danh dau, ban nhén chudt vao miii tén canh nit Text Highlig Color,chon
Stop Highlighting, hoic nhin ESC.

h.Gé b6 ché d¢ diu text

1. Chon doan text mudn g0 bd ché do danh dau.
2. Trong thé Home, nhém Font, ban nhan chudt vao miii tén canh nit Text Highlight Color.
3. Chon No Color.

i.Tim kiém nhanh nhitng dong chiv dwoc dinh déiu

1. Trong thé Home, nhom Editin, nhan nut Find.
2. Néu ban khong thay nit Format, hily nhan nit More.
3. Nhén nat Format, sau d6 chon Highlight.

4. Nhén Find Next.

K. Tao mét chir hoa thut cip (Dropped Cap) C6 2 ché dp

1. Dropped cap.

2. In-margin dropped cap.

Cach thuc hién

1. Nhan chudt vao doan van ban ma ban mudn bat dau bang mét chir hoa thut cép.
2. Trong thé Insert, nhém Text, ban nhén ntt Drop Cap.

3. Chon tiép ché do Dropped hoac In margin tily y.

|. Pinh dang chi sé trén (Superscript), chi sé dudi (Subscript)

1. Chi s6 trén (Superscript); 2. Chi s6 dudi (Subscript).
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(X + y)*= x*+2xy + y*~ 1

H,S0,_. 5

Chon doan text cén dinh dang. qTrong thé Home, nhém Flont, ban nhin nat
Superscript (phimtat Ctrl+Shift+=) d€ dinh dang chi s0 trén, hoic nhan niit Subscript (phim
tat Ctrl+=) d€ dinhdang chi so6 dudi.

2. Canh chinh van ban
Canh tréi, phai, gitta, hodic canh déu hai bén.
1. Chon doan vén ban ban mudn canh chinh

2. Trong thé Home, nhom Paragraph, nhan nut Align Left dé canh 1& trai, nhan Align
Right décanh phai, nhan nut Center dé canh gitta (gitta 2 16 trdi va phéi), hay nhan nit Justify dé canh
déu hai bén.
a. Canh chinh nhiéu ché dp trén ciing 1 dong
1. Chuyén ché d6 xem vin ban 1a Print Layout hosic Web Layout (Trong thé View, nhémDocument
Views, chon ntit Print Layout hodac Web Layout).
2. Nhén chuét vao dong méi va thue hién nhur sau:
- Chén doan text canh tréi: Di chuyén con trd chudt chir I sang tréi cho dén vi tri can gd textnhan
dup chudt va g vao doan text.
- Chén doan text canh gitta: Di chuyén con trd chudt chit I vao khoang giita dong cho dén vi tri can g6
text. Nhan diip chudt va gd vao doan text.
- Chén doan text canh phai: Di chuyén con tr6 chuét chit I sang phai cho dén vi tri can g6 text, nhan dup
chudt va go vao doan text.
b. Thay déi cdc canh chinh theo chiéu doc doan text
1. Trong thé Page Layout, nhém Page Setup, nhan chudt vao nit miii tén & goc dudi bén phai.
2. Trong hdp thoai Page Setup, nhan vao thé Layout. Tai muc Vertical alignment, ban chonmdt loai
canh chinh minh thich (Top, Center, Justified, Bottom).
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Page Setup "

| Margins { Paper | Layout
Seckion
Section stark: MNew page L\ZI

Headers and fookers

[ ] pifferent odd and even
[ ] Different First page

Header: [1.27cm 5

From edge: —— =
Footer: |1.27cm (3
Page
Wertical alignment: |chup s
[fop Gg
Center
Justified
Prewvisw Bottom

Apply to: IWhoIe docurnent E [Line Murnbers... ] [ Borders... J

[ DefFault.. ., J 0K ] [ Cancel J'

3. Tai muc Apply to, ban chon pham vi ap dung la Whole document (toan van ban), Thissection

(viing hién tai), hay This point forward (ké tir day tro vé sau). Nhan OK
c. Canh giia Ié trén va Ié dwii

1. Chon doan van ban ban muédn canh giita so véi 1& trén va 1& dudi.

2. Trong thé Page Layout, nhém Page Setup, nhan chudt vao nlit miii tén & goc dudi bén phai.

3. Trong hop thoai Page Setup, nhan vao thé Layout. Tai myc Vertical alignment, ban chon

Center.
4. Tai muc Apply to, chon Selected text. Nhan OK.

d. Thut Ié dong ddu tién ciia doan
1. Nhan chudt vao doan ma ban muon thut 1€ dong dau tién.

40
HUONG DAN HOC WORD 2007



2. Trong thé Page Layout, nhin vao nit miii tn goc dudi bén phai ctia nhom Paragraph.
3.0 hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ban chon First
line. Tai muc By, chon khodng cach thut vao. Nhén OK.
e. Diéu chinh khodng cdch thut Ié ciia toan bé doan
1. Chon doan van ban mudn diéu chinh.2. Tai thé Page Layout, nhdm Paragraph, nhén chudt
vao miii t#n 1én, xudng bén canh mucLeft dé ting, gidm khodng cach thut 1& trai, hay tai muc
Right dé diéu chinh thut 1& pha.
f. Thut dong tit cd, triv dong dau tién ciia doan
1. Chon doan vén ban ma ban mudn diéu chinh.
2. Trén thanh thudc ngang, hiy nhén chudt vao diu Hanging Indent va r& dén vi tri ban
mudn bat dau thut dong. Néu ban khong thiy thanh thudc ngang ddu ca, hiy nhan
nGt View Ruler ¢ phia trén ctia Thanh cudn doc dé hién thi no.
9. Tao mgt thut am
Thay vi thut dong vao trong, ban c¢6 thé diéu chinh thyt ra ngoai so véi Ié trai bang cach:
1. Chon doan vin ban ma ban muén mé rong sang trai.
2. Tai thé Page Layout, nhom Paragraph, nhan nit miii tén hudng xudng trong muc Left chodén
khi doan van ban nam & vi tri ban vira y.
3. Thay d6i khoang cach trong vin bin

a. Tao khoang cdach doi giira cac dong cho toan b tai liéu

Khoéng cach mic dinh gitta cac dong cho bat ky tai liéu trong ndo 14 1.15. Ban ¢ thé tao
khoang cach doi (2) néu mudn bang cach sau:

1. Trong thé Home, nhém Styles, nhén chudt phéai vao nit Normal, chon Modify.

Word

eloper Add-Ins

e Update Mormal to Match Selection —| Change
T Styles

M Modify..
— Select All 1 Instance(s)

=
Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

2. Bén duéi nhém Formatting, nhin nit Double Space. Nhan OK.
b. Thay ddi khoding cich dong cho doan vin bin dang chon
1. Chon doan vin ban muén thay doi.
2. Trong thé Home, nhom Paragraph, nhan nt Line Spacing.
3. Chon khoang céch ban mubn, chang han 2.0
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Ghi chl: Néu mudn dit nhiéu khoang cach giita cac dong nhung khoang céch nay khong c6 trong
menu xuat hién khi nhan nit Line Spacing, ban hiy chon Line Spacing Options, va nhdp vao khoang
cach ma ban thich.Céc kiéu khoang cach dong ma Word hé tror
- Single (dong don). Tuy chon nay hd tro font 1on nhit trong dong d6, thém vao mot lugng
khoang tréng nho bd sung. Luong khoang trdng bd sung tiy thude vao font chit ma ban
dang strdung.
- 1.5 lines: Gép 1,5 lan khoang cach dong don.
- Double: Géap 2 1an khoang cach dong don.
- At least: Lya chon ndy x4c lap khoang cach dong t6i thiéu can thiét dé phu hop véi font hodc do hoa
16n nhét trén dong,
- Exactly: C4 dinh khoang cach dong va Word s& khong didu chinh néu sau d6 ban ting hodc giam c&
chit.
- Multiple: Xac lap khoang cach dong tang hodc giam theo ti 1€ % so vo1 dong don ma ban chi dinh. Vi
du, nhap vao 1.2 ¢d nghia 1a khoang cach dong s¢€ tang 1én 20% so voi dong don.
c. Thay déi khodng cdch truwéc hodc sau cdc doan
1. Chon doan van ban ban mudn thay doi khoang cach trudc hodc sau no.
2. Trong thé Page Layout, nhom Paragraph, ban nhan chudt vao miii t#n canh muc Before(trudc)
hoac After (sau) dé thay d6i bang gia tri ban mudn.
d. Thay doi khoadng cach giita cac ky tw

1. Chon doan van ban ma ban mudn thay doi.

2. Trong thé Home, nhan chudt vao nit miii tén & goc dudi phai ciia nhom Font dé mé
hopthoai Font.

3. Nhan chon thé Character Spacing ¢ hdp thoai nay. Trong muc Spacing, nhin Expanded démé rong
hay Condensed dé thu hep khoang cach va chi dinh s khoang cach trong muc By

> “

Font 2Jes

Font Character Spacing

Scale:  [100% _ ]

Spacing: | Condensed V: By: J.5pt 3
Position:  Normal ‘V—} By: s
[ 1kerning for Fonts: ‘ $ Points and above

f. Co din vin bdn theo chiéu ngang
1. Chon doan van ban ban mudn cang ra hoac thu lai.
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2. Trong thé Home, nhén chudt vao nit miii tén ¢ goc dudi phai cia nhém Font dé mé hop thoai
Font.

3. Nhén chon thé Character Spacing & hop thoai nay. Tai muc Scale, nhap vao ti 1€ % ma ban mudn.
Néutilé nay 16n hon 100% thi doan van ban s¢€ duoc kéo ra, ngugc lai, n6 s¢ dugc thu lai.

4. Panh déu sy thay déi va ghi chi trong tai liéu

Theo dbi sur thay dbi trong khi chinh stra

1. M& tai liéu ma ban mudn theo ddi.

2. Trong thé Review, nhém Tracking, nhin nit Track Changes.

3. Thay doi tai liéu theo ¥ ban (chén, x6a, di chuyén hay dinh dang van béan...). Lap tirc & bén hong trang
tai liéu s& xuét hién nhimg bong bong hién thi si thay ddi nay.

5. Tt ché do theo ddi sw thay doi

Trong thé Review, nhom Tracking, nhan vao niit Track Changes mot 1an nita dé tat ché do theo d6i
trong khi chinh stra.

6. Thay d6i caich Word danh diu

- Ban c6 thé d6i mau va nhiing dinh dang ma Word dung dé déanh dau su doi trong tai
liéu bang cach nhan vao miii tén bén canh nit Track Changes, va nhan chon muc Change Tracking

Options.
RS Mailings Review View Developer

o ? ‘_'_‘JE Final Showing Markup v i

|
A ‘ =] Show Markup ~ l

| Track |Balloons D ah
Changes * B E Reviewing Pane

-

L@ Track Changes )

Change Tracking Options.., B LRI © GO

T P

Chaﬂgﬁgser“ame.n [ .................................................

J ) Delete ||

¥ Previous
New

Comment ol Next

- Néu ban muén xem tat ca nhiing thay d6i ngay trong tai liéu thay vi hién thi nhimg bong bng
bén hong tai liéu, & nhém Tracking, nhan vao nat Ballons, sau d6 chon Show all
revisionsinline.

- Pé 1am noi bat ving hién thi nhitng bong bong (bén 1¢ tai liéu), hdy nhan nit
Show Markupva chon Markup Area Highlight.
7. Tao mot ghi chua
1. Chon doan text hodc d6i tuong bat ky trong tai liéu ban mudn ghi chu.
2. Trong thé Review, nhdm Comments, nhan nit New Comment.
3. Nhap véo ghi cht ciia ban trong bong bong hién thi ¢ khung bén canh tai liéu.
a. Xo0a ghi cha
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- Pé x6a mot ghi chu, nhén chudt phai vao ghi chu d6, chon Delete Comment.
- Pé x6a nhanh tit ca ghi cha trong i liéu, nhan chudt vao mot ghi chu bat ky. Trong théReview,
nhdm Comments, nhin vao mii t#n bén dudi nit Delete va chon Delete All Commentsin
Document.

b. Thay déi ghi chit

1. Néu céc ghi chi khong hién thi trong tai liéu, ban nhn nit Show Markup trong nhém

Tracking ctia thé Review, sau d6 danh dAu chon Comments.

2. Nhén chudt vao bén trong mot bong béng ¢ ghi chi cin stra. Sau do stia lai ndi dung theoy ban.

c. Thay déi tén ngwoi ghi chii

Bén canh mdi ghi chti ludn c6 tén cia ngudi st dung, Néu ban mudn thay ddi tén nay, hdy thuc hién
nhu sau:

1. Trong thé Review, nhém Tracking, nhan chudt vao mili tén bén dudi nut Track
Changes, sau d6 chon muc Change User Name
2. Trong hop thoai xuat hién, bén dudi muc Personalize..., ban nhap vao tén ciia minh, sau d nhan
OK.

0y
_:E Change the most popular options in Word.

Top opfions for working with Word

Show Mini Toolbar an selection i

Enable Live Preview '

Show Developer tab in the Ribbon i

Always use ClearType

Open &-mail attachments in Eull Screen Reading view

Color scheme; Black ! v |

ScreenTip style: | Show feature descriptions in ScreenTips V|

Personalize your copy of Microsoft Office

User name: Thu Hudng

Initials: TH

Choose the languages you want to use with Microsoft Office: LLgnguage Settings... J

Luu ¥ 1a nhimg ghi cht ké tir bay gid trd di méi ¢6 tac dung voi tén mo.
8. In tai liéu kém theo ghi chi va nhirng danh dau thay doi
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1. Nhan nat Microsoft Office Button , sau d6 chon Print.
2. Trong hop thoai Print, tai muc Print what, chon Document showing markup va nhan OK.
9. In danh sach nhirng thay ddi trong ti liéu

1. Nhén niit Microsoft Office Button , sau d6 chon Print.
2. Trong hop thoai Print, tai muc Print what, chon List of markup va nhin OK.
10. Khéng in nhirng dianh dau thay ddi va ghi chi

1. Nhan nit Microsoft Office Button , sau d6 chon Print.2. Trong hop thoai Print, tai muc Print what,

chon Document va nhan OK.

CHUONG VI

1. Dung tinh niing Bullets - Numbering dé danh dau/danh so tu dong
a. Tao danh sdch ddnh déiu (bullet) hay ddnh sé (number) tw dong 1 cip
1. G& vao dau * dé bat dau mot danh sach céc danh déu dau dong hodc nhap 1. Pé bt daumdt danh
sach danh so tu dong, sau d6 nhan phim céch (space bar) hogic phim Tab.
2. Nhap bt ctr chit nao ban muén.
3.Nhan phim Enter. Word s€ tu dong chén thém mat dAu bullet hoic sb thur tur ﬁép theo.
4. Dé két thiac viée danh du, danh sb tu dong, nhan Enter hai lan hodc nhan phim Backspacedé x6a
dau bullet hoiic s6 cudi cting,
b. Néu chirc ning dinh diu / ddnh sé tw dong khong cé hiéu lwe, ban bt né lén
bang céch sau
1. Nhan nat Microsoft Office Button , sau d6 chon Word Options.
2. Nhan Proofing.
3. Nhan nit AutoCorrect Options, sau d6 nhan vao thé AutoFormat As You Type.
4. Bén dudi nhém Apply as you type, ban danh dau chon vao 2 muc Automatic bulleted listsva
Automatic numbered lists. Nhan OK dé dong cac hop thoai lai.
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e Bx)

| AutoFarmat || Smart Tags |
. AutoCorrect | Math AutoCorrect | AutoFormat As You Type

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

Apply as vou type
Automatic bulleted lists Automatic numbered lists
Border lines Tables

[] Built-in Heading styles

C. Thém déu bullet hay numbering vao trong danh sach

1. Chon mdt muc ban muédn thém vao.

2. Trong thé Home, nhm Paragraph, nhan nit Bullets hodc nit Numbering .

Ghi chu: Ban c6 thé tim thiy nhiéu kiéu bullet hoiic kiéu s khac bang cach nhan vao miii tén bén
canh nut Bullets / Numbering,

Indentation
LefE: 0 e Speecial: By
Right; ‘_ b_cm | {none) i v] » 7,5;;:,
[1 Mirror indents

Spacing
Before: Dpti fj:,‘j Line spacing: &t
After: |10 pt 7:';_3_4‘1 J rMultiple z \:l h .15 :f_;?j
[ ] Don't add space between paragraphs of the same stwle

Mailings Review Developer
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d .Gidn khodng cdch giita cac muc trong danh sach Bullets/ Numbering
1. Trong thé Home, nhom Styles, nhan chut vao mii tén huéng xudng bén canh phai dé mo rong
danh sach Styles. Sau d6 nhan chudt phai vao kiéu List Paragraph, chon Modify.
2. Trong hdp thoai Modify Style, nhan nit Format, chon Paragraph.
3. B chon muc Don’t add space between paragraphs of the same style. Nhin OK dé déng cac hdp
thoat lai.

Indentation
Left: Oem 5 Special! By!
Right: Dem {359 {none) ‘ ¥|

[ERds, = |

[] Mirror indents

Spacing
Before: 0pt 2;3_-, Line spacing: Al
After: wopt 3 | Muliple ] hoas B9
[ ] Don't add space between paragraphs of the same styvle

\

Mailings Review View Developer Add-Ins

Nu'mbermg Library

= 0 Spaci
Frign 1: - Bign 1
Prifu 3: Bigui—— |
Fridu 1 1. 1
Bifu2- 2. 2)-
Figu3- 3. 3

e. Chuyen danh sach Bullets / Numbering tir mot cap sang da cdp
1. Nhén chudt vao mdt muc trong danh sach ma ban mudn chuyén né thanh mét cip khac.
2. Trong thé Home, nhém Paragraph, nhén vao mili tén bén canh nat Bullets hodc Numbering,chon
Change List Level va chon mét cip ban muén.
f. Thém céc bullets hinh dnh hodc biéu twong vao danh sdach
1. Chon muc ma ban mudn bd sung cac bullets hinh anh hay céc biéu tuong.
2. Trong thé Home, nhom Paragraph, nhan vao mii tén bén canh nit Bullets.
3. Chon Define New Bullet. Trong hop thoai Define New Bullet, ban nhin nut
Symbol (biéutuong) hay Picture (hinh anh) tiry muc dich.
~ 47
HUONG DAN HQC WORD 2007



4. Chon hinh anh hogic biéu tuong ban mudn st dung, sau do nhén OK hai lan.

Define New Bullet

Bullet character

Symbol... J [ Picture... ]
Alignment;
Left v »

Frewiem

[ Ok ][ Cancel }

g. Thém mét bullet hinh dnh hodc biéu twong vao trong thuw vién Bullet
1. M6 tai liéu c6 chtra biéu tuong bullet ma ban muén thém vao thur vién.
2. Trong thé Home, nhém Paragraph, nhan vao miii tén canh nit Bullets.
3. Bén dudi nhém Document Bullets, nhén chudt phéi vao kiéu bullet ma ban mudn thém
vaothu vién, sau d6 chon Add to Library.
h. Xda mot kiéu ra khéi thw vién Bullet
1. Trong thé Home, nhém Paragraph, nhan vio miii tén bén canh niit Bullets.
2. Bén dudi nhom Bullet Library, nhan chuot phai vao mot kiéu ban mudn loai bo
khé1 danhsach, sau d6 chon muc Remove.
i. Tao danh sdch cdc 6 dinh diu chon (checklist)

Khi tao mdt tai liéu dang tric nghiém, chic chan ban phai thiét ké nhiing 6 danh diu dé nguoiding
danh dau vao . C6 2 dang danh dau trong i lidu: mét dang 13 ding dem di in (dé nguodi ding danh dau
vao gidy), dang thir hai 13 cho ngudi ding danh dau trye tiép trong ndi dung file.

K. Tao mgt checklist dé dem di in
C6 2 cach co ban dé tao mot checklist dem di in:
- Néu tai liéu ctia ban khéng chira nhidu kiéu bullets khac nhau, ban c¢6 thé str dung cach taomét danh
séch bullets ity bién dinh dang.
- Néu tai liéu cia ban c6 sn nhidu dinh dang bullets khac nhau, ban ¢6 thé ngin ngtra céc bullets cii
thay d6i bang cach tao mot danh sach checklist trong bang
|. Tao checklist biang tinh néng tiy bién dinh dang bullets
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1. Nhép vao nhiing muc trong danh sach cta ban.
2. Chon danh sach nay.
3. Trong thé Home, nhom Paragraph, nhin vao mili tén canh nat Bullets.
4. Chon Define New Bullet.
5.Nhan nat Symbol.
6. Trong hop thoai Font, chon mét font biéu twong da cai san trén may, vi du nhu font
Wingdings.
7. Nhan dup chudt vao biéu tuong check box ma ban mudn chén vao tai liéu. Nhin OK.

m. Tao bang dé ngin ngiva cdc bullets cii thay déi khi tao checklist

Buwoc 1: Tao bang

1. Trong thé Insert, nhém Tables, nhan nut Table.
2. Chon Insert Table.
3. Tai muc Number of columns, ban nhap 2.
4. Tai muc Number of rows, nhap vao sO dong ban mudn, luu ¥ 12 mdi dong chira mot khoan muc
chon trong checklist.
5. Nhan OK

Buoc 2: Cheén vao nhiing 6 check box va nhdp liéu
1. Nhin  vao 0 dhu tien ¢ tén  bén  trdi trong  bang.
2. Trong thé Insert, nhom Symbols, nhan nat Symbol va chon More Symbols.
3. Nhan véo thé Symbols.
4. Trong hop Font, chon mét font biéu tuong d4 cai trén may, chang han font Wingdings.
5. Nhan dap chudt vao biéu trong check box ma ban mudn.

6. Nhan Close.

7. Nhan chudt vao 6 ké tiép ma ban mudn chén mot check box, nhin t6 hop phim
Ctrl+Y, bansé théy mét check box méi xuét hién.

8. Sau khi chén cac 6 check box ma ban muén, nhan chudt vao 6 dau tién & trén bén phai
vanhap vao cac khoan muc tuong tmg voi cac check box da tao.
Buwéc 3: Trau chuét lai bé cuc

49
HUONG DAN HOC WORD 2007



Jabie Tocds
X-'.\gt Layast 2 33 ihn g Wit Deveigpet
i 044 cm. S IHE | (|=- - A= t\l 5% Repext Header Rom
=== <Fsect Lon S0t Ce Sleom T imeE — = L o comentoTe
mtest , Ce sort

s ) :

@ -' - U .
Hoene Inert
¢ Sedect - o
A
v Gt :

Document] = Microsoft Word

ried PRge Liyout Reteredrind Midiags " \ Devtlopéi A8 Ini

9 4 - [Frrer] e 2 et [ )
p PR | s _se =
7 v fed LELn ~— ‘F —
Cac tab can chinh Table

1. Nhén chudt phai vao bang, trd dén muc AutoFit va chon AutoFit to Contents.
2. Nhén chuét phai vao bang, chon Table Properties. Sau d6 mé thé Table trong hdp thoai méixuét
hién.
3. Nhan nat Options, & hdp Left, Right, nhap vao khoang cach gifta check box va doan text bén canh,
vi du .02 inches. Nhan OK.
4. Trong thé Table, nhan nit Borders and Shading, sau d6 nhan véo thé Borders.
5.Bén dudi muc Setting, nhan None, va nhan OK hai lan dé déng cac hdp thoai lai.
Ghi ch( : Sau khi ban bo duong vién ctia bang, ban s& van thiy mot dudng vién dat khic, tuynhién
ban ¢6 thé yén tAm 1a duong vién nay s& khong duoc hién thi khi in. Néu ban muén nhimgdudng
vién dat khic ndy bién mét hoan toan, ban c¢6 thé nhan nit View Gridlines & nhom Tablecta thé
Layout bén dudi Table Tools.

2. Cach tao 6 danh diu dé ngwoi dung danh diu true tiép vao ndi dung file

Buwoc 1: Tao bang

1. Trong thé Insert, nhdm Tables, nhén nit Table, sau d6 chon Insert Table.
2. Trong hop Number of columns, g6 vao 2.
3. Trong hop Number of rows, nhap vao $0 dong ma ban mubn, mdi dong la mot muc chon
trong danh séch s& tao. Nhén OK.

Buoc 2: Chén vao nhiing 6 check box va nhdp liéu
Pé thém vao nhiing 6 cho phép nguodi ding danh dau check trc tiép trong file,
ban can strdung thé Developer.
e Hién thé Developer
1. Nhén nat Microsoft Office Button , chon Word Options.
2. Trong hdp thoai xuét hién, chon muc Popular ¢ khung bén tra.
3. Pénh du chon myc Show Developer tab in the Ribbon. Nhén OK

Pé thém vao nhiing 6 cho phép ngudi ding danh dau check tnre tiép trong file, ban can sirdyng thé
Developer.

* Thém vao cac 6 check box
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1. Nhin vao 6 dau tién bén tréi ctia bang.
2. Trong thé Developer, nhom Controls, nhan nit Legacy Tools.
3. Bén dudi Legacy Forms, chon Check Box Form Field.
Ghi chi : Néu 6 check box c6 nén mau xam, ban nhan nit Legacy Tools , chon Form Field
Shading dé g& bo nén xam do di.
4. Nhan vao 6 ké tiép, noi ban muén chén tiép mét check box. Sau d6 nhan Ctrl+Y dé chén
check box vao.
5. Sau khi d4 chén xong hét cac check box, ban nhan chudt vao 6 dau tién bén phai ciia bangva nhap
vao cac khoan muc tirong tmg vai timg check box bén trai.

Buwéc 3: Hoan thién lai b6 cuc

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

2. Nhan chudt phéi vao bang, chon Table Properties. Sau d6 mo thé Table trong hdp thoai méi xuét
hién.
3. Nhén nit Options, & hop Left, Right, nhap vao khoang céch giita check box va doan text bén canh, vi
du 0.19cm. Nhén OK.
4. Trong thé Table, nhan nut Borders and Shading, sau d6 nhan vao thé Borders.
5. Bén dudi muyc Setting, nhan None, va nhdn OK hai lan dé dong cac hop thoai lai.

Buwoc 4: Khoa form

Pé ngudi ding c6 thé danh dau chon tryc tiép vao file tai liu, ban can khoa form lai. Luu y.khi khoa
form lai ban khong thé chinh stra chit ciing nhu bd cuc cta ti liéu, do d6 hily dam bao
thuc hién budc nay sau cting.

1. Nhin vao nit Design Mode trong nhém Controls ctia thé Developer dé tt ché d6 Design

.2. Trong thé Developer, nhém Protect, nhén ntit Protect Document, sau d6 chon Restrict

Formatting and Editing.
3. Trong khung Protect Document, bén dudi Editing restrictions, danh dAu chon Allow only
this type of editing in the document.
4. Trong combo box bén dudi, chon Filling in forms.
5. Bén dudi Start enforcement, nhan nit Yes, Start Enforcing Protection.
6. Dé dit mat khau, khéng cho ngudi ding g& bd ché do béo vé, hiy nhap vao mat khau trong 6 Enter
new password (optional) va xac nhan lai mét khau & 6 bén dudiBay gio ban co thé gii file tai liéu
ndy cho nguoi ding danh dau chon véo, sau d6 ho tuu lai va giri lai cho ban. Rét hitu ich néu ban muén
thuc hién mot cude tham do khao sat nao do6 qua e -mail...
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THE restrick Formatting and Editi ¥ <
1. Formatbing resktrictions

[] Limit Formatting to a selection of
stwles

Sektings. ..

2. Ediking restrictions

Allow only this tvpe of editing in
the document:

Mo changes (Read only) |

Tracked changes
comments AT,
Silinain forms.
Mo chan fRead md
choose us F',",'",g,m f°""5_‘d Eo
freely edit them.

Groups:

[ Everyone

THE END.
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