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PHAN I: LAM QUEN VOI MS WORD 2007

1. Tao van ban dau tién

a. Lam quen v&i ctra s6 soan thao

Khi ban m¢& Word s€ c6 mot tai liéu trong xuat hién, n6 trong nhu mot to gidy
va chiém mot khodng 16n man hinh.

Ban mudn bit dau 1am viéc nhung khong biét bang cach nio:
- Ban s& g6 van ban ¢ dau? Néu mudn thut dau dong thi phai lam sao? Thay ddi canh

1€ nhu thé nao? Lam sao dé Iuu tai liéu?
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- Hiy khoi ddu bang cach lam quen v6i mot sé diém cin ban cua Word.
b. Bat dau nhap li¢u

Trong chuong trinh soan thao van ban Microsoft Word 2007 thanh Ribbon
dugc dat ¢ phia trén vung lam viéc chinh. Nguo1 dung sé str dung cac Nut Lénh cua
thanh Ribbon dé thuc hién cac hiéu chinh.

_r:—, =

o/

Home insent Page Layout References Mailings Review View

1 Calibri (Body) 11 AN

mn
"
il
v
L
"
"
>
=

aal
s

g ||Brd Brriabeiiag ' An VoA~ EERR):E|ID-

Clipboard '» Fomt ” Paragraph

G

1. Thanh Ribbon nam phia trén cing.

2. biém chén ndi dung.

Word chd ban nhap ndi dung. Tai diém chén ndi dung c6 mot gach doc nhap nhay
phia trén cing bén trai cho ban biét vi tri noi nhitng gi ban gd vao hién thi. Khoang
tréng tir diém chén ndi dung toi dau trang va phia bén trai duoc goi 1a cac Margin
(canh 18), ban s& tim hiéu vé& cac Margin trong phan sau cta bai. Bay gid néu ban bat
dau gb van ban, trang tai liéu ctia chung ta s& dan dugc phil dy tir goc trén bén trai di
xudng.

Néu ban mudn gd vin ban tir phia thap hon thay vi & dau trang hay gé phim ENTER
trén ban phim dén khi diém chén noi dung nam & dang vi tri ma ban mong mudn.

Néu ban muén thyt dau dong hiy nhan phim TAB trudc khi gd, mdi lan g& phim
TAB diém chén ndi dung sé& dich chuyén sang bén phai mot khoang 13 1,5 inch.

Khi ban g& vin ban diém chén ndi dung sé& di chuyén dan tir trai sang phai. Khi diém

chén nay di dén phan ngoai cliing bén phai ban hiy tiép tuc gd binh thuong Word sé& tu
dong chuyén xudng dong méi.

Pé bit dau mot doan moi, hdy nhan phim ENTER .
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c. Nhitng ki hiéu ho tro

-  Thankyouverymuch-foryourenquiryaboutthe newestmodel-
ofUltra-Wheelsskates, the Ultra-Glide. We thinkyou'llbe surprisedand-
pleasedavithditra-Glide. 4

|
0 1

. ~ TheUltraGlideis-des gnedfortherecreational-skater-

whodemandsthe convenienceandstylingofathree-buckleskateatan:

affordableprice.§

w

1. Ky hiéu phan doan, mdi ky hiéu tuong tng vdi mot 1an nhan phim ENTER.

2. Ky hiéu TAB, mdi ky hiéu twong tng v6i mot lan nhan phim TAB.

3. Ky hiéu SPACEBAR, mdi ky hiéu tuong ing vi mot 1an nhan phim SPACEBAR.
Hay tudng tuong ban da gd mot van ban nhu hinh bén trén. Hai doan van ban c6 vé
cach nhau hoi xa. Poan thu hai lai duong nhu thut dau dong hoi nhiéu so véi doan
dau.

Ban c6 thé dé dang kiém tra bang cach nhin viao nhing ky hiéu dinh dang

(formatting marks) ma Word tu dong cheén Vé‘lf) khi ban gé van ban. péc ky hiéu nay

lu(:)n c6 mat trong van ban, tuy nhién n6 dugc an di cho dén khi ban can thi ching méi

hién thi.

Dé hién thi nhitng ky hiéu dinh dang hiy s dung thanh Ribbon phia trén man hinh

Word. Chon thé Home, va tim kiém nat 1énh |7 trong phan Paragraph, nhén vo 46

dé hién thi hodc an cac ky hiéu dinh dang.

Khi ban nhin thy nhitng ky hiéu dinh dang nay lan dau tién ban c6 thé s& ty hoi n6 1a

gi va lo ngai n6 c6 dugc in ra khi ban in van ban ctia minh hay khong. Cau tra 101 la

khong, cac dau hiéu nay khong duoc in di ban c6 nhin thiy chiing trén man hinh soan
thao.

Vay ky hi¢u dinh dang 1a gi? Tac dung cuia ching? Hay xem xét mot vi du nhu sau:

Word ty dong chén Ky hiéu danh ddu doan vin ban (paragraph mark) (7] mai khi

ban nhin phim ENTER dé bit dau mot doan méi. Trong hinh minh hoa trén, giita hai
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doan vin ban xuat hién mot ky hiéu danh dau doan vian ban thira, c6 nghia 12 ban da
nhéan phim ENTER hai lan thay vi chi can nhan mot. Viéc nay lam xuét hién cac
khoang tréng khéng can thiét. Hiy xo6a ky hiéu thira nay néu ban muén tiét kiém
khong gian trong van ban.

MJi 14n nhan phim TAB s€ lam xuét hién mot ky hi¢u miii tén =*. Trong hinh, c6 mdt
miii tén & doan dau va hai miii tén & dan thi hai, nhu vay phim TAB da duoc nhén hai
lan & dau doan thir hai.

Ky hiéu diu chdm "7 cho biét ban da nhén phim SPACEBAR bao nhiéu lin
giita mdi tir, hodc khi ban v6 ¥ nhan nham phim SPACEBAR giita cic ky tir trong
mot tir. Mot cham dai dién mét khoang tréng, hai chdm 14 hai khoang tréng. Thong
thuong, chi cin c6 mot khoang tréng & giita cac tir. Can luu y ky hiéu diu cham nay
khac véi ddu cham cau trong vin ban, diu cham c4u nam phia duéi chan céac ky tu

con ky hiéu ddu chdm nam & giira cac ky tu.
d. Nhitng dau gach chan trong van ban

Khi ban g vin ban, thinh thoang c6 thé Word s& tuy dong chén cic dau gach

chan gap khiic mau do, xanh 14 hoac xanh duong phia dudi mot so tur.

Thankyouwverymuchforyourenquiryaboutthenewestmodel
of Ultra-Wheelsskates,the Ultra-Glide.We thinkyou'llbe surprised and-:
pleasedwithUitra-Glide.q

- We'vedanchedainternational-advertisingcampalgn-andplan-
seasonalpromotionsthroughoutihemvestof2008-and-into-2009.9

v

DéAu gach do: co thé do 16i chinh ta hoic Word khong thé nhan dang duogc tir ban go
vao, vi du nhu tén riéng hodc t€n mdt dia danh nao do. Néu tir cta ban g0 la dung
chinh td nhung Word van khong nhan ra thi ban c6 thé thém tir d6 vao muc tir dién
Word (Word's Dictionary) dé sau nay tir d6 khong con bi gach duéi.

Diu gach xanh |a: Word cho rang ban nén kiém tra lai ngit phap (tat nhién la tiéng
Anh)
Diu gach xanh dwong: tir ban gd vao 1a dung chinh ta nhung c6 thé khong hop vai

ngir canh hoic ngit nghia ctia cAu.Vi du thay vi dung tir "too" (qué) ban co thé gb
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nham thanh "to".
Viy ban sé& phai xir Iy nhitng ddu gach d6 nhu thé nao? Hay Click-Chudt-Phai trén tir
bi gach duédi, Word sé& tu dong dua ra cac dé nghi chinh sira (thinh thoang Word ciing
c6 thé s& khong dua ra duoc bt ky goi ¥ ndo). Hiy chon goi y nao ban cam thiy hop
1y dé thay thé tir bi gach dudi, phan gach dudi nay sé bién mat. Cac ddu gach dudi nay
khong xuat hién khi ban in vin ban.

Mot luu ¥ d6i v6i dau gach dudi mau xanh 14 va xanh duong: trong da s6
trudng hop, Word thudng chinh xac trong viéc chi ra cac 16i ngit phap thong dung.
Tuy nhién, ban nén can nhic khi sir dung chitc ning nay. Néu ban chic chin rang

minh ding va Word da sai, hdy bé qua nhitng goi y chinh stra nay.
e. Thay ddi canh 18 trang vin ban

Canh 1& (Margins) 14 cac khoang trong xung quanh vién cia trang vin ban. Phia
Trén, Dudi, Phai va Tréi cia trang ¢ mot khoang canh 1& bang 1 inch (twong duong

2.54cm), ddy 1a khoang canh 1 thong dung nhat ma ban c6 thé str dung trong da sb

\
truong hop.
Na .A -0 s
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Néu ban mudn thay ddi canh 18 thi ban ¢6 thé thuc hién d& dang vao bat ctr lc nao.
Chéng han nhu khi ban mudn viét mot 14 thu, trinh bay mdt cong thirc hodc lam mat
bai tho thi ban c6 thé s€ can nhirng khoang canh 1€ khac.

Hiy st dung thanh Ribbon dé thay ddi cac khoang canh 18. Chon thé Page Layout,
Trong phan Page Setup click chon niit Margins ban s& nhin thdy danh sach nhiéu

khoang canh 1¢ khac nhau bén canh d6 14 théng sb chi tiét cho mdi phan. Khoang
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canh 1& dau tién trong danh sach 1a Normal, khoang canh 18 hién tai. Dé chon canh 1&
nho hon hiy chon Narrow. Néu ban mudn khoang tréng bén trai va bén phai rong hon
thi hay chon Wide. Khi ban da chon xong khoang canh 1é ma minh mong mudn, toan
bo tai ligu s€ tu dong thay ddi theo canh 1& ma ban vira chon. Khi ban chon mot
khoang canh 1& nao thi phan nén cia né s& thay dbi mau, click vao nut Margins mot
1an nita mau nén s& cho biét khoang canh 1& nao hién dang dwoc 4p dung cho tai liéu

cua ban.

f. Luu ta1 liéu

D— E@ H9-0 ¢
3 Review View

) Recent Documents
7 New Indent
RE 3 E
i £ Lett
Qpen i grs | B3 Right
- nd
s :
2kl e Ex—
1 2
FJ S A ’ Q
N\ | Save As g
i\ = §
v \J Print » 9
> | lInquiryaboutihe
9
7| Prepare » = | ikyou'llbe surpri

, {DOa
1. D€ luu tai liéu hdy nhan nat Microsoft Office *

2. Sau d6 nhin Save.
Ban da nhép li¢u va hi€u chinh hoan thién cau tir va cac doan van ban, hodc c¢6 nhiing
sd liéu quan trong ma ban khong mudn danh mét néu 16 con méo nha ban vé tinh dim
1én ban phim hay mét sy ¢6 dién nao d6 1am tat may tinh dot ngot.
bé gilr thanh qua cong viéc cua minh dugc an toan, ban phai luu tai li€u lai. Khong
bao gio 1 qua som dé lam diéu do.

( Oa
Nhan vao nat Microsoft Office "~ & phia trén cung bén trai, sau d6 nhan Save.

Mot hop thoai (Dialog Box) sé& xuat hién. Hop thoai 1a mot cira s6 nho dé tro gitip ban
thuc hién mot viéc nao d6. Ban s€ st dung hop thoai nay dé cho Word biét ban mudn
luu tai ligu nay ¢ thu muc nao trén may tinh va dat tén tai li¢u l1a gi.

Sau khi da luu lan qéu va tr¢ lai edng viée, ban c6 tpé tiép tuc luu tai liéu nay sudt
qua trinh lam viéc, bat ctr khi nao thay can thiét. Mo6i 1an mudn luu hdy nhan nit Save

=] trén thanh cong cu truy cap nhanh (Quick Access Toolbar) & goc trén bén trai
hoic sir dung t6 hgp phim tit Ctrl+S (nhan phim Ctrl va S cling

12
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H9-6

i Home [ Insert

Sau khi két thiic c@ng viéc va luu lai tai liéu, thoat khoi Word bﬁng cach nhéan vao nut
Microsft Office (& sau d6 nhan Close.

2. Chinh stra van ban va tai li¢u

a. Hi€u chinh tai li¢u

Dé hiéu chinh tai liéu mot cach nhanh chong va hi€u qua ban can biét cach di chuyén
diém chén ndi dung (Insertion Point), vi tri ma nhiing gi ban gd vao s& xuit hién. Ban

c6 thé dung ban phim hodc chudt dé di chuyén dén vi tri tai liéu can hiéu chinh.

Khi da da di chuyén dén ding vi tri ma ban muén chinh sita, ban c6 thé g0 thém nodi
dung méi vao hay chon doan vian ban ma ban mudn sira hodc x6a. Ban c6 thé chon
mot ky tu, mot tr, mot cau, mot doan van ban hodc toan bd tai liéu. Ngoai ra, ban
cling c6 thé doi vi tri cia chung tir noi ndy dén noi khac trong tai liéu.

13
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b. Di chuyén vong quanh tai liéu

Thankyouforyourenquiryregarding-a-groupour-of The 8aldwin:
Museum.¥es,ourcurrentexhibitreallydoesfeature« - s. The-exhibit:
pointsouttheimportance-oftimepiecestocivilization.-Ruring-the-
fourteenthcentury, the developmentofclocktowersmaBcedehe sise of

adusinessmentality.q

The BaldwinMuseumis-openfrom10-A.M.10:5:P.M. Tues@ through-

Saturdayandl-P.M.206-P.M.OnSundays. Weare<losed o Wonday.-
Pleasedetusknowifwe can-provideanyfurtherass stance.h

I
1

1. Piém chén ndi dung (Insertion Point), thé hién bang mot gach doc nhip nhay.
2. Ban c6 thé di chuyén diém chén nodi dung tir vi tri s6 1 sang vi tri s6 2 bang cach
Click-Chu6t-Trai vao vi tri s6 2 hodc ding cac phim Miii Tén (Arrow Buttons).

Nhin vao hinh minh hoa phi trén, hiy tudng tuong ban mudn gd mot cdu méi gitra tir
"civilization" va "During": "Symphonies and constellations have been named for
clocks."

Piém chén noi dung hién dang nam & cudi doan tht hai sau tir "assistance." Pé go
van ban vao noi ban mudn ban phai di chuyén di€m chen ndi dung téi vi tri s6 2. Ban

c6 thé thuc hién theo hai cach:

- Dung chudt di chuyén con tré t6i diém bén phai tir "During", Click-
Trai-Chudt dé di chuyén diém chén ndi dung vao vi tri d6. Sau d6 hay bat dau
g0 cau mdi vao, ndi dung maoi sé xuat hién phia bén trai cua tur "During”.
HOAC
A /. ~c A I A A 71 A A \
- Nhéan nit miii t€n hudéng 1én (UP ARROW) deé di chuyén di€m chen
noi dung 1én trén, mdi 1an nhan diém chén sé& di chuyén 1én mot dong. Sau d6
dung phim
miii tén trai (LEFT ARROW) dé di chuyén diém chén sang bén trai, mdi 1an mot

ky tu, dén vi tri ma ban mong muon.

14
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c. Chon va x6a ngi dung

Thankyouforyourenquiryregarding-a-grouptour-of-The 8aldwin-
Museum.Yes, ourcurrentexhibitreallydoesfeature clocks. The-exhibit:
pointsouttheimportance-oftimepiecestocivilization.-Symphoniesand-
constellationshave beennamedfor<clocks. Duringthe fourteenth-
century,the developmentofclocktowersmarkedthe rise of-a-business-
mentality.§

The8aldwinMuseumis-openfrom10-A.M.10-5-P.M. Tuesday<hrough-
Saturdayand1-P.M.106P.M.0on-Sundays. We are-ciosedon-Monday.-
Please{etus«nowifiwe can-provide anyfurtherassistance.q

Trong hinh bén trén, tir "really" hi¢n dang dugc chon.

Sau khi da thém mdt cau méi 6 phé“m b, ban doc lai toan b va cam théy cau thur hai
s& hay hon néu bo tir "really".
Dé x6a trude hét ban phai chon tir can x6a bang mot trong cac cach sau:

- Dung chudt: Di chuyén con tro t6i trén tir "really”, sau d6 nhdp dap
(doubleclick) chuét trai. Hodc ban c6 thé di chuyén con tro chudt dén phia trude (hoic
sau) tir "really" sau d6 Click-Trai-Chudt va giir nguyén roi kéo chudt ngang qua tir
"really".
HOAC

- Dung ban phim: str dung cac phim mii tén dé di chuyén diém chén ndi dung
dén bén phai (hodc trai) tir "really",nhan va giit phim SHIFT sau d6 dung phim miii

tén trai (hodc phai) dé chon.
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d. Di chuyén vin ban

Os)\\d9-™ 3 Documentl - Microsoft Word
Cid)
Home Insert Page Layout References Mallings Review View

4k =, ;

By aﬁ <alibri (Body) It VO S | 15T I et e T [ 5 (8419 A3E

} 2

Paste 7 B Z U-dax,x Aai|V-A- EE XN\ |- E- N
Clipboard '» Font - Paragraph

Thankyouforyourenquiryregarding-agrouptour-of-The 8aldwin-
Museum.Yes, ourcurrentexhibitdoesfeature clocks. The-exhibit-
pointsoutthe importance-oftimepiecestocivilizati | Symphoniesand:
consteliationshave beennamedforciocks. Duringthe fourteenth:
century,thedevelopmentofclocktowersmarkedtherise of-a-husiness-
J mentality i 3

1. Chon ndi dung ma ban mudn di chuyén
2. Nhan phim Cut trén thanh Ribbon.

3. Di chuyén di€ém chén ngi dung (Insertion Point) dén vi tri mdi noi ban muon chen

doan van ban.

4. Nhan niit Paste trén thanh Ribbon.
Tiép tuc xem xét doan van ban dau tién. Ban thiy ring cdu ma ban thém vao ¢ phén

b nén dit & cudi doan. Ban khong can phai xo6a cau ¢ vi tri cli roi g0 lai ¢ vi tri moi.
Thay vao d6, hiy di chuyén né bang cach thuc hién cac 1énh Cut (cat) va Paste (dan):
Cat dé x6a cau & vi tri cii va dan dé di chuyén né dén vi tri méi ma ban mong muén.
Pau tién hay chon toan b cau ma ban mudn di chuyén nhu & hinh trén. Chon thé
Home trén thanh Ribbon, nhan vao phim Cut trong phan Clipboard. Hoic ban c6 thé
dung phim tat Ctrl + X (twong tugng chit X gidng nhu hinh cay kéo).
Sau d6 di chuyén diém chén noi dung t6i cudi doan.
Cudi cung, nhan vao phim Paste trén thanh Ribbon. Hodc ban c6 thé dung

phim tat Ctrl + V. Cau ban mudn di chuyén d duoc doi téi noi ban mong mudn.
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¢. Huy bé cac hanh dong vura thuc hién

A | i-'_ ‘5- - Documentl - Microsoft Word
- Paste '

— H¢ Paste 2 age Layout References Mailings Review View

o Cut

e ~ ~ - - | 1 :: - : = A":‘ - A

) | undo2adions | - AR () || A= 3R SR T aae
Paste g (B 7 U~ ahex x' Aav|[¥- A~ EEEE =D D TN
Clipboard = Fant - Paragraph

Thankyouforyourenquiryregarding-a-grouptour-of-The Baldwin-
Museum.Yes, ourcurrentexhibitdoesfeature clocks. The-exhibit:
pointsouttheimportance-of timepiecestocivilization.-Duringthe:
fourteenthcentury,the developmentof clocktowersmarkedthe rise of:
adusinessmentality. Symphoniesandconstellationshave beennamed:
farclocks ff

1. NUt Hay Lénh (Undo) trén thanh cong cu truy cip nhanh (Quick
Access Toolbar).

2. Cac 1énh c6 dé huy: Cut va Paste.

Ban d di chuyén mot cdu dén vi tri méi trong phan d nhung khi xem lai ban cam
thiy khong hai 10ng. That may man 13 ban khong can phai thuc hién lai chudi hanh
dong Cut va Paste dé chuyén cau trd vé vi tri ban dau. Thay vi vy, hdy dung chirc
nang Huy Lénh (Undo).

Trén thanh cong cu truy cdp nhanh & trén cung, hay Click vao miii tén trén nat

Undo ! , chon 2 1énh gﬁn nhat ma ban thuc hién (Cut va Paste) 2 1énh nay s€ dugc
hay va ciu ma ban vira di chuyén s& quay vé vi tri ban dau.
Ban ciing c6 thé str dung phim tit Ctrl + Z dé thuc hién viéc hity 1énh, cac 1énh

s€ dugc huy theo thu tu 1énh cudi cung s€ dugc huy trude.
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f. Str dung thanh trugt (Scrollbar) dé xem tai liéu

—1
]

seum of Science

i 4
—

‘oup tour of The Baldwin Museum. Yes, our current exhibit
t the importance of timepieces to civilization. Symphoniesand
s. During the fourteenth century, the development of clock towers

JA.to 5 P.M. Tuesday through Saturdayandl P.M.to 6 P.M.on

1. Thanh trugt (Scrollbar).

2. Kéo con trugt (Scrollbox) 1én xudng dé xem tai liéu.

3. Nhén vao phim miii tén dé di chuyén 1én hodc xudng.
C6 thé ban c6 mot tai lidu dai va mudn doc hét ma khong phai nhan cac phim miii tén
lién tyc dé di chuyén diém chen nd1 dung 1én hodc xuong. Ban co6 thé kéo tai lieu dén
diém can xem mot cach dé dang bang cach dung thanh truot.

Thanh trugt nam bén phai cta ctra s6 Word nhur hinh minh hoa bén trén. Dé st dung,
ban hdy Click lén con trugt va kéo n6 1én hodc xuéong ma khong lam di chuyén vi tri
cua diém chen ndi dung. Hodc ban c6 thé Click vao cac phim miii tén dé cudn van
ban.

Page
Dé cudn nhanh vin ban bang ban phim hay nhan vao phim PAGE UP dé cudn

Page
Down

lén va PAGE DOWN dé cudn xudng dudi.
3. Lam cho vin bén trong dep mat

a. Dinh dang chir va ap dung céc kiéu trang tri

Trong hinh 12 mot phan ciia mot ban thong cdo bao chi, nhung tat ca moi thir déu
trong gidng nhau. Khong tiéu dé, khong huéng dan, khong cé diém nhin quan trong

dé gay su chu ¥ cho nguoi doc.
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Pressfelease®
ContosoAnnouncesQuarterly£aringsfesultsy
Earningsstronger<haniastyeary

Contoso®harmaceuticalstodayannouncednetincome of $1.2-million, -
orS8.06-pershare, forits-sixteen-weekfourthquarterof £Y2004-ended-
June30,comparedtoa-loss-of$52.3-million,-0r-5.57 - pershareforthedast:
quarterof £Y:2003.-Saleswere 848.1-million,-a-decrease fromihe 549.0-
milionreportedforthesame quartera-yearago.

Pimg qua lo ling, ban c6 thé nhanh chong 1am cho vian ban trén tré nén bat mat hon
bang cac cong cy nhu: In dam (bold), In nghiéng (Italic), Gach chan (underline); tao
cac danh sach (list); str dung cac kiéu trang tri v.v...Nhiing cong cu d6 s& giup ban
dinh dang van ban.

Hay xem chi tiét trong cac phan tiép theo.

b. Tao cac diém nhan

T4 ® || cobn -ju - A AT | i 21| | ase
Pste o |IBIZ U -abe x X Aa|[¥- A-| [EE W W] |
Clipboard T [‘\’ Font fs Paragraph b

PressReleasey
ContosoAnnouncesQuarteriyEarningsfResuits®
Earningsstrongerthan-lastyeary

ContosoPharmaceuticalstodayannouncednetincome of §1.2-million,
ors.06-pershare forits-sixteen-weekfourthquarterof £Y-2004-ended-

Bang thong céo bao chi cho biét lgi nhuan rong trén mdi co phiéu cia Contoso
Pharmaceuticals. Ban c6 thé gdy sy cht ¥ cua ngudi doc bang cach sir dung cac dinh
dang nhu in dam (bold), in nghiéng (Italic), gach chan (underline). Ban c6 thé thuc
hién diéu nay bang cach str dung cac nit trén thanh Ribbon hogc dung phim tat.

Chon doan van ban ma ban mudn gdy cha y, sau do chon th¢ Home trén thanh
Ribbon, ban c6 thé dinh dang vin ban bang cac nut trong phan Font. Vi du, néu muén

in dam van ban hay Click vao nut Bold = (hoic dung phim tat Ctrl + B). Néu ban
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thdy chir in d4m nhin khong vira mét, ngay sau khi thuc hién 1énh in ddm hay nhin

)

phim Undo | 7'trén thanh cong cu truy cdp nhanh & phia trén cing cua cira s6 Word.

< r o A < , .. A A A . B < , L
Hodac ban ¢6 thé chon van ban vira in dam roi nhan nat Bold (hodc phim tat Ctrl +
B) mdt lan nira.
Ban cling co thé thay ddi mau sic dé doan van ban trong noi bat hon nira. Van

tai thé Home va phan Font trén thanh Ribbon, ban hay tim dén ntt Font Color Q-

. \ ~ A A 4 A o . A A A A \ \ A 9 \
Clcik vao miii tén trén nat == di chuyén chudt 1én trén tirng mau trén bang mau.
Ban c6 thé xem trude doan van ban dugce chon s€ trong nhu thé nao vaoi tung mau. Khi

ban da chon dugc mau minh thich, hay Click 1én mau do.

c¢. Thém nhanh mét kiéu trang tri (Style)

Mailings Review View

=

- i= - SE-|EE I AaBbCcDe| AaBbCcD¢  AaBbC: AaBbCc . ’%\

EEEE =IO - T Body 7 No Spaci... Headingl = Heading 2 {Change
= K jStyles ~
. § I
rargiapt =L A'JB daBbCc, Aot A4aBbCcDi |
Titie Subtitie Subtle Em.. Emphasis
AaBbCcDe AaBbCcD¢ 40B8bCcDi AuBbLCcD:
Press-Releasef Inténse E.. Strong Quots Intensz Q...

AARBCCDT ARBCCDTr AR f
ContosoAnnouncesQuarterly{ “288 [ AABBCCDCL AABBCCDL AaBbCcD¢

Subtie Ref.., IntenseR. Book Title T List Para...

Earningsstrongerthan-astyeal

Cmien Calmatinm nr s Mawis Puslote Coan

Ban c6 thé thém diém nhan bang cach in dam, in nghiéng, d6i font chix, kich ¢&, mau
sic v.v...Nhung thay vi lam ting budc riéng biét rat ton thoi gian ban c6 thé ap dung
cac kiéu trang tri nhanh (Quick Styles). Quick Styles 1a mdt tap hop cac dinh dang,
ban c6 thé thay doi in dam, in nghiéng, font chit, kich ¢, mau sac chi bang mot cai
Click-Chudt.
Dé thém mot kicu trang tri hay chon doan van ban ma ban mudn, sau dé trong phan
Styles ¢ thé Home ban c6 thé di chuyén con tré chudt ngang qua timg kiéu trang tri dé
xem doan vin ban thay dbi twong tmg nhu thé nao.
Néu van chua chon duge mot kiéu vira y, hay nhan nit More dé mo rong bang li¢t ké
cac kiéu. Khi da chon duoc mot kiéu phu hop, Click chudt vao do.

bung lo 1éng néu ban chon sai kiéu trang tri, ban co thé chon mot kiéu khéc bat

ct lic nao bang cach 1ap lai cac thao tac trén.
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d. Tao danh sach

Bang thong cdo bao chi chi ra cac diém thanh cong trong Quy vira qua, cac

diém nay sé& ndi bat hon néu trinh bay & dang danh sach.

T8 canon ‘- A N EEg E - R lm
<2
Pate 5 |B 7 T ~abe ' Aa-||W- A-| /B E W W|IE- | O] |-
| Clipboard "™ Font i Paragraph o

s Successduertormany-factorsy
Thereavereotherreasonsforthestrongquarter:§

* - Asignificant-marketneedfortheirvitaminsupplement:
products.q

o - Asignificant-advertisingcampaign-during-the spring-allergy-
season.q|

o Asignificant-deductionin-operationalcosts.§

Ban c6 thé sir dung danh sach dang chit sé (Numbering) hodc dang ky hiéu
(Bullet) dé gdy sy chu y.

Chon doan van ban ma ban muén tao danh sach. Tai thé Home, phﬁn Paragraph,

click vao Bullets
ban.

" hoic Numbering = . Word s€ tu dong tao danh sach cho

e. Thém hoic bot khoang trong

T A ot Cn - A K@) = s - e e [A—a&.
i ; B Z U -shex XA ¥V-A-EEFE | DD | -
| Clipboard ™~ Font = 1.0
v LS
L3
® Earnings-stronger-than-last-yeary 20 [k
IcontosoPharmaceuticalstodayannouncednetincom ;;

or5.06-pershare, foritssixteen-weekfourthquarterd
June30,<compared4oa-lossof §2.3-million,-.or$.57-pe

quarterof £Y-2003.-Sales«vere $48.1- million, a-decreag = A0d Space Before Paragraph
million-reportedforthesame quartera-yearago.9 % Remove Space after Paragraph

Line Spacing Cptions...

Thecompany'ssalesdivisionveported€8ITDA* 07 5.8:million,-3-5.5%-

Ban c6 thé dé dang thay d6i khoang cach giira cac dong trong toan bo tai liéu hoic
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trong mot doan van ban dugc chon.

Dé thay ddi khoang cach dong trong toan bo tai liéu dau tién ban phai chon tat ca tai
liéu bang cach nhin phim tit Ctrl + A. Dé thay d6i khoang cach dong trong mot doan
van ban, ban chi can di chuyén diém chén noi dung dén doan vin ban d6, khong can

phai cho ca doan.

.Co

mot ky hiéu cho biét khoang cach dong hién tai. Hay chon mot khoang cach moéi ma

1 14 - - ’
Sau do, tai thé Home, phan Paragraph, nhan vao nut Line Spacing v

ban mong mudn.
f. St dung kiéu dinh dang cho toan bo tai lidu

Bang thong cdo bao chi cua ching ta hién trong kha 6n, n6 c6 ti€u dé, cac diém
nhan duogc in dam, c6 nhi€u mau khac nhau, mot danh sach bat mat.

. 3= . =Ll e AL < -y
= el PR AaBbCcDe AaBbCeD¢ AaBbC: AaBbCc %

alifz=
/ —~—,
EEEE = O - nBody TMNoSpad. Headingl Heading2 - [change

= Styles ~
Paragraph Default (Black and White] A Style Set »
Distinctive L Colors L |
Elegant (2] Eonts >
P R E S S - R Fancy Set as Default
(% Formal
Manuscript
CONTOSO-ANNOUNCES:
Modern
Simple

EARNINGS-STR

Traditional

Budc cudi cling, hiy xem qua Tap hop cac kiéu trang tri nhanh (Quick Style sets),
d6 1a tap hop céc kiéu trang tri ban c6 thé dung dé thay doi phong cach trang tri cua
toan bo tai liéu v6i chi mot cu Click-Chudt. Mdi Tap hop (set) bao gom cac dinh dang
trang tri cho Tiéu dé, Tua, Trich dan, font chinh v.v...tit ca dugc thiét ké mot cach
thong nhét.

MG&i khi thay d6i mot Style Set, cac Style twong tng s& thay d6i ma khong bi chong
chéo. Vi du Style cho Tiéu dé (Heading) mdi sé& thay thé cho Style tiéu dé cii chir
khong phai cho Style Tua (Title) cti.

Dé xem tai liéu sé& thay d6i nhu thé nao hiy chon thé Home, Click vao Change Style
trong phan Styles, sau d6 chon Style Set.

Di chuyén chudt trén timg Style trong danh sach, mdi khi con tré chudt ding
trén mot Style ndo d6 ban s& thay tai liéu duogc thay d6i theo Style twong tmg. Khi di
chon dugc mot Style vira y, hdy Click 1én nd.
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PHAN II: LAM QUEN VOI PHIEN BAN MOI

1. Lam quen nhanh véi giao dién méi 2007

a. Lam quen véi thanh Ribbon

Lan dau tién md Word 2007 1én c6 thé ban s& ngac nhién véi giao dién hoan toan méi
s0 vOi cac phién ban trude. Phan thay doi 16n nhat 13 thanh Ribbon nam trén cing cta

ctra sO chuong trinh.

(':;3\ e o -
3

Home insert Page Layout References Mallings Review View

3 * Cambria (Heading) "16 -HA A D] = s e R | T
Paste B Z U - abe x, x M- |- A- 1 EEBE =

Clipboard = Font & Paragraph

Thanh Ribbon thé hién sin nhirng 1énh théng dung nho d6 ban khong phai luc tung
hang déng menu dé tim thr ban can.

Tai sao lai co su thay d6i nay? Céu tra 15i 1 dé gitp cho ban lam viéc d& dang va hiéu
qua hon. Thanh Ribbon dugc nghién ctru va thiét ké sao cho cac 1énh dugc dat ¢
nhitng vi tri hop 1y nhat.
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b. C6 nhiing gi trén thanh Ribbon?

~ 31 3
(Ba™
Home Insert Page Layout References Mailings Review View
Y r3 ,
y © calibriBoay - THAS A [ s - S iEE S ]
Paste B I U -abex X Ma-|?Y-A- |EEBEBEHIIE D2
Clipboard '« Font . Paragraph
1 = |
T
2

Thanh Ribbon c6 3 thanh phﬁn can ban, sé rat co ich néu ban biét mdi phén dugc goi
1a gi va cach su dung chiing.

1. Tab (thé) c6 7 Tab co ban nam ngang phia trén, mdi Tab dai dién cho mot
vung hoat dong.

2. Group (nhém) mdi Tab bao gdm nhiéu Group tap hop cac dbi twong cé lién
quan mat thiét v6i nhau.

3. Command (1énh) mdi Command c6 thé 13 mot nit, mot ving dé nhap ndi dung
hodc mot Menu (trinh don).

Moi thtt trén mot Tab déu duoc lua chon can than dua trén cac hoat dong cua
ngudi ding. Vi du Tab Home chira nhirng 1énh c6 tan suit sir dung nhiéu nhat chiang
han nhu cac 1énh trong nhém Font dé dinh dang van ban nhu: Font, Font Size, Bold,
Italic, v.v...

c. Nut hién thi hop thoai cua timmg nhom

Cd

Home Insert Page Layout References Mailings Review View
3 ® Calibri (Body) -1 A T[S [ e [ |
pamj' B JZ U - X M- -A- EEBE|Z -4

Clipboard = Font - Paragraph

MGi nhin qua ban c6 thé s& khong tim thdy mét 1énh nao d6 di co trong cac phién ban
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Word truée. Pung lo, mot sé nhom c6 mot nat hinh mii tén chéo Elnim & goc phai
bén dudi cia nhom.
Nt mili tén d6 duge goi 1a Dialog Box Launcher (ntit mé hop thoai). Néu ban Click
vao nit d6 né s& moé ra cac tiy chon lién quan dén nhom tuong Gng. Cac tiy chon nay
xuat hién dudi dang hop thoai ma ban van thay ¢ cac phién ban Word trude déy.

Nhan tién néi vé cac phién ban Word trudc, ban c6 thé ty hoi liéu ban c6 thé
chon mét giao dién giéng nhu cac phién ban trudc trong Word 2007 khong. Cau tra
101 1a KHONG. Tuy nhién, sau khi d quen thudc voi giao dién méi ban s& cam thay

thich tha voi sy tién 191 ma né mang lai.
d. Nhiing Tab phu

Khi ban chon mdt mdt birc anh, tab phu c6 tén Picture Tools s€ xuét hién, Tab
nay chira cac 1énh lién quan dén viéc xu 1y hinh anh trong Word.

v -v - Contoso.docy - Microsoft Word 2 == Picture Tools

Home insert Page Layout References Mailings Review View Format

g Q Q l; ::.-; o7 Picture Border ~

' Picture Effects ~

Picture Styles

T
2
J

CONTOSO PHARMACEUTICALS

AnnudiReport
i

Trong phién ban 2007, c6 mot s6 Tab chi xuat hién trén thanh Ribbon khi ban can dén
chung. Gia st ban vira chén mét tdm anh vao tai liéu, bay gid ban muén co nhiing
hiéu chinh lién quan t&i tim anh nay chang han nhu chon cach vin ban s& bao quanh
tam anh nhu thé nao hodc c¢6 thé ban mudn cat xén nhiing phan thira trong anh...Vay
ban c6 thé tim cac 1énh lién quan & dau?

1. Chon anh.

2. Tab phu Picture Tools xudt hién, hay click vao do.

3. Cac nhém va 1énh méi s& xuat hién dé ban c6 thé xir Iy hinh anh, nhom
Picture Styles chang han.
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Khi ban click ra ngoai birc anh, Tab Picture Tools s& bién mét va cac nhom khéac

xuét hién tré lai.
e. Toolbar mini

Khi ban chon mdt doan vdn ban hodc mot tir va chuyén con tré chudt dén do,

mot Toolbar (thanh céng cu) nho s& xuat hién dudi dang mo.

Ca\d9-0 )7
iJ/
Home Insert Page Layout References Mailings Review View
' A ] B | 1yOrientation - ¥=) Breaks - A) watermark = Indent
419 i
= [4]- _— Size ~ ¥ )line Numbers~ (W Page Color~ | € Lett: 0 -
Themes Margins “ 7
v L' v BE Columns~  p® Hyphenation~ ] Page Borders = &5 Right: 0 =
Themes Page Setup » | Page Background Paragraph
o] o
- I

Getup to spee(E.%_ 1

Mot sb 1énh dinh dang hiru dung dén ndi ban mudn néd xuit hién trong moi hoan canh.
Gia st ban mudn dinh dang nhanh mdt van ban trong khi hién tai ban dang ¢ Tab
Page Layout. Puong nhién ban c6 thé Click vao Tab Home dé sir dung nhiing 1énh
dinh dang trong do, tuy nhién c6 mdt cach nhanh hon:

1. Chon phan vin ban mudn dinh dang sau d6 chuyén con tro chudt téi vi tri do.

2. Mot thanh cong cu nho xuit hién duéi dang mo. Néu ban ré chudt dén do, thanh
cong cu nay s€ hién ro va ban co6 thé st dung cac tuy chon trén d6 dé dinh dang van
ban.

Toobar Mini rat hitu ich cho dinh dang nhanh van ban, tuy nhién ban phai lam
sao néu mudn mot vai 1énh khac cling xuat hién thuong truc nhu vay. Hiy xem phan
tiép theo vé Quick Access Toolbar (thanh cong cu truy cap nhanh).

f. Thanh cong cu truy cap nhanh

Thanh cong cu truy cip nhanh (Quick Access Toolbar) 1a mdt viing nho nam
trén goc trai cua thanh Ribbon, n6 chira cac I¢nh ma ban dung ngay nay qua ngay khac
nhu: Save, Undo, Repeat . Ban c6 thé thém vao nhitng 1énh ma minh thuong ding dé

no6 s€ ludn xuat hién ma khong can biét Tab hién tai l1a gi.
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Ty d9 -0
e
Home Insest Page Layout References Mailings Review View
y &), Research {4~ *l S [ ‘ _j; ] ] 7.4 Final Showing Markup
S Thesaurus & % 1 Previous __i ) | Show Markup ~
Speling & New adl Track __ Balloons ..
Grammar 3 Transiate ﬁ Comment —4 Neat Add to Quick Access Toolbar Q
Froofing Comments

Customize Quick Access Toolbar,..
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

Click phai chut vao nat Iénh ma ban muén thém vao Quick Access Toolbar,
chon Add to Quick Access Toolbar.

g. An tam thoi thanh Ribbon

Thanh Ribbon gitip cho moi thir trong Word 2007 tré nén tap trung va dé dang
tim kiém nhirng th can thiét. Tuy nhién, d6i khi ban khong can phai tim bét cir thu gi.
Ban chi muén tap trung lam vi¢c vadi tai liéu cua minh va ban mudn ¢6 nhiéu khong

gian hon. That don gian, hdy tam 4n thanh Ribbon.

Page Layout References Mallings Review View

Clipboard § ~ Home Insert Page Layout References Mallings Review View

Getupto speed]

o

Céach an thanh Ribbon: Nh?ip dtp chudt vao Tab hién tai, cac nhém cua Tab sé& bién
mat. Nhu vdy ban di c6 nhiéu khoang trong hon.

Khi nao ban mudn thanh Ribbon xuat hién tré lai, hdy nhip dup vao Tab hién tai mot
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lan ntra.

h. Str dung ban phim

G?_i\ ‘_'1.J (2]

Home Insert Pagelayout R:ffren(es M.nhr?qs Reuiew View
(HJ LNJ LBJ 13 M LR/ Wi
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Paste B I U -shex XM-||¥-A-|EEXE| ==
Clipboard '~ Font . Paragraph

Get up to speed.

Nhitng ngudi yéu ban phim, ddy 1a phan danh cho céc ban. Phim tit bat dau véi Ctrl
nhu cac phién ban trude. Vi du Ctrl + C la Copy, Ctrl+S 1a luu tai lidu...  Thiét ké
Ribbon din dén hé théng phim tit mdi v6i 2 1oi ich 16n so voi phién ban trude:

- Moi 1énh déu c6 phim tit
- Cac phim tat yéu cau nhén it phim hon
- Cac phim tat (Short Cut) c6 mot tén mai: Key Tips. Nhan phim Alt dé cac Key
Tips xuat hién cho tit ca cac Tab, cac nat 1énh trén Quick Access Toolbar, nat
Microsoft Office. Luc ndy, ban ¢ thé nhan Key Tip cho nhitng Tab ma ban mudn
hién thi, vi du nhan H d¢ hién thi Tab Home. Cac Key Tip cho timg 1énh trong Tab

Home s& xuat hién va ban chi viéc nhan Key Tip cta I¢nh ma ban can.
2. Lam quen nhanh véi hé thong Office 2007
a. Phién ban Office méi dugc thiét ké hudng ngudi ding

Co6 rat nhiéu thay d6i tuong ty nhau trong ca bd Office 2007. Tin t6t lanh d6 13 cac
lénh va cac cong cu déu da duoc dua ra trude mat ngudi dung va ludn & trang thai san

sang.
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The Ribbon

Insert Page Layout References Mailings Review

Calibri (Body) -1~ LAS AT |9 = - EE"';-:-' i!i!r‘ﬂ q
g B Z U -dex X Aac -A-IEER B D-

Fomt

Paragraph

Thay vi c6 khoang trén dudi 30 thanh cong cu hodc céc Iénh bi vui dudi hang t4 menu
hodc trong cac hop thoai thi gid day ban dd c6 mot trung tdm diéu khién (Control
Center) duy nhat két hop moi thr véi nhau moét cach truc quan.

Mot khi da quen thudc véi thanh Ribbon trong mot chuong trinh (Word, Excel,

Access...), ban ciing s& cam thdy dé dang trong mot chuong trinh khéc.

b. Céc 1énh duoc to chirc nhu thé nao?

Word Excel
03 a9 - z (L | %
Home Insert Page Layout Home Insent Page Layout
3 5 | calibri (Body) -l - T T T -1 A A
— 42
P-’f“; B / U -3 x, X' Aa~ Pa“', BIQ'_-Q})-A
Clipboard '« Font Clipboard ™ Font
' Al v £
aul e c D
[ 1
2
3

Céc 1énh Paste, Cut va Copy thuong dugc st dung nhat trong Word va Excel, do do,
theo logic cac 1énh nay duoc dit & Tab Home, Tab déu tién trén thanh Ribbon.

Céc 1énh t6 chirc theo cach chung duoc st dung. Microsoft nhan thiy ngudi dung cé
mot s6 1énh wa thich ma ho dung di dung lai hang ngay. Nhitng 1énh nhu thé hién da
dugc dit ¢ nhitng noi ndi bat va tién dung nhét.
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Vi du 1énh Paste 1a 1énh c6 tan suét st dung cao nhat, nhu thé tai sao khong cho no
mot khoang khong gian 16n hon so véi cac 1énh lién quan la Copy va Cut. Cac 1énh
thong dung khong con phai chia sé khong gian trén thanh cong cu véi nhitng 1€nh lién
quan nhung it duoc dung hon. Nhitng tht hitu dung s& duoc dit trong tim tay cua ban.
Nhitng 1énh c6 tan suat st dung thap s& chi c6 dugc mot phan nho trén thanh
cong cu. Vi du nguoi dung it sir dung 1énh Paste Special hon 1énh Paste, do 6 mudn

truy cép lénh Paste Special ban hdy nhin phim miii tén bén dudi 1énh Paste.

c. Nhiéu 1énh chi xuat hién khi can thiét

Picture Tools
References Mailings Review View Format
{§ Picture Shape ~ 44

— — — —_— e
- et - d ‘ « L Picture Border ~

Position
- Picture Effects ~ -

)!J Text Wrapping =

Pycture Styles 0 Arrange

Tab phu Picture Tools xuat hién khi ban chén mdt birc anh vao Word.
Nhiing 1énh ban thudng sir dung nhat nam trén thanh Ribbon va ludn ¢ trang thai san
sang. Trong khi d6, mot s6 1énh khac chi xuat hién khi ban thyc su can.
Ching han néu ban khong c6 btrc anh nao trong tai liéu thi cac cong cu dé xur Iy hinh
anh s& khong can thiét phai xuét hién.
Nhung chi can ban chén vao mot btrc anh, Tab phu Picture Tools s& 1ap tirc xuit hién
cung véi Tab con Format chira cac 1énh dé ban 1am viéc véi cac birc anh. Khi ban két
thiic cong viée v6i bic anh Tab Picture Tools ciing bién mét.

Néu ban muén 1am viéc lai véi birc anh, chi can Click 1én né, Tab Picture Tools s&
lai xuat hién. Word biét ban dang lam gi va cung cap cho ban cic cong cu can thiét
phu hop. Thanh Ribbon phan ting véi cac hanh dong cua ban.

Vay ban khong can phai lo lang khi khong ludn nhin thay tit ca cac lénh. Hiy

thuc hién budc dau tién, sau d6 moi thir ban can s€ ty dong xuat hi¢n.
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d. S€ c¢6 nhiéu tuy chon hon moi khi ban can

Home Insert Design Animations Slide Show Review View Format
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Click vao phim miii tén El¢ phia duéi mbi nhom khi ban can nhiéu tuy chon lién
quan t61 nhom do:

1. Click vao phim miii tén Elciia nhom Font

2. Hop thoai Font xuat hién véi day du cac tiy chon.
Khi ban thiy mot phim mili tén nho Elphia dudi mot nhém cé nghia 13 nhém d6 co
thém nhiéu tuy chon dang an. Click vao phim miii tén ndy (phim nay duoc goi la
Dialog Box Launcher) mét hop thoai hodac mot bang chira 1énh (Task Pane).
Vi du trong PowerPoint, nhom Font & thé Home chtra cac 1énh vé font chit nhu thay
d6i kiéu chit, kich thudc, mau sic, in dam, in nghiéng, gach dudi...

Nhung néu ban muén sir dung cac I¢nh dinh dang font it thong dung hon nhu
supperscript thi ban phai click vao phim miii Eltén bén dudi nhom Font dé mo hép
thoai Font c6 chtra 1énh supperscript va cac 1énh khac lién quan dén font chit.

Sau d6 di chuyén diém chén noi dung t6i cudi doan.
Cudi cung, nhan vao phim Paste trén thanh Ribbon. Hodc ban c¢6 thé dung

phim tat Ctrl + V. Cau ban mudn di chuyén da dugc doi téi noi ban mong muén.
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e. Xem trudc thay doi trude khi chon
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!t wants and usually needs the highest quabty sound. C
ngevity is a lesser factor, but still considered because

———————————— A New Formula
ans and very successful amateurs are often judged by
astrument-making industry can be accepted when the:
i | e ¥ it takes time and tradition to campete in this marke

Ban da bao gio phai roi vao canh lap di lap lai cac thao tac Chon Lya - Huy (Undo) -
Chon Lua chua? Ban chon mét Font chir, mau séc, kiéu trang tri hoac hiéu chinh mot
bitc anh. Nhung nhiing thay doi d6 dan dén mot két qua khong vira y, thé 1a ban nhan
Undo, sau do6 lai thuc hién nhitng lya chon khac. Vong lip nham chan d6 dién ra cho
dén khi c6 mot két qua 1am ban hai 10ng.

Gid day, ban c6 thé nhin thay ngay két qua cua ting tiy chon. M&i khi ban ré
chudt ngang mot tiiy chon nao d6 phan vin ban hodc hinh 4nh ma ban muén hién
chinh s& 14ap tirc thay ddi twong timg. Khi da chon duoc mot giai phap ung ¥, hiy click
1én n6. Ban sé& khong phai dung dén 1énh Undo.

f. Tao thanh cong cu cua riéng ban
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ngevity is a lesser factor, but still considered because

------------ A New Formula
ans and very successful amateurs are often judged by
astrument-making industry can be accepted when the:
......................... W it takes time and tradition to compete in this marke

Ban da bao gio phai roi vao canh lap di 1ap lai cac thao tac Chon Lya - Huy (Undo) -
Chon Luya chua? Ban chon mét Font chir, mau séc, kiéu trang tri hoac hiéu chinh mot
btrc anh. Nhung nhiing thay doi d6 dan dén mot két qua khong vira ¥, thé 1 ban nhan
Undo, sau d6 lai thuc hién nhiing lya chon khéac. Vong 1dp nham chan dé dién ra cho
dén khi c6 mot két qua 1am ban hai 10ng.
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Gid day, ban c6 thé nhin thay ngay két qua cua ting tiy chon. Mdi khi ban ré
chudt ngang mot tiiy chon nao d6 phan vian ban hodc hinh anh ma ban mudn hién
chinh s& 14ap tirc thay ddi twong tmg. Khi da chon dugc mot giai phap ung ¥, hiy click
1én no. Ban sé& khong phai dung dén 1énh Undo.

g. Sir dung do phan gia man hinh khac nhau lam thay ddi cach hién thi cta
thanh Ribbon

Trong hinh 1a mdt phén cuia mQt ban thong céo bao chi, nhung tat ca moi thu
déu trong gidng nhau. Khong tiéu dé, khong hudng din, khong co diém nhan quan

trong dé gay su chil y cho nguoi doc.

0, d
4
Home Insert Page Layout Formulas Data Review View
frre]l
High | 3 Jd Page Break Preview : v Formula Bar -
Resolution : 13| Custom Views v Gridiines V' Headings \
Normal! Page Layout Zoom
View 3l Full Screen ; E
Warkbook Views Show/Hide
Cia o
¥
Home Insert Page Layout Formulas Data Review fiew
Low . o | 3 ) }_ T 24 New Window )
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Resolution l 13 N L U5y = Amange Al

Normal! Page Layout Show/Hide] Zoom 100% Zoomto
View 3 . Selection o) Freeze Panes~

Workbook Views Loom Window

Nhém Show/Hide trong Tab View hién thi d@y du khi ma hinh & 6 phan giai cao,
khi man hinh c6 do phan gidi thap, ban phai nhan vao nit miii tén mdi nhin thay dugc
cac lénh.

Nhirng gi ban da tim hiéu vé phién ban Office méi cho dén gio duoc ap dung khi man
hinh cua ban c¢6 d phan giai cao.

Néu man hinh ctia ban c6 d6 phan giai thap, 800x600 pixel chang han, thi mot
s6 nhom 1énh chi hién thi tén nhém chix khong hién thi tat ca cac 1énh. Ban phai nhéan
vao nut mii tén bén dudi tén nhom dé truy cp tat ca cac 1énh.

Nhin vao hinh minh hoa trén, & d6 phan giai cao nhdm Show/Hide hién thi day du

cac 1énh, trong khi d6 voi do phéan giai thap hon né chi hién thi tén nhém ma khéng co
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1énh nao. Trong trudng hop ndy ban phai nhan vao niit miii tén dé truy cap cac lénh.
Téng quat, mot nhém chi hién tén nhom & d6 phan giai thap 1a nhimg nhém lénh
thuong it dugc stir dung.
Ché d6 Minimize: du & bét ki d6 phan giai nao, néu ban thu nho ctra s6 chuwong trinh
lai thi mot s6 nhém s€ chi con hién thi tén nhoém. Cang thu nho ctra s6 chua trinh thi
s6 nhom chi hién thi tén s& tang 1én.

Tablet PC: Néu ban dung Tablet PC (May tinh dang bang) véi man hinh nho
ban sé& thdy Office 2007 s& hién thi mot phién ban thanh Ribbon v&i cac Tab va nhom

nhé hon. Nguoc lai vo1 man hinh 16n.

PHAN III: SUDUNG CAC BIEU MAU CO SAN TRONG

1. Strc manh ciia cac biéu miu (Template)

Mic du c6 thé ban d3 lam viéc voi Word va quen thudc véi cac tai liéu cua Word, co
thé ban van khong tuong tdn lim vé cic biéu mau. Biéu mau 1a gi? N6 co thé giup ich
cho ban ra sao?

Mot biéu mau 12 mot loai tai liéu da co sdn nodi dung trong d6.nhu vén ban, kiéu trang
tri, dinh dang; dinh dang trang nhu canh 18, cach dong; cac yéu tb trang tri nhu mau
sic, dudng vién...

i Agenda item

4 ¢ LCﬁ;k here to enter text

Hay xem biéu mau nhu mdt trg gitip hitu ich khi ban bit dau soan thao tai liéu. Gia sir
nhu hang tuan ban déu c6 mot cudc hop va ban phai soan di soan lai lich hop v&1 mot
vai thay d6i nho moi lan. Hay bat dau véi mot s6 thong tin phu hop da dugc chuan bi
san s€ giup ban tiét ki¢ém rat nhiéu thoi gian.

Hay theo d&i mot vai vi du tao tai lidu mdi tir cac biéu mau sin c6 trong Word

va by Office ¢ cac phan sau. Ban c6 thé st dung cac bi€u mau nay dé tao ra cac tai
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liéu chuyén nghiép va an tugng cho riéng minh

2. Str dung cac mau trang bia Fax c6 san

FAX

. [Type the recipient name] : Amy Rusko
Fax: [Type the recipient fax number} Pages: [Type number of pages]
Phone: [Type the recipient phone ber] Date:  [Pick the date] ,
Re: [Type text] ccC: [Type text] i/

Gia sir cong viéc ctia ban phai thuong xuyén giri Fax cho khach hang va déi tac, ban
luén can c6 mot trang bia ghi lai ndi dung cua céc bang Fax. Ban c6 thé tu tao trang
bia nhu vy mdi khi ban gui / nhan Fax. Hodc ban ciing c6 thé sir dung biéu miu sin
cé trong Word.

Ban s¢€ tim théy biéu mau nhu trén hinh minh hoa, gifra rat nhiéu biéu mau
khac trong Word. Ban chi can dién cac thong tin phii hop, in ra va guri Fax. Thé 1a
xong, rat don gian va nhanh chong. Tham chi ban ¢ thé thém hodc x6a mot s6 phan
tiy theo nhu cau cu thé, tuy nhién, nhirng gi thiét yéu nhat di c6 sin va ban khong
phai bt dau tir con s6 0.

3. Str dung cac mau lich lam viéc san cé

Pay 1a mot vi du khac cho thay cac biéu miu Word cé thé gitp ich cho ban nhu thé
nao. Hay tudng tuong ban dugc giao nhi¢m vu thiét ké lich hop hang tuan cho nhom.
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Truée khi bat dau tr mot trang tai licu r5ng, ban hay thu tham khdo mot sb biéu mau
co trén trang Microsoft Office truc tuyén - ban ¢6 thé lién két truc tiép téi cac biéu
mau nay (ban s& duoc hudng din sau). C6 rat nhidu biéu miu trong cic danh muc
Khac nhau, thong dung nhét 1a: Lich lam viéc. Lich ngay thang, Thu tu, So Yéu Ly
Lich v.v... Cé rt nhiéu cho ban lya chon.

Hinh minh hoa cho thiy 3 biéu miu:
1. Pay 1a miu don gian va truc quan véi cac vin ban va ving di duoc dinh
dang dé ban dién
2. Mot mau hoan chinh, theo phong cach nghé thuat.
3. Mau nay st dung dinh dang Béang (Table) va st dung cac mau sic khac

nhau dé phén biét giira cac ving. Pay 1a mot mau twong dbi phirc tap.

4. Tim nhirng biéu miu da dwoc cai dit kém véi Word

@ " Bl New Document
o |
: Y4 Yo Al

(1) Templates Installed Templates Equity F
| Instalied Templates j F‘f_ .
enp | = F FA
Eauity Fax
A —‘-4\

Cé6 khoang 30 biéu mau duoc cai dat kem vé1 Word nhu: Thu tir, Fax, Bao Céao, So
Yéu Ly Lich va Blog. Ban s& tim thiy cac biéu mau nay bang cach:

1. Click nat Microsoft Office, sau d6 chon New.
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2. Trong cua s6 New Document chon Installed Templates.
3. Click vao cac hinh dai dién va xem thir biéu mau trong nhu thé nao phia
bén phai.
4. Khi chon dugc mau phu hop, Click vao nit Create.
MOt tai liéu m&i duoc tao ra dua trén biéu mau ban chon, va viéc cua ban bay

gid 13 dién nhitng nodi dung phu hop.
5. Tim cac biéu miu trén trang Microsoft Office truc tuyén

Tao mdt tai liéu ma&i nhu budc trén, tuy nhién thay vi chon Installed Templates bay
gid ban s& chon theo cac danh muc phia dudi trong phan Microsoft Office Online.

~
_TERpites (€ ' < | Blank docum
Blank and recent
Installed Templates Blank and recent
My templates.., A

New from existing... i Q |

Microsoft Office Ondine

Blank document News blog post
Featured X

Agendas R Recently Used Templates
Awweard certificates

Brochures ===

Business cards

Hay Click vao tung danh muc d€ xem hinh dai dién cua céc bi€éu mau trong danh muc
d6. Tuong tu nhu voi cac biéu mau duoc cai dat san, khi ban Click vao hinh dai dién
thi mdt mau xem trudc cua biéu mau do6 s€ hi¢n 1€n phia bén phai.Mot s6 danh muc
nhu Thu Tt (Letters) c6 cac danh muc con dé ban lya chon.

Dé tai cac biéu mau vé may ban hiy chon hinh dai dién ctia biéu mau roéi nhan
Download. Biéu mau tai vé s& md ra mot tai liéu méi, san sang cho ban lam viéc.
Biéu miu goc s& khong bi thay d6i, nd vin nim trén trang Microsoft Office truc
tuyén. Tuy nhién, mot ban sao da duogc luu vé may tinh cua ban, khi can sir dung ban

hay mé thu muc My Templates trong Word ma khong can tai vé mot 1an nita.
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6. Kha nang dic biét ciia biéu mau

Nhu da dé cap ¢ cac phan trude, khi ban mé mdt bi¢u mau mot tai liéu méi
duoc tao ra dua trén biéu mau ma ban chon. Thuc chat ban 1am viéc véi mot ban sao

cht khong phai ban than biéu mau.

Template Document1 [

Document2 l
Moenzg

’ 3
Meeting Agenda = Meenua Document3

Meostizag Ageads

Do chinh 1a kha nang dac biét cua bicu mau: Tu tao mot ban sao khi duwoc md, ban
sao nay tao ra tat ca cac thanh phan ctua biéu mau trong mot tai li¢u hoan toan mai.
Ban lam viéc vai tai liéu moi do, thira hudng tat ca cac thanh phan co6 trong biéu mau
va c6 thé thém bdt ndi dung tuy y.

Vi ban lam vi¢c trén mot tai li€éu madi1 nén nhitng hi€u chinh ma ban thuc hién
s& khong anh huong téi biéu mau goc, no ludn duge gitt & trang thai nguyén ban. Vi

vay, mOt bi€u mau c6 thé 1a nén tang cho vo so tai ligu.

7. Biéu mAiu va tai lidu 12 hai dinh dang khac nhau

Template 1 Document 2
Mestiag Agends Meetiag Agenda
‘ File name: Weekly agenda.dotx Fie name: Weekly agenda.docx
| Saveastype: | word Template (*.dotx) Save astype: | yord Document (*.docx)

Biéu mau (Template) va Tai liéu (Document) c6 dinh dang file khac nhau. Néu ban
da tung luu nhiéu tai liéu Word c6 18 ban da quen thudc véi viée chon dinh dang san
c6 dé luu file. Pay 1a sy khac biét giita Biéu mau va Tai lidu:

1. Biéu miu duogc luu dudi dang Word Template va né co dudi file 1a
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".dotx" (cac phién ban Word trudc day 1a ".dot").
2. Tai liéu dugc luu dudi dang Word Document va nd co6 dudi file la
".docx" (cac phién ban Word trude day 1a ".doc").

Biéu mau va Tai liéu ¢6 dinh dang file khac nhau va cach hoat dong ctia chung ciing

khac nhau.

PHAN IV: CACH TRINH BAY THONG TIN HIEU QUA TRONG
WORD 2007

1. Danh sach dang sb va ky hiéu
a. Mot danh sach don gian

Danh séach (List) 1a mot thanh phan rat hitu ich trong tai liéu, n6 ding dé tom
tat, liét ké thong tin giup nguoi doc d& hiéu va hiéu van dé sau hon. C6 2 dang danh
sach 1a dang danh s6 (Numbering) va dang ky hiéu (Bullet). Néu ban c6 mot chudi
thong tin c6 phan biét murc dd hodc thir tu thi danh sach dang s6 1a lya chon thich hop.

Con néu chi can liét ké thi nén dung dang ky hiéu.

* Mercury 1. Mercury * Mercury
* Venus 2. Venus * Venus
* Earth 3. Earth ¢ Earth
* Mars 4. Mars o Moon
* Mars
> Phobos
> Deimos

T

Vi du minh hoa danh sach dang chit va sd, don cap va da cap.
Danh sach con c6 sy phan cép: don cip va da cap. Mot danh sach don cép 1a

danh sach ma trong d6 cac thanh phan loai hodc tinh chat. Danh sach da cdp c6 nghia
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12 mot hodc nhiéu thanh phﬁn trong danh sach co thé chira mot danh sach khac. Ban ¢
thé thiy sy khac biét giita danh sach don va da cip trong hinh minh hoa.
Trong phan nay chung ta thao luan vé mot danh sach don gian, chi c6 mot cap (don

cap). Cac danh sach da cap s& duoc dé cip trong phan sau.
b. Tao mot danh sach bang cach g cac ky tu thich hop

C6 nhiéu cach dé tao mot danh sach, nhung cach don gian nhét 14 tao tu dong
bﬁng cach gé mot ) ky tu hodc to hop ky tu & dau cau. Néu ban mudn tao danh sach
dang ky hiéu (Bullet) thi hiy danh déu sao (*) dau cau, tiép theo 1a mot khoang tring.
Déu * s& tu dong bién thanh mot ky hi¢u hinh chdm den vay la danh sach cua ban da
duoc khai tao. Khi da xong thanh phﬁn dau tién cua danh sach, hay go ENTER, luc

nay mot cham den khac s& ty dong xuét hién sén sang cho thanh phan tiép theo.

Mercury
Venus
Earth
Mars

. Mercury
. Venus
. Earth
. Mars

a. Mercury
b. Venus
C
d

. Earth
. Mars

Néu mudn tao danh sach dang s6 ty dong hiy gd s6 1 va ddu cham (1.), tiép theo 1a
mdt khoang tring. Pay 1a mot diém moi trong Word 2007, & cac phién ban trudc ban
phai nhan phim ENTER thi danh sach mé&i duoc khdi tao.

Danh sach dang chit (a, b, c,...) chi 14 mot cach thé hién khac cta danh sach dang sb
nén cach khoi tao cling tuong tu: ban hay go chir a va dau cham (a.) sau do6 1a mot
khoang tring.

Ngoai dang hinh chdm den nhu trén, danh sich ky hiéu con c6 nhiéu biéu

tuong khac dé ban chon lya nhu hinh vudng, hinh kim cuong, hinh miii tén v.v...

c. Két thiic mét danh sach

Ban d3 g xong phan cudi cing trong danh sach, 1am sao dé két thuc va cac ky

hiéu hay chir sb khong tu dong xuét hién nira.
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Mercury
Venus
Earth
Mars
Jupiter
Saturn
Uranus
Neptune

Cach d& nhat dé két thic viéc tao danh sach 13 nhan phim ENTER hai lan lién tiép.
Bit ctr khi nao ban nhdn ENTER thi mét ky hiéu hodc mét con sé mai s& xuat hién dé
chudn bi cho mét thanh phan méi trong danh sach, tuy nhién néu ban nhdn ENTER
mdt 1an nira thi ky hiéu / con s6 d6 s& bién mat dé ban c6 thé bat dau mot doan vin
ban maoi.

Néu ban muén thuc hién khac mot chat chang han nhu lac dang & giita danh
sach ban mudn tao mot dong méi ma khong c¢é ky hiéu hay sé phia trude va dong méi
nay nam ngang hang véi thanh phan phia trén ciia danh sach. Luc nay, hiy st dung
phim BACKSPACE (x6a lui) dé x6a ky hiéu (hodc s6) dau dong trong khi van giir
nguyén canh 1& so v6i dong van ban phia trén. Néu ban mudn dong méi nim ngang
v6i ky hiéu (hodc con sd) thay vi nim ngang vin béan phia trén, hiy nhan
BACKSPACE mét lan nita.

d. Ky hiéu hay chir s6

Ban 1§ chon sai kiéu danh sach? Ban chon kiéu danh sach 13 ky hiéu nhung bay
gio thay kiéu chit s6 s& hay hon, hoic ngugc lai? Khong ¢o gi dang lo, chuyén qua lai
giita hai kiéu rat d& dang. Hay Click vao bat c{r vi tri ndo trong danh sach, sau d6 nhan
vao nut Bullet hoac Numbering trén thanh Ribbon.
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(R H9-0 7 Document2 - Micresoft Word
Y,
> Home Insert Page Layout References Mailings Review View
] * Calibri (Body) -1 - AN AT R s | e (4} 9 Aal
Paste 7 B 7 U - e x, X' Aa~ 'y'A' E;’-!:g“\'lﬁ'_' !
Clipboard = Font " Paragraph

* Mercury

. Ver*xs

Ban ciing c6 thé dung cac nut trén dé bat dau mot danh sach bang cach Click
vao nat phi hop rdi bat dau gd thanh phan dau tién cua danh sach. Hodc ban ciing co
thé chon nhirng doan van ban ma ban mudn tao danh sach roi nhan nut phu hop. Mdi

doan sé& twong mg véi mot thanh phan trong danh sach.
e. Thay doi ky hiéu cho danh sach
Néu ban c¢6 mot danh sach dang ky hiéu (Bullet) va cam thdy nham chan véi cac

cham den hinh tron thi ban c6 thé thay thé chung bang cac ky hiéu khac c¢é san trong
Word. Hay Click vao ntt miii tén bén canh nut Bullet dé xem thw vién Bullet.

Tham chi néu ban khong hai long véi cac ky hi€u san co, ban cé thé tu tao cac

ky hiéu cta riéng minh. Hay chon Define New Bullet dé thuc hién diéu do.

Home Insert Page Layout References Mailings Review View
] Calibri (Body) v11 v SRR ] 3= P =i=stemr i: E: ‘?1 ] Aal
Paste 7 B 7 U -ahe X, X Aa~/|%~ A- Recently Used Bullets
= °
Clipboard (= Font - € 0.0
Bullet Library

Nene ® O B +

Document Bullets

\/
e e ¢ O
. Mevicury
o Venus “3=  Change List Level
e Earth Define New Bullet.., Q
J

C6 2 dang ky hiéu ma ban c¢6 thé tao: Biéu twong (Symbol) va Hinh anh (Picture).
Cac ky hiéu biéu tuong st dung mdt ky tu trong cac bo Font dac biét nhu Weddings
va Windding. Dé st dung cac biéu twong niy ban phai cai dit bo Font phi hop trong
may tinh. Ban can cht ¥ diéu nay vi néu ban gui tai liéu cho mot ngudi ndo d6 ma
trong may tinh cta ho khong c6 bo Font phit hop s& dan dén 15 hién thi.
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Ky hiéu dang hinh anh thyc chét 1a nhitng birc anh rat nho. Ban c6 thé tim thay rat
nhiéu dang ky hi¢u hinh anh trén Microsoft Office Online. Hodc ban c6 thé tu tao cho
riéng minh, chi cin luu ¥ cac anh nay phai rat nho nén dimg str dung cac hinh anh qua
phtc tap.

Cung v6i Thw vién Bullet con c6 Thw vién Numbering hoat dong tuong tu.
Ban c6 thé chinh sira Font, mau sic, kich thuéc cho cac ky hiéu dang s6 cua danh
sach.

f. Binh dang danh sach

1 2 3)

Mercury Home Insert Page Layout References 1. Mercury
2. Venus Calibri (Body) -l - A AT 2. Venus
3. Earth 3. Earth
4. Mars B 7 U-dex X A ¥ ﬁ 4. Mars

5. Jupiter Font 5. Jupiter
6. Saturn 6. Saturn
7. Uranus § Mercury 7. Uranus
8. Neptune ., Venus 8. Neptune

Earth

Mars —
. Jupiter

Saturn

. Uranus

2
3.
4,
5
6.
7

it

1. Chon céc sb trén danh sach.

2. binh dang lai.

3. Danh sach véi kiéu dinh dang moi.
Ban c6 thé dinh danh sb hoac ky hi¢u cua danh sdch ma khong lam anh hudng dén
phan con lai. Vi du thay vi dung kiéu mau den in ddm mic dinh ban c6 thé thay bang
mau d6. Cach thy hién nhu sau: Chon céc chir sd hodc ky béng cach Click vao mot
trong s6 chung, chi y khong chon phan vin ban.

Sau khi chon xong hiy dung cic nat 1énh trén thanh Ribbon dé dinh dang theo

¥ ctia ban. Clcik ra ngoai danh sach dé xem su thay doi.
g. Lam viéc voi doan van ban trong danh sach va dan danh sach

Gia stir ban c6 mot danh sach véi cac dau cham mau den hoac cac con s6 ¢ dau

dong, ban mudn mot s thanh phan trong danh sach c6 cac doan vin ban khong cé ky
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hiéu nao ¢ dau nhu trén hinh minh hoa. C6 nhiéu kich ban va cach xir 1y tuy theo yéu

cau va kinh nghi¢m cua ngudi dung.

Unlisted
Paragraphs

Gia str ban mudn x6a ky hiéu hoic sd ¢ diu mot doan nao d6 nhung vin mudn giir
canh I¢ ngang vdi phan con lai trong danh sach hay click chudt ngay sau cham den roi
nhéan nat BACKSPACE.

Néu ban mudn x6a ky hi¢u hodc s6 ¢ dau mot doan va muon doan d6 dugc canh 1€
cao hon v&i canh 1€ cua tai liéu thay vi nam ngang véi cac thanh phan con lai ciia danh
sach hay chon vao ky hiéu hodc con s6 dau dong r6i nhan DELETE.

Dé tao mot doan van ban con trong mgt thanh phﬁn cua danh sach hay nhan SHIFT +
ENTER thay vi chi nhdn ENTER. Luc nay doan vin ban phu s& c6 canh 18 ngang voi
cac phan trong danh sach nhung khong c6 ky hiéu hodc con s & dau. DEé tiép tuc
danh sach sau khi hoan thanh doan vin ban con hdy gd vao sd tiép theo trong danh
sach va mot dau cham (.) danh sach s€ tu dong tiép tuc danh sb. Luu v la néu ban nhan

vao nit Numbering thi Word s& khdi tao mot danh sach méi va danh sé lai tir dau.

: > A, 10A ~ , re o1~
Luc nay c6 mot nut Auto Correct Options xuat hién bén canh danh sach mdi, hay
nhan vao nut nay sau dé6 nhan Continue Numbering dé danh sach méi s& duoc gan

lai vao danh sach cii.
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PHAN V: THEM NHUNG GHI CHU VA THEO DOI VIEC CHINH
SUA TAI LIEU

1. Kiém tra tai liéu bang chirc ning Track Changes trong Word 2007

a. Track Changes va Comments

Ban dang xem lai tai liéu cho Sép trudc khi né duoc cong bd cho toan cong ty
va ban th'fly c6 mot s6 diém can chinh stra, ban mudn Sép cuia minh théy nhirng diém
can chinh sira d6. Hay bat chirc nang Track Changes, tat ca thay doi tir viéc thém,

x6a hodc dinh dang van ban déu s€ dugc Word danh dau.

cl.,\ d )-8 = Documentl - Microsoft Word
J Home Insert Page Layout References Mailings Review View
K} Researen 4+ I &) Delete ~ } 2! Final Showing Markup
S Thesaurus B $dPrevious (=L 3 Show Markup ~
Spelling & . New o | Track |palioons
Grammar g Transiate 35 || Comment 2 Next Changes~|| =  UB]Reviewing Pane -
Proofing Comments Tracking

Fabrikam Q4 Executive Update

Introduction
The challenges we face as we move into the planning cycle are significant, but we are
able tokeep the strong growth path we've established over the last twelve months, |

"

Chon thé Review, nhom Tracking, chon Track Changes. Khi ban click lan dau
nén ctia nat Track Changes s& thay doi mau sic, bat cir sy thay d6i ndo trong tai liéu
s& dugce danh ddu cho dén khi ban tit Track Changes bang cach nhin nut Track

Changes lan nira.
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b. Xem cac chinh stra

L‘:n“ d -0 s Documentl - Microsoft Word

a
= Home Insent Page Layout References Mallings Review View
) Research [~ o | te No N 30y Final Showing Markup
= " Ws { -3
S Thesaurus B ¥4 Previous — ) Show Markup ~
Spelling & 0 New Track Balloons
Grammar g Transiate 3§ | Comment 2 Next Changes~ ~  UB] Reviewing Pane ~

Prooting Comments Tracking

o

Introduction
The challenges we face as we move into the planning

be able to keep the strong growth path we've N~ Deleted: with hard work snd ]
established over the( 2 nine months. Now is not the ear thinking
time to reston laurels —rather it is the time to {Dcletcd twelve J

1. Vin ban bi x6a nam trong mot hinh chir nhat & goc.

2. Van ban duoc thém vao s€ duoc gach dudi va co6 cung mau véi voi vién hinh chit
nhat chtra van ban bi x06a.

3. Nhitng duong dut quang chi ra nhimg phan c6 sy thay d6i, noi noi dung text duoc
x0a hay thém vao.

Sau khi ban m¢ tab Track Changes, bano s€ lam viéc trong Word nhu binh thuong.
Khi chén hodc x’(')a van bén,ﬁ hay di chuy,én van ban hodc do poa, thi cac duong (,11'It
quang s€ danh dau sy thay doi nay, mau sac va ndi dung thay doi cling dugc danh dau.
Ban x6a dong "with hard work and clear thinking.", dong van ban nay dugc dat trong
mdt box hinh chir nhat nho ¢ goc tai lidu, né dugce danh dau 1a "Bi x6a (Deleted)" dé
giai thich vi sao né phai naim & d6. Mot duge dit quing mau xanh chay dai tir hinh
chit nhat dén noi ma dong van ban da nam truée khi bi x6a.

Ban thay tir "twelve" bang "nine" ban chon tir "twelve" va gd "nine" dé thay thé né
(hodc ciing c6 thé x6a "twelve" rdi g0 "nine" tai vi tri d6). Tu "twelve" bi x6a s€ dugc
chuyén vao hgp mot hinh chir nhat & goc tai liéu. Tur "nine" mdi thém vao s€ dugc
gach duédi va c6 cing mau voi vién cua hinh chit nhat chira "twelve". Ngoai ra, co

mot gach doc phia trude mdi cdu ma trong dé cé thuc hién chinh sira.
c. Thém comment

Ban da thuc hién mot sd stra d6i, nhung ban cling mudn giai thich 1y do tai sao
ban x6a tir "twelve" trong cAu dau tién. R4t don gian: hiy thém mot binh luin (hoic
ghi cht) (Comment), d6 12 nhirg chii thich ma ban c¢6 thé thém vao céc tai liéu. Dé
thyc hién diéu do, chuyén con tré vao cudi cua vin ban ban mudn chén Comment, trén

thé Review, trong nhom Comments, chon New Comment.
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S
—/ Home Insent Page Layout References Mailings Review View
&3, Research %)~ I AJ Delete ~ 3o | |y 254 Final Showing Markup
S Thesaurus 5% #] Previous | [N B ) Show Markup ~
Speliing & ., New |, | Track |Balloons
Grammar g Transiate ﬁ Comment ':JNen Changes ~ - _E] Reviewing Pane ~
Proofing comments Tracking
Introduction

The challenges we face as we move into the planning

be able to keep the strong growth path we’'ve e loeleted: with hard work and ]
established over the last hinelmonths. Now is not the Bl

. R g e T ] =1 Comment [RB1]: ™he camoaign
time to reston laurels — rather it is the time to TEATEd NI, NG TWalve Manng A0,

1 ‘\[Deleted:w.o ve

Mot Comment d3 xuét hién & goc tai li¢u, tor ma ban mubn ghi chu dugc t6 sdng cung
mau v&1 mau cda hinh chitr nhat chtra ghi chu (mau tim nhat trong hinh minh hoa). Ban
6 thé phan bi¢t Comment va nhitng van ban bi x6a dua vao céc diém sau: - Hinh chit
nhat chira Comment c6 t6 mau trong khi hinh chira vin ban bi x6a chi c6 vién mdi c6
mau.

- Nhan "Comment" trén hinh chit nhat chtra ghi cht.

- Tén nguoi ghi chu.

Luwu y: Ban khong can phai mo Track Changes dé chén Comment, vi ban c¢6 thé thém

comment bat ctr thoi diém nao.
d. Phan biét viéc chinh stra cua ting ngudi tham gia review tai liéu

Khi c6 nhiéu nguoi review mot tai li¢u, ban co6 thé biét dugc thay doi nao da

duogc ai thuc hién. Dudi day 1a mot sb cach biét ngudi ndo di thay d6i nhiing gi.
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24 Final Showing Markup

&) Research [~ I S Dalsts ~

S Thesaurus By ¥ previous |
Spelling & .. lew I" Track |Balloons
Grammar % Transiate 135 || Comment 2 Next Changss~ ~ U] Reviewing Pane -

Proofing Comments Tracking

3 Show Markup ~

1§ D e

Pilar Pinilla, 6/8/2009 3:00:00 PM
to the planning
U

dent that we will { Deleted: «ith nard wore and ]

The ¢l commented:
cycle Too wordy,

Cigar thinung

""" . 2 Comme : T :
last piinglmonths. Now is not the time to rest on laurels -2 Bt (V1L Too woidy
—ratherit is the time 10 consolidate Our Market position -, societed:seasiets

g \ > ¥ Y 3 Comment [RB2]: Tre camzaign
and seek new markets for our products. 2 marred nine, not tweive morths ago

[ Deleted: tweive ]

Di chuyén con tro 1€n van ban mai dugce chen vao trong tai liéu, hodc trén cac van ban
d3 bi x6a trong hinh chir nhat & goc tai liéu. Poi v6i mdi stra d6i, ban s& thdy mot
ScreenTip chi ra tén cua ngudi sira va cac loai cta cac stra doi, chang han nhu "da
x6a" (deleted) hodc "chén" (inserted). Cac ScreenTip ciing hién thi thong tin da bi
x0a hoac chén vao van ban.

Mt cach khac dé phan bi¢t nhitng ngudi tham gia hi¢u chinh tai liéu 1a dya
vao mau sic. Word ti dong danh ddu mot mau sic cia ting ngudi tham gia hiéu
chinh, mdi nguoi mot mau khac nhau. Gia st ban dugec Word gén cho méau hong khi
hiéu chinh tai liéu, néu ban mudn xem chi nhitng chinh stra cia minh thi hay tim

nhiing van ban c6 t6 sang hodc cac hinh chir nhat mau hong & goc.
e.Tat Track Changes khong anh huong dén cac danh du thay d6i hodc ghi chu

Mic du tit Track Changes, nhung nhiing sy thay ddi van con thiy duoc trong tai lidu.

- nome e rFage Layout nigIsTe; nEanings Heview view

v B4 Researcn %~ I K] Deiete ~ Ly ‘2: 2 Final Showing Markup -
< - J - -
O Thesaurus B ¥ 1 Previous 3 Show Markup

pelling & New Track Balloons
3,5,,.,,,?,, a) Transiate 355 | comment 2 Next Changes~| = i) Reviewing Pane ~
Proofing Comments Tracking
Introduction
The challenges we face as we move into the planning
cycle are significant, but yve are confident that we will [ Deleted: with nard work and
keepfhestrong growth path we've established over the idabiulie :

last frine]months. Now is not the time 10 rest on laurels . Lcomment [PP1]: Too wardy ]]

—ratherit is the time to consolidate our market position =~ { Deleted: oo szia e

and seek new markets for our products. ', | Comment [RB2]: The cancaign
‘\ narted ning, nottwelve morthy o
(Dcldcd: twelve J

Néu ban mudn biét tit chic niang Track Changes c6 1am danh nhirng danh dau hoic
ghi chu trong tai liéu khong thi cau tra 101 1a KHONG.

Nhu trong hinh minh hoa, moi thir ban lam véi tinh ning Track Changes van
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con ngay khi ban da tit Track Changes. Chi ¢c6 mot diém luwu ¥ 13 sau khi tit Track

Change thi nhitng thay doi tiép theo cua ban s& khong con duoc Word danh dau nita.

f. Chap nhan hodc tir chdi comment (ghi cht) va thay doi

3
> 4
1 J,v\)\ 52 Reject = l
- 2 Previous

9% Next 4

o ase
Changes

Accept

1. Sir dung ntit Accept dé chap nhan sy thay d6i ciing mét luc hodc lién tuc cac thay
ddi, hodc dé chép nhan tit ca céc thay doi cung mot luc.

2. St dung cac nit Reject dé tir chdi sy thay doi cing mét lac hodc lién tuc cac thay
ddi, hodc dé tir chdi tat ca céac thay doi cung mot ltc.

3. Str dung céc nut Previous dé xem ting ghi cht hozc hiéu chinh theo huéng 1én trén
cua tai liéu.

4. St dung nut Next dé xem theo huéng xubng cudi cta tai lidu.

Khi tat ca nhiing thay ddi da duoc hoan tit, mot ngudi nao d6 phai cé trach nhiém

xem lai tai liéu sau d6 chip nhan hodc tir chdi nhitng thay d6i.

Str dung ntt Accept hoac Reject trén Tab Review trong nhdm Changes hoac Click-

Chu6t-Phai 1én tai liéu dé chap nhan hay tir chdi thay doi va comment (binh luan, ghi

chu). Khi nhitng thay d6i va comment dugc chip nhin bi x6a bo, tai liéu s& bj danh

dau dé chi ra rang comment va nhiing thay doi da duoc xo6a ra khoi tai liéu. Nhitn thay

d6i duoc chap nhan sé tro thanh mot phan cua tai liéu khi no duoc luu lai.
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2. Track Changes va Comments - nhirng tinh ning nang cao
a. An tam thoi nhitng thay doi

Hay tudng tuong réng ban s€ xem lai phﬁn thay ddi tai liéu duoc thuc hién boi
Richard, Kai va Pilar. Ban mudn xem phan thay di cua Pilar trude va biét rang ban
c6 thé tim gop ¥ tai liéu cta Pilar bang cach di chuyén con tré chudt 1én tat ca nhiing
su thay doi dé théiy tén Pilar hodc xem mau sic dugc Word gan cho nhiing hi¢u chinh
ctia ¢6 ay. Tuy nhién, ban nghi ring néu ban chi c6 thé xem phan stra chira cua Pilar
ma khong xem duoc phan cua Richard va Kai thi khong 6n, dic biét dbi voi nhitng tai
lidu dai.

(N HA9-0 + Documentl - Microsoft Word
2

o

Home Insert Page Layout References Mailings Review View

Final Showing Markup

&) Research %4y~ l Ad Delete ~ o ‘%j oo

S Thesaurus 5 : ¥ Previous J | ) Show Markup *
Spelling & ., e New Track |Balloons o
Grammar 3@ Transiate 323 | Comment 2 Nex Changes*l = i»] Reviewing Pane ~

Proofing Comments Tracking

Contoso Pharmaceuticals today announced netincome

| of 51.2 million, or $.06 per share, for its sixieen-week __.--1 Deleted: fineen

:.»iL.‘e&:j‘ V_,-'.'Comment [PP1): wiry? |

Hay ti€p tuc kham khé bang cach nao dé hoc vé su thay doi cua track
bé chi xem nhiing stra chita cua Pilar, ban c6 thé lam an nhiing cai stra chita cua
Richard va Kai. Cach thuc hién nhu sau:

Trén tab Review tab, trong nhém Tracking, click dong Show Markup, chi vao
Reviewers va x6a dau chon trén muc All Reviewers, né s& 1am an tit ca nhing hiéu
chinh, ctia bat ky ngudi nao. Sau do click dong Show Markup lan nita, chi vao
Reviewers va click vao hdp tén Pilar. N6 s€ hién ra phan comment va phan hiéu chinh
cua chi Pilar. Ban c6 thé chap nhan hoac tir choi nhiing gi da dugc hiéu chinh boi Pilar
ngay tirc thi hodc co thé dé sau.

Khi ban da thyc hi¢én xong, thi hady xem lai phén da bi stra chita bdi nhiing
ngudi khac bang cach click Show Markup 1an nita, sau d6 chon All Reviewers.

b. Xem mot tai lidu trudc va sau khi thay doi
Khi mét tai liéu d3 co rat nhiéu comment va nhirng phﬁn bi stra chita, ban c6 thé tu

hoi rang tai li¢u trude day nhu thé nao hodc ban c6 nén chap nhan hoac tir choi cac
hiéu chinh.
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n“ d )-M™ 3 Documentl - Microsoft Word
9
- Home Insert Page Layout References Mailings Review View
’v 41. Research I.‘.t)' ' 4 Delete > | | ;}; ] T_'L Final Showing Markup

O Thesaurus 8 —8 ) erevious | 3| Final Showing Markup
eling& ., New Track |Balioons Final
rammar 2 Translate s} Comment 2 Next Changes * v 031

= Original Showing Markup
Proofing Comments
Criginal

Contoso Pharmaceuticals !oday announcednetincome
n-week .-~ Deleted: fingen

quarterof FY 2003. Saleswere $48.1 million. A decrease

| of 51.2 million, or $.06 per share, for its sixize

e 549.0 million reported forthe same quarter

astjyear] __..-{ Comment [PP1]: why? ]

Tinh nang nay dugc thuc hién nhu sau: Trén Tab Review, trong nhom
Tracking, Final Showing Markup 14 chirc ning duoc chon mic dinh dé hiéu chinh
tai liéu. Dé xem lai tai liéu trude day, ban Click vao Original. Pé xem tai liéu s& trong
nhu thé nao khi cac hiéu chinh dugc chp nhan va nhitng comment di duoc xo6a, hiy
Click vao hop Display for Review va sau d6 chon Final. Nén nhé rang comment va
nhitng gi duoc hiéu chinh s& khong bi x6a mat. Sau khi review tai liéu, click Final

Showing Markup dé xem lai comment va nhitng hiéu chinh 1an nira.
c. An nhiing su thay d6i khong lam x6a comment va nhiing cai bi diéu chinh
Nhu di d& cap truéc diy an comment va nhitng hiéu chinh s& khong x6a mat

chung, ma chi cho ban théy tai liéu sach (khong théy nhitng hi¢u chinh hién Ién man
hinh).

] ) Show Markup =

(V] comments |
. v | Ing
11| Insertions and Deletions |
v | Formatting
v | Markup Area Highlight }
Reviewers y | v | Al Reviewers
. Pilat Pinilly
Kal Axford
:7] Richard Bready

|
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Céch dé xem nhitng gi an trong tai liéu.
Trén tab Review, trong nhoém Tracking, Click Show Markup va chic chan rang da c6
nhirng dau check trén Comments, Ink, Insertions and Deletions va Formatting.

Chon vao Reviewers trén menu Show Markup va chic chin rang di c6 ddu check trén
All Reviewers.

d. Kiém tra comment va nhiing hi¢u chinh

Page Layout References Mailings Review View
1" —J 2 Dejete ~ }\ ‘4; T Final Showing Markup - \/\7» &2 Reject =
H ¥ Previous < B ) Show Markup = 4 .—‘—/i $) Previous
1 .:,;,:‘:-em Fd text Ch.a’:;b-:s - :\a-l(-‘:ons _E) Reviewing Pane ~ I n((.em 9% Next
Comments Tracking Changes
Microsoft Office Word
Cont
| of S1 \?/ Al comments and tracked changes are currently hidden. |- { Deleted: rnesn
quart

-{ Comment [PP1]: wiy? |

‘Was this information haipful?

1. Str dung nhiing nut trong nhom Changes dé chap nhan hay tir chéi nhitng hiéu
chinh hodc x6a nhitng comment.
2. Dé thay noi dung tai liéu 4n nhitng hiéu chinh hoic comment, hiy Click bat cir
nGt ndo trong nhém Comments hoic Changes. Ban sé& thdy mot hop thoai md 1én nhu
hinh trén, Click Show All dé xem tat cA comment va nhitng hiéu chinh.

Céach duy nhéat dé 1am mat cac hiéu chinh 1a chap nhan hodc x6a chiing. Cach
duy nhét lam mat bo comment 1a chap nhan hoic tir chdi chung. Khi chap nhan thi cac

hi€u chinh va comment s€ tr¢ thanh mot phan cua tai liéu va khong bi danh dau ntra.

Khi ban tir chdi hodc x6a céc hiéu chinh va comment thi nhirng gi duogc chinh
sura s€ trd lai trang thai trudc khi thyc hién chinh stra. Trudce khi ban phan phéi tai liéu
cho ngudi khac, hiy chéc rang ban di thyc hién cac chap nhan hodc tir chdi x6a véi
nhiing hiéu chinh trén tai liéu. S& khéng chuyén nghiép néu tai lidu ban giri cho ngudi

khéc con cac ndi dung dang chinh stra.
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e. Chon cach tao track

Track Changes Options @@
Markup
nsertions: Underine v | Color: . By author v
R Deletions: Striethrough v | Color: Weannee v
Changed Ines: | Outside border v | Color: B v

1
- l' J, Sput cels: L gk o =]

Baloons
Preferred yidth: |3” S | Mgaswrein: Inches v
Margin: Right v

] Com )

Ban c¢6 thich nhitng hinh chit nhét chira van ban bi x6a hay cac ghi chu khong? Hay
ban mudn thay ddi kich thudc cua chung? Khi text dugc chén vao trong tai liéu ban
thich doan text nay xuat hién v6i hai dong gach chan hay mot dong gach chan?

Ban c¢6 mdt vai chon lua cho viéc thé hién ctia comment va cac hiéu chinh.
Cach lam nhu sau: trén Tab Review, trong nhém Tracking, Click vao dong Track

Changes, sau d6 click Change Tracking Options. Ban s& c6 nhiéu chon Iya dé tuy
bién nhitng thé hién cua tinh ning Track Changes.

PHAN VI: NHUNG TAC PONG CUOI CUNG CHO TAI LIEU

1. Can ban veé Header va Footer
a. Thém vao so0 trang, ngay gio

Néu ban khong chéc cai gi goi la headers and footers, thi hiy nghi dén viéc
dinh dang trang sach. Thong thudng tén sach thudong xuat hién & ddu mdi trang va tén

chuong xuat hi¢n trang do1 dién va ¢ dudi 1a so trang.

53



Tim hiéu Microsoft Office 2007- Tap 1: Tim hiéu Microsoft Word 2007

Our Solar System

C:\Scientific papers\SolarSystem.docx Page 1

b6 1a mot dang thé hién cua Header va Footer, n6 duoc ung dung mdt cach tuong tu
trong Word. Thuong thi ¢6 thé ban mudn danh ddu sb trang trong sudt tai liéu. Cac
thong tin khac nhu tén tai li¢u, tic gid, ngay in; tén cong ty, dia chi email, dia chi web;
tén file va vi tri file.

Khong c6 qui luat cu thé nao voi Header va Footer, trong Word 2007, ban co

thé tao ra Header va Footer theo y ctia minh.

b. Panh dau sb trang

| Insert( 4

I & ] Header ~

t - Footer = :
Links et

X ) Page Number = | Bax

‘ |3 Yop of Page

|§) Bottom of Page

k] Psge Margins

=] B ‘/ )

3 Page il |
& ~ R

=% " | Bold Numbers 2

»

=

S trang (Page numbers) 13 sir dung thong thuong nhat ctia Header hodc Footer, vi no
that su can thiét cho tai liéu. Dé danh dau sb trang vao tai li¢u ta lam nhu sau:
1. Trén Tab Insert, trong nhom Header & Footer, chon Page Number.
2. Chon noi ma sb trang xuét hién, vi du nhu trén, dudi, & gita...
3. Sau d6 chon kiéu con s trong thu vién.
S6 trang duoc ap dung trong sudt tai liéu va chung ciing dugc thay d6i néu ban

x6a hay thém vao s trang trong tai liéu.
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c.Thém vao ngay thang hién tai

1| [Type text]

| [Endish (US.)

| [l update automatically. 4
Lo [ et |

Mot vai Headers va Footers c6 san trong thu vién bao gdm mot Text Area (khu vuc
chén van ban) dic biét cho viéc chén ngay gio. Nhung ban ciing ¢ thé chén ngay gid
hién tai doc lap véi Headers va Footers. Cach lam nhu sau:

1. Click Header hodc Footer noi ban mu6n ngay gio xuat hién trén tai liéu.

2. Trong nhom Insert, chon Date & Time.

3. Chon mét loai dinh dang ngdy gio. Ban c6 thé chon ngay hoic gid hodc chon ca
hai.

4. Chon Update Automatically trong 6 chon.
Ngay gio hién tai s€ cho ban biét bat khi nao ban md tai liéu ra. Ban cling co

thé cap nhat khi file dwoc mo va diéu chinh lai trude khi in 4n.
d. Thém tén file va duong dan dén file

Mot kiéu Headers hoic Footers thong thuong khac 1a thém tén cho tai li¢u va
duong dan dén noi tai liéu duoc luu trir. Pé chén thong tin ndy mot 1an nita ban phai

st dung Field (truong ndi dung).
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3G

Date | Quick |
& Vime | Parts ~ |

[ _
o =i Fielda ";1;,
et

A an v s
Eeld names
Al
[
|
PR Fictione | l

v !

Hay lam theo cach huéng dan sau:
1. Trong nhom Insert, click Quick Parts va chon Field.
2. Trong hop Field, under Field names, chon FileName.
3. Click vao 6 chon Add path to filename.
Field FileName cho ban cach cép nhat duong dan mét cach tu dong néu ban di

chuyén tai liéu di noi khac.

e. X0a bo header hoac footer

26 August, 2008
< ChScientific papers'\SolarSystem.docx

e
& i

Goto: Gote
ﬂme m 039 At || Header Faoter ik to Mreidaud

Header Footer| Page
(D) *  |Number-

Het Builtin

Blank
[ [Type ent) | - |

o EditFooter
3 ) Remove Footer

Ban duoc chuyén mot tai liéu va ban cam thay can x6a boé nodi dung cua Header hay
Footer.

1. Gia st mot thong tin & Footer, chéng han duodng dan cua tai liéu khong con can
thiét.

2. Trong nhdm Header & Footer, chon Footer.

3. Chon Remove Footer.

S6 trang va Header ciing c6 chtra 1énh Remove véi tic dung twong tu.
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2. Header va Footer cho tirng phan trong tai liéu

a. Tao ra nhi€u loai header va footer trong cung mot tai licu

Ban c¢6 mot tai liéu nhiéu phan va ban mudn tao ra nhiéu loai Header va Footer
tuong tng v6i timg phan. Hinh minh hoa bén trén cho biét timg phan tai liéu s& c6
Header va Footer khac nhau.

|
SYSTEM Contents il :

Chapter 1: Case
Study

V6i trang bia ban s& khong can sé trang ciing nhu Header va Footer.
boi vébi céc phé"m dau, chéng han nhu Muc Luc, Header va Footer nén thé hién sao
cho ngudi doc biét day chua phai 1a ndi dung chinh.
V6i cac chuong, Header va Footer lc ndy rat cn thiét dé dinh hudng cho ngudi doc,
nhic cho ho biét minh dang xem phan nao va ai 1a tac gia.
Ban di biét mot diém tién dung cua Header va Footer 1a chi can tao mot l1an va c6 thé
ding xuyén sudt ca tai liéu. Nhung v6i mot tai liéu co6 nhiéu phan ban can nhiéu

quyén kiém soat Header va Footer hon. Phai 1am nhu thé nao?

b.Tao ra thanh nhitng phan khac nhau

Néu tai liéu ¢6 nhiéu phén ban muén tao ra nhiéu loai Header va Footer di véi ting
phan, diéu dau tién can 1am 12 tao ra section breaks (ngit doan) giita timg phan cua

tai licu.
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Table of Chapter 1:
Contents Case Study

Mot section break cho phép tao ra mot mot cach trinh bay duy nhat cho cac
trang trong phén d6. V&1 mot cach trinh bay (layout) dugc thiét 1ap, ban co thé tao

Header va Footer theo cach ban mudn cho timg phan (section).
c. Cach phan chia tirng section

Page Layout References Mailings Review View

slentation ~ it":.é.reaks '; 2 M) Watermark ~  Indent
1 phapterl 2 | Page Breaks
v | | Boe
gy * _)]
CASE STUDY ‘
Section Breaks
3 Next Page
? § T p—l Insert a section break and start the new
there ace nine planets locked in or| ==} sectiononthe netpage. Rﬁ
Continuous

Ban chén section break trong phan chinh cua tai lidu, chir khong phai bat ctr noi nao
trong khong gian header va footer. Chinh vi vay, ban phai dong man hinh lam viéc cua
Header va Footer trudc khi thyc hién cac budc sau day:

1. Chi con trd noi ban mudn bt diu mot section méi.

2. Trén Ribbon, chon Tab Page Layout va chon Breaks.

3. Dudi Section Breaks, chon Next Page.

Word s€ tao ra mot section break ¢ vi tri phia trén con tro chudt.

d. Cach tao muc luc header va footer khac nhau cho ting section

Mot section break phan chia nhitng gi bén trén né thanh mot phan va nhiing gi phia
dudi la mot phén khéac. Vay vdi mét section break dugc chén vao trudc Chapter 1, tat
ca nhitng gi trudc do (trang bia, muc luc...) s& 13 phan 1 (section 1) va Chapter 1 s&
trg thanh phén 2 (section 2).
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Khi ban mé khong gian lam viéc cua Header va Footer, cac thé danh dau sé
xuat cho ban biét ban dang lam viéc vo1 Header va Footer cua phan nao. Trong hinh
minh hoa, cac thé danh dau chi ra nhitng phan khéac nhau va gan cho moi phan mot

con sO.

Footer -Section 1-

2

Header -Section 2- o . 3 Same &% Previous
“h qnlvl

1. Footer nay chi phan két thiic cua phan 1.

2. Header bén dudi bat dau phan 2.

3. Tab Same as Previous. N6 c6 y nghia gi?

N6 ¢6 nghia 1a mic du ban tao ra nhitng phan khac nhau nhung Word vén c¢6 tiy chon
cho phép ban chia sé nhiing diém chung giitra Header va Footer ctia mdi phan. Trong
hinh minh hoa, thé Same As Previous c6 nghia 1a ndi dung cua Header hién tai dugc
lién két v6i noi dung Header cua phén trudc d6. Néu ban muon Header hién tai doc
1ap vo1 Header trude ban phai x6a lién két gitra 2 Header. V&i Footer cling tuong tu
nhu Header.
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e. Cach tao ra sy khac biét cho trang dau tién

o - Microsoft Word Header & Footer Tools
Design
V. Different First Page | 1| =0 -
t;jv -
v <)

Position

First Page Headar -Section 1- A ‘ e ‘
Khi ban da dua cac ndi dung dau (trang bia, muc luc...) vao mot phén riéng, ban tham
chi con co thé phan chia né ra thanh cac phan nho hon nita. Gia st ban khong mudn

bat cr gi xuat hién trén Header va Footer cua trang bia:

1. Str dung chic nang Different First Page nhu hinh trén dé thuc hién. Néu ban
chon tuy chon Different First Page thi c6 nghia ban cho phép Header va Footer cua
trang bia ndy khac voi phan con lai cua cac trang trén ciing mot phan (section). Ban
cling c6 thé 1am diéu twong ty véi cac phan khac cua tai lidu.

2. Khu vuc Header va Footer bdy gid s& c6 phan vin ban véi ndi dung "First Page
Header" and "First Page Footer" (chi xuat hién trong khong gian lam viéc Header va
Footer).

Néu ban c6 ap dung danh sd trang thi chira nang Different First Page ciling ngin

khong cho danh sé trang bia.
f. Header va Footer khac nhau cho céc trang chan va 1¢

Khi ban str dung thu vién Header va Footer duoc thiét ké sin, ban s& théiy mot
sd duoc tao ra dé danh riéng cho trang chin va 1é. Noi dung cua Header va Footer
dugc dat & goc cua trang, gidng nhu trong thiét ké cua cac trang dbi dién trong cac
quyén sach. Néu ban mudn in ra va dong tai liéu ctia minh, c6 thé ban sé& can dinh

dang tuong tu.
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" Different First Page

V' Different Odd & Even Pages] ‘_

V' Show Document Text

Dé tao ra Header va Footer cho trang chéng va 1¢, ban thuc hién mét tién trinh tuong
tu nhu trén: Tao ra cac phan khac nhau trong tai liéu bang section break, x6a lién két
giita cac phan va thém Header va Footer cho ting phén.

Luwu y khi thue hién: Néu ban mudn Header hoic Footer ciia cac trang chin va Lé
nam & goc trang ban phai bat chira nang Different Odd & Even Pages trong Tab
Design trudce khi thue hién.

3. Tim hiéu vé bang muc luc (Table of contents - TOC)
a. Cach lam viéc v61 bang muc luc ty dong
Muc luc 1a mét danh sach don gian liét ké tén cac chuong. n6 cod thé phéan thanh nhiéu

cap nhu trong hinh trén.

Muc luc cung cap cai nhin tong quét cua tai liéu giap cho ngudi doc co thé tim thay
tirng phan mot cach nhanh chéng. Word 2007 cung cip cho ban mot cap ldp muc luc
tu dong.
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Contents

)

Oeamos
B

A R LA A B

Gonymede.... ...

Coft

Thon

Yenus

R R R e

THE SUN.

C6 2 bude dé tao muc luc tu dong:

1. Chuén bj tai liéu bang cach gan cac Heading Styles (kiéu trang tri tiéu déu) cho tén
cac chuong va cac tiéu dé ma ban mudn xuét hién trong muc luc.

2. Thu thép cic tiéu d& d6 dé tao thanh bang muyc lyc.
b. Budc 1: Chuén bi tai liéu cho bang muc luc
Sau khi ban da quyét dinh cac tén chuong va tiéu dé s& xuét hién trén muc luc ban

can ap dung mot sb Style dac biét dé Word c6 thé thém ching vao muc luc tu
dong.

&3 Replace

, , F Find ~
AaBchDc[AaBbc., AaBbCc AaBbecel aaBbect AAD - %

TNormal || Headingl || Heading2 Heading3  Heading 4 Title — Change
9 . < | Styles ~ ‘3 kg Select ~
| Styles || Editing |

[rhe Planets

Bght major of Classicyl planets are currently recopnized by the Intérnationsl Artronomical Unon
{IAU), the body that gives official namesto objects in the solar system. The planets are
commonly dividedintotwo groups the inner planets (Mercury, Venys, Earth, and Mars) and the
outer planets [Jupiter, Satum, Uranus, and Nepturne). The inner planets are smaliand are
composed primary of rock and iron, The outer planets are much larger and consist mainly of
hydrogen, helium, and ice. Pluto, historically counted asthe ninthplanet, does not belong to
either group, and was reciassified as a dwarf planet by the |AU in 2006, Some astronomers have

Cac Style nay nam trén tab Home, trong nhém Styles. Vi mdi chuwong va tiéu dé 1am

nhu sau:

1. Chi con tré vao tén hodc cac tiéu dé cua chuong.

2. Trong nhém Styles, chon Heading 1 cho cip d6 cao nhat 1a tén chuong, Heading 2
cap do tiép theo, co thé 1a tén ctia ctia cac phan trong chuong va Heading 3 cho tiéu

dé phu.
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Céac Heading Styles va bang muc luc tw dong lam viéc voi nhau dé tao ra
bang muc luc cho tai liéu. Word chi dinh muc lyc Heading 1 1am cép dd cao nhét
trong bang muc luc, Heading 2 twong tmg véi cap do cao thir hai va Heading 3 cho

cap do tiép theo.
c. Budc 2: Tao bang muc luc cho tai liéu

Sau khi chon cac Heading Style phu hop cho ting phan, thi da dén lac thu thap

tat ca chung vao trong bang muc luc, dy 1a lac Word 1am viéc thay cho ban.

Documentl - Microsoft Word

— Home Insert Page Layout References Mailings Review View

=1 e Add Text ~
= [ 3! Updaste Table
Table of

Contents ~
Table] Update Table L
Update the Table of Contents 5o L

that all the entries refer to the |
cormrect page number ‘

Contents

THE PLANETS cciiiiniiaiinnnsn 2

MR =
Vs

Pau tién ban chi con trd noi ban muén bang muc luc xuét hién, thong thuong thi
ngudi ta dit muc luc ¢ dau tai liéu. Trén tab References, chon Table of Contents, sau
d6 click Automatic Table 1 hodc Automatic Table 2 hodc cai ndo ban cam thy phu
hop nhét. Rét nhanh va don gian.

Bang muc luc s¢€ xuat hién v&i mot hdp mau xanh nhat. B6 1a mot hi€u tng dé thong

bao cho ban biét ddy 1a mot ban muc luc tu dong.
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d. Cap nhat bang muc luc

Documentl - Microsoft Word
Home Insert Page Layout References Mailings Review View
D Add Text ~ = PR t " ! g
i | AB A ’ ‘
(3P Updste Table || AT Mes tnote = || X APA '
Table of | & ;

Contents ~_ Il santnnre o x ‘l t af Bt |
Table] Update Table 3| :
Update the Table of Contents so

that all the entries refer to the
correct page number,
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Sau khi da tao ra bang muc luc cho tai li€u, co thé ban phai duy tri nd. Bang muc luc
s€ tu dong cap nhat khi tai liéu dugc mo; va con hay hon nira khi n6 cling ty cap nhat
bét cr khi nao ban thém tén chuong hoic tiéu dé méi vao va 1am thay doi sd trang cua
tai liéu. Chi can thuc hién 2 budc sau:

Ban cép nhat muc luc bang cach Click vao tab References va sau d6 chon Update
Table trong nhdm Table of Contents.

Khi cap nhat bang muc luc ban sé dugc hoi réng ban mudn cap nhat toan bd muc luc
hay chi muon diéu chinh s6 trang. Chon di€u chinh s6 trang néu ban thém ni dung
lam tang sO trang trong tai liéu ma khong thém ti€éu dé nao méi, con néu ban thém
hoic thay dbi noi dung tiéu dé thi nén chon Update entire table.

Ban nén tranh viéc stra chira truc tiép vao bang muyc luc, vi néu ban da ting cap
nhat bang muc luc thi ban s& mat dit liéu da thay d6i. Dé thay ddi ndi dung trong bang
muc luc, thi hay chinh stra trén tai liéu, chtr khong stra truc tiép trén bang muc luc, sau
do click Update Table.

e.Thay doi bang muc luc

Co rat nhiéu cach dé ban thay d6i bang muc lyc.
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Tim hiéu Microsoft Office 2007- Tap 1: Tim hiéu Microsoft Word 2007

Bén canh viéc chon nhiéu kiéu va dinh dang da c6 san trong Word, ban co6 thé tu
thiét ké chi tiét bang muc luc cho riéng minh, chang han nhu quyét dinh s6 cap cho
muc luc, c6 cho s6 trang xut hién hay khong, tao duong ndi bang diu cham giita tiéu
dé va sb trang, v.v...

Ban s& tim hiéu cc van dé ndy & phén tiép theo: Thay doi hinh thirc bang muc luc.
4. Piéu chinh muc luc
a.Thay d6i hinh thirc bang muc luc

Ban da c6 mgt bang muc luc 101, nhung ban lai mudn thay doi chung.

Vi du tiéu de trong tai liéu ciia ban c6 mau xanh nhung trong bang muc luc thi khong.
Ban thich mau xanh va muon trong bang muc luc cling c6 mau trung véi céc tiéu dé
trong tai lidu.

C6 thé bang muc luc qua dai va ban mudn lam nd ngan baot.
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Hoac cling c6 thé ban da hai long vé bang muc luc nhung van mudn c6 mét thay doi
nhd. Chang han ban muon thay doi cac duong cham dut quang gitra cac d€ muc va so
trang. Hodc ban mudn so trang nam gan cac dé muc hon. Tat ca nhiing viéc do, va

con nhiéu hon, dé c6 thé thuc h