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> H9-0 Trong Word 2007, ban sé& khéng con thay cic menu 1énh nhw phién ban truécma thay vio dé 1 =
®, = hé théng “ribbon” véi 3 thanh phan chinh: thé (Tab). nhém (Group) va cic mit 1énh (Command

== button). Cdc mit 1énh ¢6 lién quan &én nhau duoc gom vio mot nhom, vi d}; nhw cdc mit chon
’j Nw font, c& chi¥, in ddm, nghiéng, gach chin .. dwoc gom vao nhém Font. Nhiéu nhém cé chung mét
- tac vu lai dwoc gom vao trong mot the.

f Qpen Ban hidy dé ¥. & goc trén bén tay trdi ¢6 mét mit hinh tron . né cé tén 1a Microsoft Office Button.
| - Nhan nit ndy s& xuat hién mot bang lénh trong tu nhw menu File cua phién ban Word trude. bao
lﬁ Conyert gom cdc lénh: New. Open. Save. Print...
H " Quick Access Toolbar 13 thanh céng cu nim canh miit Microsoft Office Button, gxup truy cap
i nhanh dén nhimg niit 1énh theong ding. Ban cd thé nhan chudt vao nit mii tén & cudi thanh va
bd sung thém nhimg mit 1énh ban hay ding khic vao thanh céng cu nay bang cich danh dau
‘ & SaveAs | » chon vao né.
@ . | Save Sit dung phim tit 36 mé cac thé, nit lénh
2
i?é Prepare  »
Page layout References
%P
2 Send >
A/ Publish ¥
J Close

Ngoii phirong phap nhan chuét, ban cé thé s dung phim tit ¢é truy cdp dén cdc thé, niit lénh
mot cich nhanh chéng. Rat don gian, hay gi* phim Alt trong 2 gidy. ldp tic xuat hién cdc chi
cdi trén cdc the, ban nhdn tiep chir cdi trén thé ndo minh mudn mé, the d6 sé dvockich hoat. Biy
Page' 1059 | Words: 15201 | [EEEE

[I!ll

Heé thdng “ribbon” véi 3 thanh phan chinh: thé (Tab), nhom (Group) va cac nat 1énh (Command
button). Cac nut 1énh ¢6 lién quan fién nhau firgc gom vao mét nhém, vi du nhu cac nat chon
font, O chir, in nam, nghiéng, gach chan... fivgc gom vao nhém Font. Nhiéu nhom c6 chung mot
tac vu lai fiwgc gom vao trong mot thé.

O goc trén bén tay trai c6 mot nat hinh tron , nd ¢ tén 1a Microsoft Office Button. Nhin nut nay
s& xuat hién mot bang 1énh twong tu nhu menu File cta phién ban Word trudce, bao g@)m cac Iénh:
New, Open, Save, Print...

Page 1



GIAO TRINH TIN HOC CAN BAN - OFFICE 2007

o) d2-0 § Quick Access Toolbar la thanh cong cu nam canh nut
3) [ . .y A ~A ~, 4
= R . Microsoft Office Button, gitp truy cap nhanh fién nhitng ntit
@) d92-0 B 1énh thuong dung. Ban c6 thé nhan chudt vao nat miii tén &
Customize Quick Access Toolbar A \ A A ~ , A \
vow cuoi thanh va b6 sung thém nhirng ntit Iénh ban hay dung
Oen khac vao thanh céng cu nay bang cach nanh dau chon vao no.
V' || save
E-mail
Quick Print
Print Preview

Speling & Grammar
V| Undo
v | Redo
Draw Table
More Commands.
Show Below the Rikbon

Minimize the Ribbon

Sir dung phim tit iié¢ mé cac thé, nit 1¢nh
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Str dung phim tit fié truy cap fién cac thé, nat 1énh mot cach nhanh chéng. Rat fion gian, hiy giir
phim Alt trong 2 giy, 1ap tirc xuat hién cac chir cai trén cac thé, ban nhan tiép chir céi trén thé
nao minh muén ma, thé fio s& fivoc kich hoat. Bay gio trén cac nut Iénh lai xuét hién mot loat
chit cai fié ban kich hoat né véi cach tuong tu. Nhin ESC ié thoat.

&

Tao mgt tai liéu méi

Phim tit fié tao mot tai liéu mai trong Word la Ctrl+N.

Céach khac: Nhan chudt vao Microsoft Office Button , chon New, nhan fip chudt vo muc Blank
document.

Tao mdt tai liéu méi tir mau c6 san: Nhan Microsoft Office Button , chon New. Nhan Installed
Templates, sau 116 chon mot mau fid cai vao may hay chon mdt mau tr Microsoft Office Online
(yéu cau c6 két n6i Internet fié tai vé). Nhan nut Create fi¢ tao mot tai liéu méi tir mau fia chon.
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Phim tit mo tai liéu c6 sén 1a Ctrl+O. Ban ciing c6 thé vao Microsoft Office Button , chon Open.
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Luru tai li¢u

Phim tét fié luu tai liéu 1a Ctrl+S

Céach khac: Nhan Microsoft Office Button , chon Save.

Neéu file tai liéu nay trude 16 chua fiuge luu 1an nao, ban

s€ fiugc yéu cau fiat tén file va chon noi luu.

Dé luu tai liéu voi tén khac (hay fiinh dang khac), ban

nhén Microsoft Office Button , chon Save As (phim tat

F12).

Mic fiinh lwu tai liéu dang Word 2003 tré vé truée

E\ H9-0 s GIAC TRINH TIN HOC

L Save a copy of the document
‘j New Gl
- K;‘ 2 Word Document
~ 1=— | Save the document in the default file
/ Qpen format.

‘l'_"hj‘ Word Template
1= Save the document as a template that
can be used to format future documents.

Save ] Word 97-2003 Document

liw. a

H Save a copy of the document that is fully
la Save As | »

=

L=

»| Convert

compatible with Word 97-2003.

Find add-ins for other file formats

) Learn about add-ins to save to other
formats such as PDF or XPS.

Print »
,—l Other Formats
Open the Save As dialog box to select

155
|%7| Prepare > from all possible file types

[N

‘ﬁ Send >
U/ Publish ¥
Close

|23 word Options | | X Exit Word

Maic fiinh, tai liéu cia Word 2007 fivgce luu véi fiinh dang 1a * . DOCX (khac voi *.DOC). Véi
fiinh dang nay, ban s& khong thé nao mé fivge trén Word 2003 tré vé trude néu khong cai thém
b chuyén i6i. Dé tuong thich khi mé trén Word 2003 ma khong cai thém chwong trinh, Word
2007 cho phép ban luu lai voi fiinh dang Word 2003 (trong danh sach Save as type ctua hop thoai

Word Options ‘'H ,Zj!]
Popular .
H Customize how documents are saved.
Display
Proofing Save documents
pe—
ave Save files in this format: Word 97-2003 Document (*.dod L]

Advanced V¥ save AutoRecover infor Word Document (*.docy)
Word Macro-Enabled Document {*.docmj

Customize AutoRecover file location: 5 3 p Browse..,

Add-Ins Detault tile location: Word Template (*.dotx) Brovise...
Word Macro-Enabled Template (*.dotm)

Trust Center Offline editing options for dd Word 97-2003 Template (*.dot)
Single File Web Page (*.mht, *.mhtml}

Resources

Save checked.out files to:
@ The server drafts loc
' The web server

Server drafts focation:  |C:\

Preserve fidelity when sharin|

[~ Embed fonts in the file
% Embed onty the ¢

Works 7.0 (*.wps)

Web Page {*.htm, *.html)

Web Page, Filtered (*,htm, *.htmi)
Rich Text Format (*.rtf}

Plain Text (*.bxt)

Word XML Document (*.ami}
Word 2003 XML Document [*.xmi}

Works 6.0 -9.0 (*.wps) ]
Works 6.0 -9.0 [*.wps}

s |

Browse...

Save As, ban chon Word 97-2003
Document).

Mudn Word 2007 mic fijnh luu
véi fiinh dang cua Word 2003, ban

nhén Microsoft Office Button ,
chon Word Options fié m& hop
thoai Word Options. Trong khung
bén trai, chon Save. Tai muc Save
files in this format, ban chon
Word 97-2003 Document (*.doc).
Nhén OK.
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Savein: | OFFICE 2007 X @-3 Xy i3~
5 Trusted )Co Huyen_GTTH_EXCEL
Templates |~ 0EMO DATA ACCESS 2007
3 My Recent ) Giao trinh THCB
Documents oo L IONGDANTHUCHANH_ Hue
[ Deskrop I~$am khao Word 2007,doc
1 ~$A0 TRINH TIN HOC CAN BAN - OFFICE 2007.doc
2 Qé’cuments 1¥1]GIAO TRINH TIN HOC CAN BAN - OFFICE 2007.doc
s @_]Tham khao Office 2007.doc
» Cgmputer @]Tham khao Power_Point_2007.doc
@Tham khao SharePoint 2007.doc
[~= ) My Network. il
Places ) Tharn khao Word 2007.doc
File name:  [G1a0 TRINH TIN HOC CAN BAN - OFFICE 2007.doc a |
Save astype: |word 97-2003 Document (*.doc) -
Word Document (*.docx) -]
\Word Macro-Enabled Document (*.docm;
‘Word Template (*.datx) Z
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot) >

Giam thiéu kha niing méat dir liéu khi chwong trinh bi fiéng bit ngo

Dé fié phong trudng hop treo may, cup fiién lam mat dir liéu, nén bét tinh ning sao luu ty fiong
theo chu ky. Trong hop thoai Word Options, chon muc Save ¢ bén trai, fidnh déu check vao Save
AutoRecover information every, sau 16 nhap $6 phut tu figng luu vao 6 bén canh. Nhin OK.

Luu tai liéu véi fiinh dang PDF/XPS

Word 2007 1a kha nang luu tai liéu véi dang file *.PDF (Portable Document Format) va *.XPS.
(XML Paper Specification) la loai file fiién tir co bd cuc ) fiinh, fidm bao khi file fivgc xem trén
mang hay fiem in n6 van gitr lai chinh xéc cac phﬁn fiinh dang ban can, dit liéu trong file khong
d& thay foi.

Pé luu hodc xuét sang fiinh dang PDF/XPS, trudc hét ban can cai fijt thém phﬁn hd trg Microsoft
Save as PDF or XPS cho hé théng Office 2007: truy cap vao
http://r.office.microsoft.com/r/rlidMSAddinPDFXPS va 1am theo hudng dan trong fi6 fié cai fiat.

Cai xong ban co thé luu tai liéu lai véi dang PDF/XPS béng cach nhin Microsoft Office Button ,
chon Save As, chon PDF or XPS.
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Word Macro-Enabled Tempiste (*, dotm) -
‘\Word 57-2003 Template (*.dot _]

XS Document: (*.xps)
name: Singie File Web Page (*.mht; *.mhtml}
. ‘web Page (*.him; *.html) =

Save asEypel \\yord 97-2003 Decument (*.doc) =

Phong 16m / thu nhé tai li¢u
O goc dudi bén phai cira s6, trén thanh trang thai s& thdy thanh truot Zoom . Ban chi viéc kéo
thanh truot qua phai fié phong 16n hay qua trai ié thu nho tai lidu.

I -

EERIEET ey =0
X&c 1ap ché iip phéng 16m / thu nhé fidc biét

Trong thé View, nhom Zoom, nhin 100% fié fira tai liéu vé fiting kich ¢& ctia né. Nt One Page
cho phép ban hién thi vira fiang 1 trang trén man hinh, nut Two Pages hién thi fiung 2 trang, con
Page Width 13 ché fio Zoom ma chiéu rong trang vira voi chidu rong man hinh.

Xem tai liéu & ché ¢ Full Screen Reading

Cong cu nay nam & thé View, nhom Document Views, muc Full Screen Reading. Khi & ché 116
Full Screen Reading, nhan phim mili tén & goc dudi ctia trang fié di chuyén qua lai giira cic
trang. Nhan ESC fié tr¢ vé ché ii¢ Print Layout. Ciing trong nhém Document Views ban c6 thé
chon nhiéu ché 1o hién thi khac nhu Web Layout, Outline, Draft.

V! Ruler seaumentize ' Thanh thwde ké (Ruler)
Gridlines Thumbnails
R Thudce ké doc va ngang rét tién loi cho ban canh chinh, cho phép ban tiy ¥

bat tat thanh Ruler (menu View — Ruler), chtic ning nay fid fivge fiva vao thé View, nhom
Show/Hide. Ban chi viéc fianh dau check vao muc Ruler fié cho n6 hién 1én lai.

Mbt cach khac fié cho thude ké hién ra 1a nhan chudt vao nit View Ruler & phia trén thanh cudn
doc.

- g
|
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Luu y: Ban phai xem tai li€u o ché fi6 Print Layout thi moi hi¢n fiu fivge cac thanh thude ké.

A

Thay iidi xac 1ap 1¢ trang

Trong menu Page Layout, iié thay fi6i 1é trang, nhin nit Margins, mot menu x6 xudng cho ban
chon nhitng kiéu 1& trang minh thich (mdi kiéu 18 fiéu ¢ ghi chii thong s6 bén canh, vi du kiéu
Normal thi 18 trén, dudi, trai, phai fidu cach mép gidy 1 inch...).

P., ﬂ o - 0 5 GIAO TRINH TIN HOC CAN BAN - OFFICE 2007 doc [Compatibility Mode] - Microsoft Word - miXx
e ) S e (
s ' tome ‘ Page Layout [ References Mailings Review View @
Aa L L—B lj | ¥=\ Breaks ~ &) Watermark ~ | Indent | Spacing 3| 44 Bring 1o Front ~ |2 Align =

'7 =) rj‘LlneNumbers- ) Page Color ~ ‘ £ et 07 2 || $Z Before: |Auto = —‘ 24, Serjd to Back - LE] Group - ‘

Themes Msrgns Onentabon Size Columns _ ) 2 {1 ——— Tl = - —1|| Posttion: —; A
i & bE Hyphenation ~ | ] Page Borders || E=Right: |0 7 || 3= After; | Auto 5 | . € TextWrapping = 'S Rotste - ‘

‘timﬂi“ ‘1| | Hormal 4| Page Background | | Paragraph Pl Kersiion |
i Top: 1 Bottom: 1"
[Q Lot A Right: 1" L i 2o ey T i i i g e e e B e b e o v

Left: os" Right: 05" hia trén thanh cudn doc.
| —

— Harrow g A s A A 2 3 T 2
Top: 05" Bottom: 05" Mot cdch khdc dé cho thwdc ke hién ra ld nhan chudt vao mit View Ruler o

Moderate
Top: s Bottom: 1"
Left: 075" Right: 075"

Left: 2 Right: 2"

Mirrored
Top: 153 Bottom: 1" rang
Inside:  1.25" Outside: 1"
e St rout, dk thay doi le}rang, n.ha.n nit Margins. mot menu X6 xudng cho ban
Top: 1" Bottom: 1" ing minh thich (moi kiéu 1é déu cd ghi chi théng so bén canh. vi dukiéu
Left 125" Right.  1.25"

I Wide -
Top: 1" Bottom: 1" tai liéu & che d6 Print Layout thimdi hién du dwoc cdc thanh thudcke.

61, trdi, phai déu cich mép gidy 1inch..).

Custom Margins...
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Kﬁg‘ Convert
e s
E Save As
@ Print
95

F/E Prepare
g sene

&5/ Publish

il
‘_| Close

s Tham khao Word 200
Recent Documents
1 GIAO TRINH TIN HOC CAN BAN - OFFICE 20... 1=
2 Tham khao Word 2007.doc = [F
3 Tham khao Office 2007 .doc 4=
4 QuanlLyBanHang.doc &= ||
5 HUONGDANTHUCHANH TINHOCCANBANB... 1= I
& Giao trinh HUONG DAN THUC HANH Buoi 2... =l | ]
7 Giao trinh HUONG DAN THUC HANH Buoi 2..., = l
8 HUY &=

2] Word Options \{X EgitWordV

1

e — - ﬁ‘
2] Word Optiens |X Exit Word Ji

Hién thi céc Ié trang

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

Popular
Display
Proofing
Save

Customize

Add-Ins

Trust Center

Resources

v

i < Y (< B

-

r
v
v
72

Use smart cut and paste i Settings... I

Show document content

[~ Show background colors and images in Print Layout view

Show text wrapped within the document window

Show picture placeholders

Show drawings and text boxes on screen
Show text animation

Show bookmarks

Show Smart Tags

Show text boundaries

Show crop marks

Show field codes instead of their values

Field shading: |When selected VI

Use draft font in Draft and Outline views

If_‘ourxer New VI

10 ¥

Font Substitution... |

Display
Show this number of Recent Documents:

Show measurements in units of:

Style area pane width in Draft and Outline views: |07

Show pixels for HTML features
Show all windows in the Taskbar
Show shortcut keys in ScreenTips

Show horizontal scroll bar

17 -

Inches v I
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(Og) -0 )* Chon hwéng gidy cho toan bd tai liéu

- Home Insert Page Layout Refi

As) 1 _J el Trong thé Page Layout, nhém Page Setup, nhan niit Orientation

Margins {Orientation| Size Columns

. | ot P — va chon mot trong hai kiéu 12 Portrait (trang doc) hoac Landscape
o] L = (trang ngang).

| Xac l1ap trang doc va trang ngang trong cung mot tai li¢u
- Dung chudt quét chon cac fioan vin ban ma ban mudn thay fi6i sang huéng doc hoic ngang.
- Trong thé Page Layout, nhom Page Setup, nhén nat Margins.
- Nhin Custom Margins, chon tiép Portrait (trang doc) hodc Landscape (trang ngang) trong muc
Orientation. )
- Trong muc Apply to, chon Selected text. Nhan OK.
Thay #idi c& gidy
Néu mudn thay 1 n01 kich c& trang gidy, trong thé Page Layout, nhém Page Setup, ban nhan nat
Size. Menu x6 xudng cho ban chon mot trong cac ¢& gidy c6 san nhu: Letter, A4, A5, A6,

Postcard...

Mubn xéc 1ap mot ¢ gidy fidc biét khong co trong danh sach, ban chon More Paper Sizes ¢ cudi
menu va nhap vao chiéu rong (Width), chieu cao (Height) minh thich.

Khic phuc hi¢n twong: Lé trén bi bién mat

Khi ban xem tai liéu ¢ ché fi¢ Print Layout, fiiém chén nam & sat goc trén bén trai trang, giéng
nhu 1a khong c6 1€ trén vay. Cach khac phuc:

1. Khi I¢ trén hodc 1€ dudi khong hién thi, ban fiva con tré chudt fién 1€ trén hodc 1€ dudi ctua
trang cho fién khi con tré bién thanh miii tén hai fidu roi nhan fiap chudt vao.

2. Lé trén va 1& duéi gio fidy fid duogc hién thi.

Mt cach khac fié khic phuc hién tugng bi mat 1& trén:

- Trong thé View, nhom Document Views, fiam bao rang niit Print Layout flang fivoc chon.
- Nhan Microsoft Office Button , nhan tiép Word Options.

- Trong khung bén trai, chon Display.
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- O khung bén phai, du6i nhom Page display options, fianh dau chon myc Show white space
between pages in Print Layout view. Nhan OK.

Chén Header, Footer cho toan bg tai li€u
Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nut Header hay Footer.
Mot menu x6 xuéng véi cac Header, Footer mau cho ban chon. K& fién ban nhép ndi dung cho

Header hay Footer fi6. Nhap xong nhan fiap chudt vao ving ndi dung cua trang, lap tic Header /
Footer s€ fivgc ap dung cho toan b trang cua tai lidu.

)
35
G

4«

®

GIAC TRINH TIN HOC CAN BAN - OFFICE 2007 .doc {Compatibility Mode] - Microsoft Word -

Home | Insert | Pagelayout  References  Malings  Review View

S)

| Cover Page ~ ol Elm [_[—j) E 8 Hyperiink A=| &l QuickParts ~ |2 Signature Line » || JT Equation *
L BlankPage | otk Ede = 4 Bookmark — lwordart~ (3} Date & Time €2 Symbal~
= Table ‘ Picture Clip Shapes SmartArt Chart ) || Text: = =S

| = Page Break | 2 Art B | {4 Cross-reference || \ Box~ —=0ropCap~ -%gdObject~ ‘ |
| Pages || Tables liystrations I Links a

: [Type test]

3 Chén Header, Footer cho toan b4 tai liéu

: . Blank (Three Columns)

il Tai thé Insert. nhém Header & Footer, ban nhar

Mype taxt] [Type teud] Type taxt)

2 Mot menu x6 xudng voi cac Header. Footer ma

. Headerhay Footer d6. Nhdp xong nhan dip chy

o Footer sé drocap dung cho toan bé trang cia té Alphabet

: I [Type the document title]

(:’! Annual

g [Type the document title] | [Year]

: w:

-

3 5 | Edit Header

3 5l Remove Header

o (4| Save Selection to Header Gallery

@
Page: 110711 | Words: 1,739 | B —
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Khéng sir dung Header / Footer cho trang fidu tién

Tai thé Page Layout, ban nhin chudt vao niit goc dudi phai ctia nhém Page Setup fié mo hop
thoai Page Setup. Ké fién md thé Layout ra. Panh ddu kiém muc Different first page bén dudi
muc Headers and footers. Nhan OK.

Ap dung Header / Footer khac nhau cho trang chiin va trang 1é

Tai thé Page Layout, ban nhan chudt vao nut goc dudi phai ciia nhém Page Setup fié md hop
thoai Page Setup. Ké fién mo thé Layout ra. Panh déu kiém muc Different odd and even bén
dudi muc Headers and footers. Nhdn OK.

Bay gid ban c6 thé chén Header / Footer cho cac trang chin trén mot trang chin bat ky, chén
Header / Footer cho cic trang 1¢ trén mot trang 1¢ bat ky.

Trong Word 2003, ban cling c6 thé thuc hién tuong tu bé'mg cach vao menu File — Page Setup >
chon thé Layout > fianh d4u check Different odd and even > OK.

Tao Header / Footer khac nhau cho cac ving khac nhau cua tai li¢u

- Trude tién, ban can tao cac ngit ving fié phan chia cac ving trong tai liéu. Nhan chudt vao vi

tri mudn figt mot ving mai. Trong thé Page Layout, nhom Page Setup, nhan nut Breaks va chon
mot kiéu ngit ving phil hop trong Section Breaks, vi du Continuous (chiing ta s& tim hiéu k¥ hon
vé ngit trang / ngét ving & nhing bai viét sau).

- Tai thé Insert, nhém Header & Footer, ban nhan chudt vao nit Header hay Footer. Ké fién chon
Edit Header / Edit Footer fié chinh sira ndi dung cho Header / Footer.

- Trén thé Header & Footer, nhom Navigation, néu thay niit Link to Previous fiang sang thi nhin
vao nat nay mot 1an nira fié ngit két ndi gitra Header / Footer trong ving méi ndy voi ving trude
fi6. Ban sé& thdy muc Same as Previous & goc trén bén phai ciia Header / Footer bién mat.

- Sau fi6 ban chinh sira Header / Footer cho viing méi nay va yén tim rang nhitng Header /

Footer cua cac ving trude fio khong bi thay fidi theo.

Chén s0 trang vao vian ban
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S trang nay s& fiwgc fiwa vao Header hay Footer tity ¥ ban. Dé thuc hién, ban chon thé Insert, tai
nhom Header & Footer, ban nhan nit Page Number. Trong menu xuét hién, ban tr6 t6i Top of
Page (chen 5O trang vao phan Header) hodac Bottom of Page (chén vao Footer). Word cung cap
san kha nhidu mau fidnh s trang va ban chi viéc chon mot trong cac mau nay la xong.

Ta) Hd9-0 )+ GIAC TRINH TIN HOC CAN BAN - OFFICE 2007.doc [Compatibility Mode] - MicrosoRt Word = o

~ Home } Insert ‘ Page Layout References Mailings Review View @
| 2 Cover Page ~ D ] Eis T ) E " 8 Hyperiink =D =D 2] Quick Parts ~ _&S;gnature Line~ || JC Equation |
| e el Fab | = | =) [l #

| Blank Page A2 Bookmark e 4 WordArt v E Date & Time £2 Symbal ¥

= Table Picture Clip Shapes SmartAri Chart X Header Footer Page Text =23

¥=, Page Break - Art - {'#) Cross-reference - v INumber~l|| Box~ Z£=0ropCap *9d Object ~
‘ Pages | _Tables liystrations | s Links Hesder&F{ [® | TopofPage » }e.xt || Symbols ‘
J. 1o i simple ~ | [5) Bottom of Page b ‘E e S|

T Plain Number 1 E| ] Page Margins »

3 [#] | Current Position >

] - £
b [#*  Format Page Numbers... thinhan
A

%| Remove Page Numbsrs g trede
a Header/ Footer bien mat.

Plain Number 2

vén tim rang nhimg Header /

Plain Number 3
pé thuc hién, ban chon the Insert, tai
enu xuat hién, ban tro t&i Top of
chén vao Footer). Word 2007 cung
bt trong cdc mau nay la xong.

Page X iz
AccentBar 1

Page: 120112 | Words: 2,153 |

Bat fiau fianh so trang bang mot so khac

Page Humber Format 2 x|

Number format 1,2, 3, . ~l'| Ban co thé bat fidu fianh s6 trang bang mot con s6 khac, thay vi

™ Includs chapter pumber 1. Cach thuc hién: Tai thé Insert, nhom Header & Footer, ban
chapter starts wihsiie: [Fesdngt < [ ppAn not Page Number, chon Format Page Numbers. Trong hop
Ei:r::::am“ II'_IJ(';_”:hE“) r| thoai xudt hién, ban chon Start at va nhip vao con sd bat fdu

khi fianh sb trang. Nhin OK.

Page numbering

' Conkinue From previous seckion

@ start gt o = Ghi chi: Néu tai liéu cua ban c6 trang bia va ban mudn trang
= fidu tién sau fi6 fivge bt fidu bang 1, tai 6 Start at, ban hiy gd
ANCE|
vao 0.
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> .

X6a so trang & trang fidu tién ciia tai li¢u

Trong tai liu, thuong trang fidu tién khong fivge fianh sO vi n6 1a trang bia. Ap dung phan ghi

chi & thu thuat “Bit fau fanh sb trang bang mot sO khac” bén trén, trang bia van fiugc fianh sé la
0. Vi vay ban hay thuc hién thém budc sau fié x0a han sb trang ¢ trang fiau tién cua tai li¢u.

- Nhan chudt vao bat ky viing nao cia tai liéu

- Tai thé Page Layout, ban nhan chudt vao 6 vudng goc dudi bén phai ciia nhém Page Setup fié
m& hop thoai Page Setup ra.

- Nhan chu6t vao thé Layout trong hop thoai, bén dudi Headers and footers, ban fianh dau chon
vao hop kiém Different first page. Nhan OK.

Thém mét trang bia
- Trong thé Insert, nhom Pages, ban nhén nat Cover Page.
- Trong menu xuét hién, ban hay nhén chon mot kiéu trang bia minh thich. Trang bia fi6 s€ fiuvgc

ap dung vao tai li¢u va ban c6 thé sua 61 ndi dung cac dong chir mdc fiinh bang dong chir minh
thich.

) H9-0 = GIAC TRINH TIN HOC CAN BAN - OFFICE 2007 doc {Compatibiity 1ode] - Microsoft Word a2
Insert Page Layout References Mailings Review View @
ﬂ Cover Page| | == \ u*ﬂl_r—‘l) b3 ﬂnl 2 Hyperlmk :,j i;} [A 5] Quick Parts - | Signature Line ~ | [ Equation
Exposure Mod Motion 4| mark : — . Al worgart v (3] Date & Time €2 Symbal ~
Header Footer Page Text =
[ E—— p-reference - ~  Number~ | Box+ ==0ropCap - ’gdObject ¥
[Fype e document i e inks Header & Footer Text Symbois
e i R R N, S R S R SR,
II " ; " : " ; . : 8
ot vao 6 vudng géc dudi bén phai cua nhém Page Setup dé
Op thoai, bén dwdi Headers and footers, ban danh dau chon
Pinstripes Sideline than OK.
Thype
Pt
k]
= t bo swu tip cdc trang bia kha dep mit. Cdc trang bia luén
= -‘ ) _au thuéc vao vi tri hién tai cua con tro trong tai lidu.
nhan mit Cover Page.
R = - in chon maét kiéu trang bia minh thich. Trang bia d6 s& dwoc
s SETSET % 3 SR PENAGT 3 ~ EROR
o Tansken {¥lla @6i noi dung cic déng chir mic dinh bing dong chi minh
e |
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TIM VA THAY THE
Tim van ban
Ban c6 thé nhanh choéng tim kiém mét tir hodc cum tir theo cach sau:

- Trong thé Home, nhom Editing, nhan nat Find (hodc nhan phim tat Ctrl+F).

( I:“—og \ lﬂ g 7 Tham khao Word 2007.doc [Compatibiity Mode] - Microsoft Word - X
Home Insert Page Layout References Maifings Review View (7]
s B e o [ ||| e e | = TS 84 Find~
Times New Roman »f12 -l @l (3= - 3= v S| 2E s[4
i = AW == E T | AaBoCe| AaBbCe AaBbC 4aBbC: 2 Relce
“ac
EESE = i i Normal | f No Spaci.. Heading 1 Heading2 - Change
o J = Styles~ || k5 Select~
Clipboard ™ Font 5 Paragraph = Styles (] Editing

EP U an Sl VAo Vied Cumin puul WOrd Zou 7, DAl noml ndy Se nwong dad van cadcn

kiém - thay thé vax(F Iy nhiPng dinh dang dac biét. £ 300 SHect Specifie 1)
J formatting, or type of information

1-'-|<..'74,-‘-441'--1-“2---4<"3-‘-\‘>-4-‘<\r--;-wr---&“'Find(Ctth)

within the workbook.

i TIMVA THAYTHE

: You can aiso replace the

3 - information with new text or
B Tim van ban formatting.

Ban c6 thénhanh chéng tim kiém mét tir hoac cum tixtheo cich sau:

J -Trong thé Home, nhém Editing, nhén nit Find (hodc nhén phim tdt Ctrl+F).
- Trong muc Find what cta hop thoai Find and Replace vira xuat hién, ban hay nhap vao fioan
van ban can tim.

- Pé tim mdi mdt tir hodc cum tir, ban nhan Find Next. D& tim tit ca tir hodc cum tur cung mot luc
trong van ban, ban nhén Find in, sau o nhan Main Document.

- Mubn két thiic qua trinh tim kiém, ban nhan ESC.

Tim va thay thé vin béan
- Trong th¢ Home, nhom Editing, nhan nat Replace (hodc nhan phim tat Ctrl+H).
- O muc Find what, ban nhap vao fioan van ban mudn tim.

- O muc Replace with, ban nhép vao fioan van ban mudn thay thé.
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- Pé tim fioan vin ban tiép theo, ban nhan Find Next.

- Dé thay thé fioan vin ban, ban nhan Replace. Sau khi nhdn xong, Word s& chuyén sang fioan
vin ban tiép theo.

- Dé thay thé tat ca cac fioan vin ban tim fivgce, ban nhin Replace All.

Tim va t6 sang fioan van ban tim fiwgc

bé de dang nhan biét cac cum tur tim fiwgc, ban c6 the td sang nd trén man hinh (khong t6 sang

khi in ra).

- Trong thé Home, nhém Editing, nhan nit Find (Ctrl+F).
- Trong hdp Find what, nhap van ban ma ban mudn tim.

- Nhan Reading Highlight, sau i chon Highlight All.

- Tat ca tir tim fiugc s& Auge t sang. DE tat tinh nang nay fii, ban nhin Reading Highlight lan
nira, chon Clear Highlighting.

Find and Replace 2 x|

Fird |Reg|au:e| G0 To I

Find what: |E|e_|i hoo Tay £l |

Mare == | Reading Highlight -~ Findin - | Fird Mext I Cancel

Tim va thay thé nhirng fiinh dang fiic biét

- Trong th¢ Home, nhom Editing, ban nhan niit Replace (Ctrl+H).
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- Nhan niit More néu ban khong nhin thdy nat Format.

Find and Replace 2 x|

Fird Feplace | 50 To I

Find what; I LI

Replace with: I LI

<< Less i Replace Replace &l | Fird Mexk I Cancel |

Search Options

search: |all -

[ Match case [ mMatch prefix

™ Find whale wards only ™ Match suffix

[ Use wildcards

™ Sounds like (English) ™ Ignore punctuation charackers

[ Find all word Forms (English) [ Ignore white-space characters
Replace

Formak - Special - Mo Farmatting

Chén biéu twong
- Nhan chudt vao noi ban mudn chén biéu tugng trong tai liéu.
- Tai thé Insert, nhom Symbols, ban nhan nat Symbol.
- Thyc hién tiép mot trong hai thao tac sau:
o Nhén chudt vao biéu tuong ban mudn chén trong danh sach x0 xuéng.
e Neéu bicu tuong can chén khong c6 trong danh sach, ban nhan More Symbols ¢ cudi danh
sach. HOp thoai Symbol xuat hi¢n. Tai myc Font, ban chon mot font chit minh thich, nhan

chon biéu tugng can chén trong khung bén dudi, nhan nuat Insert fié chén. Xong nhan
Close 1i¢ nong hop thoai Symbol lai.
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1 Sgnatwre Le =TT Eaue Symbol 21|
_%Date&‘ﬁme —"msyimbowi Symbols |Sgecia| Charactersl
Wovest- | g ¢ ¥ © ®

lrm @ s Fonit: |Wingdings .

o P 2 <[3a] IR EEEEES
P QY © O |E|g 8| & |&lblewR = ® e
£2 More Symbols... ‘ &@&é@@?é @@@@@“\#%w

Plice) [R3ole[=[%e[e[= oG o[ ® v,

Recently used symbols:

[els]¥[o@[™+]#|<|>]+ [« [o[na]|p]
‘Wingdings: 38 Character code: |38 from: ISymboI {decimal} j
AutoCorrect. .. | Shorkout Key. .. | Shortout key:

Insert I Cancel |
P

Tao muc AutoCorrect cia riéng ban

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

- O hop thoai Symbol xuat hién, ban nhan vio thé Symbols hay Special Characters tiy Y.
- Chon mdt biéu tugng hay ky tu fidc biét ma ban muén fiva vao muc AutoCorrect.

- Nhén nut AutoCorrect. Biéu twong ban chon s& xuit hién trong hop With.

- Trong muc Replace, ban g8 cac ky tu ma Word sé tu fiong chuyén sang biéu tugng hay ky tu
fiac biét ma ban chon & trén.

- Nhén nat Add.
- Nhéan OK.

- Nhén Close fié fiong hop thoai Symbol lai.
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GO ROI CAC VAN PE TRONG KHI SOAN THAO

Chir méi “ie” chir cii

Triéu chirng: Mdi khi gb chit méi, chit cil tai fiiém chén bi x6a fii.

Nguyén nhan: Ché 16 viét chong fid fiwoc bat 1én.

Gidi phdp: Tat ché 1o viét chong bang cach:

- Nhén chudt vao niit Microsoft Office Button, sau fi6 nhin ntit Word Options.
- Nhin Advanced trong khung bén tréi.

- Bén duéi nhém Editing options, ban x6a dau kiém trudc muc Use overtype mode. Nhan OK.

HENg opuons

Typing replaces selected text

When selecting, automatically select entire word

Allow text to be dragged and dropped

Use CTRL = Click to follow hyperlink

Automatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection

Use smart cursoring

AKX IA

Use the Insert key to control overtype mode
(17 iUse overtype mode:

Prompt to updste stvle

Viét mot phwong trinh

Véi Word 2007, fié viét mot phuong trinh, ban c6 thé chén cac biéu tuong trong hop thoai
Symbol; str dung tinh ning Math AutoCorrect fié chuyén chir thanh biéu tugng; hay sir dung
cach sau:

- Trong thé Insert, nhém Symbols, nhan vao mili tén bén dudi nat Equation, sau fi6 chon Insert
New Equation.
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Mailings Review View Add-Ins
“ 8, Hyperlink I 3 j ; 5| A |3 Quick Parts = . % Signature Line = ||| TT Equation -'i
A Bookmark | = | Bulitdn -

Chart Header Footer | s
‘#y Cross-veterence | - «  py Areaof Circle
| »

T Links i “Helid ' & FO0] A=nt

(S N TR NS T R S ¥ I I

O I &

Binomial Theotem

(x+a)® =2 (:\) x¥at=¥

K%l

txpansion of a Sum

- = nx  nln —1x°
1+x)"= 1+F+T

Fourier Sevles

"
nwx.

nsx
fx)=qa +Z (a,, cosTw‘-bnsmT)

n=i

JU  Insert New Equation

- Trén thanh cong cu xuat hién thém thé Design, va ban c6 thé nhan chudt vao cac nit trong
nhom Symbols fi¢ chen céac ky hiéu toan hoc, hay nhan chudt vao cac niit trong nhom Structures
fi€ chén vao tai liéu mot cau trac toan hoc ¢o6 san, sau fi6 chinh stra lai.

Cha y: Dé hién thi danh sach ﬁﬁy it cac ky hi€u toan hoc trong nhom Symbols, ban nhén nat
More ¢ goc dudi phai cua nhom.

Dich vin ban

Khac v6i cach tra nghia timg tir, trong phan nay ching ta s& ciing tim hiéu cach dich mot fioan
van ban dai.

- Trong thé Review, nhém Proofing, ban nhén nat Translate.

- Hodc ban ciing co thé nhan chudt phai vao vi tri bét ky trong tai liéu, chon Translate -
Translate.
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|4 Paste
A | Font..
ﬁ Paragraph...
‘= | Bullets >
i=  MNumbering »
55_9_,) Hyperlink...
Q_A Look Up...
Synonyms »
Translate > |43 Translate..
Styles L4 Arabic (Saudi Arahia)
English (U.S))
French (France}
Spanish (International Sort)
v || Turn Off Translation ScreenTip

- Pé chon ngon ngit dich, tai khung Translation & bén phai, chon ngén ngit nguén tai muc From,
ngon ngtr fiich tai muyc To.

- Dé dich mot tir bat ky trong tai li¢u, ban gitt phim Alt va nhén chudt trai vao tur. Nghia cua n6
s& fiwgc hién thi trong khung Translation & bén phai.

- bé dich mdt fioan van ban, ban dung chudt chon fioan van ban 6, gitr Alt va nhan chudt trai
vao vung chon. Nghia cta n6 s€ fivgce hien thi trong khung Translation & bén phai.

Cai it Aiém dirng tab (Tab stops) : (nhdp fip chudt trén itiém dirng tab iié vao hdp héi thoai
tab)

beé cho viéc cai fiat tab fivge thudn ti¢n, ban nén cho hién thi thudc ngang trén fiinh tai li¢u bang
cach nhan nut View Ruler & fiau trén thanh cudn doc.

Ban c6 thé nhanh chéng chon tab bang cach 1an Iuot nhén vao 6 tab selector — 1a 6 giao nhau
giita thudc doc va thudc ngang (& goc trén bén trai trang tai liéu) cho fién khi chon fivgce kiéu tab

mong muon, sau fid6 nhan chudt vao thanh thudc ngang noi ban muon fiat tab.

Tuy timg truong hop cu thé ma ban cé thé sir dung mot trong cac loai tab sau:
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o Tab tréi: Dt vi tri bét fidu cta fioan text ma tir fid s& chay sang phai khi ban nhap liéu.

o Tab gitra: Dat vi tri chinh gilra Noan text. Poan text s€ nam gifra vi tri Nat tab khi ban
nhap li¢u.

e Tab phadi: Nam & bén phai cudi fioan text. Khi ban nhap liéu, fioan text s& di chuyén sang
trai ké tir vi tri nat tab.

e Tab thdp phdn: Khi fidt tab ndy, nhimg ddu chdm phan cach phan thap phéan s& nam trén
cung mot vi tri.

e Bar Tab: Loai tab nay khong fiinh vi tri cho text. N6 s&€ chén mdt thanh théng nung tai vi
tri nat tab.

Tabs

Tab stop position: Default tab stops:
7.75cm 1,27 cm <
17.75 cm

Tab stops to be cleared:

Alignment

() Left () Center () Right
() Decimal () Bar
Leader
(%) 1 Mone Gy, O 5res
Q4__
[ Set ] [ Clear ] [ Clear all ]

[ OK ][ Cancel ]

~~~~~

chudt 1én thanh thudce ngang, hodc ban mudn chén ky tu fidc bi€t trudc tab, ban co thé dung hop
thoai Tabs bang cach nhan fiup chudt vao bat ky fiiém dimng tab nao trén thanh thudc.

Sau khi cai figt fiiém dimng tab xong, ban c6 thé nhan phim Tab fié nhay fién timg fiiém ding
trong tai li¢u.
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Tao danh sach ifianh diu (bullet) hay fianh s6 (number) tw figng 1 cap

1. G vao déu * fié bat fidu mot danh sach cac fianh dau fidu dong hodc nhap 1. Dé bat fidu mot
danh sach fianh sb tu idng, sau 716 nhan phim cach (space bar) hodc phim
Tab.

2. Nhap bét cir chit nao ban mudn.
3. Nhan phim Enter. Word s€ ty idng chén thém mot du bullet hodc sb thu tu tiép theo.

4. Pé két thic viéc fianh dau, fAdnh s6 tu fdng, nhin Enter hai 1an hodc nhan phim Backspace ié
x6a dau bullet hodc s6 cudi cing.

Néu chtre ning fianh diu / fianh s6 tw igng khong ¢ hiéu lwc, ban bét né 1én bing cach
Sau:

1. Nhan nat Microsoft Office Button , sau fi6 chon Word Options.
2. Nhan Proofing.
3. Nhan niit AutoCorrect Options, sau fi6 nhin vao thé AutoFormat As You Type.

4. Bén dudi nhom Apply as you type, ban fianh dau chon vao 2 muc Automatic bulleted lists va
Automatic numbered lists. Nhan OK fié fong cac hop thoai lai.
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‘AutaCorrect BX|
\

AutoFormat ‘ Smart Tags

||

’ AutoCorrect ‘} Math AutoCorrect { AutoFormat As You Type

Replace as you type
"Straight quotes” with “smart quotes” Ordinals {1st) with superscript
Fractions {1/2) with fraction character (15) Hyphens (--) with dash (—)
[]*Bold* and _italic_ with real farmatting
Internet and network paths with hyperlinks

Apply as you kype
[ Automatic bulleted lists Automatic numbered lists ]
Border lines Tables

[] Built-in Heading styles

Thém déu bullet hay numbering vio trong danh sich
1. Chon mdt muc ban mudn thém vao.

2. Trong thé Home, nhom Paragraph, nhan nut Bullets hodc niit Numbering .

Mailings Review View Developer Add-Ins

.AaBbhCcDi| AaBhCcDy

Ghi chi: Ban c6 thé tim thdy nhiéu kiéu bullet hoic kiéu s6 khac bang cach nhin vao miii tén

bén canh nut Bullets / Numbering.

TRUNG TAM TIN HOC - GV. TRINH QUANG MINH - GV. BUI XUAN TUNG



GIAO TRINH TIN HOC CAN BAN - OFFICE 2007

TAO CHU NGHE THUAT — WORDART

Trong menu Insert, chon Word Art, sau fi6 ta chon kiéu WordArt phu hgp. chuong trinh sé& hién
thi ra hdp thoai ta nhd chon Font unicode, va nhap ndi dung chit can

|A =| (5 Quick Parts ~ [ Signature Line ~
— | wordart~| (S} Date & Time
Box~ A prop Cap - "gd Object ~
Text

tao vao:

ﬂ?'
| WordArt

g cachy Insert decorative text in your

document.

@ Press F1 for more help.

Rt GIAC TRINH TIN HOC CAN BAN - OFFICE 2007 doc [Compatibiity Mode] - Micrasoft Word - mix
(g

- Home | Inset | Pagelayout  References Maiings ~ Review View @

|4 Cover Page ~ - % Hyperlink Ej 2] Quick Parts ~ |2 Signature Line ~ | J[ Equation -

_] Blank Page o 2 Sha S ad A Bookmark = @ WordArt- '] B Date & Time £2 Symbal ~

Tal Picture martArt Cha
Page Break \ i 2 pﬁ {4 Cross-reference v - i &
Art w

[ Pages Il  Tables: | liystrations \‘; Links i Header & Fo WHODEARL wofwt Worda,, M wordAl"

Worilirt WordArt WordArt vora2r: ol

Nl L RLL LT TETY ]

=
9

Wordint WordA woann WordArt WordA
Wordhet WorGAre Wordht Wil ool

TAO CHU NGHE THUAT- WORDART WondA w % w ) ;
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