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Khi doc qua tai ligu nay, néu phét hién sai s6t hoic noi dung kem chat luong
xin hdy thong bdo de chding toi stra chira hoac thay thé bang mot tai liéu clng
chu dé cua tac gla khac. Tai li¢u ndy bao gom nh1eu tai liéu nho co cung chu
dé bén trong nd. Phan ndi dung ban can c0 thé nam 6 giira hodc & cuoi tai lidu
nay, hiy st dung chirc nang Search dé tim ching.

Ban c6 thé tham khao nguon tai liéu duoc dich tir tiéng Anh tai day:
http://mientayvn.com/Tai_lieu da_dich.html

Thong tin lién hé:
Yahoo mail: thanhlam1910 2006 @yahoo.com

Gmail: frowrthes@gmail.com

Theo yéu ciu cia khich hing, trong mdt nim
qua, ching t6i di dijch qua 16 mén hoc, 34
cubn séch, 43 bai bio, 5 sb tay (chua tinh céic
tai liéu tir nim 2010 tré vé truéc) Xem & diy

DJCH VU Chi sau moét lan hién lac, viéce

DICH dich duoc tién hanh
TIENG

ANH
CHUYRN Gia ca: cé thé giam dén 10

A L L —
NH.ANH

NHAT VA Chat lu'(_)'ng:Te}.o dung niém tin cho

CHINH kh’éch hang bang c6ng nghé 1.Ban

XAC thay duoc tog‘tn bé ban dich: 2.Ba’n

NHAT danh gia chat luong. 3.Ban quyét
dinh thanh toan.




Huwéng dan dinh dang tai liéu
trén phan mém Word 2003 theo

mau ciia Nha xuat ban Gido duc




Duéi diy 1a hwéng din dinh dang tai liéu trén phan mém Microsoft Word

2003 theo miu ciia Nha xuét ban Gido duc:

SO TAY

® A A
bién tap
SACH GIAO DUC

Tai ban lan thi nhat, c6 stra chira, bo sung

Hinh dnh chi mang tinh chdt minh hoa

Trude hét, ching t6i s& huéng din cac ban dinh dang toan bo tai liéu sir dung sé do
1a cm (truong hop may tinh ctia ban d4 dinh dang ri thi bo qua budc ndy) bang
cach vao menu Tool chon Options, trong bang thoai Options chon tab General.
Trong muc Measurement units click chon Centimeters roi nhdn OK (xem hinh

dudi)



Options

Security Spelling & Grammar Track Changes
I=er Infarmation Cormpatibiliky File Locations
Y eneral Edit Prink Save

Gaeneral options
Allaw skarking in Reading Layout
[] Blue background, white text
[] Provide Feedback with sound
Provide Feedback with animation
|:| Canfirm conversion ak Open
IUpdate automatic links at Open
Mail as atkachmenk
Recently used file list: |4 = | entries
[] Help For WordPerfect users
[ ] Mavigation keys For WordPerfect users
[] allows background open of web pages
[] automatically create drawing canvas when inserting Autoshapes

. . E
Measurement units: Centimeters [

[ Show pixels For HTmL {I0ches

Millimeters
Points
Picas

[Sergice Cpkions, .. ] [ Web Opkions. .. ] [ E-mail Opkions. .. ]

[ Ok ][ Cancel ]

Tiép theo, cac ban vao menu File chon Page Setup, trong bang thoai Page Setup
chon tab Peper. Trong Paper size chon Custom size chon Width 1a 17cm, Height
la 24cm (nhu hinh dudi):



FPage Setup

Margins Paper Layout

Paper size:

|Cu5tu:um size W |

Paper source

First page: Qther pages:
Diefaulk tray (Default brayd Default tray (Default braw
Default kray Default kray
Presview
Apply ko;
|'-.-'-.-'h|:-|e docurnent w |

Print Options., ..
Default, .. [ Ik ] [ Cancel

Viéc cin 1& theo mau chic han ban da 1am duoc (chon Tab Margins va dat ding
kich thudc theo yéu cau), & trén ching tdi chi huéng din cac ban cach dinh dang

kho gidy.

Dé chon bude Tab cho toan bd vin ban 14 0,75cm theo yéu cdu. Ban chon Menu
Format chon Tab trong muc Default tab stops danh sb 0.75¢m réi nhin OK (nhu
hinh dudi)



Tabs

Tab stop position:

Default kab stops:

10,75 -

Tab stops to be cleared;

Alignment

(%) Left

) Decimal

Leader

{E}anne
O4___

() Center ) Right:

O Bar

Oz O3
o | [ Cancel ]

Chuc céc ban thanh céng !




Tao tiéu de trang (Header)
va chan trang (Footer) trong
Microsoft Office Word

Bai viét sau day sé hwéng din ban tao tiéu dé dau trang (header) va chan

trang (footer) trong MS Word 2003.

1. Vao View \ Header and Footer

W | sach_word. doc - Microsoft Word

Wiews | Inserk  Format  Tools

File  Edit
O ==
£Y MNorn

v

oo

iz o1l 10

13

=] mormal

5 web Layout
Prink Layauk
outline
Task Pane

Toolbars

Ruler

@ Docurment Map

:

@ Header and Footer

Markup
Full Screen

ZO00M,.,

=> Xuat hién thanh cong cu Header and Footer



Header and Footer -

Insert AutoText - 4] B = B B E F 5, Cose

- PAGE -

Author, Page #, Date
Confidential, Page #, Date
Created by

Created on

Filename

Filename and path

Last printed

Last saved by

Page ¥ of %

2. Nhap noi dung tiéu dé trang & chan trang. Chi tiét chtc ning vé thanh cong cu

Header va Footer nhu sau:
Insert Auto text: Chen noi dung tu dong

- - PAGE - : - Chén s6 trang —

- Author, Page #, Date: Chén tén may tinh, sé trang, ngdy thang nam (liy theo
ngay hién thi trén may tinh).

- Confidential, Page#, Date: Chén Confidential, s trang, ngay thang nam.

- Created by: Hién thi “Created by: tén may tinh”

- Created on: Hién thi “Created on: ngdy, thang, nim, gio” (ngdy thiét lap may
tinh)

- Filename: Tén file

- Filename and path: Pudng dan cua file va tén file

- Last Printed: Hién thi “Last printed ngay, thang, nim, gid”. (ngdy thiét 1ap may
in)

- Last saved by: Hién thi “Last saved by tén dat khi cai windows”,

- Page x of y: Trang th{r x trén tong s6 y trang cua file.



- Chén s trang
- Chén tong so trang ciia file
- Ty danh sd trang bt dau tdy thich.
EZ - Chén ngay, thang, nam (tinh theo ngay hién tai trén may tinh)
(= - Chén gid hién tai trén may tinh
B0 - Pinh dang lai kich thudc header & footer va Ié trang
B - An/ hién ndi dung file khi tao ndi dung header & footer
- Same as previous: Hién thi noi dung header & footer gidng file trudc
[E - Di chuyén giita Header v6i Footer
- Quay Ién trang trudc trang hién tai
5, - Hién thi trang sau trang hién tai
¥ - Thiét lap mdt s6 tinh nang khac cho thanh cong cu Header and Footer.

Truong hop mudn c6 dudng gach ngang clng véi ndi dung Header & Footer, ban
hdy dung thanh v& cua MS Word 1a Drawing nhu binh thuong, v&€ mdt duong

ngang ¢ vi tri phu hop (vi du):



Header

Header and Footer -

E F 5,  Cose

Close: Thoat khoi man hinh tao header & footer. Sau khi tao xong ndi dung header

& footer ban co thé kich dup chudt ra man hinh noi dung trang dé thoat.

* Truwong hop ban mudn nhip ndi dung Header & Footer ciia trang chiin,

trang Ié khac nhau:

1. Vao File \ Page Setup

W | sach_word.doc - Microsoft Word

File | Edit Miew Insett  Formak  Tools  Table

[ Mew... ChrlHh
(& Open... Chrl+C
r Close F
= Save Chl+5  E
Save As...

/gy Save as Web Page...
s

Search. ..

Wi'eb Page Prewview

Page Setup...

Print Preyiew

Mo o

Print. .. k4P
Send To 3

Exit

L

=> Xuit hién hop thoai Page Setup \ chon thé Layout:



Page Setup El E|

Marginsl Paper  Layout l

Seckion
Section stark: |New page ﬂ
[

Headers and footers
[+ iDitferent odd and even’
[ Different First page

From edge: Header: |1.2? cm El:
Footer: |1.2? cm El:

Page

‘Wertical alignment: Top -

Presview
Apply to:
Whole document ﬂ — —

Line Mumbers. . | Borders, .,

Default, .. Ik | Cancel

2. Tai muc Headers and Footers:

b Different odd and even: Lya chon viéc nhap ndi dung Header & Footer cua trang
chén, trang 1¢ khac nhau.
b Different first page: Lua chon viéc nhap ndi dung Header & Footer trang dau tién

cua file khac v61 moi trang.

3. Sau d6 ban nhap lai ndi dung Header & Footer cua trang chan, trang 1é riéng.



Mot so chinh sira can thiét
khi soan thao van ban trén
Microsoft Word 2003

Trong qué trinh soan thao vin ban, ¢6 mét so 16i ma ban nén khic phuc ngay
khi cai dit xong phan mém Microsoft Office. Bai viét sau day sé huwéng din

ban khic phuc mot s6 16i nay:

|

Microsoft

13 Office
2003

jr—

c 1488
_.JJ

K_



B Trudc hét ban chon Menu Tool\Option va click chon thé General (nhu hinh 1)

aBo dau tich dong Automatically create drawing canvas when inserting
AutoShape dé khi sir dung cac cong cu v& Drawing s& khong xuat hién khung chon

trén man hinh, diéu nay doi khi 1am ta rat khé chiu.

= Trong hop thoai Measurement units, click chon don vi do 1a Centimeters

Options E]EJ

Security Spelling & Grammar Track Changes
User Information | Compatibility File Locations
Wiew | General | Edit Print Save

General options
Allowe starting in Reading Layout

[JiBlue background, white kext
[] Provide Feedback with sound
Provide Feedback with animation
|:| Confirmn conversion ak Open
Update automatic links at Open
Mail as attachment

Recently used file list: _.4 : entries

[ Help for WordPerfect users -

[ mavigation keys for WordPerfect users

[] Allow background open of web pages

[] automatically create drawing canvas when inserting AutoShapes

Measurement units: | Centimeters |

[] show pixels for HTML features

[Sergiu:e Cptions. .. ] [ web Options. .. ] [ E-mail Options. .. ]

[ oK ][ Cancel ]

Hinh 1



2 Tiép theo chon thé Edit (nhu hinh 2)

aClick bé chon dong Smart cut and paste nham muc dich khi g font Unicode s&

khic phuc dugce tinh trang chir bi cach khi gb dau.

Options
Security Spelling & Grammar Track Changes
User Infarmation  Comnpatibility File: Locations
Yigw | General | Edit | Prink [ Save

Editing options

[¢]iTvping replaces selection Ise smart paragraph selection
Drag-and-drop text editing Use CTRL + Click to Follow hyperlink
[] Use the INS key for paste wehien selecting, automatically select
[ Owertype mode enkire waord

Idse smark cursoring D Prompt to update style
keep track of Formatting

Picture edi{:_-;u_r: i : _
|Miu:r-:usu:uft Office Word 5 | [] Mark Formatting inconsistencies

Insert/paste pictures as;

[In lime with bext w i

Cut and paste options
Show Paste Options buttons [ ] Smart cut and paste
Click and tvpe
Enable click and type
Defaulk paragraph stvle; E-Ncurmal b |

[ Ok ] [ Cancel

Hinh 2

m Tiép tuc chon thé Print (nhu hinh 3)



aClick bé chon dong Backgound printing. Vi khi soan thao thuong may in cia
chung ta 13 may in den tring, nén mau tring, loai bo dau tich ndy s& gitp cho tdc in

nhanh hon.

Options
SecUrity speling & Grammar Track Changes
User Infarmation I Compatibility [ File Locations
Wit zeneral Edit | Print Save

Printing options

[ Draft autput (] Background printing;
[ ] Update fields [ Print PostScript over bext
[] Update lirks [] reverse print order

Allow A4fLetter paper resizing

Include with document

[ ] Document properties [ ] Hidden text
[ 1Field codes Drawing objecks
[] 2ML tags ] Background colors and images

COptions For current document onky

[ ] Prink data orly For Forms

Default kray:  |Use prinker sektings ¥

Cptians Far Duple:x: Prinking

[ Front of the sheet [ Back of the sheet
ikl B
[ a4 ] [ Cancel
Hinh 3

@ Click chon thé Spelling & Grammar (nhu hinh 4)

aClick bo chon 02 dong: Check spelling as you type va Check grammar as you

type (Stra 16i ddu chinh ta va ngit phap tiéng Anh). Vi khi soan thao ching ta gb



tiéng Viét, néu dé hai dong nay trén vin ban s& xuat hién cac diu gach chan mau

do va xanh rat kho chiu.

Options
ser Information I Cl:umpatil:uilita._f FiIE_! Locations
Wigw | General | Edit. | Print Jave
Security | Spelling 8 Grammar [ Track Changes
Spelling

[] check spelling as you type

Blways suggest corrections

[] suggest From main dickionary anly
Ignore words in UPPERCASE
Ignore words with numbers
Ignote Internet and file addresses

[ Cuskom Dickionaries. ..

Grammar
[] check grammar as vou bype ﬂ[i_t_ipg_ft_?'l_e": _
} i ) irGrammar Ol b |
[ licheck grammar with spelling 3 -
R [ Settings... ]

Proofing Tools

[ Check Document ]

[ 8] 4 ][ Cancel ]

Hinh 4

@ Click chon thé File Locations (nhu hinh 5)

aClick chon nit Modify rdi chon duong dan dén thu muc hoic 6 dia ma ban
chuyén dung dé luu trit cac file vin ban. Thong thuong theo mic dinh Word sé& luu

file ctia ban vao thu muc My Documents & 6 C. Trudng hop ban Ghost lai may



tinh hodc cai lai hé diéu hanh, nhiing file ndy s& bj mat. Tét nhit ching ta nén luu

trit vao 6 dia khong chay hé diéu hanh.

Options
Wiew General | Edi [ Print || Save
Security Speliing & Grammar Track Changes
User Information (i Compatibility ! File Lacations
File locations
File tvpes: Location:
[ Documents il UePMUser My Documents [
Clipart pictures
Iser kemplates 4, AMicrosoft Templates
workgroup templates
AutoRecover files 4. AApplication DakaiMicrasaftiWord
Tools 4L AMicrosoft Office) OFFICELL
Startup LA Microsoft Word | STAR TP

[ 54 ] [ Close ]

Hinh 5

B Bué6c tiép theo, chon Menu Fomat\Font hodc nhan t6 hop phim Ctrl + D dé mé

hop thoai Font (nhu hinh 6)

=Tai hop thoai Font ban lya chon Font, Font style (kiéu chtr), size (co chir) roi

click nat Default dé 4p dung cho tt ca cic vin ban vé sau.



Fonk | Character Spacing | Text Effects
Faonk Fant skyle: Sizes
| im iReguIar |12
Time ] A~ 8 A
Trebuchet MS | | Italic 9 =
Tunga EBold 10
verdana —| |Biold Tkalic 11
WMI-Aptima v 12 v
Font color: nderling style:
| Automatic V| ||{n|:|ne:| v|
Effects
[ strikethrough [ shadog [ 1 5mall caps
[ ] bouble strikethrough [ outline []all caps
[ 1 superscript [ ]Emboss [ ] Hidden
[ ] subscript [ 1Engrave
Prewview
Times MNew Eotman
Thiz is a TrueType Font, This Font will be used an both printer and screen.
Default... [ (0.4 ] [ Cancel

Hinh 6

w Budc cudi cling chon Menu File Page Setup dé chon kich c& gidy

«Trong thé Paper ban chon kho gidy A4. Tiép theo trong thé Margin ban chon cin

I& phU hop vai yéu cau soan thao vin ban cua ban



Page Setup

| Margins ||

Paper source

First page:

Default kray

Paper size:
|n4 v |
width: EEE
Height:: 2.7 x

Qther pages:

Default kray (Defaulk bray)
Default kray

Preview
Apply bo:

|'-.-'-.-'h|:||e docurment

4

Print Options, ..

Default, .

0l ] [ Cancel




Word 2003: Thao tac co

ban(P2)




D2 oot
.3 Office

Professional Edition 2003

Udnp3 [eudissaiold E00Z SOWO YOSAIIN

5AT1RAEST 5T =

Thao tac co ban trén Word 2003

Hién nay do da phan dan vin phong van sir dung Word 2003, nén cac thao
tac co ban trén Word 4 rat quan trong. Sau day ching toi s& dwa ra mot vai

huéng dan co ban nhur sau:

1. Dat tab cho van ban.

C6 thé hiéu ném na rang tab 1a cot mdc, tab cho phép ban dit mde trai, trung
tdm hay bén phai... Viéc dit mbc gitup cho ban dé dang tly bién ndi dung
van ban hon. Cac tab dugc dit trén thanh thude (Ruler) ciia Word, néu man

hinh ban chua ¢6 thuéc, ban chon menu View > Ruler.



O goc trén bén trai cua thude, Word hién thi biéu tugng cta tab, khi nhip
chudt vao ban sé& thiy biéu tugng nay thay ddi. Cac biéu tuong cua tab nhu

Sau:

- : Tab canh tréi.

- : Tab canh giira.

- : Tab canh phai.

- : Tab canh diu thap phén, tab ndy c6 tac dung s& canh ngay diém dit ddu
cham (<.”)

- : Tab gach dtng, khi dit tab ndy sé& tao ra mot dudng thang trén man hinh
soan thao.

Pé thay doi tab d4 dat trén thudc, chon menu Format > Tab dé hién thi hop
thoai Tabs.



Tabs El

Tab stop posthion: Defaulk tab stops:
.04 cm| 1.27 cm -
S.03cm Tab stops to be cleared:
Adgriment
O Left {7 Center ) Right
(%) Decimal ) Bar
Leager
{%) | None [ - ()5 e
O
| Set | | Cear | | Chear &l
[ ok ][ cancel

Tai hop thoai ndy, ban co6 thé chén thém tab mai bang cach nhép vi tri vao
muc Tab stop position, chon loai tab trong muc Alignment, phan Leader ban
chon tir 1 dén 4 tly thudc theo kiéu mubn xuét hién, xong nhan Set. Dé dong

y tat ca ban nhin Ok dé tré vé man hinh soan théo.

2. Panh dau chi muc cho van ban:

Pé danh diu doan vin ban, Word cung cip cho ban 2 nut cong cu danh dau
d6 1a danh déu ky hiéu va danh diu bang sd thi ty .
Pé thay doi ky hiéu khac ban vao menu Format > Bullets and Numbering,

tai hop thoai ban chon thé Bulleted. Trén thé ndy ban chon kiéu ung y,

nhap Customize dé chon thém cac kiéu khac, xong nhdp OK dé chip thuén.



Bullets and Mumbering

[one -
-
+
e o
+

Buleted | Humbered | Outhne Mumbersd | List Styles

X

| Cishamize.,

[ o | corcel |

Pé thay doi kiéu sé thir tu, ban cling mé hop thoai Bullets and Numbering,

chon thé Numbered, chon kiéu s6 ma ban thich, chon Customize dé diéu

chinh noi dung, xong nhap OK.

Bullets and Mumbering

1

Mone 2

3

Budsted | Mumbered | Outhne Mumbersd | List Styles

1]
7

3

X

Cistamins, ,

[ o | corcel |

Véi kiéu danh sb dau dong, ban s& thudng xuyén gap hién tuong s nhay ra

khong nhu mong mudn, vi du s6 nhay theo thir tu tir cic muc & trén (ma

khéng phai bat dau tir 1), hay ban mudn tiép tuc voi day sé thir tu ¢ trén. Khi

d6 ban hdy dung 2 nut.

Vi nut Restart numbering cho phép ban danh sé lai tir dau (bit dau bang 1),

trong khi nt Continue previous list cho phép ban tiép tuc danh s theo ddy &



trén. Hai ndt nay ciing c6 trén menu chudt phai, dé hién menu ndy ban nhip
chudt phai vao sb thir tw d6, mot menu s& hién ra vi biéu tuong s6 tht tu do

duoc boi dam.

1. Hiénthitiéng Viét Unicode
bAem hasr b =ty Anne Hern A9

OV [-.0

[ Paste

Reskart Numbering

| Continue Mumbering

[,
“y

Decrease Indent

BT
"l

Increase Indent

=

Fonk...
3. V& dwong vién cho vin ban:

» Dé vé duong vién, ban dit con tré vao phﬁn van ban can tao duong vién,
nhap chudt vao biéu tuong Outside Border trén thanh c6ng cu dinh dang.
» Dé chon céc kiéu dudng vién khac ban nhap vao nit , mot khung nho s&
hién thi mot loat cac kiéu duong vién nhu vién trén, vién dudi, vién trai hay

phai.

» Dé v& duong vién cho mot tir hay mot cau, ban ding chudt chon ndi dung

do6 roi1 thao tac nhu trén.



» Néu mudn thay ddi chi tiét vé duong vién, ban cling chon ndi dung can tao
vién r6i vao menuFormat > Border and Shading, tai hop thoai hién ra ban

chon thé Border.

Berders and Shading, E

Borders | Page Bordet | Shading
Saiting: gl Prevas

-~ Gk on dlagr e Bwlow or L

|:| i bubions bo appy bonders

. ok w ¢
: Cubbain i
'™y it »

T |_ e oo Ling [ o -.I ol

» Tai muc ndy ban cé cac tuy chinh:

+ Setting: cho phép ban chon kiéu ctia vién nhu Box, Shadow...

+ Style: Cho phép ban chon dang nét vién.

+ Color: Chon mau cho vién.

+ Width: Chon kich ¢& vién.

+ Preview: Xem trudc két qua.

» Dé tao dudng vién cho 1 trang, ban ciing vao hop thoai Borders and

Shading, chon thé Page Border, tai day ban chon tuong ty nhu trén,
nhap OK dé dong ¥



Berders and Shading .

Broes | Enge Bt | Shadiag
Setting: Shyket Freomss

— Clck on dlagram Beiow or wie
Hone asttors bo spply bonders




Cach chon va thay doi kiéu gach dwéi viin
ban trong MS Word 2003

Gach dudi chir 1a dinh dang thuong dugc st dung khi
muén nhan manh mot tir, cum tr nao do hodc chi 1a don
gian dung dé trang tri trong vin ban. MS Word cho phép
chon va thay doi cac kiéu gach duédi khac nhau.

Cach chon va thay doi cac kiéu gach dwéi

Dung chudt danh dau (bdi den) chi, tir hoic doan vin ban
nao muon gach dudi hoac thay doi kiéu gach dudi.

Cach danh d3u chon van ban
Thao danh dau chon van hasa-edma.vicc duioc thuc higén rat nhigu trong gua trinh =00y w3
dinh dang van ban, Tron 'z utgi sCrdung od rat nhigu cach d& danh dau chon van
ban khac nhau,

Chon Trinh don Format -> Font

Trong tab Font, nhan vao mii tén s6 xuong trong muc
Underline style va chon kiéu gach dudi ndo tiy y. Trong
doé (None) la khong gach dudéi va Word only la chi gach
duéi c4c tir ma khong gach duéi cac khoang trong.



Nhan vao miii t&n s6 xudng trong muc Underline

color sau d6 dung chudt nhan vao cac 6 mau dé thay doi
mau sic cho dudng gach dudi. Trong d6 Automatic 1a tu
dong chon theo mau chixr, More Colors la chon mau khac
theo y riéng.

Sau khi chon xong nhan Ok dé hoan tat.

Xem trong khung Preview dé thay dugc cac thay doi
trude khi ap dung ki€u gach dudi



Cach dinh khoéng cich 1¢ cho vin bén trong
MS Word 2003

Canh 1é (Margin) 1a tao khoang cach giira cac canh cta
trang giay va cac dong chir bén trong, né s& gitp cho phan
trinh bay trang duoc dep va khong bi mat chir khi in.
Word cho phép thay d6i kich thudc 1é gidy rat da dang, c6
thé thiét 1ap cho ting trang khac nhau trong cliing mot tap
tin van ban.

Pinh khoang cach Ié cho viin ban
Truy cap vao Menu File va chon Page Setup

Trong Page Setup, chon tab Margins sau dé thiét 1ap
khoang cach 1€ trong muc Margins nhu sau:

. Top: Lé phia trén, khoang cach tir canh giay phia trén
dén dong chit dau tién.

. Bottom: Lé phia duéi, khoang cach tir canh gidy phia
dudi ¢én dong chit cudi cling.

. Left: Lé bén trai, khoang cach tir canh gidy bén tréi
dén chir dau tién bén trai.

. Right: Lé bén phai, khoang cach tir canh gidy bén
phai dén chir cudi cling bén phai.

. Gutter: La phan gay sach, phan nay thuong chi ding
khi can dong sach.



Sau khi thuc hién xong nhan Ok dé dong .

Thiét 1ap kich thuée 1é mic dinh chon viin béan

. Néu muon sir dung khoang cach 1¢ giay nay lam
chuan mic dinh trong tat ca cac vin ban tir nay vé sau
thi cling thuc hién cac budc nhu trén nhung sau khi
thuc hién xong thi nhan vao nat Default. Khi xuat
hién hop thong bao thi nhan Yes dé dong .

Microsoft Office Word E|

P Do wou wank ko change the default settings for page setup?

-

This change will affect all new documents based on the NMORMAL template,

o) [(w ]

. C0 thé thay d6i khoang cach 1é gidy bat ctr luc ndo
tuy y nhung nén thuc hién trude khi dinh dang
(Format) cho noi dung van ban.

. Khoang cach 1é gidy c0 thé dugc thiét 1ap khac nhau
cho tirng trang trong cung Mot van ban



Cach kiém tra bd cuc trinh bay vin ban
tru¢gc khi in trong MS Word 2003

Kiém tra vin ban 13 cdng Viéc can phai thuc hién trudce
khi in dé tranh nhiing sai sot vé bo cuc va trinh bay noi
dung. Chtrc nang Print Preview trong MS Word s€ cho
phép xem trudce ban in dé gitip nguoi st dung kiém tra va
chinh sira khi can thiét.

Céach xem lai van ban trwoéc Kkhi in

. Trong qua trinh soan thao van ban, nguoi stir dung co
thé xem trudc ban in bang cach nhan vao nut cong cu
Print Preview

T Docusnent] - Kic st Word = |
FEw Bk Yew et Fomai  Took  Table  Window  Hsk P

i_l_idi_;_@'Iﬁ;.‘c, e A AN S R R, L YT
_h Mormal + vards = '.'.ll._ht:ﬁ = 10 = 7! :

k
Bk ik 8 o thbe via
b 3 redt cdng oy Broee Bresvdee bafe truy ciip wio trink don File vi chga Bant
Frisi -

E"'_"_.nl-""--"_.n-l""'_L B SR e e W N N

. Hoac truy cap vao trinh don File va chon Print
Preview.
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Trong ciwra so Print Preview c6 cac nut cong cu véi cac
chirc ning sau

JEEE
Paga Gl i cMstw il Cald ¥}

1. Print: Nhan vao nut nay dé thyc hién nhanh 1énh in
tat ca cac trang vin ban ra may in.

2. Magnifier: Cong cu phong to, dugc mac dinh chon
san trong ché do Print Preview. Khi cong cu nay
duoc chon thi con tro chudt s& chuyén thanh hinh
kinh 10p ¢6 dau +, mudn phong to chd nao thi di
chuyén kinh lap vao tri tri d6 va nhan chudt, nhan
tiép mot 1an nita s& thu nho lai.

3. 0ne page: Chac nang nay cho phép xem toan bo mot
trang van ban.



4. Multiple Pages: Chirc nang nay cho phép xem cung
lGc nhiéu trang vin ban.

5.Zoom: Cong cu giup phong to/ thu nho trang van ban
theo ti 18 tly chon dé xem cho 8.

6. View Ruler: Hién thi hodc an thuéc do.

7.Shrink to Fit: Thu nho chir lai cho vira trang gidy,
mdi khi nhan vao nit ndy mot 1an thi kich thude Font
chir s& dugc giam nho dé bot mot trang gidy, nhan
bao nhiéu lan thi s& giam bay nhiéu trang.

8. Full Screen: Xem trong ché d6 toan toan hinh, cac
thanh céng cu khong can thiét s& duoc an di. Nhan
vao nut Close Full Screen dé quay lai man hinh Print
Preview thong thuong.

9. Close: Pong man hinh Print Preview dé qua tro lai
man hinh soan thao.

. Cac chtc nang trong man hinh Print Preview chi
dung dé hd trg xem trude khi in chir khong 1am thay
d6i bat ctr gi trong vin ban. Ngoai trir chirc ning
Shrink to Fit sé lam giam nho kich thudc Font chir
cua toan bd van ban theo ti 1€ thu nhé duoc chon.

. CO thé nhan vao nut Magnifier dé doi hinh kinh Ip
thanh dau nhay dé chinh stra vin ban ngay trong man
hinh Print Preview



Cach lwu van ban da soan thao hoac
chinh sira trong MS Word 2003

Vin ban sau khi dugc tao méi hodc chinh stra thi can phai duoc
luu (Save) lai. Viéc luu vin ban s& gitip cho nguoi st dung dé
dang ma ra va sir dung lai khi can thiét. Mic dinh cac tap tin vin
ban cua MS Word sé dugc Iuu trong thuy muc My Documents.

Cach lwu van ban

. Khi muén luu vin ban, c¢6 thé nhan vao nat céng cu Save

ﬁ Document] - Microsofll Wird

Ipke Bt Wew Jrest Fomst Jook  Table  Window el .
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| M Weed 2003 = Cobch b win bl B saan thio badc chisd sin

| = WEn bin Fa K Tuge ves ol hitle chink i mhi cin phi Seme o (Savel T Vidc b vin

| bil £ gidp cha nquid i dang 44 ding mi re vi ei dusg |yl kh cin thife. Mic fink cic tip

| tin viin bin cda M= Word 53 duge lus brong thir mus By Decumant |

. Hodc truy cép vao trinh don File va chon Save.

. Néu day 1 lan dau tién luu vin ban thi s& xuat hién hop
thoai dé chon Thu muc va dat tén cho tap tin van ban can
luu. Sau khi chon xong nhan Save d¢ hoan tat.

Cach lwu van ban dang soan thiao thanh mét tap tin khac



. MS Word c0 chirc nang cho phép nguodi sir dung luu van
ban dang soan thao thanh mot tap tin vin ban khac bang
cach truy cap vao trinh don File va chon Save as... sau @6
tiép tuc thuc hién viéc chon thu muc va dit tén khac cho
tap tin van ban nhu cach luu thong thuong.

rﬂ Decument] - Microsoft Word

[Fle ) Edit  Wiew [nsert Formst Tock Table Wirdew Help Ty

. L2 B A T I 7 | et
g_, Cpesifi, -0 I u EIE =W | :g_‘_ = EE iF EF D =
r Close
. Lo cn o nl W d0en odie A2 4300 e 1 B 15'&'”"'“"'1‘-4\

ol Save Chris : 3 : =
7

4] Sawe a5 Web Page

1 Fila Search...

L oan thihe hale ehink 2l
Permission b
b Eis l;hi.:'fn ph&' durge !n."u_ [k i\.l-'!-.:l |1i; '\-'i..in; {[T2) ui?

o ™ VL iy i gty Mic Qi ki e

. Theo mic dinh, Word thuong iy cau dau tién trong vin
ban dé dat tén cho tap tin, ngudi st dung c6 thé lay tén nay
hodc x6a di dé dit lai tén khac.

. Trong khi lvu, néu ngudi st dung dit tén cho tap tin trling
Vi tén da c6 san thi s& xuat hién hop thoai vai cac lwa chon
Sau.

Microsoft Office Word E|

The file Document? already exists,

Do wou wank Eo:

(%) Replace existing file.

() Save changes with a different name.
i) Merge changes into existing File.

[ 04 ][ Cancel ]

1. Thay thé tap tin da c0 san bang tap tin dang dugc luu,
néu chon lya chon ndy thi tap tin cii s& bi xoa.

2. Luu véi tén khac.

3. Két hop cac thay dbi vao trong tap tin d4 cd san. Pay 1a
chtrc ning dic biét gitip quan 1y va theo dbi cac thay doi



trong ndi dung van ban ciia Word, chirc nang nay sé dugc
dé cap dén trong cac bai viét khac.

. Sau khi lru néu van tiép tuc soan thao van ban thi trudc khi
dong can phai luu lai 1an nita dé cap nhat cac ndi dung méi
thém vao.



Céach sit dung chirc nang Undo va Redo hoic
Repeat trong MS Word 2003

Chtrc nang Undo dung dé quay tro lai, khoi phuc lai cac
trang thai, thao tac da thuc hién truedc d6. Chirc nang
Redo gitp khoi phuc lai nhitng thao tac & Undo. Néu
khong c6 gi dé Redo thi chirc nang nay sé& tré thanh
Repeat, gilp lap lai thao tac vira thuc hién thém mét lan
nua.

St dung chire nang Undo

. Khi muén khoi phuc lai mot thao tac vira thuc hién
thi c6 thé nhan vao nt Undo trén thanh cdng cu hoic
vao trinh don Edit va chon Undo. Phim tit ctia chirc
ning nay 1a t6 hop phim Ctrl+Z.

......

P 1 i 1H Mlum ind ol o7}

Str dung chirc nang Redo



. Néu muén thyc hién lai nhirng thao tac d& Undo thi
c6 thé nhan vao ndt Redo trén thanh céng cu hoic
vao trinh don Edit va chon Redo. Phim tit cta chire
ning nay la t6 hop phim Ctrl+Y.

Str dung chirc nang Repeat

. Néu mudn lap lai thao tac vira thuc hién thém mot lan
nita thi vao trinh don Edit va chon Repeat. Phim tat
cua chirc nang nay la to hop phim Ctrl+Y.

. Tuy theo thao tac ma cong cu Redo va Repeat sé tu
dong chuyén do6i dé phil hop véi nhu cau sir dung.

. Bén canh nut Undo va Redo trén thanh cong cu con
c6 mot trinh don s6 xudng, trong d6 cé ghi lai cac
thao tac d4 thuc hién. Nguoi str dung c6 thé chon
Undo hoic Redo dén thao tac nao tly V.



Céach sir dung cong cu Cut hoac Copy va
Paste trong MS Word 2003

Chirc nang Cut (cat) dung dé cat dir liéu (van ban, hinh anh,...)
dang duoc chon vao bo nhd. Copy (sao chép) dung dé luu dix
liéu dang dugc chon vao bd nhd. Paste 12 chirc ning giup 1ay cac
dix liéu dang duogc luu vao bd nhd dé chén vao ngay vi tri cia
dau nhay.

Céach sir dung cong cu Cut

Khi mudn cat dit liéu (vin ban, hinh anh,...) vao bo nhd,
ban hdy dung chudt danh dau chon dit liéu ndy va nhan vao
nut Cut trén thanh cong cu hodc truy cap vao trinh don
Edit va chon Cut. Ngoai ra con c6 thé nhan nut phai chudt
vao ving chon dé chon 1énh Cut tir trinh don. Phim tit cua
[énh Cut la Ctrl+X.

Dnlars wrd Frehar T

........

Sau khi thuc hién 1énh nay, dir liéu s€ trong van ban s€ bi xoa.

Céach sir dung cong cu Copy



. Khi mudn luu dit liéu (vdn ban, hinh anh,...) vao bo nhd,
ban hdy dung chudt danh dau chon dit liéu ndy va nhan vao
nat Copy trén thanh cong cu hodac truy cap vao trinh don
Edit va chon Copy. Ngoai ra con c6 thé nhan nat phai
chudt vao viing chon dé chon 1énh Copy tir trinh don. Phim
tit cua 1énh Copy la Ctrl+C.

Sau khi thuc hién 1énh nay, dit liéu s& trong vin ban van duoc
gitr nguyeén.

Céach sir dung cong cu Paste

. Khi mudn chén dit liéu (van ban, hinh anh,...) tir b nhé,
ban hdy dit ddu nhay chudt tai vi tri can chén va nhan vao
nat Paste trén thanh cong cu hodac truy cap vao trinh don
Edit va chon Paste. Ngoai ra con c6 thé nhan nit phai
chuot tai vi tri can chén va chon 1énh Paste tir trinh
don. Phim tat ctia 1énh Paste 1 Ctrl+V.

Sau khi thuc hién 1énh Paste, dit liéu sé& trong bo nhd van con
duoc gitr lai, ban ¢6 thé tiép tuc thuc hién 1énh Paste nhiéu lan
dé chen dir liéu vao cac vi tri khac.

. Chtrc nang Paste chi chen dit liéu dugc thuc hién bai Iénh
Cut hoidc Copy méi nhit.

. Dung chtrc ning Cut va Paste khi mudn di chuyén dit liéu
tur vi tri nay dén vi tri khac.

. Dung chtrc ning Copy va Paste khi muén sao chép di liéu
tir vi tri nay dén vi tri khac.

. Cac chuc nang ndy cd thé ap dung cho vi¢c di chuyén hoic
sao chép tat ca dit liéu (bao gdm van ban, hinh anh, bang



biéu,...) giita cac chuong trinh khac véi MS Word va nguoc
lai.



Cach tao trang van ban méi trong MS
Word 2003

Mbi khi mé chuong trinh MS Word, s€ ¢6 mot van ban
tréng méi dugc tao san va ngudi st dung chi viée thuc
hién cong viéc soan thao van ban ciia minh. Ngoai

ra Word 2003 cho phép ngudi sir dung tao cling ldc nhiéu
vin ban méi dé thuan tién trong céng viéc cuia minh.

Céc cach tao trang van ban méi

Tao nhanh vin ban méi: Nhan vao nit cdng cu New
Blank Document

Tao van ban c¢6 lua chon: Truy cap vao trinh don (Menu)
File va chon New...

E} Document1 - Microsoft Word

((Ee) Edit  iew  Insert Fomat  Took Table Window Help

: : |L J’ roull '.'-_*ﬂ j
| Open... O I I'Ll@i E B === EE|D
il L A R U PRSI ER IS P A LR =
" Seve Cl+s | IT': 1 o

Sawe bs, .,

Yy Save as Web Page. ..

4
"JHWIIJ“IIII |

Ctra s6 New Document xuat hién véi cac Iva chon sau:



"-."] Document - Microsoft Word

| Wb page
| E-madl message

5_] From existing dooument, ..

P ™ T - RS

. Blank document: Tao van ban tring.

. XML document: Tao van ban dang XML.

. Web page: Tao van ban dang trang web.

. Email message: Tao Email moi thong qua chuong
trinh MS Outlook.

. From existing document: Tao van ban méi tir van ban
da c6 san.

. Khi khoi dong thi mic dinh MS Word ciing tao san
mot vin ban mai co tén 1a Documentl va néu tiép
tuc tao thém van ban maéi khac nira thi s€ duoc dat
tén 1a Document?2,.... Ngudi sir dung c6 thé gitt
nguyén hoic thay doi tén nay khi lwu van ban.

. Phim tét dé tao van ban méi 1a Ctrl+n

http://www.buaxua.vn | Xem thém tai:
http://www.buaxua.vn/Tin-hoc-van-phong/Cach-tao-
trang-van-ban-moi-trong-MS-Word-2003.html




Cach thay doi khoang cach va co gidn
chir trong MS Word 2003

Thay doi khoang cach va co gién chit trong soan thao van ban c6
thé dugc xem nhu 13 k¥ thuat sip chit trong nganh in. Viéc nay
khong chi gitip trinh bay trang vin ban dep mat ma con rat quan
trong trong bd cuc toan bo ban in va phi hop véi sé lugng trang
in.

Cach thay d6i khoang cach va co gian chir

Dung chudt danh dau (bdi den) chit, tir hodc doan van ban ndo
muon thay doi.

Cach danh dau chon van ban

Thao danh dau chon van basdg-edra.visc dutic thuc hign rat nhigu trong gua trinh <07 1y va
dinh dang van ban, Tron -g utgi sCrdung od rat nhigu cich d& danh dau chon van
ban khac nhau,

Chon Trinh don Format -> Font

EaaﬁnnmmtmmatIMTmymwm

RET Ry ) | e e
o Tas | SN EmaaEh.., s =
| = Bullets and Numibering

EL'E'I-EI-:I-: ! = ¥ B Boon o

Borckers and Shading,
o Thesil,,
-‘Im|_1 Trybes and Foematting, .
Ay Revesl Formalting,.,  Shilft+Fi

Vao Tab Character spacing. Trong phan ndy ¢ c4c muc sau:



. Scale: Kéo gié~n hoic co hep chir theo mot ty 1€, co thé
chon ty 1€ ¢6 san hoac nhap mot gia tri ty 1€ % tuy y. Ty 1é
100% la binh thuong, nhé hon 1a co hep va l6n hon 1a kéo
gian.

Font Text Effects

L N o

. Spacing: Thay d6i khoang cach gitra cac chir (bao gom
khoang trong), trong do:

- Normal: La khoang cach binh thuong.

- Expanded: La tang khoang cach chit rong ra theo kich thudc
dugc chon trong muc By.

- Condensed: La giam khoang cach chit hep lai theo kich thudc
dugc chon trong muc By.

Position: Dinh vi tri chit, trong do:
- Normal: La khoang cach binh thuong.

- Raised: La nang cao chir 1én theo khoang cach duoc chon
trong muc By.

- Lowered: L4 ha thap chir xudng theo khoang cach dugc chon
trong muc By.



acan 100% aeat 5% Scan 150%
Spacing Normal Spacing Exzpanded Spacing Condensad

Fosition Normal Position Ratsed Position Lowered

(Mdu
thay doi khoang cach va co gian chi)

Kerning for font 1a mot tinh ning gitp tu dong diéu chinh
khoang cach dong déu giita cac chir. Bé st dung tinh ning nay,
hay chon kich thudc (¢&) chit nhé nhat mudn ap dung trong muc
Points and above. MS Word s& tuy dong diéu chinh tat ca cac
Font chtr ¢o kich thudc do hoac 16n hon.

. DPon vi do kich thudc mic dinh 13 Point (pt: diém anh) tuy
nhién ban c6 thé nhap bat cir don vi do khoang cach ndo
khac tuy y (mm, cm,...).

. Xem trong khung Preview dé thay duoc cac thay doi trudc
khi &4p dung kiéu gach dudi
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Huwéng dan tao muc luc tur dong

trong Word 2003
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Tao mt muc luc tw ddng givip ban tiét kiém thoi gian va cong sirc bang cach tin
dung nhirng tién ich c¢6 siin dwoc nang cip than thién trong MS Word 2003. Bai viét

sé huéng din ban thyc hién bang nhiing thao tic don giin nhat

Viéc tao mot muc luc bang tay thi kha don gian song n6 lai ¢6 rat nhiéu nhuoc diém nhu:
rat kho khan dé tao mot muc luc véi mot van ban dai toi ¢ hang trdm trang, khi chiing ta
6 nhu cau thay d6i lai bb cuc bai viét hodc chinh stra thém bét y thi lai phai chinh lai
toan bo muyc luc va s6 trang cho phdl hop.

Do d6 viéc 1am muc luc tu dong s& gitip ban tiét kiém rat nhiéu thoi gian va cong strc.
Pau tién dé tao dugc muc luc thi cac ban phai danh dau heading cho muc lyc trude da.
Click chuét vao dong ma cac ban dinh chon 1am muc luc (chang han nhu: 1.1 Tong quan

V€ ...) cac ban chon muc luc nhu sau:

! File Edit Wew Insert Format  Tools  Table  Window  Help

0 EHRAED T E] 719 -
: Ay (EIENEEENERE |- | verdana - 10 = | I u |
[L] Clear Formatting gtz 134 1s
Bold, Blue
Heading 1 1
3 Tao heading 4
Heading 2 T
Heading 3 1
heading4 1
Mormal |
More. .

Hodc c6 thé sir dung phim tit néu ban thich:
- Alt + Ctrl + 1: Heading 1 (P& muc 1)
- Alt + Ctrl + 2: Heading 2 (P& muc 2)



- Alt + Ctrl + 3: Heading 3 (Pé muc 3)

Tir Heading 4 tré di sé khong dung tiép dugc phim tat nhu trén. Tuy nhién c6 thé ding t6
hop phim Ctrl + Shift + S dé vao hop Style trén thanh Formatting, sau d6 cung phim miii
tén lya chon loai Heading.

Ung v&i mdi loai heading 1a mot loai muc luc:

m Heading 1: muc luc 16n nhat (thudng ding cho chuong 1, chuong 2...)

m Heading 2: muc luc 16n thtr hai (thuong dung cho 1, 2, ...)

m Heading 3: muc luc 16n thir ba (thuong dung cho 1.1, 1.2, ...)

Sau khi ¢4 danh diu tat ca cac heading cho cac muc. Ban tién hanh hién thi muc lyc nhu
Sau.

1. Lya chon vi tri dit muc luc: (Thudng dit & cudi hodc dau vin ban)

2. Vao Insert \ Reference \ Index and Tables...

Truong hop dung Office 2000: Vao Insert \ Index and Tables...

Insert | Formak  Tools  Table  Window  Help
oo B9

Fage Mumbers, .. |B I U |
LI I B L B

il | g

Date and Time. ..
4 -
AutoTexk » : : :

Field...

Symbal, .

_d| Comrment

| Reference » Footnote. ..

Capkion. ..

Picture F Cross-teference. ..

o

Diagran. .. Index and Tables. ..

ﬁ‘\.a

@

Ao Text Box

T

File...
Chiject. ..
Bookmark. ..

W Hyperlink...  Ctrl+k

3. Xuét hién hop thoai Index and Tables, chon thé Table of Contents



Index and Tables E]

Index |} Table of Contents || Table of Figures | Table of Authorities

Prink Prewview Web Preview
Heading 1 ..o, 1 |# | |Heading 1 I
Heading 2 ..........oooeie e Heading 2
Heading 2., = Heading 3
w w
Show page numbers Ilze hyvperlinks instead of page numbers

Right align page numbers

Tab leader:|....... w
General

Formats: | From templake Show levels: |3 L

Shows Qutlining Toolbar [ Cptions. .. ] [ Modify. .. ]

[ Ok ][ Cancel ]

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

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

m Show page numbers: Hién thi s trang.

m Right align page numbers: Hién thi s6 trang bén I& phai.

m Use hyperlinks instead of page numbers: C6 str dung lién két tir muc luc toi trang dat
Heading.

m Tab leader: Chon loai dudng tab tir cudi cac Heading dén sd trang.

m Show levels: S6 cap d6 Heading.

m Nut Show Outlining Toolbar: Cho hién thi thanh cong cu Outlining trén ctra s6 MS
Word

m Nut Options...: M& hop thoai Table of Contents Options: TUy chon thém mat sb tinh

nang khéc.



Table of Contents Options

Build table of contents From:

:

.;:'.vall-;l:ule shyles; TOC |evel;
Body Texk Indent I:I
Body Text Indent 2 |:| =
Fooker I:I
Header I:I

v Heading 1

¥ Heading 2 b

Qutline levels
[ ] Table entry figlds

[ (04 l[ Zancel ]

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

Style E

Please select the appropriake skvle For
wour indesx or kable entry

Shwles:

Tz 1
1ToZ2
1 ToC3
1 TC 4
1 TOC5
1 TOC6
1 TC7F
1 TOCS
1 TOZ9

Presview
Yerdana =1

Maormal +, Automatically update




Truong hop trong file d& c6 muc lyc ty dong, va ban dong y thay d6i dinh dang font chi
bang hop thoai Style s& xuat hién thong bao: “Ban c6 mudn thay thé dinh dang cho bang

noi dung muc luc khong?"

Microsoft Office Word

Chon nut Yes: Pong y. Ngoai font chit cia ndi dung bang muc luc thay d6i, MS Word

con tu dong cap nhat lai sb trang cho cac dé muyc.

4. Kich va nit OK dé MS Word hién thi muc luc.

T;'I vach_ward dos - Wi revedl Weid

MUC LUC

Fhim tit = dung rong Microsoft Word 1
Tur in danh séch phim 1A trong MicroSof Word 3
I file 4 oo 5B 4
L clung il bl (chura 3851 bdn fila) v obi wii ibn file khise (A8 cdbnlle) —b0
Ban mudn i file vin ban nhu mét rang web: [
C:En ¥ van bén 7
Chesry brang doc. trang ngang ]
Thidt l3p Géu 34 trang, chén trang (header, footer) ciiatrang chiin iéng, rang 1 rigng. ... 8
Wubn khing of header, Footer & trang & idn ca ke vin ban k1
In dn trong MS word 10
Hlry b 1nh in G|
udn fim kidm chd, tir palr rong fils 12
udn thay thé tr ngd rong ndi dung file viin bin 13
O chuydn iant S che Wi 1 clin thidt 14
Tao tidw ¢4 rang {Header) va chin rang [Footer) rong MSWord .. . .. A5
Binh dang phdng chi 18
Theary 3 35 giin chir. B
Trang & chir cho sinh $dng 22
Erinh daneg Joan vim bén 22
B 5 Thalr ur, I U L cong ur ing ]
udn bd ché 88 bur 38 ng dénh 54 thir b G dng: 30
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O tai phan muc luc ndy, tu dong co lién két cho phép ban click chudt (hodc ding két hop

phim Ctrl + click chudt) dé nhay dén dung muc va s trang can dén.



Trudng hop ban thay d6i chinh sira noi dung thi ¢d thé update cho muc luc bang cach
click chudt phai vao phan muc luc va chon "update". Myc luc s& tu thay d6i s trang va

dé muc theo dung sy thay doi ctia ban.



