VW WLIEIN YT A ¥ VIO v ey

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
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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.




Nhirng cach dinh dang van ban trong
word 2010

Néu mubn dat nhiéu khoang cach giira cac dong nhung khoang cach ndy khdng co
trong menu xuat hién khi nhan nut Line Spacing, ban hdy chon Line Spacing
Options, va nhap vao khoang cach ma ban thich.

A. Dinh dang van ban

In dam

1. Chon doan text ma ban mudn in dam, dwa con tré chudt vao ving chon cho
dén Kkhi xuat hién thanh céng cu Mini.
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In dam

2. Nhin nat Bold (B).

Ban ciing c6 thé sir dung phim tit Ctrl+B.

Luu Y : nhin Bold (hodc Ctrl+B) lan nita néu ban mudn bo in dam.

In nghiéng

Thuc hién twong tu nhu in ddm, nhung thay vi nhan nit Bold thi ban nhin nut
Italic (phim tit Ctrl+1).

Gach duwéi doan text

Nhan Ctrl+U dé gach dudi doan text dang chon. Nhan Ctrl+U Ian nita dé bo gach
duoi.

Ngoai ra con c6 nhiéu kiéu gach dudi khac:

¢ Gach dwéi cac tir, trir khoang tring:

- Chon doan text ban mubn gach dudi.

- T6i thé Home, nhém Font, ban nhan nit mii t&n & goc dudi bén phai.
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- Trong hop Underline style, ban chon Word only. Nhan OK.

¢ Gach doi ¢ duoi tu:

Thuc hién budce 1, 2 twong ty trén.

Trong hop Underline style, ban chon biéu tugng dong doi. Nhin OK.



¢ Duong gach dwdi trang tri:

Thuc hién bude 1, 2 twong tu trén.

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

- Pé d6i mau cua duong gach dudi, nhan chudt vao hop Underline color va chon
mau minh thich. Nhan OK.

Poi mau chir

1. Chon doan text ban mudn d6i mau, di chuyén con trd chudt vao ving chon dé
XUt hién thanh cong cu Mini.

2. Nhan nit Font Color va chon mau minh thich.

Doi kich ¢& chir

1. Chon doan text, di chuyén con tré chudt vao dé xuét hién thanh cong cu Mini.
2. Pé tang kich c& chir, ban nhin nat Grow Font (phim tat Ctrl+Shift+>). Dé giam
kich ¢& chit, nhin nut Shrink Font (phim tat Ctrl+Shift+<).

Panh dau (High ight) dean text

Danh diu doan text dé 1am n6 tréng ndi bat hon. Cach thuc hién:

1. T6i thé Home, nhom Font, ban nhan vao mii t&n bén canh nat Text Highlight
Color.

2. Chon mot mau dung dé t6 sang ma ban thich (thuong 1& mau vang).

3. Dung chuét t6 chon doan text muén danh dau.

4. Mubn ngung ché do danh diu, ban nhan chudt vao mii tén canh nut Text
Highlight Color, chon Stop Highlighting, hodc nhdn ESC.

G& bé ché dd danh dau text

1. Chon doan text mubn g0 bo ché do danh dau.

2. Trong thé Home, nhom Font, ban nhan chudt vao mii tén canh nut Text
Highlight Color.

3. Chon No Color.

Pinh dang chi so trén (Superscript), chi sé du6i (Subscript)

1. Chi s6 trén (Superscript);

2. Chi sb duéi (Subscript).

A2+ BZ=C29 Superscript

H2SO4$Sub5cript

Chon doan text cﬁn,djnh dang. Trong :ché Home, nh(')m’Font, ban nhéq nut
Superscript (phim tat Ctrl+Shift+=) dé dinh dang chi s6 trén, hoac nhan nut
Subscript (phim tat Ctrl+=) dé dinh dang chi s6 dudi.



Canh chinh van ban

Canh tréi, phai, giita, hodc canh déu hai bén

1. Chon doan vin ban ban mudn canh chinh.

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

Canh chinh nhiéu ché d trén cung 1 dong

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

2. Nhan chudt vao dong méi va thuc hién nhu sau:

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

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

- Chén doan text canh phai: Di chuyén con tré chudt chir I sang phai cho dén vj tri
can gd text, nhan dap chudt va gd vao doan text.

Thay d6i cac canh chinh theo chiéu doc doan text

1. Trong thé Page Layout, nhém Page Setup, nhan chudt vao nit mii tén & goc
dudi bén phai.

2. Trong hop thoai Page Setup, nhin vao thé Layout. Tai myc Vertical alignment,



ban chon mot loai canh chinh minh thich (Top, Center, Justified, Bottom).
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3. Tai muc Apply to, ban chon pham vi ap dung 1a Whole document (toan van
ban), This section (vUng hién tai), hay This point forward (ké tir day tré vé sau).
Nhan OK.

Canh giira 1¢ trén va & du6i

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

2. Trong thé Page Layout, nhom Page Setup, nhin chudt vao nit miii tén ¢ goc
dudi bén phai.

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

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

Thut vé dong dau tién cia doan

1. Nhin chudt vao doan ma ban muén thut 1& dong dau tién.

2. Trong thé Page Layout, nhn vao n(t miii tén goc dudi bén phai cia nhém
Paragraph.

3.0 hdp thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ban



chon First line. Tai muc By, chon khoang céch thut vao. Nhan OK.

Piéu chinh khoang cach thut 1¢ ciia toan b doan

1. Chon doan vin ban muén diéu chinh.

2. Tai thé Page Layout, nhom Paragraph, nhan chudt vao miii tén Ién, xuéng bén
canh myc Left dé tang, giam khoang cach thut 18 trai, hay toi muc Right dé diéu
chinh thut 1& phai.

Thut dong tat ca, trir dong diu tién cia doan

1. Chon doan vin ban ma ban muédn diéu chinh.

2. Trén thanh thudc ngang, hdy nhan chudt vao dau Hanging Indent va ré dén vi tri
ban mudn bat dau thut dong.

Néu ban khong thiy thanh thudc ngang dau ca, hdy nhan nat View Ruler ¢ phia
trén cua thanh cudn doc dé hién thi no.

Tao m¢t thut 4m

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

1. Chon doan van ban ma ban mudn mo rong sang trai.

2. Tai thé Page Layout, nhom Paragraph, nhin nat mii tén hudng xudng trong muc
Left cho dén khi doan vin ban nam & vi tri ban vira ¥.

Thay doi khoang cach trong van ban

Tao khoang cach d6i gitta cac dong cho toan bé tai liéu

Khoang cach mic dinh giita cac dong cho bat ky tai liéu tréng ndo 1a 1.15. Ban ¢6
thé tao khoang cach d6i (2) néu mudn bang cach sau:

1. Trong thé Home, nhom Styles, nhan chudt phai vao nit Normal, chon Modify.

tabbCeDe | aaBbcecor AaBbCi AaBbCc

i Jpdate Mormal to Match Selection
W Modity.,
Rename.,
Remoave from Quick Style Gallery
Add Gallery to Quick Access Toolbar

2. Bén dudi nhém Formatting, nhin naut Double Space. Nhin OK.

Thay d6i khoang ciach dong cho doan vin ban dang chon

1. Chon doan vin ban mudn thay ddi.

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

3. Chon khoang cach ban mudn, chiang han 2.0.

Ghi ch: Néu mudn dit nhiéu khoang cach gitra cac dong nhung khoang cach nay
khéng cd trong menu xuét hién khi nhan nut Line Spacing, ban hiy chon Line
Spacing Options, va nhap vao khoang cach ma ban thich.



Céc kiéu khoang cach dong ma Word hd tro:

- Single (dong don). TOy chon nay hd tro font 16n nhit trong dong d6, thém vao
mot luong khoang trong nho bd sung. Luong khoang trong bo sung tlly thude vao
font chit ma ban dang str dung.

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

- Double: Gap 2 lan khoang cach dong don.

- At least: Lwa chon ndy xac lap khoang cach dong tdi thiéu can thiét d&é phd hop
vé6i font hodc dd hoa 16n nhit trén dong.

- Exactly: C dinh khoang cach dong va Word s& khong diéu chinh néu sau d6 ban
tang hodc gidm c& chir.

- Multiple: Xac lap khoang cach dong tang hoac giam theo ti 1€ % so vdi dong don
ma ban chi dinh

Thay d6i khoang cach trude hodc sau cic doan
1. Chon doan vin ban ban mudn thay dbi khoang cach trudc hodc sau no.

2. Trong thé Page Layout, nhom Paragraph, ban nhén chudt vao mii tén canh muc
Before (trudc) hoac After (sau) dé thay doi bang gia tri ban muon.

Thay d6i khoang cach giira cac ky tu
1. Chon doan vin ban ma ban mudn thay dbi.

2. Trong thé Home, nhan chudt vao ndt mii t&n & goc dudi phai cia nhém Font dé
m& hop thoai Font.

3. Nhin chon thé Character Spacing ¢ hop thoai nay. Trong muc Spacmg, nhan
Expanded d¢ mé rong hay Condensed dé thu hep khoang cach va chi dinh s
khoang cach trong muc By.

Font 3
Fopt | Advanced
Characker Spacing
Scale: 1007 v
Soatng: | Condensed ~ B 054 -
Postion: | Normal W By: —
[C] karming for Fonts: % | Points and above




Co dan vin ban theo chiéu ngang
1. Chon doan vin ban ban mudn cang ra hodc thu lai.

2. Trong thé Home, nhan chudt vao ndt mii t&n & goc dudi phai cia nhém Font dé
M& hop thoai Font.

3. Nhan chon thé Character Spacing & hop thoai nay. Tai muc Scale, nhap vao ti 1
% ma ban muon. Néu ti 1€ nay I6n hon 100% thi doan van ban s€ dugc kéo ra,
nguoc lai, N6 s€ dugc thu lai.

Panh diu su thay ddi va ghi chd trong tai liéu

Theo ddi sy thay d6i trong khi chinh sira

1. M tai liéu ma ban mudn theo ddi.

2. Trong thé Review, nhom Tracking, nhdn nat Track Changes.

3. Thay ddi tai liéu theo ¥ ban (chén, x6a, di chuyén hay dinh dang van ban...).
Lap tirc & bén hdng trang tai li¢u sé xuat hién nhitng bong bong hién thi sy thay doi
nay.

Tit ché dd theo doi su thay ddi

Trong thé Review, nhom Tracking, nhan vao nit Track Changes mot lan nira dé tat
ché do theo doi trong khi chinh stra.

Thay d6i cach Word danh déu

- Ban c6 thé d6i mau va nhitng dinh dang ma Word dung dé danh dau sy di trong
tai liéu bang cach nhan vao mui tén bén canh nut Track Changes, va nhan chon
muc Change Tracking Options.

- Néu ban mudn xem tit ca nhiing thay d6i ngay trong tai lidu thay vi hién thi
nhitng bong bong bén hong tai liéu, & nhom Tracking, nhan vao nut Ballons, sau
do6 chon Show all revisions inline.

- Pé 1am noi bat vung hién thi nhitng bong bong (bén I& tai liéu), hdy nhan nat
Show Markup va chon Markup Area Highlight.



2. Dinh dang c6t, tab, Numbering

a. Dinh dang cgt

CAch thir nhat: gd vin ban trudc, chia cot sau:

- Bucc I: ban nhap van ban mot cach binh thudng, hét doan nélro thi nhan Enter dé
xuong hang. Sau khi d& g0 het ndi dung van ban, ban hdy nhan Enter d¢€ con tro

xudng hang tao mot khoang tring.

- BuGe 2: 10 khdi ndi dung can chon (khong t6 khéi dong tring & trén), tai thé Page
Layput, nhom Page Setup ban chon cac mau ¢t do Word mac nhién an dinh.

Insert FPage Layout References
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Nh4n vao More Columns hién thi hop thoai;



Prassts
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- Presets : c&c mau chia cot

- One — Two — Three : C4c ¢t c6 d6 rong bang nhau

- Left — Right : Cac cot c6 d6 rong khac nhau

- Number of Columns : S6 c6t (néu mudn sb cot chir w)

- Line Between: : Puong ké gitra ciac cot

- Width and Spacing : Piéu ch nh d6 rong va khoang cach

- Equal column width : Céc cot co d6 rong cot bang nhau néu nhip chon vao &
vudng phia trudc

Cach thir hai: chia cot trude, gd van ban sau (dung trong truong hop toan bo van
ban duoc chia theo dang ¢t bao).

- Tai thé Page Layput, nhom Page Setup ban chon cidc mau cot do Word mic nhién
an dinh



- Nhap vin ban vao.

- Tai thé Page Layput, nhdm Page Setup ban chon Breaks, Column Break: dé ngat
cot khi ban muon sang cac cdt con lai.

r;::'_'-, Breaks = | A] Watermark =  Indent

Page Breaks

Page
Mark the paint at which one page ends
and the next page begins.

Column

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

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

Section Breaks
| Mext Page
e Insert a section break and start the new

section on the next page.

Iy Continuous
{p==| Insert a section break and start the new
iE section on the same page.

3 I Even Page
Insert a section break and start the new

r=-l=-‘1 section on the next even-numbered page.

i = | Odd Page

Insert a section break and start the new
r=.!:.\| section on the next odd-numbered page,

b. Cai dit diém dirng tab (Tab stops)

Pé cho Viéc cai dit tab duoc thuan tién, ban nén cho hién thi thuéc ngang trén dinh
tai liéu bang cach nhan nat View Ruler ¢ dau trén thanh cudn doc.



Ban c6 thé nhanh chong chon tab bing cach 1an luot nhin vao 6 tab selector — 1a 6
giao nhau gitra thudc doc va thude ngang (¢ goc trén bén trai trang tai liéu) cho
dén khi chon dugc kiéu tab mong mudn, sau d6 nhan chudt vao thanh thudc ngang
noi ban mudn dit tab.

TUy ting trudng hop c6 thé ma ban c6 thé str dung mot trong cac loai tab sau:

¢ Tab trai: Dat vi tri bat dau cua doan text ma tir d6 s& chay sang phai khi ban
nhap li¢u.

¢ Tab gitra:Dat vi tri chinh gitra doan text. Poan text s¢€ nam gifra vi tri dat tab khi
ban nhap liéu.

¢ Tab phai: Ni m & ban phai cudi doan text. Khi ban nhap li€u, doan text s€ di
chuyén sang trai ke tur vi tri dat tab.

¢ Tab thap phan: Khi dit tab ndy, nhitng ddu chim phan cach phan thap phan s&
nam trén cung mot vi tri.

¢ Bar Tab: Loai tab nay khong dinh vi tri cho text. N6 s€ chen mét thanh théng
dig t&1 vi tri dét tab.



Tab stop position:
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Alignmment

@ Left
{4 Decimal

Leader
@r I Mone

'@' Center

() Bar

Default kab stops:

w I
ab stops ko be deared:

(2 Right

@a___

- Default tab stops: Khoang cach dung cta default tab, thong thuong 14 0.5”
- Tab stop position: g8 toa d6 diém dung Tab.

- Alignment: chon mot loai tab 1a Left — Center — Right — Decimal — Bar (loai tab
chi c6 tac dung tao mot duong ké doc & mot toa do da dinh).

- Leader :chon cach thé hién tab.

+ 1 None Tab tao ra khoang tring.

+ 2-3-4 Tab tao ra 13 cac diu chim, dau gach hodc gach lién nét.
- C4c nut Iénh:

¢ Set : Dit diém dung tab, toa do da gd dugc dua vao danh sach.

4 Clear : x0a toa d6 da chon.




¢ Clear all : x0a tit ca toa 6 diém dung tab da dit.

Néu ban mudn dit diém dung tab tai vi tri phU hop ma khdng thé xac dinh chinh
xac khi nhan chudt 1én thanh thudc ngang, hoic ban mudn chén ky tu dic biét
trude tab, ban co thé ding hdp thoai Tabs bang cach nhan dup chudt vao bat ky
diém dung tab nio trén thanh thudc.

Sau khi cai dat diém dung tab xong, ban c6 thé nhin phim Tab dé nhay dén ting
diém dung trong tai liéu.



Dinh dang van ban trong Word 2007

Pinh dang vin ban 1 thao tac quan trong ddi v4i bat ky van ban ndo, giup van ban
dep mit va d& doc hon, tuy nhién cong doan ndy s& 1am mat cua ban khong it thoi
gian. Nhirng thi thuat dudi day s& gitip ban tiét kiém dang ké thoi gian cho viée

nay.
1. X06a bé dinh dang khi sao chép vin ban

Khi chép vao Microsoft Word mot doan vin ban tir cac ngudn khac nhu trong mot
trang web, tur file Word, Excel hay PowerPoint, Microsoft mac dinh giir lai dinh
dang géc cua doan van ban nay. Néu mudn doan vin ban nay dugc dinh dang theo

van ban dich thi hdy thuc hién cac budce sau day:

1. Copy doan vin ban tir ngudn khac bang t6 hop Ctrl+C hodc menu chudt phai
> Copy.

2. Tai vin ban dich, click Tab Home va nhan miii tén bén duégi nat Paste.

3. Trong nhom Clipboard, click vao tuy chon Keep Text Only (hinh chir 4
ddam).
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Tuy nhién néu phai chon nhiéu doan vin ban khac nhau bang cach nay ciing 1am

mat cua ban kha nhiéu thoi gian. Lac ndy, ban hdy chinh stra thiét lap mac dinh cua

MS Word bang cach sau:

1. Click nit Office > Word Options. Tiép dén chon tab Advanced & cot trai.

2. Trong phan Cut, Copy and Paste, ban chon dic tinh phd hop cho ting thao
tac. Chéng han, néu mudn vin ban sao chép co dinh dang cua van ban dich
khi chép tir mot website, thi & dong Paste from other programs, ban chon
“Match Destination Formatting™

3. Click Ok d hoan tét.

2. Ngit phan doan

Chia nho mot vin ban thanh cac phan doan (section) s& giup ban dé dang chinh sira
dinh dang cho tirng phan ciia vin ban ma khéng 1am anh huéng dén cac phan khéc.
Chang han, néu ban mudn xoay ngang mot trang trong khi cac trang khac van &
chiéu doc thi ban c6 thé sir dung chirc ning ndy. D& ngit mot phan doan, nhan vao
tab Page Layout rdi click miii tn x6 xudng bén canh nat Breaks. Ban c6 nhitng tly

chon sau:



« Next Page: Bit ddu mot phan doan khac & trang tiép theo.
. Continuous: Bit ddu mot phan doan khac ¢ trang hién tai.
« Even Page: Bit dau mot phian doan khac ¢ trang chin tiép theo.

« 0dd Page: Bit diu mot phan doan khac & trang 1¢ tiép theo.
3. GO hai chir trén cung mot dong

Pé gb hai hay nhiéu chir trén ciing mot dong, thay vi chi gb dau cach don thudn,
ban hdy chén mot dau cach dic biét bang to hop phim Ctrl+Shift khi gd ddu cach.
Khoang cach giita cac chit van duoc giit nguyén, nhung hai chit duoc ngin bing
ddu cach trén s& luén ¢ ciing mot dong, co thé dong trén hozdc néu khong di chd, ca

hai chit s& bi ddy xudng dong dudi.
4. Pinh dang s thir tw trong danh sach

Chi dinh dang s6 thi ty trong danh sach 1a diéu khong phai ai ciing biét va d6i khi
s& 1am ho t6n nhiéu thoi gian dé may mo va chinh stra. Dé thoat khoi tinh trang

nay, ban hdy thuc hién cac budc sau:

1. Trén tab Home, click vao biéu tuong Show/Hide tai nhom Paragraph.
2. Boi den biéu twong danh dau doan & cudi dong dé hién 1én thanh dinh dang.
3. Chon dinh dang ban mudn thiét 1ap. Nhu ban c6 thé nhin thiy trong hinh

dudi, chi s6 3 dau dong thir 3 chuyén mau.

1.- Mién-phi-ban-quyén-1-ndm-phan-mém-Kapersky-Antivirus-20139
2.+ Facebook-Home-khong-chiém-dugc-cam-tinh-clia-ngudi-ding¥
3.~ Quanlyva-don-depkhay-hé-théngtrén-Windows-719

4.~ 9Ung-dungxem-phim-tdt-nhat-cho-Android

5.-+ Kiém-tra416i-bd-nhé-(RAM)-mdy-tinh 1



Pé dinh dang thém céc s6 hodc ky tu danh diu thir tw khac nhung khong phai tat
ca, nhan gilr nat Ctrl trong khi chon cac biéu tuong danh dau doan. Pé dinh dang
toan bo s thir tu trong mot danh sach, click vao bat ky s nao trong danh sach dé

danh dau cot s thu tu, tiép dén thiét 1ap dinh dang ban muén.
5. Loai b6 dinh dang

Loai bo dinh dang trong van ban 1 viéc khong kho, nhung phan 16n ngudi ding
chon cach thu cong nhét: chon doan vin ban mudn bo dinh dang dé hién ctra s
cong cu dinh dang, mudn bo chon dinh dang ndo ban phai click mot 1an nita vao

dinh dang do.

Néu mudn loai bo toan bo dinh dang, c6 mot cach nhanh hon nhiéu: boi den doan
vin ban muén bo dinh dang va nhin t6 hop Ctrl+Spacebar, con néu chi muén loai

bo cac dinh dang doan, ban chi can nhin t6 hopCtr+Q.
6. Chinh lai khoang cach giira cac dong

Mic dinh Word 2007 va 2010 thiét 1ap khoang cach 1.15 gitta cac dong. Néu mudn

stra doi khoang cach nay, thuc hién cac budc sau:

Click tab Home.
Click phai chuot vao nat Normal trong nhém Styles va chon Modify.

Chon Paragraph tir menu Format.

> W bdoE

Trong phan Spacing, chuyén lai khoang cach tir 1.15 thanh bét ky s6 nao ban

A

muon.
5. Nhéin Ok.
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7. Dat lai khoang cach giira cac doan

Ciing lién quan dén khoang cach 13 viéc thay d6i khoang cach giira cac doan.
Nhiéu khi ban thiy khoang cach giita cac doan qua 16n ma khong c6 cach nao xda
di vi n6 von khong phai 1a mot dong tréng. Néu khong mudn cac doan cach qua xa

nhau, ban hdy thuc hién cac budc sau:

1. Click tab Home.

2. Clich vao mii tén ¢ ria phai nhém Paragraph.

3. Panh diu vao tly chon Don’t Add Space Between Paragraphs Of The Same
Style.

4. Click nat Default.

5. Nhan Ok dé hoan tit
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8. Dung chire ning Find and Replace dé thay d6i dinh dang

Chtc niang tim kiém va thay thé Find and Replace chic hin duoc rat nhiéu nguoi
st dung dé chuyén ddi ky tu hang loat, nhung c6 1& khong nhiéu ngudi biét chuc
nang niy cOn ¢d thé gitip ban thay ddi dinh dang. Chang han, ban mudn doi toan

bo mot tir nao d6 tir in dAm sang in nghiéng, ban c6 thé 1am theo céch sau:

Nhan t6 hop Ctr+H

Pit tré chudt ¢ 6 Find What va nhin nat More

Chon muc Font trong menu Format

Chon Bold trong danh sach Font Style va nhan OK.

Pit tré chudt trong phan Replace With va nhan nat More.

Chon muc Font trong menu Format.

N o g bk~ w0 D

Chon Italic trong danh sach Font Style va nhan Ok.



Find and Replace Pl X

Replace Go To |

Find what: |Z|
Format: Font: Bold
Replace with: || |E|

Format:
I Replace I [ Replace Al ] [ Eind Mext J [ Cancel ]

9. X6a dwong ké lién

Néu ban g6 ba diu trir va nhan Enter, Microsoft Word s& thay thé chiing bang mot
dudng ké lién tir trai sang phai. DPoi khi dudng ké ndy kha ngoan cd ma ban khong
lam cach nao x6a di dugc. Piéu ndy xay ra khi ban tao ra dudng ké nay ngay dudi

dong text bat ky.

Pé nhanh chong x6a di dudng ké nay, click vao mili tén x6 xudng bén canh cong

cu Border trong nhom Paragraph va chon No Border nhu hinh duéi day.
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10. Dinh dang véi AutoCorrect

AutoCorrect la chic niang gitp giam 18i chinh ta khi gb vin ban dong thoi gitp ban
thiét 1ap cac tir gb tat. Mot chic ning nita ctia AutoCorrect 13 dinh dang cho van

ban. Dé luu mot dinh dang vao AutoCorrect, ban 1am nhu sau:

1. GO mdt dan vin ban va dinh dang cho nd. Chang han, gb In Nghiéng va ap
dung dinh dang in nghiéng.

Boi den tir nay.

Click nat Office > Word Options rdi chon tab Proofing & bang bén phai.
Chon nut AutoCorrect Options trong phan AutoCorrect Options.

Panh dau vao tly chon Formatted Text trong phan With.

G0 ing trong muc Replace.

Click Add va nhan Ok.

N o a bk~ DN



Ké tir nay bat ky khi nao ban g8 ing va nhan Enter, tir d6 s& chuyén thanh tir In

nghiéng véi dinh dang in nghiéng.



CAC THAO TAC PINH DANG VAN BAN TRONG
WORD 2007

I. PINH DANG CHU Dinh dang chit bao gém cac dinh dang sau: Pinh dang Font
chit Binh dang ¢& chir Dinh dang kiéu chit Pinh dang mau chit Binh dan mau nén

cua chtr

1. Dinh dang Font chir:

Pé dinh dang Font chit ta thuc hién cac budc sau:

Buée 1: Chon chir hodc khdi cac chir can dinh dang

Buwdc 2: Nhay mii tén bén canh ntt 1énh Font trong thé Home
Buwde 3: Chon tén 1 Font thich hop

Minh hoa dinh dang chir:

2. Dinh dang c& chir:

Buéc 1: Chon chit hodc khéi cac chit can dinh dang

Budc 2: Nhay mii tén bén canh nat 1énh Font Size trong thé Home
Budc 3: Chon 1 s6 thich hop

Minh hoa dinh dang c¢& chir:

3. Pinh dang kiéu chik:

Buéc 1: Chon chit hodc khéi cac chit can dinh dang

Budc 2: Nhay nuat 1énh Font Style trong nhom 1énh Font trong thé Home
Minh hoa dinh dang kiéu chi:

4. Pinh dang mau chi:

Buéc 1: Chon chit hodc khéi cac chit can dinh dang



Budc 2: Nhay mii tén bén canh nat I€énh Font Color trong thé Home
Budc 3: Chon 1 mau thich hop

Minh hoa dinh dang mau chir:

5. Pinh dang mau nén cia chir:Budc 1: Chon chit hoic khéi cac chit can dinh
dang

Budc 2: Nhay miii tén bén canh nut 1¢énh Text Highlight Color trong thé Home
Budc 3: Chon 1 mau thich hop

Minh hoa dinh dang mau nén cua chi:

II. PINH DANG DPOAN VAN

Dinh dang doan van bao g@)m cac dinh dang sau:

Dinh dang can 18

Dinh dang khodng cach cac doan

Pinh dang mau nén cho doan vin

Pinh dang dudng vién cho doan vin

Pinh dang khoang cach thyt ¢au dong

Dinh dang Bullets, Numbering va Mutilevel List

An hién danh ddu doan van

Sip xép doan vin

1. Ciin 1é doan vain:

Dé cin 1& cho doan van ta thuc hién cac buéde sau:
Budc 1: Chon 1 doan vén hodc cac doan véan can can 18
Budc 2: Nhay chon 1 kiéu cin 18 doan vin ctia nhom 1énh Pararaph trong thé
Home

Minh hoa can 1& doan van:



2. Dinh dang khoang cach cac doan van:

Pé dinh khoang cach cho doan van ta thuc hién cac budc sau:

Budc 1: Chon 1 doan vin hodc cac doan vin can dinh khoang cach (Gidn dong)
Budc 2: Nhay vao mii tén bén canh ntt Iénh Line Spacing cua nhom 1€nh Pararaph
trong thé Home

Budc 3: Chon 1 khoang céch thich hop

Minh hoa dinh khoang cach cac doan van:

3. Dinh dang mau cho cdac doan vin:

Pé dinh mau cho cc doan vin ta thuc hién cac bude sau:

Budc 1: Chon 1 doan vin hodc cac doan vin can dinh mau

Budc 2: Nhay vao mii tén bén canh nat Iénh Shading cua nhom 1énh Pararaph
trong thé Home

Budc 3: Chon 1 mau thich hop

Minh hoa dinh mau cac doan van:

4. Dinh dang dwong vién cho cdc doan vin:

Pé dinh duong vién cho cac doan vin ta thuc hién cac budc sau:

Budc 1: Chon 1 doan véan hodc cac doan vén can dinh duong vién

Budc 2: Nhay vao mii tén bén canh nuat 1énh Bottom Border ctia nhém 1énh
Pararaph trong thé Home

Budc 3: Chon 1 mau thich hop

Minh hoa dinh duong vién cac doan van:

5. Dinh dang khodng cdch thut dau dong cho cac doan vin:

Pé dinh khoang cach thut ¢iu dong cho doan vin ta thyc hién cac bude sau:



Budc 1: Chon 1 doan vén hodc cac doan van can dinh khoang cach thut dau dong
Budc 2: Nhay vao nut 1énh Decrease Indent hodc Increase Indent ctia nhom I1énh
Pararaph trong thé Home dé giam hodc dé tang do thut dau dong

Minh hoa dinh khoang cach thut ¢du dong cho cac doan van:

Giam d¢ thut ddu dong cua doan vin

Tang d6 thut dau dong cia doan van

6. Dinh dang Bullets, Numbering va Mutilevel List cho doan vin:

Pé dinh dang Bullets, Numbering va Mutilevel List cho doan van ta thuc hién cac
budc sau:

Budc 1: Chon 1 doan van hoac cac doan van

Budc 2: Nhay vao mii tén bén canh nt Iénh Bullets hodc Numbering hoac
Mutilevel List trong nhdm Iénh Pararaph trong th¢ Home

Budc 3: Chon 1 kiéu thich hop

Minh hoa viéc thém Bullets, Numbering va Mutilevel List cua doan van:

Thém Bullets:

Thém Numbering:

Thém Mutilevel List:

7. An hién ddnh diu doan vin trong toan vin bén:

Pé hién danh du doan van (trong trudng hop dang an) ta thyc hién nhu sau: Nhan

chudt vao nuat 1énh trong nhom 1énh Pararaph trong thé Home

Minh hoa hién danh dau doan van:



Pé an danh diu doan van (trong truong hop dang hién) ta thuc hién nhu sau: Nhan
chudt vao nuat 1énh trong nhom 1énh Pararaph trong thé Home

Minh hoa an danh d4u doan van:

8. Sdp xép doan vin trong toan vin bdn:
Pé sip xép cac doan vin ta thuc hién nhu sau: Nhan vao ndt lénh trong nhém 1énh
Pararaph trong thé Home. Khi d6 mét cira s6 Sort Text xuat hién, trong cira s6 ndy

ban chon céc kiéu sap xép xong rdi nhin OK, ban s& thay két qua ngay.

Cach xo04 bé dinh dang Formatting cia doan van ban trong Word
Cach xo0é boé dinh dang Formatting cia doan van ban trong Word, huy bé dinh dang van ban,x6a bé

dinh dang trong word, dinh dang van ban nhw thé nao

Khi ban soan thao van ban Word ma lai gop nhat tirng doan ctia nhirng van ban khac nhau, chac chan

sé& c6 tinh trang dinh dang ctia ching sé khong théng nhat.
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Sau khi Copy doan van ban |an 16n nhiéu dinh dang. Ban c6 thé mé 1 file m&i dé st dung chirc ning

Paste Special... cia Word 2003.

Chon menu Edit --> Paste Special...

ngj Document - Micrc;ﬂm

: Eile L;EE“ View Insert Format Tools

BN ) Can'tUnde Ctrl+Z g | X i

A N Copy S0 Roman .
E_Final‘ @: Paste Ctrl+V L | 93
Til—'| Paste Special...

34 Find.. Ctrl+F
¥

Trong hép thoai, chon Unformatted Text hodc Unformatted Unicode Text. Khi dé doan van ban dwoc

déan vao sé tré vé dinh dang méc dinh ban dau.

Paste Special &gé

Source:  Microsoft Office Word Document
Microsoft Office Word Document

= [ Concal |
@ Paste: Micrasoft Office Word Document Chiect =
S Formatted Text (RTF
S Unformatted Text
Picture {(Windows Metafile) *
Picture (Enhanced Metafile)
HTML Format
Unformatted Unicode Text i

[ | Display as icon

Result
Inserts the contents of the Clipboard as text without

Eé any formatting.

Trong Microsoft Word 2007 ¢6 chtrc ndng goi la Clear Formatting (x6a bé dinh dang)



Chirc ndng nay sé g& bd tat ca cac dinh dang d c6 truwdc d6 va dwa vé dinh dang méc dinh, chi co text
thé.

D& dung chtrc niing nay, ban cin béi den doan van ban mudn xéa dinh dang, mé thé Home trén thanh

Ribbon ctia Word 2007, réi nhén 1én nat Clear Formatting trong nhém Font.

5? Format Painter I B 7 U TM‘dm'm"’!”""‘mrl %
Clipboard R Font

Clear all the formatting from the
selection, leaving only the plain
text,

(@ Press F1 for more help.

Ngoai 2 cach trén danh cho 2 phién ban, c6 td hop phim néng ciing rat hiéu qua. D6 1a bdi den doan

van ban, nhan ddng thoi Ctrl + Space bar (phim céch). Theo minh céch nay ciing rat hiéu qua.



MS Word 2013: Pinh dang van ban.

CANH CHINH VAN BAN
Canh trai, phai, giira, hodc canh déu hai bén:
1. Chon doan vin ban ban mudn canh chinh.

2. Trong thé Home, nhom Paragraph, nhan nat Align Left dé canh 18 trai, nhan
Align Right dé canh phai, nhan nt Center dé canh giita (gitra 2 1& trai va phai),

hay nhin nat Justify dé canh déu hai bén.
Canh chinh nhiéu ché d trén cung 1 dong:

1. Chuyén ché d6 xem van ban 13 Print Layout hoic Web Layout (Trong thé

View, nhom Document Views, chon nut Print Layout hoac Web Layout).
2. Nhan chudt vao dong méi va thuc hién nhu sau:

- Chén doan text canh trai: Di chuyén con tré chudt chir I sang trai cho dén vi tri

can gd text, nhan dap chudt va gd vao doan text.

- Chén doan text canh giita: Di chuyén con tré chudt chit I vao khoang gitra dong

cho dén vi tri cAn gb text. Nhin dup chudt va gb vao doan text.

- Chén doan text canh phai: Di chuyén con tré chudt chir I sang phai cho dén vi tri

can gd text, nhan dap chudt va gd vao doan text.

Canh chinh vi tri m§t van ban:



1. Trong thé Page Layout, nhém Page Setup, nhin chudt vao nit miii tén ¢ goc

dudi bén phai.

2. Trong hop thoai Page Setup, nhin vao thé Layout. Tai muc Vertical
alignment, ban chon mét loai canh chinh minh thich (Top, Center, Justified,
Bottom).

3. Tai muc Apply to, ban chon pham vi ap dung 1a Whole document (toan van
ban), This section (viing hién tai), hay This point forward (ké tir day tré vé sau).
Nhan OK.

Canh giira 1¢ trén va 1& duéi:
1. Chon doan vin ban ban mudn canh giita so v6i 1 trén va 18 dudi.

2. Trong thé Page Layout, nhdm Page Setup, nhin chudt vao nit miii tén ¢ goc

dudi bén phai.

3. Trong hop thoai Page Setup, nhan vao thé Layout. Tai muc Vertical

alignment, ban chon Center.

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

Thut 1& dong dau tién cia doan:

1. Nhin chudt vao doan ma ban muén thut 1& dong dau tién.

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

Paragraph.



3. O hop thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ban

chon First line. Tai muc By, chon khoang cach thut vao. Nhan OK.
Piéu chinh khoang cach thut 1@ ciia toan b doan:
1. Chon doan vin ban mudn diéu chinh.

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

Thut dong tat ca, trir dong diu tién cia doan:
1. Chon doan vin ban ma ban muédn diéu chinh.

2. Trén thanh thudc ngang, hdy nhan chudt vao dau Hanging Indent va ré dén vi
tri ban mudn bt dau thut dong. Néu ban khong thiy thanh thuéc ngang dau ca, hiy

nhan nat View Ruler & phia trén ctia thanh cudn doc dé hién thi no.

Tao mét thut Am: Thay vi thut dong vao trong, ban cé thé diéu chinh thut ra ngoai

SO V&1 1€ trai bang cach:
1. Chon doan van ban ma ban muon mé rong sang trai.

2. Tai thé Page Layout, nhém Paragraph, nhin nat miii tén huéng xubng trong

muc Left cho dén khi doan vin ban ndm & vi tri ban vira y.
THAY POI KHOANG CACH TRONG VAN BAN

Tao khoang cach doi giira cac dong cho toan b tai li¢u:



Khoang cach mic dinh giita cac dong cho bat ky tai liéu tréng ndo 1a 1.15. Ban ¢6

thé tao khoang cach d6i (2) néu mudn bang cach sau:

1. Trong thé Home, nhdm Styles, nhin chu6t phai vao ndt Normal, chon Modify.
2. Bén dudi nhém Formatting, nhan nt Double Space. Nhan OK.

Thay d6i khoang cach dong cho doan viin ban dang chon:

1. Chon doan van ban mubn thay d6i.

2. Trong thé Home, nhdm Paragraph, nhian nat Line Spacing.

3. Chon khoang cach ban mudn, chéng han 2.0

Ghi ch: Néu muén dat nhiéu khoang cach giita cac dong nhung khoang cach nay
khéng cd trong menu xuat hién khi nhan nut Line Spacing, ban hay chon Line

Spacing Options, va nhap vao khoang cach ma ban thich.
Cé4c kiéu khoang cach dong ma Word hd tro:

- Single (dong don). Tty chon ndy hd trg font 16n nhat trong dong dé, thém vao
mot luong khoang trong nho bd sung. Luong khoang trong bo sung tlly thude vao

font chit ma ban dang str dung.

- 1.5 lines: Gép 1,5 1an khoang cach dong don. — Double: Gap 2 1an khoang cach
dong don. — At least: Lwa chon ndy xac lap khoang cach dong tdi thiéu can thiét dé

phl hop v6i font hoic d6 hoa 16n nhat trén dong.

- Exactly: C6 dinh khoang cach dong va Word s& khong diéu chinh néu sau d6 ban

tang hodc gidm cd chir.



- Multiple: X&c lap khoang cach dong tang hodc giam theo ti 1€ % so vdi dong don
ma ban chi dinh. Vi du, nhap vao 1.2 c6 nghia la khoang cach dong sé tang 1én

20% so véi dong don.
Thay d6i khoang cach truéc hoic sau cac doan:
1. Chon doan vin ban ban mudn thay dbi khoang cach trudc hodc sau no.

2. Trong thé Page Layout, nhém Paragraph, ban nhdn chudt vao miii tén canh

muc Before (trudc) hodc After (sau) dé thay doi bang gia tri ban mudn.
Thay d6i khoang cach giira cac ky tu:
1. Chon doan vin ban ma ban mudn thay dbi.

2. Trong thé Home, nhan chudt vao nit mili t&n & goc dudi phai cia nhom Font dé

m& hop thoai Font.

3. Nhan chon thé Character Spacing ¢ hop thoai ndy. Trong muc Spacing, nhan
Expanded dé mé rong hay Condensed dé thu hep khoang cach va chi dinh sb

khoang cach trong muc By.
Co dan vin ban theo chiéu ngang:
1. Chon doan vin ban ban mudn cang ra hodc thu lai.

2. Trong thé Home, nhan chudt vao nit miii t&n & goc dudi phai cia nhom Font dé

m& hop thoai Font.



3. Nhin chon thé Character Spacing ¢ hop thoai ndy. Tai muc Scale, nhap vao ti
16 % ma ban mudn. Néu ti 1& ndy I6n hon 100% thi doan vin ban s& dugc kéo ra,

nguoc lai, nd s€ dugc thu lai.

Panh diu su thay ddi va ghi cha trong tai liéu Theo ddi sy thay doi trong khi

chinh stra:
1. M tai liéu ma ban mudn theo ddi.
2. Trong thé Review, nhém Tracking, nhan nat Track Changes.

3. Thay ddi tai liéu theo ¥ ban (chén, xda, di chuyén hay dinh dang van ban...).
Lap tirc & bén hong trang tai liéu s& xut hién nhitng bong bong hién thi sy thay do6i

nay.
Tét ché do theo doi su thay ddi

Trong thé Review, nhdm Tracking, nhan vao nit Track Changes mot lan nita dé

tit ché d6 theo ddi trong khi chinh stra.
Thay d6i cich Word danh dau:

- Ban c6 thé d6i mau va nhitng dinh dang ma Word dung dé danh dau sy doi trong
tai liéu bang cach nhin vao miii t&n bén canh nut Track Changes, va nhan chon

muc Change Tracking Options

- Néu ban mudn xem tit ca nhirng thay dbi ngay trong tai liéu thay vi hién thi
nhitng bong bong bén hdng tai liéu, & nhém Tracking, nhan vao ndt Ballons, sau

d6 chon Show all revisions inline.



- Pé 1am nbi bat ving hién thi nhitng bong bong (bén I& tai liéu), hdy nhan nit

Show Markup va chon Markup Area Highlight.

Nguén bai viét: http://www.itviet360.com/2013/01/dinh-dang-van-ban-word-2007-
2010-2013.html#ixzz2YV04ZSXO

PINH DANG FONT CHU":
In dam

1. Chon doan text ma ban mudn in ddm, dua con tré chudt vao ving chon cho dén

khi xuat hién thanh cong cu Mini.

2. Nhan nut Bold (B). Ban ciing c6 thé sir dung phim tat Ctrl+B. Luu y, nhan Bold

(hoic Ctrl+B) lan nita néu ban mudn b in dam.
In nghiéng:

Thuc hién tuong ty nhu in ddm, nhung thay vi nhan ntt Bold thi ban nhan nit

Italic (phim tat Ctrl+1).

Gach du6i doan text Nhan Ctrl+U dé gach dudi doan text dang chon. Nhin

Ctrl+U lan nita dé bo gach dudi.
Ngoai ra con c6 nhiéu kiéu gach dudi khac:
* Gach dudi céc tir, trir khoang tring:

- Chon doan text ban muén gach duéi.



- Tai thé¢ Home, nhém Font, ban nhan nt mili t&n & goc dudi bén phai.
- Trong hop Underline style, ban chon Word only. Nhan OK.

* Gach d61 ¢ dudi tu: Thye hién budce 1, 2 twong tu trén. Trong hdp Underline

style, ban chon biéu twong dong d6i. Nhan OK.
* Puong gach dudi trang tri: Thyc hién budce 1, 2 twong tu trén.
- Trong hop Underline style, ban chon kiéu minh thich.

- Pé d6i mau cua duong gach dudi, nhan chudt vao hop Underline color va chon
mau minh thich. Nhan OK.

P6i mau chir:

1. Chon doan text ban mudn d6i mau, di chuyén con trd chudt vao ving chon dé

Xuét hién thanh cong cu Mini.

2. Nhan ntt Font Color va chon mau minh thich.

Péi kich ¢& chit:

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

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

Panh diu (Highlight) doan text:

Panh dau doan text dé 1am né trong néi bat hon. Cach thuc hién:



1. Tai thé Home, nhém Font, ban nhin vao miii t8n bén canh nat Text Highlight

Color .
2. Chon mot mau dung dé t6 sang ma ban thich (thuong 1& mau vang).
3. Dung chuét t6 chon doan text muén danh dau.

4. Mudn ngimg ché do danh du, ban nhan chudt vao milii tén canh nit Text
Highlight Color, chon Stop Highlighting, hoic nhdn ESC.

G& bé ché do danh dau text:
1. Chon doan text mudn g& bo ché d6 danh dau.

2. Trong thé Home, nhom Font, ban nhan chudt vao mii tén canh nat Text
Highlight Color.

3. Chon No Color.

Pinh dang chi sb trén (Superscript), chi sé duéi (Subscript):
1. Chi s6 trén (Superscript);

2. Chi sb dué6i (Subscript).

Chon doan text can dinh dang. Trong th¢ Home, nhdm Font, ban nhén nut
Superscript (phim tat Ctrl+Shift+=) dé dinh dang chi s6 trén, hodc nhan nit
Subscript (phim tat Ctrl+=) dé dinh dang chi s duéi.

THIET LAP PINH DANG MAC PINH CHO MS WORD 2013



O phién ban nay s& khong con ton tai tdy chon Format > Font > thiét 1ap dinh
dang > nhin Default dé ding mic dinh nita. Trén MS Word 2013, ¢ thé HOME,
ban nhin chudt phai 1én nhém dinh dang Normal > chon Modify > thiét 1ap nhiing
dinh dang mic dinh mudn ding > d6i ddu chon tir Only in this document (chi ap
dung 1én vin ban hién tai) sang New documents based on this template dé cac

dinh dang trén cd hiéu luc vdi ca nhitng van ban tao mdi sau nay.

AaBbCcD¢| AaBbCeDe AaBbC AaBbCi Aa

T Marmal Update Normal to Match Selection 1
(4 Modify... )
r Select All: (Me Data)
bat 1{}' tros Rename...
Phﬁ.ﬂ cack Remove from Style Gallery
Office 20: Add Gallery to Quick Access Toolbar

M¢ ché do thiét 1ap dinh dang mic dinh.



[ Modify Style |9 o |

Properties
Name: Mormal
Style type Paragraph
style based an [ STy
Style for following paragraph: | T Normal E|
| Formatting
Times Newnumang 13 B B I U Automatic E| 1
Il B ===|===|2& =& .

Niéu ban g& mét diy 85 qud dii vao 5 tink, o6 thé MS Excel 2013 s& khing hien thi dwox,
thay vio d6 =8 via ky ty das diém chéng bén quan, Do vn dév 50 dii, nhumg vin ném frong
kché ning xir K cia M5 Excel 2013, ban chi viéc kéo & tinh réng ra &u d2 hien i

Font: [Default] Times New Roman, 13 pt, Left
Line spacing: Muitiple 1.08 i, Space
After: B pt, Widow/Orphan control, Style; Show in the Shyles gallery 4

V| Add to the Styles gallery
_! Only in this document (@ INew dt

| [ Pormat~ | [ ok || cancl _]j

h —— — —— e e e m— e

Str dung dinh dang cho moi van ban s¢€ tao sau nay.

Pay la mot thi thuat rat can thiét cho ngudi thudng xuy@n thiét 1ap vin ban, ma

khéng can cin chinh nhiéu. Hiy chia sé v6i ban bé nhé.

Trich tir nguén: http://www.thuthuat-it.com/2013/02/thiet-lap-inh-dang-mac-inh-

cho-ms-word.html#.UdtpYzungcU

HUY PINH DANG VAN BAN:



C6 1& day 1a truong hop kha nhiéu ban gip phai khi ban Coppy mot doan vin ban
nao & ddu ddy nhu ¢ trén mang chang han va dan vao trinh soan thao vin ban
Word 2013 va n6 khong dugc dinh dang theo cach ban mudn, nhu 13 ¢6 duong
gach dudi chan hay céac ky ty la la... Thu thuat dudi s€ gitp ban co thé dé dang loai

bo tat ca cac dinh dang tir van ban va tra lai van ban vé mac dinh mot cach nhanh

chong.
Font P Paragraph Ly
;5(. 1 2 ] e
| - - -
Heduaing: Ly You can quickly and easily remove

crazy formatting like this in Word with

Ddzt-upjbght-tthz-osnymuon-vcifpsl-ksinca _ ; et
one click or a simple key combination.

oowg-pkhgaxlytd-akticwwetyl.-Dighbaez
tkoomyw-jzmgg.-Heppgvgy-ycjuvb-yaceoucx: . .

mofpwijk-cheabr-gbon. - 1 V

Otdbm-kixox-puzcawjvbf-cjjajtuy-hcdpzw-vuvygizeii-lrexincdwy-xobtol.-Oihju-mysdmfaml-cdrgbkrceh:
dgtkzzwz-gtwjfb-twgvzdb-ggsrqt.-Rjvjis-kKbmervd-cqgcoohs jblbzkmr-ulxsg-awylaw-hxkryo-
gyoonbty-cdgfhyytqu-odmwsjksri. -Rsfnbfy-ldr-gnvid- pybdexlvvrdfarehc-ebczw-dbzsctcof-
wpgmnbae.-Rnolhrrzsbls-weclpro-femfsyzhiy-mksmohjyf-rak-meytrelhpy-mkeys.-Rfarzicgpb-jjliye:
wklkfawg-imct-fxivinxjcrdgzdo-wem-hvoijff-dijpjcedk.q]

jl-gfkpvbgj-

Rkwokmlm-ddroprh-iwxcm-srsrrzps-iin-yfwagt-gepfmtwrvc-hgpgkgos.-Rarjobo-fdcrox-yzein-eltrfpwe-
dayibljytx.-Rxoxtpgme-jmbfdluid-nndyvih-gdkwtmuj-trmxe-vdywnvdtnx-boxzirhe-jatlc-nzorg-gmez.-Rktyp-wgs-

Pé hity bo dinh dang khong ddng nhat nhu d4 ndi & trén ban hay chon vin ban ma
ban mudn loai bo dinh dang va nhip vao Clear All Formatting trong phan Font

cua tab Home. Van ban tr¢ lai véi dinh dang mac dinh binh thuong.



RandomText.docx - Waord

ige Layout References Mailings Review View ADD-IM5

| S T EE b et | a=ig=n] B - -

A A |ha % =izt &% 7L M | aaBbcede] AaBbcede AaBbCe AaBt

L | AW p - TER===|1=-| D= TNormal = THNoSpac.. Heading1 Head
“ont a Paragraph Ta Styles

& 1 Clear All Formatting 4 2 ] s

Heauing 1y ;

i Remove all formatting from the ) o
Ddzt-upjbghttthz-of . jction leaving only the normal, nr-nbgvkewfd-hwhvgi.-Dprdgvecu-Imdfe-juujwk-
oowg-pkhgaxlytd-al unformatted ted. e-chgtuywt-hbvgbg-mnvn-zconnw-loiem:
tkoomyv-jzmeg.-He} pmvv-xxcjactiv-dnazmk.-Hbwudmffet-ajl-gfkpvbgj-

mofpwijk-oheabr-gb 0 Tellmeimine

Otdbm-kixox-puzcawjvbf-cjjajtuy-hcdpzw-vuvygizeii-lrexincd wv-xobtol.-Oihju-mysdmfaml-cdrgbkrceh-
dgtkzzwz-gtwjfb-twgvzdb-ggsrqt.-Rvjis-kKbmervd-cqgcoohs-jblbzkmr-ulxsg-awylaw-hxkryo-
gyoonbty-cdgfhyytqu-odmwsjksri.-Rsfnbfy-ldr-gnvid- pybdexlvvrdfarehc-ebczw-dbzscteof-
wpgmnbae.-Rnolhrrzsblsaweclprodfomisyzhiy-mksmohjyf-rak-meytrelhpy-mkeys.-Rfarzicgph-jjllye:
wklkfawg-jmct-fxivin-xjcrdgzdo-wem-hvoijff-dijpjcedk.q]

Rkwokmlm-ddroprh-iwxcm:srsrrzps-iin-yfwagt-gepfmtwvrvc-hgpgkgos.-Rxrjobo-fdcrox-yzein-eltr-fpwe:

Aavihlivity JBvavtnnmodimbfdluid.nndwiih.odblbsdonnidbmvacrchavwnudtnv.bhowvrirhciiatlceonzarooms Bltbunaanme,

Ban ciing c6 thé x6a hét dinh dang trong cac bai thuyét trinh PowerPoint bang cach

trén.



1601, ppt [Compatibility Mode] - PowerPaint DRAWING TOOLS
=SIGM TRAMNSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW FORMAT

N B~ | =Y 1 — M- MF
oy [z -]& & EEE- === L Gr (2 #n

B I U § a ™. aa-  EEEE = Shapes Arrange Quick
= A F-l:l T = " 'S_t}|e5 ¥ g ¥ :3'
Fornit f Paragraph i Dhawing [

Clear All Formatting

Remove all formatiing from the
}th—{t'u;;-n. |r_¢'\.-i|1g r_|n1_l,.' the no rrr1d|.
unformatbed ted.

ﬂ Tell me more

Mot cach khac nhanh va kha don gian nita dé loai bo nhanh céc dinh dang trong

Word va PowerPoint 2013 1 dé chon vin ban can x6a bé dinh dang va nhan Ctrl +

Spacebar dé loai bo tat ca cac dinh dang ky tu hodc to hop phim Ctrl + Q dé loai

bo chi dinh dang doan.

Chuc céc ban thanh cong !



Dinh dang van ban trong Word 2010

Ban c6 thé nhanh chdng chon tab bang cach lan luot nhan vao 6 tab selector — 4 6
giao nhau gitra thudc doc va thudc ngang (& goc trén bén trai trang tai liéu) cho
dén khi chon dugc kiéu tab mong mudn, sau d6 nhan chudt vao thanh thudc ngang

noi ban mudn dit tab.
Thay d6i khoang cich truée hoiic sau cic doan
1. Chon doan vin ban ban mudn thay dbi khoang cach trudc hodc sau no.

2. Trong thé Page Layout, nhom Paragraph, ban nhan chudt vao miii tén canh muc

Before (trudc) hodc After (sau) dé thay doi bang gia tri ban mudn.
Thay d6i khoang cach giira cac ky tu
1. Chon doan vin ban ma ban mudn thay dbi.

2. Trong thé Home, nhan chudt vao nit miii t&n & goc dudi phai ctia nhom Font dé

M& hop thoai Font.

3. Nhan chon thé Character Spacing & hop thoai ndy. Trong muc Spacing, nhan
Expanded dé mé rong hay Condensed dé thu hep khoang cach va chi dinh s6

khoang cach trong muc By.



Font ﬁ_'El

Font Advanced

Char acter Spacing
Sae: 1005 w
Spacng: | Condensed | By: 5% —
Postion: | Normal W By &
] kmming for Fonts: 2 | Poinks and above

Co d&n vin ban theo chiéu ngang
1. Chon doan vin ban ban mudn cang ra hodc thu lai.

2. Trong thé Home, nhan chudt vao nit miii t&n & goc dudi phai cia nhom Font dé

m& hop thoai Font.

3. Nhan chon thé Character Spacing & hop thoai ndy. Tai muc Scale, nhip vao ti 1é
% ma ban mudn. Néu ti 1& ndy I6n hon 100% thi doan vin ban s& dugc kéo ra,

nguoc lai, nd s€ dugc thu lai.

Panh diu su thay ddi va ghi ch trong tai liéu

Theo dbi su thay d6i trong khi chinh stra

1. M tai liéu ma ban mudn theo ddi.

2. Trong thé Review, nhom Tracking, nhdn nat Track Changes.

3. Thay doi tai liéu theo ¥ ban (chén, xda, di chuyén hay dinh dang van ban...).
Lap tirc & bén hong trang tai lidu s& xuét hién nhitng bong bong hién thi su thay doi

nay.

Tét ché do theo doi su thay ddi



Trong thé Review, nhom Tracking, nhin vao nit Track Changes mét 1an nita dé tat

ché d6 theo ddi trong khi chinh sira.
Thay d6i cich Word danh diu

- Ban c6 thé d6i mau va nhitng dinh dang ma Word dung dé danh dau sy doi trong
tai liéu bang cach nhan vao miii t&n bén canh nut Track Changes, va nhan chon

muc Change Tracking Options.

- Néu ban mudn xem tit ca nhirng thay dbi ngay trong tai liéu thay vi hién thi
nhitng bong bong bén hong tai liéu, & nhém Tracking, nhan vao nat Ballons, sau

d6 chon Show all revisions inline.

- Pé 1am nbi bat ving hién thi nhitng bong bong (bén I& tai liéu), hdy nhan nit

Show Markup va chon Markup Area Highlight.
2. Dinh dang c6t, tab, Numbering

a. Dinh dang cgt

CAch thir nhat: gd vin ban trudc, chia cot sau:

- Buée 1: ban nhip vian ban mot cach binh thudng, hét doan nao thi nhin Enter dé
xudng hang. Sau khi d4 g6 hét noi dung vin ban, ban hiy nhan Enter dé con tro

xudng hang tao mot khoang tring.

- BuGe 2: t6 khdi ndi dung can chon (khong t6 khéi dong trang & trén), tai thé Page

Layput, nhdm Page Setup ban chon cac mau c6t do Word mic nhién 4n dinh.



Insert Page Layout References

.2y Orientation * = Breaks »

[:'i Size * $3 Line Numbers =
;'EEE Columns “| be Hyphenation =

< =‘ One _sre———
-|| | — _‘__1 TN
=1 o h
o Twa
E= Three
(== |Left
=:| Right

== More Columns..,

Nhan vao More Columns hién thi hop thoai;

Apply ko: | This section L 3

Lo J[ concel |




- Presets : cAc mau chia cot

- One — Two — Three : C4c cot co d6 rong bang nhau

- Left — Right : C4c ¢t c6 do rong khac nhau

- Number of Columns : Sb ¢6t (néu mudn sb cot chit u)

- Line Between: : Puong ké gifta cac cit

- Width and Spacing : Diéu ch nh d¢ rong va khoang cach

- Equal column width : Céc cot c6 do rong cot bang nhau néu nhap chon vao 6

vudng phia trudc

Cach thir hai: chia cot trudge, g van ban sau (dung trong truong hop toan bd van

ban duoc chia theo dang ¢t bao).

- Tai thé Page Layput, nhom Page Setup ban chon cac mau cot do Word méc nhién

4n dinh
- Nhap van ban vao.

- Tai thé Page Layput, nhom Page Setup ban chon Breaks, Column Break: dé nga‘it

cot khi ban mudn sang cac cot con lai.



% Breaks =/

5

A Watermark = Indent

Page Breaks

'.*1

B
[l

g
g

-

”N[

-----

Page
Mark the paint at which one page ends
and the next page begins.

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

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

Breaks

Mext Page
Insert a section break and start the new
saction on the next page.

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

Even Page
Insert a section break and start the new
section on the naxt even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page,

b. Cai dit diém dirng tab (Tab stops)

Pé cho viée cai dat tab dugc thuan tién, ban nén cho hién thi thuéc ngang trén dinh

tai liéu bang cach nhan nat View Ruler ¢ du trén thanh cudn doc.




&3 @
ﬁ Find =
¥ Replace
§ Select =
_ ==
+‘

Ban c6 thé nhanh chdng chon tab bing cach lan luot nhan vao 6 tab selector — 4 6
giao nhau gitra thudc doc va thudc ngang (& goc trén bén trai trang tai liéu) cho
dén khi chon dugc kiéu tab mong mudn, sau d6 nhan chudt vao thanh thudc ngang

noi ban mudn dit tab.
TUy timg trudng hop c6 thé ma ban c6 thé str dung mot trong cac loai tab sau:

¢ Tab trai: Dat vi tri bit dau ctia doan text ma tir d6 s& chay sang phai khi ban

nhap li¢u.

¢ Tab giira:Dat vi tri chinh gilra doan text. Poan text s€ nam gifra vi tri dat tab khi

ban nhap liéu.

¢ Tab phai: Nim & ban phai cudi doan text. Khi ban nhap li€u, doan text s€ di

chuyén sang trai ké tir vi tri dit tab.

¢ Tab thap phan: Khi dit tab ndy, nhimg dau chdm phan cach phan thap phan s&

nam trén clng maot vi tri.

¢ Bar Tab: Loai tab ndy khong dinh vi tri cho text. N6 s& chén mot thanh thang

dirg t&1 vi tri dét tab.



Tab stop position: Defaulk tab stops;
2.19" 0.5" = |
2.19"

Tab stops to be cleared:

Alignment
@ Left O Center () Right
) pecimal (O Bar

Leader
() 1 None e () B
4

- Default tab stops: Khoang cach dung cta default tab, thong thuong 14 0.5”
- Tab stop position: g8 toa d6 diém dung Tab.

- Alignment: chon mét loai tab 1a Left — Center — Right — Decimal — Bar (loai tab

chi c6 tac dung tao mot duong ké doc & mot toa do da dinh).

- Leader :chon cach thé hién tab.

+ 1 None Tab tao ra khoang tring.

+ 2-3-4 Tab tao ra 13 cac diu chim, dau gach hodc gach lién nét.
- C4c nut Iénh:

¢ Set : Dt diém dung tab, toa d6 da gb duoc dua vao danh sach.



4 Clear : x0a toa d6 da chon.
¢ Clear all : x0a tit ca toa 6 diém dung tab da dit.

Néu ban mudn dit diém ding tab tai vi tri phll hop ma khdng thé xac dinh chinh
xac khi nhan chudt 1én thanh thudc ngang, hodc ban mudn chén ky tu dic biét
trude tab, ban c6 thé ding hop thoai Tabs bang cach nhan dup chudt vao bat ky

diém dung tab nao trén thanh thudc.

Sau khi cai dit diém ding tab xong, ban ¢ thé nhan phim Tab dé nhay dén ting

diém dung trong tai ligu.
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Khi mudn thay d6i huéng cia van ban trong Word, ban hay 1am theo 1 trong 2

phuong phap dugc mo ta trong bai.

1. Thay ddi hwéng ciia viin ban trong hdp text-box hoic shape (hinh co ban

dinh dang sin)

Muén str dung hop text-box hodc shape dé thay doi huéng cia vin ban, hay su
dung cong cu Text Box trong phan Text cua tab Insert chén hop text-box hoic str
dung cong cu Shapes trong phan lllustrations cua tab Insert dé chén shape > nhap
vin ban vao hop text-box hoic shape. Hay chic chin rang hop text-box hodc shape

duoc chon > nhap vao tab Format dugi Drawing Tools.



Document? - Word DRAWING TOOILS

n Page Layout References Mailings Review View ADD-INS FORMAT [E

A A Aa- A
A-~%.A-
M Paragraph T Styles

2 1 B 1 2
O

— 21—

A T S = -':l 1T

AaBbCcDe AaBbcede AaBbCc AaBblCc

ig - TMormal =~ TMoSpac.. Headingl Heading 2

C

]JSample-Textm E

|,

Trong phan Text cta tab Format, nhip vao Text Direction > chon mét tly chon dé
xoay vin ban. Cac biéu tugng bén canh timg tly chon cho ban thiy cach vin ban

s& hién thi sau khi ap dung tly chon do.



Document2 - Ward DRAWING TOOLS

1 Page Layout Feferences Mailings Review View ADD-INS FORMAT
_ . A . S =N .
; Qﬂhape Fill A}J -%h ||f} Text Direction P ’T'lEI .1Bring F
Abc | Abc H - E Shape Outline = q‘_"v . - — 'OSendB
P - uick ! rap
7| & Shape Effects - Styles - AR ABC Horizontal et ~ EL-; Selectic
Shape Styles e WordArt Styles Arrange
2 1 b 1 - 3
H @ | Rotatealltext 90°

q T

!

Rotate all text 270°

Sample-Tex: N

ABC

[:l-.uu.-.{_wl

“ﬂ‘ Text Direction Options...

Van ban bi xoay va hop text-box dugce dinh hinh lai cho phu hop.



Document? - Word DRAWING TOOLS
n Page Layout References Mailings Review View ADD-INS FORMAT

ﬁ/"f ShapeFill - A“ A~ “ﬂ Text Direction - . I .1 Bring
ﬂ b ’ Lhe ’ . » y ] A LAl

!lﬂhape Outline - -~ [5]Align Text -

Quick T _ Position Wrap _

Cd Shape Effects ~ Styles- (A ¥ @ Create Link - Text - Ell; Select

Shape Styles fa WordArt 5tyles e Text Arrange
Z 1 1 Z 3

Ban ciing c6 thé chon Text Direction Options tir menu tha xudng Text Direction dé

xoay van ban.



Document? - Word

an Page Layout References

g Abc ‘ Abc

Shape Styles

z 1 :

Mailings

23 Shape Fill -

4

E Shape Outline -

4|

L& Shape Effects ~

Review

A‘J A M “ﬁ Text Direction = I:' ’%
& A . Al

Quick

Styles- &

.

fw WordArt Styles

1

|

Sample Tex

(o
,

Yiew

ADD-IN5

ABC

28y

DRAWING TOOLS

FORMAT
.1 Bring
0 Send
Horizental

ap
- EI:;; Select

Arrange
4
Rotate all text 90°

Rotate all text 270°

“ﬂ Text Direction O ptions.., I:\}

Chon hudng tir phan Orientation trén hop thoai Text Direction. Hinh anh xem

truée s& hién thi trong phan Preview ¢ phia bén phai ctia hop thoai. Nhan OK dé

chap nhan lwa chon ctia minh.



DRAVING TOOLS
n Page Layout References Mailings Review View ADD-INS FORMAT

23 Shape Fill - A." A - || Text Direction - .1 Bring f
] Abc ’ Abc ’ & ,

L# Shape Outline - A - [ Align Text~

4

Cuick Position Wrap

T o v A~ @ i Lo i
= Shape Effects Styles - A Create Link - Text ~ Cibi Selecti
Shape Styles e WordArt Styles & Text Arrange
2 1 g 1 N, ! 4

1 . I
} Sample Textf]

i}

2]

(w s

Text Direction - Text Box 2

Orientation Preview
Text

.

=1 o

E & @
5 = = 8 7
= S s E§
B E 5 £

Apply to:

I
-~

Cancel

2. Thay d6i hwéng vin ban trong cic 6 ciia bang

Ban ciing c6 thé thay d6i huéng van ban trong mot hodc nhiéu 6 ctia bang. D& 1am



nhu vay, hdy chon cac 6 ma ban mudn thay d6i huéng vin ban > nhép vao tab

Layout dudi Table Tools.

Document? - Word TABLE TOOLS
Page Layout References Mailings Review View ADD-INS DESIGM LAYOUT [}
1) I SmartArt ’ E‘f\ [ Header ~ A
r' @ B8 » L7
1l Chart ) o | Bookmark D Footer =
. Shapes Appsfor  Online Comment Text
g - &34 creenshot - Office~  Video El|_:| Cross-reference B Page Mumber~ Box~
llustrations Apps Media Links Comments Header & Footer Tex
1 # 2 3 # 4 #. = & #
Heading-10 Heading-20 Heading-30 Heading-40 3]
1 ] ] ] ]
b 1] H H H
I 4] 1] 1] 1]

Bam vao Text Direction trong phan Alignment cua tab Layout.



Document2 - Word TAELE TOOLS
rout References Mailings Rewiew View ADD-INS DESIGM LAYOUT
E Insert Below [ Merge Cells ED 0.14" (B BEE A:: @ Al @REPEH Head
& Insert Left [ SplitCel: ;1620 S H BEHEE e SZ EE Convert to T
ext = ort
[ Insert Right [ Split Table = AutofFit = = E = s Margins Jx Formula
olumns ] Merge Cell 5ize ] Alignment Data
1 _ 2 3 B = Text Diirection d
Change the text direction within the
selected cells,
H Heading-20 Heading-30
H H Click the button multiple times to
i i cycle through the available
- - directions.

MJi khi ban nhap vao Text Direction, huéng vin ban lai thay d6i. Tiép tuc nhip

vao nut cho dén khi dat dugc huéng mong mudn.



TABLE TOOLS

Document? - Word
References Mailings Rewiew View ADD-INS DESIGM LAYOUT

] Merge Cells El] 0.79" B M@ MmCm 71 A E
g ol O 202

Page Layout

H P15 B Insert Below
{

X € Insert Left [ Split Cells e | 152" sk s NN REDR N

lete  Insert - i Text Cell Sort

- Above 2 InsertRight [ SplitTable  F= AutofFit - 00T Ol (Rt Margins f
Rows & Columns T IMerge Cell 5ize T Alignment

# 1 # 2 1 # 4 #. C [ #
o & 7 3
=1 =1} =1 0
= = E =
= = = =
m m m m
1] 21| 1] 21|
T I T =
1] 1] 1]
1] 1] 1] 1]
1] 1] 1] 1]

1

Ban ciing ¢ thé nhip chudt phai vao vin ban d4 chon trong cac 6 cta bang > chon

Text Direction tir menu popup dé thay doi huéng vin ban.



PINH DANG VAN BAN

A. Muc dich, véu ciu:

1. V@& kién thirc:

- Hoc sinh nim dugc thé nao 1a dinh dang vin ban va tai sao phai
dinh dang vin ban, giap hoc sinh hiéu ndi dung ba mtrc dinh dang: dinh
dang ki tu, dinh dang doan van ban va dinh dang trang.

- Gilp hoc sinh thyc hién dugc dinh dang ki tu, dinh dang doan van

ban va dinh dang trang.
2. Vé tu tuong, tinh cam:
- Nhin manh cac van dé da duoc hoc trong Microsoft Word.

- Gilp cac em yéu thich va hang tha ddi véi mén hoc .
B. Phuong phap, phuong tién

1. Phwong phap
- Két hop cac phuong phap giang day nhu thuyét trinh, van dap,
hinh v& minh hoc va mét sé dung cu day hoc khac...
2. Phuong tién hoc tap
- V& ghi Iy thuyét
- Séch gido khoa lop 10
- S4ch tham khao (néu co)

C.Tién trinh 1én I6p, ndi dung bai giang

I. On dinh 16p (1°)
- Y&u cau 16p trudng bao cdo si sd
I1. Kiém tra bai cii va goi dong co (4°)

- Chling ta két hop kiém tra bai cii va cho diém véi qua trinh hoc
bai moi.



- O bai trudc chiing ta da dugc 1am quen véi man hinh soan thao

vin ban va cac thao tac lam viéc vdi Word. Soan thao vian ban thuong gom:

g0 ndi dung van ban, dinh dang, in ra. Dinh dang van ban 1a mot thao tac

quan trong , vay dinh dang vin ban nhu thé ndo ? Ching ta s& duoc tim hiéu

thao tac nay qua bai hoc ngay hom nay : DPinh dang van ban.

I11.N§i dung bai giang

TT | NOi dung

Hoat dong ciia thay va tro

Thoi

gian

1 | D3t van dé

- May tinh 1a mot cong cu dic
lyc gitip cho con nguoi giai
quyét cac cong viéc mot cach
nhanh chong, dac biét 1a viéc
soan thao van ban trong cong
tac van phong .

- Pé tao dugc mdt van ban tot
thi viéc trinh bay vian ban vo
cung quan trong. Hom nay
ching ta s& di tim hiéu cach
dinh dang van ban sao cho co

MOt van ban dep.

Dinh dang van ban

- Dinh nghia: Dinh dang van
ban 1a trinh bay cac van ban
nham muc dich cho vin ban
duoc 18 rang va dep, nhin

2 manh nhiing phan quan trong,

Thuyét trinh

- Nguodi soan thao van ban phai
quan tdm dén van dé gi dé
dugc mdt van ban dep?

- Vi du: ta muén van ban déu

cd chir dam hoac nghiéng, cé




giap nguol doc nam bat dé
hon cac nd1 dung chu yéu cua
van ban.

- C4c lénh dinh dang: DPinh

dang ki ty, dinh dang doan

van ban va dinh dang trang.

mau sic thi st dung cac thudc

tinh cta dinh dang ki tu.

Pinh dang ki tw

- Céc thudc tinh co ban:

phong chit, kiéu chit, ¢& chit,
Mau sic

- Cach s dung: Mubn dinh

dang ki tu trudc hét ta phai
chon né roi thiét dat cac
thuoc tinh dinh dang ki tu
nhu sau:

Céachl: Sir dung 1énh
Format->Font...d¢ md hop
thoai Font.

Cach 2: Str dung cac nut
Iénh trén thanh cOng cu dinh

dang

Thuyét trinh

- Cac phién ban Word khac
nhau cé thé khac nhau vé vi tri
cua cac thudc tinh va hinh thic
thé hién nhung y nghia cia
ching thi giéng nhau.

- O cach 1 ching ta s& c6 duoc
hop thoai nhu hinh 54.

- O cach 2 ta s& dugc thanh
cdng cu nhu hinh 55.

- Cau hoéi van dap: Theo cac
ban ngoai hai cach trén ta co
con cach nao khéac khong dé

dinh dang van ban?

Dinh dang doan van ban

- Céc thudc tinh: can 18, vi tri

I¢ doan van, khoang cach dén
doan van trudc va sau...

- Céch st dung: muén dinh

Thuyét trinh

- Binh dang doan van ban nhu
thé ndo?

- O cach 1 ta s& c6 hop thoai

Paragraph nhu hinh 56.




dang doan van ban trudc hét
ta xac dinh doan van ban theo
Mot trong cac cach sau:

Cach 1: Dbat con tré van
ban vao trong doan van ban

Cach 2: Chon mot phan
doan van ban

Céch 3: Chon toan b6 doan
van ban.

Sau khi xac dinh xong
doan van ta dinh dang theo
mot trong cac cach sau:

Céach 1: Su dung 1énh
Format->Paragraph...dé
mao hop thoai Paragraph

Cach 2: Str dung cac nut
Iénh trén thanh cOng cu dinh

dang

- O cich 2 ta s& co6 thanh cong
cu nhu hinh vé 57

- Ngoai ra ta con st dung cac
con trugt trén thudec ngang nhu
hinh 58

- Mubn lam ting khoang cach
gitra cac doan van ta khong nén
nhan phim Enter ma nén dung
lénh Format->Paragraph...roi
tiép d6 diéu chinh khoang cach
theo y muén.

- Cau hoi van dap: Tai sao can
cd cac khoang cach tdi doan
van ban trén va doan van ban

dudi?

Dinh dang trang

- Thudéc tinh co ban: Kich

thudc va hudng gidy

- Céch sir dung: Str dung 1énh

File->Page Setup...dé mo

hop thoai Page Setup

Thuyét trinh

- Pinh dang trang nhu thé nao?
- O hinh 59 cho ta thiy cac
thugc tinh dinh dang trang.

- O hinh 60 cho ta thiy duoc
hop thoai Page Setup

- CAu hoi van dap: Hudng gidy

nam ngang thich hop cho




nhirng loai van ban nao?

IV. Ciing ¢6 bai (1)
e Gio hoc hbm nay chuing ta da dugc 1am quen véi cac 1énh dinh
dang van ban
- DPinh dang ki tu
- DPinh dang doan van ban
- Dinh dang trang
e Ta can ghi nhé céc thudc tinh va cac ndt 1énh tuong tGng cia
ting loai dinh dang van ban dé van dung cho phl hop d6i véi
tung dang van ban.
V. Bai tap vé nha va cau héi on tap (3’)
- Qua bai hoc ching ta rat ra dugc muc dich cua viéc trinh bay
van ban 1a gi ? Va cach sur dung cac 1énh cua dinh dang van ban..
- Cau hoi va bai tap vé nha ( sgk/ tr114)
- Chuan bi trudc bai thue hanh s6 7 (sgk/ tr113)
V1. Nhan xét, rit kinh nghiém gio giang
Nhan xét, danh gia cua gido vién hudng dan.

Cac hinh V¢ sé su dung trong bai giang
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Cau hoi va bai tap : Pinh dang vin ban




1. Thé nao 1a dinh dang van ban? Cac 1énh dinh dang dugc phén loai
nhu thé nao?
Tra loi
e Dinh dang vin ban 1a trinh bay cac phan vin ban nhim muc dich
cho vin ban duoc 1 rang va dep, nhan manh nhitng phan quan
trong, giup nguoi doc ndm bat d& hon cc ndi dung cha yéu cia
van ban.
e CA4c Iénh dinh dang dugc chia thanh ba loai: dinh dang ki tu, dinh
dang doan van ban va dinh dang trang.
2. Hay ké nhitng kha niang dinh dang ki ty?
Traloi Mudn dinh dang bat cir ki ty ndo thi trudc d6 ta phai chon dé
danh ddu phﬁn ki tw mudn dinh dang roi ap dung cac thuQc tinh dinh
dang cho nhiing ki tu do.
e Céach 1: Sur dung lénh Format ->Font... dé mo hop thoai Font
e Céch 2: Sir dung cac nut 1énh trén thanh cong cu dinh dang
3. Hay ké nhirng kha ning dinh dang doan vin ban. V& nguyén tic, c6
thé xo4 mot doan vian ban ma khong can chon doan vin ban d6 duoc
khong?
Tra loi:
* Pé dinh dang van ban can xac dinh doan vin ban béng mot trong
cac cach sau:
- Bat con tro van ban vao trong doan van ban
- Chon mot phﬁn doan van ban
- Chon toan bo doan van ban
Ta dinh dang bang céac cach sau:
- Sir dung 1énh Format -> Paragraph ...dé mé hop thoai

Paragraph



- Sur dung cac cong cu trén thanh céng cu dinh dang

4. Hay phan biét 1& trang vin ban va 1& doan vin ban
Tra 1o1:
* L& trang van ban gdom: +)Lé trén 1a Khoang cach tir mép trén cia
trang dén vi tri dong dau tién.

+)Lé trai 1 khoang cach tir mép trai cua
trang dén vi tri dau dong.

+)Lé phai 1a khoang cach tir mép phai cua
trang dén vi tri cudi dong.

+)Lé dudi 1a khoang cach tir mép dudi cia
trang dén vi tri dong cudi.
* & doan van ban gdm: +)Lé trai 12 khoang céch IUi vao vé phia bén
trai cua chir dau tién cua dong dé so vai cac dong khac

+)Lé phai 1a khoang cach IUi vao vé phia

béb phai cua chit dau tién cua dong d6 so véi cac dong khac



Dinh dang file van ban

Nhiéu khi ban loay hoay khong biét 1am thé nao dé quay duoc 1 trang ngang trong ca dong trang
van ban. Hodc ¢ mdi 1an tao mot file mdi ban lai phai dinh dang lai 1& van ban cho trang mac
du kich thuée 18 1an trude va sau khong thay ddi,... Quan Tri Mang s& huéng dan ban cach dinh
dang 18 trang, quay trang ngang, trang doc v.v...

* Can 18 vin ban bang cach vao Filechon Page Setup... (Alt + F U) xuat hién hop thoai Page
Setup.

- Chon thé Margins (Alt + M)

- Pién khoang cach 1¢ trang, néu ban chua doi lai don vi tinh thi don vi tinh mic dinh 1 inch.

- Top: Lé trén, Bottom: Lé dudi, Left: Lé trai, Right: Lé phai, Header: Tiéu dé trang, Footer:
Chan trang

- Thong thuong Header va Footer s& khong thay d6i, mic dinh dé kich thudc 1a 1,27cm dbi vai
dinh dang la trang A4

+ R Mirror margins: Néu ban mudn in 2 mit c6 18 déi xing nhau trén 1 to gidy

+ R 2 pages per sheet: Néu ban mudn in 1 trang thanh 2 to gidy.

+ Apply to: Ap dung cho:

+ Whole document: Toan b¢ file van ban

+ This point forward: Ap dung cho trang sau ke tir vi tri con tré dinh vi

Sau khi dit lai cac thong s6 cua I&, néu ban mudn thiét 1ap dinh dang 1é nay cho cac file vin ban
sau nay thi kich vao nat Default... va tra 161 OK.

- Quay trang doc, trang ngang

Vao Filechon Page Setup... (Alt+F U)

Xuét hién hop thoai Page Setup

Chon thé Paper Size (Alt + S)

Vi phﬁn Paper Size, Width va Height ban nén dé miac dinh, 2 kich thuéec Width — Height ban c6
thé thay d6i duoc, nhung néu thay doi qua nhiéu khi in s& phai chon dung loai va kich thudc
gidy, néu khong dung vin ban in ra s& bi mat chit.

Orientation: Dinh hudng kiéu trang

] Portrait: Quay doc

€ Landscape: Quay ngang

Apply to: Ap dung cho:

- Whole document: Toan b file van ban

- This point forward: Ap dung cho trang sau ké tir vi tri con trd dinh vi

Sau khi dat lai cac thong s6 cua 18, néu ban mudn thiét l1ap dinh dang 18 nay cho cac file van ban
sau nay thi kich vao nat Default... va tra 161 OK.

Meo: Trong file vin ban c¢6 nhiéu trang, ban chi mudn quay ngang trang 1 hodc 1 s trang ¢ giira
file van ban:

Pit dau dinh vi con tré ¢ diém cudi cung ¢ trang trudée mudn quay ngang,

Thye hién thao tac quay ngang trang gidy lan luot timg budc trén. Chu y: Phan Apply to ban can
chon 1a This Point forward. Két qua: Toan bd nhiing trang sau vi tri con trd dinh vi sé dugc quay
ngang.

Tiép theo dé quay doc lai cac trang sau, ban cling can dit con tro ¢ vi tri cu01 cung cua trang
ngang (trudc trang muén quay doc). Thuc hién thao tic quay doc trang gidy va Phan Apply to
cling chon 1a This Point forward.

Str dung phim Ctrl + F2 (File Print Preview) dé xem hinh anh file vin ban trudc khi in.

Thiét 1ap tiéu dé trang, chan trang (header, footer) cua trang chdn riéng, trang 1¢ riéng.

Vao Filechon Page Setup... (Alt+F U)

'uét hi¢n hop thoai Page Setup
Chon thé Layout (Alt + L)

Chon R Different odd and even. (Cach dat tiéu dé trang va chan trang chiing t6i s& huéng din
tiép trong cac phan sau)




Mubn khong c6 header, Footer ¢ trang dau tién cia file vin ban
Vao Filechon Page Setup... (Alt+F U)

Xuét hién hop thoai Page Setup

Chon thé Layout (Alt + L)

Chon R Different first page.

II. Pinh dang chi sb

1. Dé viét cong thirc ciia nwéc H20. Ban gd H20, quét chon chit s6 2, bAm menu Format > Font.
Pénh dau chon muc Subscript ¢ ctra s6 hién ra, bAm OK. Hodc st dung phim tat gd chit H, bAm
t6 hop phim Ctrl + ddu =, gd s6 2, sau d6 lai bam t6 hop phim Ctrl + dau =, r6i gb chit O.

2. Pinh dang chi s6 mi.

Dé soan thao A2 : Gb A2, quét chon s6 2, bAm menu Format > Font, danh ddu chon muc
Superscript, bAm OK. Hodc sir dung phim tit: G3 A, bam t6 hop 3 phim Ctrl, Shift va dau =, g6
56 2, bam Ctrl, Shift va dau =/

3. Cac dinh dang dac biét khac

Quét chon vung van ban, bam menu Format. Trong cua s6 hién ra,vira danh dau chon cac muc
trong phan Effects, vira quan sat trong khung Preview bén dudi dé tim cac loai hiéu tng can
ding, bAm OK.

4. Pinh dang bé rong chi
Quét chon van ban, bAm menu Format > Font. Bam thé Character Spacing. Bam 6 Scale, chon
gid tri %, bam OK.

5.Pinh dang chi hi¢u ung

Pinh dang nay chi co6 tdc dung khi xem van ban trong Word ma khong in dugc. Quét chon van
ban, bAm menu Format > Font. BAm thé Text Effects, vira bAm chon mot dang hi¢u trng trong

khung Animations vira quan sat khung phia duéi dé xem trudc hiéu irng, bAm OK

Str dung phim tat lam cho tdc do xtr Iy vin ban dem lai hiéu qua va rat nhanh chéng trong viéc
soan thao vin ban. Bai trudc chung toi dd hudng din Ty in phim tit sir dung trong MS Word,

tiép theo Quan Tri Mang gidi thiéu vé mot sb phim tit thudng xuyén st dung trong MS Word

bang tiéng Viét.

6. Phim tét

Tac dung

e Ctrl+1 Gian dong don (1)

* Ctrl+2 Giadn dong doi (2)

* Ctrl+5 Gian dong 1,5

* Ctrl+0 (zero) Tao thém dd gian dong don trude doan
* Ctr+L Can dong trai

* Ctr+E Can dong gitra

« Ctrl+J Can dong chir dan déu 2 bén, thang 1é
* Ctri+N Tao file moi

* Ctrl+O M file da c6

* Ctr+S Luu ndi dung file

« Ctrl+O In 4n file

* F12 Luu tai liu véi tén khac

« F7 Kiém tra 15i chinh ta tiéng Anh

« Ctrl+X Cit doan ndi dung di chon (bdi den)
* Ctrl+C Sao chép doan ndi dung da chon
 Ctrl+V Dan tai liéu

* Ctr+Z Bo6 qua Iénh vira lam



¢ Ctrl+Y Khoi phuc [€nh vira bé (nguoc lai véi Ctrl+27)

* Ctrl+Shift+S Tao Style (heading) -> Dung muc luc ty dong
« Ctrl+Shift+F Thay ddi phong chir

« Ctrl+Shifti+P Thay ddi c& chir

* Ctrl+D M& hdp thoai dinh dang font chir

« Ctrl+B Bat/tit chit ddm

« Ctrl+] Bat/tat chir nghiéng

« CtrH+U Bat/tat chit gach chian don

 Ctrl+M Lui doan van ban vao 1 tab (mdc dinh 1,27cm)

« Ctrl+Shift+M Lui doan vidn ban ra 1& 1 tab

« CtrHT Lui nhirng dong khong phai 13 dong dau ctia doan vin ban vao 1 tab
« CtrHShift+T Lui nhitng dong khong phai 1a dong dau ctia doan van ban ra 1& 1 tab
* Ctrl+A Luya chon (b61 den) toan bd ndi dung file

« CtrHF Tim kiém ky tu

« CtrHG (hodc F5) Nhay dén trang s6

« Ctrl+H Tim kiém va thay thé ky tu

« Ctrl+K Tao lién két (link)

* Ctrl+] Tang 1 c& chir

o Ctr+{ Giam 1 c0 chir

* Ctrl+W Dong file

« CtrHQ Lui doan van ban ra sat 1& (khi dung tab)

* Ctrl+Shift+> Tang 2 c¢d chir

* Ctrl+Shift+< Giam 2 ¢ chir

* Ctrl+F2 Xem hinh anh nd1 dung file trudce khi in

« Alt+Shift+S Bat/Tit phan chia cira s6 Window

« Ctrh; (enter) Ngit trang

« Ctrl+Home Vé dau file

« Ctr+End V¢ cubi file

« Alt+Tab Chuyén d6i ctra s6 1am viée

« Start+D Chuyén ra man hinh Desktop

« Start+E M& cira s6 Internet Explore, My computer

« CtrH+AIt+O Cira s6 MS word & dang Outline

« CtrHtAIt+N Cira s6 MS word & dang Normal

« CtrH+AIt+P Ctra s6 MS word & dang Print Layout

« CtrHtAlt+L Dénh s6 va ky tu ty dong

* Ctrl+Alt+F Banh ghi cha (Footnotes) ¢ chan trang

¢ Ctrl+Alt+D Danh ghi chu ¢ ngay dudi dong con tré ¢ do

« Ctrl+Alt+M Danh chi thich (nén 1a mau vang) khi di chuyén chudt dén méi xuét hién chi
thich

* F4 Lap lai 1énh vira lam

* Ctrl+Alt+1 Tao heading 1

* Ctrl+Alt+2 Tao heading 2

* Ctr+-Alt+3 Tao heading 3

* Alt+F8 M¢ hop thoai Macro

« Ctrl+Shift++ Bat/Tat danh chi s trén (x2)

« CtrH++ Bat/Tét danh chi s6 dudi (02)

* Ctrl+Space (déu cach) Tro vé dinh dang font chir mac dinh
* Esc B6 qua cac hop thoai

« Ctrl+Shift+A Chuyén doi chit thuong thanh chir hoa (voi chir tiéng Viét c6 dau thi khong nén
chuyén)

* Alt+F10 Phong to man hinh (Zoom)

* Alt+F5 Thu nhé man hinh



* Alt+Print Screen Chyup hinh hop thoai hién thi trén man hinh

« Print Screen Chup toan bd man hinh dang hién thi

« Ngoai ra dé sir dung thanh Menu ban c6 thé két hop phim Alt+ky tu gach chan ciing s€ xur Iy
van ban cling rt nhanh chong, hiéu qua khong kém gi t6 hop phim | tat & trén

« Hy vong rang v6i bang phim tit ndy, ban s& thao tac nhanh hon dbi v6i van ban ma khong gap
phai kho khan gi!

e Ctrl+Z, Ctrl+Y: twong duong vadi chie nang Undo va Redo trong Word nhung ciing hi¢u qua
trong cac phan mém khac nhu hotoshog Exel..

* CtrttB, Ctrl+], Ctrl+U: in ddm, in nghiéng, gach chan céc chir da boi den.

« Ctrl+P: in nhitng gi hién thj trén cira so.

* Ctrl+Backspace: x0a ca tu thay vi tirng chir cai.

« Ctrl+Shif+miii tén “lén”, “xubng”: chon va boi den timg doan vin ban.

* Ctrl+Enter: chen trang vao Word.

« Chén biéu tuong: Alt+Ctr+C dé c6 ki hiéu ©, Alt+Ctrl+R dé co6 ®, Alt+CtrH+T cho ky higu ™

HI. Thao tac nhanh véi MS Office

Office 1a mot bo phan mém vin phong ndi tiéng, da 1am rang danh tén tudi cho Microsoft. B
phan mém nay rat 16n, ngudi st dung Office chi sir dung it hon 15% tinh ciia bo phan mém
chiém t&i 245 MB nay. Tham chi, v6i 15% d6, chiing ta ciing khong biét rd nhitng tinh ning bén
trong, phim tat, thil thuat thao tac nhanh, cac tai liéu vé manh khoe dugc cong bd hay khong
cong bo ctia Word, Excel, Outlook.

Ban c6 thé mua duoc hang tan sach du loai vé cac thu thuét cho Office. Tuy nhién, chung s¢€ la
qua 16n va kho nhé. chung toi xin cung cap v6i ban doc mot sb thao tac co ban, gitip ban ting
toc trong cong viec voi Office 2003, XP va 2000.

1. Tinh nang phong to, thu nho cua Office

Néu nhu chudt cua ban ¢6 nit cudn, ban co st dung nat cuon dé phong to, thu nho tai li¢u. Ban
gitt <Ctrl> va cudn chudt lén dé phong to, cudn chuot xuéng dé thu nho. Pé cho cac cong cu
nhu Word va Excel 1am viéc tdt véi tinh nang nay, ban can vao Tools-> Options, chon thé
General , va danh dau vao hdp chon “Zoom on Roll with Intellimouse box™.

2. Léi tat t6i 16i tat

Néu ban khong nhé phim tit, ban mudn hoc va xem lai chung? Quéa don gidn, Office s€ gilip ban
nhanh chong “thudc 10ng” véi nhirng phim tit nay. Ban hiy chon Tools ->Customize, chon vao
thé Options, danh ddu vao hop chon “Show shortcut keys in ScreenTips”. Bay gid, mdi lan ban
tré chudt qua mot biéu twong nao do trong thanh cong cu, né s& mo ta khong chi chirc ning cua
cac biéu tuong do ma con hién ca phim tit cho ban.

3. Thao tac vo1 Word Tu dong voi AutoText

Word cung cip tinh ty dong thay thé mot cum tir chi vi mot nhan chudt thay vi phai gé bang
tay. bé truy cap nhanh vao AutoText, ban chi cAn nhin phai chudt vao bét ctr chd nao trén thanh
cong cu, chon AutoText. Ban s€ tim théy menu cho phép ban chon cac cum tir cling nhu cac
cum van ban ma ban tu thém vao.

Quay trd lai vi tri ban vura ro1 khdi

Ban dang soan thdo mdt van ban dai, ban chuyén sang Ung dung khac vi mgt Iy do nao do.
Nhung khi quay lai vin ban d6 thi ban khong biét chd dang g tiép ¢ dau, hoic di chuyén téi
chd d6 kha mat thoi gian. Ban khong biét phim tat nao c6 thé giup ban dén diing chd? Rat don
gian, ban chi can giit -. Thyc ra, ban c6 thé nhan lién tiép t6 hop phim nay dé dén 3 noi cudi
cung ma ban da tao ra thay doi.

Hai cira s6 trén mot man hinh

Khi ban dang soan thao tai li€u, hoac chi so sanh cac doan khac nhau cia mgt van ban. Diéu nay
that hép dan khi ban c6 hai khung van ban co thé truot doc 1ap véi nhau cua cung mdt van ban.
Ban chon Window -> Split. Mgt thanh split s& xuét hién, ban st dung chudt dé di chuyén duong
thing ma ban mu6n chia man ra thanh 2 phan va nhan chudt. Bat ki thay d6i nio ctia mot trong 2
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khung nhin nay ciing s thay d6i khung nhin kia. Ban mudn chuyén vé ché d6 mot cira s6 don
nhur trude, ban hiy nhan dap chudt vao thanh split.

4.Thao tac voi Excel (thay do6i hudng Enter )

Ban c6 mot ban tinh c6 rat nhiéu 6 (cell), di chuyen giita cac 6 nhanh nhét s& 14 rat c6 hiéu qua
trong cong viéc. Mot cach don gian nhit 14 ban nhan phim Enter. Mic dinh, khi ban nhan Enter,
con trd s& di chuyén xubng 6 bén dudi. Néu ban khong thich cach dé, ban co thé thay doi hudng
mac dinh theo y minh. Ban chon Tools -> Options, chon thé Edit chon muc Move selection after
Enter, ban chon huéng minh mudn, nhan Ok.

Dé di chuyén tir bang tinh niy sang bang tinh khac, ban chi can nhin vao thé Sheet & cudi man
hinh. Néu ban mudn nhanh hon, ban chi cin nhin t6 hop — va — dé chuyén dbi qua lai gita cac
bang tinh.

Sang trang vdi page break

Néu ban da ting in cac bang tinh ma chi cé vai cot va vai hang sang trang mot trang khac. Trong
chung that xau ! Phai 1am cach ndo dé tranh van dé nay ? Pé xem khi nao bang tinh s& bi tach
trang, ban chon View -> Page Break Preview. Néu day 1a 1an dau tién ban ding chtic ning nay,
ban sé& théy man hinh “chao hé1” — man hinh nay khong thuc sy hiru ich. Ban hay danh dau chon
vao hop Do not to show it again dé tat man hinh nay vao lan st dung sau. Ban sir dung thanh
cudn ngang va doc dé xem Excel tach trang nhu thé nao. Céc trang s& duoc danh ddu bang mot
nhén 16n va dong ké page break s& dugc in dam. Ban c6 thé chinh dong ké page break nay bang
chudt.

bé dat page break b?lng tay, ban chon 6 s€ 0 dau tién cua trang. Sau d6 ban chon Insert -> Page
Break. Sau nay, mudn loai bo page break, ban chon Insert -> Remove Page Break.

Str dung tinh nang AutoFill

Excel ¢6 thé tao mot day sO tudn tu , ngay thang, ngay trong tuan, thang, nam. Pé lam dugc diéu
nay, ban chi can dién gié trj cua 1 hoac 2 gia tri cua diy tudn tu d6 vao cac 6 va AutoFill s& tu
dong dién tiép cho ban.

- Pién mot day s6 : Pé dién duge mot day s6, ban dién gia tri 1 vao mot 0, gia tri 2 vao 0 bén
canh, va tiép do, ban lira chon ca 2 6. Bay gid con trd cua ban s& la mot biéu tuong hinh déu
cong (khong phai dau cong vé6i cac mili tén), ban chi can kéo tir 46 cho dén chd ban mudn. Ban
s& thdy cac 6 c6 gia tri tang dan (3,4,5,...). Néu ban nhap vao 100, 200 ban ciing s& c6 cac gia tri
300, 400, 500...

- Bién ngay thang: Ciing tuwong tu, néu ban dién mot ngdy trong tudn, hoic mot thang trong nim,
Excel ¢6 thé ty dong dién gid tri bang AutoFill. Néu ban nhap vao ngay cudi cua thang, AutoFill
s& chuyén sang ngay dau cua thang tiép theo. Excel c6 thé dién mot ddy cic ndm hodc quy nhu
2004, 2005,2006, hoac Q1,Q2,Q3,Q4.

Theo mac dinh, AutoFill s€ sao chép ca gia tri va dinh dang cua cac 6 ma ban chon. Dé lya chon
mot trong hai, ban hay nhén chuét phai khi kéo. Khi ban tha chudt ban s¢ théy lua chon Fill
Formatting Only hoac Fill Without Formatting. Néu ban khong thich cach ma AutoFill dién dir
liéu, ban c6 thé chon lya muc AutoFill Smart Tag dé c6 thém nhiéu tuy chon hon.

5. Tao phim tit tiy chon trong Word

D6i v6i Word , ban dé dang tao cho minh nhiing t6 hop phim nong glup thuc hién nhanh tac vu
hon 1a ding chudt. Tinh ning nay rat hitu ich cho ban tiét kiém thoi gian va chi ¢ thé thyc hién
d6i v6i Word, khong thé thyuc hién trong PowerPoint hay Excel.

Dé thuc hién , ban chon vao menu Tools > Customize. Sau d6, chon véao thé Commands. Click
vao menu KeyBoard dudi goc phai dé hién thi hop thoai Customize Keyboard.

Trong phan Categories la cac menu chinh, va phan Commands 14 cac menu phy x6 xubng. Vi du
mudn chon t6 hop phim cho tac vu File > Save All thi ban phai chon phan categories 1a File va
phin commands 14 FileSaveAll.

Néu hién tai tac vu d6 da co phim tat thi to hop phim do sé& hién thi trong phﬁn Current Keys.
Con néu nhu tai phﬁn Current Keys tréng thi ban c6 thé tu tao to hop phim tat cho tac vu tai



Press New Shortcut Key. Luu v, ban ciing ¢6 thé Replace td hop phim cho phit hop v6i nhu cau
str dung phim cia minh bang céc t6 hop phim trong phin Press New Shortcut Key. Sau d6 nhin
vao Assign dé hoan tat viéc thiét lap. Nhan Close dé hoan tat. T bay gio , ban hoan toan cé thé
str dung t6 hop phim hitu ich cta riéng minh trong Word duoc rdi déy.

IV. 106 thu thuat vai Microsoft Office

1. Tinh toan trén bang: Word khong phai 12 mgt ing dung bang tinh chuyén nghiép nhu Excel
nhung Word van c6 kha niang thuc hién dugc nhitng tinh toan co ban trén bang.

Pé tinh toan trén bang trong Word ban hiy vao Table | Formula roi Iya chon mot ham tinh toan.
Tuy nhién, s6 lugng cdc ham tinh toan trong Word 14 rat han ché, nhiéu khi c6 thé s& 1am ban
that vong.

Vi du dé tinh toan trén hang =SUM(LEF)

Trong d6 =SUM(LEF) khong phai ban nhap vao ma Word s€ dua ra ggi y cho ban khi ban vao
Table | Formula (hinh minh hoa).

Vi du dé tinh toan trén cot =SUM(ABOVE)

Ban ciing c6 thé nhap céc cong thirc tinh toan don gian nhu kiéu trong Excel, vi du =A1*B2.
Mic du tén cia hang va cot trong Word khong hién ra nhung ban yén tim dinh dang van gidng
hét nhu trong Excel.

Dé cap nhat két qua tinh toan khi c6 thay d6i ban hiy Iya chon 6 chtra két qua rdi 4n phim F9.
Hoic dé cap nhat két qua tinh toan trong pham vi toan bang, ban hay lua chon ca bang rdi 4n
phim FO.

Tao bang nhanh chong

Kha ning ty dong dinh dang ciia Word gitip ban nhiéu khi khong phai dong dén chudt hay menu
ma chi can ban phim 14 du. Tao bang nhanh chong ciing 1a mot thi thuat nhu vay.

Pé co thé tao bang nhanh chong ban chi can ki ty ddu cong (+) va ki tu ddu gach ngang (-). Ban
chi can nhap céc ki tu nay theo kiéu dinh dang sau roi 4n Enter, Word s& tu dong tao bang ngay
cho ban.

+ + + +

Khoang cach gitra hai dau cong (+) s& quyet dinh dén d6 rong cua cot duoc tao ra.

T4t tinh ning tu dong dinh dang chi sO trén-chi s6 dudi

Nhiéu khi ban gip ric rdi véi tinh ning tu dong dinh dang chi so trén (superscript) hodc chi s6
duéi (subscript) ciia Word, nhét 1a ban thudng xuyén st dung tleng nuoc ngoai voi cac kiéu ki
ty nhu “Ist, 2nd, 3rd,...”. Ban khong thich tinh ning nay thi hiy tit n6 di bang cach vao Tools |
AutoCorrect Options roi chuyén sang muc AutoFormat As You Type va bo danh diu trude muc
Ordinals (1st) la ok.

Tao mau vin ban c6 anh xem trude

Template — mau vin ban — 1a mot chirc ning vo cung hitu ich trong Word. Chirc ning nay cho
phép ban tao cac van ban dinh dang theo mot kiéu mau nhat dinh va co thé st dung lai nhiéu 1an.
Léy vi du ban tao ra mot kiéu giéy moi cua riéng ban roi luu lai thanh mAu van ban trong Word.
Lan st dung sau ban chi can mé template do ra roi dién cac thong tin can thiét 1a duoc.

Dé tao ra mau vin ban cta riéng minh, trudc ti€n ban hdy tao mdt van ban thong thuong dinh
dang theo ding mau van ban can thiét cia ban. Khi luu vin ban bang File | Save, ban hiy chon
Document Template (*.dot) trong muc Save as type ciia cira s6 luu vin ban. Dé miu vin ban
cta ban c6 hinh anh xem trudce thi trude khi luu thanh dinh dang template ban hay vao File |
Properties roi danh déu vao Save Preview Picture.

Dé sir dung template ban vura tao ra, hdy vao File | New cho khi bang nhiém vu (Task pane) hién
ra bén tay phai ban chon General Templates trong muc New from template va nhé danh déu vao
muc Document va lya chon template cua ban da tao ra — hinh anh xem trudc cia mau vin ban s&
hién ra trong khung Preview.

Giu tén van ban trong Recently Used Files

Thong thuong Word luu lai tén va duong dan cac vin ban dugc sir dung gan day tai danh sach
Recently used file. Dé truy cdp dén danh sach nay ban chi can vao menu File s& thiy danh sach
cac tép tin van ban dugc liét ké theo thi ty 1,2,3,4... Mac dinh s6 tép tin van ban dugc luu tai
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danh sach nay 1a 4. Ban c6 thé chinh con sd nay 1én hodc gidu khong cho hién tén nhitng vin
ban nay bang cach sau day.

Ban vao Tools | Options va chuyen sang muc General. Trong muc niy ban dé y dén dong
Recently used file list. Dé ting sd vin ban trong danh sach Recently used files ban chi can thay
d6i con sb trong 6 ngay bén canh. Con dé khong cho hién danh sach nay ban hiy b danh dau
chon myc nay, nhip OK.

V. 106 tha thuat véi Microsoft Office

Track changes — So sanh cac van ban

Ban c6 2 vin ban gidng hét nhau va ban mudn so sanh xem ching giong va khac nhau & diém
nao? Thay vi phai ngdi so sanh timg dong mot, thu thut sau day co thé s& gitip ban thyuc hién
cong viéc nay mdt cach nhanh chéng.

Néu ban da biét sir dung tinh ning Track changes trong Word thi that 13 tién dung. Tinh ning
nay sé giup ban theo ddi va ghi lai rd rang moi sy thay doi trong vin ban cta ban. Dé bat tinh
ning Track changes ban hiy vao Tool | Track Changes hoic str dung phim tat Ctrl-Shift-E.

Con néu ban di khong bat Track changes tir trude thi 1am thé nao dé c6 thé tim ra moi thay d6i
khac biét trong 2 vin ban day. Van c6 cach, van 1a Trach changes gitip ban giai quyét moi viéc.
Trong Word 2000, ban hay vao Tools | Track changes | Compare documents. Khi hop thoai bat
ra ban hiy lira chon van ban ban can dem ra so sanh véi vin ban hién thoi caa ban. Word sé& gitip
ban bd sung nhiing gi da duoc thay doi vao trong vin ban cta ban.

Trong Word XP va 2003 thi c6 khac hon mdt chit, ban vao Tools | Compare and Merge
Documents. Trong hdp thoai bat ra ban hiy danh dau vao Legal blackline (ngay canh truong
File name) dé kich hoat tinh ning so sanh vin ban; néu khong Word s& giup ban hop nhét 2 vin
ban. Qua trinh con lai 13 giéng véi Word 2000.

Split — So sanh nhiéu phan cta vin ban

Vian ban cua ban dai hang chuc hang tram trang ma ban lai mudn so sanh nhiéu phan cua trong
vin ban d6 v6i nhau — chiang han phan mo dau v6i phan két luan? Split s& gitp ban giai quyét
kho khan nay.

Ban vao Windows | Split. Ngay lap tirc con tré s& bién thanh mot duong ké ngang cho phép ban
chi dinh khoang cach chia d6i man hinh trong Word. Hiy dit sao cho that d& nhin rdi nhip chudt
trai 1 1an. Word da bi chia lam 2 ctra sd riéng biét va ban co thé duyét van ban dé dang hon. bé
bo tinh nang nay ban lai vao Windows va chon Remove Split.

Bao vé van ban cua ban

C6 nhiéu cach dé bao vé vin ban cta ban — ngan chan ngudi khac mé van ban cta ban hoac
ngan chin nguoi khac stra d6i vin ban cua ban.

C6 nhirng cach sau ddy dé bao vé vin ban cua ban.

Ban vao Tools | Options roi chuyén sang muc Security — Ban nhap mat khau vao muc Password
to open dé dat mat khau ngan chan nguodi khdc mé van ban ctia ban. Nhap mat khéau vao muc
Password to modify dé ngin chin ngudi khac stra d6i viin ban cua ban.

Ban vao Tools | Protect Document dé c6 thém tinh ning bao mat vin ban. Trong cira s6 Protect
Document ban sé& thiy 3 lwa chon Track changes (chong moi thay d6i v6i Track changes, ngudi
khéc van ¢6 thé doc va stra van ban cua ban nhung moi thay ddi dé s& duge ghi lai va menu
Tools | Track Changes s€ bi vd hiéu hod), Comment (chi cho phép ngudi khac duge doc van ban
clia ban va bd sung thém nhitng nhan xét goi y — comment — vao chir khong dugc thay doi vin
ban) va Form (ngin chin moi thay ddi trong vin ban chi cho phép thay dbi trong nhing phan
van ban khong dugc bao vé hodc trong cac form hoac truong)

bat duong dan mic dinh dé luu va mé van ban

Thong thudng Word luén chon thu muc My Documents 1a thu muc mic dinh dé luu va mo cac
vin ban cta ngudi st dung. Tuy nhién, Word ciing cho phép ngudi sir dung c¢6 thé thay ddi méc
dinh.

Ban vao Tools | Options rdi chuyén sang muc File locations. Trong cira s6 nay ban nhip chudt
vao muc can thay ddi. Vidu & day la thay dbi duong dan mé va luu van ban mac dinh thi ban



nhip chudt vio muc Documents sau d6 nhip chudt vao Modify va chd dén thu myc riéng cua
ban. Nhip ok 1 xong.

bat font chir mac dinh

Ban quen st dung mdt loai font chit nhét dinh va mudn 1an ndo m& Word ra thi da sin sang font
chit d6 cho ban roi. Rat don gian, ban hay thir thu thuit sau day.

Ban mé bat ki mot van ban nao cling duoc, vao Format | Font. Trong ctra s6 Font hién ra ban
hay chon lwa dting kiéu font chit ban quen dung rdi nhap chudt vao Default & goc cudi bén tay
trai ctia ctra s6 font, Word hoi ban c6 mudn dat font chit mic dinh khong, chon Yes 1a xong.

V1. 106 thu thuat vai Microsoft Office

V& mot duong thang

Ban hoan toan c6 thé dé dang ké mot dudng thiang ngang vin ban cia minh mot cach rat don
gian nhu sau

- Ban gd lién tiép 3 dau gach ngang (-) rdi 4n Enter ban s& c6 mot duong ké don.

- Ban g5 lién tiép 3 d4u gach dudi () roi 4n Enter ban s& c6 mot duong ké dam

- Ban g6 lién tiép 3 d4u bang (=) roi 4n Enter ban s& c6 mot duong ké doi.

May tinh c6 sin trong Word

Ban c6 biét 1a ban hoan toan c6 thé bo sung thém mot may tinh vao trong Word khong? Dung
hoan toan c6 thé va s& gitp ban thém phan thuan loi trong cong viéc hon rat nhiéu.

Trong MS Word vao View | Toolbars | Customize hodc ban c6 thé nhip chudt phai 1én bat ki
thanh cong cu (toolbar) nao 10i chon Customize. Trong cira s6 Customize — ban dd c¢6 co hoi lam
quen v0i cira s0 nay trong phan trudc cta bai viét — ban hiy chon Tools ¢ bén khung Categories
bén tay trai va chon biéu twong Tool Calculate trong khung Commands bén tay phai. Ban nhip
va gitr chudt trai 1én biéu tuong ctia Tools Calculate roi kéo va tha 1én bat ki thanh cong cu ndo
ma ban thich.

Bay gio ban c6 dé dang thuc hién cac phép tinh trong Word bang cach gd vao phép tinh cua rdi
Ira chon toan bo phép tinh, nhip chudt vao Tools Calculate rdi 4n Ctrl-V dé dan két qua vao.
Tuan hoa Smart Tags va Spelling, Track changes

Ban dé bao gio bi cac dong gach chan loang ngoang mau xanh mau dé 1am phién chua? Ban
chwa biét 1a né tir dau xudt hién? N6 chinh 13 tinh ning kiém tra 16i chinh ta va kiém tra 16i ngt
phap trong MS Word. Tinh ning nay chi c6 hiéu qua d6i v6i cac vin ban tiéng Anh con dbi voi
cac van ban tiéng Viét thi that 1a mot diéu vo cung phién phirc. Dé loai bé phién phirc nay ban
hay vao Tools | Options rdi chuyén sang muc Spelling & Gammar. Trong muc ndy ban bo du
kiém trudc Check spelling as you type va Check grammar as you type, sau d6 1a Ok 1a xong.
Smart Tags c6 thé noi 1a mot trong nhirng tinh ning méi twong ddi hiéu qua trong cac phién ban
Word méi day. Tuy nhién nhiéu ic ngudi sir dung ciing thay kho chiu vé cac tag ngay, sé dién
thoai, copy-paste... lién tuc hién ra. Néu ban khong ua Smart Tags hiy vao Tools | AutoCorrect
Options va chuyén sang muc Smart Tags trong cira s6 AutoCorrect Options va bé dau kiém
trong nhitng loai Smart Tag ban khong mudn hién ra.

Con mot tinh ning nita trong Word ciing c6 nhitng dong ké mau d6 loang ngoang gay kho chiu
rat nhiéu d6 1a Track changes. Tinh ning nay thuc sy c6 hiéu qua khi ban dé ngudi khéc sira vin
ban cta ban. Nhiing thay doi d6 s& duoc Track changes ghi nhan va liét ké ngay trong van ban.
Dé bo di ban hiy vao View rdi bo danh dau truée Markup 1a xong.

Status Bar c6 gi cho ban?

Ban di bao gio dé ¥ den thanh trang thai (Status bar) trong Word chwa? N6 cting c6 kha nhiéu
diéu tha vi d6. Nhung néu Word cuia ban chua hé ¢é Status bar thi ban hiy vao Tools | Options
chuyén sang myc View. Trong muc ndy ban dé ¥ dén phan Show va danh dau kiém vao Status
bar la xong.

Thanh trang thai dang nhu tén goi ctia n6 cho ban thay thong tin vé van ban cta ban, thi tu
trang hién thoi cia ban, phﬁn, dong, toa do con trd chudt .... Nhép dap chudt lén S6 thtr tu cua
trang ban s€ goi dugc menu Go to.



Bén canh d6, trén thanh trang thiy ban con thdy c6 REC — TRK — EXT — OVR. Nhip diip chudt
1én bat clr muc nao ban s& bat tinh ning d6 1én. Nhap dup chudt 1€n REC ban s€ bat tinh nang
ghi macro — hay con goi la thao tac tw dong, TRK s& gitip ban theo ddi ghi nhén moi thay d6i ma
ban d stra 1én vin ban gbc, EXT cho phép ban c6 thé lwa chon vin ban ma chi cin dung phim
miii tén 1én xubng sang phai sang trai va OVR s& bat tinh ning ghi dé — tic 1a mdi ki tu ban go
vao s& thay thé cho ki ty lién ké n6 thay vi xuat hién ngay bén canh.

Tuy bién AutoText

Chéc han 13 ban di dé y thiy nhiéu khi Word tu dong thay thé va goi y giup ban nhitng cum tir
kiéu nhu “Best Wishes”, “Best regards”...Day chinh 14 tinh ning AutoText cia Word. Ban hoan
toan c6 thé ty minh tuy bién danh sach cac tir MS Word tu dong thay thé giup ban. Ban hiy vao
Tools | AutoCorrect Options rdi chuyén sang muc AutoText. Trong cira so AutoText ban hiy gd
cum tir ma ban muén Word ty dong gitp ban chén vao muc Enter autotext entries here rdi nhip
chudt vao Add. Mudn g& bo bat cir autotext nao ban hiy chon no rdi nhip chudt vao Delete.

VIL. X ly vin ban t6t hon v&i AutoCorrect

Microsoft vi chitc ning AutoCorrect trong bd phan mém Office tir phién ban 2000 trg vé sau 1a
“Nguoi sta van ban qua vai ban”. Thong thuong, tinh nang ti€n loi nay sé tu dong chinh stra tu
ngit, 16i chinh ta nhanh chong tuy nhién d6i luc ching thudng chén vao hay thay thé nhiing tir
ma ban khong mudn thay doi nhu tén riéng chang han.

Khi d6, tinh ning 4y lai trd thanh ké quay nhiéu day phién phirc. Mit khéc, ban ciing c6 thé
duing tinh ning nay dé tu dong bd sung mot doan vin ban vao tai lidu.

Truée hét, hay diém sang mot cum tur, mot cau, moét doan hay toan by ndi dung ma ban thuong
xuyén can dua vao tap tin Word rdi chon trinh don Tools. AutoCorrect Options. Trong nhin
AutoCorrect, ban s€ nhin théy tat ca hodc mot phﬁn ndi dung duoc diém sang truoc do. Tiép dén
nhap vao céc thao tac phim ma ban s¢ dung dé kich hoat kha nang tu dong chén thém doan van
ban. Chéng han nhu tao tir khoa addr dung cho dia chi hdi dap cua ban, tir nay s€ xuét hién & bén
trai doan vin ban da dugc diém sang va bén dudi muc “Replace”. Tiép dén, danh diu tuy chon
Plain text hodc Formatted text bén trén van ban (néu c6 sin) dé xac 1ap dinh dang cho ndi dung
van ban dugc chén vao tai liéu, sau d6 nhian Add. Tinh nang AutoCorrect s& dat tir khoa kich
hoat theo thtr tu bang chir cai gitta cac muc hién hanh duogc liét ké. Cudi cung nhan OK hoidc
Close.

Dé chén doan van ban nay vao tai liéu Word, ban go vao tir khoa va kich hoat tinh nang
AutoCorrect bang cach nhin Spacebar hodc Enter, hodc gd thém mot diu chim (ddu nay s&
dugc thém vao van ban gbc). Luu ¥, néu dugc nhic nhé dé chap nhan cac thay doi trén dinh
dang chung (normal.dot) trude khi thoat khoi Word thi ban hay chon Yes, néu khong thi tat ca
cac thao tac vira tao trong AutoCorrect s€ mat sach.

AutoCorrect cling hoat dong trong Excel, Outlook va PowerPoint, mac du ban khong thé chon
trude van ban trong cac ing dung nay va lam cho no tw dong xudt hién trong muc “Replace”.

Ban c6 thé Iuu vin ban mau duéi dang vin ban thudn tay (plain text) hodc van ban dugc dinh
dang (formatted text), khong c6 han ché nao vé d6 dai. Trong Word va Outlook, tinh ning
AutoCorrect con cho phép ban bd sung hinh anh (Hinh 1). Dé loai bo ndi dung AutoCorrect, ban
chi can mo lai hdp thoai AutoCorrect, diém sang tur khoa kich hoat va nhén Delete.

VIIL.TAN DUNG MACRO

Néu ban dang tim phwong phap chén nhanh mot doan vin ban dé xem c6 bao nhiéu tir & mot
kiéu font chit cho trudc sé lap ddy mot khoang nhat dinh thi sir dung macro rat tién lgi. Strc
manh dang sau macro 1a ngdn ngir 1ap trinh VBA. Ngay ca trong truong hop ban dung tinh nang
tao marco tu dong trong Word va Excel bang cach nhin Tools.Macro.Record New Macro thi chi
tiét ma nguon VBA cling c6 thé duogc giau kin. B tao macro tu dong hoat dong nhu mot bd dém
(buffer), gidu kin ma Visual Basic ngay ca trong va sau qua trinh tao macro. Néu khong sir dung
t6 hop phim <Alt>-<F11> hodc chon Tool.Macro.Visual Basic Editor thi ban s& khong bao gio
nhin théy dugc nhitng doan ma nay mac du thuc té no ludn chay ¢ ché d6 nén.



Vidy sau day 1a mot [€nh ti€n lgi trong Word dé tao vin ban “vo nghia”. Trudc hét hay m¢ mot
tai liéu Word méi, gb vao ndi dung =rand(1) va nhan Enter. Ngay 1ap tirc, mot doan vin ban 45
tur 1ap di 1ap lai n6i dung “The quick brown fox jumps over the lazy dog” s& xuét hién. Chi can
thay ddi con sb bén trong d4u ngoic thi doan vin nay sé& lap lai vi sb lan chinh 13 con sé ban
vira nhap vao.

IX. PINH DANG DU LIEU TOT HON TRONG EXCEL

Mot trong nhiing viéc ma ngudi méi dung Excel ngai nhét 1a dinh dang dir liéu, thuong nguoi
ding phai do dén ting 6 dé dat lai dinh dang sai. Dudi day 13 mot vai meo nho giup ban “thuin
phuc” Excel, budc n6 phai dinh dang dir liéu ding nhu y ban ngay tur lac nhép li¢u.

« B¢ nhap mot gia tri voi dinh dang tién té (currency), hiy gd mot ddu do la ($) phia trude gia tri
can nhap.

« Pé nhap mot gia tri voi dinh dang phéan sb (fraction), hiy gd mot sb 0 va mot dau cach phia
trudc phan sd d6. Vi dy: nhap “0 1/2” thay vi “1/2”, Excel s& hiéu can phai hién thi gia tri theo
dinh dang phan s6 thay vi dinh dang ngay thang “01-Feb”.

« Pé nhap mot gia tri voi dinh dang phan trim (percentage), hiy g& dau % phia sau gié trj caa
ban (vi du nhu 70%).

« Pé nhap mot chudi sd véi dinh dang van ban (Text), hiy gd mot ddu * ¢ phia trude chudi s6
do6. Meo nay dac biét hiru ich vi Excel luon “thong minh thai qua” khi hiéu cac chudi toan chit
s6 1a kiéu s6 va tu dong dinh dang ching theo kiéu sd. Nhitng chudi s6 ¢ s6 0 & dau sé bi cat
hét nhitng s6 0 can thiét. Néu ban nhap ma 08053, Excel s€ dinh dang theo kiéu sd va chi hién
thi 8053. Dé budc Excel dinh dang chudi do theo kiéu text, ban hiy gd *08053. (Vi nhitng
chudi sé qua dai, Excel chuyén sang hién thi dang mii con kho coi hon, vi du chudi
123456789012 s& duoc chuyén thanh 1,23457E+11).

Bién phap “chira chay”

V&1 nhitng 6 Excel da dinh dang theo kiéu sd, du ban c6 dinh dang lai theo kiéu text thi cach
hién thi ctia chung van khong thay doi. Dé tranh phai gb lai tir dau, hiy 1am nhu sau (luu ¥ 1a
cach 1am nay chi giup ban pha v& dinh dang mil “ngira mat” chir khéng ctru lai dugc nhitng s6 0
& phan dau di bi Excel cit):

- Chon (bdi den) 6 can chuyén sang dinh dang kiéu text; chon thyc don Format/Cells, chuyén
sang thé Number.

- Chon Text trong danh muc Category rdi nhan nat OK.

- Nhén vao 6 can chuyén dinh dang, nhin F2 rdi nhdn ENTER.§

X. Tao macro sua 101 thira khoang tring ‘trong Word

Dau tién, ban cAn nim qua quy tic gd diu trong van ban: cac dau cham (.) hay dau phay (,) phai
ludn ludn nam lién sau ky tu (khong c6 khoang trang phia trudc) va tiép theo la mot khoang
trang rdi méi toi ky tu ké tiép. Néu ban khong muon tim va xoa cac khoang trang thira mot cach
thu cong, vira ton thoi gian, doi khi lai con thiéu sot... ban c6 thé tao mot macro dé Word tu
dong thuc hién cong viéc giup ban.

- Bude 1: Khéi dong Word, vao menu Tools Macro Record New Macro. Liuc nay hop thoai
Record Macro hién ra, ban go tudongkiemtra vao 6 Macro name, cac tuy chon khac dé mic
dinh. Sau d6 nhap

- Budc 2: Trén man hinh Word xut hién thém thanh cong cu Stop Recording

phuc vu cho viéc thu Macro. Con tr6é chudt cua ban s€ kém theo mgt cudn bang. Ban nhép chuot
vao menu Edit Replace. Trong hop thoai Find and Replace ban gé cac ky tu tim kiém vao 6 Find
what va ky tu thay thé vao 6 Replace with. Vi du ¢ day toi gd vao 6 Find what 1a khoang tring
va dau cham ( .), Replace with 1a diu chim (.). Sau d6 nhap Replace All dé tim va thay thé trong
toan bg van ban. Thyc hién tuong tu cho cac déu con lai nhu dau khoang tréng va du phéy (,)
s& thay bang du phay (,), diu khoang tring va ddu chim than ( !) s& thay bang ddu chim than
M...

- Budc 3: Nhip Stop Recording trén thanh cong cu.



- Budc 4: Vao menu Tools Customize. Hop thoai Customize xuét hién, ban nhép tiép vao
Keyboard. Trong khung Categories ban chon Macros, ¢ khung Macros bén canh ban chon muc
tudongkiemtra. O muc Press new shortcut key, ban g& phim néng d& nh¢ vao 6 ndy, vi du nhu
Ctri+Alt+B. Sau d6 ban nhip Assign.

Tir nay tré vé sau mdi khi can x6a di cac khoang trong thira trong van ban, ban chi can gd phim
nong Ctri+Alt+B 1a xong, that nhanh chong.

XI. Trang tri vin ban gidng trang bao

1. Vao FormatColumns...

2. Xuat hién hop thoai Columns:

Presets: Lua chon loai cot, kiéu cot.

Number of columns: Sé cot s& chia.

Width and spacing: D6 rong cot va khoang cach:

Width: B§ rong cdt bao

Spacing: Khoang cach tir chitr dén dudng vién cot

RLine between: Xuét hién duong ké doc gitra cac cot

REqual column width: Mic dinh d6 rong cac cot bang nhau. Néu dé £ thi c6 thé diéu chinh do
rong cac cot khac nhau tuy thich.

Apply to: Ap dung cho:

Selected text: Ap dung cho nhitng doan vin ban di Iira chon (bbi den)

Whole document: Ap dung cho toan bé file vin ban

This point forward: Ap dung cho tir dong ndi dung vin ban & dudi diém dat con tro dén hét file.
3. Chon niit OK dé hoan thanh viéc chia van ban thanh cot bao.

Trang tri chir hoa dau doan to dep giéng trén bao chi.

1. Lya chon (b6i den) chir dau cua doan van ban

2. Vao Format Drop cap...

3. Xuét hién hop thoai Drop cap:

Position: Vi tri dat

Dropped: Chit dau tién ctia cac dong sau cing doan vin ban hién thi thing voi mép ngoai (16
trai) cua chir hoa to.

In Margin: Chit du tién cua cac dong sau cung doan vin ban hién thi trong 18, thang véi mép
trong cua chir hoa to.

Font: Chon phong chir.

Line to drop: Chit hoa to hién & miy dong.

Distance from text: Dat khoang cach tir chit hoa to xa véi chit tiép theo ctia doan vin ban.

4. Chon nat OK dé hoan thanh viéc tao chit hoa to dau doan van ban

XII. Chen 161 binh vao van ban

Cach 1: Chon menu Insert —> Comment

Céch 2: Trén thanh cong cu Reviewing, kich biéu tugng Insert

O trang thai Print Layout, Web Layout va Reading Layout, ban s& quan sat thiy dinh dang nhu
Sau:

Str dung cac nut trén thanh cong cu Reviewing dé xac nhan hay hily bé qua trinh Track changes
va dé xo6a cac Comments (cau binh luan).

1.Kich vao Previous dé xem lai cac thao tac din ra trudce do.

2 Kich vao Next dé xem céc thao tac dién ra sau d6 cho dén thao tac sau clng.

3.Kich vao Accept Change dé xac nhan qua trinh soat 15i.

4.Kich vao Reject Change/Delete Comment dé hity bo qua trinh soat 18i va x6a phan binh luan.
Dinh dang Track changes trong s& khac nhau ¢ nhimng ché d6 nhin khac nhau (Print Layout,
Normal, Web layout, Reading layout, Outline). Khi di sir dung quen ché d6 Track changes thi
ban s& tim ra dugc dang nao thi thich hop nhat v6i ban.

O ché db quan sat Print Layout, cac dong van ban dugc xo04, cac 101 cht gidi va ca dinh dang van
ban nita dwoc hién thi trong cac 6 ghi cht phia bén 1& ctia van ban. Ciing xuat hién twong tu nhu



ché d6 Print Layout 1a ché d6 quan sat Web Layout va dang Reading Layout.

Tuy nhién, & dang Normal va Outline thi khong c6 bét ki 6 ghi cht ndo ca. Dong vin ban duoc
x04 dugce thé hién trong van ban voi mot duong ké trén no, va 101 cha giai dugc thé hién & phia
dudi cling ciia van ban trong phan Reviewing.

Ngoaira, & tat ca cac dinh dang , dong van ban dugc chén vao duogc thé hién véi nhitng dudng
gach chan va boi mau riéng, va nhitng dudng ké dimg xuit hién phia bén 18 trai dé chi rd noi su
stra d6i vira duoc thuc hién.

Céc ché d6 hién thi cta 6 ghi cha (Balloons)

Ban c6 thé thay d6i cac ché d6 hién thi ctiia Balloons bang cach chon menu Show nam trén thanh
cong cu Reviewing va thay d6i cac ché do.

+ Always: Ludon ludn xuat hién 6 ghi cha trong qua trinh thao tac vin ban

+ Never: Khong mudn xuat hién 6 ghi cha trong sudt qua trinh thao tac vin ban

+ Only for Comments/Formatting: Xuat hién 6 ghi cht ddi v&i nhitng 11 cha giai va thao tac
thay doi trong vin ban, con nhitng dong vin ban bi x6a di s& hién thi voi duong ké gach ngang
qua.

Két luan

Nhirng phan bi x6a, phan chii giai hay nhiing thay d6i dinh dang s& xuat hién trong cac 6 ghi chi
(balloons) & cac ché d6 quan sat: Print Layout, Web Layout va Reading Layout. Ngoai ra, ban
¢ nhiéu su lya chon vé viéc thé hién su chén, x04 bo va thay dbi dinh dang trong phﬁn “Tracks
changes and Comment” v&i nhirng kiéu chix, font chix, dinh dang chir khac nhau, khong bét bude
phai theo ché d6 mic dinh cia Microsoft. Truy cap vao menu Show, chon Options dé co nhiing
su lya chon ri€ng cua ban. Chuc thanh cong.

XIII.Thay d6i do gidn chit.

1. Lya chon (b6i den) doan font chir can dinh dang.

2. Vao Format Font (Ctrl + D), xuét hién hdp thoai Font

3. Chon thé Character spacing, hdp thoai Font c¢6 hinh anh sau:

Scale: Pinh dang do6 gian chir theo %.

Spacing: Khoang cach giira cac chir

By: Tang: Gian thua chir

Giam: Gian chir mau

Position: Vi tri & dong

By: Tang: Vi tri chit 1én cao dan so voi dong

Giam: Vi tri xudng dan so v&i dong

Nt Default: Néu mudn mic dinh do gian chir nay cho céc file sau.
4. Chon nut OK hoan thanh vién thay ddi do gian chir.
Trang tri chit cho sinh ddng.

1. Lya chon (boi den) doan font chir can dinh dang.

2. Vao Format Font (Ctrl + D), xuét hién hdp thoai Font.
3. Chon thé Text Effects, hop thoai Font ¢6 hinh anh sau:

Lua chon cac hgat hir}h chir & 6 Animations.

Nt Default: Néu muon mac dinh d gian chir nay cho cac file sau.

4. OK

Sau khi kich ntit OK, doan font chit d& chon s& c6 két qua nhdp nhay theo loai da chon & 6
AnimationsLuu y: Vi vi€e trang tri chir cho sinh dong nay chi nhin trén man hinh may tinh, khi
in s& khong xuat hién nhitng hinh anh nhap nhay.

XIV. Thu thuat thuyét trinh bing Powerpoint
Microsoft Powerpoint tich hop trong by Office 1a mot phan mém thong dung nhat hi¢n nay dung
cho viéc thuyét trinh tai cac cudc hoi thdo, gidng day... Doi vai sinh vién sap tot nghiép thi da
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sO phai “dung” t6i Powerpoint it nhat mot vai lan cho viéc thuyét trinh luan van tét nghiép.

Mot sb kinh nghiém trong viéc str dung Powerpoint s¢ giup cac ban sinh vién soan duge mét bai
thuyét trinh hip dan, gdy an tuong vo1 hoi ddng giam khao, cung mot s6 meo hay dé tng pho
voi nhitng tinh hudng bat ngd trong khi trinh chiéu Powerpoint.

1. Chon mau cho duong ban

Viéc chon mau séc duong ban rat quan trong. Mau sic 10¢e loet & gay khoé chiu cho nguodi xem.
Ban nén chon mdt mau don hoi tdi, vira khong choi mit lai vira lam ndi bat mau chit. Mot goi y
1a chon mau xanh duong dam. Cach lam nhu sau: M¢ chwong trinh Powerpoint, nhin chudt phai
vao duong ban va chon Background. Hop thoai Background mé ra, nhin vao miii tén s6 xuong,
chon Fill Effects. Hop thoai Fill Effects mo ra, ¢ thé Gradient danh dau chon One Color, roi
nhan mili tén s6 xudng bén canh, chon More Color, hop thoai Colors xuat hién, ban chon tiép
thé Custom va chinh céc thong s6 sau, Color model: RGB, Red: 0, Blue: 0, Green: 155, rdi nhan
OK dé tro Ve hop thoai Fill Effects. Tai hop thoai nay, ban danh dau chon vao muc From title &
duéi cung, r0i chon kiéu trung tdm sang ngoai vi tdi & muc Variants bén canh, xong nhan OK va
Apply. Do 1a mau cho dwong ban thir nhat. V&i duong ban thir hai, ba, bén... ban muén cho
mau giéng duong ban mot thi nhan chudt phai vao duong ban mot nam & cot doc bén trai (thé
Slides), chon New Slide hay vao menu Insert > Duplicate Slide.

2. Mau va kich ¢& cho Font chir

Chon font chit 1a mot trong cac font sau: Arial, Vni-Helve, Vni-Times, mau tring, vang, xanh 1a
cdy, cam (néu ban chon mau duong ban nhu trén), kich ¢ trong gidi han tir 20-44 pt. Khdng
nén chon kich ¢& dudi 20 pt vi chir s& nho khi nhin tir xa (trir khi trinh bay bang s6 liéu thi c6 thé
chon c& thap nhat 1a 20 pt).

3. Tao hi¢u trng cho duong ban, c6 nén hay khong?

Nhiéu ngudi cho ring viée tao hiu ing cho duong ban s€ lam tang tinh hap dan 16i cudn nguoi
xem. Nhung phai noi that rang cach nay chi nén ap dung cho cac budi trinh chiéu quang cao san
pham hay tiép thi. Con v&i budi trinh ludn van tot nghiép thoi gian thuong chi c6 20 pht, trong
thoi gian nay ban chi co thé st dung t6i da 30-40 duong ban, moi duong ban trinh bay khoang
30-45 gidy, vi vy néu ban tao nhiéu hiéu tng thi s& lam mét thoi gian v6 ich. Do vay chi nén sir
dung 2 dén 3 hiéu Gmg, bao gdm 1 hiéu tng chuyén trang va 2 hiéu tng cho chit.

Pé tao hiéu ung cho chir, nhan chudt phai vao khung chura chit, chon Custom Amination. Ctra )
Add Effect xuét hién & bén phai, nhép vao nut Add Effect dé chon hiéu ung, vi du nhu Fly in
(bay), Spin (quay tron), Grow/Shrink (phéng to/thu nhé), Diamond (lip lanh)... Kinh nghiém
cho théy hiéu irng Random Bars thuong dugc st dung. Néu ban mudn ap dung mot kiéu hiéu
{rmg cho toan bd ndi dung duong ban thi vao menu Slide Show->Amination Schemes. Cira s6
Apply to selected Slides xuét hién bén phai, ban chi viéc nhén chon hiéu ung 161 vao Slide
Show->View Show xem thir.

Dé tao hiéu ung Chuyén trang, ban vao Slide Show->Transition. Cira s6 Slide Transition xuét
hién & bén phai, ban nhén chon hiéu ung roi vao Slide Show->View Show xem thir. Hiéu ung
Strips Right-Down thuong dugc dung nhat.

4. Slide cam on hoi dong giam khao

Day la slide cudi cung, khong kém phén quan trong. Bén canh 101 cam on, ban co thé chén hinh
anh cac bong hoa, ban c6 thé tai hinh b6ng hoa mién phi tai dia chi www.animationfactory.com
(ban vao trang web va tai nhiing file zip tén loai hoa, vi du red_rose.zip).

5. Mdt s6 phim tt can nhé trong khi trinh chiéu

Dang trinh bay ngon trén thi mot vi trong hoi dong giam khao dot ngét bao ban cho xem lai mot
duong ban nao do, hay kéu ban chi cho ho nhirng diém quan trong. Vi tinh hudng nay ban c6
thé ding phim tit.

« Ctrl — P: LAy cay but mau ra, ding chudt vé mot duong gach dit hay khoanh tron nhirng diém
quan trong.

« Nhin phim E: x6a dudng gach duéi hay khoanh tron.

« Nhin phim Esc: Cét ciy bat mau di.

« Ctrl — H: Che déu chudt va niit nhdn (ndm & goc dudi trai man hinh)
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» Nhéan phim = (d4u bang): hién thi hay che dau chudt.

« Nhin phim B/W: Chuyén mau den/trang khi dén gio giai lao, nhin lai phim nay dé tré vé binh
thuong.

« Page Up hay mili tén 1én: Dén duong ban trude.

* Page Down hay Enter hay mii tén xudng: Dén dwong ban sau.

« Nhin s trang rdi nhan Enter: Dén duong ban theo s trang.

XV. Luu céc tap tin ¢ vi tri mdc dinh khac

C6 thé cho Microsoft Office biét noi luu trit tap tin. Khi ban md hop thoai Save As dé Iuu tap tin
trong Word, Excel, PowrPoin, va Access. Chuong trinh chon My Documents lam thu muc lam
viéc mic dinh. Tuy c6 thé luu tap tin vao thu muc bét ky, song ban c6 18 thich luu thanh qua caa
minh vao mét thu muc cu thé.

Thay vi tu tay chon thu muc khéc tir thu muc My Documents mdi lan Iwu, ban yéu cau
Microsoft Office Iuu tép tin vao thu muc mac dinh theo y minh. Kiém soat vi tri thu muc 1am
viéc mic dinh qua hop thoai Options. Cac budc thay doi thu muc mic dinh hoi khac tuy theo
ting chuong trinh Office.

Word 1a chuong trinh Office duy nhit cho phép duyét 6 dia va thu muc trong hop thoai Options
dé 4n dinh thu muc lam viéc mac dinh méi. Trong moi chuong trinh khéc, ban phai god déy du
duong dan thu myc lam viéc mgc dinh.

* An dinh thu muc trong Excel, PowerPoin, hay Access.

1. Nhip Tools.

2. Nhap Options.

Hop thoai Options mo ra.

- Ghi cht Microsoft Outlook khong c6 tuy chon thay ddi thu muc 1am viéc mic dinh.

3. Trong Excel hay Access, nhdp tab General.

Trong PowerPoint, nhip tab Save.

4. Bén trong truong hop Default file location, chon dong vin ban My Documents rdi g& tén thu
muc mong mudn.

- Trong Access, nhap bén trong trudong hop Default database folder sau d6 gd tén thu muc.

5. Nhap OK

* Office gan thu myc méc dinh méi.

An dinh thuy muc mic dinh trong Word

1. Mé tai hop thoai Options.

2. Nhép tab File Locations.

3. Nhép dup kiéu tap tin Documents.

Hop thoai Modify Location md ra.

4. Gd tén thu muc méi mudn léy lam mac dinh, hoac nhép thu muc s€ dung.

5. Nhap Ok.

6. Nhap OK.

* Office gan thu muc mdc dinh méi.

Tuy bién

C6 thé dbi tén thu muc My Documents bén trong cira s6 My Computer. Trong Windows XP, thur
muc My Documents sir dung dudng dan C:Documents and SettingsdefaultMy Documents. Nhap
tén thu myc hai 1an, rdi go tén thu muc méi va nhdn ENTER. Tuy theo phuong phap cai dat
Office, Office setup c6 1& su dung vi tri thu muc khéc nhau.

XVI. Tao cac lién két (Link) trong MS Word

« Tao cac lién két (Link) trong MS Word

o Tao lién két dén 1 file khac hodc 1 trang web

o Tao lién két dén 1 file mai s& duoc tao

o Tao lién két dén dia chi Email

o Tao lién két dén mot vi tri bat ky ¢ cung file

* Tao heading mdi trong Office 2003



« Panh diu (Bookmark) cho doan vin ban

Tao céc lién két (Link) trong MS Word

1. Hay lya chon (bdi den) doan van ban can tao lién két.

2. Vao Insert / Hyperlink... (Ctrl + K. Hodc nhay chudt phai, chon Hyperlink...)

* Tao lién két dén 1 file khac hodc 1 trang web.

3. Tai hop thoai Hyperlink, chon Existing File or web page

- Text to display: Noi dung hién thi doan lién két

- Current Folder: Thu muc hién thoi

- Browsed Pages: Cac trang web da trinh duyét gan thoi gian hién thoi nhat

- Recent files: Céc file moi duoc mé gan thoi gian hién thoi nhat.

- Address: Tén dia chi va file chon dé link t6i.

- NUt ScreenTip...: Nhap noi dung khi di chuyén chudt vao lién két s& hién thi ndi dung d6
(Gidng viéc chén chil thich):

- Nut Bookmark: Pua ra 1 dia chi nao d6 da dat bookmark

4. Chon nut OK dé hoan thanh vigc dat lién két.

* Tao lién két dén 1 file moi s& dugc tao.

3. Tai hgp thoai Hyperlink, chon Creat New Document

- Text to display: Noi dung hién thi doan lién két

- Name of new document: Pit tén cho file moi.

- Nat Change... Thay d6i lai file lién két da co

Ban khong nén chon niit Change nay boi ndi dung cua file chon s& bi mat sau khi nhdn nat OK
va MS Word sé tu dong tao ra file trung vdi tén da chon cung voi ndi dung file tréng.

- Nt ScreenTip...: Nhap nodi dung khi di chuyén chudt vao lién két s& hién thi ndi dung dé
(Gidng viéc chén chi thich):

- Nut Bookmark: Pua ra 1 dia chi nao d6 da dat bookmark

4. Chon nut OK dé hoan thanh vigc dat lién két.

* Tao lién két dén dia chi Email.

3. Tai hop thoai Hyperlink, chon E-mail Address

- E-mail Address: Dia chi email dat lién két t&i

- Subject: Tén tiéu dé

- Recently used e-mail address: Hién thi nhitng email d3 duoc sir dung gan thoi diém nay nhat.
Noi dung Subject va E-mail Address s& hién thi khi ban di chuyén chudt vao lién két.

4. Chon nat OK dé hoan thanh.

* Tao lién két dén mot vi tri bat ky ¢ cung file.

1. Trude hét ban can phai danh du (dit Bookmark hoic Heading hodc Style) cho dong vin ban
duoc link téi.

2. Hay lya chon (bdi den) doan van ban can tao lién két.

3. Vao Insert / Hyperlink... (Ctrl + K. Hodc nhay chudt phai, chon Hyperlink...)

4. Tai hop thoai Hyperlink, chon Place in This Document

Select a place in this document: Lya chon vung tai li¢u da dugc danh dAu:

- Top of the Document: Dat lién két dén vi tri dau tién cua file.

- Headings: Pt lién két dén 1 heading nao dé da co trong file

- Bookmarks: Pat lién két dén 1 dong van ban da dugc danh dau

- Ban c6 thé click vao dau + dé hién thi chi tiét cac muc trong Headings, Bookmarks,...
Sau khi tao xong ban c6 thé dung chudt click (hodc Ctrl + chudt trai) vao doan van ban vira dat
dé chuyén sang ving lién két mai.

* Panh dau (Bookmark) cho doan vin ban

1. bat tré chudt hoac bdi den doan dong mudn dat lién két dén.

2. Vao Insert / Bookmark...

3. Xuét hién hdp thoai Bookmark

- Nhap tén danh déu tai 6 Bookmark name (Tén nay phai bt dau tir chit cai va khong c6 ky tu



dac biét nao) 7
4. Chon nit Add d¢ hoan thanh viéc dat Bookmark



