CHUONG II. MICROSOFT WORD
2.1. Tong quan vé Microsoft Word

2.1.1. Khoi dong chwong trinh

Pé khoi dong Microsoft Word 2013 ban nhép dip vao biéu tuong sin co
ctua chuong trinh trén man hinh Desktop ctia may tinh.

Ban cho trong gidy lat dé Microsoft Word 2013 hoan tit cong viéc khoi

dong, sau khi khoi dong xong man hinh chinh cta chwong trinh s& xuat hién nhu
hinh dudi day:
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Other Documents.
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Trén man hinh nay dua ra mot s6 mau trinh bay vin ban thuong gip.Ban
chi cdn chon mdt mAu thich hop dé tién hanh soan thao vin ban.

VD: Ban chon Blank document dé thuc hién soan thao mot van ban mai
man hinh lam viéc chinh xuét hién.

Du6i day 1a cac thanh phan co ban trén man hinh chinh:
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(1): Thanh cong cu nhanh: Chtra cac I¢nh thao tac nhanh.
(2): File button: Chtra 1énh thao tac voi tép.
(3): Thanh Ribbon: Chtra gan nhu toan bd cac 1énh thao tac v6i chuong trinh,
chung dugc phan chia thanh cac nhom khac nhau.
(4): Thanh thudc do: Dung dé dit Tab, paragraph cho van ban.
(5): Thanh cudn: Dung dé di chuyén vian ban 1én xudng, sang trai sang phai.
(6): Thanh trang thai: Chira mot s6 thong tin hién thoi ctia van ban nhu ché 46
hién thi, phén tram hién thi, trang hién tai,...
(7): Man hinh soan thao: La phan 16n nhét trén man hinh ciia chuong trinh, day 1a
noi dé nguoi ding soan thao ndi dung cua van ban.
2.1.2. Tao mét vin ban moi

Thuc chat sau khi khoi dong chuong trinh di tu dong tao sin cho ban mot
van ban méi. Néu khong ban co thé tao mot van ban méi bang cac cach sau day:
Cdch 1: Nhap chon biéu tugng File Button
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Mot hdp thoai xudt hién ban nhép chon New rdi chon biéu tuong Blank
Document ¢ hop thoai bén tay phai.
Cdch 2: Mot cach khac ban nhap chudt vao miii tén tré xudng trong thanh cong cu
nhanh chon New.

Clipboard =

Béng mot trong hai cach trén mét van ban moi tréng s€ duogc tao, ban nhap
vao d6 ndi dung sau: Cong ty CP Phan Mém AVIN. Biy gid hdy chon Font 16n
hon cho ndi dung vin ban bang cach nhan t6 hop phim Ctrl + A sau d6 chon hop
Font size trén thanh Ribbon chon gia tri 20.



Céng ty CP Phin mém AVIN

©6OF 6 WORDS I8 ENGLISH (UNITED STATES)

Tiép theo ban nhan t6 hop phim Ctrl + B dé bdi ddm noi dung vin ban, két
qua chung ta s¢ dugc nhu hinh dudi day:

Nhu vy ngoai viéc soan thao (soan van ban thd) chung ta con can phai sir
dung rat nhiéu cac thao tac khac nhau dé c6 thé chinh stra thanh mot van ban hoan
chinh. Chung ta c6 thé st dung céc nut 1€nh truc tiép béng chuot hoac béng cac to
hop phim chuong trinh da xay dung san. T4t ca nhiing van dé do sé timg budc dé
cap trong cc phan tiép theo ctia gido trinh.

2.1.3. Gioi thi¢u thanh Ribbon

Thanh Ribbon 14 thanh cong cu chira gan nhu toan bo cac 1énh dé thao tac

v6i chuong trinh, nhu cac 1€nh vé Font chir vé Paragraph, dinh dang in an,...
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Thanh Ribbon bao gém cac tab (home, insert, Page layout,..) bén trong 13
cac nut 1énh cua Tab do. Tuy tirng nglt canh st dang cac nut 1énh s€ sang l1én cho
phép nguoi dung thao tac. Nhu vay dé thao tic véi mot 1énh nao d6 trén thanh
Ribbon ban can phai biét n6 nam trong Tab Ribbon nao, sau d6 chon téi 1€nh can
thao tac trong Tab Ribbon do.

Gia st ¢ vi du lac trude dé co thé boi dam cho ndi dung van ban ban chon
toi Tab Home trong tab nay ban chon biéu tuong bold.
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Chi tiét cac Tab Ribbon
- Home: Xuét hién mic dinh trén thanh Ribbon, chira cac nhom 1énh nhu sau:
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+ Clipboard: Cat dan

+ Font: Font chir

+ Paragraph: Cin 1&, phan doan

+ Style: Kiéu dinh dang

+ Editing: Cac chirc ning tién ich khi chinh stra van ban nhu tim kiém, thay thé, di
chuyén, ...

- Insert: Xuét hién mic dinh trén thanh Ribbon, chira cac nhom 1énh lién quan dén
viéc chén cac d6i tugng vao van ban, chi tiét nhu sau:
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+ Pages: Cac 1énh chén mot trang mdi vao van ban hién thoi.

+ Tables: Cac lénh lién quan dén bang.

+ Illustrations: Céc 1énh chén d6i tuong dd hoa.

+ Links: Lénh chén cac lién két.

+ Header & Footer: Tiéu dé trén va dudi cta vin ban.

+ Text: Lénh lién quan dén viéc chén cac dbi tuong Text nhu TextBox,
Wordart,...

+ Symbols: Lénh lién quan dén viéc chén céc biéu tuong vao van ban hién thoi.

- Design: Lénh lién quan dén cac mau van ban duoc trinh bay theo mot bd cuc nao
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D Effects -
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- Page Layout: Xuét hién mic dinh trén thanh Ribbon, chira cac nhom lénh lién
quan dén b cyc cta vin ban.
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+ Themes: Tuy chinh nén cho toan bo cac d6i twong shape trén vin ban.

+ Page Setup: Céc lénh thiét 1ap dinh dang trang in.

+ Page Background: Nén cho trang vian ban.

+ Paragraph: Céac I¢nh thao tac v6i doan van ban.

+ Arrange: Cac 1énh sap xép cac ddi twong trén vin ban.

- References: Xuat hién mic dinh trén thanh Ribbon, chita cAc nhom 1énh lién
quan dén mét sd thu thuat dic biét cho van ban nhu danh muc luc tu dong, tao
nghi cht cho van ban,...
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- Mailings: Xuét hién mic dinh trén thanh Ribbon, chira cdc nhém lénh lién quan
dén viéc tao 14p mot phong bi thu, mot mau biéu phuc vu cho viéc chon van ban.
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- Review: Xuét hién mic dinh trén thanh Ribbon, chtta cdc nhom 1énh lién quan
dén cac thao tac nhu kiém tra ngit phap cho vin ban, tao ghi chi, so sanh noi dung
van ban,...
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- View: Xuit hién mic dinh trén thanh Ribbon, chira cac nhoém 1énh hién thi, chi
tiét nhu sau:
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+ Document Views: Ché d6 hién thi van ban.
+ Show: Tuy chon hién thi mot s6 thanh Panel.
+ Zoom: Céc Iénh phong to, thu nhé van ban.
+ Window: Chtra cac I¢nh tuy chon hién thi nhiéu vin ban.
+ Macros: Cac 1énh vé Macros.
An hi¢n mét Tab I¢nh
Pé lam an hay xuat hién mot nhom 1énh hodc mot Tab 1énh trong thanh
cong cu Ribbon ban lam nhu sau:
- Nhap phai chudt vao mot khoang tréng bat ky trén thanh cong cu Ribbon.
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Customize Qu

Toolbar Below the Ribbon 2CcDc

Show Quic
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Customize the Ribbon... Spac..

+  Unpin the ribbon Styl

- M6t menu nhanh xuét hién chon Customize the Ribbon, hop thoai Word
Option xuét hién va tro t6i muc Customize the Ribbon.

Trong danh sach Main Tabs bén phia tay phai cia man hinh li¢t ké danh
sach cac Tab Ribbon mudn 4n Tab nao ban chi can bo diu tinh & du tén Tab do.
Nguoc lai mudn hién chung lén ban danh du tinh cho nhitng Tab bi an. Cudi cung
nhap Ok dé luu lai.

Luu y: Tradong hop mudn an toan bd thanh cong cu Ribbon ban nhéip chon biéu
tuong Minimize the Ribbon (hoic nhin to hop phim Ctrl + F1) phia goc phai
trén cua man hinh chinh.
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Khi muén hién lai thanh céng cu nay ban nhap chudt vao nat 1énh d6 mot
lan nira.
2.1.4. Thanh cong cu nhanh
BHEH S R ® D -
HOME = LENHCUATOI  INSERT

Thudng nam phia trén ciing bén phia goc trai ciia manh hinh chinh, chira
cac 1énh thudng sir dung gitip nguoi ding co thé tao tac mot cach nhanh trong, tirc
thoi. Dé thao tac nguoi dung cod thé nhép chuot truc tiép vao nit 1énh can thao tac
B6 xung cac 1énh thwong sir dung c6 trong danh sach mic dinh

Khi moi cai dat ban chi théiy mot sé nat 1énh trén thanh cong cu nay muén
bd xung thém cac nat 1énh khac ban nhap chudt vao miii tén trd xubng rdi chon
vao nit 1énh can bd xung (voi diéu kién nat d6 chua co trén thanh cong cu).
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(Nhirng nut 1énh chua c6 dau tich 13 nhitng nat 1énh chwa dugc bd xung 1én
thanh cong cu)

Nguoc lai ban c6 thé 1am an céc nat 1énh di béng thao tac tuong ty nhung
d6i v6i nhitng nat 1énh da co trén thanh cong cu.

(Nhitng nut 1énh c6 dau tich 1a nhirng nit 1énh da c6 trén thanh cong cu).
B6 xung cac 1énh khong cé trong danh sich mic dinh

Nhu phan trude di trinh bay chung ta c6 thé bo xung cac nit 1énh c6 trong
danh sdch mac dinh 1én thanh cdng cu nhanh. Ngoai ra Microsoft Word 2013 con
cho phép ban bo xung 1én thanh cong cu nay nhimng nut 1énh khac khong co trong
danh sach mac dinh. Cac budc thuc hién nhu sau:
Buwéc 1: Nhap chudt chon mili tén tro xubng trén thanh cong cu nhanh (Quick
access toolbar), danh sach xuét hién chon More Commands. ..



Hop thoai Word Options xuat hién va tu dong tré toi muc Quick

Toolbar.
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Buéc 2: Ban dé y trong danh sach bén trai 1a cac ndt 1énh cta chuong trinh danh
sach bén tay phai la cac nut I¢énh hién co6 trong danh sach Quick Access Toolbar.
DPé bd xung thém mot nut 1énh mdi ban chon t61 nd trong danh sach bén trai roi
nhép nat Add>>, nguoc lai néu mudn loai bé nat 1énh nao ban chon téi nd trong

danh sach bén tay phai rdi nhap niit << Remove.

Luu y: Co mot nat 1énh dic biét d6 1a dau ngan cach gitra mot hodc mot nhom céc
nat 1énh, ban hoan toan c6 thé bd xung dbi trong nay vao thanh Quick Access

Toolbar, nat 1énh c6 tén la: <Separator>.
Buée 3: Cubi cung ban c6 thé st dung biéu trong mili tén 1én xubng dé thay do6i vi
tri cac nut 1€nh trén thanh Quick Access Toolbar.

Sau khi hoan tat ban nhip chon nut Ok dé luu lai nhimng thay doi.

2.1.5. File Button

=
«
S
=
==

Draw Table
New
Open

Customizations: Reset ~ P

Save
Undo
Redo
Print Preview and Print

:

File Button chira cac Iénh thao tac voi File van ban, nhu thém mdéi, mé mot

File d3 ton tai, in 4n, luu tri, hay stra ddi cac thong tin vé File,... Dé hdp thoai File

Button xuit hién ban nhép chudt chon biéu tuong File Button bén phia trai thanh

Ribbon.
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- Info: Chuta cac 1énh nhu Save, Save AS, Open,... Ngoai ra con cho phép nguoi
dung c6 thé thay d6i mot sé thong tin vé File trong danh sach bén phia tay phai
ctia man hinh.
- Open: Trong muyc:

- Recent Document:chtra danh sach File da m¢ trude do.

- Sky Drive: Lay file tir noi cat trit chia sé cho mot ngudi nao do.

- Computer: Tro dudng dan dén cac thu muc luu file da soan thao.
- New: Tao mdt van ban mdi, ngoai vi¢c lya chon mot van ban tréng ban cling c6
thé tiry chon céc van ban mau ma Microsoft Word 2013 cung cap sin
- Print: In 4n vin ban, & day ban co thé lua chon may in va cac tuy chon khac
ngay man hinh bén phia tay phai
- Share: Trong phan ndy ban c6 thé gui van ban qua Email, Fax, hay luu vin ban
thanh cac dinh dang khac nhau,...
- Export: Tao mdt vin ban c6 dinh dang PDF/XPS, hodc c6 thé thay doi dinh
dang file cua mot van ban.
- Close: La cong cu dung dé dong chuong trinh.
- Option: Thiét 1ap mot s6 tiy chon cho mdt vin ban Word.
Luu y: Dé dong cira s6 File Button ban nhip nit Back hodc nhan phim ESC.
2.1.6. Thanh trang thai, thanh cudn, thanh thudc do

Thanh trang thai: Nam duéi day man hinh chinh bao gdm cac thong tin
nhu ché d6 hién thi, phﬁn tram hién thi, téng s tir, sb trang, trang hién tai,...
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Thanh cudn: Dung dé di chuyén man hinh soan théa 1én trén hoic xudng
dudi, sang trai hodc sang phai. Thanh cudén bao gdm 2 thanh la thanh cudn ngang
va thanh cudn doc.

Thanh thwée do: C6 chirc ning dung dé can chinh vi tri cac ddi twong trén
van ban, cling nhu can 18, b6 cuc cho vin ban. Thanh thude do cling bao g6m
thanh thudc ngang va thanh thude doc.

2.2. Mot s6 thao tic soan thao viin ban
2.2.1. Khdi niém van ban
Vian ban thé

Vin ban tho 1a mot van ban chua duoc trinh bay, né chi can c¢6 du ndi dung
va dung chinh ta. Nhu vay, sau khi khoi dong chuong trinh Microsoft Word 2013,
ban d3 c6 sdn mot clra s6 vin ban méi (hoac sau khi dung 1énh New) 1a ban da co
thé bat tay vao vi¢c nhap van ban tho.

bé nhap vin ban thd ban nén chon mot Font chit rd rang, dé doc, kiéu chir
thuong (nén dung Font chit mac nhién la Times New Roman véi Font size 14
point).

Yéu cau trong luc nhap vin ban tho 1 ban phai g sao cho that nhanh va
dung chinh ta. Vi vay, trong khi dang go, ban khong nén trinh bay theo mau cta
van ban (nhu thay d6i Font chit, kich thudc Font chir, kiéu chit dam, chir
nghiéng...). diéu do chi lam cho toc d6 g0 cua ban cham di ma théi. Ngoai ra,
trong mot van ban thd khong nén dé thira khoang trang (Space Bar), thira phim
Tab, thira phim Enter, diéu nay vira mat thoi gian vira gdy kho khin cho cong viée
trinh bay van ban cia ban sau nay.

Trong qua trinh nhap vin ban, ban cé thé dung:

+ Shift-Enter: xuéng dong khong tao Paragraph méi (Line Break)

+ Enter: xudng dong tao Paragraph méi (End of Paragraph)

+ Ctrl-Enter: xuéng dong va ngit sang trang méi (Page Break).

Mot s6 thuat ngir thwong ding

- Character (Ky tu): Khi ban go mot phim trén ban phim thi trén man hinh s€ hién
ra mot ky tu twong Ung va in dugc ra gidy thi d6 1a mot ky tu. Nhu vay, phim ky
tur trén ban phim 13 tit ca cac phim chit, phim s6, phim déu..., cic phim nay thuong
duogc bd tri & khu vyc giita ban phim gitp cho hai ban tay ctia ban khi gd cac ky tu
s€ thuan loi hon.



- Word (Tlr): Mdi nhém kY ty lién nhau va dugce phan cich bang khoang tring
(phim Space Bar) duoc goi 1a mot tir. Tl ngin nhét chi c6 mot ky tw con tir dai
nhat thi khong cé gi6i han.
Chii y: Trong doan vin ban khi c6 dau ngit cu nam giira hai tir (nhu dau cham,
dau phay...), ban phai gd dau ngit cAu nim sat vao tir ding trudc, tiép dén 1a mot
khoang trang (phim Space Bar) rdi méi go tiép tir dimg sau.
- Paragraph: La mot doan vin ban dugc két thic bang cach xudng dong. Néu ban
chi gd phim Enter ma khong g thém chit ndo thi d6 1a mot Paragraph rong, ngoai
ra Paragraph c6 thé chi 1a mot dong chit ngin con thong thuong thi mot Paragraph
s& c6 nhiéu dong chir.
- Word Wrap: Khi gd mot doan vin ban dai ma khéng c6 dau chdm xudng dong,
ban s& thay van ban ty dong xudng dong mdi khi gip 1& bén phai cia trang gidy,
dé 1a Word Wrap.
2.2.2. Cdc thao tac véi mgt tép van bdn
Tao mot van ban méi

Maic dinh khi khéi Microsoft Word 2013 chuong trinh s€ ty dong tao mat
van ban mdi, tuy nhién trong cac truong hop khac ban ¢ thé tao mot vin ban méi
bang cac cach sau day:
Cdch 1: Nhap chon biéu twong New trén thanh cong cu Quick Access Toolbar
(hodc nhan t6 hop phim Ctrl + N).

HOME
New (Ctri=-N)
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Calibri (B¢ Create a document.
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Cdch 2: Nhap chon biéu tugng File Button
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Hop thoai File Button xuat hién hiy nhap chon New
Luu y: Véi hai cach trén chung ta s& tao dugc mot van ban trang tuy nhién
Microsoft Word 2013 con cung cap rat nhiéu cac mau (Template) duoc xdy dung
sin ma ban c6 thé ké thira va st dung lai. Viéc st dung cac mau (Template) duoc
xay dung san s& gitp ban tiét kiém thoi gian cling nhu tiép can véi cach trinh bay
van ban hién dai, khoa hoc cua Microsoft.

Quay tré lai cach th hai trong cira s6 New ban nhap chon cac muc ma ban
mudn soan thao nhu thu, Card, Fax ...
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Pé Iya chon Templates ban chi cin nhip chudt vao miu d6 rdi nhin Create.
Mot File méi duge mé véi ndi dung nhu hinh anh mé ta vé ban mau ma ban vira
chon. T vin ban nay ban c6 thé chinh stra thay d6i ndi dung cho phu hop véi yéu
cau sir dung.
Luwu lai van ban

Sau khi hoan thién mot van ban ban can luu n6 lai trén 6 dia cung dé co thé
str dung & céc 1an tiép theo. V&i Microsoft Word 2013 ban ¢6 thé luu mdt vin ban
bang cac cach sau day:
Cdch 1: Nhap chon biéu twong Save trén thanh cong cu Quick Access.
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Cdch 2: Nhap chon nut Save trong ctra so File Button, chon muc computer phia
bén phai sau d6 chon cac thu muc luu, hoac chon browse:

Néu vian ban dugc tao méi va luu 1an dau tién, bang mot trong hai cach trén
hdp thoai Save As s& xuét hién nhu hinh duéi day:

03 Save As ==
) [[3 » Libraries » Documents » =1 %2 ||| Search Documents ol
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@3 Microsoft Word | Documents library
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Includes: 2 o

Name

Custom Office Templates
My ISO Files

& My Shapes
OneNote Notebooks

8 Downloads
5 Recent Places

=5l Libraries

S5ng ty Phin M&m K& Todn Quan T AVIN]

S e -

5 Documents

File name:

Authors: Blue_Eagle Tags: Add atag

Save Thumbnai

~ Hide Folders Tools  ~ Save Cancel

Ban chon dudng dan luu File trén 6 dia ctng rdi nhap tén cho cho File vin
ban vao muc File Name, cudi ciing nhap nut Save dé luu lai vin ban.
Luu y: Dé Iuu lai vin ban vi mot tén khac ban chon nut Save As trong cira so File
Button.

Céc thao tac con lai giong nhu khi chon nit Save



Mé mot vin ban da ton tai

Pé md mot vin ban di ton tai ban co thé thuc hién theo mot trong cac cach sau
day:

Cdch 1: Trong ctra s6 Window Explorer nhap dup chudt vao biéu tuong File vin
ban can mo.

Cach 2: Khoi dong Microsoft Word 2013, tu thanh Quick Access Toolbar nhép
chon biéu tugng Open (hoic nhan t6 hop phim Ctrl + O).

= 0 < -
HOME INSERT Open (Ctrie 0 AGE LAYC
Calibri (Body) ~ |11 - A A Aa-~ 2,
B I U -~ abe x. X° AN A - W

Cdch 3: Tix cira s6 File Button nhap chon niit Open

Béng mot trong hai cach 2 va 3 hdp thoai Open xuét hién chon ti File can
ma roi nhap chon niit Open.
Doéng van ban hién thoi

bé dong van ban hién thoi ban thyc hién nhu sau:

- Nhap chon biéu tugng Word document phia goc phai man hinh lam viéc

hién tai.

- Hop thoai xuét hién nhép chon nut Close.

Néu File van ban cta ban chua luu chuong trinh s¢& xuét hién hdp thoai xac
nhan. Néu mudn luu lai thay ddi ban chon Save, nguogc lai chon Don’t Save, néu
mudn huy thao tac tat File van ban hién thoi ban nhép chon nut Cancel.

Thoat khoi rng dung

Pé dong hoan toan Gng dung Microsoft Word 2013 ban c¢6 thé lam theo
mot trong cac cach sau day:

Cdch 1: Nhap chon nit Close & goc phai trén cia man hinh Microsoft Word 2013
Cdch 2: T ctra s6 File Button nhap chon nut Close

Bang mot trong hai cach trén néu File vin ban cua ban chua luu chuong
trinh s& xuat hién hop thoai xac nhan. Néu mudn luu lai thay d6i ban chon Save,
nguoc lai chon Don’t Save, néu mudn huy thao tac tat ung dung ban nhép chon
nut Cancel.

2.2.3. Thiét Igp Font chi¥ chung cho vin bén

Truée khi soan thao van ban ban nén thiét 1ap Font chit cho van ban boi tat
ca nhitng dinh dang nay s& khong thay d6i trong qua trinh ban hoan thién vin ban,
nhu vay s& gitp ban giam bot thoi gian 1am viéc. Cac 1énh lién quan dén thiét 1ap
Font chir cho vin ban nim & nhém 1énh Font trong Tab Home trén thanh cong cu
Ribbon.



MRS = DO -

HOME INSERT DESIGN PAGE LAYQ

0 - N
'j Calibri (Body) ~ |28 - A A Aa ~ [

Paftﬁ « B I U -asc x. x> A~ . A

Clipboard 1= Font =

Pé thay d6i Font chitr ban nhap chon mili tén tré xudng trong muyc trén tén
Font chir, mdt danh séach liét ké cac Font chir ¢6 trong hé théng xuét hién ban chon
t6i Font chit can thiét 1ap. Thong thudng chung ta chon Font Times New Roman
cho van ban.

Tiép theo ban chon co chir trong muc Font Size, ngoai viéc chon nhiing co
chit ¢6 san trong danh sach ban ciing c6 thé nhap truc tiép c& chit can thiét 1ap vao
0 nay. Thong thuong véi van ban chiing ta chon ¢ chir 14.

Con c6 rat nhiéu tiry chinh vé Font chif tuy nhién khi bat diu van ban ching
ta chi can thiét 1ap nhiing thudc tinh chung nhat, cac thay ddi vé sau s& duoc thuc
hién cho ting doan van ban va chiing t6i s& gidi thidu voi cac ban trong phan tiép
theo.

2.2.4. Soan thdo van bdn

Sau khi thiét 1ap mot sb thudc tinh cho van ban nhu kho giéy, can 1, Font —
c¢& chit ban dd co thé soan thdo van ban thd. Nhur trinh bay & phan trudc ban nén
soan thao ddy du ndi dung & dang vin ban thd trudc khi tién hanh hiéu chinh vin
ban. Dé soan thao ndi dung cho van ban ban c6 thé st dung toan b cac phim chir,
sO va cac ky o trén ban phim may tinh.

G6 chir tiéng Viét

V6i thoi dai cong nghé thong tin phat trién nhu hién nay, phan 16n cac ban
d3 c6 nhidu thoi gian tiép xic voi may tinh va ciing thuong gd nhitng doan vin
ban khi Chat. Tuy nhién trong phan nay chung t6i ciing xin nhic lai quy tac gd
tiéng Viét dé 1am tu liéu cho nhitng ai chua biét.

-a:aa - U uw -0:00

- 0. OW -a:aw -d:dd ¢: ee

- Déu huyén: f - D4u ndng; j

- Déu sdc: s - Dau hoi:

- D4u ngi: x - X6a dau cho chit hién thoi: z

Di chuyén trén vin ban

Trong qua trinh soan thoa ban thuong xuyén phai di chuyén qua lai trén van
ban, ngoai cach sir dung chudt tro téi vi tri can di chuyén téi ban con c6 thé st
dung cic phim chirc ning dé tang toc do di chuyén, dudi day 1a mot sé phim
thuong su dung:
- «: Di chuyén con tré chudt sang trai mot ky tu so v6i vi tri hién thoi.



- —: Di chuyén con tré chudt sang phai mot ky tu so v6i vi tri hién thoi.
- 1:Di chuyén con tré chudt 1€n trén mot dong so véi vi tri hién thoi.
- |: Di chuyén con tré chudt xudng dudi mot dong so véi vi tri hién thoi.
- Ctrl + «: Di chuyén con tro chudt sang vi tri ky tu du tién ciia chir tiép theo bén
trai so v&i vi tri hién thoi.
- Ctrl + —: Di chuyén con tro chudt sang vi tri ky tu du tién ciia chir tiép theo bén
phai so v6i vi tri hién thoi.
- Ctrl + 1: Di chuyén vi tri con tro chudt 1€n vi tri ky tu dau tién ctia doan van ban
bén trén so voi vi tri hién thoi.
- Ctrl + |: Di chuyén vi tri con tré chudt xudng vi tri dau tién cua doan vin ban
phia dudi so véi vi tri hién thoi.
- Home: Di chuyén con tré chudt ti vi tri dau dong hién thoi.
- End: Di chuyén con tro chudt téi vi tri cudi dong hién thoi.
- Page Up: Di chuyén con tré chudt 1én dau trang hién thoi
- Page Down: Di chuyén con tré chudt xudng cudi tran hién thoi
2.3. Cac thao tac dinh dang
2.3.1. Lwa chon van ban

Khi soan thao ban phai thudng xuyén lya chon (boi den) mot phan (mot
dong, mdt doan, mdt trang,...) hay toan b van ban dé thuc hién cac thao tac chinh
stra. Dudi day 1a cac cach khac nhau dé boi den ndi dung van ban.
Dung chugt
- Chon mot chir: Nhap dap chudt trai vao chit can boi den.
- Chon mot phén ndi dung van ban: Di chuyén con trd chudt t6i vi tri dau tién can
boi den, gilr chudt trai va ré toi vi tri cudi cung cua doan van ban can boi den.
Dung ban phim
- Shift + —: Lya chon van ban bén phai vi tri con trod hién thoi.
- Shift + «—: Lwa chon van ban bén trai vi tri con tré hién thoi.
- Shift + 1: Lya chon phan bén trai ciia dong hién tai va phan bén phéi ciia dong
phia trén so v6i vi tri con tro hién thoi.
- Shift + |: Lua chon phan bén phai ciia dong hién tai va phan bén trai ctia dong
phia trén so v6i vi tri con tro hién thoi.
- Ctrl + Shift + —: Chon phan con lai bén phai cua chit gin nhat so véi vi tri con
trd hién thoi.
- Ctrl + Shift + «: Chon phan con lai bén trai cta chit gin nhat so véi vi tri con
trd hién thoi.
- Ctrl + Shift + |: Chon ph?m con lai bén phai cua doan van ban hién thoi tinh tir vi
tri con tro hién thoi.



- Ctrl + Shift + 1: Chon phén con lai bén trai cia doan van ban hién thoi tinh tir vi
tri con tro hién thoi.
- Shift + End: Chon phﬁn con lai bén phai cia dong dién tai, tinh tr vi tri con tro
hién thoi.
- Shift + Home: Chon phﬁn con lai bén trai cua dong dién tai, tinh tir vi tri con tro
hién thoi.
- Ctrl + Shift + End: Lya chon ndi dung tur vi tri con tré hién thoi dén cudi van
ban.
- Ctrl + Shift + Home: Lua chon ndi dung tir vi tri con tro hién thoi dén dau van
ban.
Str dung thanh cong cu Ribbon

Pé lya chon vian ban béng nut 1€nh trén thanh cong cu Ribbon ban nhép
chon Tab Home, tim dén nhom 1énh Editing. Nhép chuot chon Select.

% Find ~

~| 25 Replace
T Normal | T No Spac... Headingl Heading2 |[<

AaBbCcDc¢  AaBbCcDc AaBbC¢ AaBbCcC
s select~

Styles £} Select All

ith Similar Formatting (No Data

- Select All: Lua chon toan b ndi dung van ban.
- Select Objects: Chi cho lya chon céc doi tuong (hinh anh, doi tuong shape) co
trén van ban.
- Select Text with Similar Formatting: Lya chon ndi dung van ban c6 dinh dang
giong nhu vin ban & vi tri con tro hién thoi.
2.3.2. Sao chép, cit din, xéa vin béin
Sao chép van ban

Trong qué trinh soan théo, chinh sira vin ban ban thuong xuyén c6 nhu cau
sao chép mdt phﬁn, hodc toan bd ndi dung tir van ban nay sang van ban khac hodc
giita cdc doan trong cuing mot vin ban. Dé thyc hién ban c6 thé 1am theo cac budc
sau day:
Buéc 1: Lya chon (bdi den) ndi dung vin ban can sao chép
Buée 2: Tiép theo thuc hién theo mot trong cac cach sau day:
- Nhan t6 hop phim Ctrl + C
- Nhép phai chudt chon Copy
- Trong Tab Home trén thanh cong cu Ribbon tim téi nhém Clipboard chon nut

Copy.
Cit viin ban



Trong mot s6 trudng hop ban can di chuyén mot doan van ban tir vi tri nay
t6i vi tri khac, hay tir vin ban ndy sang vin ban khac ban c6 thé st dung chirc
nang Cut van ban ctia Microsoft Word 2013. Cach thyc hién nhu sau:

Buée 1: Chon ndi dung vin ban can cét (Cut).

Buoc 2: Thyc hién theo mdt trong cac cach sau day:

- Nhan t6 hop phim Ctrl + X

- Nhép phai chudt chon Cut

- Nhép chon Tab Home trén thanh cong cu Ribbon, tim téi nhém Clipboard chon
biéu tugng Cut.

Dan van ban

Sao khi sao chép hay cat ndi dung van ban & hai phan trude nhu ciu tiép
theo ctia ban chic chin 13 can phai don nd vao mot vi tri nao d6. Dé thyc hién ban
lam nhu sau:

Buoc 1: Nh?ip trd chudt t&i vi tri can dan van ban.
Buoc 2: Thyuc hién theo mdt trong cac cach sau day:
- Nhan t6 hop phim Ctrl + V

- Nhap phai chudt trong muc Paste Options

aa

=4 : A NPT
+ %" Keep source formatting: Dan ca ndi dung Text va dir lai dinh dang nhu
nguyén gdc.

+ -5 Merge formatting: Dan noi dung Text va hoa chon dinh dang gdc véi dinh
dang cua vi tri can dan.

+ A Keep Text Only: Chi dan minh noi dung Text, 1y dinh dang theo dinh dang
cua vi tri con tro hién thoi.
- Nhap chon Tab Home trén thanh cong cu Ribbon chon t6i nhém Clipboard.

=0

+ o Chon biéu tugng Paste: Copy theo mic dinh

O

=4 : A NPT
+ %" Keep source formatting: Dan ca ndi dung Text va dir lai dinh dang nhu
nguyén gdc.

+ -5 Merge formatting: Dan noi dung Text va hoa chon dinh dang gdc véi dinh
dang cua vi tri can dan.

+ A Keep Text Only: Chi dan minh noi dung Text, 1y dinh dang theo dinh dang
cua vi tri con tro hién thoi.

- Nhap chon Tab Home trén thanh cong cu Ribbon chon téi nhom Clipboard.
Xo0a van ban



Ban c6 thé thuc hién x6a chi mot ky ti hodc xoa mot doan hay ca van ban.
Chuong trinh s€& thuc hi¢n 1€nh x6a véi nhitng ky ty ma ban da chon.

Xoa mét ky tu: Dat con tré Text trong van ban, g& phim Delete dé xo4 mot ky
tir & bén phai con trd Text, gd phim Backspace dé xoa mot ky tu & bén trai con tro
Text.

Xo4a mot doan van ban: Panh diu chon doan vin ban ma ban cin x6a, nhan
phim Delete hozc phim Backspace dé x6a doan van ban do.

2.3.3. Lam viéc voi doan vin bdan

Paragraph 1a mot doan van ban dugc két thiic bang phim Enter. Thong
thuong trong mot van ban ngoai viéc ban phai trinh bay Font chir sao cho dep, 16
rang, dé hiéu thi viéc trinh bay Paragraph s& 1am cho van ban cta ban tr& nén
phong pha hon, dep hon va mang lai strc thuyét phuc cao hon véi su khoa hoc ciia
van ban.

Str dung thanh cong cu Ribbon

Trén thanh cong cu Ribbon ching ta quan tim dén nhém lénh Paragraph

trong Tab Home.

d

Pé thuc hién cin chinh cho mot doan vin ban trude hét ban can nhép tré
chudt t&i doan vin ban dé va thyc hién theo nhitng chi dan sau day:
- Cian chir cho doan vin ban: Ching ta st dung cach 1énh Alignment dé cin chir

).

+ 7 : Can chir theo 1€ trai cua van ban.

cho doan van ban (

i

+ 7 : Can gitra chit cho doan van ban, thuong sir dung cho cac tiéu dé.

1[f

+ = : Can chir theo 1& phai ciia vin ban

+7 : Dan dé chit theo kho gidy cta van ban, thuong sir dung cho cac doan ndi
dung cta vin ban, véi chirc ning nay vin ban cua ban s& duoc dan déu khong bi
tho thut ¢ 18 trai hay 1 phai cua van ban.

- Dan dong cho doan vin ban: Ching ta st dung 1énh Line Spacing, bing cach
nhap chudt vao biéu tuong Line Spacing trén thanh céng cy, mot danh sach do
xuéng xuét hién. Chung ta c6 thé chon mot trong cac mau c6 san hoic chon:

+ Add space Before Paragraph: Dé thém khoang trang phia trén cua doan van ban.



+ Remove Space After Paragraph: Pé bot khoang trang phia duéi ciia doan vin
ban.

Ngoai ra ban ciing c¢6 thé chon Line Spacing Options... dé tiiy chinh
khoang cach gitra cac dong trong doan van ban. Tuy nhién cach nay sé dugc ching
t6i huéng dan ki ludng hon & cc phan tiép theo.

- Can 1@ cho ca doan van ban: Chung ta st dung 1énh Indent dé can 1é cho ca doan
€= 3=

van ban ( ).

+%= . Pua 1 toan bd doan van ban sang bén trai mot budc Tab (Mot lan nhén

phim Tab trén ban phim).

+3= : Pua I& toan bd doan vin ban sang phai mot budc Tab.

Str dung thanh thwéc Ruler

Thanh thuéc ngang ciing c6 thé sir dung dé can chinh 1 cho doan vin ban

ban cht y nhitng hinh vé dudi day:

[, ;
+ ‘ First line indent: Nt trén bén trai thanh thudc ngang dung
dé can 18 cho dong dau cua doan vin ban, dé thuc hién ban chi can nhép vao biéu
tugng ndy va kéo trugt vé bén phai. Khi d6 dong dau cta doan van ban hién thoi
s& dugc di chuyén theo.

|
=

R S |

Nha sach Tri Viét - chling ta s dung I&nh Line Spacing, bing cach nhap chuét vao
bi€u twong Line Spacing trén thanh céng cu, mét danh sach d8 xudng xuat hién. Chuang ta
c6 thé& chon mét trong cac m3u cé s3n hoic chon

Nha sach Tri Viét

Trén hinh anh céc ban c6 thé théiy dong dau cta doan van ban hién thoi da
di chuyén sang bén phai theo vi tri ctia biéu tuong First line indent.

+ 1 Left indent: Nut phia dudi bén trai thanh thudc ngang dung
dé can 1 cho toan bo ndi dung doan vin ban, dé thuc hién ban chi can nhap chudt
chon biéu tuong ndy va kéo vé phia bén phai hodc bén trai. Khi dé toan bd ndi
dung vin ban s& di chuyén theo — trir dong dau tién ctia doan vin ban.



Hinh anh trén cho thiy toan bd ndi dung van ban trir dong dau tién da di
chuyén theo vi tri biéu tuong Left indent.

+ “ Right indent: Nut duy nhat bén phai thanh thudc ngang
ding dé can 18 phai cho ndi dung van ban bao gém ca dong dau tién. Dé thyc hién
ban chi can nhap chudt chon biéu twong nay va kéo di chuyén ngang theo thanh
thude. Khi do toan bd ndi dung ctia doan van ban hién thoi s€ dugc can trai theo vi
tri cia biéu tuong nay.

CoHng ty phan mém ké toan AVIN:

St dung h¢p thoai Paragraph

Pé chinh stra Paragraph cho doan vin ban ngoai cach sir dung cic cong cu
trén thanh Ribbon ban con co thé su dung hop thoai Paragraph. Dé bat hop thoai
nay ban nhap chudt vao biéu twong miii tén phia dudi nhom lénh Paragraph trén
thanh cong cu Ribbon.
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Paragraph

Hop thoai Paragraph s& xuat hién nhu hinh dudi dy:

Paragraph

Hop thoai gdm hai Tab 14 Indent and spacing va Tab Line and page breaks.
& ddy ching ta quan tim dén Tab Indent and spacing.



- Alignment: Can chir cho doan van ban, nhan 4 gia tri 1a Left (can trai), Right
(can phai), Center (cin giita) va Justified (dan déu).

- Outline: Dung dé chon béc cho doan van ban phuc vu cho viéc tao muc luc tu
dong. Nhimng doan vin ban c6 Outline tir Level 1 dén Level 9 s& c¢6 thé 14 noi dung
cua muc luc, cadc doan khac c6 Outline 1a Body Text s€ chi la ndi dung ctia van
ban.

- Left: Gia tri trong 6 nay 1a vi tri vé tri ctia van ban

- Right: Gia tri trong 6 nay 1a vi tri vé phai ctia vin ban

- Special: Thiét 1ap vi tri dong dau ctia doan vin ban, nhan 3 gia tri None (khong
thay d6i 18 dong dau doan), Firstline (Lui vé bén phai so voi ndi dung vin ban),
Hanging (Lui vé bén trai so v6i ndi dung vin bén).

Special:

First line
none

Hangin

Sau khi chon hai gia tri First line va Hanging ban c6 thé thay d6i khoang
cach trong muc By.
- Before: Khoang cach gitra doan van ban hién thoi voi doan van ban phi trén no,
thong thuong chung ta dé gié tri 1a 6 pt.
- After: Khoang cach gitra doan van ban hién thoi véi doan van ban phia dudi no,
thong thuong chung ta dé gié tri 1a 6 pt.
- Line Spacing: Khoang cach gitra cac dong trong doan van ban, thuwong chiing ta
dé gia tri Single.

Muttiple =

Single
1.5 lines
Double
At least
Exactl

+ Single: Khoang cach 1a cach gitra cac dong trong Paragraph 1a 1 dong.

+ 1.5 lines: Khoang céch 1a cach gitrta cac dong trong Paragraph 1a 1.5 dong

+ Double: Khoang céch 1a cach gitra cac dong trong Paragraph 1a 2 dong.

+ At Least: Tao khoang cach 16n hon mot dong bang cach g nhap s do mot cach
chinh xac vao muc At (don vi la point).

+ Exactly: Khoang céch chinh xac theo s6 da g0 nhap vao muc At (don vi la
point).

+ Multiple: Khoang cach tinh theo sé dong dd g nhap trong muc At (don vi 1a
Lines).

Luu y: Néu trong muc Line Spacing ma ban chon 13 Exactly va g nhap sé qua
nho trong muc At ban s& thay cic dong trong Paragraph 1a rat nhd. Do d6 no sé
lam cac dong chir trong Paragraph cham hodc d¢ chong 1én nhau va diéu nay sé



khién ban khong thé doc dugc cac dong chit trong Paragraph d6. Vay nén ban
khong nén nhap sé nho hon 1.
Str dung Menu nhanh

Mot tién ich dugc cai tién ddng ké trong cac phién ban tir Office 2007 1a st
dung menu nhanh ngay trén ndi dung van ban. Trudc hét ban boi den doan vin
ban can can chinh Paragraph, mot menu m¢ mo xuét hién phia trén con tré chudt,
ban hady manh dan di chuyén con tro chudt tdi viung d6. Mt thanh cong cu s€ sang
1€n cho ban thao tac, day chinh la menu nhanh trong Microsoft Office 2013.

Céng ty phan mém ké toan AVIN:

Calibri (Body) -~ A A As

-Phan mém k& toan quan tri.

- A i < iz . s
-Phan mam quan Iy Khach san, Nhat ® 7 U *7 - A - = - o
-Phan me&m guan Iy higu thudc.

D61 voi can chinh Paragraph chung ta quan tdm dén cac cong cu

Alignment ( = ) va Indent ( == ), dé thao tac ban chi can nhap chudt vao cac
biéu twong nay. Y nghia ciia chiing twong tu nhu giai thich & cac phan trudc.
2.3.4. Tuy bién Font chir
Trong cac phan trude cic ban da duge hudng dan cach lya chon Font chir
cho toan vian ban. Tuy nhién v&i chi bay nhiéu thi ching ta chua thé trinh bay
dugc nhing van ban phuc tap, s dung nhiéu loai Font chit ciing nhu kich thudc
chir khac nhau. Trong phan nay chiing ta s& cing nhau tim hiéu rat nhiéu chirc
nang khac cé trong Microsoft Word 2013 dé tuy bién Font chir trong vin béan.
Truéc hét ban chon doan van ban can tuy bién Font chir va sir dung mot
trong cac cong cu sau day:
Str dung thanh cong cu Ribbon

= O S - -
HOME INSERT DESIGN PAGE LAYC

) Calibri (Body) ~ |11 | A AT Aa- 2
Pafte -~ B 7 U -~ abe x. Xx= PR - W

Pé hiéu chinh Font bang cong cy trén thanh Ribbon chiing ta quan tim dén
nhom 1énh Font.

- (CalibriBody) ™| pont: Thay d6i Font chit cho doan vin ban duge chon.

-1~ Font Size: Thay di c& chit cho doan vin ban dugc chon

A" Grow Font: Tang cd chir 1én 1 don vi

-

Shrink Font: Giam c& chir di mot don vi

Aar Change Case: Thay d6i thanh kiéu chir hoa hay chir thuong



+ Sentence case: Gilt nguyén nhu van ban tho da soan thao

+ Lowercase: Chuyén toan bo thanh chir thuong

+ Upper case: Chuyén toan bd ndi dung thanh chit viét hoa

+ Capitalize Each Word: Viét hoa cac chit cai dau cua tir va viét thuong cac chir
con lai.

+ Toggle Case: Viét thudng cac chit cai dau cua tir va viét hoa cic chit con lai.

_ 8 Clear Forrmatting: X6a toan b dinh dang Font chit cho doan van ban dugc

chon

- B Bold: Chir dam

B Italic: Chir nghiéng

(=

- = 7 Underline: Chir gach chan, dé thay d6i kiéu gach chan ban nhip chon miii
tén tro xudng bén cach biéu twong nay rdi chon kiéu gach chdn ma minh céan thiét
1ap.

Néu nhu chua vira y v6i danh sach kiéu gach chan hién tai ban c6 thé nhap
chon muc More Underlines (chi tiét hop thoai nay s& dwoc huéng dan trong céc
phan sau).

Ngoai ra néu khong vira ¥ voi mau den ban ciing c¢6 thé chon cac mau khac
bang cach di chuyén chudt téi muc Underline color va chon mau tuwong tmg & hop
mau bén phai.

nnnnnn

3 StrikeThrought: Chir gach ngang

- SubScript: Panh chi s6 dudi cho chit (vi du X»)
x SuperScript: Panh chi sé trén cho chit (Vi du X?)

fA\
oo

- 7 Text Effect: Chit mg dung, dé thiét 1ap chir ing dung ban nhap chon biéu
tuong nay trong nhém 1€nh Font.
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Danh sach d6 xuong ban chon tdi kiéu chir tng dung can thiét 1ap. Ngoai ra
néu chua vira y ban c6 thé thay do6i cac tham so6 nhu bong do, duong vién,... & cac
muc bén dudi.

aly . . , . . .
-~ Text Highlight Color: Thay d6i mau nén cho chit, néu nhap chon biéu

tuong nay chwong trinh s& ty dong ldy mau dang hién thi lam mau nén cho chir

trong doan vin ban da chon. Dé thay d6i mau ban nhap chon miii tén bén phai biéu

tugng nay, hop mau xuat hién ban c6 thé lya chon cac mau khac co trong ban mau.
Trong trudng hop mudn x6a mau nén ban chon No Color.

- & Font Color: Mau chir, twong ty nhu mau nén ban nhap chon biéu tugng nay
dé thiét 1ap mau hi¢n tai cho chir trong doan van ban da chon, ngoai ra c6 thé chon
cac mau khac bang cach nhap chudt vao biéu twong mili tén tré6 xudng bén phai
biéu tugng nay.

A-

Il Automatic

4 Them A tomatic

BB I -

.Illlllnll

-Sta-"dard COIO: L8 B B |
B S
St dung h¢p thoai Font
Pé tuy bién Font chit bang cach sir dung hop thoai Font ban nhap chon
biéu tugng Font phia dudi nhém 1énh Font.

Calibri (Body) - |11 ~ A® A Aa- &
B I U -ase x. X° A~ - A -~
Font =
Hop thoai Font xuét hién, trong hop thoai nay chung ta quan tdim dén Tab
Font
- Font: Danh sach Font chit hé théng, ban c6 thé chon mot loai Font chit bat ky
trong danh sach nay.
- Font style: Kiéu chit, trong danh sach c6 4 gia tri:
+ Regular: Binh thuong
+ Italic: Chir nghiéng
+ Bold: Chir dam



+ Bold Italic: Chir ddm nghiéng.
Str dung Menu nhanh

Nhu d3 néi ¢ cac phan trude tir phién ban 2007 Microsoft Word d3 bo xung
mot tinh nang kha ti¢n loi 1a trang bi thém menu nhanh ngay trén man hinh soan
thao.

Ban ciing c6 thé str dung menu nay dé hiéu chinh Font chit cho van ban.
Cac budc thuc hién nhu sau:
Bude 1: Chon doan vin ban can hiéu chinh Font chit
Buéc 2: Di chuyén 1én menu nhanh phia trén

- [Calibri Body) ™ pont: Thay ddi Font chit cho doan van ban duge chon.

-1 " Font Size: Thay di c& chit cho doan vin ban dugc chon
- A Grow Font: Tang c& chir 1én 1 don vi

_ A" Shrink Font: Giam ¢ chit di mot don vi

- B Bold: Chit dam

- £ Ttalic: Chit nghiéng

- U Underline: Chit gach chan

- = Alignment: Cin 18 vin ban, dé thay ddi cac dang Alignment ban nhap chon

lién tuc biéu tuong nay.

_ 7 Text Highlight Color: Thay d6i mau nén cho chit, néu nhip chon biéu

tuong nay chwong trinh s& ty dong ldy mau dang hién thi lam mau nén cho chir

trong doan vin ban da chon. Dé thay d6i mau ban nhap chon miii tén bén phai biéu

tugng nay, hop mau xuat hién ban c6 thé lya chon cac mau khac co trong ban mau.
Trong truong hop mudén x6a mau nén ban chon No Color.

- & Font Color: Mau chir, twong ty nhur mau nén ban nhap chon biéu tugng nay

dé thiét 1ap mau hién tai cho chir trong doan vin ban da chon, ngoai ra c6 thé chon
cac mau khac bang cach nhap chudt vao biéu twong mii tén tro xudng bén phai
biéu tugng nay.
2.3.5. Pdanh diu ddu doan va dinh sé thir tw tw dong

Dé vin ban duoc trinh bay 1 rang cac dé muc va phong phu sinh dong, ban
c6 thé trinh bay vin ban theo kiéu liét ké. Nghia 1 trong vin ban s& c6 cac gach
dau dong, hay cac muc 1,2,3..., hay theo bang chir cai a, b, c... V&1 Microsoft
Ofice 2013 n6 c6 thé nhan céac kiéu liét ké nhu vay nho vao kha ning nhan biét cac
ky hiéu ding dau mdi Paragraph. Ban c6 thé lya chon kiéu liét ké bang sé thu tu
hay bang cac ky hiéu dic biét. Chuong trinh s& cung cip cho ban cac ky hiéu dic
biét.



Str dung cac cong cu trén thanh Ribbon
Chung ta quan tim dén cac cong cu trong nhom Paragraph bao gém
Bullets, Numbering, Multilevel list.
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Paragraph

Kl

- Bullets: Chon cac biéu tuong lam ky hi¢u dau doan vin ban, dé thuc hién ban
lam nhu sau:

Buéc 1: Chon nhitng doan vin ban can thiét ké cac ky hiéu dau doan.

Buéc 2: Nhap chudt vao nit Bullets trén thanh Ribbon, luu ¥ néu ban nhap chudt
vao phan chinh cta niit 1énh thi mot biéu tugng mic dinh (sir dung gin day nhat)
s& dugc chon lam ky hiéu cho dau cac doan vin ban. Trong trudng hop mudn thay
d6i ban nhap chudt vao phin miii tén bén phai cua biéu twong. Mot danh sach sé
d6 xudng nhu hinh dudi day:

ccccccccc
rrrrrrrrrrrrrrrrrrrrr

Document Bullets

Recently Used Bullets: Biéu tuong su dung lan gén nhét va duoc chon 1a biéu
tuong mac dinh.

Bullet Library: Danh sach cac biéu tuong san c6

Document Bullets: Biéu turgng dang sir dung trong doan vin ban hién tai.

Change list level: Thay ddi outsite level cho nhiing doan van ban hién thoi va

cung voi nod 1a thay doi cac biéu tuong dau doan.

2L T | aaBbceDe AaBbceDe AaBbC( AaBbCcl
No Spac.. Headingl Heading 2

Define new bullet...: Dinh nghia mdt Bullet méi, dé thuc hién ban nhéip chon
muc Define New Bullet... trong hop thoai db xuéng, hop thoai Define New Bullet
xuat hién nhu hinh dudi day:



- o
Define New Bullet e <

Bullet character
[ symbor.. | [ picture.. | [ Eont.. |
Alignment:

Left [~]

Preview

—— m

+ Nhép chon nat Symbol... néu mudn thay doi cac biéu tuong.

Symbol N S e T B S
Font: | (normal text) [+] subset:|Basic Latin [~]
IR ERNEEN
ol1|2]3|4|5]|6 slol:|; =|>?
@|A|B|c|D|E|F|Gc|H|I1|J|[K|L|M|N]|O
plalrls|Tlulviw[x|vlz[TIN[1[~[__. |
| Recently used symbols:
ele|¥|o|o|™[£]#[<[2]+]x|=[n|a|B]
::;:ie_;:li Character code: 002D | from: Unicode (hex) E] I
Cox J [ o

Sau khi chon xong biéu twong méi nhap Ok dé hoan tat.

+ Nhép chon nut Picture néu mudn sir dung cic hinh anh lam ky hiéu dau dong
cho doan van ban.

Chung ta c6 thé chon anh tir thu muc chua file anh trong may tinh bang
cach chon From a file, hodc ¢ thé chon anh mau tim kiém tir thu vién anh cua
Office bang cach chon Office.com Clip Art, hay c6 thé tim trén mang internet
bang cach chon Bing Image Search.

- Font: Ngoai viéc thay ddi cac hinh anh dai dién ban con c6 thé thay doi ca Font
chir va khoang cach giita ky hiéu dau doan va ndi dung doan vin ban, bang cach

nhap chon nit Font.

E_ oK [ cancer |
Sau khi khi thay d6i pht hgp ban nhdp Ok dé hoan tat. Tiép tuc nhap ok &
ctra s6 Define New Bullet.

B = — — T — = = 21 -r AaBbCccDc £
Recently Used Bullets
B - -
Bullet Library
nere | muie| | - o - -+
. ~
-3 — ~
Documen t Bullces
- - [SS=

Define New Bullet...



Nhu vay la chung ta da c6 mdt Bullet méi trong danh sach
- Numbering: Khac voi Bullet st dung cac hinh anh, biéu tugng lam ky hiéu dau
doan van ban, Numbering sir dung cac ky tu lién tiép nhu 1,2,3,... hay LILIIL,...
hay a, b, c,... Pé st dung cong cu nay ban thyc hién nhu sau:
Buoc 1: Lya chon nhitng doan van ban can tao ky hiéu dau doan
Buéc 2: Nhap chudt vao niit Numbering trén thanh Ribbon, luu ¥ néu ban nhap
chudt vao phan chinh ctia nat 1énh thi mot biéu twong mic dinh (st dung gan day
nhat) s& dugc chon 1am ky hiéu cho dau cac doan van ban.
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Paragraph =
+ Trong trudng hop mudn thay ddi ban nhap chudt vao phan miii tén bén phai ciia
biéu tugng. Mot danh sach s& d6 xuéng nhu hinh duéi day:

= -_— = XS

rNone

LR

+ Trong muc Numbering Library ban c6 thé chon mot kiéu bat ky dé sir dung lam
ky hiéu dau doan van ban, néu mudn hiy bé ban chon muc None.

+ Néu chua hai long véi nhitng mau sin ¢ ban ciling c6 thé tu thiét ké cac miu
riéng cho minh bang cach nhip chon muc Define New Number Format. ..

Define New Number Format @@W
1
=

Trong muc Number style ban chon mot kiéu nhat dinh hodc tu dinh nghia
mot kiéu & myc Number Format. Chuong trinh s& hién thi két qua & muc Preview
dé ban co thé xem trude.

Gia sur chung ta mudn danh dau muc dang 1.1, 1.2, 1.3,... ban s€ phai sua
lai gia tri trong phan Number Format nhu sau:



B S 3 [ Cancer ]

Cudi cung nhdp Ok dé hoan tat. Nhu vdy mot kiéu moi s& xuat hién trong danh
sach.
Luu y: Ban ciing c6 thé thiét 1ap gia tri bat dau cho danh sach liét ké bang cach
nhép chon myc Set Numbering Value... Mgt hop thoai s€ xuét hién nhu hinh duéi
day:

" Set Numbering Value |2 ses |

©) Start new list
Continue from previous list
Advance value (skip numbers)

Set value to:

3 =

[ OK ] [ Cancel ]

-

Ban thay d6i gi4 tri bat ddu cho danh sach trong muc Set value to, nhu hinh
trén danh sach s& bat dau tir 1.3.

- Multilevel List: Xét trong mot quyén sach chung ta thiy bo cuc c6 thé xuat hién
nhiéu mirc d6 thé hién cép bac.

Vi bd cuc nhu vay thi cac Chuong trong Word quy dinh 14 cing mot Level
va 1a Level cao nhét, tiép theo 1a Bai roi dén cac Muc nho. Pé thuan tién cho
ngudi soan thao khong phai nhd xem minh di viét dén bai hay muc nho nio
Microsoft Word 2013 cung cép cong cu Muntilevel List, giup ban ty dong danh

cac dé muc nay.
2.3.6. Chia cgt cho van bdn

Mot vi du ma cac ban thuong théy vé chia ¢t cho vén ban 1a cac trang bao
viét. Do dic thi céc trang bao rat rong, dé nguoi doc c6 thé tap trung nguoi thiét
ké d3 chia noi dung bai bao thanh nhiéu cot khac nhau. Vi Microsoft Word 2013
dé chia cot cho ndi dung van ban ban c6 thé thuc hién nhu sau:
Buwoc 1: Chon phﬁn van ban can chia cot
Budc 2: Trén thanh cong cu Ribbon chon Tab Page Layout, trong Tab nay tim
dén nhom 1énh Page Setup. Tiép tuc nhap chon biéu twong Columns.
Buée 3: Trong hop thoai d6 xudng ban c6 thé chon mét kiéu chia cot bat ky trong
danh sach. Néu nhu chua vira y v6i nhitng mau d6 hay nhap chon muc More
Columns...



Number of columns: |1
Width and spacing
Col#: width:

1: | |85
]
]

Equal column width

Apply to: | Whole document [~ Start new column

Hop thoai Column xuat hién:
- Preset: Kiéu chia cot

- Number of columns: S6 cot can chia cho noi dung vin ban

- Line Between: Gach ngan cach gitra hai ¢t

- With and spacing: Thay d6i d6 rong va khoang cach gitra cic cot. Trong truong
hop mudn thiét lap do rong tat ca cac cot béng nhau ban tich chon muc Equal
column width.

Cudi cung nhip Ok dé hoan tat.

varagrapn : Arfange
3 2 1 f @ 1 2 O

Lury y: Ban cling c6 thé thay ddi d6 rong, hay thwdc ngang, cach thue hién twong tw nhu d3

¢an & cho ting ¢t bang cach st dung thanh, hudng dén & cic phan trude,

Luu y: Ban ciing c6 thé thay doi do rong, hay cin 18 cho timg cot bang cach st
dung thanh thudc ngang, cach thuc hién tuong ty nhu da hudéng dan ¢ cac phan
trudec.
-Khi chia cot s& c6 truong hop tat ca dir liéu don hét vé mét cot, dé bude doan vin
ban nhét dinh nhay tir cot nay sang cot kia ta diing mot trong cac cach sau:
+ Cach 1: Trén thé Page Layout, vao nhom Page Setup, nhan vao Breaks va sau
d6 chon Column;
+ Céach 2: Nhan Ctrl + Shift + Enter.
2.3.7. Tao chiF cdi l6n ddu doan

O cac to béo, tap chi hay trang sach thuong c6 chit cai 16n & dau doan vin,
lam cho doan van tr¢ 1€n thu hit ngudi doc hon, dé 1am duoc hiéu ung nay, ta thuc
hién nhu sau:
- Bué6c 1: Bdi den chir cai dau tién trong doan can tao chir 16n.
- Bu6c 2: Trén thé Insert, trong nhém Text, chon Drop Cap. C6 2 ché d6 Drop

Cap ma chung ta quan tdm d6 la: Dropped va In Margin.



Ngoai ra, chiing ta ¢ thé chinh sira chir cai 16n theo y cua riéng minh bang
cach chon muc Drop Cap option... Trong d6 muc
+ Lines to drop: s dong vin ban can chira ra cho chir cai.
+ Distance from Text: khodng cach cua van ban so voi chit céi 16n.
2.4. Chén céc d6i twgng vao vin ban
2.4.1. Danh sé trang vin bin

Vi 1 doan van ban dai 10 trang thi viéc danh s6 trang hoan toan don gian
va dé dang, tuy nhién véi 1 viin ban dai hang trim thim chi 1a hang nghin trang thi
cong viéc danh trang thi cong dd khong con dé dang nita ma thay vao d6 chung ta
nén str dung chirc ning danh sé trang word cung cip.

Ta c6 thé danh s6 trang cia mot tai liéu ma khong chén thém gi & header
hodc footer. Bé chén sb trang vao tai liéu, trén thé Insert, vao nhom 1énh Header

& Footer, nhan vao Page Number.

M 5

Header Footer

Header & F

Ban c6 thé tiy chon chén sé trang 1én trén dinh hodc dudi dy cua trang,
ngoai ra ban ciing co thé chinh sira dinh dang cta so trang vin ban bang cach nhap
chon Format Page Numbers...

- Top of Page: Hién thi cac vi tri c¢6 thé dat sd trang & dau trang.

- Bottom of Page: Hién thi cac vi tri co thé dit s6 trang & cudi trang.

- Page Margins: Hién thi cac vi tri c6 thé dat sb trang & 1é.

- Current Position: Hién thi cac lya chon dénh sb dé ap dung véi vi tri danh sb
trang hién tai.

- Format Page Numbers: Hién thi cac kiéu sb trang khac nhau (1,2,3; 1, ii, iii)
cling nhu lira chon con s bat dau dung dé danh sé néu khong bat dau tir 1

2.4.2. Chen hinh danh

2.4.2.1. Chén File anh trén 6 dia

Pé chén mét File anh tir 6 dia cung vao van ban ban thyc hién theo cac

budc sau day:

Buée 1: Nhap tro chudt tai vi tri cAn chén File anh vao vin ban.

Buoc 2: Tu thanh cong cu nhép chon Tab Insert, tim t4i nhom Illustrations,
nhap chon biéu tugng Picture.



INSERT

— @F = 1 o

Pictures Online Shapes SmartArt Chart Screenshot
Pictures he he
Illustrations

Cira sO Insert Picture xuat hién ban tim t6i File anh can chén vao vin ban, nhap
chon File ndy rdi nhan nat Insert.

Hinh anh ban chon s€ dugc chén vao van ban tai vi tri da chon.

Buéc 3: Tuy chinh hinh anh trén van ban: Thong thuong khi chén mét hinh anh
vao vin ban chuong trinh s& ty dong dinh nghia mot s6 thudc tinh. Tuy nhién dé
phu hop v6i noi dung ban hoan toan co thé thay d6i nhitng thudc tinh nay. Dé tim
hiéu nhiing cong cu tiry chinh hinh anh ban ¢6 thé lam nhu sau:

- Nhép chudt chon hinh anh trén vin ban. Mot Tab 1énh méi (Format) xuat hién
trén thanh cong cu Ribbon, tab 1énh Format chaa hau hét cac Iénh thao tac véi
hinh anh trén van ban.

PICTURE TOOLS

FORMAT
:= Corrections~  [=]. Compress Pictures R — L7 Picture Border ~
= [& color~ B3 Change Picture BE IR | @l ~| Q@ Picture Effects ~
Remove =
Background Artistic Effects - ] Reset Picture ~ = | B, Picture Layout ~

Adjust Picture Styles 5

- Nhom Iénh Adjust:

PICTURE TOOLS

FORMAT
La i ) Corrections — 1= Compress Pictures
—r— =] Color - Efgj Change Picture
Remove —
Background Artistic Effects ~ “ii] Reset Picture —
Adjust

+ Color: Nhip chon nut 1énh nay mot danh sach d6 xudng nhu hinh dudi day:

Color~

Color Saturation

Ea

Color Tone

E3

Recolor

=

(X Theme Colors

<4 - mm --

22

I |

“EENEEESHE
Standard Colors

.- EEEE.
More Colors

More Variations: Ban c6 thé thay tong mau cho hinh anh.

Set Transparent Color: Hoa 13n mau nén, ban nhap chon céng cu nay khi con tro
chudt chuyén thanh hinh chiéc but hiy di chuyén tdi birc anh va nhip chon vao
ving mau mudn hoa 1an véi mau nén vin ban.

Hinh anh trudc khi st dung cong cu



+ § Change Picture Change Picture: Thay thé hinh anh hién tai, ban nhép chon

biéu tugng nay rdi tim téi hinh anh méi dé thay dé hinh anh hién tai.
- Nhom Iénh Picture Styles
Q Picture Border ~

- r—— - -
e o P Rl Igl ~ | & Picture Effects ~

k]

- [5-,]:, Picture Layout ~
Picture Styles >
+ Danh sach cac Style: Day 1a nhiing ti€n ich méi dugc b6 xung trong Microsoft

Word 2013, ban c6 thé su dung ching dé thiét ké khung cho hinh é@.
et |l | |t 2 ot o [=a] [
|

Ngoai nhing Style c¢6 trong danh sach ban c6 thé nhap chon mili tén duéi

4|

cing dé md danh sach cac Style khac.
== = =
|l = = E =3

I

£Of
E]

)

|
opna

0

i
|

Ngay khi di chuyén chudt toi mot hiéu tng bat ky ban ciing c6 thé thiy
duoc két qua dugc mo ta trén hinh anh ma ban chon. Duédi day 1a hinh anh sau khi
str dung Style, ban sé& thdy chang khac gi so voi nhitng birc anh dugc xtr 1y bang
Photoshop



L# pi v . . \ , 2 X
+ == Picture Border™ pioture Border: Sau khi lya chon Style ban con c6 thé thay doi

mau cua duong vién cho hinh anh bang cong cu Picture Border. Nhap chon cong
cu nay roi chon mau thich hop cho dudng vién cua anh.

L+ Picture Border ~

Theme Colors

- N BN . - .
Illlllllil
Standard Colors
. (. L BB B B |

rie Sutline

Red
vaw mwrore Outline Colors...
= Weight >

== Dashes >

4 & PictureEfects™ piture Effect: Ban co thé tiép tuc hiéu chinh hinh anh véi thu

vién cac tng dung ma Microsoft Word 2013 cung cap bang cach nhap chon biéu
tuong Picture Effect. Trong danh sach duogc li¢t ké ban c6 thé thay doi bong, cac
gbc nghiéng cho anh,...

&¥ Picture Effects ~

£ et Norreis

—==i| Shadow > ‘7‘

Glow > U

Soft Edges

Bevel >
—

3-DRotation > | &, 3.p Options...

TRt Y

[:] 1 v . . \ K 9 ;. Je A A
+ o Picture Layout ™ pioture Layout: Sau khi tily bién anh véi cac Style rit chuyén

nghiép han ban s€ con phai ngac nhién hon véi cong cu Picture Layout. Microsoft
Word 2013 cung cép thu viéc cac Layout chuan cho khong nhiing trinh bay ma
con ¢6 thé mo ta hinh anh rat sinh dong v6i nhiéu chi dé khac nhau. Pé thyc hién
ban nhéap chon biéu tuong nay trén thanh cong cu.
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Picture Layout ~
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=l | = =
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Danh sach cac Layout dugc liét ké nhu hinh trén, ban nhép chon mot mau
bat ky, sau d6 dién thém cac ghi chii minh hoa cho hinh anh, tiy thudc vao timg
yéu cau cy thé.

Hinh 4nh minh hoa

Hinh anh minh hoa - Chda & Hoa Cudc

- Nhém 1énh Arrange: Str dung cac 1énh trong nhom nay dé sap xép vi tri hinh
anh trén van ban.

PICTURE TOOLS

FORMAT
" s
Sroup
Position Wrap  Bring Send  Selection " !
- Text~ Forward - Backward Pane A Rotate -

C6 thé thiét 1ap vi tri cho hinh 4nh trén trang vian ban bang cach nhap chon

biéu tuong Position. Mdt danh sach céac vi tri dugc liét ké trong menu nhanh.

Position

With Text Wrapping

IT More Layout Options...

Trong muc In line with Text 13 vi tri ban dau cua hinh anh, phia dudi trong
muc With Text Wrapping cho phép ban thiét 1ap cac vi tri nhu mo ta trong hinh
minh hoa, c6 thé 13 & du trang, giira hodc cudi trang, tng véi nd 13 cac vi tri bén



phai, bén trai va ¢ gitra. Vi du dudi day lya chon vi tri hinh anh dugc nam phia
trén bén trai cua trang.

VA AN

Giai phap quan tri toan dién

+ Wrap Text: Thong thuong mot trang van ban cé chira hinh anh thi s€ chtra n6i
dung Text. Trén nhimng vin ban d6 ban s& thy lic thi hinh anh bén trai, luc lai bén
phai ngi dung Text, hay hinh anh & gitta bao quanh la ndi dung Text cua van
ban,... Dé thiét 1ap dugc nhu vay ban nhép chon biéu tuong Wrap Text, mdt danh
sach cac kiéu Wrap Text s& xuat hién nhu hinh duéi day:

bl R R

as Default Layout

Ban co thé nhép chudt chon mot kiéu bat ky cho hinh anh ctia minh.

Bring F d ~ . -2 -1y s A ; , \ s
+ BN Tontat Bring Forward: Hién thi hinh anh 1én trudc cac hinh anh

khac, sir dung cong cu nay trong truong hop c6 nhiéu hinh anh xép 1én nhau.

0 Send Backward ~ .2 c o1 , , \ 5 ;
+ Send Backward: Hién thi hinh anh sau cac hinh anh khac,

trurong hop su dung twong ty Bring Forward.

+ < Align~ Align: Sir dung cong cu nay dé cin chinh 1& cho mot hodc nhiéu hinh
anh mot lac. Pau tién ban hay chon mdt hoac nhiéu hinh anh can can 18 giéng
nhau bang cach giit phim Ctrl va tich chon cac hinh anh. Tiép theo ban nhp chon
cong cu ndy trén thanh Ribbon, mot danh sach cac Align xuat hién nhu hinh anh
dudi day:

¥

Nhép chuét dé chon kiéu cén thiét lap.
+ [l Group: Ciing v6i danh sach hinh anh & phan trudc, dé nhém chung lai
thanh mot thé théng nhat ban hay stir dung cong cu Group ndy. Pau tién hiy chon



danh sach hinh anh can nhém, tiép theo nhap chon biéu tugng Group trén thanh
cong cu, tiép tuc chon Iénh Group.

[ Format [

=] 7 [y Bring Forward ~ |=~
[ send Backward ~ [E*W

Position Wrap m——————— —
- Text ~ E‘L}Selection Pane| !ﬁ Group
Iy

Arrange

= il

Trudng hop mudn g& nhém ban nhip chon Ungroup.

+|5h] Rotate: Xoay chiéu hinh anh, st dung cong cu nay dé doi chiéu cho hinh
anh trén van ban. Pau tién hay lga chon hinh anh can thao tac sau do nhélp chon
biéu twong Rotate trén thanh cong cu.

“ Ak Rotate ~

“Ah Rotate Right 90°
A Rotate Left 90°
= Flip Vertical

y | Flip Horizontal

IT More Rotation Options...

Trong danh sach ban co thé thidy goc quay ma hinh anh mé ta, néu nhu
khong vira ¥ ban c¢6 thé chon More Rotation Options... dé thay doi goc quay theo
¥ mudn.

- Nhém Iénh Size: Dung dé thay doi kich thudc ctia dnh trén van ban.

PICTURE TOOLS
FORMAT
i £0/1e5"

M

Crep T2 (z2.01-

Size =

+ Ljﬁ Crop: Diéu chinh pham vi hién thi ctia 4nh, v6i cong nay ban co thé cat
b6 nhitng phan thira trén hinh anh duoc Insert vao vin ban. Trudc hét hiy nhap
chon biéu tuong Crop trén thanh cong cy. Khi d6 hinh dnh s& dugc bao quanh boi
cac duong cit.

Nhap chudt tai nhitng diém nay roi kéo dén vi tri can thu hep hay mé rong
hinh anh. Vi cong cu nay ban s& khong phai mat thoi gian sir dung cic chuong
trinh xtr 1y anh trudce khi dua vao van ban trong nhirng truong hop don gian.
+alfrse 2 Shape height: Thiét 1ap chiéu cao cho hinh anh.

+ 5541239 *| Shape width: Thiét 14p d¢ rong cho hinh anh.



Luu y: Ban c6 thé thay d6i kich thudc cua anh don gian hon bang cach nhap chon
hinh anh can thay d6i, di chuyén chudt tdi cac diém cho phép thay doi kich thudc
anh, khi hinh chudt d6i thanh miii tén hai chiéu ban giit, kéo va tha & vi tri can
thay doi kich thudc, c6 thé ap dung cho chiéu cao, d6 rong, hay dong thoi ca hai
chi s6 nay.

Céc diém thay doi kich thudc anh c6 hinh vudng nhé & khung bao quanh hinh anh.
2.4.2.2. Cheén Online Picture

OnlinePicture thyuc chat 1a cac hinh dnh dugc Microsoft Word cung cap san
v6i nhidu chil dé khac nhau, néu nhu ban khong c6 anh pht hgp cho ndi dung vin
ban thi hay thir tim kiém trong thu vién OnlinePicture cira Microsoft Word xem
sa0? Dé chén cac OnlinePicture vao van ban hidy nhap chon biéu tuong
OnlinePicture trong nhom 1énh Illustrations va may tinh c6 két néi internet.

INSERT

L [ad & = ol

Pictures Online Shapes SmartArt Chart Screenshot
Pictures e

Illustrations

Bang OnlinePicture xuat hién nhu hinh duéi day:

l:l Office.com Clip Art

Royalty-free photos and illustrations

Ban nhép chu dé hinh anh tim kiém dé tim kiém trong thu vién hinh anh
cua microsoft office word.

Bing Image Search
Search the web

Ban nhép chu dé hinh anh tim kiém dé tim kiém trén mang internet.

Sau khi chén online picture vao van ban, cac thao tdc v6i nhitng hinh anh
nay tuong ty nhu ching t6i da gidi thiéu & phan trude.
2.4.3. Chén doi twong Shapes



M5t sb hinh anh dic biét va thuong hay st dung da dugc Microsoft Word
2013 tap hop va dua vao nhém Shape dé nguoi dung c6 thé dé dang str dung nhu
hinh vudng, hinh chit nhat, elip, cdc duong Line,... Ngoai thé hién hinh anh cac
dbi tuong Shape con cho phép chira ndi dung Text bén trong. Pé chén mot ddi
tugng Shape vao vin ban ban nhdp chon biéu tugng Shape trong nhom
Ilustrations cua thé Insert trén thanh cong cu Ribbon.

INSERT

L [d [ =

Pictures Online Shapes SmartArt Chart Screenshot
Pictures ~

Mot danh sach cac dbi tuong Shape duogc li¢t ké, chung dugc phan loai
trong cac muc khac nhau, dé chén vao vin ban ban nhap chon mét hinh bat ky, khi
d6 hinh chu6t s& chuyén thanh hinh diu +, ban gitt chudt roi vé 18n vi tri thich hop
trén van ban. Gia st ching ta v& mdt hinh chlt nhap trén van ban nhu minh hoa
dudi day:

Cong viéc tiép theo 1 tly chinh cac thudc tinh cho ddi tugng Shape. Ching
ta quan tam t¢1 Tab Format trén thanh cong cu Ribbon.

DRAVINGTOOLS

ill+ [ orward + F Mlign© T
' u D shapeFil ; L Biing Forward = & Align e -
/ Shepe Outine + hlgn Ted - Send Beckward +
saor g L mar
Stze

Q0 Shape Efects Q- . \m f;Seection Pane A Rotate
nsert Shapes Viorgan Syes Tt Ange

Trong Tab I¢nh nay co nhleu nhom 1€nh nhu ching ta da nghlen ctru trong
phan chén hinh anh vio van ban, tuy nhién hay di tim hiéu ting nhom dé tim ra sy
khac biét gitra hai d6i twong nay.

- Nhom Iénh Insert Shape

NN OO O "= Edit Shape ~
A—L_L)E>@6 ~ | [2Z] Draw Text Box
% ™SO { Y =

Insert Shapes
+ Hop chon cac d6i twong Shape: Cho phép chén cac ddi tugng Shape khac 1én
van ban ma khong can quay trd lai Tab 1énh Insert. Cach 1am twong ty nhu thao
tac voi Tab Insert.
+ = Edit Shape~ Edit Shape: Cho phép thay d6i hinh dang cua d6i twong Shape.
Nhép chon biéu tuong nay trén thanh cong cy, mot danh sach do xuéng xudt hién,
chon Edit Points.



== Edit Shape ~
L_‘& Change Shape >

Khi d6 d6i tugng Shape bi bao quanh bdi mot khung c6 4 diém den & bon
goc.

Ban st dung chudt di chuyén téi mot trong bon diém nay giit va kéo chudt
dé thay d6i hinh dang ctia d6i twong Shap theo y mudn.

Chung ta c6 thé thay d6i thanh nhiéu hinh dang khac nhau.
- Nhom Iénh Shape Style
Co6 y nghia tuong tu nhu nhém 1énh Style ctia Picture va Online Picture , dugc
dung dé thay d6i Style cho cac ddi tuong Shape.
+ Danh sach Style: Thao tac twong tu nhu da huéng dan phan thao tac voi Picture
va Online Picture.

N
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N
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»
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»
£
N
8
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N
£

i0
[
i
»
g
J

Ngoai cac Style trong bang liét ké ban ¢ thé nhap chon muc Other Theme
Fills dé b6 xung mot sd Style dic biét.

S— N 1
(-
]
+ &2 Shape Fill - Shape Fill: Thay d6i mau nén cho cac dbi twong Shape. Sau khi
lra chon Style ban ¢6 thé nhap chon biéu tugng nay dé thay d6i mau nén cho céac
d6i twong Shape.
+ LZ Shape Outline - Shape Outline: Thay d6i mau vién cho ddi twong Shape. Khong
nhirng thay d6i mau nén ma ban con c6 thé thay d6i mau duong vién bao quay d6i
tuong Shape bang cach sir dung cong cu Shape Outline.




+ (@ Shave Effects - Shape Effects: Y nghia twong ty nhu lénh Effect trong phan
Picture, ban sir dung cong cu nay dé tiiy chinh cac tng dung hinh anh cho cac ddi
tugng Shape.

- Nhom Iénh Text: Str dung nhom 1énh nay thao tac voi ndi dung Text trong céc
d6i twong Shape.

[:] Align Text ~

Text

+ Align Text: Can chinh vi tri ndi dung Text trong ddi tuong Shape.

] Aatign Text —

E R
z rMiddle
= Bottom

Nhép chon biéu tugng nay ban s€ c6 3 lya chon Top (NOi dung Text duoc
cin 1én dinh cac dbi twong Shape), Middle (Noi dung Text dugc cin giita cac doi
tugng Shape), Bottom (Noi dung Text dugc can dudi day cac doi tugng Shape).

- Nhém 1énh Arrange: Sir dung cac 1énh trong nhém nay dé sap xép vi tri doi
tugng Shape trén van ban.

% .1 Bring Forward ~ = Align ~

. O Send Backward ~
Position Wrap

- Text ~ E[; Selection Pane “k Rotate ~

Arrange
Position: Ban c6 thé thiét 1ap vi tri cho ddi twong Shape trén trang vin ban bang
cach nhap chon biéu tuwong Position. Mot danh sach cac vi tri dugc liét ké trong
menu nhanh.

=]
Position

oo

=

With Text Wrapping

@ | (=] [ =)
= | (=] [ =
1 Advanced Lavout

Trong muc In line with Text 13 vi tri ban dau cua ddi twong Shape, phia
dudi trong muc With Text Wrapping cho phép ban thiét 1ap cac vi tri nhu mo ta
trong hinh minh hoa, ¢ thé 12 & dau trang, gitra hodc cudi trang, tng véi nd 1a cac
vi tri bén phai, bén trdi va ¢ gitra.

Wrap Text: Mot trang van ban thudng chta ca d6i tuong Shape va nodi dung Text.
Trén nhitng vin ban d6 ban s& thiy luc thi cac ddi twong Shape cuia ching ta bén
trai, lac lai bén phai ndi dung Text, hay c6 thé ¢ giira bao quanh 1 ndi dung Text



clia van ban,... Dé thiét 1ap dugc nhu vay ban nhép chon biéu tuong Wrap Text,
mét danh sach céc kiéu Wrap Text sé xuét hién nhu hinh dudi day:
=

Wrap
Text ~

BPEl In Line with Text
B4l saquare

BE Tight

BE Through

¥l Tep and Bottom
B Behind Text

B In Front of Tewr
- Behind Text
5 [Benina Text |

= Advanced Layout...
Ban c6 thé nhdp chudt chon mot kiéu bat ky 4p dung cho d6i twong Shape cua
minh.
< Bring Forward | Brine Forward: Hién thi di twong Shape 1én trude cac déi tugng
khac, sir dung cong cu nay trong truong hop c6 nhiéu dbi tuong xép 1én nhau.
<l send Backward * Gend Backward: Hién thi dbi twong Shape sau cac hinh anh
khac, truong hop st dung tuong tu Bring Forward.
=~ Align: Str dung cong cu nay dé can chinh 1& cho mot hodc nhiéu d6i tugng
Shape mot luc. Pau tién ban hay chon mot hodc nhiéu ddi tuong Shape can can 1&
giong nhau bang cach giit phim Ctrl va tich chon 1an luogt cac ddi tuong Shape.
Tiép theo ban nhap chon cong cu nay trén thanh Ribbon, mot danh sach cac Align
xuat hién nhu hinh anh dudi day:

L

BEEEgAD

#E  Gria

Nhap chudt dé chon kiéu can thiét lap.

Bl Group: Vi du chiing ta c6 nhiéu ddi twong Shape riéng 1é két hop véi nhau
tao thanh mot biéu d6 hoan chinh va yéu cau dit ra 1 phai di chuyén chang dén
mot vi tri khac. Néu phai di chuyén ting ddi twong mot s& tén thoi gian va co thé
khong dit chung dung vi tri. Tir thyc té d6 ban c6 thé nhom ching lai v6i nhau
thanh mot thé thong nhat, giup cho viéc di chuyén duoc dé dang va gilt nguyén
duoc ciu trac. Dé thuc hién dau tién ban hay chon danh sach doi tuong Shape can
nhém, tiép theo nhép chon biéu tuong Group trén thanh céng cuy, tiép tuc chon
1énh Group.



Format

= > [k Bring Forward ~ |=~

|
- . 7.
3 send Backward ~ Iﬁ' 2

Position Wrap Cnmm
- Text v Lj-.’gSelect[on Pane m Group

Truong hop mudn g& nhém ban nhap chon Ungroup.

Sh7 Rotate: Xoay chiéu ddi tuong Shape, st dung cong cu niy dé doi chiéu cho
cac dbi tuong Shape trén vian ban. Pau tién hay lya chon d6i twong Shape can thao
tac sau d6 nhap chon biéu twong Rotate trén thanh cong cu.

~“k Rotate Right 90~
A Rotate Left 90°
~ Flip Vertical

- Flip Horizontal

Trong danh sach ban co thé thidy goc quay ma hinh anh mé ta, néu nhu
khong vira ¥ ban c¢6 thé chon More Rotation Options... dé thay doi goc quay theo
¥ mudn.

- Nhém Iénh Size: Dung dé thay d6i kich thudc ctia ddi twong Shape trén van ban.
4 i[5

4 a4 |239°

4

Shape height: Thiét 1p chiéu cao cho dbi twong Shape.

4

Shape width: Thiét 1ap d6 rong cho dbi twong Shape.
Luu y: Ban c6 thé thay doi kich thudc cua dbi twong Shape don gian hon bang
cach nhdp chon dbi tuong can thay d6i, di chuyén chudt tdi cac diém cho phép
thay doi kich thudc trén dbi twong Shape, khi hinh chudt doi thanh mili tén hai
chiéu ban giir, kéo va tha & vi tri can thay doi kich thudc, c6 thé ap dung cho chiéu
cao, do rong, hay d@)ng thoi ca hai chi sd nay.
2.4.4. Chén doi twong SmartArt

Péi tuong SmartArt 1a mdt thu vién cac so dd theo nhiéu chu dé kiéu dang
khac nhau. Ban c6 thé sir dung di tuong nay dé vé cac so d6 nhu so dd to chirc
cong ty, s& dd vé tinh hinh tang giam céc chi tiéu, hay liét ké cac danh séach,. ..
Chén d6i twong SmartArt vao vin ban

Pé sir dung ddi tugng nay tir nhom 1énh Insert ban nhap chon SmartArt.
INSERT

b e (& T il @l

Pictures Online Shapes SmartArt Chart Screenshot
Pictures - -~

Illustrations

Hop thoai Choose a SmartArt Graphic xuat hién nhu hinh dudi day:



Choose a SmartArt Graphic —

» L=t

' om oom |

mes HEE

Gia str chung ta bd xung kiéu Hierarchy List vao ndi dung van ban dung dé
liét ké cac dau sach theo chii dé khac nhau.

Choose a SmartArt Graphic —

» Al

%

Két qua trén ndi dung van ban s& duoc bo xung mot dbi twong SmartArt
nhu hinh dudi day:

| [Text] | [Text] J

[Text] ‘ [Text] ‘

‘ ‘ [Text] ‘

Thuc chat cic thanh phan trong ddi twong SmartArt 1a cac d6i twong Shape
duoc thiét ké sin tr mau sic, bd cuc dé tao nén mot ddi tuong SmartArt hoan
chinh, thé hién duoc ndi dung theo nhitng chu dé khac nhau.

Nhap ndi dung va tury chinh ddi twong SmartArt

Dé nhap nodi dung cho cac thanh phan trong mot dbi twong SmartArt ban
nhap tré chudt truc tiép 1én thanh phan d6 hoic nhap phai chudt va chon Edit Text.
Cong viéc tiép theo ban c6 thé 1am 14 tiiy chinh nhimng thanh phan nay cho phu
hop vé6i yéu cau sir dung ctia minh. D¢ tiy chinh ddi twgng SmartArt ching ta
quan tam td1 Tab 1énh Design va Format trén thanh cong cu Ribbon.

Ban d¢ ¥ trong qua trinh nhap ndi dung cho cac thanh phan trong dbi tuong
SmartArt ¢& chit sé ty dong dugc diéu chinh vira khop trong cac ddi tuong Shape.

SMARTARTTOOLS

DESIGN ~ FORMAT

gE ) ERCE e e EE e - o
(= CE 9 BBE Eh | |00 00 00 00 00 D0 e

[TetPane & RighttoLeft - Colors+ || raphic
Create Graphic Layouts SmartArt Styles Reset

1 7Add Shape + [~

Pau tién chiing ta s& tim hiéu cac nhém Iénh trong Tab Design
- Nhém 1énh Create Graphic



T Add Shape ~

Bj Text Pane (__) Right to Left

Create Graphic

+ JAddshape 71 Add Shape: B6 xung cac dbi tuong Shape va SmartArt, ngoai cach

sir dung cong cu ndy ban ciing c6 thé sao chép cac ddi tugng Shape dé c6 duoc
Style théng nhat.

+ (5 AddBullet: Add Bullet: Thém biéu tugng dau doan cho ndi dung cac dbi tuong
Shape trong SmartArt. Nut Iénh nay chi sdng lén va cho phép tac dong khi ban
chon vao phan ndi dung Text.

+ dTedPane Toxt Pane: Tht bat hop thoai Text Pane bén trai d6i tuong SmartArt.
+ ¥ Promote promote: Chuyén ddi twong Shape hién tai 1én cp cao hon.

+ 7 Pemete Demote: Chuyén d6i twong Shape dang chon xudng mot cip. Gia sir
van voi vi du phan trén ban sau khi da chuyén dbi tugng “Tin hoc co ban” 1én cap
trén ban nhap chon 1énh Demote hinh anh s& tré lai nhu ban dau khi d6 dbi tuong
“Tin hoc co ban” s& duoc chuyén xudng cap dudi va la ciy con cta ddi tugng “Tin
hQC”

+ & RighttoLeft Right to Left: Do chidu cac dbi tuong Shape trong SmartArt,

Tiép tuc chon lai 1énh ndy maot 1an nira két qua s& quay trd lai nhu ban dau.

+ & ReorderUp Reorder up: Di chuyén dbi twong Shape 1én phia trén mot vi tri.

+ & ReorderDown’ Reorder Down: Di chuyén ddi tugng Shape xudng phia dudi mot
Vi tri.

- Nhém Iénh Layouts

EE e

Layouts

-

Khung Layouts s€ liét ké cac Layout cung nhom voi Layout hién tai, ban co thé
chon truc tiép Layout thay thé trén danh sach nay. Ngoai ra mudn thay ddi cac
nhém Layout khac ban nhap chon miii tén cudi cing bén phai.

- Nhom I¢nh SmartArt Styles

I
Design

Yo | I N
Change Hi\ L|7
Colors ~

H!-

~=1

Ban c6 thé chon mot mau bat ky cho SmartArt cia minh.
Tim hiéu Tab 1énh Format



MARTART TOOLS
DESIGN  FORMAT
[ Change Shape ~ D ShapeFill~ . A TetFill - T‘ ?K
G Larger Aoc | | Abc | | Abc | Abc | Abc | | Abc | v [ Shape Outline A A -] & Tex Outline v o jp .
B smaller *| Q Shape Effects~ T ATetbffedss . qeqe O SelectionPane A+

Shapes Shape Styles WorddrtStyles & Amn g

- Nhom 1énh Shapes: Tuong tu nhu khi thao tac véi dbi tur
ban chu y hai Iénh sau:
+ Larger: Tang kich thuéc cta thanh phan duoc chon trong ddi twong SmartArt
lén 1 don vi.
+ Smaller: Tang kich thudc cia thanh phﬁn duoc chon trong dbi tuong SmartArt
1én 1 don vi.
- Nhom 1énh Shape Styles: Tuong tu nhu khi thao tac v6i ddi tugng Shape.
- Nhom lénh WordArt Styles: Chung ta s& tim hiéu nhom 1énh nay khi lam viéc
v6i d6i tugng WordArt.
- Nhom 1énh Arrange: Twong tu nhu khi thao tac véi dbi twong Shape.
- Nhém 1énh Size: Tuong tu nhu khi thao tac véi ddi tuong Shape.
2.4.5. Chén biéu do

V61 mot bang dir li¢u cho trudce ban co thé st dung cong cu nay dé thé hién
chung dudi dang biéu dd, cac sb licu néu c6 thé thé hién & dang biéu dd s& giap
ngudi xem c6 cai nhin truc quan, dé dang so sach cac chi tiéu véi v6i nhau.
Microsoft Word 2013 cung cap rat nhiéu dang biéu d6 khac nhau nhu hinh khéi,
hinh quat, duong thang,... Cung véi n6 1a Style da dang, cho phép thé hién, so
sanh nhiéu chi tiéu trén cting mot biéu dd.

Tur Tab lénh Insert nhap chon biéu tugng Chart

INSERT

L ag [ = al

Pictures Online Shapes SmartArt Chart
Pictures ~

g Shape, tuy nhién

Illustrations

Hop thoai Change Chart Type xuat hién nhu hinh duéi day:

ert Chare el — L2 o]

Ifim (mA (AR b Jof 108

Clustered Column

Ban chon mdt mau biéu dd nhit dinh trong danh sach sau d6 nhap Ok. Khi
d6 mét clra sd6 Microsoft Excel 2013 s& duoc m& ¢ bén phai cua s6 Microsoft
Word 2013 nhu hinh duéi day:



5] Sheets <%3 il -
= TR

Trong ctra s6 Excel chura dir liéu nguon tao biéu do, ban c6 thé thay doi dir
liéu cho phu hop véi biéu d6 minh can vé sau do dong ctra s6 Microsoft Excel lai.
Nhu vay mét biéu d6 da dugc cheén vao van ban.

3 = Seciez 3

6 = Seces2
mSees1

a

2 4

o A

Category 1 Category 2 Category 3 Category 4

Tuy chinh thiét ké cho biéu dd

il TRk S

bé tuy chinh thiét ké biéu do ching ta quan tdm dén Tab 1€nh Design trén
‘ Design ‘
Change Save As Switch  Select  Edit Refresh

thanh cong cu Ribbon.
- nm
g HITHTTE
Chart Type Template  Row/Column Data Data Data

Type Data Chart Layouts Chart Styles

Du6i day 14 chi tiét cac nhoém 1énh
- Type

Change Save As
Chart Type Template

+ Change Chart Type: M¢ lai hop thoai Change Chart Type ma khong can quay lai
Tab 1énh Insert.

+ Save As Template: Luu kiéu Chart hién thoi thanh mau dé c6 thé dung lai cac
lan sau:

- Data
= [_?I 5=
LEE2 (] L g
Switch Select Edit Refresh
Row/Column Data Data Data
Data

+ Edit Data: M& bang dir liéu ngudn cua biéu d6 ¢ dang File Excel



+ Switch Row/Column: Chuyén ddi dir liéu giita hang — cot va nguoc lai (ntt 1énh
nay chi sang khi m¢ bang dir liéu ngudn Excel)

+ Refresh Data: Lam mai lai dir liéu nguén sau khi chinh stra.

- Chart Layouts: Dung dé thay d6i cau triic cia biéu d6 theo nhitng miu mo ta
trong khung nay.

mfis |m B | =5 -
| Chart Layouts |
Pé md rong danh sach cac Chart Layouts ban nhip chon mili tén dudi cing bén
phai.

=B | = =
“in T RS N

- Chart Styles: Thay ddi Style cho biéu d6 véi cau triac da chon

Design
- .
" = B R HH BB

Chart Styles
Ciing giéng nhu khung Chart Layout voi Chart Styles ngoai nhitng méiu
style hién thi ban c6 thé chon cac mau khéc béng cach nhép chon mui tén dudi

cung bén trai cua khung I¢nh nay.
Tuy chinh Layout cho bié¢u do

Pé tiry chinh Layout (cau trtic) cho biéu d6 ching ta quan tam dén Tab lénh
Layout trén thanh cong cu Ribbon

| Layout

Chart A @i = i Legend v N e
art Area 4] Picture J J [ Legen M M M ] tines
|| Data Labels ¥ Chart Floo own Ba
v .

%Formatielediun _?Shapes' Up/D
p Chart  Axis Axes Gridlines  Plot endline
HResettoMatch Style | [55] Draw Text Box | Tigjev Titles » 4] Data Table v v Areav | 3-DRotatio ] Error Bars »
Current Selection Insert Labels Axes Background Analysis
r
r.. A hY M A 14 r A
Du¢i day la chi tiet cac nhém 1énh
- Current Selection

Chart Area v
32, Format Selection
&5 Reset to Match Style

Current Selection

" Chart elements: Lya chon cac thanh phan trén biéu do.
Ngoai viéc nhdp chon t6i cac thanh trén biéu do ban con ¢ thé chon nhanh ching

+ Chart Area



trong hdp chon nay, hiy nhip chudt vao miii tén bén phai. Trong hop thoai do
xudng ban nhap chon thanh phan can thao tac.

Chart Area [~]

Chart Area

Chart Title

Horizontal (Category) Axis
Legend

Plot Area

Series "Series 17

Series "Series 17 Data Labels
Series "Series 27

Series "Series 27 Data Labels
Series "Series 37

Series "Series 37 Data Labels

Chart Area: Vung chira toan bo biéu d6

Chart Title: Tiéu dé biéu dd

Horizontal (...) Axis: Chi tiéu tryc ngang cua biéu d6

Chart Title

Legend: Ghi chu chi tiéu

Plot Area: Ving chira chi tiéu trén biéu do

Chart Title

Series “...”: M0t chi tiéu cu thé

Chart Title

+ Format Selection: Sau khi lya chon mot thanh phan bét ky trén biéu d6 ban nhap
chon biéu tuong nay dé bat hop thoai Format thanh phﬁn do.

Duéi day 1a hop thoai Format cac thanh phan co ban trén biéu d6

Chart Area: Cho phép thay d6i mau duong vién, kiéu duong vién, bong, kich
thude, vi tri,. ..



Chart Title: Cho phép thay d6i thudc tinh dudng vién, can chinh vi tri cia tiéu dé
trén Char Area.
Horizontal (...) Axis: Cho phép dinh dang ndi dung chi ti€u truc ngang nhu can
chinh néi dung, mau sic dudng vién,...
Legend: Cho phép thay doi vi tri cia Legend trén Char Area, kiéu ding, mau sac
ctia dudng vién,...
Plot Area: Cho phép thay doi mau sic, hinh anh nén, thiét 1ap thudc tinh cho
duong vién, bong, ...
Series “...”: Pbi v6i cac chi tiéu hop thoai cho phép thiét 1ap chiéu cao, do rong,
cac hi¢u ung,...
- Backgroud: Thiét 13p cac thay d6i cho nén cta biéu dd

i

Plot
Area~
Background

2.4.6. Chén cdc déi twong Text

Ngoai nhitng hinh anh ban con c6 thé chén rat nhiéu cac déi twong khac
vao vin ban nhu cac hop Text, cic WordArt, hay cac ddi twong tir nhimg Gmg
dung khéc,... Trong phan nay ching ta quan tdm dén nhom lénh Text trén Tab
Insert.

Q 4 A [# signature Line ~

- E-l Date & Time
Text Quick WordArt Drop )
Box~ Parts~ - Cap~ [ Object ~

Text
La mdt khung chira van ban, ngoai vi¢c thay doi noi dung bén trong ban
con c6 thé tuy chinh thiét ké mau sic, nén cho cac TextBox. Pé thém mot
TextBox vao vin ban ban nhap chon biéu twong nay nhu hinh dudi day:

(=T

Danh sach cdc miu TextBox xut hién, hdy nhap chudt dé chon mau can
chén vao van ban.

Sau khi lya chon mot mau TextBox sé& dugc chén vao vian ban nhu hinh
trén, ban c6 thé thay doi noi dung cho TextBox dé pht hop v6i ndi dung vin ban.



Néu nhu khong vira y véi nhitng miu ¢ san ban nhap chon muc Draw
TextBox dé ty minh thiét ké nhiing miu riéng.

Sau khi nhdp chon muc ndy hinh tré chudt cta ban trén vin ban s& d6i
thanh hinh d4u +, bdy gio hiy gitr va kéo roi tha chudt dé vé TextBox trén vin ban
& nhitng vi tri ma ban mong mudn.

Sau khi v& xong con tré chudt s& nhap nhay trong hop TextBox ban c6 thé
g0 truc tiép ndi dung vao do.

Pinh dang cac ddi twong TextBox

Pé dinh dang cac doi tuong TextBox ching ta sir dung cdc nhom 1énh nhu

Shape styles, Text, Arrange, Size trén tab I¢nh Format.

| Weniiiegiraas

22 shape Fill ~ [ Align Text + j [ Bring Forward ~ |,‘:uv 51
~  [Z shape Outline ~ [ send Backward ~ [g] =
Position Wra ize
G Shape Effects v | & Create Link va \2 Selection Pane Sk~ -
Shape Styles Text rrange

- Nhém 1énh Shape Style

Co6 y nghia tuong tuy nhu nhom I¢nh Style cia Picture va Clip art, dugc
dung dé thay doi Style cho cac ddi tugng TextBox.
Danh sach Style: Thao tac twong tu nhu da huéng din phan thao tac véi Picture va
Clip art.

&2 shape Fill | Shape Fill: Thay d6i mau nén cho cac d6i twong TextBox. Sau khi
lra chon Style ban ¢ thé nhip chon biéu tugng nay dé thay d6i mau nén cho céac
d6i twong Shape.

LZ shape Outline ~ | Shape Outline: Thay d6i mau vién cho ddi tugng Shape. Khong

nhing thay d6i mau nén ma ban con c6 thé thay doi mau dudng vién bao quay dbi
tugng Shape bang cach sir dung cong cu Shape Outline.
| Shape Effects ~|

Shape Effects: Y nghia twong ty nhu lénh Effect trong phan
Picture, ban sir dung cong cu nay dé tiiy chinh cac tng dung hinh anh cho cac ddi
tuong Shape.

Gia st chiing ta thay ddi ing dung cho cac TextBox

] —
Céng Ty Phan Mém K& Toan AVIN
St 7, o, 4.

- Nhom 1énh Text:Str dung nhom 1énh nay thao tdc véi ndi dung Text trong céac
d6i tuong TextBox.
(=] Align Text ~

== Create Link

Text

- Align Text: Can chinh vi tri ndi dung Text trong d6i twong TextBox.



[==] Align Text ~

L]

Nhép chon biéu tugng nay ban s€ c6 3 lya chon Top (NOi dung Text duoc
can 1én dinh cac d6i tuong TextBox), Middle (N6i dung Text dugc can gitra cac
d6i tugng TextBox), Bottom (Noi dung Text duoc cin dudi day cac dbi tuong
TextBox).

- Nhom 1énh Arrange: Sir dung cac 1énh trong nhom nay dé sap xép vi tri TextBox
trén van ban.

Format

] B Borerm B

Position Wrap = . =
- Text ~ rly Selection Pane Sk~

+ Position: Ban c6 thé thiét 1ap vi tri cho TextBox trén trang vin ban bang cach
nhép chon biéu tuong Position. Mot danh sach céc vi tri dugc liét ké trong menu
nhanh.

(=]

........

=

e et s

=1 =] =]
=] =] =]
= = | r_:.l|
= Aa ut

Trong muc In line with Text 13 vi tri ban dau cia ddi twong TextBox, phia

dudi trong muc With Text Wrapping cho phép ban thiét 1ap cac vi tri nhu mo ta
trong hinh minh hoa, ¢ thé 12 & dau trang, gitra hodc cudi trang, tmg véi nd 1a cac
vi tri bén phai, bén tri va ¢ gitra.
+ Wrap Text: Mot trang van ban thudng chira ca dbi twong TextBox va ndi dung
Text. Trén nhitng vin ban d6 ban sé& thay lac thi cac ddi tuong TextBox bén trai,
lac lai bén phai noi dung Text, hay c6 thé & gitta bao quanh 1a noi dung Text cta
van ban,... Dé thiét 1ap dugc nhu vay ban nhép chon biéu tuong Wrap Text, mot
danh sach cac kiéu Wrap Text s& xuat hién nhu hinh duéi day:

In Line with Text
Square

Tight

Through

Top and Bottom

Behind Text

In Erant of Tevt
[ Benina Text

B ) 0 e 6 I U

Advance d Layout...



Ban c6 thé nhap chudt chon mot kiéu bat ky ap dung cho ddi tuong TextBox cua
minh.

+ i Bring Forward ~ Brine Forward: Hién thi déi twgng TextBox 1én trude cac dbi
tugng khac, st dung cong cu ndy trong trudng hop co nhiéu déi twong xép 1én
nhau.

! W - . 2 . g A , \ 5
+ - sendBackward ¥ IQend Backward: Hién thi doi twong TextBox sau cc hinh anh

khac, truong hop st dung tuong tu Bring Forward.

+ 1= Align: Str dung cong cu nay dé can chinh 1& cho mot hodc nhiéu ddi tuong
TextBox mdt lac. Pau tién ban hay chon mot hoac nhiéu ddi tuong TextBox can
cin 1& giéng nhau bang cach giit phim Ctrl va tich chon lan lugt cac ddi tuong
TextBox. Tiép theo ban nhap chon cong cu niy trén thanh Ribbon, mot danh sach
cac Align xuét hién nhu hinh anh dudi day:

Format
=] "j 3 Bring Forward ~
& Sen ckward ~ | |
vrap
& e

kwal
n Pan.

Position W

nTop
o} Align Middle

gt Align Bottom

Nhap chudt dé chon kiéu can thiét lap.

+ BBl Group: Vi du chung ta c6 nhiéu d6i tuong TextBox riéng 1¢ két hop véi
nhau tao thanh mot biéu d6 hoan chinh va yéu ciu dit ra 1a phai di chuyén ching
dén mot vi tri khac. Néu phai di chuyén timg TextBox mot s& ton thoi gian va ¢
thé khong dit chung ding vi tri. Tir thuc té d6 ban c6 thé nhém ching lai v6i nhau
thanh mot thé thong nhat, giup cho viéc di chuyén duoc dé dang va gilt nguyén
duoc cau trac. Pé thuc hién dau tién ban hay chon danh sach doi tuong TextBox
can nhom, tiép theo nhap chon biéu twong Group trén thanh cong cy, tiép tuc chon
1énh Group.

Format

=| [k Bring Forward ~ |=~ e
J fad = 2

4 Send Backward ~ |Ig]~
Position Wrap - T
= Text ~ | %03 Selection Pane IH Group

;rrange
Trudng hop mudn g& nhom ban nhip chon Ungroup.
+ 587 Rotate: Xoay chiéu TextBox, st dung cong cu nay dé doi chiéu cho cac d6i
tuong TextBox trén van ban. Pau tién hay lga chon TextBox can thao tac sau d6
nhap chon biéu tugng Rotate trén thanh cong cu.



Format

[ rm
ﬂ ﬂ [ Bring Forward ~ |~
[ Send Backward ~ g~
Position Wrap (&
= Text - | %3 Selection Pane Sh~
rrrrrr ge Sh  Rotate Right 90°
A2 Rotate Left 90°
=2 Flip Vertical
dh  Flip Horizontal

Trong danh sach ban co thé thidy goc quay ma hinh anh mé ta, néu nhu
khong vira ¥ ban c¢6 thé chon More Rotation Options... dé thay doi goc quay theo
¥ mudn.

+ Nhém Iénh Size: Dung d¢é thay doi kich thudc ctia TextBox trén van ban.
2ll 159"

4

Shape height: Thiét 1ap chiéu cao cho TextBox.

3

ae | 239

4)

Shape width: Thiét 1ap d6 rong cho TextBox.
Luu y: Ban c6 thé thay d6i kich thudc ciia TextBox don gian hon bang cach nhap
chon ddi twong TextBox can thay doi, di chuyén chudt tdi cac diém cho phép thay
d6i kich thudc ciia TextBox, khi hinh chudt d6i thanh miii tén hai chiéu ban gii,
kéo va tha & vi tri can thay d6i kich thudc, ¢ thé 4p dung cho chiéu cao, d6 rong,
hay d6ng thoi ca hai chi s6 nay.
2.4.7. Chén doi twong WordArt

WordArt 13 d6i tugng chit hiéu ing duoc st dung khi mudn trinh ndi dung
dudi dang chit nghé thuét.
Chén WordArt vao van ban

Dé chén WordArt vao vin ban ban nhép chon biéu twong nay trong nhoém
1énh Text trén Tab Insert cua thanh cong cu Ribbon.

g 4 A [# signature Line ~

- [__1 Date & Time
Text Quick WordArt Drop )
Box~ Parts~ - Cap ~ [ Object ~

Text

Danh sach cac mau chir nghé thuat xuét hién nhu hinh duéi day:

A

N\
A A

Hay nhap chon mot mau bat ky dé bo xung vao vin ban
Nhap nodi dung cho WordArt

Sau bude chon thir nhit mot ddi tuong dugc cheén vao van ban voi dong chir
Your Text Here.



@

YOUR TEXT HERE JF

{1

Pé nhap nodi dung cho WordArt ban x6a dong chit ndy va nhap ndi dung
minh mudn thé hién vao do.

Céng Ty Phan Mém K& Toan
AVIN|

Pé diéu chinh Font chit ban thao tic nhu di hudng dan & cac phan trudc.
Hi¢u chinh WordArt
Pé hiéu chinh thudc tinh cho WordArt ban nhép chon Tab Format tim t&i

nhom 1énh WordArt Styles.

DRAWING TOOLS
FORMAT

A A A [Ha-

WordArt Styles LF]
- Quick Styles: Thay doi kiéu chit nghé thuat ma khong phai tro vé Tab Insert
- Text Fill: Hiéu chinh mau cho than chit, dé thuc hién ban nhip chon biéu tugng
nay, mot bang mau xuat hién nhu hinh duéi day:

DRAWING TOOLS
FORMAT

A~
A A JAY | Il Automatic
Tl Theme Colors
WordArt Styles H EEN .
.Ilillllll
Standard Colors
([ EEEEE

)

Fill

Aore Fill Colors...

Mo
Gra

(W

Nhép chudt dé chon mau can thiét 1ap cho than chir.
- Text Outline: Thiét 1ap mau cho vién chit, dé thuc hién ban nhép chon biéu tuong
nay trén thanh cong cy, mot bang mau xuét hién ban nhép chudt chon mau ma
minh can sir dung.

DRAWING TOOLS

FORMAT

WordArt Styles




- Text Effects: Ngoai vi¢c lya chon kiéu chir cho WordArt ban con c6 thé bd xung
nhitng hiéu Gng rat dep, voi nhidu cach thé hién khac nhau bang cach nhap chon
cong cu Text Effects. Danh sach liét ké cac nhom tng dung xuat hién nhu hinh
dudi day:

Shadow
Reflection
Glow

f/ \ Bevel

4 3-D Rotation >
i

AN  Transform

Di chuyén chuot to1 nhém chira hi€u tng can su dung, nhép chon hiéu tng
can thiét 1ap cho WortArt.

Luu y: Ban c6 thé tuy chinh dinh dang, hiéu rng cho céac doi tuong WordArt bﬁng
cach nhip chon biéu twong Format Text Effects & duéi nhom WordArt Style.

DRAWING TOOLS

FORMAT

A A a-
WordArt Styles 7—:‘@
Hop thoai Format Text Effects xuat hi¢n nhu hinh du¢i day:
Format Shape N
A H =

> SHADOW

> REFLECTION
> GLOW

> SOFT EDGES

b
b
[
L
I 3-D FORMAT
[

> 3-D ROTATION

Trong hop thoai nay ban ciing c6 thé thay d6i mau sic cho chit, sir dung cac
hiéu tng,... Duéi day 1a mot vi du trinh bay vé WordArt

Coéng Ty Phan Mém Ké Toan
AVIN

2.4.8. Chén ki tu dac biét va cong thirc toan hoc



Trong phan nay ching ta s& quan tdm t&i nhom 1énh Symbol, sir dung nhém
1énh nay dé thém céc biéu tuong va cac cong thirc toan hoc vao ndi dung vin ban.
2.4.4.1. Chen cac ki tw dac biét (biéu tuong)

Cach thuc hién

Nhép chon Insert/Symbol trén thanh cong cu Ribbon, mdt danh sach liét
ké cac Symbol xuét hién, hay nhép chudt dé chon biéu tuong can chén vao vin
ban.

£2 Symbol ~

€ £ ¥ © =°

b + # < =
= PR n a
B T Q > =
£2 More Symbols...

Néu nhu chua hai 10ng v6i nhitng biéu tuong trong danh sach ban co thé
nhép chon muc More Symbols... dé c6 thém su lya chon. Hop thoai Symbol Xuét
hién nhu hinh duéi day, n6 kha gidong véi hop thoai Symbol & cac phién ban trudc
ctia Microsoft Word. Trong hop thoai niy ban c6 thé ty tim cho minh nhiing biéu
tuong thich hop dé chén vao noi dung van ban.

Symbol D -S|
Symbols | Special Characters |

Font: | (normal text) [+] subset:| currency symbols E]
m| N |Ps|Rs|3% || 4 [EIK|F|D| $|P|G|A|2 °
C|%| £ [Ne|TM| Q| e (85| a |Va|25|Ya| 36| Y6| 7s| 0
Tt ootz oAl /] [V ]=
LinIf=]#[=[<|=zle|~|[[J]=]l]r]a -
Recently used symbols:
TETvTe@m = 212 [~ [=[ulalp
:::::T;:ame: Character code: [20AC | from: |Unicode (hex) [~ |
[(autocorrect... | [ ShortcutKey... | shortcut key: Alt=Ctri-E

‘ |

2.4.4.2. Chen cong thirc todn hoc
Cach thuc hién

Khi can viét cac cong thirc toan hoc trén Microsoft Word 2013 ban nhép
chon Insert/Equation trén thanh cong cu Ribbon. Mot danh sach liét ké cac kiéu
cong thice xuat hién nhu hinh dudi day:

7T Equation|—

Built-In -

A = 7zr=

= S () wran—n
2

rix  malrr— 1D x>
ar - 21

1+ 20™ — 1 +

nITac ner)

FCxD — ao + E (a,_cos 7z + Pnsin
=

a® + b2 = c=

7T Insert New Equation
&Jr Save Selection to Equation Gallery.



Ban hiy nhip chudt chon t&i dang cong thire phtt hgp nhat véi ndi dung ma
ban du dinh trinh bay. Sau budc nay mot doi tuong Equation s& duoc chén vao ndi
dung van ban.
Luu y: Néu khong mubn sir dung cac mau c6 san ban nhap chudt tryc tiép vao biéu
tuong Equation, mot doi tr?ing s€ duogc chén vao van ban.
Tuy chinh

Pé tiy chinh noi dung cho Equation ban nhap chin Tab Design trén thanh

cong cu Ribbon.

1
Design

Tc €& professional Hmmmmmq % e,\ W J“ Z" {0} Bracket »  lim Limit and Log ~
[41t v X

€5 Linear s Function v . Operator v
Equation B 3 | Fraction Script Radical Integral Llarge .. 5
w  she Normal Text v 7y v w v Opemtors 4 Accent~ [1¥]Matrix~

Tools Symbols Structures

- Nhom 1é€nh Tools:
+ Equation: Chon mau Equation ma khong can trd lai Tab Insert
+ Profesional: Thé hién cong thtrc dudi dang chuan

T3 3 3
:a‘+b‘=c‘|
o

+ Linear: Viét dudi dang cac ky tu don gian

‘lar2+ br2=c"2

v

- Nhém 1énh Symbols

Céc biéu twong co ban trinh bay cong thirc dugc hién thi trong khung nay,
dé hién thi toan bd cac biéu tuong ban nhép chon mui tén tro xuéng phia dudi
cung bén phai, danh sach day du cac biéu twong trong mot nhom sé& xuat hién nhu
hinh dudi day:

Pé truy cap vao cac nhom biéu tuong khac ban nhp chon biéu tugng hinh
tam giac ¢ phia trén cia danh sach nay.



Basic Math

| Greek Letters | [zl [=][=][n][2]
| Letter-Like Symbols ] El
| Negated Relations ] m [TI m m F
| Seripts I
| ceomern | =) (3 21 (21 (5]
=1 =1 =] =] =] (=] (o] (5] [=] =]

Nhap chon vao cic nhém dé hién thi hay khong hién thi nhimng biéu tugng
ctia nhém d6 ra danh sach (nhém nao dugc danh dau thi nhitng biéu tugng trong
nhom s& duoc hién thi ra danh sach).

- Nhom Iénh Structures: Nhom Iénh nay s€ cho phép ban nhap ndi dung cho cong
thirc ciia minh.

Céc cong thirc trong phan trén (Fraction) 1a cac cong thiic rong, sau khi bd
Xung vao van ban ban phai dién ndi dung cho cong thirc, gia sir chung ta chon
cong thirc ¢ biéu twong thir nhat.

Trong cong thirc rong nay ban nhip chudt vao 6 vung nhé ciia tir va mau dé
nhép ndi dung cho cong thuec:

‘2%
=,

Dang thir hai 13 cac cong thirc chtra sdn noi dung & nhom duédi, khi chon
mdt cong thuc trong nhom ndy mot cong thirc véi ndi dung nhu mo ta s€ dugce
chén vao van ban tuy nhién ban hoan toan c6 thé sira lai ching.

Ngoai nhém Fraction chung ta con rat nhiéu nhém cong thic khac nhau,
tiy timg truong hop cu thé dé ban co thé chon cho minh mot dang cong thirc phu
hop
+ Script

ssssss

=

Common Subscripts and Superscripts
= e—twe ‘ ‘ x= ‘ ‘ 7V

+ Radical: Cac cong thirc khai can



+ Large Operator

) > = = > 1
pII ml PI_[ I'I LI Il

L1 LI L1 LI LI

LJd .HB‘LJ uJ U uJ

+ Martrix: Cong thitc vé ma tran
+...
2.5. Bang biéu

Trong thuc té c6 rat nhiéu vin ban can trang tri bang biéu vi du nhu danh
sach 16p, danh sach hoc sinh tién tién, danh sach déng tién quy 16p,... Trong bai
nay chung t6i s& huéng dan cac ban trinh bay bang biéu cho nhiing van ban nhu
vay.
2.5.1. Chén bdng vao vin ban

Dé thuc hién chén bang biéu vao van ban ban thuc hién theo cic budc sau
day:
Bude 1: Dt con trd chudt tai vi tri can chén bang biéu
Buéc 2: Tir thanh cong cu Ribbon nhap chon Tab Insert va tim téi nhom Tables.
Nhéap chon biéu tugng Table trong nhom nay.

ictures

|-

00000000
000oooag

Ol

- Tao bang bﬁng cach lya chon cAu tric co san: Trong muc Insert Table ban di
chuyén chudt dé chon ciu tric bang man minh can tao, véi sd hang, cot 1a sb cac 6
vuong nhd dugc chon trong danh sach. Nhu hinh dudi day chung ta s& chén mdt
bang gdm c6 2 hang 3 ¢ot vao ndi dung vin ban.
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3 Excel Spreadsheet

i

- Tao bang bé‘mg hop thoai Insert Table: Ban con co thé thay ddi céu trac bang
biéu bang cach nhap chon muyc Insert Table... Hop thoai Insert Table xuat hién
cho phép ban chon s6 cOt va sb hang.

Table size

Number of columns: 5
Number of rows: 2 =
AutoFit behavior
© Fixed column width: |Auto
AutoFit to contents

AutoFit to window

Remember dimensions for new tables

oK [ cancar |

L

+ Number of columns: S ¢t cila bang

+ Number of rows: S6 hang trong bang

+ Fixed column with: Tao bang ma d6 rong céac cot ¢ dinh theo mot gia tri.

+ AutoFit to contents: Tao bang ma dd rong céc cot phu thudc vao ndi dung céac
cot do.

+ AutoFit to window: Tao bang ma d¢ rong cac cdt dan déu theo do rong cua kho
gidy.

+ Remember dimensions...: Luu lai dinh nghia cu trac bang cho 1an tao tiép theo.
Cudi cung ban nhip chon nat Ok dé hoan tat.

- Tao bang bang Quick Tables: Ban nhip chon biéu tuong Quick Tables trén
menu nhanh. Mot danh sach cac bang mau s& xuat hién nhu hinh duéi day:

Ban nhip chon mot mau bat ky dé thém vao ndi dung van ban.
2.5.2. Nhdp ngi dung va trinh bay béing biéu
Nhéap va trinh bay nfi dung



Mudn nhap dir liéu cho 6 nao ban di chuyén con tré téi 6 d6 va nhdp noi
dung cho 6 sir dung cic mili tén dé di chuyén con tro chudt giita cac 6. Sau khi
nhap ndi dung cho Table ban c6 thé tiy bién Font chit cho ndi dung twong ty nhu
thao tac vdi ndi dung van ban.

Pé thuc hién cin 18 cho ndi dung 6 ban co thé thuc hién theo cic budc sau
day:

Bude 1: Chon 6 hodc nhém 6 can can 1& nodi dung
Budc 2: Trong Tab Layout ban tim t61i nhom 1énh Alignment.

= Align Top Left: Can ndi dung theo 1& trén bén trai ctia 6.
= Align Top Center: Can ndi dung theo 1& trén va can giira 6.

= Align Top Right: Can noi dung theo 1& trén bén phai cia 6.

=l Align Center Left: Can ngi vao gitra bén trai cua 6

=l Align Center: Can ndi dung chinh gitra 6

T

S| Align Center Right: Can ndi dung vao gitra bén phai cua 0.

=l Align Bottom Left: Can ndi dung dudi day bén trai cua 0.

=l Align Bottom Center: Can ndi dung vao gitta du¢i day cua o.

+++++++‘+‘+‘

= Align Bottom Right: Can ndi dung dudi day bén phai cua 6.

Text
+ oirection Text Direction: Poi chiéu chir trong 0, gid st ndi dung qué dai céc 6

khong chira hét ban c6 thé quay dung chit dé tiét kiém dién tich. Cach nay thudng
sir dung cho tiéu dé cot.

L]

+ |margins Cell Margins: Can 1& cho ndi dung trong 6, dé thuc hién ban c6 thé lam
theo cac budce sau:

Bude 1: Chon 6 hodc nhém 6 can dit 18 cho noi dung.

Buéc 2: Nhap chon biéu tugng Cell Margins, hop thoai Table Option xuét hién
nhu hinh dudi day:

Table Options SR ==

Default cell margins

Top: o- =] Ler: 0.08" =
Bottom: |O- | Right: |0.08- =
Default cell spacing
Allow spacing between cells
Options
[7] Automatically resize to fit contents

(—T— =

g

+ Default cell margins: Piat 1& cho 6 bing cach nhap gia tri cho cac muc Top,
Bottom, Left, Right.




+ Default cell spaceing: Tich chon muc nay dé thiét 1ap khoang cach giita cac 0.
+ Options: Tich chon muc nay dé tu dong diéu chinh ¢& 6 theo ndi dung.
Trinh bay bang biéu

Pé trinh bay bang biéu dep, hop v6i ndi dung va chuyén nghiép ban c6 thé
st dung nhiing cong cu sau day:

Trong phan nay chung ta s& quan tim t&i cac cong cu trong Tab Design trén
thanh Ribbon.
- Nhém Table Styles: Dung dé thiét 1ap Style cho bang biéu.

DESIGN LAYOUT

Table Styles

Ban c¢6 thé chon mot kiéu Style trong danh sach cho bang biéu cta minh.
Nhép chon mii tén dudi cing dé mo rong danh sach.

muc Plain Tables.

+ Chinh sira mot Style san c6: T danh sach Style nhdp chon Modify Table
Style...

Modify Table Style...

i & "

 Modity Table styte |
New Table Style... | N

Hop thoai Modify Style xuat hién nhu hinh dudi day
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Trong hdp thoai ndy ban c6 thé thay d6i mau sac Font chir cho cac hang va
cac cot. Sau khi chinh stra xong nhap Ok dé luu lai.
+ Thém mdi mot Style: Pé thém mot Style nhdp chon New Table Styles... Hop
thoai Create New Style from Formating xuét hién nhu hinh dudi day:

Create New Style from Formatting - - [ =
Properties
Name: Style1
Style type: Table =1
Style based on: 5 Table Normal =l
Formatting
ApPiy formatting to: Whote tabie =l
l| [caibri®oan [=][11[=]| & r wu Automatic  [=] i
I El[ »et—[=] Automatic  [=] 5 ~ no cotor =1/ =18 i
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|| Jan Feb Mar Total
|| East 7 7 s 19
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Ban c6 thé thay d6i mau sic, font chit cho Style méi, sau khi thiét ké xong
nhép Ok. Khi d6 trén danh sich s& xuit hién mot Style méi nam trong muc
Custom.

Edd

Ban c6 thé sir dung Style nay nhur cac Style khac co trong hé thong.

Luu y: Trudong hop mudn xdéa nhanh céac dinh dang ban nhép chon biéu tuong
Clear.

- Thay d6i mau nén cho bang biéu: Ngoai cach chon nhitng Style xay dung san véi
nhiing quy luat nhat dinh ban ciing c6 thé ty minh thiét 1ap nhiing thudc tinh nhu
mau nén, duong vién cho bang ma khong can tuan theo bét ctr quy luat nao. Cach
thay ddi mau nén cho mét hodc mot nhom 6 nhu sau:

Buéc 1: Nhap chon nhom 6 can thay d6i mau nén



Buéc 2: Nhap chon Shading trong nhom Table Style cia Tab Design.
Hodc ban co thé nhép chon Iénh Border cling trong nhém 1énh nay chon muc
Border and Shading. ..

Borders and Shading...

Cira s6 Border and Shading xut hién nhu hinh duéi day:

C | —]

Borders and Shading

[ Boracss | page Border | [ading] |
vvvvvv -

I Appiy to:
H Table =

Trong muc Fill ban chon mau nén cho 6 hodc nhém 6 hién thoi.

+ Thiét 1ap Border cho bang: Ban c6 thé thay d6i mau sac, nét vé cho cac duong
Border cua bang, cach thuc hi¢n nhu sau:

Buoc 1: Nhép chon 6 hodc nhém 6 can hiéu chinh Border

Buéc 2: Nhap chon biéu tuong Border trong nhém 1énh Table Styles. Mot danh
sach lya chon xuét hién nhu hinh duéi day:

Ban c6 thé chon mot kiéu Border thich hop trong danh sach, néu muén co
thém cac lya chon va tiy chinh hay nhap chon muc Borders and Shading. ..
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Setting: Chon kiéu Border
Style: Kiéu duong ké
Color: Mau cho duong ké

Width: D6 rong cua duong ké

Luu y: Trong muc Preview ban c6 thé nhap chudt dé ap dung hay hity bo Border
giong nhu trén hinh anh minh hoa.

+ V& Border: Pé hiéu chinh Border Microsoft Word 2013 con cung cap nhiing
cong cu rat méi va tién ich. Cac ban hiy quan sat cac cong cu trong nhém Draw
Borders.

TABLE TOOLS

DESIGN LAYOUT

o
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1z pt - —
Border \— Borders Border
Styles ~ wimm Pen Color ~ - Painter

Dé str dung céc cong cu nay ban hay thuc hién theo cac budc sau:
Buée 1: Thiét 1ap thudc tinh cho dudng border can vé

" | Line Style:Kiéu ctia Border

% pt " Line Weight: D¢ 16n cua Border

sZ Pen Color™ pen Color: Mau dudng

Buéc 2: V& Border da thiét 1ap 1én Table, nhap chon biéu tugng Draw Table, khi
d6 con tro chudt s& dbi thanh hinh chiéc but, ban hiy di giit chudt dé vé dé 1én cac
duong Border hi¢n c6 trén bang, hoac vé nhirng duong Border mai.

Luu y: Trong truong hop c6 sai sot ban ¢6 thé sir dung cong cu Eraser (tdy) dé xoa
nhimng duong Line khong can thiét, cach 1am twong ty nhu khi v& dudng Line.
2.5.3. Cdc thao tac lam viéc voi bang

Luwa chon (bo6i den) hang, cot, 6 (Cell)

- Lua chon mot 6: Dé lua chon mot 6 ban c6 thé thuc hién theo mot trong cac cach
sau day:

Cdch 1: Nhap chudt chon t6i 6 can lya chon trén Table.

Cdch 2: Str dung cong cu trén thanh Ribbon bang cach nhap chon Tab Layout tim
t&i nhom Table chon biéu tuong Select sau do chon Select Cell.
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Select View Propertie
- Gridlines

Select Cell

Select Column

Select Row

Select Table
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- Lua chon mdt nhom céc 6: Pé lua chon mot nhém 6 trong bang biéu ban nhép
chudt tai vi tri dau tién giir roi di chuyén dén dich.

- Lya chon moét hang: Pé lya chon mot hang trong Table ban co thé 1am theo mot
trong cac cach sau day:

Cdch 1: Di chuyén con tro chudt t6i vi tri dau tién ctia hang can lua chon, khi con
tré chudt doi thanh hinh miii tén mau trang ban nhip chudt trai.

Cdch 2: Str dung cong cu trén thanh Ribbon bang cach nhip chon Tab Layout tim
t4i nhom Table chon biéu tuong Select sau d6 chon Select Row.

- Lua chon cot: Dé lua chon cot trén Table ban c¢6 thé thuc hién theo mét trong cac
cach sau day:

Cdch 1: Di chuyén chudt t6i dinh ctia ¢t can lwa chon, khi con tro chudt doi thanh
miii tén trod xuéng mau den, ban nhép chudt trai.

Cdch 2: Str dung cong cu trén thanh Ribbon bang cach nhap chon Tab Layout tim
t&i nhom Table chon biéu tuong Select sau d6 chon Select Column.

- Chon toan b Table: Ban c¢6 thé lwa chon toan bd bang bang mot trong cac cach
sau day:

Cdch 1: Nhép trai chudt vao biéu twong phia phai trén ctia Table.

G

Cdach 2: Chon Tab Layout trén thanh cong cu Ribbon tim t6i nhém Table chon
biéu tugng Select sau d6 nhap chon Select Table.

Thao tac véi cot

- Thém cot

Pé thém cot vao bang ban lam theo cc budc sau:

Buoc 1: Nhfip chudt téi vi tri can thém cot trén bang.

Buoc 2: Thuc hién theo mdt trong hai cach sau day:

+ Tu thanh Ribbon chon Tab Layout, tim t6i nhom 1énh Rows & Columns.

Chon Insert Left dé thém cot bén trai vi tri con troé hién thoi, chon Insert Right
dé thém cot bén phai vi tri con tré hién thoi.

+ Nhép phai chuot di chuyén t6i muc Insert chon Insert Left dé thém cot bén trai
vi tri con trd hién thoi, nhép Insert Right dé thém cot bén phai vi tri con tré hi¢n
thoi.
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- Xoba cot

Pé xoa cot khoi bang ban 1am theo cac bude sau:

Buéc 1: Nhap chudt chon téi cot can x6a trong bang

Buoc 2: Thyuc hién theo mdt trong cac cach sau day:

+ Nhép chon Tab Layout, tim t5i nhom lénh Rows & Columns, tiép theo nhap
chon nut Delete, chon Delete cloumns.

+ Nhép phai chudt chon Delete Cells. ..

Hop thoai Delete Cells xudt hién tich chon muc Delete entire column rdi nhép

Ok ,Delete Cells l 2 &_J‘

Shift cells left
Shift cells up

OK ] [ Cancel

Thao tac véi hang

- Thém hang

Pé thém hang vao bang ban lam theo céc budc sau:

Buéc 1: Nhap chudt t6i vi tri can thém hang trén bang.

Buoc 2: Thuc hién theo mdt trong hai cach sau day:

+ Tu thanh Ribbon chon Tab Layout, tim t6i nhom 1¢énh Rows & Columns.

Chon Insert Above dé thém phia trén vi tri con tro hi€n thoi, chon Insert Below
dé thém hang phia dudi vi tri con tro hién thoi.

+ Nhap phai chudt di chuyén téi muc Insert chon Insert Above dé thém hang phia
trén vi tri con tré hién thoi, nhap Insert Below dé thém hang phia duéi vi tri con
trd hién thoi.

- Xo6a hang

Pé xo6a hang khoi bang ban 1am theo céc budc sau:

Buéc 1: Nhap chudt chon tdi hang can xéa trong bang

Buoc 2: Thyuc hién theo mdt trong cac cach sau day:

+ Nhip chon Tab Layout, tim tdi nhom 1énh Rows & Columns, tiép theo nhap
chon nut Delete, chon Delete Rows.

+ Nhép phai chudt chon Delete Cells. ..

Hop thoai Delete Cells xuét hién tich chon muc Delete entire row rdi nhép Ok.
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Delete Cells &I_J&

Shift cells left
Shift cells up
o

Delete entire column

oK ] [ Cancel

Thao tac véi 0 (Cell)

- Thém 6: Bé thém mét 6 mébi vao bang ban chon tdi vi tri can thém rdi chon nhu
hinh

Hop thoai Insert Cells xuét hién chon Shift cells right dé thém mot 6 bén trai vi
tri con trd hién tai, chon Shift cells down dé thém 6 phia dudi vi tri con trd hién
thoi.

7~ B
Insert Cells l @ &]

Insert entire row

_) Insert entire column

[ OK ][ Cancel J

\

- Xo6a 6: Pé x6a mot 6 ban chon téi 6 can x6a 1i thuc hién theo mot trong céac
cach sau day:

+ Nhép phai chudt chon Delete Cells. ..

Hop thoai Delete Cells xuat hién nhu hinh duéi day:

[ Delete Cells @l&r

Shift cells up
Delete entire row
Delete entire column

[ OK ][ Cancel }

Chon Shift cells left dé x6a Cell bén trai vi tri con trod hién thoi, chon Shift cells
up dé x6a Cell phia trén vi tri con tro hién thoi, cudi cting nhap Ok dé thyc hién.

+ Tir thanh cong cu Ribbon nhdp chon Tab Layout tim téi nhom Rows &
Columns, nhap chon biéu tugng Delete\Delete Cells. ..

Hop thoai Delete Cells xuat hién ban lam twong ty nhu cach trén da trinh bay.

- Gop 0: Trong thyc té rat nhidu truong hop ban phai gop cac 6 lai khi trinh bay

van ban, cach thuc hién nhu sau:

+ Chon nhom 6 can gop

+ Nhép phai chudt chon Merge Cells.

Hodc nhap chon Tab Layout trén thanh Ribbon tim téi nhém Merger chon nut
Merger Cells.



- Tach 6: Ngoai viéc nhap céc 6 lai véi nhau ban ciling cé thé tach chung ra thanh
nhiéu 6 khac nhau. Cach thyc hién nhu sau:
+ Chon nhom 6 can tach
+ Chon Tab Layout trén thanh cong cu Ribbon, tim t6i nhom lénh Merge nhap
chon Split Cells.

Hoic nhap phai chudt chon Split Cell

Béng mot trong hai cach trén hdp thoai Split Cells xuét hién nhu hinh dudi
day:

[ spiit Cells (B e

Number of columns: |2 5

Number of rows: 1 v

Merge cells before split

l OK ][ Cancel ]

\

Ban c6 thé tich nhém 6 hién tai thanh nhiéu hang nhiéu cot bang cach dién
gia tri cho hai muc Number of columns (sé ¢t cin tach) va Number of rows (s6
hang can tach). Trong truong hop ban chon mét nhém cot chuong trinh s& cho
phép nhap chung lai truéc khi tach nho bang cach tich chon muc Merge cells
before split. Cudi cuing nhap Ok dé hoan tat.

Luu y: Ngoai tach cac 6 trén Table ban con c6 thé tich mot bang thanh mot bang
khac cach thyc hién nhu sau:

- Chon t6i vi tri cAn ngat thanh bang m&i

- Trong Tab Layout trén thanh Ribbon tim téi nhém Merge nhap chon Split
Table.

Piéu chinh dj rong, chiéu cao ciia &

Can chinh d6 rong, chiéu cao cta 6: Pé can chinh d6 rong, chiéu cao cho

cac Cell trong bang ban c6 thé thyc hién theo cac bude sau day:

Bude 1: Chon 6 hodc nhém 6 can can chinh do rong, chiéu cao.

Buéc 2: Nhip chudt tab Layout trén thanh cong cu Ribbon chon t&i nhém Cell
size.

TABLE TOOLS
DESIGN LAYOUT
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: EE Distribute Rows SHSHS A‘_):; @
- SRSES on el

: 1 Distribute Columns €

=== Direction Margins

Cell Size [ Alignment

% [|Height: 019"

Toy Width: [1.3"

Pé thay doi do rong hay chiéu cao cho 6 ban nhap thang gia tri vao hai 6
nhap Table Column With va Table Row height.

il joas s &8 c o e 1 -A
+ Table Row Height: Thay d6i chiéu cao



T = Table Column With: Thay ddi d6 rong

Ngoai cach nhap truc tiép gia trj ban c6 nhdp chon cic mili tén dé ting
giam gid tri trong 6 nhap.

Véi cach trén ban co thé cd dinh do rong cua cot theo mot gia tri nhat dinh,
tuy nhién trong mot s6 truong hop ban lai muén chung thay ddi linh hoat theo ndi
dung minh nhap hodc thay doi theo dinh chiéu rong cua trang van ban. Dé thuc
hién duogc diéu nay ban nhép chon biéu tugng AutoFit mot danh sach do xuéng
xuat hién nhu hinh dudi day:

i AutoFit ~

F# AutoFit Contents

fnﬁ AutoFit Window

Lisad

i Fixed Column Width
+ AutoFit Content: Thay doi do rong cua Cell theo ndi dung
+ Auto Fit Window: Thay doi do rong cua Cell theo do rong ctia van ban.
+ Fixed Column With: C6 dinh theo gia tri d6 rong hién tai.
- Can chinh vi tri ndi dung trong Cell: Noi dung trong cac Cell 1a khong giéng
nhau, v6i ndi dung 1a Text ching ta can trai, nhung véi dir liéu kiéu so ching ta
can phai,...
2.5.4. Sap xép dir ligu trong bing

Ta c6 thé sap xép thong tin trong bang theo thir tu ting dan, hoidc giam dan.
Loai dif lidu s& quyét dinh kiéu sip xép trong bang va so lugng cot thong tin.

Ta c6 thé mo 1énh Sort nhanh chong bang cach chon 6 (hodc bang), roi
dung mdt trong cac cach sau:

+ O dai Table Tools, trén thé Layout, trong nhom Data, nhép vao Sort; hoac

. (A
+ Trén thé Home, trong nhom Paragraph, nhap vao Sort (l 24| ).

nnnnnn
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Header fow (® No header row

- Sort by: Chon c6t dugc uu tién sép Xép s6 mot cling nhu loai ndi dung s€ duoc
sap xép.

- Then by: Chon c6t uu tién sip xép s hai va ba.

- My list has: Chi 0 li€u ¢t c6 dé muc cua cot hay khong nhu vay, tiéu dé cua cot
s& khong bi sap xép.



2.5.5. Tinh toan dit liéu trong bang
Néu trong bang can phai tinh toan vi du nhu bang luong, v6i s6 lugng hang
tram, hang nghin nguoi, vay ta khong thé tinh toan lan luot timg nguoi duoc, vay
Word cung cép cho chiing ta chirc ning nhap cong thirc va tinh toan twong ty nhu
trong Excel.
Vi du:
A B C D
1 |Gidtricot! |Gidtricot? |Tong2cdt | Trung binh2 cot

2|3 2 5 25
3 |4 )

Vi vi du trén, ta coi cac dong dugc danh sb tir 1,2,3...va cac cot 1a A, B,
C...Vay 0 cot C2 ta sé& thuc hi¢n nhap cong thic bﬁng cach:
+ Cach 1: Trén thé Layout, trong nhém Data, chon Formula.
+ Cach 2: Trong muc Formula, ta gd cong thirc nhu sau: =SUM(A2:B2) sau nhan
OK, Itc nay tai 6 C2 sé& ra két qua twong tmg vai cong thirc.
2.6. In 4n
2.6.1. Dinh dang vdn bdn truwdc khi in
Thiét 1ap trang in

Trudc khi in 4n ban nén kiém tra lai cac thong s6 vé kho gidy, can 1 cua
van ban. Giup cho viéc chon dung kho gidy dang co cia mdy in tranh in sai ling
phi. Dé kiém tra cic thong tin ndy ban nén bat hop thoai Page Setup bang cach
nhap chon biéu twong mili tén phia duéi nhom lénh Page Setup trén Tab Page

Layout.
@ @ ID "— Breaks ~ 1

: . . ) ¢ Line Numbers ~
Margins Orientation Size Ceclumns
- - - - b< Hyphenation ~

Page Setup

Hop thoai Page Setup xuat hién nhu hinh duéi day:

Trong hop thoai nay & hai tab Margins va Pager s& cho phép ban thiét lap
cac thong sb6 nhu 18 van ban, khd gidy, chiéu cua kho gidy (Ngang, doc). Ban nén



cht ¥ v6i nhiing truong hop in van ban phap quy nhu hop dong, don tir, quyét
dinh,... chung ta dit 18 trai va phai gan bang nhau. Vi cac truong hop van ban 1a
tai lidu, sach,... can dong gay thi chung ta dé 1¢ trai nhiéu hon 1& phai véi mot ty 1¢
vira du dé sau khi dong gdy, noi dung s& nam gitta trang van ban.

Luu y: V&i truong hgp in hai mét chung ta xur Iy nhu sau: Chon Mirror margins
trong muc Multiple pages cua Tab Margins.

2.6.2. Thuec hi¢n in dn

Dé in vin ban ban c6 thé thuc hién theo cac cach sau day:

Cdch 1: Nhan biéu tugng Print trén thanh Quick Access Toolbar

BEEHOFED © @

Vi cach nay van ban s& dugc in tit ca cac trang ra may in mic dinh trén
may tinh. V&i vin ban chta nhiéu nodi dung ban khong nén st dung cach nay vi dé
din dén tinh trang may in bi hoc gidy gitta trimg vi in qua nhiéu trang cing mot
lac.

Cdch 2: Nhap t6 hop phim Ctrl + P hodc nhép chon nut File Button. Ctra s6 File
Button xuat hién ban chon muc Print.

Hay thiét 1ap cac tham sb theo huéng dan dudi day:
- Number of copy: Sb ban sao chép tir ban in, vi du ban mudn in hop dong thanh 2
ban dé giri khach hang va luu lai ban dién gia tri 1a 2.

- Print: Chon may in dé in van béan, trong mdy tinh cé rat nhiéu may in khac nhau
vi vay ban can phai chi dinh may in s& in van ban, néu khong Microsoft Word
2013 s& 1dy may in mic dinh ctia may tinh.

- Print What: Cho phép tily chon céc trang in, ban c6 thé nhap truc tiép trang can
in vao hop nhép phia Pages.




Néu in nhiéu trang lién nhau ban nhap trang dau tién roi danh dau — va
trang cudi cung. Gia st can in tir trang 5 dén trang 10 ban nhap vao gia tri: 5-10.
Néu in nhiéu trang khong lién tuc ban phai liét ké tat ca cac trang mdi trang cach
nhau dau phéy dudi. Vi du in céc trang 6,7,10,23,24 ban nhdp vao gia tri nhu sau:
6,7,10,23,24.
Ngoai ra ban c6 thé nhap vao myc All dé c6 thém tiy chon.
+ All: In toan bd van ban, cling trong ung ban khong thiét 1ap gi cho muc nay.
Mic dinh mdy in s& in tit ca cac trang ctia vin ban.
+ Selection: Chi in vung dugc chon
+ Current Page: Chi in trang hién tai (Trang con tré chudt dang ding)
+ Print Odd Pages Only: Tich chon muc nay dé chi in trang 1é
+ Print Even Pages only: Tich chon muc nay dé chi in trang chin
- Other Settings: Cac tlly chon khac khi in an
+ Collated: Néu in copy thanh nhiéu ban, ban c6 thé chon in lan lugt timg bo mot
hay in tat ca cic ban cta ting trang.
+ Portrait Orientation: In theo kho gidy ngang hay doc.
+ Chon khé giéy cho van ban: A3, A4, Letter, ...
+ Last custom margin settings: Chon 1& cho trang in
+ Page Per Sheet: In nhiéu trang trong mot to gidy

1 Page Per Sheet
‘g’ 2 Pages Per Sheet
E]‘ 4 Pages Per Sheet
E:% 6 Pages Per Sheet

8 Pages Per Sheet

16 Pages Per Sheet

15 Scale to Paper Size >
’ 1 Page Per Sheet -

Cudi cung ban nhép chon nat Print dé thuc hién in van ban







