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- Nhan biét dugc cac phién ban
Microsoft Word.

Hwéng dan hoc

- Nim dugc pham vi tng dung cua

i phan mém soan thao van ban.
Bai hoc nay s€ hudong dan ban nhiing

thao tac thuyc hanh co ban trong )
Microsoft Word 2013. Word 2013 dé soan thao va trinh

- St dung thanh thao Microsoft

bay mdgt van ban thong thuong.
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Noi dung bai hoc nay gém céc phan chinh sau day:

- 1. Tong quan vé Microsoft Word
- 2. Cac thao tac soan thao co ban

- 3. Pbinh dang co ban

~ 4. Chén cac d6i twong vao vin ban
- 5. Bang biéu

- 6. Dbinh dang trang in

— 7. Bai tap thyc hanh

Tinh huéng dan nhap

Ban Nguyén Minh Phuong 12 sinh vién nam cudi cua mot truong dai hoc.

Hién tai, Phuong dang chuan bj viét khéa luan tét nghiép, mic du di duoc hoc
qua vé soan thao vin ban trén MS Word tuy nhién nhiéu ki ning ban van con
rat lung tang khong biét phai 1am nhu thé nao dé co thé trinh bay mot cach tdt
nhat ban khéa luan cia minh. Vi du mét s6 ki niang nhu: Panh muc lyc tu

ddng, chén hinh anh va vé& so d6, 1am viéc véi bang biéu va tao biéu do,...

Noi dung va kién thirc trong bai hoc nay sé& trang bi cho ban Phuong nhitng
kién thuc co ban vé soan thao van ban trong MS Word 2013.
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2.1. TONG QUAN VE MICROSOFT WORD
2.1.1. Gi&i thiéu vé Microsoft Word va cac phién ban

Microsoft Word 1a mét phan mém soan thao vian ban nim trong bd phan mém
Microsoft Office cia hang Microsoft.

Dic diém noi bat cia mot sb phién ban Microsoft Word:

e Word 2000: Cai thién tinh ning bao mat so vdi cac phién ban trude do. Phan mo
rong la: “.doc”

Document1 - A osoft Word

* Add bullets o numbering 1 your
documents

#  Dema: Delate the first-page
2! header and footer
| Insert headers and footers

Microsoft Word 2003 (2003)

Common screen resolution: 1024x768
Mumber of toolbars: 31

User Interface Additions:
Task Panes (11 new + 8 existing = 19 total)
Person Mame Smart Tag Menu
ALT+click words to perform lookup actions

1" n 1 Col 1

Hinh 2.1. Microsoft Word 2003

e Word 2003: La phién ban duogc sir dung nhiéu nhat. Phan mé rong cua file van 1a:
“.doc”

e Word 2007: Giéi thiéu giao dién Ribbon. Phan ma rong cua file 1a: “.doc”

e Word 2010: Giéi thi¢u tng dung Web van phong, lam viéc hiéu qua trén PC,
Smart phone hay trén trinh duyét Web.

e Word 2013: Hd trg cam ttng va moi truong dién toan ddm may.

Hoc liéu E-learning TNU — THDC v1.6
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B H S O-= TLThamkhao [Compatibility Mode] - Word 7 B - 0O %
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW Sign in

Calibri (Body) -lg - ELiELN EE #

B I U-~axx x° A =@l==1=- AaBbCcDc AaBbccDe AaPhbCe . -
Paste ~ WA M- A A Deie 8 q THormal | TMNoSpac.. Headingl |+ Edltlng
Clipboard = Font [F] Paragraph [F] Styles [P ~
L E 1 2 3 4 5 6 A 7

MICROSOFT WORD 2013

PAGE1OF1 3WORDS [2 ENGLISH (UNITED STATES)

Hinh 2.2. Microsoft Word 2013

2.1.2. Lam quen vé&i Microsoft Word 2013

2.1.2.1. Khéi dong va thoat khéi Microsoft Word 2013

Dé khoi dong wng dung Microsoft Word 2013 trén nén hé diéu hanh Windows 7 ta

thuc hién mot trong cac cach sau:

e Vao Start/All Program/ Microsoft Office 2013/chon Word 2013 hoac:
e Nhip dup chudt vao biéu twong Word 2013 trén man hinh Desktop dé khai dong

ung dung.

e Dé thoat khoi tng dung, thuc hién mot trong cac thao tac sau:

Nhap chudt vao nat Office, sau d6 Thoat (Exit);

Nhap chudt vao nat ® Close dé thoat khoi chuong trinh (ntit bAm nay nam
trén cuing bén phai cua thanh tiéu dé chuong trinh);

Nhan t6 hop phim Alt va F4.
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2.1.2.2. Giao dién Microsoft Word 2013

2
~ Thanh cén
ﬂi B ‘7' O @ h hg Documentd - Microsoft Word Preview ?2 8 - 0O %
FILE 0 oMe  mser  oescece nnan REFERENCES ~ MAILNGS  REVIEW  VIEW signin O @
rh © da Slase [ Mli=ci=s.%. == 8l Rp— # Find ~
) A " ¥ =-i=cvar &8 2T | assbeene] AsBbccde AaBbCe AaBbCel
~ | Qac Replace
2| A . e E=E=x =. OH. - 1 1 2 3|
IA) “ A = = 2 v [ Normal No Spac Headingl Heading s I Select~
Paragraph ’. Styles u Editing »
4 5 B 2 7 -

Ribbon

Q 3
Thanh
thudcdo

- Vung soan thao

Thanh
trang thai )

Hinh 2.3. Giao dién Microsoft Word 2013

PAGE1OF1 OWORDS [I2 ENGLSH (UNITED STATES)

2.1.2.3. Tao tép tin méi

e Cachl:
o Vao File => Chon New man hinh xuét hién mot sé mau trinh bay.
o Lua chon mét mau cé sin hoic chon Blank Document dé mé file tring hoan

toan.

) -' o e
New
<)
6 [z
Take a
tour

Hinh 2.4. Mo tép tin bang cdch 1
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Cach 2:

o Ban c6 thé hién thi biéu twong New [ (md mat file méi) trén thanh cong cu
nhanh bang cach nhap chudt vao mili tén troé xudng => chon New.

o Sau d6 nhap chuét biéu tuong New D) dé mo file méi.

m -0 EJ Documer
FILE HOME INSYRT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
- glibri(Body) |11 ~|A A" [Aa~ (R |i=vi= Sy |&EE S| T
Paste BVI U -~ akk x, X° Ww.A-|E = v

¥ Format Painter

Clipboard P Font e Paragraph

5 ) BURGIRUS BROEUSE THINEE R

Hinh 2.5. M¢ tép tin bang cdch 2

Cach 3: An t6 hop phim Ctrl+ N

Cach 1:
o Ban vao File\Save xuat hién ctra s6 cho phép ban lwa chon vi tri can luu
v" Computer: cho phép luu vao may tinh
v' OneDrive: cho phép luu tai liéu 1én ddm may dé c6 thé tiép tuc st dung tai
liéu bat cir dau va bat cur khi ndo ban mudn.
o Néu chon Computer:
v' Ban chon Browse, chon 6 dia luu tai liéu & phia bén trai
v' Chon thu muc muén luu tai liéu tai cira s6 bén phai=> Nhap vao tén file
can luu trén 6 File Name, chon kiéu file ma ban muén luu trén 6 Save as
type sau do chon Save.
o Né&u chon OneDrive:
v" Ban chon Sign in (hodc nhay dap vao OneDrive)
v" Nhiap vao dia chi email ma ban di dang ki dé 1am viéc véi Office.
v" Ban chon Next, Microsoft s& tién hanh tim kiém tai khoan sau do xuét
hién 6 cho phép nhap Password => ban nhap Password roi chon Sign in.
Cach 2:
o Ban chon miii tén tha xudng trén thanh truy cip nhanh dé hién thi muc Save
néu muc nay chua dugc hién thi.
o  Tiép theo nhap chudt vao nut Save & rdi tién hanh luu nhu cach 1.
Cach 3:
o Ban co thé an t6 hop phim tat: Ctrl+S dé tién hanh luu tai liéu.
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o Trong truong hop tép tin da dugc luu vai mot t€n nao do thi khi ban tién hanh
lwu, may tinh s& khong hoi vi tri va tén file can dat nira, may sé& thuc hién luu
lai nhitng cap nhat maéi cho tép tin.

o Néu tép tin da dugc luu ban mudn luu lai véi mot tén file khac hodc dat tai vi
tri khac thi ban vao File/chon Save As rdi tién hanh nhu cac cach trén.

Dé dong tép tin, ta co thé thuc hién mot trong cac cach sau:

o Vao File, chon Close;

o Hoic nhap vao nut X (Close) dé thoat khoi chuong trinh;

o Hoic nhan t6 hop phim Ctrl+W hoac Ctrl+F4.

Néu noi dung tai liéu dang mé co su thay doi, may tinh s& hoi dé xac nhan viée luu

tai li¢u hay khong.

Vao File\Open hoic chon biéu twong Open trén thanh cong cu nhanh.
Chon vi tri chira file can mé:

o Computer: file can md nam trén may tinh

o OneDrive: file can md nam trén dam may. Ban phai dang nhap vao tai khoan
da dang ki vai Microsoft.

o Recent Documents: chira cac file duoc mo gan day.

Vi du v&i Computer, ban chon Browse dé chon 6 dia va thu myc chia file can mo,

chon file can mé va nhap Open.

Chi dung phim Enter dé xuéng dong khi két thuc mot doan.

Giira cac tir chi ding mot dau trang dé phan cach. Khong str dung dau trang dau
dong cho viée cin chinh 18.

Cac dau ngat cau nhu cham (), phay (,), hai chim (:), chdm phay (;), chim than
(1), hoi cham (?) phai dugc gd sat vao tir dung trudce no, tiép theo 1a mot dau tring
néu sau d6 van con nodi dung.

Cac ddu mé ngoic va mo nhay déu phai duoc hiéu 1a ky tu dau tir, do d6 ky tu tiép
theo phai viét sat vao bén phai cua cac ddu nay. Tuong tu, cac dau dong ngodc va
dong nhay phai hiéu 13 ky tu cudi tir va duoc viét sat vao bén phai cua ky tu cudi

cung cua tur bén trai.
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e Vi tri con trd nhap vin ban: ddnh dau bang mot thanh thang ding nhip nhdy, tai
d6 c6 thé chén ky tu hoac dan mét ndi dung vao van ban. Khi go ky tu, con tré van
ban di chuyén vé bén phai.

e Ché d6 nhap van ban:

o Ché do chén: 1a ché do6 mic dinh, cac ki ty duoc chén ngay tai Vi tri con tro
nhap, cac ki tu ndam sau vj tri con tré dugc dich sang phai.

o Ché 6 ghi dé: ki ty nhap dugc ghi de 16n ki tu ndm ngay sau diém cheén.

o Chuyén ché do: V&i Word 2013 dé chuyén dbi giira hai ché d6 chén va ghi dé
ta [am nhu sau:

v' Vao File\Options\Advanced bo tich tai 6 Use overtype mode dé chuyén
ché d6 chén va nguoc lai. Tich vao 6 Use the Insert key to control
overtype mode dé c6 thé st dung phim Insert dé thay doi giita 2 ché do
chen va ghi de.

v" Hoac ban nhip chudt vao thanh trang thai caa Office 2013 roi tich vao
muc Overtype.

e Xoa van ban:

o Nhan Delete dé x6a 1 ddi tugng nam bén phai con tro
o Nhan Backspace dé x6a 1 ddi tuong nam bén trai.

e Khi két thiic nhap liéu & mot dong, doan dé xudng dong: an Enter

e Dé chén thém trang mdi: an Ctrl+Enter

e S dung thanh cudn doc va thanh cudn ngang dé di chuyén cira s6 1én hodc xuéng,
sang trai hoac sang phai.

e Di chuyén vi tri con tro nhap van ban:

Phim bAm Hudéng di chuyén Phim bim
Huwéng di chuyén
Sang phai 1 ki tu N Xubng 1 dong d
Sang trai 1 ki tu «— Lén 1 dong T
Sang phai 1 tu Ctr+ — Xubng 1 doan Ctrl+4
Sang trai 1 tir Ctr+« Lén 1 doan Ctrl+ T
Pua con tro vé dau dong Home Xubng 1 trang Page Down
Pua con tré vé cudi dong End Lén 1 trang Page Up

DPua con tré vé diu vian ban Ctrl+Home Dua con tré ti cudi vin ban  Ctr+End
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Chon nhiéu van ban rdi rac nhau: chon vin ban dau

An va giit phim Ctr] d6ng thoi bdi den cac doan vin ban tiép theo.

Chon toan bo vin ban: Tai thé Home, nhom Editing, nhap Select, sau d6 nhap
Select All; hoic nhan Ctrl+A

% Fi -
A2AAaB| azsbcers - Find

25c Replace

Title Subtitle = [+ Select -

[z Select All
[:fj Select Objects
Select All Text With Similar Formatting (Mo Data)

E[;.; Selection Pane...

Hinh 2.6. Thao tdc véi khéi vin ban

Dung chudt: nhap chudt tai diém dau cua van ban, an va giir trai chudt rdi kéo

chudt ti diém cudi cta van ban can chon.

Dung ban phim:

o Sir dung cac phim di chuyén con tro(—, <, ¥, T, Home, End, Page Up, Page
Down) dé dwa con tro Vé vj tri dau cia doan vin ban

o An va giir phim Shift, ddng thoi bam cac phim di chuyén con tro dé t6i phia
cudi cta doan vin ban can chon rdi tha phim Shift ra.

Mot s luu y:

o Dé chon 1 tir: nhip dap chudt vao tir do

o Dé chon mét cau, bAm va giit phim Ctrl sau d6 nhap vao bét ct vi tri ndo cua
cau do.

o Dé chon mot doan, nhap 3 lan vao bat ¢ vi tri ndo trong doan do.

Thao tac ct:

Chon dbi tuong can cat sau d6 chon mot trong cac cach sau:

o Tai th¢ Home, nhém Clipboard, nhap biéu twong Cut

o Bamt6 hop phim Ctrl+X.

o Nhap chudt phai 1én d6i twong, sau d6 nhap Cut trén bang chon tat
Thao tac sao chép:

Chon d6i tuong can sao chép sau d6 chon mot trong cac cach sau:

o Tai thé¢ Home, nhém Clipboard, nhap biéu twong Copy, hoac:
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o Bam t6 hgp phim Ctrl+C, hoac:
o Nhéap chudt phai 1én dbi tuong, sau d6 nhap Copy trén bang chon tat.

e Luu v: Sau khi cat hoic sao chép ddi twong vira cat hoic sao chép s& duoc luu trit
tam thoi trong bo nhé Clipboard, ban c6 thé dan d6i twong tir Clipboard vao vi tr
méi bang thao tac dan bén dudi.

e Sir dung Iénh Undo:
Khi thuc hién mot thao tic va mubn huy bo thao tac d6 (copy, cét, dan, chén,
x06a, dinh dang ....) ban c6 thé st dung 1énh Undo bang mét trong cac cach sau:

o Tai thanh cong cu Quick Access, nhap (Undo) dé huy thao tac hoic lénh vira
thuce hién. Lap lai 1énh Undo dé hay cac thao tac trude dé nita; hoac bam to
hop phim Ctrl+Z dé huy thao tac vira thuc hién; bam lai dé hity cac thao tac
trude do nira; hoac

o Nhip vao mili tén chi xudng tai nat Undo dé hién thi 100 thao tac thuc hién
gan nhat. Chon mot hoic nhiéu muc trong danh sach dé hay Iénh. Khi sir dung
lénh Undo, ban chi ¢ thé hay céc thao tac lién tiép nhau.

e Sir dung Iénh Redo: cho phép huy bo thao taic Undo vira dugc thyc hién, chon

MGt trong cac thao tac sau:

o Click vao nut -
o Hoic nhan té hop phim Ctrl + Y
o Hoic 4n phim F4
e Sir dung Iénh Repeat: cho phép lap lai thao tac vira méi thuc hién. Lénh Redo

- va Iénh Repeat m
thuc hién Repeat chon mot trong cac thao tac:
o Chon nut 1énh Repeat {'ﬁ

o Hoic nhan t6 hop phim Ctrl +Y
o Hoic 4n phim F4

cung chia s¢é mot vi tri trén thanh truy cap nhanh. DBé

Chon phan van ban can dinh dang font chit

e Cach 1. Sur dung cong cu tai vung Font trén thé Home:
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(@)

(@)

O

O

O

O

Chon thé Home trén thanh Ribbon, tai ving Font chon cac biéu twong dé thiét
lap dinh dang tuong ung:

Chon miii tén tha xudng trén 6 Font rdi chon Font chir trén can dinh dang.
Chon hoic nhap vao ¢& chit trén 6 Font size dé thay doi ¢& chir.

Pé tang c¢& chit chon biéu twong ting ¢& chir Increase font size hoic an Ctrl+]
Dé giam ¢& chit chon biéu tuwong giam c& chir Decrease font size hoic 4n to
hop phim Ctrl+[

Chon biéu twong B hoic 4n Ctrl+B dé dinh dang chit ¢am

Chon biéu twong | hoic an Ctrl+I dé dinh dang chir nghiéng

Chon biéu twong U hoic 4n Ctrl+U dé tao gach chan hodc nhap chuét vao miii
tén tha xudng canh biéu tuong U dé chon kiéu gach chan, mau sic gach chan.

Chon biéu tuong = tao dudng gach ngang giira cac chir

Chon biéu tuong Text Highlight Color dé danh du (lam ndi bat) phan vin ban
bang mau sac.

Chon biéu twgng X% hodc 4n Ctrl+ Shift+ = dé tao chi s trén.

Chon biéu twong X, hodc 4n Ctrl + = dé tao chi s dudi

Chon biéu tuong Font Color dé thay d6i A - mau sic cho chit.

Chon biéu tuong Clear All Formatting dé xoa tit cd «& cac dinh dang.

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREN!
“ - »
B Calibri (Body) ~|11 ~ A" A | Aa~ A

Paste B I U -~ X. X° aly | v
= ¥ Format Painter s . L

Clipboard p Font 5

W R 1 = A s 1 . . . b . . . |

a2 Underiine Color "l Automat |
Theme Colors
H EEN |

Hinh 2.7. Dinh dang phéng chir cach 1

Cach 2. Str dung Iénh trong hop thoai Font:

@)

Chon mét trong nhitng cach sau dé mé hop thoai Font:

Hoc liéu E-learning TNU — THDC v1.6
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v' Tai thé¢ Home, nhap vao miii tén tai goc duéi bén phai nhém Font
v" Hoic bam t6 hop phim Ctrl+D
v" Hoac an phai chudt chon Font.
o Trong hop thoai lua chon cac 1énh nhu hinh sau dé dinh dang font chir. Cudi
cung nhap OK.

-
Font R
Font Advanced

Font: Font style: Size:
=Body Regular 11
3 -
+Headings — | |Halic 9 T
AcadEref L4 Bold 10 B
Agency FE Bold talic 11 |
Aharani & o 12 oL
Font color Underline style: Underline color:
Automatic E| [none} |z| Automatic
Effects
|:| Strikethrough |:| Shadow |:| Small caps
|:| Double strikethrough |:| Qutline |:| All caps
|:| Superscript ngboss Dﬂidden
|:| Subscript |:| Engrave
Preview

Afafafsg

This is the body theme font. The current document theme defines which font will be used.

Text Effects [ QK ][ Cancel ]

Hinh 2.8. Binh dang phong chir cach 2
2.2.3.2. Pinh dang doan van ban

Chon ving vian ban can dinh dang doan.

e Cach 1. Sir dung cong cu trong vang Paragraph cia thé Home:

LY

€< = 1

7] 10 Hinh 2.9. Dinh dang
‘ ‘ ‘ aragra 115 doan van ban cach 1
1 234 5 = |

3.0
3.0

Line Spacing Options... 4

Add Space Before Paragraph

{1l =

Remove Space After Paragraph

Hoc liéu E-learning TNU — THDC v1.6
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1. Can trai Ctrl+L

2. Can gitra Ctrl+E

3. Céan phai Ctrl+R

4.Candéu2bén Ctrl+)

5. Chon khoang céach gian dong

6. Giam khoang cach gitta I& trai doan van ban vai 18 trai kho giay
7. Tang khoang cach giita 18 trai doan van ban véi Ié trai kho gidy.

e Cach 2. Sir dung hop thoai Paragraph:

Indents and Spacing | Line and Page Breaks

General

ignment: (TN

QOutline level: | Body Text u Collapsed by default
Indentation

Left: 0.25" EI Special: By:

Right: = |Hanging lo2s 2

|:| Mirror indents

Spacing
Before: Line spacing: At
After: |B pt E" |Sir|g|e | E”

Don't add space between paragraphs of the same style

Preview

iy 16wl

| Tabs. | | Set As Default | .ok || cancel |

Hinh 2.10. Binh dang doan van ban cach 2

2.2.3.3. Binh dang van ban qua Style va Chéi dinh dang

e Pinh dang qua Style: Style 1a mot nhom cac dinh dang duoc thiét 1ap san tir truéc
gitip ngudi dung cé thé dinh dang nhanh chéng mot doan tai liéu (Paragraph) hozc
mot tor (Word) mot cach thich hgp va chuyén nghiép.

o Ap dung céc Style:
v Pé xem cac styles co sin, kich hop thoai Styles trén nhom Styles trong
tab Home.

Hoc liéu E-learning TNU — THDC v1.6
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v' Dé ap dung Style: Lua chon doan van ban muon ap dung, kich vao hop

thoai Styles, chon Style can ap dung.
o Tao Style méi:
v Click vao miii tén trén vung Styles cua thé Home
v' Chon biéu tuong New Style. Sau d6 khai bao cac thong tin cua hop thoai
tao Style méi nhu sau:
— Name: Tén style
— Style type: chon kiéu Style (kiéu cho doan, kiéu cho bang biéu, kiéu ki
tu...)
Style based on: Néu mudn style méi ké thira cac thudc tinh tir style
khac
Chon nut Format: thiét 1ap cac dinh dang cho Style.

AaBbCcl AaBbC( AaBbCcl AaBbCd assbcc AQB| AaBbC 4aBbCel -

Emphasis Heading1 = T Normal Strong Subtitle Title T No Spac... Subtle Em... |5
Styles @

Styles %
Clear All
Heading 1 1a

I Normal Tl

Tao Style
T Show Preview
mdl \ Disable Linked Styles

Aq ‘?_3‘3 ‘c—f_‘,’- Options...

Hoc liéu E-learning TNU — THDC v1.6
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Chon ké thira tir Style
khac

Chon thudc tinh dinh
dang cho style

Pinh dang cho style

Create New Style from Formatting
Properties
Name: Style1
Style type
= Style based on:

Paragraph
¥ Normal
Style for following paragraph: = ¥ Stylel

Felmating

Times NewRomanwy| 12 | B I U Automatic v

= = = (ml = = | 1z = € %

cbxdvzy

Style: Show in the Styles gallery
Based on: Normal

V| Add to the Styles gallery
®) Only in this document

Automatically update
New documents based on this template

r’ Format ~

e Pinh dang bang cach sir dung choi dinh dang:

' IEN

— Dat tén cho Style m&i

Cancel

Hinh 2.11. Binh dang van ban qua Style

Kiéu Style

o Format Paint cho phép ban ap dung dinh dang tir doan van ban nay sang doan
van ban khac trong tai liéu ma khong can thuc hién timg thao tac dinh dang

mot.

o Cach su dung:

v' Dit con tré tai vi tri van ban c6 dinh dang muén sao chép
v' TH1. Pé ap dung cho mot doan van ban khac: tai thé Home, nhom
Clipboard, nhap Format Painter, quét chudt vao doan vian ban mudn ap

dung.

v' TH2. Bé ap dung cho nhiéu doan vin ban khac: tai thé Home, nhom
Clipboard, nhap dap vao Format Painter, sau d6 quét vao ting doan vin
ban can 4p dung. Cudi cung nhap chudt vao biéu tugng Format Painter dé

két thic.

2.2.3.4. Tao khung va nén

e Tao khung:

o Tao khung cho doan:

Chon doan vin ban can tao khung. Nhip vao miii tén tha xudng tai biéu
tugng Border trong vung Paragraph cua thé Home, sau d6 chon Border and
Shading, chon tab Border. Xuat hién ctra s6 sau:
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Borders | Page Border | Shading
1 | 34001 — Style: Preview
— Click on diagram below or
= use buttons to apply borders
2 — golor: T 0
= = Automatic Z|
3 Width: E
g‘% ¥ pt v
— Apply to:
y Paragraph E]
5 /‘ Options...

Hinh 2.12. Tao khung cho doan

_ B1. Chon kiéu vién trén 6 Style

_ B2. Chon mau cho vién

_ B3. Chon d9 day cua vién

_ B4. Chon thiét lap vién:
None: khong vién Shadow: vién c6 bong
Box: vién xung quanh 3-D: Vién 3D
Custom: t6 vién tuy y.

- B5. Chon pham vi ap dung

o Tao khung cho trang gidy:

v" Nhép vao miii tén tha xuéng tai biéu twong Border trong ving Paragraph
cua thé Home, sau d6 chon Border and Shading, chon tab Page. Xuét hién
ctra $6 nhu hinh dudi, chon cdc muc twong tu nhu phan tao khung cho
doan.
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Preview
— Click on diagram below or
= use buttons to apply borders
bog || —— - o
Shadow [ v J
- color Ty N
= Automatic zl
M Width:
=|| custom ¥ pt v
1 - Apply to:
»
= Whole document

Whole document
This section

This section - First page o
This section - All except fi5t page

3
Hinh 2.13. Tao khung cho trang gidy

v' Chon Art néu muén tao khung nghé thuat cho trang giy
v" Chon pham vi ap dung:
— Whole document: tt ca cac trang
This section: chi cho section hién tai
This section - Frist page only: chi trang dau tién trong section hién tai
This section - All except first page: tat ca cac trang trong section, ngoai

trir trang dau.
v Chon thém tuy chon: Tai 6 Measure from:
— Chon Edge of page: khung cin déu theo canh cua trang.

— Chon Text: khung cin déu theo vin ban.
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Margin

Measure from:
Options

Align paragraph borders and table edges with page border
Always display in front

| Surround header

| Surround footer

Preview

Hinh 2.14. Tao khung cho trang gidy

Tao nén:

o Chon doan vin ban can tao nén. Tai ving Paragraph cta thé Home nhap vao
mili tén canh biéu twong Border and Shading.
o Chon Border and Shading, chon tab Shading.

[ Borders [ Page Border = Shading
Fill Preview
1  Nocolor v
Patterns
2 O mp ] A"
3 soior | [T ~ =
D >
W soia 100
5% R
[]125%
15%
20%
Basx v Aosly b=
4‘_> Paragraph E
OK Cancel |

Hinh 2.15. Tao nén

1. Chon mau nén
2. Chon kiéu nén
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3. Chon mau cho kiéu nén

4. Chon ving 4p dung cho mau nén:
_ Text (tao nén cho vin ban)
_ Paragraph (tao nén cho doan).

2.2.3.5. Thiét lap Tabs

e Chon miii tén tha xudng tai ving Paragraph trong th¢ Home.
e Chon nut Tab.

Tab stop position: Default tab stops:
3 @ 0.5° =

Tab stops to be cleared:

Alignment

(®) Left
() Decimal

Leader
@ 1 Mone

Oa__ Q
3 | Clear All

Cancel

Hinh 2.16. Thiét lap Tabs

1. Vitri Tab

2. Kiéu cua Tab:
_ Left: canh I& trai bat du tir vi tri dat Tab
_ Center: canh déu 2 bén trai, phai bat dau tir vi tri Tab
_Right: canh I& phai bat dau tir vi tri Tab
_ Decimal: Tab thap phén, gitip cac sé thap phan thiang hang.
_ Bar: tao duong keé thang dung tir vi tri Tab

3. Kiéu hién thi Tab.

4. Hanh dong:
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_ Chon Set: dé thiét lap Tab
- Chon Clear: x6a Tab
_ Chon Clear All: x6a tit ca cac Tab.

2.2.3.6. Chia co6t van ban

e Chon phén vin ban can chia cot.
e Chon thé Page Layout\ chon miii tén bén dudi muc Columns\ chon kiéu cot can
chia hozc chon More néu mudn tiy bién céac kiéu chia cot khac.

Thém
Thay dé&i s6 duong ké
cbt can chia gitra cac
Number of columnzr> CQt
Width and spacing
. Col: Spacng: Thay d8i
Thay doi do . | [0.5° ‘ y?
A 2o A 5 T=a T == khoang
réng cla cot —— ch c3
—§ cac ! cac
cot

Start new column

OK | Cancel

Hinh 2.17. Chia c¢t trong van ban
2.2.3.7. Tao chir cai I&n dau doan
e Chon phan van ban can tao chir cai 16n dau dong.
e Chon thé Insert\ chon miii tén bén canh muc Drop Cap.
e Chon kiéu cot can tao hoic chon Drop Cap Options dé thay ddi tiy chon.

Position

Chon vi tri cha
chit cai

W

Dropped In margin
~ \ N A
Orttons S6 do’ng ma chiéu
Font: cao cua chir cdi sé
i'ﬁmes New Roman tha xudng

Lines to drop: '3

Chon font cho
chit cai
Khoang céch chir
v@i van ban

Distance from text: 0

Hinh 2.18. Tao chit cdi 6m dau doan
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2.2.3.8. Panh dau dau doan va danh sé thir tw tw dong

Panh diu dau doan:

o Chon phan vin ban can danh dau dau doan.

o Tai thé Home, muc Paragraph nhap chudt vao biéu tuong Bullet dé tao danh
dau dau doan hién tai (nhap lai biéu trong nay dé huy danh dau)
o Hoic nhap chudt vao miii tén bén canh biéu twong Bullet dé chon kiéu Bullet

khac.
PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
A A |Aa- | Reli=ri=isy EEE 2T
- i > — i- £ AaBbCcDc¢ AaBbCcD
: x* a.r-/ . A . Recently Used Bullets mal 1 No Spac.
nt [ u * L
X * ¢ Bullet Library g '
*
None ® @) | -+ 0.0

> v
Document Bullets
e " 4

€ Change List Level

Define New Bullet...

=

* Tao khung va nén
= Thiét 1ap Tabs
= Chia cdt van ban

* Tao chif céi Ién dau doan
* Pénh diu dau doan va danh s6 thir tu ty dong

Hinh 2.19. Panh déau dau doan

Panh s6 thir ty tw dong:
o Chon phan vin ban can danh sb thu ty.

linh dang

o Tai thé¢ Home, muc Paragraph nhap chudt vao biéu twgng Numbering dé chon
kiéu danh so tu dong hién tai (nhap lai biéu twong nay dé huy dénh sb)

o Hoic nhap chudt vao miii tén bén canh biéu tugng Numbering dé chon kiéu

danh so khac.

uT REFEREMCES MAILINGS REVIEW

AaBbCche

L N [P—
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Recently Used Mumber Formats

1.

3

Numbering Library

1. 1)

None 2 2)

3. 3

l. A a)
I B. b)
M. C. c)

Document Number Formats

1.

€ Change List Level »

Define Mew Number Format...

7 et Numpenng Va

Hinh 2.20. Panh sé thit tu tu dong

o Chon Define New Number Format dé tao kiéu sb tu dong mai.

Define New Number Format m

Number format
Number style:
1,23, .. Chon kiéu s6
none -
chvong 1] - | Dinh dang sé tu déng:

) A:i::tnmenc - \ - Bang cach gd thém
ndi dung ngoai kiéu

Preview \ s8. Vi du: Chuong,

Muc, Phan....
: Chuong 1. emmm— - Phan ndi dung thém
Chirong 2. ee— vao nay khong thay

—— 2.
Churong 3. s goi

[ oK ][ Cancel ]

Hinh 2.21. Tao Kiéu sé tir dong méi
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Luwu y: Thiét 1ap lai gia tri khéi diu danh s6 tw dong.

_ Dt tré chudt tai vi tri can dit lai gia tri khoi dau danh sé te dong.
_ Nhip chudt vao miii tén bén canh biéu twong Numbering, chon Set

Numbering
REFERENCES ~ MAILINGS  REVIEW  VIEW e an
Chon mi tén
v | Bp | = - 5= i P Y. 2 g
@ | 1= - 55 dr——im—i= TRSCIT R trd Xuong
Recently Used Number Formats 1
A~ |E= T Normal TNoS
1 1 A
5 2 n. B.
3 [} C.
3.
Numbering Library
1 1)
None 2 2)
3 3)
1 A a)
[0 B. o)
i -| |C.- €)
1. Pinh
2. Dinh » i
Dat tro chudt 3. Pinh © 8i dinh dang
ta' Vi trl‘ c‘én dét Document Number Formats |
lai gid trj s6 can —> 4@,"," i ||a X
d4nh 5. Thiét 5 c i
an 6. Chia« - , .
7. Teoc ;fm:n; :,Jlmnrrpm-ex Chon muc nay
8. Pénh 1% Set Numbering Value. 4—Lmunﬁh dé dét |ai gié tl'i

|~
Set Numbering Value ?

) . Danh tiép theo danh
() Start new list __— sach trugc d6

@ Continue from previous liste— |
Advance value (skip numbersjel

\ Panh tiép danh sach

Set value to: nhung bd qua mét vai
3 B gid tri s& dé bat dau

danh tir gid tri s6 trén &

Preview: 6. Set value to

OK [ Cancel ]

LS ” |

Hinh 2.22. Thiét lap lai gid tri khéi dau danh sé tw dong
2.3. CHEN CAC bOI TUONG VAO VAN BAN
2.3.1. Panh sé trang cho van ban

e Dé danh sb trang ma khong chén thém gi tai phan Header & Footer cua tai liéu ta
thuc hién cac budc sau:

o Trén thé Insert, vao nhom 1énh Header & Footer, nhip vao Page Number.
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o Chon Top of Page: Hién thi cac vi tri c6 thé dat so trang ¢ dau trang

o Chon Bottom of Page: Hién thi cac vi tri c6 thé dit sb trang ¢ cudi trang
o Page Margins: Hién thi cac vi tri c6 thé dat sé trang ¢ I&
o Current Posittion: Hién thi cac lya chon danh sé ap dung vai vi tri hién tai.

o Format Page Numbers: Chon dinh dang kiéu sb trang va sé bit dau dung dé

danh so0.

o Remove Page Numbers: dé g& bo s trang.

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

j E I_.—rl,_é; I-Z;I ﬁSmartArt ﬁStore W E:; %H}rperlink IJ [ Header~

rable | Pick Online Sh 1l Chart Wikioedia | Onli |* Bookmark c . 2 Footer~

a. © e pic:,_llr::s avpes &4 Screenshot - 9 My Apps - THHAPECE V?dl:oe El._'| Cross—ref%nce emmen B Page Mumber ~

ables Illustrations Apps Media Links Comments Header & Footer

Wy

[ Top of Page »
[z] Bottom of Page »
] Page Margins >
[#] Current Position »

F@ Format Page Numbers...
[_;;( Remove Page Numbers

Hinh 2.23. Pdnh sé trang cho vin ban
2.3.2. Chén ky tw dac biét
e Dat diém chén tai vi tri can chén ky tu dac biét.

e Chon thé Insert, tai vang Symbol chon Symbol, chon ky tu dic biét can chén hodc
vao More Symbols, xuét hién cira s6 Symbol cho phép tim céac ky tu dic biét khac.

e Tai cira s6 Symbol chon bang Font ky hiéu dic biét tai 6 Font. Vi du mot sé Font
phd bién: Symbol, Webding, Windings. ..

e Chon ky tu dac biét tai bang font hoac trén thanh Recently Used Symbols chira cac
ky hiéu duoc sir dung gan day.

e Cubi cung chon Insert dé chén vao vi tri hién tai.
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Symbols | Special Characters |

Font: |Symbcu|

#
3
X

P|x V4
Recently used symbols:
I N SR i Z|<|=|+ | x|w

Unicode name:
Symbal: 72

M
]

Character code:|?2 | from:‘S}rmbol [decimaljlzl

AutoComrect... | | ShortcutKey.. | Shorteut key:

‘ Insert || Cancel ‘

Hinh 2.24. Chen ky tw dac biét
2.3.3. Chén hinh anh vao van ban
e Cheén hinh anh tir file trén may tinh:
o Chon th¢ Insert tai ving Illustrations chon Pictures.

o Xuat hién hop thoai dé chon tép tin hinh anh. Tim dwong dan t6i thu muc dat
tép tin. Chon tép tin rdi chon Insert dé chén

e Cheén hinh anh minh hea tir mang:
o Chon th¢ Insert tai ving Illustration chon Online Pictures.
o Tai ctra s6 Insert Pictures tim anh can chén tir 2 nguon:
v' Office.com clip art, chon hinh anh mau cua Office trén mang
v Bing image Search, tim hinh anh tir web.

o Sau khi tim dugc hinh anh tir mot trong 2 nguon, ta chon hinh anh can chén roi
chon Insert.
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FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW

Bi Cover Page - D | | 1) T SmartArt .
o L™ M Store W o
[ Blank Page O S8 "y chan o a4
Table  Pictures Online Shapes & My Apps - Wikipedia Online

*ﬁ Page Break Pictures - &34 screenshot- Video

Pages Tables ’ Ié Hlustrations Apps Media

Hinh 2.25. Chen hinh anh vao van ban

1. Chen hinh anh tu file
2. Chen hinh anh trén mang
e Thay déi kich ¢ hinh anh:

o Nhip chudt vao hinh anh. Trén hinh anh xuét hién 8 nat diéu chinh kich c& tai
4 g6c va 4 canh cua hinh.

o Dé thay dbi kich c&, dua con trd vao cac nit diéu chinh kich ¢, khi tré chuot
bién thanh mili tén 2 chiéu thi nhan va kéo chudt dé thay d6i kich cd.

e Dinh dang hinh anh:

Sau khi chén xong hinh anh (hoic nhap dap vao hinh anh), thanh Ribbon
chuyén hién thi thé Format chira mot vai cong cu cho phép dinh dang hinh anh.

o G&bé nén:

v/ Chon biéu tuong Remove Background, xuat hién thé Background
Removal.

v/ Trén hinh anh xuat hién khung chtza phan hinh anh can giir lai.

v' Biéu chinh khung sao chira chon ven phan hinh anh can giir lai.

v' Ngoai ra c6 thé danh déu chinh xac phan hinh anh can giir lai hoic phan
can g bo bang 2 biéu twong: Mark Areas to Keep, Mark Areas to
Remove, dé xoa cac diém danh diu bang biéu tuong Delete Mark.

v Sau khi hoan tt viéc danh dau, chon Keep Changes dé g bo phan nén.

v' Chon Discard All Changes dé khoi phuc lai.
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o Tai nh6ém 1énh Adjust tién hanh cac chinh sira:

v Chon biéu twgng Corrections, chon Sharpen/Soften dé chinh stra d6 sic
nét hay do mo, chon Brightness/Contrast dé chinh stra d sang va tuong
phan.

v Chon Color dé chinh sira mau séc.
v’ Chon Artistic Effects dé chinh hiéu tng nghé thuat.
v’ Compress Picture dé nén hinh anh.
v Change Picture dé thay hinh 4nh nay bang hinh anh khac.
v’ Reset Picture dé khoi phuc lai anh ban dau.
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT
- Corrections~ =l Cd™gpress Pictur P — L# Picture Border -
R;E [& Color ::..jCE}:\geP ture ; :—d :.: andl o ool ~ | Q@ Picture Effects ~
Bacir;r:;end (23] Artistid Effdcts ~ ‘2 Resgt Pictgre ~ *| B, Picture Layout ~
Adgust Picture Styles
1
2 4
1. Diéu chinh dd sic nét, d6 mo, do sang va twong phan
3 6 2. Diéu chinh mau sic
3. Diéu chinh hiéu &rng nghé thuat
4. Nén anh
5. Thay anh
6. Khéi phuc lai anh ban dau

Hinh 2.26. Binh dang hinh danh tai nhom lénh Adjust

o Tai nhém 1énh Picture Styles chon céc kiéu hinh anh:
v' Chon kiéu anh trong danh sach cac kiéu caa nhom 1énh Picture Style.
v' Chon Picture Border dé chon Kiéu vién, mau vién cho hinh anh.
v' Chon Picture Effect dé chon céc loai hiéu tmg khac nhau d6i véi hinh anh.
v

Chon Picture Layout dé chon cac kiéu bé tri hinh anh va chén thém cac
ghi chu cho hinh anh.

v" Nhip chon miii tén tré xudng tai goc dudi bén phai ciia nhém 1énh Picture
Styles dé c6 thiét lap cac tiy chon chi tiét.
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AYOUI REFERENCES MAILINGS REVIEW VIEW FORMAI
p ~ || L# Picture Border ~  Bring Forward [& Align ~ l;
- || |\ =2 = =D e’ amall -] Q Picture Effects = Send Backward ~ [B1Group
h -_— Position Wrap 4
1= [;TI:: Picture Layout ~ v Text~ Dl Selection Pane A Rotate ~
Picture Styles [P Arrange
X 1 2 Relaxed Perspective, White | 4 5 A 7
o AALALLLL SRR, VA AR MAAVALE by ALt et AL SV ALY S AT W8 s Format P
mang thai. V&1 phwong phap gido duc con tir sém mét cach khoa hoc va ding dan, cha me ;
cod the w ] <> Q
P SHADOW
I REFLECTIO
P GLOW
> SOFT EDGI
P 3-D FORM
I 3-D ROTA1
I ARTISTICE

Hinh 2.27. Dinh dang hinh anh tai nhém Iénh Picture Styles
o Tainhém lénh Arrange dé chon thiét Iap vi tri cho hinh anh:
v' Chon Position dé chon vi tri ctia hinh anh trén trang vin ban.

v' Chon Wrap Text: chon kiéu b4 tri hinh anh véi van ban. Nhu hinh anh
dugc bao quanh van boi van ban hay hinh anh dung trudc hoac ding sau
van ban.

v Chon Bring Forward chon tuy chon:
— Bring Forward tién 1én phia trudc 1 hinh anh khac,
— Bring to Front diing trudc tat ca cac hinh anh khac

— Bring in Front of Text ding trudc van ban néu hinh anh dang nam phia
sau van ban.

2.3.4. Tao chir nghé thuat

e Tao chir nghé thuat:

o Chon thé Insert, tai nhom 1énh Text chon mili tén trd xudng bén canh
biéu twgng Word Art. Chon kiéu chir nghé thuat.
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o Xuat hién khung van ban. G6 ndi dung chir nghé thuat vao trong khung

van ban.
e Dinh dang chir nghé thuat:

o Sau khi gd xong chit nghé thuat, nhap chon khung chit, thé Format hién ra cho
phép lua chon céac dinh dang dbi vai chit nghé thuat.

o Tai nhém 1énh Insert Shapes, chon Edit Shape:
v' Chon Change Shape dé thay d6i hinh dang cua khung.

v' Chon Edit points dé chinh sira cac diém danh ddu khung cho phép thay doi

hinh dang khung.
INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT I Si
£2 Edit Shape 22 Shape Fil - = = " Bring Forward ~ '« Align - 007 -
- | E5] Draw Text fox Abc Abc | | -| [# Shape Outline A A W ' TG Send Backward ~ . R
: *| Q Shape Effects - O ety Sl SelectionPane  “hRotate~ #4397 *
hapes Sha tyles 1] Word, Styles =
Chinh stra hinh
dang khung chi¥ ) ) . -
Chinh stra Wéu khung chix Chon lai kiéu chir nghé huwéng chix va can 2 Céic tisy chon Bhac giéng nhur véi
thuat hinh nh
| Hat
:Hamw Bll’ﬂ’lda\/ [0 Y OU.«— Nhép noi
’ dung chir

Hinh 2.28. Binh dang chiz nghé thugt

2.3.5. Chén hinh vé trong Word

e Tai thé Insert, trong nhom Iénh Illustrations chon biéu twong Shape.

e Chon hinh can v&, nhap trai chudt, an va kéo chudt dé tao hinh.

e Sau khi vé& xong hinh (hodc nhdy dup tai hinh) thé Format s& hién thi. Tai thé
Format tién hanh thay ddi cac thudc tinh cta hinh anh tuong tu nhu véi chir nghé
thuat.

e Diéu chinh kich ¢& caa hinh: Dua tro chudt vao 8 diém diéu chinh trén canh va
goc cta hinh, khi tro chudt bién thanh mili tén 2 chiéu thi nhin va kéo chudt dé
thay d6i kich c8.

e An phai chut tai hinh, chon Add Text dé thém vin ban véo trong hinh.
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Documentl [

FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW

B3 Cover Page~ D E I_Z>'_,' ]EI II &4 Ml Store W

=
v
G
-
N

’a ELagn:BPr:: Ta,ble Pictures P[i]crjc:lr:; Shapes Smarthrt Chart ScreePshot 3 vy APPJA\?' Wikipedia
Pages Tables INustrations Apps

Recently Used Shapes I}

E~NOOOAL LY G

IRYANR SIS ¢

Lines

SNSNTLL YL RNG G

Basic Shapes

BEOJUOCOOANOOD

00000 0@AVXE

(GO SIS

Block Arrows

DA RTPLP RIS
& VDD D[R GN
R

Flowchart

O0<0JO00lUgacoay
CUAdrd®P X ¢ AVAD
Qs O

Callowts

A0S 000012 ATALd:

Stars and Banners

T U Y & 6 R G IR TR AR AR
[T

E’_) Mew Drawing Canvas

Hinh 2.29. Chén hinh vé trong Word
e Chén biéu do:

o Tai thé Insert, trong nhém 1énh Illustrations chon biéu tuong Chart.

o Tai ctra s6 Insert Chart chon loai biéu dd tai 6 All chart, véi mdi loai biéu dd
chon kiéu biéu do can tao phia bén phai rdi chon OK.

o Mot ctra s6 Excel s& dugc mé cung véi cira s6 Word. Tai cira s6 Excel sta lai
dir liéu ngudn dé tao biéu do cho phu hop.
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HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES MAILIMNGS

. ™
v B (3 [ DT ase W

I | Chart

Table  Pictures Online Shapes P% +~ Wikipedia
reak - Pictures = a4 2creenshiot - al My Apps
5 Tables ustrations Apps
i H ©- @

A

Stra lai dir Nam 2010

1
2
P ™ N&m 2011
n — m
liéu ngudn
* 4 'Nam 2012
5 Nam 2013
6
74

Chart Title

30
20
N I I I
0

Nam 2010 Nam 2011 Nam 2012 Nam 2013

(o]

(o]

o

mGao mNgd mKhoai

Hinh 2.30. Chén biéu do trong Word

2.3.6. Chén biéu do

Tuy chinh thiét ké cho biéu dé:

e Sau khi v& xong biéu db hodc nhap chudt 1én biéu d6 thé Design s& duoc hién thi
cho phép ta tuy chinh lai cac chi tiét cua biéu d6.

e Nhom 1énh Chart Layout:

o Add chart elements thém cac yéu t6 cho biéu do: truc (Axes), tiéu dé truc
(Axis Titles), tiéu dé biéu d6 (Chart Title: c6 thé nhap chudt vao 6 nay dé sua
lai nhan biéu dd), nhan dit liéu (Data Labels), chu thich biéu do (Legend)...

o Quick Layout: dé c6 thé chon nhanh mét s6 kiéu trinh bay biéu db.
e Nhom 1énh Chart Styles:

o Chon Change Colors: dé d6i mau cho biéu do
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o Chon cac phong cach biéu d6 khac tai ving Chart Styles.

e Nhém lénh Data: c6 thé chon lai ngudn dit liéu hodc soan lai ngudn dit liéu cho

biéu do.

e Tai nhom 1énh Type: chon biéu twong Change Chart Type dé thay doi lai loai biéu
d6 ma khong can phai vé lai tir dau.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN FORMAT

"I === - =1 = B

e o | < |1 - j = =] Pl S5

Add Chat Quick ~ Change | bk bt Ill i i i |I| bk bild lll-l]_l:lll-lll- MLHHJ i hi I!l b o b ‘!l -': SwitchRow/ Sdect Edt. Refresh Change

Element ~ Layout~ Colors ~ - Column  Data Data~ Data  Chart Type
Chamayoms Chart Styles Data Type

- Lg
BIEU PO SAN LUONG LUONG THUC NAM 2010-2013

Nam 2010 Nam 2011 Nam 2012 Nam 2013

Hinh 2.31. Tiy chinh thiét ké cho biéu do
2.4. BANG BIEU
2.4.1. Tao bang mé&i
e Cachl:
o Trén thé Insert, trong nhom Tables, nhép vao Table.

o An vakéo chudt hoic giir Shift + cac phim mili tén dé lya chon sb dong, s6 cot
ctia bang can chén sau d6 tha chudt hodc an Enter néu dung ban phim.

o Luuy: Véi cach nay ban khong thé chon tiy y s6 dong, sé cot cua bang.
e Cach2:

o Trén thé Insert, chon Table, chon Insert Table
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o Trén 6 Number of columns nhap vao so cot, trén 6 Number of rows nhap vao

s6 dong.

o Chon cac tuy chon Fixed column width: dé cb dinh kich c& cot
o Chon AutoFit to contents: dé tiiy chinh d6 rong theo noi dung.

o AutoFit to window: tuy chinh do rong theo noi dung nhung kich ¢& tong thé
bang khong thay doi.

HOME INSERT DESIGN PAGE LAYOUT REFERENCES

- Ty =
Page D Ld ‘ | |__I<:>:| [£] SmartArt &l Store

age Tabl Pi Online 5h sl Chart

able ictures Online Shapes
ireak - Pictures - g+ 2creenshot~ “al My Ap
1 Ta 10x5 Table

| HE R
| HE
A EEEEN
e

] Insert Table...
™ Draw Table
|
: qﬂ Excel Spreadsheet
] Cuick Tables 3
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Nhép sb luvgng cot

C& dinh d6 rong cot

Ty dong chinh kich
c® nhung kich c& ca
bang gilt nguyén

Table size

Number of rows:

AutoFit behavior

®) Fixed column width: Auto

(O AutoFit to contents <
() AutoFit to window

Nhép sé lvgng dong

Ty ddng diéu chinh dé
kich c& theo n6i dung

Thiét lap cac tuy chon

[ ] Remember dimengions Tor new tables lam mac dinh cho lan

] tao moi

Hinh 2.32. Tao bang moi

2.4.2. Nhap va trinh bay dir liéu trong bang

Nhap chudt vao 6 can nhap dit liéu dé dat diém chén va bat dau nhap di liéu.

Nhan Enter dé chén thém dong ky tu vao ciing mot 6. Lam nhu vay s& ting chiéu
cao cua o.

Dung cac phim miii tén dé di chuyén gitra cac ky tu trong 0.

Dung phim Tab dé nhay sang 6 ké tiép.

Dung két hop Shift + Tab dé quay tro lai 6 trude do.

Nhan Ctrl + Tab dé tao ky tu Tab (ky tu dit méc).

2.4.3. Cac thao tac lam viéc véi bang

2.4.3.1. Thao tac lwa chon cét, dong, 6 trong bang

Dé chon toan b mot cot, nhap chudt vao dau cot khi ban nhin thay

Dé chon ca dong, di chuyén con tro téi vién trai cua bang tai dong d6 va nhip
chudt khi nhin thay biéu twong mili tén mau tring cua con tro.

Dé chon nhiéu cot hodc dong, nhap chudt va kéo xuyén cac cot va dong.

Pé chon mot 6, di chuyén con tro toi vién trai cia 6 d6 va nhap chudt khi nhin

thay miii tén mau trang caa con tro.
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Thay d6i d réng cia mét cot, chiéu cao cha mot hang:

o Nhap diém chén vao bén trong bang, trén thanh thuéc ké ngang va doc xuat
hién dai phan cach twong rng véi cot va hang.

o Thay ddi d6 rong 1 cot:

v' Pua con tré chudt vao dai phan cach ctia cot can thay doi trén thanh thudc
ké ngang.

v' Khi tré chudt bién thanh mili tén 2 chiéu thi 4n va kéo sang tréi, sang phai
dé thay d6i do rong.

o Thay dbi d6 rong 1 dong:

v Pua con tré chudt vao dai phan cach cta dong can thay d6i trén thanh
thudc ké doc.

v' Khi tré chudt bién thanh mili tén 2 chiéu thi 4n va kéo sang tréi, sang phai
dé thay d6i do rong.

Thay déi kich c& cia nhiéu cdt, nhiéu dong:
o Chon nhiéu cot hoic nhiéu dong can thay doi.

o An phai chugt trong ving boi den chon Table Properties hoic chon thé
Layout/ chon Properties:

v' Khi tro chudt bién thanh miii tén 2 chiéu thi 4n va kéo sang trai, sang phai
dé thay doi do rong.

v' Chon thé Row dé thay d6i chiéu cao dong.

v' Chon thé Column dé thay d6i do rong cot.

Thao tac gop 6:

o Chon céac 6 can gop.

o Cach 1: An phai chuét tai ving chon, chon Merge Cells
o Cach 2: Chon th¢ Layout, chon muc Merge Cells.
Thao tac chia 6:

o Chon cAc 6 can chia.
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o Chon thé Layout, chon muc Split Cells.

o Nhap vao sb cot can chia trén 6 Number of columns
o Nhép miii tén 1én, xuéng dé chon s6 dong can chia.
o  Nhip OK.

e Thao tac tach bang:
o Dit diém chén tai dong can tach bang.
o Chon thé Layout, chon muc Split Table.
2.4.3.4. Can lé div liéu
e Chon céc 6 can can 2.
e Tai vung Alignment:
o Chon céc vi trf can 8.
o Nhap chon Text Direction néu muédn thay d6i huéng chit.

< Luwu v: Vao Layout, tai ving Aligment chon Cell Margins dé thiét lap cac 1& mic
dinh cho tat ca cac 6 trong bang biéu.

PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN LAYOUT |/\\s
i o ) . - —
8 % € > % % % & [|Height: 048 em | B Distribute Rows ZZS A_—: @
Delete | Insert Insert Insert Insert | Merge Split  Split | AutoFit ﬁWidth: 272em * || BB Distribute Columns Text Cell
< Above Below Left Right Cells  Cells Table < z B == Direction Margins
Rows & Columns P Merge Cell Size N Alignment

Hinh 2.33. Cén lé diF ligu
2.4.3.5. Tao dwdng vién va mau nén:
e Tao dwong vién cho bang:
Chon phan can tao dudng vién cua bang.

o Cach 1: Chon thé Design, tai viing Borders chon cac biéu tuong sau:

<

Chon Border Styles dé chon cac kiéu vién sin co
Chon biéu tuong Line Style dé chon kiéu vién
Chon Line Weight dé chon d6 day cta vién

Chon Pen Color dé chon mau cua vién.

D N N NN

Nhép chon Border dé chon céc vi tri can t6.
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o Cach 2. Str dung hop thoai Border and Shading:
Chon thé Design, tai ving Borders chon céc biéu twong sau:

v/ Chon thé Design, tai ving Borders chon Border and Shading hoic nhap
chudt vao miii tén tha xubng cua ving Border hoic 4n phai chudt trong
vung boi den chon Table properties chon Border and Shading.

Chon thé Border.
Chon biéu tuong Line Style dé chon kiéu vién
Chon Line weight dé chon d¢ day cua vién

Chon Pen color dé chon mau cua vién.

AN N N N

Nhap chon Border dé chon cac vi tri can to.
e Tao mau nén cho bang:
Chon phan can tao mau nén cua bang.
o Cachl:
v' Chon thé Design, tai viing Borders chon biéu tuwong Shading
v Chon mau can t6 nén
v Chon No color néu muébn bé mau nén.
o Cach2:
v Mo cira s6 Border and Shading nhu ¢ phan trudc, chon tab Shading.
Chon mau tai 6 Fill
Chon hiéu tng nén tai 6 Style

Chon mau hiéu trng tai 6 Color.

D N N NN

Chon OK dé két thuc.

Chon dong, cot tai vi tri can chén thém dong, cot trong tng.
e Cach 1: Chon thé Layout, tai ving Rows & Columns chon céc biéu twong sau:

o Chon Insert Above, Insert Below: dé chén thém dong 18n trén hodc dudi vi tri
hién tai.
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o Chon Insert Left, Insert Right: dé chén thém cot sang trai hoic sang phai vi tri

hién tai.

o Chon miii tén trd xudng tai muc Delete rdi chon:

v" Delete Cells: x0a 0;

v" Delete Columns: x0a cOt;
v Delete Rows: x6a dong;
v Delete Table: x6a bang.

Chon dong, cot tai vi tri can chén thém dong, cot tuong Gng.

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGN LAYOUT

Sli" m m (El E) % % % ' Height: [0.19* | BE Distribute Rows SSS %

Delete  Insert Insert Insert Insert  Merge Split  Split  AutoFit EWidth: 0.67" “| H Distribute Columns Te

- Above Below Left Right Celis Cells Table  ~ =l = = pirec
Rows & Columns P Merge Cell Size P Alignm
1 @ ] 1 ag 1 ] 3.8 @1 @ R -
4
Ea

Hinh 2.34. Thém, xéa cét hodc dong cach 1
Ciach 2: An phai chuot tai ving chon:
o Chon Insert trén menu tha xuong:
Chon Insert Columns to the Left: chén ¢t sang trai
Chon Insert Columns to the Right: chén ct sang phai
Chon Insert Rows Above: chén dong 1én trén

Chon Insert Rows Below: chén dong xudng dudi

AN N N RN

Chon Insert Cells: chén 6

o Chon Delete Columns hoic Delete Rows hoic Delete Table dé xo6a cot hoic
dong hoac bang tuy thudc vao vung chon la cft hay dong hay toan b bang.
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Times New Roi = |12 = | &7 o7 % I_T_Iv l__p_!-

B I =3% - A -0~ - Insert Delete

| | |
L cut

Em Copy

=

&y Paste Options:

0

Insert 3

Delete Columns
B Merge Cells
BT Distribute Rows Evenly
1 Distribute Columns Evenly Hinh 235 Thém: xo’a Cét

Border Styles » hOdC dO"’lg cach 2
|| Text Direction...
r|'§| Table Properties...
L4 Mew Comment

2.4.4. Sap xép dir liéu trong bang
e Chon cac dong dit lidu can sap xép (Luu ¥: ving boi den khong co 6 bi gop boi
thao tac Merge Cells)

e Tai thé Home, trong ving Paragraph chon biéu tugng Sort hoac tai thé Layout,
trong ving Data chon biéu tuong Sort.

e Tai 6 My list has:

o Chon Header row: Néu ving boi den chira dong tiéu dé dau bang.
o Chon No Header row: Néu ving bdi den khong chira dong tiéu dé.

e Tai 6 Sort by: chon cot sap xép chinh
e Tai 6 Then by: chon cot sdp xép phu

e Chon Ascending dé sip xép tang dan; Descending sap xép giam dan trén mdi muc
Sort by hoac Then by can sap.
TAELE L

El] Height: (06 cm - BT Distribute Rows HEE "&::

= ) HEHE Text Cell

os Width: 2 || 0 Distribute Columns E

? === Direction Margins H
Cell 5ize ] Alignment
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Sort (A=)

— - p= =g
Sort by
Column 3 [ZI Type:  Text E] 9 Ascending
Using: Paragraphs E] Descending
Then by
—— ] me: | Number [] O Asgending_
Using:  Paragraphs [+] 9){Descending;
Then by
[Z] Type: Text E] @ Ascending
Using: Paragraphs [z] Descending
My list has
) Headerrow @ No header row
[ OK ] [ Cancel ]

Hinh 2.36. Scip xép dir liéu trong bdng
2.4.5. Tinh toan dir liéu trong bang

e Dit tré chudt tai 6 can tinh.

e Vao thé Layout chon Formula

e Trén 6 Formula nhap vao cong thirc can tinh

e Trén 6 Number Format chon dinh dang két qua. Vi du: 0.00; #,##0
e Trén 6 Paste Function c6 thé lya chon ham dé chén vao 6 Formula.
e Nhip OK.

e Luu y: Cong thirc tinh c6 thé xay dung theo cac cach sau:

o Sir dung ham c6 sin: Sum, Average,... két hop Véi cac tir chi vi tri trong ddi
cua dir liéu can tinh:

v Left: Dit liéu can tinh ndm bén trai cua 6 hién thoi. VD: =SUM(Left)

v/ Right: Dir ligu can tinh nam bén phai cia 6 hién thoi. VD: =
Average(Right)

v Above: Dir liéu can tinh nim phia trén cta 6 hién thoi. VD:
=SUM(Above)

v Below: Dit liéu can tinh nim phia trén cua 6 hién thoi. VD:
=Average(Below)
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) . ) Tin hoc dai cwong
v" Sau khi nhap OK dé tinh toan dir liéu cho 1 6 cé thé dua con tré chudt

sang cic 6 khac nhan ngay phim F4 dé thyuc hién sao chép cong thuc

tuong dbi.
o Sir dung dia chi tuyét d6i cia cac 6 trong bang biéu: VD: =(C2+D2)*B2
v" Diachicua 1 6 trong bang xac dinh boi cot trude, dong sau.
v Cottheothutu A, B, C...

v Dong theo s thir ty: 1, 2, 3.

Al Bl C1l D1
A2 B2 Cc2 D2
A B C D E F G H |
1sT Ho v t8n Giéi Mén thi Piém | Hoc
2 T ; tinh |Todn| Ly |Héa | TB béng
3|1 |NguyénVin Bic Nam |5 6 7 = =(E3+F3+G3)/3
4(2 |Nguyénlan Anh [N& |8 (7 |9 | |

TABLE Jou T EH -
DESIGN Sig

i eneg eader Rows
s eight: | 0. - 1stnibute Rows L — 4 b sate
% [|Height: |0.24" % | B Distribute R BEE A= A Repeat Header R

BEEE T ? Cell S EE Convert to Text
e u R = = ext e ort
eng Width: |0.77 - | m Distribute Columns
or EEE Direction Margins w

Cell 5ize P} Alignment Bata
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Formula:
= SUM(LEFT) |
Number format:

0.0

Paste function: Paste bookmark:

ABS i
AND (0] Cancel
AVERAGE
COUNT
DEFIMELD
FALSE

IF

Hinh 2.37. Tinh toan dir ligu trong bang

2.5. BPINH DANG TRANG VA IN AN

Chon thé Page Layout tai viing Page Setup chon cac cach sau dé dinh dang trang.

e Cach 1: Str dung biéu tuong tai nhom 1énh Page Setup:

(@)

Pit 1&: Nhap chudt tai mii tén tha xudng canh biéu tuong Margins, chon kiéu
cin 18 hodc chon Custom Margins hop thoai Page Setup va tab Margins hién
thi ra cho phép thiét 1ap cac thudc tinh cua Ié.

Dit huéng gidy: Chon miii tén tai biéu twong Orientation: chon Portrait (dat
dung trang giy), Landscape (xoay ngang trang giay).

Dit ¢& gidy: Chon miii tén tai biéu twong Size, chon ¢& gidy hoic chon More
Paper Size hop thoai Page Setup va tab Paper xut hién cho phép ta chon céac
thudc tinh c& gidy.

e Cach 2: Str dung hop thoai Page Setup:

(@)

Nhap chuét tai mili tén tré6 xudng tai ving Page Setup, mot hop thoai Page
Setup xuat hién.

Chon Tab Margin:

v' Thiét lap 18 tai 6: Top (1& trén), Bottom (1& du6i), Left (1& trai), Right (18
phai), Gutter (gay giy), Gutter Position (vi tri ciia gay gidy)
v' Thiét lap huéng gidy: Portrait (dat dirng), Landscape (xoay ngang)
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v

Tai 6 Multiple pages: Normal (kiéu I& binh thuong), Mirror margins (I&
dbi xang), 2 pages per sheet (1& cho 2 trang trén 1 to)

Tai 6 Apply to: chon pham vi ap dung I&: Whole document (tat ca tai liéu),
This Section (chi cho section hién tai), This point forward (tir vi tri con tré
tré vé sau)

Set as Default: dé thiét lap cac thudc tinh 1a 1& mac dinh.

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW

r‘-\ﬁ« o = Breaks - Indent Spacing
O = D0

Margins Orientation Size Columns

[

-

I: Before: |0 pt
#: After  |Opt

i Line Mumbers~ 3= Left |Dcm

4 k|4 F

-
-
-
-

- - - be Hyphenation~ =& Right |0 cm
Page Setup T Paragraph T

Hinh 2.38. Binh dang trang

2.6. BAI TAP THU'C HANH
2.6.1. Soan thao van ban va chén mét sé doéi twong

Trinh bay doan van ban bén dudi.

Pinh dang doan: Can 1& dit liéu déu 2 canh; dong dau trén mdi doan Iui vao

1.27cm; gidn dong 1.3lines; phan 1) va 2) cach 1& trai 2cm; mdi doan trong vin

ban cach trén, cach dudi 12pt.

e Cheén cac ddi twong: chir nghé thuat, ky tu dic biét va hinh anh vao vin ban theo

~
A

madu.

e Dat kho gidy A4 theo chiéu dung, & trai 3cm, 1& phai 2cm, I trén 2cm, 1& dudi

2cm.
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MAIN MEMORY)
)

L:—i b6 phan lwu cac dir lidu va 1énh dé xi 1y. N6 bao gém 2 phan:

[.  B6 nh¢ chi doc (ROM-Read Only Memory): Chita cac chuong
trinh hé théng ma ngudi st dung khéng can thiép vao dwoc, chi co
thé doc théng tin trong d6. ROM dugc cai cling trong may. Cac
chwong trinh trong ROM thuong la céc chuong
trinh hé théng nhim kiém tra cAu hinh may, dua
may vao trang tha bat dau lam viéc duge. Khi
tit may cac chuwong trinh trong ROM van con

nguyen.

1. B6 nhé truy cap ngau nhién (RAM-Random Access Memory): La
noi dé ghi va xoa thong tin trong qua trinh lam viée. Thong tin
trong RAM sé b1 mat khi tat may hay mat nguon dién.

2.6.2. V& so do trong Word
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2.6.3. Tao biéu d6 sau:

CO CAU CAY TRONG

m Cong nghiép = Lwrong thire  » Thye pham Khac

4%

19%

' A B c  [a
oo 1 _Céytrbng Tilé L
2 |Cong nghiép 19%
3 |Lwong thee 62%
4 |Thycphdm 15%
5 |Khéc 4% -
e L

Fs
b
-

2.6.4. Tao bang biéu

e Tao bang biéu theo mau
e Tinh Tong lwong = Luong + Thuong + Lam thém
e Sip xép bang theo tén ting dan, néu triung tén thi sip xép giam dan theo Tong

luong.
THU NHAP

=L Elg vt (tixiné: LUONG | THUONG | LAM THEM L'l;?(l):?(; g&-%;
1 Nguyén Bic [Nam |5 2 1.5

2 |[Nguyen Anh [N |8 i 1

3 Pham Quynh | Nam | 10 0 0.5

4 Hoang  Anh |Nam |4 3 2

5 LéThu Bic [N |5 1 3
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Tin hoc dai cwong

TOM LUOC cuOl BAI

Qua bai 2, cac ban da dugc giGi thiéu nhirng thao tac tir co ban dén nang cao vé sir
dung chuong trinh soan thao van ban Microsoft Word. Nhitng néi dung chinh la:

e Cac thao tac co ban voi tép

e Cac thao tac soan thao

e (Cac thao tac dinh dang phong chir va doan
e Cheén cac ddi tuong

e Cac thao tac vai bang biéu

e Dinh dang trang va in 4n
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