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MOT SO THU THUAT TRONG WORD 2010
BAI 1:

Dé tiét kiém thoi gian va cong strc khi nhap ndi dung cho mot van ban 16n trong do cé sy lap lai
nhiéu 1an mot hay nhiéu nhom tir, ban co thé thiét 1ap chtic nang AutoCorrect nham thay thé mot

vai ky tu viét tat cho céc tir d6 bai cac tir du nghia ma thong thuong cac tir nay dai hon.

1. Auto Correct va Macro
a. Auto Correct

Chon biéu tuong Office 2010trén goc trai cia cua s6 Word, chon Options, chon Proofing, chon

Auto Correct Options.

. ':’ Change how Word comredcts and formats your teat

Display

Frocding AvioCormed] oglians

ot Change hovw Word comects snd formats best as you type
Hién thi hdp thoai sau:
AutoCorrect: English (LU.5.)

AutoFormat Smart Tags
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCarrect Opklons buttons

Cirrect Two INitial CApikals Exceptions. .
Capitalize First letter of sentences

[#] Capitalize First letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you bype
Replace: With:

| |
I

(r) ®
() "
{ &
- 1] W

Aukomatically use suggestions From the spelling checker
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- Correct TWo INitian CApitals : néu hai ky tu dau tién trong mét tir dugc gd bang chit in thi n6
s& thay chir in thir hai bang chir thuong.

VD: g& TWo INitian CApitals s& duoc thay bang Two Initian Capitals.

- Capitalize first letter of sentences : Word nhén biét sau ddu chdm sé& bit ddu mot cdu méi va ky
tur ddu cau s& duoc d6i thanh chir in néu ching ta gb bang chir thuong.

- Capitalize name of days : Ky tu du tién cua thir (ngay trong tuan duoc gd bang tiéng Anh) s&
doi thanh chit in.

- Correct accidental usage of CAPS LOCK key : khi g6 phim Caps Lock, dén Caps Lock trén ban
phim sang, ltc ndy ching ta c6 thé gd nham trang thai ctia ban phim bang cach giit phim Shift gb
ky tu déu tién cua mot tir, sau d6 nha phim Shift g cac ky tu con lai cua tir, sau khi go xong tir
nay Word s& doi tir da gd vé dang dang dong thoi lam tit ludn deén caps lock.

- Replace text as you type : tw dong go tir sai thanh tir dung.

Trong hop thoai trén, tir sai dugc li¢t ké & bén cdt trai twong g vadi to dung & bén cft phai. Nhu
vay chi khi nao gd diing tir sai & bén trai thi Word s& ty dong thay thé tir dung ¢ bén phai.

Nhap ndi dung viét tit vao hop Replace. Nhap ndi dung thay thé cho noi dung viét tit vao hop
With, sau d6 click ntit Add dé dua vao danh sach AutoCorrect.

Thuc hién tudn tu cac budc dé nhap thém cac tur viét tit khac. Khi thuc hién xong, nhan OK dé
thoat khoi hop thoai.

Mubn xo04 tir viét tit nao, ban click chon tir trong danh sach va nhén Delete.

Mubn stra d6i, chon tir trong danh sach va nhép lai vao noi dung trong khung Replace hoic With.
Trong khi g& vin ban, mudn st dung AutoCorrect ban nhap vao tir viét tit, sau d6 nhap thém diu
phan cach tir (ky tu trang, ddu phay, diu chdm, dau chim hoi, . . .) dé dua noi dung thay thé
tuong ing vao van ban.

b. Macro

Macros la céc tinh ndng ti n tién, c6 thé lam tdng tdc do hiéu chinh hay dinh dang ma ban c6 thé
thyuc thi thuong xuyén trong mot tai licu Word. Ching ghi lai chudi cac lya chon ma ban chon dé
cho mot loat cadc hanh dong cu thé dugc hoan thanh trong mot budc.

Ghi mgt Macro

Dé ghi mot Macro:

¢ Chon tab View trén vung Ribbon.
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¢ Chon vao miii tén phia dudi Macros.

= |
- - el
= | |Z=F
- e ]
Switch (Macros
Windows~ || =

R J View Macros
¥ Record Macro...

i

¢ Chon Record Macro, hop thoai xuét hién nhu sau:

Record Macro EWE

Macro name:
_Hn:ml |
Assign macro ko

@ Button Keyboard

Store macra in:
&ll Documents (Mormal . dokm) w |

Ee-scriptiun:

¢ Nhap tén (khong chtra ddu cach).

¢ Chon vao noi ban mudn gan cho mét nut (trén Quick Access Toolbar) hay ban phim (chudi cac
phim).

¢ Dé gan Macro cho mét nGt trén Quick Access Toolbar:

- Chon Button.
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- Du6i Customize Quick Access Toolbar, lra chon tai liéu ma ban muon Macro cé san.
i

Ha| Cumtommere the st sccess Tooar nd keyboard shoriots

e pisy
Laritamidr Quiik Sciri Fiibar
i fro s ety ___ |
B

Faen

PR Sl et

;'. Viarrmadl Vs R pre o L ) winas

| fusresr i (=

idd-lm

Trgs1 {ipnip

B .

- Duéi 1énh chon: Chon Macro ma ban dang ghi.

- Chon Add.

- Chon OK d¢ bat dau ghi Macro.

- Thuyec thi cic hanh dong ban mudn dugc ghi trong Macro.
- Chon Macros.

- Chon vao Stop Recording Macros.

i —

! ; —3
Switch |Macros
'.."-"rl"tl:fl:h‘.ls x A ¥

ﬁ? View Macros
ﬂ Record Macro...

11

¢ Pé gan mgt nit Macro cho mét phim #dt:
-0 hop thoai Record Macro, Chon Keyboard.

- Trong hop Press New Shortcut Key, nhap phim tit ma ban mudn gan cho nat Macro va Chon
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Assign.

Customize Keyboard

Specfy & command

Specly keybosrd sequence

Save changes in:  Normal w

Desoription

Ihiarrnal, NewMatros, Macros
f

Currenk keys: Press new shortout key:

- Chon Close dé bat dau ghi Macro.

- Thuec thi cac hanh dong ban mudn duogc ghi trong Macro.

- Chon Macros.

- Chon Stop Recording Macros.

Chay Macro

Chay mdt Macro phu thudc vao noi né dugc thém vao Quick Access Toolbar hay néu né duge

gan 1a mot phim tit.

* Dé chay mgt Macro tr Quick Access Toolbar, Chon vao biéu tuong Macro.

W d 9~ 0 &

* Dé chay mgt Macro tr phim tat, chi can an cac phim ma ban da 1ap trinh dé chay Macro.

Q AJ Delete -

ﬂ Previous
Mew
Comment ﬁ Mext
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BAI 2:

Ban c6 thé nhanh chéng chon tab bang cach lan lugt nhin vao 6 tab selector — 1a & giao nhau
gitra thudc doc va thude ngang (¢ goc trén bén trai trang tai liéu) cho dén khi chon duoc kiéu tab
mong muon, sau d6 nhan chudt vao thanh thudc ngang noi ban mudn dét tab.

Thay d6i khoang cach trwéc hoic sau cac doan
1. Chon doan vin ban ban mudn thay doi khoang céach trudc hodc sau no.

2. Trong thé Page Layout, nhom Paragraph, ban nhan chudt vao mili tén canh muc Before (trude)

hodc After (sau) dé thay d6i bang gia tri ban mudn.

Thay d6i khoang cach giira cac Ky tw

1. Chon doan van ban ma ban mudn thay doi.

2. Trong thé Home, nhan chudt vao nut mii tén & goc dudi phai cia nhém Font dé md hop thoai
Font.

3. Nhan chon thé Character Spacing ¢ hop thoai nay. Trong muc Spacing, nhén Expanded dé mo

rong hay Condensed dé thu hep khoang cach va chi dinh s6 khoang cach trong muc By.

Fort | Adyanced

Character Spacing
Sgale: 1009 bt
Spacing: Condensed v/ By: [0.5% -
Postion: Mormal W By: -
[C] karming for Fonts: _ = | Poinks and shove

Co dan vin ban theo chiéu ngang

1. Chon doan van ban ban muon cang ra hodc thu lai.

2. Trong thé Home, nhan chudt vao nut mii tén & goc dudi phai cua nhém Font dé mé hop thoai
Font.

3. Nhén chon thé Character Spacing ¢ hdp thoai nay. Tai muc Scale, nhap vao ti 1€ % ma ban

muon. Néu ti 1€ nay 16n hon 100% thi doan van ban s€ dugc kéo ra, ngugc lai, n6 s€ dugc thu lai.
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Panh diu su thay déi va ghi cha trong tai liéu
Theo dbi su thay doi trong khi chinh stra

1. Mé tai liéu ma ban mudn theo dai.
2. Trong thé Review, nhoém Tracking, nhan nit Track Changes.

3. Thay d6i tai liéu theo y ban (chén, xo6a, di chuyén hay dinh dang vin ban...). Lap tic ¢ bén

hong trang tai liéu s& xuat hién nhiing bong bong hién thi sy thay doi nay.

Tit ché do theo ddi sw thay doi
Trong thé Review, nhom Tracking, nhéan vao nat Track Changes mot 1an nita dé tit ché do theo

doi trong khi chinh stra.

Thay déi cach Word danh diu
- Ban c6 thé d6i mau va nhiing dinh dang ma Word ding dé danh déu su doi trong tai liéu bang
cach nhdn vao mii tén bén canh nat Track Changes, va nhan chon muc Change Tracking

Options.

- Néu ban mudn xem tat ca nhiing thay doi ngay trong tai liéu thay vi hién thi nhitng bong béng

bén hong tai li¢u, & nhoém Tracking, nhan vao nut Ballons, sau d6 chon Show all revisions inline.

- Pé 1am noi bat ving hién thi nhitng bong bong (bén 18 tai liéu), hiy nhan nat Show Markup va
chon Markup Area Highlight.

2. Pinh dang cjt, tab, Numbering

a. Pinh dang cot

Céch thir nhat: gd vin ban trude, chia cot sau:

- Budc 1: ban nhap van ban mot cach binh thuong, hét doan nao thi nhan Enter dé Xuéng hang.
Sau khi dd g6 hét ndi dung van ban, ban hiy nhan Enter dé con tré xudng hang tao mot khoang
tréng.

- Bu6e 2: t6 khdi ndi dung can chon (khong to khdi dong tring & trén), tai thé Page Layput,

nhom Page Setup ban chon céc mau cot do Word mic nhién an dinh.
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Insert Page Layout References
[y Orientation » ¥= Breaks

[j Size v ) Line Numbers =

==

== Columns 1*| be~ Hyphenation =

One
= Two
Three
p— Left

-2 Right

== More Columns...

Nhan vao More Columns hién thi hop thoai;

Columns
Presats
— . 7T ] Em E=m
= =1 - == ==
One Two Thres Left Right
Humber of columns: |1 =
Width and spacing Praview
Col #:  Wickh: 2pading:
1 6.3" -
Apply bo: | This section L4
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- Presets : cac mau chia cot

- One — Two — Three : Cac cot c6 do rong b@ing nhau

- Left — Right : Céc cdt c6 do rong khac nhau

- Number of Columns : S4 ¢ot (néu mudn s6 cot chir w)

- Line Between: : Puong ké gitra cac cot

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

- Equal column width : Cac ¢t c6 do rong cot bang nhau néu nhap chon vao 6 vudng phia trudc

Cach thiwr hai: chia c0t trude, go van ban sau (dung trong truong hop toan bd van ban duogc chia
theo dang ¢t bdo).

- Tai thé Page Layput, nhom Page Setup ban chon cac mau cot do Word mic nhién an dinh
- Nhap van ban vao.

- Tai thé Page Layput, nhém Page Setup ban chon Breaks, Column Break: dé ngét cot khi ban

muodn sang cac cot con lai.
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ig‘:'_"'_'-, Breaks v \A] Watermark *  Indent

Page Breaks

; l Page
% ; Mark the point at which one page ends
{ '-‘1 and the next page begins.

Iy Column
|=1= Indicate that the text following the column
S |= break wiil begin in the next column.

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

Section Breaks

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

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

3 I Even Page
______ Insert a section break and start the new
F—=d= section on the next even-numbered page.

= 0Odd Page
Insert a section break and start the new
!r:.lihl section on the next odd-numbered paga,

b. Cai dit diém dirng tab (Tab stops)
Dé cho viéc cai dit tab duoc thuan tién, ban nén cho hién thi thude ngang trén dinh tai licu b?lng

cach nhan nut View Ruler ¢ dau trén thanh cudn doc.
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= P R
o @
34 Find =

¥ac Replace

ki Select =
Editing

FI_J]

Ban c¢6 thé nhanh chong chon tab bang cach lan luot nhan vao 6 tab selector — 12 & giao nhau
gitta thude doc va thude ngang (¢ goc trén bén trai trang tai liéu) cho dén khi chon dugc kiéu tab

mong mudn, sau d6 nhan chudt vao thanh thude ngang noi ban mudn dit tab.
Tuy ting trudng hop c6 thé ma ban co thé sir dung mot trong céc loai tab sau:

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

¢ Tab giira:Dat vi tri chinh gilra doan text. Poan text s€ nam gitra vi tri dat tab khi ban nhap li¢u.
¢ Tab phai: Ni m & ban phai cudi doan text. Khi ban nhap li€u, doan text s& di chuyén sang trai
ké tir vi tri dat tab.

¢ Tab thap phan: Khi dit tab nay, nhitng diu chim phan cach phan thap phan s& ndm trén cing
mot vi tri.

¢ Bar Tab: Loai tab nay khong dinh vi tri cho text. N6 s€ chén mdt thanh thfmg ding toi1 vi tri
dat tab.

11
LE MINH BICH- P7QL6


http://bikipvanphong.info/wp-content/uploads/2012/07/dinh-dang-trong-van-ban-p2-6.gif

MOT SO THU THUAT TRONG WORD 2010

Tab stop position: Default tab stops:
2.19" 0.5" 3l
219"
Tab stops ko be cleared:
Alignment
@® Left O Center O Right
() Decimal ) par
Leader
(® 1 More Oz..... O 3 -meeeen
O¢__
| set || Clear || Clearal
[. (o4 ] [ iCancel

- Default tab stops: Khoang cach dung cua default tab, thong thuong 1a 0.5”

- Tab stop position: g toa do diém ding Tab.

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

- Leader :chon cach thé hién tab.

+ 1 None Tab tao ra khoang tring.
+ 2-3-4 Tab tao ra 1a cac dau chdm, dau gach hoac gach lién nét.

- Cac nat 1énh:

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

¢ Clear : x6a toa do da chon.

¢ Clear all : x6a tt ca toa do diém dung tab da dat.

Néu ban mudn dat diém ding tab tai vi tri phi hop ma khong thé xac dinh chinh x4c khi nhan
chudt 1én thanh thudc ngang, hodc ban mudn chén ky tu dac biét trude tab, ban co thé dung hop

thoai Tabs bang cach nhan dup chudt vao bat ky diém dimg tab nao trén thanh thude.

12
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Sau khi cai dit diém dung tab xong, ban c6 thé nhan phim Tab dé nhay dén ting diém dimg

trong tai li¢u.

BAI 3:

Dé co thé tuy bién chit c4i nhan manh nay, ban nhéan chudt 1én 1énh Drop Cap Options trén menu
cua Drop Cap. Trén hdp thoai Drop Cap, ban c6 thé chon vi tri cia chit nhan manh, font chir, so
dong tha xuong va khoang cach tir chlt nhan manh téi cum text.

c. Numbering
S6 thir tu tu dong cho phép ban dinh dang va t6 chirc van ban véi cac sd, cac bullet (déu chim

tron).

13
LE MINH BICH- P7QL6



MOT SO THU THUAT TRONG WORD 2010

= v |i=|e|ti=e | SESE | A ’
= [.’.T. S EE LT AaBbCcDe
|§| z Numbering Library
! 1
1. 1)
| None 2, 2)
3. <))
| B b)
1) c. 0
d. [
b i

Document Number Formats

1) 1.
2) 2
3) 3

Define New Number Format...

| %

Bulleted and Numbered
Céc danh sach Bullet ¢6 cac dau cham tron, danh sach cdc Number c6 cac sd va danh sach cac

Ountline 14 su phéi hop gitra cac so va cac chit cai phu thudc vao sy té chic cia danh séach.
Pé thém mot th ty tu dong vao vin ban cb san:
¢ Lya chon van ban ban muon dé tao mot thur tu tu dong.

¢ Trong nhom Paragraph trén tab Home, kich vao nut danh sach Bulleted hodc Numbered.
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i=qliElle EE AL

| | = =— = 1

== =& =~ | - -
Paragraph =

Dé tao mot thu tu tu dong moi:

¢ Dit con trd vao noi ban mudn chén thir tu tu dong trong tai li¢u.
¢ Chon nut danh sach Bulleted hoac Numbered.

¢ Roi nhap ndi dung binh thuong.

So thir tw tw dpng long

SO thir tu tu dong l@)ng la danh sach c6 mot vai cép do. Dé tao mot thu tyu tu dong lé)ng:
¢ Tao thu tu ty dong clia ban theo su hudng dan phia trén.

¢ Chon nut Increase Indent hay Decrease Indent.

=- = [EE|S 0

+

— —
= | .=v

&y~ iEi~

Paragraph a

Dinh dang danh sach thir tw tw dong

Hinh anh chdm tron va sb co thé duogc thay doi béng cach su dung hop thoai Bullets or
Numbering.

¢ Lya chon toan bg tha tu tu dong dé thay ddi tat ca cac dau cham tron hay s6, hodc dat con trd

1én mot dong trong danh sach thir ty tw dong dé thay d6i mot Bullet.
¢ Chon phai chudt.

¢ Chon vao mii tén bén canh danh sich Bulleter hay Numbered va chon mdgt Bullet hay

Numbering khac.
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3. Drop Cap

Tao mét chir hoa thut cap (Dropped Cap)

Microsoft Word cé tinh ning tao chit nhdn manh goi 1a Drop Cap. D6 1a chir cai dau cau duoc
phong to va tha xudng. Kiéu trinh bay van ban nay c6 tinh my thuét cao.

Nhép chudt 1én tab Insert trén thanh Ribbon va chon 1énh Drop Cap trong nhém Text. Khi ban
nhén 1én nat 1énh Drop Cap, mdt menu x6 xudng xuit hién. Ban nhén 1én dong Dropped 1ap ttc
mau ty dau tién cla dong du tién trén van ban s& duoc nhin manh.

| _ﬂj Quick Parts = l_ﬁ Signature Line =

M:-rd rt- QJDateuTume

TE.".T. CELCell R RN
Box* Drup Cap '| Mg Object =

Mone  omm—

- i |
E Dropped
A In margin

rop Cap Options...
C6 2 ché do:

1. Dropped cap.

2. In-margin dropped cap.

Dé co thé tily bién chit cdi nhan manh nay, ban nhan chudt 1én lénh Drop Cap Options trén menu
cua Drop Cap. Trén hop thoai Drop Cap, ban co thé chon vi tri cta chit nhadn manh, font chit, s6

dong tha xudng va khoang cach tir chit nhin manh t6i cum text. Nhian OK dé hoan tat.
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Position

l Mone Dropped In margin

Options
Eont:
Times MNew Roman W |
Distance from bext: 0" - |

[ Ok I[ Cancel J

Sau nay, néu khong muon nhan manh kiéu Drop Cap nira, ban chi viéc vao lai man hinh Drop

Cap va chon I¢nh None la xong.

4. Watermark (nén bao vé vin ban)
Hinh mo
Mot hinh mo 1a mot anh trong subt ma xuat hién ngay sau van ban trong tai liéu. Dé chén mot

hinh mo:

¢ Chon tab Page Layout trén vung Ribbon.

¢ Chon nit Watermark trong nhom Page Background.

¢ Kich chon Watermark ban muén hodc Chon Custom Watermark va tao mot hinh mo riéng.

¢ Dé bo mot hinh mo, thue hién cac bude nhu trén nhung chon Remove Watermark.
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4] Watermark =| Indent Spacing

Confidential -
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1
DO NOT COPY 2 -

Maore Watermarks from Office.com

Al Custom Watermark...

‘. Remove Watermark

5. Tao tiéu dé trén va duéi (Header and Footer) cho viin ban

Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nat Header hay Footer.
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__1 Header = J Quick Parts = j Signature Line = TU Equation =
:_J Footer = NVordart = —5& Cate & Time £2 Symbol *
Bulit-In -
Blank pol
o ]

Blank (Three Columng)

[Tiis tamn] [T pis b [T v vt

Alphabet

[T b o 1

Annual

Mare Footers from Office.com b

I_J Edit Footer

Remove Footer

Mot menu x6 xudng voi cac Header, Footer mau cho ban chon. K& dén ban nhap ndi dung cho
Header hay Footer d6. Nhap xong nhan dtp chudt vao ving ndi dung cua trang, 1ap tirc Header/

Footer s& dugc ap dung cho toan bd trang cua tai li¢u.

Thay @6i Header / Footer cii bang Header / Footer méi
Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nit Header hay Footer. Sau d6 chon

lai mot Header / Footer méi dé thay cho Header / Footer hién tai.
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BAI 4: PINH DANG VAN BAN TRONG WORD 2010

Trong tai liéu, thuong trang dau tién khong dugce danh s vi nd 1a trang bia. Ap dung phan ghi
chu ¢ thu thuat “Bat dau danh s6 trang bang mét s6 khac” bén trén, trang bia van dugc danh so la
0. Vi vay ban hay thuc hién thém budc sau dé x6a han so trang ¢ trang dau tién cua tai liéu.

Khéng sir dung Header / Footer cho trang dau tién
Tai thé Page Layout, ban nhin chudt vao nat goc dudi phai ciia nhom Page Setup dé mé hop
thoai Page Setup. Ké dén mé thé Layout ra. Panh du kiém muc Different first page bén duéi

muc Headers and footers. Nhan OK.

Page Setup ? &|
Marging || Paper Layout
Seckion
Section stark: .M page b
Headers and Fookers
[[] péferent odd and even
Dffarent ik poge]
pader: |0.5" -
From edge: b
Footer: | 0.5" -
Page
Vertical aignment: | Top w
Praview
Apply bo: | 'Whole document w [ Line Numbers... ] | Borders... ]

e p—

Vay la Header / Footer da dugc loai bo khdi trang dau tién cua tai liéu.

Trong Word 2003, ban ciing c6 thé loai bo Header / Footer cho trang dau tién béng cach vao
menu File — Page Setup — chon thé Layout — danh dau check Different first page — OK.

Ap dung Header / Footer khac nhau cho trang chiin va trang é
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Tai thé Page Layout, ban nhin chudt vao nut géc dudi phai cuia nhom Page Setup dé mé hop
thoai Page Setup. Ké dén m¢ thé Layout ra. Panh ddu kiém muc Different odd and even bén

dudi muc Headers and footers. Nhin OK.

Bay gio ban c6 thé chén Header / Footer cho céc trang chin trén mot trang chin bat ky, chén

Header / Footer cho cac trang 1é trén mot trang 1 bat ky.

Trong Word 2003, ban ciing c6 thé thyc hién twong tu bing cach vao menu File — Page Setup —
chon thé Layout — dénh du check Different odd and even > OK.

Page Setup |'_7|r3|

Marging = Papar Lanpoait
Section
Section start: Mew page -
Headers and Footers
[]Diferent gdd and even|
[] sfferent First page
ader; (0.5 -
From edge: el b
Fooker: |0.5° -
Page
Yertical slignment: | Top -
Praview
fpphy to; | Whiole dooument v| [Lneu.lnhers...] [ Eorders. .. !
Set As Defauk [ ok | [ cance |

Thay d6i ndi dung ciia Header / Footer

Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nut Header hay Footer. Ké dén chon
Edit Header / Edit Footer trong menu x6 xudng dé chinh sira ndi dung ctia Header / Footer.
Trong khi chinh stra ban c6 thé dinh dang lai font chi, kiéu chit, mau sic... cho tiéu dé Header /
Footer bang cach chon chir va sir dung thanh cong cu Mini xuat hién bén canh. Chinh sira xong

ban nhén dap chudt ra ngoai viing ndi dung ctia trang tai liéu. X6a Header / Footer
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Tai thé Insert, nhom Header & Footer, ban nhan chudt vao nut Header hay Footer. Ké dén chon

Remove Header / Remove Footer trong danh sach x6 xudng.

3] Header = ‘A
é:l Footer = :

: Text
{|=) Page Mumber = 2

Top of Page
Bottom of Page
Page Margins

Currant Position

Box

|&l Quick Parts = [ Signature Line ~
] worgart ~  [§} Date & Time

AS prop Cap = %gd Object =

'S Text

N EEEE

*

*

Format Page Mumbers..,

Bemove Page NMumbers

Tao Header / Footer khac nhau cho cac vung khac nhau cia tai liéu

- Trudc tién, ban can tao cac ngat ving dé phan chia cac ving trong tai liéu. Nhan chudt vao vi
tri mudn dit mot ving méi. Trong thé Page Layout, nhém Page Setup, nhan nat Breaks va chon
mot kiéu ngat ving pht hop trong Section Breaks, vi du Continuous (chung ta s& tim hiéu k¥ hon

vé ngat trang / ngat ving ¢ nhitng bai viét sau).

- Tai thé Insert, nhom Headg:r & Footer, ban nhan chudt vao nut Header hay Footer. Ké dén chon
Edit Header / Edit Footer dé chinh stra ni dung cho Header / Footer.

- Trén thé Header & Footer, nhém Navigation, néu thiy nut Link to Previous dang sang thi nhan
vao niit ny mot 1an nita dé ngat két ndi gitra Header / Footer trong viing méi nay véi ving trudc

do. Ban s€ thay muc Same as Previous ¢ goc trén bén phai cia Header / Footer bién mat.

- Sau d6 ban chinh stra Header / Footer cho viing méi nay va yén tdm rang nhiing Header /

Footer ciia cac ving trudc d6 khong bi thay ddi theo.

6. Panh sb thir tw cho trang vin ban Chén so trang vao vin bén

S6 trang nay s& duoc dua vao Header hay Footer tily y ban. Dé thuc hién, ban chon thé Insert, tai
nhom Header & Footer, ban nhan nit Page Number. Trong menu xut hién, ban tr6 t6i Top of
Page (chén sb trang vao phan Header) hodc Bottom of Page (chén vao Footer). Word 2010cung

cap san kha nhiéu mau danh so trang va ban chi viéc chon mot trong cac mau nay la xong.
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Thay d6i dang s6 trang

Ban c6 thé thay d6i dang s trang theo ¥ thich cia minh ma dinh dang chuén khong c6 san. Bé

thuc hién, ban nhan dap vao Header hay Footer, noi ban da dat sb trang. Tai thé Design, nhom

Header & Footer, ban nhan nit Page Number, chon tiép Format Page Numbers.

Page Mumber Format

)X

Murber Formak:

[] Inchude chapter number

“hapter starts with style ding

Use separabor: hyphen)
Page numbering

@ Continue from previous section

() Start at: :|

l (n ] [ Cancel

]

Number format: Chon dang s thir tu.

Include Chapter Number: S trang s& duoc kém véi s6 chuong.

Continue From Previous Section: Sé trang nbi tiép véi section trude do.

Start at : S6 trang dugc bat dau tir so.

Trong hop thoai Page Number, tai muc Number format, ban hay chon mdt kiéu danh sé minh

thich, sau d6 nhin OK.

Thay d6i kiéu chik, c¢& chir, mau sic clia so trang

Nhén dap chuot vao Header hay Footer, noi ban da dat ) trang tai do.
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Dung chudt chon ) trang. Tai thanh cong cu mini vira xuét hién & bén trén, ban co thé chon lai
font chir, ¢ chit, dinh dang lai chit dam, nghiéng, hay chon mau tuy thich. Khi hi¢u chinh xong

ban nhan ddp chudt vao vuing ndi dung chinh cua tai liu.

Bit diu danh s trang bang mét sé khac

Ban c6 thé bit dau danh sd trang béng mdt con s6 khac, thay vi 1 nhu mac dinh. Cach thuc hién:
Tai thé Insert, nhom Header & Footer, ban nhan nat Page Number, chon Format Page Numbers.
Trong hop thoai xuét hién, ban chon Start at va nhap vao con s6 bt dau khi danh sb trang. Nhén
OK.

Ghi cht: Néu tai liéu cua ban c6 trang bia va ban mudn trang dau tién sau d6 dugc bat dau bang
1, tai 0 Start at, ban hay go vao 0.

X6a s6 trang da danh

Tai thé Insert, nhom Header & Footer, ban nhan nut Page Number, sau d6 chon Remove Page

Numbers & cudi menu.

X06a s6 trang ¢ trang dau tién caa tai liéu
Trong tai lidu, thuong trang dau tién khong dugce danh s6 vi né 1a trang bia. Ap dung phan ghi
cha ¢ tha thuat “Bat dau dénh sb trang bang mot s6 khac” bén trén, trang bia van duoc danh sé 1a

0. Vi vay ban hay thuc hi¢n thém budc sau d€ xo6a han so trang & trang dau tién cua tai ligu.
- Nhan chudt vao bat ky viing nao cua tai li¢u.

- Tai thé Page Layout, ban nhn chudt vao 6 vuéng goc dudi bén phai ctia nhom Page Setup dé

m& hop thoai Page Setup ra.

- Nhén chudt vao thé Layout trong hop thoai, bén dudi Headers and footers, ban danh d4u chon

vao hop kiém Different first page. Nhin OK.

Bay gio ban hiy kiém tra lai xem, c6 dung 13 trang dau tién khong c6 sb trang, sau d6 trang ké

dugc danh s 1 khong nhé.
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BAI 5

Khi c6 hom thu e-mail do mot may chii ho trg (theo giao thirc IMAP hodc POP3), ban c6 thé
dung Outlook Express,Microsoft Express. Hom thu webmai ctia Google (Gmai ) hay Yahoo
ciing hd trg giao thitc POP3 (nhung Yahoo chi dung duoc tinh ning nay ¢ ban déng phi).

a. Thém mét trang bia
Word 2010 cung cip san cho ban mot bo suu tip cac trang bia kha dep mit. Céc trang bia ludn

duoc chén vao dau tai lidu, khong phu thudc vao vi tri hién tai cua con tro trong tai liu.
- Trong thé Insert, nhom Pages, ban nhan nut Cover Page.

- Trong menu xuat hién, ban hiy nhan chon mét kiéu trang bia minh thich. Trang bia d6 s& dugc
ap dung vao tai lidu va ban c6 thé sira doi ndi dung cac dong chir mic dinh bang dong chir minh
thich.

Home Insert Page Layout References Mailings
Qe [ bl B8 O 2 ol &
(k| HIE] T = (sl

Biank Page
Table Picture Clip Shapes SmartArt Charl Scoreenshot
,-_—,Pa-:e Break - Art - E
Pages Tables Mustrations

b. Xoa trang bia
Dé x6a trang bia, ban nhén chudt vao thé Insert, nhan nut Cover Page trong nhom Pages, sau do6

nhin Remove Current Cover Page.

4. Tim nhanh tir dong nghia trong Word Tra tir ddng nghia, phin nghia

Str dung tinh ning Research, ban con co thé tra tir dong nghia va tir phan nghia.

- Trong thé Review, nhom Proofing, ban nhan nat Thesaurus.

n Home Breert Page Layout Eederences Mg Rariey Wlew
,y L, Revmareh H:E ﬂ r Bl Daiet __‘_}, o Fisal: Show Harkup
S Thekaury i " A st Maskup -
Speling & Taniete Loogusgs Hew

I
=
. Trmch
Grammar ;:-3""‘3“: Count = - Comment o Mot Changes = ..E Reviewing Pang =
frg Languige Camanen Teacking

- Gitt phim Alt va nhan chudt vao tir can tra. Két qua sé hién thi trong khung Research ¢ bén

phai.

25
LE MINH BICH- P7QL6


http://bikipvanphong.info/tag/microsoft/
http://bikipvanphong.info/wp-content/uploads/2012/07/huong-dan-tao-trang-bia-trong-word-2010-1.gif
http://bikipvanphong.info/wp-content/uploads/2012/07/huong-dan-tao-trang-bia-trong-word-2010-2.gif
http://bikipvanphong.info/wp-content/uploads/2012/07/huong-dan-tao-trang-bia-trong-word-2010-1.gif
http://bikipvanphong.info/wp-content/uploads/2012/07/huong-dan-tao-trang-bia-trong-word-2010-2.gif

MOT SO THU THUAT TRONG WORD 2010

Research * X
Search for:
|Research

| Thesaurus: English (U.5.) w |

®

4AThesaurus: English (11.5.) ~
AInvestigation (n.)
Investigation

Study

Exploration

Examination

Inquiry

Enquiry

Inquiries (Dictionary Fo...
Enguiries {Dicbonary F...

AInyestigate (w.)
Investigate

Study

Explore

Examine

Seek

Do research {Dictionar...
Delve into (Dictionary ...
Make inguiries (Diction. ..

- Pé chén tir ddng nghia hodc phan nghia d6 vao tai liéu hién hanh, noi con tré dang dung, ban

dua chuét vao tur trong danh sach két qua, nhéan chudt vao miii tén bén canh tir, chon Insert.

- Pé tim tiép tir dong nghia / phan nghia cua tir trong danh sach tim duoc, ban nhan chudt vao tir

do6 trong danh sach két qua.

Ghi chi: Ban c6 thé tim tir dong nghia, phan nghia trong ngon ngit khac (ngoai tiéng Anh) bang
cach nhan chuot vao hdp danh sach bén dudi khung nhap liéu Search for va chon mgt ngon ngir,
vi du nhu tiéng Phép (French) ching han.

5. Géi file qua Email tir moi trwomg Word

Du van hay mé hom thu, chon chitc ning tao méi roi dinh kém file van ban dé g61 cho ddi tac,

ban c6 thé thay doi thoi quen nay bang cach goi ngay trén moi truong Word.

Diéu kién 12 may tinh ctia ban di cai Outlook Express hodc Microsoft Express.
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Khi ¢6 hom thu e-mail do mot may chu hd tro (theo giao thirc IMAP hodc POP3), ban cé thé
dung Outlook Express, Microsoft Express. Hom thu webmai cua Google (Gmai ) hay Yahoo
cling hd trg giao thitc POP3 (nhung Yahoo chi dung duoc tinh ning nay & ban dong phi).

Céac budc thwe hién nhw sau:
- M&é mot tap tin mubn gbi
- V4o menu File — Share — Send Using E-mail. Chon tiép mot kiéu dé goi email.

Nhu d4 n6i & trén, 1énh nay chi thanh cong khi Word phat hién mot hé théng e-mail twong thich

va hoat dong khi cac chuong trinh d6 da duoc cai dat.

- Lic nay giao dién goi thu hién ra voi cac dang nhu To..., CC...., Subject... Néu khong nhé e-

mail cua nguoi goi, ban nhan vao biéu tugng hinh quyén vé dé doc so6 dia chi va chon OK.

- Biéu tuong c6 dau miii tén mau xanh va déu chdm than s& giup ban dat e-mail goi di ciia minh
& cip do wu tién nao (thap, binh thuong, cao). Ban ciing ¢6 thé dinh kém céc file khac ngay trén

mdi trudng Word bang cach nhan vao biéu tuong chiée kep ghim.
- Sau d6, nhan vao muc Send a copy.
Chu ¥ rang vao lan dau tién goi thu theo cach nay, c6 thé ban s& duoc yéu cau nhép ID, password

va domain. Luc nay, ban chi can g0 lai dung nhu khai bao ddi v6i hom thu Outlook hodc

Microsoft Express da tao trude do.

6. Thua thuat dung may tinh trong Word
Mac du cong nang chinh cia Microsoft Word la soan thao van ban, song no ciing cho phép nguoi

ding thyc hién cic phép tinh co ban théng qua chiéc may tinh lam duoc tich hop vai tén goi
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Tools Calculate (kha gidng véi tién ich Calculator trong thu muc Accessories ctiia hé diéu hanh
Windows).

Dé khai thac cong cu bi mat nay cia Microsoft Word, trudce tién, ban can dit biéu tuong Tools

Caculate cua no trén tab mai cua ctra s6 soan thao van ban bang cach:

Tao Tab méi trén Ribbon: click phai lén Ribbon, chon Customize the Ribbon:

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbaon...
Minimize the Ribbon

Hop thoai Word Options hién thi.

- . A Customize the Righon: i
&ll Cammands w | rtmin Tams w

gy g T ; it
E Main Tabs
Toals Auteomrect Caps Lock OH - | [#] Home
Taals -‘-'-l.lt'}-.':'?lrl‘ﬂ Days I+ ].|'||¢rl
Tools Autolomect Exceptions & [#] Page Layout

Toals Auteloarect Initial Caps

Tools Autolomect Replace Taxt

Tools Auteloarect Sentence Caps

Tools Autolomrect Smart Guotes
= Tools Bullat List Darault

ED H !IEJ!E glrl‘!!r}

Tools Customize Kepboard Short..
Toals Gram Settings
1= Toals Number List Default
Tools Sptions LutoPosmat
Tools Options SutoFgsmat &5 Yo,.,
Toals Options Fie Locations
Toals Qptions feart Tag
Toois Speting Redheck Doument
] Top and Bottom
- Top Border
M Top of Page ®
v
F

= [#] Referirced
Mallings
Revitur

& [#] views

I+ D Devslopear

Catulstar (Custom|
=l TinhFoan (Custom|
3 Tools Calculate

I+ ]mvlrt Biog Pasty
| El Cwtlining
# [#] Backgraund Remaoral

Total Row

Tragk Chinges k.

Track Changes

Tradk Chsnges 4
ﬁ Traditio st

B Tessefmans =

Hew Tab Bl Gdup |' Rename,., |

Customizations:

Chon New Tab, 1an lugt ddi tén thanh Tab Caculator, va group Tinh Toan

O ¢dt Choose commands from, chon All commands, di chuyén thanh cudn chon Tools Calculate.

Nhan nut Add dé thém vao biéu tuong vao Tab Caculator

Ké tiép, ban hdy nhap vao mot phép tinh, chang han ((90+10)*2)/50. Hiy danh ddu khdi phép
tinh nay roi nhap chudt 1én nit Tools Calculate. Két qua ctia phép tinh s& duogc trinh bay & goc

duéi trai clia cira s6 soan thao vin ban (ndm ngay sau dong chit The sesult of the calculation is).
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“Hnme | Caculator Tnsert

Taols
Calculate
TinhToan |
[ S | 1 | A
1sd i i i ]

((90+10)*2)/30

4 |

IThe result of the calculation is: 4. I

7. Tha thuét tranh in viin ban ngoai y mudn

C6 thé hang ngay ban van soan thao tai liéu bang chuong trinh Word, nhung vi yéu cau an toan
thong tin ma ban tuyét ddi khong dugc in ra mot khi chua can thiét. Tuy nhién, chirc nang Print
trén thanh cong cu cia Word luén thuong truc san sang dé thuc hién 1énh in cho du ban nh& tay

bam nham.

Dé khong ché chirc nang in tire thoi khong can xac nhan cia Word, ban c6 thé thiét 1ap tiy chon
thong bao trudc khi thi hanh I1énh in. Ty chinh nay rat can thiét trong truong hop ban thudng
xuyén xir Iy hay xem lai nhiing trang tai liéu bi mat nhét 1a trong van phong sir dung may in ndi

mang.

Trude hét ban can nhan vao nit Office co biéu tuong dat tai goc dinh phia trai man hinh. Chon
nat Word Options, ké tiép chon Trust Center trong danh sach, rdi chon nat Trust Center Settings

v y; Hallp kD y2uF GOTImals sele and your comouler g6 cena @nd bl

llng. 1 g O | e
Mlrroieft teres i poue pivery o) e oo gl abaa® by Vltronelt Werd halp s bx pestert jour pelssry plaas
e e the priva g dstanerh

......

y and ascui iy Tiom Cffics o8

M roasH Word feask Do

TPl TR DI DT N b0saTey ] DREBLY [ETIN D IR 52 DETTOROE B0 B BDR 04! (0@ DURIF = =
HEa Vel e meHOE 150 plu 22 ndd charan s e HEGI L

Va nhan vao Privacy Options. Sau d6 nhan chudt danh ddu muc Warn before printing... va bam
nat OK.
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Trust Ceatar

Irested Fubiishes

Privacy Oplons
Trasied Lacatiom: — =

& Gonmect to SFfce com For up-atec content wives Im conmecied Lo ng irtemet

Fredted Dacuresnts & Downlosd afile periacicall that hefgs detemne sptem problem:
acid-ms &) Sign up Far the Custamer Expericnie Imaravemend Program

W Sutomatcally detect instaled Jffics epplizations 1o impeove Office.con Jeanck resulty,
Actvak Setings = tlicuthe Bessarch tasc pans to checs for and inchall mas sensnec
Maora bette g Paeag grar prranay gkaberes nd
DEF Settmg:

Docet Pt S a0 1T Pt

Mezcage Ba

I & Warmn befors prnfing, tamng or cesding & file that coaksing tracked changes ar rommends I

Ehoerle Srtting e T -
S g % S0ie ramdDm NUmMDErS L WD ooe COMINe Aibiacy

[T — B Mk hikgben smsnbuap g@siile ssbvern ppenlisg ui sdvesg

Bocument fnspecor..

Ngoai ra con c6 mot cach dinh dang khac do6i véi nhitng tai liéu mang ndi dung riéng tu, don

gian d6 1a giai phap khong cho in van ban ra gidy. Ban can lya chon toan bd trang vin ban
(Ctrl+A), sau d6 bam nat chudt phai va chon myc Font trong trinh don tha, danh dau vao muc
Hidden rdi 4n nat OK.

Font ?x
Fomt | Character Spacing |
Eant: Fant style: _ Slze:
+Body | Regusr [11
oty Pollleeos ERECEES
+Headngs | | Italic 9
Adobe Caslon Pro Biold 10
Adobe Caslan Pro Bald Bold Italc 1|
_.lfl.dcvl:-a Garamond Pro w 1z he
Fonk: golor: Undedine shyle:
Aukamatic b | {mane) W
Effects
[ =#rikethrough [ shadow [ 5mall caps
[] pewble strikethrough [ Sutine [] &l caps
[] sugerscript [ Ernbess [“ltidden
[ subscript [ Engrave

Keét thuc budce nay, ndi dung van ban cua ban da dugc an di. D€ hién lai trén man hinh, ban vao

Tab File/Options, nhan danh ddu muc Hidden text sau d6 dimg quén nhan nat OK.
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General )
t_u_{“ Change how document content 15 displayed on

L.

Display

Praafing [ Page display options

Save [#] show white space between pages in Print Layaut view
Show highlighter marks (0

Language
Show dooument tooltips on hover

Advanced

Always show these formatting marks on the screen
Customize Ribbon

[[] Tab characters -
Quick Access Toolbar [ spaces
A dns [] paragraph marks 1
: | 1 Hidden text |
Tnast:Centen [ | optional hyphens =
[] object anghors sir

[ show all tormatting marks

Hoan thanh budc nay, toan bd ndi dung van ban hién thi trd lai trén man hinh tuy nhién néu in

ban sé& chi dugc két qua 1a trang gidy trang.

8. Meo in hinh kho gidy 1én bang may in nhé
Ban c6 mot may in mau chi in duoc ¢& gidy A4 nhung lai muén in ra nhiing tdm anh c6 kich
thudc “khong 16” dé trang tri trong gia dinh? Cong cu mang tén “The Rasterbator” s& gitp ban

thyc hién diéu tuong nhu bat kha thi nay.

['he
Rasterbator

Define output size (3/5)

70 3 et [wh 7

Cuitpat irmage siza:
2,87 w208 m

Paper consumplion:
14% 7 = 95 gheets

Chuong trinh s€ khéo 1éo “cat” tam anh so cua ban ra thanh rat nhiéu phan nhé bang nhau voi

kich thudc cia mdi phan bang dung kho gidy A4. Ban chi viéc in ra toan bo nhiing phan nay, sau
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do ghép lai voi nhau cho chinh xac nhu tro choi ghép hinh cta tré em va dan 1én mot noi nao do
d3 chuén bi sdn, ban s& c6 mot tim anh “to dung” khong thua kém gi 1am so véi cac poster quang
céo.

Sau khi chon ngdn ngit cho minh, thudng 1a tiéng Anh, ban nhan vao “Continue” dé vao cac

budc:

Nhéan vao “Browse” dé tim dén buc anh can in r61 nhan “Open” d€ hién ra duong dan dén tam

anh ro1 nhan “Continue”.

Chon khé gidy ctia may in — néu tam anh 1a kho dimg thi chon “Portrait”, néu 1a kho ngang thi

chon “Landscape”.

O 6 “sheets”, ban thoai mai lua chon s t& ma ban can “The Rasterbator” cit ra cho minh. Luu v
sO to cang nhiéu thi tim anh ciia ban cang 16n va c¢6 thé dén mirc khong 16. Nén tinh toan ki mat
bang dan anh truéc khi ra 1énh cho “The Rasterbator” cat hinh. S to t6i da ma “The
Rasterbator” ¢ thé cit cho ban 1a dén 1.000 tim, du stc tao nén mdt bang quang cio kinh

khung!

Ban moéi nhdt cta chuong trinh 1a “Rasterbator Standalone 1.2” c6 thé tai mién phi tai
http://arje.net/files/Rasterbator_Standalone_1.21.zip dudi dang file nén ZIP c6 dung lugng 866
KB. Khi tai vé may xong, ban chi viéc bung thu muyc chira chuong trinh vao 6 cimg va nhap dap

vao file Rasterbator.exe dé chuong trinh ty dong chay.

9. Tao nhanh mét hoic nhiéu dong ngiu nhién

Nham phuc vu cho viéc tao ra mot dong, mot trang hay nhiéu trang trong word dé c6 thé kiém tra
viéc in 4n dé dang. Chung ta c6 thé nhap vao dang cong thirc sau: =lorem() thi mic dinh véi 3
doan, 6 dong hoac =lorem(sé doan can in ra, sb dong trén mdi doan). Bén canh dé ban cé thé
dung Iénh rank véi ct phap tuong tu nhu 1énh lorem.

10. Tao bang bang phim

(I3

Bang su két hop giita phim “+” va “-”, phim Enter va phim Tab tr n ban phim, ching ta c6 thé dé
dang va nhanh chdng tao ra cac bang tinh. Gia st, ban can tao mot bang tinh 4 cot va ¢ 4 dong,

ban thuc hién nhu sau: Pau tién ban nhan +—+—-+ —+ + sau d6 nhan Enter ¢

cudi dong. Mot bang tinh dugc xuat hién, ti€p theo, ban dat con tré chudt ¢ cot cudi cung va

nhan Tab, mot dong moi s€ xuét hién. Do rong cua bang tinh chinh béng s6 dau “-” ma ban di
nhan lac tao bang. Tuy nhién ban c6 thé thay d6i do rong nay khi nhap liéu.
11. Tao dudng ké
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Dé tao nhanh céc duong k& ngang cua mot trang tai li¢u, ban chi can st dung cac dac biét co trén
ban phim. Cac phim -, =, *, #,~ khi dugc nhan twong tmg tir 3 phim mdi loai trd 1én s& tao ra
duong ké don, d6i, ba, duong chim dat nét va duong dzic dzic. Khi d6 ban khong can phai vao
danh muc trén Ribbon dé thuc hién. Vi du dé tao duong k& doi, ban chi can nhin === va nhén

enter la xong.

12. B6 tinh niang tw dong SuperScript

Thong thuong, khi ban gd vao ngay theo kiéu anh hoic nhimg ky tu twong tu nhu lst,
2nd,...,7th, thi Word s€ tu dong SuperScript ky tu d6 thanh 1st, 2nd, ,7th, Néu ban khong mubn
vay, sau khi gd xong mdi cum ky tu, ban nhéan Ctrl +Z dé Word b ap dung thiét dat d6i v6i cum
ky tu do. Néu ban muén ap dung ddi voi toan bd cac cum ky tu cho van ban thi ban hay vao biéu
tugng Office & goc trén — bén tréi, sau do6 chon Word Options. Tiép theo ban chon muc Proofing
va chon AutoCorrect Options. Trong clra s6 AutoCorrect ban chon tab AutoFormat As You Type

va check bé muc chon Ordials(1st) with superscript nhu hinh.

13. Copy dinh dang bang tinh

Ban vira dinh dang mét 6 trong bang tinh va c¢6 nhiéu 6 can ban dinh dang gidng nhu vay. Ban c6
thé di chuyén chudt dé sir dung chirc nang Format Painter, nhung diéu d6 s& tén nhiéu thoi gian.
Hay dinh dang mdt 6 trong sd nhitng 6 ban can dinh dang va di chuyén chudt dén mot vi tri can

sao chép dinh dang, quét khdi 6 nay va nhan F4. Thé 1 dinh dang méi s& dugc thiét dat.

BAI 6:

0 day, t61 thyc hién trén Microsoft Office 2010, néu dung Microsoft Office 2007 hay cii hon thi
s€ c6 mat chut sai khac, ban hay dung cac lya chon tuong duong dé lam.

bay la diéu tdi can thiét, dé ban tiét kiém dugc thoi gian mdi khi tao mot van ban mdi cling nhu
dé cho van ban c6 hinh thirc phtt hop. Dau tién, ban vao thé File > Options ¢¢ mé Word Options
1én.

33
LE MINH BICH- P7QL6


http://bikipvanphong.info/tag/microsoft/
http://bikipvanphong.info/tag/microsoft-office-2/

MOT SO THU THUAT TRONG WORD 2010

Home Insert Page Layout

= save

Save As
[ Open

[d Close

Recent

Informatiol

New

Document
Save & Send

e &
”, T O 2 N @

Exit L Issues ~ J

1. THIET LAP MOI TRUONG LAM VIEC

LE MINH BICH- P7QL6

34


http://bikipvanphong.info/wp-content/uploads/2012/08/thu-thuat-hay-trong-MICROSOFT-WORD-1.jpg

MOT SO THU THUAT TRONG WORD 2010

Ban chon Advanced rdi tai phan Display ban bAm vao mii tén & Show measurements in units
of ban chon Centimetershay Milimeters tuy vao thoi quen, trong vi du nay sé chon Milimeters.

WodOptors e > W W )
General -:1 Mt‘;‘; codes Instead of thek values T

Fiedd shading:  When selected E]

Oisplay
[7] Use graft 100t in Draft and Outline views
Prooting >
Namg: | Courer New 3
- sge (10 (%]
P | Eont Substituion...
|
| Display
| Customize Ribbon 3
Shaw this numder of Becent Documents: 23 O -~
Quick Access Toolbar
| Show measurements in units of Milineters
Add-Int Styte arga pane width in Draft and Outhne views:  Inches [
Teust Center 71 Snow plaeis Tor MTML features (Centimetess |

7] Show st yindows in the Tagkbar s i
¥ $how shortcut keys In Screentips | xeat

[ Show horgental scroll bar

7 Show yeetical serol bat B
I Show vertigal ruter in Print Layout view

"] Optimize charactes positioning for layout rather than readabilrty

7] Driable hardware graphics acceleration

Print

1 Use draft guanty

7 Peint in packground

] Print pages in reeerse oeder

) Print XAR tags

1 Print fietd codes instead of the values

7 Allow tiedds compmmy fracked changes Lo update bBefode peinting
on front of the theet foe duplex printing

(& back of the sheet Tor duplex prnting

O e g ’V, ,Mynm,-..upl‘u,u;u;u-.u_

e —

Tiép theo, ban vao Save rdi tai Default file location ban bam Browse dé chon thu muc ban
thudng xuyén lam viéc nhat. Dé tranh cac su ¢d dang tiéc thi thu muc nay khong nén dit ¢ 6 dia
cai dat Windows (thong thuong 13 6 C:). Save files in this format 13 noi ban c6 thé thay doi dinh
dang mic dinh Word 97-2003 Document (*.doc) dé Iuu tap tin thay cho .docx. Tuy nhién, chi
khi thuong xuyén doc tap tin trén cac may tinh khong cai dat Microsoft Office 2007/2010 thi ban

maoi doi vi ¢ dinh dang nay mot so tinh nang s€ bi vo hiéu hoa.
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- - - — — = -
Word Optons - P - TR )
- — W
St H Custornize how documents are saved.
Oisplay
| Prooting Save documments
1 sove Save fdesmthis format  Woed 97-2003 Document (Ldod ]
tangusge 17 Save MutoRecover information every 10 5 miwdtes
A (V] Xeep the last atosaved version i | ciore without saving
dvanced e : - .
Autol tee CAUsers MM ADEOMN R 7 . @
Customae Ribbon - ==
2 % Default Nje COUsers Meany | | | Browse.. ]
Quick Access Toolbar o )
A Offine editing options for document management server fles
1
Trust Cent Save chacked-out files to:
el ' The server drafts focabion on this computer
@ The Qffice Document Cache
Seryer drafts bocati ChUsers’ Aar'\D its\SharePoint Diafts\ Em_ ’
Preserve ety when sharing s document: &) Documentz H
"] Embedfontsinthe e 1
| Embed only the characters Used in the document [best 10r redutmg file sitel
71 Do pot embed comman system fonks
Q«w e,

Mot diém hay gip khi soan thdo vin ban 13 cac “lan quian” chay dudi chan chir, mic du khi in

van ban thi cac duong nay khong c6 nhung that sy lam ban cam thay kha khé chiu vi nhin van

ban roi hon. Pay chinh 1a tinh ning canh bao dbi véi tir ngit sai chinh t, tuy nhién hién

Microsoft Office van chua hd trg tiéng Viét; ban co thé vo hiéu hoa b?lng cach vaoProofing roi

tai phan When correting spelling and grammar in Word ban bo dau chon & Check spelling as

you type, Mark grammar errors as you type va Check grammar with spelling. Xong, ban

bam OK dé luu lai tt ca cac lua chon da thuc hién tir dau.
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e

| conent V¢4 Change how Word corrects and 1ormats your text.
o4 AutoCormect options
i
l N Change how Word corrects and formats text as you hpe:
Save
s When spefing in Office
Advanced . Ignare wotds in UPPERCASE
) Ignoee woeds that contain numpers
Customaze Ribban ¥ ignore Intermet and file addresses
Quick Access Toolbar T Fuag repeated words
11 Enforcg stcented uppercase in French
Addiv 71 suggest from main dictionaty only
Trust Center
French modes: | Tracitional and new mhnos@
Spanish modes: [Taeovetomsony  [v] L

When comrecting spelling and grammae in Word
) Check spethng a5 you type '

T Use coptextusd speing
£ Mark grammar esroes as you type
\ Y_') Ceck Grammar with 1pelieng

e
[ cnecs Gocument ]

Exceptions for: lg_miwm:mﬂm'im‘;euc

SPEBNg e1rott in this dacument only
7 H ammaT e170rs 0 this dotument only
 p— -

o ———— m— —— p— _

Tro ra, ban vao the¢ Page Layout va bam Ej 0 nhom Page Setup.

ompatibiliy Mode]

References Maitings Review View

Af- OB D EE~ A0« . o
— [AlFom = - £ Uine Numbers « y o 0mm D 18 Before Opt
Themes Marging Ortentation Sie  Columns k Page Page : -

(O] trreats . . . « b2 Hyphenation * . Color* Borgers Bifight Omm  J (5 After  10pt

% Page Background Paragraph

JuE— T —
~| Page Setup L xm —
Show the Page Setup diaiog box. E

Tai thé Margins ban dat cac canh 1& trong phan Margin, thong thuong ban cé thé thiét lap
& Top (1& trén), Bottom (1& dudi) khoang 20-25 mm, Left (1& trai) tr 30-35 mm va Right (1&
phai) tir 15-20 mm. Khi c6 quy dinh dic biét hay tiy vao bd tri trang ma ban thay ddi cho phu
hop. Dé dit canh 18 mic dinh, ban bim Set As Default.
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PageSetup__ ;_g : :: —.-m
(a Margins m [ Layout |
| Margins
Top: !20_m -——t—']] Bottom: 120mn 'r-:—
‘ Left: 30 min 4 Right: ' 20mm -
Gutter: 0 mm + Gutter position: Left [z]
Orientation
|
Portrait  Landgcape
| Pages
| Multple pages: | Normal E]
|
Preview

Apply to: | Whole document [ ]

‘rSetAsQefadt |

. "
" > J

&

Ban chon Yes trong thong bao ciia Microsoft Word roi bam OK dé hoan tat viéc canh 1& mic

dinh cho trang.

_
[ Microsoft Word It

e

Do you want to change the default settings for page setup?

&g ,
9 = =/Budc cudi cung la ban

chon font chir mic dinh bang cach vao thé Home rdi tai nhom Font ban bam EJ Dé thao tac

nhanh hon, ban nén ghi nhé t6 hop phim tat Ctrl + D.
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ert Page Layout References Mgt Review View
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P comptantee B 7 Wk WA EEEE e B D | thens [tNosma. Hesang
Clipboard . Font ‘e Pacagragh
e oo ‘ TR
(N onow the Font Gakog box
il

- D

Ban vao thé Font roi tai phan Font ban chon font chit mic dinh, chon kiéu tai Font style va

chon c& chir tai Size.

)

Font color: Underline style: Underline color: |
v ' Automatic EI (none) | Automatic Z]

Effects

Strikethrough Shadow Small caps h

Double strikethrough ] Qutline All caps

[7] supersaript ] Emboss Hidden

Subscript ] Engrave
Preview

Times New Roman

This is a TrueType font, This font will be used on both printer and screen.

fs:tmw) Text q_%
\ : St badmetiar

De nhirng lya chon trén 1a mac dinh, ban bam Set As Default roi danh dau vao All documents
based on the Normal template va bAm OKhai lan dé hoan tat.
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T —
Mlcrosoft Word =t
ameme— -

Do you want  the default font to (Default) Times New Roman, 12 pt for:
(@) ment only?

2. CHEN NHANH KY TU DPAC BIET VAO VAN BANViéc chén ky ty dic biét dugc thuc
hién qua lya chon Insert cua Microsoft Word, tuy nhién véi nhiing ky tu todn hoc ban c6 thé
chén nhanh hon bang cach sir dung cong cu AutoCorrect. Dé khai thac tinh ning ndy, ban vao
Word Options rdi chon Proofing va bam AutoCorrect Options.

Word Optiorns M e ' o a i
Al -
i l _\Zf | Change how Word corredts and formats your test.
. | ———————e
11 )  AutoComect options a
| Sove l ‘ Change how Woed corrects and formats text a3 you typel
. Mm lasas
Advanced W |
¢ . 'n

Ta1 thé Math AutoCorrect ban ddnh dau vao Use Math AutoCorrect rules outside of math
regions, va xem lai Replace text as you type ciing da dugc chon hay chua. Khi nhap néi dung
tuong ung & cot Replace thi s& dugc thay thé bang gia tri & With, ban can phai ghi nhé diéu nay.
Nhin chung, cach nhép liéu ciing kha don gian, vi du khi ban g& alpha s& duoc thay thé bang

a, beta s€ thanh f.
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7 lgn‘

Add ‘ ’

-;i

Mudn stra dong nao, ban nhap lai ndi dung cho dong d6 ¢ Replace va bAm Add.
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be used.

CIIERE

i

i
|

L

¥

|

MAY TINH

Pé thém méi, ban chén ky
tur d6 vao vin ban va copy vao bo nhd clipboard rdi sau d6 truy cip vao Math AutoCorrect.
Luc nay, tai With di c6 san ky ty ban vira copy, nhap noi dung dai dién vao Replace rdi
bam Add dé thém.

BAI 7

C6 thé khi sir dung Office 2003 ban da tung thao tac tao muc luc ty dong nhung sang dén phién
ban 2010 thi cach thirc str dung s& khac hon. O phan nay chung t6i s& hudng din ban chi tiét hon

vé di€u nay.

1. CACH TAO MUC LUC CHO VAN BAN
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V61 nhiing van ban dugc chia lam nhiéu chuong muc nhu bao céo, ti€u ludn, luan van,...thi viéc
tao muc luc s€ rat can thiét. D€ tao muc luc, ban bat dau tur viéc tao mot style bang cach vao thé

Home va ) bam ﬁ' X nhom Styles.

e = o 5iE, v o —~—
el Pogs Layes e Mg L e
o A= i

0 i aideion 13 KA A W ECECTS R NS ;‘W‘wd AABb( AaBbC AABLE AsBbCel 12350y % .

T ety B U de W A S AW (- B | e Tt twanal sesesi ek T Sewrbe

] 3 e 3 P ety 3 ey

Trong danh sach cua Styles, ban bam (New Style).
Styles N

Clear Al -
| Normal

No Spacing

Heading 1

Heading 2

Title

Subtitie

Subtie Emphasis

Emphasis

Intense Emphasis

Strong

Quote

Intense Quote

Subtie Reference

Intense Reference

Book Title

List Paragraph

A0 p0plEoeososBREIR Al

v
0 eIt ooy

Ban dat tén cho style tai Name, & Formating ban chon font chi, cd, kiéu, mau chit, canh 18é,...
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fModifyStyl:,e.. » . !—v. | — Q’m

|

TmesNewRoman [+] 2[5]| B 7 U || Adtomatc  [+]
EEE@E === 22| #F &

Properties
| -
| ame: ll.ll |
Sty type: Paragraph []
Style based on: | Normal [+
Style for following paragraph: | i1 B
‘ Formatting

Cir tha, toy theo 56 luyng 34 myc ma ban tgo 56 hugng style teong img. Budc tidp theo, ban
boi den phﬂnﬁhﬁ muén gan style o1

Justified, Style: Quick Style
Based on: Normal

[¥] Add to Quick Style list || Automatically update
@ Only in this document () New documents based on this template

" —

Tiép theo, ban bidm vao nat Format > Numbering dé chon hinh thac danh sé.
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e
e

Properties
| e Istyle1 | ‘
Style type: [Parwaoh B
Style based on: | 9 Normal [+]
Style for following paragraph: | ¥ Style1 E]
Formatting '

TmesNewRoman [v] 12[5]| B 7 U || Avtomatc  [+]
Bsss| === 121 #¢+«

Sample Text Sample Text Sample Text Sampls Text Sample Text Sample Text Sample Text
~l__ Semnla Tart Samnls Taxt Sampls Text Sampls Text Sample Text Sample Text Sampls Text
Font... it Sample Text Sample Text Sample Text Sample Text Sample Text

Paragraph...
Tabs..
Border...
Language...

tomatically update

e PO

Text Effects..

(rarmat- ]

Trong thé Numbering ban chon kiéu dénh s6 dé muc & Numbering Library rdi bim OK. Néu

= ey

mudn dinh nghia mot kiéu mai thi ban bam vao Define New Number Format va thuc hién.
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f
Numbering and Bullets

L2 o |

A Numbering Jgulets |
e’
Numbering Library
1. 1)
None 2 2)
3. 3)
. a)
I : b)
. . c)
M| [
| a. i
(IRIE i
! G iii.
,'
: | Define New Number Format... | S

Tré ra, ban bam Format 1an nita va chon Paragraph dé thiét 1ap canh 18, tai thé Indents and

Spacing ban canh 18 trai, phai lan luot & Left va Right, dong thoi chon cach dong & Special roi

bam OK. DBé hi€u rd v€ cac lya chon ¢ day, ban nén lam tht nghiém va xem trudc.
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,‘Pafgraph ‘—-ﬁi &_
_Indents and Spacing_J)Line and Page Breaks |
General
|| Alignment: |Left |EI
|| outinelevel: |BodyText  [x]
/Indentation \
Left: omm [ Spedal:
l Right: omm | !E]
‘. \ Mirror indents / |
Spacing |

E B B

Before: Line spadng: At:
g wige[7] 135 2]

Don't add space between paragraphs of the same style

Preview

Sample Tox Sampic Texx Samplic Texx Samplc Teoxx Sumplc Texx Sampic Texx Samplc Teax Samplc Teoxx
Sampic Tox Samplc Texx Samplc Texe Samplc Tox Samplec Tox Saepic Toxe Sampie Toxx Sample Toxx
Samplc Texx Sampic Texx Samplc Toxx Sampic Texx Sample Toxx

‘ [ Tabs... ] [SetAs Default ] [ oK 'M

Cir thé, tuy theo ) luong dé muc ma ban tao s6 luong style twong tng. Budc tiép theo, ban boi
den phan tiéu d& mudn gan style rdi tai nhom Styles ban chon kiéu theo nguyén tic cac tiéu dé

cung cép (vidu L, IL, IIT hay 1, 2, 3) s€ c6 cung style. DPé muc sé& dugc dinh dang nhu ban da chon

khi tao style va tu dong danh sO thir tu.
@doo@s I B g o i iy e e B oy K - e
o O Pogrliges  Betwwnt (ST s
“\l*‘ e W F "R R -l =R R L R TR | w&wmmmnmusmw 5\‘
B LU X w A g.a- & [ otin | thems shsdesa measegi mmseyl wmsey)  few reve

)

33 ISR | S D | I D | O 'li!ﬁlmﬁ

om . Seaga

e v
T s er———— s

Khi d3 quen va hiéu vé nguyén Iy lam viéc, ban c6 thé khong can tao style méi nita ma hiy bam
chudt phai vao Heading 1, Heading 2 hay Heading 3 va chon Modify rdi thyuc hién stra lai theo y
minh.
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8 7+ 3 T T B oreral Worapevoty Mkl + Mook Wy . W W
v Wt Mgelaes  Brwess Vel beie e

B Wil 1 KA A W EEE e NS m | AaEeCd AaBb( w.,hm AalbCel el

",;. ’,‘,'D.', B0 oeex X ¥ A Ezsm i» M : fheme l R Tl -
Orstcwst A romt . Poegach 3 E\' Moy ;
— — mer i i

e —
" ¥ ¥ ¥ 1 Jr 1
o S ere Wmsese IS e SSORRSRD TS W R e
— - Beiwe-
| 4 et VOE Jad My ety
A0 Galery tw Quard Acxery Tesipae

Muén chén muc luc, ban dwa chudt dén vi tri can chén (dﬁu hodc cudi van ban) roi vao thé
References, trong nhoém Table of Contens ban bam Table of Contens va chon Automatic Table 1
hodc Automatic Table 2. Néu céac kiéu da chon khong lam ban hai long thi hay chon Insert Table

of Contents.
Wdo- o0&

Home Insert Page Layout

£3 |BrAddTed~ {ylnse :
== | 3 Update Table AE Next Footnote ~
Table of Insert Insert

Contents = Footnote il Show Notes  citation = oF

Buitin

Automatic Table 1

Automatic Table 2

Table of Contents
1. Heading | 'h

1. Hoading 2 '
K, = %

|| Manual Table

Table of Contents

1
Type chaptes titke vl )

R

More Table of Contents from Office.com >
(23 Insert Table of Contents... & a
2 MAY TINH

REROve Ta0 hitp:i/abcmaytinh.com

L; Save Selection to Table of Contents Gallery...
I
Khi c6 nhiéu cap dé muc qua s€ dan dén muc lyc kha dai, ban c6 thé gidm bt bang cach chi dinh

sO cép tai Show levels. Muén 1ay muc lyc tir nhitng style nhat dinh nao do6, ban bam Options.
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[¥] Show page numbers [¥] Use hyperlinks instead of page numbers

chén muc luc.

Build table of contents from:
| []styles
Available styles: TOC level:

Balloon Text

E—
]

Comment Text

E 3F - T 3

¥ Heading 1

¥ Heading 2

v Heading 3
[¥] outiine levels
[7] Table entry fields

|

Khi c6 sy thay doi vé dé muc, ban dua chudt vao vung chira muc lyc r6i bam chudt phai >
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Update Field.

@ iUpdate page numbers only:
(@) Update entire table

Néu chi c6 thay ddi vé sb trang, ban chon Update page numbers only roi bam OK, néu c6 thay

ddi & dé muc thi ban chon Update entire table dé 1am méi hoan toan muc lyc.

BAI 8:

Khi van ban chira nhi€u hinh, ban bi€u thi viéc danh so thi cong sé rat ton thoi gian, nhat 1a khi
c6 su di€u chinh. Vay sao ban khong thuc hién viéc danh so6 tu dong dé nang cao hi¢u qua cong
vi€éc. Phan nay s& gitip ban cac thao tac danh so va tao muc luc cho bang bi€u, hinh vé. Ngoai ra

phﬁn nay con hudng dan ban cach tao ra cac nut check box phuc vu cho muc dich tham do.

4. PANH SO VA TAO MUC LUC CHO HINH, BANG BIEU

Khi van ban chtra nhiéu hinh, ban biéu thi viéc danh s thu cong s€ rat ton thoi gian, nhat 1a khi
c¢6 su su diéu chinh. Vay sao ban khong thuc hién viéc danh s6 tu dong dé nang cao hi¢u qua
cong viéc. Cach lam kha don gian, dau tién ban bAm chon bang hay hinh s& d4nh sb rdi vao the

References, tai nhoém Captions ban bam Insert Caption.

| s e
' 8 B sgn i voe ro
—— -r" = 1 1 - > o
| L e
-
\ BN
ARPre heew as et b $ »
N & 1 e
Fol g Fogat ) Comman ’
Vs & Sowtne  WieBun Pulowns c
»
© Pronn 11 9x mons e hitp:abcmaybn

Trong hop Caption ban bdm New Label.
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Caption:
]l-'igure 1

Options

Label: ' Figure

Position: Below selected item

om caption
New Label... Delete Label |

P e

Ban nhap tén ctia nhan (Hinh, Bang) vao roi bam OK.

R

~
New Label

Labej:
iHinhl e s
| ()

Trd ra, ban chon vi tri chén tai Position 1a Below selected item ddi v&i hinh (chén dudi hinh) va

|

v6i bang thi chon Above selected item (chén trén bang) rdi bAm OK dé chén, sau d6 nhap chu

thich vao.

Caption:
| |Hinh1
y| Options
Label: Hinh

Position: géelow' selected item

[T] Exdude label from caption
|| Newlabel... | | Deletelabel | | Numbering...

K& tir 1an tht hai trd di thi ban chi can chon vao ddi tuong roi bAm Insert Caption va chon OK dé
chén. Néu thuc hién cho ca bang va hinh thi ban tao hai nhan khéc nhau va thém budc chon
Béang hay Hinh ¢ Label.
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Caption:
lBingl N
Options

Label: lBéng
Bang
Equation

ke [ —
New Labe Table

AutoCaption...

Muo6n tao muc luc cho hinh, bang thi ban dat tré chudt dén vi tri muon chén réi vao thé

Position:

References, tai nhom Captions ban bam Insert Table of Figure.

oL e | - RN W 7 7

Potawedl | Vg R e
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Ioomert
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o A8 o 1oy Poguany, tabbey

v

O Caption label ban chon nhan (néu tao nhiéu nhan) roéi bAm OK. Viéc cap nhat cho muc luc nay

tuong tu nhu da trinh bay.
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TobleofFgures e k)

| index | Table of Contents | Table of Eigures | Tabie of Authorities |

Print Preview Web Preview
L7 B v ORI 1 Iil Bang 1: Text
Bang 2: Text ..o 3 Bang 2: Text
Bing 3: Text ..........oovvoeeeeee. 5 Bang 3: Text
Binc A Taxt 71~ | |Rang. 4 Text
V] Show page numbers [¥] Use hyperinks instead of page numbers
] Right aign page rumbers
Tableader: |....... [z]
General
Fomats:  |Fromtemplate  [v] /7
Caption label: |Bang [

S

5. CACH TAO PHIEU THAM DO

Dé tao phiéu thim do bang Microsoft Word, ban vao thé File > Options dé mo phan tiy chon

lén. Ban chon Customize Ribbon roi danh dau vao Developer & phan Customize the Ribbon va

bim OK.

LE MINH BICH- P7QL6

53


http://bikipvanphong.info/tag/microsoft/
http://bikipvanphong.info/wp-content/uploads/2012/08/mot-so-thu-thuat-trong-word-2010-phan-8-7.jpg

MOT SO THU THUAT TRONG WORD 2010

. j Customize the Ribbon and keybioard shortauss.
oo
2 M commands trom Tustomize the Riphom
w e | Popular Commancs =] Main Tabs [=] ‘|

Ban nhap cau hoi roi dua chudt dén vi tri dat dau check r6i sau dé vao thé Developer, & nhom

Controls ban bam vao nut s€ ¢c6 danh sach nut 1énh x6 ra va ban chon .

WA P e

= LTI -~ Y »
b Petent Docwmemt Oooument
i sty fesgace  Pees
e Tongimn
s .!_"" ! - = T -
A% e AT o) MO

Ban dang sir dung logi dién thoai ciia hing nao?

1. [ Nokia p%a{

2. [ samsung http:/labcmaytinh.

Khi da chén xong, ciing trong thé Developer ban bam Restrict Editing & nhom Protect. Khi d6
phia bén phai trang s& xuat hién panel, tai phan Editing restrictions ban danh diu chon Allow
only this type of editing in the document va & danh sach bén duéi ban chon Filling forms. Tiép

d6, ban bAm Yes, Start Enfording Protection.
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W

Ban dang sir dung logi di¢n thoai ciia hing nao?
1. [l Nokia

%. Samsung
p Mv TiNH

http:/labe@ginh.com

Ban nhap mat khau bao vé vao cac truong Enter new password (optional) va Reenter password

to confirm roéi bAm OK. Microsoft Word cho phép bo tréng phan ndy nhung ban nén nhap dé

tranh co su thay ddi noi dung khi thuc hién khao sat.

( start Enforcing Protection

A=)

Protection method
@) Password

{The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional): |
Reenter password to confirm: _7
User authentication

(Authenticated owners can remove document protection. The

ment is encrypted and Restricted Access is enabled.)
f%c'\ w (0] ]) conce
™ g

L__http:#abemaytinh.com

\

7

Luc nay, nguoi xem chi c6 thé thuc hién danh dau vao céac lya chon cua ban dua ra.
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