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BAI 01: MOT SO THAO TAC CO BAN VOI PHAN

|.  KHOI PONG PHAN MEM WORD
Nhan Windows + S hodc Windows = G6 tir “Word” vao 6 tim kiém
“Blank document”

|I. LUU MOT VAN BAN MOI
1. Tai ctra s6 mdi > File = Save As > Cua s6 tiy chon hién
> Mot hop thoai hién thi, chon noi can luvu > it tén tai muc “F
nut “Save”
(Xem hinh trang tiép theo)
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111. IN VAN BAN .
File=> Print (hoic nhan CTRL + P) EE,*[P_J

@ Document! - Word High Xuan
© Print
ﬁ; :e: ) Eélﬂ Copies:|f 1 8s)
S .
-~ %==|  |1.Chon MiyIn
2. Chon s trang can in
Da 3. Chon chiéu giﬁy (trang ngan
e 4. Chon kho giay (A4, A3, AS...)
oS S. Chon s0 ban in
O oo 6. Lénh in
o .. ..

@ Normal Margins
Top: 2,54 cm Bottom: 2,5...




TRUNG TAM TIN HQC SAO VIET 6093.11.44.858 @ blogdaytinhoc.com ¥®.Bach Xuan Hién

BAI 02: PINH DANG VAN BAN
B1: Quét chon chiy can dinh dang

B2: Chon mdt trong cac dinh dang sau:

B =To6 dam chir; I = In nghiéng, U = Gach chan

= Can trai = (an giira — Can phai =C
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E Save Eﬁ Shrink One Page '4) Undo Text Fill Effect -~ =
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Trung Tdm Tin Hoc Sao Viéer
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Bai 03: CAC BUOC CO BAN TRUOC KHI SOAN THAO

|. HIEN THI THUOC PO
Thé View-> Tich chon cong cu Ruler

-

Docurmentl - Waord

Hame Insert Design Lay ot References L EUL ] Foxit Reader PDF

[— q (=] Outline [.'Eﬁumr ' C ) E‘j} £l one Page *—I__|_| __________ View Sid
=] Draft Gridlines ED  [EE Multiple Pages — Synchro

Read Print Web Zoom 100%6 Mew  Arrange Split
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i Video provides a powerful way to help you prove your point. Wh
_ paste in the embed code for the video you want to add. You can

B e -
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II. CHON FONT CHU, CO CHU"
Font chtr;: Times New Roman ------------- Co chu: 13

Layout References Mailings

= = = b

=, % Con @GETEBEC ) ~ <~
Ex C

Paste 5 Copy Theme

* Format Painter

- Calikl
Clipboard Ma
R — g —— Calilar]

Recently

Light IHeadings)
CEody)

Fonts

| ITrICs L~ OIr1aAarTl )

TAWTFonts

v Chit y: Van ban co san, phdi chon tat ca, roi moi chon Font chir va co chir

v’ Néu tw g6 tay tim kiém Font chir, c& chir, két thiic phdi nhan Enter dé dp dung
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|11.CAI PAT VA CAN CHINH TRANG IN
1. Chon Kho giay va Huwéng giay:
Hwéng|giay)

-'_',=|- Breaks ~

o IOy

1- 1 R
= Margins |[Orientation Size | Columns 2~ Line Numbers
e = = e ba Hyphenation -~
Page Setup

2. Cin chinh 1é in:
+ Top (L& trén) =2cm, Bottom (L& dudi

+ Left (Lé Trai) = 3cm, Right (Lé phai) = 1.1
(Xem hinh trang sau)
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Page Setup Paragraph N
Save Eﬁ Shrink One Page ") Page Setup ? %
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Margins Paper Layout
Margins
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BAI 04: SU DUNG PIEM DUNG TAB TRONG SOAN THAO

Y NGHIA CUA VIEC SU DUNG PIEM DUNG TAB
Di chuyén nhanh mot khoang cach

Thut nhanh dau dong

Tao nhanh mot doan dau ké chim
X6a nhanh mot khoang cach

Go chir khong bi rét xuéng dong
Cin déu nhanh nhiéu doandkhae nhau

S
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CONG HOA XA HOI CHU NGHIA VIET NAM
BPoc lap — Tu do — Hanh phuac

3x4 SO YEU LY LICH

PHAN I: LICH SU BAN THAN

3. Ngavthang nam sinh: ... o INOtsInh: s

4. Thudmg tril SO MHAT e eeeeee e UCFILE oo et e e e e e e
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CAC THAO TAC VOI TAB.
N L 23 kBT 00 DL 1213 14 A
A RS RREVERRE ENRT SREE RNRY R AN 0 (| RS VTS VAR RIS U X @ A
1 Hovatén: / QUE QUAN v
Diém dirng Tab
1. Tao: Chon chudt trai vao mot diém trén mep dudLthuoe
2. Di chuyén: Gitr chuot trai vao Tab va di chuyéfl trénmép:dudi thudc
3. Thay doi kiéu: Nhay dap chuot vao Tab = ‘chon eackicu Tab tai muc
Alignment.
4. Xoa: Gilr chuot trai vao tirng Tab va kéo ra khoi thuée
Sy

Tao dwong ké: Nhay dup chudt vao Tab = chon kiéu cham tai muc Leader.
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|. TAO BANG
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BAI 05: LAM VIEC BANG BIEU TRONG SOAN THAO VAN BAN

Thé Insert=> Table> Insert Table=> mot bang hién ra, chon s6 cot tai muc

“Number of columns” va s6 dong tai myc “Number of rows”=> OK

References

3

A1

| E Draw Table

T

Insert i Q& cat “ I. w
L f\-
B E

-

rr— |k

Table size

Mumber of columns:

Mumber of rows:

SutoFit behaviar o

1~ -
@ Fixed column HidL S0 dong J

) AutoFit to contents

0 AutoFit to window

|:| Femember dimensions for new tables

o )

| Carncel
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Il. CAC THAO TAC VOI BANG
1. Xéa Dong/Cot/O

Chuot phai vao 1 O-> Delete cells..>!

Y
L]

Delete Cells

0“.0 lllllllllllllllllll

O Shift cells up ‘_Q_g' aldon|dillén)

?

X

(O Delete entire row X6ajding 3

() Delete entire column ° 6a;c(i ,

Cancel
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2. Thém dong/ cot
Chuot phai vao 6 bat ky trén cot—> Insert—>

Insert K InzertEnlumn5tntheLeﬁMﬁﬁlrjﬁgFingitrﬁli
. Delete Cells.. iy InzertEnlumna:tntheﬂightt’zjﬁiﬂwﬂmangqpﬁii].

ultCell. 2} nset Rows Above Ghéndongiringlénrén

b | [ PRt e |
Border Styles o Insert Rows EE|DWChéngdﬁnwg xuﬁnw
H!t Text Direction.. Eﬂ Insert Cells..
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3. Gian dong/ cot
Di chuyén con trd chudt vao dudng chi dudi cua dong hoic dudng chi bén
phai cua cot, xuat hién dau = va mii tén, g1lt chuot trai va kéo

4. Trén nhiéu 6 thanh 16
Quét Chon cac 6 can tron—> Chuot phai—> Merge cells

Insert b

Delete Cells,..

- Merge Cells '9]‘
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5. Tach 1 6 thanh nhiéu 6
Chon 6 can tach-> Chudt phai—> Split cells—>

|
@) [x o | OitCels 7 X
Emy Cop |
'ty Paste Options: | Number of columns: 2 Su” mlll]lhfhﬂﬂl

[1 . .{jd L
D Srart Lockup Numh&mf[ﬂws' S dmlg “{} ith
SYNonyms >
B Translate Merge cells befare split
Insert »

Delete Cells... Cancel
Split Celis... (@)
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6. Cin chinh ndi dung trong 6
Chon 6> Chuot phai—> Table properties—> Cell—>

[T | Table Properties [ 4
I_.E
-'H'- Cut
RNR . ~ [ Table  Row  Column
— E@& Cop i
'y Paste Options: [ . Size
[ EPref&rr&d width: |3.3¢m E Measure in: | Centimeters v
*‘E} Smart Lookup . Vertical alignment
Synonyms L
E"‘g Translate
In=sert 3

Delete Cells...

op Center  Bottom
] Split Cells... Trén) E!E‘J Dudil
Border Styles 2 trlﬁllidll'lﬁ].

Hﬂ Text Dhrection...

E:'E'E g @
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BAI 06. CHEN BIEU TUONG, KY HIEU, SO TRANG

|. CHEN SYMBOL
B1: Pit dau nhay chudt trude vi tri can chén
B2: The Insert=> Nhom Symbols—=> Symbol—-> Tai muc Font, chon céac kiéu Font co biéu
twong chu yéu tai Wingdings, Webdings—=> Nhan Insert
Il. CHEN BULLETS VA NUMBERING
B1: Pit dau nhay (hodc quét chon cac doan) can chén
B2: Th¢ Home—> Nhom Paragraph—> Chon cong cu Bullets hoac:Numbering—> Bam
chon muc can chén
111. CHEN SO TRANG

AThé Insert> Tim dén nhoém Header and Footer—-> Chon Page'number—> Chon Top of Page -
Chon Plain Number 2 (danh s6 phia trén ¢ giita)
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BAI 07. CHEN VA XU7 LY HINH ANH

. Chén Hinh Anh.

Cheén hinh c6 sin trong may tinh:
The Insert—> Picture—> 1 bang hién ra, tim dén thu muc chtra hinh anh—~> Chon hinh va

nhan Insert (hodc nhay dtp chudt vao hinh)
1. Tuy Chinh Hinh Anh

o i

. E=— Layout Options x

In Line with Text

S __

With Text Wrapping

Kéo dan hinh a’_?{a- -

(O Fix position on @
page




