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CHUONG I: CHUONG MO PAU

Bai 01: Hé théng dao tao va khoa hoc tai Sao Viét
Bai 02: Muc ti€u khoa hoc



Bai 01: Hé Thong Pao Tao Va Khoa Hoc Tai Sao Viét
1. H¢ Théng Pao Tao: Tin hoc Sao Viét c6 13 chi nhanh dao tao, tap trung chu yéu tai
TP. H6 Chi Minh, Binh Duong, Pong Nai va Viing Tau.

AMALT

i I
- Fraover |

il CN Quan 7: 515 B2/12, P. Lé Van Luong, Tan it CN Binh Tan: TM-0.39, 510 Kinh Duong Vuong, it CN Long Thanh: 72 Pinh Bé Linh, Loc An, Long
Phong, Quan 7 An Lac, Binh Tan Thanh, Péng Nai

“‘\ / - ,’-‘9 39’ /

it CN Viing Tau: 293 Binh Gia, Phuong 8,
Tp. Viing Tau
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)sVA_D VIET

HE THONG BAO TAO THUC HANH THUC TE

i CN Binh Thanh: 21/12 Lé Truc, phuong 7, Quan ii CN Thu Pirc: 133/2 P. P6 Xuan Hop, Phuéc Long B, il CN Quan 12: A23 P. Lé Thi Riéng, Khu dan cw Théi
Binh Thanh, TPHCM (chung cw Lé Truc) Thu Pic, H6 Chi Minh An, Phuong Théi An, Quan 12

.

i

~

g
i vaLtm !

it CN Bién Hoa: 91 Poan Van Cy, P. Tam Hoa,

3 ~ N il CN Thuan An: 8 Puong NA8, KDC Viet Sing,
it CN Di An: 184/19/11 Pang Van May, KP. Pong iil CN Tan Uyén: S5 20 P. PX 12, Tan Vinh Hiép, Tan Uyén, TP. Bién Hoa ¢ Thua”mgAn g

Chiéu, P. Tan Pong Hiép, Di An Binh Duong
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2. H¢ Thong Khéa Hoce

Trung tdm Tin hoc Sao Viét cung cip nhiéu khoa hoc da dang nhu tin hoc vin phong
(Word, Excel, PowerPoint), thiét ké d6 hoa (Photoshop, Illustrator, CoreIDRAW), vé ky
thuat (AutoCAD, SolidWorks, SketchUp), lap trinh (Python, Scratch), ké toan thue hanh,
digital marketing va cac khoa hoc ing dung Al. Ngoai ra, trung tam con c6 cac khoa hoc

qudc t& nhu MOS, IC3 va cac chuong trinh danh cho tré em.
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Bai 02: Muc Tiéu Khoa Hoc

Sau khi hoan thanh khoa hoc, hoc vién co thé tu tin soan thao dﬁy du cac loail van ban
thuong gip trong cong viéc, bao gdom:

Bdng bdo gid, phiéu dé xudt, bang ké hoach.

Hop déng don gian (dich vu, mua ban, c¢éng tdc...).

Thong bao, cong van noi bo, thu moi, quyét dinh.

Biéu mdu hanh chinh: bién ban hop, phiéu thu—chi, mau déng ky.
Bdao cao Word co chen hinh, bang, tiéu de,..

Tai lieu in an: don twr, form mau, an pham trinh ky.
= Tom lgi: hoc vién c6 thé tu tao moi loal van ban phuc vu hanh chinh — van phong tur
co ban dén chuyén nghiép.
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CHUONG II: MOT SO THAO TAC VA TUY CHINH TRUOC KHI SOAN THAO

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 03: Mo va luu tép tin Word
Bai 04: Don vi tinh thudc do
Bai 05: Lé giay

o Bai 06: Khoang cach dong doan
Bai 07: Font chit
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I. MUC PiCH NGHIEN CUU

Chu:ong nay nham giup ngudi hoc nam viing cac thiét lap co ban trong Microsoft Word,
lam nén tang cho viéc soan thao vin ban dung chuan va chuyén nghiép. Thong qua
chuong hoc, ngudi hoc co thé:

o Hiéu va thuc hién diing thao tdc mé, lwu va qudn Iy tép tin Word.

e Nam dwoc don vi tinh kich thwéc trong Word dé thiét ldp van ban chinh xdc.

o Thiét ldp Ié gidy phu hop véi yéu cau trinh bay va in an.

e Diéu chinh khodng cdach dong va doan vin dé vin ban ré rang, dé doc.

o Sir dung font chir diing quy dinh, ddm bdo tinh thong nhdt va tham my cho van ban.

Qua do, chuong giup hinh thanh ky ndang soan thao van ban co ban, phuc vu hiéu qua
cho hoc tap va cong viéc van phong.
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II. NOI DUNG NGHIEN CUU

Bai 03: Mé Va Luu Tép Tin Word
I. Mo Tép Tin Word Méi

Cach 1: Nhan phim Windows + R — Gd “winword” — OK — “Blank document”

@ Document1 - Word

©
@ Home

=/ Run X .
D New

=] Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

New

= Open
ope

Get Add-ins

Cancel Browse... Info
S | Blank document Small |

Cach 2: St dung churc nang tim kiém cua Windows |

Windows + S — G& tir tim kiém “Word” — Chon phan mém Word — Blank document
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Luu Tép Tin Word
Luu tép tin mai

File — Save As — Chon Browse — Chon noi1 lvu — DPat tén — Chon “Save”

6 Format Painter

5 ol save As
Save Share options
€ L > This PC > Phan_Mem (D:) > Thuc Hanh v C Search Thuc Hanh
| Save As I Share
c Organize ~ New folder =
Print
Zalo Received Files Name Date modified Type
Share :
Other Iocatlons .OneDrive - Office 365 No items match your search
Export E@ This PC B This PC
&= Windows (C:)
Transform

Add a Place w= Phan_Mem (D:)
Close o o Taiéxeu €
ol Microsoft Won

File name:

Save as type: Word Document (*.docx)

Authors:  Xuan Hién Title: Add a title

Account Save Thumbnail

Options A Hide Folders Toolse Cancel

= Luwu y: Dat tén diing chinh ta tiéng Viét (chir dau viét hoa, danh tir riéng viét hoa...)
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#Bach Xuan Hién B 093 11 44 858 @©tinhocsaoviet.com Trang 11



2. Luwu ngi dung dang co

Trong qud trinh soan thdao van ban, viéc lwu noi dung thwong xuyén giup tranh mdt dir
lieu khi xay ra su c6 nhw mat dién hodc treo may.

Pé thyuc hién thao tac luu, ta chon biéu tuong Save, hoac nhan Ctrl + S

@ AutoSave (@ off | 2 Bai 27. St dung diém diing Tab trong soan thao van ban » Save

File Home |Insert Draw Degign Layout References Mailings Review View F

LCE] r "Times New Roman VH_B vé \ IAV | Aa 4 90 : a\"‘éz vd’;‘v ‘;_3 |§ /Z\l |
w5 1 . JGhonvdo day de luy
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File

| () Home

D New

I Open

Info
Save

Save As

Print
Share

Export

Close

Account

¥

Options

Bai 04: Poi Pon Vi Tinh Thuéc Po

File — Options — Advanced — Display — Show...unit of (chon Centimeter).

General
Display
Proofing
Save
Language

Accessibility

|_J Expand all headings when opening a document \*)

[ _Display
\

Show this number of Recent Documents: | 50 3§ 0)

[] Quickly access this number of Recent Documents:

Show this number of non-favorited Recent Folders: | 50

[ Centimeters {V | e

§ ‘

|Show measurements in units of:

Advanced g)

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

Style area pane width in Draft and Outline views: Inches ‘

7] Show pixels for HTML features Centimeters

. . Millimeters
Show shortcut keys in ScreenTips .
Points
Show horizontal scroll bar picss

Show vertical scroll bar

Show vertical ruler in Print Layout view
[] Optimize character positioning for layout rather than readability
Update document content while dragging @

Use subpixel positioning to smooth fonts on screen

Show pop-up buttons for adding rows and columns in tables

Advanced Typography

Luu y: Néu thuéc do bi an, ta mé lai béng cach: View — Tich vao 6 Ruler

TIN HOC SAO VIET

#Bach Xuan Hién
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Bai 05: Thiét Lap Lé Giay

Mot van ban khi in ra sé dep

File Home Insert Draw Design References  Mailings  Review  View

hon va phuc vu cong tac luu 0 B [ 4 Breske - il Sl
l‘]/'];f tOA,t hO'n khl CO’ Cdc lé ph]/‘l Margins Orientation Size Columns 2° Line Numbery~ 2= Left ‘0 om 0 | = Before: ‘0 pt
v ¥ b = =< Right: |0 cm O | ¥ZAfter: [8pt
h.O’p. Page Setup Paragraph
L [ I m—— 1o 0 2 0 1 3 0 4
)
&~ Layout — Page Setup —
Left: 3cm (16 trdi) e r
N . Margins Paper Layout
Right: 1.5c¢m (/é phai) B i
2 A 3 Top: (2 cm 5 Bottom: 2cm =
Top: 2cm (/é trén) 1 - & = — :
BOttOIIl: 2cm (lé‘ dM,O’,l) Gutter: Ocm = Gutter position: Left v
Orientation
4 10|
A Portrait Landscape
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Help

< >< >

o —
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Bai 06: Can Chinh Khoiang Cach Dong Doan

M_O/‘t Vdn bdn dé hiéu khi CO’ Ca,C dOQn dé nhdn biét, Vd Ca,C Design @ferences Mailings ~ Review View Help

= Breaks v Indent™x Spacing E

dong cdch nhau mot khoang cach dé nhin. E tnotumbes | Etet oo

b> Hyphenation v =< Right: [0 cm

¢~Chon toan by vian ban — Layout — Paragraph —

Before: 6pt (khoang cdach doan hién tai vdi doan trudc)

General

After: 6pt (khoang cdch doan hién tai voi doan sau)

Outline level: | Body Text

Line spacing : Single (khoang cdch giita cac dong)

Right: 0cm

¢~ Nhé b6 dau tich chon tai muc: Don't add space

between paragraphs of the same style

/

lf

Tabs... Set As Default Cancel
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Bai 07: Font Chwr

Trong soan thdo van bdan bang tiéng Viét, viéc chon font chiv va c& chit phit hop sé

gitip van ban dé doc va dep hon.
¢r Chon toan bd vin ban — Home — Font —

Loai Font: Times New Roman, Kich ¢¢ Font: 13

Insert Draw Design Layout References Mailings

File Home I
Erlj \ ‘TimeS New Roman VH13 V' A" A" Aav~ /Ao

(B
Paste B I U+ X, X2 A" p7Z AV
v < Format Painter
Clipboard ~ Font ~
L T R LR
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CHUONG III: SUDUNG CAC CONG CU PINH DANG CO BAN

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 08: Cong cu dinh dang font chitr va can chinh 1é



I. MUC PiCH NGHIEN CUU

Dé van ban tro nén dep, dé hiéu va co diéem nhan, can dinh dang Font chir va can lé
phu hop.



II. NOI DUNG NGHIEN CUU

Bai 08: Cong Cu Dinh Dang Font Chir
I. Nhom Cong Cu Dinh Dang Font Chir
Dinh dang font chir tao ra diém nhan cho van ban, tir 36 sé tré nén dwoc chil y hon.
Can 1é givp ndi dung dwoc ré ¥ hon, givip doan van dé hiéu va bé cuc van ban dep hon

) - 9 J4 A
& Chon van ban — Home — Chon cic cong cu sau:

rile - Insert Draw Design Layout 0Refeﬁlces
esNeeyman vj16  ~ AT A /A :

Paste I . L X, XA~
" s o
Clipboard & N Font

@ indam (B) @ innghiéng (I) @ gach chan (U) @ gach ngang chir
® t6 sang (Highlight) ® mau chit @) x6a dinh dang chon nhanh in hoa, in thuong
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II.
Can trai

Can gitra
Cén phai

Can déu hai bén

@6 00 e

i Il il

ToO mau nén

TIN HOC SAO VIET

Nhém Céng Cu Cin Lé Cho Noi Dung Viin Ban

Insert Draw Design

Layout

References  Mailings

’Times New Roman — iy ey | WS 95
@ [B|I U~ as x, X R = v
S Av 2« Av Ry AN SRl
d [N Font N Paragraph N
#Bach Xuan Hién & 093 11 44 858 @ tinhocsaoviet.com
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CHUONG IV: TIM KIEM VA THAY THE NOQI DUNG VAN BAN

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 09: Tim kiém ndi dung vin ban

Bai 10: Thay thé noi dung van ban



I. MUC PiCH NGHIEN CUU

Trong qua trinh soan thao van ban, Find & Replace la cong cu giup nguoi dung xu 1y tai
li¢u nhanh, chinh x4ac va ti€t kiém thot gian.

o Tim nhanh ndi dung trong tai lidu dai ma khéng can do thi cong.
o Ty dong thay thé hang loat, givip chinh sira nhanh va dong bé.
® Han ché sai sot, tranh bé sét théng tin can sita.

o Lam sach va chudn héa van ban (xéa khodng trdng thira, thay ky tir, dinh dang).



Bai 09: Tim Kiém Noi Dung Viin Ban
Budc 1: Tai thé View — Tai nhom Show — Tich chon 6 Navigation Pane (Ctrl + F)
Budc 2: Tai thanh Navigation vira bat — Nhap tur khoa can tim kiém

Buoc 3: Cac ndi1 dung duoc tim théy s& hién thj tai thé Results

File Home Insert Draw Design Layout References Mailings Review | View oHelp Table Design  Table Layout
@ =] outline D‘J IEI ] Ruler (X [E?E [E] one Page ﬁ % E
= - ) s 3
Read | Print | Web ElDraﬁ Focus Immersive  |Vertical E L] Gridiines 9 Zoom 100% BB Multiple Pages New Arrange Split
Mode |Layout| Layout Reader to Side D,Page Width Window  All \
) Views Immersive Show Zoom Window
Lttt E 0 - 1H -2 131 48X 5- 6171819 % 101 -11-
Navigation = =
1 ) 9. | 1807010110 | Nguyén Thi Hién 15/09/200
Ngoc 9 X v
z y 10. | 1807010158 | Pong Thi Ha Linh 02/09/200
7 | - L) y A lssgrgy L wlAY [ =
o Thé Results; hien) thi : |
Headi Pagergm VK 2\ ayel gk : =Ny LA 11. | 1807010164 | Nguyén Thuy Linh 19/10/200
e g tat ca noil dungl dwec; tim thay) ——
xanh dudng cho nhitng nhan vién c6 tén “Ngoc” & 12. 1807010171 | Trin Ngoc Linh 20/08/200
I e E P . | 13. | 1807010}/8 | Pham Hong Loc 16/11/199
' Cac tww khéa dang tim X |
——— - ~ a us | z02%Y TR07040179 | NguyénKhanh Ly 02/09/200
fiie = sé deoe lam noibat \
= T 15.7] *18070102 Tran Bich Ngéan 28/05/199
Tran Ngoc Linh
2 16. | 1807010208 | D4 Thi Bich Ngoc 25/10/200
D4 Thi Bich Ngoc = 1 - 3
b 17. | 1807010214 | Pham Hong Ngoc 10/11/199
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Bai 10: Chinh Suwra N¢i Dung Van Ban
Budc 1: Tai thanh Navigation — Kich chon miii tén bén phai thanh tim kiém
Budce 2: Chon Replace

Buéc 3: Nhap ndi dung can duge thay thé vao 6 Find what
Budc 4: Nhap ndi dung méi mudn thay thé vao 6 Replace with
Buéc 5: Chon Replace dé thay thé noi dung (hoic Replace all dé thay thé tat ca)

File Home Insert Draw Design Layout References Mailings Review
.D ( E | =n [Z] outline \ IE - [v] Ruler
E . =9 =] Draft . <) E’ (] Gridlines C Find and Replace ? X
Read | Print | Web Focus Immersive |Vertical| Side o Zoo| 2
Mode |Layout| Layout Reader to Side
Views Immersive Page M;)vemant Show Find Replace Go o
i < L ~y A g - .o
Navigation v x [* wwa (W @)Nhap nGi dung can dwgic thay the)
¢ = -
g : i ~ d K¢ K
Options... . N T =<y s k ) TR n- b Aﬁ
| reecein| men @) N@p) @il dung m&il muon thay the
Headings Pages  Results —\9 dvanced Find... ” . "
Ge¢ Replace.. \
xanh duong cho nhitng nhan vién c6 tén “Ngoc” N 2
- Go To.. More >> e{ Replace Replace All Cancel
Lé Thi Ngoc Anh Find:
Bui Thi Ngoc Dung Ea Graphics
@ Tables
B o




CHUONG V: THAO TAC VOI HINH ANH

O I. Muc dich nghién ctru
II. Noi dung nghién ciru
Bai 11: Chén hinh anh
Bai 12: Mot sb thao tac voi hinh anh



I. MUC PiCH NGHIEN CUU

Trong qua trinh soan thao van ban, hinh anh dong vai tro quan trong trong viéc minh
hoa va lam r6 noi dung, giup van ban tro nén sinh dong va chuyén nghiép hon. Vi vay,
viéc nam vieng ky nang chen va xu [y hinh anh trong Word la cdn thiét doi voi nguoi hoc

tin hoc van phong.
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II. NOI DUNG NGHIEN CUU

Bai 11: Chén Hinh Anh

Budce 1: it dau nhay chuot tai vi tri can chén anh

Budc 2: Chon thé Insert

Budc 3: Tai nhom Illustrations, chon Picture

Budc 4: Chon This Device

Budc 5: Tai hop thoai mo ra, chon anh — Insert

@ Insert Picture

File Homeflnsert'Draw Design  Layout References Mailings Review View Help

Ak

B3 This Device...

Al stock Images...

F8 Online Pictures..

a)

Hanh chinh nhan sy, Xuat nhap khéu...

> % Local Disk (C)

Tin hoc Sao Viét 1a don vi dao tao hang dAu vé Tin hoc van phong. Véi 12 co s dao tao
tai Tp. HCM, Binh Duong, Béng Nai. Trung tam luén lay phwong chim <Chét luong

=

lam hang dav>. Ngoai Tin hoc vin phong, Trung tim con dao tao céc bo mon nhu: Ké
todn, P& hoa, V& k¥ thuat, Lap trinh, Tin hoc qlléc € MOS va IC3, Tin hoc cho tré em,

> S Network

Dt dau nhay chudtitai viltril cdn) chén)dnhy

TIN HOC SAO VIET

> @@ Microsoft Word

> == New Volume (D:)

> & Google Drive (G)

Betty.. > Dow.. > v C

(%) o Chonjthwmucycé) chiajhinhjanh)
,,,,,, T e T + N  m——
BLD= BWDY O 2ll o, B @hh@m U DL B [E Q) - roday
Cover Blank Page Table ictures} Shapes Icons 3D SmartArt Chart Screenshot =~ Online Link Bookmark Cross- Comment  Header Footer  Page Text &us
Pagev Page Break v < v Models ¥ v Videos v v Numberv = Box> > neDrive e
Pages Tables Insert Picture From _|!ustrations o : : Mejla . : Lu;ks (ulr:menbn . Hea?}er&h:‘ler o v B ThisPC Qh,o,[" hJD,hI a,thI QéDJ CJJQ")
R ! ! l ! i ! l - LS

Tin hoc Sao
Viét

~ Last week

block

3

cad1.1 cad 2

cad 1

File name: “

All Pictures

Search Downloads

Screenshot
2025-11-22
092638

Cancel
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Bai 12: Mot S6 Thao Tac Véi Hinh Anh
1. Thay Poéi Kich Thwéc Va Kiéu Hién Thi Trong Vin Ban
(1) Kéo dé tang giam kich thudc theo 2 hudng

- Gitr thém Ctrl dé tang giam theo 4 huéng

Layout Options X

- Giir them Shift dé gitr nguyén hinh dang ban dau |~
(2) Xoay tron hinh %’%"%
(3) Tang giam kich thudc hinh theo chiéu ngang A==

-
S s

(4) Tang giam kich thudc hinh theo chiéu doc

(5) Vi tri hién thi hinh trong vin ban

2. Di Chuyén Hinh Anh: Chon vién ngoai (xuat hién chum miii tén) — Kéo va tha

3. Xéa: Chon vién ngoai (xuat hién chum mii tén) — Nhan phim Delete (hodc nhan
phim Backspace).
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CHUONG VI: THAO TAC VOI HINH DANG

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 13: Chen hinh dang
Bai 14: Binh dang va thao tac co ban véi1 hinh dang



I. MUC PiCH NGHIEN CUU

Tuong tw voi hinh anh, hinh dang dong vai tro quan trong trong viéc minh hoa va lam ro
noi dung, giup van ban tro nén sinh dong va chuyén nghiép hon. Vi vay, viéec nam virng
ky nang chen va xu Iy hinh dang ciing la ky nang rat can thiét doi vdi nguoi hoc tin hoc

van phong.
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II. NOI DUNG NGHIEN CUU

Bai 13: Chén Hinh Dang
Budc 1: Vao the Insert — Chon Shapes
Budc 2: Chon hinh can vé

Budce 3: Gilt chuot trai va kéo tha cho dén khi duge hinh mong muon
File Homei Insert olD raw Design Layout References Mailings Review View Help Shape Format
BNE 5 ol @ Bl a B Dy
Cover

Table PicturesfiShapes|f Icons 3D SmartArt Chart Screenshot Online
Page v e v

FE A

Link Bookmark Comment  Header Footg
&5 e Models v v VideAOS i v v
Pages Tables We; Ch>0n—hi H,['I_LQ@_DJ V,é) Links Comments Header &
. cl 40 50060 7 8 9 c100 1 11 1201 213
OER\\NOOOA1LLU
(e { }
Lines
NNLLL2B 2B E
Rectangles

OoDoQoOon0OOono

Basic Shapes
OANLODAOOQOOB®®

o0 rLkr 00O

HOQA~AHOOXLC3N

JG 03 {1
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Bai 14: Dinh Dang Va Thao Tac Co Ban V¢i Hinh Dang

I. Dinh Dang Cho Hinh Dang

Budc 1: Chon hinh dang: Chon ngay vién ngoai, xuat hién chim mii tén thi méi chon

Budc 2: Chon the Format, sau do chon cac dinh dang mong mudn.
(1) Shape fill: Chon mau cho toan bg hinh dang
(2) Shape outline: Vién ké ngoai cta hinh dang

(3) Shape style: Mau c6 san

Xem tiép trang sau>

TIN HOC SAO VIET #Bach Xuan Hién

2 Shape Fill v
[7 Shape Outline 2
) &) Shape Effects

"'A/A A

[+ Align Text

WordArt Styles Text

B 093 11 44 858

@ tinhocsaoviet.com
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e Shape fill: Chon mau cho toan bd hinh dang

Xem tiép trang sau

References  Mailings  Review V‘ke:v/udpa
(Eon e —) | P
= [£2 Shape Fill ¥ (2) 14 WEJ —~ 18
. —_ AN 1 - &
j \ V| - [ Align Text Alt Position Wrap os
N Ay L@y Text v Textv £ls
ShapeiStyles Theme Solors 6 Chonj maul n‘e’n c‘b‘o h“l‘n‘b‘. Text Accessibility
& [ o . 1 [ P Co %) 5 . . B (B
B ' H EEEEEEN L
I i =
o III...I. ( ,
Standard Colors
No Fill _)B Jchon| mau,, P 5
More Fill Colors... '_(_hong) m‘aAL_IJ
Picture...
[] Gradient >
Texture >
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e Shape outline: Vién ké ngoai cia hinh dang
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Shape style: Mau c6 san
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II. Mt S6 Thao Tac Véi Hinh Dang

1. Di Chuyén Hinh Dang: Chon vién ngoai (xuat hién chim mii tén) — Kéo va tha

2. Xéa: Chon vién ngoai (xuat hién chum miii tén) — Nhéan phim Delete (hodc nhan
phim Backspace).
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CHUONG VII: BULLETS, NUMBERING, SYMBOLS

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 15: Chen Bullets va Numbering
Bai 16: Chen Symbols



I. MUC PiCH NGHIEN CUU

Trong qua trinh soan thao van ban, viéc st dung Bullets, Numbering va Symbols dong
vai trd quan trong gilip nguoi viét trinh bay y tudng mot cach rd rang, mach lac va
chuyén nghiép. Nam viing cac cong cu nay khong chi cai thién tinh thAim my¥ cta tai liéu
ma con nang cao hiéu qua truyén dat thong tin.
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II. NOI DUNG NGHIEN CUU

Bai 15: Chén Bullets Va Numbering
1. Chen Bullets

Bullets 13 cac biéu twong (Vi du: Mii tén, cham tron...) dit dau mdi doan dé phan biét
cac doan.

Home Design Layout References Mailings Review View Help
, <, 1A r \ A \ L 2 | fimestenroman iz A & ree TR ™. = =2
Budc 1: Bat dau nhdy vao doan can chén g Pt e A2 8 AT 7 l—’z\'} e
’ : < Uva x, X Av £+ A~ ‘RecentIyUsed |@
Budc 2: Home — Nhom Paragraph — Bullets [~ * g L
BIIO”C 3: Chon kiéu phtl hqp m |7 None ° S Y O |
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€= Change List Level >
v ban
Define New Bullet.. nho
+—Cu g Su ey ravoadlg SO
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2. Chén Numbering

Budc 1: Pat dau nhay vao doan can chen

Numbering la cac con s6 dat dau mo1 doan, dé danh STT cac doan.

Budc 2: Home — Nhém Paragraph — Numbering — Chon kiéu phu hop

@ & >

ard N

|'Home !oj;rt Draw Design Layout References e‘ilings
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=
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vao vi tri bat ky trong van ban.
Budc 1: Pit ddu nhay
chudt ta1 vi tri can chén

Budc 2: Insert — Symbol
— Chon mau c0 san.

Hodc vao More Symbols
dé co6 nhiéu mau hon.
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Bai 16: Chén Symb
Symbols 12 cac biéu tugng (hinh dang ban tay, miii tén, con s, chit cai...) dung dé chén
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Wingdings: 32

AutoCorrect.. Shortcut Key... | Shortcut key:
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CHUONG VIII: SUDUNG BANG BIEU

I. Muc dich nghién ciru
II. Noi dung nghién ciru
Bai 17: Tao bang biéu trong Word
Bai 18: Can chinh vi tri va kich thudc cua bang trong Word
Bai 19: Thao tac vd1 dong/ cot trong bang

Bai 20: Thao tac co ban vai1 6 trong bang

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858
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I. MUC PiCH NGHIEN CUU

Trong soan thdo van ban, bang biéu la c¢éng cu quan trong givip trinh bay dir liéu mét
cdch khoa hoc, ro rang va dé theo doi. Viéc su dung thanh thao bang biéu giup nguoi
soan thao to chirc thong tin tot hon, lam cho bdao cdo va tai liéu tro nén chuyén nghiép

va de hieu.
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II. NOI DUNG NGHIEN CUU

Bai 17: Tao Bang Trong Word

Budce 1: it dau nhay chuot tai vi tri can tao bang

Budc 2: Vao thé Insert — Table — Insert Table

Budc 3: Tai hop thoai mo ra, chon $O dong va s6 cot — OK

TIN HOC SAO VIET

Blank Page able Pictures Shapes Icons 3|
v Page Break 2 ¥ v Mod
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Hom\o Draw Design Layout Refer|
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Draw Table
gl
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B Quick Tables >
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1 Insert Table

Number of columns: 5
A Number of rows: 2

AutoFit behavior
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O AutoFit to contents

O AutoFit to window
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[:] Remember dimensions for new tables
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Cancel
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Bai 18: Can Chinh Vi Tri Va Kich Thudoc Cuaa Bang Trong Word
1. Di Chuyén Hoic Co Gidn Toan Ban

"‘§g‘"1‘\‘2-&?3‘\‘4-1-5‘\§G-|‘7‘x-B-l@Q‘wlO‘x‘ll-lﬁ-\.|.|-

@ Chon hétibang/ dilchuyén bang)
{

2. Gian Dong/ Cot
Di chuyén con tré chudt vao duong ké dudi ctia dong hodc duong ké bén phai cua cot
— xuat hién ddu mili tén (nhu hinh dudi) — Giit chudt trai va kéo

N\
@ €3

L
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Bai 19: Thao Tac Co Ban Véi Dong/ Cot Trong Bang

1. Xoa Dong/ Cot
Chudt phai vao 1 6 — Delete Cell —

Delete Cells ? X

O Shift cells left
I O Shift cells up

x| X6aidong)

| Delete entire column|'} &" At
Xodajcoti

I

2. Thém Dong/ Cot

Chudt phai vao 1 6 — Insert —

=

Delete Cells...
B split cells...
Border Styles >

lﬁ,\ Text Direction...

ﬁ Insert Columns to the Left

HS Insert Columns to the Right Thém cdt bén|phai
EE Insert Rows Above ‘Thém|déng|phia trén)

EA Insert Rows Below Thém|déng|phia/duwéi)

E‘i Insert Cells...

A - ~
Thémcot bén;trai)
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Bai 20: Thao Tac Co Ban Véi O Trong Bing

1. Xéa O Trong Bang

Chl,lét phél VélO 6 Cén Xéa — Delete Cell SN () Delete entire row

Delete Cells ? X
....................................... 3 Jri R ‘AN Loorw
O [shift celis et XO@)vajdon|sangjtrai

‘~

" O shit cells up XQ@( \(é.) (iéf)) lény t_Eéj_'lj

= (O Delete entire column
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2. Té6 Mau Nén Cho O

Chon 6 — Thé Home — Tai nhom Paragraph — Shading — Chon mau

File IHome ,o‘bww Design Layout References Mailings Review View Help

f’ljr { [Times New Roman E € 5z ,é/ p
- . )
Paste @ B I Uve x x[F = Styles | Editing
v & A 2 Ay A A2 )E q v ¥
Clipboard & Font ~ ) e
G A ‘ High-contrast only (@ off) g o

Chonimaujnén)cho)8) 7 Theme Colors

Standard Colors
[ EEEEN
Bo)maujnénjchojd) = o Color
More Colors...
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CHUONG IX: KY NANG IN AN

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 21: Hop thoai in va thiét 1ap trang in trong Word



I. MUC PiCH NGHIEN CUU

In dn la budce cudi cung nhung vé cung quan trong trong qud trinh soan thdo van ban.
M0t van ban dir dwoc trinh bay dep dén dau nhung in sai trang, sai kho gidy hodc bo cuc
bi léch ciing sé lam gidm tinh chuyén nghiép. Vi vdy, nam viing ky ndng in dn trong
Word givip nguoi ding xudt ban tai liéu chinh xdc, ding yéu cau va tiét kiém thoi gian.
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II. NOI DUNG NGHIEN CUU

Bai 21: Hop Thoai In Va Thiét Lap Trang In Trong Word

Pé mé hop thoai in, ta chon File — Print (1) (hoac nhan Ctrl + P)

(2) Lénh 1n

(3) S6 ban in

(4) Chon may in

(5) Trang can in
- In tat ca thi dé trong, phia trén dé “Print All Pages”
- In I trang duy nhat thi co 1 trang, vi du.: 4 (hoac 4-4)
- In lién tuc bdt ky thi go trang dau - cuoi, vi du: 3-5
- In nhiéu trang khdc nhau, vi du: 3,7,10

Xem tiép trang sau>
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(6) In kiéu 1 mat hodc 2 mat

- One sided: I mat
- Both sided: 2 mat

(7) Hudng gidy in (ngang/ doc)
(8) Kho giay (A4, A5, Letter,...)
(9) Chuyén trang in khac
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