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CHUONG I: CHUONG MO PAU

Bai 01: Hé thdne dao tao va khoa hoc tai Sao Viét

Bai 02: Muc tiéu 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 Tieu 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: KIEN THUC CO BAN VE VAN BAN

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 03: Chinh ta va trinh bay van ban




I. MUC PiCH NGHIEN CUU

Mot van ban chuyén nghié¢p khi:
e Viét dung chinh ta;
e Sur dung diu cdu dung quy dinh;
e Trinh bay bo cuc 1 rang.

&r Tuyét doi khéng dwoc trinh bay iy tién, sé lam van ban mat tham my va
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II. NOI DUNG NGHIEN CUU

Bai 03: Chinh Ta Va Trinh Bay Van Ban
Trong soan thao van ban, viéc viét dung chinh ta va trinh bc?y van ban chuan thé hién su
chuyén nghiép va ton trong nguoi doc van ban. Luu y mot so truwong hop co ban sau:
I. Mot S6 Quy Tic Chinh Ta Can Biét Khi Soan Thio Viin Bén
1. Viét hoa diu céu, sau dau cham céu (.), sau dau cham héi (?), sau dau cham than (!)

Vi du: Mbi nguoi ching ta sinh ra déu c6 gia tri to 16n. Ai cling phai nd lyc hoc tap dé
nang cao gia tri ban than, nhung phai chang do 1a suy nghi cua ban? Suy nghi cua ban chi
cO ban madi biét. O1 thoi! Pung c6 suy nghi nira, hay hanh dong di.

2. Viét hoa danh tir riéng chi tén nguoi va tén dia danh

Vi du: Nguyén Anh Thu, Lé Vin Bay... thanh phd Ha Tinh, tinh Binh Duong.
Trir 2 truong hop dic biét 1a: Thanh phd H6 Chi Minh, Thanh phd Ha Noi. >

Xem tiép trang sau
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3. Tén cac ngay I&, ngay ky niém l6n

Vi du: ngdy Qudc khanh 2-9, ngidy Quoc té Lao dong 1-5, ngdy Phu nit Viét Nam
20-10,...

4. Tén cac thir trong tuan, cic thang trong nim (néu khong dung sd)

Vi du: thtr Hai, thir Ba, thang Hai, thang Muoi. ..

5. Tén cac ngay tét va tén cac nim am lich

Vi du: tét Nguyén dan (hoac viét tat 1a: Tét), tét Poan ngo, tét Trung thu..., Ky Ty,
Tan Hoi, Mau Than...
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II. Trinh Bay Van Ban Dung Cach
1. Siw dung Enter

Phim Enter chi str dung dé két thuc mot doan vin ban hoan chinh, néu chua két thuc doan
ma mudn xudng dong thi phai dung Shift + Enter.

2. Sir dung khoang trang

Giira cac tir chi dung mot dau khoang trang dé phan cach. Khong st dung dau khoang
trang dau dong cho viéc can chinh I&.

3. Sir dung cac loai dau vin ban

Cac dau ngat cau nhu cham (.), phay (,), hai cham (:), chAm phay (:), cham than (!), hoi
cham (?) phai dugc gd sat vao tir ding trudc nd, tiép theo 1a mot dau khoang trang néu
sau d6 van con ndi dung.

Cac dau md ngoic va mé nhdy déu phai dugc hiéu 1a ky tu dau tir, do d6 ky tu tiép theo
phai viét sat vao bén trai cua cac dau nay. Tuwong tu, cac dau dong ngodc va dong nhay
phai hiéu 1a ky tu cudi tir va dugc viét sat vao bén phai cua ky tu cudi cling ctia tir bén
phai.
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CHUONG III: THAO TAC MO RONG VOI HINH ANH

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 04: Dinh dang hinh 4nh m¢é rong

Bai 05: Mot s6 thao tdc mo rong voi hinh anh
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I. MUC PiCH NGHIEN CUU

Sau bai hoc, hoc vién co thé su dung cdc cong cu dinh dang va chinh swa hinh anh trong
Word dé dieu chinh mau sac, hiéu ung va bo cuc. Viéc nay giup hinh anh trong tai liéu
tro nén noi bdt, hai hoa va chuyén nghiép, ho tro minh hoa noi dung ro rang, tang tinh

tham my va hiéu qua truyén dat trong cong viéc van phong thuec te.
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II. NOI DUNG NGHIEN CUU

Bai 04: Pinh Dang Hinh Anh Mé Rong
Budc 1: Chon hinh — Picture Format
Budc 2: Chon céc dinh dang mong mudn
(1) Tao khung vién (3) Kiéu dinh dang mau
(2) Hi¢u tng (4) Chon d¢ sang tbi cho hinh

File Home Insert Draw Design Layout References Mailings Review View Help Picture Format o
E‘a \‘O’, Color v = Compress Pictures Z Picture Border ¥ N
o - - ) == [rve= Ry SRR R i . =]
Rémous COiaehon |3 Artistic Effects v &d Change Picture v —a —~a Z ad aod .ab v Picture Effects b Al
Background X, IQ Transparency ¥ £'d Reset Picture v ) 85 Picture Layout _) Text
o Adjust @ S Accessibility
R R L - - 1 1 -2 131 4 5 WGP g ) 90 0105 ( 18+ { 12+ | 213+ | 14+ | +15+ |
lam hang dau=>. Ngoai Tin hoc van phong, Trung tim con dao tao cac b mén nhr: §
toan, D6 hoa, V& k§ t, Lap trinh, Tin hoc quéc t& MOS va IC3, Tin hoc cho tré e
Hanh chinh nhan sw, Xtiat nhap kbau. ..
Qry Q R
rlll
CHUYEN DAO TAD TIN HOC THUC HANMH
O O : HI,
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Bai 05: Mt S6 Thao Tac Mé Rong Véi Hinh Anh
1. Nhém Cac Hinh Thanh 1 Khdi

Chon cac hinh can nhom (Gitr Ctrl + kich chudt vao hinh) — Chuot phai vao 1 hinh —
Group — Group (b6 nhom thi chudt phai vao hinh bat ky — Group — Ungroup)

2. Nhén Ban: Chon hinh — Gitr phim Ctrl va di chuyén chudt sang vi tri khac
3. Sip Xép Lép Cac Hinh (Hinh Nam Trén Hoic Nam Dwéi Hinh Khac)
Chudt phai vao hinh — Chon mot trong cac cach sap xép sau:

> Send to Back (Sap xép nam dudi hinh khac)

> Bring to Front (sip xép nam trén hinh khéc)
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CHUONG IV: THAO TAC MO RONG VOI HINH DANG

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 06: Viét chit va chinh stra chit vao hinh dang

Bai 07: Mot s6 thao tdc md rong voi hinh dang
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I. MUC PiCH NGHIEN CUU

Sau bai hoc, hoc vién cé thé sir dung va xir Iy cdc hinh dang trong Word nhuw viét chir vao
hinh, can chinh, nhém hodc tach nhiéu hinh ra khéi nhom,.... Qua d6 givip ndi dung trinh
bay triec quan, ré rang va dé hiéu hon, hé tro lam noi bdt thong tin, so' do héa y twong
va ndng cao tinh chuyén nghiép cua tai lieu van phong.
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Budce 1: Nhay chudt phai vao hinh dang
Budc 2: Chon

II. NOI DUNG NGHIEN CUU

Bai 06: Viét Chir Va Chinh Sira Chir Viao Hinh Dang

Add text (h

t Text)
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’ Search the menus

& Cut
(™ copy
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Add Text

(X, Edit Points
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@ Link

Save as Picture...

@ Insert Caption...
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Bai 07: Mot So Thao Tac Mé Rong Véi Hinh Dang

1. Nhém Cac Hinh Thanh 1 Khoi
Chon vién ngoai cac hinh can nhém (Gilt Ctrl + kich chudt vao vién ngoai hinh) —
Chuot phai vao 1 hinh — Group — Group (bé nhom thi chudt phai vao hinh bat ky —

Group — Ungroup)

o2

Style  Fil  Outline

l Search the menus
& Cut
@ cony

PD Paste Options:

(A

) Bring to Front > | B

rT'.‘D Send to Back >

Save as Picture...

Insert Caption

Xem tiép trang sau>
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2. Nhan Ban:

Chon hinh — Gitr phim Ctrl va di chuyén chudt sang vi tri khac (hoac nhan Ctrl + D dé
nhan ban nhanh)

3. Sip Xép Lép Cac Hinh (Hinh Nam Trén Hoic Nam Dwéi Hinh Khac)

Chuét phai vao vién ngoai hinh — Chon mdt trong cac cach sap xép sau:

(1) Bring to Front (siap xép nam trén hinh khac)
(2) Send to Back (Sap xép nam dudi hinh khéc)

’ Search the menus ‘
& Cut
(™ copy
[‘_Q"D Paste Options:

il

—O— Add Text

{X. Edit Points

T} Bring to Front ?
Th Send to Back >

@ Link >

Save ac Pictiire
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CHUONG V: CHEN SO TRANG VA TAO HEADER, FOOTER

O I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 08: Chén s trang
Bai 09: Tao Header va Footer




I. MUC PiCH NGHIEN CUU

Chén sb trang va tao Header, Footer 1a budc quan trong trong trinh bay van ban. Pay 1a
k¥ ning giup tai liéu dugc to chirc khoa hoc, dé theo doi va dam bao tinh chuyén nghiép
theo dting chuan hanh chinh.

Sau khi hoc xong bai nay, hoc vién co thé:

v Cheén va tiy chinh sé trang ding vi tri, ding chuan hanh chinh.

v Tao Header, Footer cho toan bg van ban theo quy dinh (tén co quan, tiéu dé, ngay

thang...).
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II. NOI DUNG NGHIEN CUU

Bai 08: Chén S6 Trang

1. Chén s6 trang

Budc 1: Insert — Nhom Header and
Footer

Budc 2: Chon Page number
Bude 3: Chon vi tri danh sb trang
- Top of Page: Dau trang
- Bottom of Page: Cuo0i trang
Budc 4: Chon kiéu danh so trang

Budc 5: Kich vao |.2L| dé tat ché do

and Footer

danh so trang
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2. Xéa sb trang -

Page Table

Budc 1: Insert — Nhom Header and

FOTOEB = ol

Pictures Shapes lcons 3D SmartArt Chart  Screenshot Online

Models v

lllustrations
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Link Bookmark Cross- Comi Header Footer Page
Videos A reference ~  Number v
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Footer
Budc 2: Chon Page number

Budce 3: Chon Remove Page Numbers
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Bai 09: Tao Header Va Footer

1. Chen Header/ Footer

Buéc 1: Insert — Nhom Header
and Footer

Buéc 2: Chon Header (dau trang)
hoac Footer (chan trang)

Budc 3: Chon mau thich hop

Budc 4: Khi mau md ra, con trd
nhiap nhay trong viung Header.
Nhap noi dung ban mubn

Budc 5: Kich vao |-=dé tat che do

ccccc

chén header, footer
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2. Xoa Header/ Footer

Budc 1: Insert — Nhom Header and

Footer
Budc 2: Chon Header hoac Footer

Buoc 3: Chon Remove Header hoac
Remove Footer
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CHUONG VI: THAO TAC MO RONG VOI BANG BIEU

I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 10: Nhac lai dong tiéu dé cho bang

Bai 11: Thao tdc m¢ rong vdi 6 trong bang

Bai 12: Panh s6 tht tu tu ddng va sap xép dit liéu trong bang
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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 10: Nhic Lai Dong Tiéu Pé Cho Béng

Khi bang nam qua trang khac, chiing ta nén

nhac lai dong tiéu dé

Budc 1: Quét chon dong tiéu dé — Chuot phai

— Table Properties
Budc 2: Tai hop thoai hién thi — Chon thé
Row — Tich chon muc: “Repeat as header

row at the top...”
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Bai 11: Thao Tac Mé Réng Véi O Trong Béng
1. Gop Nhiéu O Thanh 10

Cach 1: Quét chon céc 6 can gop — Chudt phai — Merge cells

Insert >

9[ Delete Cells...
’ % Merge Cells
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14 Text Direction..
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/ £ New Comment
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[ —
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2.

Tach 1 O Thanh Nhiéu O
Céch 1: Chon 6 can tach — Chudt phai — Split Cells — Chon $6 dong va cot mudn tach
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3. Cin Chinh N§i Dung Trong O
Chon 6 — Table Layout — Chon kiéu dinh dang tai nhom Alignment
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4. Tuy Chinh Puong Vién Cho O

— Tai hop thoai mé ra — tuy chon dinh dang phu hgp — OK

Chon 6 (hodc nhiéu 6) — Thé Home — Tai nhom Paragraph — Borders

Home é\sen Draw Design Layout References Mailings Review View Help Table Design

ewRoman ~[13 ~| A" AT Aa®

x X|Av 2 A~

Q@ T >

Table Layout

Normal

Bottom Border
' T Top Border
| +i Left Border
z ] Right Border
+i No Border
Bﬂ All Borders
Outside Borders
i Inside Borders
Inside Horizontal Border
Inside Vertical Border

Diagonal Down Border

N 4 B2 OH:

Diagonal Up Border
%= Horizontal Line
B4 Draw Table

@ View Gridlines

o? Borders and Shading...

Borders and Shading

Page Border

None l

= Shadow

hion d8iltuong) dp dung)

[sue | Kigwduong)vien

-
L

Apply to:

Cell

Paragraph A
4 Table

Cancel

TIN HOC SAO VIET

“Bach Xuan Hién

B 093 11 44 858

@ tinhocsaoviet.com

Trang 34




Bai 12: Panh S6 Tu Pong Va Sip Xép Dir Liéu Trong Bing
1. Panh So6 Thit Ty Tuw Pong

Khi danh STT ty dong, néu xéa di 1 dong hay 1 cot bat ky, STT sé duoc tu dong danh lai

Budc 1: Chon cac 6 can danh STT
Budc 2: Thé Home

Budce 3: Cong cu Numbering

TIN HOC SAO VIET #Bach Xuan Hién

Home |fSeTt——b —Design  Layout References Méilings Review View Help Table Design Ta
~ —»
- )
T] & ‘Time/ w Roman  v|12 V‘AA A Aav B = VE" = 3= 2009
le = e R T Normal
teg B I SEEE D
poard N Paragraph N
18 2 3 4B 5.1 .6 S 7 8
Ma NV Ho va tén
1807010046  Lé Thi Ngoc Anh
2 1807010049  Lé Van Bac
3. 1807010062 | Bui Thi Ngoc Dung
4. 1807010068 | Vi Thi Dung
L |
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2. Sip Xép Dir Liéu Trong Bang

Rgman VMZ V\A A" Aav

Budgce 1: Chon 1 6 trong bang

I Home llnsert Draw Design Layout References
Tm H

ro

Mailings

Review . View Help

Table Design  Table Layout

’Cong»r\tl:wSrQrt‘ ) . S
] ormal No Spacing L Headingl 1. Heading |~

Bo phin
BP QC
BP QA
BP SX
BP QA
BP SX
BP SX
BP SX

BP QC

14
Budc 2: Home o S REEEERIEREILIL o
14
Budc 3: Sort , ,
Ho va tén Ngay sinh
\ r 14
4 . A A o A ? 31/03/2000
Budc 4: Chon cot can sap xEp 975&3""’ P
! £
) , , ';,Eémmg 23/07/2000
4 . ‘A = A )sing: aragraphs Ogescendm |
Budc 3: ChOl’l ki€u Sap X€p e e J 20/10/2000
e [1en <] Ouzwans | 10/06/2000
Bude 6: OK 2| Ovescanang |1
: Then by 03/09/2000
v| Type: |Text v Ascending [
Using: |Paragraphs v Deeencg 05/09/2000
My list has P
© Headerrow O No header row 6 01/04/2000
S/ F
Options... _ Cancel 16/12/2000
B | B - _
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CHUONG VII: TIM KIEM VA THAY THE MO RONG

O I. Muc dich nghién ciru
II. Noi dung nghién ciru
Bai 13: Lam chu dinh dang vd1 Find & Replace
Bai 14: Xt ly van ban véi ky tu dac biét va Wildcards



I. MUC PiCH NGHIEN CUU

Chirc nang Find and Replace (Tim kiém va Thay thé) khéng chi dirng lai & viéc doi chir.
Khi két hop véi cdc cong cu dinh dang, ddy la mét "vii khi” gitip ban tiét kiém hang gio
dong ho lam viéc thii c¢ong.
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II. NOI DUNG NGHIEN CUU

Bai 13: Lam chu dinh dang véi Find & Replace

% Cac bwéce thye hién

B1: M¢ hop thoai Find & Replace — More (dé mé rong ché do tim kiém va thay thé)

Find and Replace

Find Replace Go To
Find what: Video
Options: Search Down
Replace with:

Replace

Replace All

Find Next

Close

X
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B2: Xo0a cac cai dat cu

@ Dit chuot vao 6 Find what
— Chon No Formatting

® Dit chudt vao 6 Replace
with — Chon No Formatting

TIN HOC SAO VIET #Bach Xuan Hién

Find and Replace ? X

Find Replace Go To
Find what: | v
Options: S\ YR AN ) < 7y a0

4 L
@) 'Dat’dau nhay chudtilan lwotivao 2) 6 nay
Replace =
<< Ldss Replace Replace All Find Next Close

Search Optigns

Search; v

D Match ca D Match prefix

D Find whole Words only [:] Match suffix

D Use wildcard

D Sounds like (English) D Ignore punctuation characters

D Find all word forms\(English) [:] Ignore white-space characters
Find

Format v Special ¥ 9 No Formatting
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B3: Thiét lap tim kiém
bat chudt vao 6 Find what — nhap no1 dung can tim (hoac dé tréng néu chi mudn tim
theo dinh dang) — Format — Chon ki€u dinh dang can thay thé (néu co).

¢~ Cé 3 tinh hudng
thwong gap:

@ Tim nodi dung +

dinh dang

@ Tim chi noi dung

© Tim chi dinh dang
(de€ trong 6 Find what)

TIN HOC SAO VIET

Find and Replace

Find Replace

Find what: Make|

Replace with:

<< Less
Search Options
Search; |All W
D Match case
D Find whole words only
D Use wildcards
D Sounds like (English)

Find

‘(nni

GoTo

- 1) Nhapingi dungjcanjtim

-

D Find all word forms (English)

Ly

Replace

Eind Next

Replace All

D Match prefix
(0 Match suffix

D Ignore punctuation characters

D Ignore white-space characters

hodc;dé) tréng)néu chiltim theo dinh dang)

Close

Paragraph...
Tabs...
Language..

Frame...

Style..

Highlight
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B4: Thiét lap thay thé

Dit chudt vao 6 Replace with — Nhap noi dung méi (hodc dé trong néu chi mudn gitr
nguyén chit cli va do1 dinh dang) — Format — Chon ki€u dinh dang mé1 muon thay theé.

Find and Replace ? X
Find Replace Go To
Find what: Make v
o Nhé,p noil dgng| mem
P e e —. SR
Replace wih: | Video] (Hoac;dé trong néu chilthay dinh dang))
<< Less Replace Replace All Close
Search Options
Si h: Al v s
G Formati--> Chon kiéu dinh dang
() Match case (] Match prefix e muon; thawt & .
[:] Find whole words only C] Match suffix
[ use wildcards Font...
D Sounds like (English) D Ignore punctuation characters Paraqraphs
() Find all word forms (English) a Ignore white-space characters Tabs
Language...
Frame...
Replace Style
"SEEI' NG rormatng Highlight
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B5: Kiém tra va thay thé
Nhén Find next dé kiém tra da tim dung vi tri chua — Chon Replace dé thay thé noi
dung (hoac Replace All dé thay thé toan bo).

TIN HOC SAO VIET

Find and Replace

Find Replace Go To
Find what: Make
Format:

Replace with: Video|

Format:

<< Less
Search Options
Search; | All v
D Match case
G Find whole words only
D Use wildcards
D Sounds like (English)
D Find all word forms (English)

Replace

Format v Special ¥

Font: Times New Roman, 14 pt, Not Bold, Not Italic, Font color: Accent 1

Replace Replace All | I[ Find Next

2] (1)

D Match suffix

D Ignore punctuation characters

] Ignore white-space characters

No Formatting

Close
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II. NOI DUNG NGHIEN CUU

Bai 14: Xt ly van ban voi ky tu dac biét va Wildcards
1. Gom cac doan van roi rac thanh mot doan
D O Find what: Nhap "1 (hoic c6 thé vao muc Special va chon Manual Line Break).

Lwu y:  (la chit L thuwong, khéng phdi sé 1)
@ O Replace with: G vao mot dau cach.

Find and Replace ? X

Find Replace Go To

Find what: | |l @ v

Replace with: | g.] v

<< Less Replace Replace All Find Next Cancel

Caarch Nntinnc
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2. Thém ndi dung/ ky hiéu vao truéc cac dé muc tw dong

D O Find what: Dé tréng—> nhan Format, thiét lap dinh dang muodn tim kiém.
@ O Replace with: Nhap [Noi dung can thém] + khoang trang (néu can) + &

Gidai thich: Ky tw & chinh la ma dai dién cho toan bo "noi dung tim théy o o Find
what".

Find and Replace ? X
Find Replace Go To
Find what: N
Format: Style: Heading 1

Replace with:| |Chuong: ~&]

© @

Format:

<< Less Replace Replace All Find Next Cancel

~ Lo i
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3. Dinh dang hang loat cho mdt nhom dir liéu bat ky

(D Bat tuy chon Use wildcards

@ O Find what:

Nhap [0-9] dé tim tat ca cac con sb.
Nhap [A-Z] dé tim tat ca cac chit
cai in hoa.

® O Replace with: Dé trong, nhan
Format, thiét 12p dinh dang mong
muon.

TIN HOC SAO VIET #Bach Xuan Hién

Find and Replace

]

r@

O

Find Replace Go To
Find what: [0-9]
Options: Use Wildcards
Format:
Replace with: I
. Font: Bold, Font color: Accent 3
Format:
<< Less

Search Options
Search; | All Se

Match case

s only

Use wildcards o
Sounds Tike (Enghsh)

D Find all word forms (English)

Replace

Format v Special v

Replace

No Formatting

Replfice All Find Next

Match prefix
Match suffix

d Ignore punctuation characters

[:] Ignore white-space characters

? X
v
v

Cancel
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4. Xir 1y khodng trang thira

Find and Replace ? X
(D Bat tuy chon Use wildcards. |
° ° Find Replace Go To
@ O Find what: Nhap ( ){2,} Findwhat: | (O} re v
Options: Use Wildcards I
thu thlcft.' cong thirc trén dung | 3 _
dé tim tat ca cac vi tri co tw 2
khOdi’lg l‘I"C‘l/ng tI/'O?, lén << Less Replace Replfice All Cancel

Search Options

® O Replace with: G& mot . e
khOéng tréng. Match case

Match prefix

Find whole words only Match suffix

| Use wildcards QZ
Sounds like (English) (&) Ignore punctuation characters

(] Find all word forms (English) O Ignore white-space characters

Replace

Format v Special v No Formatting
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5. Pinh dang ndi dung nam trong dau ngoic kép
(D Bat tuy chon Use wildcards.
@ O Find what: Nhap ("*")

@0 Replace with: Pé tréng, nhan Format, chon dinh dang mong muodn.

TIN HOC SAO VIET

Find and Replace

Find Replace Go To
Find what: - le
Options: Use Wildcards
Format:
Replace with:} | e
Font: Italic, Thick underline, Font color: Accent 2 s
Format:

<< Less Replace Replace All

Find Next

Search Options

Cancel

Search; |All M

Match case Match prefix

i words only Match suffix

Use wildcards o

Sounds like (English) D Ignore punctuation characters
D Find all word forms (English) D Ignore white-space characters

Replace
Format v Special v No Formatting
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CHUONG VII: SUDUNG PIEM DUNG TAB TRONG SOAN THAO VAN BAN

I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 15: Céc thao tdc co ban voi Tab

Bai 16: Tao duong ké nhanh vdi Tab

Bai 17: Can chinh Tab
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I. MUC PiCH NGHIEN CUU

Trong qud trinh soan thdo van ban, diém dirng Tab giip nguwoi dung can chinh néi dung
nhanh va chinh xdac hon. Viéc sir dung Tab diing cdch hé tro nhiéu thao tdc trinh bay,

mang lai bo cuc gon gang va chuyén nghiép.

Di chuyén nhanh mét khodng cdch.
Thut nhanh dau dong.

Tao nhanh mét doan dau ké cham.
Xoa nhanh mot khoang cach.

G6 chit khéng bi rét xuong dong.

NN NNANN

Can déu nhanh nhiéu doan khdc nhau.
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II. NOI DUNG NGHIEN CUU

Bai 15: Cac Thao Tac Co Ban Vi Tab

1. Tao Tab: bat dau nhay chudt tai dong can tao tab — Kich chudt trai vao vi tri mép
dudi thudce, s€ hién 1 dau nho (Tab Stop)

Paragraph N

2. Sir dung Tab: Nhan phim Tab trén ban phim (néu sir dung Tab trong bang biéu thi
phai Ctrl + Tab)

3. Di chuyén Tab: Gitr chudt trai vao Tab va di chuyén trén mép dudi thude
4. Xéa Tab: Giit chudt trai vao tirng Tab va kéo ra khoi thude hodc nhan Ctrl + Q
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Bai 16: Tao Duwong Ké Nhanh Vai Tab

Budc 1: Pat dau nhay chudt tai dong can tao duong ké — Nhay dup chudt vao Tab

Buéc 2: Tai hop thoai mé ra — Chon vi tri Tab mudn thém duong ké

Bude 3: Tai muc Leader — Chon kiéu duong ké — OK

aragraph

Styles

O@F Nhay diip) chudtiv,

abs 2 X

Tab stop position: Default tab stops:

1.27 cm

Gﬁhm :
~ Tab stops to be cleared:

Ch hon)vi|tri/can)chinhjska)

Alignment
¢ o Left O Center O Right
Chon kiéurdwong ke

OlNone
eri

Set Clear Clear All

()

TIN HOC SAO VIET

“Bach Xuan Hién

B 09

Cdc kiéu dwong ké

Diéu 1: Dura vao Diéu 1 cia hop dong Bén A da giao cho Bén B gém:

1. Puong Bién Hoa Tan... 200.50 100,000.00
2. Bot ngot Ajinomotc Tan 25.20 80,000.00
3. Bot ngot A-One 120.50 221,000.00
4. Gao............ | 543,000.00

Tabs

: 944.000.00

Tab ?p position: Default tab stops:
Diéu2: Bén B 65c 127 em
L. Phiéu thu 4 %> Tabsops toe ceall Brivive 150,000.00 USD
2. Phiéuthu4f [679em  F | 180,000.00 USD
I-)leu 3: Can d¢

1. Tinh dén ng
lai cho bén ] o

2. Saukhibén O

Leadel
DAIT
( None
O:__

0.00 USD. Bén A sé& hoan

eft nter O Right
ecimal O r

DIEN BEN B

Set Clear Clear All
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Bai 17: Can Chinh Tab

I. Cic Kiéu Tab

1. Tab trai - Left Tab: Khi gd, chit s& c6 dinh bén trai, chay vé bén phai. Khi d6 céac
doan cung Tab trai, s€ can déu nhau bén trai.

2. Tab phai - Right Tab: Khi gd, chit s& ¢ dinh bén phai chay vé bén trai. Khi d6 cac
doan cung Tab phai, s& can déu nhau bén phai.

3. Tab giira - Center Tab: Khi go chit chia déu vé 2 bén cta Tab. Khi d6 cac doan ¢
cung Tab gifta, s& can déu nhau theo 1 truc & giira

L . . ,
Tab trai Tab gitra Tab phai
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II.

Cac Buoc Can Chinh Tab

Budc 1: Pat dau nhay chudt tai dong can cin chinh Tab — Nhay dtp chudt vao Tab

Budc 2: Tar hop thoai mo ra — Chon vi tri Tab mudn can chinh

Budce 3: Tai muc Alignment — Chon kiéu Tab — OK

Default tab stops:

1.27 cm = | -2
Tab stops to be cleared: |___|
Alignment
° Left O Center O Right
O Decimal O Bar T
Leader %\ e
(O 1 None @I e W
Oa__
Set Clear all
Cancel
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. Styles & Editing
abjtrail® o (D) Tabjgicar o (D)Tab)phai
CHH3 A ----e-mioimmemmm e T
---------------------- CHCK3B 8.5
--------------------- j(e Vi ic7)» MNN—— 3
L - Tabs ' ? 3.25-2
" Tab stop position Default tab stops: '8'0;
) |6.25 cm 1.27 cm : -80
6.25 cm :
N12cm Tab stops to be gleared: 7.8
17 cm
1 9.0
a 8.0
............ NgoalN A"&'ment -855
» | O Left O center O Right
O Decimal O Bar
Leader
O 1 None @) 0=
Oa__

Voice

B 093 11 44 858

@ tinhocsaoviet.com

Trang 54



