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1. MICROSOFT WORD (NC)
1.1. Chia Sé Va Bao Quan Dir Li¢u
Chuong nay giup ngudi hoc nang cao k¥ ning chia sé va bao quan dir liéu, biét cach
tiy chinh Ribbon va Quick Access Tool Bar, tao kiéu mau cho tai liéu. Cudi chuong gido

trinh s& cung cAp mot sb cach 1am danh thiép, miu don xin viéc trong ngan hang... Cu thé
ngudi hoe s& duoc tim hiéu ky vé cac néi dung:
4 CAu hinh tiy chon trong Word
+ Thiét 1ap ché dd bao vé tai liéu
+ Thiét 1ap kiéu miu cho tai liéu
1.1.1. Céu Hinh Ty Chon Trong Word
+ General

Dbé dinh dang dir liéu mot cach nhanh chong: Thay ddi font chir, ¢& chit, mau chir...
khi chung ta boi den mdt doan van ban nao do, word cung cép mot cong cu thu nho dé hd trg
chung ta 1am diéu nay (hinh 1.0):

TimesMe« 18« A" o7 IF R

B s UBY-A-F

Treomg Pai Hoe Cong Nghé Pong Nai

Hinh 1.0
Mac dinh khi cai dat Microsoft Office cong cu thu nho nay da dugc hd tro, nhung
trong mot sd truong hop néu nhu cong cu thu nho nay khong hién thi thi ta s& mé man hinh
Word Option 1én dé thiét 1ap, & ddy gido trinh huéng dan 2 cach:
- Cach 1: Vao Tab File / chon muc Options
- Ciach 2: Nhan t6 hop phim Alt+F+T

Man hinh Word Options s& hién thi ra nhu bén duéi (hinh 1.1):
Word Options ? “

D General options for working with Word
o

General

Display

Proofing User Interface options

Save Show Mini Toelbar on selection -
Language Enable Live Preview

Advanced Update document content while dragging

ScreenTip style: |Show feature descriptions in ScreenTips v
Customize Ribbon

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: copeon

Trust Center Initials: <

[] Always use these values regardless of sign in to Office.
Office Background: |No Background | v

Office Theme: Light Gray| v

Start up options

Choose the extensions you want Word to open by default: | Default Programs...
Tell me if Microsoft Word isn't the default program for viewing and editing documents.
Open e-mail attachments and other uneditable files in reading view

Show the Start screen when this application starts

Cancel

Hinh 1.1
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Ta tick vao chon lya “Show Mini Toolbar on selection” trong tab General roi nhan nat
OK.
+ Display
Trong qua trinh soan thao vin ban khong tranh khoi nhiing sai sot vé ky thuat, Word
cung cép cho chung ta cach nhin tong thé vé k¥ thuat soan thao dé chung ta c6 thé sira chira

nhitng 16i k¥ thuat ndy mot cach chinh x4c:

Word Options ?

G | .
cner E\ Change how document content is displayed on the screen and when printed.
Display
Proofing Page display options
Save Show white space between pages in Print Layout view (.
Language Show highlighter marks
|
Advanced Show decument tooltips on hover
Customize Ribbon Always show these formatting marks on the screen
Quick Access Toolbar [ Tab characters -
Add-Ins [ Spaces
[] Paragraph marks T
Trust Center egrap
[] Hidden text abc
[] Optional hyphens hl

Object anchors
[ Show all formatting marks

Printing options

Print drawings created in Word

[ Print background colors and images
[] Print document properties

[] Print hidden text

[[] Update fields before printing

[] Update linked data before printing

Cancel

Hinh 1.2

Tai trang Display, ta tick vao “Show All formatting marks”, hoic ta c6 thé chon

biéu tugng T true tiép trong man hinh soan thao:

m HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIE}

2 -— i — L — -_— —— A
[T Calibri (Body) ~|11 ~ A a Aa- A = v i= v o EEE :l q
Paste u - | Ak LEE== = M- -
. ¥ Farmat Painter S — it = —= i » :
Clipboard i Font a Paragraph M

Hinh 1.3

Hinh 1.4 13 vi du cho ching ta biét cac k¥ thuat duoc st dung trong qué trinh soan thao:

L] SN CENERRY CRRE KRR IKXNRRRF IRENRERE TRENEXRE TRENERRY TRRP. KT

....... Biét nhiéukhongbing biét diéuq

........ Motbocaily khongbang mot ticaitinhy
+ Noi-daiv~

-+ Noi-dai+~

- Noi-dai«
Rmnhatuénglﬁm'cﬁngsayf

Ngudikhonnoéilimdauhay cling nham?

Hinh 1.4
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#+ Proofing

Mot trong nhitng tinh ning tuyét voi cta bo Office d6 1a chirc ning kiém tra chinh

ta va ngir phap, nd gitp ting toc d6 soan thao ctia ngudi sir dung rat nhiéu. Trong ban Office

2013 ching ta co thé tai cong cu kiém soat 13i Tiéng Viét tai dia chi:

http://www.microsoft.com/vi-vn/download/details.aspx?1d=35400.

Trong trang Proofing cuia man hinh Word Options, ta quan sat muc “When

correcting spelling and grammar in Word”. Muc nay cho phép chon kiéu kiém soat 15i:

chinh ta, ngir phap. Mudn chon kiém tra chinh ta thi ta tick vao cac muc c6 chir “spelling”,

mudn kiém tra ngit phép ta tick vao cac muc c6 chir “gammar” , sau khi chon lira xong thi
nhan nat OK dé luu thiét 1ap (hinh 1.5)

Word Options ?

General
Display
Proofing
Save
Language
Advanced

Customize Ribbon

Add-Ins

Trust Center

Quick Access Toolbar

T;CJ Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCorrect Options...

When correcting spelling in Microsoft Office programs

lgnore words in JPPERCASE
lgnore words that contain numbers
Ignore Internet and file addresses
Flag repeated words
[] Enforce accented uppercase in French
[] Suggest from main dictionary only
Custom Dictionaries...
French modes: | Traditional and new spellings| v

Spanish modes: | Tuteo verb forms only W
When correcting spelling and grammar in Word

[[] Check spelling as you type

[] Mark grammar errors as you type

[] Frequently confused words

[] Check grarmmar with spelling
Show readability statistics

Writing Styles | Grammar & Style| w Settings...

Check Document

Furontinne far WS Document W bl

Cancel

Hinh 1.5

Nhitng tur sai chinh ta sé dugc gach chan mau do, sai ngir phap s€ gach chan mau xanh.

Dé chinh stra nhiing tir bi sai ndy, ta bAm chudt phai vao nhing tir 46 Word s& dua ra
nhirng dé nghi dé thay d6i cho phu hop (hinh 1.6):
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e

I N N N N T O TR

For mani people todey, a career for life is no longer an option. Most people expect to
hold jobs with a variety of employers and move across diffeg TimesNe - 13 - A 47 SE 25
through their working life. We all need to flexible inour B 7 U =S¥ - A -

prepared to change job and/or sectors if we believes thela are better opportunities

elsewhera. In order to be flexibles we need a set of transfera there are
not specific to one particular career path but are generic across three Is.
theta
threat
thread
lgnore
lgnore All

Add to Dictionary

AutoCorrect 4

Language r
'f} Spelling...

Look Up +

[ Paste Options:
7=

Additional Actions »

Hinh 1.6
Nhu ta théy, tur “thera” & trén bi sai chinh t4, word goi y mot sb tir mai thay thé cho
tir sai nay. Trong truong hop nay ta s€ chon “there”.

bé c6 thém nhiéu sy lya chon, ta c6 thé chon muc “Spelling...” ¢ clra s6 trén:

Spelling: English (U.S.) ?

Mot in Dictionary:

We all need to flexible in our working Al| Ignoreonee |
patterns and bg pI’EpEIIEIEitD change job Ignore Al
and/or sectors if we believes theralare

better opportunities elsewhera. v | iy
Suggestions:

Change

three

theta Change Al
threat

thread AutoCorrect
theca
Cictionary language: |English (U.5.) W

Options... Cancel

Hinh 1.7
O man hinh 1.7, néu nhuy mudn tir chdi sy thay doi ta chon Ignore Once (tir chdi thay
doi tir dang xem xét) hodc Ignore All (tur chdi thay ddi moi tir trong tai li€u), dé chép nhan sy

thay doi ta chon Change (thay ddi tir dang xem xét) hodc Change All (thay d6i moi tir).
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+ Save

Mot trong nhiing chirc ndng cuc ky quan trong va hiru dung dé 1a chirc nang tu dong
Iuru trit tai lidu ciia Word. Nguoi st dung rat it khi luu tai liéu trong qua trinh soan thao, diéu
nay rat nguy hiém vi c6 thé may tinh bj tit bat ngd (hu mdy, cup dién...) n6 s& 1am mat hét
dur liéu.

bé Word tu dong luu tai liéu dang soan thdo: Ta tick vao muc “Save AutoRecover
Information every”, muc niy cho phép ta an dinh sé phut ty dong luu, & day 1a 10 phut.
Néu ban mudn ty dong luu sau 1 phut thi ban nhap sb6 1 vao (hinh 1.8):

) 2
Word Options §
General .
Customize how documents are saved.
Display
Procfing Save documents
Save Save files in this format: Word Document (*.docx) w
Language Save AutcRecover information every |10 > minutes
Advanced Keep the last autosaved version if | close without saving

Custorize Ribbon AutoRecover file location: Ch\Users\ copcon\AppData\Roaming\Microsoft\Waord', Browse...

Ouick Access Toolbar [] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required,
Add-Ins [] saveto Computer by default

Trust Center Default local file location: Ci\UsershcopcontDecumentsh, Browsze...

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:

-::::Z' The server drafts location on this computer

®) The Office Document Cache

Server drafts location: | C\Users\copcon\Documents\SharePoint Drafts', Browse...

Preserve fidelity when sharing this document: Wz Documentl b

[[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

#| Do not embed commean system fonts

Cancel

Hinh 1.8

Muc “AutoRecover file location” 1a noi Word ty dong luu tai li¢u néu nhu tai liéu
chua dugc ta luu, muc “Default file location” 1a noi luu trlt mac dinh khi ta chon chiic nang
lwu tai liéu. Ca 2 muyc nay ta déu co thé thay doi vi tri luu trir bang cach nhan vao nit
“Browse...”.

Mot s6 truong hop tai liéu phai sir dung nhiing Font chit dic biét ma cac may tinh
khac khong c6, néu ta chép tai liéu niy qua mdy tinh khac thi chac chan Font chit s& bi mat
va c6 thé khong doc duge dir lidu. Do d6 dé cac may tinh khac cé thé doc duoc thi ta tick

vao muc “Embed fonts in the file”, chic ndng nay s€ nhung Font chir ta dang st dung vao
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tai liéu nén khi chép qua may khdc thi tai liéu mic nhién van doc duoc, tt nhién la dung
lwong cua tai liéu sé ting 1én dang ké va thao tac luu ciing cham di.
#+ Customize Ribbon

Doi khi ta khoi dong Office Word 1én nhung ma khong thiy cac tab 1énh nhu hinh bén dudi:

E E ©- 0 D = Document] - Word
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

L A T T S R ST B ST - S T S BT S-SR AR SR

Mit hét cac 1énh 15]

Hinh 1.9
Ta khong nén lo ling cho rang ban Office Word bi hu, truong hop nay 1a do Ribbon
bi thay d6i cdu hinh.
Ta md lai man hinh Word Options/ chon Customize Ribbon nhu huéng din & phan
trude, hodc bAm chudt phai vao tab File/ chon Customize the Ribbon...:
Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Custormize the Ribbon...

« Collapse the Ribbon

Hinh 1.10
Ta quan sét cac tab bén phai man hinh Word Options di bo hét tick, ta mubn hién thi
Tab nao 1én thi tick vao Tab d6 roi nhan nat OK.

Word Options ?
G |
sner E'E Customize the Ribbon and keyboard shortcuts.

Display

Choose commands from: Customize the Ribbon:
Procfing Popular Commands W Main Tabs W
Save
Language Accept and Move te Next ~ Main Tabs

= Align Left @ [ Home
Advanced '% Breaks 3 # [+] Insert

:= Bullets 4 # [ i
Customize Ribbon = Center B [ Design

— . [ [+ Page Layout

A € Change List Level 4
Cuick Access Teolbar Eny Copy References
Add-Ins & cut Mailings
Define New Mumber Format... [¥] Review

Trust Center g Delete [] View

¥ Draw Table

Developer

Draw Vertical Text Box o P

0 Email [# [#] Add-Ins

% Find Foxit PDF

Font 1- Blog Post
A Font.. Insert (Blog Post)
A Font Color 4

Qutlining

Font Size I Background Removal

Format Painter

Grow Font

Hyperlink...

Insert Footnote

Line and Paragraph Spacing 4
Macros

LY

3

OO0 Multiple Pages New Tab
O New v
Customizations: Reset »
Keyboard shortcuts: | Customize... Import/Export ¥ |G
< >

Cancel

Hinh 1.11
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Ta can biét thém thong tin: 1 Ribbon s& ¢o nhiéu Tab, 1 Tab s& c6 nhiéu nhoém lénh, 1
nhom 1énh s& c6 nhiéu 1énh riéng 1é. Trong mét s6 trudng hop ta can gom tat ca cac 1énh
thudng xuyén sir dung vao chung 1 Tab dé cho viéc thao tac dinh dang dit liéu dugc nhanh
hon. Vi du ta mudn tao thém 1 Tab méi nhu hinh bén duéi:

FILE HOME Binh dang
e |
A - i = 'H [é!

Fant Find Macros = Breaks Page
= Setup
Mhdm 1 Mhdm 2 Mhém 3
Hinh 1.12

Nhu hinh 1.12, ta thdy c6 tab méi tén 1a “Pinh dang”, tab nay c6 3 nhom “Nhom 17,
“Nhom 2” va “Nhom 3, mdi nhom nay cé mot s6 1énh nao do.
Cac budc dé tao mot tab méi nhu tab “Pinh dang” ¢ trén nhu sau:
— Buéc 1: Trong man hinh Customize Ribbon, bam chon niit “New Tab”.
— Buwée 2: Chon Tab mdi tao “New Tab” rdi bAm nut “New Group”, & man hinh
dudi ta tao 1 New Tab va 3 New Group (hinh 1.13).

Word Options ?
General o : .
=i Customize the Ribban and keyboard shartcuts.
Display
) Choose commands from: Customize the Ribbon:
Proofing Popular Cemmands v Main Tabs v
Save
Language Accept and Move to Next ~ Main Tabs "
= Align Left Home
Adwvanced >% Breaks 4 = [ Mew Tab (Custom)
:= Bullets L4
) ) — Mew Group (Custom)
Cust Ribb —
HetemEe RHEon = Center ) , Mew Group (Custom)
o
Quick Access Toolbar E._ Change List Level MNew Group (Custom)
'E Copy New Tab {Custom) .
Add-Ins db Cut ¥ Insert
Define Mew Number Format... << Remove nse. h
Trust Center 7] Delete Design
™ Draw Table Page Layout
Draw Vertical Text Box 1 [ Raforancar hd
[ Email Mew Tab Rename...
#% Find -
= Customizations: Reset = i
Keyboard shortcuts: | Custornize... Import/Export + |G
0K Cancel

Hinh 1.13
— Buéc 3: Poi tén Tab va tén Group theo muc dich sir dung, chon cac muc can doi
tén rdi bam nat “Rename...”, man hinh ddi tén hién thi 1én ta nhdp tén moi 1oi
nhan nit OK dé ddi (xem hinh 1.14):
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Main Tabs A
=l [+]Home

Clipboard

Fant

Paragraph

Styles

Editing

Display name: | Binh Dang |

cance
sl |!|r\r:| TGS
Mallmgs v
Mew Tab HNew Group < Rename...)
Hinh 1.14

Tuong tu nhu vay doi vdi doi tén Group, chon ting Group roi bam “Rename” dé doi:

Main Tabs
Home
[l [+] Binh Dang [Custom)

Mew Group (Custom)

Symbol:

HQ00A!' PP HHNE ~
BES R T OISR R RR R
aver T 248QT7T
YTREDLZHWL 0L
DELeFTeafOOH
O0O0C OO0 E Wk .
B0 mEmEcdsns
SDHEBLILRB %%
AIAX vEEOMNT H& Fi=
PLRSDIOrdVWag v
Display name: | Mhom 1

Lo |

B
New Tab HNew Group Q Rename.)

Hinh 1.15
bt tén va chon biéu tuong cho Nhom roi bAm OK, ctt 1ap cho hét cac nhom khéc
cudi cung ta duoc nhu hinh bén dudi:

Main Tabs
[«| Home

=M Binh Dang (Custom)

Mham 1 [Custom)
Mham 2 [Custom)
Mham 3 [Custom)

Hinh 1.16
— Buwdéc 4: Thém cac 1énh vao cho cac Nhém & bude 3
Trong phan Choose commands (bén trai man hinh) ta chon bat ky 1énh nao d6 rdi bam

nat “Add>>", hodc dung chudt kéo tha truc ti€p commands vao nhoém 1énh ma ta muon.
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Pé g& bo 1énh ra khoi nhom, ta chon 1énh trong nhém roi badm “<<Remove”. Quan
sat hinh 1.17 ta sé théy danh sach cac 1énh dugc dua vao tung nhom:

G | ) )
Enere E-E Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: (i Customize the Ribbon: (i
Proofing -
Pepular Commands W Main Tabs v
Save
Language Accept and Move to Next ~ Main Tabs A
= Align Left H [¥] Home
Advanced = Breaks > =0 Dinh dang (Custom)
= Bullets 4 <
Customize Ribbon = Center = NhoAm 'IF(oCnListom]
CQuick Access Toolbar E‘?— Change List Level ' Font Size I
2y Copy E@ Copy
Add-Ins & Cut & Nhém 2 (Custom)
Define Mew Mumber Format... Add >> = Align Left -
Trust Center 77 Delete 2= Bullets '
m‘ Draw Table << Remove ' Format Painter e
Draw Vertical Text Box & Nhém 3 (Custom)
107 Ernail "= Breaks L
i Find [i& Page Setup
Font I- Insert
A Font.. | [ - S hd
A Font Color >
Font Size T y Mew Tab Mew Group Rename...
& c tfaintes Customizations: Reset ¥
Keyboard shortcuts: | Customize.. Import/Export ~ | @

Hinh 1.17
Sau khi kéo tha cic command xong, ta bdm “OK” s& duoc két qua nhu mong mudn.

Ta ciing c6 thé quay tré lai cAu hinh ban dau bang cach chon “Reset all customizations”:

Mew Tab Mew Group Eename...

Customizations: Reset ™ i

Reset all customizations

QK [T cancel

Hinh 1.18

% Quick Access Toolbar

Tuong tu nhu Ribbon, Word cung cp chirc ning Quick Access ToolBar (QAT) dé
ho tro nguoi soan thao dinh dang vin ban mot cach nhanh chong.

-

@ ©- 0 e &- ¥ ~ | T
- “ HOME IMSERT  DESIGN
HOME INSERT DESIGN ] )

= Quick Access Toolbar

0 . Calibri (Body) = |11 Paste coh o —TE T U
Copy -
Paste B I U ~-akx, Clipbofard ]

. ¥ Format Painter |E 6- (5 B A- - & _|
Clipboard ra Fe |

ke

Hinh 1.19

Quick Access Toolbar
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Nhu hinh 1.19 ta thay rang thanh QAT cé thé nam & bén trén thanh Ribbon hodc &
bén dudi thanh Ribbon tuy vao sé thich ciia nguoi soan thao.
— Pé di chuyén thanh QAT xudng dwéi thanh Ribbon: Ta bam chudt phai vao
Ribbon/ chon Show Quick Access Toolbar Below the Ribbon (hinh 1.20):

@HS O BA ¥

FILE HOME

alls

[

Paste
- ¥ Format Pain

LS
Custormize Quick Access Toolbar... -
Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Hinh 1.20

— Pé di chuyén thanh QAT Ién trén thanh Ribbon: Ta bdm chudt phai vao
Ribbon/ chon Show Quick Access Toolbar Above the Ribbon (hinh 1.21):

R

H ©- 0O

L

-
FE

> Ak, & -
Remaove from Quick Access Toolbar

Customize Quick Access Toolbar...
Show Quick Access Toolbar Above the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Hinh 1.21

— Ta c6 thé thém hodc x6a cac 1énh khoi thanh QAT.
— Thém 1énh vao QAT: Bam chuét phai vao Iénh bat ky trong thanh Ribbon/ chon
“Add to Quick Access Toolbar”

B H S
FILE HOME

=
Ez Com
Paste 2 Cop;
= ¥ Forn
Clipboare

L

B A- W- & -
INSERT DESIGM PAGE LAYOUT RE

e

Add to Quick Access Toolbar
Customize Quick Access Teolbar... i
Show Quick Access Toclbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

Hinh 1.22

—  Xba lénh khoi QAT: Bam chudt vao 1énh bat ky trong QAT/ chon “Remove from

Quick Access Toolbar”

®H S B
HOME 1y
sy M Cut
Paste B Copy
o ¥ Format Painter
Clipboard i

abe . af
Remaove from Quick Access Toolbar

-
12 -

Customize Quick Access Toolbar...
Show Cuick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Hinh 1.23
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1.1.2. Thiét Lap Ché P9 Bao V¢ Tai Liéu , ,

D61 voi nhitng tai liéu mang tinh nhay cam thi viéc thiét 1ap ché do bao vé dir
liéu 14 vo cing quan trong. Co nhiéu cip do bao vé tai lidu, & ddy gido trinh s& hudng din
mdt sd cach bao vé tai lidu cua nguoi su dung:

4 Thiét 1ap thudc tinh chi doc cho tai ligu:

Tai sao ta phai thiét 12p thudc tinh chi doc cho tai li¢u? thuong thi khi tai li¢u la
phién ban cudi cting rdi (tirc 1a d3 hoan chinh) thi chu s¢ hitu tai lidu s& danh ddu cho ngudi
doc biét bang cach thiét 1ap Mark as Final.

Céach thiét lap nhu sau: Vao tab File/ chon Info/ chon Protect Document / chon Mark
as Final (hinh 1.24):

nfo

Protect Document

} Control what types of changes p
Protect

Document «

D Mark as Final
E Let readers know the document is
final and make it read-only

Encrypt with Password !
Password-protect this document

Hinh 1.24
Sau khi chon Mark as Final, s& c6 2 man hinh xuét hién nhu bén dudi. Chon OK dé thiét

1ap, chon Cancel dé huy thiét lap:

Microsoft Word

I ki This document will be marked as final and then saved.

Cancel Help
Hinh 1.25
Sau khi chon OK sé& c¢6 thém mot man hinh tiép theo, & man hinh nay ta tiép tuc chon

OK.
Duéi day 1a man hinh cua tai li¢u duoc thiét 1ap 1a chi doc, ché d6 nay nguoi st dung s¢€
khong thé chinh stra, thém mai hay la dinh dang tai liéu duoc (hinh 1.26):
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]

0 MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway x

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW F
“ Dumng chét dud1 trong bién thong tin
- ma van khat tr1 thic dé thanh dat

—

PAGE1OF1 21 WORDS

Hinh 1.26
Bam “Edit Anyway” & phia bén trén tai liéu dé thoat khoi ché do chi doc (xem hinh
trén).
4 Thiét 1ap mat khau cho tai liéu:
Day 1a kiéu bao mat tai liéu ma t6i 99.9% ngudi sir dung chon Iya dé thiét 1ap cho
nhirng tai liéu c6 dir 1iéu nhay cam, doc gia cling nén chon kiéu bao mat nay.
Céach thiét 1ap: Vao tab File/ chon Info/ chon Protect Document / chon Encrypt with
Password (hinh 1.27):

Info

GiaoTrinh

My Docurnents

Protect Document

ﬁ‘ Contral what types of changes p¢
Protect

Document ~

D Mark as Final
ﬁ Let readers know the document is

final and make it read-only

Encrypt with Password e
_/,’ Password-protect this document D

D Restrict Editing
Control the types of changes others
Hinh 1.27

Sau khi chon “Encrypt with Password”, Word s€ yéu clu ta nhap 2 1an mat khau, tai

2 1an nhap mat khau nay ta phai nhap gidng nhau. Theo kinh nghiém thi ban nén nhap mat
khau c6 chtra dong thoi: Chit, s6, ky hiéu; tranh 1dy mat khau 1a tén hay ngay thang nam sinh
hay s6 dién thoai vi nhu vay rat dé bi 16:

— Man hinh nhap mat khau lan thu 1:
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Encrypt Document ?
Encrypt the contents of this file
Password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

Hinh 1.28

— Nhap mat khau rdi bAm OK sé& xuat hién man hinh nhap mat khau lan 2:

Confirm Password g

Encrypt the contents of this file

Reenter password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive, )

Hinh 1.29
— Sau khi nhép 2 lan mat khau thanh cong, dé kiém tra lai ta dong tai li¢u hién tai

sau d6 m¢ lai tai liéu nay, Word s€ yéu cau ta nhap mat khau dé xem:

Password ? [

Enter password to open file
E:'\Docl.docx

Ik Cancel

Hinh 1.30

Ban chu y phai nhé mat khau da nhap, néu nhu ban quén thi khong thé mé duoc tai
liéu vi Word c6 co ché bao mat tai liéu rat cao.

Sau khi thiét 1ap mat khau r6i, néu mudn thao bé mat khau thi ta chi can vao lai man
hinh thiét 1ap mat khau, ta chi viéc x6a mat khau di (dé tréng) rdi nhan OK.

#+ Ngin chin chinh sita va dinh dang dir lidu:

Cap d6 bao mat nay cao hon “Thiét 1ap thudc tinh chi doc cho tai liéu”, truong hop
nay ngudi sir dung mudn thay doi hay dinh dang lai dir liéu thi bat budc phai nhap mat khau.
Tinh ning ndy rit quan trong né gitp bao quan duogc thong tin cudi cing cia tac gia, tranh
dugc nhitng diéu dang tiéc khi c6 ai d6 cb tinh pha di liéu.

Cac budce lam nhu sau:
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— Buwée 1: Vao tab File/ chon Info/ chon Protect Document/ chon Restrict Editing
(xem hinh 1.31):

Info

GiaoTrinh

My Documents

Protect Document

? Control what types of changes ¢
Protect

Document -

D Mark as Final
2 Let readers know the document is

final and make it read-only

Encrypt with Password
Password-protect this document

Restrict Editing
Control the types of changes others
can make

Hinh 1.31
Sau khi chon Restrict Editing, Word s& cung cidp man hinh Restrict Formating and
Editing cho phép ta thiét lap ché d6 bao mat tai liéu (hinh 1.32):

— Buwéc 2: Truong hop sir dung nhiéu nhat van 1 khong cho phép nguoi doc chinh
sua dir liéu, trong hinh 1.32 ta tick vao “Allow only this type of editing in the

document:” va muc danh sach xo xudng ta chon No changes (Read only).

Restrict Editing ™

1. Formatting restrictions

«'| Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

+'| Allow only this type of editing
in the document:

|N::| changes (Read only) |v|
Tracked changes

Comments

Filling in forms

Mo changes [Read onlvl
choose userg === === =iimmmsdbs
freely edit th Mo changes (Read or
Groups:

[]|Everyone |

2% More users..

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enforcing Protection

Hinh 1.32
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— Buwéc 3: BAm chon nat 1énh “Yes, Start Enforcing Protection”, Word s€ yéu cu
ta nhap mat khau bao vé tai liéu: (hinh 1.33)
Start Enforcing Protection  ?

Protection method

(®) Password
(The document is not encrypted. Malicous users can edit the
file and remove the password.)

Enter new password (optional): | ssssssss
Reenter password to confirm: sesesess

(") User authentication
(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

Hinh 1.33

Sau khi bam chon OK, tai li€u da dugc bao vé€ nguoi sit dung muodn chinh stra tai liéu

nay thi phai nhap mat khau.
Dé c¢6 thé chinh stra duge noi dung tai liéu thi nguoi sir dung bét budc phai chon nut

“Stop Protection” (hinh 1.34):

[~ 1= - . GisaTrinhdocx - Word T P - 0O X
“ HIOME MSERT DESIGH PAGE LAVOUT REFEREMCES. RLAILINGS REVIEW WVIEW Faxit FOF COp Con T
; - H
= -:.:hna-l-.‘. F Font : . Fr;al-ml' Bfrh!.l- -~
T . x ) ':-_ ' _i:‘ . I . "7 Restrict Editing ~ X
Dirng chét dudi trong bién thong tin = e
ma van khat tri thire dé thanh dat e

=

PAGE1 OF 1 21 WORDS

Hinh 1.34
Néu khong thidy man hinh Stop Protection nhur trén thi ta vao nguoc lai buéc mé chirc

nang Restrict Editing.
Khi chon “Stop Protection”, Word s& yéu cau ta nhap mat khau nhu hinh duéi:
Unprotect Docum... ?

Password:

Hinh 1.35
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Sau khi nhap mat khau va bAm OK thi ta c6 thé chinh sira tai liéu binh thuong, nhu
vay nguoi st dung chi co thé chinh stra duoc tai liéu khi c6 mat khau cung cép tur tac gia tai
lidu. Chtrc nang nay réat hay, doc gia nén st dung.

Bang so sanh 3 cip d bao mat ¢ trén:

Kiéu bio mat Cap do biao mat Tém lwoc
Mark as final Thép nhat Danh diu 13 tai liéu hoan chinh,
nhung c6 thé chinh sira d& dang.
Restrict Editing Binh thuong Panh diu chi doc, mudn chinh
stra phai nhap mat khau.
Encrypt with Password Cao nhat Bao mat ngay tir dau, mudn mé
tai liéu phai nhap mat khau.

1.1.3. Thiét Lap Kiéu MAu Cho Tai Li¢u ‘
Khi méi ra truong cac sinh vién phai viét don tim viéc, hay khi vao lam viéc roi

cong ty giao cho lam nhiing biéu mau: Danh thiép, thu ngo, ... Khong phai ai ciing ¢ kinh
nghiém trong viéc viét don tim viéc hay lam cac biéu mau, néu lam khong ding cach do6i khi
con lanh hau qua nghiém trong. Chinh vi 1y do d6 Word di 1am sin cho chiing ta cac biéu
mau, cic quy chuan chung nhat cho mot nghanh nghé nhat dinh. Chang han nhu miu don
tim viéc, néu ung vién nao trinh bay chuyén nghiép va c6 dau tu thi d6 1a loi thé cia ung
vién. Sau day 1a mot s6 kién thirc lién quan téi viéc thiét 1ap biéu mau.

+ Khai niém:

Template 13 mot tip tin mau, cho phép tao mot tap tin mdi véi mau di duoc tao san.
Tap tin mau c6 thé bao gdm tiéu dé, logo, nhitng dinh dang khac. Tap tin miu c6 phan dudi
la .dotx.
Trong Word c6 sén cac tap tin Template, ta c6 thé sir dung bang cach:
Chon File>New->Sample Templates xuat hién cira so Template, chtra cac miu Template,
Chon mét mau phtt hop véi ndi dung cua tai liéu sau d6 chon tiép:

- Document chon Create dé str dung Template.

- Template chon Create dé sira Template tir Template c6 sin.
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copcon ~

New

Search for online templates pel

Suggested searches:  Letters Resume Fax Labels Cards Calendar Blank

( : Aa Title =] Title
9 Heading

Take a
tour EEEEEE

P— Blank document Welcome to Word Single spaced (blank) Blog post lon design (blank)

Options

Title Title  we
Heading 1 HEeaping CERTIFICATE OF ANNIVERSARY 5
A'WARD o CERTIFICATE
O B AWARD
o Ow.mm o0
EEEEE EEEEE E S
Facet design (blank) Report design (blank) Gift certificate Anniversary gift certific... Gift certificate award

Hinh 1.36
+ D¢ tao kiéu miu méi:
Ban thiét ké mot mau dé su dung 1am mau cho nhiing tai liéu sau = vao tab File/ Save
As / chon noi luu

9
r

v Save As

Save AS L 3 v Libraries » Documents » v & Search Documents

Organize * New folder = -

®

-

& cop con's SkyDrive E:IJ_ 2 MName Date modified Type ()
Librari
o e 0131219 .. File ol
j Documents )
. Hyper-V 01310:03 ... Filefol v

E;] Computer o Music ols S

File name: | Doc%.docx v

+ Add a Place Save as type: | gNord Document (*.docx) I ~

/| Word Decument (".docx)
" |\Word Macro-Enabled Decument i, docm)
872003 Document *.do

Template (*.dotx)

Rece| . Custom Office Templates

Autho

Niord
Word
W

P E
Word 97-2003 Template (*.dot)

“* Hide Fglders PDF (*.pdf]

%P5 Document (*.xps)

—f Single File Web Page (*.mht;*.mhtml) '
Web Page (*.htrm;* html)

Account Web Page, Filtered (*.htm;*.html}
Rich Text Format (*.rtf)

X Plain Text (™ txt)

Options Word XML Decument ("xml)
Browse Word 2003 XML Document (*.xml)
Strict Open XML Document (*.docx)
NnenMnrmen t Tt (% el

Hinh 1.37 — Hop thogi tao template moi
- Trong hop thoai Save As = Save as type = chon Word Template (*.dotx).
- Ty dong duong dan luu trir cac Template s& dugc tro dén, nhung ban ciing c6 thé luu
tai noi ban mudn.
- Va khi ban muén sir dung chi can vao = Tab File > New >Personal > chon
Template ban can.

Vi du ta can tao template cho danh thiép duéi day:
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COMPANY NAME

Address

City State Zip Code
Fhone: 000 000 0000
E-Mail

Your Name Here

Job Title

Hinh 1.38
Gia st ta luu méu trén voi tén “Tao_Template_moi.dotx”, nhu vy mdi 1an tao mot
tai liéu ma ta chon miu 1a “Tao_Template_moi.dotx” thi ta s& c6 tai liéu gibng nhu miu
trén.

Xem hinh xuét hién tén miu méi sau khi da luu template trén (hinh 1.39)

New

Search for online templates pel

Suggésied searches:  Letters Resume Fax Llabels Cards Calendar Blank

FEATURED PERSONAL

Tac_Template_moi

Account

Doc2 Doc9 GiaoTrinh Tao_Template_moi

Options

Hinh 1.39 — Mau mdi ta vira tao
4 Tai kiéu miu c6 sin ciia Microsoft:
Microsoft cung céip rAt nhiéu mau cho nguoi su dung: Mau t6 chuec sy kién, thu ngo,
danh thiép, don tim viéc ... (yéu cau phai két ndi internet).
Vi du tao mau So yéu 1y lich va don tim viéc & Cong ty:

Trong muc Suggested searches , ta tim t61 muc Resume:
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Tao_Template_moi.dotx - Word 2 - 8 X
copcon -
New
% Home | Resume L
*| Category -
[Your
_ el Resume 40
== = Business 3%
= = = Hiring 35
= o = Human Resources 2
S B Industry 2
= = Personal 24
= Basic 16
Resume - Resume (colar) Basic resume (Timeless... Chronological resume (... Chronological 18
Design Sets 14
Account

Individual "
Options f = — Education 6
e e Professional &
- Small Business 5
. — - Employee 4
= Functional Fl
= Blue 3
= T Entry Level 3
Functional Resume Basic resume Resume for internal co... Functional resume (Min... :mgs i

rint

Hinh 1.40 — chon Resume

Sau do tim td1 Job — specific resumes/ chon Banker resumes:

x
Sales manager resume
[¥OUR NAME] {e|ega ﬂ’[}
: P Provided by:  Microsoft Corporation
WT"'»:: o o This resume template lists work experience Dl":h':‘};_en sang
& pmrlebsyemhat bl chronalogical order in an elegant format. | Man tiep theo

Fhe sample resume to apply for a sales manager
position, or for any business job,

Download size: 32 KB

— ' Rating: 1 (31 Votes)

(R = - (%]

]

Create

Hinh 1.41 — chon Sales manager resume
Sau khi chon Sales manager resume va bam “Create”, ta s& dugc mau CV tim viéc rat
chuyén nghiép.
Két qua sau khi tai mau CV:
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[YOUR NAME]

OEJECTIVE

[Dbjective]

EXFERIENCE

[Year—TYear] [Compuay Mame] [Citr, 5T]
MNanena! Salks Manager
[ncreased sales from £30 pillion to §100 millice.
Doukbled sales per representative frop 35 million to $10 million,
Suggested new prodwets that inereased ezmings by 289G,

[Year—TYear] [Compuay Mame] [Citr, 5T]

Disivict Sader Mawager
Increased ugi.n:ﬂ sales fronn §25 million to §350 milice.
Ilamaped 230 sales representatives in 10 Westem states.
Implernented training course for pew recmits — spesding profitabalisy.

[Year—TYear] [Compuay Mame] [Citr, 5T]

Semior Saler Redresentative
‘I'J:iPLed. divisios revepues for sach sales assorciate.
Expanded sales to includs mass market accomnts.
Expanded salss team from 50 to 100 representatives.

EDUCATION

[Ymar—TYear] [College Nams] [Citr, 5T]

[Cregree Obtained)
[Avmard, honor ox minor degres]

INTERESTS

[Ioterestc]

(FAX] » [R3LAIL]

[STEEET ADDEEII] r [CITY, 5T IIF CODE] r [FRHONE]

Hinh 1.42- Mau don tim viéc véi vi tri Sales manager
1.2.Pinh Dang Dir Liéu
Chuong nay giup sinh vién nang cao cac ky nang dinh dang van ban trong Word

2013, cu thé sinh vién s& dugc hoc cac k¥ ning sau:

+ Thiét 1ap font chir va doan viin ning cao
+ Chia cot cho doan vin
+ Cong thirc toan hoc
+ Tao bang biéu va biéu dd
+ Cach x4y dung ndi dung tai sir dung trong tai li¢u
+ Sir dung hop vin ban lién két va chon lya

1.2.1. Thiét 1ap font chir va doan van nang cao X

Phan nay s€ on tap lai mot s6 dinh dang co ban, dong thoi hudng dan cac dinh dang

nang cao, cu thé: Céach co gian va ghép chir, cach thiét 1ap cac hi¢u rng va ki€u mau van ban.
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+ Dinh dang font chir

Nhu ta thuong thiy c6 3 chirc ning dinh dang ma trong qua trinh soan thao vin ban
chung ta st dung nhiéu nhat d6 13 in dam (Ctrl +B), in nghiéng (Ctrl+I) va gach chan
(Ctrl+U). Va hau hét cic dinh dang vin ban thudng gip ciing di duogc liét ké trong nhom
Iénh Font cua Tab Home:

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEV

ﬁ . . - - lﬂ‘ - i— 1i— — —— A
D Calibri (Body) =11 ~ A & Aa- —viz v a-v & = El q
e B I U-aex,x A-F-A-lE=== 1=. &.u.
I o ¥ Format Painter = z A LA == = = | ¥
Clipboard Fa Font Ta Paragraph M

Hinh 1.44 — Cac dinh dang Font chir co ban
Ta chi can boi den doan van ban can dinh dang sau do6 chon céc 1énh & trong nhoém
Font nhu hinh 1.44.

Dé thiét 1ap cac kiéu Font chit dic biét, ta chon biéu tuong Text Effects ( . ):

A-¥%.A- =

AAAAMAES

= D TMormal | TNoSpac.. Headingl Heading2 Ti

A A A A / LOI DAY CUA KHONG TU

I\
A _ W . = o
L Outline " 1. TAm con chua thién, phong thuy vo ich.
& Shadow 4
& Reflection 4 . - . . . -
o 9. AN em Khomg hoa, Dam De Vo el
Ay Glow v ﬁﬁ' ) }
S , 4. Lam vige bait chfimh, dgc séch vb fch.
f Ligatures y 12 Wit e oy iesuog oy s el

. Kl wiii newyém ki, duie bi vi ich,
7. Theri vin khéng théng, mwu ciu vé ich.
Hinh 1.45 — Cac hi¢u ung nang cao cho Font chix
4+ Str dung Font Dialog
Dé dinh dang Font chit nang cao ta ciing c6 thé mo ctra s6 Font Dialog bing cach bam
vao biéu tuong mo rong trong nhom 1énh Font cia Tab Home (hodc nhan to hop phim
Ctrl+D hoac Ctrl+Shift+F):
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HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Faxit PDF
i - - A AT - B LT L uo. (E=a= | A —
Times Mew Ro = |14 A A Aa = =3 2l T || aasbcede| AsBbCDC AaBbC
¢ Format Painter IT' U-acx. ¥ A-F-A-E=== [=2- H-H- THormal = Mo Spac.. Heading”
aboard F Font E Paragraph F]
— = ;
Font Advanced
Tab Font: Font: Font style: Size: I
\ 2 . ~ R Times New Roman Regular 14
Dung dé dinh dang Font chit, kiéu Syifaen -
~ ~ ~ \ ~ A ~ Symbaol Italic
chir, cd chit, mau chit, gach chan, chix Tahoma Bald
. Tempus Sans ITC Bold Italic
hoa, chit thuong, Superscript (X?), Times New Roman v

Set As Default:
Dung dé thiét 1ap thong s6 mic dinh

theo y mudn cua nguoi sir dung.

. Font color: Underline style: Underline color:

SUbscrlpt (HZO) Automatic w [none] w Automatic
Tab Advanced: Effects

. PR ) i N i [] strikethrough [] small caps !
Dung de h1¢u Chlnh co glan Chua ghep |:| Dauble strikethrough |:| All caps

~ [ superseript [JHidden
chi... [ subscript r
Text Effects: Preview
Dung dé thiét 1ap hi€u irng nang cao. Times New Roman

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

Set As Default Text Effects...

Cancel

Hinh 1.46 — Ctra s6 Font Dialog
Thong thuong khi soan thao vin ban ta sir dung mot kiéu dinh dang dong nhat dé
nang cao tinh chuyén nghiép, do d6 ta dinh dang hét cac thong sd rdi chon chirc ning “Set
As Default”. Vi du: Ta thiét 1ap Font chit “Time news roman”, Font Style = “Regular”, Font
Size =13 roi nhan nat “Set As Default”, man hinh sau hién thi:

-

Microsoft Word

2 |

(™) This document only?

Do you want to set the default font to (Default) Times New Roman, 13 pt for:

@) Al documents based on the MNormal, dotm template?:

[ Ok ] [ Cancel

]

Hinh 1.47 — Thiét 1ap dinh dang mic dinh

Sau khi chon “All documents based on the Normal.dotm template” réi bam OK,

Microsoft Word s& Iuu lai dinh dang nay, moi 14n m& mot tap tin ma&i 1€n thi tap tin mo1 nay

cling c¢6 dinh dang gidng nhu ta da thiét 1ap.
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Khi in 4n d6i khi ta gap truong hop: Co mot [ Font (2 |

N Ry . A , . N z . . ad "
val tu ro1 xuong trang mot lam xau trang 1n, hoac yance

Character Spacing

ta muon dong cuoi cung chit dugc gian day dong Scle: | 100% [-]
Spacing: | Expanded E By: |1ipt 5
cho dep thi ta xtr tri nhu thé nao? Khi gap truong positon: %: By: :
[T kerning Condensed oints and above

hop nay ta sé dung chirc nang co gian chir ¢ trong
OpenType Features

tab Advanced cta ctra s6 Font Dialog:

Ligatures: MNone |Z|
~ 21~ N Mumber spacing: | Tabular
Normal : Chir d¢ binh thuong - ]
MNumber forms: Lining IZ|
Expanded : Gian chir Styistcsets: |4 [=]
- Use Contextual Alternates
Condensed : Co chir Preview
_ Normal ]
Vi du: Néu cung mét cum tur “Khong s¢ thi€u, chi
s¢ khong cong bang”, néu nhu ta thiét 1ap 3 kiéu
ISetAsQefaultJ ITextEf'fects... ‘ [ oK ] [ Cancel ‘

khac nhau thi s& c6 3 két qua khac nhau:

Hinh 1.48 — Thiét lap co gidn chit
Normal Khéng so thiéu, chi sg khong cong bang
Expanded Khong so thiéu, chi so khong cong bang
Condensed  Khong so thiéu, chi sg khdng cong bang

4 Chén biéu twong va ky tu dic biét:

Doi khi trong qua trinh soan thao van ban, ta can chén mot s biéu tuong hay ky tu
dic biét nao d6 nhung ta khong thé nhap vao tir ban phim dugc, Microsoft Word da cung cap
mot kho céc biéu twong va ky tu dic biét rat phong phu, noé du dap ing moi yéu cau cia
nguodi st dung.

Dé hién thi ctra s6 chén Biéu tuong va ky tu dac biét nay ta vao: Tab Insert/ chon
Symbol/ More Symbol (Atl+N+U+M):

IPS)‘mhc’I @lﬂ_hjw
Trong tab Symbols c6 danh sach Symbols | Specil Characters
Font chit: Ung véi mbi loai font chir Font: Wingdngs [=]

A 3 A A 14 3 ,:—\-\ b = 5| |2 _’“‘:A
khac nhau thi c6 bi€u tugng khac 7 }(E"féyj L 5 |1 B| O = |
nhau. cac bidu tuone duoc sit dun OB E|EE| B I&EEe R =EH @

o Ga8 DIET THOTS CHOE ST S L s[5 (8] ]s=|=| ¢ [P | B @[] 2[R
nhiéu nhat 13 nam trong Font ENEN R R EERE S
Wlngdlngs . Recently used symbols:

DPé chén cac ky tu dic biét chang +|€|£|¥|O|®™ £ |<|>|+|x|o|p|a|p
han nhu (@ , ® , ™ , §, . .), ta VE‘IO tab Wingdings: 74 Character code: |74 from: | Symbol (decimal)lﬂ
: . lﬁutoCorrect... I IShortcutEey... I Shortout key:
Special Characters. [ T ‘
Insert Cancel

Hinh 1.49 — Chén biéu tuong va ky tu dic biét
4+ Thém Drop Cap vao tai li¢u:
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Nhu ta di biét, Drop Cap 1a trong mét doan van c6 1 ky hoac 1 mét nhém cac ky tu &

dau doan vin “roi” xudng cac dong bén dudi (vao tab Insert/ chon Drop Cap):

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

| & Hyperlink A Signature Line =
EEE T ESEEIEEEEEE] =

) I #

I I &+ ¢ 2 |’ Bookmark L" Date & Time
able | Pictures Online Shapes SmartArt Chart Screenshot | Appsfor | Online e Comment = Header Footer Page Text  Quick WaordArt Drop
Pictures - - Office~ | Video ] Cross-reference - *  MNumber~ | Box~ Pars~ < Cap~ [ Object -

ibles Nlustrations Apps Media Links Comments Header & Footer

fLc o v 0o o o M [ R 2 R 40 e AR EERE R PYRRE | None

A Dropped

trong nhirng- hanh- phuc 16n- - —
Ot At-ctia-doi- nguot-la hé tro-va- A= Drop Cap Options..
in-thay-nhimg nguoi-quanh- '
minh-hanh- phuc va-phat-trién-ban-than-vi-nhu-thé-
dwong-nhién-minh-ciing-hanh-phuc-va-phat- trién|
ban than; Cho khong chi-dé nhan (cho-dénhin) ma-
1a-cho-thi-dong-th&i-ngay-tai- thoi-diém-dé-da-1a-
nhan-101,-dau-can-phai-doi-dé nhan.-Cho-nghia-la-
hanhphuc.-Cho-la-nhan!q
Hinh 1.50 — Thém Drop Cap vao doan van
MJdi mot doan vin cé thé thém 1 Drop Cap. Mac dinh ky tu dau tién cua doan van khi
thiét 1ap Drop cap n6 s& dugc roi xudng, nhung néu ta boi den mot tir dau thi né sé& roi ca tir
dau tién d6 xudng (nhiéu ky tw nhu hinh trén). Doi khi doan vin lai khong cho phép ta thém
Drop Cap thi hiy kiém tra xem doan vin d6 c6 bi gd du khoang tring ¢ dau dong hay khong
hozc kiém tra xem con tro van ban c6 dang dimg trén dong ma khong ¢ chir nao hay khong.
+  Tao va chinh sira Style
Trong qué trinh soan thao vin ban, c6 nhitng ndi dung c6 dinh dang giéng nhau, néu
dinh dang lan luot cho timg ndi dung riéng s& mat nhiéu thoi gian va khong nhéat quan. Mot
trong nhitng cach don gian dé thyc hién diéu nay 1a dung Style.
Style 1a mot tap hop cac dinh dang duogc tao trude va cd mot tén. Style rat can thiét
khi soan thao giao trinh hodc tai li¢u co nhiéu muc, nhiéu loai van ban khac nhau.
Style c6 thé ap dung cho cho doan vin (Paragraph), cho ky tu (Character) hodc ca hai
(Linked). Word c6 sin cac Style mic dinh, ngudi dung c6 thé dinh nghia thém Style. Cac
Style dugc chura trong trong Group Styles trén thanh Ribbon cua tab Home.

+ Chon cac Style ¢6 siin

Boi den doan vin ban muén gan Style, trong nhom 1énh Styles cua tab Home nhan
chon kiéu Style mong muon:
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

Cut

ibri - - A A - A e e - =) N
- Calibri (Bady) ~ |11 K A Aa- fe iz -izeee &5 M pappeede asBboede AaBbC AsBbCel AAB asebcer acsbecn Acsbcon:
- - 2 L oal === 1= [ i i - .
? Format Painter B T U -abex, x [A-%-A4 =E=E== =2 Fo. R THermal  TNoSpac.. Headingl Heading2 Title Subtitle  Subtle Em Emphasis
sbeard = Font = Paragraph 5 AuBLCeD: MaBbCeDe AoBHCCD: AuBLCcD: AABECCDT AABBCCDE AaBbCcDi AaBbCeDe
LN IE T 11t I Strong Quote | Intense Q.. SubtleRef.. IntenseR.. BookTitle T lList Para..

44 Create a Style

% Clear Formatting
A4 Apply Styles...

CACH-DUY-NHAT-BUOC-NGUOT-KHAC-LAM-BAT-CUVIEC-Gi-LA-KHIEN-CHO-HO-THICH-LANFDIEU- -
pOY 2. Editing restric
Allow only t
inthe docu

Nghi-khong-c-vé-vin-dé-khéng-moiq No changes {R

3. Start enforce
=Thanh-céng-16n-vdi-cdc-bude-nhd-hon-lathanh-cong-nhd- Are you ready t

settings? (You ¢
vai-mot-budcléng later]

Suy-cho-ciing,-cudc-dai-la-mat-chudi-cdc-thuyét-phuc.-Vi-vdy-thanh-céng-
trong-cudc-sdng-phu-thudc-riit-nhidu-véo-cdch-ta-dn-ndi, -tng-xu, -cdch-ta-
hing-bién.

Hinh 1.51 — Chon Style ¢6 san cua Microsoft Word
4+ Tao méi Style
- Chon mo rong Style trong nhém Styles (s6 1)
- Click biéu tugng New Style (s 2)

uuuuuuuuuuuuuu FELe e et ~==DCCC A0BbCcD: AaBBCcDe [ al
= :§ » &a. . TNormal | TNoSpac.. Heading1 Heading2 Title Subtitle  Subtle Em...  Emphasis |z ll
Paragraph [ Styles 1
Styles M
‘Nl Properties Clear &l
Name: Stylel [ Normal '1T|
Style type: Paragraph v | Default Paragraph Font @
Style based an: T Harmal T NoSpacing T
— Heading 1 Ia
Style for following paragraph: T Stylel w Heading 2 1
Formatting Title 1a
n-: Calibri (Body) ﬂ 11 i B I U Automatic | Subtitle ]
s Subtle Emphasis a
|:: = = = -m = = I:: *:: = = Emphasis a
=it Intense Emphasis a
jca strong a
Chek duy nhit bude ngudi khie e Bir el vide i 1 kBafn cho ho thich lm ik 86 Quate Ia
Intense Quote Ia
Subtle Reference a
Intense Reference a
Book Title a
List Paragraph T
Do not chedk spelling or grammar
Right: 1.25°, Style: Show in the Styles gallery Show Freview
Based onc Normal Disable Linked Styles
[+ Add ta the Styles gallery || Automatically update L g A [ Options...
(®) Only in this document () Mew documents based an this template
Farmot = [ ox || cance

Hinh 1.52 — Tao mét Style maoi

— Name: Nhép tén Style mdi (vi du trén 1a dntu_style).

— Style type: Chon loai Style (paragraph, character, linked).

— Style based on: Chon Style lam co s& cho Style dang tao, Style dang tao s& bao gom
cac dinh dang cua Style nén.

— Style for following paragraph: Chon Style cho doan ké tiép.
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— Formatting: Chon cac dinh dang cho Style.

— Click nat Format cho phép m¢& rong cac dinh dang nhu: Font, Paragraph, Tabs,
Border, Language, Frame, Numbering, Shortcut Key, Text Effects.

— Bim OK dé tao Style mdi, sau khi bAm OK thi style dntu_style s& duoc dua vao
Quick Style Gallery (hinh 1.53)

+ Gan Style

- Chon khdi van ban can dinh dang
- Chon Style da tao ¢ trén (dntu_style), lic nay khoéi van ban s€ cé dinh dang giong nhu
duoc thiét 1ap trong dntu_style:

AaBbCcl | AaBbCel AaBbCcl AaBbCi AaBbce AAD aesbce A
Tdntu_style | THormal TMo Spaci.. Headingl  Heading 2 Title subtitle = gm:s';lf
Styles
Hinh 1.53 — Gan Style cho khéi van ban
+ Chinh sira Style
Pé hiéu chinh Style, ta bAm chudt phai vao Style/chon Modify (s& xuat hién man

hinh chi tiét dé thay doi dinh dang giéng nhu & muc tao méi Style, tai day ta doi cac thong sd
theo nhu cau cu thé):

AaBbCcl | AaBbCcl AaBbCcl AaBbC: AaB

T dntu_style | TMormal T Mo Spaci.. Headingl Head
Update dntu_style to Match Selection
— %4 Modify... |
Select All: (Mo Data)

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh 1.54 — Chinh sura Style
Tuong tu ta cd cac chirc nang ¢ trong man hinh 1.54:
- Rename...: Poi tén Style
- Remove from Quick Style Gallery...: X6a Style khdi danh muc
- Add Gallery to Quick Access Toolbar: Dua Style ndy vao thanh Quick Access
Toolbar

1.2.2. Chia cgt cho doan van ban

C6 nhiing van ban sau khi soan ban mudn chia ra lam nhiéu ¢t nhu cac bai bao, MS

Word sé& gitip ban hoan thanh.

bé¢ chia doan van thanh nhiéu cét:
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- Quét chon doan van mudn chia c6t > PageLayout:

FILE HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
g '_‘ ’# Breaks - Indent Spacing [} [T Align -
O s D : oI

- . _ - iClline Numbers - 3= Left: |0 1= Before: |0 pt !
Margins Orientation  Size |Columns A . = Selection
- - - > bc Hyphenation~ =% Right: |0" += After: |8 pt Pane

Page 3 [P Faragraph [F] Arrange
L One i 1 2 3 4 5 [ -

Ak

-

Mo1 thir trong cude dot déu co gia cia no. Puoc cai nay thi phai mat cai kia, muon nhén

Three thi phéi cho, muén cé thanh cong va hanh phiic 1au bén thi phai tra gia bang nd luc va cb
gang.

Left Néu 1a con chim, chiée 14
Thi con chim phdi hét, chiée 14 phai xanh

Right L& nao vay ma khong co tra

Song 13 cho, d4u chi nhén riéng minh? - T6 Hiru

2= More Columns...

Mt trong nhitng hanh phiic 16n nhét ctia d&i ngwoi 14 hd tro va nhin thy nhing ngwoi
quanh minh hanh phic va phét trién ban thin vi nhw thé dwong nhién minh cfing hanh phiic
va phit trién ban than; Cho khéng chi ¢& nhén (cho d& nhin) ma 1a cho thi déng théi ngay
tai thoi diém d6 da 1a nhan rdi, ddu cn phai doi dé nhan. Cho nghia 14 hanh phic. Cho 14
nhan! - Nguyén Khic Linh.

Hinh 1.55 — Chia c6t doan van ban

- DPé mo ctra s6 Column = More Columns:

2
Columns :

Presets

One Two

Mumber of columns: |2 =

Width and spacing

Col# Width: Spacing:

3 4 |os =

G- :

Equal column width
Apply to: | Selected text W Start new column

Hinh 1.56 — Ctra s6 Column
— Presets: chon mot trong céc mau cd san hodc nhap s6 cot vao 6 Number of
columns.
— Line between: K&/Khong ké duong phan cach gitra cac cdt.

— Width and spacing: D6 rong cua cdt va khoang cach gitra cac cot.
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— Apply to: Pham vi chia c0t.

Luu p: Khi chia cot ngudi dung thudng méc cac 16i nhu chia hai cot dit liéu nim
tron mot cdt, khong khong chia qua cot thtr hai... Cac 16i nay xay ra & khau quét chon dit
liéu (thuwong 1a khong ngit doan). Dé chia cot ludn thanh céng nguodi dung nén bat nut
Show/Hide dé khi quét chon dit liéu khong quét phai dau Enter cudi cung

1.2.3. Cong thirc toan hoc
beé thiét 1ap cac cong thirc Toan hoc, Hoa hoc,.....trong Word, ban vao Tab Insert 2

group Symbol - Equation.

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Faxit PDF OFFICE REMOTE cop con
R G N (S - B
) perlin A A Signature Line quation
H 4> B 3 65 OB = 4
h =] & A I I B+ * & |* Bookmark i . 'l’-.:[. Date & Time €2 Symbol -
able | Pictures Online Shapes SmartArt Chart Screenshot | Appsfor | Online Comment Header Footer Page Text  Quick WordArt X
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Tools Symbols Structures

E‘ % er ix I ?: {0} swme f lim =A
per

Fraction S(rlpt Radical Integral  Large  Bracket Function Accent Limit and Opes
- Operator~ - - - Log-

Hinh 4.5.22
Thanh cong cu dé soan thao xuit hién, va ban bat dau thiét ké cac cong thuce. Ta co
cac group:

4 Tool: Chén va dinh dang cac mau cong thirc co san.

T ] l= | =/ B L= L
SRON  Normal Test . IE‘ . . . H ﬂ E‘ [

Built-In

Area of Circle

A =mr?

Binomial Theorem

n

(x 4 a)'n — z (:)xka“_k

k=0

Expansion of a Sum

nx nin— 1)x?
1+ =14+ T+ 4

Fourier Series

oo
X | MAX
flx) =a,+ Z (aﬂ cos—— + by, sin —)
L L
n=1
’::.g‘ More Equations from Office.com 3

Hinh 4.5.23
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+ Symbols: Chén cac ky tu dac biét.

Basic Math
Basic Math

][] == [~ ]
o] V[ ][¥][v]
HOR BRI
L]l L]

FREEEE
AHEERRD
JEPENEEEEEDED
M)

Hinh 4.5.24

!HE
EHEB

# Structures: Cac cau trac cong thitc c6 san.

Dang Dang can  Cac todn Dang Giéi han Dang ma
phﬁnlsﬁ thl'l’c i 161"1 hrong g;iic vi ]n_E:g tr::_m.'-II

| [ ]
it [ 1]
|
|

X ot % (0 e 0 B A )

. i=0

Fractu:uh Scrlpt Radical Irﬂegral Large Bﬁcket Function A;cent Lirnit and Operator Matrix
£,

= i > M Gperatur:” = Log~ i =
! iz [ Structures jr ;'r |
r - . ,
Dang Dang tich Cicdiu Nhin diu Todn ¢ w‘
mu P‘han ngu{]c am
Hinh 4.5.25

Luu ¥: khi tao cdc cong thirc ban nén tao trong cing mot Equation, khong nén tach riéng
tirng phan, nhw vy sé rdt khé dinh dang cho céng thirc.

1.2.4. Tao béng biéu va biéu do
+ Baing bi¢u trong Microsoft Word

Bang (table) 1a kiéu trinh bay vin ban c6 cdu trac gdm cac cot (column) va cac dong
(row), giao gilra cac dong va cac cdt 1a cac o (cell).

Viy khi nao ta nén dung bang? Khi ta mudn t6 chuc dir liéu theo dong va cot, vi du:
Ta can tao mot bang diém chi tiét cho sinh vién, hay bang lwong cho nhan vién, hay phai

dinh dang mot biéu miu phtrc tap nao do.

Vi du bang biéu don gidn:
Ma Sinh Vién Tén Sinh Vién Piém Trung Binh
1123594 Pham Thi Xuan Diéu 8
1123584 Nguyén Vin Hung 9
1123574 Tran Duy Thanh 8
1123564 Nguyén Thi Cim Huong 9
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Vi du bang biéu phikc tap:

+Thong bao tuyén sinh<’

8
¢
hoe

Truwong d
Cong Neghé Dong Nai

[¢]
[¢)

\ %4
<
[
o
=
<)
5
%,
<
all
1

5 DN PRONE: .o
Tai truong PTTH Nguyén Dinh Chiéu dé dy thi ky thi tuyén sinh dai hoc nam
2014. Khi thi nhé mang theo:

M Gidy bao thi

M Gidy chimg minh nhan dan

M Gidy béo tot nghiép PTTH

Ho tén thi sinh Gio thi Ngay thi Phong thi

D6 Cong Thanh 7h15 02-01-2014 ITO1

HOME INSERT DESIGN PAGEL
+ Cach tao bang biéu B Cover Page~
o bing = =i

- Vao Tab Insert/ Table trong nhom Tables B Bl

Table | Pictures Online Shapes S

= Page Break - Pictures =
Pages x5 Table B
1 A A A A 5 ’ A - DDD I
Hinh 1.55 cho ta thay dang ré chudt dé tao 1 bang c6 7 ¢t .. EEE
va 6 dong, cach nay khd nhanh tuy nhién né bi giéi han s6 =
cot va $b dong. Con c¢o6 cac cach tao khac (Insert Table, - I [ [
; I O
Draw Table, Convert Text to Table, Excel Spreadsheet, - 0 o [
. - B Insert Table...
Qule TableS) R i lQre-: :e:lle

Ep‘j Excel Spreadsheet
F  Quick Tables 3

Hinh 1.55 — Céch tao bang biéu
- Insert Table: Cho phép tao bang véi s6 dong va cdt duoc nguoi ding nhap vao, sau
d6 Click OK dé tao bang.

P -
Insert Table L2 [l
Table size
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behavior

Number of columns: Nhap s6 cot

L L3

@) Fixed column width: | Auto

Number of rows: Nhép so6 don