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Chwong lIl.
Microsoft Word l. Gidi thiéu

1. Microsoft Word 2. Man hinh lam viéc MS Word

Start > Programs - Microsoft Office - Microsoft Office Word 2003
= Microsoft Word |a mot cong cu soan thao van ban kha phd
bién hién nay cua cong ty Mlcrosoft Word cho ﬁhep nguoi
dung tao ra cac van banvoi cac hiéu ng nhu pho

mau sac, cung véi hinh anh do6 hoa (graphics) va n iu hleu Menu bar | FE==
ng da phu’dng tién S(multlmedla) khac nhu &m thanh, video Tool bar )
va cac con cu khac khién cho viec soan thao van ban duoc Formating bar _____,
thuan tién

= Phién ban:

e Word 97 (Office 97)
* Word 2000 (Office 2000)
¢ Word XP (Office XP) Vin ban
« Word 2003 (Office 2003)
* Word 2007 (Office 2007)
= Tép tin cua word:
e Thong thudng: *.doc
* MS Word 2007: *.docx

3. Céac thao tac co ban 4. GO van ban tiéng Viét

» Tao tép: = Chon van ban:(boi « Bang ma: TCVN3 / Unicode

File > New...> Blank Document den) i "
= Luu tép: Ctrl + S L e 4 i ten = Font chi:
» M&: ¢ Chon viing e TCVN3: .vn***x*

« File > Open ..., chon tép can [ Copy, Cut, Paste: . i

me « Bcl: chon phan vin ban e Unicode: Time new roman, verdana,

= Ddng tép: Ctrl + F4 * Bc2: Edit > Copy/Cut tahoma, arial
» Di chuyén trong van ° S’Féﬁ{ chuyén con tr den A o= :

ban e Bc4: Paste " BngO- Unikey

« Chust = Undo, Redo = Kiéu go: Telex

o [Ctrl +] Mi tén
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Kiéu gb Telex

gd ki tw gd dau
aa a f huyén
aw 3 s sac’
00 0 r hoi ?
ow o] X nga ~
uw u j nang
ee é z bé dau
dd d

1. Font ch»

In ddm
In nghiéng
Gach chdn
Ki fontkhi

C8 font khac, mau dd

2. Binh dang doan van ban

Mo s 2%« Verdara

[¥] Cén trai (Ctr + L)
[¥] Can giwa (Ctr + E)
[®] Can phai (Ctr + R)
[®] Can déu (Ctr + J)

Khoang cach 18 ——

Khoang cach doan ——

vung xem truéc  ——

e n-v-a-l

TN 115
\ [ 1l | |

Mgpeact: [ =] gumiest [ ]
s F e L
Bt - T —
=

=)
oo Fo 3 upeare @

s Fe 3 [ = =
r wr e

2 . 1 e docmart e et
I '[ o | cwen

Il. Dinh dang van ban

Format - Font

Part | chragectes spmang | Begs oo |

Lot st

"'&l"""‘ﬁ :m-z'
Ty

k|

AaBbCcYyZz |

T T o i ol sl 5 . ot ]

[

| |

3. Panh dau, thi tw dau doan

Mo s 2%« Verdara

[l | ot | s shmbores | Lot s |

MNone

- - ®

- - »

- - *
=T
SR | ] Loy |

Bulleted: Banh d4u dau doan
Numbered: Danh sé the tw

mry @-:-u:pm a-v-a-l

x|

B1: chon doan vdn ban can danh dau
B2: Vao menu Format

- Bulleted & Numbering

B3: chon kiéu danh dau/Stt

Outline Number: danh sé cé phan cép
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4. Chia c0t van ban

Nim ldp 10, trong gid hgz tin, i
khang chiu ling nghe bai gidng cla
thay ma ngdi ndi chuyén vii cac ban
bén d.i. Théy gido goi tdi ding 1n va
hai: "Em 13 zi?", Loc d6 thi cam thdy
wiu hd va o 18] véi thiy gido nhung

Téi ca di thi vai 3n 1gc sinh gioi hai
THCS 1én cudi nam ldp 10, ty tin vio
khd ndng zta mirh, t3i cing xin tham
giz hac d6i tuyBn cia trudng, Tuy vay,
treng qua trirh hoo di wuyn, tai lai
a1 nuf 13 ngudi kém nhat,

Format - Columns

tEi cfing khiing hiSu va khiing d& y dén
cdu nai cua thay am, — it
C{f mdi budi hoc, sau khi thay giao bai, i lai nhin cac ban mar: | I
trang khi minh thi khing \émy ;UU:‘ Toi clng mutn lam dugc b F m m ﬁ m |
khinc dirh ban than nhung téi khing thé nghi'ra duge céch ;| G Fm Dess L Bete
suy nghi cang can thay o3t yc va crdn ban than, T8 chat nhg  shebes of sstses T T
JEmlaait ek g Prive
gee ok Spacrg
Tl |
z—= |1l
[

7 el ook st

o g r

6. Hiéu (rng chi» dau doan

g chade
ta0 6 |pidi quybt m
thinh rhifng miy tinh rhd gon vl nling ks xif b v

Format - Drop Cap

1. Hinh anh

= B1: Di chuyén dén
vi tri can chén

= B2: Insert 2>
Picture - From File

L Y

= B3: Chon hinh &nh e
can chen

= B4: Can chinh hinh
anh bang Picture
Tool Bar

5. bat khoang cach (Tab)

Format Tabs

g P «d pae crd ron (SN =
o4 lip

Tudo

i . ! o s postion: Dwnk a8 stopm:
Ban khai e o= E

l1l. Chén céac dbi twong
vao van ban

2. Chir nghé thuat

e | Pyt oo 1y

= B1: Menu Insert - Picture > Word Art
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ardart [ thr | Mol | D J=

ot QOB J gt} *

= B2: Chon kiéu trinh bay

4. Hinh vé co ban

= Bat thanh céng cu E
Drawing

= Chon cac hinh vé
trong muc
AutoShapes

= DUng chudt vé& hinh
vao van ban

6. Cong thirc toan hoc

= Menu Insert > Object ...

= Chon Microsoft Equation
3.0

= Chon va soan cbng thuic
tir thanh cong cu
Equation 0§40 €057

CESTTTE T
o =] =]
ourTextHere
I
o

= Nhap van ban, chon Font chi, kiéu chi

5. S6 trang, ngay gi®

= Menu Insert > T —
Page Numbers...
B o o
= S& dung hop thoai T —
Page Numbers dé m— [
chi dinh vj tri chén Zr—) |
e | o] e |

IV: Bang biéu
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1. Chén bang

= Chon biéu tuong Table i..».u
A A HEBRER
trén thanh céng cu alafsl=}

= Hoac Table > Insert > EEEEEE—

Table T

ot of o | — |

3. Tinh toan trong bang

Table - Formula ...
Chon Functions:
COUNT(...), AVG(....),
PRODUCT(....), SUM(....),
MAX(....), MIN(......)

T khéa dinh hueng:
ABOVE, BELOW, LEFT,
RIGHT

1. Thiét 1ap trang in

I [Page sotup 1]
- Margrs | Puser | tavee | Dot |

e EEEE 3 potion: a2

2. Chinh stra bang

2. Header and Footer

= View 2> Header and Footer
= xu4t hién ving header, footer
trong van ban

= Chén cac thdng tin can thiét (van
ban, theoi gian, sb trang ....) vao
header. footer
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3.Inan Hop thoai Print
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sapar st oy commas. Fox warcle, 13513

Prinkghat= [Oocument w] [Reom

L W] P e et | page 'I
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| [ |

1. Auto Correct

VI. Mét sb céng cu khac

7 GComeck srdent sl sage o cAFS L0X0C by
7 Baplace e ae s g

[ W e

= !

o

[

2. Tron van ban

= Can co file di¥ lieu (dang danh sach)
va file mau.
= Bat thanh cong cu Mail Merge

e Chon open data source trén thanh céng
cuy

e Chon file div liéu
e Insert merge field vao vij tri thich hgp
e Merge to new document



