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Tap doan Microsoft vita cho ra mat bo Office 20186,
trong do Word la ung dung dugc quan tdm va su dung
nhiéu nhat. Véi phién ban Word 2016, mot lan nia lai
thu hat su quan tam cua nhiéu ngusi su dung.

Chang toi nhom bién soan xin han hanh gigi thiéu quyén
sach, “T'u hoc Microsoft Word 2016 danh cho nguoi mai bat
dau”. Sach bao gom 10 Chuong va kem theo CD Bai tap, véi
nodi dung sach thuc hanh timg buée bang hinh anh minh hoa
va cac thu thuat hay trong Microsoft Word, giup ban tu hoc
va tu thuc hanh.

Khéi dau véi Microsoft Word

[.LAm viéc vdi cac tai liéu

Nhap van ban

Binh dang van ban

Dinh dang van ban va tao cac trang
Thém cac dinh dang nang cao

Tao cac bang

Xem tai liéu

In tai liéu

LR b b 2 2 2B SRR 2

Str dung cac cong cu do hoa va cac phim tit
Théng qua quyén sach nay, ching toi rat mong sé dap ung
dugc nhu cau ban doc trong viée tu hoc Microsoft Word 2016
mot cach nhanh chong va dat duge hiéu qua nhat.
Chuc ban thanh céng!
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Chuong 1. Khdi dau vdi Microsoft Word

Chuong 1
KHG1 pAU V41 MICROSOFT WORD

DPiéu dau tién ban can phai tim hiéu cac nit trong
cffa s6 tai liéu xung quanh man hinh cta chuong trinh
Microsoft Word va cédc nit diéu khién nay sé gidp ban tao
mot tai liéu vin ban mét cach dé dang hon.

Thanh céng cy Quick Access Khu vyc tai liéu C4c nut diéu khién cla s8

. v
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Ribbon
Thanh cudN ————csp
BAT PAU VO1 MICROSOFT WORD|

[T v - o LN 1 ] --m‘
l [ [

Thanh trang thai Céac nut khung Thanh thu

xem tailiéu  phéng cua

s tai liéu

Khdi ddng Word

Dé bat dau st dung Microsoft Word, diéu dau tién ban phai
thuc hién 14 mé chuong trinh. Trong phan nay, ban sé hoc khéi
dong chuong trinh Microsoft Word trong Windows 8.
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

1. Click vao nut Start.

2. Click vao mai tén All app.

3. Click vao biéu tugng chuong trinh Word 2016.

2
W g Word 2016
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Chuong 1. Khdi dau vdi Microsoft Word

Thii thust

Néu nhu ban click vao nut Start va click vao menu con All app dé md
chuong trinh Microsoft Word, ban cung c6 thé click déi chuét vao biéu
tuong Microsoft Word trén man hinh may tinh dé khdi déng chuong trinh.

Thoat chuong trinh

Sau khi ban hoan tat cong viéc trong chuong trinh
Microsoft Word, ban sé déng clra sé chugng trinh va néu
nhu ban chua luu tai liéu, Word sé yéu cau ban luu tai liéu
truée khi thoat chuong trinh, va cac nut trong cira sé tai
lieu Word sé bién maAt.

1. Click vao nut Close phia trén bén phai cua so chuong trinh.

%

View Add-ins v Sign in P+ Share {'Ieﬂ

AaBbCcl ' AaBbCcl AaBbC( |- .
fiNormal = TNo Spac... Heading 1 Editing
Styles L) -~

2. Neéu nhu ban chua luu tai lidu , Word sé hién thi mot
hop thoai nhdc nhd ban. Click vao nat Save dé luu tai
lidu, click vao Don’t Save dé khong luu tai liéu, hoac
click vao Cancel dé van md cia s6 chuong trinh Word.

& Want to save your changes to Document1?
Y

If you click "Don’t Save”, a recent copy of this file wilt be temporarily available.
Learn more

Save J [Don‘tSave] | Cancel

3. Ban ciing c6 thé click vao menu File phia trén bén
trdi clta s6 chuong trinh.
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

Home

Cut

“ N
PastD R Copy

e
=  Format Painter
Clipboard e

4. Click vao nut Close dé thoat cia s6 chuong trinh.

Account

Options

Thd thust

D€ thoat cla sd chuong trinh tuy nhién khéng tat chuong trinh, bing
cdch nhan t6 hop phim tat Ctrl + W.

Piéu hudng clla sé chuong trinh

Trong cita s6 chuong trinh Microsoft Word c6 mét so
yéu té quan trong ma ban can biét. Pau tién, ban can
phai biét noi dé tim kiém tat ca cac lénh sé si dung
nhim dé tao va dinh dang tai liéu. C4c tab File, thanh
cong cu Quick Access, va Ribbon chia tdt ca cac 1énh ban
sé st dung nhiéu nhat. Chinh giita clra s6 1a noi ban sé
tao va chinh sita tai liéu, va ban sé st dung thanh cuén dé
di chuyén khung xem tai liéu. Thanh trang thai nam ¢
phia dugi sé giup thong bao cho ban biét sé6 trang, s6
lugng tu va cac thiét lap thu phéng.
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Chuong 1. Khdi dau véi Microsoft Word

1. S& dung thanh cong cu Quick Access dé luu tai liéu,
hoac lui lai va thuc hién lai mét hanh dong.

Home

2. Khi click vao tab File, sé cho phép ban md khung xem
v6i tat ca cac loai tuy chon va tinh nang dé lam viéc
vdi tap tin tai liéu.

D L \VNI-Times =111 =

Paste B I U ~abk x, X°
Clipboard Font
LB

3. Cac nhom Ribbon cia Microsoft Word dugc tao thanh
cac tab. Khi click vao cdc tab nay dé xem cdc 1énh
lién quan.

Bimabay: = o o 1) Bttt ¥ e w 3 L 4 Tt - | DOadten - (¥ tpmnmion < T fputne
B e ¥ o B - 1o e Theeaten ()i
R P e —— o — e Drptse - | o Gy [y -

— - Cm— o —— ~ w—

4. Sl dung cac nut diéu khién phia trén bén phai clra s6
chuong trinh dé tdi uu héa hodc déng cia sé chuong
trinh Word.

o O

»
Signin ST
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

5. Khu vuc lam viéc la noi ban nhap va chinh sira van
ban, véi thanh cudn nam bén phai va phia dugi nham
dé di chuyén cdra s6 tai liéu xung quanh man hinh.

e Wioss -in_ IR 8- 0T BB 0T wnece auncer AaBOC Aodbct AQB sesvcct auwer g
- e Bl s Bk SRR | v (im ety iyl e e o
— . — —— # — o

va phfa dudi nhitm d€ di chuyén cita 84 tai liéu xung quanh man hinh.

aill ugn phig Ju Aliu vyc ldn vig Ihanh cuon ven pha

6. Thanh trang thai sé hién thi cdac trang thai, chang
han nhu cdc trang hién hanh ban dang xem va dém

cac tu.
Cac
| Page !'oll 3 worads m English {Unrted States) m [‘:‘vo - —— 4 1B

|
Trang hién hanh

7. Ba nit xem nay nham cho phép ban chon cac khung
xem bd tri tai liéu.

B B
I

Ba nut khung xem bé tri tai liéu

8. Su dung thanh Zoom (thu phéng) dé thay déi do thu
phéng cira so tai liéu.




Chuang 1. Khai dau vdi Microsoft Word

Thi thust

Dau kiém Ruler NuUt View

Home Insert ' Mailing Reviey

X Q 38 D |
|} Gridlines B8 Muttiple Pages |
2 Zoom 100% New Ar
[ ] Navigation Pane £ Page Width Window
Show Zoom

Tab Show
Ban cd thé click vao nut View trong tab Show sau do hay click chon
dau kiém Ruler dé hién thi cac thudc ké ngang hoac doc nham giup
ban tao khung van ban.

T8i uu héa clra sé chuong trinh

Ban c6 thé diéu khién cifa s6 chuong trinh bing cach
t6i uu héa. Khi mot clta sé6 chuong trinh duge giam thiéu,
né sé xuat hién nhula mot nit nam trén thanh tac vu cla
Windows. Khi mdt clra s6 dudec phong to, né sé 1ap day
toan bé6 man hinh may tinh.

1. Pé giam thiéu clta sé chuong trinh, ban hay click vao
nut Minimize.

2. Dé quay trg lai cita so6 tai liéu chuong trinh ban dau,
ban hay click mét lan nita vao ndt c6 biéu tuong
Microsoft Word nidm trén thanh tac vu Windows.
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Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

3. Dé phong to cita s6, hay click vao nit Maximize nam
¢ phia trén bén phai clfa sé chuong trinh.

[ o —
- 3 . —

i
(4
{
i Aees ety L L .-
»Tllu' thust

Thanh tiéu de

Click chudt phai vao thanh tiéu dé sau dé chon Maximize

D€ phong to clia s6 chuong trinh, ban cing co thé click déi chuét vao thanh
tiéu dé, hoac click chudt phai vao thanh tiéu dé sau do chon Maximize.
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Chuong 1. Khai dau vdi Microsoft Word

Lam viéc vdi tab File

Khi tab File dugc kich hoat, thuc su 1a mét hé thong
menu va hop thoai dugc két hgp va hoat dong nhu la mot
kho luu trit cho cac nhiém vu tai liéu lién quan khac nhau,
chang han nhu luu trit, mé mdi tap tin, cdc tap tin in &n,
hién, kiém soat quyén truy cap, chia sé va truy cap cac
tuy chon trong mot tai liéu.
1. Click vao tab File.

2 k Insert  Design  Layout

X% | [VNI-Times
s

2. Word sé hién thi khung xem véi cac nhiém wvu tai liéu duge
to chite thanh cac nhém liét ké nim & khung bén trai.

Docurment) - Word (Tral) ? - o x

Sqnm

New

Search for oniee templates F)

Suggested-ssmches Meivwss  Pononal  tedaty et DesignSets  Ercaion  feeet

[ aa

.’ —} !l’lﬂo q‘

< 15



Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

3. Viéc click vao mét 1énh dé xem cdc tuy chon lién két
hoac mad cac hop thoai. Trong vi du nay, tuy chon New
dugc hién thi, va ban c6 thé mo mét tai liéu méi dua
vilo cAc mau c6 san.

Document! - Word (Tnal) 4 - (s} x
Sign in

New

Search for online templates o

Suggested semches: Businems  Personal  Industy  Print  Design Sets  Edueation  Event

Blank document

Aa | Title =] ‘

4. Click vao nit mdi tén phia trén bén trdi Ribbon dé
trg vé cua s6 Word, hodc chi cAn nhan phim Esc trén

ban phim.
Document! - Word (Tnal) 1 = o x
Segn i
Info ]
5 Protect Document Properties *
f ’ Control what types of changes people Sae
Protect can msheto ths document. B
Document * ages
L Words

Total Editing Time

&7 | Inspect Document ::

20| Belore publishung this fite, be
Ohueck b m::(m Fa Comments
fesmt | @ Document properties and
author's name Related Dates
Last Modifred
iz | Manage Document =
Lot Check in, check out, and recover Last Printed
e unisved changes.
Dot = | 17Y There re no umaved changes Related People

. J
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Chuong 1. Khai dau véi Microsoft Word

T6i uu héa thanh céng cu Quick Access

Thanh céng cu Quick Access nim & géc trén cung bén
trai cia clta sé6 chuong trinh. N6 chi chita mét vai nat
thuong duge sir dung bdi ngudi dung Word nhu: Save, Undo
va Redo. Ban c6 thé tuy bién thanh cong cu nay nham bao
gom cac lénh khac nhau ma ban st dung nhiéu nhat. Khi
ban hién thi menu tiy bién nay, ban cé6 thé chon hoac huiy
chon cac 1énh ma ban muén hién thi trén thanh cong cu.
Pé hién thi nhiéu lénh hon, ban c6 thé mé hop thoai
Word Options dé tuy bién thém thanh cong cu.

( | = . 5
s q‘ Customize the Quick Access Toolbar h
Oisplay .
Choose commands fromx . Customize Quick Accey
| Proof [
rooling | Popular Commands - For all documents (u|
Save !
— |
Language ] <Separator> (=] = Save i
Accept Revision i € Undo ‘
Advenced Add & Hyperlink [ (5 Redo !
Customuze Ribbon E Add Table >
; = Align Left
2= Bullets g
Add-ins R, Center L
%€ Change List Level » o
Trust Center Choose a Text Box 4
[ Copy
%, Cut
| 4" Decrease Font Sze
Oefine New Number Format... s Modf
e - .
Cust 5: R
[] Show Quick Access Toolbar below the oREtion g
Ribbon Impi

Hép thoai Word Options trong Microsoft Word 2016.

1. Click vao nut miui tén trén thanh Customize Quick
Access Toolbar.

Home
By X Cut

i
||

- ¥ Format Painter

?fvww‘.me{ - "1'1_”':7 )
[ B I U ~axx x*

Clipboard [ Font
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

2. Click vao niat ban mudn bat hodc tit cong cu.

Customize Quick Access Toolbar
& X (RN :Tf; ot vm.‘.o
Copy Open
Paste . !
¥ Format Paintey ¥ Have
Clipboard Email
. Quick Print

Print Preview and Print

i; Spelling & Grammar
f v Undo

-

8 v Redo

'- Draw Table

} Touch/Mouse Mode

More Commands.

Show Below the Ribbon

3. Word sé hién thi cac thay déi (cong cu New duoc thay
déi) trén thanh Customize Quick Access Toolbar.

X Cut

VNI-Times =1 = A
@ Copy
Paste . x, x’
v  Format Painter Bt Tenllimats) x,
Clipboard F] Font

Loqi bd cdng cu trén thanh Customize Quick Access Toolbar

bé loai bé cong cu trén thanh Customize Quick Ac-
cess Toolbar, ban hay thuc hién theo cdc bugc sau day.

1. Click vao menu File.

Home
iy X Cut
& VNI-Times “n =|A
b U LR Copy
aste »
.  Format Painter B I U -ax x
Clipboard ] Font
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Chuong 1. Khai dau véi Microsoft Word

2. Click vao tuy chon Optios.

Account

Options
A 2

Hop thoai Word Options sé hién thi.

el customae the Quick Access Toolbar

Click vao tuy chon Customize Quick Access Toolbar.

Click chon cong cu muén loai bé.
Click nit Remove.
Click OK dé thoat hop thoai Word Options

<= N
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

Tha thust
Home
36 Cut 1 Customire Quick Access Toolbar...
— & Copy Show Quick Access Toolbar Below the Ribbon
« 4 Format Painter Customize the Ribbon...
Clipboard n Collapse the Ribbopn

DE loai bo cong cu trén thanh cong cu Customize Quick Access Toolbar. click
phar vao cong cu muon loai bo, click Remove from Quick Access Toolbar

Lam viéc vdi cac Ribbon

Ribbon nham dé hién thi cac lénh ban can dé thuc
hién cac nhiém vu khac nhau trong Word va trinh bay
ching nhu nhitng cong cu truc quan, ban co theé kich hoat
ching mot cach dé dang & trén cung cua cua so6 Word. Cac
lénh lién quan dugc hién thi trong nhom dai dién boi céc
tab nam phia trén thanh Ribbon. Pé xem mot nhom, hay
click vao tab cua no.

1. Click vao mot ten tab Ribbon.

Home
e X " TN A x| A = - =
Tt VM- Times N NN IEE-T GSE (N0 unbc:(!unbc:[ AaBbCC Aagl
B Bty B-Y-A-FFE - B r | tNoma [TNoSpec. Hesding | Hesa
Cipbasra 3 fom ~ Poragraph ] ]

2. Ribbon hién thi tat ca cac lénh lién quan va tinh nang
cho nhom dé6.

B Covurtoge: Py D '@sj (1) Thsmanan e w3 B royperin ) D e A7) B Quekpats - (¥ Signatureline « 7T Fquation
Dbkpuge 7 o s o P Do 1 AWerdhts FlOuelTme S sybol-
A Pitures Onkne Shaves i~ Wiipada Onbine ¢ p— e
et e Pt aeScroamhars | 8 My Add Vo | Gl Cromeestoence P Puge b= | e i Do Cop =+ (IOt =
v

- Tabtes Wustons  addi e ks Comments | Weader & Footer ot

3. Dé kich hoat mot tinh nang hoac lénh, click vao mot
trong nhitng tinh niang hoidc lénh ban muén sir dung.
Mot so 1énh sé dugce kich hoat ngay lap tdce thong qua
mot menu hoac hop thoai mad ra.
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Chuong 1. Khdi dau vdi Microsoft Word

+ 1 & » HOANG PHUONG » Prctures v € SearchPictures »

Organze = New foider 2 @ ©
18 HOANG PHUONG |
ol

i Dektop o

& Documents Screenshots ]

2 Downloads

B M

& Pictures

A Videos b il 4

i Local Drsk (C: —— i

@ Local Dk (C) ) 91427853702.66  100APPLE IMG_0

.o DATA1 (D) 0dipg 136.PG

wn DATA2 (E)

. - hall “
File pame: I A

Lénh Insert Picture dugc kich hoat dé md hop thoai Insert Picture.

4.

-
o]

Ban c6 thé click vao 1énh dé md mét hop thoai véi cac

diéu khién bo sung ma ban c6 thé thiét lap.

Mot khi ban da hoan thanh tinh chinh céc thiét lap

trong hop thoai, click OK dé ap dung céc thay déi.
Lénh Page Setup dugc kich hoat

Loyt nhim A& md hép thoai Page Setup.
B 0 g~
ED 0. p——
) I o prenaon [wargins [ paper | tayout | .
mll.m“‘ — F - Margins
. ¥ = ) Top: ® Bottom:
Left r k Right:
Gutter: - 3 Gutter position:
Orientation
Portrait  Landscape
Pages
Motple pages:  [Nomal ___[¥]
Preview
Appito: [Whote document _[¥]
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Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

6. Click vao nuat Collapse the Ribbon (hodc nhdn giiz phim
tit Ctri+F1) dé giam kich ¢ Ribbon nham chi hién

thi cac tén tab.

A | B QuickPars [ signatuce ine * T Equation ~

; 4 WordArt- (5} Date & Time Q Symbol
ot
Box-  DropCap: [TObject -

Text Symbok %—o
[3 * CHE | e z

7. Click vao nat Ribbon Display Options > click chon Show
Tabs and Commands dé hién thi cac Ribbon day du.

r Auto-hide Ribbon
4 Hide the Ribbon. Click at the top

| of the application to show it

Show Ribbon tabs only. Click a
tab to show the commands.

jm=_ | Show Tabs
r:.=

m=. Show Tabs and Commands 4.
==— Show Ribbon tabs and
commands all the time.

v
Thii thust
g8 ®
o S
F\ ¥ cu ¢ LF T
i VNI-Times  =[11 - A A Aa- f D .iT .
psta s -
#FormatPonte | B T U e x x B-¥- 4 L
Ctipboard fi Add Group to Quick Access Toolbar
* SEESSS (| niomize Quick Access Tootbar
'_ Show Quick Accens Tookber Below the Ribbon
> | Cabimen-t
I Collapse the Ribbop

Cing giéng nhu thanh Quick Access Toolbar, ban co thé tuy chinh
cdc Ribbon bang céch click chuét phai vao mét vang tréng trén thanh
Ribbon va click Customize the Ribbon. Diéu nay sé md hdp thoai
Word Options nham thiét Iap cdc Ribbon. Ban cing cd thé thém cac
Iénh mdi vao Ribbon hodac loai bé cdc Iénh ban khéng su dung.
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Chuong 1. Khai dau vgi Microsoft Word

Tuy chinh cdac tay chon

Word 2016 cung cap cho ban tat ca cac loai cach thue
ban cé thé tuy chinh cach chuong trinh lam viéc va cac
tinh nang xudt hién trén man hinh. Ban c6 thé tim thay
cac thiét lap, ciing nhu cdc tuy chon nang cao va cac thiét
lap nham tuy bién thanh cong cu Quick Access va Ribbon.
Tat ca cac tuy chon duge diéu khién thong qua hop thoai
Word Options.

1. Click vao tab File.

Insert Design Layout
=
"'!'*-I & Cut VNI-Times -|11 - A
e 3 Copy
aste - :
= ¥ Format Painter iy [Upncdabel

Clipboard ‘e Font

2. Click vao Opuons.

Options

k 2
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Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

3. Hop thoai Word Options sé hién thi.
4. Click vao mot tén dé xem cac tuy chon.

@amm options for working with Word. I
| Disploy |
| Proofing [ e totertace optons |
jhisane 11 5 Show Mini Toolbar on selection ©
Language 1| ¥ Enable Live Preview @
R 1] Updeedocumens cortntahit rmggng D
{ ScpeenTp style: | Show feature descrptions m ScreenTips.
| Customize Ribbon | ehbsh ittt iR
| Quick Access Tootbar || [Persmaley your copy ot Micromst Office
| Add-os E T L
| Trust Center Initiobs: we
i (1 Aways use these vahues regacdless of sign in to Office.
|
! |
| Il @ ¥ by defauit | )
| ke §
|1 571 Tell me i Microsoft Word isn't the default program for viewing and editing documents. | ¢
R P . Ll
! 1] Shiow the Start screen when this application starts.
o] o |
ol

5. Tat ca trong so cdc tuy chon cé thé dugc bat hoac tit
v6i mét hop kiém.

6. Cdc tuy chon khéc bao gdbm céc tuy chon ti mét trinh
don x6 xudng.

7. Sau khi thuc hién bat ky cac thay d6i, click OK dé ap
dung cac thiét 1ap méi.

Linguege | 121 Sove ButoRacovesinfarmation

Dol advanced | W
g™ (i i Word 97-2008 Document (" doc)
| Comamisebispon |1 Autoiecove e ocaton: Word Template © dots) Lt Browse
st Canter i | [ Don't ghow the Backstage when of Word Macro-Ensbled Template (* dotm)
oo | ik aceen Tookr || "
i 7] Show addtional places for saving, | Word 97-2003 Template (* dot)
1 Optl | A  Soveto Computer by defauh | S Fle Web Page (i, * bt
) Objed Web Page (" hm. * htmi)
ot Cot
Shovd 1] Dsfouk tocs fju location: Web Page, Fiered (" htm, * html) Browse.
1 | I Defauit personsl jemplates focation: |Rich Text Format (*tf)
! M-n{l 0 A o | Poin Vet (2t)
P 11 Ottt el o o Men s 1. Document s !
i . | 1 som chachateon s mmmhﬂum(‘.mﬂ |
| i e v st i on S0P . O - doc) |
i il he | OPENDoCUmEnt Ten (ot |
o ks . §Docurment( wpe —
oo o
uped
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Chuong 1. Khai dau véi Microsoft Word

Thd ﬂzﬁf

-
E Change how document content is drsplayed on the screen and when printed. I_‘ H

|8
| Prooting || Page dinpley options |

| save @2 Showe e spoce between pages in Prit Leyout wew |8
ik
Language (A Show bightightes marks | Show white space between pages in Print Layout view |
¥ Show document tooftips on haver :
Advenced Ubumes [hoe Do vl Bottoem rargims i ludieg the
contend of hesdery and tooten
Customae Ribbon | Atways show these formatting marks on the screvs
| To change this optian quickly, double-chck or
Queck Access Toolber | | ] Tab characters + | double-tap the top or bottom edge of 2 page.
Add-ins oo
Paragraph marks q
Trust Center gt
Higden text "=
) Optional hyphens ~
[/} Object anghors <3

() Show gH formatting marks

Printing options

" Print drawings crested in Word O

(] Print packground colors and images
1 Pt document properties
|| [ priet hidden text
Update fields before pnnting
{] Update ined deta before prnting A -

I

D€ tim ki€m mét nhém céc tuy chon trong hép thoai Word Options,
chi can click vao tén tab va mét mé ta sé xudt hién & trén cung cla
hép thoai. Ngoai ra, hay tim tén tuy chon cé mét biéu tugng hinh tron
nam bén canh chiung, day la biéu tuong rat hdu ich nhadm cung cap
théng tin vé Word. Hay di chuyén chuédt qua biéu tuong nay dé 16 mét
ScreenTip cho biét nhing gi vé cédc tinh ndng nao.

Lam viéc v38i cdc ché dé xem tdi liéu

Ban c6 thé st dung ché do xem cia Word dé thay déi
cach thie khi ban nhin vao mot tai lidu. Ché do6 xem Print
Layout 14 giao dién méic dinh, sé cho ban thay tai liéu
trong nhu thé nao khi dugce in. Ban c6 thé sit dung ché do
xem Web Layout dé xem tai liéu trong mét dinh dang
phdc thao, hodc xem tai liéu vi n6 ¢6 vé nhu trong mot cira
s6 trinh duyét web. Ché d9 xem Read Mode nhim t&i uu
héa tai liéu cia ban trén man hinh dé dé dang doc hon.
Ban cé thé truy cap vao cac ché do xem trén thanh trang
thdi hay trong tab View cua Ribbon.
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1. Click vao ché d6 xem Print Layout dé xem cach thuc
tai liéu cta ban sé xuit hién khi in.

_"’"

" e KA SRS BB Y g amcet ABbC a0tect ABE aemnce aumoce i e
e

2 © M
Figtpne 1 1 N ma ¥ v -a-Praa 5 H [ Y N S e —" Tew e ame e
—— . - . —— . -~ v -

S ——
T i ¢ mm———

1 Click vho ch€ 46 xem Prnt Lavout d€ xem cdch thuc thi 1iéu cda bao 3¢ xuflt hi¢a ktu
"

i e (B b s — .5--;._. el

2. Click vao ché do xem Read Mode dé xem tai liéu cda
ban trong giong nhu mot cudn sach.

1 Click s 00 ché A3 2em Print Tayont A¢ xem each sthitr 131

lieu cis baw # Audt luén hhim

o & -l .

3. Click vao ché d6 xem Web Layout dé xem tai liéu cia
ban nhu la mot trang Web.
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B0 e e Dosumens?- Wor (Tral

Fhe DRl et Dogn Loyt Refeiences | Malags  Review  View  Addins Q' Yok me whot you w10 4

- [

(3

4. C6 mot cach khac dé chuyén déi ché do xem tai liéu
bang cach click vao tab View trén Ribbon.

5. Click vao kiéu xem tai liéu ma ban muén ap dung

5 4
@ s
Home Insert Design Layout References Mailings Review View
LE} (=0 ] outtine | [ Ruter q |"_, [ One Page =
~ "w'ip Eloraft | [] Gridlines o 1;”.% 00 Multiple Pages =
Mode Layout | Navigation Pane I Page Width Window
Views Show Zoom

. e A

Thu thust

bap 5 A (8 trguuh Atod Saen " BN b s am

Khi ban chuyén sang ché dé xem Outline, Word sé hién thj mét tab
phdc thao trong Ribbon vdi cdc cong cu d€ thay déi cap dé tiéu dé.
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Phéng to ché dé xem vé&i cong cu Zoom
Ban c6 thé phéng to khung xem tai liéu bang cach st
dung cong cu Zoom. Cong cu Zoom dugc dua trén ty lé
phan tram, déi véi ty 1& 100% von la ché do xem tai liéu
thong thuong nhu né xuat hién khi duge in. Néu kich
thudc phong chir qua nhé, ban cé thé phéng to dé xem van
béan tot hon hoac néu ban muén xem 1é cha tai liéu, ban cé
thé phéong to dé xem toan bo trang. Ty 1é thu phéng ludn
ludn xuat hién trén thanh trang thai nham cho ban biét
vé boi canh phong dai nao.
1. Trén thanh trang thai, click vao nat Zoom Out dé thu
nho véi gia s6 10%.

& I | + 0%

o

2. Click vao nut Zoom In dé phéng to.

B B B - |1 Im
(2]

3. Bgn cing c6 thé ré thanh Zoom sang phai ho#c trai
dé phéng to hoac thu nhé mot cdch nhanh chéng.

B B B - L + BO%
S ~
4. Dé trd vé ché do 100%, hay click vao gitta thanh Zoom.
3 Es - A + 100%
(4]

5. Click vao tab View trén Ribbon.
6. Click vao nut Zoom.
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B ©- :

Home Insert Design Layout

7| [Z] Outline | (V] Ruter
D Draft ] Gridlines
| Navigation Pane

l

m BB Muttiple Pages ND h
ew Arra
"o PageWidth  Window A

Show Zoom

Hop thoai Zoom sé duge hien thi.

Zoom to
O 200% O Page width O Many pages:
@ 100% O Text width ]
O 15% O wWhole page [—

Percent: {Oﬁsﬁ-%_o

Preview

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

AaBbCcDAEeXxYyZz

el

?“ [ cancet ]
8

7. Tu hop thoai Zoom, nhap cdc tuy chon thu phéng hoéc
st dung cdc nit mai tén dé dinh ty lé thu phéng.
8. Click OK dé ap dung céc thiét lap.

Thu thust
References Mailing Review View
l} D One Page [_.11 E
D00 Multipte Pages i
Zoom | 100% New An
I} 0 Page Width Window
Zoom

D€ 1rd lai ché dé xem théng thuong, hay click vao nut 100% trén tab View.

7 29



Tu hoc Microsoft Word 2016 danh cho ngudi mai bat dau

Chudng 2
LAM VIEC VGI CAC TAI LIEU

Cac tap tin ma ban tao trong Microsoft Word dugc
goi la cac tai liéu. Ban c6 thé tao, chinh sua va luu tai
liéu, tai st dung chiing mét lan nita nhu la mat tai liéu
mdi, bién ching thanh cdc mau dé tao nhiéu tai liéu hon
va in an chidng. Ban ciing ¢6 thé click vao cac thiét lap
bao mat ctia Word dé gan quyén dé kiém soat nhirng nguoi
dung khac nhiam chinh s(ra tai liéu cia ban hoac st dung
mat khau dé kiém soat nhitng ngudi dung c6 thé xem tai
liéu ctia ban. Cac tdc vu trong phan nay tap trung vao
cach lam viéc véi cdc tap tin tai liéu. Ban sé hoc cach dé
luu cac tai liéu Word qua cdc dinh dang tap tin khac nhau,
cach dé xem nhiéu tai liéu va lam thé& nao dé di chuyén
hoac sao chép dir lidu gitta céc tai liéu. T4t ca cdc lénh va
cdc tinh nang ma ban st dung nham lam viéc véi cac tai
liéu dugc tim thay trong hau trusng cia tab File.

| e "
Info

Protect Document Fripemes
» i bt iy o
Tous Eomg Time 63 Mrasen
gt 1 Documiere = vy
o ey 1 o 1 -
L T o
Bt g et

u— Ferbatoat T
eeT—

Manage Document B i

o P — i
M g

Y ot e s Kl Pttt P e

Khung xem hau trudng Word cho phép ban kiém soat cac tai liéu theo céc
cach thuc khac nhau trong mét vi tri rat thuan tién.
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Chuong 2. Lam viéc vdi cac tai liéu

Bat dau mét tai liéu mai

Bat cif khi nao ban md cita so6 chuong trinh Word, sé c6
mot tai liéu méi dang chd ban dé bat dau cong viéc. Sau khi
ban bit dau thém ndi dung vao tai liéu, ban cé thé luu tai
liéu nhu la mot tap tin va xem lai tai liéu mét 1an nita. Ban
ciing c6 thé bit dau cac tai liéu méi bat cd lic nao. Dé bat
dau mot tai liéu méi, bang cach st dung tab File dé md giao
dién hau truong. Khung xem cia ban la hau trudng noi cé
mot clfa s6 cho tat ca moi thit c6 lién quan dén tai liéu. Dé
bat dAu mot tai liéu trong mdi, chon Blank document. Pé
tim hiéu thém vé cach st dung cac mau va cac tac vu “Hay
ap dung mot mau” trong chuong nay.
1. Click vao tab File d¢ md menu khung xem hau trugng.

-

Insert Design Layout

LS
"D e Cut VNI-Times  =[11 =~ p
Paste B Copy
- ¥ Farmat Painter 8 I U~-axx x
Clipboard s Font

2. Click vao nuit New.

3. Click vao Blank document. Ban ciing c¢6 thé chon mot
kiéu tai lidu tir danh sach cdc mau cé sin trong khung
bén phai.

Thu thuat
Ban c6 thé nhan gii t6 hop phim tat Ctrl + N dé tao moét tai liéu mdi.
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

béng mét tai liéu

Ban c6 thé dong tai lidu ma ban khéng mudn chinh
stra hodc x( ly trén may tinh cda ban. Péng mat tai liéu
tuy nhién khong déng clta sé chuong trinh, chi can déng
cac tap tin ban dang lam viéc. Néu nhu ban chua luu lai
cong viéc truée khi déong, Word sé nhic nhd ban bing mét
hop thoai truéc khi déng tap tin.

Microsoft Word E3 I
1 Want to save your changes to Document3? '

If you dlick Don't Save’, a recent capy of this file will be temporarily available,
Lesin morz

Save DOon't Save Cancel

- i

HOp thoai Microsoft Word sé xuat hién nh#c nhd ban néu nhutai liéu chua dugce Iuu.
1. Click vao tab File.

1 Insert Design Layout

l“] I VNI-Times - -,
Copy

o ¥ Format Painter g NURCRstchx;gx

Clipboard n Font

2. Click vao nut Close dé dong tai liéu.

Print

Share

Export

Close 2
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Chuong 2. Lam viéc vdi cac tai liéu

3. Néu nhu khong cé cac tai liéu khac dang md, Microsoft
Word chi hién thi mot khong gian trong.

tlipboard Font . Paragraph . Styles -~

Thii thust

Ban ciing cd thé déng madt tai liéu dang md tuy nhién khéng déng
chuong trinh Word bang cach nhan gid té hop phim Ctrl + W dé dong
tai liéu dang mé.

Luu tai liéu

Sau khi ban b4t dau thém ndi dung vao mot tai liéu,
ban cé thé luu cac tap tin dé si dung lai mdt 1an nita sau
dé. Cac file van ban dugce luu véi dinh dang file .docx tru
khi ban ¢é cdc chi dinh khéc. Péi véi hau hét nguoi dung,
dinh dang tap tin dugc chi dinh phia sau hau truéng va
ban khéng bao gid nhin thiy cac tdp tin md rong .docx
nhu 1a mét phan cda tén tap tin, trir khi ban bat cac tinh
nang nay. Ban ciing ¢6 thé luu cdc tai lieu Word nhu la
dinh dang tap tin khac néu cin thiét. Vi du nhu, ban cé
thé luu tai liéu dudi dang tap tin PDF hoac moét trang
web, nham chia sé vdi ngudi nao d6 ma khong s dung
chuong trinh Microsoft Word.

-
2

J
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

1. Click vao nut Save trén thanh cong cu Quick Access
dé md hop thoai Save As.

f

1
tL

W-Times |

2. Click vao nut Browse.

et o (T} o x

Save As

W OreOmve Yesterday
a;' ; T
Last Week
Add o Pace
+ -]
Browse

5 Documens

+ HOANG PHUONG » Documents

T

Organae = New felder

~ Hamre
9 A ey 4 Custom Office Templates
. J. Outiook Fikes
: :"“T":' i ScanSoh POF Converter 10 SULANEION P boider
owmicads
9 Musc
b Prtwes
B Videos

Fie pame  Fatfdudt.doca

Sove s type Word Document (doo)

 Local Dnk (C)
a DATAY D)
o DATAZ(E)
v >

Authors

Word Macro Enabled Tempiate (* dotm)
Word 97,2000 Template (" dot)
» Wdefolden  POF (*pd)
e 5 DOCUmENt *1g5)
" Sungle Fle Web Page (* mht:* mhtmi}
Web Page (* htm;* Mmi)
Web Page, Fiered (" m* M)

Roch Tent Format (* )
Plawn Text (" )

Word XMI Document (*
Word 208




Chuong 2. Lam viéc vdi cac tai liéu

3. Click vao trong hop File name va nhap tén cho tap tin.

4. DE luu céc tap tin trong mdt dinh dang tap tin khac
nhau, click vao miii tén x4 xuéng Save as type va chon
cac dinh dang khac.

Luu g

Khi néi dén viéc dat tén cho tai liéu, ban phai tranh sd dyng cac ky tu

sau day: /\: <> | *?. Ban cdng cé thé st dyng ddu chdm (.) nhu 1a mét

phdn cla tén tap tin, chdng han nhu tailiéu.docx.

4. Dé luu tai liéu vao mot thu muc cu thé, diéu huéng
dén thu muc va sau dé click doi chudt vao tai liéu dé.

5. Click vao nit Save dé luu.

ol L Saweps oy EX
- * T & « Docum. » Custom Office Templates - & Seaich Custem Office Templa . g0
Organize »  New folder e @

L Mame 2 Dote madnied ()
™ HOANG PHUONG I
& Dodddoa 1V1172018 234 PM Microscht Word D,
s Desitop "
! Documents
& Downloads
© Mut
b Petures
8 Videot
auw Lotal Dk (C))
e DATAI (D)
L DATA2(C)
v ¢ »
File name Doc9.docx v
i Seve o1 type Word Document (*.doc) v
b
Authare: V59 Win 8.1 Tage Add ntag
] Save Thumbnail
= Hide Folden Taolt = el [ Cancal
<

" | - (=) a3 e
ETJ‘%, s TR T SR M= 3. |r8eccr|amecr AIBOC 2
Pt L B I M- X &"'A":h-...- 6l g (LiNeme fTNospec. Hessegi i3
Copboard o Font & Farsgapt o Stytey 5 -
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M3 mét tai liéu

Ban c6 thé md tai lidu da luu tir trude dé lam viéc véi
ching mot lan nita. Ban ciing c6 thé sit dung khung xem
hau truong dé md cac tap tin thong qua tuy chon Open dé
xem danh sach cac tai liéu gan day.
1. Click vao tab File.

Insert Design Layout
* Lx.‘J Cut i
"D L VNI-Times =11 <~ A
p I 3 Copy
ast 2 2
e # Format Painter BRpL G %
Clipboard ] Font
L S

2. Click vao Open > Browse dé hién thi hop thoai Open.

Doc9.docx - Word (Trial) * ] c
Signin
5 :.,-.h * Today
u? _D[):;g;doa 1/10/2015 228 PM
Yesterday
2 m:ﬂNH..v 11/3/2015 10:56 AM
-:~ gi:: Micr. 10015 10:56 AM
Last Week
nL. giaycam ket.. 11/6/2015 &16 AM

! "

Hop thoai Open sé& dugc hién thi.

8. Trong clta s thu muc, diéu huéng dén thu muc chia
cdc tai lidu ma ban muén mg.

4. Click vao file tai lidu va click Open dé md tai liéu.
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e

e —_—
T 4 = Detum © Custom OMfwe Templstes T srmcnConem iy Tompte 8
Fganute v New foider e 40w
* M I Date me 3fied Tece
Homegre )
3 Homegrewp '§4 DactLdora 137172015 2360M  Mucrosoh Wiz E
{® HOANG PHUUNG
@ Dezitop
Documents
8 Downlnsdy
& Mone
3 Prcte:
B Videor
s LOCoI Onb (C)
s DATAI (D:
L DATA2 t)
v e »
File pame  Unc9 docy - All Word Documents (* doc*4
Tash = Cpen, |+ Cancel

Thu thust

Ban c6 thé md tai liéu bang cach nhan gid t6 hgp phim Ctrl + O > click
vao nut Browse dé md hép thoai Open va sau dé mé tai liéu.

5. Click vao tab File.

Paste . s
. Frumadang ° [ U - ox

Clipboard " font

6. Click nut Open > Recent.
7. Click vao tai liéu ma ban muén mdg.

Dox dous Word (11

Open ? ?
7 Recam b Today : ‘

h

g o= M
& OO W o
3 mmec
l@ i Yesterday |
L e oE Conaty INHH X = {
) Cd key Migosoh W S
L snan
Last Wk
e Tal L L R
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Thu thuit

Lénh Open dugc thém trén thanh Quick Access Toolbar.

Home

[ in A
WD :'.i-‘ ;Imei i

p‘;‘“‘; B I U-axx, x* [

Chpboard Font
.Lﬁ"'l--'l'--l

Néu nhu ban khéng mudén mat thoi gian dé€ md tab File méi khi ban
mudén md mét tap tin trong hép thoai Open, ban cé thé thém lénh
Open trén thanh Quick Access Toolbar nham tiét kiém thdi gian. Hay
xem tdc vy ‘Toi uu hda thanh céng cy Quick Access " trong Chuadng 1
dé tim hiéu thém.

In @n tailiéu

Khi ban da sin sang dé in mét tai liéu, ban c6 thé
chon mét loat cac tuy chon in 4n thong qua khung xem
hau truong ciing nhu xem trudc cac trang tai liéu. Ban cé
thé kiém soat s6 lugng ban in, dinh huéng trang va may
in ma ban st dung.
1. Click vao tab File.

Home

chas W-Avo <11 <K

s [ilf:::nl’linku | EEREES
L’ Clipboard ol .Fo‘n(' ‘
2. Click nut Print dé hién thi cdc tuy chon in va xem
mot ban xem trudce cha tai liéu.
3. Xic dinh s6 lugng ban sao ban muén in.
4. DE thay déi may in, click vao menu Printer va chon
mot may in tir trong danh sach.
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In tai fieu.doc (Compatibifty Mode] - Word (Trsl) ? 5 a x
Sgn in
| - | Copes [1 2 =1
| it | é =
1 } T
AR R e——
Printer /! t
[ Canontipze | g ! |
o O .
ot Mo SRS R
Printer P |
2 rinter Properties | | |
Settings i
| Print All Pages B
t”ﬁ Thewholething J |
Pages | T e |

f Coliated '
BB e s L

E | ! ot |
m Portrait Orientation vl =

= . e

Thd thust

Coéng cy Print dugc thém trén thanh Quick Access Toolbar.

.

L=

B, X
e 2
e
.
Clipboard T« Font

DE€ in tai liéu bang cach sl dung céc thiét Iap mac dinh, chi can click vao
nut Print. D€ cho viéc in &n nhanh hon, hay thém céng cu Print trén thanh
Quick Access Toolbar. Xem tac vu ‘Téi uu hoa thanh cong cy Quick
Access Toolbar” trong chuong 1 dé tim hiéu thém. Ban cing c6 thé si
dung t& hap phim tat, nhan gid phim Ctrl + P d&€ mé hép thoai Print.

5. Click vao day dé xac dinh xem ban c6 mudn in toan
bd tai liéu, van ban da chon, trang hién tai. Ban ciing
¢6 thé chi dinh mét loat cdc trang in.

6. Di chuyén xudong dé xem cac thi€t lap cho viéc lva
chon huéng giay, kich thudc gidy, 1€, va d6i chiéu cédc
tai liéu.



Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

7. Néu nhu tai liéu clia ban ¢6 nhiéu hon mét trang, ban
c6 thé click vao nit Next Page dé xem méi trang trude
khi in.

8. Click vao nuat Print dé in tai liéu.

P p——— ¥ - .

Print
o
q :u i
sfmn'q_‘s;r:: -0
- =0
@
Thii thust

o LR
T T

Cac nut Zoom

Click vao cac nut trén thanh Zoom dé phdng to hoac thu nhé khung
xem tai liéu trudc khi in tai liéu.
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Chuong 2. Lam viéc v@i cac tai liéu

Xem nhiéu van ban
Ban c6 thé md va lam viéc vdi nhiéu tai liéu trong
Word. Vi du, ban c¢6 thé mé hai tai liéu va so sanh ching
canh nhau. Khi ban mé hai hoac nhiéu tai liéu, ban cé thé
st dung cong cu View dé diéu khién cach ban xem ching.
1. Véi hai hoac nhiéu tai liéu dang md, click vao tab
View trén Ribbon.

2. Click vao nit Switch Windows va click vao tai liéu ma
ban muén xem.

Tai g 1|
Xem nhidu van bdn
Ban o6 tbf md vi 1ém viée vdi nbidu Wi Lidy teeug Word V[ du, ban of the md hai
Wi Lidy vd so eénh ching canh ahau. Khi bap md hai hodc ohiéu Li by, ban of thd wd
dung oipg ey View & didu khién cdch bega zem chuor
1. Vdi hay hodc nbiéu Wi lidu dang md. click ydo tab View tréa Ridbbon
2. Click vdo nuit Switch Windowe v click viio t4i lidy ma ban muén zem
3. D¢ mmm hai cda of taj héu cdng At e, click put View Side by Side
4. Word 8¢ hudn thi cd hai Wi lidy 0dm canh nhau tréo man biah

3. Dé xem hai clta s6 tai lieu cung mét luc, click nuat
View Side by Side.

a1 by 1

Xem nhiéu vén bdn
Ban ¢ thd md vil lm vide vdi nhidu tdi lidu trone Word Vf du, bag ed thd md bai
14i 1jéy ¥& w ednh ching canb nhau. Khi ban md hai hodc nhiéu tdi lidu. ban cd thé sd
dung céng oy View & &du khida cdch ban zem chune.
1. Vi ba) hodc ohidu tdj lidu dang mg, click vip tab View trén Ribbon.
2. Click vo pyt Bwitch Windows yd click vilg i Lidy m4 ban mudn xem
3. D€ xem hai cda of tdi hdu cdng mot lie. click gyt View Side by Side
4. Word 8¢ hifo thi cd bas Wi Léu o0dm canh nhau trén maa binh
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

4. Word sé hién thi ca hai tai liéu nam canh nhau trén
man hinh.

L g ) Xomn rewdu van oda
Ban i U e bAum s o e e i s Y1 e o o Ban ot U0 o b s nic b abub s by Umog Word Y da. ban b Ul |
mhl—mﬁﬂ-wﬂ-‘hh-hmm""‘“"ﬁ s Lt 9 = stab chdos cach oheu K ban med ba bodc obudu W bdu bea o Wi

duns odas o View Of dubu hhadn cich s s

L vnmmmmmmm..mm-.mv_m Rubdmn
A Clrk vio adt Sertrb Windows vl claeh vio th: s od bmn ondfn e
4 Df oom ba ala of W lta aing mdi e elech gf) View Side by Sde
€ Word ol bafo W of b 1 s oda ab ahey o ks blob

L Ve heu hote ohobe b i dane od. cheh vio tab View cran Ribbio

L Clxh vaa adl Seiish Windows b ik the Vs by i ba maada
3 Dd mm bas ol of Wi lota due @ i clock @l View Bde by e

¢ Word uf bada tu od bes s Lifu olca canh abw s s hloh.

Gta wtsn s Veew i e il b e iy |

(A1) e [F g mandimmes BHES - e [arie e B b L3 L SNy

Thu thust

Synchronous Scrolling

Reset Window Position

Khi ban kich hoat tinh nang View Side by Side, sé co hai tuy chon b6
sung: Synchronous Scrolling va Reset Window Position. Synchronous
Scrolling dugc kich hoat theo mac dinh va cho phép ban di chuyén
qua ca hai clia s tai liéu cung mét luc. Nut Reset Window Position sé
cho phép ban quay tré lai ca hai clra s6 dén vi tri tuong tu.

5. Dé thuc hién mét hanh dong cho phép chinh sita tai
liéu, click vao thanh tiéu dé cua tai liéu.




Chuong 2. Lam viéc vdi cac tai liéu

6. Dé tit ché do xem song song, click vao nit View Side
by Side, nit ndm phia dudi tuy chon Reset Window
Position trén Ribbon.

& & [FER e
2« FERR
Mode Layout i
Views. 1 L
.3 SR P

i

| Wikt
- Xem nhiéy von bdn
Ban ot b md 7 Mo nac v obadu W bt tong Word numnuuu

1 s 7 = s chdoa caoh ohew Kb tma e bas boke obut ki . beo of Whd ety
s g 0u View df Qi Khfo sk b mm chdog.
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7. Dé xem nhiéu tai liéu theo chiéu ngang thay vi theo
chiéu doc, click vao niat Arrange All.
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8. Click nit Close dé déng

mot tai liéu bat cu luc nao,

hoac click vao nit Maximize dé tré vé mot tai liéu
nam cua sd6 toan man hinh.
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Ban ¢ thé chia nhé céc cla sé tai liéu hién tai thanh hai phan cd hinh
cuén. Vidu, néu nhu ban dang thuc hién mét tai liéu cé bang dai, ban
muén dau bang vdi tat ca cac dé muc & lai khung xem khi thém néi
dung b6 sung & dudi cung cia bang. Click vao nut Split trén tab View
dé€ gitt cho phdn hang dau va sau doé click vao tai liéu ma ban mudn
phén chia. Click vao nut Remove Split d€ chuyén doi tinh nang tat.
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Chuong 2. Lam viéc vgi cac tai liéu

Pat mat khdu cho tai liéu

Ban c6 thé chi dinh mét mat khau cho mot tai liéu
nhidm ngan chin viéc truy cap trai phép vao cac tap tin.
N6 la diéu rat hitu ich khi tao mot mat khau dé chic chin
ban sé gitr gin tai liéu ¢ mdt noi an toan. Néu nhu ban
quén mat khau, ban sé khong thé khéi phuc lai tai liéu.
Viéc dat mat khau trong Microsoft Word la trudng hop
nhay cam, cdc mat kh4u an toan phai bao gém ca chit s6
va chi cai.

1. Click vao tab File.

¥ Format Painter

Clipboard I Font
L ORI e P L
2. Trong danh muc Info, click vao nat Protect Documents.

3. Click vao Encrypt with Password dé md hop thoai
Encrypt Document.

Dat rmat <ha s cho tar hed
F oo Nan S o Tie Ban o Tuhec Miciasett Hice W

Compatibility Mode

a- Scnie new fnshures s drabled
_____ ol ver.iong of (Mice Consemming th
w eal ChArges

Protect Document
» Cortrl-alkig sl dhanges s

Encrypt with Poseword l:,_o
,‘ Pavsword-protect thn Jocument
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Tu hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

Hop thoai Encrypt Document sé duge hién thi.

- Enarypt the contents of this file
Password:

=
|-..oo|..01

Cautiorx If you lose or forget the password, nt
cannot be recovered. it is advisabie to keep a list of
pas ds and their corresponding document
names in a safe place.

{Remember that passwords are case-sensitive.)

4. Nhap mot mat khau.
5. Click nat OK va hop thoai Confirm Password sé hién thi.
Thu tlxué{

D€ xoa mat khau. hay md hép thoai Encrypt Document, sau do xda
mét khdu va click nut OK. Khi ban luu lai tap tin, cdc mat khau sé
dugc »oa vinh vién.

Hop thoai Confirm Password sé hién thi.

Encrypt the contents of this file
Reenter passworc

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of

passwords and their corresponding document
names in a safe place.

(Remember that passwords are case-sensitive.)

6. Nhap lai mat khau.

7. Click nat OK. Hay chic chidn ring, dé luu cac tap tin
cua ban truge khi d6ng tap tin hoiac mat khau sé khong
duoc luu trir nhu 1a mot phan cla tai liéu.
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Chuadng 2. Lam viéc vdi cac tai liéu

8. Tiép theo ban hay mo tap tin duge cai dat mat khau,
mot 6 nhac nho trong hop Password sé xuat hién. Go
nhap mat khau ban da cai dat va click nut OK.

?

Password

Enter password to open file
| En.ACh 22Dat mat khau cho tai lieu.doc

Cancel

Thi thust

Ban c6 thé thém mét chd ky sé vao mét tai liéu Word nham xac dinh
no mot cach chinh xac. Click vao nut Protect Documents va click vao
Add a Digital Signature. Click OK trong hép thoai nhdc nhd xudt hién
va thuc hién theo hudng dan nham thém hoac tao mét chir ky ky
thuat sé.

Ap dung mét Template (mauw)

Trong Microsoft Word dugc cai diit sin mot loat cac
mau, ban c6 thé sif dung nham tao tat ca cdc kiéu van
ban, tur tai liéu quang cdo, danh thiép cho dén lich. Véi
mot két noi truc tuyén, ban cé thé tim thay nhiéu hon cac
Templete (mdu) trén trang web Office.com. Theo mac dinh,
khung xem héu trudng sé hién thi ca hai mau duogc cai dat
san va cac mau truc tuyén. Hau hét cac mau bao gbm vin
ban trinh git ché va cac thanh phan dé hoa c6 thé duge
thay thé bang vian ban clia riéng ban. Sé tuy thudc vao
mau ban chon lya trong khung xem hau trudng, diéu dau
tién ban co thé tdi vé tu trang web cua Office dé ap dung
no vao mot tai liéu.
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1. Click vao tab File.

Design
C- T &
0 > Cut VNI-Times  =[11 = ¢
- E® Copy
Paste B I U ~abe x, X°

. ¥ Format Painter

Clipboard M Font

2. Click vao New dé hién thi cac mau c6 san, bao gom
cac mau dugc cai dat va cdc mau c6 sdn théng qua
trang web Office Online.

Document! - Wowd THs) 4 AR

e templates 2

Take a
tour
Wk 0 Woed Singhe wpacend (k)
a TITLE | TITLE

8. Di chuyén qua cua sé6 danh sich dé xem cac mau cé
s&n. Mot s6 mau duge luu trit trong thu muc, hay click
vao mét thu muc dé hién thi cac maiu cé lién quan.

[S——

New
—
umEaan [ 1P ]]
Sy — —— - —— e ——
sEEsEs
e S e e e
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Chuong 2. Lam viéc vdi cac tai liéu

4. Click vao mii tén bén trdi hodc bén phai dé xem truéc
cac mau.

Student report with cover
photo

Provided by:  Microsoft Corporation

Use this mplate for your book
report, t
Includes easy-to-follow ms

Thd thust

Nhap mét tu khéa hoac mét cym tu

Document! - Word (Trial) ? - a x
Sign in
New
£ Home ' templates »

sy f 7] Category 2
Z;" e s
7] ; st ‘
3 | Pont u
| Papes. w
F Rt | Event »
] ‘ N p
Céc Template i .
x . " 1 St Business -
(mau) oline - - »
| 2perpage L
&‘ ‘ e
¥ Picture. “
o ! ey »
11 » 1 ;| St »
i S iy '

Ban c6 thé tién hanh mét cudc tim kiém cdc Template (méu) trén
trang web cua Office. Click vao hép Search for online templates va
nhap mot tir khéa hodc mét cum tu, sau dé click vao biéu tugng kinh
lup Search hodc nhan phim Enter trén ban phim.
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Ty hoc Microsoft Word 2016 danh cho nguéi mdi bat dau

5. Khi ban tim thdy mét mau, hay click vao nat Create
dé ap dung né vao tai liéu.

Summer party invitations (2
per page)

Provided by:  Microsoft Corporation

Print your own invitations at home with this
cheerful summer template. Use any kind of paper
then follow the cut and fold guidelines on the
template. The template contains two 425 x 5.5 inch

(A2 sze) cards. Find matching templates by
clicking the See Also finks above.

Download size: 789 KB

4 More Images

6. Sau khi ban da 4p dung mot Template (mdu), ban c6
thé thay thé cac vin ban hoac d6 hoa cda riéng ban.

e LN A L EL -5 B NV saaccc A | AaBs( assbct AA | aassc ;':,”
ot Pt U ma e A-®h sfan 3 A Mormsl  Lhdoen ol owm  Swewy W ey :

— . [~ . —— ‘ s b
- 7 " IXY P RO | .
b

YOU'RE
INVITED

YOU'RE
INVITED

R
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Chudng 2. Lam viéc vdi cac tai liéu

Thi thust

Ban ¢6 thé Iuu vao mét tai liéu hién hanh nhu 1a mét tap tin mau dé
tai st dung nham tao cdc van ban khac. Click vao tab File va sau do
click Save As. Trong hdp thoai Save As, hay nhap mét tén duy nhat
cho tap tin, sau do click vao menu Save as Type va chon Word
Templates. Click vao Save va Template (mdu) mdi sé dudc tao.
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Chuong 3
NHAP VAN BAN

Gidi thiéu

Dé bit dau tao mot tai liéu, ban phai bat dau bang
cach nhap van ban trong cifa sé6 chuong trinh. Microsoft
Word sé dugc thiét 1ap dé ban c6 thé bat dau gdo nhap mot
tap tin tai liéu méGi. Mot con tré chudgt nhap nhay sé duge
hién thi nhim danh d4u vi tri hién tai cia ban trong mot
tai liéu. Ban cé thé click vao bat cif noi nao trong tai liéu
va b4t dau go nhap vin ban. Khi ban nhap van ban, con
tro chugt sé danh diu vi tri cha ban trén trang tai liéu.
Trong chuong nay, ban sé hoc nhitng diéu co ban vé viéc
tao van ban, bao gdm cach thic dé chen cac ky hiéu dac
biét, chon vin ban, di chuyén, sao chép van ban va sk
dung cdc yéu té van ban dugc xay dung trudc.

Con tré chuét.
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Chuong 3. Nhap van ban

S dung khu vyc tai liéu dé tao va chinh slfa van ban.

LB e
< e Replace |
Toe  sube St o0
upbonrs 3 born 5 Pwsgron n siyes 6 tatng -
. mﬁmwwﬂ}, ' ) k) [ 1 1 ' L I [}

i

Gl thidu

D€ bt d4u tao A1 14i Lidu, bhisn phdi bt dfu bhng cAch nhAp van bio trong cita s§ chutma trioh.
Microsoft Word sé dudc thiét 100 4€ ban od (hé b4t dAu g6 nhAp Mot tAp tin 1dj Lidv 1di MOt con
6 chudt shilp nhay sé dutc hién thi uhdny dénh dfu v it hiln tai ¢ia ben uong MmOt 1Ai it Baa i
06 (b€ click vAo biit cd 0di o trong thi Li¢y vd b4t ddu gd nhap vin bn. Khi bag ghip vAn bin, |
con trd chudt s ddnh dffu vi trf cia ban trén g tAi Léu. Trogg chuog ndy. ban sé hoc nhng
diéy cg bdu vé viec tao van bAn. bao g8m cich thic d€ chen céc k¥ hiéu dac bidt, chon vio bin,

di chuyén, sa0 chép van ban vA g dupg céc y&u 1§ van bén dyiic x4y dvug tnic. &
T e Y [ I e
Theo doi cac trang Ban ¢6 thé s dyng thanh cuén dé di
tai lieu dai & day. chuyén 1&n va xudng dé xem tai liéu.

Nhap va chinh stfa van ban

Dé tao van ban vao mot tai liéu, ban chi can bit dau
g6 nhap van ban. Néu nhu ban muén thém vin ban vao
mot noi nao dé trén trang tai liéu, hay click vao khu vuc
trang tai liéu va bt ddu gd nhap vin ban cia ban. Con
tré chudt sé hién thi mot biéu tugng nhap nhdy trén trang
tai liéu, nham danh dau vi tri hién tai cia ban trong tai
liéu. Con tré chudét nhdp nhdy nay ciing duge goi la diém
chen. Khi ban nhap van ban dén cuéi mot dong, Word sé
tu dong két thic van ban dén dong ké tiép, va 1é van ban
sé dugc hinh thanh mac dinh cho phu hgp véi van ban.
1. Bé&t dau gé nhap vin ban cia ban.

ovew

i

- A A B HELT BB N T ans absco ASBDC Amiib: A2BDC AsSbCcD ausace

A

Frevaree VAN ima v PiL vaala o [ T S — - — - o
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+ (RGN ) LT —

D€ a0 van bdn vio indt ti lidy, ben thi cdn bét ddu g6 hép vAn bin Neéy phy ban
mudn thém van bdn vdo mot nai nao 46 trén trane taj lidy, hay click vag khy ¥t trang
t4j liéu va bt ddu g0 nhép vap bdn ala ban Con tré chudt e@ hién thi mot bidy wone
nhap ohdy trén trang s lity nhim danh déu vi il tuén tai ode ban troug Lhi Lidu. Con
tré chudt nhdp nhdy ndy cing duor goi 1o diém chen. Khi ban nhdp vén bdn dén midi
mbt ddue. Word 52 tar dong k&t thie van bdsn dfa dong ke tidp, va 1¢ van bdn @ duoc
hinh thanh mac dinh cho oho hgp véi v by
1. Bét d4u g0 nhap van bdn cla ban |
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2. Deé bat dau mot doan méi, nhan phim Enter trén ban phim.

Rem

o —— . - EaE.NE. L e
a KW e b S0 BN Y gt aBhCel ABBDC A0BDC: A2BDC AsSCID st =
- Wrio-=av oA saaix & Thome hotpe. Py gl The e i i
gt e . oy . e —
N e r .
by A VA Y WA Gl B e Wi e, 0 G e R Gl e s

u.lL ding, Word o0ty doog két thibe vay biy dt'u dbog k( tiffp, vh & vin bap a8 duur
hinh thanh mac dinh cho phi hoo véi van

1. B4t d4u go nhéo van bén ala ban
2. Dé€ bdt d4u mot doan mdi. nhdn phim Enter trén ban phin

3. D€ bg sung them khdng gian gida cdc doan vAn bdn, hay nhén Eoter hai l4n.

4. D€ d chuvén con tré chuft trong mot tai ligu. click vao nai trén trang tai litu ma
ban wu6n chén vag bén hope st duog cdc phim mai tén trén ban phim d€ di chuyén.

Thai theat

Néu nhu ban thdy cdc dudng an s mAu df ndm bén Gudi mA1 &2 mA ban dé 99 ande. 49 14 Gl e

kidm tra sda K ehinh té cia Word npAm cho ban bif! nbdoa W ¢t aar chint 4. Ndu nbw ban nhin Ay

@41 dudna hon sdna mau xenh Id cdv. OF 14 canh bdo vd vdn 08 nal ohdo

8. D& chinh swa van bdn, hay click vao tir bap mudn thay déi

i thwet

Mt e ) i (1 e booe .

3. Dé bd sung thém khong gian gia cdac doan van bén,
hay nhan phim Enter hai lan.

et
w4 Aw dee B S-S AE T usca et AaBBC 408bC AaBBC ASCO AaBICl
- il mae b A rnell e A R S P VO U e
st o — ‘ - b -
e s e am—

1. Bat ddu gd nhép van bén cia bay.
2. D¢ bt ddu mot doan mdi, nhéo phsm Enter teéu ban phim

3. Dé bg sung thém khéug gian gida cdc doan van ban, hay nhan Enter haj lip

4. Dé di chuyén con tré chudt trong mot tdi ligy, click vao ngi trén trang thi lidu ma
ban mudn chen vAn bdn hoac sy dune cdc phim mndi t&n trén ban phim dé di chuvén.

N thwat

Nd nhy ban thdy cdc dwdpg han sdna maw 96 ndm bdn dudli mdt i md ban 94 gd nhde & /4 Dng v

o6 tra sda Wi chiph (4 cie Word nhdm eho bao bidl nlng N o thd sai chinh @ Ndu nhw Ran ahin thdy
et dadng bt seig iy 4anh) (d el &9 I gdoh b v wilo of ool ohile

5. Dé chinh sda van bén, hay click vag tir ben muodn thay 46i
Iis (iws?t

ol ubons (D bnghe tara v ot TORT LS L AR

4. Dé di chuyén con tré chudt trong maot tai liéu, click vao
noi trén trang tai liéu ma ban muén chén van ban ho#c
st dung cac phim miii tén trén ban phim dé di chuyén.

9

4 Dé di chuven con tro chuOL lrong mot tai I‘L_,_x chck vao trén trang tai liéu ma

ngi tré
rén ban phim dé di chuyén.
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Chuong 3. Nhap van ban

Thd thust

Néu nhu ban thdy cac dudng lugn séng mau dé nam bén dudi mét tu
ma ban da gé nhéap, do la céng cy kiém tra sda I6i chinh ta cua Word
nham cho ban biét nhing tu cd thé sai chinh ta. Néu nhu ban nhin
thdy mét dudng lugn séng mau xanh la cay, do la canh bao vé van dé
ngid phap.

5. Dé chinh sita van ban, hay click vao ti ban muén
thay déi.

~ Ats b
o —zazad £Lu--9 B3 B U T e aasscct ASBBC AaBBC AaBbC AsSCsD awecri '

. — NN Hmw v-A-szaf > A i Fl by | Masbng!  Tow watrte  Sub0n (m e

- ——
Thei thwot
Ndy hy ban Dy cde dming iin sdng mdu & ndm 0dn dudi ML B M4 ban dé o nhdp, &I 14 cona
¥m e sle M chinh 14 aia Word ahdm cho bao idt ahng B <d thf s chinh 1 Ml nhy ban abin dx
Al 4000 haan 5900 MAu xaoh i cdy, & 4 cdnh o vd vin od nad ohdo
8. D€ chinh era vty biln, hay click vao 'bgn mubn thay déi.

8an @@ d phdn phim Delere trdn bdn ohin ¢4 xda mo! kv & &én ondi @ia con g atwdl Hode nhdn
phim Backsoace trdn bdn ohim o xda mot kv b/ ddn trd con i chudt

e T T (4 s et L} L
Thi thust

Ban co thé nhan phim Delete trén ban phim dé xéa mét ky tu bén
phai cta con trd chuét. Hodc nhan phim Backspace trén ban phim dé
x6a mét ky tu bén trdi con tré chuét.

Chon van ban

Pé hiéu chinh vin ban va chi dinh cdc dinh dang
khac nhau, diéu dau tién ban phai hoc cdch chon vdn ban
ban muén thay déi. Chon van ban dé dang nhu cach click
hoac ré van ban, hoc két hgp ca hai. Cé mot loat cic ky
thuat chon vin ban ban c6 thé 4p dung, cho du ban dang
chon mét ki tu duy nhat, mét tit, mot cdu, mot doan, hodc
tham chi toan bo tai liéu.
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1. Dé chon bing cach ré, click va ré qua cac ki tu, cac tir
hoac doan ban muén chon.

2. Van ban duge chon sé xuit hién néi bat trong tai liéu.

%o I s - = v T
e wae | N Sm R EE T e et AU ASROC ABBDC Ao Akl g
i I e T T e SO M:"_
cevows 5 o . —— . - 2 ey -
S, ) !
; 2
n

D¢ higu chinh vAg ban va chi dinh cdc dinh dang kbdc ohsu. didu ddu tién ban phai
hoc cdch chon ven bAn ban mutn thay dfi. Chon vaa bdn dé daog nhy cdch dick hoge
¢ vip bdo, hodc k€t hop ¢ hai Co mot lopt cdc ke thuat chon vén bao ban ¢ thé dp
dung, cho d ban daig chon mot ki W duy phdl mot W mot cdu, mot doau, hoge tharo
chf todn bd thi licy.

3. Ban c6 thé click ddp chuodt vao trong mot tir dé chon
mot ti duy nhat trong tai liéu.

* Kie T

icd - vk b ECE- S8 N Y Gauce amact ASBDC AGBBC AZBLC ABBCCO aaBbcel | g
- Wiv-=ara cA- SR A B Q- | v 1ot iy — e i e B St
 cmews rom . e . e ...
o eemesm—— . : } ] E -

Chon vén

D¢ hiéu chioh vao bdn va chi dinh cdc dinh dang khdc nbau. didu d4u tién ban phai
hoc cdch chgn vAn bén ban mudv thay ddéi Chon van bdn d& dang nhuf cdch click bolc
£¢ van ban, hofc két bhop ¢4 hai C¢ mOt logt cde k9 thugt chon vAn bdn bag ¢ thé ap
dune. cho d ban dang chon w0t ki W duy nh4t. wot tr. moOt cAu. mot doan. bodc tham
chi toan [ tas lidu

4. DPé chon mot doan van, click ba 1an bat cd noi nao
trong doan van ban.

BN Y LGt aBbCt A2BDC AGBDC AJBDC AsBSCCD audcrt

’g‘ﬂ! e " .
4 e o
P tamatane T Wy 2w ps pma D DD | e Db ey iy - e - -

[ . - . e . - v ey
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Chuang 3. Nhap van ban

5. Ban ciing c6 thé chon van ban bing cach click chudt
vao lé van ban. Pé chon mot dong van ban, click vao
1é trdi truc tiép ctia dong.

".il‘n g A SR | T L (R mu s rea |
‘,_,_oru- --.--v‘ L L O e et e e e e '_
o » . . e . - 5 ve—
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1. D€ chon bAng cdch ré. click va ré qua cac ki tu. cdc ty hodc doan ban mubn chon.
2. Van ban duge chon 88 yudt hién gdi b4t trong tai liéy

3. Ban ¢6 thé click dup chuot vao trong mot ty dé chon mot 1 duy nhdt trong taj liu.
4

'

1

e — -

6. Dé chon mot doan van ban, click dup chudt vao doan
van ban
‘:' ;:‘::-.— :;, _._b;_,.' b : ‘r -‘ '- ;‘1’:_” " :,:::, :.:‘, A:::( ‘..n::( uib( n:iw ::acu : '.::'_‘_I_
di e G mcs . = B .
q ] . . . “,:“:
4. DE chon mot doan vén, click ba l4n bt o pai nao trong dosn van bén P
6. Ban cing c0 thé ghen vdo ban bAng cdch dick chudt vao 14 vAp ban. D€ chon mot 5%
ddng van bén, click vao 14 trdi inig tide ala dona ]
6. D€ chon mot doan vAn bdn, dick dyp chudt vao doan yag ban
7. D6 chon tobn bo 14 liew, elick bs 14n vao va bin :

The thett !

7. DEé chon toan bé tai liéu, click chudt vao van ban +
nhan giit phim Ctrl + A.

- X F
a:“ RLSE R 4 L T R Anﬂb( AaBbC Aanb( AsBDCED AsdBCYI
o

Lo TR I R ». a oy -
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Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

Thii thust

Khi chon van ban, ban cd thé thdy mét thanh céng cu xuat hién bén
canh cdc tuy chon. Déy la thanh céng cu nhé cung cap cac phim tat
nhanh vdi cdc lénh cé lién quan, chdng han nhu dinh dang. Ban cé
th€ di chuyén con tré chuét Ién thanh céng cu va st dung céng cu.

Di chuyén va sao chép vdan ban

Ban c6 thé dé dang di chuyén va sao chép van ban
trong mot tai liéu, va dan van ban vao bat ¢ noi nao ban
muén, ké cd vao van ban khac. S dung cac lénh Cut (cdt),
Copy (sao chép), Paste (dan), dé chinh sira, sip xép lai
van ban va cac yéu té khdac ma ban chén vao tai liéu. Ban
c6 thé ré va tha van ban dé di chuyén van ban, hoac s
dung cac ky thuit Cut (cdt) va Paste (ddn).

1. Chon van ban hoic cac muc khac nhau ma ban muén

di chuyén hoic sao chép.

‘ :‘: e Ko ae & BN BB NV i et ASBDC 40B5C AJBDC A0 ABCel | 1y s

L e AP S 2 L] [ TR e e T PR T T e
' 1 oo - P " - s
e i o

Lopy (sg0 ¢Akp). raste (ggn). ge GHIflll suR sap XEp 18y vap pan v EAY yeu o KA ma
ban chéa vAo tai ligu Ban o thé ré va tha van ban 4é di chuyén van b, hode mi dung
cdc kg thust Cut (¢df) vy Paste (ddn)

I #1) bda bodc cac muc khdc ahau ma ban muén di chuyéu bodc sao chép.

2. Réjvan ban duge lya chon va thg van ban vAo no bgn mudn vAn ban xudt huén.
3. Déjusu chép cac lya chon, nhén, va gid phiw Ctrl trang kh r¢ vin ban.

2. Ré van ban dugc luva chon va tha van ban vao noi ban
mudn van ban xuat hién.

—
" & =L, &b
1) 8 Copy V™ Comtr A A R [2 R LY e aecet ASBDC A0BbC AQBDC AsC<O ABCel | g
. ooy | 1 R v ToaA- T WER e Sl tnemd Tholw Gamieg' Mgl Toe Warsh e B S
gpews % b . e . - "

CBBY (sgo cnep). Filita aan). qe Hillil w0k 5ap Yep tas Vil nan va cac yeu to xnae mA
ben chén vao W lieu. Ban oo thé ré va thA van ban 9€ di chuyén van ban, bode sy dung
céce k9 thugt Cut (odf) va Paste (ddn).

1. FAn ban hodc cdc muc khdc nhau ma ban mubn di chuvén hodc seo chép

2. Hefvan bdn (s lua chon vA thd van bén vao nai ban mubo van bén xudl hign
3. D{|sao chép cac lya chon. nh&u v gid phim Ctrl trone khi ré vap bdén



Chuang 3. Nhap van ban

3. DéE sao chép céc tuy chon, nhan va gitt phim Ctrl trong

khi ré van ban.

_"—

LA

““ - »

qi'l-

miwee 0 d e @ BT @ N st ASBC AGSDC AZBDC AWEXCD AssbCc ;'-
trrmes A% - waafR B | e T iy | - — - i
e . e . - o

Loﬁr (sao tAtlDl. 1aste (@an). ge crunn ﬁ_q, B3p ¥Ep (gL Van bad !h‘ cac yey 1o lfluc ma
ben chen vao t4i lieu Bao co thé ré va thd vap bdn 46 di chuyén yan bis, hodc sl dune
cdc k9 thugt Cut (odt) va Paste (ddn)

1. -xnn bén hodc cdc muc khac shau ma ban muén di chuyén hodc sao chép.

I
3

2. NKe vai] bdn duoc lua chon va tha vAn bdn vao ngi ban wudn van ban xudt hién

8. DE sa(Jchép cac lva chon. nh&n va @12 phim Ctrl trong khi ré van ban

T it

Nﬂ(gmﬁ mudn sl dung cdc ohim Kt ona Word 2016 Hiy nhdn anl ohim Cirl « X Of cdl nhdn aid
onm Cot « | o 240 chetp vl il Qi iy € « V OF cdn wiln bdn

Thii thust

Néu nhu ban mudn s dung cdc phim tat trong Word 2016. Hay nhan
git phim Ctrl + X dé cat, nhan gid phim Ctrl + C d€ sao chép va nhan
giir phim Ctrl + V dé dan van ban.

4.

5.

6.

6

> bt ST U A YA E RPN B D ] themd THelpa tesdng ! Headingl Tl St Some b
P " o - - s P o tommg -
: > { 3 i . 0 ' e
Tl Ohmat

Pé di chuyén van ban dugc chon véi 1énh Cut, click
vao nat Cut trén tab Home caa thanh Ribbon.

Pé sao chép van ban dugc chon véi 1énh Copy, click
nit Copy.

Pé ddn, cit hoac sao chép vin ban, click vao noi ban
muodn va click vao niat Paste.

Prea »
< B Naglece

woCoe |1 KN Aar ISR R SRS NL  mcct At A@BDC AGBbCi AaBDC AsBCD AuBbCel

By nhw ban mudn gl 0D c46 ohim tdt trono Word 2016 Hax nhdn gl ehim Cvt « X of cdt oo aw
ohim Cirl - C Of 380 chéo va nhdin oud ohin Ci + V O ddn van bdn

4. B4 chuvén van bin duoe chon v teuh Cor, dlick vig got €t {rég tab Hame cla
thaoh Ribban

5. D€ gao cheo vAn ban duuc chon véi 1énh Copy, click put Copy

6. Pf dan. cill hodc eao chép vAg ban, dick ydg nai ban mudn va dick vio put Paste

7. D€ iéu khifo Wy choo Paste (ddn). elick vig gut Paste va chon m6t Wy choo

T (htt

Trong Word 2016, ban od umm:m:umwmwmmrweumnnmn{m
ehan Paste kid0) Bao ef 0 chon ma vdo onl ogurtn dnh dang @ Gla MG ban ddn. 8 oo cdc doh

daro, bodc dan ch/ céc vao bdn md shdne dnd dana Ban @loe @ I On By be Ay chen ndy idng
qua manu Pase trdn tab Home.

R [T L e
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Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

7. Deé diéu khién tuy chon Paste (ddn), click vao nat Paste
va chon moét tuy chon.

H ©- 0 w
File Home Insert

- X Cut
D@aCow

Paste
- ¥ Format Painter
|
Pﬁfte Options:

-

O

VNI-

Set Default Paste...

Thu thust
X Cut
|ER Copy
&?['j Paste Options: L\\a

|

I
LG
A Font..

=q Paragraph...

ﬁ) Smart Lookup

’ Synonyms r
E"g Translate

% Hyperlink...

%] New Comment

Trong Word 2016, ban cd thé click chuét phai sau khi cdt hodc sao
chép mét muc va chon mét sé tuy chon Paste (dan). Ban cé thé chon
ma van gi nguyén dinh dang géc cua muc ban dan, két hop cac dinh
dang, hoac dan chi cac van ban ma khéng dinh dang. Ban cang cé
thé tim thay ba tuy chon nay théng qua menu Paste trén tab Home.
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Chuadng 3. Nhap van ban

Cheén cac phan mét cach nhanh chéng

Quick Parts trong Microsoft Word cung cap cho ban
hang chuc cdac thanh phan ndi dung khac nhau, duge goi
la cac khoi tao dung ma ban cé thé chén vao tai liéu. Khai
tao dung bao gom tiéu dé xudt hién ¢ phia trén cung cua
moi trang, 16i chao dé két thic buc thu va sé trang. Build-
ing Blocks Organizer trong Microsoft Word gitr mét mang
rong 16n cé thé tdi sit dung Quick Parts cdc thanh phan
ban c¢6 thé chon, va c6 thé thém vao dé hoa tron. Ban co
thé bién bat ky van ban nao thanh mét khoi tao dung
xuat hién trong thu vién Quick Part dé tai si dung lan
nay dén lan khac.

1. Click vao tab Insert trén thanh Ribbon.

2. Click vao Quick Parts.

B Coebages P (7 () Pimenn B gt - 10
B B D b DT A WG =

e Pctures Ooe G Onine
hagebk - P 1 o S | My Ak i Video | (21 Crom refesence ) Pogatumbers | s | B Documant Propeny .
L [re— Jroes et ks Comments  Hesder & Faster o B moon

-“; [ s i f ) " “ s \ s
L i 2 =

3. Dé xem tat ca cdc khéi duge tao sdn, click Building
Blocks Organizer dé md danh sdch cac thanh phan cé
thé tai si dung.

'I:ZSignature Line v 7C Ec

&} AutoText
i[z-‘l Document Property B

=] Field.. )

‘ E‘; Sawe Selecticn tc Quick Part Gallef.
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Ty hoc Microsoft Word 2016 danh cho, ngudi mdi bat dau

4. Click vao mot thanh phan khéi duge tao dé xem trudc.
5. Click vao Insert dé thém khdi vao tai liéu cia ban.

Butiding blocks: Chck a bullding block to see its preview
Name Gallery Category Template 4 | Al
Biblography Bibhograp...  Built-in Buik-In Buil.. | I i
References  Bibhograp...  Buit-In Burit-In Budl.. !
Works Cited  Bibhograp Buikt-In Buit-In Buil..
lon (Light) Cover Pages  Built-in Buit-In Buil...
Motion CoverPages  Built-in Buitt-In Bul... [Document title]
ViewMaster  Cover Pages  Built-in Built-In Buil... [Documans rubace)
lon (Derk) Cover Pages  Burht-in Butht-In Buil...
Integral Cover Pages  Built-in Built-In Buil.
Grid Cover Pages  Built-in Buikt-In Burl...
Filigree Cover Pages  Built-in Buik-In Bui..
Shee (Light)  Cover Pages  Buift-in Buiht-In Buil..
Austin Cover Pages  Built-in Built-In Buil
Shee (Dack)  Cover Pages  Built-in Built-In Buil.
O
Banded Cover Pages  Built-in Built-In Buil...
Retrospect Cover Pages  Built-in Buiit-ln Bui..
Facet Covet Pages  Built-in Buiit-1n Buil...
Semaphore  Cover Pages  Built-in Buiht-in Buil
Sideline CoverPages  Buitt-in Built-In Buil.. _—=
Taylor Expa... Equations Buit-In Built-In Buil...
Quadvatic .- Equations  Bust-in Buth-In Buil... s
ey nn R T
= e Whisp graphic, titie block, and contact info
| ot Propeties.. | | poiete ety |
( Cote |

6. Dé chuyén mot khoi van ban, dau tién chon vin ban
trong tai liéu.

—
— bl 1) Meader - w-
D e a8 L, Ll L e e .2
Yeges Tabls M Onine T A S8 Orwm  Uniy ' Comvmerm T Symbots
- Prctusres @ Scramhot gt | Video 3 Pogetumber s gouo a1 .
e et —— s C p— Rt Ll -
'. T ———=
¥
) < 2
—; [
{Documeat subtitle]
° o o
Mg o2 200 10mory (B fmgeefnited Stvy ] m‘l - " . v
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Chuang 3. Nhap van ban

7. Click vao Quick Parts.
8. Click vao Save Selection to Quick Part Gallery.

-
heifl
Online
Video
Media

=

& Hypertink + [ Hesder = |"n_"| ¥ Signatuee Line »  T{ Equation
i
* Bookmark D footer- g T s ymbol
Camment Text &) AuoTen
) Crons-refevence [ Page Number* o 1k
Links Comments  Meader & Footer e ymbols a
' o 2 e

" [} Bulding Blocks Organizer..

[Document subtitle]

o

o

9. Dién vao bat ky chi tiét ma ban muén luu cing vdi cac
phan tir van ban va click OK.

S

L

Ty

— ' 1
Name ' [Document title] | K
= 4
|| Gallery: |QUIck Parts 0 E 4
} Category: Eeneral E ﬁ
Description: ﬂ
i ption: M
| i ]
Save in: [Building Blocks.dotx E] S
)

Options: Ilnsert content only [:]

caN]

TVIT Ak - T} ok =




Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

10. Word sé hién thi van ban trong bo suu tap lan sau khi
ban click vao Quick Parts.
Iﬁ“l_ﬂ"__[ksiqumu Line = JT Equation = l

Geneval
|Document title)

[Document title]

[Document title] | _@

[Document title]

4 AutoTen *

= Dccument Propery "

-
3 Buwiding Blocks Organuer...
Ffa Save Selection to Quick Part Gallery...

Thd thust

Burding blocks: Click & bullding block to see its preview
Name Gallery Category Template A ~
References  Bibliograp...  Buikt-In Built-In Buil...

Bibliography  Bibliograp...  Built-In Built-n Buil...

Works Cited  Bibliograp...  Built-in Built-In Buil.

Austin Cover Pages  Built-in Built-In Buil... !

Banded Cover Pages  Built-in Built-In Buil. | - [Document title]
Geid CoverPages  Buil-in Buikt-In Bul... ! r——
ViewMaster  Cover Pages  Built-in Buitt-In Buil... 1

Semaphore  Cover Pages  Built-in Built-In Buil...

Shice (Light)  Cover Pages  Built-in Built-In Buil...

Retrospect  Cover Pages  Built-in Built-In Buil...

Filigree Cover Pages  Built-in Built-In Buil...

Sice (Dark) ~ Cover Pages  Built-in Built-In Buil...

Sideline Cover Pages  Built-in Buit-In Buil..

lon (Dak)  CoverPages  Built-in Built-in Buil..

Integral Cover Pages  Built-in Built-In Buil...

lon (Light)  CaverPages Built-in Buit-ln Buil...

Motion Cover Pages  Built-in Built-In Buil...

Facet Cover Pages  Built-in Built-In Buil... _—
Pythagorea... Equations  Built-in Built-In Buil..

Tng Identit.. Equations  Buikt-in Built-In Bud...
BT WG 0o i nowionos Y] Whisp

Ld Whisp graphic, title block, and contact info

[Come ]

D€ loai b6 mét muc t Quick Part Gallery, mé cta sé Building Blocks
Organizer, chon cdc phan tir ban muén loai bé, va click vao nut Delete.
Word sé xda nd ra khoi danh sdch Building Blocks Organizer va ra khoi
Gallery xuat hién khi ban click vao menu Quick Parts.
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Chuang 3. Nhap van ban

Cheén cdc bi€u tugng (Symbols)

Néu nhu ban can phai chén mét biéu tugng dic biét
hoac ky tu vao tai liéu, chdng han nhu mét biéu tugng
ban quyén hoac mot ddu cho mot doan van ban, ban cé
thé md hop thoai Symbol. Hop thoai nay cung cdp mot
thu vién cac ky hiéu dac biét va cac ky tu khac nhau, tu
cac ky hiéu toan hoc cho dén diu ngoac kép.

1. Click vao tab Insert trén thanh Ribbon.

2. Click vao Symbol.

3. Ban c6 thé click vao mot biéu tugng dé chen tit danh sach.
4. Click vao More Symbols d€ md hop thoai Symbol.

7C Equation ~
€2 Symbol ~.

€ £ ¥ © ®©O
- -
- X 00 K L

T Q ¥y @

o

Q Mm‘e's'ynibai‘s‘.l[}
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Ty hoc Microsoft Word 2016 danh cho ngusi mdi bat dau

5. Click vao tab Symbols dé€ xem cac biéu tugng cé sin.

Symbols | Special Characters

| Font (nomaitet) D subset: Basiclatin
# % YI*|+].]-
31415 9] s =
CIDE I K|L
S|T|U W X [\
| Becenty used symbols:
(oL EEE =R

Unicade name:
Dollar Sign

=|>
M|N
]1A

=

Character code: 0024 | from: Unicode (hex) :’

“umcﬂrm... . Shortcut Key... 1 Shorteut key:

6. Click chudt vao tab Special Characters dé xem cac ky tu.
7. Click chudt vao biéu tugng ho#c ky tu ban muén chen.
8. Click vao Insert dé chén biéu tugng vao tai liéu. Hop
thoai vin md trong trudng hgp ban mudn chén thém
céc biéu tugng. Click vao nit Close dé déng hop thoai.

Symbols | Special Characters
. Character: Shortcut key: 1
| —  EmDash Alt+Ctri=Num - Py
- En Dash Ctrl+Num -
Nonbreaking Hyphen Ctri«Shifts_
- Optional Hyphen Ctrie-
Em Space
En Space
1/4 Em Space
. Nonbreaking Space Ctri+Shift-Space
s Registered Alt=Ctrl+R
~ Trademark AlteCtriT
§ Section
1 Paragraph
Ellipsis Alt+Ctrl+,
Single Opening Quote Ctrie’,'
i " Single Closing Quote Ctris,
¢ Double Opening Quote [«
Double Closing Quote Ctrie' " v
| Shortcut Key.. |
[ e

o
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Thd thust

Symbols _ special Characters |

! Font ‘Agtncy FB Subset: ' Basic Latin

Basic Latin

Latin-1 Supplement

Latin Extended-A

9 Latin Extended-B
Spaang Modifier Letters
Greek and Coptic

I General Punctuation

LI[[\]]

AR
3|4
C|D

T

b
B
F
V

(
8
H
X

S

_Bectntlyusedsymbols: ;
[elel¥[ole[[+]#[<[>]+[x[=[u]a[8]

| Unicode name:

Character coae:'oozo | from: Unicode (hex) 9

Space
| AutoCorrect... | | ShortcutKey.. = Shortcut key:

I Insert JI Cancel

Néu nhu ban khéng thdy biéu tugng ban dang tim kiém trong tab
Symbols clia hép thoai Symbols, hay thl chuyén sang mét phéng chi
hoac biéu tugng bang cédch sl dung cdc mai tén x& xuéng.
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Chudng 4
DINH DANG VAN BAN

Sau khi danh thoi gian ddnh mdy van ban tai liéu
clia ban, giai doan tiép theo la lam cho tat ca van ban c6
cdi nhin dep mat, d6 la viéc dinh dang van ban. Pinh
dang van ban la @ng dung cta cac lénh khac nhau nham
kiém soat su xuat hién cla van ban trong tai liéu. Pinh
dang van ban bao gém kiém soat phong chit va kich c&
chi, vi tri van ban trén trang, mau sic van ban va nhiéu
hon nita. Cé6 mot s6 thiét 1ap mac dinh khi ban bit dau
bat ky tai liéu trong Word, bao gdm ca font chit, ¢d chir va
viéc sdp x&p van ban. Ban c6 thé thay doi bat ky cdc thiét
lap bang cdch sif dung cdc diéu khién dinh dang cia Word.
Trén tab Home caa Ribbon c6 rat nhiéu tinh niang vé viéc
diéu khién phong chif va doan van ban ma ban c6 thé su
dung dé dinh dang mét tai liéu van ban. Trong chuong
nay, ban sé hoc vé cach diéu khién cdc dinh dang co ban.

Trén tab Home cia Ribbon la noi dé diéu khién viéc dinh dang van ban.

_

™ W 1K KM B IE R TR Y et et ASBDC AGBDC ABDC Aesh i
o e (BT Uk YA EEul e S i S g v

a—
rame 3 [ - —
. -

Chugng 4
Dinh dgug van bén

Seu khi dand thei gisn @Ak may vau) bda i ligw ole bao. gial den tiép theo la
L& chq tat oA vao bdn co i nhin dep wiL 49 14 viec dinh daug van bau Diab daut
vAQ b 10 ik duni ala cAc (G0l Rhac abau bk kidm 908t #y oydL hitn cua vag ben
tropg thi Ugu Digh daug ¥in dén bae gém kufm sody ohifm oyl va Kith ¢0 8 il vi
tr) @ls van ban tréq trang. My sdc g van bo vA ohidy ben nQa. CO @Ot 84 thiet Ly
=mac dinh Ely ban bdt ddu LAt k9 tai liéw tronz Word. beo gém cf font ghil, o chd va
vi¢e odp x€p vau bdn Ban oo thé thay ddi bt k3 cde thif) 19p bhng el mi duig cdc
didy hludn dinh deng g Word Tren tab Home qya Ribbon ¢0 r€t phibu t(oL naag vé
vige diéu ihién phoug cha va doan van bin ma ban 0 thé s i 9¢ dinh daag Mot i

ligy vap bay Trang chysug nAy, han o€ hoc vé cach didy khién s dind dane v ban

Cac dinh dang ma ban ap dyng sé xuat hién trong vung tai liéu.
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Chuong 4. Binh dang van bén

Chi dinh in dam, in nghiéng va gach dugi

Diéu co bdn nhat vé tit ca cac viéc dinh dang ma ban
c6 thé ap dung dé ndm vitng: in dam, in nghiéng va gach
dudi. Khi ban ap dung in ddm vao van ban, font chi sé
xuat hién diam hon. Khi ban ap dung font chit nghiéng,
cac chir sé duge nghiéng di mot chat. Sau cung, khi ban dp
dung gach dudi, cac van ban sé c6 mot dudng gach dudi.
T4t cd ba kiéu nay la ciach dé dang dé thém su nhan
manh vao van ban caa ban, cho du dé 1a mét ki tu duy
nhat, mot tir, hodc toan bd mot cau.

1. Chon doan vin ban ban muén chinh sua.

2. Click vao tab Home trén viung Ribbon.
3. Click vao biéu tugng Bold.

nghueng ve goch duo dos | Competialty Mode] - Word (Tna)

M G

»
Al AR A2BBC AGBBC AaBDC AMBbCCD 4sRMCl

Pt T W E o S WA w M - Holc tNems et Haengl Nedegi  Tae e Sweimo g
Cromows “ rone w el . wn " taung -
R " A B
o A R R v e s s v G B L vy G RS R et e

kiéy nay 18 edch ¢2 dang 44 them sy ahdo menh vao vAo bdn aia bag, sho du do 12 mit
Ity duy nhéL, m@t ur. hoge toAn b mot chu
Q@ s o 1ho b b e o sl
2. Click vao tsb Home trép vung Ribbon.
8. Clid vao biéu wuuz Bold
4. Word 8 dp dyng dinh dgng io dam.
8. Click vao biéu wong Italic
Tl theet
M0! 70g nMIna cach nhanh ol O do @i chd w i,  nahiéna. hodc aach Al che vAa da bdna
cich & duna G enim Kt ko bao chim. Kindin gal ahim Cil « B of in ddm vdn bdo. andn awl ohim Cot
« o pphudng vl ey, bods AN g e €91 o U AT aach st oo b
8. Word s¢ 4p dyng dinh deng vin bdn in nghieng
7. Click vao bify wgng Underlino
8. Wurd e gp dune gadd) duoi che vy bau.
T thmat

i) Netioten. T S ety ™ e e T s PY YT L T Tov v f _—

4. Word sé dp dung dinh dang in dam.

s T i 1
uu\l‘\.uug nas gnu ap uuup Eaul uuur, Lac vau vau

o—l- 'mmmmnga;m&;;mmi'

2. Click vao tab Home trén viung Ribbon.
3. Clicl vao biéu tugng Bold.
4. Word sé dp dung dinh dang in dém.
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5. Click vao biéu tugng Italic.

AsBBCel AdnCel AABDC AaBbC AaBLC amb

* el " ) eetng

1. Chgu doau van ban ben mudn clyuh aya.
2. Click vao 1ab Home trén vung Ribbou

2. Chel vao biéu tugng Bold
4

. Word s# ap dyng djinly dgug w dor
8. Cliek v40 bifu uoug Italie
Thai Ot

M1 rong aning cach nhanh andt & o dung cnd < Gm. » mahMing. Mol @ech awdr che rdn bén ding
cogh su dur cds @I Kt 19N b0 Phm Nhn g phim €« B d6 1 ddm vin ban, andp ww phm Cort
« 1 06 n namda van odn. hoac nhdn.an ot Cri « U df aach dudi van padn

6. Word w# ap dyag dinh tjarg & bén in ngluéng

Thii thust

M6t trong nhing cdch nhanh nhat dé 4p dung chi in dam, in nghiéng,
hoac gach dudi cho van ban bang cdch st dung cac phim tat trén ban
phim. Nh&n gi phim Ctrl + B dé in ddm van ban; nhan gid phim Ctrl
+ 1 dé in nghiéng van ban; hoac nhan gi phim Ctrl + U dé gach dudi
van ban.

6. Word sé ap dung dinh dang van ban in nghiéng.

(4] Lo o Chi dinh in dem, in nghieng va gach duoi.doc [Comp

Insert Design Layout References Mailings Review View Add-ins Q Telime

i " i O ZLiZ .3, TR 4
. VI Centur n AN M- b s-i2-% 8 11 T spvcd Az
Pote - 18 - - E== =. &H-0O- ™
¥ Format Painter Bl M -, Ed A EFER G R B Narmad
Chpboard s Font ) Paragraph fo
L SO S e F R : 5[4 3 . |

_— e A R RN 2

1.

2. Click vao tab Home trén viing Ribbon.
3. Clid vao biéu tuong Bold.

4. Word sé dp dung dinh dang in dam.
6. Click vao bifu tugng Italic.

o

7. Click vao biéu tugng Underline.
8. Word sé ap dung gach dudi cho van béan.
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N AW b Lokt Y i asc ASIDC AGBDC AMNDC Aol Al g 1
RF T Y.A swem A e Wepu ey eabngl e e emim L
o N [ - o e

& Clich o bufs turng lralic

D thett

01 Pz eV cach e o OF 49 el el = AT e ok G O R 10 ol
e W Uy A< ONEN B Inin Ok i NN Gal oI Cot + B aff m dAm vl odn. nhdin W o CoY
« | f 1 rahena van bin Noac ndn anl BAim Cot « U OF asch audh vn 4

6. Word wi AD duui UOh daug vAO ben 10 nahutng

V. Clisk vio bify wony

8. Ward o8 ap dvuz Kech dugs i vaa bea

Tl trmtt

8ar cire @ of @/ 400 Fas A 4003 R0 PeN Ry mew i Dow Pl OF md e e Nt choh 1ao
By a0 hop Bwe e il ol 0AM 0 a6 Bt G0 oM Qs ot P Qlg WM nen Abeon [rong
dp Poe 0an co I O iy < s va ™ EAIND V06 M1 M Sk My A0 Fui S Cic Mon
Danh X bl M WO/ D (40 Underine Siyte. chca vpo muli W0 wif asirne OF tefr By M) e cd< pfy
Qach O ban co 0 &9 @ung sl don it @i cdn s 0¥ T &S tarw X0 Eoa Fe vl deu R
cce il On O 80 uaR COMOM 242 180 QD

i R B BT NN Gpecdt uBCc ABD( A0BBC: AZHDC MaBbCcl Audecit

'-:- . % R TS LEFO N R T - Ph i Sy | ey [ s e b

prévees = . [ s
pe - .
8. Click vdo bicu tugne ltalic.
01 {rang wing cdch nbanh il Of da una chd @ ddm, = natwna. bodc gach A e vdn bdo g
cdch g] ung cAc ghim 1 idn Dan ohim. Nbdn gny phim Cirt « 8 df = gdm yila b0, nhdn gnl chim Cirf
+ | &f in nahéna van bdn. hodc ohdn ad ohin Col « UdLdach ddivanbdn
6. Word g¢ p dune dinh deug vAn bén in ughi¢ng.
7o Click viw bidy wiue Underlioe
8. Word eé dp dung gach dudi cho van bdn.

Tha thusit

oy X (_”’ WNI-Centwr  ={11 -~ A" A" Aa- Ao
n':“( Whormat patntey 118 1 U -l x,  A-¥-A-
Ciipboard 5 Font " Click vao biéu tugng hdp thoai Font.
s e Y 2. ) . .

Ban cdng co thé chi dinh cdc dinh dang co ban théng qua hép thoai
Font. D€ md hdp thoai Font, click vao biéu tugng hép thoai Font nhé
xiu ndm & géc dudi bén phai cua nhém Font cua Iénh trén Ribbon.
Trong hép thoai Font, ban cé thé thdy in dam (Bold) va in nghiéng
(Italic) dugc liét ké bén dudi tdy chon Font Style. C4c Iénh nhan manh
dugc liét ké dudi thiét Iap Underline Style; click vao mai tén x6 xuéng
dé hién thi mét menu cdc ki€u gach dudi ban cd thé dp dung. Diéu
don gidn chi can thuc hién thay déi trong hép thoai Font va sau dé
click nut OK dé 4p dung chung vao van ban.
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St dung thanh Mini Toolbar

BAt ci khi nao ban chon van ban trong mét tai liéu
Word, mot thanh cong cu bat 1én xuit hién bén canh vin
ban. Pay la thanh Mini Toolbar (thanh céng cu nhé) sé dé
dang tiép can cac lénh phé bién, chdng han nhu in dam,
in nghiéng va gach dudi. Ban c6 thé chon dé s dung
thanh cong cu nay, hoac chi can bé qua thanh Mini Toolbar
va né sé bién mat. Néu nhu ban di chuyén con tré chudt
lén thanh cong cu, cdc nit sé duge hién thi day da va ban
cé thé click vao mét trong cdc biéu tugng ma ban muén ap
dung cho van ban dugc chon.

1. Chon doan van ban ban muén chinh stra.
2. Mot thanh Mini Toolbar mo nhat sé xuat hién.

e g . S—— Ty
T BT nscct aaBbct AaBDC AGBBCi AaBDC AsSRCeD AaBoCil | gp
Vemn o A YA wF B B ] themd TNoSeec. Hesding!  Heading?  Trle Subemie  Subtietm al p o
- " N § -

-

aadl weo can cac ienn §no oien. cnang nan ANy in Aam. in nEnieng v4 gacn @uol. ban
c6 thif chon dé et dung fhanh cong cu nav. hode chi cdn bd qua thanh Mini Toolbar vé&
no 9¢ bi€o m4at. Néu nh ban di cbuvén con 1 chuot 1én thanh cdne gy, cdc oyt 8¢ duac
hifn thi wecemn 0 x5 @ B’ 1ek vAo gt trong cdc bifu luvne nd ben mubn dpo dung
chovAn ie 7 y »- 41 ). we

2. Mot thanh Mini Toolbar m¢ nhet 88 xudt hién
3. Di chuvén con trd chudt lén thaoh cong oy 4€ hién thi ddv &l cdc ayt
4. Click vgo mat nut d€ 4p dung dinh dane cho van ban da duvoc chon

3. Di chuyén con tré chudt 1én thanh cong cu dé hién thi
day da céc nut.

4. Click vao mét nit dé 4p dung dinh dang cho van ban
da dugc chon.

. P ' ' ' . V "
g,n_n?n Lep can ¢ac lenn p_l]_o' Dion, cOANE OBD DOU W0 QAM, 1IN QEneNe va ga
£6 thé chon dé s dung thanh cong o ndy. hode chi cin bi quu thunh Mir
nd 88 bi€n mét Né&u nhy ban di chuyén con tré chudt lén thanh céng cu, eds
hién thj déy dd va ban ¢6 thé click vAo mot trong cic bidu Wwong ma ban
cho vAn ban dugc chon.
1. Choywcems -1 - & &« Arin chinh sua.
(3 2. Mot *WH¥ 4505 o ghat g2 xudt hien.

Py 1090+ gl sl hn thonh o dév d d’l&
4. Click vad mot nut 4€ dp dune dinh dane cho van ban da duge chon.
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Thu thust

Click vao tab File.

G R Copy - g5
Paste N 1] » .. == =! v
" fomatpainter m“ o X Y-A- == ‘g =
Chipboard n Font [0 Patagra
L [ o g o B

ik i 1
Prooting Usir Imertoce options |
Sove 1 Show M Toolbar on selection

Language v "Enable Live Preview -

= # Update document content while gragging

ScreenTip style: | Show festure descriptions in ScreenTips -
Customize Ribbon

Quick Access Tealtar | | Persanalize your copy of Micrasoft Office
Add-ins Username. VS9Win 81
ntrahs: vwe

fbwigs use these values regardiess of mgn in to Ofhce

Trust Center

Office Theme. - Colortul
| | Fart up opthem

Choose the extensions you wart Word to open by defautt: : Defaut Programs
! Tell me d Micresoft Word 130 the defsult program for viewing and edting documents,
‘i Open e-mail sttachments and cther uneditable files in resding view

\ \ iy! Show the Start screen when this application tarts

I

Real-time collsborstion options

Vihen working with othen, | want to autematically share my changes: | Ask Me

| Shaw names on presence flags

Click Options.

D€ tat thanh Mini Toolbar, click vao tab File trén Ribbon va click
Options. Diéu nay sé md hép thoai Word Options. Click vao tab Gen-
eral va hily chon hép kiém Show Mini Toolbar on Selection d€ tat tinh
nang nay. Click OK dé ap dung viéc thay doi.
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Thay déi Font (phéng chd)

Mot chir 1a mét trong cac ky tu duge ap dung cho van
ban, cing dugc goi la mdt mat chit. Word ¢é nhiéu loai
phong chir dé lua chon, tif cac kiéu dep mét va don gian.
Ban c6 thé sit dung trinh don x6 xuéng Font trén tab
Home dé thay doi kiéu font (phéng chiz). Trinh don Font
hién thi cdac phéng chir giong nhu khi chiing xudt hién
trong tai liéu. V@i tinh nang Live Preview, dugc bat theo
mic dinh, ban cé thé di chuyén con tré chuét 1én trén mot
tén phong chif trong danh sach menu va xem cac van ban
dugc chon trong tai liéu vdi font duge ap dung. Ngoai ra,
ban ciing c6 thé md héop thoai Font dé kiém tra néi dung
va thiét 1ap nhiéu dinh dang phéng chi.

1. Chon doan van ban ban muén thay déi.
2. Click vao nit mii tén Font xé xuong trén tab Home.

3. Click vao phéong chr ma ban muén 4p dung.

1 g on

010 0 g ok 0 e i g oo v b, g e o 4 it

0 it Loas phoag ot 4 b chon, 0 e Mid oy bt 4 Ao g Bom
Mty 41 b ot

o At o g e o e 14 e oo ke e o e W

v o g
o Fre . of g 8 ML 0y

i s B epamaie ? I

4. Word sé ap dung phdong chit méi.

B v -u‘a‘
v.-u-..- ....

W g A cla-E iy ||

emanns - s - . -

- ;

Mot chd i mot trong oc ke W duoe dp dung che vau bdu. cdog
chil, Word t3 ohiéu losi phong ch@ 44 \ua chon, &Y s kidu dep mAL
thé o) dung trinh dop 1f xudne Font iz tab Home 4 thav ddj ki
Trnh Am Fant hin thi rdr nhAoe ch zifine nhit khi chiipe it hyi

-,a S Miwortn (3 trgn nted Seieu s - Lo-
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Thi thust

unL LR

Moy ol Fort AR D e e

Mot chy Wb mot tropg ¢ =™
chy Word cd nhiéu logs ph |} Torbe
i «w dvog winh den af ) __,::' =t
Trinb dun Font tuén whicl gy o
tioh 04ng Live Preview & () Aharoni
tren wot wu phéng chu te o

hi¢u vou funt duas ap dung () ALEERIAN
dung va thiét 14p vhiéu dip O s

Ban cing ¢ thé sir dung thanh Mini Toolbar xudt hién khi ban chon
van ban nhdm thay déi hodc kich thudc phéng chid. Chican di chuyén
con tré chudt lén thanh céng cu dé hién thi thanh Mini Toolbar, sau doé
tim cdc phéng chi tu trinh don xé xuéng Font cho viéc thay déi phéng
chi, hodc st dung trinh don x& xuéng Font Size dé thay ddi kich cd
phdéng cha.

Thay déi kich c& Font (phong cha)

Viéc dinh dang kich ¢ Font dudgc dé cap dén la kiéu
kich ¢& phong chir trong mét tai liéu. Kich ca font (phéng
chiz) dugc do tai cac diém, theo miac dinh Word sé st dung
kiéu 1.1 point. Ban c¢6 thé thiét lap kich ¢ phong chit cu
thé bang cach s dung tuy chon dinh dang Font Size.

1. Chon doan vin ban ban muén thay dai.
2. Click vao nat mii tén Font Size x6 xuéng trén tab Home.
3. Click vao kich ¢ ma ban mudn 4ap dung.

- 1 — " - oz
;c; ‘M Px S ey ECEE ER N9 pece aaBbCr Al
N . { 2 o " v . LiE ’
= i MUy A ¥es cwA e 8G {en tee
Chpboard " 0o L2 Juiegren

dinb dang kich @ Fout duge
Kﬁgh Q font (phéng ch) MS

.',. . i nd onike NA-

M
hﬂu»
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4. Word sé ap dung cho kich ¢& phéng chit mdéi.

B+

et P B ma ¥ voh- o 5 Blac e i oyt i e ‘:
p— . [ . — . -~ —
i
Thay dél kich c8 Font (ohdng cha)
Viée dinh dang kich ¢ Font duye & cdp dén 1A kifu kich <0 phong chil troog mot
i Lifu, Kich o0 font (phing chid) dwoe do tai cic difm, theo mas dinh Word 8 mi dung
kify 11 point. Ban cd thé thiét 1o kich o0 ohong chil cu thé bdng cdch sl dung Wy
chon dinh dang Font Size.
1. Chon doan vén bén ban mudn thay 46i
2. Click yao it mii tn Font Size 3§ xudog todn tab Home.
8. Click vio kich ¢0 w4 ban mubn dp duag.
4. Word s dp dung cho kich ¢0 phong chil mdi
Tl St = s
8aq oo b ihd G cho Word 1d g, ban v it thay. dd Kich G ala vA b &l ot Incroas Font Size
tade Decrease Fonl Size ndm bdn Gant tdoh dan xd xudg Font Size. Gl nut ndy Wing budg tang hode
udm Kb G bdng gl = ol i
b
e o1 et B g s e [N LN

Tha thust

Nut Increase Font Size. Nit Decrease Font Size.

= F iy BT B8 e
") -} s o S . MENd MBGl A2BDC | 2

b e M ey ¥4 a-li- 9w Thms Vil eadng) | ElAmg
— ™ ot Fipaniis 114 e ©

« -y | 1 ) s . f—
]

Vige dob dang Kich 0 Font due 8 Gilp 96n 14 Kidu kich o phong chil trone mat
Wi lidy. Kich co font (phong chd) daxc do tai cdc diém, theo mas diah Word g2 al dung
kiéy 1.1 poiot Bau o the thigt lap kich 9 phoog chi cu thd tug chch @l duog @y
chon dinh daug Pont Size.

1. Choo doan ¥ilu beo tan oudn thay o

2. Click yigo nyt mQi t4n Font Size gf xudng trén tab Home.
3. Click vdo kich off il ban mudn dp @una.

4. Word 3 4p dung cho kich 0 phong ch wdi.

T towt!
8en cina o ibd ¢ cha Word bd Lm beo v vida ik dd) Ak 2 @la vAo Dda vdi il Insease Font Size

Mo e () tngtnimerddemie s {® - i . -

Ban cing c6 thé dé cho Word hé trg ban vdi viéc thay ddi kich ¢d cia
van ban vdi nut Increase Font Size hodc nut Decrease Font Size ndm
bén canh trinh don x& xuéng Font Size. C4c nut ndy tung budc tang
hoac giam kich ¢ phéng chd.
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Thém mau sdc cho van ban

Ban c6 thé ap dung mau sic cho van ban théng qua
dinh dang Font Color. Ban cé thé chon mot bang mau c¢é
chi dé lién quan hodc mét mau sdc chuan cia Word. Dua
vao cac chi dé ma ban 4p dung, cidc bang mau dugce thiét
ké sé hién thi nham lam viéc vdi cac hoa tiét dic biét.
1. Chon van ban dé chinh sta.
2. Click vao nit miii tén x6 xudng Font Color trén tab Home.

3. Click vao mot mau.

I
¥l ABDC A0BbC: AJBDC 4sBECcD Aot |

g ! ey, - bse  eis

f o
— - 3 ey
' ' S
||I||In||
Mém mau sdc cho g ‘, s
Ban c6 thé ap ¢4 ho van bén théng qua dinh dang Font Calor. Ban c6
thé chon mot bdng mau c6 chi dé lién quan hoc mot mau eic chudn ala Word Dya vao
cdc chd d& ma ban dp dung, cdc bdng mau duge thift k€ 88 hién thj nhdm lam vige véi
cdc hoa L&t dac biet
1. Chon van ban dé chinh ada.
2. Click vao nit m@i t&n x6 rubng Font Color trén tab Home
3. Click vao inft mau
4. Word 4p dung céc mbu adc méi.
The theyt
Nlu nhu ban khong nhin thdly céc mau md ben mudn trong bdng mAu, ben cd thd click vdo Knh More
........ i W) Pobeem At bl At i)
R T W (1 L 4 e -
4. Word ap d Au sa o
. ord 4p dung mau sac mdi.
H 3
Home
& woComu (11 (KN AR A R 0R BN Y pnca aaBboer AaBC AaBBC ABBLC asccd damc ol
Pt | BT B 2 Thomel ThoSpac. Mexding ! Hesdig - v s ot
. rom s . sy oy
T \ i ) | i ' - o——

Thém mdu sdc cho vdn bdn

Ban o6 thé dp dung mAy sde cho van bdn thdng qua dinh dang Fout Color. Ban c6
thé chon m6t bdng mau ¢6 chii dé lidp quan hoac mot way sdc chydn ala Word. Dya vio
céc chu d& ma ban dp dung, cdc bdng wau dugc thidt k¢ sé hiép thj nhdm lAm viéc véi
cAc hoa ti€t dac biet
1. Chgn van bda d€ chinh sda
2. Click vao udt mai t8n x§ xudng Font Color trég tab Home.
3. Click vao mft mau
4. Word ap dung mau sc moi.
T thet!

N6y ohu ban khdna nhin (v cAg méu mA ban mudn frong odng MAu, ban b thd clck vdo Ko More
Colors va md o thoa: Colors o4 tim km md! mau.
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Thu thust
== E. =,
== ‘::__7 i s ‘
‘}_il Automatic ylm; Custom | Lo |
| T ' Colors:

E ; Clnt%! }

 m ssEEEEm

Color mogel: 5“!‘3}3”“ )

Standard Colors i et o
| Be [k
mms wasmes|. O
; Blue: (7 B
@A Gradient 4 ‘ = | cument

| seddl

Néu nhu ban khéng nhin thdy cac mau ma ban muén trong bang
mau, ban cé thé click vao lIénh More Colors va mé hép thoai Colors
dé tim kiém mdt mau.

Canh lé Text (van badn)

Ban c¢6 thé diéu khién cac vi tri cGia van ban trong
mot tai liéu bang cach sit dung cic 1énh canh 1é trong
Word. Lénh canh 1é ngang sé diéu khién van ban dugc
canh lé theo chiéu ngang trén trang: Align Text Left (canh
lé trdi), Center (canh giita), Align Text Right (canh 1é phdi),
va Justify (canh déu). Theo mac dinh Word sé ap dung
viéc canh lé trai, trir khi ban ¢6 cdc chi dinh khac.

1. Chon doan vdn ban ban muén canh 1é.

2. Click vao tab Home trén vung Ribbon.
3. Click vao Center.

U A 0T gpcer asBbCcl AaBDC AGBBC AaBbC AsBbCcO
_\. el 'l INoma TNoSpec . Mesdmo | Mestina2 Tee Subore !

e . Sy
OEE .

Ban of Wb dudu khafn ofs 1 i ola vio bdo wong @0k W Loy bhog chch a) duog
cic leoh canh U4 ueng Word laubi cach 14 ngang s i khefn vAn bda dwc cach U
thes el 0gR0Z trn tang Align Taxt Loft roenh |f trds). Canter /rgnb gu), Align Text
Rught (amA U phdu), vk Justify (canh déw) Theo mic dinh Word af da dung viss canh U
of. 4k kdu ban of s chl dnh kbéc.
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4. Word sé ap dung canh gira van ban.

o X ca B f 3P rnd -
K o LR AL 2 d s o AaBeCel ABBDC AGBBC AaBDC AsSbCcO wadbCet | g ot
el P PEET TSNS AV T B TR TR TNoSpac. Hedng! Mesdegl | Tae  Suwe Sawmbmospo

awasme . romt . [r— . s tanng -

i
Ban cf thé diéu khiéu cde vj tef oda vn bdp troue mot tai |ifu bhng cdch sd dung

céc lénh canh 14 trong Word. LAnh canh 1& pgang 88 diéu khién viin bdn dvoc canh 16
thoo chiby pgang trén Srang: Align Text Lol (egah ( trdi), Centor icanh gid), Align Tt
Hight foanh 14 phdi), vh Justify (canh déy) Theo mibc dinh Word 88 dp dung vitc canh 14
trdi. try khi ban 6 cdc chi dinh khéc

. Chon doan van bdn ban mubn canh 14.

Click vao tab Home trén vane Ribban

Click vao Center.

Word ¢8 dp dune canh ;da van bén.

Click vio Align Text Right.

. Word 68 do dune canh 1¢ phdi van bén

ke

e aawp -

o SmEesm e ama m— owis 4. .

5. C(lick vao Align Text Right.

Kom | " o ! U P Fed -
i B con sl R I Y e AmMCt ABBDC AGBbC) AJBBC AsBHCCD AsBbCel g
' romarins 7 M- B YA D (e (v || THema Thetpec Wedng) Hesdeg2 T Sk Ssebmo olip oo

Copoesrs - Fort - Fuagaph - Syt 5 téeey *
| e———— ; ; G — e

!

Ban o6 thé diu khién cdc vi trf ctia vAn bdp trong mot tai Léu blng cach sd dung
cac |énh canh |4 trong Word. Lénh canh |4 ngang s diéu khién van bén duoc canh |é
theo chiéu neane trdn trene: Align Text Left (canh £ trdi). Center (canh si@). Align Text
Right (canh 18 phdi). vd Justify (canh déu) Theo mac dinh Word eé dp dung vidc canh 1&
trdi. trir khu ban o6 cdc chf dinh khdc

. Chon doan van bdn ban mu6n canh |&
. Click vao tab Home trén viing Ribbon
Click vao Center

Word s& dp dune canh gigda vAn bdn
Click vio Align Tert Right.

. Word 88 60 dune canh 1é ohdi van ban
i

epawN

Al et O b - T WEEs - =

6. Word sé 4p dung canh 1é phai van ban.

= fiww M E Y s o At A i e L
Vsre Wi mas a®a snfie v & — e S — —
© O ——

£

” T ¢ )
Hen of UM didy Abido oic v it ole YA \oma 14 Wi Teim el o dme
tio

or lGub aab W weng Wied Lonh caub 14 gang o diby
then rbidy agmag Wtn Lreog: Align Tert 1a (cenh i 1rd), Cool n
Rght ‘canh i slela). YA Justify (camh déw Theo mie hoh Word of €0 duae Vit mnh
W WY kb bea o0 ate il dush khac
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Thui thust

D€ dp dyng viéc canh I€ trdi, nhan gi phim Ctrl + L. D€ dp dung viéc
canh gida, nhan gi phim Ctrl + E. Sau cung, dé 4p dyng viéc canh
déu hai Ié van ban nhan gid phim Ctrl + J.

7. Click doan vdn ban muén canh déu, click vao Justify.

8. Word sé canh déu van ban & ca hai bén 1é trai va 1é
phai cda trang. Lénh nay chi hoat dong khi ban ¢6 da
van ban déng déu giira hai lé.

o 1 "
8 Copy ST oscc aipect ASBBC AaBbG AZBBC AebeccO aumi | g

P romuturae 8T M A A ERERRIE G L b G eyl e e
oves  ® tou X

J—— ] ; i

|

Wit [ KN A @ EfEe

f{i

|j

Canh ¥ Text vdn bdn)

. Chon doan van bdn ban mubn canh 1é 6

. Click vao tab Hame trén vine Ribban.

Click vao Center

- Word &8 dp dung can]y eida van bén

. Click vao Align Text Right.

. Word 82 dp dung canh }é phdi van bén.

TTet thed?

D4 40 duno v canh I réi_nhdn il ohim Cti « | DE 40 ouna vidc carh i aida_nhdin oid ohim Cil +

S et N BPp——— "=

= I

‘ - -

9. Click vao Align Text Left.
10. Word sé 4p dung canh 1é trdi van ban.

8 Copy LRI ISE 1 Mo ASBCt AsBbCct AZBDC AGBBC, A2BDC AsBCcD asfocet | o

P e omattua P P M cmnx a-¥-A- [REEE e Tomd Ve k) i) Ve e Snin oL
P ot " R e Jorr

R ——— =

Canh ¥ Yext (dn bdn)

1. Chon dogn van bdn ban mudn canh 18 é
2. Click vio tab Home trén vane Ribbon

3. Click vao Center

4. Word g2 4p dune canh gida van ban
8. Click vao Align Text Right

6. Word g2 4p dung canh |4 phdi vaa bdn
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Thiét Iap cac khodng cach dong

Khodng cach gilta cac dong la viéc dé cap dén khodng
cach gilta cac dong van ban va doan van. Vi du, ban c¢6
mét buc thu thuong mai duge thé hién khodng cach giira
cac dong, hoac ban c6 thé c6 mét bai nghién ciu danh
may dugc thé hién khodng ciach dong gip déi. Ban c6 thé
chon khodng cach dong dugc thiét lap sin.
1. Chon doan vidn ban ban muén chinh sta.
2. Click vao tab Home trén vung Ribbon.
3. Click vao Line and Paragraph Spacing.
4

. Click vao khodng ciach ma ban muén ap dung.

7"1?2:, Wicetwe [N KK Aee b S0 HE LY ;’A.Dl“ll AsBRCel AaBbC AGBbCI AaBDC AsBbCCO AsRbCEl ::::.a
Lo R TR SV S 2 | Sre il | WNomal TNoSpac. Headng) Hesdingl  Tile Subtite  Subtlem. ¢ ‘hu-«-
S i = et N
sesem— s soemnpirea
5
s
g —0
1
ThiS!t 1P ¢GC khodng cache ...
Kbosng cdch gida ¢de d¢ & * === gn khodng cach zida cac donz van ban
va doan van Vi dy, ban c6 a.t. tar e 281 duoc thé hien khodng cdch gida ede
doug. hosc ban c6 thé cd mit baj n oju d4nh ndy duge thé hién khoang cdch dong
géip dds Map oo thé chon khodng cach iy duac thiét lap edn.
S A e B e e — " s [ . -

5. Word sé ap dung khoang cach van ban.

s iy (W —

s

x

M1 109 <O9 WNednN SOch 9ra

Khbeig coch Qiile 08x doug W Wt i 040 44 MAoang FRIE grVe A doua Wi b
18 Ay YA Y) Q. beb 00 mes bur thy thaa mai duge 1 Rutn kg cach gile e
done. Lioks bas 18 W 0 @01 b nedven oty Ay dwe \bf bitn dbhedue Uch dne
1] 3 QA 1R o o
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Thi€t 1ap khodng cach cac ky tu

Khodng cach giita cdc ky tu nham dé cap dén khoang
khéng gian giita cac ky tu, gitip ban dit cac ky tu lai gin
nhau ho#c cdch xa nhau khi nhap vin ban. Ban c6 thé
diéu chinh khodng cédch cac ky tu thong qua cdc tuy chon
nang cao c¢6 sin trong hop thoai Font.
1. Chon doan van ban ban muén chinh sita.
2. Click vao biéu tugng Font dé md hop thoai Font.

& X Cu
) B Copy
Past % "
o Formpamser I 1 U - o X, ¥

Chipboard 3 Font

T | AaBbCer AsBbCcr AaBbC AaBbC: AaBbC AsBbCcD AsBbC:
TNomal  TNoSpac.. Heading! Heading2 Tile Subtitle  Subtle Em

Stytes

« 3 ' ‘ ‘s s .

i
@it wning cach cse kit

Khodng cdch gida cdc kY ty nhdim dé c4p dén khoang khéng gian gida cdc ki ty,
Riup ban dat cdc ky ty lai gdn nhau hodc cdch xa nhau khi nhap van ban. Ban c6 thé
diéu chinh khoang cédch cdc ki ty thong qua cdc tiy chon ndng cao c6 sdn trong hop
thoai Font.

Hop thoai Font sé dugc hién thi.

Fopt | Adyanced
Charadter Spacing

Sl 100% ?

spacing  Expanded Jler 17m

$

i ;
i Position: | Normal :_) By s ‘
[ Kerning for fonts: &4 Points and above |

QpenType Features ‘
| Lgatures: None - »
Number spacing:  Default o o
Numberforms:  Defautt
Stylistic sets Detault
[ Use Contextual Alternates

Preview

| Thieat ladp kbhoading cadch caic kya t31 ,l

|
|
|
|
|

SetAtDefault | Tt Enet; ok, || caneet |
1 B P ol A |
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Chuong 4. Binh dang van ban

3. Click vao tab Advanced.

4. Click vao mii tén x8 xuéng Spacing va chon Expanded
hoac Condensed.

5. Click vao mui tén By dé thiét 1ap s6 khoang cach mot
cach chinh xac.

6. Click nut OK dé ap dung khoang ciach mdi.

Khodng cach cac ky ty dugc ap dyng.

ABICAL AsBNCel AZBDC A0BOC AJBDX ABXCO Avbecrl | g

v A suaf b- o B Sl —— S— - et b

£ e ¥ i Sany

Pt . ——— . ~— PU—
a : i . SeSeEeReSeu

—Thigt igp khodna cdch cdc ky ty
Khodng cdch gida cde k¥ W nhdm dé sfip dép khodne khone gian ida céc ki Uy
giup ban dat cdc &y Wy lgi gdn nhau hodc cach xa nbau khi nhao van ban Ban 6 thé
didy chinh khodng edch cac ki W thong qua gAc tuy chgn n8ng cao o adn trang hop
thoaj Font.
1. Chon doan van ban ban mu6n chinb sda.
2. Click vfg biéu twona Font ¢ mé hop thoai Foat
Hop thoai Font g8 duoe hién thi.
. Click vao tab Advanced
. Click vao mai tén x6 xudng Spacing va chon Expanded bodc Condensed
. Click vao m0j tén By dé thi€t 18p a6 khodng cach mot cach chinh xdc
. Click nyt OK f dp dung khodng cdch mdi

o e aw

o Bt B brges iy — - l L3 i » -

Sao chép cac dinh dang

Sau khi ban da dinh dang van béan trong mét khu vuc
tai liéu, ban c6 thé dé dang 4p dung cdc dinh dang tuong
tu khac. Ban c6 thé thyc hién diéu nay ma khong can
phai lap lai tit ca cdc budc tuong tu mot lan nira. Thay
vao dé6, ban c6 thé si dung cdng cu tién dung Format
Painter cia Word. Cac ban sao dinh dang Format Painter
cia Word bing cdch chon van ban va sau dé click vao nit
hoac ré trén vin ban ban muén dinh dang.

1. Chon van ban dugc dinh dang.
2. Click vao tab Home trén vung Ribbon.
3. Click vao Format Painter.
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™
SEBNY | gncer ascet AaBBC AGBBC AaBDC AsBbCCO AsBbCel

Bro-wnr av o - exsi 8.0 | tNems Thoiox Hadog) Hedng2  Toe  Subttle  Subtlebm. 'y B aes
ront " Paragron 5 s 5 tanmg -
————.s | i | 1 i . y 3 . ) R
P by bea 44 duob dang Tha bho Loog @0 hbu NS My Ldu. haa of the &l ddos
0 duns ofo i dans wena W Mis, Ban of L Uns et dudu ady gt AWes oo ohd:
e l W ol oft bude Wemg fuf st o ada Thay vio a6 s ufl Ul i s o
s duog Pormat Pawter gla Word Cde bdo me diah dany Pormat Paoter gig Word
tdoa cich shon vAa tMao vl seu A9 Flerk vilo qut bots of trén Ao bda beo qwdo dioh
[TES
L Chea v8g bia duss diab dang
1 Clek vio tab Home trén mias Ribban
1 Cleh pip Pormat Perater
< Chon deag vin bio o s @ulo (g duas Quoh dane md: hose (§ qua ven bdo vds
tafly uarna Pormat Peiater
& Word of aqmy o Lin (o duog Gob dans Boog b e vaa e ml
o) Settwecs B bnghh fondea sisd e L —

4. Chon doan vdn ban ma ban muén 4p dung dinh dang
mdi hoac ré qua van ban véi biéu tugng Format Painter.

g 5-0 @
Home
- X e = -
il WA ol KA A b St S8 N % gnc ABbCt A2BDC 408BC: AIBDC ASBKCCO AuSDC
puste 2 Mruv-exx & ¥4 afll > o T R T - —
wptosrs ) 3 Fort " Pacagraoh a—
e R ' ; 2

=S -

Suis khi ban da dinh dang van bdn tropg mt khy vye i lidy, ben c6 thé ¢ ddag
4p dung cdc dinh daog Wong W khéc Ban 8 thd thu hign diéu pdy ma khong cdn phdi
14p lai 4t cd cdc bude tuong tu mat Ién ity Thay vilo 6, ban cd the sl dung cdng cy
tién dung Format Painter cis Word Cdc bdn sao dinh dane Pormat Paiater syl Word
bdng cdch chon vin bdg va say dd «lick vdo nut hodc ré tréa vAn bdn ban mpsn dinh
dang

5. Word sé ngay lap tuc 4p dung dinh dang tuong tu vao
van ban mdéi.

he - TEORY seci aagbcd AaBBC AaBbC AaBDC s st
- 4 » w Vhomd ‘Notpu  Meadrg! eadeng:  aw  merde  dome

Sao chép cdc dinh dqng

Sou khi bgn dd djnh dgng vdn bdn tong n'\qf khu vyc 14l igu, bgn c6 thé dd dang ép
dyng cdc dinh dqng hiang ty khdc. Bgn c¢ thé thyc hign didu ndy md khéng cdn
phdl ¥p Q! 1Y cd cde budc hidng ty m@! Kn nda. Thay vdo 46, bn c6 thé sd dyng
céng cy tidn dyng Format Painter cya Word. Cdc bdn soo dinh dgng Format Pointer
cia Word bdng cdch chen vdn bdn vé sau @6 click vde nGt hodg ré trén van bdn
bqn muén dinh dgng

84 S,
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Xéa cac dinh dang van ban

Word sé dé dang loai b6 dinh dang van ban va tra lai
trang thai mac dinh cda vian ban. Ban c6 thé 4ap dung
lénh Clear Formatting. S dung 1énh nay bat cu lic nao
ban can loai bé dinh dang van ban tuy nhién van gid
nguyén van ban.
1. Chon van ban da dugc dinh dang.
2. Click vao tab Home trén vung Ribbon.
3. Click vao Clear All Formatting.

e

Weke -l oK &M e EE Y mca amncet AaBDC AGBbC AaBDC AsBHCCO AsRNCL | g,
L TR TN y. A E Thomal TNoSpec. Headng! Hesdogl  Tale Subite  Subaebm. s bl
ot 8 romt s o towng
. W. ) -
X649 cdc dinh dong ¥dn bdn
Word 14 g dang logl b3 dinh dang vdn bdn va td gl rgng thd| mdc dinh cdo van
bdn Ban ¢4 1 4 dung Mok Clear Formating. 34 dung Mnh miy bSt cd ke ndo
pan ofn logl b3 dinh dang van bxin hyy nhién vdn gkl nauvén van bdn.
1. Chen vp bdn 48 dwe dinh dyng
2. Click vdg tab Home tréa vine Ribbon
3. Cliek vjo Clear A)l Pormatting
4. Word o4 ggay ldp e pda U4 sd dinh deng viu bdy
i g e W = ' . -

o M e 9 faamcer| asmbcer AaBBC AGBBC, ABBC AsBCCO Aucel | oo,
EZPE T TIPSR o) il irnsapimeigrigil o
[ . . o tanmg
U rmm— \ . i "
1
|
|
Xég cc dloh dgng van bdn
Word s i dhgg loas x5 dimh deng vn bdn vA i lar e i mde di che vAo bas Ban oo o€ gp
Qung ienh Clear Formanting. Taf'quog itah w43 061 <¢ 1o ndo ban cfs loai b9 dipd fame v40 bdg @y
ahpe vig QP gguyfo vip bip
1. Chen v bo ¢4 dws dinh dane
2. Click vAo tab Home tréa wiaz Ribbon
3. Click #ij Cloar All Formatting
4. Word 5@ ngay i4p W 369 UL ok diab daog vén bdo.
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Clurdng S
DINH DANG VAN BAN VA TAO CAC TRANG

Trong chuong trude, ban da hoc mét sé6 ky thuat co
ban dé ap dung dinh dang cho van ban. Bay gid ban sé
dinh dang van ban cho cédc cap do tiép theo va bat dau ap
dung vao doan vdn ban va cac trang. Trong Microsoft
Word sé cung cAp tat ca cac lénh diéu khién vi tri van ban
trong mot tai lidu, cing nhu cdc tinh nang va yéu té trang.
Vi du, ban c6 thé thut 1é van ban, 4p dung cédc tab dé tao
cdc cot va chuyén van ban thanh mot danh siach gach dau
dong hoac danh sé. Ban cing c6 thé thém sé trang va
ngét doan v.v.v... trong nhém lénh van ban trén tab Home
ciia Ribbon. Ban ciing c6 thé thdy mot nhém cac lénh
Paragraph trén tab Layout. Tab Layout la noi c¢é cac tinh
nang tao trang néi chung.

Tab Home trén Ribbon cé mdt sé tinh nang diéu
khién co ban dinh dang van ban.

Click vao biéu
tugng Paragraph

| Ban cling c6 thé thay cac nut diéu khién doan 5
| dé md mot hop

van ban va dinh dang trang trén tab Layout )
thoai Paragraph co

cac tuy chon dinh
“ang van ban.
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Chuong 5. Binh dang van ban va tao cac trang

Thém cdc thut Ié van ban

Ban c6 thé thut 1é van ban theo chiéu ngang tir 1é
trang xung quanh van ban. Cac lénh Increase Indent va
Decrease Indent sé tao thut 1é trai va phai. Ban c6 thé
tim thay hai lénh nay trén tab Home. Ban ciing c6 thé
thiét lap cdc diéu khién thut 16 mot cach chinh xdc trén
tab Layout, bao gdm céc thiét lap cho chi dinh thut 1é trai
va phai trén mot trang.

1. Chon doan vin ban ban muén thut 1é.
2. Click vao tab Home trén vung Ribbon.

3. Click vao nut Increase Indent.

ASBRCEL AsBOCE ABBDC AGBBC: AaBDC AsSGCED AuBMCE
P romarae WU - EE s o Thome TNotpec. Mesdng! Hesdng? T  Subae Subseim. s

syt o tetng »

Ban ¢ thé thut 1§ vAin bin theo chidu ngane i 14 trang xung quanh van bén. Céc
1énh Increase Indent vA Decrease Indent u# tao thut 18 trdi va ohdi. Ban o6 thé tim th&y
hai 1¢nh nay trén tab Home Ban cang cé thé thiét 19p cdc didu khién thyt 1€ mot cdch
chinh xdc trén tab Layout, bao gm cdc thiét 14p chg chi dinh thyt 18 trdi va ohdi trén
mot trang

Chon doan van bén bao muoo thyt 1&

. Click vao tab Howe tréj; vung Ribban

Click v3o nut Increase Indent

Word gé thut |8 van bdn sang bén phdi.

. Click vao nut Decrease Indent.

Word gé thyt 18 van bdn sang bén trai.

Ih M

Tl

TR T T [ ) 1 -

4. Word sé thut 1é van ban sang bén phai.

2 Kom 5 o ARe e EW )oY e
n Ll =k e AsBKCL AaBOCeI AaBDC AaBLC: AaBLC AsBbCCD AsBbCel
oy

Sae 1 - e TR Westog ) Hesimg?  The  Sbwe  Sueim -
= i M 0 » € n w e B | Sems Tetesc. Hedng! Hemimg st St "

Pusgpann . S A temne

Baa c6 thé thyt 19 vao bﬂ_g theo ¢hulu ngang i 14 trang mmg quanh van bdy Céc
1énh Increase Indent va Decrease Indent # tgo thut 18 trii va phdi Ban c¢ thé tim thdy
hat 18ch udy trép tab Home. Ban cune c¢ thé thiet 18p ede didu khidn thut 16 mot cach
chinh xdc trén tab Layout, bae gdm ede thigt 18p cho chi dinb thut 14 trgi va phdi trén
mot trang
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5. Click vao nut Decrease Indent.

oy Ko
B Copy
#romaruee W1 U
govest | s e

-

T aamecet aamnccl A2BDC AGBBC ABBDC As3BCCO AuBeCel

! 5 [ -

ate &-E- e sl ey iy - — ¥ | 5

- s
v e

- Xan

Ban o6 thé thyt 18 vap bdg theo chibu pgang ur 14 trang xune quanh van ban Céde
1énh Increase Indent va Decrease Indent 82 tag thyt 18 trdi vA phai. Ban o thé timp thdy
hai 1énh nav trén tab Home Ban cOng o thé thiet 1ap che didu khién thyt 1& mot cach
chinh x4c tréy tab Layout, bag gdm cdc thiét 14p cho chi dinh thut 18 trai va phdi trén
mot trang
1. Chon doan van bdpn ban wubn thyt 1é.
Click vao tab Home trén vane Ribbon.
Click vao nut Increase Indent.
Word s@ thut | van bdn sang bén phéi.
Click vao mjt Decrease Indent
. Word 88 thyut 1& van bdn eang bén trdi.

Soaw®

Th thost

~FINCT T W] i [H i e

6. Word sé thut l1é van ban sang bén trai.

“cpenl Gu M B B BN Y s assct ABBBC AOBBC AZBDC eSO AMCH |

T e WP o cunffn 5 Thema fEem . Moyl gl W ecl e 3
ppoe ’ tepen “ - iy »
- = r——e e

Ban o6 th¢ thyt 16 van bdn theg chiéu ngang t 18 trang xung guanh van bdn Cac
énh Increase Indent va Decrease Indent 88 tgo thut 18 trdi vA phdi Ban co thé tig thay
hai 16uh nay trén tab Home Bap cung ¢ thé thiét 18p cdc didu khién thut |8 mot cach
chinh xac trén tab Layout, bao gdm cée thit 1p cho chi dinh thut {4 trdi va phdi trén
mol (rang
1. Chon doan van bdn ban nwon thut 1¢
2. Click vao tab lHome trép vane Ribbon

Thd thuat

Thanh thudc do

(]
b 'y

Mhém cac thut ¥ van bdn

Bau c6 thé thyt |é van bdn
18nh Increase Indent va Decrease
har |0 nay teop tab Hane Bar
chinh xde trén tab Layout, bag g
mQY trang.

Ban cdng c6 thé di€u khi€n bang céch su dung thanh thudc do cia
Word dé thut Ié van ban. Click vao tab View va click vao 6 ki€m Ruler

88 N,
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dé hién thi cac thudc do ngang va doc. Thanh thudc ndm ngang trén
cung sé thut Ié van ban, ban c6 thé€ ré nut thyt I€ van ban dén diém
mdi nhdm thiét Iap thyt Ié van ban.

7. Click vao tab Layout.

8. Click vao mii tén dé thut 1é van ban sang trai hoic phai.

Ban ¢6 thé thut |4 van bdn theo chiéu neang tif 1¢ trane xung quenh van béy. Céc
1énh Increase Indent va Decrease Indent 8@ tao thyt 14 trdi v ohdi Ban o6 thé tm théy
hai Jéoh nay trén tab Home Ban cane ¢é thé thiét 14p cdc didu khién thut |4 mot céch
chinh xdc trén tab Layout, bao edm céc thi&t 18p cho chi dinh thut 18 yréi v4 ohd trén
mét trang

1. Chon doan van bdn ban mubn thut 14
2. Click vao tab Home trén viung Ribbon
3. Click vao nyt Increase Indent

S e D s htoe e

9. Word sé 4p dung thut 1é cho vin ban.

Ban ¢4 thé thyt 14 van bdn theo chiéu ngapg tit |4 trang xung guanli van ban Céc
1énh Increase Indent va Decrease Indent 88 tgo thut 18 trdj vA ohdi. Ban ¢6 thé tim thdv
hai lénh nay trén tab Home. Bay cane c6 thé thiét 1o cdc didu khuéu thut 1& mbt cach
chinh xéc trén tab Layout, bao gbm cdc thiét lap cho chi dinh thut 1é trii vA phdi trén
mot trane.

1. Chon doan van bdn ban wudn thut 1¢
2. Click vao tab Home trén ving Ribbon
3. Click vao ndt Increase Indent.

b o b DD b Tis Zas

-m.~ ' » -
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Thiét I1ap cac Tab

Ban c6 thé sit dung cdc tab dé sép xép van ban trong
mot tai liéu hoac tao cdc cét van ban. Theo mac dinh, mot
tab thut 1& van ban trong Word sé bang mot ni¥a inch.
Ban c6 thé st dung mot diém dirng tab mac dinh bang
cdch nhan phim Tab trén ban phim. Pé xdc dinh diém
ding tab clia riéng ban, bing cach sit dung thudc do cia
Word. Ban cé thé 4p dung cac tab trudc khi ban gé nhap
van bdn trong mot tai liéu.

1. Click vao tab View trén Ribbon.
2. Click vao Ruler.

3. Click vao thuéc do noi ban mudn thém mot diém dimg tab.

muﬁ p céce Tab

Ban c¢ thé s dung cdc tab dé sép xép van ban trong mot tay lidu hodc tgo cgc cbt
van ban. Theo mac dinh, mot tab thyt 1é van bdn trong Word s2 bing mdt nda inch
Bap c6 thé st dung mot didw ding tab wac dinl) bing cach nhdn phin Tab teén ban
phim. P& x4c dinh diém dimg tab cya néng ban, bhng cich s dung thude do aia Word
Ban ¢6 thé dp dung cdc tab tnu6e khi ban gd nhép van bdn trong ot tai lidu.
1. Click vao tab View trén Ribbon.
2. Click vao Ruler
3. Click vao thude do ngi ban mudn thém mét diém dime tab.
The thest
8an clng & M xdc dinh mo! tab difm adog ridng b bang cdeh s AU hdp toai Tabs. DE s hidn,
hdy click 4o bidy biang Paragraph trdn tab Home ol trdn tab Layout Didu ndy s4 md ra hde thogi

Paragraph. Click yao nut Tabs. didu ndy s4 md mdt hp thoai md ban e thé thdm va hidu chinh didm
shing tab

101 i G g by - i -

4. Nhan phim Tab va nhap van ban. Tiép tuc thém cang
nhiéu tab va nhap van ban theo tab cia ban.

_

& Nl PP IS - on
; W e K b Z-F-N @A T yanc aBbCet AaBDC AGBDC AaBDBC AsBbCD 4aBbcel an
o e W v YA SE A M DD | e Wi Mordng! Memdng? T Stmm Sbtedm 55

] . - J Perapach L) -

_——E—mﬂmmmb

Ban c6 thé st dung cdc tab dé sdp x&p vAn bén trong mat tai lidu hoac tao cdc cot
van bdn. Theo mac dinh. mdt tab thut 1& van bén trong Word s& bing mot nda inch
Ban c6 thé sd dung mét diém dime tab méc dinh bing cdch nhén phim Tab trén ban
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Chuong 5. Binh dang van ban va tao cac trang

5. Dé di chuyén céc tab, ré tab dén mot vi tri méi trén
thudce do.

o LR R 4 i BF N | amacer aamsca ABLC AGBBC A2BDC AaBXD Bl - g
e M= * A sl - 23 [t iyt o o

Thist Kp cac Tab

Bau ¢¢ thé wi dung cdc tab dé efp xEp van bén treng mot L lidy hodc Lao cde cit
van bdn Theo m@c dinh. mot tab thut 1& van bdn troug Word 82 blog ot nga inch.
Ban c6 thé s dung mét diém dime tab wae dinh bAng cach uhfin phfin Tab tréin ban
phim. D€ gée dinh diém dimg tab qia riéne ban. bing cach et dung thudc do min Word
Ban c¢ thé ap dune céc tab tryée khi ban gd nhdp van bin trong mot taj liéu
1. Click vio tab View trén Ribbon
2. Click vao Ruler
3. Click vao thudc do na ban myop thém mot diém dimg tab
The thest
Ban cina g f ade dinh mal tab M ing 140 bid1 bAng cdch s ung oo thoal Tads A thug hukn

hdy click vAg bidu tvona Peragraph (rdn tab Home hodc trén fsb Layout. iy ndy s6 md m 0dp thea)
Paraaranh Click vAn mit Tahe A nAv <& mA mAr hAn Mnai mA han rr hA thAm va hidu chinh adm

i . B etk slls- 4+ +om

6. DEé loai bé mot diém dirng tab, ré tab ra khoi thudgc do.

i, X< Whn AR e T S8 N e aseca A2BDC AGBDC AGBDC ASBCD A

o B Replace.

- Wiv-mxx o cA- EsEl i Acd: tema i rwomy) il T B ameln . p
ovons 3 ront s —— . . tanng N
A RGN i e )

Thist 9p cag Tab

Ban 06 thé su dune cic tab d€ sép x8p vAp bép trone mét taj liéu hoae tgo cde cot
Ban co thi sl dung mot didm ding tab mic dioh bhog cdch ohiin phim Tab trén bio
ohfm D¢ xde dinh diém dime tab gja riéne ban. biog cdch gy dung thudc do alg Word
Ban ¢o thé 4p dung cdc tab tnsdc khi ban gb nhap van bdn trone mot (i litu
1. Click vho tab View trén Ribbon
2. Click vao Ruler
3. Click vao thuéc do no ban muén thém wot diém dime tab
Tisi timat

Thd thuit

Ban cing cé thé xac dinh mét tab diém dung riéng biét bang céch su
dung hép thoai Tabs. D€ thyc hién, hay click vao biéu tugng Paragraph
trén tab Home hodc trén tab Layout. Diéu ndy sé md ra hép thoai
Paragraph. Click vao nut Tabs, diéu ndy sé€ md mét hép thoai ma ban
6 thé thém va hiéu chinh diém ding tab.
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Tao danh sach cac ki€u gach dau dong va danh sé
Cac kiéu gach dau dong va danh sé6 la mét cach tuyét

voi dé to chitc danh sach van ban trong mot tai liéu va

lam cho vin ban noi bat. ThAm chi ban cé thé chi dinh

mot kiéu dé st dung gach dau dong hoac danh sé trong

van ban.

1. Chon doan vin ban ban muén chuyén thanh mét danh
sach gach dau dong.

2. Click vao tab Home trén vung Ribbon.

8. Click vao mii tén x6 xuéng bén canh nut Bullets.

4. Click vao kiéu nao ma ban muén ap dung.

;- 5% Fr
2 :._-_ Kty E-%- S )Y g amect ABBDC A0BDC ABBDLC ‘eiD asliscii ‘:__
- W -mar b w4 — e I T TR Y - -
o nng - sl=leo 0 » & -— - -
o CEPERSRERSSEED e 1 L )
> «_o

Céc kiéu gach ddu doug vh ddah 86 1a mot cach tuyét voi 46 14 chic danh sdch van
bdn trong mot tai Liéy va lam che vAn bda ni bat Tham chi ban c¢ thé chl dinh mét
Kby 4€ o0 dung gach ddu dong hodc dénh e troue van bdy

. Chon dogn van bdp bajy mubn chuyén thanh mét danh gdch gach ddu done
. Click vAg taly Home trén vang Ribbon
. Click vao ma0i Ly x6 xune bén canh put Bullets
. Click vao kiéu ndo ma ban mudn dp dung.
. Word 8¢ dp dung céc gach ddu ddng vio van ban

eV u o | g e m— n!u- 1 - -

(- I

5. Word sé 4p dung gach dau dong vao van ban.

8 -0 &

Home
Hca . D -
G ASBRCCL AsBECCE A@BOC AGBBC AQBDC AaBbCcO AsBBCEL . g pn
op e Reptac
Lo S W L TR A - ssalf - -0 ThNormel  ThNoSpec. Mesding]  Heading 2 Tt Subttle  SubteEr 1 g
ront " Parsaronn " styes 5 tatng
h w»«-ﬁw'rrwm ) . 3 | 3 | ) i 3 i ' «m«wumwm

Céc kiéu gach ddu dong va danh g0 1a mot cach tuyet voi 4é t8 chic danh sdch vAn
bdn trong tnt tai liéu va 1Am cho van bdn ndi bat Tham chf ban co thé chi dinh mot
kiéu d€ ed dung gach ddu dong hodc dénh &6 trong van bn.

1. Chon doap v8n big bao mudu chuyén thaph mét danh sdch gach ddu dong

2. Click vao tab Home trén vang Ribbon

3. Click vao wai tén x6 xubfng bén canh nut Bullets.

4. Click vao kifu ndo ma ban my6n dp dung



Chuong 5. Binh dang van ban va tao cac trang

Thu thust

Y= = A
EEERT == 8 7 |apoca

= = Numbering Library
1i— Y
) None 2———| |2
3 3y
_ |
17
| A a
Il B b
m c c}
e ——
a fy m——
b W —
B — W -

& Change List Level

Define New Number Format...

Ban chi can click vao nut Bullets dé gan cac kiéu gach dau dong mac dinh,
hoac click vao nut Numbering dé 4p dung céc kiéu danh sé mac dinh.

6. Chon van ban ban muén chuyén thanh mjt danh séch
ddnh sd.

7. Click vao tab Home trén vung Ribbon.

8. Click vao mai tén x6 xuéng bén canh nit Numbering.
9. Click vao kiéu dédnh s6 ban muén ap dung.

R RRR 5}
e BT U W A by [ et emdng] tesdngy  THs  Subike Sikmetml]
L Pom Y § Stybes toming
Nore - T 3 i B
o—n Tqo danh sach . » V| ¥gvaddnhss
Céc kiéu gach ddu ° "7 T céch ybt vin dé (6 chuc danh sdch van
ban trong mot tai ligu i« ‘i bgt. Théin chf ban c6 thé chi dinh mét
kiéu dé s dung gach d.” . ong van ban
1. Chon doan van bdn . . . h mot danh eéch gach ddu dong
2. Click vao tab [lome e ioe
3. Click vao mdi tén 6 xudng bén canh nit Bullets.
4. Click vao kifu nado ma ban mudn ép dung.
8. Word s2 dp dung cdc gach ddu dong vao van ban

Thai thayt
Ean chl cdn cick vao nut Builets 8 gdn cdc kdu ggch dAu dong m;c dinh, hodc dlick vdo nut Numbenng
a4 dp dyng cdc kdu dénh sd mac dinh.

G. Chon van bdn ban mudn chuyén thanh m¢t danh séch ddnh s8
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10. Word sé 4p dung ddnh sé vao van ban.

X cu : = - Prmd -
o A4 e b B S MY | puor At AaBDC AGBBC AaBDC AsBCCO AsBBCEl | s

Pttt bormatpuer T U o xox %A Ewuf 15 DD | tNowa ThoSpc. Meing! Hesding? T Subtie  SubteEm.. 1]y .
P ro 5 e « s & taong
MMW’“M‘WW‘L Tt ' Wwﬂw

ey

Cédc kiéu gach dau dong va d4nh 80 1§ mot cdch tuvét vai dé t chic danh sach van
bdp trong mdt tAi lidu va lam cho vaa bdn ndi bat. Tham clyf bea c6 thil chj dinh mot
kiBu dé s dyng each ddu done hoac d4nh s§ trong van bdn

1. Chon doan vAn bdn baa mufin chuyén thanh mot duah sach gach ddu dong
2. Click vao tab Home trén vang Ribbon

#. Click vao @i tén x4 xudne bén canh nut Bullets

4. Click vao kiéu nao mna bgn mydn dp dung

8. Word s2 ap dung ¢éc gach ddu dong vao van bdn

Thi thaat

8an ¢hf chn chick yaq nuf Bullets ¢4 gdn cdc Kidu gach ddu ddng mdg dinh. hedg click y4o asit Numbering
4 4o duna cdc kidu danh 6 mac dinh

6. Chen vau bdn ban mu6p chuyén thanh mot danh sikch danh 88

B g s s .- [

Tha thust

Click vao nut Undo.

Wil AsBCet AJBDC AGBDC AABDC AsBbCeO WiBNCel | oy,
Vhome Wk by | il Toe ot ecisfm

Céc Iuéu zach d4u dong va dénh 86 12 mot cdch wyet v 4{ t8 chic danh sach van
bdn trong mOt taj ligu va 1am cho van bdn nbi bat Tham chi ban ¢6 thé chi dinh mét
kiéu dé s dyng gach ddu dong hoac ddnh 56 trong van bén.

1. Chon doay vAn bdn ban mutn chuyép thanh mot danh séch gach du dong
2. Click yao tab Home trén vang Ribbon

3. Click vao m0j t3n x4 xuSng bén canh nyt Bullets

4. Click vao ki€u nao mna ban mutn dp dyng

6. Word 8¢ 4p dyng cac gach ddu ddng vao van bdn

The thast
Ban ch/f ¢dn click ydo m‘u Bullets & gdn cac &{_u aach dAy déna mdc dinh. hodc click yde mlt Numbering
2 do duna o il ddoh o mie dinn, _—
6. Chon van bdp ban mubo chuyéo thanh moét danh sach danh sg
i e i TR

Sau khi ban gan cdc gach dau déng hoac danh sé cho van ban, bat
cu dong mdi ndo ban thém bén dudi danh sdch cing dugc gan gach
diu dong hodc danh sé. Dé tdt chuc nang nay, ban chi can nhan gi
phim Ctrl + Z hodc click vao nut Undo trén thanh Quick Access Toolbar.
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Chudng 5. Binh dang van ban va tao cac trang

Piéu khi€n khodng cdch doan van bdn

Theo méic dinh, Microsoft Word sé tao khong gian
gitta mbi doan van ban. Ban c6 thé diéu khién khodang
cach van ban dé phi hgp véi nhu cau tai liéu. Vi du, néu
nhu ban nhap mét 14 thu hoac mét ban bdo cdo, ban cé
thé diéu khién khodng cach giita cdc doan vin ban. Ban
c6 thé chi dinh bao nhiéu khong gian trudc va sau doan
van ban.

1. Chon doan vian ban ban muén chinh sta.
2. Click vao tab Layout.

3. Click vao mii tén Spacing After dé chon khoang cach
sau doan van ban ban muén chi dinh.

OB 0
s o2 o 10U Mamers - Wi | I b 14
. % o T o yphenation | B Righe Tt [lap [
P setwy 5 Parsaropn

Indent

1. Chon doan vdn bdp bgn muén chinh ala
2. Click vdo tab Lavout

8. Click wiiy moi tdn Specing ARer ¢f chon kbodne cdch sau doen van bdu bun musin
chi dinh

4. Néu obu ban mun thi€t 4o khodne céch truc doan yAn bdn. click yhu mill Wn
Spacing Before d€ thi€t 1o khodne cdch tnidc doan viin bdn

8. Word s dp duns khodne cdch mdi yAe doan van bdn

Il Ot

i Ao gy - [ L [

4. Neéu nhu ban muén thiét 1ap khoang cach trugc doan
vdn ban, click vao mii tén Spacing Before dé thiét lap
khoang cach trugc doan vin ban.

ieu khien khoang cach

r s n References Mailings /i
E [ kg lﬁ % = Breaks - Indent Spacing
[ j i - 2 & it
Margins Orientation  Size Columns s 359 == Before |18 pt tﬁ-o
% p . bl Hyphenation~  =#Right 0" I SaAher 14pt
Page Setup . Paragraph
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5. Word sé ap dung khoang cach méi vao doan van ban.

Khodng cach truéc doan van ban dugc thiét 1ap.

e
™~ i e
Margins Onentation  Sae  Columns JOLp M | 8
. on S SO o pobhenaton
Pagesetup .
ok’ i e
018y kién khodng cdch doan van bdn
Theo mic diah Microsoft Word s¢ gy khéne nan 2ida mbi doan van bdp. Ban of
thé didu kludn khodna céch véin bin &4 ghy hop ydi ohu cdu ti lidu Y du. afy ahu ban
ohdo mot )4 thy hosc mdt bdn bdo cdo. ban ¢f thé difu khién khodne cdch sl cdc
doan vAn bdn. Ban ¢ thé chi dinh bao nhiéu khéna eian trydc yd gau doan vén big.
1. Chon dosn van bdn ban mudn chinh sta
2. Click vdo tab Layout.
3. Click yio mai tén Spacing After &£ chon kbodng ¢deh sau doan vén bdn bgn mudo
chl dinh
4. Né€u ohu ban muSnu thift |gp khodng céch tnste doan vin bdn. click yig mdi tén
Spacing Before g thi€t Jap khodng cdch trudc doan vin bdo
o e vt M e hmm b b s e e e — e

Tha thust

Dieu khien khoang cach doan van ban.doc [Comip

Add-ins 1%
‘..'1 xfux WNI-Centur  +[11 « A A Aa- % EZ.l=-NCo EEN O ;AaBchg 2
— o |
e !,Fu:mp.im’ 8 I U-axx x' v-A- === TNormal 1
Clipboard 1] Fant ] Parai il
L EES et A 115
15
- 20
I 25
30
Line Spacing Options...
& £~ Remove Space Betore Paragraph

Remove Space After Paragraph

Trong chuong trinh Word 2016 cing dugc bé sung thém khodng cdch
gitta cdc dong, qua dé ban sé nhan thdy bat cu khi nao ban nhan
phim Enter dé bdt ddu mét dong mdi. D€ gan khoang cdch déng don
trong Word 2016, click vao tab Home, click vao nut Line and Para-
graph Spacing va click 1.0.
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Thiét 1ap cac lé van bdén

Theo mic dinh Word sé thiét 1ap 1é van ban la 1 inch
trén tat ca cac trang. Ban c6 thé thay doi cac lé vin ban
cho phii hgp véi nhu cau tai liéu cia ban. Bao gom mét so6
1é dugc cai dat sidn, ban c6 thé 4p dung, hoac cé thé tao
cac 1é van ban cho riéng minh.
1. Click vao tab Layout.
2. Click vao nit Margins.

3. Click vao cac thiét lap 1é van ban ma ban mudn ap dung.

et g cdc K van bein

P & Theo mac diph Word o thiét ldp I¢ vAn bdn 1A 1inch utn Wl cd cdc tang Baa

- thé thay 44j ods. 14 via bdn cho pbu Lop yii ol cdu t4i Leu cla ban Bae gdm ot of ¢

. . dc cdi dat edo. bao of thf 40 dung. heds od the taw e 1€ yAn bdu she ritne mnb

o 1. Click vio Lab Lavout
i T e 2. Click 1o out Margins
Sailed i - 3. Click vio cdc thiet Up € viin bdn A ban mein do dung.

— 4. Word of {p dung ods i wdi che Lrang Wi lidy-
T Dhwef

a0 o (b &l duno 100 thea Magw Sotu 3 1l 40 4 vio Qdn s rte Margine > Custom Margms &
@d Mg thoa: Page Selup > cick yig ted Margns O il ban od tbd () (Ao cds ¥ vdn ddr Top (Ldw
Botom (audy) Len (ail va Msphi fohdi) Cac oo 0D 8 QUDC Ch B bdD iches tih &) rla ala Uara

N e e

4. Word sé ap dung cdc 1é mdi cho trang tai liéu

T 9p céc W win bdn

Theo @ac dioh Word et thift lp 14 vAD bda lA | wch tran Ut ol ol taon Ban ot W bay @6
s i v4n bdn cho ol bep v obw chu Wi lidu la ben Bas eém oot of U dhier cau dat odo. beo o
4 o duas. hadc of b4 taq cds U 140 tea cho afos mioh _o

o_ 1. Click vio tab Layout.
2. Click yiig put Margine.
3. Click vig e thuel I4p U via bip oM bav mudo $p dung
4. Word of €p dung cis I mdi cho (mag Wi lite
I B!
B0 G i &I Ao g (o e Sore of el 40 M 0 (1 Cack pag Mapes > Custom Mapes of ] 240 R0
Fuge Senw > cick gy ‘0 Mapee O Aty 0m0 @ OF Tef) o Gk o il 0o Top Mn). Bonom (A Le? A 8
N ok Cac oo G0 a8 Aux cty Ao Blo rows inh o (e cls bana
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Thii thust

o:“'-f‘-;llljr"ﬂi&é;’mp_age Sctup. “ha“ ;"‘\_;'._Itvl_"__'i!_-m“,
l Margins [ Paper l Layout | ].’
Margins :
Top: os s gottom: o5 v ;
Left: 0.5 3 Right: 05 | i

Gutter: o - Guytter position: Left —i]

Onentation

A @)

Portrait  Landscape

Pages

Muttiple pages: | Normal

L)

Freview

I

L Applyto: Wnole document v |

.2

H Set As Defautt ‘ Cancel

[=]
E

Ban c6 th€ si dung hép thoai Page Setup dé thiét lap I€ van ban.
Click vao Margins > Custom Margins dé md hép thoai Page Setup >
click vao tab Margins. o] déy ban cd thé thiét lap cdc Ié van ban Top
(trén), Bottom (dudi), Left (trdi) va Right (phai). Cdc phép do sé dudc
chi dinh bang inches tinh t rla cda trang.

Tao cac cot

Ban c6 thé thay déi van ban trong Word thanh cac
c6t nhu trong mot td bdo hoic tap chi. Cdc ¢t van ban la
su hoan hdo cho cac ban tin va cdc 4n phdm khéc.

1. Chon doan van ban ban mudn chuyén thanh céc cot.
2. Click vao tab Layout.

3. Click vao niat Columns.

4. Click vao sé c6t ban muén tao.
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a0 i 180 s G Als D R v U Gl M 000 Qe Comrvn O (a2 0o o8 0D Ot
Canamrs 14 cick paa More Coome. am & (088 Ga N of B Qu O oo xch G 1 WD ke 0ul
e

5. Word sé ap dung cdc ¢t cho van ban.

T Bt
800 a0 10 e e @ iy QMO el A 03 G2 M (0 o Cobrmrn O i 03 009 D oAk 10 A
Corrmra 14 ohch g More Conmns s a1 thefd o ool o @R e (0 et T Gl Al ) ikl

D A e
Thii thust
il |
Presets . }
g [0 m w wm
[ Qne o e ) o
Number of columns: 8 4 i petissn

ole: Wi Spedng
 SKRE 3 los

Appyte  Selected ted v Aart new column

1 ) taual conmmn wiath

oK Cancel

Ban c6 thé tao c4c cdt tiy thich véi sy trg gitp tir hdp thoai Columns. D€ hién
thi hép thoai, click vao nut Columns va click vao More Columns, sau do thiét
I4p mét s6 do cy thé cho méi cot va khoang cach xuét hién gitta céc cot.
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Tao dudng vién cho van ban

Cé mot cach dé dit doan van ban trong mot khung
hodc mot dudng vién. Ban c6 thé si dung ky thuat nay dé
thiét lap cac dudng vién vao mot cau trich dan hoac & gitta
mdt ban bao cdo. Ban c6 thé tuy chinh dudng vién vao van
bén bao gdom tat ca bon mat, hoic chi mét hoac hai mat.

i

. Chon doan van ban.
. Click vao tab Home.
Click vao miii tén x6 xuéng Paragraph Border.

W N

Click vao kiéu dudng vién ban muon ap dung.

i~ X i i - 5 g -
:?»z:; e | AaBMCEL ASBSCEL AaBBC AGBBCI AGBDC AWBHCEO AaBBCEL ::‘:“
rory 8 T U omm Thomal SHoSwc. Mesdng) Headng? | Tde  Swie Subteim. i 1o
e & ront spes & tatm 5
= [— . a——
190 dudng vidn cho wdn bdn
O - 4 Y
1. Chen doan van hip
2. Click ydo tab Home
_ B Horgomation
3. Chek vdo mai tn #f xuong Pare gy |
4. Click vao kidy ddng vidn ban O vewCron
8. Word 86 dp duna cde dwng vidn d ==
Thii theat
0F oar a0 MOl AK0a vdn (@9 WA vdn AN ebon dan WAn bdn, cick vdg Gl @ of mf
Paraoraoh Border. il ckck véo Mnh No Border.
g Ot Nween D Inghn iee Sialed o B ® . - -~

5. Word sé ap dung cac dudng vién méi vao doan van ban.

_

X o

AMBLCEL AsBRC:! A2BLC AQBBC, AJBBC 4s8occh wbeCri g oo

| TNotmal Wi | by - v

= =]
. Chon doan védn bdn.
. Click vag tab Home
. Click vAo mqi n x6 2uéng Paragraph Rorder

Click ¥#n ki€u dwdnz vién ban muén gp dyng
. Word 88 dp dune cd¢ ®ng vién mdi.

® AWK =
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Thd thust

B - T Normal 1 No Spa
Bottom Border
Tep Border
[ Left Border
] Right Border
. No Border
A All Borders

D€ loai b6 mdt dudng vién trong doan van ban, chon doan van ban, click
vao trinh don x6 xuéng Paragraph Border, va click vao lénh No Border.

Thém hiéu Ung t6 béng cho doan vén bdn

Cung vdi viéc tao dudng vién cho doan van ban, ban
ciing c6 thé tao mot doan vin ban c¢6 béng mau. Vi du,
ban c6 thé thém vao mét béng mau phia sau doan van
ban bao cdo hodc mot tai liéu.

1. Chon doan van ban.
. Click vao tab Home.
Click vao mii tén x§ xuéng Shading.

N

Click vao mét mau ma ban muén dp dung.

i - P imd +
o RN RUIE SRR SRERE S LY e suxunh( AGBbC, AaBDC AsSbCcO AsBOCHL ' g e,

TN e YA A ﬂ r;‘ g wae et s e

1o . [— e . ooy

e | I"Iinli‘o | -

i Cton,
waumgldbéngchgdo.lm sasmEn

ol b 4
. Lbon docu vao ban
. Click wp tab Home

Chek vio mqt may m@ hikiy qudy dp din
Word s 8p dyng béng may miili vdo dogn vép hin

1

2.

3. Cliek viq my) teg f sudnz Shading

4

8.

8. Clek yis @ui Wn v zudng Shading > More Color ¢4 md hp thog; Colar, chon tab

Standard fed¢ Custom va say 48 chn gilis b @uso dp dung
T Ohost

Wunmmw1mmmmm €hon dRRn YR 4 s R cHx vig Iy &on No Cokor i/
Dno mav 5
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5. Word sé ap dung béng mau médi vao doan van ban.

—'—

-l

s M- ¥ aa N v
vao- wnalfn o

- . ———

Thém hidu Jna #6 béng cho dogn van bdn
Cong vii v 1o Stk 0 .

- Chon dosn vén bdn
Click vio Lab Home
. Click vio mds t40 ¢f méng Shadiog.

. Word s¢ dp dung bdna mdu méi vio dosn viln bdg

1
2
3
4. Click yio mdt mdu ma ban muén dp dung
8
)

. Click vfo m0: 20 f xudng Shading > More Color ¢ md hop tboai Color, chon tab
Standard bogc Custom v eau ¢4 cbon @4y ben mudo 4o duog.

Thel st

©f oa o0 mé 1§ 2900 €9 N oan v b chon oRn 1l YA s OF R 16 (Lx Ehon Mo Cor
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Thoma Pl Mg | Myl Tee e e o
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6. Click vao mii tén x4 xudng Shading > More Color dé
md hdp thoai Color, chon tab Standard hoidc Custom
va sau d6 chon mau ban muén 4p dung.

]
u - | TNormal 3

Theme Colors
I .IIIIII

Sundln!('nlus
EN[E =Em
No Color

Thi thust
D€ loai b6 mau t6 béng cho mét doan van ypeme Colors

ban, chon doan van va sau do click vao tuy

W Custom| | ox» ]

| Gotors: Conced ]
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Chuong 5. Binh dang van ban va tao cac trang

Chén cac sé trang

That dé dang dé thém sé trang vao tai liéu dai ma
ban tao trong Word. Ban c6 thé chén sé trang 6 trén cung
ho#c dudi cung cia trang tai liéu. Sé trang la mot phan
cia Header (ddu trang) va Footer (cuéi trang) cia Word.
Nhu vay, ban cé thé chon mot loat cac kiéu sé trang dugc
mac dinh trudce, vdi mdi kiéu s trang sé c6 mot dién mao
khac nhau hoac vi tri trén trang.

1. Click vao tab Insert trén thanh Ribbon.
. Click vao nut Page Number.

2
3. Click vao mot vi tri trang.
4

. Click vao kiéu s6 trang ban muén st dung.

[A%] B QuckPuts~ (X Sgnature ine = 7T fuation
a4 Wortan: [ Do Teme 2 symbol -
=l

. @ symbos
o o ok Mombet 1 NIl pomem ol Paga 7y R s
B Boge Margins §
' @ Cument Poson
[
m«:_es&} ‘ _'o
b TG el R — 1D tag trang Word. Ban cf thi
chén 86 trang €u. S4 tranz |j mot nhdn cls
Header (ddy ( ‘ vv. ban gi thd chon mat gai
cic kifu ud tx £0g of ¢f bt dien wao khéc
ohau hoge i | ™
1. Click vag ==
2. Click wg |
3. Click vao f
€ Click YAD [ e s s b o 1
8. Wordet o @ trane vio i litu.
6. Click vdo Close Heador and Pooter ¢f thodt ynh odng ody-
s et Chmat
Episl Bem ¥ N m—— PR

5. Word sé md vung Header hoac Footer va dp dung cdc
so trang vao tai liéu.

i L (2 o g
That @ deve il then gl trang vae L) ey dd) 14 ban lau troar Werd Hau of (b
chAn of Lrans d trén iog hodc AL QM2 (A WADA (AL Ly 59 raos W Al 2bdo wa
Ileadrr ddu trane o Proter icudi traner clg Word Nhu s bon of Whe chan a0t leas
cie dun gf Uane figm mAC Qub thc von oxiy ks g aug ¥ (f @AY dien mao Wi
nhoi bode W Lrl L0 trana
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6. Click vao Close Header and Footer dé thoat tinh nang nay.
Thu thust

4 50 @

H -0 =

' TR ) BR M OE ) Lo
- L = R g L IR =
ﬁloﬁu Page  Date & Document Quick Pictuses Onkne Header Fox Page  Dete & Documert Quik Pitures Onbne Goto G
TEE - Numberr Tiume  Info- P~ Prctures  +4 . WNumber-  Time Infos  Pems: Prctures  Heoder F
Pkt - e et .
= . =
- i
Blank (Three Cobumas) f Blank (Three Cohimm]
' &
# - - Bee J
At I Aste
| |
R |
Mtz et 1 gmabeet.
—————e——g |
i
% More Headers fram Office.com . @8 More Fostnrs frivn Office.com
[ Edr Header ' QD tdn footer

T Dot [y il oI W7 —

D€ loai b sb trang trén phdn Header hoac Footer, diéu don gian chi
hién thi lai Header hoadc Footer va click Remove Header hodc Remove
Footer 8 dudi ctng ctia danh séch.

Thém tiéu dé dau trang va cuéi trang

Ban c6 thé sir dung header (tiéu dé ddu trang) va footer
(tiéu dé cudi trang) trong Word dé tao thém van ban trong
khu vuc 1€ trén va dusi trong mot tai lieu. Mot tieu dé xuat
hién ¢ dau mdi trang, trong khi mot tiéu dé khéac xuat hién
¢ phia dudi trang. Ban ciing c6 thé st dung tiéu dé dau
trang va cudi trang dé hién thi tiéu dé cho méi tai liéu nhu,
tén td chirc, ngay, thang, v.v.v... Trong Word 2016 sé cung
cap mot loat cac tiéu dé dau trang va cuéi trang dugc cai
dat sdn, ban c6 thé sit dung hoac tao riéng. Nhiém vu trong
phan nay cho thdy mét tiéu dé nham bé sung va nhan
manh vao mot tai liéu, tuy nhién ban c6 thé sir dung cac
budc tuong tu dé thém header va footer.
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1. Click vao tab Insert.

2. Click vao nut Header hoic Footer.

3. Click vao phan dau trang hoac cuéi trang dugc thiét
lap sin dé 4p dung.

(7] 8 Quik s - (¥ SgnuureLine -

IREERR

i

Tham hev & i trang va Gudi mna =
Ban i (b4 ol duag header (du df ddy trand) ol fooi |,

Word df 10 thim YA talo Loog kbu v | Wea Y8 duh 4

natt bian ¢ div @di weag trupg kbi @at tidu A ik sl

Qoe oo thé a) duna titu & ddu Lrmne vd cuwdi tmaa & tuf e

abut, n o ok, agdy. théug L.y, Trong Word 2016 g
G sl YA s g e cAi dat sio ben oo wbof m o | R

tronn phdp gdy cho WAY @At ity & ahAm b s yA ohd |

hioo ban ol b4 al dund ofc bl Wemg i OF e header oy i ol iom
1. Click vio tab lnsert [
3. Click vilo nut Header hoac Foolar. O

3. Chek yaQ phdn ddy Umng bedc sufi truua DS Wiet 140 v
4. Word ¢ o L6y & Qu \rane bedc ity 9 cu umag vA hifo L cic vao o @id

4. Word sé md tiéu dé dau trang hodc tiéu dé cuéi trang
va hién thi cac van ban giit ché.

em My &4 ddv tona ¥ Sud) tarag

Tha thust

wo: trang.doc [Compatibility Mode)] - Word (T

Mailings
i _-i“jq Previous Different First Page
S Next Different Odd & Even P,
Goto Gatel N
Headel * . LinktoPrevious v Show Document Text
fhiawgation Options

Néu nhu tai liéu cla ban cé ca phan tiéu dé dau trang va tiéu dé cudi trang,
ban co thé chuyén déi gitda cac khu vuc trén trang bang cach st dyng nit
Go to Header hoac Go to Footer trén tab céng cu Header & Footer.
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5. Thay doi tiéu dé dau trang hoac cudi trang clia riéng ban.

6. Click vao nat Close Header and Footer dé trg vé tai liéu.

Thbm Ny ddv trang ¥ cul roca
Bau o 1he ol dui heador ‘e dd s (o108 YA Puter dy O Sudi Umug! Lowog
Word & 140 DA@ Y00 bin Long kb we 16 U vA A Loww @AL W lity Mot uey &8
! hitn ¢ Gy wds trany drvod K wdl Ut O Abds tuas huan ¢ ohia ki tmoe Ban
g 0 W 2 e ou & ddv Umag Y8 cuh Lagg OF el W téu B s D3, L ey
b 100 b ehitr, 0edv thana v.s.v. Trooy Word 2016 3 sy ofp mot loat cée tidu dé
Gy traun w8 Qui Srene A cii Gl oo bea o e ) e bedc 190 Géna. Nbdo vy
Anuig ohdu oy chy thay wdt i 94 ubdm b waw vA ubdo @ach yae 4wt Wi Lty Wy
ahuog bau & e o duux s s bamg W O lkin header ya hater
1. (Jick vao b (nsect.
2. (Irek ypg puy Headsr hoac Pooter
3. (hiek vAg phdu day trana hodc cui tmne @age 1uet 180 so A ki dhls
4. Word 3 qu téu @ @i Lraoo bodc 1y (4 ut Leagg wi hudo Lhi ke vin Mo aid
hd

-
P T T I . - i . -

7. Word sé hién thi tiéu dé dau trang hodc cudi trang

- Lo G s o et IH N Y e auinct AIBDC AGBOC AIBDC AaBCcO AaBCel

A —
= et TTHimar & v.A- - mva] 3 &-F Vi Fi ey — - i B
s - . PR - -
CWRNNG 3
Todm bey 4 ddv frang v sl ong

040 o W4 ol dunw beader an dd ddu trane) VA footer (Ifu df cudh treng) Weal
Word ¢ 180 ¢m vio béa (oo kb o 4 o T A bwod mOL Wi ity MOL Lty
ot hido ¢ ddu i Upag \rena khi w0t Uw 46 khac Rt hefa ¢ ohia G kaag Ban
00a o e o) dung tifu & ¢y aog v @i wnog O Wida thi Uy & cho @i Wi ldu
ahu g W chie, acdv. théng. v.v.v... Trung Word 2016 98 quoe cfp mas loat cdc tidu &
&y ynog vi QXi trmoa Ae< chi 8 sl ban o0 W al duilg hode Wo ndna Nhisg y
\mag phdn oAy cho tslx @3 4idu 06 abdm ¢ amg vk ol @anh B9 @t tAi lifu By
ohién ban ¢ (b &l ik cic e woma W @ thém header yi footer
1. Crck vio tab lnmrt
£ Quek vio @it Header hodc Pooter.

3. Qlick vig ohda &du trano hoge cufi trano duye thi€t lde afn & Ao dung,
4 Lwdwm««ummmmwmumnmmmum

Thi thust

Ban c6 thé tao tiéu dé riéng va thém chung vao thu vién Headers va
Footers cia Word. Ban gian chi can chon tat ca cdc yéu t6' dé bao
goém céc tiéu dé dau trang hodc cudi trang ban da tuy chinh, click vao
tab Insert > click vao mai tén x& xudéng Header hodc Footer, va sau
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Chuong 5. Binh dang van ban va tao cac trang

do click vao Save Selection to Header Gallery hoac Save Selection to
Footer Gallery. Hop thoai Create New Building Block sé dugc hi€n thi
va thay déi cdc thiét Iap cho tiéu dé riéng cda ban. Click OK dé déng
hop thoai Create New Building Block va tiéu dé sé duoc bé sung vao
bo suu tap.

Click vao tab Insert Click vao mii tén x6 xudng Header hoac Footer

[ Yoy r__. (A7) 0 QuickParts~ [ Signature Line ~ 7
i sage E:‘B\.ﬁr “.' # Bookmark Buit-in <
am..."".. Ay - s 3 Croms-reference Blank
e iy i i ® i, | Gomnint )
g ' R ‘ e .
l L .
_— |
-
— hem tiéy 96 34y trang v cud) fang

Ban o6 el Bl dung beader (Béu df ddu trapg) YA fool

wmm.mmmm:mxmmummmn‘ !
x4t bigo @ Ay mé; tranu. hrong khi mot tidn 34 Khdc XUl gaeded

cuug o the Al dune tivu 8¢ &y Lupg YA culi trang ¢ hud l
g 460 Y chic. nagy. thine. v.v.v.. Troga Word 2016 g ( NSRRI ]

ddu trang YA oufi tewna due ol dit sdu. bay co thé Al du
110 phén wAy cho Uy @Ot Geu dé ahdin Lf wng v4 obg
nhuéu ben o6 thé sl dune cac bude turue W §€ them hmxdn:r
1. Click ygp tak losert

2. Click w4 it Headar pgac Yootar " 5 R

3. ek vav vbdn ddu trene hode cwdi trauv duoe thidt ldo s 0

Click vao Save Selection to Header Gallery hoic Save Selection to Footer Gallery.

HS Mote Headess from Office.com

Thay d3i c4c thiét lap cho tiéu dé riéng cta ban

Name: CHUONGS5 !

Gallery: l Headers

Category: LReport

Description:

Save irx !Building Blocks.dotx

QOptions: I Insert content only

Click OK
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Chén cdac ngat trang va ngat doan

Ban c6 thé st dung ngit trang va ngat doan dé kiém
soat cac trang trong mot tai liéu. Theo méac dinh, Word sé
ngat tai liéu vao trang cho ban. Ban c6 thé tao mot ngat
trang bat ct khi nao nham bat dau mot trang méi. Ban
cing c6 thé sit dung cac ngéit doan dé bit dau doan mdi
trong tai liéu.
1. Click vao noi ban muén ¢6 mot ngit trang trong tai liéu.
2. Click vao tab Layout.
3. Click vao nut Insert Page and Section Breaks.
4.

Click vao Page.

e }dl dogn
[ ¢ trang va ogdl fpan 46 ki€m eodt cdc trana tropg mot t4;
- e w ngdt tai lidu viu iy cho ban Ban 6 thé tgo mot ngdt

T 3 bdt ddu mat trang mdi Ban cung o thé s dhimg cde ngdt
S P LI - o Y héu |
R o6 mol oedt trangwWhg Wi lidu.

v ge and Section Breaks.
i et ——

B. Word sé chén nedt trang Lrong tdi kieu

Thel Gwet

8an alng @ Ind e mdt nad! rang 1H9ng qua tab insent Il thanh Aibbon. Chck ygo tab insent va choa
Page Break

6. Chek vdo nai ban mudo ngdt phda trong t4i 1idy

T R ey - [ . -

5. Word sé chén ngit trang trong tai liéu.
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Thd ﬂrin_it

B -0 @

File Home Design Layout References

Bi Cover Page - D !— [g r‘j B SmartArt

Blank Page 1.1 Chart
O3 Blank Pag Table Pictures Online Shapes

= Page .'m - Pictures ~ s SCTEEN
Pa Tables Illustrations

ges

Ban ciing co thé chén mét ngdt trang théng qua tab Insert trén thanh
Ribbon. Click vao tab Insert va chon Page Break.

6. Click vao noi ban mudn ngéit phan trong tai liéu.
7. Click vao tab Layout.

8. Click vao Insert Page and Section Breaks.

9

. Click vao kiéu ngit phan ban mudn.

74! doan

4t Lrang vd nedl dosp 46 ki sody cdc trang trong @OL LAi
8¢ ngdt Wi ligy vilw traoe cho ban Ban c6 thé Lao mét gpdt
1 bdt dfu mot g 4 fan cang o the ed dune edc npat
.,. aong (41 LOU.| a

6 mot ndt trang TORg t4) lidu

4. uLnex vao nut tneert rage and Section Breaks

10. Word sé tao ngit phan vao trong tai liéu.

H %0 @

Home

& e i Sl el aan [

Fiomatsie S T U -mux (- » A susli > O [

e Yo . - -
n——

el RANDE ANEBC. AJIDE seie

Chén cdc ngdt trgng va nadt doan

Hon o¢ thd &) dune agdt tryng va ngdt doan & kidm s0ht cdc Lrang Lrong mat taj
Ligu. Theo méc dinh. Word p¢ qadt 1i li¢u vio trane cho lum Ban of the tao mot aedt
trang bt o khi ndo nhim bt dbu mot trang md: Bag cune f thef i dune cqg ngdt

@ dosn € b4t ddy doan @) trone Wi Libu.

1. Click vdo aci ban mudo & mdt nedt tmne trone Wi heu,
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Thém mot Watermark

Watermarks la cac hinh anh mé nhat, mau hinh, hoac
van ban xuat hién phia sau van bédn trén nén cda trang.
Watermarks dugc st dung nhdm danh dau tAm quan trong
cha tai liéu, chang han nhu tin bi mdt, bdn thdo, hoac tin
cap bdach. Ban ciing c6 thé st dung logo cta cdng ty nhu la
mot watermark. Bai vi watermark xuat hién trén nén trang,
c6 hinh thuodng md nhat vi vay ban van cé thé doc bat ky
van ban xuit hién trén trang. Word c¢6 mot sé watermarks
dugc thiét 1ap sin, ban c6 thé lua chon hoac tao riéng.

1. Click vao tab Design.
2. Click vao nit Watermark.

3. Néu nhu ban muén st dung mot watermark cé sén,
chon mot kiéu watermark trong bo suu tap.

Watermarks 14 ¢dc hinb dnh md nbat, mdu hinh, hetic vin bdn x
vin bin trén nén cia trang. Watermarks dugc st dung nhiim ddnh ddt
cla tai liéu, ching han phy tin bf madt, bdn thdo, hodic tin odp bdch. Be —CONFDRTALT CONOHTAL: EN"” one

dung logo cia cong ty nhy 4 mot watermark. Bgi vi watermark xuf

trang, 6 hinh thuing md nhat vi vy ban viln ¢d thé dec bt ky vin b

trang, Word ¢ mt s§ watermarks dugc thiét 14p sdn, ban cd thé

riéng.

435 1. Click yag tab Design

2. Click viig mit Watermark. s

3. Néu nby ban mudn sd dung mot watermark o sdn, chon. mot kifu g ..,
bo suu tdp.

4. DE tao watermark cia riéng ban, hiy click vio tiy chon Custom v», p
héo Wsmi Printed Watermark.

8. Dé tan vAp bin watermark riing bi¢t trén traog. click ydg ¢ kifm T-n watermark

T il

4. Dé tao watermark cua riéng ban, hay click vao tuy chon
Custom Watermark dé md hop thoai Printed Watermark.

5. Dé tao van ban watermark riéng biét trén trang, click
vao 6 kiém Text watermark.
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| (O No watermark
O Picture watermark

Select Picture...

Scale: 'Auto o ) :Z] (¥ washout
@) Text watermark
Language: |English (United States)

_:U.mmwm
@® Diagonal (O Horizontal

| e oy [ R eant I,
Lo ] [ o]

Thd thuit

Ban c6 th€ su dyng mét anh nhu la mét watermark, chang han nhu
mét logo céng ty. Click vao tuy chen Picture watermark trong hép
thoai Printed Watermark va chon mét file anh ban muén s dung.

6. Click vao miii tén x6 xudng Text va chon vin ban ban
muén st dung hodc nhap vin ban cda riéng ban.

7. Si dung cdc mii tén x6 xudng dé tuy chinh phong
chir, kich ¢d va mau sic cia watermark.

8. Chon kiéu ban muén watermark hién thi theo dugng
chéo ho#c theo chiéu ngang trén trang.

9. Click OK.
10. Word sé ap dung watermark vao trang.

i
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&i thust

e, e e oo bk 'l
frdpiplardgaprof Qe ucte oy g gt of
.

i ok o s i, . . o, 0 s b

T Ch ek D \ CONFDENTIAL TORFOINTAL DO WOT COPY
it onatiy 28 N
ey ,
¢ Bl i st Y-
ot |
. L
eaw s, ~)
1 s s o s o B
R i T
o
-
; S et o b B e 1 e e o
o e b sl o S e s e e s
- .
o
e T A et —
P s
o . et o e 2 e e
v,
T wn T gt ey s s - . -

D€ loai bé mét watermark ban khéng con muén st dung, hay click vao
tab Design > click vao nut Watermark > click vao Remove Watermark.
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Chuaong 6. Thém cac dinh dang nang cao

Chudng 6
THEM CAC DINH DANG NANG CAO

Mot s cac tinh nang dinh dang van ban c6 san trong
Word dudng nhu vo tan. Ban ciing c6 thé thay déi su xuat
hién va vi tri van ban, thém cac yéu td trang van ban va
nhiéu hon nita. Trong chuong nay, ban sé hoc mot sé céac
tinh nang cao cap hon vé dinh dang van ban ciia Word.
Tao va ap dung cdac Style

Céc Style (cdac kiéu ddang) 1a mot cach tuyét voi dé ap
dung mot tap hgp cac thudc tinh dinh dang cho mot tai liéu
va tao mot cai nhin théng nhat. Word c6 mot loat cac Style
(kiéu dang) dugc cai dat sin dé ban cé thé st dung, hoac
tao riéng. Vi du, thay vi 1ap lai dinh dang méi 1an mot tiéu
dé xuat hién trong tai lidu, ban c6 thé gan mot Style nham
ap dung vao van ban vdi mot cad click chuot. Ban cing c6
thé st dung cac Style mot cach nhanh chéng dé dinh dang
van ban va nhiéu hon nita. Ban ¢6 thé sit dung thu vién
Quick Styles dé nhanh chéng tao mét kiéu, hodc c6 thé
thay déi cdc thiét l1ap Style dugc thé hién trong bd suu tap.
Tao Style
1. Tréntab Home, click vao biéu tuong Style trong nhom Styles.

L Kaoms SN e a3 Y= ] < QU
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Hop thoai Style sé hién thi.

Styles =%

Clear All

I Normal

No Spacing
Heading 1
Heading &

Tle

Subtitie

Subtle Emphasis
Emphasis

Intense Emphasis

Strong

Quote

Intense Quote
Subtle Reference
Intense Reference
Book Title

List Paragraph

A0 o lBRosocos BEEEE A

|| Show Preview
[l Disable Linked Styles

O-—EH oo

New Style

2. Click vao nit New Style.
Hop thoai Create New Style from Formating s& hién thi.

]
[}
il
1]
LNE
Alw
i
sl
i
hd
il

vinyr P Pusiw y »
Sample Text Sample Text Sample Text Sumple Text Sample Text Sample Text Sample Tex: Sample
Text Sample Text Sample Test Sample Text Sample Text Sample Toxs Sample Toxs Sample Text
Sample Text Sample Text Sample Text Sample Teat Sample Toxt Sample Text

Style: Show in the Styles galley
Based on: Normal

[¥] Add to the Styles gatlery [ Automatically update
@ Only in this document () New documents based on this template

| _rormat~ | [ ok ] [t |
Ry, 4 'E e, |

@
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3. Nhap tén cho Style.

4. Chon font va kich cg font.

5. Chon mau sic cho Style.

6. Xac lap cac tuy chon canh chinh Style.

7. Click nat OK dé hoan tat viéc tao Style.

Ap dung Style

1. Chon doan van ban ban muén 4p dung mot Style.

2. Click vao tab Home trén vung Ribbon.
3. Click vao More dé hién thi Style dugc tao.

) LESUIH JE2) 5 09 s AaBKC MGt AJBOC AGBOC AJBBC At &
Dot v.A- =xllf = & o YNomat Y Sege T NoSpac.. Hesdng | Hesding) Ttk Suitie etk
>
- — . - T
1. Chon doan vig bdn ban mudn 4p dyng mat Style.
2. Click vdo tab Home trég vang Ribbon.
8. Click vdo More ¢€ hién th) Style dwyc tao
4. Click vao Style fuiir tao Ls nhém Style
8. Word ngay ldp tic 8¢ &g dung Btyle cho vén bén,
Mo (e 0t e many " s L] . -

4. Click vao Style dugc tao tif nhém Style.
5. Word ngay lap tirc sé 4p dung Style cho van ban.

S - — Al dul AaBmCy L aw p—

\ABBCC AaBoCe AsBECel

o—-ApdungSlylc bt
Chon dogn véo bdn bgn mudn &p dyn ¥ "
Click wio ab Home Lrén ving Ribbon.
Click vdo More &f hién thj Style duoc a0

. Click vao Style dugc tao Lf nhém Btyle

. Word ngay lp tie s dp dung Btyle cho van bédn

o awK =
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Thu thuat

onipatibility Mode] - Word (Tnial)

- AaBbCcI | AaBb( || AaBbCcI AaBbC AaBbCi AaBt

T Normal T N Snar Headina 1 Haadinn 2 Title
T ) Update Style Tieu de to Match Selection
4 Modiy..
3 i '

Select All: (No Data)

Add Gallery to Quick Access Toolbar

D€ x6a mét Style, click chudt phai vao Style ban muén xéa va chon
Remove from Style Gallery.

6. Dé thay d6i cdc thiét lap Style, click chudt phai vao
Styles, chon Modify.

ompatibility Mode] - Word (Trial)

LI TNoSnac.. Headinn1 Headina 2 Title
Update Style Tieu de to Match Selection

ASeIé; AE (No Data)
Rename...
Remove from Style Gallery
Add Gallery to Quick Access Toolbar
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Hop thoai Modify Style sé hién thi.

Sotehosed o TS et

o forfotomng pacaguapt: | ¥ stvevenoen
Formatting
== _EER 4 v e—
E!I- = =|122|==
o_‘ Brevions P A frevioes Fu Ry — G G— O
w2t Prev-ous Pe g f'\“ -«m«- g i waavt
Ap dyng Style

e b P owny P Lo wd p Fwwpna 18 rmay b Formag raapes
- . Fallrwiag Duag 1o Pollown wﬁ . v-..n quh.u
3 P2 o

F rop n ¢ Py
% g e 2P

. o 7 exe0
Folbow - ag wee s g Fape

Sallonz s Decaae?. o u a0 20ARIL

uurmm&orammn«mmmmm gatlery
Based onx Notmal

[#) Add 1o the Styles gatiery [ ] Automatically update
@® Oniy in this gorwment O Niew documents based on this template

|| [ rarmat= Idl_‘_: [ comemt |
(5

7. Thay déi céc thiét lap Style.
8. Click nit OK dé déng hop thoai Modify Style.
9. Word sé thiét lap lai Style tif thu vién Styles.

& ‘:"_ - £4 w0 E-E-- 88 Ui Mlui‘;l‘;;‘lul‘:" A2BDC AGBLC: AJBDC AsenccD ;':_
S et P Mimie A-v.a- s B e LT [ T LN o
- ' ] . e . — s -y
: L P ‘ i ' e
1. Chon doan viin bdn bag mudo ép dyng mét Style.
2. Click vdo tab Home trén wiing Ribbon
3. Click yao More ¢¢ hida th) Style dwoc tso.
4. Click vdo Style dre 1go tY nhém Style
8. Word ngay 14p Wle o6 4p dyng Style cho v4n bdn
- et » L) [ -
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Tao cdc ki€u dudng vién vao trang tai liéu

Ban da hoc duge cach dé tao khung vién cho doan van
ban trong Chuong 5. Ban ciing c6 thé tao cac kiéu duong
vién (Borders) cho toan bd trang tai liéu trong Word. Ban
cling c6 thé chon mét s§ kiéu dudng vién c6 bong d6 hoic 3D.
1. Click vao tab Design.

2. Click vao nit Page Borders dé md hop thoai Border
and Shading.

10 e kiu audng vidn voo frang KA1 MY

Ban 48 bes dait chch & tao kbung yidn cho doan ven bdn trong Chuvng 5. Baa
Qg of the tae chc ki€u AMne vido (Borders) cha tedn bd Lk Wi Li¢u trong Word. Beg
g od U chon mét of kifu dudne vién cd bénz &4 bodc I
1. Click vilo tab Design
2. Chck ydo nill Page Borders &€ md hdp thoai Border and Shading. sau i click ydo

tab Page Border.

3. Click vho bidu distng vién treag ben qudn

Hop thoai Borders and Shading sé dugc hién thi.

Click on chagram below of ¢
ute buttons to apply borders |

|

& i
S § ‘
(S| 'S I

@ a |

| =] smw} o —
l )_Q l Colon o )
. | wan 0 o
‘ % Custom l e ¥ — _|
At | whole document M
| | rYvYViEy e 11O
L ' o, | Come ||
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3. Click vao tab Page Border.

4. Click vao kiéu dudng vién trang ban mudn.

5. Ban c6 thé st dung céc cong cu dinh dang con lai dé
thiét 1ap mot ki€u dudng vién, mau sic, d6 day dudng
vién néu muén. Click vao niat Options dé thiét lap 18
dudng vién.

6. Click nat OK.
7. Word sé 4p dung dudng vién vao trang.

o

Al A [

e 1! Cotors bow | Wateimark Page Page
e

e i

[ R R .

e e e e e e e

[ A S A A A N e

Thii thudt

Click on diagram below o
use buttons to apply borders

R

Whate dogunent
This section

~~{This section - First page only
This section - Al except first page

T Y Sl B

Néu nhu ban click vao nut mai tén x& xuéng Apply to, ban cd thé chon
dé ap dung dudng vién dén cac phan, hoac toan bé tai liéu.
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Tao Drop Cap

Ban c6 thé dp dung Drop cap (trang tri chit hoa ddu
tién trong mét doan van bdn) dé thém cdi nhin tha vi vao
doan vin ban, nham tao mot hiéu itng kha an tugng. Drop
cap ciing c6 thé xuat hién & bén 1é van ban.
1. Chon ky tu ban muén chuyén thanh mét Drop cap.
2. Click vao tab Insert trén thanh Ribbon.
3. Click vao nuat Drop Cap.
4.

Chon Dropped.

4] 0 ek puef Y Sgnatur i < | 7 st
© A Worsht- | G Dute & Time £ symbol -

Tgo Drop Cap

an o6 thé ap dung Drop cap (trang tri chi2 hoa ddu tién trong mgt doan vdn bdn)
dé thém cdi nhin thd vi vdo dogn van bdi, nhdm tgo mot hiéu ¢ng khé fy tong Drop
cap cOpg o thé xuat hién § bép |4 van bap
Chon k¥ ty ban muén chuyén thash indt Drop cap.
Click vao tab Insert trén thanh Ribbon

Click vao nyt Drop Cap
Chon Dropped

Word g8 tao Drop cap
The thwat

[l

1gQ Droo Cap

o \bd (@ dung Threy cap drane (ol cAJ hoo ddu Gda inang mot doan vaa
o— ¢dn) & WA odi ohin Wl vi vie doan vAn bin. obdm o mA bty dng kbd
€0 bmns Drop cap qlng of Whe mudl bidn ¢ bto U vin tda
Chbon ki tf tmu mulfe g Anb mt Drop cap
Click via tab Inesrt trén thanh Ribbon
Click via ult Drop Cap.
Chon Droppad
. Word e tag Drop eap.
L
Tl 8 O Ay 0 (o e B G A8 | (vt o (hemine § 8 0 Ol e (e Ce
Lt oot o ol o el ey (v o o Dt i A O W 0 AW (o e O
ey 0 o el oy O Ak ST Sae T e ol S R e s s

LRSI

i yi Wess I Shessrbe - s .




Chuang 6. Thém cac dinh dang nang cao

Tha thusat

[ Quick Parts » [ Signature Line ~

4 WordArt- [} Date & Time
Tet Lo .
Bax+ ° DropCaps  [JObjeat -

None ——
A Dropped
A In margin

5 Drop Cap Options... b

i

Foastion

=l

None
Options
Font:
VNI-Centur

Lines to drap:

[ i

T oopop Y IEH

e Fw-:-

Rropped In margin

3

Distance fram text: 0

o Cancel

i

Ban c6 thé tuy chinh Drop cap bang céach click vao Drop Cap Options
6 dudi cung cua menu Drop Cap. Diéu nay sé md ra hép thoai Drop
Cap d€ ban c6 th€ thiét Iap cdc phdng chd khdc nhau cho cac ky tu,
chi ra bao nhiéu dong x& xuéng, va diéu chinh khodng céch gida Drop

cap va phan con lai cua doan van ban.

Ap dung cdac hiéu ing cho van bdn

Word cung cdp mét thu vién cac hiéu tng trang tri
van ban, ban c6 thé 4p dung dé 1am cho tai liéu sinh dong
hon. Cédc hiéu ¢ng van ban bao gdm: dudng nét, béng ds,
tao dnh sdng ruc rd va su phan chiéu v.v.v...

1. Chon doan van ban ban muén dinh dang.

. Click vao tab Home.

2
3. Click vao nit Text Effects and Typography.
4

. Click vao hiéu dng ma ban muén 4p dung.

y»"""*-g:,, K-y SE NV g aacr AoBbs AoBBC Aalb ALC i "___'
Pt remavaier T W= A-wusfli» & T T
[ . ) Y A = - .
| O~ naA
AAA AR
i A oo
A -
A b
O - -
“Word 1c higu tng trane tri van ban. ban ¢6 thit dp dung 46
lam cho té~ _ ¢ hidy dg van bdn bao gém: dutmeg nét, bong dé, tao
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5. Word sé thém cac hiéu ing cho van ban dugc chon.

_""

B Xcx

- o g EoE.w 1 e RS RO e
)ty cooy e Contr {11 [N W MR T SR NE BREE O aumice AsBbC AaBb! AaBbC AQBb! AGBLC: AsBSCe |- o Sl
e romatut (8 1 W n B he E AP Qe | o Thotc et estng  Toe ekt St 1 g o
Gvows 5 font 5 ragion " s 5 tanng -

« ——— \ i ) ' b )

S

Ap dung gdc hiéu Yna cho yén bdn
Word cung cAp mot thu vién cdc hiéu ung trang tri van bdn, ban c¢6 thé ap dung dé
1am cho tai liéu sinh doog hau. Cdc hi¢u dng van bén bao gom: dudng nét. béng dd, tao
4nh sdng ruc rd vA sy phdn chiéu v.v.v...
Chon doan vén bdn ban mudn dinh dang
Click vao tab Home
Click vao nut Text Effects and Typography.
Click vao hiéu .‘mg ma ban mudn &p dung

D¢ xem cdc toy chon bg sung gl_ng bgt kx hiéu m_m va_x; bdn, click tén dé xem mot trinh

Al ;;-‘-:I::-:d. b - - N - [
6. Dé xem cac tuy chon bé sung cho bat ky hiéu ing van

ban, click tén dé xem mot trinh don phu ciia hiéu tng.
7. Click vao mét hiéu ing.

S e wN -

£ 0 TM B T2 WY e i AaBbi AGBBC ABD! AOBSC ABKC: g s
gt et n-mav JEv-A: vunl b 5 Vioma Vi ] p— e oome  wenebm B v
T A A A= a2 2
I AAAAA
ﬁ« AAAA l
Word mmA s hiéu dlj trang tri van bdn, ban c6 thé dp dung dé
lam cho tai lity g hidee s cme bde oo g6m: dudng nét, bong dd. tao
4nh séng nyc Ix
1. Chon doar s v—
2. Click vao tab Home. b
3. Click vao nut Text Effects and T, A
4. Click vao hiéu img ma ban mudn [}
8. Word 8é thém céc hiéu ung cho \ ) Y
6. Dé xem céc tdy chon bd sung chg  Jue« = * an, click tdn dé xem mot trinh
A nhu~la hify dng V""\”""‘ f L
g i) B iBeos (B Engea binare v R s s - ()

8. Word sé 4p dung cac hiéu tng cho van ban.

0



Chudng 6. Thém cac dinh dang nang cao

Thd thust

Click vao lénh Clear All Formatting.

R I LR e & 09 faapeca| asBece AaBbi AaBbC AaBbi AGELC: AsB

P-In" e W M A-Y-4- .. B DE- O (- (] TNomal JUNoSpac. Headng! Hesdng2 T Sumty  Subre b1

R L) et . Fagraph L) St
. WIS [ i ! 3 $ z »

Word cung cfp mdt thy vién céc hiéu dng trang tri vdp bdn. ban ¢6 thé dp dung 4¢
lam cho tdi liéu sinh d6ng hon Céc hiéu dng vin bén bao gém: dudng uét, béng d6, tao
énh edog ruc r9 va su phdn chifu v.v.v...

1. Chon doan van bén ban muén dinh dang.

Click vao tab Home

Click vio niit Text Effects and Typography

Click vio hiéu dne md ban mugn ép dung

Word & thém cdc hiéu (ng cho vdn bdn duuc chon

. D€ xem céc tdy chon bé sune cho bt k¥ hiéu dng van bdn, click tén d€ xem mot trinh
don phu cda hiéu dog.

7. Click vdo mét hiéu yng.

8. Word 8¢ 4p dung cdc hiéu dng cho van bdn.

T toms!

Q{m&mwmm_&MMMEWMMCUHNIFWWMMFOM Vigg
Ddy 58 tn viin bin trd vl thid? Mo ban 2

L

Mo 190 Aw sy (D EngAsh innd Stwteg L L =

D€ loai b6 mét hiéu tng van ban, chen van ban va click vao lénh
Clear All Formatting trén nhom Font. Viéc nay sé tra van ban t:6 vé
thiét I4p ban dau.
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Chudng 7
TAO CAC BANG

Bang 1a mdt cach tuyét vdi dé to chuc dur liéu va cac
loai thong tin khac nhau trong mat tai liéu. Cdc cdu trac
cia bang dugc dua vao cac cét va cadc hang giao nhau,
nhim tao thanh cac 6 sé lam cidc bang that ly tudng cho
viéc tao danh sach va té chuc van ban, hinh anh, hoac
tham chi tao cdc bé cuc trang. Cac bang trong Microsoft
Word thi vo cung linh hoat va ban c¢6 thé dé dang thém
hoac loai bo cdc cot va hang néu can thiét. Ban ciing ¢6
thé trang tri vao bang vdi cac dinh dang, nhim lam cho
bang hap dan hon trong tai liéu Word. Trong chuong nay,
ban sé hoc tao cac bang.

Chén mét bang

Ban c6 thé st dung cdc bang dé sdp xép van ban va
cdac thanh phan khac nhau nham thém vao tai liéu Word.
Cac bang duge xay dung vao cic hang va cot duge giao
nhau dé tao thanh cac 6. Cac 6 1a noi ban nhap van ban.
Khi tao mdt bang, ban c6 thé xdc dinh chinh xédc c6 bao
nhiéu cot va hang can thiét. Mot khi tao bang, ban cé thé
click vio mét 6 va bit dau nhap van ban.

1. Click vao tab Insert.

2. Click vao Table.

3. Click va ré qua 4 cdt va hang ban mudn tao bang.
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Chuang 7. Tao cac bang

4. Word ngay lap titc sé& bo sung thém bang vao tai liéu
vGi con tré chudt duge nam trong 6 dau tién va sin
sang nhap van ban.

i ; - 7 ) QuickPree (¥ Signenine - | 1 s
o v 4 1 = A Wordhn- Ol Time £ Symbol -
et " o e Seeern i 2 6 @ - Bor “iDiopCaps [Objeet -
! o ot b g Symbon ”
100 8B SOOI S R g . O -
I ] gl s
LL .n.ﬁ% 3
|
5 10
. 0o 0
oog D00
il D000

Chén mot béing

Ban c6 the w dung céc bing A€ p xp van bin vi céc thanh phin khée nhau
nhlm thém vio tai Ligu Word Cde bing duge xay dung vio ce hing vi cot duse giso
nhau 46 tao thinh cdc 6. Cde 0 1h na ban abdp vin bdn. Khi tao mot bing, ban 6 th
xde dinh chinh xic cf bao nhidy cot va hing cdn thidt. Mot khi tso bdng, ban cf th
click vio mt 6 vi bét ddlu shdp van bin

Wi e
i I =

1. Chek vio tab Insert

2 Chick vio Table

3 Chick vA r8 qua o cot vi hing ban musn teo bing

4 Word ngay ldp tdc o bd ming thém bing vio thi lidu vdi con trd chudt dwse ndm
trong 6 ddu tién vi sin sing nhap van bin

8. Word 6 hidn thi hai tab cda Table Tools: Design vi Layout

Tha thest

Bon co thil tim thily il nhiu cdrg cu doh deng wmmmumuwmmunmmw

il tats Lot Ban ok ol oA .0 hon v o

Pageiot1 0worts (R Engien wntes Sien w WL" -

5. Word sé hién thi hai tab clia Table Tools: Design va Layout.

Chubn i babeny

Ban o Uil & duag cds bios ¢ ofo o vAD bdo T
ublm thim vAQ e by Word Lds bdng duux ady dung vha cde
hau d4 vao shinb cis 0 Cée 0 1A 0m bao ubto a0 bén K e
wic diob chinh w of bae abulu ot vA bAag cAn thafl Mas hu

# sk g 001 0 v bt Gdu uhdo vau ledg

Clich vig tab tnmrt

Clrek vho Table

Clich YA 0f qum o cit YA hbng b qudn g bene

Word gy o W 8 b aung thim bdng vho Ws bby B0 con Ld chudt dux wAm
\rong 0 du Lo xh ko shag nlita Tho beo

Word g hafa thy bas tab ala Teblo Toole Decgn 4 Lases

perp=| |

T Gt

& 04 i e o ks QO @y ) el (40 Gl ek AT @ o T o0is (enon
A (oo R o el aV O K 040 1A e A ey

R M e— “ i) ® ' o -
Thi thust

Ban co thé tim thdy rét nhiu céng cu dinh dang xudt hién cda mét
bang trong phan Table Tools Design va tab Layout, bao gém céc
céng cu té bong va céc dudng vién.
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Chén cdc bdng bang Quick Tables

Ngoai viéc tao bang trong phan vira qua, ban ciing cé
thé s dung mot loat viéc tao bang dugc thiét 1ap sin
trong Word, goi la Quick Tables. Quick Tables con bao
gom lich ngay thang, danh sach bang, cdc bang vdi céc
tiéu dé phu va v.v.v... Mot khi ban chon mét bang dugc
thiét 1ap sdn, ban ciing c6 thé thay thé van ban bing vin
ban cda riéng ban.
1. Click vao tab Insert.
2. Click vao Table.
3. Click vao Quick Tables.
4.

Chon mét bang ban mudn st dung tit menu Gallery.

(A5 0 QuickPurts+ (¥ Signature Line +  TT Equation
A e B e e T S

Ton sambots
© R

December

L

Pogetort  Owords (H i wnnea s T
LR

5. Word ngay lap tidc chén bang.

— |

December

5 S
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Chuong 7. Tao cac bang

Vé cac bdang

Ky thuat nay nhiam cho phép ban tao cdc bang va cac
& c6 kich thudc tuy chinh nham phi hgp véi nhu cau cia
riéng ban, trong viéc vé cac bang, cdac cot va cac hang véi
cac kich thuéc riéng biét.
1. Click vao tab Insert.
2. Click vao Table.
3. Click vao Draw Table.

ble{ Pictures Online Shapes ~
s~ @

Pages Insert Table

. = O O0000000
o

gijH ,,}
I [ [
000000000

0 o
]

MM insert Table.

E'ﬁ Excel Spreadsheet
Quick Tahles »

4. Con tré chudt sé& xudt hién véi hinh dang mét biéu
tugng cay bit chi. Sau dé click va ré dé vé bang.

Tha thust
Ban c6 thé chén tat ca cdc muc vao cédc 6 trong bang, bao gém ca
cdc bang khdc va cdc hinh dang sé chén thém vao tai liéu cua ban.

< 127




Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

5. Click va ré dé xac dinh méi cot trong bang.
6. Click va ré dé xac dinh méi hang trong bang.

8. DE chuyén déi qua vé bang bang but chi, click vao tab
Layout > Draw Table.

9. Dé thém van ban vao mét 8, click vao bén trong 6 va
bat dau nhap vin ban.

Thii thust

’_':'l_'[ , g Pl it | i o
= :175{ o T :

m

Ban cé thé xéa cac dudng trong bang bang cach chon céng cu Eraser
trén tab Layout, sau do click vao c4c dudng ban muén loai bo.
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Chén bdng tinh Excel vao Word nhu la mét bdng

Ban c6 thé nhap vao bang tinh Excel nham giap tao
bang tinh trong Word. Khi ban chén mét bang tinh Excel
vao Word, cac cong cu Excel sé xuat hién trén Ribbon, bao
gdom cac cdng cu cong thitc va chitc nang khac nhau.

1. Click vao tab Insert.
2. Click vao Table.

3. Click vao Excel Spreadsheet.

Lﬂ 5 Qucx o~ [ gnaneime - I bgae
4 Plimatvm 0

-

bl e - - - — S - ———
L )8 _— [ 3 ! | e——

f O Bao of thd ahgo vao bdna tish Bace) ghdgm @uo tap bekag tiah Lrona Word. Khy

CE-CiC 3 baa ehdn @Qt bdna tigh Escol vig Word. cde cona eu Excel of malf bidn Lrgo Ribbon,

¢ el il tmo ihen Y 00 5y c0ag thik YA S adad Kbdc aba.

e 1. Cleek vilo tab lasert

i Clack vio Table

] Click vio Exrel Spreadahest

Mot bdog Uah of Rl hudn treag W ki Word. v o coog ou Breel s fuls the
trén thaoh Ribboo

rER

Tt ot
O @ i Om o it G il i e B DT . 0 O o e i i v b
am_ B

5 Clek vio bto trona mot 0 ba tiab vA ahlo A2 Liu.
& Bag o6 4 a) dung oo c0ga ou duoh dans trdn tab Home dd dind dang 42 Lau 0.
7 fin abito &t WAy bodn UL, sk phis arod: cde 4 twon bdoa 4g Lisw.
8 Word of ufig th blog @ty
T Ohett
Mol o S e e wh e e e ol 0 M R e e e e
Pok o ] D iy s e (0 e e el s s ke g
-
Vo1 | Dwamn (B e (B 1} 1 - -

4. Mot bang tinh sé xudt hién trong tai liéu Word, va
céc cong cu Excel s& hién thi trén thanh Ribbon.

iie ;- | [ !w
oyl = o RafT: (e, = W BB REERI O
i 8V voa- Sfle 23 Cuwecon - §-8 7 W3 TATame iw - —r— L I
s — . mme s - - o~ -
— ——
v e e el
a6t bl vhs b, ol Race ki i o Ik i tm) Wk B
o chkn il I, s Bue vk Word. e e g vl .l b, ol Wi
o ok ot i, . . s o kv s
g el
£ Chck yha Teble
8. Clck vk Bacel Bpraadsht
4 A ekt o el o e o Word. . e s Bl e
=.|mu-mrununnlmuwnmamniu.n-u
hiwl P 3 b = ' - -
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Thii thust
Dé'méd cac cédng cu Excel mét 1an nida va thay déi bang tinh, ban chi
can click dup chuét vao bang tinh.

5. Click vao bén trong mot 6 bang tinh va nhap du liéu.

6. Ban c6 thé si dung cac cong cu dinh dang trén tab
Home dé dinh dang di liéu 6.

7. Khi nhap dir liéu hoan tit, click phia ngoai cdac doi
tugng bang dir liéu.

Fie Window

Home.

L@\:‘" wetme AN T et eners 1B p = 3}- ‘(' :!", }:N-M'
Comy -
" Sromaree BTV L oA S 2 RN s % a8 S fems i y zcn-
v n tom . - e o s o tonng -
Al . »~ BAUNG KEA NHAAP - XUAAT HAPNG HOUA
ey v

ﬂ mwucmmmmwzmmuwmumnum-
49 Lbu.

i P 3 g g 1 I X " PRI

8. Word sé hién thi bang mdi.

SR HEE LY aameca AsBiCa AaBb! AaBbC AGBD! AGBDC: ALBSC: -

et BT UMW IR Y. g sv-.’- QueB || Thome YoSpec. Mesdng] Hesdngl  Tde Sbee  Sewwebm (s p ol
- 3 tom i e “ P o temg
— | o s

e &nmudmmmumnﬁummm—ummmmo
7. Khi abde da L bedin UL elick phis agoh el &fi Warna bdag ot ldu

8. Ward g befn U bdog il
I Bt

R B et - I'I " . -
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Thii thust

NéEu nhu ban muén nhap céng thic Excel vao cac 6 bang tinh, Click vao
tab Formula. Thanh céng thuc sé xudt hién & dudi cung cta Ribbon. Ban
cting cé thé tim thdy cac chiic nang Excel trong cting mét tab.

Chon céc 6 bdng va du liéu

Sau khi tao mot bang, ban c6 thé can dé chon cébt,
hang, hoac cac 6 dé dinh dang ching. Mot ky thuat dé
chon cdc phan bang bang cach click va ré chudt qua cac
khu vuc ban muén chon. Ngoai ra, ban c6 thé click vao
cac phan khac nhau ciia bang dé chon mét khu vue.
1. Dé chon mot cdt trong bang, click vao dau cot.

? BANG BAO CAO
+ r-\f
A A A []
§ - 2 2.000 4.0004
Keo difa 4 5.000 20.000d

2. DPE chon mot hang, click déi chudt vao phia bén trai
cua hang.

BANG BAO CAO

| Keo dira ]4 - | 5.000 1200000

3. DE chon nhiéu cot hodc hang, click va ré qua céac cot
ho#c hang ban mudn chon.

BANG BAO CAO

MAT HANG | SO LUGNG

Thi thust

Ban ciing c6 thé di chuyén chudt dén mét 6 trong cét hoac hang va
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kich hoat lénh Select. Click vao lIénh Select trén tab Layout va chon
khu viic bang ban muén chon: 6, cét, hang hoac bang.

4. Dé chon mot 6 don, click doi vao bén trong 6.

BANG BAO CAO

Keo diYa

5. Dé chon toan bo bang, click vao biéu tugng Table &
goc trén bén trai cia bang.

? BANG BAO CAO

MAT HANG SO LUGNG

S Ess ¥ b e

Ban c6 thé si dung tat ca cdc lénh dinh dang van trén tab Home dé
dp dung dinh dang cho van ban cda bang. D€ tim céc lénh dinh dang
bang cy thé, click vao bang va sau do click vao tab Design. O day
ban sé thdy cdc tuy chen bang, cdc style, dudng vién va t6 béng dé
ban cé thé 4p dung.




Chuong 7. Tao céac bang

Thay déi chiéu rong c6t va chiéu cao hang
Khi ban dién dir liéu vao c4c 6 bang, ban cé thé thay
minh can phai thay déi kich thudc cot hoic hang dé phu
hgp véi van ban hoac lam cho bang ¢é tinh thAm m§ hon.
Ban c6 thé dé dang thay déi kich thudc bang bing cach
click va ré mot dudng vién ho#c bing cac lénh thay déi
kich thudc dé tu dong phu hgp vdi van ban.
1. Dé thay déi kich thudc mot cot, di chuyén con tré chudt
qua dudng vién cia cot ban muén thay déi kich thudc,
sau d6 click va ré dé thay déi kich thudc chiéu rong cot.

2. DPé thay doi kich thudc mot hang, di chuyén con trd
chudt qua dudng vién cia hang ban muén thay déi
kich thugc, sau d6 click va ré dé thay déi kich thugc
chiéu cao hang.

TS - e
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3. Dé thiét lap chiéu rong cot, click vao bén trong cot
ban muén thay déi va thiét 1ap mot gia tri méi trong
hop Table Column Width. Ban cing cé thé click vao
cdac mui tén hodc nhap mét gia tri.

4. Dé thiét lap chiéu cao hang, click vao bén trong hang
ban muén thay déi va thiét lap mot gia tri vao hop
Table Row Height. Ban ciing c6 thé click vao cac mai
tén hoac nhap mot gia tri.

i ™™ A Al ..
ume%‘j B AP G Comtm e
e ] e g B b

izl

S 00 Ou Sl

Detauft cel margins
o @ tef Lee [oos

| pottom: [0 pont joos 14 [l

Defautt cell spacing

[] Altow spacing between celis 4 'H

Options
@ i resige to tit tent

b B P Lo

Ban ciing cé thé diéu chinh 1€ trong cdc 6 bang. Click vao nut Cell
Margins trén tab Layout d¢€ md hop thoai Table Options va thiét lap
Top (trén), Bottom (dudi), Left (trdi), hodc Right (phai) I€ cho van ban
bén trong cdc 6 bang, sau dé click nut OK.

134 8ae



Chuang 7. Tao cac bang

5. Dé tu dong phu hgp véi chiéu rong cot cho van ban,
click vao nut AutoFit > click vao AutoFit Contents.

TR
nrase tomn F._ i B
Ouvninse Caomms GGB,'.'.'_...‘L b
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(¥ X3 ‘

6. Dé phan bd cic hang bing nhau vé chiéu cao, click
Distribute Rows.

7. Dé phan b cdc cot bing nhau vé chiéu rong, click
Distribute Columns.
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Thi thust

~ Tapleoptions * HEM

Defauilt cell margins

Top: 0 5 Left  0.08° -
Bottom: 0" =5~ Right 0.08 v
Default celi spacing

[7] Allow spacing between cells O’

Options

HGy tuy chon & kiém Automatically f Jiautamatically resize to fit cantents

resize to fit contents.

14 E} Cancel
Theo mac dinh, Word dugc thiét Iap dé tu déng phu hgp vdi kich
thudc é trong bang xung quanh van ban. Vi dy, chiéu réng cét sé md
réng dé phu hgp vdi cdc ndi dung. D€ tat tinh nang nay, click nut Cell
Margins trén tab Layout. Diéu ndy sé mdé ra hép thoai Table Options.
Hdy tay chon 6 kiém Automatically resize to fit contents dé bat tit
AutoFit va click OK dé 4p dung thay doi.

Thém cac cét va hang

That dé dang d€ ban c6 thé st dung mét sé phuong
phdp nham bé sung thém c4c cot va hang cho bang trong
Word. Vi dy, ban ¢6 thé st dung cdc nit trén tab Layout
hoic ban c6 thé click chuét phai vao cac 6 trong bang va
sau dé chon mot tuy chon.
1. Click vao noi ban mudn chén mot cot mdi.

2. Dé thém mot cot bén phai click vao Insert Righ hoic
bén trai click vao Insert Left.

R o
THEM CAC OQT VA HANG ,,,,_;.,.n.,i.il?.
I
Ll
B P S
L Jrie
b
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B3 Trargete

IR » oo
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3. Word sé thém moét cot trong vao bang.

THEM CAC COT VA HANG

o d

4. Dé thém mot hang trén click vao Insert Above hoac

hang dudi click vao Insert Below.

THREM CAC COT VA HANG

g
e Sher

) Ve Bowanm

Cfy st Propertes.

R, 'ypeim

v Mes Comment

L % insen Cclumns (o the Ldt

[ tnsent Celumnt 1o the Rrgnt
T et R b

VR e b Beom ¢
B imgn Cets

5. Word sé thém mot hang trong vao bang.

THREM CAC COT VA HANG

(5}

Thi thuat

Néu nhu ban két thic mét cét hodc hang tai mét noi khéng ding ché,
ban luén cé thé click vao nut Undo trén thanh cong cu Quick Access

dé hoan tac viéc chén cét hodc hang.
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6. Dé sit dung phuong phap click chuét phai, hay click chudt
phai vao bang ma ban muén chén mét cot hoic hang.
7. Click vao tuy chon Insert.

8. Chon cdch ban muén chén cdc cot hodc hang: Left
(trai), Right (phat), Above (trén) hoac Below (duoi).

i -k 0 i [ VA HANG
® LR - =
e — : — _=
T _ al

9. Word sé chén ¢t hoac hang nhu duge xac dinh. Trong
vi du nay, mdt c6t mdi dugc thém vao.

THRM CAC COT VA HANG

THEM CAC COT VA RANG

i

{

Ban c6 thé chen hai hodc nhiéu cét trudc khi 4p dung Iénh Insert trén
tab Layout dé thém nhiéu cét hodc hang vao bang. Don gidn chl can
ré qua sé lugng cdc cét hodc hang ban muén tao, sau dé click vao
Insert Above hodc Insert Below dé thém hang, hodc Insert Left hodc
Insert Right dé thém cét.
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Xéa cdac c6t va hang

Ban c6 thé xda cac cot va hang khong can st dung
trong bang. Khi ban x6a mot cot hoac hang, bat cui dit liéu
chita trong cac 6 sé duge x6a. Ban c6 thé st dung cong cu
Delete trén tab Layout, hodc ban c6 thé sit dung menu tit
xuit hién khi ban click chudt phai vao mot 6 trong bang.
Khi ban x6a mét cdt hoac hang, Word sé dich chuyén céc
cot hoac hang lién ké 1én trén dé 14p day khoang trong.
1. Click chuot vao cot hodc hang ban muén xéa.
Click vao tab Layout.

Click nat Delete.

-l B

Chon mot tuy chon x6a: click vao nit Delete Columns dé
loai bé mét cot hoic Delete Rows dé loai bo mot hang.

BANG BAOCAO

MATTIANG SO LUONG 5 THANH 1N

5. Word sé x6a cot hoac hang. Trong vi du nay, mét cot
sé dugc x06a.

H - ¢ w
Home

n’ Wl i &AM aa i ra:n-u] asBece AaBbt AoBb( AaBb' AQBbC 4sBuCc ,:__.
st V1 Vcmary o w-a-Wwnw a3 2 it Tty ey T

o - P .

e o e— i \ ' 5 v b e——

L BANG BAOCAO ?

MATITANG SO LUONG i THANII TIEN
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Luy g
D€ xda nhiéu cét hodc hang trong bang, chon céc cét hodc cac hang
ban muén xéa, trudc khi ap dyng lénh Delete.

6. Chon hang ho#c c6t muén xéa.

7. Click chudt phai vao cot hoac hang. Click vao Delete
Rows hoac Delete Columns.

BANG BAO CAO
| MATHANG | SGLUONG |  GIA [ THANHTIS; o B
"B"“‘hsﬂ.’ 2 2.000 4.000d BT A e wh e
) X - - ‘
| = - Rty
| Keo dira 4 é | 5.000 20000 ® e
T _— - T T Pt Oyt
p——-0

[<; Qe Y

H Oaubue Conrmm breniy
forse Wi

Ul Ve Covctmn

R Toeropesa.

T e o

8. Word sé x6a cot hoac hang. Trong vi du nay, mot
hang sé dugc x6a.

BANG BAO CAO
i . o .
MATHANG | SO LUONG GIA THANH TIEN
| Bdnh gao 2 2.000 4.000d
lKeo dira 4 5.000 20.000d
Thui thust
T wrtwm sduage :m;«:ﬂm,, numm:;u_—‘_i—'f'l-: Delete Cells  ?
il 5 e “_.:. N oiiam ]
= | O shrft cells yp
= { C) Detete entire ow
3 (O Delete entire golumn
Bk BAOUAD
Tourmana |osdukms | ko | ox Cancel
o e . |

Dé xba 6 trong bang, click chudt phai vao 6 can xda, chen Delete Cells,
hép thoai Delete Cells sé hién thi, chon é kiém Shitf cells left, click nit OK.
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Hop nhat cac 6

Ban c6 thé hgp nhat cdc 6 trong mét bang dé tao mot
6 16n han. Vi duy, ban c6 thé hgp nhat hai 6 lién ké d€ tao
mot 6 16n cho mét tiéu dé hodc hgp nhat hai 6 theo chiéu
doc dé chén mét dnh nghé thuat.

1. Chon cac 6 ban muén hop nhat.
2. Click vao tab Layout.
3. Click vao Merge Cells.

H | B H i Repest Header Romes
P e
o Bl ) o g T et B
s oy 1
]
g e OB S et (2 K 4 e e
o~ A’ P A
4. Word sé hgp nhat cdc 6.
RS S s P e S R
= - Asbtce| AsmiCe AQBD! AaBbC AGBb! AGBOC AsBCe | g o,
b AR i i vy ki e s ke
o5 4 5 e .
D —— —
i _ BANGBAOCAO
S6 LUONG |
e mee (B e i — - . - . . -
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Chia nhé cac 6
Ban c6 thé chia nhé cac 6 dé tao hai hoac nhidu 6
trong cung mdt khong gian bang.

1. Chon cdc 6 ban muén chia nhé.
2. Click vao tab Layout.
3. Click vao Split Cells.

i ot EID3 A [ 4] Bremanim

EIEE] 2% g omenio T
T o g g et b s
sue . Jre— ous
- A 55

4. Hop thoai Split Cells sé dugc hién thi. Xac dinh s6 6
ma ban muédn tao.

5. Click OK.

Split Cells

l Number of columns: 2

Number of rows: 1 il
Merge cells before split

| oK { Cancel
| :

6. Word sé chia nho cac 6.

CHIA NHLO CACO
6 o
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Xéacac 6

Ban c6 thé xoa c4c 6 trong mot bang vdi sy trg gidp
ti hop thoai Delete Cells. Khi ban xé6a c4c 6, Word sé dich
chuyén cac 6 khdac 1én trén hoic ngang qua dé lap day
khoang tréng.

1. Click vao 6 ho#c c4ac 6 ban muén xéa.
2. Click vao tab Layout.

3. Click Delete.

4. Click vao Delete Cells.

& -~ PO A [ A Breme e
, HEE “:? e Llsz._...._
O o ) 3 o1 *

[y o

;
|

Spies tes ¥ Ly A + - -

5. Hop thoai Delete Cells sé xuat hién. Chon cach ban
mudn cdc 6 con lai dé doi chd lap day khoang tréng
bing cach chon Shift cells left (ddi ché cdc 6 sang bén
trdi), Shift cells up (doi ché cdc 6 lén trén), Delete en-
tire row (xéa toan bé hang) hodc Delete entire column
(x6a toan bd cot).

6. Click nut OK.

il @ishife cetis |ett
5 _O Shift cells up
O Delete entire row

O Delete entire column
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7. Word sé x6a 6 va doi 6 con lai sang bén trai.

Layout

b B PN B EE B e S B35 49
ot o g S e Oy ;8::' T: R: M :4:: v?:. dnofe Tawae 207 1 [ Ondemse Gl ) )
— D #wws b Cof i Werge Cett Sue . Akgnimen

:niﬁl
L]
-1

Xéa bang
Ban c6 thé x6a mot bang khéng con can sit dung.
Hay st dung cong cu Delete trén tab Layout.
1. Click vao bat ky noi nao trong bang muén xoéa.
2. Click vao tab Layout.
3. Click nut Delete.
4. Click vao Delete Table.

[ S mE A
Bt 0 omao EEE AU
! Dwtnbute Cotmm GQEWH

Lury

Néu nhu ban chi chon bang va
nhan phim Delete trén ban phim,
Word chi xoa ndi dung trong
bang, khéng xéa bang.
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Gan cac kiéu bang

Ban c6 thé dinh dang cdc bang d€ lam cho bang hép
dan va truc quan hon bing cach thay ddi phong va kich ¢
chi, hoac tham chi thém vao cac dudng vién va to bong.

1. Click vao bat cd ndi nao trong bang mudn dinh dang.
2. Click vao tab Design.

3. Click vao nat More trong nhém Table Styles dé hién
thi bd suu tap cac kiéu bang.
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5. Word sé gan mot kiéu bang.

SO thit
1

)
3
|

Khi néi dén dinh dang bang, ban cd thé chon Grid Table, day la noi
cdc dudng vién bang sé bao boc xung quanh méi 6.

6. DE loai bé mot kiéu bang, click vao ndt More 1an nia.

Table Styles
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7. Click vao Clear.

i
Gao chc ki€u bine
5ot ne Téo sag phém M sin phim

! Tig 001

2 (kY bao e 002

3 Gidy oha 003

4 Thutde ké 004
. N s - ‘.-
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Thii thust

Sy
Bt o e b

| 2o A !
|
Click nut OK

Néu nhu ban da danh thoi gian dé dinh dang mét bang va muén su
dung lai dinh dang lan nia cho c4c bang trong tuong lai, ban c6 thé
luu bang trong Table Styles Gallery. Chon bang, nh&n nut More, va
sau do click vao New Table Style. Trong hép thoai Create New Style
from Formatting, dat tén cho Style bang vdi mét tén mdi va click nut
OK. Mét Style bang mdi sé dugc thém vao thu vién.
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Thay déi cac tuy chon canh chinh van bdn trong 6

Ban c6 thé canh chinh van ban trong cac 6 cha bang,
sdp x&p van ban theo chiéu ngang, bén trai, & gitta, hoac
bén phai cac 6. Ban ciing c6 thé sdp xép van ban theo chiéu
doc, hang dau, ¢ giita, hoac bén dudi. Theo mac dinh, van
ban sé dugc canh trai. Ban c6 thé thay tat ca cac tuy chon
canh chinh trén tab Layout trong nhém cong cu Alignment.
1. Chon 6 hoic cac 6 ban mudn hiéu chinh.

2. Click vao tab Layout.
3. Click vao mdt tuy chon canh chinh.

BB i 5 B b B A (] A Do
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4. Word sé ap dung viéc canh chinh dén 6 dugc chon.
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Thay ddi huéng van ban

Cac 0 trong bang sdp xép van ban theo cac hudng
khac nhau. Vi du, ban c6 thé st dung mot c6t nhu la mot
tiéu dé hang va hién thi cac nhan chay doc vao ché trong,
nhu dudc thé hién trong tac vu nay.

1. Click vao & hoac cac 6 ban mudn chinh sita huéng van ban.
2. Click vao tab Layout.

8. Click vao nit Text Direction dé dat dugc huéng vin
ban mong mudn.
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4. Word sé xoay van ban.

Ll i1 T -
- . — -
- i o ecemmea

R essER Ees s o s BIRE D HI

Iy
oo
==

el N Bt bvewe uevg [N -1} [ . i~
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Tai dinh vi va thay dai kich thuéc mét bang

Ban c6 thé thay déi kich thudc va di chuyén bang
trong tai liéu Word véi mdt vaibudc don gidn. Ban c6 thé
click va ré 6 diéu khién cha bang va dat bang bat cd noi
nao ban muén trong mot tai lidu. Ban cing c6 theé click va
ré mot géc bang dé thay doi kich thude mot bang.

1. D€ di chuyén mét bang, di chuyén con tré chudt qua
chon 6 diéu khién bang. Cac biéu tugng con tro thay
dSi thanh mot biéu tugng mii tén bon dau.

2. Click va ré bang vao mét vi tri mdi.

3. Nha chudt va bang sé dugc thay déi vi tri.

" lwmwci| aaBiCe AQBb' AgBbC AoBb! Ackb
s (W B . A ol v L Ty e -

= Ko ha doow e 0 el aanc AaBbr AaBDC AaBb' AGBEC: daBacc
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§ " come—— = & | 4
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< 151




Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

4. Dé thay déi kich thuéc mot bang, di chuyén con tré
chudt qua mét géc hoac canh bang. Con tro chudt sé
thay déi thanh mét biéu tugng miii tén hai dau.

5. Click va ré canh bang.

6. Tha nit chudt va bang sé duge thay déi kich c4.
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Ban c6 thé diéu khién van ban bao boc xung quanh mét bang giéng
nhu ban bao bec van ban xung quanh déi tugng dé hea. Tuy thubc
vdo vi tri bang trong mét tai liéu, Word cé thé ty déng bao boc van
bén xung quanh béng. D& kiém sodt bao boc van ban xung quanh
bang, ban phai md bang hép thoai Properties. Click vao nut Proper-
ties trén tab Layout, sau do click vao tab Table dé tim hai thiét Iap bao
boc van ban: None hodc Around. Click None dé tat tinh ndng bao boc
hodc click Around dé lam cho dong van ban bao boc bang.
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Chudng 8
XEM TAI LIEU

Poc va chinh sta van ban luén la mot budc quan
trong trong moi tinh huéng, dac biét la khi ban dang chia
sé tai liéu vdi nhirng ngudi khac. Word cung cap mot so
cong cu rat hiu ich nham gidp ban kiém tra tai liéu gap
cac 16i, va cac cong cu giup ban xac dinh vi tri van ban.
Ban c6 thé nhan thiy tinh ning AutoCorrect cia Word
rat tha vi bat ci khi nao ban nhép sai chinh ta mot tu.
Tinh niang AutoCorrect dugc bat theo mac dinh, tuy nhién
ban c6 thé thém nhiéu 16i sai chinh ta vao danh sach cac
tif ban c6 gang sta 16i chinh ta mét cach chinh xdc. Néu
nhu ban can phai thay thé nhanh mot tu bang mat tu
khac trong tai liéu, ban c6 thé sir dung cong cu Find and
Replace trong Word.

Tim ki€m va thay thé van ban

Poi khi ban can phai tim ki€m mot tir trong mot tai
liéu dai, ma con thay thé cac tif bing mot tir nao dé khac.
Coéng cu Find and Replace ctia Word sé gitip ban tim kié€m
va thay thé cdc tir ¢ mot vai noi trong tai liéu rat hiw ich.
Khi ban thay déi mét tir nao dé bang tay trong toan bo tai
liéu, hay dung lai va xem tinh nang Find and Replace cua
Word c¢6 thé lam viéc thay cho ban.

1. Click vao tab Home trén vung Ribbon.

2. Trong tab Editing, click vao Replace dé md hop thoai
Find and Replace (Ctrl+H).

< 153



Ty hoz Microsoft Word 2016 danh cho ngudi mdi bat dau
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Hop thoai Find and Replace sé dugc hién thi
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3. Trong tab Replace, click vao hop Find what va nhap
c4c tif hodc cum tif ban muén tim kiém trong tai liéu.

4. Click vao hop Replace with, nhap cdc tir hodc cum tir
ma ban mudn thay thé.

5. Click nat Find Next. Word sé l1am ndi bat van ban.

6. Dé thay thé van ban, click vao nat Replace.
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Prea -
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7. D@ tim kiém thém van ban, click vao nit Find Next
lan nira.

8. Dé thay thé& tat cid cdc van ban mdi, click vao nit
Replace All.

9. Khiban hoan tat viéc tim kiém va thay thé, hop thoai
Microsoft Word sé& chéng xuat hién, click nat OK.
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11. T van ban duge thay thé bang Text.

Bom ol N . ' [“ﬂ*" Aal Aok Antle s s (8
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Thi thugt
Nhap vao van ban ban mudn xac dinh vi tri. Click nut Find
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Navigfition w121 —
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Vot
(NP Tim kifm v thay thé Text
Van ban sé dugc bat sang sang mau vang
et imbn it tmig = T L e

Néu nhu ban chl muén tim mét tu ma khéng can thay thé, trong tab
Editing va click nut Find (Ctrl+F) dé€ md khung Navigation. Nhap vao van
ban ban muén x4c dinh vi tri va nhan phim Enter dé tim kiém van ban,
van ban sé dugc tim va bat sang sang mau vang.

156 S,



Chuang 8. Xem tai liéu

SU dung tinh nang Autocorrect

Tinh nang AutoCorrect cia Word nham sita chira céc
tlr sai chinh ta cho ban mét cach tu dong. Tinh nang nay
dugce bat theo mac dinh khi lan dau tién mé Word. Tinh
ning AutoCorrect ciing c6 mot danh sach riéng nhiéu tir
thudng viét sai chinh ta, va ban cé thé thay déi cac tir sai
16i chinh ta cia riéng ban vao danh sach. Ngoai ra, ban
ciing c6 thé st dung tinh nang AutoCorrect dé tu dong
nhap cac ky tu dac biét, cac tén dai, hodc cum ti ma ban
phai nhap thuong xuyén.

1. Click vao tab File.

(=)

ont

Insert Design Layout References M

VNI-Times "-[1'2 WQfA‘ A Aa~- e

D
— £ Copy
Paste cax, X | B-Y-A-
v ¥ Format Painter B IU A &
Clipboard ; Font ]

2. Click vao Options dé md hop thoai Word Options.
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Hop thoai Word Options sé dugc hién thi.

R 2T . Nord Opt

G [ABLC]

: fran I:}c Change how Word corrects and formats your text.

l Display o

| Proofing S = | AutoCorrect options

| S Change hcw Nord cerrects and formats text a3 you tvpe:  AutoCorrect Options.—.

Language
Wi 9 wpeling in Matosolt (i e progeams

Advanced

ignare woras i YFFERL Mt
Custemize Pitbon
Ignore words that contain numpbers

.
v

Quick Access Toolbar « Ignore Inteinet and [ile addresses

v

1 Add-ins Flag [epested words

; Trust Center Enforcg accented uppercaze in french

i Suggest frem man dictionary cnly

; Custom Dictionanes...

| French modes.  Tradtional and new speliings
|

Spanish modes:  Tuteo verd forms anly -
When correcting spefling snd grammas s Word

' Chech sgelling a3 you type

< Mark gremmar errors 83 you type

+ Frequenth confused words =
oK Cancel

3. Click vao tab Proofing.
4. Click vao AutoCorrect Options.
Hop thoai AutoCorrect sé dugc xuat hién.

oo ‘ Adions_ a
‘ AutoCorrect | jgimat As You Type

[¥] Show AutoCorrect Options buttans

[V Correct Twao INitial CApitals

(V] Capitalize first letter of sentences

(] Capitaiize first letter of table gelis

(V] Capitalize pames of days

Correct accidental usage of CAPS LOCK key

[V Replace text as you type
Replace: with: @ Paintext () Formatted text

£ N L R T

| rfdeieops " loevsion - oo L
| |develope develop v

{ [ ade Delete
| @ Automatically use suggestions from the spelling checkes

5. Di chuyén qua danh s4ch dé xem c4c kiéu chinh sira
AutoCorrect.
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Thi thust

[ asaroma 1 Adtions
AutoCorrect Math AutoComet | AutoFormat As You Type

Show AutoCorrect Options buttons

[¥] correct Two INitial CApitals ! Lueptlon:" |
[¥] Caprtaize first tetter of sentences ’—'
Capitalze first tetter of table gells

Caprtalize names of days

Correct acaidental usage of cAPS LOCK key

[2 Replace text as you type

{l Replace: With: ‘@ Piaintext () Formatted lei
Nhap mot tlf vidt tit. f4—itn  tisnnsng
Nhap lai toan bo cym tu. ]

tahn _ [ than
taht that =
taiekd | tatked
1alkign
tath
tecnical

Néu nhu ban mudn s dung tinh ndng AutoCorrect dé chén mét tén
dai hodac cum tu, nhdp mét tu viét tat cho cum tir trong hép Replace,
sau dé nhép lai toan bé cum tir trong hdp With. Lan sau khi ban nhap
chi viét tdt, AutoCorrect sé chén cum tu can thiét.

6. Click vao hop Replace ; ; il
Vé. nhé.p mét tl\f mé ban AutoConed Math AutoComedt Mn::r::‘h'uu'wr
viét sai chinh ta. A"

. n . L ) [ Capttalize furst letter of gentences

7. Chck vao hop Wlt}l va I’lhap [¥) Capitatize first tetter of tabie gells

() Caprtatize pames of days

ﬁ_rviét dﬁng C] ’ ] té (V) Correct acadental usage of GAPS LOCK key

[ Replace tent as you tye

8. Clle Vé.o nljt Add Beplace: W ® Panted  Formatted test

Unhnang  tinh néng z

faeeptions

th 'l

)

thta that
I ins this

umoe tme
ogetner  together o 1

Ada §
2 Aamatcatyuse 1goesion from e spetting checer
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9. AutoCorrect sé thém tir vao danh sach.
10. Click nut OK dé thoat khdi hop thoai AutoCorrect.

AutoFormat i Adions
AutoCorrect Math AutaCorreat I AutoFarmat As You Type

[# Show AutoCarrect Options buttons

[ Carrect Two INHial CAgitals Exceptions
o Caprtaize tirst tetter of yentences

[ Capntaize tirst tetter of table geus

i Caprtalze pumet of Geys

[ Correat acadents! usage of caAPS LOCK key

¥ Replace text o) you type
Replace: Win: @ Paintent Formatted tedt
Mnhreng  [tinn ndng

Ithe this ~
!thsoe those

tnat
i
time

[ o

[ Automaticaity use suggestions Irom the spelling checker

ok || Cose
]

®

11. Click nit OK dé thoat hép thoai Word Options.

.
) 3 Change how Word carrects and formats your text =
Doapley
Prockeq Autolorrect options
Save Change Mew Werd conects and lormans test s you hype ' AutaCorec Option.. |
Languege
When correx ting wpefiing in Nicrasolt Office programs

advarced

v PERC 4!
iy v groremeids m PPERCASE

¥ Ignore mcrdi that centain numprers
2EcNEceeanifocibey < gncre inteinet ond {ile addresves
add wm < Flag repeated woids
Trust Center Enfcteg accented uppercase in French

Sugyest frem man dichianary only
Custom Dictionanes.
French medes  Tradmicnal and new spelbngs
Spanih modes: | Tutea verb forms only <
Whan correx ting spetiing and gremmar in Werd
v Check 1geling a3 you type v
o Cances
)
= [ WSS
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Thu thust

AutoCorrect |

than nang |tinh néng

[¥] Show AutoCorrea Options buttons

[¥] Cgrrect Two INftial CAprtals

[¥] Caprtanize first ietter of gentences

(] Capralize first tetter of table gells

[¥] Capitatize pames of days

[Z\ Correct acadental usage of cAPS LOCK key

Extrplion...

[#] Reptace text as you type
Replace: witn: ® Pain text

Math AutoCorrect | | _A@g’umt As You Type

timne . time

tiogether : together

e ;tm

tjhe T
thae Make

E Automaticalty use sugpestions fram the spelling checker

) e 1]
1

Click nut Delete

D€ loai bé mét tir trong danh sdch AutoCorrect, chon ti trong hép
thoai AutoCorrect va click ndt Delete, sau do click nit OK dé€ thoat

hép thoai AutoCorrect.
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Chlro*ng 9
IN TAI LIEU

Viéc tao ra cdc tai liéu trong Word sé khong thé dép
ng ma khong cé kha niang in ra céng viéc ciia ban. Véi
Word 2016, diéu nay sé dé& dang hon hon bao gig hét d€ in
cdc tai liéu cda ban va kiém soat cdc thiét lap khac nhau
cho s& lugng trang in, nhu ciu déi chi&u, dinh huéng trang,
va nhiéu hon nita. C4c tdc vu trong chuong nay sé cho ban
thay, cach thic st dung cdc tuy chon in 4n tién ti€n hon,
in phong bi va in cdc nhéan, hoic click vao cong cu Mail
Merge ciia Word dé tao ra hang loat cédc bic thu.

D€ in tai liéu hién tai mgt cadch nhanh chéng, béng cach
st dyng cdc cai datin mac dinh, chi can click vao ndtnay.

Prxlt

3} e

Trong khung xem cla tab Print hién thj tat ca
c4c tuy chon in ma ban can in tai liéu Word.
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Chuong 9. In tai liéu

Xem cac tuy chon in ndng cao

Ban da hoc dugc nhitng diéu co ban vé viéc in 4n tai
liéu Word trong Chuong 2, “Lam viéc vdi cac tai liéu”. Bay
gid 1a lic dé xem mot s6 céc thiét 1ap chi ti€t hon cé6 sdn
trong Word 2016. Ban ciing c6 thé si dung khung xem
trong tab Print dé truy cap cac diéu khién in &n khic,
chédng han nhu hop thoai Printer Properties va hdp thoai
Page Setup. Hop thoai Printer Properties sé hién thi cac
tuy chon cho may in da chon. Hop thoai Page Setup sé

hién thi cédc tuy chon cho cac trang.
1. Click vao tab File trén Ribbon.

(=)

= £
Insert Design Layout References

-ﬂ- Cut f s I
[x |VNI-Centur '112 *|A A Aa-
‘@ Copy

Paste - Ry -
 Format Painter B I U-ax,x A % 4
Clipboard [F] Font

2. Click nut Print dé xem céc thiét 14p in.
3. Chon mdy in ban muén s dung.
4. Click vao lién két Printer Properties.

Print

(‘ — Copies |1 :
| Print
Printer
_7 ,  Canon LBP2900
Ofﬂme o L
2 Printer Pro, Engg

™

]
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5. Hop thoai Printer Properties s& hién thi cdc thuoc
tinh cho may in. Ban c6 thé thay ddi cac thiét 14p in
khi can thiét.

» Page Size: Chon cic kiéu kich c& gidy in, Letter, A5,
B5, A4, B4, A3 v.v.v...

» Output Size: Chon kich c& gidy dau ra, Letter, A5,
B5, A4, B4, A3 v.v.v...

Copies: Chon sb luong ban in.

Portrait: Chon ché d6 in trang doc.
Landscape: Chon ché do in trang ngang.
Page Layout: Chon bé tri trang in.
Scaling: Chon ti 1& % in.

vV V V V V VY

Restore Defaults: Click vao nit nay dé tré vé thiét
lap mic dinh ban dau.

6. Click nit OK dé tré lai giao dién cia tab Print.

| P Sen | Fusabing | Pogm Sourcn [ Quilty| —
e O - RG] o & -
[ S— T — )
|l | PN
i Copes 114 nwossy -
i — e Lﬁ )
} = [A] 0 Powae [AJO Landecase i
i Page Layout |_.J 1 Page per Sheet My
| i
[L~ . Seey 1003) 200)
I ]
Ve Setegn.
o L4
Custom Paoer Sas Restze Defadty
w oy ] [ | e
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Thu thust

Dé thém mét nut Print trén thanh

céng cy Quick Access, xem tic vu

“T8i uu héa thanh céng cu Quick Access” trong Chuong 1 dé tim hi€u
thém vé cdch thém mdét nut vao thanh céng cy Quick Access.

7. Click vao lién két Page Setup dé md hop thoai Page Setup.

il

Pages

Hop thoai Page Setup sé

Prihes Propertsn

Settings

Print AN Pages
The whole thing

Print One Sided
Only punt on one side of th.

y Collated
123 123

123

Portrant Onentation

Letter

85"

Normal Margins
Lef: 1° Right 1

| Page Par Shest

(7

dugc hién thi.

e

Le

8. Click vao tab Margins dé thuc hién bat ky thay doi 1é trang.

Margins
| Top: l ke
Left: [ 2]
| Gutter [ B
;onenuﬂon
(A=
| Portrait Landscape
:Paqes

[Normai

Muttiple pages:

| Preview

| fma -
Applyto: |Whole document ﬂ

| Set As Default |

- vargins | poper [tayowt|

X il

Bottom:

Right: i

Gutter position:

| concet |
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9. Click vao tab Paper dé chon kich thudc gidy.

h

[Mwgs| Poees immg}
Papey wur |
foe T
wan a5 o
U
Paper sounce
Firil page Qther pages:

Multi-purpose Tray %
v

[L”m {Wnote document [ ] {Lpnot opomm... |

e ] o | camn

10. Click vao tab Layout dé thay déi c4ch thic in cac phén,
phan dau trang va cudi trang.

11. Click nat OK.

| Mgy | poper [[oyou]|
| Section
| ¥ Suppress enonotes
| Meaders and footers
| [ OMterent gdd and even
(] Otrerent fiest gage
Header: 05"

| rrom edoe: &
i footer (05 134
i Page

| yetical abgnment: |Top ¥
Preview

Appiy to: | Whole document :-]

Emnn«uJ
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12. Click ndt Print dé in tai liéu.

Printer
[T ConontBP2900 ]
!,,,_,Qfﬂ!'l{. |

1

Printer Properties

Thi thust

[_h Change how document content is displayed on the screen and when
LA, printed.

Procfing Page diplay options

| Save [/l Show white space between pages in Print Layout view ©
Langusge [V Show highlighter mars ©
Advanced (v Show document tooftips on hover
Customize Ribbon Abmay thow these formatting marls on the ureen
Quick Access Toolbar ‘ [ Tab characters =
Add-ins [ spaces
(7] Paragraph marks
Trust Center l iy
(] Higden tent

l i ] Optional hyphens
¥ Object anchors

& kAl

| Show git formetting marks

Printing options

) Print drawings created in Word O
(7] Print background colors and images

(1 Print document groperties

| "] Print hidden text

‘ [[] Update fields before printing |
(] Update linked data before pnnting

L ]

|
L R
|_ox | comca l

Click vao tab File va click Options dé md hép Word Options. Tab Dis-
play trong hép thoai Word Options cung cap cac thiét Iap hién thi trang
tai liéu ciing nhu céc tuy chen in, nhu in van ban 4n va cdc ban veé.
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In phong bi

Ban c6 thé bat dit liéu dia chi tim thdy trong mot buc
thu cho mét phong bi ma ban c¢6 thé in ra trén may in. Si
dung lénh Envelopes cia Word, ban cé thé nhanh chéng
dat 1én mot phong bi, dat ca ngusi gii va nguoi giao hang,
dia chi, va diéu khién cédch cac ban in phong bi ra trén
may in. S& dung hop thoai Envelope Options, ban cing cé
thé thay déi font chit, kich thudc phong bi, va vi tri cia
cdc dia chi trén phong bi, chdng han nhu di chuyén mét
dia chi dé mé dudng cho mét logo in sdn trén phong bi.
1. Mg thu ma ban muén tao mét phong bi.
2. Click vao tab Mailings trén Ribbon.
3. Click vao lénh Envelopes dé mé hop thoai Envelopes

N
va Labels.
h
. r — -— T K P
O e o/ R e gl P = *
_____ [ . .
g S — - - - - -
- i e — s [AS -
- e —— .
CONG TY CO PRAN VAN BOA VAN LANG
@ 41 NGUYEN TH] MINE KHAI ,__o
BT 341157 - 3233822 “Faa: 3.133.07
Emad vivigvaniang ol
hat1 Feam O tages hoes s N .- |

4. Word sé chén dia chi mac dinh cGa thu. P& nhap méot
dia chi khéc, x6a dia chi va nhiap mét dia chi mdi.

5. Click vao hop Return address va nhép lai dia chi.

6. Click vao nat Options dé mé hop thoai Envelope Options.
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["Eowetopes | janets |
|
E Delivery address: B~

| [cONG TY €O PHAN VAN HOA VAN LANG A

| L

| i

| |

| v

| [] Add elegtronic postage | '

| Return address: > Domt

| [T 38242.157 - 38233 022 *Fax: .

| [38235.079
e =] @
o

r When prompted by the printer, insert an envelope in your printer's manual feeder.

‘ (Lostions...] [Eponage mopertis..

Thd thust

Word c6 thé€ nhdc nhé ban luu lai dia chl trd vé dia chi mac dinh. Click
nut Yes dé thyc hién hodc No dé bé qua.

7. Dé thay d6i kich c& phong bi, click vao day va chon
mot kich cd khac.
8. DE thay déi font chit, click vao nit Font.
9. DEé thay d6i vi tri ca dia chi, click vao day va thiét
lap gia tri mdi.
10. Click nit OK.
L Eveopeopions. WM

|[Erwetope Options || printing Options |
| Envelope size:

Size 10 BIBx912I0) [

Delivery address

| Font.. .,_0 Fromfeft: fauto 14 |
‘ M

From top: |Auto

Return address i
| | ront. From left: [Auto o

i From top: [Auto i
| Preview

B4 m
&
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11. Click nat Print va chen mét phong bi trédng vao may in.

_ﬁnvelopﬂ & 1

DRelivery address: B -

J(:(SN(; TY CO PHAN VAN HOA VAN LANG i
w

(] Add eletronic postage

Return address: B ~ [(Jomit

40 - 42 NGUYEN THI MINH KHAI | Preview Feed

DT:38242.157 - 38233.022 *Fax:

38235079

Emai vhvi@vaniang v IE
v

When prompted by the printer, insert an envelope in your printer's manual feeder

| Print | | Add to Document | | Qptions... | LE-poque Properties.. |

| Cose |
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Chuong 10. Sif dyng cac cong cy dé hoa va cac phim tat

Chuong 10
sU DUNG CAC CONG Cy b0 HOA VA CAC PHIM TAT

Cac thanh phan db hoa la mot phan quan trong clia
viéc tao cac tai liéu nhadm chuyén tai cdc thong diép cho
ban. Cdc thanh phan dé hoa c6 thé bao gom céc hinh
mau, hinh dnh kj thuat s6, biéu d6, hiéu iing vin ban, cac
hop van ban, di chuyén hinh dnh xung quanh vin bén
trén cdc trang tai liéu.

Tab Insert trén thanh Ribbon cung cdp mét s6 cac kiu
déi tugng db hoa, ban cé thé chen vao tai liéu Word.

n——

o - A TS Rrowstons- | [ [ Mo nn.. 7 gmrees -2
‘ o g g 5. = -, e
gl ot SEESE=@ e B

‘ o
e =
) G Amat i s - L % Bhsdctontios  Atowas | ¥ E14E

st Putune styies 3 Aange s

sm—— ; ; 7 i j : 7 " ; j § U ———

Page 1of 1 Owords (B tnohh Lnked Statey w s - B e e

Ban cé thé chon ti mdt loat cac anh nghé
thuat thdng qua trang web Office.com.
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Vé cac hinh dang

Word 2016 dudc cai dat sin mot tap hgp cac hinh dang,
dugc goi 1a Shapes (cdc hinh dang). Vi dy, ban ¢6 thé st dung
cac hinh dang dé tao biéu tugng va vé cac hinh don gian.
Ban c6 thé vé cac hinh co ban, chang han nhu vdng tron va
hinh vuéng, hoac cac hinh dang phic tap, chdng han nhu
hinh mot ngbi sao hay hinh qua bong béng. Ban ciing ¢6 thé
st dung cong cu Shapes dé vé ciac dudng va hinh mai tén.
Mot khi vé mot hinh dang, ban cé thé thém mau sic, thay
déi duong vién, ap dung cac kiéu dac biét, béng d6 va cac
hiéu ing 3D. Tab Format sé xuat hién nham cung cap tat ca
cac kiéu cong cu dinh dang cho cac hinh dang.

1. Click nat Insert.

2. Click nut Shapes.
3. Chon hinh ban muén vé.

W] B Quk Pt~ [ Sgmenweone . 7 Gouatin -

" 4M.. T Oste & Tome €2 Symbol -
) R oo Cop- [TOMees +
- ol 9 Comments | Wender & Foster n "
——— % E\ N DCOAT LD O i . . s ' ) mm‘w.
Y8 3
Uiy \
NANTLLR A UNAG S b
Rectanges 1
(=lmlatalalela =l
BOAMLOOQO000O®
™ o
[aLel0 S\ «\I’ﬂ'?'"—‘o
10 [ ’
e
CRIOUEArRIS
CrIvnLd 2O
—
=0 emm
—
oUD0BC
@B 0AVa
e
S —
0041000 @OEC0e
asasgpon
ot
OCPPO00E 4 ¢
e e T oy - Y e -
— Ly L e .

4. Con tr6 chugt sé thay déi thanh mot biéu tugng hinh
chir thap.

5. Click vao ré vao tai liéu dé xdc dinh kich thudc va vé
hinh dang.
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Chuong 10. SI dyng cac cong cy d6 hoa va cac phim tat

e e e LN L) [ .
Thu thust

Mac du ban khéng thé luu mét hinh dang ma ban tao va cdc ysu té
dé hoa khdc trong Word, ban c6 thé nhém cdac myc vdi nhau va sao
chép ching vao mét chudng trinh khdc, chdng han nhu Windows
Paint, va luu dé hoa nhu 14 mét biéu tugng thay thé.

6. Tha nat chudt va hinh dang duge hoan thanh va dugc
bao quanh bdi mot dudng vién.

\ 4
@-
APy A

) 4

s

A4

o
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7. DE thém mot mau dén hinh dang, click vao Shape Fill
va chon modt mau.

B/ENETEEN
I||||I|Ill ;
.

SEe amanes

® Boraco

- e

d s

e

4’:

4

4

g ot b (] g hanaed ey o & - ' . -

8. Deé thay doi ki€u dudng vién, click vao Shape Outline
va chon mgt mau hoac kich ¢& dugng vién.

" 22 Shope i -

Jewr 2
Y 4 v o . s
p— BEREEEE s s sanoe o s
v SRR f ' T IIIl ) e
§ Standard Coors
EES SEEEES
Wi T i i Wi - .= e

9. Dé& thém méot kiéu hinh dang bao gém mau sic, dugng
vién, click mét kiéu hinh dang.
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Poston Wiep
v T Binsieion: Rt

T INTT T : : [ L S

7_7ni thugt

[ | 2% 6t Shape ~ -l Lyshapersif 5 5o A L Tem uection | '*5| !b] !le-w!u-m huy. i

: O e . ' v W (TS vl § Sl

) ) T e o ot &u-a-«m A Rotue- | 28T

Insedt Shapes Shape Styles b ‘un hun;- sare 3 -

[, ‘ i 4 i : ‘

! F&nwshm i
‘ :;”‘,,
v

i
.
= i
&
P 1ot) Owertn [ tngisn Woied Staed AT 20 e e s s -

Ban cing c6 thé tim thdy cac dinh dang cho hinh dang cua ban trong
hép thoai Format Shape. Click phai vao hinh dang, sau dé click vao
Format Shape dé md hép thoai.
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Chén cdéc anh Clip Art

Ban c6 thé vé cac tdc pham anh Clip Art (hinh méuw)
hoac chen vao tac doan Video. Clip Art duge dinh kém vdi
nhiéu thé loai va cac kiéu, bao gdm céc ban vé, hinh anh, va
tham chi ngay ca &m thanh ho#c hinh anh dong. Ban c6 thé
truy cap vao tinh nang Online Pictures hoiac Online Video
v.v.v... trén tab Insert, dé dap (ng nhu cau tai liéu ca ban.
1. Click vao tab Insert.
2. Click vao nit Online Pictures.

= B

File Haome Layout References

B Cover Page~ | p—

Blank P.
b = Table
= PageBreak | .
Pages Tables llustrations

3. Word sé md clta s6 Insert Pictures.

4. Click vao 6 Search nhap mot tir hodc cum tir lién quan
dén cac loai hinh nghé thuat ma ban muén sif dung.
5. Click vao nit Search hoac nhan phim Enter trén ban phim.

»

Insert Pictures

Bing Image Search [ =
N [Bod, .}

o

Segn ) with your Meronaht accoum 1o et phots and vadeon ham bacebook, Fla br, end othes
e,
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Thu thust

D€ thay doi kich thudc anh Clip Art, click vao géc dnh va ré dudng
vién goc dén mét kich thudc mdi.

6. Chon mét anh Clip Art, click nat Insert.

¢ BACK TO SITES

|1 Bing Image Search

chp an
58200 search resutts for clip art g

health Cip At For Chigren| Chpart ..
999 x B68 - wwn clipartpanda.com I b
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7. Word ngay lap tic chen anh Clip Art vao tai liéu. Ban
c6 thé di chuyén hoac thay déi kich thuée anh Clip
Art cho phu hgp v6i nhu cau tai liéu cda ban.

Thu thust

D€ x6a anh Clip Ant, click vao anh va nhan phim Delete trén ban phim.

Chén cac hinh anh

Ban c6 thé chén cdc hinh 4nh k§ thuat s6 dé minh
hoa va tao thém phan hap dan trong tai liéu. Cdc
ki€u tdp tin dinh dang hinh dnh phé bién khdc nhu
JPEG, GIF, PNG v.v.v... Khi ban chén mét anh, ban
c6 thé dp dung cdc dinh dang, di chuyén hoac thay déi
kich thudc hinh dnh, hoic diéu khién van ban bao boc
xung quanh hinh anh.
i. Click vao tab Insert.

2. Click vao Pictures.

o 0o

=

File Home Layout References

B Cover Page~

- ) SmartArt
= [ E

[) Blank Page 1l Chart
Table Online Shapes

"= Page Break ; Screenshot

Saltariobi - ictures ~ @+

Paaes Tables Nustrations
Thii thugt

Ban ¢6 thé st dung cédc céng cy trén tab Format bén dudi Picture
Tools d€ dinh dang hinh &nh theo nhiéu c4ch khdc nhau. Ban cd thé
thuc hién viéc chinh sia mau sdc, 4p dung hiéu ung nghé thuat dé
tao mét hinh anh tréng giéng nhu mét buc tranh, thém mét dudng
vién, diéu khi€n bao bec van ban va xén hinh anh.

178 S
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Hop thoai Insert Picture sé dudc hién thi.
8. Diéu huéng dén céc tap tin hinh 4nh ban mudn chen.
4. Chon tap tin anh.
5. Click vao nit Insert.

® « 1 i » HOANGPHUONG » Desktop v &  SearchDesktop »

F Organize > New folder (S ® l

h -

) Homegroup

B HOANG PHUONG )‘ul
i Deskiop &=
& Documents hinh-nen-em-be
8 Downioads ’*":;::’"M
,' Music - T \
& Pictures

B Videos

in Locs! Disk (C:)
ca DATA! (D)

ca DATA2 (E)

v

File name | hinh-nen-em-be-de-thuong-nhat-9,pg v | |AH Pictuces (".emk:*.wmk:* jpgg’ v

6. Word sé chen hinh &nh va hién thi Picture Tools trén
thanh Ribbon. Ban c6 thé thay ddi kich thudc hoac di
chuyén hinh anh v.v.v... néu cin thiét trong tab Format.

1 nghtness = 5 Compress Petures
B Continet = %3 Reset Picture:
@ ecotor

o {
R




Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

Loai bd mét nén dnh

Trong Word 2016, ban c6 thé loai bé nén mét hinh
anh bang cach st dung cong cu Background Removal. Cong
cu doc ddo nay hoat déng giéng nhu cac cong cu tuong tu
trong cac chuong trinh chinh sita 4nh, cho phép ban cit
cdc phan cia nén va chi tap trung vao cac chd thé cla
anh. Sé tuy thudc vao anh, ban c6 thé diéu chinh tién
trinh tuy chon nham xac dinh chi cac phan cia hinh anh
can giif lai hoac dugc cit di.

1. Click vao anh ban muén chinh sita.
2. Click vao tab Format bén dudi Picture Tools.

3. Click vao Remove Background.
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4. Word sé md tab Background Removal va dit mot ving
chon xung quanh chd thé anh.
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Chuong 10. Sif dyng céac cong cy dé hoa va cac phim tat

5. Click va ré viung chon va diéu khién dé dam bao cha
thé ban muén giif lai nim trong vang chon.
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Thu thust

D€ t6 slta mét sé chi tiét anh, ban cé thé xem lai tab Background

Removal. Chi céan click vao céng cy Remove Background mét Ian nda

dé xem cdc tab.

6. Neéu nhu cong cu Background Removal dang tach roi
mot khu vue, click vao nit Mark Areas to Keep va
click vao mét vung dé giit lai chi thé.
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Ty hoc Microsoft Word 2016 danh cho ngudi mdi bat dau

7. Click thém vao cac khu vuc dé gir lai chd thé néu can
thiét. Pé loai b6 moét khu vue, click vao nut Mark
Areas to Remove va click vao khu vuec.

8. Click vao nit Keep Changes ho#c click bat ¢ noi nao
bén ngoai hinh anh dé xem viéc loai bg.

M1 - Word (Tnsl)

9 9 Q

Mark Asews Mark Areas Delete  Drcord All' Keep.
safisg 10 Remove Mark hanges Elemmes

)

|

= % -y a - 'y . -
Pogeier) Oworss (R Engieh Unied Statey .

182 {.



Chuong 10. S dung cac cong cy db hoa va cac phim tat
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Background Remaoval [ Format
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Mark Areas Mark Areas Delete Discard All Keep
toKeep toRemove Mark | Changes Changes

Refine Close

D€ trd vé hinh anh ban dau, hay hién thj tab Background Removal va
click vao nuat Discard All Changes.

Thém cac ki€u dudng vién cho hinh dnh

Ban c6 thé thém cac kiéu dudng vién cho hinh 4anh ma
ban da chén vao Word. Ban cé thé chon mau cho dudng
vién, kich c¢& dudng vién, ho#c tham chi st dung cac dudng
vién dac trung vé6i cac ddu gach ngang hay ddu cham.

1. Click vao hinh 4nh ban muén chinh sta.
2. Click vao tab Format.
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