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Muc tiéu
. xac dinh céac yéu td . str dung Backstage dé luu,

trén man hinh Mm@, hoac tao ra cac tai liéu

- str dung Quick Access Toolbar ot

. st dung Ribbon - chuyéen doi gitra cac tai liéu
. |am viéc voi van ban + liru trong cac dinh dang tap
] tin khac nhau

- di chuyén xung quanh tai liéu , a e a
/ g)q " . dong mot tai lieu

- xac dinh cac biéu twong

man hinh - thém thudc tinh tai liéu
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Xem xét man hinh

Core Skills
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Core Skills

Xem xét man hinh

*ScreenTips

— M® ta nhanh vé tinh nang

H— Orientation = *= Breaks =
! =

I Paragraph
[ Size - £ Line Num Font (Ctrl+D)
Margins
% EE Columns = pl" Hyphena [ show the Font dialog box.
Fage Setup -F gy B,
Margins SE R

Select the margin sizes for the = -
entire document or the current
section.

€ Press F1 for more help.

© IIG Vietnam.
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Sw dung Quick Access Toolbar

*Chtra cac nut cho cac lénh thuwong xuyén
dwoc sty dung
H 90 |s
*C0 thé dworc tly chinh
«C0O thé dworc dat trén hoac bén dwdi Ribbon




EEA\\/ord 2010
Swr dung Ribbon

e Cac Tab lam viéc twong tw nhw cac |énh cua menu

n Home Insert Page Layout References Mailings Review View L] ﬂ
=l & = e o - i B i et s= A 24 Find -
], [comaoon cju cIA A | Aax [ B 0Ec0 (REE| 2 | aaanceoc| asebeeoe AaBbC: AaBbCc | M T 5. Ripiace

& - == =
hf'! J’ B I o- e X, x" fay = 2_" = A" |" =EE :-:—' ,_4_!&' e w R T Marmal | ¥ No Spadi... Headingl Heading2 |_ m;] L Select~
Clipboa... s Font | Faragraph Styles F Editing

» Cac ribbon theo nglr canh Xuat hlen khi hoat dong

— Mau sac khac hon so véi giao dién binh thuwdng
‘W90 Documentl - Microsoft Word M oo

Home Insert Page Layout References Mailings Rewview View Format [ Lt ﬂ

i # Corections ~ 13 s e el = L picture Border = | _-| j 4 Bring Forward [;1 T i. £ loar-

= chnlnr B el e ; = | =) Picture Effects = 1 Send Bat - 18]

Remove - P . —ion Position Wrap Crop =1 048"
Background 3 Artistic Effects - % - = 52 Picture Layout = ¥ 9. Selection Pane  Shv -

Adjust Picture Shyles Ia Arrange Size

. Sy dung = dé an =l hoac hién thi ribbon
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Swr dung Ribbon
* CO thé str dung ban phlm dé kich hoat

Bl y
%_;@* e D ALY e LB o Nhan phim H dé

_J e ' | Calibri Bocy) - |11 ,ﬁ, ﬁ. | A i::' EE T :IE - ",__T-‘ '¥ F “- 1 A
ey matpaner| B 4 U ® (A% -A- EEEE 5 & @ truy Cap tab Home
Clipkaard a Fani i Paregraph &
MiHD-0= DocumentT - Micra el
n_ Hnms Tnant Fage Layout 21 KAailing i L
S = FS] R [Lu e P
1 i Qiivdgogy ~pi ~[K 4 | Aat s nadbcerx Asibcex AaBbC AaBbce AAD sssbce asspceo - __].t;u:t
Faile B I U~ x x ,-.~,-_- e A THemal | 0 He Spad.. Headingl Heading 3 Ttk Subfitle  Subils Em.. |
Fgrmal Panter e w : !Ild'
ilJ e 1; rd 3 I_I LJJ |._ Lr Ll |_| EJ Shyles lL]“'
o] f 5]
"Nhan phim K dé S
a p e ==l -1 - Momal

Line Spacing I

.5

truy cap cac tuy chon [ 10 ]

30

Line Spacing Cption:.,
i é: Add Space BEefare Paragraph
% Aemove Space Alter Farageaph
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Lam viéc v&l van ban
T « Cho thay noi ma ban hién dang thao tac
« Di chuyén sang phai khi ban gd van ban maoi

Deleting Text | Xoa ky tw bén phai str dung phim Delete
e Xoba ky tw bén trai str dung phim Backspace

Word Wrap |+ Khi nhap van ban vao dong, tr dwoc nhap tw dong
nhay hoac két thic & dong tiép theo cua doan

« Nhan Enter dé két thic méi doan van ban

Blank Lines | Doan van khéng c6 van ban
« Pé chén vao, nhan phim Enter

« D& loai bd, di chuyén dén dong trong va nhan phim
Delete

© lIG Vietnam. 8
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Xac dinh cac biéu tu’o’ng man hinh
Text Spelllng error Hide top & bottom margins
movethe | Grammatical error H Show top & bottom margins
whatowhere | Contextual error L Show/hide formatting marks
N2 No proofing errors T Paragraph mark
@ A proofing error exists - Text wrapping mark
® Check for proofing errors G Tab mark
e AutoCorrect item bythe | Spaces mark
5- AutoCorrect Options | e Soft page break mark
B o~ Paste options - | Manual page break mark

© IIG Vietnam. -
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Di chuyén xung quanh tai liéu

« Nhan vao dé di chuyén diém chén
e Thanh cuon (Scroll bars)
» C4c tuy chon phim (dé truy cap nhanh):
— Next/Previous character G/u
— Next/Previous word Ctrl+ G/u
— Beginning/End of line Home/End
— Beginning/End of document Ctrl+Home/End
— Next/previous line $/#
— Next/previous paragraph Ctrl+ $/#
—Goto Ctrl+G

© IIG Vietnam. 10



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Lwu cac tal liéu

* TOi da 255 ky tw

« Can xac dinh ndi dung mét cach nhanh chong

« Khdng thé st dung: /\: *? <> |

* Word tw dong gan. Docx

« Khi tén tap tin trong hdp béng md, gd dé thay thé tén
tap tin trwéc

* CO thé lwu tap tin vao bat ky vi tri nao co thé truy cap

— Hay can than vé cac tap tin cd cung tén

© IIG Vietnam. -
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Lwu cac tai lieu

«Dé lwu 1an dau tién hoac thay doi tai liéu hién co:
—Nhap vao Save trén thanh cong cu Quick Access
—Nhan File, Save
—Nhan Ctrl + S

«Dé lwu tai liéu véi tén khac nhau:

—Nhan File, Save As
—Nhan F12




Microsoft®

WO rd 20 10 Core Skills

Tao mot tai lieu moi

«Dé tao mot tai liéu maéi:
—Nhan File, New, Blank document
—Nhan Ctrl+N
T chi dinh tén cua Document #
—GIlr theo doi cac tai liéu maéi tao ra phién lam
viéc nay

13



iy Microsote Microsoft®

50 Office WO rd 20 10 Core Skills

Swr dung New Dialog Box

*Nhan File, New

= T ji T )
Wda-0ls Documentl - Microsoft Ward = i
“ Home  Inzet  Pagelmyout  Referenzaz  Mailing: Review  View o @

il save A

Available Templates
B Save As
* 4 b

5 Open 3 Home Calendars

o Close Office.com Templates Search Office.com for templates -

Info

Recent ‘u f‘__f_f |f! _f'_/ / 7 u’f /7 r'j >7

MNew 2011 010 2009 2008 007 Academic
calendars calemdars calendars calendars calendars year

calendars
Print
Save & Send 4 iy
2 A 4
Heh Mu?ﬁph-}rﬂar Other
) i calendars calendars
B Exit

i,

© lIG Vietnam. 14
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Chuyén déi gitra cac tai liéu

« Pé chuyén dbi gitra nhiéu tai liéu:

—Trén tab View, trong nhdm Window, nhan
Switch Windows, hoac

—Nhan nat Word trén thanh tac vu dé hién thi
phan xem trwéc ctia mdi van ban dwoc mé, hoac

—Néu Word dang & trong ché dd Restore Down
View, nhan vao thanh tiéu dé cla tai liéu
dé chuyén




P Microsoft®
WO rd 2010 Core Skills

Lwu trong cac dinh dang tap tin khac

S dung trwdng Save as type trong hop
thoal Save As

Save as type: | Word Document (*.docx

Authors:

ide Folders

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (".dot)

PDF (*.pdf)

APS Document (*.xps)

e Single File Web Page (".mht;".mhtml)

Web Page (*.htm;*.html)

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

Plain Text (*.bd)

Word XML Document (*.xmil)
Word 2003 XML Document (*.xml)
OpenDocument Text (.odt)
Works 6 - 9 Document (* wps)

© IIG Vietnam.
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Lam viéc v&i chée dd twong thich
(Compatibility Mode)
= R 7 X A .~ [ Microsoft Word Compatibility Checker L2 oo
*Kieém tra cac van € gIlra (g wommmmm e on
cac phién ban et -
«Nhan File, Info,

Check for Issues,
Check Compatibility

[#| Check compatibiity when saving documents

17
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Chuyén doéi mét tai liéu
«Chuyén ddi sang dinh dang Word 2010

—Hay rat can than néu nhirng ngudi khac st dung
phién ban trwéc do

rhﬁcma&‘b\‘mﬂ |2 o)

| This action will convert the document to the newest file format. The layout of the document may change.

Converting allows you to use all the new features of Word and reduces the size of your file. This
document will be replaced by the convertad version.

" Do not ask me again about converting documents

) o]
LY &

© IIG Vietnam. 18
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Pong mot tai lieu

«Pé déng mot tai liéu:
—Nhan File, Close
—Nhan ==
—Nhan Ctrl+W hoac Ctrl+F4
«Khi tat ca cac tai liéu bi déng:
—Xem man hinh mau xam chi v&i tab File c6 san

19
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M& mét tai liéu

«Dé m& mot tai liéu:
—Nhan File, Open
—Nhan Ctrl+0O hoac Ctrl+F12
—Nhan File, Recent
*CO thé can phai diéu hwdng dén vi tri tap tin
da lwu

20
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Sw dung Document Properties

*Nhan File, Info

wid - s e Tour Proposal - Stuadertudoc - Microsoft Werd b= B
“ L Trsert Fage Layout Refeiences Mailings Review  View 7]
ol Fave . <
e Information about New Tour Proposal - Student
Ve
ChUsers\Pubdic\ Documents'\New Towr Proposa - Stodent doox
_'j' iy .
i Close
3 Fermissions
Ld;l] fAnyone can spen, copy, and change sy part of this document.
/] Proparies =
Protect & & G
Recent Document - i ]_-IHL
Fages ]
W 55
LA Total Edmifg Tavid 33 WifiLled
] Prepare for Sharing Ile
Pt ,ﬂ Before shering this file, be swase that it containg: Tagi
- Document picpeties and authod's name - ommanks
Save & Send et
o Rrabec] Sale
Help Ltk Modfied Today, 8:27 AM
g Optins: = Verslons Created Teday, B AM
E -_{-g] %) There s no previous versions of this file. Lart Prinbead
i .
Mumnsge fratec Peopis
'l'-usln!'n' duthor Telara Adventure:
Last Wndfied Oy Tolare Adventuses
Related Socuments
Ji-Dper File Locetion
o &3

© IIG Vietnam. 21
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Sw dung Document Properties

1

Proparties =

Size

Pages

Words 5

Total Editing Time 53 Minutes
Title

Tags

Comments

Relabed Dates
Last Modified Today, S22 AN
Today, 520 AM

Last Printeg

Related Prople
Authar Tolano Advenlies

Last Mogified By Tolang Acverturss

Related Dacuments

i Open File Localion

2hgve Al Propgrticy

© lIG Vietnam. 22
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Sw dung Document Properties

€ Document Properties +

Core Skills

# Required field X

Location: C:\Users\Public\Documents\New Tour Proposal - Student.docx
Author: Tithe: Subject: Keywords: Category:
Tolano Adventures | | | | | | | |
Status:

Comments;
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St dung E-mail

« Nhwoc diém 1a méi ngwdi nhan dwoc ban sao cda tai liéu
— Can phai két hop cac thay ddi hodc thém cac y kién dwoc
thyee hién béi nhirvng ngudi khac
» GWi tai liéu bang cach st dung e-mail trong Word:
— Nhan tab File, nhan Save & Send, nhan Send Using E-mail:
e GUri nhu la tap tin dinh kém (Send as Attachment)
« GUri mét lién két (Send a Link)
e GUri dwdi dang PDF (Send as PDF)
e GUi dwdi dang XPS (Send as XPS)
e GUri nhuv la Internet Fax (Send as Internet Fax)

© IIG Vietnam. -
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Sw dung E-mail

Send as Tao ra thong diép mai véi tai liéu cua ban nhu la

Attachment tap tin dinh kem

Send as Link Tao théng diép mai co chiva siéu lién két dén tai
liéu

Send as PDF Chuyén dbi tai lieu sang dang PDF (Portable
Document Format) trwéc khi guvi

Send as XPS Chuyén ddi tai lieu sang dinh dang XPS trwdc

khi gUi

Send as Internet
Fax

Chuyén dbi tai liéu sang tap tin fax dién tl bang
cach st dung phan mém internet fax trén may
tinh cuc bd cua ban

© IIG Vietnam.
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Str dung Save to Web

* Str dung dich vu lwu trir trén web
— Office Web Applications
— Mién phi s dung va dwoc cung cap 25 GB khéng gian
lwu triv
— Can Windows Live ID dé truy cap céac tap tin
e trong thw muc Public tai bat ky thdi diém nao
« trong thw muc My Documents chi c6 thé truy cap b&i ban
«Pé |wu tai liéu Ién Skydrive t Word:
—Nhan tab File, nhan Save & Send, nhan Save to Web

© IIG Vietnam. ”
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Microsoft®

WO rd 20 10 Core Skills

Sw dung Save to Web

Home Insent Page Layout References Mailings Review Wiew &
| i sove _ :
| Save & Send Save to Windows Live SkyDrive
Gl save As . Wi
9 ; : Save to Web to access this document from any computer or to share it with other people.
(5 Open _ 4  Send Using E-mail
i i 3
5 Close Sue Wong's SkyDnve (Mot Sue Wong?)
| 0 Save to Web
| Info Windows Live SkyDirive ;J New s
h harePoi
Recent Eﬁ Save to SharePoint Personal Folders
= ‘ ] My Documents
Mew =] Publish as Blog Post (a4 Shared with: Just me
| Shared Folders
AL File Types “— Public
Shared with: Everyone (public)
ﬁ Change File Type
Help hi
g Create PDF/XPS Document
C_j apﬂom EWC ﬂ-.!
b Exit
© IIG Vietnam.
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Str dung SharePoint

*Tao thuan lgi cho viéc chia sé tai liéu cho nguoi
ding c6 tham quyén:
— Chia sé 6 dia mang dé lwu trir tai liéu
— Diéu khién phién ban tai liéu
(Document version control)
— Kiém soét ludng cong viéc (Workflow control)
— NOi mang xa héi (Social networking)
— E-mall
— truyén théng chia sé khac

© IIG Vietnam. -



Word 2010 Core skills
Str dung SharePoint

«Dé Iwu tai liéu 1én SharePoint ttr Word:

—Nhan tab File, nhan Share, nhan Save to

- Home Insert Page Layow Feferences Mailin gs Review  Vie W ¢

el Save .
Save & Send Save to SharePoint
bl save As P ; K
- Save to 2 ShareFoint site to collaborate with other people on this document.
& Open e Send Using E-mail
= '_‘l Recent Locations
& Close
0 Eave t Web _J Microsoft Office
info hitp://camparyweb/braining/Shared D ______
- Locations
Save to ShareF oint
Recent tﬁ i Browse for a locat
W=t
Mew @ Publish a3 Blog Post
Prrint File Types
Save Ag
M Change File Type
© IIG Vietnam. Q Create PDF/XPS Document 29
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Sw dung SharePoint

Adventure Works > Marketing Welcome Ray Chow + | My Site | Mylinks = | () #*

#8 Marketing [l Sites | [ 8] advanced search

M o tenee v
— Marketing » Marketing Documents
[j Marketing Documents

| View 2 Site Content [ share a ﬁﬂﬂ.l'h!\';'i-'-’fiﬂ'l the team by adding it rn_ﬂ'ns document Bbrary.
Fictures New = Upload =  Actors - Seftings - Ve All Documents -
* Images Type MName 2 Modifed By Modified Project Hithvoe
Surveys (@ Guidelnes Chris Cannon 8203007 11:42 AM
» Empioyes Survey O3 MewsRelsases Diver Renaud  €/7/2007 6:03 PM
Documents @ Achievement Certificate Connie Vrettos B/27/2007 12:50PM  Customer Ciivier Renaud
= Marketing Docusments -
#]  Advertising Campaign Ray Chow 9/8/2007 10:47PM  Customer
= Stratagy Shdes Campaigns
® Campaign Shdes &)  Campaign Projections RayChow  B/14/20076:59PM  Customer Ray Chow
Lists .
.C @ Comvenbon Catering Conlract Praghanth 8/28/2007 12:03 PM  Specisl Evenls Olvier Renaud
= Campaign Tasks @ Convention Equipment Rental Oivier Rensud  8/14/2007 7:11PM Spacial Events Clivier Renaud
Cantract
Discussions
@ Conventon Programs Aay Chow /142007 &:52PM  Spenal Events Prashanth
» Team Disoussion [% Desa
People and Groups f_q] Marketing Strategy Mhagrams Ilf']rpa:anﬂ"- 8f28/2007 LHO03PM  Strategy Ray Chow 3

© lIG Vietnam. 30
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EER\\/ord 2010

Core Skills

Muc tieu

. thay ddi goc nhin (view)

. chon van ban
- sir dung cut, copy va paste
- str dung clipboard

. di chuyén van ban voi
chirc nang kéo va tha
(drag-and-drop)

- str dung Paste Options
- sir dung Paste Special

. tim van ban hoac cac muc

vO'i Browse by

- thay thé van ban

hoac cac muc

© IIG Vietnam.
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Thay doi géc nhin (View)

Diéu chinh bé tri téng thé cua tai liéu.

Print Layout

Full Screen Xem tai liéu dwgc diéu chinh dé theo doi kich thuwac cho dé

Reading doc.

Web Layout Van ban boc véi kich thudc man hinh, hinh nén va hinh anh
xuat hién néu sir dung trinh duyét Web dé xem.

Outline Tang, giam cap cac dé muc trong bo cuc phan cap, hoac che
|ap chi dé hién thj cac tiéu dé va phan nhém.

Draft Thich hgp nhat cho cac tac vu g0, chinh sira va dinh dang .

© IIG Vietnam.
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Word 2010 Core Skills
Thay doi goc nhin (View)

-Pé thay dbi goc nhin:

—Nhan tab View nhan tay chon trong nhém
Document Views, hoac

' = | |
lj M |ﬂ | T
Print |Full Screen Web Outline Draft
Layout| Reading Layout

Document Views

—Str dung View Buttons trén thanh trang thal
Eng ==
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Pieu chinh Zoom

» Trén tab View, trong nhém Zoom, nhan tiy chon, hoac

Q @ Two Pages
Zoom 100% ;
"= Page Width

Zoom

* NUt Zoom level trén thanh trang thai, hoac =

« Zoom slider hoac nat gia tang cua thanh trwot
© )
« Nhan Ctrl khi ban di chuyén dé tang hodc gidam zoom

© IIG Vietnam. 5
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Pieu chinh Zoom

2 s R . [ Zoom M
*SUr dung nut Zoom dé:|—

—Piéu chinh zoom e e .;:._.m
mot cach nhanh chong || *=* 2= —
_Tq[\et IaP ty I? AaBbCcDdEeXxYyZz

pqan tram rleng AaBbCcDdEeXxYyZz
—Hién thl nhiéu trang AaBbCcDAEeXxYyZz
 T— AaRhCeDdEaYyYuZ 2

oK || cancel

© IIG Vietnam. -
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Tach ctra so

« Chi c6 thé chia nhéd cac ctra sb theo chiéu
ngang

» Chi hai ctra sO cho cuing mét tai liéu

*Dé phan chia cac clra so:

—Trén tab View, trong nhém Window , nhan Split va
kéo dong t6i dén chiéu cao cwra soO thir hai, hoac

—Kéo Split Horizontal dén chiéu cao clra so6 thi hai

© IIG Vietnam.
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Tach ctra so

«Dé chuyén doi cac ctra SO
—Nhap vao trong ctra so tai liéu do, hoac

—Nhan F6 hogc Ctrl + F6 di chuyen tlr mét cira so
sang clra sO khac, hoac

—Keéo thanh chia (split bar) de hién thi nhiéu hon hoac
it hon cua mét trong hai ctra sO

*Dé loai bd ctra s6 phan chia:

—Trén tab View, nhom Window, bam vao Remove
Split, hoac

—nhap dup vao thanh chia gitra cac ctra sd

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Sap xep cac cltra s6

*Trén tab View, trong nhom Window,
nhan View Side by Side

£33 New Window | 1) View Side by Side f E

= Amrange All [dI Synchronous Suullinq| i

=] spiit A4 Reset Window Position  \windows =
Window

—C6 thé déng bd ca hai clra s6
*Néu co nhiéu tai liéu dwgc ma, can phai lua
chon trong do hai tai liéu dé xem side by side

© lIG Vietnam. 9
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Sap xep cac cira so

« Xem nhiéu ctra sb cung llc

«Bam vao tab View, trong nhom Window, nhap vao
Arrange All p—— s

© lIG Vietnam. 10
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Lwa chon van ban

«Néu van ban danh may, phai lwa chon van
ban trwwdc khi hanh déng dwoc ap dung

D0 bong & trén van ban dwgrc lwa chon cho
nhiéu hanh déng

Proposal for Haunted Adventure Tours

Our preliminary research shows that the foliowing tours are popular with travelers. These toursare
broken down into adventure types:

—Nhap chuét khoi phan dwoc lwa chon dé tré lai
binh thuwdong
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L wa

chon van ban lién tiép

« Nhan vao & dau van ban dé Iwa chon, va sau do kéo dén
van ban "danh dau"
— C6 thé tang hoac gidm cac lwa chon bang cach gitr nit chudt
— Néu st dung ban phim, dinh vi tri con trd, gitr phim Shift va nhan
phim mdai tén

*Déc
*Déc
*Déc
*Déc

non tw toan b6, kich dup vao tw.
hon toan bd cau, nhan Ctrl va nhap vao trong cau
hon toan bd doan van, nhap ba lan vao trong doan

hon tat ca van ban:

— Trén tab Home, trong nhom Editing, nhan Select, nhan Select All,
— hodc nhan Ctrl+A

© IIG Vietnam.
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Lwa chon van ban khéng lién tiép

P& chon nhiéu phan cda van ban, chon doan
dau tién cua van ban va sau dé nhan phim
Ctrl dé chon tirng phan cua van ban

Chon khoi van ban bang cach s dung
phim Alt

—Vi tri con trd & dau khoi van ban dé chon, nhé:m
phim Alt khi kéo sang phai dudi cung cua khoi

13
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Swr dung thanh lwa chon (Selection Bar)

» Trong khu vwc "lé trai* (left margin) cGia man hinh 7

« D& chon dong van ban, bam vao & phia bén trai cia dong
van ban

« D& chon toan bd doan van ban, bam vao & phia bén trai cta
doan van ban

« D& chon toan b tai liéu, nhap ba lan trong thanh Iwa chon,
hoac nhan phim Ctrl va nhan mét Ian trong thanh Iwa chon

« D& chon nhiéu dong, kéo chuét dé chon van ban.
* St dung phim Ctrl dé chon van ban khong lién tiép

© lIG Vietnam. 14
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Sw dung Undo

« Dé kich hoat Undo:

— Trong Quick Access Toolbar,
nhan Undo, hoac

— Nhan vao nut cta chinh né dé hoan tac
hanh déng hoac 1&nh cudi cling

— Nhan vao mi tén dé hoan tac Ién dén
100 hanh déng hoac Iénh dwoc thwc
hién lién tiép

— Nhan Ctrl + Z dé hoan tac hanh déng
cudi cung dwoc thwe hién

Core Skills

9l-o s
Clear
Typing “a*
Clear

Typing “into existing tours that have been popular a...

AutoCorrect

Typing "have done some reserach ”
AutoComect

Typing

Typing

AutoCorrect

Typing “has allegedly occured.”
AutoCormrect

Typing “activty *

AutoCorrect

Typing “this is not a new travel concept, there seems...

AutoCorrect

Typing "area of paranormal actisvity. while =
Typing “of the latest interests is inthe *
AutoCorrect

Typing "one ”

Cancel

© IIG Vietnam.
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Word 2010 Core Skills
St dung Repeat

P& 1ap lai hanh déng vira dwoc thuc hién:
—Trong Quick Access Toolbar, nhan Repeat, hoac

—Nhan Ctrl+Y

16
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Sw dung Cut, Copy va Paste

Cut G& bd twr vi tri gbc trong tai liéu hién tai, va dat vao trong
Clipboard.

Copy Sao chép twr vij tri gbc trong tai liéu hién tai, va dat vao trong
Clipboard.

Paste Chen muc ttr Clipboard vao tai liéu tai vi tri con tré hién hanh.

Clipboard |Lwu trir tam thdi cAc muc cat hodc sao chép

© lIG Vietnam. 17



iy Microsote Microsoft®

50 Office WO rd 20 10 Core Skills

Sw dung Cut, Copy va Paste

« Dé cat hodc chuyén muc, sau khi chon né:
— Trén tab Home, trong nhém Clipboard, nhan Cut, hodc
— Nhan Ctrl+X, hoac
— Nhén chuét phai vao muc va sau d6 nhan Cut
« D& sao chép mdt muc, sau khi chon né:
— Trén tab Home, trong nhém Clipboard, nhdn Copy, hoac
— Nhan Ctrl+C, hoac
— Nhén chuét phai vao muc va sau d6 nhan Copy
« Dé dan muc, dat diém chén noi mubn dan muc:
— Trén tab Home, trong nhém Clipboard, nhan Paste, hodc
— Nhan Ctrl+V, hoac
— Nhén chuét phai vao muc va sau d6 nhan Paste, hoac
— Nhé&n muc trong Office Clipboard, ho&c
— Nhén vao mii tén cho mét muc trong Office Clipboard, va sau d6 nhan vao Paste

© lIG Vietnam. 18
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Sw dung Cut, Copy va Paste

i‘-;tcw-|

Paste Options:

aﬁf % (Al

Set Default Paste...

* Nut Paste Options xuat hién véi muc dan
« Nhéan vao dé hién thi cAch muc dwoc dan co thé xuat hién & day
« S6 lwong va loai cac tiy chon khac nhau dwa trén muc

Keep Source Formatting

(K)

Gitr dinh dang cho cac muc nhw trong tai liéu gbc.

Merge Formatting (M)

Két hop cac dinh dang tir tai liéu gbc véi dinh dang trong tai liéu nay.

Use Destination Styles

(S)

S&r dung phong cach hién hiru cua tai liéu nay vao muc dwgc dan.

Keep Text Only (T)

G& bd bat ky dinh dang hién c6 v&i muc gbc va chi gitr van ban.

Set Default Paste

Thiét 1ap tat ca cac muc dwoc dan thudc loai nay dé xuét hién.

© IIG Vietnam.
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Sw dung Office Clipboard

- Trén tab Home, trong nhom Clipboard, nhan  |ssia=cipsesa v x
. . @Pam_u] [k clear a1l |
Office Clipboard Task Pane el
oL, : < % | I
Paste All Dan tat ca cac muc trong Clipboard
trong cung moét thir tw nhw trong &) Popular Tours 2011 2010
Clear All X06a tat ca cac muc t Clipboard. I 5 Pyt et
Options Chon tuy chon cho Clipboard.
Show Office Clipboard Automatically M
Show Office Clipboard When Ctrl+C Pressed Twice

Collect Without Showing Office Clipboard
¥ Show Office Clipboard Icon on Taskbar

v Show Status Near Taskbar When Copying

© lIG Vietnam. 20
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Di

(Drag-and-Drop)

chuyén van ban bang kéo-va-tha

» Ké0 van ban d& di chuy&n van ban lya chon %

» TOt nhat dwoc s dung dé di chuyén van ban trong
khoang cach ngan

K
C
C

hdng st dung Clipboard, dé lai ndi dung cta
Ipboard nguyén ven

non van ban, kéo van ban va tha né dén vi tri moi

— Con tré "ma" (ghost) xuat hién khi hwéng dan

© lIG Vietnam. 21
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Swr dung Paste Special

» Sao chép tw mot

chwong trinh khac vao e S
tai lieu va cac lien kétde | =
cap nhat ca hai ban sao | == Z=E | e

* Trén tab Home, trong
nhém Clipboard, nhap =
vao mi tén dé dan va
sau d6 nhan Paste | —
Special

© IIG Vietnam. -
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Tim va thay the cac muc

* St dung dé di chuyén diém chén dén vi tri quy dinh
« C6 thé tim thay tv, cum ttr, ky hiéu hodc ma, hodc bat ky suw két
hop cu thé
— Sau d6 c6 thé chon dé thay thé muc, hoac tiép tuc lam viéc
vOi tai liéu
« Pé kich hoat tinh nang tim kiém:
— Trén tab Home, trong nhom Editing, nhan Find, hodc
— Nhan Ctrl+F, hoac
— Nhan tab Find trong hép thoai Find and Replace, hoac
— Nhan Select Browse Object va sau d6 nhan Find

© lIG Vietnam. 23



Tim va th

This document does

To create navigation
tabs, create headings
in your document by
applying Heading

Styles.

not contain headings.

Navigation v X
Search Document 2o
S

iy Microsote Microsoft®

=Word 2010

Core Skills

ay thé cac muc

Hién thi phac thao hodc cau
tric phan cap cho céc tiéu
dé st dung tai liéu nay.

]

Browse the headings
In your document

(==}
oo

|

Browse the results
from your current
search

Hién thi mdi trang cla tai
liéu dé hién thj cac tiéu chi
tim kiém.

ek

Browse the pages in
your document

Hién thi mdi Ian xuat hién
cac tai liéu noi ma tiéu chi
tim kiém da dwoc tim thay.

© IIG Vietnam.
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Tim va thay the cac muc

» C6 thé hwdng dan Word dé tim van ban:
— So trung cac ky tw chinh xac nhw da nhap
— Tim toan bd hodc mét phan cua tw
— Céc loai cu thé cua dinh dang
» Thay thé riéng I&, hodc thay thé tat ca trong tai liéu
- Dé thay thé muc:
— Trén tab Home, trong nhém Editing, nhan Replace, hoac
— Nhan Ctrl+H, hoac
— Néu hop thoai Find and Replace dwoc m@, nhan tab Replace

© lIG Vietnam. 25
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Tim va thay the cac muc

Find and Replace L) Find what |Nhap tiéu chi tim
| org | redce | goro | kiém dé tim.
Find what: []
| Replace Nhap nhirng gi sé
Reslsce v B with thay thé céc tiéu
chi tim kiém.
Sovrg) Lpone More Hién thi thém
search; A1 [v] Y
I Match case 7] Match prex nhiéu lwa chon cho
[] Find whole words only [ Mageh suffix N L X
7] use widcards tiéu chi tim kiém.
[7] Sounds ke (Engiish) [ 1gnare punctuation characters
T I Reading | Lam ndi bat tat ca
. Highlight | cac muc dwoc tim
e g [Crmn thay trong tai liéu.

© lIG Vietnam. 26
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EER\\/ord 2010

Core Skills

Muc tieu

» dinh dang van ban bang
cach st dung dam,
nghiéng va gach duwoi

« thay ddi font chir, c& chiy
va mau sac font chir cla
van ban

« diéu chinh khodng céach
hoac vi tri ky tw

« diéu chinh canh chinh
van ban

e thut Ié cac doan van

« thay dbi dong va khoang
cach gilra cac doan

e sir dung Format Painter

© IIG Vietnam.
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Dinh dang cac ky tw

« Bat ky tinh nang Iam thay dbi sw thé hién cta cac ky tw trén man hinh

hodc in an

Font M6 ta kiéu chi hodc su thé hién cac ky tw trén man hinh va
trong in an.

Font Size Dung dé chi chiéu cao cua cac ky tw.

Character Dung dé chi cac bién dbéi cach diéu dac biét &p dung cho

Formatting cac ky tw lam cho ching ndi bat so véi cac van ban khac.

Effects Cac hiéu rng dac biét dwoc thém vao van ban.

© lIG Vietnam. 3
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bPinh dang cac ky tw

«Dé &p dung dinh dang cho cac ky tw van ban:
— Trén tab Home, nhém Font, bam vao nut dinh dang, hoac
— St dung cac tuy chon dinh dang trong hép thoai Font, hoac
— Nhan phim tat cho cac tiy chon dinh dang, hoac
— Kich chudt phai vao van ban va sau d6 nhap vao chir, hoac
— Bam vao tay chon thich hop trén thanh céng cu Mini
(Mini toolbar).

© IIG Vietnam.
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Dinh dang cac ky tw

* Mini toolbar
— Chi xuat hién khi van ban dwoc lwa chon
— Bat hodc tat trong File, Option
—Puwoc st dung phd bién nhat 1a cac 1énh dinh dang
Calibri (Body) ~|10 ~ A" A" | Aav | &

B I U-~she x, X | \~%~-A-

Famnt

«Dé loai bo tat ca cac dinh dang cung mét luc, trén
tab Home, nhom Font, bam vao Clear Formatting

© IIG Vietnam.
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Sw dung hép thoai Font

e Truy cap vao cac tiy chon dinh e —
dang khéng phai trong nhdm Font 2 e
hoac Mini toolbar, hoac ap dung ||| =__ i -
mot sb tly chon cling moét lic = alecal _ﬂ‘

- D& truy cap vao hop thoai Font: T et

— Trén tab Home, nhom Font, nhap | Faees ——
vao hop thoai Font, hoac e vy

— Nhén Ctrl + D, hosc -

— Kich chudt phai vao van ban da Tomodrommnes  ——

This = a TrueType font. This font will be used on both printer and soreen. i

chon va nhan Font.

i[satmuefn.lt][rmﬁm,..] | ok || concel ]

© IIG Vietnam.
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Swr dung hop thoai Font

Ve < FFGM*TMEM M1
*Nhap vao Text e [tearn
Effects o

Fil Color

—Thém IU’a ChOﬂ cho Z:T:sqftEdws ;U % Wl
trng hiéu wng
«Hay can than khi ap
dung hiéu ng

mmmmm
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Thay d6i khoang céch cta ky tw
(Character Spacing)

Times New Roman is a proportionally spaced font.
Courier 1s a nonospaced font.

. Khoérlg cach phong chir twong wng lam cho viéc doc mét lwgng I&n cac van
ban dé dang hon
— C6 thé gay ra nhiéu khoang trang gitra cac tir
« Phéng chir monospaced st dung cting mot chiéu réng cho méi ky tw van ban
« D& diéu chinh khoang céch gitra cac ky tu:

— Trén tab Home, nhém Font, nhap vao hop thoai Font, bAm vao tab Advanced cho
cac tuy chon Character Spacing, hoac

— nhén Ctrl + D va nhap vao tab Advanced cho céc tiy chon Character Spacing, hodc

— kich chudt phai vao van ban, nhap vao Font, sau dé nhap vao tab Advanced cho cac
tuy chon Character Spacing

© IIG Vietnam.
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Thay doi khoang céach cua ky tuw

L2 oo

= | ~] |
Spading: |Normal ] ev: =
Position: | Normal 3 By: '+
] Kerring for fonts: | 2| Pgints and above
Scale Thay dbi chiéu réng ctia van ban dwoc lwa chon theo sb ty 1&
phan tram.
Spacing Piéu chinh lai s6 cia khodng cach cho méi ky tw theo so.
Position Pwa lén cao hodc ha thap van ban dwoc lwa chon tie vi tri
binh thwérng theo so.
Kerning for | Lam thay déi sé lwong cda khdng gian gitra van ban dwoc
fonts lwa chon dwa trén cac ky tw trong vung chon.

© IIG Vietnam.
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Dinh dang doan van ban (Paragraph)

« Ap dung dinh dang dé thay déi vi tri doan

« Pé 4p dung dinh dang doan van ban:
— Trén tab Home, nhom Paragraph, nhan tly chon dinh dang, hoac
— str dung cac tuy chon dinh dang trong hép thoai Paragraph, hoac
— nhan phim tat cho céc tuy chon dinh dang, hoac

— kich chuét phai vao doan van ban, sau d6 nhap vao doan van ban,
hoac

— trén thanh céng cu Mini, nhap vao ty chon thich hop.

« D& loai bd tat ca cac tly chon dinh dang tr doan van ban, hay
nhap vao tab Home, nhém Font, bam vao Clear Formatting

© lIG Vietnam. 10
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Canh chinh van ban

Align Left

Tolano Adventures provides eco-friendly trave|services to a growing market, All our tours meet
stringent requirements to ensure these adventures have the lowest carbon footprint and are
environmentally friendly. At Tolano, we are pleasedto be achieving our goal to “go green” at every
opportunity.

Center
Tolano Adventures provides eco-friendly travel services to a growing market. All our tours meet
stringent requirements to ensure these adventures have the lowest carbon footprint and are
environmentally friendly. At Tolano, we are pleased to be achieving our goal to “go green” at every

opportunity.

Align Right
Tolano Adventures provides eco-friendly travel services to a growing market. All our tours meet
stringentrequirements to ensure these adventures have the lowest carbon footprintand are
environmentally friandly. At Tolano, we are pleasedto be achieving our goal to “go green” at every
opportunity.

Justify

Tolano Adventures provides eco-friendly travel services to a growing market. All our tours meet
stringent reguirements to ensure these adventures have the lowest carbon footprint and are
enviranmentally friendly. At Tolano, we are pleased to be achieving our goal to “go green” at every
opportunity.

© IIG Vietnam.
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Canh chinh van ban o .
) [Indents and Spacng | | Line and Page Breaks |
e Pé canh chinh van ban: %ﬂ:m P

— Trén tab Home, trong nhom Paragraph, chon
Paragraph Dialog Box. Trén tab Indents and Spacing,
chon mii tén cho Alignment va chon canh chinh, hoac

— trén tab Home, trong nhdm Paragraph, chon nuat canh chinh, hoac

, , E===
— Bam phim tat twong wng cho sw cann chinh, hoac
Align Left Ctrl+L Center Citrl+E
Align Right Ctrl+R Justify  Ctrl+J

— Kich chudt phai vao doan van ban, chon Paragraph, trong tab
Indents and Spacing, nhap vao mii tén Alignment va nhap vao
canh chinh thich hop.

© lIG Vietnam. 12
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Thiét lap khoang cach dong (Line Spacing)

« Khéng gian tiéu chuan gitra cac dong van ban danh may
- Dé thiét l1ap khoang cach dong:
— Trén tab Home, trong nhom Paragraph, chon Line spacing, hoac
— Trén tab Home, trong nhom Paragraph, chon Paragraph Dialog
Box.Trén tab Indents and Spacing, chon mui tén cho Line spacing
va chon khoang cach dong, hoac
- nh’én phim tat cho céc tuy chon gian cach dong dwoc st dung phd
bién nhat, hoac

e Single Ctrl+1
e One and a Half Ctrl+5
 Double Ctrl+2

— Kich chudt phai vao doan van ban, chon Paragraph, nhap vao mii
tén cho Line spacing va chon khoang cach dong.

© lIG Vietnam. 13
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Thiét 1ap khoang cach doan

* Lwong khong gian gitra cac doan

« M&c dinh la 10pt khoang cach sau moi doan van

« P& thiét lap hoac thay dbi khoang cach gitra cac doan:
— Trén tab Home, trong nhom Paragraph, s

Before: opt Line spading: At:

chon Paragraph Dialog Box. Trong e o B ] i B
vung Spacing, thiét 1ap s lwong, hOAc T oot e space between paragraphs of the same stye

— Trén tab Page Layout, trong nhom Paragraph,  sesing
nhan nat tang hoac hoac gb vao s6 lwgng cho E::::: ':':;t :
Before hoac After, hoac

— kich chudt phai vao doan van ban, Paragraph, va trong vung
Spacing, chon khoang cach cho Before, After, hoac ca hai.

© lIG Vietnam. 14
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Thut |é doan van ban

) ) Proposal for Haunted Adventure Tours
Fl rSt L| ne | nde nt —_— Our preliminary research shows thatthe following tours are popular with travelers, These
tours are broken down into adventure types:

Haunted Sites
The following buildings are known (with documented sightings) to be haunted:

* Borley Rectory, Britain

Left |ndent, *  TheWhaley House, California, USA
= EdinburghCastle, Scotland

. _—
Hang I ng Indent * Mante Cristo Homestead, New Sauth Wales

o Dkiku'swell at Hameji Castie, Japan
s The Colossaum, itaky
= 5t Francis Xavier University, Mount $t. Bernard College, Antigonish, Mova Scotia, Canada

Celebrity Burial Sites
mMany famouws people (including some entertainers) are buried here:

#  Arlington National Cemetery, Washington, DC, USA [US Presidents,

Albert Einstein, Martin Luther King, National World War Il Memaorial,
Left Indent etc.)

Hanging Indent
Right Indent

* Tomb of the Unknown Soldier, Eurcpe (Paris, London, Bucharest,
Athens, etc.)

& Pierce Brothers Westwood Village Memaorial Park Cemetery, Los
Angeles, USA (Marifyn Monroe, Burt Lancaster, Jack Lammon, Rodnay
Dangerfield, etc.)

Y

© IIG Vietnam. 15
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Thut |é doan van ban

Left Indent Toan bd doan van ban thut |é tir | trai.

Right Indent Toan bd doan van ban thut 1& tir 1& phai.

First Line Indent | Chi c6 dong dau tién ctia doan van ban thut 1& tir 1é trai.

Hanging Indent Thut 1& doan van tw I& trai, v&i dong dau tién "treo"
(hanging) & 1é trai.

© lIG Vietnam. 16
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Thut |é doan van ban

Tab First Line Hanging
Selector Indent Indent
Iil I e e IR *% ||||||| F D oA esh ke R P T b e s b 6111$l.|?|p|
Left Indent Right Indent

- Diéu chinh cac diém danh dau thut Ié (indent marker) bang cach st
dung danh dau trong thanh thwdc do (ruler), hoac chon tr Tab
Selector

 Dé di chuyén hodac diéu chinh diém danh dau thut |é:

— Kéo diém danh dau thut 1&, hoac

— Nhap vao Tab Selector cho diém danh dau thut 1€, sau d6 nhap vao
thanh thwée do & vi tri cho thut |é

« Dudng doc xuat hién (vertical line) dé& hwéng dan cho vi tri thut 1&
« BAm phim Alt dé gitp thiét 1ap chinh xac phép do thut 1&

© IIG Vietnam. 17
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Thut |é doan van ban

«Dé thiét 1ap thut 1é doan van ban chinh xac:

—Trén tab Page Layout, nhom Paragraph, thiét
lap phép do thut |é tr Left hoac Right, hoac

Indent
EE Left: 0.5
E3 Right: 0

—Trén tab Home, trong nhdm Paragraph, chon
Paragraph Dialog Box ™= e .

Right: 0" = .l:m} E
|| Mirror indents
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Sw dung Format Painter

« D& ap dung cac tinh nang dinh dang t&r mdt phan dén mot phan khéc
cua van ban:
— Chon van ban yé’i cac tinh nang dinh dang, trén tab Home, trong nhom
Clipboard, nhap vao Format Painter
— Di chuyén dén doan van ban ma ban mudn ap dung tinh nang dinh dang, va
chon van ban
« D& 4p dung cac tinh nang dinh dang t&r mdt phan dén nhiéu phan cua
van ban:
— Chon van ban yé’i cac tinh nang dinh dang, trén tab Home, trong nhom
Clipboard, nhap dup vao Format Painter
— Nhép vao tirng doan van ban dé ap dung tinh nang dinh dang
« Dé tat tinh nang Format Painter:
— Trén tab Home, trong nhém Clipboard, nhap vao Format Painter, hoac
— nhan Esc, hoac
etevenan_ nhap vao mot 1énh cho mot hanh déng khéac 19
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Core Skills

Muc tieu

« hiéu mét diém dng tab la gi

 nhan biét cac loai khac nhau
cla cac diém dirng tab

« thiét 1ap cac diém dirng tab
trén thanh thwdc do cling
nhw cac hop thoai Tabs

- thiét 1ap cac leader cho céac
diem dwng tab

« x6a MmOt hodc tat ca cac tab

e tao ra cac danh sach gach
dau dong hoac sbé

 tao cac danh sach phac
thao danh s6

e tuy chinh danh séach

e [am yiéc v®i danh sach
da cap

e tao ra phac thao

© IIG Vietnam.
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Thlet Iap cac dlem dwng tab

]I]IJ o T N R e O R S e 2 e I I LA L 6 LS
B Left Tab Center Tab Right Tab Bar Tab Decimal.Tab
T. Jones VP, Computers Data Processing 565 082 3009
- J. Martinez VP, Supplies Purchasing 64 376 08
= A Chan VP, Manufacturing Manufacturing 62000152
J 0. Arcosa VP, Operations Adminigtration $61,705.297
Left Tab Céac ky tw dwoc nhap vao bat dau & bén trai va di chuyén
sang phai.
Center Tab Van ban dwoc canh gilra trén vij tri tab.
Right Tab Céc ky tw dwoc nhap vao bat dau & bén phai va di chuyén
sang trail.
Bar Tab Thiét l1ap dwdng thang dirng (vertical line) gitra cac cot cha
van ban.
Decimal Tab |S6 dwoc nhap chuyén sang tradi cho dén khi gd dau thap
phan, van ban sau dé di chuyén phai.

© lIG Vietnam. 3
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Thiet lap cac diem dirng tab

« Thanh thwéc do 1a cach nhanh nhat dé thiét 1ap va diéu chinh

cac tab
— Bam phim Alt dé do chinh xac

« HOp thoai Tabs tot cho céc vi tri tab chinh xac hodc cac leader

 Piém dirng Tab c6 hiéu lwce tr vi tri tab cho dén khi tab maoi thiét
lap

» Left Tab méc dinh dirng lai m6i 0,5 "

« CO thé thiét 1ap trwdc khi bat dau danh may hoac ap dung doi
v&i van ban hién hanh

« Nhan Tab dé di chuyén tr mot diém divng tab dén diém tiép theo
khi g6

S dung Show / Hide § dé hién thj khi Tab dwoc nhan

© IIG Vietnam.
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Thiét 1ap cac Tabs trén Ruler

* St dung nhw 1& phan hwéng dan dé xem noi tab dwoc dat lién quan
dén van ban

« ScreenTips gilp xac dinh cac danh dau diém dng tab khac nhau
« Dé chon loai tab, bam vao hép Tab Selector
— M@i khi nhap vao, no cho thay loai tab tiép theo
— Néu di qua loai tab, tiép tuc nhap cho dén khi né hién thj mét 1an nira
e Khi Io’ai talq da dwoc chon, kich thanh thwédc do noi chira diém dirng
tab dé di tiép

a1

T T L A T e e e I e T e eV T T T
¥ T ] ] T L] ¥ T i i

—
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Thiét |1ap cac diem dieng tab

« P& thém diém dirng tab mai, nhap vao Tab Selector dé chon loai
tab va sau d6 nhap vao thanh thwdc do

« Pé x6a diém dirng tab hién tai, kéo ky hiéu tab ra khdi thanh
thwoe do

P& diéu chinh diém dirng tab hién tai, kéo ky hiéu tab dén vi tri
moi trén thanh thuwdc do

« Kiém tra cac diém dirng tab thiét 1ap cho tirng dong van ban
rieng lé bang cach nhin vao thanh thwéc do

« Néu diém dirng tab xuat hién véi mau xam trén thanh thwéc do,
co nghia la c6 nhiéu diém dwrng tab khac nhau trong van ban

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Thiét 1ap cac Tabs véi Tabs Dialog Box

» Hién thj danh séch clia tat ca cac vi rT::mmm mttf:‘w
tri tab, nhwng khong hién thj két qua | o5 =)
cai dt = M

» C6 thé thiét 1ap cac tab v&i cac phép |l
do chinh xac hoac chon cac tuy chon || ot ccmer  caon
tab khac ——

- D& hién thj hop thoai Tabs, nhdp dap | o— o
vao b4t ky ky hiéu tab trén thanh e
thwée do —

© IIG Vietnam. 7



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

To6 chirc danh muc thdng tin

Popular Tours Popular Tours Popular Tours
*  Cycling trips 1. Rockclimbing 1. Cycling trips
*  Whale watching 2. Cycling trips a. Copenhagen
= Rockelimbing 3. lce climbing b. Bogota
* Heli skiing 4. Whale watching 2. Whale watching
e Hotair ballooning . Heliskiing a. Victoria
e Iceclimbing 6. Hotair ballooning b. Perth

3. Rockclimbing
a. Kilimanjaro
b. North
Carclina
4. Heliskiing
a. Rockies
b. Colorado

« CAc loai ky hiéu dau dong hoac kiéu s
e Tuy chinh cho cai nhin khac nhau

P& ap dung thé loai danh sach trén van ban, trén tab Home,
nhom Paragraph, nhan mii tén cho nut danh sach

© lIG Vietnam. 8



P Microsoft®
WO rd 2010 Core Skills

Tuy chinh cac danh muc i CIDIE RAee

Recently Used Number Formats A

1.
 Thay doi kiéu cu thé cho cac ky hiéu dau dong .
hOéC Sé Mumbering Library
e Sau khi ap dung, c6 thé thay dbi mac dinh bang .| s
cach st dung cac tuy chon Library % 3
ERI= - T (9 8| 9 || gapneen : A @)
Recently Used Bullets - I, B b
n c c}
® . L !
R & b
wil[ o] 0][=][+][] — &
} ‘/ - ;ﬂﬁ-u.m'leﬂtﬂuhbefr-ﬁrmals
® . 3 !
w3 gi.'mnut List Level ¥ === Change List Level r
Define Mew Bullet... Define Mew Number Format...

© IIG Vietnam. 9



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tuy chinh cac danh muc

« Xac dinh kiéu mé&i cho ky hiéu dau dong hoac sb

rﬂ-eﬁnc New Number Format w1
Number format
" Define New Bullet | B it ol | ﬂ:“::’h* Al
Bullet character e R m
| mbol.. | | pewre.. || goot.. | L |
Left E Left E
Preview Preview
y 5
2
i

© IIG Vietnam.
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EEA,\\/ord 2010

Tao mét danh muc da cap

 Dé tao danh séch v&i cac cap cua cac cha dé
bang cach s dung ky hiéu dau dong, so6, hoac
két hop

» Dé &p dung danh sach da cap dang danh so,
trén tab Home, nhém Paragraph, nhan
Multilevel List

 Dé chon kiéu sb khac nhau cho danh muc, hay
nhap vao kiéu ttr danh muc hién thi

« D6i v&i mot cap chi sir dung mot kiéu danh muc,
chon van ban va sau do vao tab Home, nhém
Paragraph, nhan Multilevel List, nhap vao
Change List Level, nhap vao kiéu danh muc

Core Skills

Seel (81| T | Aapbcenc ]| AaBb:

anv
Current List

1.

1)

a)
i)

Section 1.01)
(a) Heading *

A Heading . | | Hesdng J—
1. Headin Headng T—

Drefine New Multilevel List...

Define Mew List Style...

Article | Heas

| | Chapter 1 Hes

1 Heading 1—

1.1 Heading 2=
1.1.1 Hasding

© IIG Vietnam.

11




PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tao mét danh muc da cap

P ) P ~ [ Define new Multilevel st )
* Dé tuy chinh cap do danh muc, —"—
A Z - 1.
trén tab Home, nhom ;—
Paragraph, nhan mai tén trong : o
Multilevel List, kich Define 3 o
New Multilevel List - P —
Vé o . Number format ‘
 Nhan T?b hoac :Sh_njt + 'Ijabl | — | ]
trong van ban de bieu thi cac o =
cap dbé khac nhau EASITI [ s pm
Textindentat:  o,5* % | setfor AbLevels... |
| More >> ;___I;K__H[ Cancel ]

© IIG Vietnam. -



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tao cac phac thao (Outline)

 Hiru ich dé hién thj sw tién trién & nhiéu cap dé cla
dang danh sé
« D& chuyén sang Outline view:
— Trén tab View, trong nhém Document Views, nhap vao
Outline;
— kich Outline tlr cac ché dd View trén thanh trang thai

Fiie Outlining Home Insert Page Layout References Mailings Review View
9= chow Level Level9 - [ :
W ¥ Levell M Egj s
| Show Text Formatting e
_ v o o= ’ _ Show Collapse Close
Show First Line Only Document Subdocuments  Qutline View
Cutline Tools | Master Document Close

© IIG Vietnam. 13



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tao cac phac thao (Outline)

« D& tang cap van ban dén cap dé cao hon, nhap vao Promote hodc
nhan Shift + Tab

« D& gidm cap van ban dén cap doé thap hon, nhap vao Demote hoac
nhan phim Tab

« D& thém van ban cing cap, nhan Enter va gé van ban moi

« D& gidm cap van ban dén cap Body Text, bam vao Demote to Body
Text

« Dé tang cap van ban dén cap kiéu Heading 1, nhap vao Promote to
Heading 1

« D& xem hodc thay dbi mirc &p dung cho dong hién tai, st dung
QOutline Level

 C4c biéu twong & bén trai cta céac cap thwc hién mé rong hodc thu gon
cac cap

e Van ban gilra cac ky hiéu la "ho van ban“ (family of text)

— Nhép Move Up hodc Move Down dé di chuyén gia dinh cta van ban, hodc
elevenan k&0 dén vj tri moi 1




PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tao cac phac thao (Outline)

¥'| Show Text Formatting
| Show First Line Only

* St dung Show Level dé chi hién thi van ban & cap do

St dung Show Text Formatting dé thay déi hién thj cia
van ban khaoi dinh dang hoac théng thwdng

» S& dung Show First Line Only dé chi hién thj dong dau
tién cua nhiéu dong van ban cho cap dé do

© IIG Vietnam. 15
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EER\\/ord 2010

Core Skills

Muc tieu

e lam viéc v&i dinh dang tai liéu

- thay d6i kho gidy (paper size)

e thay d6i dinh hwdng
(orientation)

« thay d6i I& (margin)

- chén ngat trang (page break)

« chén so trang (page number)

» chén phan dau (headers)
hoac cudi trang (footers)

» tly chinh phan dau hoéc
cudl trang

* lam viéc voi cac trang le /
trang chan

« &4p dung cac nén hay chu dé

© IIG Vietnam.



Word 2010 Core skills
Thay doéi kho glay (Paper Slzaj

e
«Khd glay mac dinh dwoc xac dinh T mwee
theo thiét 1ap ctia may tinh m:“:‘
-Dé thay doi kho giay: sl
—Trén tab nge Layout, nhom Page mm
Setup, nhap vao Size, hoac 5183 Gao 50
—nhap ddp vao bat civ noi nao trong khu e
vire ti hon cua thanh thwéc do (ruler), Enwelope C5 162 x29 )
va sau do nhap vao tab Paper Envelope C4 229324 )
L) a5 L

© IIG Vietnam. -



Core Skills

EES\Word 2010
Thay do6i khé giay (Paper Size)

Page Setup |7
_Margns || Paper || Layout
Paper site
Letter (8.5 x ll'j.l 3

wWicth: 8.5

Qther pages:

PRI ot tray (Automabcaby Saiect) O

|Automatically Select
|Brpm
|Tray 1
|Tray 2
Tray 3
Tray 4

Tray &

i
Ll

Set Az Default

Paper Chon khé gidy chuan.

size

Paper Lwa chon khay chira giéy.

source

Preview |Hién thi cach tai lieu sé duwoc
xem xét khi thay déi dwoc
chap nhan.

Print Thiét 1ap cac tly chon cho

Options |cach may in x& ly in an tai liéu.

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Thay déi dinh hwéng (orientation)

«Dé cap dén bd cuc van ban in;
— Portrait dé cap dén dinh hwéng thang ding
— Landscape dé cap dén dinh hwdng ngang
«Dé thay dbi dinh hwéng tai liéu:

—Trén tab Page Layout, nhom Page Setup, bam
Orientation;

— nhap dup vao vung tdi cda thanh thwdc do, nhap vao
tab Margins va chon dinh huwéng

© IIG Vietnam.



BB \Word 2010 Core skils
Thay do6i Ié (margin)

x . A W ]Ii_l’“f::
*bé thay doi Ié: 'm&h;_wﬁh B
—Trén tab Page Layout, trong nhom Page . & Bl
Setup, chon Margins, hoéac ¥ ER
—Diém & lé dé diéu chinh trén thanh thwec [ ] B wes
do va kéo dé do lworng doi voi 1é, hoac BT e,
— Nhap dbi vao vang toi cla thwdc ngang - <
hoac doc cho Ié | ...-.;m_ g
*Bam phim Alt dé do lwong chinh  — awmeen
xac trén thanh thuwéc do Tt

© IIG Vietnam. -



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Thay déi le (margin)

 Khoang khéng gian gitra canh van ban giay va khu vuc in

« Diéu chinh cac thiét |ap 1é cho toan bo tai liéu hodc cac bd
phan khac

 Margin ranh gi¢i gitba mau sang va toi vao thuwédce

Left Margin Marker

Right Margin Marker
ml S é ------ R R SR R Eo e . el [ B DG ! &
[
4
i
i
Top |
Margln % hiking']'uurs
Marker Hane o mver thaught about cycling around a city or country? W have @ number of tours available
1 wihere you can ride & bike and s=e the sights at a more leisurely pace - stay fit and
; reduce carbon emissions! rd?ﬂ-
": some of these toursinchude:

© IIG Vietnam.




PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Chén ngat trang (page break)

« Word tw déng ngat trang tai liéu v&i cac ngat trang mém
P& ngat trang tai vi tri cu thé, chén ngat trang thd cong
« P& nhap mét ngat trang thd cong hodc cing:
— Trén tab Insert, trong nhém Pages, bam Page Break, hoac
— nhan Ctrl + Enter, hoac
— trén tab Page Layout, nhém Page Setup, nhan Breaks va nhap vao Page
- D& loai bd ma gat trang néu con trd &:
— Tai dau trang tiép theo, nhan phim Backspace
— Vao cudi doan c6 ma ngat trang, nhan phim Delete

© IIG Vietnam. 8



P Vlicrosoft®
EEA\\/ord 2010

Lam viéc vé&i ngat doan (Section Break)

o] N R [y e

 Thay dbi dinh dang phan cach trang Page Breaks
trong tal |IeU p—,J Markthepointatwmm one page ends

J1 and the next page begins.

- Dé chen ngat doan, trén tab Page B
Layout, nhom Page Setup, nhan _j; bbbt l-bo-
B reaks : ; Text Wrapping

= Separate text around objects an web
Next Page Bat dau phan mai & trang tiép theo. -

pages, such as caption text from body text,

HNext Page
Insert a section break and start the new
section on the next page.

Continuous | Bat dau phan méi trén cung trang.

Conti
Even Page Bt dau phan mgi trén trang chan Id"f:hhm'; B
gan nhat. o
Insert a section break and start the new

saction on the next even-numbered page.

Odd Page Bit dau phan méi trén trang lé
A ~ Odd Page
gan nhat. Insert a section break and start the new

section on the next odd-numbered page.

© IIG Vietnam. 9



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Lam viéc v&i cot (Column)

« Thiét 1ap ba c6t theo “kiéu cot bao” (newspaper style) noi van ban tly
dwdi cung cua mdt cot di chuyén [én trén cung cbt ké tiép

 Ché dé Draft hién thj chiéu réng cét thich hop nhwng khdng phai canh
nhau (side by side)

« D& xem céc cdt canh nhau, st dung ché dd xem Print Layout

* C6 thé &p dung céc cdt van ban trwdc khi hodc sau khi nhap van ban

« D& ngat cot thi cdng va bat budc van ban tiép tuc trong cot tiép theo:

— Trén tab Page Layout , trong nhom Page Setup, chon Breaks va sau dé chon
Column, hoac

— Nhéan Ctrl+Shift+Enter noi viéc ngat cét dwoc thwe hién

« D& chén ngat trang, di chuyén dén noi can ngat trang, va sau do:
— Trén tab Insert, trong nhém Pages, bAm Page Break, hoac
— Nhén Ctrl + Enter

© lIG Vietnam. 10



g Micrsofr
‘ . Office \

Microsoft®

Word 2010

Core Skills

Lam viéc v&i cot (Column)

P& cai dat thiét 1ap ma&i cac cot, chén ngat doan Continuous

- P& thay dbi phan chi bo tri cot, chén phan ngat

- P& tao ra cac cot, trén tab Page Layout, trong nhom Page
Setup, nhap vao Columns

— DAi voi nhiéu lwa chon hon, nhap vao More Columns

Cokemns |8
Press=is
m m] [m] [m] [m]
one Twa Three Left Right
Mumber of columns: (1 5 || e betreen
VWacth and spacing Frevies
Col = Wdth: Spacing:
Lt | s
= —
[]
1| Ecpeal oobamn wadth
Aoply o | This s=cton E Etare new column
ok || concel

[ : '1'—_'.,' Breaks ~

3 | {13 Line Mumbers
Columns;

+ | b Hyphenation

Gl we

BE  More Column..

© IIG Vietnam.
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Microsoft®

WO rd 20 10 Core Skills

Lam viéc v&i cot (Column)

Presets Chon kiéu bd tri, nhw kiéu cot bao, trai hoac phai cho cac
trang web hoac tha céng véi banner trén moét bén.

Number of Thiét lap sb lwong cac cot.

columns

Width and Thay ddi chiéu rdng va khodng céach gitra cot nay va cot
spacing tiép theo.

Apply to Chon van ban dé ap dung cau trac cét.

Line between Tw déng chén dwdng thang ding gitra mbi cot.

Start new Chi c6 san khi ap dung t diém nay dén phan tiép theo.
column

© IIG Vietnam. 12



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Lam viéc v&i cot (Column)

« Dé thay ddi so lwong cac cét, chon van ban va st dung
Columns dé thiét 1ap s6 moi
« D& diéu chinh chiéu rdng ho&c khoang cach gitra méi cot:
— St dung hop thoai Columns, hoac
— kéo d’énh dau thich hop vao thanh thwéc do (ruler) cho mdi bén cua
cot dé diéu chinh
« M&i cbt cO cac diém danh dau thut & riéng co6 thé dwoc
diéu chinh
« D& chén hodc tat cac dwdng thang dirng gitka moi cot, trong
hép thoai More Columns , bam vao Line between

© lIG Vietnam. 13



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Kiém soét luong van ban (Text Flow)

« P& dat dau gach ndi, trén tab Page Layout, s "
trong nhdm Page Setup, nhap vao Hyphenation i

i~ Hyphenation Options... |

e Chon nhiéu lwa chon hon bang cach st dung tinh nang
Hyphenation Options:

rH]I'li‘lEnﬂ‘hﬂ'l M-‘

" Jlauterateally hyphenate documant

¥ Hyphenate wards in CAPS

Hyphenation zone: lo.25° Y
LLimit consecutive hyphens o [0 bemit e

© IIG Vietnam. -



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

St dung cac phan dau (headers)
va cuoi trang (footers)

 Headers

— Van ban hoac d6 hoa xuat hién & dau trang
* Footers
— Van ban hoac dé hoa xuat hién & cudi trang
« CO thé 1a gidong nhau trén mai trang, hodc khac nhau trén trang
danh sb6 chan va lé
« CO thé c6 header va footer khac nhau trén trang dau tién
« Headers in trong khu vuec 1é trén

« Footers in trong khu vuc & dudi

© lIG Vietnam. 15




P \licrosoft®
WO rd 2010 Core Skills

Chén so trang (page number)

- S6 trang chén vao trong phan dau hoac cudi trang 7]
« Trén tab Insert, trong nhdm Header & Footer, chon ~ fumeers s fae

Page Number
Top of Page

~ g 4

Text Quick Words

Page

1

| Top of Page

|5] Bottom of Page
Page Margins
Current Position

Chon kiéu cho sb trang & dau trang, hodc =
khu vwc header.

- v ¥ 'r a
|

Format Page Numbers...

Bottom of Page

=]
A

] i i [
Chon kiéu cho sO trang & cudi trang, hoac %% Remove Page Numbers
khu vwc footer.

Page Margins

Chon vi tri I& cho s6 trang.

Current Position

Chon kiéu cho s6 trang & vj tri hién tai hodc dinh vi.

Format Page
Numbers

Chon kiéu s6 khac nhau, bao gébm sb chuwong, hodc c6 sb trang
bat dau s6 khac nhau.

Remove Page
Numbers

G& bd s6 trang khai tai liéu.

© IIG Vietnam.
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PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Chen ngay (Date) hoac thoi gian (Time)

- Pé chén ngay hoac gid vao vi tri trong tai liéu, trén tab
Insert, trong nhom Text, nhap Date & Time
» SO dinh dang ngay thang hoac thdi gian dwa trén cac
tieu chuan
— C6 thé nhan vao Set As Default cho dinh dang dac biét
— Ciling c6 thé thiét l1ap ngay hoac th&i gian dé ludn ludn 1a

ngay va thdi gian hién tai bang cach st dung Update
automatically (cap nhat tw dong)

© lIG Vietnam. 17



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tao header va footer

e St dung tab Insert trong nhom Header & Footer
=Ha B EEE 44 _M.m Bl ) B B A4 &5 2= |

}Im \Foolen  Pape Tlﬂ‘qul.l.llI.D Fooler | Page Test  CQuick WoudArl Drop
T Mumberr | Box Putsr Cap v " Ctiect - Mumber | Berv Patsv v Cap~ 'ddObed -
[Buiti-In e Buiktn
Bank Elark
s
[
Elarik (Thaee Coluinnsh Blank (Three Columns)
i
Thype iomil Frar mil [ ]
I - Ve L

PPy sl L
sl An
[Ty the document title] | [Foar] i
9 Blore Hesders gy Bbore ter: from Odfice.
3 Edit Hes e = Eo Footer
E  Remove Heads A Remove Faoter
a elent 4 '

© IIG Vietnam. 18



P Microsoft®
WO rd 2010 Core Skills

Tao header va footer

W dw-0 = Staff Retreat Presentation Motes.docx - Microsoft Word

n Home Insert Page Layout Referemces Mailings Review View Design
R b R =l [E0 Ed :. 5T Previous Different First Page £ Header from Top: (0.5 =
= = n | :_-F LEHI HD | = E ! i . - =

2l Miext Different Odd & Even Pages i Footer from Bottom: 0.5 =
Header Footer Page Date Quick Pidure Clip Goto Goto |_——1 _ Close Header
¥ =  Number~ &Time Parts~ Art Header Footer !_"-rl.'."-il' Eh'lk_tf T_“E ¥ Show Document Text ] Insert Alignment Tab and Footer
Header B Footer Insert Mawigation Options Pasition Close |

« Duwdng nét diet véi dinh danh xuat hién
« Word xac dinh cac phan khac nhau trong header hoac footer

* Link to Previous - st dung cting mét header hoac footer t&r phan
trwdc, hoac co header va footer khac nhau trong muc hién tai

« Thong thwérng chiva khdng nhiéu hon hai hodc ba dong van ban

« D& chinh stra header hoac footer, nhan dup vao ving header hoac
footer

© IIG Vietnam. 19



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Xen ke Header va Footer

L e AL L L e e e s AP P A S
[Type text] [Type text] [Type text]
_..--ﬂ--...:-,ZT};::I{E____________-...-.___.._..__________---_..__..__...-.._________ .________-,.,.--;S.P.r-.......l,.

* Thiét 1ap céc trang 1& va chan, trang dau tién khac nhau,
hoac ca hai

St dung Link to Previous dé quyét dinh header va footer
khac nhau

© lIG Vietnam. 20



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Lam viéc vé&i nén tai liéu
(Document Backgrounds)

» Tang cwdng tai liéu trwe tuyén, tai liéu e-mail hodc céac
trang Web

« C4c mau sac (color), hoa van (pattern), hinh anh
(picture), dd doc (gradient), két cau (texture), hodc cac
hinh mo (watermark) lam tai liéu thu vi hon

- Pé thém nén cho tai liéu, trén tab Page Layout, nhém
Page Background, chon nén dé ap dung

© lIG Vietnam. 21



P Microsoft®
WO rd 2010 Core Skills

Thém Watermark

« CO thé la van ban, dd hoa, hinh dang, GRR D

hoac hinh anh phia sau van ban e LT TEE
« Xuat hién nhat mau hon so véi hinh anh

thong thuwong
* Puwoc sir dung cho cac tai liéu in trong khi

cac nén cho tai liéu tryc tuyén oNGRTAT CONTORNT GGWGTCoR
e Chon watermark tr danh sach b6 swu tap

(gallery), tuy chinh, hoac g& bo né

— Ciing c6 thé lwu céac thiét ké watermark

vao b6 swu tap .
4D More Watermarks from Cffice.com

ﬂ Custom Watermark....
_‘:‘i-i. Bemove Watermark

© IIG Vietnam.



Word 2010 Core Skill
Sw dung Page Colors

» H3y than trong vi mau sac c6 thé lam  [@&| [ == .
" A " A > N " A Page | Page P -
giam thong diép cua tai lieu ;'mm BB
EEEAEREN

« Xem trwdc dang song (Live preview) ¢
san dé xem hiéu (rng ctia mau sac nay |I||||||||

- Str dung More Colors dé tinh chinh &= “asnua
mau sac cho nén =——
Eill Effects...

© IIG Vietnam. 23



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Sw dung Page Colors

Color mogel: | RGE E|
New Red: 128 |
Green; 1128 |1
Biue: 1128 :..."‘..:
Current {‘j )

© IIG Vietnam. -



Sw dung Page Colors

Lin Microsoft

10 Office

Microsoft®

Word 2010

Fill Effects

— I

e

) Vertical

) Diagonal up
2 Diagonal doven
(¥ Erom cormer
) From center

F 0%
Ll |1 B

Variants

-
-

[ Rotate fil effect with shape

Samphe:

Core Skills

~

Fill Effects

Gradent | Texture | | Pattern | Picture |

Texture:

Rotate fil effect with shape

© IIG Vietnam.
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Ly J:| Microsoft

10 Office

Sw dung Page Colors

Microsoft®

Word 2010

Fill Effects

L7 e

| Rotate fil effect with shape

Core Skills

Fill Effects

| radent | Texure | patem | Fetre

Picture:

Lodk pecture aszpect ratio

| Rotate fill effect with shape

Select Picture, .,

© IIG Vietnam.
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PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Ap dung dwérng vien trang

(Page Borders)

2 £ , o )
*Dé nhan manh cac muc | s o)
7 . ~ o~ Eetfq: sn:h | Preview
e Xuat hién trén méi trang, |[H« [——— e
trir khi chen ngat phan || el i i
~ - . SO | [—
* Nén dwoc tang cwong Bl = .
- A - R I _SQ e =]
cho tieu diem ] o | &
o j )
Horizontal Line. .. o< J[ conce |

© lIG Vietnam. 27
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EEA\\/ord 2010

Ap dung dwérng vien trang

Setting Danh sach céc loai hién c6 cua cac thiét lap dwong vién.

Style Kiéu dwdng cho dwéng vién.

Color Mau sac cda duwdng vién

Width Chiéu rdng ctia dwdng vién.

Art St dung hinh nghé thuat thay cho dwdng ké.

Preview Hién thi xem trwdc cla tat ca cac thiét 1ap lwa chon, va cac nat
dé bat hodc tat cac canh cu thé ctia dwdng vién.

Apply to Phan cua tai liéu sé co 4p dung dwdng vién.

Options Thiét lap céc tay chon khéc.

Horizontal Line

Danh sach cac dwdng ngang dé chén kiéu dwdng khac nhau.

© IIG Vietnam.
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Str dung chu dé (Themes)

» CAc tap hop cula thiét ké tai liéu tich hop

« Cung cap cai nhin bang cach st dung mau sac, phong
chi¥ va dé hoa.

« TOt nhat cho trang Web, tai liéu HTML, tai liéu e-mail
hodc cAc tai liéu trwc tuyén

* CO thé &p dung chi dé méi, thay dbi hoac loai bd
cha dé

— Ciing c6 thé tay chinh cha dé hién cé hoac tao chu dé riéng

© IIG Vietnam. "
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Core Skills

Ap dung chua dé (Themes)

 Phi hop v&i chi dé théng diép cua
van ban

* Live preview giup quyét dinh néu
chu dé thich hop

«Pé &p dung chi dé, trén tab Page
Layout, nhOm Themes, nhap vao
Themes

uuuuuuuuuuuuuuu

EEEEEEEEEEEEEEEEEEEEEEE
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30



,_.._4. (s | Microcofts

10 Office

Tuy bién cha de (
(aFonts~| | =

ECnrors 'I
Built-In

il

([ B ] B

] |
W ]
B ENEET.
[ Inimimisl ] ]
L] ]
N fEmEET
B OEEEE
[ P ]|
B EDEmE®
]
W]l ]
N EEEEEE
N R
C ]
H ERIEEE
B R mEE
i EREEEE
B EREEOT
|
L] ]

22

Office
Grayscale
Adjacency
Angles
ApeEx
Apothecary
Aipect
Austin
Black Tie
Civic
Clarity
Composite
Concourse
Couture
Elemental
Equity
Essential
Exécutive
Flow
Foundry
Grid

Create New Theme Colors...

B

Microsoft®

Word 2010

]

B e L T o F -

b

Aa

Cambria

Otfice
Calibri

Aa

Aa

Office 2
Calibri
Cambria

Oﬂl_l:l: Classic
Anal

Times Mew Romen

Otfice Classic 2
Arial

Anal
Adjacency

Cambria
Calibri

Angles
Franklin Gothic M...
Frankdin Gothic Book

Apex
Lucida Sans
Eook Antiqua -

Lreate Mew Theme Fonts...

gLy WAiCiikglivil e LU i
[O]etrects~| ’ . - bEF

Themes)

Core Skills

Built-In =
Office Adjacency Apex
Apothecary Aspect Austin Black Tie
LllE]E s
Civit Clarity Composite Concourse
6 & N6,
Coutur Elemental Equity Essential
Executive Flow Foundry Grid -
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Bai 6: Chuan bi dé in




Ord 2010 Core Skills

Muc tieu
e kiém tra chinh ta « thém y kién dé xem xét
e kiém tra ngl» phap e Xem trwdc cac tai liéu
* kiém tra cac 16i van ban e in tai liéu

theo nglr canh
 str dung AutoCorrect

© IIG Vietnam. 2



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Kiém chipng tai liéu caa ban

« Ludn ludn kiém chirng cho sai sot chinh ta hay ng
phap, 16i theo nglr canh, hodc van ban lap di lap lai
— Text T khong c6 trong tt dién cho Word.
— move the | &i nglr phap hodc cau tric cau.
— whattowhere V&N ban theo nglr cadnh co thé c6 16i.

© IIG Vietnam.
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Kiém tra chinh ta va ngir phap

e Chinh ta
— Kiém tra chinh ta khdng chinh xac, cac t bi trung 13p, va viét hoa
khong chinh xac
* Ngir phap
— S dung ngdn ng® tw nhién dé phat hién cac 16i nglr phap va céch
viét yéu kém
e Lam viéc trong nén dé kiém tra 16i khi ban g6
« P& kich hoat tinh nang chinh ta va ngtr phap:
— Trén tab Review, nhém Proofing, nhan Spelling & Grammar, hoac
— Nhan F7
« L&i hién thj trong hop thoai chinh t& va nglr phap v&i cling mot
mau sac nhw trong tai liéu

© IIG Vietnam.
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Kiém tra chinh ta va ngir phap

[ Spelling and Grammar: Englizh (U.5.) M‘

Mot in Dictionary;

Another KNew Tour - ‘ Ignore Once:

:

V] Check grammar

[ optons... | |
Not in Hién thi t sai chinh ta, 16i nglr phap hodc theo
Dictionary nglr canh.

Suggestions | Hién thi danh séach goi y cho tir sai chinh ta

© lIG Vietnam. 5
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Kiém tra chinh ta va nglr phap

Ignore Once B& qua diéu xay ra nay, nhwng tiép tuc tim sw cd khac.
Ignore All B& qua tat ca cac lan xuat hién clta cac tr vé&i chinh ta nay.
Add to Dictionary | Thém tr vao tir dién tly chinh.

Change Thay déi xay ra vai tlr chon trong hdp gop v (Suggestions box).
Change All Thay dbi tAdt cd cac t bang tw chon trong hdp gop Y
(Suggestions box). i

AutoCorrect Thém muc vao danh sach AutoCorrect dé hiéu chinh tw dong.

Check grammar Chon dé kiém tra ngl» phap vao th&i diém gidbng nhw chinh ta.

Options Chon tuy chon céch chinh ta va ngir phap nén lam viéc.

Undo Undo 16i chinh ta hay ngir phap thay déi gan day

Undo Edit Undo 16i chinh t& hay ngtr phap thay ddi gan day

Resume Tiép tuc sau khi thwc hién thay dbi trwc tiép trong Not in
Dictionary-bex

© IIG Vietnam. ' 6
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Kiém tra chinh ta va ngir phap

Extra Space between Words;

rSp:#ingandGramnmEnglishm._S_.] &“1 [RUIe] bOX Hlén thl Iy dO ta| Sao Vén bén

| have asked Abby in that office to arrange for a - Ignore Cnce | . N .
testtour by one of their Travel Directers. E IU’O’n Song mau Xan h Ia. Ca.y

dwoc danh dau voi dwong

_| [nessemee ||| Suggestions | Cung cép danh sach goi y vé

P, viéc lam thé nao dé stra 16i.
e ' R
lgnore Once | B6 qua lan xuat hién nay va
- hién thi cac suv cd khac voi 16i
[ Check grammer twong tw.
| options... | | undo |

Ignore Rule | B qua quy tac cho toan b

tai liéu.

Next Sentence

Di chuyén dén cau tiép theo c6 chira 16i.

Change Thay déi ghi nhan 18i v&i tiy chon danh dau trong hdp Suggestions.
Explain Cung céap I&i giai thich cho 16i va lam thé nao dé stra chira no.
Options Cach céac tuy chon 16i chinh ta hay ngir phap lam viéc.

© IIG Vietnam.
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Kiém tra chinh ta va ngir phap

| Spelling and Grammar: English (U.S.) M“

Possble Word Choice Error;
| |Before taking futher action, | wanted todiscuss ~ +| | jgnoreOnce |
this with you and thenreseach whetherweshould ||| 1
| | lopen an office thein!, or consider working with a
partnerthere. <| | Add to Dictiona
| | Suggestions:

(/] Check grammar
[ Qptons... || wndo | | Coe |

« TUr 6 &m twong tw, nhwng cach viét va y nghia khac nhau
e Xuat hién trong van ban mau xanh trong hop thoai chinh ta va
nglr phap
— cung moét mau sac nhw dwdng lwon séng trong tai liéu

© IIG Vietnam.
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Core Skills

Sw dung AutoCorrect

« Word tw déng stra 10i chinh ta
thong thwong, dau cham cau va
viet hoa nhw ban go

» Cling c6 thé str dung AutoCorrect
dé mé rong cac tw viét tat hoac tao
ra cac bieu twong cu thé

« D& truy cap tuy chon AutoCorrect,
bam vao tab File, nhan vao
Options, va trong thé loai
Proofing, nhan AutoCorrect
Options

[ utoComect: English (U.S) |9 i
| AuteFormat I Actians
AutoCormect | Math AutcCamect | AutoFormat As You Type
[V Show AutoCorrect Options buttons
O e s

|7 Capitakze first letter of santences

[¥ capitalze first letter of table celis

|¥ Capitakze names of days

[¥) Correct accidental usage of cAPS LOCK key

[V Replace text as you type

Fueplace: With: @ Plain text Formatted text

(e) € 3
{r) |® L
{tm) |

i 8 -

[¥ Automatically Lge suggestions from the speling chedker

[ ox ][ concet |

© IIG Vietnam.
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Sw dung AutoCorrect

» N&m tly chon dau tién gidp )

tap trung vao viéc nhap
o 5 ~ 5., First Letter | INitial CAps | Other Corrections
van ban, khong phai cach Dt cplilon i
ban nhap no .
> , . abbr, - Delete
* S dung cac ngoai & obs. LA
(Exceptions) ma ot
A R advt.
AutoCorrect khong thay doi ||| & :
~ , z V] Automatically add words to list
dwa trén cac quy tac
OK Cancel

© IIG Vietnam. 10
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Swr dung AutoCorrect

Replace Nhap van ban dé thay thé véi muc trong hop With.
With Nhap thay thé cho muyc trong hop Replace.

Add Nhan vao day dé thém muc mdéi vao danh sach.
Delete X0a muc khoi danh sach.

Automatically use
suggestions from the
spelling checker

Word da cung cap cac goi y khi né tim thay chinh t3
"khong chinh xac" dau tién, va sau d6 tim trong danh
sach cac muc thay thé AutoCorrect.

« Khi thwe hién 16i va nhan Spacebar, Word thay thé tw ddng
« Nhap vao AutoCorrect Options bén dw®i muc dé hién thj lwa chon

© IIG Vietnam.
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Str dung v kien (Comment)

» Chén céc doi twong bong e, —

=% wishing to
encerlen:e the local wey of e inen endronmentslly rlendly way, 'We 5buu1d conskder ooening &
his migien dsed Buildiag celabonships with local vendars offaring & | Bewrs.

Ong a Oon Cvres- erdor o have baen span n;moﬂu s cornel ard mule n the Zakars snd Merocco deserts. et L e ko

Cxnrently there are sk clfiererk camatltrek wours which Include stoos a1 hotel snd rabds InMarrskech "‘"::.‘:;';"““"'“ “““““

and Taroudan.

- Xé.C dinh ngU’(‘)’l thuJC hlén Wl T v o o venibr v Gl "“'“" n Puastr s b et o e sl Latbe e T ]

Aarkrallan nlfies! | haww ankeel dhhy in Ilul n.H'I serunpe for @ st s by one of Pl T:m
Dilrecooes.

N\ n
I I I u a I I e are eaplovivg cther weroers wha clifes tows in India, krasl, Egyee and Jordar.
u

Batore wking turther action, | warsed to discuss this with wou and then ressarch wherer wa thould

o Cé thé dl Chuyén tL‘P m(l_jt B ' m‘_‘:é:‘z?'*'wm:m

thare may b foir thase tvpes of fours.

binh luan dé di dén cai e e

Mich Blasssen - Commment [HKS ) rers shangem mpscberors

tiép theo e
« Hién thj trén man hinh

— Thay ddi in an

— cac tuy chon cho ban sao cirng

© lIG Vietnam. 12
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Chuan bi dé in

« Xem trwdc cho bd tri trang tdng thé trong Backstage
* Chon tuy chon in
e Tai liéu xuat hién nhw khi in
«Dé xem trwdc va in an tai liéu:
— Nhap vao tab File va nhan Print, hoac
—nhan Ctrl + P
« S dung thanh trang thai dé phong to hoac thu nhd

© IIG Vietnam. -
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Chuan bij dé
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Microsoft®

=Word 2010

Chuan bi dé in

Core Skills

Print Nhan vao day dé in bang cach s dung thiét Iap cac tuy o Print
Chon : Copies |1 I
: . e > . rirt
Copies Xac dinh so lwgng ban in. 'Q
Printer Cho biét may in naodang hoat déng. e
] ; _ﬁri{mWortEmtrz =
Print All Pages Thiét lap cac tuy chon in an. Rl D
Pages #-# Chi nhirng trang nay i AT
### Chicéac trang cu thé LEJ Prink All Pages .
it T trang 1 dén trang cu thé - e
#- Tw trang nay den trang cui 9 ——
S#'S# Tl‘J’ phén dén phén Ej Flip pages on long edge i
Print on Both Sides Thiét 1ap thy chon hai mat BRI 1 .
1,23 123 1,
Collated Thiét 1ap cach in nhiéu ban sao. [2) Porsi vintation .
Portrait Orientation Thay déi dinh hwéng & day. Lester Z

Letter

Thay déi khd gidy.

Normal Margins

Thay déi 18.

1 Page per Sheet

Thiét Iap bao nhiéu trang in ra trén mai to.

Page Setup

Thwe hién thay dbi bé tri trang khac cho tai liéu

E5" x11"

I Nomal Margins
Left: 1 Right: 1"

1 Page Per Shest -

Bags Setup

© IIG Vietnam.
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Bai 7: St dung bang (Table)
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Muc tieu

e tao bang e chén va x0a cac 0,

« nhap cac muc vao bang cac hang va cét

- diéu chinh hang va cot - dinh dang bang

- hop nhat (merge) va phan e chinh stra cac thudc tinh

chia (split) cac 6 (cell) bang

© IIG Vietnam.
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Lam viéc v&i bang
Cac cot (Columns)
A

Cac hang
(Rows)

Cac 0 riéng lé (Individual Cell)

© IIG Vietnam.
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Lam viéc v&i bang

* Thiét ké thé hién va bd cuc tdng thé cta bang

« Pwdng vién don xuat hién cho toan bd bang theo mac dinh

« Pudng lwdi (gridlines) hién thj trén man hinh nhw 1a hwéng dan
ma thoi

S dung Show / Hide dé kiém tra ndi dung trong bang

* CO thé &p dung can I1é va dinh dang ndi dung cho 6

* CO thé hop nhat cac 6 1an can theo chiéu ngang va theo chiéu doc

« Xoay van ban theo 90 ° trong 6, hoac str dung WordArt

* CO thé di chuyén bang dén bat ky vi tri st dung Table Selector

© IIG Vietnam.
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Lam viéc v&i bang

e Table Tools Ribbons

wWid9-0= Document2 - Microsoft Word Table Took '
Haome Insert Page Layout References Mailings Reviews Wiew Design Layout
Header Row First Column T T S o= e _— — = @!: Shading - e 71 l'_,r
Total Row Last Column - _:E;:':___: Tyt N = e e ot - e e -] Borders ~ Ya pt - = =
S0 el EEesE Bl Too o Beleel Sansl [T Craw Eraser
¥ Banded Rows < Banded Columns T & PenColor = Tapls
Table Style Options Table Styles Draw Borders Ia
W d®-a= Document? - Microsoft Ward | [[EERNTE '

“ Home I Fage Layout Eeferences Halfings Review Wiew Design Laspaud

NEEEEFLE EEEEI D - TR Y

Seiect | View |Properties Defete | Incett Insent Insert Insert Mege Spit Spit  AutoFtt | width S e Conmnt | — g Tt Mepeat  Convert Formula
~ | Gridlines + | Above Below Leit  Hight elis  Cells  Table - = = = pirection Margins Header Rows - to Text
Tatle Aows & Columns -. Merge el Size : alignment Data
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Chen mét bang (Inserting a Table)

Insert Table tot nhat cho bang don gian [ ] 88 [ *
«Dé chén bang bang chiéu rong c6t va = M
chiéu cao hang: %EE%E%E%E%
—Trén tab Insert, trong nhém Tables, nhdp 8880000000
vao Table 000000000
» Kéo tr hdp trén cling trong lwai dé xac dinh so cot E}EEEEEEEEE
va héng T Insert Table..
« Word hién thj so lwgng cla cac cotva cac hang & &
dé tham khao trong khu virc tiéu dé ctia danh Sach @ qespessmen |
e T6i da 10 cot 8 hang. 0 St Bites

© IIG Vietnam.
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Chen mét bang (Inserting a Table)

 Doi véi bang Ion, st dung chire

nang Insert Table: s Rl
Table size Nhap s6 lwong cac cot va T e i
i R Number of columns: 5 a
cac hang. Mumberofows: |2 =
. 7 X s AutoFit behavior
AutoF!t Chon cach ban mudn cac N
behavior muc dwoc nhap vao cac 6 © Autofitfocontents
- - ) AutoFit to window
cua bang.
8 - : || Remember dimensions for new tables
Remember Chon nhw la mac dinh cho e || v
dimensions | t4t ca cac bang mai. ~ -
for new
tables

© IIG Vietnam.
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Vé mét bang (Drawing a Table)

« Pé kich hoat tinh nang Draw Table:
— Trén tab Insert, trong nhom Tables, nhap vao Table va sau dé nhap
vao Draw Table, hoac
— dwdi Table Tools, trén tab Design, trong nhém Draw Borders, nhap
vao Draw Table
« Pé vé:
— Bang (Table): nhap chuét tai géc trén bén trai clia bang va kéo dén
goc dwdi bén phai
— Puwdng vién ngang (Horizontal border): nhap chudt tai diém bén trai
cua dworng vién va kéo chudt dén diém két thac cha dwdng vién
— Puwdng vién doc (Vertical border): nhap chudt tai diém phia trén cla
dwdng vién va kéo chudt dén diém két thic cua dwong vién
— Puworng chéo (Diagonal border): kéo theo dwdng chéo tir goc nay dén
goc khac

© IIG Vietnam.
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WO rd 20 10 Core Skills

Vé mét bang (Drawing a Table)

St dung cdng cu Eraser dé xéa dwdng vién
giol trong cung mot cach nhuw vé
—Khi hoat ddng, con tré xuat hién dwéi dang 7
—Nhap vao dau duwdng vién can xda va kéo dén noi
ma ban mudn hoan thanh viéc tay xoa dwong vién
«Dé bat hoac tat Draw Table hodc cong cu
Eraser, nhan nut twong trng




Microsoft®

Word 2010 Core Skills
Tao mot bang nhanh (Quick Table)

» Cac bang duoc thiet ké san &
dyatrénviec bo tritai lieu == s == = == ==

* CO thé lwu céc dinh dang
dac biét riéng va bo tri vao
danh sach nay
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Lam viéc v&i van ban

* St dung cac phim mdi tén dé di chuyén qua van ban trong 6

» St dung Tab dé di chuyén dén 6 ke tiep, hodc Shift + Tab
dé di chuyén dén o trwoc

« D& chén tab hoac thut Ié, nhan Ctrl + Tab

» Dé tao cac hang, trong 6 cudi ciing clia cdt cudi cung,
nhan Tab

* Dinh dang van ban nhuw trong tai liéu thong thuwdng

» Cho cho dén khi t‘ét ca cac van ban da dwoc nhap vao dé
guyét dinh xem can thay doi cai gi

© IIG Vietnam.
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Chon muc trong bang

Entire column

B&m vao phan & trén cling cla cot

Entire row

Nhéap vao thanh Iwa chon cho hang

Multiple columns or rows

Kéo qua cac cbt hoac cac hang

One cell

B&m vao & phia dwdi bén trai cha 6

Multiple adjacent cells

Kéo qua cac 0

Multiple non-adjacent cells

Chon 6 dau tién, va nhan Ctrl khi ban nhap vao méi 6 tiép
theo

Entire table

Chon Table Selector

 Duwdéi Table Tools, trén tab Layout, trong nhom Table, kich chon Select va

sau do lwva chon

© IIG Vietnam.
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Piéu chinh chieu réng hoéc chiéu cao

« Bén dwdi Table Tools, hdy nhap vao tab Layout, trong nhém Cell Size,
thay dbi chiéu réng hodc chiéu cao, hoac

« Kéo dudrng vién doc tir trai hoac tr phai dé thay déi chiéu rong cét, hoac

« Kéo dudng vién ngang ti trén hoac tr dwdi dé thay ddi chiéu cao hang
mong mudn, hoac

* Kéo @1 dén chiéu rdong mong mudn, hodc

« dwdi Tools Table, trén tab Layout, trong nhom Table, chon Properties,
sau do nhap vao tab dé thay dbi chiéu cao hang, chiéu rdng cot, hoac
chiéu réng 6 déng

« D& phan phdi déu chiéu réng hoac chiéu cao ciia méi hang, theo Table
Tools, hdy nhap vao tab Layout, trong nhém Cell Size, bam vao
Distribute Rows hoac Distribute Columns

© IIG Vietnam.
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Chen hang (row), cot (column), 0 (cell)

- Bén dwai Table Tools, trén tab Layout, xR
trong nhém Rows & Columns, nhap vao = = aniﬁill“‘ ‘Sm
tuy chon dé chen, hoac e

* Bén dw¢i Table Tools, trén tab Layout, T
trong nhom Rows & Columns, nhap vao OB o]
khéi chay Insert Table Cells Dialog Box, © Insert entre ok
bam vao muc, hoac o [ ool ]

« Kich chudt phai vao hang hoac cot va sau dé bam Insert
« P& chén hang méi & phia dwdi clia bang, trong 6 cudi cling cla
dong cudi cung, nhan Tab

© IIG Vietnam.
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X6a hang (row), cét (column), 6 (cell)
*Bén duwoi Table Tools, B
trén tab Layout, ] R
nhom in Rows & Columns, | S e
nhap vao Delete, hoac 0 ou

*Kich chubt phai vao hang hoac cét

va sau d6 nhap vao Delete Row [ s
hoac Delete Column faciny
*Néu ban bam vao dé xéa cac 0: || res—

© IIG Vietnam.
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Hop nhat va chia nhé céc 6

« P& hop nhat cac 6, chon cac 6 can hop nhat va sau do:
— Bén dwdi Table Tools, trén tab Layout, trong nhém Merge, bam vao
Merge Cells, hoac
— Nhan chuét phai va sau d6 nhap vao Merge Cells, hoac
— Bén dudi Table Togls, tren tab Design, trong nhom Draw Borders,
nhap vao Eraser dé loai bo cac dwdng vién
« P& phan chia cac 6, chon cac 6 can phan chia va sau do:
— Bén dwédi Table Tools, trén tab Layout, trong nhom Merge, nhap
vao Split Cells, hoac
— Nhan chuét phai va sau d6 nhap vao Split Cells, hoac
— Bén dudi Table Toqls, tren tab Design, trong nhom Draw Borders,
nhan Draw Table dé them dwdng vién dé tao ra hoac phan chia 6

© IIG Vietnam.
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Swr dung Table Styles ‘

« Cac dinh dang bang R ——

R S emaE mMadiamE O smesam e e e e e mm e

dworc thiét ké san e

*Bén duwol Table Tools,  gm s e o e
trén tab Design, trong ) T S S S
nhom Table Styles,
nhan More

— Live preview

© IIG Vietnam.
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Core Skills

Thay d6i dwéng vien va doé bong

* Bén dwoi Table Tools, trén tab Design,
trong nhom Table Styles, nhap vao

mui tén cho Borders T —
e Bén duwdi Table TOO|S, mzmcﬂ::lllll

trén tab Design, trong nhom

Table Styles, nhap vao |II|"|I"

mdi tén cho Shading am cEEEEE
- Bén dwéi Table Tools,

trén tab Design,

trong nhém Draw Borders, S—

nhap vao dé vé duwdng vien  Lpecer  mhc

Draw Borders

I_:_ Barders|'1. Yapt—— -

DERWNNZET EB®BH -

< Bottom Border

i Top Border

Left Border

Right Border

Mo Border

All Borders

Qutside Borders

Inside Borders

Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border

Diagonal Up Border
Harizontal Line

Draw Table
View Gridlines

EBorders and 3hading...

© IIG Vietnam.
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Thao tac van ban trong cac 0

== A= [
S = =

Text Cell

=] =l = pirection Margins

Alignment

- Pé thay doi sw canh chinh ngang hoac thang dirng,
Bén duw¢i Table Tools, trén tab Layout, trong nhom
Alignment, bam lénh

- Pé thay doi hwéng cla van ban, Bén dwdi Table Tools,
trén tab Layout, trong nhém Alignment, bam vao Text
Direction

© IIG Vietnam.
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Core Skills

Chuyén doi van ban vao mét bang

* Chuyén dbéi van ban dwoc phan cach bdi cac ky tw tab,

dau phay hay dau doan

» Cac ky tw dat van ban trong tirng 0
cho moi cot

» Pé chuyén dbi sang dinh dang bang,
chon van ban va sau do:

— Trén tab Insert, trong nhdm Tables, nhap vao

Table va nhan Convert Text to Table

- —
Corwert Text to Table M

Table size
Mumber of golumns: .l . %'
Mumber of rows: g g
BustoFit behavior
@) Fived column width: | Auts
(7 AutoFit to conbents
() AwtoFit to window

Separate text at
(7) Paragraphs ) Commas
@ Tabs © Qther: |-

o J[ concd |

— Trén tab Insert, trong nhom Tables, nhap vao Insert Table

© IIG Vietnam.
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Core Skills

Chuyén doi mét bar

g sang van ban

« Pé chuyén dbéi bang vao din

n dang van ban, bam vao

bat c& noi ndo trong bang. Sau dé, bén dudi Table
Tools, trén tab Layout, trong nhdm Data, nhap vao

Convert to Text

-
Convert Table To Text

Iop—

Separate text with

b,

[V] Convert nested tables

Lok [ concel |

© IIG Vietnam.
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Sap xep dir lieu
- Sap xép van ban theo thir tw bang chir cai hoac theo
thir tw sO tr cac doan van ban, danh sach dworc tao ra

v&i cac ky tw tab, dau phay, hodc cac hang trong mot
bang

* S dung dén ba tiéu chi hoac — i
trinh tw khac nhau dé sap xép =
cac cot | ] e o] @

- D& sip xép van ban théng thuwong, | ] S o L
trén tab Home, nhdm Paragraph, |“ee semem
nhan Sort Lo ] e ]

© IIG Vietnam.
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Sap xep dir lieu
- Dé sap xép van ban trong bang, bén dudi Table Tools,
trén tab Layout, trong nhdm Data, nhap vao Sort

Sort by | Chon di¥ liéu dé sap xép; tiéu dé
cot hién thi trong danh séch.

o s Type Chon loai di liéu.
Sort by
Coln 3 5] Twe: 1 [2] © ascendng Using Chon cach dir liéu tach biét.
Lising:  Paragraphs E! i 2 7 7 h
Then by | Order Chon dé sap xép tang dan hoac
] o 1t __ e gidm dan.
il =~ ... | Thenby Chon uu tién tiep theo dé sap xep.
” thg: agrls 77 Mylist Chon néu can c6 tiéu dé& cho
{9 e i | 2 o oy has moi cot.
[ gotors... = ]l == || Options | Chon cach to chtc dir liéu neu

dinh dang van ban hoac bang
khong théng dung.

© IIG Vietnam.



..____;] ,(j Microsott'
—0.0ffice

Microsoft Office SNE
Word 2010 Specialist

Bal 8: Lam viéc v&l minh hoa
(lllustrations)




PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Muc tieu
» chén hoac stra ddi cac * tao, sap xép va nang cao
hinh anh hoac Clip Art hinh dang
« chén, slra doi va nang cao  tao ra mot drop cap
cac hop van ban , - cheén va thay déi cac biéu
e chén va chinh stra cac doi dé SmartArt

twong WordArt

© IIG Vietnam. -
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Chen Hinh anh

 Chén hinh anh tlr nhiéu ngudn va céc dinh dang

tap tin khac nhau e —

2 - - S G@'l" b Librares ¢ Pictures » w |42 ||| Search Suctures 2
*Pée chen hinh anh, o TEENY

4 L Faventes

dat vi tri con tro cho ey | n nnnnnnn
hinh anh va, e .-

4 Bl Duskiop

4 (5 Librarhes

trén tab Insert, "

bt Music
[ Pictures

trong nhdom lllustrations, | == T
nhap vao Picture s

© IIG Vietnam.
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Chen Clip Art

« D& chén hinh anh clip art, dat vi tri con trd, va e

v X

trén tab Insert, trong nhom lllustrations, — ||
kich Clip Art e T
— Search for: Nhé&p van ban cho hinh anh clip art cy | @ mdue offce.com content
thé

— Results should be: Xac dinh noi dé tim kiém cho
phu hgp véi hinh anh

— Include Office.com content: Bao gobm Office.com
dé tim phu hop

— Find more at Office.com: di d&n Microsoft Clip Art
va Media Web site dé tim phi hop |

. . . . .2 .. 2 L, &) Find more at Office.com

— Hints for finding images: Hién thi ctra SO trg’ JiUP @ ws for g mages

v&i thdng tin va I&i khuy@n dé cé két qua tot nhat

© IIG Vietnam.
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Core Skills

Chen Clip Art

«Dé chén hinh anh trong danh sach két qua:

— Nhap vao hinh anh trong danh séch, hoac
—Tré vao hinh anh va sau d6 bam vao
mdai tén xudng cho hinh anh
«Dé xac dinh xem hinh anh phu hop,
diém con trd vao hinh anh

— ScreenTip xuat hién v&i tr khoa
nhw la mét tham khao.

Inzert
“a Copy
X Delete from Clip Organizer
2 Make Available Offline...

Wi o
] Move to Collection.

Edit Keywords...
Preview/Properties

© IIG Vietnam.
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Thao tac v&i hinh anh
e Picture Tools ribbon

™ B Rt B Documentd - Miciosoft Word

“ Hame Tngert  Pape Lavaut  Referendes M linig [ ] View | Famat

o 7

o @
{ | ﬁ ‘_{r{.mp |||||||| 00 | | o (e E re Boe j :ﬂ T Bring Fonwasn I;' hign = |:JI 3] Height: 464"
d Change Ficture 'd p— ‘ d =| o Picture Pitects . 4 ten Barkward
Remo -l!un' lllllllllllllll i —_— | ﬂ d Paosition 'Win r—'W ol Witk 6.5
Gackigmaid Z + EMtects g Fesel Picture - -ﬂ'm upwt o Tate By Seledion Pane Lnum
Adjurt Pictyre Stybs Asrangd e

» Thay ddi vj tri hodc tang cworng su xuat hién cua do hoa
trong tai liéu
« D& chinh sra hinh anh thwc té, phai st dung chwong trinh
danh riéng cho thiét ké dé hoa
» D0 hoa dwa vao s dung pht hop véi bo tri van ban
— Chen hinh anh véi day cua hinh anh xép hang dwéi cung cua dong
van ban
« Céc tly chon dwoc bo tri hinh anh ndi
— Trwdng hop van ban bao boc xung quanh no

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Thao tac v&i hinh anh

* Khi hinh anh dwoc chén vao, né dwoc chon tw donq

* Hinh anh dworc lwa chon khi cac hop nho | .

va vong tron bao quanh chu vi Ly

— Céc diéu khién (handle) cho phép ban thao t: L

— Handle vong tron mau xanh |a cay & dau quay hlnh anh

— S dun)g cgc handle dé hién thj hinh anh dwoc lwa chon
hoac dé diéu chinh kich thudc

* Sir dung Reset Picture trong nhom Adjust cua tab
Format dé thiét Iap lai hinh anh ban goc

© IIG Vietnam.
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Dinh kich t

* Quy mo (sca
dwoc duy tri

rd 20 10 Core Skills

nwéc hinh anh (Sizing Pictures)

e) dwoc s dung trong hinh &nh ban dau

« CO thé thay doi kich thwée va / hodc quy mé hinh anh

& ty 1& bat ky

— Kéo horizontal handle dé diéu chinh chiéu cao cta hinh anh

— Kéo vertical

handle dé diéu chinh chiéu rong cta hinh anh

— Kéo corner handles dé diéu chinh chiéu cao va chiéu réng
twong wng tai cung mot thdi diém
— Pé thay dbi kich thwéc can xirng tlr tam, nhan Ctrl khi ban

kéo handle

© IIG Vietnam.
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Piéu chinh ty 1& hinh anh (Scaling the Pictures)

- Pé thay dbi kich thwdc e :
voi do lwdng chinh xac, | e
str dung hdp thoai Size || I m— gl
— Bén dudi Picture Tools, trén || *w== == e o]
ta_b Format, trong nhom Size, e —
click chon Layout Advanced: ||a. |
khéi chay hdp thoai Size [| o BB e EE
_ P& thay ddi tAt ca cAc thidt [ap || Jxmesmrer=
dé ban dau, nhan Reset : e T

| ook | [ Cancel ]

© IIG Vietnam. 9
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Cat bé hinh anh (Cropping the Picture)

e Cat mét phan nhat dinh cua hinh anh véi anh hwédng dén
chiéu cao hodc chiéu rong, thich hop dé dinh hinh, hoac
thiét Iap cac tuy chon

« D& cat, chon hinh anh va sau do: [EH .

— Bén duw¢i Picture Tools, trén tab Format, Crop |53 wiath: J6.5°
trong nhdm Size, nhan Crop va sau do st dung Grop
crop handle thich hop, hoac o

— Bén duwdi Picture Tools, trén tab Format,
nhém Picture Styles, nhap vao khéi chay
hdp thoai Format Shape, bam vao Crop,
va sau do nhap vao trong khu vwe Crop, cac s do crop, hodc

— Bén dwdi Picture Tools, trén tab Format, trong nhom Size, bam vao
mdi tén cho Crop va sau dé nhap vao Crop to Shape

© IIG Vietnam. 10
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Cat bé hinh anh (Cropping the Picture)

» S dung céc crop handle dé quyét dinh xem nhirng gi can
cat giam

« Phan can dwoc cat xuat hién trong ving toi nhw hwéng dan

« Nhap vao tinh nang nay dé tat

© IIG Vietnam. 11
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Xoay hinh anh (Rotating the Picture)

» Xoay anh 90° ho&c thiét Iap géc xoay e -

* DOI tweng quay dwa trén &2 Rotse etts0
diém trung tam cda no o Ko

» Dé xoay mot bire hinh, chon no va sau do: B e sosoncpon.

— Kéo handle tron mau xanh & cay dé xoay doi twong, hodc

— Pé xoay 15° tai mot thdi diém, nhan Shift khi ban kéo

— Bén dw¢i Picture Tools, trén tab Format, trong nhém
Arrange, bam Rotate, hoac

— Bén dw¢i Picture Tools, trén tab Format, trong nhom
Arrange, bam Rotate, More Rotation Options, va sau do6
trong khu vuc Rotation, nhap vao cac sb do

© IIG Vietnam. 12
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Xoay hinh anh (Rotating the Picture)

-Dé thiét 1ap hiéu ’ng [ i
3 - D _— z ::otatmn
A s = . Line Style ; : |
—Bén duwdi Picture Tools, ||| s weanen
A Reflecton & 0 :
trén tab Format, trong el —=
nhom Picture Styles, soremet || 5 @
nhan Picture Effects va | e | 0 55 ®E
sau do chon 3-D || M
Rotation, hoac o g s
—Nhan vao 3D Rotation —
Options

© IIG Vietnam. 13
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Bao boc van ban xung quanh hinh anh

» Kieu bao boc mac dinh 1a In Line with Text
— Trén dong van ban dé hinh anh di chuyén véi van ban
» Thay ddi kiéu bao boc dé hinh anh co6 thé "tha néi"

hoac vi tri & bat cir dau Bl s

- Dé thay doi bao boc van ban, = vt 2
chon hinh anh va sau do: B sour
— Bén dwdi Picture Tools, trén tab Format, i

trong nhém Arrange, nhap vao Position, ho&c @ st

{# Behind Text

—Bén dwoi Picture Tools, trén tab Format, i Front o Tex
trong nhom Arrange, nhap Wrap Text ] Edit Wiap Points

[ More Layout Options...

© lIG Vietnam. 14
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Bao boc van ban xung quanh hinh anh
«Nhap chon More Layout Options dé hién thj cac

tuy chon nang cao

r -l - = Iy
Layout |7 Layout | 8 o]
[Postion | Textwraporg | Sae | {Pesibon || Text Wrapping | See | :
Wrapping style Harizonkal |

— —— | —_ . R ) Abgrment .L|-_-|'l 3 relative lo Codurrm 3
o 8 o & a6 Rad ) Book layout Trside [+] of Margin -]
rinewithtext  Sguare " Tght Thveugh  Tap and bottom @ Absoluts poston |07 ol totherightof  Column 3
= ) Relative position | relasveto | Page v]|
- - S— Vertical :
Behind text  [n frantof text I Aligrmant Tap [v| relativets  Page ]
Wrap text @ Absoluts posion 0" : below Paragraph E[
@ Both sides ) Leftonly ") Right only " Largest only ) Relative positon | =l reatvets  [Foge j -
Cistance from text Options |
Top |0 v - [ Move object with text 7] Allow ouerlap
Bottom |07 - Right 0.13 Ea |1 Lock ancher [#] Layoutin table gel
ok | o] Lok J[ concel

© IIG Vietnam. 15
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Di chuyén mét hinh anh

Khi di chuyén hinh anh P
In Line with Text, Tolate=s om
tréng nhw kéo van ban %

Khi di chuyén hinh anh ndi (floating)

han sao cla hinh anh xuat hién 'Tsm@;j
khi ban kéo hinh anh Gy
M6t khi hinh &nh di chuyén,
diéu chinh bang cach kéo

trén man hinh, hoac s dung phim huwédng mi tén

wwwww

Upramriber

© lIG Vietnam. 16
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Ap dung Quick Styles

* C4c hiéu rng duoc thiét ké san dé tao ra tam trang
(mood)

*Bén dwoi Picture Tools, e r )
trén tab Format, e R~

— St dung Picture Styles
Gallery lam anh hwéng S—— L S i

: A ' -
dén cai nhin vé hinh anh - g -
—Live Preview c6 san

trong nhom Picture Styles kd bd & Ed Ed =a -
s

-l =i od =a =

© IIG Vietnam.
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Ap dung Quick Styles

_SOJ dung PICture Border 'glnnweﬁnrdtr'| _j] |'-J‘Pidﬂ'“5”fﬂ5'_" P

dé taO dU’O’ﬂg Vi‘én mcn::lIlll ) Breset
xung quanh hinh anh I P cradon
99 1T
Standard Colors ! Reflection
HR llllll
—Sw dung Picture Effects =« ;_ ey L?‘""“
cho hiéu rng dac biét = ;;;.5 ;“""’"“

© IIG Vietnam.
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Piéu chinh mau sac cua hinh anh

m$%mpgﬁjtﬂ éi-'

Color Artistic ' =

-Dé diéu chinh hinh anh .o, = 2 Browcre
ro rang, bén duoi i

L L L L L

Picture Tools, trén tab e mcons

Format, trong nhom i S s e

X - R .

Adjust, nhap vao L P

- o e
Correction -
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WO rd 20 10 Core Skills

Piéu chinh mau sac cua hinh anh

«Dé thay d6i mau sac ] g;" i
hinh anh. bén dudi il |
Picture Tools, Trén tab

—ormat, trong nhom 7
Adjust, chon mau sac =~ == _ ———

%Wmmhﬂsm

* s

© IIG Vietnam. 20
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WO rd 20 10 Core Skills

»Dé ap dung hiéu &rng
nghé thuat, bén dwdi
Picture Tools, trén tab
Format, trong nhom
Adjust, nhap chon
Artistic Effect

» Cling c6 thé kich hoat hop ’ﬁ
%y  Artistic Effects Optio
thoai Format Picture dé
tuy chinh thém

© IIG Vietnam. »
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Nén mot hinh anh

« Tai liéu v&i nhiéu hinh anh c6 thé 1am tang nhanh

chong kich thwdc tap tin Compreepres e
* Khi nén hinh anh, ciing cé kha nang "
giam do phan giai hoac chat lwong =
hinh &nh, hodc vinh vién loai bé som fesss
cac khu vyc dwoc crop —
D& nén hinh anh, chon né va sau doé j

bén dudi Picture Tools, trén tab Format,
trong nhdm Adjust, kich Compress Pictures

© IIG Vietnam. 22
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e

- Tao ban vé bang cach slr dung cac ===~
tinh nang Shapes Foism—

ERE2EEEEE
Baric Shapes

|

A 7 ?;._'J.-"‘-. bAAS '."']'J_Dl'\f'_?'j}@
Trén tab Insert, trong nhom 65000 L /o00s

LIt )< %

Block Arows

] V4 -
lllustrations, kich Shapes et RNt
L
2 , - , Y ek
*Duoc to chire theo loal va muc dich  S22gsg9ezeez
Sae
SRRl as
£k BB 0 B 30000
Callimts

G 3G 0 AR [ AT A A
r AD A 3
d Hew Drwing Canvas

© lIG Vietnam. 23
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Lam viéc vé&i cac doi twong Shape

 Khi tao ra cac hinh dang (Shape) lién quan v&i nhau, s
dung khung vé (drawing canvas) dé gitr cac hinh dang
cung voi nhau

— Pé tao ra cac khung vé, trén tab Insert, trong nhom lllustrations,
kich Shape va sau d6 nhap vao New Drawing Canvas

— Dé thiét lap khung vé cho moi lan,
hay nhap vao tab File, nhan vao Options,
nhap vao hang muc Advanced
va theo cac tuy chon Editing,

nhap vao Automatically __
tao ra mét khung vé khi chen AutoShapes

=l

© lIG Vietnam. 24
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Lam viéc vé&i cac doi twong Shape

« Khi doi twong dwoc vé hodc dwoc lwa chon, Drawing Tools ribbon sé

hién thij
ién thi
Mad9-0 = Documents - Mirosoft Waord D Tt b e
“ Home Ingert Page Layout Rederences Mailirgs Revicw Vigw Format |
r‘j@m@@ﬁ - £ Edit Shape ~ : = |- iy Shape Fl ~ = _ A Test Pill - It et Durection - j Ix“ -.hﬁﬂﬂqFDm'ﬂ' Iz Atign + 1l
D @T LY el i! = E Orarad Tewd Box | Abe | . | = E Shape Juthne + i\ LS gtﬂl Outlime - _::Iﬁllul'l Text = L e ..,'; Send Baciward + Ea],'.‘.i'\clup T
= iyl o | =\ Position %Wrap
20 ) = — {=a e i (| S S ST {ih Text Eferts~ | s Creste Link BN N Brcsubitianpane ok Bidae s | 0
Inart Shagds Shape Stylei ] WeTdAn Sty Tt ArTange HE

« BAm vao & gdc trén bén trai cta doi twong dé bat dau va sau do kéo
chuét dé thay ddi kich thuwéc
« M6t khi d6i twong dwoc vé, cong cu bd dwoc chon
« Nhan vao vao déi twong dé chon n6
« D& chon nhiéu dbi twong:
— Nhap vao ddi twong dau tién, nhan gitr Shift, nhap vao doi twong ké tiép,
hoac
— St dung tab Home, nhém Editing, hédy nhap vao Select va nhap vao Select
Objects dé vé vung lwa chon xung quanh mét s6 doi twong

© IIG Vietnam. 25
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Lam viéc vé&i cac doi twong Shape

« Dé thay dbi kich thwéc dbi twong, chon no, keo diéu khién (handle) cho
dén khi do6i twong dat kich thwéc mong mudn

 Dé di chuyén dbi twong, tré bat c& noi ndo trén nd va kéo dén vi tri maoi
« Dé x0a céc ddi twong, chon nd va nhan Delete
« PAi vai vi tri chinh xac:

— Trén tab View, nhom Show / Hide, nhap vao Gridlines, hoac

— Bén dwdi Drawing Tools ribbon, hdy nhap vao tab Format, trong
nhém Arrange, bam vao Align va nhap vao View Guidelines
« Dé vé& duwdng thang hodc ddi twong hoan toan can ddi, nhan Shift khi
ban vé doi twong
« Dé vé ddi twong voi khoang cach bang chiéu cao hodc chiéu rong tty
diém trung tdm, nhan Ctrl khi ban vé déi twong

© lIG Vietnam. 26
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Lam viéc vé&i cac doi twong Shape

- Pé vé ddi twong canh hoac diém chung,
vé doi twong dau tién, tdng zoom, sau d6
vé doi twong the hai va di chuyén
doi twong dén canh dwoc chia sé

« Pé chén van ban vao doi twong:

— Chon dbi twong va bat dau nhap, hoac
— Nhap vao Draw Text Box, hodc

— Kich chuét phai vao dbi twong
va nhap vao Add Text

© lIG Vietnam. 27
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Tuy chinh Shapes
* S dung cac handle mau xanh dé thay doi
kich thwéc hinh dang

S dung handle mau xanh 1a cay dé xoay
hinh dang
e S&r dung hinh kim cwong mau vang
dé thay déi chiéu sau
» Cling cO thé bam vao tuy chon trong tab Format cla
Drawing Tools ribbon
— Lé&nh trong nhom Arrange hoac Size van giong nhau

© IIG Vietnam. 28
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Tuy chinh Shapes

S dung nhom Arrange dé dat ra vj tri cia cac

hinh dan = =

: g B - Lk Bring Forward ~ | Align ~ . -
. . all 146 =

[ send Backward ~ Ig] Group - -
Position Wra : R
TextE K1, Selection Pane S Rotate ~ (215 s
Arrange | <i :
| ze ™

* S dung nhdm Size dé thay doi chiéu cao hoac
chiéu réng cua hinh dang
— Ciing co thé sjr dung t‘ab Size trong hop thoal Format
Shape dé thiét lap chiéu cao va chiéu rong

© IIG Vietnam. 20
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Sw dung WordArt

, ~ N N .z ﬁ 4% Signature Line ~
* S da dang cua cac mau hinh va kiéu, M T Q
|

(WaordArt| Drap 3Date&11me Equation Symbol
phong chi va kich c& 7‘% A’“ - h 'A -
- GO vao lén dén 200 ky tu i AR
» Chinh stra b&ng cach s dung A M A A A
D[aW|ng Tools ribbon A A A A A
* Pé thém WordArt, tren tab Insert,
, P AAAAA
trong nhom Text, nhap vao WordArt 0
— Sau khi dworc tao ra, thao tac bang cach \ A\ A A A
st dung cac tly chon twong tw nhw doi .
twong dwoc vé A A A A Y

© lIG Vietnam. 30
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Swr dung Drop Caps

* Vi tri ho&c tha (drop) nhw vay phan cao nhat
cua ky tw gan v&i phan cao nhat cua dong dau

tien trong doan R
*\/j tri trong 1& doan, 0 oo
hoac khu vuc bién = won
-Dé tao drop cap, chon ky ty AS oo
va vao tab Insert, L -
trong nhom Text, chon Drop Cap £ ooecsoptions.
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St dung Drop Caps

«Dé thay dbi cac tly chon, orop Cop el
bam vao Drop Cap Options i T —
— | |W=| (W=
— i — —
None Dropped  Inmargin
Options
Font:
Calin =]
Lines to drop: 3 wal
Distance from text: 0" ey
| o Cancel

32
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e Chén hop van ban dwoc dinh dang
san dé nhap van ban cho khu vuc cu
thé cla tai liéu

 BU dap thong tin ho&c thu hat sy chd y
dén thong diép cu thé

« Thw vién anh clia nhiéu kiéu cla cac
hép van ban hoac tao cua riéng.

« P& st dung hdp van ban, trén tab
Insert, trong nhém Text, bam vao
Text Box

« Sir dung Drawing Tools ribbon dinh
dang hoac nang cao cac hép van ban

© IIG Vietnam.

Core Skills

Str dung hép van ban (Text Box)

4 | Signature Line - n s‘z
) Date & Time
Q ick Wordart Drop ; Eguation Symbol
B-u | Parts ~ ap - "8l Object - - -
| Built-In
smmem —
= (=
==
Simple Text Box Alphabet Quote Blphabet Sidebar

Annual Quote

e

il

55 More Text B

Anni

ual Sidebar

oxes fTrom Office.com
Draw Test Bow

Austere Quote

33
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Stwr dung hop van ban (Text Box)

* C6 thé lwu cac dinh dang va kiéu hép van ban trong
Text Box Gallery

* Trén tab Insert, trong nhom Text, hdy nhap vao
Text Box, bam vao Save Selection to Text Box

—Nhap théng tin dé xac dinh el T =

M: nﬁ J-:'\ﬂ?-'—-rlﬂ
cac hop van ban Gley:  [TextBoes =
[2]

Category: | General

Description:

Savein:  |Buiding Blocks{en-US) E
Options: Insert content only E
J

Lo [ comcel

© IIG Vietnam. 34
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Sw dung SmartArt

«Dé tao doi twong SmartArt, trén tab Insert, trong

Core Skills

nhom lllustrations, kich SmartArt

Choose a Smarthrt Graphic
List
(P | jp————
= . [~ 159 |E
0 Process - -
§¢ Oy I ——
- i ——— !
sy Heerarchy — '_ S - | =
& Relaionshio . ifon
@ Matix s : : III -J-I
£ Pyramd N Basic Block List
i Pictre e @ i ... " Use to show non-sequental or grouped
@ Offics.com blocks of information. Maximizes both
hanzontal and vertical dsplay space for
shapes,
OO0 O S
- I= . = -
poc HEE ESS —
[ ok || cance |

© IIG Vietnam.
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Sw dung SmartArt

 SmartArt Tools ribbon:
—tab Design thay dbi thiét ké cta cac doi twong

SmartArt
[PESEH

Wi~ = ‘Documentd - Macresaft Werd
feferences Rtalin gs Revlew Wiew ,D»{-ﬂun_l Foemat

“ Home [nsert Fage Layout
] add sh - Fromot & Nove ey [T oomemm ——————— oo ™ —
_._j dihape = i ¥ g v -- - o ¥ - m - - i E
S add Bullet < Demobs & Move Down [ - 1= 5 - L —_— = =]
% o e = . O .
[CvestPane 32 Rightto Left = Lspout - — | | Cotars= — = | Graphic
Create Graphic Layouts sSmartart Styles Feiet |

—tab Format stra d6i van ban sé xuat hién trong doi
two’ng SmartArt

|:| .H )« | Docuanﬂ Microsoft Word
5 Rewsrw e

n He Page Layout References ing
.._fll.‘.i' nge Shape
e OEEEEE

-_gsur
Shapes pe Styles

36
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Sw dung SmartArt

* Nhap van ban trong hinh dang hoac St | meeyourtexthere =
dung Text Pane e
— Nhap vao tab & bén trai Text Pane i
— Kich Close dé an Text Pane . [Tex)

— Dé& gidm cap van ban, nhan Tab

— P& tang cap van ban, nhan Shift + Tab

— Nhan Enter trén dong gach dau dong &
cling cap

— Dé di chuyén gilra cac dong, chon dong,
hoac nhan phim Up hoac Down

© IIG Vietnam. 37
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Thém chu thich (Caption)

« D& chén chu thich, dinh vi tri con tré va sau do6 vao tab
References, trong nhom Captions, nhap vao Insert Caption

i | 9 oo
|.I'ig"|ur- 1[ |
Opbons
Label:  Figure E]
Pasibon; ..Edn'h selected item E]
] ke e fream capton —————
(tientsbeton] [ ooete e | (bbb

Caption Hién thi nhan chd thich cho nhap di liéu.

L abel Chon nhé@n hién c6é cho cha thich, hoac
tao riéng.

Position Chon dé hién thi & trén hoac dwdi muc.

Exclude label | Tat tinh ndng khéng hién thi mé ta chu thich.

from caption

New Label Tao nhan khac so véi nhirtng cai duwoc
cung cap.

Delete Label | Xo6a nhan.

Numbering Xac dinh kiéu s str dung v&i cac ghi chd.

AutoCaption

Thiét 1ap cac muc dé ty ddong danh dau cho

© IIG Vietnam.

Py P | P
CITU UIrerlt.
38



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Sw dung Screenshots

« Hiru ich dé chup man hinh vé théng tin |
c6 thé thay dbi hoac hét han |
« D& chup man hinh, trén tab Insert, =
trong nhom lllustrations, kich Screenshot

— Danh s&ch Windows c6 san cho thay cac chwong trinh mé& dé chup

— Nhap vao hinh anh trong danh sach ho&dc anh chup man hinh, nhan
Screen Clipping

— Word chuyén sang chwong trinh khac dé c6 thé chup man hinh

— bam vao & goc trén bén trai ctia &nh chup man hinh va kéo dén géc
dwéi cung bén phai

© lIG Vietnam. 39
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Microsoft®

WO rd 20 10 Core Skills

Muc tieu
« hiéu thw hop nhat cé * str dung MmOt nguodn
nghia la gi dir lieu

*tao ra mot tai liéu hodc  «hop nhat céac tai liéu tw
hinh thirc chinh déng hoac bang tay
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Thw tin (Mailing) la g1?

e Tron thw (Mall Merge)
— Két dinh danh séch cac thdng dinh thay dbi vai tai dinh
e Tai lieu chinh (Main Document)
— thw, nhén, phong bi chuan hodc danh sach dinh dinh két hop voi
nguon dir liéu
— chtra van ban gic‘?ng hét nhau cho mOoi tai liéu ca nhan, cung v6i cac
trwwo'ng (field) nhat dinh noit moi thay doi te ngudn div liéu dwoc dat
« Ngudn di¥ liéu (Data Source)
— Danh séch cacthéng tin thay déi dé chén vao tai liéu chinh
— CAac trvorng xac dinh mot thay ddi két thic va mot cai khac bat dau

© IIG Vietnam.
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Tim hiéu vé Main Document

« Thiét lap mét 1an véi cac trwdng hop nhat thich hop
* C6 thé chén hop nhat cac trwdng riéng 1, hodc st dung
cac trwdng hop nhat cai dat trwdc dwoe cung cap
« Hop nhat cac trwdng xuat hién véi << va >> xung quanh
doan ma hop nhat
—Pac biét doan ma thwe hién nhiém vu dwoc xac dinh trwdc
— Dé x6a cac trwdng hop nhat, chon toan bd ma va nhan Delete
« Kich hoat Step-by-Step Wizard dé chon tly chon tw
bang tac vu (task pane)

© lIG Vietnam. 4
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Tim hiéu vé Data Sources

» Chira cac bién dé chen

< < - gen , Data Source File Main Document
vao tai lieu chinh
« C4c bién sb thay dbitrong [l I
mol bé ng hi Emﬂw’““ ﬁ'ﬂ“ Postilit Code
— CA4c tén trvong dworc chi it ] S
I - . Mary Jones Body of Letter
dinh (Assigned field names) ABE Compy
— Danh séach nguoi nhan e s,
(Recipient Lists) = Pt
« C6 thé dén tlr nhiéu nguon  |GEwx

khac nhau

© IIG Vietnam.
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Tim hiéu vé Data Sources

 New Address List A=)
Type recipient information in the table, To add more entries, dick New Entry. ]
Ttle v [FstName  w[lastName  w |Company Name w |Addressline 1 w K| Data Fields
M. David Smith 79 Qak Drive T V4 \
| Ms. Teresa Ramerez 34 - 200 Ross St... (C?'C Er U’Ung
| M, Harrison Owens 1020 Morrison ... dir | e U)
|| Dr. George Wong 88 Bayside Court
M, Andre Beliveau 4 Rue Jardins
| Dr. Melissa Liang =202 - 900 Burr.., Re,CO rd? .
| Mrs. Betty Eisenberg 653 New Rose L... (CaC ban ghl
|| Miss Colleen Colter 55 April Drive d G’ | IéU)
| M. Paul Davidson 77T Madison R... '
= 909 Lakeside Dr... -
R T | ¥
[ Mewewy | [ End.. |
| Delete Entry | | Customize Columns... | oK || cancel L
L A

© lIG Vietnam. 6
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Tim hiéu vé Data Sources

» Toan bd nhém cac thong tin lién quan dén mot ngwdi 1a ban ghi div liéu
— M@i ban ghi phai phu hop véi sé lwong cuing mét trwérng di liéu trong cling
mot thir tw
e Cac hang muc riéng biét trong ban ghi di¥ liéu dwoc goi la cac trwdng
di liéu
— M@i trwdng trong tap tin div liéu phai cé tén duy nhat
* Tén trwdng xac dinh cac trwdng dir liéu trong ban ghi dau tién cda
nguon di liéu
— Tiéu dé hang (Header row)
« Nguon di¥ liéu dwore tao ra tir dau dwoc lwu trong thw muc cac nguon
di liéu
— Danh sach nguw®i nhan méi di kém véi cac trwong tiéu chuan
— CO thé dwoc tuy chinh

© IIG Vietnam.
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Tim hiéu vé Data Sources

 Pé thay ddi cac trwdng, st dung Customize Column
trong hop thoai Edit Data Source

- P& xem théng tin, trén tab Mailings trong nhom Start
Mail Merge, nhap vao Edit Recipient List

« Hay xem xét lam thé nao ban nhap théng tin trong di
liéu nguoén

« Nguoén d liéu mac dinh méi dwoc tao ra nhw danh
sach dia chi (address list)

— C6 thé tao ra cac trworng khac nhau hodc tay chinh céc trwdng
mac dinh

 Dé thay ddi thir tw trwedng, kéo cdt dén vi tri moi

© IIG Vietnam.
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Lam thé nao dé hop nhat?
* S dung tab Mailings dé bat dau qua trinh hop nhat
— Dan dat ban qua qua trinh tw trai sang phai
» MAi bwéc cung cap céc tly chon vé cach xt Iy cac loai
tai lieu hoac danh sach ngwdi nhan
» Cling c6 thé chuyén sang buéc tiép theo hodc budc
trwwdc dé thay doi hoac thém cac muc

“ Home Insen Page Layout Referances Mailings Review

=8 k3 & 3 8B & 4’:'.”,‘, R |G| R

Envelopes Labels | Start Mall  Select Edit Hi ;hl ght Anu ress Greeting Insert Merge Preview | Finish &
Merge = Recipients = Recipient List | Merge Flelds Bloek  Line Field = Update Labels | pesyns | - Auto Check for Errors Merge =
Create | Start Mail Merge Write & Insert Fields Preview Results Finish

© IIG Vietnam.
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Lam thé nao dé hop nhat?

.. ":‘. E

B 3 &
Start Mail  Select Edit
Merge = Recipients = Recipient List

[ Start Mail Merge

3 &2 @ | 2 | =

Start Mail| Select Edit Higt Select Edit Highlight
Merge * |Recipients = Recipient List | Mergi Recipients ~|Recipient List | Merge Fields
4] Letters E Type Mew List...

[=4 E-mail Messages =3 Use Existing List...

=3 Envelopes.., &3 Select from Outlook Contacts...
=i labels..

3 Directory

[El Marmal Word Dacument
:ﬁl Step by Step Mail Merge Wizard...

© IIG Vietnam. 10
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Lam thé nao dé hop nhat?

;? Rules =

2% Match Fields

[=1=1
==

Highlight ~ Address Greeting Insert Merge
Merge Fields Block  Line Field» (2] Update Labels

« Khoi dia chi (Address Block)
— Xac dinh thong tin ngwoi nhan

* Dong chao mwng (Greeting Line)
— X&c dinh I&i chao mé& dau

 Chén trwéng hop nhat (Insert Merge Field)
— Chon tr danh sach céac trwdng cho ca nhan héa

© IIG Vietnam. 11
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Lam thé nao dé hop nhat?

Insert Address Black

Core Skills

Spedfy address elemants

[V Insert recipient's name in this format:
Josh =
Josh Randall Jr. T
Josh Q. Randall Jr. i

Joshua

Insert company name
[V Insert postal address:
() Never indude the country/region in the address
7 Always incude the country/region in the address
® Only indude the country/region if different than:
United States
V| Format address according to the destination country region

Preview

Here is a preview from your recipient list:
1 b M

Mk Klassen
Mew York

Correct Problems

If itemns in your address block are missing or out of order, use
[+] Match Fields to identify the correct address elements from your

maiing kst.

12
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Lam thé nao dé hop nhat?

r . ™y
Insert Greeting Line Lm
Greetngne format: | )
Deat  [v] |Joshua Randal Jr. E] ; [+]
&mhhhvﬁdmtm:
Dear Sir or Madam, B
Preview
Here is a preview from your recpient list:
it by
Dear Nick Klassen,
Correct Problems
If items in your greeting ine are missing or out of order, use Match Fields to
identify the correct address elements from your madng list.
Match Fields...
I | [ Concd |

Core Skills

P Rutes ~

‘f_, Match F

|_
[Insert Merge
| Fieid~ | =] Update

First_Mame
Last_ Mame
Address
City
StateProv
fipPostal
Country
Email
Home_
Mabile_
Ice_Climb
Rock_Climb
Whale_Watch
Heli Ski
Hot_Air

Cycle

© IIG Vietnam.
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Lam thé nao dé hop nhat?

H 41 |
| ﬂ Find Recipient
Preview
Results = Auto Check for Errors
Preview Results

« Xem trwédc két qua dé kiém tra néu thong tin chinh xac
— Twong tw nhw xem trwedce tai liéu trwde khi in
— C0 thé di chuyén qua céc két qua kiém tra ban ghi cu thé
— Clng co6 thé kiém tra I6i

© IIG Vietnam. »
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Lam thé nao dé hop nhat?

3

e ot
Finish &
Merge ~

&) EditIndividual Documents...
@ Print Documents...
,«__":\_'_. Send E-mail Messages...

 Chon Edit Individual Documents P

— Quyét dinh ban ghi d& hop nhat —
» C6 thé in hodc gri qua e-mail o
— Gui thw hang loat (Mass mailings) o [ coxe |

© IIG Vietnam. 15
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Core Skills

Sw dung tai liéu hién co

« C6 thé sir dung cac tap tin dworc tao ra trong Word hodc cac

chwong trinh khac

Firgt Name | Last Name Addreis City state/Prov | Zip/Pestal Countig E-rbil
larmes Wong 5101 —55 Mainland Drive | Vancouver Wwa 9EGEL Usa, eron @t 4 arnail com
Patricia Johnson 342 125™ Avenue Surrey BC VIH 4%1 CcA patrice j@haotrmil com
Adam Johnson 342 125" Avenue Surrey BC WiH 4¥1 (=3 afi2 5 email com
Balbinder Sandhu 1200 Valley Strest Vancouwer BC VEM ZH3 |CA balbifmhotmail.com
Marianne Lewis 12 Applegate Court Sesttle WA SE105 UsA miewisBr6e5E western com |
lohn Wately 12 applegate Court Saattle wa 98105 [T Levake lyi® rmed edu
Madison lames 800 Guena Vists Drive Orlando FL 32807 US4, isgn_j@rel r
Andrew Tomison £6 Maine Road Winnipeg MHN M 3H HE) CA il i m

Title,First Wame,last Name,lhddress,City,State, 2IP Code,Country,Home Phone,E-mail Rddress
Mr.,David,Smith, 78 Cak Drive,Vancouver,Wh,98176,USA,20&6 555 1122, dsmith338gmail.com
Ms.,Teresa,Rameriez, 34 - 200 Ross Street,Seattle,Wh,98101,USA,206 €63 2323,:ere5a_::@5p:cint.cc>m
Mr.,Harrison, Owens, 1020 Morrison Road,Portland,OR, 97212,USA, 503 333 6676,harry owensfsprint.com
Dr.,Andrew,Wong, 88 Bayside Court, San Francisco,CA, 94134,USA, 415 888 0088,dr-a-wong@gmail.com

« Dé thay dbi hoac lwa chon trong cac tap tin nhw thé tao ra
cac tap tin cua ban

« C4c trudng riéng 1& c6 thé dwoc bao gom trong tap tin, ciing
nhw lwa chon cac muc cu thé trong nguén di liéu

© IIG Vietnam. 16
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Word 2010
Sw dung Mail Merge Wizard

*Lam viéc thOng qua qua trinh sap
nhap mot bwoc tal mot thol diem

«Pé kich hoat Mail Merge Wizard,
trén tab Mailings trong nhom Start
Mail Merge, bam vao Start Mail
Merge va sau do nhap vao Step
by Step Mail Merge Wizard

Mail Merge ¥ X

Select document type

What type of document are you
working on?

@ Letters
(") E-mail messages

(") Envelopes

) Labels

(7) Directory
Letters

Send |etters to a group of people.
You can personalize the letter
that each person receives.

Click Next to continue,

Steplof 6
& Next: Starting document

17
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Sw dung Mail Merge Wizard

Mail Merge v x Mail Merge v X Mail Merge v x
Select starting document Select recipients Arrange your directory
How do you want to set up vour @) Use an existing list If you have not already done so,
directory? i lay out your directory now.
@) Use the current document 2. o =o To add redipient information to
= uma_ . the document, and then dick one
() Start from existing document Use an existing list of the items below.
Use the current document Use names and addresses from a (=] Address blodk...
fie or a database,
Start from the document shown 2 Greeting line...
here and use the Mail Merge (] Browse... :
wizard to add redpient |=9 Blectronic postage...
information. -
< Edit recipient list... Y Moce items..
When you have finished
arranging your directory, dick
Next to preview the results.
Step 2of 6 Step 3 of 6 Step4of 6
#® HNext: Select recipients @ Next: Arrange your directory @ Next: Preview your directory
¥ Previous: Select document type @ Previous: Starting document ¥ Previous: Select redpients

© IIG Vietnam. 18
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Sw dung I\/Iall I\/Ierge leard

Mail Merge
Preview your directory

Part of the merged directory is
previewed here. To preview
mﬂier recipient, dick one of the

% Editrecipient list...

When you have finished
previewing your directory, dick
Next. Then you can print the
merged directory or edit it to add
personal comments,

StepSof6
@ Next: Complete the merge
@ Previous: Arrange your directory

=Word 2010

Complete the merge
Mail Merge is ready to produce
your directory.
Merge
,b__" Ta New Document. ..

Step 6 of 6
@ Previous: Preview your directory

Core Skills

© IIG Vietnam.
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Bai 10: Chia se tai liéu




Microsoft®

Core Skills

Word 2010

Muc tieu

« st dung cac khdi tao
dwng (building block)

*tao va chinh stra cac
khoi tao dwng

e chen Quick Parts hoac
cac truwong

- diéu hwéng céc tai liéu

equan ly phién ban
tai liéu

*pao vé tai liéu cua ban
vol mot mat khau
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Tim hiéu ve Building Blocks

- Tiét kiém th&i gian cho cac hang muc ma ban s
dung thwong xuyén

«Dam bao tinh nhat quan trong cac van ban

»Bao gom phan dau va cudi trang, trang bia, hop
van bg’m, thw muc, trl’ch)dén, gilr cho, phwong trinh,
chu dé, va cac diéu khién ndi dung

*CO thé GUjo’c lwa chon tw Quick Parts, hoac tao ra
va thiét ké riéng va thém vao Quick Parts Gallery
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Sw dung Quick Parts

3 | 4 A= |&signature Line ~

== (3}, Date & Time

Quick |WordArt Drop

(Parts=| - cap- ' Object ~

g AutoTex »
(¥  Document Property *
(=] Fleld...

Building Blocks Organizer...

AutoText Chén théng tin ti tai liéu vao khdi tao dwng.

Document Chén khéi tao dwng bang céach st dung cac truwéong thiét 1ap
Property trong thudc tinh hoac Options trong Backstage.

Field Hién thj tat ca cac trwdng khac nhau dé chén vao tai liéu.

Building Blocks |Liét ké tat ca cac khdi tao dwng san.
Organizer

Save Selection |Lwu dwéi dang khdi tao dwng dé st dung trong cac tai liéu
to Quick Part khac.
Gallery

© lIG Vietnam. 4
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> - (" Crente New Building Block )
Sw dung Quick Parts =

Gallery:  QuickParts -

2 : Catagory: | Generl [2]

*Dé tao AutoText, nhap vao L e

tab Insert, trong nhom Text, ————— -

kich Quick Parts, chon AutoText, o) e |

nhan Save Selection To AutoText Gallery

«Pé kich hoat AutoText, g6 tén AutoText:
—Nhan F3, hoac

—bam vao tab Insert, trong nhém Text,
chon Quick Parts, nhap vao AutoText
va nhap vao nhap t danh sach

© lIG Vietnam. 5
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Chen trwong (Field)

Field "ﬂ"I % F

Please choose a field | Feeld properties
Lategories: Click the button below ta set advanced field options

Field names: I Formula... ]

[¥] Preserye formatting during updates

Desaription:
Calculate the result of an expression

e || P

© IIG Vietnam. -
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Chen trwong (Field)

« Gilr chd cho cac thdng tin dwa vao tai liéu va lwu lai
dwéi dang Quick Part dé st dung trong twong lai

Categories

Danh sach danh muc cho cac trwdng khac nhau ma ban
co thé chen.

Field names

Danh sach céac trwéng khac nhau bang cach s dung
céi tén rat gibng voi chire nang Iénh.

Field properties

Hién thi cac ty chon kha&c nhau cho céac truong dwoc
lwa chon.

Field Codes

Hién thi cAch ma trwdng xuat hién khi dwa vao tai liéu.

© IIG Vietnam.
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Chen trwong (Field)

« Néu thay doi khoi tao dwng hién ¢, Word nhac nhé dé
thay thé nhap trwdc
» Cac khdi tao dwng dwoc lwu trong Building Blocks
Organizer va phong trwng bay khac nhau cho méi khoi
« Khi Word thoéat, hwéng dan dé lwu tat ca cac muc maoi
tai Building Blocks.dotx
o —_—

A

You have modified styles, building blocks (such as cover
pages or headers), or other content that is stored in
"Building Blocks.dobx”. Do you want to save changes to
"Building Blocks.dotx™?

| save | | Dontsave | | cancel |

© IIG Vietnam.
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Dieu hwong vol References
* Trwe tiép dén mét phan khac cua tai liéu gidng hodc khac
nhau, trang web, hodc m&i m& e-mail trong

- Dé thiét |ap siéu lién két, trén tab Insert, trong nhém Links,
chon Hyperlink

Erh!ft Hyperlink |8 o |
! Link tox: Text to display: | [ soeenTp...
! Eﬁn’ Look in: Il Dotuments B
: ¥Web Page (7] My Data Sources | Bookmark. ..
- Gﬁﬂi“ I, My Received Fies
& |, OneNote Notebooks Target Frame...
Place in This
Document Browsed
Pages
il
Create
!F':* ngt
Address: || Ej
E-mail Address

© lIG Vietnam. 9
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Sw dung Navigation Pane

 Diéu hwdng nhanh chong dén céc khu vuc m ol
khac nhau cua tai liéu bang cach st dung =
Navigation Pane o

P& hién thi Navigation Pane, vao tab e r—
View, nhom Show, chon Navigation Pane

— Sau d6 bam vao tiéu dé cho van ban dé xem ——

» Tat bang cach st dung cung mét phwong
phap dé kich hoat ho&c kich Close trong i
bang tac vy ——

© IIG Vietnam. 10



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tao muc luc (Table of Contents)

«Pé tao muc luc, ban phai lam viéc thdng qua ba buwéc
co ban:
— 1. Xé&c dinh tiéu dé cac van ban ban mudn bao gom.
— 2. Chon dinh dang.
— 3. Bién soan muc luc.

« S dung kiéu tiéu dé tiéu chuan ctia Word, hoac chon
kiéu tay bién rleng

-E)0| v&i trang soO dinh dang khac nhau, thém phan
ngat sau trang muc luc va bat dau danh sob trang

» Muc luc c6 thé hanh x& twong tw dé lién két

© IIG Vietnam. 11



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tao muc luc (Table of Contents)

=3 |[OeAddTed - A.Bl L4 Insert Endnote ' j I

1 | 30 update Tabie s teFootacte - =V |

»Dé tao, trén tab References —

trong nhom Table of Contents, ...

nhap vao Table of Contents - e
e Cac kiéu khac nhau ban c6 the =<

ap dung “5;,““““ : .
« P& tuy chinh, trén tab —

References, trong nhdm Table  mwwoww.

of Contents, nhap vao Table of  Jrmwme

Contents va bam vao Insert B A s o

Table of Contents i

© lIG Vietnam. 12
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Tao muc luc (Table of Contents)

Microsoft®

Word 2010

Table of Contents

L i |

Print Preview
Heading 1.....ccoimmmmmmaninncmmnnncann 1
r

HEadING 2 ...cvvenvinrisnis isssssssess 3

Heading 2. ... oo D

-

Wieh Preview
{Heading 1

Heading 2

Heading 3

[¥] Show page numbers
[¥] Right align page numbers

General
Formats: From template El

Show levels: |3 -+

Tableader: ... [=]

[¥] Use hyperlinks instead of page numbers

Core Skills

© IIG Vietnam.
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Microsoft®

WO rd 2010 Core Skills

Tao muc luc (Table of Contents)

Print Preview

Xem trwédc muc luc véi cac tuy chon duoc lwa chon.

Web Preview

Céach dé muc luc xuat hién trén tai liéu lwu dwdi dang trang web.

Show page Hién thj sb trang v&i cac muc trong muc luc.
numbers

Right align page | Canh |é sO trang & |é phai.

numbers

Tab leader Thém Iwa chon leader t&r muc luc dé nhap sé trang.

Use hyperlinks
Instead of page

Céac muc xuat hién nhw |1a siéu lién két thay vi s trang.

numbers
General Chon dinh dang hoac kiéu bo tri dé s&r dung cho muc luc.
Options Chon Kiéu dé st dung nhw 1& &c muc trong muc luc.

Modify

Thay dbi cac thudc tinh dinh dang cho kiéu dé str dung.

© IIG Vietnam.
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PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Tao muc luc (Table of Contents)

» Thay doi tai liéu c6 nghia 1a cap nhat muc luc
« Dé cap nhat bang of ndi dung, bam vao bat cl* noi nao
trong muc luc va sau do:

— Trén tab References, trong nhom Table of Contents, nhap
vao Add Text hoac Update Table, hoac

— trong tab & trén muc luc, chon Update Table.

i ) 3 Undate Tahle,..|

Contents ‘

Lo L T L o | O PPN 3
TN O P O N e A S e kA b i 4

© lIG Vietnam. 15



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Sw dung Footnotes va Endnotes

e Footnotes
— Céc tham chiéu & phia dwéi cla trang, nhwng c6 thé dwoc dat
trwee tiép bén dwdi van ban
— M6i s6 danh dau tham chiéu, dwoc khéi déng lai trén méi trang
— Trén tab References, trong nhdm Footnotes, chon Insert
Footnote

e Endnotes
— Thoéng thworng & cudi clia cac tai liéu hodc phan trich dan tai
liéu tham chiéu
— Trén tab References, trong nhom Footnotes, bam Footnotes
& Endnote Dialog Box Launcher va sau d6 nhap vao
Endnotes

© lIG Vietnam. 16



EER\\/ord 2010

Sw dung Footnotes va Endnotes

« D& tuy chinh, trén tab References,
trong nhom Footnotes, bam
Footnotes & EndNote Dialog Box
Launcher

— Pia diém (Location): Chon muc va vi tri

— binh dang (Format): Chon dinh dang
s6 hoac danh dau tuy chinh, bat dau tw
SO cu thé hoac tiép tuc tw trwdc

— Ap dung céc thay doi (Apply changes):
Ap dung cho toan b6 tai liéu hoac van
ban da chon

Core Skills

 Footnote and Endnote | 2 (S
Location
(”) Eootnotes | Bottom of page 3
@ fEndnotes:] | End of document [=]
Format
Number format: i, ii, i E
Custom mark | Symbol...
Start at: i -Z-«_
Numbering: Continuous E
Apply changes
Apply changes to: | This section E
Isert | | cancel

© IIG Vietnam.
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EER\\/ord 2010

Core Skills

Sw dung Footnotes va Endnotes

«Dé xem van ban, di chuét trén dau hiéu tham chiéu

lwu y
«Pé di chuyén, cat gidm tham chiéu
O Vi tri hién tai va dan & vi tri moi
«Dé xba, x6a tham chiéu danh dau

@k 1
| | @ Convert all footnotes to endnotes

f Convert Notes M‘

(") Convert all endnotes to footnotes
") swap footnotes and endnotes

Lo ][ conce

« Pé chuyén dbi, chon tham chiéu va vao tab
References, nhom Footnotes & Endnotes, chon
Footnotes & Endnotes Dialog Box Launcher sau

do6 bam nat Convert

© IIG Vietnam.
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PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Bao vé tai liéu (Protecting Documents)

« Mat khau (Passwords):
— St dung cho cac tai liéu nhay cam hoac bi mat

— CO thé bao gém su két hop cla chi cai, sd, khoang trang, va biéu twong

— Khdng st dung tén, vo, chdng / ban déng hanh, tré em, vat nudi,
hoac biét danh

— Trdn chi hoa va chir thworng dé bdo mat hon

— C&c mat khau cang dai, cang it co hdi cho mot nguwdi nao do cé thé doan

— Néu can thiét phai chia sé mat khau, thay dbi né méi khi can phai chia sé

— Ghi lai mat khau va gitr & noi an toan, hoac dwa danh sach dé moét ngudi
nao do de gilr cho an toan

— Pé thém mat khau dé doc hoac stra dbi tai liéu, nhap vao tab File, chon
Save As, kich Tools trong hdp thoai Save, va nhap vao General Options

© IIG Vietnam. 19



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Bao vé tai liéu (Protecting Documents)

General Options it
Password to |Phai nhap mat khau [Cioptins|
Open dé mao tai liéu. i iyt s o s ot
Password to gpen: |
Password to | Phai nhap mat khau i . i i
. R > N > > Praord W0 podily:

modify dé mao va chinh stra 7] Read-only recommended

tai liéu. | Erotect Document...

Macro security

Adjust the security level for opening files that might Macro Security...
contain macrg viruses and spedfy the names of 1 ) I

Read-only C6 thé mé va chinh s e
recommended |stra tai liéu, nhung
phai lwu véi tén khac
nhau, dé lai ban dau
nguyén ven.

Lok ]| comcd ||

© IIG Vietnam. 20




Microsoft®

WO rd 20 10 Core Skills

Str dung mat khau (Passwords)

«Dé loai bd hoac thay doi mat khau, ban phai biét
mat khau hién tai
— St dung tha tuc twong tw nhw thém mat khau

* Sau d6 co thé thay ddi hodc x6a mat khau khi lwu

tai liéu

21



Microsoft®

WO rd 20 10 Core Skills

Panh dau la cuodi cung (Mark as Final)

»Danh dau tai liéu 1a cudi cting cho phép ban gl n6
cho ngwdi khac ma khong vo tinh lam thay doi

« TAp tin thiét 1ap tinh trang chi doc

»Dé danh dau tai liéu 1a cudi ciing, hay nhap vao
File, trong thé, loal Info, chon Protect Document,
va sau do nhap vao Mark as Fina

8 - . TR
| Microsoft Word [t S

$ This document will be marked as final and then saved.

Lok | [comcd | [ bep |
PR T

22



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Han cheé truy cap den tai liéu

« Moi ngudi c6 thé xem xét tai liéu, dwa ra cac y kién, dién
vao cac biéu mau,... nhwng khéng dwoc stra ddi ndi dung

« D& han ché tai lidu, trén tab Review, trong nhom Protect,
nhap vao Protect Document va sau d6 nhap vao Restrict
Formatting and Editing

Restrict Formatting and Editing v X

Formatting Khong c6 thay dbi dinh dang, hodc 10ai hinh CU ot o s cecctonet
restrictions thé cla dinh dang Dy
Editing Gigi han dé theo ddi thay doi, y kién, hoac dien G
restrictions vao trong cac bieu mau, hoac thiét 1ap ngoai 1€ 'mi::::;m 5
cho nhirng nguw®i cd quyén truy cap tai liéu chia
sé nay . e
Yes, Start Sé dwoc kich hoat chi sau khi chon cac loai han Seh e (W o e
Enforcing ché. es, StartEnforang
Protection _—

© IIG Vietnam. Rezkrict permizson, .. 23




Microsoft®

WO rd 20 10 Core Skills

Phuc hoi cac phién ban tai liéu
«Word cung cap céng cu dé tw ddng lwu cac
tap tin dé chang c6 thé dwoc phuc hoi
*C0 thé thiét 1ap Word tw déng lwu ban sao
cla tap tin & khoang thoi gian thiét 1ap
—Nhéap tab File, nhan vao Options, nhan Save va

lam cho sw lwa chon thich hop trong khu vwce lwu
tai liéu




Lin Microsoft

10 Office

Phuc hoi

r

Microsoft®

Word 2010

Core Skills

= A

cac phién ban tai liéu

;I_ﬂ_“-"

General g
H Custamize how documents are saved.

Dusplay
Praafing Save documents
Save | Save files in this format: Waord Document [*.dood EI
Language [7] Save AutoRecover information every |10 |  minutes

[#] Keepthe last autosaved version if | close without saving
Advanced

Customize Ribbon :
Default f||! lacation: Chlsersinklassen'Documents,

Quick Access Toolbar

Oifline editing options for document management server files
Add-Ins

Save checked-out files to:(.
) The server drafts location on this computer
@ The Office Document Cache

Senger drafts location:  C\llsers\nklassen\Document\SharePaint Drafts)

Trust Center

Preserve fidelity when sharing this document: (5] Documents

[T Embed fonts in the file

o not embed common system Tonts

AutoRecover file iocation:  C\Wsers\nklassen\AppData\Roaming'Microsoft\Word),

Embed only the characters used in the document [best for reducng file size)

- .

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Phuc hoi cac phién ban tai liéu
«Dé xem tat ca cac phién ban cua tai liéu dwoc
lweu lail:

—Nhap vao File véi Info dwoc _
lwa chon, nhap vao Manage e
Versions va sau do nhap vao e e
Recover Unsaved Documents,

hoac
|| Decb((Unsaved-300854370093951648)).asd

- Nhép Vé.o FI I e, ChQn Recent Vé. || New Tour Process((Unsaved-300858602878545440)).asd
Sau d.(,) nhép Vao | | Nick Klassen({Unsaved-300860164 239797 264)).asd
Recover Documents chwa duwoc lwu

© IIG Vietnam. 26

Versions
5] There are no previous versions of this file,

Doc3((Unsaved-300860142384841856)).asd
Docd((Unsaved-300854324134818128)).asd
Docd{(Unsaved-300858182689191872)).asd
DocS{(Unsaved-300853253276700800)).asd

| —
—_—d
e
e
e




| Microsoft®
Word 2010 Core Skils
Phuc hoi cac phién ban tai liéu

Néu tap tin trong danh sach, chon tap tin dé mé no.

Sau d6 nhap vao tab File v&i Info dwoc Iwa chon,
nhan Manage Versions

* Théng bao ngay lap twc tap tin chwa dwoc lwu

Recovered Unsaved File

This is a recovered file that is temporanly stored on your computer. Click Save As
to work with this file,

Save As
Save a copy of this file,

—,; Recover Unsaved Documents

" #%y Browse recent copies of
unsaved files,

© IIG Vietnam. 27



BT Microsoft®

-WO rd 20 10 Core Skills

Phuc hoi cac phién ban tai liéu

» Khi Word nglrng dap (rng, n6 c6 thé tw khéi dong
lai hoac ban c6 thé can phai tat no

»Néu clra s6 phuc (Recovery pane) hoi xuat hién c6
ch(fa cac tai liéu hoat ddng moéi nhat, sau do co thé
bam vao tai liéu , ttvr danh sach

o Ban Cljng C(,) thé X(,)a H:Sﬂ g;ui:::eareno previous versions of this file,
tat ca céc tai liéu versons |

Recover Unsaved Documents

trong khu viec AutoRecovery A s

unsaved files.

Delete All Unsaved Documents

A~ Delete all recent copies of
unsaved files.

© lIG Vietnam. 28
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PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Muc tieu
1

N

~N o U

Chia sé va duy tri cac tai liéu

Pinh dang ndi dung

Ap dung bo cuc trang (Page Layout) va ndi dung st
dung lai duwoc (Reusable Content)

Bao gom cac minh hoa (lllustrations) va dé hoa
(Graphics) trong mét tai liéu

Soat 10i tai liéu (Proofreading Documents)

Ap dung tham chiéu va siéu lién két

Thwe hién cac hoat dong gri thu két hop

(Mail Merge Operations)




Microsoft®

WO rd 20 10 Core Skills

1. Chia sé va duy tri cac tai lieu

1.1 Ap dung géc nhin (view) khac nhau cho
mot tai liéu
1.2 Ap dung bao hd cho mdt tai liéu
1.3 Quan ly phién ban tai liéu
*1.4 Chia se tai liéu
1.5 Lwu mot tail liéu
1.6 Ap dung mot mau (template) cho mét tai liéu




PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Nhiém vu th

wc h

« Cac tap tin thuwc

anh 1.1

nanh ¢

no cac nhiém vu duoc dat trong

thw muc Word \ Objectivel.

— M@ tai liéu Viewingl, va thay déi dd phong dai dé ban co thé
xem hai trang bén canh nhau. Sau dé phong to 100%, va nhay
dén tiéu dé Shipping. Cubi cung, chuyén dén dau trang 5.

— Mé& céc tai liéu Viewingl va Viewing2, va chuyén dbi qua lai
gilra hai ctra so6 dang moé. Sau do sap xép hai ctra so tai liéu
dé chung duwoc xép chdéng Ién nhau.

— M& tai liéu Viewing?2, va sap xép cac man hinh dé ban c6 thé
thay dau va cudi cua tai liéu cung mot ldc.

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Nhiém vu th

« Cac tap tin thuwc

nanh ¢

wc hanh 1.2

no cac nhiém vu duoc dat trong

thw muc Word \ Objectivel. Lwu két qua cta nhiém vu
trong cung mot thw muc.

— M& tai liéu Finalizing, danh dau la cubi cung (final), va lwu
dwdi tén méi la MyFinalizing. Sau dé dong va mé lai cac tai
liéu, lwu y nhirng chirc ndng khéng co san, va loai bo chi dinh
Marked As Final.

— M tai liéu Password, thiét 1ap mat khau cho tap tin Ia
P@ssword,va lwu n6 dudi tén méi la My password. Sau do
dong va mo lai tai liéu.

© IIG Vietnam.
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EEA\\/ord 2010

Nhiém vu th

« Cac tap tin thuwc

nanh ¢

wc hanh 1.3

no cac nhiém vu duoc dat trong

thw muc Word \ Objectivel. Lwu két qua cta nhiém vu
trong cung mot thw muc.

— M@ tai liéu Versions va lwu lai dwéi tén méi la MyVersions.
Cau hinh dé Word tw ddng lwu mét phién ban dw thao (draft)
cua cac tai liéu theo mai phut.

— Trong tai liéu MyVersions, thay doi tiéu dé thanh Business
Office Procedures. Sau doé lwu tai liéu.

— Hién thi va sau d6 khdi phuc lai phién ban gbc cla tai liéu

MyVersions.

© IIG Vietnam.



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Nhiém vu thwc hanh 1.4

« Cac tap tin thwwe hanh cho cac nhiém vu dwoc dat trong thw muc
Word \ Objectivel. Lwu két qua cta nhiém vu trong cing mot
thuw muc.

— Tao mdt tai liéu méi dwa trén mau tai liéu Blog Post. Thay thé ché
gilr tiéu dé thanh Walla Walla Music va dan hai doan van dau tién
cua tai liéu Orchestra vao khu vwc ndi dung. Sau do Iwu tai liéu dudi
tén m&i la MyBlogPost.

— Xuat ban dw thao cla cac tai liéu MyBlogPost vao blog cia ban. Sau
do6 hién thi bai dang trén blog, thay dbi tiéu dé thanh Walla Walla
Symphony Orchestra Review, va xuat bdn mot phién ban cudi
cung cua bai viét vao blog cta ban.

— Xuat ban tai liéu Orchestra trwe tiép vao blog cta ban.

© IIG Vietnam.
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EEA\\/ord 2010

Nhiém vu thwc hanh 1.5

« Cac tap tin thwc hanh cho cac nhiém vu dwoc dat trong thw
muc Word \ Objectivel. Lwu két qua cua nhiém vu trong
cung moét thu muc.

— Mo tai liéu Savingl, va lwu no voi tén MyCompatibility trong mét dinh
dang dé ngwoi dung ctia Word 2003 c6 thé 1am viéc. Béng tai liéu
MyCompatibility va sau d6 mé& né trong ché dd twong thich va lwu y
nhirng thay déi trong tai liéu.

— Mé tai liéu Saving2, va lwu trang 3 nhw la mét tap tin PDF dwoc dat
tén MyPDF, dam bao rang céac tiéu dé tai liéu dwoc danh dau trong tap
tin MyPDF.

— M& tai liéu Saving3, va lwu né nhw 1a mét tap tin trang web duy nhat
c6 tén MyWebpage dwoc tdi wu cho man hinh hién thi & dd phan giai
1024 x 768.

— Sau d6 hién thi cac tap tin MyWebpage trong Windows Internet

cleverm Explorer. .




PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Nhiém vu th

« Cac tap tin thuwc

nanh ¢

wc hanh 1.6

no cac nhiém vu duoc dat trong

thw muc Word \ Objectivel. Lwu két qua cta nhiém vu
trong cung mot thw muc.
— Kich dap vao mau (template) tai liéu ExecutiveResume dé mé
moét tai lieéu méi dwa trén mau. Trong tai liéu méi, hién thi tab
Developer trén ribbon. Sau do Iwu tai liéu dwéi tén moi la

MyResume.

— Pinh kém theo mau tai liéu UrbanResume vao tai liéu
MyResume va dam bao rang cac kiéu tai liéu dwoc cap nhat
mau mai. Sau do, lwu y sw khac biét.

© IIG Vietnam.
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WO rd 20 10 Core Skills

2. Pinl

«2.1 Ap o

dang nol dung

ung cac thudbc tinh Font va Paragraph

« 2.2 Biéu hudng va tim kiém trén mot tai liéu
» 2.3 Ap dung Indentation va Tab Setting cho cac doan
* 2.4 Ap dung Spacing Setting cho van ban
va cac doan
«2.5 Tao bang
2.6 Thao tac v&i bang trong moét tai liéu
« 2,7 Ap dung cac dau dong cho mét tai liéu

10



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Nhiém vu thwc hanh 2.1

» Cac tap tin thiee hanh cho cac nhiém vu dugc dat
trong thw muc Word \ Objective2. Néu ban muon lwu
cac két qua cua nhiém vuy, lwu chung trong cung thw
muc vé&i bang cach thém tlr My trwde tén tap tin dé
ban khong ghi dé Ién tap tin thwc hanh ban dau.

— Trong tai liéu Characters, dinh dang tiéu dé Beautiful
Bamboo vo&i font chir Stencil. To dam véi 26 points, ap

dung hiéu trng Outline, va m¢& rong khoang cach ky tw

bang 2 points. Sau dé thay d6i mau sac ctia no thanh
light green theo tiéu chuan.

© lIG Vietnam. 11
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EEA\\/ord 2010

Nhiém vu thwc hanh 2.1 (tt)

— Trong tai liéu Characters, trong doan bat dau voi
Because they areso easy to grow, dinh dang cac tén:
chimonobambusa marmorea, indocalamustessellatus,
pleioblastus chino vaginatus, bambusa glaucophylla, va
otateaacuminata aztecorum thanh small caps. Sau do
thay ddi tat ca dinh dang small caps sang italic

—Trong tai liéu Styles, hién thj cac ctra sb theo kiéu khu
vire @ phia bén trai cua tai liéu trong Draft view. Ap dung
cac dinh dang cua tiéu dé Author Meet and Greet Update
cho doan Fantasy Author Starts Book Tour dwéi cung cua
tai liéu bang céach s&r dung Format Painter

© IIG Vietnam. 12
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EEA\\/ord 2010

Nhiém vu thwc hanh 2.2

« Cac tap tin thwwe hanh cho cac nhiém vu dwoc dat trong thw muc
Word \ Objective2. Néu ban mudn Iwu cac két qua cua nhiém vu,
lwu chung trong cung thw muc véi bang cach thém te My trweéc
tén tap tin dé ban khong ghi de Ién tap tin thwc hanh ban dau.

— Trong tai liéu Finding, danh dau tat ca cac trwérng hop cda The

Taguien Cycle. Sau dé thay ddi tat ca cac trwong hop The Taguien
Cycle,dé nghiéng.

— Trén trang 2 cda tai liéu Finding, thay dbi theo kiéu cta bén dong cudi
cung cua van ban trén trang thanh Subtitle.

— Trong tai liéu Finding, thay thé tat ca céc trwong hop khoang trang
khéng ngat (nonbreaking spaces) bang khoang trang théng thudng.

© lIG Vietnam. 13
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Nhiém vu th

« Cac tap tin thuwc

nanh ¢

wc hanh 2.3

no cac nhiém vu duoc dat trong

thw muc Word \ Objective2. Néu ban mudn lwu céc két
gua cua nhiém vu, lwu ching trong cung thw muc voi
bang cach thém tr My trwdc tén tap tin dé ban khéng ghi
de Ién tap tin thwe hanh ban dau.

— Trong tai liéu Paragraphs, hién thi cac ky tw khéng in ra va
thanh thwdc do (ruler). Chén mdt ngat dong bén trai cla tiéu
dé Update Trong dong the tw. Thut vao dong dau tién moi
doan van sau tiéu dé Update bang 1/4 inch. Cudi cling, cho tat
ca cac doan van dwdi day cua Esther Valle canh Ié trai va

phai 1/2 inch.

© IIG Vietnam.
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EEA\\/ord 2010

Nhiém vu thwc hanh 2.3 (tt)

—Vao phan cudi cla tai liéu TabularList, nhap theo hwéng
dan sau, nhan Tab & noi chi dinh:
Self Tab Other People Tab Nature
Transformation Tab Life/death Tab Weather
Time travel Tab Telepathy Tab Oceans
Visible/invisible Tab Mind control Tab Animals

— Hay t6 dam dong dau tién va indent toan bo danh sach.
Left- allgn cot thi hai tai moc 2 inch trén thanh thwde do
ngang va sau do right-align cho cét thi ba tai méc 4 inch.

—Trong tai liéu Tabs, doi v&i cac doan Date, Time, Location,
va Ticket cost thlet lap mot left tab tai moc 2.5 inch va mét
decimal tab tai moc 4 inch.

© IIG Vietnam. 15




PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Nhiém vu thwc hanh 2.4

e Cac tap tin thwc hanh cho cac nhiém vu duwoc dat
trong thw muc Word \ Objective2. Néu ban mudn lwu
cac két qua cta nhiém vu, lwu ching trong cung thw
muc v&i bang cach thém tir My trwedc tén tap tin dé
ban khong ghi dé 1&n tap tin thwe hanh ban dau.

— Trong tai liéu RoomPlanner, thay doi khoang céach dong
cda van ban trong thanh bén trén trang 2 dé khéng gian
hai dong (double) xuat hién gilra cac dong van ban.

© lIG Vietnam. 16
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Nhiém vu thwc hanh 2.4 (tt)

—Trong tai liéu RoomPlanner, thay doi khoang cach
gilra tat ca cac doan van ban trong tai liéu chinh dé
khoang céch gitra moi doan la 12 points.

—Trong tai liéu Paragraphs, thay déi khodng céach sau
(after) tat ca cac doan van la 12 points, va sau dé
loai bo cac khoang cach sau cac doan Date, Time,
Location, va Ticket cost. Thay dbi khoang cach dong
clia doan van bat dau v&i “The author of” thanh 1.5.
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Nhiém vu thwc hanh 2.5

»Cac tap tin thire hanh cho cac nhiém vu dwoc
dat trong thw muc Word \ Objective2. Néu ban
muodn Iwu cac két qua cla nhiém vu, lwu ching
trong cling thw muc v&i bang cach thém tr My
trwdc tén tap tin dé ban khong ghi dé Ién tap tin

thwe hanh ban dau.
—Trong tai liéu Table, chuyén d6i danh sach dang

bang bat dau v&i Distance and ending with 20,00 $
vao mét bang véi 2 ¢dt va 6 hang.
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Nhiém vu thwc hanh 2.5 (tt)

—Trong mot tai lieéu maéi, tao ra mot Quick Matrix
Table.

—Trong mot tai liéu, vé mét bang bang 1/2 chiéu
réng va 1/4 chiéu cao cla trang. Chia bang
thanh 4 cét va 6 hang. Sau d6 ap dung kiéu bang
Colorful Shading - Accent 3.

—Trong mét tai liéu, chen mét bang véi 4 cbt va
5hang. Chi dinh chiéu réng ctia méi cét 1a 1.0".
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Nhiém vu thwc hanh 2.6

»Cac tap tin thire hanh cho cac nhiém vu dwoc
dat trong thw muc Word \ Objective2. Néu ban
muon Iwu cac két qua cla nhiém vu, lwu ching
trong cling thw muc v&i bang cach thém t My
trwdc tén tap tin dé ban khong ghi dé Ién tap tin
thwe hanh ban dau.

—Trong tai lieu SortTable, sap xép bang thtr tw tang
dan theo State, sau dé theo City, va sau d6 b&i Last
Name.
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Nhiém vu thwc hanh 2.6 (tt)

— Trong tai liéu ModifyTable, hop nhat cac 6 trong hang
dau tién cta bang Estimate. Thém hai hang dwéi dong
cudi cling. Sau do diéu chinh kich thwéc cia toan b
bang cho dén khi canh phai ciia né gan v&i dau 4 inch
trén thuwdc ngang.

— Trong tai liéu ModifyTable, mé rdng chiéu cao cda dong
tiéu dé cta bang Estimate dén 0,4", va sau dé center
align cac noi dung.

— Trong tai liéu ModifyTable, chuyén d6i bang Fee
Schedule Consultation sang van ban, véi ndi dung cot
cach nhau bang tab.
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Nhiém vu thwc hanh 2.7

e Cac tap tin thwc hanh cho cac nhiém vu duoc dat trong
thw muc Word \ Objective2. Néu ban mudn lwu céc két
gua cua nhiém vu, lwu ching trong cung thw muc voi
bang cach thém tr My trwdc tén tap tin dé ban khéng ghi
de Ién tap tin thwe hanh ban dau.

— Trong tai liéu Lists, chuyén dbi cac doan van dwdi méi tiéu dé
In dam ngoai trir The Sequence of Events vao mot danh sach
bulleted co6 sty dung ky tw four-diamond bullet.

— Trong tai liéu Lists, chuyén dbi cac doan van ban dwdi tiéu dé
The Sequence Events mot danh sach danh sé véi cac dinh
dang ABC.
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3. Ap dung bo cuc trang va néi dung
str dung lai dworc
»3,1 Ap dung va thao tac thiét 1ap Page Setup
«3,2 Ap dung cha dé (Themes)
¢ 3,3 Xay dwng ndi dung trong mét tai liéu str dung
cong cu Quick Parts

»3.4 Tao va thao tac hinh nén trang
(Page Backgrounds)

3,5 Tao va Stra déi Headers va Footers
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Nhiém vu thwc hanh 3.1

e Cac tap tin thwc hanh cho cac nhiém vu duwoc dat
trong thw muc Word \ Objective3. Néu ban mudn lwu
cac két qua cta nhiém vu, lwu ching trong cung thw
muc v&i bang cach thém tir My trwedc tén tap tin dé
ban khong ghi dé 1&n tap tin thwe hanh ban dau.

— Trong tai liéu Pages, thwc hién cac diéu khién widow va
orphan cho toan bd tai liéu, va dam bao rang khéng co
doan van ban bi chia nho trén cac trang.
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Nhiém vu thwc hanh 3.1 (tt)

— Trong tai liéu Pages, chén mot ngat trang trwdc tiéu dé
Facilities, va sau dé6 ddm bao rang tiéu dé “To use the
intercom from the office” sé& xuat hién trén ciing mét trang nhw
hal bw&c sau day.

— Trong tai liéu Pages, chén mot ngat trang phan sau trwdc khi
tiéu dé “Shipping Quick Reference”, va thiét 1ap cac Wide
margins cho phan mai.

— Trong tai liéu Columns, thay ddi tat ca triv doan van dau tién
cUa tai liéu bo tri ba cot. Hién thi mét dworng thang dirng gitra
céc cot, va sau dé chi co gach ndi cac van ban trong cac cét.
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Nhiém vu thwc hanh 3.2

» Cac tap tin thiee hanh cho cac nhiém vu dugc dat
trong thw muc Word \ Objective3. Néu ban muon lwu
cac két qua cua nhiém vuy, lwu chung trong cung thw
muc vé&i bang cach thém tlr My trwde tén tap tin dé
ban khong ghi dé 1&n tap tin thwc hanh ban dau.

— Ap dung chd dé Aspect cho tai liéu Theme.

—Trong tai liéu CustomTheme, thay doi mau sac chu dé
thanh Opulent va font chlr chu dé thanh Apex va sau do

lwu céc két hop nhw [a mét cha dé tay chinh véi tén |a
MQOS Design.

© lIG Vietnam. 26



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Nhiém vu thwc hanh 3.3

e Cac tap tin thwc hanh cho cac nhiém vu duwoc dat
trong thw muc Word \ Objective3. Néu ban mudn lwu
cac két qua cta nhiém vu, lwu ching trong cung thw
muc v&i bang cach thém tir My trwedc tén tap tin dé
ban khong ghi dé 1&n tap tin thwe hanh ban dau.

—Trong tai lieu Parts, chen mét trang bia dang Pinstripes.

Thay doi subtitle placeholder thanh Information Sheet
va date placeholder thanh ngay hién tai.
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Nhiém vu thwc hanh 3.3 (tt)

— Trong tai liéu Parts, trang 2, chen Pinstripes Quote, va str dung
Paste Special dé chén mdt ban sao chwa dinh dang cda cau cudi
cuing cua doan ther tw (Go with what you love...) trong hop trich dan
ndi dung bai viét nay. Sau do lwu cac thy chinh pull quote nhw [& mot
Quick Part voi tén Inspiration Quote.

— Trong tai liéu SavedText, [wva chon va lwu World Wide Importers
nhw la mot AutoText Quick Part tén la wwi. Sau do, trong mot doan
md&i vao cudi tai liéu, gd vao Recommended by va chén Quick Part
WWI.

— Trong tai liéu SavedText, thém mot footer ma chi bao gébm cac
trwdng Author, FileName, va SaveDate v&i cac dinh dang va tuy
chon mac dinh cua chung.
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Nhiém vu thwc hanh 3.4

» Cac tap tin thiee hanh cho cac nhiém vu dugc dat

trong thu muc Wo
cac két qua cuan
muc v&i bang cac
ban khong ghi de

rd \ Objective3. Néu ban mudn lwu
niém vy, lwu chang trong cung thw
N thém tw My trwwdc teén tap tin dé
én tap tin thwe hanh ban dau.

—Trong tai liéu Bac

green th hai (Oli

— Thém texture Ca
Background.

kground, thay déi mau nén lightest
Ive Green, Accent 3, Lighter 60%).

nvas lam background cua tai liéu

—Thém text watermark URGENT cho tai liéu Background.

© IIG Vietnam.
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Nhiém vu thwc hanh 3.5

e Cac tap tin thwc hanh cho cac nhiém vu duoc dat trong
thw muc Word \ Objective3. Néu ban mudn lwu céc két
gua cua nhiém vu, lwu ching trong cung thw muc voi
bang cach thém tr My trwdc tén tap tin dé ban khéng ghi
de Ién tap tin thwe hanh ban dau.

— Trong tai liéu Header, thém moét Motion (Even Page) header
v&i van ban The Taguian Cycle, va chi dinh céac tiéu dé khong
xuat hién & dau tién trang. Sau do, thém mot Motion (Even
Page) footer c6 hién thi ngay hién tai.

— Trong tai liéu Numbers, thém sb trang cho toan bo tai liéu, va
dinh dang sé trang nhw la chi» hoa chi» s6 La Ma.
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WO rd 20 10 Core Skills

4. Bao gom cac minh hoa va do hoa
trong mot tai liéu

*4.1 Chen va dinh dang Pictures trong mét tai liéu

*4.2 Chen va dinh dang Shapes, WordArt,
va SmartArt

*4,3 Chen va Binh dang Clip Art
4,4 Ap dung va thao tac Text Boxes

31



PPPTRTR \MiCrosoft®
EEA\\/ord 2010

Nhiém vu thwc hanh 4.1

e Cac tap tin thwc hanh cho cac nhiém vu duoc dat trong
thw muc Word \ Objective4. Néu ban mudn lwu céc két
qué cta nhiém vu, lwu chdng trong cung thw muc véi bang
cach thém tr My trwde tén tap tin dé ban khong ghi deé I1én
tap tin thwe hanh ban d‘éu. ‘

— Chen hinh Logo vao dau cua tai liéu Picture. Sau do, diéu

chinh kich thwéc logo dé né cao 0,5", duy tri height-to-width
ratio.

— Ap dung hiéu rng Texturizer cho cac van ban trong logo, va
sau d6 dat mot ban sao cua logo & cudi cua tai liéu Picture.
— Chén ban cat man hinh (screen clipping) cla logo Microsoft,

chup tlr trang chu cha Microsoft, vao cudi cda tai liéu Picture.

© IIG Vietnam.
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Nhiém vu thwc hanh 4.2

e Cac tap tin thwc hanh cho cac nhiém vu duoc dat trong
thw muc Word \ Objective4. Néu ban mudn lwu céc két
gua cua nhiém vu, lwu ching trong cung thw muc voi
bang cach thém tr My trwdc tén tap tin dé ban khéng ghi
de Ién tap tin thwe hanh ban dau.

— O cubi tai lidu Shapes, v& mot vong tron dwong kinh 1,5 inch
trong goc trén bén trai cua mét khung vé méi. Sau do, tao ra
mot ban sao cua vong tron & gilra phia trén cua khung vé va
mot & goc trén bén phai. V& dwdng cong giong nhw cac chudi
bén dwdi moéi vong tron. Nhoém céc hinh dang, va sau do di
chuyén nhom 1én phia trén cung cua tai liéu.

© IIG Vietnam.
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Nhiém vu thwc hanh 4.2 (tt)

— O cubi tai lieu SmartArt, chen mot Vertical Process
diagram. Trong ctra sO van ban (text pane), nhap The
Journey, The Battle, va The Twist dang bullet points.
Sau do, thém mdét shape maoi cé chira cac tw True
Climax.

— O dau cua tai lieu WordArt, chén Welcome Esther Valle!
trong WordArt style 16 v&i van ban 44 point.

—Trong tai liéu WordArt, thay d’0| cac ti Extra! Extra! vao
WordArt style 21, va thay doi mau sac clia cac chiy cai
thanh mau cam vé&i mét dwong vién mau do. Sau do thiét
lap khoang cach Very Loose. Lam cho déi twong rong
thém 2 inch, va sau do ap dung Shadow Style 7.
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Nhiém vu thwc hanh 4.3

« Cac tap tin thwe hanh cho cac nhiém vu dwoc dat trong thw muc
Word \ Objective4. Néu ban mudn lwu céc két qua cda nhiém wu,
lwu chiing trong cung thw muc vé&i bang cach thém ty My trwdce
tén tap tin dé ban khéng ghi dé I1&n tap tin thwc hanh ban dau.

— Trong tai liéu ClipArt, chén mét hinh anh cach diéu dollar clip art vao
cudi doan Greg Guzik, va lam cho n6 0,25 inch vuéng. Sau d6 chén
mot ban sao clia hinh anh & dau ctia doan van.

— Tim kiém céc hinh anh cach diéu cta dollar clip art, va lwu vai céi
trong s6 do vao Clip Organizer.

— Trong tai liéu ClipArt, thay thé cac hinh anh dollar véi mét cai mai tiy
céc Clip Organizer. Sau dé thay dbi kich c& va dat lai vi tri nhw ban
muon.
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Nhiém vu thwc hanh 4.4

« Cac tap tin thwe hanh cho cac nhiém vu dwoc dat trong thw muc
Word \ Objective4. Néu ban mudn lwu céc két qua cda nhiém wu,
lwu chiing trong cung thw muc v&i bang cach thém ty My trwdce
tén tap tin dé ban khéng ghi dé I1&n tap tin thwc hanh ban dau.

— Trong tai liéu Textboxes, chén mét Simple Text Box. Sau dé cat va
dan doan van cua tai liéu vao hép van ban.

— Tiép tuc trong tai liéu Textboxes, gidm kich thwédc cta hdp van ban
thanh cao 1,5 inch va réng 2,5 inch, sau d6 vé mot hdp van ban voi
cung mét kich thwéc bén dwéi cai dau tién. Lién két hai hdp van ban
dé phan tran (overflow) cGia van ban tir hdp dau tién dwoc hién thi
trong hép van ban th hai.

— Tiép tuc trong tai liéu Textboxes, mau sac hdp van ban dau tién la
Light Blue v&i dwdng vién Blue va hdp van ban th hai Light
Green v&i dwdng vién Green. Sau do, ap dung Shadow Style 1 cho

ereveran ca hai hdp van ban. 36
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5. Soat loi tai liéu

*5.1 X&c thwe ndi dung bang cach dung
Spelling and Grammar Checking Options

5.2 Cau hinh cai dat AutoCorrect

5.3 Chén va slra doi binh luan (comment) trong mot
tai liéu
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Nhiém vu thwc hanh 5.1

« Cac tap tin thwc hanh cho cac nhiém vu duoc dat trong
thw muc Word \ Objective5. Néu ban mudn lwu céc két
gua cua nhiém vu, lwu ching trong cung thw muc voi
bang cach thém tr My trwdc tén tap tin dé ban khéng ghi
de Ién tap tin thwe hanh ban dau.

— Trong doan dau tién cda tai liéu Letter, stra 16i chinh ta cua tw
sorces bang céach chon dung chinh ta tt trinh don ng canh.
— Kiém tra chinh t& va nglr phap cua tai liéu Letter, va lam nhw
sau twr ben trong hop thoai Spelling And Grammar:
e Hay stra cac trwdng hop trung lap cua tir trong doan dau tién.

« Thém tén coéng ty Contoso vao tir dién dé Word khéng danh dau céac
trwedng hop sau nay cua nd nhw la mét 16i chinh ta.
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Nhiém vu thwc hanh 5.2

» Cac tap tin thwe hanh cho cac nhiém vu dwoc dat trong thw muc
Word \ Objective5. Néu ban mudn lwu céc két qua cda nhiém wu,
lwu chiing trong cung thw muc vé&i bang cach thém ty My trwde
tén tap tin dé ban khéng ghi dé I1&n tap tin thwc hanh ban dau.

— Trong tai liéu Letter, dinh vi 16i chinh t& dwoc cam két. TW trinh don
nglr canh thém céc 16i chinh ta vao danh sach AutoCorrect dé
Word tw ddng stra chira cac trwdng hop véi cam két trong twong lai.

— Stra ddi cac tuy chon AutoCorrect dé Word tw déng stra chiva 16i
chinh ta tr avalable thanh available. Kiém tra cac stra dbi
AutoCorrect bang cach nhap cac van ban sau day & phan cudi cta
doan th hai:

Sidney will not be avalable May 10-14.
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Nhiém vu thwc hanh 5.3

« Cac tap tin thwe hanh cho cac nhiém vu dwoc dat trong thw muc
Word \ Objective5. Néu ban mudn lwu céc két qua cda nhiém wu,
lwu chiing trong cung thw muc vé&i bang cach thém ty My trwdce
tén tap tin dé ban khéng ghi dé I1&én tap tin thwc hanh ban dau.

— Mé tai liéu Comments, va trong cét thir nam cua bang, thém binh
luan They carry the new Ultra line to the words some good. Sau do,
x0a binh luan lién quan dén competitors twr trong doan dau tién.

— Trong tai liéu Comments, thém These are special order trong mot
doan mai vao cudi binh luan th hai. Sau do, dap ¢ng binh luan lién
quan dén Adequate v&i moét comment balloon méi co chiva van ban
If | were a real customer, | would have left.
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6. Ap dung tham chiéu va siéu lién ket

6.1 Ap dung mét lién két (Hyperlink)
*6.2 Tao Endnotes va Footnotes
*6.3 Tao moOt muc luc (Table of Contents)
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Nhiém vu thwc hanh 6.1

e Cac tap tin thwc hanh cho cac nhiém vu duoc dat trong
thw muc Word \ Objective6. Néu ban mudn lwu céc két
gua cua nhiém vu, lwu ching trong cung thw muc voi
bang cach thém tr My trwdc tén tap tin dé ban khéng ghi
de Ién tap tin thwe hanh ban dau.

— Trong tai liéu Hyperlinks, tao ra mét hyperlink ttr biéu twong &
trén clng cla trang dén tai liéu OtherLogos. Sau do kiém tra
hyperlink.

— Trong tai liéu Hyperlinks, tao ra mét hyperlink ma khi nhan
vao, tao ra mot tin nhan email dwoc glri @én ban va cdé mét
chi dé vé MOS Test Message. Sau dé kiém tra hyperlink.
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Nhiém vu thwc hanh 6.2

» Cac tap tin thiee hanh cho cac nhiém vu dugc dat
trong thw muc Word \ Objective6. Néu ban muon lwu
cac két qua cua nhiém vuy, lwu chung trong cung thw
muc vé&i bang cach thém tlr My trwde tén tap tin dé
ban khong ghi dé Ién tap tin thwc hanh ban dau.

— Trong tai liéu Footnotes, cat cau cudi cung ttr cudi dau
tien doan cho vao Microsoft Office Clipboard. Sau dé

chen moét footnote sau cau dau tién trong doan the hai,

va dan cac muc da cat nhw 1a cac van ban cla céac
footnote.
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Nhiém vu thwc hanh 6.3

e Cac tap tin thwc hanh cho cac nhiém vu duoc dat trong
thw muc Word \ Objective6. Néu ban mudn lwu céc két
gua cua nhiém vu, lwu ching trong cung thw muc voi
bang cach thém tr My trwdc tén tap tin dé ban khéng ghi
de Ién tap tin thwe hanh ban dau.

— O dau tai Ii?u Contgnts, tao ra mot muc luc (table of contents)
dwa trén kiéu tiéu dé co sty dung dinh dang Classic va dotted
line page - number leaders.

— Chén trong tai liéu Contents ngat trang tha céng, va sau do
cap nhat toan bé muc luc phan anh nhirng thay doi cua ban.
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7. Thwe hién céac hoat déng gtvi thw két hop

7.1 Cai dat Malil Merge
/.2 Thwc hien Mail Merge
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Nhiém vu thwc hanh 7.1

« Cac tap tin thwwe hanh cho cac nhiém vu dwoc dat trong thw muc
Word \ Objective7. Lwu két qua cha nhiém vu trong cing mot
thw muc dé tai st dung trong phan 7.2.

— Thiét 1ap mot hinh thirc dang bire thw (letter) bang cach st dung tai
liéu AnniversaryLetter lam tai liéu chinh (main document) va bang
tinh CustomerList lam d@ liéu nguén (data source).

— O phan trén cung cla tai liéu chinh, chén céac trwong hop nhat
(merge fields) cho mét dia chi chuan (standard address) va mét dong
chao mwng khong chinh thirc (informal greeting line). O dau doan
thir ba, chen mét merge field cho recipient’s first name, go vao
mot dau phay va theo sau 1a mdt khoang trang, va thay déi For thanh
for.
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— Trwde khi hop nhat cac tai liéu ngudn, hiéu chinh data source t bén trong

Word dé bao gém céac lién lac sau day:
Heidi Steen
678 Pine Street
Agriculture, WA 10003

— Trwdce khi hop nhat cac tai liéu ngudn, sap xép danh sach ngwdi nhan trong
tdng dan theo postal code.

— Khéng can hop nhat cac tai liéu ngudn, lwu main document thanh
AnniversaryFormLetter. Kiém tra tai liéu cho céc 16i, va sau do gilr no lai str
dung trong phan thwc hanh cac nhiém vu 7.2.

— Tao mdt t& nhan (sheet of labels) cho tat ca cac ban ghi trong bang tinh
CustomerList khac hon so véi hai nguwdi nhan cé dia chi khéng co trong tiéu
bang Washington (WA). Lwu tai liéu nhan la MyMergedLabels, va sau do
dong no lai.
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Nhiém vu thwc hanh 7.2

e Cac tap tin thwc hanh cho cac nhiém vu duoc dat trong
thw muc Word \ Objective7. Ban sé& can phai hoan thanh
cac nhiém vu thwe hanh trong phan 7.1 trwdc khi thue
hién cac nhiém vu trong phan nay.

— Xem trwdc két qua cda cac hoat dong mail merge sé dwoc
thwe hién bé&i hop nhat tai liéu AnniversaryFormLetter ma ban
tao ra trong cac nhiém vu cho phan 7.1 v&i bang tinh
CustomerList.

— Loai trr nguwoi nhan Garth Fort tr cac hoat déng mail merge.

— Két ndi cac tap tin nguén vé&i mot tai liéu méi cé chiva tat ca
nhirng brc thw. Lwu tai liéu duwdi tén la MyMergedLetters, va
dong na lai
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