Gidi thiéu va lam quen vé4i soan thao van ban

qua MICROSOFT WORD 2007, 2010

|. CAC THANH PHAN CUA MICROSOFT WORD

a) Khéi dong va thoat
1- Khéi dong:
Nhiéu céch.... Tuy nhién khi mé tir mot document cu thé, ma trong may c6 cai nhiéu phan mém doc
file .doc, .docx thi phai mé bang cach: Nhap phai chudt vao file tai liéu > Chon Open With > Chon
MS Word...
2- Thoat:
Nhay nat (x) hodc File > Close hoic Ctrl+F4 (déng file hién thoi), Alt+F4 (dong tat ca)

b) Giao dién

1- Thanh tiéu dé

2- Hé théng Ribbon:
a) Menu chinh gom céac Thé lénh: Bé an/hién hé thong Ribbon ta g& Ctrl+F1
b) Hé théng c6 nhidu Thé > MJi thé ¢ nhiéu Nhém > Mai nhém cé nhiéu Nut hoic Thue don db
xudng, v.v...
¢) Thé View > Nhom Show rat hay dung: Nhém View gom nhiéu Dang xem: Nén chon dang Page
Layout; Nhém Show c6 Thudce do (Ruler), cht y ddi cach d6i Pon vi do: Options > Advanced >
Chon thuong la Centimeters.

3- Vung soan thio:
File > Options > Advanced > Show Document Content > Show text boundaries...

4- Thanh trang thai:
bé xem sb tur, s6 trang, ...

5- DPat danh sach Recent Documents:
Show this number of Recent Documents, g sé <n> vao

Il. SOAN THAO VA CHINH SUA VAN BAN
a) Soan thao vin ban

1- M6 van ban méi:
Nhiéu cach hoac gb Ctrl+N. Pau tién, nén:
a) Dé d6 roi: thé View, nhém Zoom > chon Page Width
b) Bat dang xem tai liéu : thé View > chon Print Layout
¢) Chon ¢ gidy, thuong 1a A4, huéng gidy dung (Portrait)/ngang (Landscape) tlly yéu cau
d) bat thudc véi don vi do thuong la cm (Centimeters), ...
e) Dit cac & cho phu hop: Trén (Top)/Dudi (Bottom) /Phai (Right)/Trai (Left) bao nhiéu cm?
f) Pé khung ngin cach ving vin ban va cac 1é (Text Bandaries).
g) Néu dinh soan nhiéu trang dé déng sach thi thiét 1ap Gay (Gutter): Nhay n(t tai ra cia Page Setup
> g8 Gay 1 cm va néu in 2 mat thi chon Multiple Pages 1a Mirror Margins
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h) Cach doan, Cach dong phu hop theo yéu cau: thé¢ Home, nhdm Paragraph > ...
i) DBat tén File tai liéu : File > Save hoac GO Ctrl+S! Go <tén File> > OK
2- G0 viin ban (bt dau gd thd!):

a) Biét cach dung linh hoat, phéi hop cac phim Enter, Shift, CapsLock, ...

b) G& dau chit Viét: Nén dung Bo gd Unikey: Kiéu gd Telex va Bang ma Unicode.

¢) Bo dwdng loin nhoin mau do/xanh (b&o sai chinh ta/ngir phap): File > Word Options >
Proofing > Bo hét cac d4u kiém & day! (Check Spelling, Grammar..., Mark Grammar)

d) Van d¢ g0 chir i mot minh, no lai hién ra chit in hoa I: File > Word Options > Proofing > Nhay
nat AutoCorrect Options, Go chit i vao khung Replace, bén dudi hién ra dong i thanh 1. Ta nhay
vao nut Delete va OK. Ciing c6 thé tu dinh nghia chir viét tat, vi du: VN thanh Viét Nam.

3- Di chuyén con tré trong viin bén:
a. Bang kéo tha chuot.
b. Bang ban phim: Luén nhé:

End Dén cudi dong Delete/Del  Xo6a ki tu tai vi tri con trd

Home Vé dau dong BackSpace Xoa ki ty bén trai con trd
Ctrl+End  Dén cubi vin ban Space Bar  Chén khoéng cach (6 ché dj chén)
Ctrl+Home Vé dau vian ban Xéa ki tu bén phai (6 ché do de)
PgUp Lén trang trudc S (Undo)  Mubn Iui vé trang thai trude

PgDn Xudng trang sau Ctrl+zZ Mudn 1t vé trang théi trudc
Ctrl+PgUp Lén trang dau O (Redo)  Huy IUi vé& budc trudc

Ctrl+PgDn  Xudng trang cudi cling

b) Chinh stta van ban
1- Mé van ban cii:
C6 nhiéu cach: Tir n(t Start > Chwong trinh > File > Open, kich mot File Word bat ky, hoic g
Ctrl+O > Tim File can mé trén cau trdc hinh cay hoic tir danh séch Recent Document!
2- Chon vin ban (béi den), ki tw, xau ki tw, vung ki tw
a) Chon khdi vin ban : Nhap vi tri dau > gitr Shift > Nhap sau ki tw cudi.
b) Chon nhiéu khéi : Chon khéi dau (— nt —) > Tir khi 2 tré di, ban bdm giit phim Ctrl > Dung
chudt quét lan luot cac khéi khéc.
¢) Chon mét dong bang cach nhay chudt & 18 trai ciia dong.
d) Chon nhiéu dong bang cach quét chudt & 18 trai.
e) Chon toan bd vin ban bang cach gé Ctrl+A.
f) Gitr Shift dong thoi gb miii tén <, —, T, 4 ¢6 thé chon chinh xac tirng ki tu.
) Giir Shift+End hay Shift+Home dé chon tir vi tri con tré dén hét dong hay dén dau dong.
3- Binh dang xau ki tw :
Thé Home, nhdm Font: Chon cac nut twong ung, ké ca chi so trén/dwéi. (Tw kham pha).
4- Sao chép van ban
a) Sau khi chon van ban, nhay nat Copy ¢ thé Home hoac go Ctrl+C hoac dung thuc don nglr canh
chon 1énh Copy) dé dua [cac] khéi vin ban vao bo nhé dém (Clip Board), > Nhay con trd vao vi
tri dich > Nhay nat Paste hoac go Ctrl+V hodc dung thuc don nglr canh chon 1énh Paste.
b) C6 thé copy vin ban (trong may hoic & trang web) dan sang tai liéu dang mé dé soan.
5- Di chuyén vin bén:
Ta cit (Cut Ctrl+X) hodc nhay nut Cut > Tim vj tri dich & cung tai liéu hodc khac tai liéu dé dan
(Paste) vao. Bac biét, néu cing tai liéu ta c6 thé Kéo tha [cac] khdi viin ban dén vi tri can dén.
6- Xéa van ban:
Sau khi chon [cac] khéi van ban > g& phim Delete.
Hozc nhap phai chudt, chon nit Delete.
7- Tim kiém va thay thé
a) Chi tim kiém: Vao thé Home > Find, G <tir khéa>, nhay vao nit Find Next,...




b) Tim kiém va thay thé: Vao thé Home > Replace, G& <tir khoa cii> vao hop Find What, G <tir
khoa m01> Vao hop Replace With, nhay vao nut Replace (sau do nhay nut Find Next va lap lai

¢) Tim kiém va Thay thé nang cao: Nhay More >> dé thuc hién vai tuy chon khac
8- Chuyén chir thwdong thanh chir hoa:
Sau khi chon van ban > g6 Shift+F3, Shift+F3, ...
9- Nhém Font (C3/Mau nén-chit/ kham phé thém):
Thé Home > Nhom Font > cac viéc c6 cac nut twong (rng. Hay tan dung cac t6 hop phim: Ctrl+I,
Ctrl+U, Ctrl+B_dé chuyén ddi chir nghiéng, gach chan,béo/gay.
10- Hiy dinh dang vin ban:
Thé Home > Font > nhay vao nat Clear Formating
Tir day ta s€ dinh dang lai theo y minh!!!
11- Chuyén déi Font giira cac Bang ma:
B6i den van ban can chuyén ma > Go Ctrl+C dé Copy > Nhap phai Unikey > Chon Cong cu...[CS-
F6] > Chon bang ma Ngudn > Chon bang ma Pich > Panh dau kiém & Chuyén mi clipboard >
Nhay niit Chuyén méa > Khi thiy Successfully thi nhay nit OK va nit Péng > Nhay vao nut Paste &
thé Home dé dan dé 1én phan di boi den > Kiém tra lai Font va Bang ma.
12- Chéi dinh dang:
a) Muon choi mat lan: Boi den mau > Nhap don Choi > Boi den Pich
b) Muon chdi nhiéu 1an: Boi den mau > Nhap dap Chdi > Boi den nhiéu Pich > Tra Chéi.

c) Pinh dang Poan vian ban

1- Xac dinh DPoan van ban (Paragraph):
Poan vin ban dugc két thac br:ing dau chim ngét doan (). Mubn hién/an ddu nay ta vao thé¢ Home,
nhom Paragraph nhay vao nat § & goc phai trén cua nhom do.
2- Cin 18 (Align) hinh cac doan:
Can trai (Ctrl+L), can phai (Ctrl+R), can giita (Ctrl+E), cin déu 2 bén (Ctrl+J),
3- Thut d4u dong, khic diu dong, ca doan:
a) Dau dong: Boi den cac doan > Kéo tha ném trén dé dich dau dong,
b) Khac dau dong: Boi den cac doan > Kéo tha ném dwéi dé dich dau dong,
¢) Ca doan > Kéo tha ném vudng dé dich dau dong,
4- Cach doan/cach dong:
O thé Home, nhém Paragraph > Nhay N & cudi nhom dé can khoang cach:
a) Cach doan Khu vuc Spacing: Stra s6 & hop Before/After vai diém anh > OK
b) Cach dong Khu vuc Line Spacing: Thuong la chon Single, hay chon tly yéu cau.> OK
5- B6 hét (Bulets) — Bé s6 (Numbering):
a) Bo hot nhur 13 1am cac gach dau dong. Bo s6 nhu 1a danh thu ty & cac dau dong. O thé Home,
nhom Paragraph, ta tim thay nat Bullets dé bo cac kleu hot va ndt Numbering cac kiéu sb.
b) Cach lam: Boi den cac doan > Chon kiéu hot hay kiéu s6 > Kéo tha ném trén/dudi hay nit méc dé
bé tri hop 1y va dep mat nhat!
6- Tao khung va dudng vién:
Sau khi boi den Poan > vao thé Page Layout, nhom Page Setup > Nhay N & cudi nhom > nhay nt
Borders... & goc phai dudi > Thiét ké tuy thich & cac thé Border hodc Shading.
Ciing c6 thé vao thé Home, nhém Paragraph & cudi nhom!
7- Lam Tabs...
Tao cac dwong 1am tdm dung quy cach thay cho g6 lién tuc dau cham (.):
O thé Home, nhém Paragraph, nhay N & cudi nhom > Nhay nat Tabs... & goc trai dudi > Thiét ké
tiy ¥ theo yéu cau!
Tab mét khic: Vao thé Home> nhém Paragraph> Chon Tabs... > [G6 Clear All dé x6a thiét ké
cii] > G6 méc vao muc Tab Stop Position > Chon mau chim ¢ muc Leader > Chon mau can 1& &
Alignment > Chon Set > OK > Tr¢ lai van ban, ta g0 TAB.
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Tab nhiéu khuc : Vao thé Home> nhém Paragraph> Chon Tabs... > [G0 Clear All d xda thiét ké
cii] > G lan luot cAc méc vao muc Tab Stop Position > Chon mau cham & muc Leader > Chon
mau cin 1& & Alignment > Chon Set > OK > Tr¢ lai van ban. ..
Cha y hai mau Alignment rat hay dung 12 Trai hay Phai cho phi hop 1!

8- Drop Cap:
O thé Insert, nhém Text > Chon Add a Drop Cap > Tim mau minh thich va nhay chudt vao...

9- Chia cot bao
Ttrc 1a chia mot doan thanh hai hay nhiéu cot:
Boi den doan > Chon thé Page Layout, nhém chon Columns > Chon mau mdy c6t > Nhay phai vao
ving den dé diéu chinh tiép hoic vé thé Home nhom Paragraph dé can chinh 1, ...

d) Chén cac doi twong

1- Chen cac minh hga:
O thé Insert, nhom Illustations: ta c6 thé chén tranh (Pictures), mau nghé thuat (Clip Art), cac hinh
dac biét (Shapes: duong, khdi, mii tén, minh hoa, ngoi sao,...)...
a) Dé cheén Clip Art: O thé Insert, nhém Illustations > Nhay Clip Art. Nhay vao nat Go & bén phai,
va chon ¢ Search in hay Result should be... > Nhay vao hinh thih hgp trong danh sach cac hinh.
b) Chén hinh anh: O thé Insert, nhom Illustations > Nhay Pictures. Roi ¢6 thé chinh stra anh mot
cach chuyén nghiép vé kich thudc, mau sic, khuon dang, ...
¢) Cheén cac hinh dic biét: O thé Insert, nhom Illustations > Shapes.
Vi du: Mudn v& hinh thoi va viét chir trong d6: Nhay vao nat hinh thoi rdi quét vao vin ban, kéo tha
dén vi tri can thiét hoac dung phim niii tén dé tinh chinh vi tri, dung chudt kéo tha cac dinh cia
hinh thoi dé thay d6i kich thudc > Nhay phai chudt, chon Add Text, gd chir can gd vao > Vé thé
Home, dinh dang van ban trong hinh....
d) Khai thac Insert ta v& dugc so do khéi bang cac ddi tugng d6 hoa dep mat. Ma da goi 1a dbi tuong,
ta ciing c6 thé sao chép, sira, x6a dé dang.
2- Chén Dong chir ngh¢ thuat (WordArt), hop vian ban (Text Box),
O thé Insert, nhom Text > Nhay cac nit WordArt hay Text Box twong ung.
3- Vé duwong ngang nét don/kép; GO --- va Enter/Gd === va Enter,
4- Lam chir to diu doan
O thé Insert, nhom Text > Nhay cac nat Add Drop Cap > rdi tinh chinh tiép...
5- Biéu bang:

O thé Insert, nhom Tables > Chon mdt Table > Chon trwe quan di sé hang, s ¢dt hoic nhay nut

Insert Table nhap s6 ¢t va s6 hang > vao tung 6 nhap dit liéu dang van ban > dinh dang vin ban

trong cac 6 d6. Ciing c6 thé bdi den bang > Chon Tables Properties hay nhap chudt phai vao 6 chon

céc cong viée can thiét....

Mudn chon mot cot/hang ta nhay vao dau cot/hang. Mudn chon mot 6 nao ta nhay chudt vao goc tréi

dudi ca 6 46 > Sau d6 nhay chudt phai vao ddi tuong da chon rdi Format no.

6- Chén dwong link (lién két) dén dbi tuong o ngoai trang vin ban hién thoi:

Boi den mot [cum] tir > Vao thé Insert, nhém Links > Chon HyperLink dé din dén mo mot tép &

dau d6 hay dén trang web nao d6. Khi nguoi str dung Giit Ctrl va nhay vao [cum] tir d6 thi tép dich

hat trang web s€ mo ra.
7- Chén cac ki hiéu khoa hoc:

a) Viét chi s6 dwdi/trén : G& van ban binh thudng, boi den chi s, ta md thé Home, nhém Font chon
nGt thich hop, hoic dung chdi dinh dang khi da c6 mau, hoac dung té hop phim Ctrl+ hozc
Ctrl+Shift+. G6 chi s6, xong gd lai t6 hop phim d6 dé tré vé binh thuong.

b) Dung Symbol ¢ thé Insert, nhom Symbols > Nhay More Symbols... > Chon lai & muc Font, chon
ky hiéu can thiét va nhay vao nut Insert. ..

¢) Dung Object 6 thé Insert, nhom Text > Nhip chudt vao niit wchon Object > Chon MathType hay
MicroSoft Equation 3.0 > OK, chon mau, dién dir liéu day du va déng hop thoai lai. ..



PINH DANG VAN BAN TOAN TAI LIEU

a) Lam viéc véi cac trang

1.Chén sé trang: Insert > Nhom Header & Footer > Page Number
2. Thiét lap c& glay, huéng gidy, do rong cac Ie The Layout, nhom Page Setup va nhom Paragraph
3.Chén Tiéu dé dau/cudi moi trang va danh sd trang: O thé Insert, nhém Header & Footer > .
4.Dbong khung ca trang:
5.Lam chir chim:
Th¢ Design, nhom Page Bakground > Watermark > Custom Watermark. C6 2 tuy chon:
a) Chen Picture watermark > chon Select Picture (Lay anh trén may tinh hoic qua mang) >
Apply dé xem truge > Chon Washout, néu mudn nhat va bo chon hinh ¢am hon
b) Chen Text watermark va tuy chinh (Language, Text, Font, Size,, Color, Hudng chéo cac loai, d6
ban trong subt Semitransparent).
Thiy vira y thi OK.
6.Ngit trang gitra van ban:
G0 t6 hop phim Ctrl+Enter

b) Lwu vin ban:

1- Nén Dan trang in va Thiét ké trang in truéc khi soan thio vin ban!
Chon ¢4 gidy, hudng han ban, 18 trai/phai, ché d6 in nhiéu trang/ 2 mat hay 1 mat, ¢ gay hay khong/
Néu can ¢ thé c6 thé hién khung khu vire g6 vin ban.
Néu lam sach in nhiéu trang (MultiPage), ta phai dat ché d6 c6 Gay, thuong 1a 1 cm. Khi d6 néu in
hai mat, ta phai chon Miror.
Néu viét séch/khoa luan, nén soan thao hé thong Tiéu dé cac muc (Headers) theo tirng cap do trudc
réi méi g ndi dung chi tiét tirng phan. G xong cudn sach, ¢ thé viét r Muc luc nhanh va chinh
xac hon. TrongWord c6 chtrc ning 1am Muc luc dy! (Tim hiéu qua Google).
2- Luu viin ban cii: File > Save, hoic gd Ctrl+S thi may luu ¢ dinh dang hién thoi, ngam dinh 12 dang
cua file cii.
3- Luu viin ban méi: ngdm dinh 13 *.docx & MS-Office >=7 vao folder ngdm dinh 1a Documents. Lan
dau, khi chua c6 tén, ta phai dat tén mang tinh goi nhg, khong trang lap vai cac file cii ciing thu muc.
4- Thao tac lwu dwéi dang khac hoic vao thw muc khac:
File > Save As, g0 lai tén mdi, chon dinh dang khac, noi dé mai roi nhdy vao nit Save hodc go Enter.
Luu vin ban & mot sd dang dic biét:
- Word 97-2003: (*.doc) dé sir dung cho cac phién ban cii ciia Word.
- PDF or XPS: (*.pdf) dé cb dinh duoc cac dang da soan, khong tu tién stra chira duogc.
- Plain Text (*.txt) dung cho DOS,
- Web Page (*.htm) dé tao trang web. Cong dung nita 1a dé tach boc duoc cac dbi twong khong phai
dang vin ban, vao mot thu muc ¢ tén 12 <Tén tép> files. Phuong phap nay co thé ap dung cho viéc
copy céc files nhiéu dang khac nhau dé sir dung vao muc dich khac.
5- Pat thoi gian tw dong lwu:
Khi luu ban phai vao File > Save As > Other Formats, nhay vao Tools, chon Save Options... Panh
dau kiém vao Save AutoRecover information every <s4> minutes.
6- Pit mat khau khi lwu vin bén:
Khi Ivu ban phai vao File > Save As > Other Formats, nhay vao Tools, chon General Options...
G5 <mt khau> vao myc Password to Open va nhéy, khing dinh va nhay vao OK.
7- In an:
Chon File can in > G& Ctrl+P > Chon may in va mét so tly chon khac > Nhay ndt Print

C6 thé con phai bo sung!!!
lightsmok@gmail.com
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