Mot sd thao téc co ban trong Word 2007, 2010, 2013

Cdap nhat ngay 3/11/2023

|Phu’o'ng chdm : Pt muc tiéu > Quan sat > Chon ddi twong > Chon viéc > Hanh déng!

1.- Quy wéc Thuat ngir va Ki hiéu co ban

Clipboard
Copy

Paste

Cut

Delete

Save

T6 hop phim
Format Painter
Mailling
Alignment
Page Layout
Page Setup
Print

Tabs...
Hyperlink/Link
Style
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BO nhé dém, tam thoi dé chira cac thi ngwoi sir dung sao/cat ra.
Sao chép vao Clipboard

Dan vén ban & Clipboard vao Tai liéu

BSc/Cat vin ban dua vao Clipboard

XA&a bd van ban khai tai liéu = Xda File khéi Folder dwa vao sot rac.
Luu tai liéu dang soan thanh File

Gilt phim dau va gd [cac] phim tiép theo.

Chéi dinh dang, dé sao chép cdinh dang clia vin ban mau rdi 4p vao van ban khac
Troén van ban. Tron mét file Excel vai mdt file van ban.

Can |8 van ban.

Dan trang in.

Thiét ké trang in.

Xem trudc khiin.

Ldm chadm. P4y van ban sang phai mdt doan d3 duoc tiét l1ap

Siéu lién két, hay lién két ngoai t&i mot File hay mot Website.
Kiéu dang.

Hoac.

Tiép theo.

Lwgng trong ngodc cé thé co hay khdng tuy theo hoan canh.
Nhom cac Iénh, cac cong viéc.

Noi dung cu thé can gd thay thé cho ci phép <... > d6. VD: *100*<m3 s& > # roi goi.

2.- Quy wéc go [t6 hop] phim tat

Home

End
PageUp/Down
Ctrl+Home
Ctrl+End
Ctrl+Enter
Ctrl+N

Ctrl+0

Ctrl+S

Ctrl+C

Ctrl+X

Ctrl+P

Pua con trd vé dau dong hién thoi.

Pua con trd vé dén cubi dong hién thoi.

Pua con trd vé vé trang trudc/sau (néu cd) so vdi trang hién thoi.

D& chuyén Ién d3u tai liéu.

Dé& chuyén xudng cudi tai lidu.

Dé& chuyén sang trang mai, gd gi trong khudn khé trang trén khdng anh huwéng
M@ tai liéu mdi // Chon menu File, chon New.

M@ tai liéu cli // Chon menu File, chon Open.

Lwu tai liéu // Chon menu File, chon Save.

Sao chép vin ban vao Clipboard // Nhay trai Copy trén thanh céng cu // Nhap phai >
> chon Copy.

C&t // Béc van ban da chon dua vao Clipboard, [d€ chuan bj dan vao dau dé] //
Nh&y Cut trén thanh céng cu // Nhap phai, chon Cut.

Paste // Dan van ban & Clipboard vao van ban tir ché cé con trd // Nhdy Paste trén
thanh cdng cu // Nhap phai, chon Paste.



Ctrl+B Chuyén d6i kiéu van ban gay/béo // Chon thé Home, nhém Font > Nhay B.

Ctrl+l Chuyén dé&i nghiéng di/ding |&n // Chon thé Home, nhém Font > Nhay |
Ctrl+U Chuyén d6i gach chan/bo gach chan // Chon thé Home, nhédm Font > Nhay U.
Insert PG6i ché d6 Chen/bé.

Delete Xd&a van ban d3 chon hodc xda File khoi Folder dwa vao sot rac.

BackSpace Lui xda, tire xoa ki tw hodc van ban da chon bén trdi con tréd.

e

3.- Thao tac chuan bj tac dong toan tai liéu

Khéi dong : N&u thay Biéu twong Word bat ky trén Desktop thi kich hoat ngay.

Trai lai: Vao Start > programs > Microsoft Office > ... Word. [ > Send to Desktop > ]

Thodt Tai liéu : Nhay Close (d4u x nhé dudi géc phai trén & thanh Céng cu)// Ctrl+F4

Thoat tat ca : Nhay Close (géc phai-trén) & thanh Céng cu // Chon menu File > Exit Word // G8
Alt+F4.

An/hién Ribbon : G& Crtl+F1.

An/hién thuéc do : Chon thé View > Bo/Danh dau kiém vao Ruller.

Dét lai don vi do : Chon menu File > Word Options > Advanced > Display > Dat don vi do & Show
measurements in units of > OK

Dat tiéu chuin Viét Nam Vao Control Panel > Regions and Language > & Format chon Vietnamese,
va dinh dang va & Location chon Vietnam.

/f(n/hién bién : Chon menu File > Word Options > Advanced > d&n muc Show document content >
van ban > Bd/Panh dau kiém & Show text bounaries > OK.

Kich hoat Unikey Tim file Unikey > Kich hoat > Nhay nit M& rong > Danh dau kiém vao Vietnamese
Interface va Khai dong cung Windows > Nhay nat Béng.

Chon m3 Unicode : Nhap phai nut E hodc V & khay Hé théng > Panh dau Unicode dwng san.

Chon m3 TCVN3 : Nhap phai nat E hodc V & khay Hé théng > Danh dau TCVN3 (ABC).

Chon kiéu gd Telex : Nh3p phai nut E hodc V & khay Hé théng > Chi vao Kiéu gd > Chon Telex.

Chon s6 tai liéu md& gan day : Chon menu File > Word Options > Advanced > dén muc Display > Nhap
s6 files vao Show number of Recent Documents > OK.

Tao tai liéu méi : Go Ctrl+N // Chon menu File > New > Blank documet > Create.

Mé tai liéu cii : G& Ctrl+0 // Chon menu File > Open > Tim dén thu muc chira tai liéu > Open. // Nhin
vao Recent Documents xem c thay tén File cAn mé thi kich hoat luén.

Luu v&i mat kh3u : Chon menu File > Save As > Tools > General Options > Dat cdc mat khiu (dé
m&/dé stra) > Khang dinh > OK.

Tach cac hinh : Luu dwdi dang Webpage thi cac ddi tuwong cé trong van ban s& duwgc tach ra vao mét
Folder &nh 4m thanh, links... & cung thu muc véi tai liéu va clung tén vdi file ngudn.

D3t ché d6 xem : Chon thé View, nhém Document View > Thir cac kiéu xem! Binh thutng chon: Print
Layout.

Dat dang van ban : Chon thé Home, nhém Styles > Xem tirng mau! Thong thwong chon mau Normal
(Binh thudng).

Thiét 1ap trang in : Chon thé Pag Layout, nhdm Page Setup > Margin: dé thiét |ap cac 1&/cé gdy khong
(bao nhiéu cm); Orientations: Chiéu gidy;Size: C& gidy, binh thuong d& A4; Columns: D& chia cot
bdo; Page Numbers:

Chén hinh m& : Chon thé Page Layout, nhém Page Background > Watermark > Chon mau hay chén
anh tir khung, t& mau trong may tinh.Chon thé Page Layout, nhém Page Background > Page Borders,
..., Page color, ...

D3t d6 doi : Chon thé View, nhdm Zoom > Thir cac kiéu xem! Binh thuéng chon: 125% (nhin cho rd)
O Win7 trd |&n: Gitt phim Ctrl, vé chudt 1én/xubng dé xem to 1&n/nho di.

Ché& dd xem dep Chon thé View, nhém Zoom > One Page dé xem binh thuwéng // Page Width.

Ché& d6 xem 2 Chon thé View, nhdm Zoom > One Page dé xem binh thudng // Two Pages dé

trang // xem hai trang lién nhau.



Bo loan nhodn : Chon menu File > Word Options > Proofing > B hét cac dau kiém & muc When
Correcting kiém tra ngit phap Spelling and Grammar > OK.

Xda ch& d6 gd i Chon menu File > Word Options > Proofing > Nhay nut AutoCorrect Options > G8
chirid

lai tw ddng thanh | trwdng Replace > Nhin bén phai néu thay | thi Nhady nat Delete > OK > OK.

4.- Thao tac Chon van ban

Chon vin ban ngén : Dung chudt quét (bdi den).

Chon chinh xac van ban ngén : Dung chudt bdi den ki tw dau, gitr Shift, dong thoi gd miii tén sang
phai dén vira hét.

Chon van ban dai : Dung chudt quét (bdi den) vai ki ty dau doan, tay tréi gil Shift, tay phai dung
chudt nhay vao sau ki ty cuéi doan.

Chon nhiéu dong : Dua chudt ra [é trai, thanh miii tén trang quay sang phai, ta quét tir trén xudng &
|é trai dén hét cac doan can chon.

Chon toan van ban : Nhay chudt vao van ban > G& Ctrl+A.

Tim ki€m : Chon thé Home, nhém Editing > Find > G8 tir khda > Lap diéu kién tim & More, cich tim &
Reading hightlight, viing tim & Find in > Next.

N&u can thay thé thi nhay Replace gd tir mau vao > Sau d6 cé thé tim dan thay dan hodc tim thay thé
tat cal

5.- Thao tac Pinh dang Van ban

Dinh dang van ban : Chon thé Home, nhém Font > Tir day c6 thé chon Font, C& , Mau chit, Mau nén,
Cach thé hién (Style): Normal (binh thuwéng), Béo/Gay, Gach chan/Bo gach chan/Gach chan kép.
Chir HOA/thudng : Chon phan van ban > G& Shift+F3

Chuy&n m3 : Chon phan vin ban > Copy > Crtl+Shift+F6 > Chon m3 ngudn va ma dich > Danh diu
kiém

TCVN3/Unicode > & Chuy&n m3 Clipboard > Chuy&n m3 > OK > Béng > Paste > D&i Font & m3 mdi.
Huy bd dinh dang : B6i den Van ban > Chon thé Home > nhém Font > Nhay nut Clear Formating &
géc phai trén ctia nhém Font.

Sao dinh dang : Quét vin ban mau > Chon thé Home > Ché&i dinh dang > Quét vin ban dich.

Sao dinh dang nhiéu chd : Quét van ban mau > Chon thé Home > Nhay dup Chéi dinh dang > Quét
[an lwot cac chd can dinh dang theo mau > Nhdy vao nat Chéi dé tra Chai.

6.- Thao tac binh dang Poan

Thut dong d4u : Thut dong dau mét [vai] doan: Dung thudc > Kéo tha ném trén (& thuwdc) sang phai
lcm.

Thut dong khac dong dau : Thut cdc dong khac: Dung thwdc > Kéo thd ném dudi.

Thut cd doan : Dung thuwdc > Kéo tha ném vudng.

Can |8 doan : Chon thé Home, nhdm Paragraph > Nhdy cac nit Alignement dé can &
trdi/phai/gitra/can déi // Ctrl L, R, E, ]

D3n cdc doan : Lén/xudng vai pixels: Chon Home, nhdm Paragraph > Nhdy nut sec xudi > Muc
Indents and Spacing > Nhap s& d6 & Before/After > OK.

D3n céc dong : Chon Homem nhém Paragraph > Nhdy nuat sec xudi > Muc Indents and Spacing > Dén
Line Spacing nhay > Chon Single, Double (cdch gap déi),... tuy theo muén céch hep hay réng > OK.
Bd hot ddu doan : Chon nhém Paragraph > Nhay nut Bullets (& géc tréi trén) > Chon mau (néu cd)
hodc ty dinh nghia hot ... > OK.

Bo s6 dau doan : Chon nhém Paragraph > Nhdy nit Numbering > Chon mau hoéc ty dinh nghia s6 >



OK.

Can vi tri hdt/s6 : Chon vin ban d3 bd hot/s6, kéo tha ném trén/dudi va méc hinh thudc tho dé thay
déi.

Cheén Tabs... trdi : G& van ban khi can I&m tdm > Chon thé Home, nhédm Paragraph, nhay miii tén >
Nhay nut Tabs... (& gbc trai duéi cha hdp thoai Paragraph) > Gidng méc két thic 1dm tdm 1én thudc
ngang > Nhap gia tri m&c vao muc Tab stop position > Chon Left & muc Alignment > Chon kiéu Iam
tdm & muc Leader > Nhdy nut Set > OK > G phim Tabs... G& ti€p van ban (né phat trién sang bén
phai, dat Tabs tiép...).

Chén Tabs... phai : G& vdn ban khi can 1dm tdm > Chon thé Home, nhdm Paragraph, nhdy mii tén >
Nh&y ndt Tabs... (& goc trai dudi cha hdp thoai Paragraph) > Gidng méc két thic |dm tdm 1én thudc
ngang > Nhap gid tri m6c vao muc Tab stop position > Chon Right & muc Alignment > Chon kiéu I1am
tdm & muc Leader > Nhdy nut Set > OK > G phim Tabs... G& tiép van ban (né phat trién sang bén
trai, dat Tabs tiép, ...).

Tabs trong 6 : Ta lam Tabs... & ngoai r6i Copy vao 6 cla bang.

Xda bo Tabs... : Nhdy & | trdi vao dong cé Tabs > Chon thé Home, nhém Paragraph, nhay mii tén >
Nhay nut Tabs... (& goc trai dudi clia hdp thoai Paragraph) > Nhay vaov nut Clear All > OK.

Déng khung doan : Chon nhém Paragraph > Border > Chon Border and Sharings... > Chon mau
khung, mau,... don, kép, chdm chdm, ... > OK.

Déng khung trang : Chon nhém Paragraph > Border (géc phai dwdi) > Chon mau khung, mau,... don,
kép, chdm cham, ... > OK.

Lam chi¥ hoa dau doan : Chon chit céi dau doan > thé Insert, nhdm Text > Drop Cap > Dang va chinh
ly tai Drop Cap Options dau doan, P cao va khoang cach dén van ban > OK.

Sao dinh dang doan : Quét doan m3u > Chon thé Home > Chéi dinh dang > Quét vin ban can dinh
dang theo mau.

Sao dinh dang t&i nhiéu doan : Quét doan mau > Chon thé Home > Nhdy dip Chéi dinh dang > Quét
[an lwot cc van ban & cac doan can dinh dang theo mau > Nhdy vao ndt Chéi dé tra Chéi.

Tao bang : Chon thé Insert, nhdm Tables > inert Table > N&u s& cdt/hang it hon miu thi quét luén
trén mau > Nhay chuot, Tréi lai: Chon Insert table... (phia dwdi m3u) > Nhap s6 cot va s6 hang, > OK.
V& duwong ngang : Dat con trd van ban & dau dong trang gd lién tiép 3 dau trir va Enter.

7.- Thao tac binh dang Trang

Tach ra hai trang dinh : Nhap duip vao dudng ranh gidi hai trang dé.

Ghép hai trang sat vao nhau : Nhap dup vao vung cdch quing giita trang dé.

Ngat trang gitra chirng : D& con tré & noi can ngat > Chon thé Insert, nhém Pages > Page Break
Lam trang bia : D& con trd & noi can ngat > Chon thé Insert, nhdm Pages > Cover Page > Chon mau.
Chén trang trang : P& con trd & noi can ngat > Chon thé Insert, nhdm Pages > Blank Page.

Tao tiéu dé dau moi trang : Chon thé Insert > Header > Chon mau > Gd ndi dung > OK.

Slra tiéu dé dau trang Chon thé Insert > Header > Chon Edit Header d& stra ndi dung // Remove
Header dé xda bo!

Tao tiéu dé cudi mdi trang : Chon thé Insert > Footer > Chon mau > G& ndi dung > OK.

Slra tiéu d@é cudi trang : Chon thé Insert > Footer > Chon Edit Footer dé stra ndi dung // Remove
Footer dé xda bd!

DE danh s6 trang : Chon thé Insert > Page Number > Chon mau > OK.

Khi c6 réi: Chon thé Insert > Footer > Chon Edit dé sira ndi dung hodc Remove dé xda bo!

Slra danh s6 trang : Chon thé Insert > Footer > Chon Edit dé sira ndi dung hodc Remove dé xda bo!
Thiét 1ap trang in : Vao menu File > Print > D&t cdc ché& dd tuy y: In tat ca cc trang (All Pages), In
trang hién thoi (Current Page), ..., > OK.

Chi in trang 1& (Print: Only Odd Pages); Chi in trang chin (Print: Only Even Pages), ... . OK.

Xem trwdc khi in : Vao menu File > Print > Nhin ndi dung bén phai.



8.- Thao tac Chon cac thanh phan cla Bang

Chon mét 6 : Chi chudt géc trai dudi cda 6, réi nhdy.

Chon vai 6 lién nhau : Quét chudt tir 6 dau dén 6 cudi can chon.

Chon khéi 6 lién thanh hinh chitr nhat : Quét chudt tir 6 dau dén 6 trdi-trén dén 6 phai-dudi
Chon vai 6 r&i rac : Chon mét 6 > Sau d6, gilr Crtl va chon tiép cac é khac!

Chon mdt cot : Chi chudt |én dinh cla cét, khi thady mii tén den dam thi nhap chubt.

Chon vai cét lién nhau : Buwa chudt 1én dinh cét bén trai, 4n chudt va quét sang phai.

Chon vai cét 1é té khdng lién nhau : Dua chudt [én dinh cét bén trai, khi thdy mii tén den dam thi
nhap chudt > Gilt Ctrl va chon céc cét khac.

Chon mdt hang : Nhdy chudt & é trai cia hang can chon.

Chon vai hang lién nhau : Quét chudt & é trdi cac hang can chon.

Chon vai hang khéng lién nhau : Nhdy chudt bén trdi mét hang // Quét chudt vai hang lién nhau
trudce > Gilr Ctrl va nhay & 1€ trai cdc hang khac can chon.

9.- Thao tac Dinh dang cac thanh phan d3 chon chia Bang

Danh thdng vai 6 : Nhap phai, chon Merge Cells.

B6 danh théng : Nhap phai, chon Split Cells > OK.

Chia nhéd mét 6 : Nh&p phai, chon Split Cells > [Nhap lai s6 hang/cdt] > OK.

Chinh kiéu dutng luéi :

Céch 1: Chon thé Home, nhém Paragraph > Chon nut ¢é hinh khung ctlra s& > Chon mau vién & bang
thich hop.

Céch 2: Nhap phai, chon Borders and Shaing > Thé Border > Chon mau khung/duwong thich hop > OK.
Chinh mau nén va Nhap phai, chon Borders and Shading... > Thé Shadings > mau dudng > Chon mau
nén (Fill) va cdng thirc (Patterns) thich hop (Xem Preview bén phai) > OK.

Nhap van ban vao 6 : Nhay vao trong & va soan thao binh thuting (k& ca bd hot/sé va cin chinh
chung).

C&n chinh vin ban trong 6 : Nhap phai, chon Cell Aligment > Chon mau (trai, gitta, phai, can déi theo
chiéu ngang/doc). Cha y Iam nhu dinh dang ki tw/doan.

Thém hang, cot : Nhdy vao mot 6 > Nh3p phai, chon Insert > Chon chén cdi gi...

NGi thém hang : Nhap chudt & canh phai hang cudi > G& Enter.

Stra d6 rong mét cot : Kéo tha dudng bién!

Stra dd cao mot hang : Kéo tha duong bién!

Stra d6 rong vaicdt : Nhap chon céc cdt > Nhap phai chon Table Properties > Vao thé Column ...

Slra dé cao vai hang : Nhap chon cdc hang > Nhap phai chon Table Properties > Vao thé Rows...

D3i chiéu van ban trong 6 : Chon vin ban > Nhap phai, chon Text Direction... > Chon m3u > OK.

10.- Chén minh hoa cho vian ban

XU ly d6i twong : Nhap phai vao d6i twgng > Chon Format ... > Chon viéc > ... [ok].

Xda d6i twong : Nhdy déi twong, khi thdy mii tén 4 chiéu thi g phim Delete.

Chén anh tir File  Chon thé Insert, nhdm lllustrations (Minh hoa) > Picture > Tim anh can chén trong
may > Insert.

Chén anh nghé thuat : D& chén mét hinh anh nghé thuat (Clip Art) vao tai liéu: Chon thé Insert, nhém
lllustrations (Minh hoa) > Clip Art > Nhdy vao Go & muc Search > Tim dnh can chén trong méy >
Insert.

Déi kich thudc dnh : Chon anh > Kéo tha diém gitta canh/dinh gbc cta anh.



Chinh vi tri anh : Chon thé Home, nhdm Paragraph > Chon can trai/gitra/phai theo y muén.

Lam khung anh : Chon anh > Nhap phai, chon Borders and Shadings > Chon khung, dudng, dé day,
mau > OK.

Thém tiéu dé chd : Chon anh > Nhap phai, chon Insert Caption... > G& néi dung vao khung Caption //
Tuy chon thich hgp cho dnh (Options) > OK. Khi d6 chd y nay ludn gén két véi anh.

Thiét 1ap vi tri anh va vin ban : Chon anh > Nhap phai, chon Text Wrapping > Chon mau: In Line of
text (ddn dong), Square (ddn hinh chit nhat), Tight (d3n van ban ra), Behind text (chim dwdi van ban),
In front of text (nGi trén van ban) > OK.

Di chuyén hinh anh : Thiét 1ap mot vi tri anh v&i vin ban > Kéo tha hinh/anh di khap noi duorc.

V& hinh hinh hoc (Shapes) : Chon thé Insert, nhém lllustrations (Minh hoa) > Shapes > Nhay vao mau
> Quét chudt chéo & gan noi can chén ta thu duoc hinh cin vé > Bién tp nhu hinh/anh.

Add Text vao hinh : Nh&p phai vao hinh, chon Add text, gd van ban.

Chinh text vao hinh : Béi den text, chon the Home, nhém Paragraph > Cin chinh gitta > Nhap phai
vao Shape, chinh gitta hinh > chon Format AutoShapes > o hép thoai hién ra, chon Text Box: & muc
Internal margin, g8 4 s6 0

Add Text vao anh : G& van ban binh thwong > Thiét |14p mét vi tri anh dwdi van ban do.

Thém van ban vao hinh : Chon hinh > Nhap phai, chon Add Text > G& van ban vao. Khi d6, néu van
ban bj khuat:

Céch 1: Thay déi vi tri dudng bién // Binh dang van ban: Di chudt vao van ban > Crtl+A > Dinh dang
Font, Size, can chinh vij tri...

Cach 2: Chon hinh > Nhap phai, chon Format AutoShapes > Chon Text box > & d6 ta

c6 thé chinh [& trén, dwdi, phai, trdi, can chinh theo mAiu // theo tuy con khac (Options):

Word Wrap Text in AutoShape (P&t van ban vira vao hinh) //

Resize AutoShapes to Fit (tw dan hinh cho van ban vira khit).

C6 két nhiéu hinh  Chon mét hinh, gilt Ctrl chon céc hinh khac > Nh3p phai, chon Grouping > Group.
G& bb cb két hinh Chon hinh can g& cd két > Nhap phai, chon Grouping > Ungroup.

T6 mau nén : Chon hinh > Nhap phai, chon Format AutoShape > Colors and Lines > Chon mau tuong
(rng // Nhay vao nut Fill Effects (hiéu &ng) > chon mau > OK.

Thiét 13p vi tri : Chon hinh > Nhap phai, chon Text Wrapping > Chon mau: In Line of text (d3n dong),
Square (d&dn hinh chit nhit), Tight (dan van ban ra), Behind text (chim dudi van ban),

In front of text (ndi trén van ban) > OK.

Cheén dudng link : Chon van ban > Nh3p phai, chon Hyperlink > Nhap dia chi website/file > OK.

Tlr d6, khi gitr Ctrl va nhdy vao van ban thi Website/File d6 s& dugc mé.

Chén hop vdn ban Chon thé Insert, nhdm Text > Text Box > Chon mau > Nhap ndi dung vin ban.

XU ly hdp van ban nhu hinh/anh!

Chén chit nghé thut : Chon thé Insert, nhém Text > Word Art > Chon mau > Nhap ndi dung cling véi
Font, Size > OK. X ly chi* nghé thuat nhu véi hinh/anh!

Chén ki hiéu Symbols // ddu Chon thé Insert, nhém Symbols > Chon Symbol > Chon mau truc tiép //
More Symbols... C6 hai thé Symbols va Special Characters, & Symbols chon Font rdi s& chon & trong
do...

Cheén ki hiéu khoa hoc : Chon thé Insert, nhdm Text > Object > Microsoft Equation 3.0 // Math Types
5.0 > OK > Chon mau, nhap ndi dung > Close. X ly ki hiéu khoa hoc nhu véi hinh/anh.

Ra van ban ta x& ly né nhu hinh anh (phdng to ra cho vira)!

Tron van ban : D& may ty déng dién dir liéu tir mét danh sich vao form, ma chi can soan form va anh
sach.

Tim tha thuat khac : Vao Google > Tim "Thi thuat Word", ... > M& céc két qua hoc tip thém,

Tham khdo thém  Sinh vién ty hoc (videos, bai tap va thi thi...) tai:
http://khoia0.com/Students.html

lightsmok@gmail.com



