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CHhuNGNHxP MDNH TN Chu NG

1.1.C8c khg&i ni m ©®&! dd nngtQ ttim? g cti n.
Tin Ih” cm t ng  cinhnghk mybiéa ¢ htacphe hg phap, cacquatrinh
X lythéngtinm tacht L, mgadrén cacph€hgti tk: thud mach yJ] damayvitinh.
Cing ngh' : tBdmgg'tmnt ng h p c8c lonh v, c
n,i dung x I'T thtng ,tinvbJegtpmphe€hmagpti'leu
bi/Jn, truyQn thtng cho L/gn vi ¢ x |IT thtng

1.2.P h © n miayotidh.

Maytinhl = t hudt ng. d%ng LW ch™ m i phe€ehng
t2nh, m8y t2nh quay tay, é, m8y t2nh Li n t°
M&y t2nh Li"" m8ty t2nh trong L- s d,ng c!
hoUt L, ng c,almg d&_ aa w8c MYttt 2 mbh d:i ahtc .

thtng tin t L. ng bkng ch€ehng tr3nh v_ i L,
1.21Phan 1 oYi theo nguy°n | T t2nh togn
Nguy°n I|IT :8 dDngit8t)trUng thsgi r° i 4
thi°n gi8&n LoY9Yn LW biWu di., n s |li u. M8y
t2nh Li " n t° s~ (m8y t2nh s )
Nguy°n | T t€ehsBg d, ngAmatodgHi | € ng vdt
di.n s° 1i u. M8y t2ghithi/Jm8k/tehadotphmyg° b

1.22Ph©n |l o4i theo thJ] h" m8y t2nh

Do nhu ¢ w«f tkngl  chinh xacvagil nmh igian tnhtoan con ngg Li quan ém
ch]tl @accdng ¢ tinhtodnt x@: bantinhtay ¢ ag€ Tirung QU cmayc nchh ¢
¢ ahatodnh Phap Blaise Pascal16231662), naytinhch h ad thWe n, dr , nhan,
chia¢ ahatoanh @ dGottfriend Wilhelmvon Leibniz (16467 1716), nay sai ptan L W
tinhcaclath doanh é

Tuy nhén, maytinhli n th & bdt Fhinhthanhvaothd mién 199 val /jmay
I «r[ gua 5thh .n€" phan loY theo s tif i vQcong ngh Ui i vavili n c ng
nh€caccl {i/] wQnguyén ly, tinhnkng valo4 hinhg  ad.

ThJ h' 111958 IMéRidhs d nlongl 1 i chan khdng, nH criéng
r€, vaos i wunphi] L, Ic, LiQ khiWrbag tay. May c6 kich the, I, ntiéu th
nhiQ wtng &° ntg & tinh chd nkho[ n3P0T 3000 pkeptinkys. Lod may tinh LiWwrinh
th]h 1 nheEDVAC (M:) hay BESM (Lién Xocl) é

ThJ h' i2964):MayEithdingb X |y bunlg™ bandX nmd cim Maytinh
L «6 ch€hg tinhd cni€Cobol, Fortran vah LiQ thanhl h gl nKich th€, may con
| nt & tinhtodnkho[ g 10000i 100000 pkptinks.niWrinh nh€loY IBM-1070 (M)
hay MINSK (Lién X6 cl) é
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ThJ h3 {19945:8aytinhl €' gécdc b vix lybngmUclhi n ¢
nh cothw Qt€’t cd | tinhtoankho[ n 1PO000T 1 tri phéptinh/'s. May L. «6 cach
L'iQ thanhla che hg tinh, nhiQ ing€” dungL ™ rtfy ihoHutheo kWiphédn chia th igian
KJJ gul t maytinhcd thwin ra tr di/] @ may in. niWrinh nh€lod iBM-360 (M:) hay
EC (Lien Xocl) é

ThJ h' 141990):IMAytiAh L ddt’ Fad cacvimUcllax lycot o tinh
hangch dri W Jlhéingt =~ épdiftys. GiailoY may hinhtharh 2 lod méaytinh chinh: May
tinh ca nhan L Wan (Personal Compudr i PC) hd-Lcmay tinh xach tay (Laptop hbuc
Notelmok compuer) va cac lod imay tinh chuyén nghi gh chi ra chehg tinh, I &
lyé ihhthanhcach th nmY nmay tinh (Compuer Networks), vacac. n g n ghong
phiLlaphehgti n

ThJ h' i%ay)l Bd% Feacnghién ¢ ul oa cic maytinhmo ph naichod t
I mgd ndovahanhvi con nge , € tri khon ntén t9 o, kh[ nkng suy di mphéat triwn
cactinhhu nmpd it €’vah quinlyki/] th «hbl i W[ quy/] tacbaitoanla dd n g

B

~

1.23Ph©n 1l o4i theo L, | .n x |1

Main frame Computer(m8 y t 2nh h4ng |,  n): C- nhi Qu

x  I'T mt 1€ ng thivalg, tim2hkh nclcCaw, i t
MiniComputer 8y t2nh h4ng trung): C- nhiQu
Micro Computer ( m8y vi t2nh): Ch" ¢- 1 b, vi

DOANH

b,
c T
Vi
X I

2t Li'n ntng, d. r“ng brlioM8tyr 3t,huldlho lad&nng,g g¢i
PersonaComput er). Th'ng qua c8cYh n’tyh'cng trh@ng,r ¢

phfn c,a m8y t2nh | n.
1.3.C8¢c | gnh v, ¢ c¢c,a m8y t2nh

1.3.1. Phfn c¢c. ng

G mh gl t€ mwdtyh thinhnhevimU c, bf mU cit, ddy capn ,ib nh ,
man hinh, banphim, chu tmayi n é F Rhniph i macch atng x ly théng tin ch
bl n m dhblmhbl{ d Yinky uwh phan 0] 1).

M, & b phd mhinhbén trong nay vi tinh.
a) CPU (0 hw X lytrungtam- Central Processing Unjt

CPUlab X lytrung @mlamnhi ny, itr , x lyvaliQk hi $¢modd  ng
bén trong ndlytinh. CPU bao’g n2 thanhphf mhinhla ALU (Arithmetic Logical Uniti L' h
v X lys h c)vaCu (Control Unit- b LiQ khiWwn

Bién s8¢ nVI Vkn Huy 6 Bi min: Tin hXc on
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M t | sdhi p CelenoeD, Pentium 4, Pentium D, Core Duo (hay Athlon)

Core i7: t ¢ I t°n c¢c,a lo4Yi wvi x I'T (MXL). r

Cache IMB,2MB,4MB, é c¢ch” b, nh, L " m c,a vi x |
tr€ cakhvi"ol cho vi x IT trung t©m (CPU) th
phlfi x 1T li°n t_c, m x |IT theo t_.ng ch
chuyWn Li s&€ l<€u tr_, trong cache, vaoCRHUhI LJ
Lw x I T. Th€ ng th3 t ¢ L, x 1T c¢c,a CPU s
x |I'T, cho n°n khing gian bDunngh.| € nng (cc aac hc
nh, , ch” v~ i MB nisinagn ht,” ov 3l ¢ ok daging ddl."a n -

Bus533,Bus80,Bus1024¢ : ch" t(lkbthg ct'tabige ng gi ao
vioox’ l 2 v™ bo mUdch ch, t2nh theo Lhn v M
tu8d thu,¢c kh8 |, n v o gi§ tr L@Rryg whi Xxn HE
so v, Il Tvchx chy L€ ¢ bus 533Mhz.

Socket(SK) 478, 77%hay Socket 754, 939, AM2Ch ©° | o4i LJ cdm c_, a

~

LHc t2nh LW x® s t<€hng h p gi.a vi x |1
| s° chonct2dm c-,.a BonmUch ch, phli h, tr’
thw hoUt L ng L€ c.

vz d_ : | nt €RO0-RD Gz (SK 7BU3VB/Bus8)0 C8&c t hlng
L€ ¢ L ¢ nh€ sau: Chip Intel Core 2 Dwuo | »i
2 GHz; Socket776L " 1 odi ¢- 775 choOn ¢ dm; Cache 3MB

b) Mainboard
Mainboard labonHcdh.N- ¢c- ch_ a c8c socket (LJ cd

c8c linh ki n Li n t° v’ bo mlch m" r, ng Kk
ch, ch_a b, vi x 1T, chipset, c8c khe c¢dm
L'i Qu khiWn b"n ph2m, chu,t, c8c °~ Logoga Vv~ mt
L'i Qu khiWn gdn 1iQn cho modem, ©m mdytdnhh, L’

o

x8§ch tay th€ ng L€ ¢ t2ch h"p sJun to"n b, ¢

Hinh2-Bo mYch ch, (MainBoard)
Vd:Cotht ng s’ Mai nboard nh€e sau

GIGABYTE 9%5P-G i Socket 775; Intel 85P chipset (Core 2 Duo) Upto P4
3.8GHZ; 2xDual DDR2 533/667/800 (Max 4GB Ram); VGA & Sound 8 channel & NIC
Gigabit onboard; 1xPCIl Express; 3xPCI; 4xSATA; 533/800 FSB

C8&c thlng s’ n"y L€ ¢ hiWu nh€e sau:

Hangs [ n  SIGABYTE | Model: 965P-G; L o Ui  Clhteél peSRent.: t r° ¢ h
Core 2 Dugchip2nham)H, tr° t ¢ L, xung n®B8@HZIH ng rh”
2 RAM k°nh LLRAMBu S t383667/800MHZv © t " ng dung | € r
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L'a 46B:T2ch h° p VGArard &m thahh 8&érBoundv ©~ ¢ a r MIC; @6l n g
1k he RCHbrpress,k he RCH#k he 'c dim ngSAEAMTXa L, BUS h, t
c - t933N ol B@OMHZ.

c) ROM (Read Only Memory)

ROM | ° b, nh, ch™ L ¢c. ROM ch a c8c ch<€ehn
khi Wn vi ¢ nhdBOosB®EBasc pusOutpt &6t B, nh, ROM |
b, nh, khtng b" mblt d. 1i u khi khtng c¢c- ngu"

|l " phfn ¢c.ng, m n- bao g m phfn mQm nh¥%ng tr
d) RAM (Random Access Memory)
RAM lab nh truy od ;o g X uén. RAM lanhi ch aacch | ndh€hg tinhva
d i whunph o, cho CPUtruy d fir di/jwaol W lyd i uT &  traol ithdng
tin gi @&RAM vaCPU ttong qua BJISd |ii dac d nRAM khong kil € dcli’ khi
khéng co ngl’ mudi (mbIti

Hinh 3- B | nh, RAM
e) HDD (Hardisk Drive)

HDD | = ° Loa c¢c. ng. HDD | " nhi ch a to"n b,
h” nh, c§8§c ch€ehng tr3nh _ng d,ng ¥V~ o8&k d_ nl iv
th€ ng L€ ¢ t2nh bREOGEBEMWE )Y vd: 30GB, 40GB,

HDD Lehbiedo b i 2 th” nh phfn c¢ch bln | 7: n h
L€ ¢ ph, b°i I .p t. t2nh v° Lfu L c/ghi. V, i
b°n tronmng5tcs8il V7 ¢- t ¢ L, gquay ¢~ L nh t_ 3
per minute) tud8 Ooheto c olYi viduwydy nigdddDn K en k€ bao p'l

-

m t v, b ¢c b°n ng,ai rblt k2n v, i m,c L2ch kh?
chlL€ ¢ s, va Ldp nhGaG.

Tr°n th tr<€ ng hi n nay c¢- hai lo4i °~ ¢ n
v® Serial ATA (hay SATA), tuy nhi®°n c8c | oVYi
c - mai nboard cl, c.n c8c maeochagmao Lt i.Jm SATA
C&c ° c¢. ng SATA c¢c- t ¢ L, trao L i thtng tin
th3 SATA b, c |, rblt nhi Qo8 ukfh/]Jn SATHAiIi cnht hy

tiJJt ki m khimiyg. gian trong h, p

Vd:C- thlng s’
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Seagate Barracuda 160GB SeS8AITA Il (300MB/s); 7200rpm; 8MB Cache
H«ng s [SeagateBaitacudaDung |16GBG:i ao t i:FATAIE|h u X n
T ¢ L, v7200gongiphi&B: nh 8MB m:
f) FDD (Floppy Disk Driver)
FDD I~ ° Loa mQm. FDPhil "Lga tmQ@rh,i /it b m@r
14Mb. Hi " n nay,h'nglLga nm@e ¢ s d,ng n_a v3 t
| € ng ch_a thblp.

2915 z/

Hinh5-° Loa mQm FDD

g) CD-ROM (Compack Disc-Read Only Memory)
LathiJ] b nh ngadidiung cong ngh 1 tr quang h cDung #€° mgg d oGD la
khal, noothweutr L € kol n&p0i 700 MBd i u

Hinh 6-°  Lggaag CD
h) VGA Card (Video Graphic Array)

VGA card 1a card L “holdungll W tr cho vi &iWrh hinh[ n\h L  phan gil i
cao \Asduoét.

Qo

Hinh7-Car d L hod (VGA Card)
i) NIC Card

NIC Card laCard md ng @ lathi/] b dungl W] ' icAc maytinh v, inhau H o
thanhm4 n rgay tinh.

Hinh8-Card ming (NI C card)
]) Mouse

L™ thiJt b c¢cfn thifJt ph” bifjn hi n nay,

Bién s8¢ nVI Vkn Huy 9 Bi min: Tin hxc
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Hinh9-Chu B t
k) Keyboard

Ban phim (Keyboard, tHi b nhd chuX 1 la thilf b nhdp d 1" u va cau’Inh. Ban
phim may vi tinh ph bi/h hi n nay 1a mt blng ch a 104 phim c6 céc tag g khac nhau.

Hinh 10- Ban thim (keyboard)

[) Monitor

Monitor (Screen- thi/T b xull chu{): dangl. \WiWrth théng tin cho n€i s d. ng
xem. Théng tir. ‘©"hicn ra man hinh Rag phe hg phap anhSb nh (memory mapping),
v, i cach nay man hinh chi cl cliént ch nh vahmith (display)

L

Hinh 11- Man hinh (monitor)

m) Case
Case Lhn giln ddn'gg diiW vy tct hi JJjmh bc §nh, t h™ nh
LI ngbfTb” v ch¥%ng tvakmgi [knhit hdoi X msou nNmomh ki~ n b

- -

Hinh 12- Case may tinh
n) ThiJ] b nh  ngoai USB

Hinh13-Thi Jt b nh, ngo” i USB

Bién s8¢ nVI Vkn Huy 10 Bi min: Tin hXc on
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1.3. 2. Phfn mQm
La cacche hg tinh (program) LiQ khiwmcachot I' | mplf rt . g g anaytinh va
chL Uw o« lyd lii uPHF mQ mmaytinhL €’ cltia Bm2 loY chinhla phf mQ nh
th n(@ystem oftware) \aphFf mQ m nd n (@pplication ®ftware).
Phfn mQm :Khil €©htéhapb nh chinh nds€ch I Yaachod . n g
¢ anaytinhvid nh€h LiQ thanhMS-DOS, Windows, Linuxé
Phfn mQm :Lacicch€hgmnhl € thi/] KL Wl guy] m t©oéngvi c

hay m tbaitoanc, thwhaol :Vid :Word.Exc el , Paint kB €
1.4nhn v’ | @u tr_ thlng tin

nhnnwvnhblt d¥%ng L W dbie@inatyDigit).t hlt@ gn gt itnhlling
trong m t bit I~ v_. a L, LW nhdn bi JJt m t t
Trong m8y t2nh m i c¢ch s° khg&c Tnthiaum LiQut hl@ c

m tt bcdh®™ c¢- HAOW 1T eh trs hod hoHc |~ ch. s 1.
Trong tin h ¢ th€ ngcd¥%miggdada8§c Lhn v Lo |

T°n (KT h Gi § tr
Byte B 8 bit
Kilobyte KB 1024 bytes = 2B

Megabyte MB 1024KB = 2°KB
Gigabyte GB | 1024MB = 2°MB

1.5. C8c h' tthHnnch lcJJm trong
ayH thdp H©n10, Deci mal System)

- D¥%ng m€ i KJ2,3456489 LWObi Wu di, n con s,
- M i s thu,c h thdp ph®©n LQu c¢c- thW biJ
- nO©y |7 loYi HW d¥%dg ,hbagvungiyn v~ .G nh t

s thu,cc HFynLy tr°nr Bt nt tplhdm tmi§yn tEmad n
b)H" nh’: {MHONn 2, Binary System)
- D%ng hai kI hW tui Wu :dio,n con s , LJm v~
- M itdu, c h nh’ phoOn LQu c¢c- thW phon t 2c
- M8y t2nh ch”™ th ¢ hi'n L€ c c8§c ph®p to:
nh phonr Withnd gitf%o ra c¢ 8§ oJunm¥fachng, ng, mlc

c)H t h dp ( HHecxaBecimal System)
- b%ng 16 kT hi wuwu: O0,1,...,9, A, B, C, D,
- M i s° thu. p@nbhdao tghidp cli,ncg ph©n t2ch L€ c

th a ch s’ 16.

Bfng kT hi u t€hng L€hng gi_.a c8§8c h

Bién s8¢ nVI Vkn Huy 11 Bi min: Tin hxXc
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B B

H 1H

0000
0001
0010
0011
0100
0101
0110
0111
1000
1001
1010
1011
1100
1101
1110
1111

w|

I

O 0O N| O O | W] N| | O

[EEY
o

'_\
'_\

[EEN
N

[EEN
w

=
~

T m| O O W > © o N o ;] M| wW| N| | O

[EEN
a1

Chuywt “ gii a&ach L J].m

46 2
0 2312 46(16
E=14 2|16
" |
2E =46
101110 = 46

2Eq16)= 2.16 + 14.168 = 46
10111y = 1.2+ 0.2 +1.2+ 1.2+ 1.2 + 0.2 = 4649
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CHh uNG Il - MICROSOFT WORD

21G i thi 5 u

Microsoft Word ( sau L@ord)g li” Im t trong c8c che€eh
ph” Dbi/ln nhblt hi n n¥gyn ehXym thryn Ledr Wizrcdo
mQm Microsoft Office, L€ ¢ ra L iquacdcphiehm §t t
bl nM$ Word 4.0, 6.0, Word 97, Word 2000, Word XP, Word 2002, Word 2003
Word2007, hi " n nay .| n"Worvd i20Vli(d201) Nam phi ©in nhly
bi Jn n hword200¥m=urh "t r ong dvicliosofp Offiten2008 Q m

Trongg i p h FMicrosof@ffice 2003g” m ¢- c¢c8&8c phfn mQm:

1. Microsoft Word : D¥%ng LW soUYn thlo vin b[ln.

2. Microsoft Excel: D¥%ng LW x |IT blng t2nh,.
3. MicrosoftAccess L~° m t h’' quln tr’ ch s d.
4. Microsoft PowerPoint: D¥%ng LW tr3nh chi Jju
5. Microsoft OQutlook:Dung LW g i v~ nhdn th€e Li n t
6. Microsoft FrontPage: D¥%ng LW thilJjt kJ] Web

C8§c LHc tr€eng n i bdt nhBNordéd, a phfn mQm
vV C- thW tu8 biJjn font c¢ch_, c¢. ch, v’' ok

V Word cho ph®p ch ' nh s a viyn°em[mgmi tpc
VH tr° khs8 mldnh cho vi ¢ ch ™ n c8c h3r
bln th°m sinh L, ng.

V. Cung cblp ¢c8c c¢cltng ¢, rblt h_u d,ng chc
hay ho8& h cé

VKhg Iinh hoUt trong vi c¢cexXXBIil,r aved§ @
RTFEé
vV é
nW son thlo L€ ¢ Wod/hgegti&i cfncphdibBis 't ra.n
g6t ht ng d_, ng nhBblVietkeyivaUnikeyay |~ b, g»
2.1.1 C8&ch kh i L, ng v™ tho8t kh,i Word.
a) Kh' i L, ng Word

C- rblt nhiQu cn8chl €&  .c tpov.nk AMQadn ¥ o m, ¢ L
vi ¢, s° th2ch ng@®#iogcs, tthiw mhd nngn m" trong c¢
Cl: Bao g m c8c b€ c:

B1: VaoMenu Start ¢ | Vdindows

B2: Vao Programs

B3: Ch mMicrosoft Office 2003

B4: B bimMicrdsofti©ffice Word 2003

Sau LO©y s€ tr3nh by theo dUng:

Menu Start | Programs | Microsoft Office 2003 | Microsoft Office Word 2003

Bién s8¢ nVI Vkn Huy 13 Bi min: Tin hxXc
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@ Set Program Access and Defaults

©
T
@
fo

Windows Catalog

Windows Update

Programs @ Accessories »
g ™) English Study 4.0 >
= Settings » ) Games >
'% S R @) Macromedia > i
@ f@ Microsoft Office M) Microsoft Office Tools »
g @ Help and Support @ Startup b‘ Microsoft Office Access 2003
o B @) Vietkey 2000 » 3] Microsoft Office Excel 2003
= R ) virtualrive » | @] Microsoft Office FrontPage 2003
% ) WinRAR ¥ @] Microsoft Office PowerPaint 2003
'g @ LogiOff YU VAN ERIY. 6 Internet Explorer 4 Microsoft Office Word 2003
§ Rl Winosss Yiedia Player Create and edit text

pages, ar e-mail mess.

Hinh14-M"n h3nh kh' i L, ng MS Word 2003
C22 Nhg&y k®p chu, t | ° wWord travmanthi nl@sktopﬁ phfn mQm
Sau khi Word kh' i L., ng xong, ch€ehng trs3nh
v, i m t v NagLuafgoho hg® sindg nggoUYn t h[ o.
~ Edit View [Insert Format Tools Table ‘Window Help | Wietkey02.1 (2 V& Type a question for help [+ X
f.uﬁﬂélagwgmﬂuﬂmw 2ADREBIAL ™ -0 el

z_ AT
D 1§ | Autoshapes~ \ N [] O A - . < =
Page 1 Sec 1 11 At 2cm tn1  Col1 REC| [TRK | EXT OYR
Hinh15-Gi ao di n phfn mQm MS Wor d
Wordcho ph®p m  cnvinigQum, vit nl Yc[,n m, i vin bln L:

c a s ri°ng bi t
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Clng gi ng nh<€ c §Windows §ordl¢ Inmg ch-Uyc §a °mit
cho ph®p Li Qu &chhi'Wwinh tth™ .r  ng
~ Khi t i thiWu h- Mininize Bt ciscu its5s Behg
g n tr faskbat. hanh

T Hiwn th ¢ a s’ I "m viRésmré\MaximiﬁlerE trung
n-ng ¢ a s’ Word"brﬁun\ngowm
b) Tho8t Kkh, i Word.

Sau khi L« ho"n th” nh c¢c!ng vVvi ncal Woadlc Kkh
kh, i ,dwocackth ¢ mh€sau:

Cl: Bblm Gldsﬂﬁ%tg-c tr°n b°n phli ¢, a ¢ a
C2: VaoMenu File | Exit.

C3: D%ng t = A+ ( Nihblim ghisbAlt s a u gdlphimF4).

C4 D¥%ng tCurlhWp ph2zm

C5 K2 ch p°hn[iv c htur 2tWatchn€bm gt rt °r 8 nttdskbar)lva t § ¢

¢ h Close

C6: Nh8§y k®p chWord" | §ncbi WauntE®ngtr§i c. ¢

H

2.1.2 M"n h3nh | " m vi c c¢c,a Word

'Thanh t i H t h ng

! File Edt View Insert Format Tools Table ‘Window Help | WietkeyOz. £ V& Type a question for help '+ X

VNN AN A ﬂ-vivngaE llo:l'rr 75% -@uaae.ad!

FOH OB O 1003

| R N TR T EEY B

: Draw ~ Q|Agtoshapes'_\ N 1O A dl s 8l @5 JvAv:T:_—,iﬂ

Page 1 Sec 1 11 At 2cm Ln1  Col1 REC! [TRK| [EX

Hinh16-V' tr2 c¢8c thanh c¢cl'ng c,
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M"n h3nh IWordsaukhiqud c3ah kh° i L, ng ho”"n tblt s¢
n h sau:

h nghoa c, ata®mn tminnth3mmf:d "m vi ¢ c, a Word
ayThanh ti°u LQ

D,ng tr°n c%ng c.a ¢c a s |'" thanh ti°u LC
blfn Lang soUYn t hd.o Wre°r °tnhanfa 2tnimegut di @ °cn- p3h [ni Y
n%t thos8t, n Yt ph-ng to, n¥%t thu nh,

b)H'th ng Menu ch2nh

Menu Bar

File Edit View Insert Format Tools Table ‘Window Help

File:Cacchoc ntng | i °n quan LAn file vin bd
Edit: Cicc hoc ntng ch=Znh soca vin bdn

View:Cacc hoc ntng vZ hi©n thn

Insert: Cicc hoc crhtmng c8c¢c LXi t_1ng nh_ c¢ch n hS3
Format: Cacc hoc ntng vZ LMNnh dvung vin bdn
Tools Cacc hoc ntng vZ c¢c*ng c¢cA c™mu h3nh cho
Window: Cacc hoc nktng vZ coa sY nh. sap xAp v
Help: Cacc hoc ngiapg tr 1

c)C8c thanh c¢c'ng c,

Thanh c*ng ¢, chutXnl cnmggic®%p cBe wi ¢ truy I
c§8§c ch ¢ ntng soUn thlo th€ ng d¥%®gndardC§c t har
Formatting, Drawing, Tables and Borders.

*) Thanh Standard

lj -Tumit veiEn(NeW)n mai

j-Ms t 7 l i MuOpéery c- tr°n Loa
i-LAwLn bd n(Savé)o L oga

= In to"n bi t@riny i Mu ra m8y in
2 .Xem vin bd n(Print Preview) k hi i n

-Ki ©m tra c¢ch?2nht it #AnhgSpellingand Gramnmt n  bd n

-Cat bY khXi vin bdn Lang L&nhCudm™u v~ | _u

~

& o< |«

-Sao ch®p khXi vin bdn (Cppyyg LE&nh dmu v~ o
-D&n vin bdn vpa chliNmanhbvodl @n Pastey v o v Il tr?2

ﬁ'g

J .chYi L Nnh(FamanPanteRT t X
7 7-X08 bY mit Ling t8c sot (Undo)hd o holc LMNnh
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B Nhoac 1ui mit Ling t8&8c sofRedo)t hd o ho'lc

2

Jd.ch~n bd ng bi ©®u v~ o (msertablbd n tu i vIT tr
H _ch~n bd ng t2nh EXCEL rwWhsert MsiExcel)bd n tu i v

=-nMNMnhg dvion bdn d_ai dung cit b8o ch2 (Ci

-Khei Ling ch. _ng tr3nh vB Microsoft Dr
ﬁ-Tet bot hi®n thNn Tab holc Space

200%, "-Thay LYi @&&®ml M hi ©®n thTl
*) Thanh Formatting

_ Mormal '-Hip chZn kStyle! n m, u

Times Mew Roman = ¢ p ©MEmg Fanth v

12 -

Hi p chZXZnSizen chuv

B.Tot botBoidn L om

£ .Tat bot -itaic nghi °ng

-Tat bot i n-Uaoderingy ch ¢h©n

-Cktkn 1'Z vkin bdn theo | Z tr§i

-Ctn |'Z vin bdn theo giva

-Ctn 1'Z vin bdn theo | Z phdi

-Ctn | Ztwntero B d Z phd i, tr §i

-n8&nh sX tho tx tyx L(Numberirgho c¢c8c Lou n Vvt

|“w (1 ‘m‘ Il:'|

*

-nlt dmu tr_ oc (Bodeff Lou n vin bdn

i_:g-Di chuyo®n sang tr 8i 1 Tab khXi vin bdn

n¥
M

=.-Di chuy®n sang phdi 1 Tab khXi vin bdn

"-Tu o viZn cho vitn bdn

dThanh the ¢ kT (Ruler)
Th€ ¢ d%ng LW L " nh dlng th_,t | Q ccl mh€8c
t hl &fcl i Wm@ab)m ¢ §c hgiLfamrquanTh€, ¢ L€ ¢ chia the

eeThanh tr€ t (Scroll bar)
Bao g " m 2 tthra®@ht Ingarhgganh™ thanh tre t d

t h’ c8c v¥%ng kh&8c nhau c¢c,a vtn bln Lang so\
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ffC&ch I bly c8c thanh c¢ctng ¢, trong Word

Tr°n m'n h?3 nWordguorslow dih@ nog & r. ¢ mang€ s~ t han
dungliént ¢ dJjmC§clLt hanh c¢c*ng ¢, kh8c kh'ng d¥%ng L
khing c¢homahhinfn kthi® nrrada cfn d%ng L/Jn th3 m i | bl
nh€ sau:

Vaomenu View | Toolbars ch rcacthanh éng ¢ mu s d. n @Aicthanh éng
¢ th€ rmagngla Standard, Formatting, Drawing, Table and Borden).

Yiew I Insert Format Tools Table ‘Window Help |

l_J:E MNormal _ e A _‘\,
54 ‘Web Layout
T v | Standard
{120 erint Layout
- v | Formatting

Task Pane  Ctrl+F1

AutoText
Toolbars 3
, Control Toolbox
: D M
ﬂ __ocumen i Database
] Header and Footer 2l Drawing
£00m. E-mail
v Frarme

Hinh17-Lbly c¢c8c thanh c¢cl'ng c,
2.1.3. TYo viEn blfn m i
Thongt h € saughi Wordk hL'j xang m, @ili dar nxu Blt /LdcT ng |~
tail i m umawWordt I ntgGan W %o thil i mubs ,d_ nmg trongcac cactsau:
C1: VaoMenu File ¢ h " Naw.

C2: Nh BimitNew ' & trénthanhcongg, Standard.
C3: Nh bin'h° phimt &Gtrl + N

2. 1. 4. L€e€u viEn bln | °n Loa

M i t Wordgh[iu L€ ¢ | €u’ p °nRitrdhgla-ténvi, dincén, t t
phfn m" .DOC.ngTH'ngcg§h<€tng vin bln s€&€ L€ ¢ Word
m, €\MyDocuments r °n Loa c¢c nggdingEuy tmh tray L~ i v’ t
theo T mu’” n.

nNW €u filmvitn blait H°cn Hig n m t trong c8c c8ch
C1: Vao MenuFile | Save as

C2: Nh Bimit Save ® trénthanhcdngg, Standard.

C3: Nh bktn'h © phimt &Gtrl +S
H p tSaveadasiublt hi n, th. c hi n c8c thao t§c s
V Ch’ n n hitrong § nSadefu
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V nHt t ° nb[cnh oc ffong it €ile name
V Bblm Savet W | €u.
Save As
Save in: HQ Bai giang vl‘ @ -3 |Q X iy E - Tools v
Y ﬂ:) Bai giang
L_ﬁ ii{jBTEXCEL
My Recent | [Z)Frontpage_files
Documents il CSIMS EXCEL
7= (M WORD
I ;if_jPowerPoint
Desktop L THDC quan trong
|2 Tin hoe van phong
AN ¥ bai tap Exel nang cao
</ 86 WORD (du phona)
My Documents l!_EDCSDL_new
]@Frontpage
— (9
5}! WGT_FoxX
My Computer
.3)] Flepame: |paigangMsword | 1
My Network [ mblak . VJ
Places Save as type: ‘Word Document V‘ ' Cancel ]
Hinh18-H, p t hoUdi Save as
2.1.5. L€u c¢c8c thay L i tr°n mt file L«
Mt file L« t%n tUi tre°n Loa.VE " yvahyit cfScl «
| Fnsdug@u cfn | €©u c8c thay L i vpdl Inkti IdWin gt °s
x8c L  nh v tr2 | €u n_a.
nwW | €u c 8gdentghawy tL'tirong c8c c8ch sau:
C1: Vao MenuFile | Save.
C2: Nh bMaobiwae’ rSave = trénthanhcdongc, Standard.
C3: Nh bin'h° phimt &Gtrl +S
2.1.6. Leu file v,i t°n khtgc
VaoMenu File |Saveas ., p Sawecastiu bit nhidpm, fi | EFlemame. v o
L uTfong bngoyciodshgl ng hIntH®icvn trz | _u fil
2.17. L €ewaobUSBI(Remweable disk)
B1: C dm USB v"o m8y t2nh
B2: Vao menuFile | Save Ash phol Baveasxublhi n
TYim Saveinc h™ BDSB
Nhd pén file trongm, dile name
B3:Ch’ n Savelt \Wau.
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2188 M° m t tdp tin vin bln L« t“n tY9i tr°n
Sau khi IwWew,nge dingg[Fn t hW m" | UihoHi¢Wwh xe mhin n d

nh. ng thaynWn m thit P Ward'lacotrén L 9@, m trong cac cach

C1: Vaomenu File | Open

C22 NhbBlp chu. tOpenltéhthantstantdad n g
C3: Nhbin t° Chl'+@. ph2m t dit
H p tOpea®i n ra, th ¢ hi " n c8c b€ ¢ sau LW |
V Ch'vntrich_ a vin bl m ¢dokin m trong
V.Ch  n vetn bln cfn m trong khung hi Wn th
V Nhbln Opeddto Hc nh8y k®p ccfhru m' vOCW mitn b[n

Open @

Look in: ’ [5) Baigiang v 1 @ [A|Q X Ci B~ Tooks~
e L PR — — S——AL S — — -
\ Q Bai giang
& ()BT EXCEL
My Recent | |5)Frontpage_files
Documents }Ij M5 EXCEL
3 %;@MS WORD
LS |2) PawerPaint
Desktop [ THDC quan trong
|2 Tin hoc van phong
A fj@]bai tap Exel nang cao
3/ L7¥ 5G WORD (du phong)
My Documents @]CSDL_new
5 Type: Microsoft Word Document
w _JFrontpage X
s ) Author: Hoa
‘ ) WFrontPage | Title: Byi ging tin héc ¢ bn - v"n phing
v e
- WGT_Fox Date Modified: 9/9/2005 11:58 PM
My Computer Size: 5.82 MB
® g
My Network ‘ =
| Places Files of type: ‘ all Word Documents Vi | )

Hinh19-H, p t ho4Yi Open
2.2. C8c thao t8&8c soUn thlo ch b[n

2. 2. 1. Nhdp vin bln
a) Thifgt I dp kh™ gi bly

ThiJt 1 dp kh™ gibly |I'" ¢ctng vi ¢ quan tr  ng
theo m, c L2 og€ dingcodhwnhgi /™ L Ht c¢8c ki Wu kh™ gi bl
| dp k hth &g ic&tpe. ch€ sau:

Vao menurFile | Page Setup

H p tégeSetuhi  rm 8rcat t¥mg gi’an t ©m
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page setup @d

Margins | Paper | Layout | Margins |; i | Layout
Margins Paper size:
Top: ‘m s Bottom: |2 cm | 371 a4 o T
[ «~| A 2 ~ T = —
Left: |2 vl| Right: [2em (&) width: 2tem 2
. o -~ ition: | e =
Gutter |0 cm v | Gutter position Left | v | Height: ‘29.7 an g
Orrientationr E Paper source
‘ First page: Other pages:
[ Default tray (Default tra Default tray (Default tra |
" Portrat  Landscape Default tray Default tray
Pages = =
Multiple pages: |Normal |
Preview Preview
Apply to: _= Epp!z to: : ) _=
i Whole document v ——— {Whole document v ——
— Print Options... —
[ OK ] [ Cancel ] l Default... ] [ OK ] [ Cancel ]

Hinh20-H, p t hoUi Page Setup

J Ch TabPaperL W t hi JJt L Ht kPhpersigeicthly :n krmhongimlyc
trong Iphiad €Ki, n gi bly t & €hg gkFi(2Bdyx 297 mm).

Page SizeDanh s8ch c¢c8d& W a gihblyn.chuXn
Width: Chi Qu r,.ng trang gi bly
Heightt': ChbQuraag gi bly

J h™ Tab MarginsL W t hi JJt LHt | Q cho vitn b[n.

Top: LQ tr°n
Bottom: LQ d<e, i
Left: LQ tr §i
Right: LQ phrli
Gutter: Kholng c8ch | Q cho vi ¢ L-ng tdp
Portrait : H€ ng gibly theo chiQu d ¢
Landscape H<€, ng gi bly theo chi Qu ngang

Théng th€' rcarcthong $ L €°L dhh€sau

Top=2cm; Bottom =2 cm

Left =3 cm; Right =2 cm
b) L, afontcchh . n

. Vit Nam hi n nay c¢- s, khing th ng
TCVNS3, VNI-, VIETWARE, ét u8 thu, ¢ v o t_ng vVv¥nma v~ k
ng€ i ta s d,ng c8c blng m« tilflng Vi t v~
cho vi ¢ trao L i th?! of§ckhdchhaug inhaa. n\g3E vdy, «
p h, L'« ra khuy/ln ¢80 khuy°n o4i bhf®€gi mr°ohas
b  Umicode

(e el e S el el ol e N e B =N i o
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huliwng & manaylaco thwhiwnh L € vim o ni/] n\gi’ t bblk8L @trén
bblk8 N, mio, vatrén m oY maytinhcos d. nly LiQ thanhWindows makhong pH i
cai Ll Hitém font.
Cac fontUnicodet h €Ly ¢ s TihesnrNgw Rofnan, Arial, Verdana,
Tahoma, é
Cac fontTCVN3t h€ ng L € cntisne, VdArialg | ~
Cac fontVNI-t h€ ng \Nwtimgs |
Tu8 v 0o m,c L2ch s deachtgr,antg? nthr 2c hnblt ncg@ g v
cacfontch, kh&c nhau cho ph% h’ p. TUE"mg ctWdnmQiu m, t
lo4i font ch, kh8c nhau.
nWwW | dontch_ n d¥%ng m t trong c8c c8ch sau:
C1: Vao menu~ormat | Font

C2 Cfontah, tr ¢ tiJ]p Rormdttmg "mestewRoman = 3 nh | hn

C3: Nh'BInh’ Etrlth 2 m

C4& K2ch phli chu, t IFom v%ng soYn thlo r~ i <ch’
H qhod Font hi ma

Font @

" Font ‘ Character Spacing || Text Effects
| Eont: Fonkistye: ke
Bfrimes tiew Roman | [Regular 12
T A T 0 A
| Trebuchet M3 : ‘ Italic 9 =
‘Tunga . |Bold ’ 10
:Verdana = % BO|C| Itah( | 11
Warie o L | -
Font color: ~ Underline style:
‘ : Automatic VE ! {none) v {
| L |
| Effects
[] strikethrough [] shadow [] Small caps
[ ] Double strikethrough [] outline [] all caps
[] superscript []Emboss [] Hidden
[ ] subscript []1Engrave
| Preview
Times New Roman
| This is a TrueType font. This Font will be used on both printer and screen,
Default. .. [ QK ] [ Cancel ]

Hinh21-H, p t hodi font
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Font:Ch™ n fdnticwlu mu” " n s d_, ng

FontStyle Ch™ n ki Wu @mhghiéngie m h|védprm€nmgdh,ivpa Lom
Fontsize Ch n c¢_ <c¢h,

Fontcolor Ch  n m"u c¢h,_

UnderlineStyle Ch  n ki Wu gUlch d<e€ i

Thi JJt | dp b, g »
nW soUn thl[o L€ c¢c Woid/Jngf ViphT [,b-  digdmlgl @ rcog

ng ph” bi J]nVietkéysbtUnikey.” n nay |~

d. ng b, g» Vietkey
Kh i L, ng b, g» Vietkey
Start | Programs | Vietkey | Vietkey 2000
| = b h 'l"

2 1Catch (vI) PC Camera
SFropoweps
gt | Internet Download Manager

P ) iTunes

H ;':@ ICreator Pro
Prop l.--.'r_ Microsoft Office

|@ Profinacci Calculator
:I@ Startup
G vietkey W Uninstal vietkey

4@ WampServer 4 F YietKey 2000

Windows XP Professional

J
‘ﬁ Adobe Acrobat 6.0 Professional E Q_)) VietKey Help

oqrams
Programs ¥

Settings abs absa

Search m E
Help and Support abs? Ha

untitledz

Run...

Log Off WU YAN HUY. ..

@ Turn Off Computer...

i4 start & /7~ T 7| TYeAIGIANGTHDCHU.. | [B% BAIGIANG THDCHU... | 4§ untitled-

Hnh22T Kh" i L, ng b, g» Vietkey
n Vol nhl d. €’ tig n\g’ €6 dbluhitrd nthaib gdp h [ i€’ Labtdd n ;"ﬂ

hol-b@

n WOt nAnhthib gd L €°L dLtdd nlgi te° rE|
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Phan mem dung trong khoi nha nuoc - Yersion 2.0 [¥]

Vletibg Everywhere Simpie,&awerfuf

@ Eang Minh Tué hit e iberene vietkey.com tel: 84 4 5433572

Kidu gt

Tigng gt
o Telex " vni
[ Bd diu kidu i [0a, de, Oy)
[ Bd diu ngay sau nguyén Am
[ Bddiuby do

G ban phim B &t phim cén gb
f+ Tidng Vigt v
™ Tiéng Anh [w
O I
e I
F I
@ Trot gidp x Thoat L:) Ludn rdi ; TazkBar

NJju bbim n%t Luln n" i, hQng b, g» Viet

NJju bbim TaskBar, h3nh ﬂihnoglE,I), g» Vietkey c
*) C8ch s’ d,. ng Vietkey v,i b, m« Unicode:

Sira diu nhanh

Cho phép gt tat

G&p [Gi rd lai tigng Anh
Wl Hign clra sd Vietkey | C+SheP
Al KEt thic
@ Trof giip
Unicode

Bang m3 Wh

Bang m3 VIOR

Bang m3 TCWN3
]| G ting viet

G tiéng Anh

1 - Uzodel UCS2M% . .C+5Sh+F1
2-Uoodel UTF-8..C+5Sh+F2
2

Y2000

-WM Unicode 1...C+5h+F3

Hinh23-B[ ng Li Qu khivWn VWinetcloalye2000
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V. icacloY font Unicode nh€ Times New Roman, Arial, Verdana, Tahomacf n
thijtd tp g6° d4 nlnicode

Kichph[i c¢hu, Vietkdy? h b h Upicode c
L €u:nMbch INHOAvV IloY font nayco 2 cach

C1: Bd t nCaps Locktrén banphim

C2: V. @i phimShift v ao.
*)C8ch s d., ng Vietkey v,i b, m« TCVNS3:

S1ta diu nhanh
Cho phép g tat

Gap 15 trd lai tiéng Anh

H Hién cita =8 Vietkey . C+Sh+P
A Két thic

2 Tre gidp

Unicode

B dtg m3 WM

B éng md VIGR

Bng m3 TCWN3

-ll;i

G tiEng Wigt
G tiéng Ank
1 - Ucodel UCS24W . . C+5h+F1

2-Ueodel UTF-3.. . C+5h+F2
3-%M Unicode 1...C+5h+F3

=4 v
Ly
LN

L

Hinh24-B[ ng Li Qu khi Wn Vietkey2000 v, i

V. icacloY font dd n GCVN3 (cac fontcd dd n yn) nhe .VnTime, .VnTimeH,
VnArial cf thi/jtd i gd" dU nBf nmaTCVN3.

Kichph[i c¢hu, Vietkdy? h b h Bf »mdTEVNI
L€u:nMBch INHOAv oY font mycod 2 cach

Cl: Ch rméaclod fontodch i H'ocd nhe.VnTimeH

C2:V. @i phimShiftv ao.

J C8ch s d. ng. b, g» Unikey
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T€hgt nhecachs d nlg go Vietkey

2 UniKey 4.0 RC2 5

Bidu khidn S
‘ Béng mé; [Uricode v] y Béng

z o ———
Kieu go: [Tﬂiﬂx *] @ Kétthic
Phim chuyén: @) CTRL + SHFT (D) ALT+Z

9p Thunhd

Tiry chon khac
[¥] Cho phép g tr do [¥] Bt kiém tra chinh ta
[¥] Bt ddu od, uy (thay vi da, y) [¥] T d6ng khéi phuc phim vii tir sai

[ Ludn =i dung clipbeard cho unicode

Tily chon gb tt Hé thing

[7] cho phép gb tht [] B4t héi theai ndy khi khii dong
[ cho phép g tat ¢ khi tat fieng it [¥] knéi déng cing Windows

’ Bang gé tat. ] Vietnamese interface

‘ @ Hudng din ‘ Thing tin ‘ ‘ Mdc dinh

Hinh25-BI'ng Li Qu khi Wn Uni key

Exit

Help
Configuration...[C5+F5]
Toolkit... [CS+FE]

Corvvert on the fly - [C5+F9)

v Telex Toping
WM Tuping
YVIQR Typing
YVIQR® byping

v Lnicode
TCWN3 [ABLC)
W Windowes
VIQR
Yiethamese locale CP 1258
UTF-& Literal

| MCR Cecimal

Hinh26-Bng Li Qu khiWn Unikey khi k2ch p

-
H3nh dUng L\ﬂ
Quyt 4Bt i JVh dheok i Walexn h sdu:
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Nhdovao | n€ ch Nhd prao| n€ dbi
aa a f huyQn
aw L s sduc
00 0 r h, i
ow |[ h X nga
w | uw [] © j n Hin g
dd L z h dblu
ee é
VD:n4i h ¢ kinh tJ & quln tr° kinh doanh = T

@ Nawozt pi AiMEGd™ B B YW NA W a gt | Ah WX g» ti Ang
Anhthil 11 pcicc hadidingl @3¢ 4 i Ain Mt .

d) Thao t8&c v,i b"n ph2zm
x  TrongWord t* n4 2 ch]L | go:
V ChJ] L Inset{ knnhdywy "o s€ LXy kT ph[)i sau cor
V Ch] L Ovet(ki: mhdw "o s€&€ xo08 kT t sau con
x  ChuyWit “ gii & ch]L  gdb3lundagch:
C1: Nhblphim Insert trén banphim
C2: Nhayképchu ténch OVR trén thanh tH ntbai.
Cac thao tac khac.
-S d, mplgmShift L W6 c hin hoavam & d blu
-S d_ mlimCapsLock L' WWayl " kii Wb hin hoavac hth€ n.g
B [ nacphiondi chupwwaphimch atng khac
Dic huy Wn Phim

Sang phrli m, t -

Sang tr8i m t «
L°n m t h"ng A
Xu" " ng m t d,n ®
VQ Lfu h"ng Home
VQ cu' i h7ng End

Lhmt trang m| PageUp

Xu'" ng m t tr a| Page Down

VQ Lfu vin bf[]| Ctrl +Home
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VQ cu' i vin b| Ctrl +End
Xu'  ng d, ng Enter
nW d ch Li Wm Tab

nW ch ™ n dblu c| Spacebar

nwW d¥%ng c8c p| NumLock

nNW ch_, p [ nh m|PrintScreen

Di chuyWn c¢ hul Scroll Lock

Xu'  ng m t tr a| Ctrl+Enter

X088 m, t kT t |[BackSpace«

Xo§ m t kT t Delete

MLeu 1
#+ C8c ph2m c¢c- 2 kI t
o Mu tmiwrh kT t  ph2a v rphimSh#t€ kJ/Jt h° p
o0 Kyt de, i g» b3nh th<€ ng
Vd: nW g$=Shifi+4hi = u
£ Khigdti/Jn\§ tol bw cacphim:
0o w=¢€
o [=h
o ]=¢€
CF mhl gd cacphimnay2 F . W€'kyet g danl f. u
* Mt s t° hp ph2m khégc:
n Whd gh's trén nhex% Dungt h  phim: Ctrl + Shift+ fi + 0
n Whd gh's d€, nheH,0, H,SO;: Dungt h phim:Ct r 1+ fi+0
nW ttng c¢c. font €Eth+] d%ng t° h° p ph2m:

o

nW gilm c. font €th+[ d¥%ang t° h p ph2m:
MLeu T vQ quy dblc pgwXyd, blud)idu@uc (BIm ¢ ©u é

Dbleau pH & €L diQ &kQv, kyt cu tung ¢ asjcdu hotbg, @dur m L Jn
dbleach (k h 0d n gi Spacesbaxg
VD:

13

O O O O

Céch g6 Trdng
Hom qua, ir im&. Hom nay,l. <€ kh@bXn |[n ¥%ng
H6ém qua ,ir m& .Hdmnay L € kh@bX n | Sai
H6ém qua , tr & . Bm nay L € kh@bX n | Sai
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2.2.2. Thao t8c v,i kh i vin bln
a) Thao t8&8c L8&nh dblu kh i, LoY9Yn vin Dbln

n Wanhd bI(RIRED) kh LiLoU win b s 'd . n g trangcaccéachsau:

V Cl:Bhinc h ut @ifkuh "gii yakéoc hul Jnu k h " i .

V C2:Bhinc h ut, @ifkuh “gii phimShift vabbinc h ut, @iuk h " i .
V C3:Bbhc hut Wif kh'i g i phim Shift vabbin phim m1 {éndi chuyWnv Q
h€ nguk h («i-® ).

b)Thao t8&8c sao ch®p (copy) kh i, LoUn vin bl
Thao tcsao cépkh wvin bl hao g nB b€, k& | ah rkh wkn b7 ref rsao
chép ral ndopy, dinvéo v tri cf rsao clep.
B1:n §mdblboi Len) kh wkn b mf rsao clép.
B2: Copykh iwn b i « § miiibunrg trong Accad:
C1: VaomenuEdit | Copy.
C2: Nhblvaobiwuwe” rcapyB trén thanhStandard.
C3:NhbId h ghim Ctrl + C
C4: Kichph[ thy ténkH inb ~ 4 § miieh rCopy.
C5: Nhblti h  phim Ctrl + Insert
B3:n+<@c nr chu t Jwtricf mankh wnbl i -vath & mn trong &ccad:
C1: Vao meniledit | Paste.
C2: Nhiivao biwae” rPaste B2 trén thanhStandard.
C3: Nhblii h phim Ctrl + V
C4: Kichph[ cthu taov tricblmidnvach rPaste.
C5: Nhblii h gohim Shift + Insert

c) Thao t8&8c di chuywn kh'i, LoUn vin bln.
Thao tcdi chuywikh ,itod wkn b hao g n8 be, : ¢ ah nkh wkn bl of i
chuywnodskh' wAn bl v & Shrobludanvaov trill 2 cFhechuywit Jj n
Bl:n 8mdblkh iAn b mf michuywn
B2: Cdkh wnl ~v d& § mHib3Junrg trong céccad:
C1: VaomenuEdit | Cut.

C2: Nhblvaobiwae’ rCgt # trén thanhStandard.
C3: Nhblii h him Ctrl + X.
B3: Di chuywnr, chy t Jwtrill 2 cfhehuyWikh iin b . Jjvach n
C1: VaomenuEdit | Paste
C2: Nhblvao bwa€’ rPgste B2 tren thanhStandard.
C3: Nhblit h phim Ctrl + V
C4: Kichph[ cthu t&oV tricblmianvach rPaste.
C5: Nhblii h' gohim Shift + Insert.
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Ngoaira:C- t h® di chuy®n khXi vi&n bd nidopvdgpo c8ch d
vil tr2 ctn thiAt.

Bl n8nh dm"u khXi vin bdn ctn di chuyO©On

B2 Nhmp tr8i choaivnNvirk®b2cRicthdchiyOn ta
d) Thao t&8c xo08 kh' i vin bfln

Thao icxodkh wtn b @’ n® thao &cchinh: L. ah rkh' vkn bl mf mod, xo4
Bl:L a&h rkh iAnbl mf xoa
B2: Xodkh winhd v 4 § mbib3unrg trong Accad:

C1: VaomenuEdit | Cut.

C2: BEImvaobiwae® rCgt ® trén thanhStandard.

C3: Nhbli b phim Ctrl + X.
C4: N h blDelgielré&noan phim.

e) Thao t8c kh®*i ph_,c n, i dung L« xo08§.

Trong su’'t qug§ tr3nh th ¢ hi n, Word lutn
LW quig¥p i dd%dgng khti ph, c | Yi n, i dung vin Db
hi"  n nhfm hoHc ch€a th ¢ s. L¥%ng theo T mu’  n.

tinhman g €0rigx 0§ mblt m, t ' di, ddu'nngg nk'hot il -pbJB0ogl Y4i n
c§ch sUndod khgi “piRedo®™ (t 8i khti ph, c)
C1: VaomenuEdit | Undo

Edit | View Insert Format
¥} Undo Typing Ctri+Z

(¥ RedoClear Ctrl+Y

Hinh27-Ch_ ¢ ntng Undo v~ Redo

C2 BSIm v o bi2Nur °tn€’ tnhga nun deo! ng ¢, chuXn St al
C3: D¥%ng t  Chl+Z h pctAk #8 (babk space

2. 2.3. nfomh ndUm[gn

a) Thay L i phtng ch_ , c¢c. ch_ , kiWu ch,
nNW t heogtchici ch., v ka2 Wau8ah_ I, L  nh dlng nh
Lfy. L.

xn " nh ddng nhanh

n W Ld4 nrphanhfontch , ¢ ch vakiwwh ,s d ngcacch aingl "~ dthn g
nuntrén thanh éng ¢ L dthn (ormatting), baog n2 be, .c

B1: Boi Lenkh wAn bl mf d ° dthngon g ¢ _hch , kiwaeh .

B2:L ah macch aingphih p
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V Ch rontch mu rhayl ~ tiong danh & fon

V CR nUc ch trongd sizel |
V Ch kiWeh trén cacbiwae€ng

t Times Mew Raman =

A Bch, rdm
A L chu nghi-°ng
A B ch c- glch chon
@L eu: CHthWkiF B pel 2 hau8 kiwieh cho @ingm & ° dthnmhe i Lom v~
nghiéngi n nghi °ng,c¥” igu dibmmch@n ng.hi °ng v~ gu ch
xn  mdhdng LFy L.
n" nmbnlgfly.baog nmbe, :c
Bl:L a&h rkh winb mf ®~ dthn g
B2: Ch mn trong @Accad:
V C1: Vao menu-ormat | Font
V C22 Nhbln t° Chl'+p ph2m t dt
V C3 K2ch phli chu, t I °nFmh" i vin bln \
H phoY font hi ma
Font @
’ Font ‘ Character Spacingr Text Effects
| Eont: Font style: Size:
ficec e o | Reguler |12 |
{ \A' [Reqular | ]
Trebuchet M3 “| |Ttalic ‘9 = i
Tunga 3 \BO;S | ‘10
\Verdana —| | Bold Italic 11
Narid g | -~
Font color: __ Underline style:
’ Automatic VE }(nong) vE
| Effects
[] strikethrough [] shadow [] small caps
[] pouble strikethrough [] outline [] all caps
[] superscript []Emboss [] Hidden
[] subscript []Engrave
| Preview
Times New Roman
| This is a TrueType font. This font will be used on both printer and screen,
o= ]
Hinh28-H, p t hoUi Font
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Font: Ch  n ki Wu font c¢ch, mu " n s d, ng
FontStyle Ch™ n ki Wu @hghiéngie m h|védpim€ nrgch,i °ng vpa L:
Fontsize Ch n c¢_ c¢h,
Fontcolor Ch n m"u c¢h,
Underline Style Ch™ n khdnWu g UYc h
J Ngoai ra: Word concung dlgachi u naho ch trong ving Effects
Strikethrough: GY cdiach m € ng
Double Strikethrough: GU cdi a&h 2L € n g
SupperScript: KiwWieh ch's trén (&)
SubScript: Kiweh ch's d€, (Al,O3).
Shadow:Hi u_ nlgngl "
Outline: TS L € viQyén ngaii.
Emboss:Hi u nligm loY.i
Engrave: Hi u nkhdschim.
Small Caps Ch th€ n g
All Caps: Ch hoa
Hidden: § nch .

b) Ctn ch nh LoYn vin b[ln

M, o bbuu " ddmg(Enter) s€t Qanhm tL o & . bf nKhicknch nlho Wit n
b [ khongcF p h [ac h'toanb v £ bf rrong L 8h ' - mach ¢ FlhHt t atoomgy
L o &m bl mfnctnch nrht i famhcabb€, @nch n @6 2 kiWwetkn ch ntbY wvin
bl hacktn ch nnhanhvacknch nlhfly,
x Cbn chamih Wb&ddn vin Db[n

NW ctn c¢ch’ nh n hdangdacniit ohd ekng rRsnirénttHamhcong ¢
L ° dthnFEprmatting.

VECLn | Z vin rlr)t heo | Z tr §i
V ECiLgi wtald fCtrl+E)

V ECtn 1Z vin HCriwR) heo |1 Z phd |
V S crLnzabéen | Z apghd (Ctrlvl)

xCbtn ch nh Lfy L. Lo4YYn viEn bDb[n
Vao menuFormat | Paragraph h phot Paragraph xublhi n
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Paragraph @@

‘ Indents and Spacing | Line and Page Breaks
General - [
Alignment: { Justified v Qutline level: iBody text vjl
Indentation
Left: 127em [§] Special By:
Right: 0cm = i(r;onev)r v [
Spacing
Before: ot v ine spacing: ;
After: 0pt = Multiple 3
n . gidndong
Preview

[ OK J[ Cancel ]

) Hinh29-H, p t hoUi Paragraph
Ckn IQcholoY wkn b mrong m  Alignment

V Judified: CL b Qabén | Q altnaf i v
V LeftCtn |1 Q vkin bl[n theo | Q tr§i
V RightCkbn | Q vimphlhlin theo | Q
V Centered CL @i viab n

* Indentation: Thi/Jt <kph o [catiy mép Ll o Wim bl o v . |i (ang gbly
V Leftt Kh odfhh ¢ @&il o U d]In@aic | tenggibly
V Rightt Khodfht ¢ @h € jlao Wdjin@h § j teang

* Trongm, Special

V Firg line Thi UJdpt hg tddngl fFtitnsov [ LoY waom @y

V Hanging: Thi gL t hdongt dongt h2t rl itrongl o bmv | i
dongl Ftiénm & h o [cachy€ gdvaom, By.

V NoneHu b, c hl/]t h| fdongtrénlo Y n
*M, Spacing chophépt h 1 Ap gidncachdong

V Before: K h o [cacpgi adongl’ ftignc . lao Wnidongc u'ckng c_ a
L o & i [ trénnd.
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V After: Kh o [cadpgi adongc u clingc . ladlnv, d. ng tiéfcua
L o &m bl rsaunod.
V LineSpadng: C hnL, gidndorg. Cacthong s thi/] td prong m At
c) Ctn ch" nh Lo4Yn vin bl[n d¥%ng the ¢ (Ruler)
Trén the, Ruler ¢ cacIndentl Wkn ch nlh th o Fddng, dingchu t \kn
ch' ntiheoymu n

V LeftIndent:  TdiLo#l fl d6ilen)v "0 so v, i bi°n tr§i.
V RightIndent:  TdiLo# . &6ilen)v " 0 s o Vv, i bi°n phli.
V FirstLinelndent:Ch'th, . ng Lfu t i °aghcdg na IsaWin.gd, n ngu
V Hanging Indent: Gi nguy°n d,ng Lfu, th_,t c8c d,

ML u The ctn ch=nh Lovn vipht&nh(RIPth ac th
Loun vihmXmMdantn ch=nh r Qi ma i ti An h"nh dhcl

2.2.4. ThiJt | dp Bull ets and Numbering
congd n:@ungl W § rshth t ,ch hotuky hi WU Fa aacloY wvkn b nCac
b€, td] manhnh€sau:
B1:n § ndBlboi Len) écloY mkn b mu i § s th t hoHuky hi W FlioY n
B2: Dungm t trong 2 @d sau:
C1: VaomenuFormat | Bullets and Numbering
C2: Kichphl" chu tén pH wkn b v @6i Len, ch mBullets and Numbering
H phoY Bullets and Numberinghi ma, tén h phot nay co 4 tab:
+ Bulleted: n § rkirhi  wHUpY hhenhau m L FlioY wkn b n
+ Numbered:n § nshth t ,ch hoHus laMa" L frq LodY nheoth t ting oF n
+ Outline Numbered: n 8 nshth t choloU wkn b b cblurdc nhiQ wblgt’ La la
9 dblp m @aycho pkepdungs , ch , ha-uky hi U
+ List Styles Lanh nly’ dthnlg¢ €’t&ea/un

Bullets and Numbering

Bulleted | Mumbered | Outline Numbered | List Styles

. = [

None . = .

. L [

+ S » v
+ b > v
+ S > v

[ OK ][ Cancel ]

Hinh30-H, p t hoYi Bul | @dabBulleted)d Number i ng
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Bullets and Numbering (%]

| Cutline Mumbered || List Skyles |

1 1 1

Mone 2. Z Z

3 3 3

1 ) [ 1

2 ] d 2

3 ] g 3

[ 04 ][ Cancel ]

Hinh31-H, p thoYi Bullets and Numbering

Bullets and Numbering (%]

| Eulleted || Kumbered | Outline Murnbered | List Styles |

Y 2.2, styled -
Mone =) 221, =
i 2211, .

1 21, 1.1.

a 2141 1.4

i al 111
o J (oo

Hinh32- H, p t hoUi Bull ets and Numbering (T

nNW t tng c blp ,hi@bH@utling Nymipered bIg 1) 1 sang 1
C1l: Ch  n ch_ ¢ ntng I??crease l ndent LW tt

Decrease I nd&Eat LW gilm cblp
|‘§§ Decrease Indent
cC2: K2ch ph[i c¢chu, tt’Ean,c,rease,I,ndent_,_. - nktng ph% h
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*Cl ngpthwt ch mm &y hi Symbol) bblk8lambullet cho Lo vkn b pcacbe, ¢

ti/] manhnhe€sau:
B1l:n § ndBlwoY wkn bl mu n. § iuilet.

B2: VaoFormat | Bullets and Numberingr” th nhTBulleted.

B3: B ch nm tdd g bullet bbltk8 I’ ich nnat

Customize h pthod iCustomize

Bulleted List hi ma,ch rmackyt mu 18 d ntepng m @ullet character.

Customize Bulleted List

Bullet character
(] | 1 | | - | \
Jl=l=llelle«]-s
[ Font... ] [Qharacter... . Picture,.,
Bullet position
Indent at: |0.63 cm 3
Text position
Tab space after: -
1.27 cm $|  Indentat: 127em  $
Preview
. 1
. 11—
. 1
QK Cancel
Hinh33-H, p thoUYi Custumize Bulleted

V Character: Chéncackyt khackhéng @ mHitrong danh &h hiwnh hi nh i
V Picture: Ch mm thinh[ nraol -lam Bullet.
ML u T
n® thit | %b!1v bemit§cm maeab nén ba@phimn hm n  p h 2
N tiAn ,bai mlLencetpfc Lou nShiftQtabh nhm n tY hip
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2.2.5. Chia vtn bl[n th”nh nhiQu ¢, t dUng

Word cungcbl pinh ntng Columns giipng€ dung d dangchiat nlpd w £ f nb
hoHutoanh vin bl thanhn h icQtg i nhelg nchy rirgn cactrang baohayty mhi).
M L o%hm[adth We a«hiathanhcacc téL .r  nkhéc nhau.

a) Chiac , vttIm[ n
B1:L ac h (bdiL e miUngv L[ anfahialamn h icQut .

B2: Vao menuFormat | Columns. H, @ h cC8lumnsxublh i * n:
Columns 7]
F L
reseks [ = l
E EE EEE EE EE [ Cancel ]
Cne T Three Left Right
Mumber of columns: z ¥ [ ] Line between
Wyidth and spacing Prewigw
ol #:  Width: Spacing: =_=
i 7a6om % | 1.EZFom % = =
Equal column width —
apply tog YWhole document w
Hinh34-H p t hoUYi Col umns

T h il JHtActhéngs choh , tph cCllumnsyv . dacy n g hn@sau:

Onelc  t
~ Two:2c | t
~ Three3c  t

Left: Chiav L linthanh2 c . ¢ ,béntrdi cochiQu , m@g 1/2c, t pt[®in.

Right: Chiav L bl rthanh2 ¢ tc, bEBntraicoc hirQub Qr2d¢g rc t pHy I n
Number of Columns: S ¢ |, ctFtnYa

Line between:TYo L€ ng kT ph©n c8ch gi_a c8c c.
Width and Spacing: Ch i ]QQuw'g k h cdhgigacacc t .

Equal coumnswidth: n, r ng aécc , vakhol[ ncichgi ac § ¢ LQu®n g
nhau.Mu " thayl " Li,r nmic hto Kd o [cachgi acacc , t rbhdudhay

h ch mpaoay.Khill -cothWw i @b "Inh, m@ Kd o [caclygiahaic | t

naol -m téachtr ct p.]J]
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~ Apply to: Chobi/] p h Qinvkn b [ s chiathanhcéacc t.
SelectedText: Ch' chiac t cho vinb[n LAL€ cch n (bdi Len).
Whole Document: Toanb  cactrangv Lt m[ €€ chiac . t

@Ngadira:Ci ng c- th® chia vitn bdn hay Loun vin ¢k

cachnhah ch- ng b’  n ghiGas§ic fCglumnhs
b.Sal @i miMng
Bl:nHt i Wmvaom W trib bkt &rénvingv £bf i <hiac t .

wén thanhStandard

B2: Vao menu Format | Columns, h | {p h oCélimns x u Bli cho phépc h * snattac
thongs v @acc , Lfichia.

2.2.6. TYo ch_(DropgCap)! . n LFfFu d, ng
congd nigtdah cail n Fliod nkn b nm iIF rch' 4pd ncho m tCac
b€cth & Mmaog m
B1:n Hdontr chu waoloY wkn b mu n4Y eh cail i floY n
B2: VaomenuFormat | Drop Cap, h phod Drop Cap xublhi nco cactu8ch n

Drop Cap ()
Position
Mone Dropped In margin

Dpkions

Fonk:

Tirnes Mew Roman W

Lines ta drop: 3 3

Distance from bext: 0cm !

2K | | Cancel

Hinh35-H, p t hoUYi Drop Cap

None Khong thi] t. Hitrop Cap
Dropped: Kyt L Ftién thanhch | rconcacky t khactrong oY rvin b rbao
guanh .

Bién s8¢ nVI Vkn Huy 38 Bi min: Tin hXc on



nH KINH TIN &RQUKI NH DGA& H P. THpC HéNH KI NH

In margin: Kyt L ftiénthanhch cail rconcackyt khaccanh Qbén traind.
Font: CA n4 font ch cho ch cail . flo4 n

Lines to drop: S dongmach céil, rs€chi] m

Distance from text Kho[ nacht ch cail n JjioY wkn bl n

2.2.7. T¥3m kiJjm v™ thay t hlJ

n Wimki/jmm t hay m tg mt trong wn bl ns d n tinh nkng Find &
Replace 'ngt hgilip thayt hnd) t hotuen € mt b m t hotuen t©t , mkhac
a)Timk i JJm

nWwh di v ¢imkiJ] mcacbe, th i n
B1: Ch vangv tm[ mu = timki/. NJ] kkhdongl ac h vingv £ Im [ kVord s€th c
hi timki/mtrént o " nailbu,.’

B2:Kh ‘Ui, righn £ migkimv £bi m Vrcash:
~ C1: VaomenuEdit | Find...

C2:  Nh Win phimt &trl + F
H p h oFkhd and Replacex u bIt  hi ~ n:

Find and Replace

Find | Replace | GoTo |

' Find what: |6 bir can tim vao day] v

[ Highlight all items Found in:

[ More ¥ ] [ Find Next ] [ Cancel ]

|

Hinh36-H, p thoUi t3m ki /m

B3: Ch nabFind.
B4:G6t hoHug mt mu nimvaom d&ind what.
B5: Nhblrind Next I imki/] m
N/] W § rdbiich nvao 6 Highlight all items found in thi k/] gul tim ki/] ns€ L2 €° ¢
L § mbibunrg maukhac

b) Timk imyathayt hvwi m [ n

Tinh nkng thay tl]giptimra nh ng nt cf rhay thjvathay Bonmg © nt
khdcm tach nhanh chngvachinhxac Cacb€, t¢] manhnh€sau:
B1:Ch vangv £t m[ mu " timki/n. NJ] tkkhéngl ac h' mm vingv £ m [ kVprd s€
th chi timki/mtrént o " nailbi,.’
B2: Kh ' li, nighn t nigkimv Lby b Jrash:

D O/
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C1: VaomenuEdit | Replace..
C2:  Nh WHin phimt &Gtrl + H
H p h oFkhd and Replacex u bIt  hi " n:

Find and Replace

Find ‘ Replace | GoTo |

| Find what: GE cum tir c&n tim vao day 7 "\

Replace with: Cum tLr c—én tnﬁay véo‘ééy v |

[ More ¥ ] [ Replace ] [Replace All ] [ Find MNext ] [ Cancel ]

Hinh37-H, p t hoUYi thay t hJ
B3: Ch nabReplace
~ Nhd g, tmc ftimkiJ] nvaom, dind what:
Nhd g . tmsEthayt h Jin dReplacewith:
B4: Nh bt Find next L Wm L Jjwitriv £t m[ah ag mt cf tim. Khitimt h bly :
Replace Thayt hc/] ttimL €’bcci, mL < hi” ni, Replacewith
ReplaceAll: Word s € ', rihgyt htdhnb . © §wmtiml € ndiechl”™ nh .

2. 2. 8. Ch. ¢ nktng Autocorrect v~ Autotext

a) Autocorrect
Ch cn t maygitpt cl so Utnh fhanhhhnn h'nh ngt v i U]&atr§ n K cl
cacl chinht Khéngc Fthi /bt kihdt n g, ma@l chinht [ .
*Th°m m, t t._ viJjt t dt
B1: Vao menuTools | AutoCorrect Options, h , pAutbCGomedix u BIt . n
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AutoCorrect: English (U.S.) @

P. THpC HéNH KINH DO,

AutoText | AutoFormat Smart Tags
H AutoCorrect | AutoFormat As You Type
Show AutoCorrect Options buttons
Correct TWo INitial CApitals

Capitalize first letter of sentences

[] capitalize First letter of table cells
| Capitalize names of days
Correct accidental usage of cAPS LOCK key
Replace text as you type

I;eplace: '-f_\fith: L
3]
) ®
(tm) "m
[ QK ] [ Cancel ]
Hinh38-H p t hoUi AutoCorrect

B2: Trong m deplace text as you type

Replace T. vi/] tduhayt s€b thay th]

With:C nt L fly_hay¢ mt k/Jgurmu riwnh.
B3: NhblAdd L Wém, hd-L€ancelll Wi vi ¢h i n

* Mt s’

khs§8c
Correct TWo INitial CApitals : S d PRt vi/] hoalénti] p

tu8 ch n

Capitalize first letter of sentences T4 @h in hoal’ f ddu.

Capitalize names of daysTU @h in hoa €n ¢ agay.

Capitalize first letter of table cells: T4 @h in hoal. frgq téutrong f n. g

Correct accidental usage of cCAPSLOCK keyS d khi dungphim Capslock.

* X008 mptttet. vil]

T€ehng t nh-e
OReplacer “ i ¢ Delete n Yt

th°m m wvi fJtnhdtpbf] tv it/ldbt ,t AtW Lx-0
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b) AutoText

Ch. ¢ nktng n"y gi¥%p ng+€ i s’ d. ng solYn t h[
bang c¢c8ch d¥%ng c8ay tt hJ/h Cldec, IB@ngEsay: m t _ t h
B1l: SoH wh[ @ ni hay dckyt th€ mxgyéns d n.g

Bai hoc Thai Nguyen CONG HOA XA HOI CHU NGHIA VIET NAM !
: Tngong BH Kinh té & QTKD Bdc Lip - Tu do - Hanh phuc :
BT 1] SRR

=

Thett Newpén, nedy | thing ne

B2: L ah B toanb ¢ m L .

B3: Vaomenulnsert | AutoText | AutoText, h hoY AutoCorrect hi  ma.
Nhd mhomt viJ] tduvao6 Enter AutoText Entries here

VD: chx
AutoCorrect @
AutoCorrect AutoFormat As You Type
AutoText AutoFormat Smart Tags

Show AutoComplete suggestions

Toa suggestion, press Enter
< Enter AutoText entries here:
chx

e —
CONFIDENTIAL

|Confidential, Page #, Date

Cordially,

Created by

Created on

Dear Madam or Sir:

Dear Madam:

Dear Mom and Dad, |

Delete

Show Toolbar

Preview
Pai hoc Thai Nguyén CON
rong PH Kinh te & QTKD

Lookin: | Al active templates N

[ OK ][ Cancel ]

Hinh39-H p t hoUYi AutoCorrect ch. c nktng A

B4: NhbImat Add L fém.
B5: NhSIOK L W - hg ghotl.i
Cachdung:n W d n,ghd m, m viJ] tdut” hhblphim F3 trén ban phim (vd: chx + F3)
229Ch " n kT t(SymboRuic bi =t
Trongquatrinhsolnth Fot b [ 5 khi ng€ tac Fehénmts kyt L Hic
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bi vabtai | i (khdngcod s/urtrénbanphim) vid _nhey, F, W, m¢, °...tinhnkt ng
Insert Symbol ¢ | Words€cung &I FLy cackyt L Hm bay.

B1: Vaomenulnsert | Symbol h ghod SBymbolhi n ra.

Symbols | Special Characters | ;
- |
Slv B el ++ | @-"
IR P EINNNERL AL
NHEEE ORI BTN
N EE R EEERRER
I Recertlyusedsymbols: =~ = e .
W3 @ | B0 0| ®|©| v 6% ° |€ OO+
webdings: 98 Character code: |98 | from: | Symbol (decimal) ¥
[ autocorrect... | [ shortcutkey... | shorteut key:
| nset | [ cCancel |

Hinh40-H, p t hoUYi Symbol

B2: Ch rcachbiwu€’ ntrgng danh &chcac biwu€” mpbia d€., /] whex thblycd thw
thayl “ danh m @achiwda€’ rtrgng m dont.
B3: Sau khil «h m biwa€’ nbilmat Insert L \6hbImhd mhénbiwae€’ n g
L ou T: Cc8hco o ocn&c cbhivGu t_ 1 ng Ll1lc bi Mt bao g
+ Symbol
+ Webdings
+ Wingdings
+ Wingdings 2
+ Wingdings 3
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Symbols | Special Characters
Fart: | EEE [+
ol | 2| O = | +] @]
= i {Q|S|@m | e~ 0
e Y ) PP N Py
Bl 6B < % &% @E==ZEBE .,
Recently used symbols: :
Feollos| 2 650 =| = |0|a|<|w|€]| £] %
ebdings: 95 Character code: |98 | From; | Symbol (decimal) v
[ Autocorrect... | | Shortcutkey... | shortcut key:
| Imsert | [ Cariced ]

Hinh41-Ch™ n f ontt htorban ¢S yhmbp |
2.2.10. SoUYn thl[o ctng th_c to8&8n h c
n VEoH nh[ @bng th dodnh ¢Word cung &lpn © céng ¢ chuyén d ndling
L Wo4 rth[" aco tén la Microsoft Equation 3.0. Cachsod t h [no téngth c todnh™ c
L€ ¢ i Hnhn hsBu:
B1: Ch’ vntritréntail i 'n tsEchéncéngth ctoanh”™ c .

B2: Vaomenulnsert | Object... h | tho UYdbjectx u BIt . n

Create New ] Create from File

Object type:
;'Bitmap Image A
| Calendar Control 11.0 =

'Media Clip
tMMhMMﬂ---.*
'Microsoft Excel Chart

|Microsoft Excel Worksheet [] pisplay as icon
| Microsoft Graph Chart

Microsoft PowerPoint Presentation B

Result

Inserts a new Microsoft Equation 3.0 object into
™ li. vour document,

[ OK ][ Cancel J

Hinh42-H, p t hoUYi Object LW |Ibly Microsoft
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B3: Tim trong danh & Object type dongch Microsoft Equation 3.0, nhbIrOK ' W | bly
t hanh c¢hng Eduaigihi .n r a

b FEE @ 2ol 93 £NC doof | Awl o AO®
G EVE | £ S [ods Do e 0| m §E

Hinh 43-C ! n gEquagion

B4: B blmtacbiwWae€’ reang th doanh  of nhif] vasod wh[ dinhth€ n g
@Ngodira C- t h® | m yEquationrca! nfbg ncgk c §ch sau
B1: Vao menurools | Customize h i pCustdmzéhi Mn r a

Customize
Toolbars | Commands | options
To add a command to a koolbar: select a category and drag the
command oot of this dialog box ko a toolbar,
Cateqories: Commands:
Eilﬁ: | |5 Insert Excel Spreadshest i
i
Wigw ﬂ Chark
FDrmat — 'ﬂ "."'-"Elr'lj.':'.rt. o
EE:Z |1.|'E Equation Editar -
Web ==l Woice Comment
Window and Help
Drawing v | |l Insert Voice w
Modify Selection = [ Rearrange Commands. ..
Save ing | MNormal w ’ kevboard. .. ] [ Close ]

Hinh44-H, p t hoUYi Customize LW | bly Equa

B2: C h ZGommaads

B3: Cingerit r o n gCategbries t 3 nEquatiorzEditort r o n gCommiacdsva
kéeoPn tr°n thanh menu ch2nh | "mqbi©®Ou t_1ng t

T4 BAI GIANG MICROSOFT WORD - Microsoft Word

EEiIe Edit  Yiew Insert Format Tools  Table  Window  Help | Eietke-;.-'OE.l

B m chXZn v~ Bquation@ditort r 1mgt hanh tr3nh L_n men
cing thxc to8n hZXZc haySymoJ) n c8c bi ©Ou t_1ng
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2.2.11.Thi/J t R tri Liwnd n §abs
congd nlgl’ W l&cliWnd n khi nhblmphim Tab trén banphim, th€' nge’ ¢
s d nidicF nd on danh &ch matrongl -n dung ¢ nh3 nigingtheot ng t
C6 caclo4 Tab nkesau:
Left tab: Tab t@i[x]
Right tab: Tab ph [2]
Center Tab: Tab gi ¢t
Decimal tab: Tab tid phén ]
a) C8ch tabhi Jt | dp
B1: VaomenuFormat | Tabs h ghodTabshi * n r a.

Tabs E|

Tab skop position: Default tab skops:

| 1.27 cm &

Tab stops to be cleared:

Alignment
(%) Left () Center (O Right
) Decimal ) Bar

Leader
() 1 Nore Oz2.... O3
Cs___

Clear gl

I (8] 4 I[ Cancel ]

Hinh45-H, p t hoUi Tabs

B2: Ch rkiWuab trong m @lignment.
B3: Thayl " Li,| rb€, mhl[ y¢ aab trong m dab stop postion:

b) C&§ch t ha(ghbltidxil € ettegnisau Tab) (|

];ab stop position: Default tab stops:

B1: Xacl = kiWuwe, mhl yab trong m deader. m " [tzzem 3
/

Tab stops to be cleared:

B2: Thi/] td phéng s tab trong m dab stop position 9am
B3: BSﬂm W x 8¢ nhdn Alignment

@) Left O Center O Right
O Decimal O Bar

Leader

@ 1 None Y20 O3z
O4__

Clear ][ Clear all ]

[ OK ][ Cancel ]
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V2 dA vZ ddbvateadsro dAng

Tén hang S" " In®hn_gi §
TV e, S JOUPI 35tr
Tv lu.nh. ... 10, 2.4 tr
M8y g..l it 12, 2.2 tr
ni Zu..haol ... 8 4.2 tr

2.3. C8c thao t8&8c soUn th[o n©ng cao

2. 3. 1. Blfng biWu trong vin bf[n

B[ nlgWurong wn b it €'tled im & dong(rows)vam & ¢ {columns),
cacdongvacacc tnay td ahanhcaco (cells. Trong @&cd co thweh aackiwul lii @l n g
vin b pdd ngg, d4 nlgnh[[ n, bongth ¢ é

a) Ch n th°m m t blng m i

n Wehenb[ nlWwaovkn b pcothwh ci m  trong 2 @dh:
Cl:Ch n nhanh m t blng

Ch ™ n nhanbam g  m[o§c b€ c:
B1:n Hdontr chu waov trimu rchénbl n g

B2: Bblnchu waobiwd€’ Hngert Table Etrén thanh éng ¢ chuX r{Standard) vakéo,
xacl ~ 8 thangvas ¢ theoymu m nhl phimtraichu t(Ch's L fFlach s hang

ch's saubch's ¢ )t

6 x 3 Table

Hinh46-Ch n nhanh m t bl[ng bi Wu

C22 Ch n blng m 1t c8ch Lfy L,
B1l: VaomenuTable | Insert | Table
h phoY Insert table xublhi n

Bién s8¢ nVI Vkn Huy 47 Bi min: Tin hxXc
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Insert Table @

Table size
Murnber of columns: | &
Mumber of rows: 2 £
ButoFit behavior
(#) Fixed column width: &uko -

O AutoFit bo contents
() AutoFit ko window

Table skyle: Table Grid AukoFormat,..

[] remember dimensions for new kables

l OK I [ Cancel ]

Hinh47-H, p t hoUi |1
B2: Thi/] td phéng s cho i n: g

V Numberofcolumns:S ¢ t & ng

Number of rows: S hangg, @[ n. g

Fixed column width: C L' * ohiQu ng & t

AutoFit to contents: T L', i@ wh nkichth€, chov akHuwv, N dung.

AutoFit to Window: T L', g @b "Inth, w©éagc  trongblngsaocho i nap

c hirQum gkhitc hirQutrangvk o [ n .

B3: Bblnvaonut OK L. \éhblmhd hénb[ n. g

ML u TTrong qu$§ tr3nh soun thdo, L1 | Yac k2 c |
nh. tr_yng hitp d_ai

< < < <

STT H L' m Tén Ngay sinh

n® ch=Znk2eslbat hy «ac cho bd ncgechlt rmnmgh trsawm:g hi p n
Bl n’l1lt con trY chuit v o mit vn tr2z bmt k8
B2: Vao menurable | AutoFit | AutoFit to Window
b) Ch nh s a c¢cblu tr¥%c c¢c,a blng.
* Thémc tcho bl n.g
nwW t h°m c,cdhl ¢ hm sathl*en g
B1: nHt con tr, chu, t v o v’ tr2z 1iQn kQ v, i ¢c,
B2: Vao menuTable |Insert, c¢- 2 | a c¢ch n:
Column to the left: Thém 1 ¢ bén traiv tri con ty
Column to the right: Thém 1 ¢ bén pH v tri contr, .

Bién s8¢ nVI Vkn Huy 48 Bi min: Tin hXc on
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Table | Window  Help

___.? ==

#| Draw Table :..L 2 ez | _@ == |4y qj
Inserk bl Table..,
Delete k I;*'IJ Columns ko the Left
Select » 1 Columns ko the Right L"E

== Rows above

1 Split Cells, . == Rows Below

.

# | Table AutoFormat. .. S el

Hinh48i Ch n ¢, t (Ingeh @olurbn)n g

* Th°m d,ng cho blng
Bao g n? be, ahinh.

B1l: n Hgonty chu waov tri liQ kQv. idong mu rthém (phiatrén ha-Lphia de, dong
mu  rthém).

B2: Vao menuTable | Insert, c62l . a c¢ch n:
Rows Above Thém 1 dong vaphiatrénv tr2z con tr,

Rows Below Thém1dongvap h2 a vd€.tir 2 con tr,

Table | Window  Help

_-"? ==
] Draw Table fr_, A g2z | _@ == |4y q:l
Insert v | ] Table...
Delete k |;1‘.J Colurnns bo the Left
Select » G Columins bo the Right
&3 Rows Above |
6 Split Cells... == Rows Below i
# | Table AutoFormat. .. S Cells. .,

Hinh49-Ch n h”" ng cho bl[ng (Il nsert RO

@Ngoai ra: ne th°m mit d,ng mai v "coo nv It rtYr 2v "oou X
(cell) cuXi c%ng cva bdng r Qi nhmn ph2m Tab
* Xog [ hg.

n Woac tc &[ n gach lamnh€sau:
Bién s8¢ nVI Vkn Huy 49 Bi min: Tin hxXc
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HéNH KI NH DOANH

Bl L ah r{bbilen) &cc tf xoa
B2:Ch mn trong Accadh:
C1: VaomenuTable | Delete | Columns.
C2: Nhbln “° pgbhim Shift + Delete.
C3: Kichph[ chu th relete Columns
*Xoaddonge @[ ng.
n Woadongc &[ n, gdchlamnh€sau:
Bl:L ah r{b6i Len) &cdongcE oA
B2:L a&h m trong Accad:
C1: VaomenuTable | Delete | Rows
C2: Nhbln *°  gbhim Shift + Delete
C3: Kichph[ chu th rmeleteRows.
* Ho" tr ., n

Cilng d,

c§c 1.
ng |~
Bl L a&h macému rhoatr n
B2: Dungm trong @ccad:

C1: Vao menurable | Merge Cells

ho” tr, n

2 Qhebg, td]hman@u :

trong

C22 K2ch phrli chu, t v oMemgéCellsr2 c¢c8c ! v_.a bt?
VD: TYo m t bl[ng c¢c- cblu tr¥%c nh€e sau:
. . S" b niwm
STT H \ . . .
danh Toan Ly Hoa
Cachlam TY on bl napdi n g
STT H  v| S b| niWm
Tén danh
Toan Ly Hoa
Béi Len 36 phiatrén 6 Toan, Ly, Hoar hoatr racd naylaml.
STT | Hova | Sébao
Tén danh
Toan Ly Hoa
Bién s8¢ nVI Vkn Huy SC Bi m!n Tin hZc on
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Lamt€hgt cho@cd6STT, H vaS8 @d8m danh
* Chia nh, c8c 1!

Clilng dchimgh llh'ay nhi Qu ' € hay nhQ ® khficmlgu. Gddr * n h
b€, td] manh

Bl:L a&h macomu rhianh.
B2: Dungm trong @&ccad:
C1: VaomenuTable | Split Cells.
C2: Kichphl" chu twaov tricacdov. &bi Len ch Bplit Cells
H p tSplioCélisxublh i takiQ i € rcarhangvac waocacot€hg n.g

Numberof CoumnssS°~ | € ng c8§8c h' ng
Numberofrows:S”~ | € ng c8c c, t
Nurnber of columns: '2 [ % l
Mumber of rows: 1 3\
OK Cancel
Hinh50-Chi a nh, °~ (Split Cell s)

VD: TY on bl nap cbldrdc nhesau:

niwm
S° b| Toan Ly Hoa
danh LEFnLFnLEFNnLFNLEFnLE N

STT H V-

Cadh lamnh€sau:
STT H  v| S b| niWm
Tén danh

Toan Ly Hoa

LF e’ dhia éc6 Toan Ly vaHoathanhcac6 co 2 hangval ¢ .t
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STT H vl S b| niwm
Tén danh

Toén Ly Hoa

Ti/] pheo chia &co phiade, 6 Toan thanhcaco co dd n: g
H  v| S b _
STT . niwm
Tén danh '
Toan Ly Hoa
LF nLf n

I !
LF m€" ldmcho écob Ly vaHoa Cu tungta hatr macdSTT,H v St °m§o danh
,vabni Wm

H vl S° b ,
Tén danh niwm
STT Toan Ly Hoa
LEFnLfFnLfFnLf nLEF nLf n
I Il I Il I I
c) Thiagt I dp L " nh dddng cho blng.
cong d n: JhifJ 1d g4 cblurac cho i ntheo m ©hlurdc L ¢ €° ceng dIun

b Word, hoHumg€ diingcl nathw td on mX wathém vaoth€vi mX uCac lam
B1l:n Hdontr chu waom W tribblk8trong b n. g
B2: Vao menuTable | Table AutoFormat, h pTadlelAotdFormatx u BIt = n .
Bién s8¢ nVI Vkn Huy 52 Bi min: Tin hXc on
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Table AutoFormat @

Category: )
4l table stvles v ‘
Table styles: )
Table Classic 4 A
Table Colorful 1
| Table Colorful 2
| Table Colorful 3
Table Columns 1 |
| Table Columns 2
| Table Columns 3
Table Columns 4
Table Columns 5 Modify...
Table Contemporary
Table Elegant |
e
Preview
Jan Feb Mar Total

East % % 5 19

West 6 4 7 17

South 3 7 9 24

Total 21 18 21 60

Apply special formats to
Heading rows Last row
First column Last column

[ Apply ][ Cancel ]

Hinh51-n° nh dUYng ablgAutpFolnang T

B3:L a&h mm mX W~ dthnad SLrhrongd Table Style
B4 Nh bln Applyast W 8p d_ ng
d) Thi /Jt viQdmaud€homgn g .

n Whi/J id kiwl. € vignmausdd € wvi@QrhoruenaunQrecho W ng d ng
cong ¢ Bordersand Shading.
B1: Ch rcéacd trong B nhgy tanbl nlg\Wayl ~ chcthong $ lién quanl JJIh€  vi@n
vamaunQ n

B2: Kichphll thu waovingv. @6i Lenvach rBorders and Shadingh phod Borders
and Shadingublhi n

B3:L a&h mactab®©hg nlyWayll tcacthongs cholf n g
V TabBorder: Chophépth i I/Jdcpcl ™ d Bl wd@€ nlg®_ vangl ac h™ n
V TabPage Bordern ' nithnlg€ kUgiQ rcho trang ¥n b n
V TabShadingn~ % nigwumaunQ rtho 4 n. g

* Tab Border
C8&c thlng s’ | iOm a@uanbdgo L€ ng Vi

Bién s8¢ nVI Vkn Huy 53 Bi min: Tin hxXc
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Borders and Shading @

{Borders | page Border | Shading
Setting: Style: Preview
— “ v;{ Click on diagram below or use
hone buttons to apply borders
...... Box
| R IR R
= al v
J Color = 3
' o Automatic i
i : —
i iidth:
i a2 pt v Apply to:
== | Custom E ]
ey  Table v
[ Show Toolbar ] [ Horizontal Line... ] [ QK ] [ Cancel ]

Hinhs52-H, p t ho Ui Borders and Shading, ta

Style:Ch kni Wenly" bnhi Ap.
Color: Ch" mawchol®® ntgh 3ng .
Width: Ch ™ b, day,m nahol€ ngQnv i

Preview: C6t hcWi ‘phémvic § € rgftnh i gt’ d Bl Mg tacd tr quan.
Apply to: Ch" phm vi cacd thi/J1 dchophi h p :

V Table: $SK&i /'t d Kdmegchotoanb b [ ng.

V Cel: @H'li Achocacdlach™ n.

> > > > >

* Tab Page Border
Cacthong s lién quanl JJwiQ i, drang wn bl n

Bién s8¢ nVI Vkn Huy 54 Bi min: Tin hXc on
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Borders and Shading @

'\ gordersv Page Border ’ Shading |
Setting: | Style: Preview
T | l A Click on diagram below or use
' None E buttons to apply borders
Box
. Shadow EA R Reaa 5|
§ Color: T T
Automatic VJ
3D
width:
— e pt v | | Apply to:
— Custom :
an Art: IWhoIe document ;Y;]
(none) 3
[ Show Toolbar ] [ Horizontal Line. .. ] [ OK ] [ Cancel ]
Hinhs3-H, p t hoUYi Borders and Shading, t
h nghoa c¢c8c tHageBgdes €©htnigong thdab trong t al
* Tab Shading
C8&c thlng s’ l'i°n quan LJJn m"u nQn c_, a [

Borders and Shading

Preview
| NoFil
Patterns
Style:
ID Clear v' Apply bo:
e {Table v‘
[ Show Toolbar ] [ Horizontal Line. .. ] [ OK ] [ Cancel ]
Hinh54-H, p t hraerd and 8hading, tab Shading
Bién s8¢ nVI Vkn Huy 58 Bi min: Tin hxc
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Fill: CA mmaunQ thichh p

No Fill: Khdng thi] td pnaunQ n

More Colors: Tugch mmau nRunmgaoai danh éch cAcmaulang hivnh .

Style: KiWwQ n

Apply to: P nvi 4pd, n: g

V Table: SEi /t° d Bdmwg chotoanb b [gn

V Cel: @Hh'l Bchocacélach™ n .

> > > > >

e) Thayl ~ kich th€, ¢ along, ¢ ;dichuyWrbl n.g
*Thay L~ kichth€, dong, ¢ t

nW thay L i k2ch the€e c aich€, kigkhBla-conpn tr, c
chu ®Ebi/] nhanhhinhml tén 2 chQ, nhblphimtraichy T i vakéol Wayl “ Li
r ng aong

Lamt€hgt L Wayl ~ kichth€, ¢ & t
* Di chuyWn blng.

n Wi chuyWml n,gh mm trong @ccach:
Cl. Ta L€ea con tr, chu,t |l°n g-cwartBEhmgn tr §i
4 mii t°n quay vQ 4 h€ ng, nhblp tr8§i chu, t v~
C2n § ndBlw[ nmgu i chupWbun @ch bbInvaobiwue’ r#) Cbl nly -va page
vao Vv trimu i chuywn i

f) ni Qu ch’ nhbillhmhauy 'ngd cnga bcntg nhau

n WiQeh nlhr ng aongblnmhau htLe, & bJnmhaucichlam nhesau:
B1: Ch macdong habcacc mu miQeh nlhr nlfunmhau.
B2: Ch mm trong @&ccad

C1: Vao menurlable | AutoFit |

G#A| AutoFit to Contents
rm| AutoFit to Window
e Fixed Column Width

:E Distribute Rows Evenly

13| Distribute Columns Evenly

Hinh55-ni Qu c¢ch nh d, bGnb3lnhanhau, c, 6 t

C2: Kichph[ chy ténvingvin ol v, & § miich wiQeh nphuh p
+ Distribute Rows Evenly. niQ €h' nlhr ngq aongb3unhau.
+ Distribute Columns Evenly: niQ eh' nthr ng & b Jumliau.

Bién s8¢ nVI Vkn Huy 56 Bi min: Tin hXc on
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g) n nh dldng h€e ng ch, trong blng

Hays nmhengay mai b sEch/] t

n. nly t gu dalamgi cho ta maphl i
h taldlamgichot gqu &6m nay.

— | Bath khéng bao gi tr 19:iL i «di,
tén L obvanh nmgayl <gua.

©
e

dol A

nWhayl " hi€. rcly trong - n, gaichlam nh€sau:
Bl:n Hdonty chu waodmu rhayl "~ hie, rcly
B2: Ch mm trong @Accad:

C1: Bblnvaobiwwe™ rChange Text DirectiontL. trén thanhTable and Border.

C2: Kichph[ thu th mText Direction.
B3Ch  n h€ ng ch, mu n 8p d, ng.

h) n nh ddng | Q trong blng

B1:n § ndBlb6i Len) @cocf .~ dthnl@

B2: Kich pH ichy tén ving L « § rdblich rCell Alignment, ch rkiwl. "~ mithn I
thichh p

I=| Cell Alignment >

I
Ll

AutoFit »

Table Properties. ..

B —

| := Bullets and Numbering...

Hinh56-Ct n ch nhgl @ ir&€ef | bRhi gnment

i) T2nh to8n trong blng

Word cung cblp m t ch. 'ic wmtingbfadghbitWgn &
Formula. C8c b€ ¢ d%ng LW th ¢ hi n thao t§&c t
B1: nHt con tr, chu, t v o v’ tr2z ch_ a kIJt ¢
B2: Vaomenu Table| Formula, h_  pFortidaox@Wiblt hi = n.

Formula: C! ng th_ c¢c t2ogttromng dy g Pas%d ehfmnct

Number format:n" nh d4ng cho kJ/Jt quTl

Paste function C&8c h" m L€ ¢ cung cblp sJ/un (sum,
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IrFa:l-rr'nuIa - ﬂ"‘
Formula:
=SUM{LEFT)
Mumber format:
=]
i Paste function: IEI Past= bookmark: i
|
| ok || cancel |

e

Vd: = Sum(above); =Sum (below)Sam(left); =Sum(right)
2.3.2. Sdp xJp d li " u trong blng

Ch aing raych apd nlg€’trong tr€' rhg maco trong B nidong b hoatr n
tre, It : Cach lamnh€sau:
B1:n Hdontr chu waov tritrong ™ nmgu  rsdup/] p
B2: VaomenuTable | Sort h ghoY Sort xublh i ~ n .

VD:
STT| H L' m | Tén | Ngay sinh
1 | Trf Win Nam | 14/11/1988
2 | HoangH[ i Nam | 22/04/1987
3 |L&ATh Oanh | 3/10/21988
4 | T nldoai Shn | 21/06/1989
Sort (%]
Sork by
= (%) Ascending
T w | Twpe: =
en ¥p Text W {:}Qescending
Using: |Paragraphs W
Then by
B " (%) Ascending
Ho d W | Twpe: =
il R h () Descending
Using:  |Paragraphs b
Then by
= (*) Ascending
W | Type: y
(L= D=te b () Descending
Using: |Paragraphs hd
My lisk has
(%) Header row () Mo header row
Qpkions. .. [ I ] [ Cancel
Hinh57-H, p t heSldp Sofg d. |1 i " u trong blng

Bién s8¢ nVI Vkn Huy 58 Bi min: Tin hXc on
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Sort by: SdupJ] pheoliQ ki . @ tién (¢t Ftién)

Type: Kiww i & 8] p

Ascending SApJ] pheo chQ wtng d n

Descending SdupJ] pheo ch @il nadf n

Then by: NJJ wiQ ki’ rsdupd] Bort by tring nhau th s€If €’ sbpd] gheo @c
LiQ ki Mhen by sau.

Header row: Khdng sbpx/] glongtiéull @ @[ n. g

No Header row. SdupdJ] [ dongtiéull @ @[ n. g

< <K<K <LK L

< <

STT| H ' m | Tén | Ngay sinh

2 | HoangH[ i Nam | 22/04/1987
1 | Trf Win Nam | 14/11/1988
3 |LATh Oanh | 3/10/21988
4 | T nigoai Shn | 21/06/1989

2.3.3. ¢cSngd.cng L™ hoY trong Wor d

Ngoain h_ iyt wa@® o € h fad ~ d B v d m[, Word cho plépthao ticl’ ™
h o U dt/] grén nd. Tuy nhién, do kidng pH lacong ¢ chuyén d n L “hoYnén Word
ch’ cho plépthao icvEL € nmc & hinhl hgil nn VIlmv i v cmiditr€ngl “h otkén
Word, cf p h § id ., i d]Jthanhcéngc Drawing.

Cachinhthong d nty€ g€’ v&trén Word.

NveEr® ntgh3ng

X vem tén.

LJ. vehinhc hp h dinhvuéry.
© .ve hinhelip, hinhtron.

T Udhinhc hn h ehtav Lt mp
Cach v&
B1: Bblnchu tén hinhcF wE.
B2: Dungchuy t WEtr diJ] pinhL -Ién vungvin b f rchénhinh.
Vd:V. m tinhch nhd.t

0 Dié ddnh diu
Khi con trd chuyéu Link mii tén, ban
e o6 thé thay doi kich oo hink ve.

o« 4

Hinh58-VE h3nh trong Word

@L u: Tn @inhvwBbdng d¥%ng c&dhh kB DHBNilp bm &hiftprdn2z m
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b"n ph2m sB L_1c¢c h3 phinhtom?! rb@.m Tv ~“Shifgr 0t yp B2 nwhB
eipsB L_1c¢c h3nh tr, kB n.

Tr alkhivBnénbYl _ ylagquanhgi hy n U @wm b nach:

Vao menuTools | Optionshi phe iOptions hiM ra chX rtab General tim va bY

cho ang Automatically create drawing Canvas when inserting AutoShapes

Options @

Security Spelling & Grammar | Track Changes
User Information | Compatibiliy | File Locations
view | Gemeral | Edt |  Pint | save

General options
- Allow starting in Reading Layout

[]Blue background, white text:
[] provide feedback with sound
Provide feedback with animation
[] Confirm conversion at Open
Update automatic links at Open
Mail as attachment )
Recently used file list: 4 2 entries
[ Help for WordPerfect users
[] Mavigation keys for WordPerfect users
[[] allow backaro
Automatically create drawing canvas when inserting AutoShapes

Measurement units: ; Centimeters v \

[] show pixels for HTML features

[Serxice Options... ] rWeb Options... ] [ E-mail Options... J

[ OK ][ Cancel ]

Hinh59-H, p t hoYi Options, tab Gener al

a) VEhinh va LiQ rch. vao trong cac hinh.

Khis d, naichinhnh€hinhvudng, inhch nhd hay nhtron, ng€™ dungco thw
LiQ rihém n idung hay ch thich cho nh n kinh L -bun gach: Kich pi” chu tén hinh
v. a€ch rAdd text
Vd:

Bién s8¢ nVI Vkn Huy 60 Bi min: Tin hXc on
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I

o—o

& Cut & | Cut
23 Copy 23 Copy
Add Text Add Text
Hinh6o-Ch n n, i dung (Add Text)
b) Dungcack h~ i AhtdShapes.

AutoShapes la th€vi rcackh ihinh L & € té /it tre, .c0 W d N, g/do
AutoShapestrén thanh éng ¢ Drawing vach rcackh' hinhphoh p

)
g Ph n ghién th am nt

hoangth€” rrgyQ m3ag:

Hinh6l-Aut oshapes v~ c¢8c v2 d,

c) C8c c¢c'ng c, khg8dDrtawimgt hanh c¢c!ng ¢
:Ch” Ih"t€ ngfln" dHng.
:Ch Lnd frgonge _ £ n g .
:Ch nétc_ ® ng.
:Ch’ chiuml tén(khivEml téntrénhinh)
:Ch” mf sbchol© ng .
: Témaun Qahom thinhKkin.
:Ch’ mausdichoch .

: T Ylwdngcho hinh Ve,

Bién s8¢ nVI Vkn Huy 61 Bi min: Tin hxXc








































































































































































































































































































































































































































































