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TIN VAN PHONG

Chu dé: Microsoft Office



a Noi1 dung

C
= (G101 thi€u Microsoft Word

= Cac thao tac soan thao co ban
s Thao tac trén khoi vin ban

= Tab va cac thiét 1ap tab

= Dinh dang van ban va doan

= Bullets va Numbering

= Bai tap
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% Gioi thieu Microsoft Word
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. Gio1i thieu Microsoft Word

= . :
= Phan mém soan thao van ban pho bién nhat

= Ra doi1 thang 11 nam 1983 (chay trén DOS)
» Cac phién ban chinh:
= Word for Windows 2.0 (1991)
= Word 6 for Windows (1993)
= Word 2003 (2003)
= Word 2010 (2010) ¢ phién ban d¢ thi cudi ki
= Word 2016 (2016)
= Word ciling c6 mat trén Mac OS, OS/2,...
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. Gio1i thieu Microsoft Word

C
s Cac tinh nang chinh:

= Soan thao van ban

= Hi¢u Uing vé kiéu chit, cach viét, mau sic

= Cin 1¢, dan trang, danh dau dong

= Chén cac hinh anh, art word, am thanh, video

s Chen cac loai ta1 liéu khac nhu bang tinh, ban vé
= Kiém tra chinh ta, ngit phap

= Tu dong 1ap chi muc, muc luc, danh dau tai liéu
= HO tro soan thao blog va cac tai lidu online
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Cau tric man hinh Microsoft Word gom 7 phan: thanh céng cu nhanh
(1), Office button (2), Ribbon (3), thudce do (4), thanh cudn (5), thanh
trang thai (7), man hinh soan thao (7)
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G' yi thiéu Microsoft Word

o Cau trac man hinh soan thao van ban: van ban soan
thao nam gitra, cac cOng cu nam xung quanh
= Cac vung dat cong cu:
= Khéi ribbon: tép hop cac lénh theo nhom va the

= Thuéc do: gom thanh tab nam dudi kh01 ribbon va thudc
doc cho phep nguo1 dung hinh dung t6t hon vé tuong
quan gitta cac khoi trong van ban

= Khéi thong tin, nam dudi, cung cap thong tin co ban
= Thanh cudn phia bén phai dé di chuyén trong vin ban
= Mot s6 cong cu khac xuat hién tuy tinh hudng
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» Cac thao tac soan thao co ban
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. Cac thao tac soan thiao co ban

: Str dung bo g6 tiéng Viét (d3 ndi o buoi 1)

= Su dung ban phim

= Phim néng (hot key): cac phim tit khi soan thao,
giup tang toc dd soan thao vin ban (ngudi soan
thao chuyén nghi¢p thuong che thanh ribbon di)

= Dung shift @& danh dau

= Dung ctrl dé di chuyén nhanh trong van ban

s Phim néng thuong dung: ctrl-B, ctrl-I, ctrl-+,...
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" Thao tac trén khoi vin ban

L
= Sao chep

= Boi den (danh dau)
= Sao chép dir licu
= Dan van ban
s Cac ché do khi sao chép vin ban

= Di chuyén kho1 van ban
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, Tabvacac thiét 1ap tab

= Thiét lap tab

= Dich chuyén diém tro theo tirng budc nhay

= Tao vin ban hién thi dudi dang cot

= Can Ié van ban vo1 tab

= Su dung tab dan dir li€u thanh 3 cot nhu dud1 day

STT Ho va tén Dia chi
1 NguyénVinQuang 123, Tay Son
2  Nguyén Hai An 68, Nguyén Du
3 Duong Qudc Toan 23/10 Nguyén Trai
4 Nguyén Anh Son 32/7 Nguyén Trii
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%» Dinh dang van ban
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- Dinh dang van ban va doan

C
= Chon font chir

s Chon c0O chiv
= Chon kiéu chtr

s Chon mau chtr

= Chon mau nén

= HOp thoai Font
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. Dinh dang van ban va doan

C
= Dinh dang doan van ban

= Mdi dau xudng dong tao thanh mot doan vin ban
o Dinh dang doan van ban chi can dat con tré vao doan
can dinh dang
= 3 cach go phim Enter:
= GO Enter: xuéng dong, tao doan mo1
= G& Shift-Enter: xuéng dong, khong tao doan mdi
= G0 Ctrl-Enter: xuéng dong va ngat sang trang mai
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Dinh dang van ban va doan

-

Paragraph [® |[ ==
Indents and Spacing | Line and Page Breaks |
Genera I
Alignment Justified E
Qutline level: |Body Text E
Indentati
Left: 0cm Spe By:
Right: 0cm (no
[ mirror in dents
Spacding
Before: 0pt = Line spacing: At:
After: ipt = Multiple |E| 1.1
[] Don't add space between paragraphs of the same style
Preview
Tabs... l [ Default... ] [ ] [ Cancel ]

= Aligement: kiéu cén 1¢
cho doan

= Indentation: thiét 1ap
khoang cach tir mép 1é
doan so vdi 1é trang

= Spacing: thiét 1ap khoang

cach dong
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. Bullets va Numbering

= Thiét lap bullets
= Dit con tro 1én doan can danh dau dau dong
= Thiét 1ap thong tin vé dau dau dong & tab Home,
group Paragraph
= Thiét 14p numbering
= Dit con tré 1én doan can danh sb chi muc
= Thiét 1ap thong tin vé dau dau dong & tab Home,
group Paragraph
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Nha sach Tri Viét

I1.

Sach tin hoc

A Tin hoc cor ban

Sach tin hoc cor ban, Sach tin hoc co ban, Sach tin hoc co ban, Sach tin hoc cor
ban, Sach tin hoc co ban, Sach tin hoc co ban, Sach tin hoc co ban, Sach tin hoc co ban,
Sach tin hoc cof ban, Sach tin hoc co ban, Sach tin hoc co ban, Sach tin hoc co ban, Sach
tin hoc co ban, Sach tin hoc co ban, Sach tin hoc co ban, Sach tin hoc co ban, Sach tin

hoc cof ban, Sach tin hoc co ban, Sach tin hoc co ban, Sach tin hocco ban, ...

B. Van phong

Sach tin hoc van phong...

C. Lap trinh
Sach lap trinh...

Sachy hoc

A Y hoc phwong dong
Sach y hoc phurongdong...

B. Y hoc phwongtay
Sach y hoc phuongtay..
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