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a Noi1 dung

C
= Soan thao cong thirc toan hoc

= Chén ky tu dac biét

= Tim kiém va thay thé vin ban
s Chia vin ban thanh nhiéu cot
= Chit hoa khoi Ién

= Tinh nang AutoCorrect

s Style va danh muc luc
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Soan thao cong thirc toan hoc

2

Chon Insert \ Equation Somame | TU €2

. 'Equatian'Symh-:uI
bed Ohject - - -

Built-In

Chon loai cong thirc phu hgp (e

hodc “Insert New Equation” ||

Céc Céng thl,,IC Cé Sén Céc 6 BinnmialTheureT
tréng dé dién dir liéu pht hop |* 720

| »

Cac cong thirc co6 thé dé quy
(16ng nhau)

Xuat hién ribbon Design cho . S
phép chinh stra cong thirc

n=1

TC  Insert Mew Equation
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&, Cos— + b, sin— |
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3 Chen Ky tu dac biét

L
= Nut “Symbol” ngay canh Equation

= Chon ki hleu phu hop hoac “More Symbols

hién cira so ki hiéu )
B Mét 86 font Chuyén Eont:| (narmal text) [+] subset:| currency Symbols : [~]
‘ m|¥ | PsRs|% | 4 [OIK| 7|0 8| P|G|A|2
dung Chotrang tri: C[%] € [Ne|™[ Q] €36 1 [ v4] 2] v 24| %] 7% o
‘_T_’l*_’Iia«ﬁHZ—/'\{o@
= Wingdings Cn[T =z ===l - [TT=TA
- Beg tly£sed;mbc|:' ® [TM| + ?f <| >+ | x| u|o E,
- Webdlngs s::;ofz:ame: Character code: |20AC | from: |Unicode (hey) ||
- Sym bOI | AutoCorrect... | | Shorteut Key... | Shortcut key: Alt=Ctri-E . |

= Hiéu qua hon chén anh
Truong Xuan Nam - Khoa CNTT 4



. Tim kiém va thay thé vin ban

o
= Chirc nang cho phep swra do1 dir li€u ca loat

= The ribbon “Home”, nhom Editing, nut Find

m Xl}ét hién cira sO cho phép tim kiém hoic thay
thé doan van ban

x Chon nut “More >>" dé thém nhiéu lya chon

= Goi nhanh chirc niang Find bang Ctrl-F

= Goi nhanh chtrc ning Replace bang Ctrl-H
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,, Chia vin bén thanh nhiéu cft (1/2)

o
= Chia van ban thanh nhiéu c4t thong dung trong

nhiéu loai tai liéu dic thu (tr dién, cdt bao,...)
= Chia trang thanh nhiéu muc
= Tang mat do chtr mot trang
= Trinh bay can d6i hon
a Co thé thuc hién viéc chia cOt theo 2 cach
s “gd trude — chia sau”
s “chia trudc — go sau”
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,, Chia viin bén thanh nhiéu cft (2/2)

=

= (GO van ban nhu binh thuong

= Dénh d4u khéi van ban mudn | — "‘
chia cot = |z (®| (=] =

= Chon ribbon “Page Layout”, |wmeuews s & oo
nhom “Page Setup”, chon w s %
Columns => More = =
Columns... E— —

= Xuat hién giao dién chophép |~ ”
dinh dang cot van ban
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, Chif hoa khoi 16m

m Mot chirc nang c6 tinh trang tri va xay dung diém
nhan cho mau van ban

s Chon ribbon “Insert”, nhém Text, chon tiép
“Drop Cap”
s Xuét hién 2 lua chon:
= Dropped cap: Chir dau khoi viét hoa ¢& 16n chiém
nhiéu dong
= In-margin dropped cap: Chur dau khoi viét hoa va
chi€ém ca phan doc van ban
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. Tinh nang AutoCorrect

L
= AutoCorrect 1a tinh nang tu dong sura 101 hoac

hoan chinh nd1 dung van ban nguo1 dung dang
20, mot sO tinh nang kha dac sac:
= Ty ddng viét hoa nhiing chit dau cau, dau dong

= Tu dOng thay thé cac doan van ban béng cac ki hi€u
phu hop (vi du nhu 1/2 => 1, (¢) => ©,...)

= Ty dong chuyén mot so tir gd sai thong dung thanh tir
ding (teh => the)
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. Style va danh muc luc

L

= Chtic ning quan trong va can thiét doi vdi soan
thao van ban chuyén nghi€p

= Style: quy dinh thong tin vé doan vin ban, trong
do quy dinh vé font chit, kich thudc, mau sic,
can 1é,... dic biét 1a cung cap thong tin cho Word
biét doan vin ban nay thudc loai gi (d4¢ Word str
dung trong cac cong viec sau nay)

= Ung dung cu thé nhat: tao muc luc tu dong
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Bai tap 1:
str dung
equation
$0an cac
cong thure
bén

B= |1+ 2+J3+mJH
"|||.'1 ﬁ\
C=n+i¥n+¥n+---+Vn

D= {\E + Va4 -+ n, n chan
V1 4+ V34 - +n, n lé
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Bai tap 2:
stt dung
equation
soan cac
cong thure
bén

VAX+ Z AVEX)+D u Vh (X")=0

i=1 J=1

X =AY <X, SAX,i= 1.,,“”}

X =[x. % x,]

L(X s, A, w)y=f(X)+ Zl,il"?gl (X -5, )+ Z ,u}"? h! (X))
=] g=l
( 1

S = {-"f
g0

’ ’ N)E=-
R(;{}:. 1 [ {gl("")]+33|(“‘} ] ! gl( : g(l
o o g, ==&

o
g =£‘:J}’_:

L

H =N [1+ n H 7, ] 30, O m H, +H,m
k+1 k

I T =T
ak ?r.i- a.k ﬂ.i.- ak '?r.l:
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a) Chithg minh ding thic

C=C +C_+C +.+C+C,

by Phép bién 441 Lorentz,
T ofng thite bidn d81 Lorentz, ta thu dude

Bai tap 3: két hop equation va soan thiao dé dworc
khoi van ban nhuw trén
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TRADING

BUSINESS FORMS
MFT.CO.

112 Ng Thi Minh Kha St
Dist 3, Ho Clu Muh City
Fax: (B48) 8225133
Tel: 8225851

A

carbouless

priatug

¥ Cowmputer forms with
I to 5 plyv NCR

=+  Business fors

ADVERTISEMENT

FOR LEASE
ROOM FOR RENT

Add: 327 Le Van Sy St
Ward 2, Tan Bl Dist.
(2kan froan the Awrport)

e  Well-equipped room.
Include awr-con., water
heater, IDD, phone, fax

FOR SALE

1985 BMW 3181

2doors, dark green, 1n
good condition

Price: 9,400 USD

LT
%

Pls. Coutact:

Mr. F.Nomnenmacher

Bai tap 4: lwa chon ki thuat phu hgp xay dung

van ban quang cao nhw hinh trén
Truong Xuan Nam - Khoa CNTT

14



