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Lam quenv iPhiénb nm i

a. Lam quen v ithanh Ribbon

Ln wutiénm Word 2007 1éncoth b ns ng cnhiénv igiaodi nhoantoan m isov icacphiénb ntr c.Ph nthay i
I nnh tlathanh Ribbon n mtréncungc ac as ch ngtrinh.
Tuy nh

- Hame Insert Page Layout References Mailings Review View
i camoes pesany -5 - (&0 7[5 3= - 1= - o e o)
Pate 5 [BI L U -abe x, X Mec W - A | |EE B2 55
Clipboard T Fant = Paragraph )

Thanh Ribbonth hi ns nnh ngl nhthéngd ngnh 6 b nkhéngph il ctunghang ngmenu timth b nc n.

T isaol icos thay inay?Cautr | ila gipchob nlamvi cd dangvahi uqu h n.Thanh Ribbon cnghiénc uva

thi tk saochocéac! nh ¢ t nh ngvtrih plynh t

b. C6 nh ng gi trén thanh Ribbon?
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Chipboard L Font ’5‘ Paragraph ]
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Thanh Ribbon c6 3thanhph nc nb n,s r tcéichn ub nbi tm iph n cg ilagivacachs d ngching.

1. Tab (th!)c6 7 Tabc b nn mngang phiatrén,m iTab idi nchom"tvingho t " ng.
2. Group (nhém) m i Tab bao g#m nhi$u Groupt% h pcac it ngcé lién quan m%thi tv inhau.

3. Command (I nh) m i Command céth lam"tndt, m"tving nh% n"idung ho cm"t Menu (trinh  n).

M ith trénm"tTab $u cl ach nc&nth% d atréncachot " ngc ang idung.Vid Tab Home ch anh ngl nhcé
tnsuts d ngnhi$unh tch'ngh nnh céacl nh trong nhém Font nhd ngv nb nnh : Font, Font Size, Bold, ltalic,

V.V...

c. Nat hi nth h"ptho ic at(ng nhém

W et s
Home | Imsert Page Layout References Mailings Review View

iy # calibri Bocy) lu - A KB E s e e d ]

5] rr : SE ., e LA

Paste g ([B L U v abe o x MW A - (I W W12 5 ||

Clipboard = Fant i Paragraph i

M inhinquab ncéth s khongtimth ym"tl nhnao 6 & c6 trong cac phiénb nWordtr c.)( nglo, m"ts nhém cé m"t

nat hinh m*i tén chéo n m gocph ibénd ic anhém.

Nat m*itén ¢ c g ilaDialog Box Launcher (natm h"ptho i). N ub nClickvaonit 6 n6s m racactaych nlién quan

nnhémt ng ng.Cactuych nnayxu thi nd id ngh"ptho imab nv nth y cacphiénb nWordtr c ay.

Nhan ti n noi v$ cac phienb nWordtr c¢c,b ncéth t h+iliub ncéth ch nm"tgiaodi ngi ngnh cacphiénb ntr c
trong Word 2007 khéng. Cau tr | ila KHONG. Tuy nhién, sau khi & quen thu"cv igiaodi nm ib ns ¢ mth ythichthdv i

s tinl imanémangl i
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d. Nh ng Tab ph

Khib nch nm"tm"tb ¢ nh,tab ph co6 tén Picture Toolss xu thi n, Tabnaych acacl nhliénquan nvi cx lyhinh nh
trong Word.

m Contoso.docx - Microsoft Ward

Home Inset  Pagelayout  References  Mailings  Review  View | Format

aess Tl Compress Pick

urés = (i & @ Picture Shape ~
i ; i ) E s X | i
E ?j Change Picturs m m ﬁ ; £ Picture Border = -

-

41

g Reset Picture =4 Picture EMects ~

Adjust I Picture Styles

Trong phién b n 2007, cé m"ts Tab ch, xu t hi n trén thanh Ribbon khib nc n  nching. Gi s b nv(achéenm"tt m nh
vaotaili u,baygi b nmu ncénh nghi uchnhliénquant it m nhnaych'ngh nnh ch ncachv nb ns baoquanht m

nhnh th naoho ccéth b nmu nc-txénnh ngph nth(atrong nh..V% b ncoéth timcéacl nhliénquan  au?

1.Ch n nh.
2. Tab ph Picture Tools xu thi n, hay click vao 6.

3.Cacnhémval nhm is xu thin b ncéth x Ilyhinh nh, nhém Picture Styles ch'ngh n.

Khi b nclick rangoaib ¢ nh, Tab Picture Tools s bi nm tvacéac nhom khac xu thi ntr 1| i.
e. Toolbar mini

Khib nch nm"t onv nb nho cm"tt( vachuy ncontr+chu't én 6, m"t Toolbar (thanh congc )nh+s xu thi nd i
dngm .

@2
Home  Inset | Pagelayout | References  Mallings  Review  View

E- illi 1y Orientation - =4 Breaks - | ) watemmark = Indent

. &l | = [3size- ¥Line Humbers = {HPage Color- || ER Left: @ ::
Th?“ EI' vaghs BE columns - " Hyphenation - |I ]l Page Borders £5 Right: |07 =5

Themes Page Setup || Page Background | Paragraph.

]

Calibri (Bac = (11 = A" A7
B I E*‘)- rk'iii

Getup to H{@
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i
=



T h c Microsoft Word 2007 Download t i http://www.ictvietnam.net

M“ts I nh nhd ngh udng nnibnmunnéxu thi ntrongm ihoanc nh.Gi s b nmu n nhd ngnhanhm"tv n
b ntrong khihi ntib n ang Tab Page Layout.) ng nhiénb n c6 th Click vao Tab Home s dngnh ngl nh nh

d ngtrong 6, tuy nhién c6 m"tcach nhanh h n:
1.Ch nph nvnbnmun nhd ngsau 6chuy ncontr+chu tt iv tri 6.

2. M"tthanhcéongc nh+xu thind idngm .Nub nréchu't n ,thanhcongc nays hinrdvab ncéoth s d ng

cactuych ntrén 6 nhd ngv nb n.

Toobar Minir th uichcho nhd ngnhanhv nb n, tuy nhién b nph ilam sao n u mu n m"t vai | nh khac c*ng xu t hi n

th  ngtr cnh v%.Hay xem ph nti ptheo v$ Quick Access Toolbar (thanh cong ¢ truy c%p nhanh).

f. Thanh céng ¢ truy c% nhanh

Thanh céng ¢ truyc p nhanh (Quick Access Toolbar) la m"tvang nh+n m trén géc trai ¢ a thanh Ribbon, né ch a cac| nh ma
b n dung ngay nay qua ngay khac nh : Save, Undo, Repeat . B n c6 th thém vao nh ng | nh ma minh th ng dung né s

lubn xu thi nmakhéngc nbi tTabhi ntilagi.

@}H"J*U o

Hame Insert Page Layout References Mailings | Feview View

&3 Research 4| - #] Delete ~ j =24 Final Showing Markup
5 Thesaurus # ] Previous | Show Markup =
Spelling & a Hew &> o
Grammar *p Tansiate {55 | Comment 2 et Add to Quick Access Toolbar [
| Froofing Comments

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
Mirirnize the Ribban

Click ph ichu"tvao nitl nhmab nmu nthém vao Quick Access Toolbar, ch n Add to Quick Access Toolbar.
g.. nt mth ithanh Ribbon

Thanh Ribbon giip cho m ith trong Word 2007 tr nén t% trung va d dang tim ki m nh ngth ¢ nthi t. Tuy nhién, 6ikhib n
khéngc nph itimb tc th gi.B nch,mu nt% trunglamvi cv itaili uc aminhvab nmu n co6 nhi$u khéng gian h n. Th%
ngi n, hdyt m &n thanh Ribbon.
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Cach &n thanh Ribbon: Nh p Up chu"tvao Tab hi nt i,cacnhomc aTabs bi nm t. Nh v b n & c6 nhi$u kho ng tr ng
h n.

Khinao b nmu nthanh Ribbonxu thi ntr | i,hdynh p GpvaoTabhi nt im"tl nn a

h.S d ng ban phim

Nh ng ng iyéu ban phim, ayla ph ndanhchocacb n.Phimt-tb-t uv iCtrlnh cacphiénb ntr c.Vid Ctrl+C la
Copy, Ctrl+S lal utaili u...

Thi tk Ribbond n nh th ngphimt-tm iv i2l iichl nsov iphiénb ntr c:
M il nh $ucéphimt-t
Cac phimt-tyéu c unh nitphimh n

Cac phim t-t (Short Cut) c6 m"t tén m i: Key Tips . Nh n phim Alt cac Key Tips xu thi nchot tc cac Tab, cac nat| nh trén
Quick Access Toolbar , nat Microsoft Office . Lac nay, b nc6éth nh nKey Tipchonh ng Tabmab nmu nhi nth,vid nh n
H hi nth Tab Home. Cac Key Tip cho t( ng | nh trong Tab Home s xu thi nvab nch,vi cnh nKey Tipc al nhmab n

cn
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1.T ovnb n utién
alamquenv ic as so nth o
Khib nm Words cém"ttaili utr ngxu thi n,nétrobngnh m"tt gi yvachi mm"tkho ng! n man hinh.

B nmu nb-t wulamvi cnh ngkhodng bi tb ng cach nao:

Bns gdvnbn au? N umu nth t udong thi ph ilam sao? Thay icanhlI$nh th nao? Lam sao
[ utaili u?

Haykh i ub ngcachlamquenv im"ts i mc nb nc aWord

b.B't wunh pli u

Trong ch  ng trinh so nth o v n b n Microsoft Word 2007 thanh Ribbon c t phiatrén vang lam vi ¢
chinh.Ng idungs s d ngcacNutL nhc athanh Ribbon th chi ncachi uchnh.

1. Thanh Ribbon n m phia trén cung.

2.) i mchénn"idung.

Word ch b nnh% n"idung. T i i mchénn"idungco m"tg chd cnh p nhay phia trén cung bén trai cho b n
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bi tv trin inh nggib ngévaohi nth.Kho ngtr ngt( i mchénn"idungt i utrang va phia bén trai c
g ila cac Margin (canh I$), b ns tim hi u v$ cac Margin trong ph nsauc abai. Baygi n ub nb-t ugdv n

b n,trangtaili uc achingtas d n c ph y t( goc trén bén trai ixu ng.

N ub nmungdv nb nt( phiath ph nthayvi u trang hay g6 phim ENTER trén ban phim n khi i m

chenn"idungn m Gngv trimab nmong mu n.

N ub nmu nth t wudonghay nh nphim TABtr ¢ khigd, m il ngd phim TAB i mchénn"idungs dch
chuy nsang bén ph im"tkho ngla 1,5 inch.

Khib ngdv nb n i mchénn"idungs dichuy nd nt( trdi sang ph i. Khi i mchennay i n ph n ngoai

cung bénph ib nhayti pt cgdbinhth ngWords t " ngchuy nxu ngdongm i.

) b-t um"t o nm i, hdy nh nphim ENTER
c.Nh ngkihi uh tr

1.Kyhi uphan on,m ikyhi ut ng ngv im"tl nnh nphim ENTER.
2.Kyhi uTAB,m ikyhi ut ng ngv im"tl nnh nphim TAB.
3. Ky hi uSPACEBAR, m ikyhi ut ng ngv im"tl nnh nphim SPACEBAR.

Hdyt ngt ngb n &gdm"tv nb nnh hinhbéntrén.Hai o nv nb ncév! cachnhauh ixa.) o nth hai

lid ngnh tht wudongh inhiSusov i on u.

B ncoth d dang ki mtra b ng cach nhin vao nh ng ky hi u nh d ng (formatting marks) ma Wordt " ng
chén vao khib ngdv nb n. Cac ky hi unay luén cé m ttrongv nb n, tuy nhién né cé&n icho nkhibn

¢ nthichdngm ihi nth.

) hi nth nh ngky hi u nhd nghdys d ngthanh Ribbon phia trén man hinh Word. Ch n th! Home, va tim

ki mnat!l nh trong ph nParagraph,nh nvao ¢ hi nth ho c& cackyhi u nhd ng.
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Khib nnhinth ynh ngkyhi u nhd ngnayl n utiénb ncéth s t h+indélagivalong in6cé cinra
khib ninv nb nc aminh hay khdng. Cau tr | ila khoéng, cac d u hi u nay khéng cindub ncénhinth y

ching trén man hinh so nth o.

V% ky hi u nhd nglagi? Tacd ngc achdng? Hay xem xétm"tvid nh sau:

Wordt " ngchenkyhi u anhd u o nv nb n (paragraph mark) m i khib nnh nphim ENTER b-t
umoét o nm i. Trong hinh minh h atrén,gi ahai o nvnb nxuthinm"tkyhiu anhdu onvnbn
th(a, co ngh/ala b n & nh n phim ENTER hai | n thay vi ch,c n nh n m"t. Vi ¢ nay lam xu t hi n cac kho ng

tr ng khéng ¢ nthi t. Hay xéa ky hi uth(anayn ub nmu nti tki mkhéng giantrongv nb n.

M il nnh nphimTABs lamxu thi nm"tky hi um*itén . Trong hinh, c6 m"t m*i tén 0 n uvahai m*i

tén nth hai,nh v% phim TAB a cnh nhail n u o nth hai.

Ky hi ud uch m chobi tb n anh n phim SPACEBAR bao nhiéul ngi am it(,ho ckhib nvdynhn
nh m phim SPACEBAR gi a cac ky t( trong m"tt(. M"tch m idi nm"tkho ngtr ng, hai ch m la hai kho ng
tr ng. Théng th ng, ch,c ncé m"tkho ngtr ng gi acact(.Cnl uykyhiud uch mnaykhacv id u

ch mcautrongv nb n,d uch mcaun mphiad ichancackyt conkyhi ud uch mn m gi acackyt .
d.Nh ngd ug chchéntrongv nb n

Khib ngév nb n,thnhtho ngcéth Words t " ngchéncacd ug chchang p khic mau +, xanhla ho c

xanhd ngphiad im"ts t(.

Dug ch :coth dol ichinht ho c¢cWord khdng th nh% d ng ct( b ngbvao,vid nh ténriéngho c
ttnm"t adanhnao 6.N ut( c ab ngdla uUngchinht nh ngWord v nkhéng nh% rathib ncoth thém t(

6vaom ct i nWord (Word's Dictionary) saunayt( o6khéngconb g chd i

D ug ch xanhla:Wordchor ngb nnénki mtral ing phap (t tnhiénlati ng Anh)
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D ug chxanhd ng:t( b ngdvaola ungchinht nh ngcéth khéngh pv ing ¢ nhho cng ngh/ac a
cau.vVid thay vidung t( "too" (qua) b ncoth gdnh m thanh "to".

V% b ns phix lynh ngd ug ch 6 nh th nao? Hay Click-Chu"t-Ph itrént( b g chd i,Words t " ng

aracac $ ngh ch,nhs a(thnhtho ngWord c*ngcéth s khéng ara cb tkOg iynao). Hdych ng i
ynaob nc mthyh ply thayth t( b gchd i,phngchd inays binmt Cacd ugchd inay
khéng xu thi nkhib ninv nb n.

M'tl uy ividug chd imauxanhlavaxanhd ng:trong as tr ngh p, Wordth ng chinh xac trong
vi cch,racacl ing phap théng d ng. Tuy nhién, b nnén can nh-c khis d ngch cn ngnay. N ub nch-c

ch-nr ng minh UngvaWord & sai, hdy b+ quanh ngg iychnhs anay.
e.Thay icanhli$trangv nb n

Canh | (Margins) la cac kho ng tr ng xung quanh vi$n ¢ atrangv nb n. Phia Trén, D i, Ph iva Trai ¢ a trang
com"tkho ngcanhl$b nglinch(t ng ng 2.54cm), aylakho ngcanhlI$thongd ngnh tmab ncdth s
d ngtrong as tr ngh p.

N ub nmu nthay icanhlI$thib ncoth th chind dangvaob tc Ilacnao. Ch'ngh nnh khib nmu n

vi tm"tlath ,trinhbay m"tcongth cho clamm"tbaith thib ncéth s ¢ nnh ngkho ngcanh I$ khac.

Hay s d ng thanh Ribbon thay icéc kho ng canh I$. Ch n th! Page Layout, Trong ph n Page Setup click
ch nnat Margins b ns nhinth y danh sach nhi$u kho ng canh I$ khac nhau bén c nh ¢ lathéngs chiti tcho

m iph n.

Kho ng canh I$ u tién trong danh sach la Normal, kho ng canh I$ hi nt i.) ch ncanhI$ nh+h n hdy ch n
Narrow. N u b n mu n kho ng tr ng bén trai va bén ph i r"'ng h n thi hdy ch n Wide. Khi b n & ch n xong

kho ng canh I$ ma minh mong mu n,toanb" taili us t " ngthay itheocanhI$mab nv(ach n.

Khib nch nm"tkho ng canh I$ nao thi ph nn$nc andés thay imau, click vao nit Margins m"tl nn amau

n$ns cho bi tkho ngcanhl$naohi n ang capd ngchotaili uc ab n.
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f.L utaili u

&
il

1.) | utdili uhdynh nnuatMicrosoft Office

2.Sau 6 nh n Save.

B n anh%li uvahi uchnhhoanthi ncaut( vacac o nvnb n hoccéonh ngs liuquantr ngmab n
khéng mu n anhm tn ull con méo nha b nvo tinh d m Ién ban phim hay m"ts ¢ i nnao ¢ lam t-t may

tinh " tng"t.

) gi thanhqu cbngvi cc aminh cantoan,b nph il utaili ul i. Khéngbaogi laquas m lam i$u

0.

&
il

xu thi n.H"ptho ilam"tc as nh+ tr gipb nth chi nm"tvicnao 6.B ns s d ngh"ptho inay

Nh n vao nut Microsoft Office phia trén cung bén trai, sau 6 nh n Save. M"t h"p tho i (Dialog Box) s

choWord bi tb nmu nl utaili unay th m cnaotrénmaytinhva tténtaili ulagi.

Saukhi &l uln uvatr licongvi c,b ncodth tiptcl utaili unaysu tquatrinhlamvi c,b tc khinao
th yc nthi t M il nmu nl uhédynh nndt Save

trén thanh cong c  truy c p nhanh (Quick Access Toolbar) goéc trén bén trai ho ¢

s d ngt h pphimt-tCtrl+S (nh n phim Ctrl va S cung lic).

G
- |

Sau khi k tthac congvi cval ul itaili u,thoat kh+i Word b ng cach nh n vao nat Microsft Office sau 0O

nh n Close

2.Chnhs av nb nvataili u
a.Hi uchnhtaili u

) hi uch,nhtaili um"tcach nhanhchéngvahi uqu b nc nbi tcachdichuy n i mchenn idung (Insertion

Point), v trimanh nggib ngévaos xu thi n.B nco6th dung ban phimho cchu"t dichuy n nv tritai
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li uc nhi uchnh.

Khi & d&dichuy n n Ungv trimab nmu nchnhs a, b ncoth gdthémn"idungm ivaohaych n o n
vnbnmabnmuns aho cxéa.B ncoth ch nm"tkyt ,m"tt(, m"tcau, m"t o nv nb nho ctoanb"

taili u.Ngoaira,b nc*ngcoth d ivtric achingt( n inay nn ikhactrongtaili u.

b. Di chuy nvong quanhtaili u

1. )i mchénn"idung (Insertion Point), th hi nb ngm"tg chd cnh pnhay.

2.B ncoth dichuy n i mchénn"idungt( v tris 1lsangv tris 2b ng cach Click-Chu"t-Traivaov tris 2

ho c dung cac phim M*i Tén (Arrow Buttons).

Nhin vao hinh minh h a phi trén, hdyt ngt ngb n mu n gd m"t cAu m igi a t( "civilization" va "During":

"Symphonies and constellations have been named for clocks."
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)i mchenn"idunghin angn m cui o nth haisaut( "assistance.”) gdv nb nvaon ib nmunb n

ph idichuy n i mchénn"idungt iv tris 2.B ncoth th chi ntheo haicach:

- Dung chu"tdi chuy ncontr+t i i mbénph it( "During", Click-Trai-Chu"t  dichuy n i mchén n"idung vao
vitri 6.Sau 6hdyb-t wugbcaum ivao,n"idungm is xu thi nphiabéntraic at( "During".
HO2C

- Nh n nat m*i tén h  ng lIén (UP ARROW) dichuy n i mchénn"idungléntrén,milnnhn im
chéns dichuy nlénm"tdong. Sau 6 dung phim m*itén trai (LEFT ARROW) dichuy n i mchén sang
béntrai,m il nm"tkyt , nv trimab nmongmu n.

c. Ch nvaxo6an"idung

Trong hinh bén trén, t( "really" hi n ang cch n.
Sau khi athémm“"tcaum i ph nb,b n clitoanb" vac mth ycauth hais hayh nn ub+t( "really".
) x6atr chtb nphich nt( c nxéab ngm"ttrong cac cach sau:

e Dung chu"t: Di chuy ncontr+t itrént( "really”, sau 6 nh p Up (double-click) chu"t trdi. Ho ¢ b n c6th dichuy n con tr+
chu"t nphiatr c(ho csau)t( "really” sau 6 Click-Trai-Chu"tva gi nguyén r#i kéo chu"t ngang qua t( "really".

HO2C

* Dung ban phim: s d ng cac phimm*itén  dichuy n i mchénndidung nbénph i(ho ctrdi) t( "really",nh nvagi phim
SHIFT sau 6 dung phim m*iténtrai (ho cph i) ch n.

d.Dichuy nv nb n
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1.Ch nn"idungmab nmu ndichuy n

2. Nh n phim Cut trén thanh Ribbon.

3. Dichuy n i mcheénn"idung (Insertion Point) nv trim in ib nmu nchen onv nb n.

4. Nh n nat Paste trén thanh Ribbon.

Tiptcxemxét onvnbn utiéén.B nth yr ngcaumab nthémvao ph nbnén t cui o n. B nkhéngc nph i
x6acau v tric*r#igbli v trim i. Thayvao 6, hdydichuy nndéb ngcachth chi ncacl nh Cut (c-t) va Paste (dan): C-t

x6acau v tric*vadan dichuy nné nvitim imab nmongmu n.

) utién hay ch ntoan b" cau ma b n mu n di chuy n nh hinh trén. Ch n th! Home trén thanh Ribbon, nh n vao phim Cut

trong ph n Clipboard. Ho c¢b nc6th dung phimt-tCtrl+ X(t ngt ngch Xgi ngnh hinhcay kéo).
Sau 6dichuy n i mchenn"idungt icui o n.
Cu icung, nh nvao phim Paste trén thanh Ribbon. Ho ¢ b ncéth dung phimt-t Ctrl +V.Caub nmu ndichuy n & cd i

tin ib nmongmu n.

e.H yb+cachanh " ngv(ath chin
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1. NGt H y L nh (Undo) trén thanh cong c truy c%p nhanh (Quick Access Toolbar).
2.Cacl nhcé h y: Cutva Paste.
B n adichuy nm"tcau nv trim itrong ph ndnh ngkhixem!| ib nc mth ykhoéng hailong. Th% may m-nlab n khong

c nphith chi nlichuihanh " ng Cut va Paste chuy ncautr v$v triban u. Thay vi v%, hdy dingch cn ngH vy
L nh (Undo).

Trén thanh cdng ¢ truy c% nhanh trén cung, hay Click vao m*i tén trén nat Undo . ,chn2l nhgnnhtmabnth c

hi n(CutvaPaste) 2| nhnays ch yvacaumab nv(adichuy ns quayv$v triban u.
B nc*ngcoth s d ngphimt-tCtrl+Z th chinvich yl nh ,cacl nhs ch ytheoth t | nhcu icungs c
hytr c

f.S d ngthanhtr t(Scrollbar) xemtaili u

1. Thanhtr t (Scrollbar).

2. Kéocontr t(Scrollbox)lénxu ng xemtaili u.
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3. Nh nvao phimm*itén  dichuy nlénho cxu ng.

Coth b ncém"ttaili udaivamu n ch tmakhéng ph inh ncac phimm*iténliént ¢  dichuy n i mchén ndi dung |én

ho cxu ng.B ncoth kéotailiu n i mc nxemm"tcachd dangb ng cach dungthanhtr t.

Thanhtr tn mbénphic ac as Wordnh hinhminhh abéntrén.) s d ng, b nhay Click Ién contr tvakéo né lén

ho ¢ xu ng makhdéng lam dichuy nv tric a i mchénn"idung. Ho cb ncéth Click vao cac phimm*itén cu"'nv nb n.

) cu"nnhanh v nb nb ng ban phim hdy nh n vao phim PAGE UP cu"n |én va PAGE DOWN cu"n
xu ngd i

3.Lamchov nb ntréng 3 pm-t

a.) nhd ngch vaapd ngcéacki utrang tri

Trong hinhla m"tph nc am"tb nthéng cido bdo chi,nh ngttc m ith $utrébng gi ng nhau. Khdéng tiéu $, khdngh ng

d n,khongcd i mnh nquantr ng gays chaychong i c.

)( ngqualol-ng, b ncéth nhanh chénglam chov nb ntréntr nénb-tm-th nb ngcaccongc nh :In %n (bold), In
nghiéng (ltalic), G ch chan (underline); t o cac danh sach (list); s d ng cac ki utrang triv.v...Nh ngcongc ¢&és gilpb n nh

dngv nb n.

Hay xem chi ti ttrong cac ph nti p theo.

b. T ocac i mnh n
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B ng thong cao bao chi cho bi t| i nhu% rong trén m i c phi u c a Contoso Pharmaceuticals. B nc6th gays chiayc a
ng i cbngcachs d ngcac inhd ngnh in %m (bold), in nghiéng (ltalic), g ch chan (underline). B ncéth th chi n i$u

nay b ng cachs d ng céac nut trén thanh Ribbon ho ¢ dung phim t-t.

Chn onvnbnmab nmu ngaychdy,sau 6ch nth! Home trén thanh Ribbon,b nc6th nhd ngv nb nb ng céac nat

B
trong ph nFont. Vid ,n umu nin %mv nb nhay Click vao nit Bold (ho c dung phim t-t Ctrl + B).

N ub nth ych in %m nhin khéng v( a m-t, ngay sau khith ¢ hi nl nhin %m hay nh n phim Undo |Il:l |trén thanh céng ¢

B

truy ¢% nhanh phiatréncungc ac as Word. Ho cb ncdth ch nv nb nv(ain %m r# nh n nat Bold | (ho ¢ phim
t-tCtrl +B)m"tl nn a.

B nc*ngcéth thay imaus-c onvnbntrongn"ib%h nn a. V nt ith! Home va ph n Font trén thanh Ribbon, b n

-

.-
hdy tim  n nat Font Color ™= Cicik vao m*i tén trén nat ™= di chuy n chu"t Ién trén t( ng mau trén b ng mau. B n co
th xemtr ¢ onvnbn cch ns trongnh th naov it(ngmau.Khib n ach n ¢ mau minh thich, hay Click lén
mau 0.

c. Thém nhanh m"t ki u trang tri (Style)
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B ncoth thém i mnh nb ngcéachin %m, in nghiéng, ifontch ,kichcl, maus-cv.v..Nh ngthay vilamt(ngb criéng
bi tr tt nth igianb ncoéth apd ng cac ki u trang tri nhanh (Quick Styles). Quick Stylesla m"tt% h pcac nhd ng, b nco

th thay iin %m, in nghiéng, font ch , kich c1, maus-cch,b ng m"t cai Click-Chu"t.

) thém m"tki utrangtrihdych n o nv nb nmab nmu n,sau 6 trong ph n Styles th! Homeb nc6th dichuy ncon

tr+ chu"t ngang quat(ngki utrangtri xem o nv nb nthay it ng ngnh th nao.

N uvnch achn cm"tki uv(ay, hdy nh nndt More m r'ngb ngli tké cacki u. Khi achn cm"tki uphu

h p, Click chu"tvao 6.

)( nglol-ngn ub nch nsaiki utrangtri,b ncoth ch nm"tki ukhacb tc Ildcnaob ngcachl|% | icac thao tac trén.
d. T odanh séach

B ng théng cao bao chi ch, ra cac i m thanh coéng trong Quy v(aqua,cac i mnays n ib%h nn utrinhbay d ngdanh

sach.

B ncoth s d ngdanhsachd ngch s (Numbering) ho cd ngkyhi u(Bullet)y gays chay.

"—
—

Chn onvnbnmabnmuntodanh sach. T i th! Home, ph n Paragraph, click vao Bullets '*=  ho ¢ Numbering
i -
=

.Words t " ngt odanhsachchob n.

e. Thém ho cb tkho ngtr ng
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B ncoth d dangthay ikho ngcachgi acacdongtrongtoanb” taili uho ctrongm“t o nv nb n cch n.

) thay ikho ngcach dongtrongtoanb" taili u utiénb nphich nttc taili ub ngcachnh nphimt-tCtrl+A.) thay
i kho ng cach dong trongm"t o nv nb n,b nch,c ndichuy n i mchénn"idung n onvnbn 6,khéngc nph i

ch ¢ on

b=
Sau 6, t ith! Home, ph n Paragraph, nh n vao nut Line Spacing E Co6 m"t ky hi u cho bi t kho ng cach dong hi nt i.
Hay ch nm"tkho ngcachm imab nmong mu n.

f.S d ngki u nhd ngchotoanb" taili u

B ng thdng céo bao chi ¢ a ching ta hi ntrong kha n, né cotiéu $,cac i mnh n cin %m, cé nhi$u mau khac nhau, m"t

danh sach b-t m-t.

B ccu icung, hdy xem qua T% h p céac ki u trang tri nhanh (Quick Style sets), élat% h pcacki utrangtrib ncéth dung
thay iphong cach trang tric atoan b" taili uv ich, m"tcu Click-Chu"t. M i T% h p (set) bao g#m cac nh d ng trang tri
choTiéu $,T a, Trichd n, fontchinh v.v...t tc cthi tk m"tcachth ngnh t.
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M ikhithay im"tStyle Set,cac Stylet ng ngs thay imakhdngb ch#ng chéo. Vid Style cho Tiéeu $ (Heading)m is
thay th cho Style tiéu $ c* ch khong ph icho Style T a (Title) c*.

) xemtaili us thay inh th naohaych nth! Home, Click vao Change Style trong ph n Styles, sau 6 ch n Style Set.

Di chuy n chu"t trén t( ng Style trong danh sach, m i khi con tr+ chu"t d( ng trén m"t Stylenao 6 b ns th ytaili u c thay
itheo Stylet ng ng.Khi dch n cm"t Style v( ay, hay Click Ién né.

S d ngnh ngbi um ucés ntrong WORD

a.S ¢cm nhc acachbi um u(Template)

M cducoth b n &lamvi cv i Word va quenthu"cv icactaili uc aWord,cé6th b nv nkhéngt ngt% |-m v$ cac bi u
m u.Bi um ulagi? N6 coth gitpichchob nrasao?

M"tbi um ulam"tlo itailiu acés nn"idungtrong 6.nh v nb n, ki utrang tri, nhd ng; nhd ngtrang nh canh I$,
cachdong;cacy ut trangtrinh maus-c, ng vin...

Hay xem bi um unh m"ttr gidph uichkhib nb-t uso nth otaili u.Gi s nh hangtu nb n $ucém"tcu"ch pva
bnphison isonlilchh pv im"tvaithay inh+m il n.Ha8yb-t uv im"ts théngtinphuh p a cchuénb s n

s gilpb nti tki mr tnhi$uth igian.

Hay theo déim"tvaivid t otaili um it( cacbi um us nco6trong Word va b" Office cacph nsau.B ncoéth s d ngcéc
bi um unay tadoracactaili uchuyénnghi pva nt ngcho riéng minh

b.S d ngcacm utrang biaFaxcés n
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Gi s congvi cc ab nph ith ngxuyéng iFaxchokhachhangva itac,b nluénc ncé m"ttrang biaghil in"idungc a
cacb ngFax.B ncéth t t otrangbianh vd m ikhib ng i/nh% Fax. Ho cb nc*ngcéth s d ngbi um us nco

trong Word.

B ns timth ybi um unh trén hinh minh h a, gi ar tnhi$u bi um u khac trong Word. B n ch, ¢ n i$n cac thdng tin phu
h p,inravag iFax. Th laxong,r t ngi nvanhanhchéng. Th%n chib ncéth thémho cxéam"ts ph ntuytheonhuc u
¢ th ,tuy nhién,nh nggithi ty unh t &cés nvab nkhéngph ib-t wut( cons O.

c.S dngcacm ulchlamvi cs nco

)aylam"tvid khacchoth ycachbi um uWordcoth gitpichchob nnh th nao.Hayt ngt ngb n c giaonhi mv

thi tk Ichh phangtu ncho nhom.

Tr ckhib-t ut( m"ttrangtaili ur ng, b nhayth thamkh om"ts bi um ucé trén trang Microsoft Office tr ctuy n-b n
c6th lienk ttr cti pt icachi um unay(b ns ch ngd nsau). Cor tnhi$ubi um utrong cac danh m c¢ khac nhau,

théngd ngnh tla:Lchlamvi c. Lchngaythang, Th t(,S Y ulLyLchv....Cér tnhiSuchob nl ach n.

Hinh minhh achoth y3bi um u:
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l.)aylam u ngi nvatr cquanv icacv nb nvavang a ¢ nhdng bn i$n

2. M"tm u hoan ch,nh, theo phong cach ngh thu%.

3.Munays dng nhdngB ng(Table) vas d ng cac mau s-c khac nhau phan bi t gi acacvuang. ) ay lam"tm u
t ng iphctp.

c.S dngcacm ulchlamvi cs ncé

)aylam"tvid khacchoth ycachi um uWordcoth gitpichchob nnh th nao.Hayt ngt ngb n ¢ giao nhi mv

thi tk Ichh phangtu ncho nhom.

Tr ckhib-t wut( m"ttrangtaili ur ng,b nhayth thamkh om"ts bi um u cé trén trang Microsoft Office tr ctuy n-b n
c6th lienk ttr cti pt icachium unay(b ns ch ngd nsau). Cor tnhi$ubi um utrong cac danh m c¢ khac nhau,

théngd ngnh tla:Lchlamvi c. Lchngaythang, Th t(,S Y ulLyLchv....Cér tnhiSuchob nl ach n.

Hinh minhh achoth y3bi um u:

l.)aylam u ngi nvatr cquanv icacv nb nvavang a ¢ nhdng bn i$n

2. M"tm u hoan ch,nh, theo phong cach ngh thu%.

3.Munays dng nhdngB ng(Table) vas d ng cac mau s-c khac nhau phan bi t gi acacvung. ) ay lam"tm u
t ng iphctp.

d. Timnh ngbiumu a ccai tkemv iWord
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C6 kho ng30bi um u ccai tkemv iWordnh : Th t(,Fax,Bao Céo,S Y ulylLchvaBlog.B ns timth ycacbi u

m unay b ng cach:

1. Click nat Microsoft Office, sau 6 ch n New.
2.Trongc as New Document ch n Installed Templates.
3. Click vao cac hinh  idi nvaxemth bi um utréng nh th nao phia bén ph i.

4. Khich n cm uphuah p, Click vao nat Create.

M'ttaili um i ctorad atrénbi um ub nch n,vavi cc ab nbaygi la i$nnh ngn"idungphth p.

e. Tim cac bi um u trén trang Microsoft Office tr ctuy n

T om"ttilium inh b ctrén, tuy nhién thay vi ch n Installed Templates bay gi b ns ch ntheo cac danh m c phiad i

trong ph n Microsoft Office Online.

Hay Click vaot(ngdanhm ¢ xemhinh idi nc acachi um utrongdanhm ¢ 6. T ngt nh v icachi um u ccai
ts n, khib n Clickvao hinh idi nthim"tm uxemtr cc abi um u 6s hinlénphiabénph iM'ts danhm cnh

Th T( (Letters) c6 cacdanhm ccon b nl ach n.
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) ticachium uv$dmayb nhdych nhinh idincabi um ur#inh nDownload. Bium utivds m ram"ttaili u

m i,s nsangchob nlamvi c.

Bi um ug cs khongb thay i,n6v nn m trén trang Microsoft Office tr ¢ tuy n. Tuy nhién, m"tb nsao a cl uv$ may
tinhc ab n,khic ns d ngb nhdym th m c My Templates trong Word ma khéngc nt ivem"tl nn a.

f.Kh nng cbhitcabiumu

Nh &8 $c% cacphntr c,khibnm m"tbiumum"ttailium i ctorad atrténbium umab nch n.Th ¢

ch tb nlamvi cv im"tb nsaoch khéngph ib nthanbi um u.

)6 chinhlakh nng chitcabiumuT tom"tb nsaokhi cm ,bnsaonayt orat tc cacthanhph nc abi u
m utrongm"ttaili uhoantoan m i.B nlamvi cv itailium i 6,th(ah ngt tc céacthanh ph nco trongbi umé&u va co

th thémb tn"idung tuyy.

Vib nlamvi ctrén m"ttailieum inénnh nghi uchnhmab nth chins khéng nhh ngt ibi um ug c, noluén c
gi tr ng thai nguyénb n. Viviy, m"tbi um ucoéth lan$nt ngchovds taili u.

g.Bi um uvataili ulahai nhd ngkhac nhau
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Bi um u (Template) va Tai li u (Document) c6 nhd ng file khac nhau.

Nubn at(ngl unhi$utaili uWordco!l b n &quenthu'cv ivicchn nhdngsncd | ufile.)aylas khéacbit

gi aBiumuvaTaili u:

1.Biumu cl ud id ngWord Template va né cé udifile 1a ".dotx" (cac phienb nWord tr ¢ ay la".dot").

2. Taili u cl ud id ngWord Documentvané cé udifile la".docx" (cac phienb nWordtr ¢ ay la".doc").

Bi um uvaTaili ucé nhd ng file khac nhau va cach ho t " ngc achdng c*ng khac nhau.
Cach trinh bay théng tin hi  uqu trong WORD 2007
Bullet - Numbering - Lists

1. Danhsachd ngs vakyhi u
a. M"t danh séch gin

Danh sach (List) la m"tthanh ph nr th uichtrongtaili u, n6 dung tomt-t, li tkéthdongtingiipng i cd hiuvahiu
vn$ sauh n.Cé2d ngdanhsachlad ng anhs (Numbering) va d ng ky hi u (Bullet). N ub nc6é m"t chu ithéng tin c6
phanbi tm ¢ " ho cth t thidanhsachd ngs lal ach nthichh p.Conn uch,c nli tkéthinéndungd ngky hi u.

Vid minhh adanhsachd ngch vas, ncpva ac p.

Danh sachconcés phanc p: nc pva ac p. M"tdanh sach nc pla danh sach ma trong 6 cac thanh ph nlo iho c
tinh ch t. Danh s&ch ac p c6 ngh/ala m"t ho c nhi$u thanh ph n trong danh sach c6 th ch a m"t danh sach khac. B n cé th

th ys khacbhi tgi adanhsach nva ac ptrong hinh minhh a.

Trong ph n nay ching tath o lu% v$ m"t danh sach ngi n,ch,com"tc p( nc p). Cac danhsach ac ps c ec%

trong ph n sau.
b. T om"tdanh sach b ng cach g6 cac kyt thichh p

CoO nhi$u cach t om"tdanh sach,nh ngcach ngi nnh tlat ot " ngb ngcachgdm"ts kyt hoct h pkyt u
cau.N ub nmu nt odanh sach d ngky hi u (Bullet) thi hdy &nh d usao (*¥) ucau,ti ptheolam"tkho ngtr-ng.D u*s
t " ngbi nthanh m"tky hi u hinhch m env% la danhsachc ab n & ckh it o. Khi &xongthanhph n uténc a

danh séach, hdy gd ENTER, ltc nay m"tch m enkhdcs t " ngxu thi ns nsangchothanh ph nti p theo.
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N umu nt odanhsachd ngs t "nghdygds 1vad uch m(1.),ti ptheolam"tkho ngtr-ng.) aylam"t i mm itrong
Word 2007, céac phiénb ntr c¢b nph inh nphim ENTER thi danh sa&chm i ckh it o.

Danh sachd ngch (a, b,c,..)ch,lam"tcachth hi nkhacc adanhsachd ngs néncachkh it oc*rngt ngt :b nhaygd

ch avad uch m(a)sau 6lam"tkho ngtr-ng.

Ngoai d ng hinh ch m ennh trén, danh sach ky hi ucon c6 nhisubi ut ngkhdc b nch nl anh hinh vudng, hinh kim
¢ ng, hinhm*iténv.v...
c. K tthac m"t danh séach

B n & gd xong ph ncu icung trong danh sach, lam sao  k tthacvacacky hi uhaych s khéngt " ngxu thi nn a.

Cachd nh't k tthicvi ct odanh sachlanh nphim ENTER hail nliénti p.B tc khinaob nnh n ENTER thim"tky hi u
ho cm"tcons m is xu thin chu&n b cho m"t thanh ph n m itrong danh sach, tuy nhiénn ub nnh n ENTER m"tl n

n athikyhi u/cons &és binm<t bncéth b-t um't onvnbnm i

N ub nmu nth chi nkhac m"tchatch ngh nnh lic ang gi adanhsachb nmu nt om"tdong m i ma khdng cé ky
hi uhay s phiatr c¢vadong m inay n m ngang hang v ithanh ph n phia trén ¢ a danh sach. Lic nay, hdy s d ng phim

BACKSPACE (x6alui)  x6akyhi u(ho cs ) udongtrongkhiv ngi nguyéncanhl$sov idongv nb nphiatrén.N ub n
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mu ndongm in mngangv ikyhi u(ho ccons )thayvin mngangv nb nphiatrén, hdy nh n BACKSPACE m"tl nn a.

d. Ky hi uhaych s

B nll ch nsaiki udanhsach? B nch nki udanhsachlakyhi unh ngbaygi th ykiuch s s hayh n,hocng cli?

Khéng cé gi anglo, chuy nqual igi ahaiki ur td dang.Hay Click vaob tc v tri nao trong danh sach, sau ¢ nh nvao nuat
Bullet ho ¢ Numbering trén thanh Ribbon.

B nc*ng coth dung cac nuttrén b-t um"tdanh sach b ng cach Click vao nat phu h p r#ib-t u g6 thanh ph n utién
¢ adanh sach.Ho cb nc*ngcoth ch nnh ng onv nb nmab nmu nt odanhsach r#i nh nnatphah p. M i
t ng ngv im"tthanh ph ntrong danh sach.

e. Thay ikyhi uchodanh sach

ons

N ub ncoé m"tdanh sach d ng ky hi u (Bullet) vac mth ynham chanv icacch m enhinhtronthib ncoéth thayth chang

b ng cac ky hi u khac c6 s n trong Word. Hay Click vao nat m*i tén bén c nh nut Bullet xemth vi n Bullet.

Th%n chin ub nkhoénghailongv icackyhi us ncé,b ncéth t t ocackyhi uc ariéng minh. Hay ch n Define New Bullet
th chin isu 6.

C62d ngkyhi umab ncéth t o:Bi ut ng (Symbol)va Hinh nh (Picture).
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Cackyhi ubiut ngs dngm"tkyt trongcacbh" Font cbi tnh Weddings vaWindding.) s d ngcachi ut ngnay
b nphicai tb" Fontphuh ptrong maytinh.B nc nchay iSunayvin ub ng itaili uchom"tng inao 6 ma trong

may tinhc ah khéngcé b" Fontphuh ps d n nlihinth.

Ky hi ud ng hinh nhth cchtlanh ngb ¢ nhr tnh+. B ncéth timth yr tnhi$ud ng ky hi u hinh nh trén Microsoft
Office Online. Ho cb ncéth t t ochoriéng minh,ch,c nl uycac nhnayph ir tnh+nén ( ngs d ngcac hinh nhqua

ph ct p.

Cungv i Th vi nBullet concdé Th vi n Numbering hot " ngt ngt .B ncdth chnhs aFont, maus-c, kichth ¢ cho

cackyhi ud ngs c adanh sach.

.) nhd ng danh sach

1. Ch ncéacs tréndanh sach.
2.) nhd ngl i.

3.Danhsachv iki u nhd ngm i

B ncoth nhd nhs ho ckyhi uc adanhsachmakhénglam nhh ng nph nconl i Vid thayvidungki umau en
in %mm ¢ nhb ncéth thayb ngmau +.Céachth hi nnh sau:Ch ncacch s ho ckyb ngcach Click vao m"t trong s

ching, chay khéngch nph nv nb n.

Sau khi ch n xong hay dung cac nat | nh trén thanh Ribbon nhd ngtheoyc ab n.Clcik ra ngoai danh sach  xem's thay
i
g.Lamvi cv i o nv nb ntrong danh sach va dan danh séch

Gi s b ncéom"tdanh sachv icacd uch mmau enho ccaccons udong, b nmu nm"ts thanh ph n trong danh
sachcoécac o nv nb nkhodng cé ky hi unao u nh trén hinh minh h a. C6 nhi$u kch b nva cach x ly tuy theo yéuc u

vakinhnghi mc ang idung.
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Gi s b nmu nxéakyhi uho cs um"t o nnao 6nh ngv nmu ngi canhl$ngangv iph nconl itrong danh sach

hay click chu"t ngay sau ch m en r#i nh n nit BACKSPACE .

N ub nmu nxéakyhi uho cs um'"t onvamun on 6 ccanhl$caoh nv icanhI$c ataili uthayvin m

ngang v icéac thanh ph nconl ic adanh sach hdy ch nvao ky hi uho ccons u dong r#i nh n DELETE.

) tom"t onv nb ncontrong m"tthanh ph nc a danh sach hay nh n SHIFT + ENTER thay vi ch, nh n ENTER. Lic nay
onv nb nph s cécanhl$ngangv icacph ntrong danh sach nh ng khéng c6 ky hi uho ccons u.

) ti pt c danh sach sau khi hoan thanh o nv nb ncon hdy gd vao s ti p theo trong danh sach va m"td u ch m (.) danh

sachs t " ngtiptc ahs .L uylan ub nnh nvaonat Numbering thi Words kh it o m"tdanh sachm iva anhs

lit(  u.L0c nay c6 m"t nat Auto Correct Options xu thi nbénc nhdanh sach m i, hdy nh nvao nat nay sau 6 nh n

Continue Numbering danh sachm is c g-nl ivao danh sach c*.

2. Danhsach ac p
a. Cacc pc adanh sach

Chiakhdéa  timhi uv$danhsach ac p 6lahi uc pc adanhséachlagi. M"tdanhsach nc pcém ith trongcungc p
1, nh ng sau khi b n thém m"t danh sachd i m"t thanh ph nc a danh sach chinhthib ncé danhsach ¢ p " hai.C m i

danh sachm i ct oratrong m"t danh sach lamt ng m"tc p danh sach chung.
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L uy: khongnénd avaocactht udong hi nth ¢ pdanhsach,b ivib ncéth thay itht wudong.) xemttc
cac hanh ph n m"tc p danh sach, b m vao m"t trong nh ng ch m tron hay ch s cp 6 lamn ib%t tc cacthanh

phn cp" 6.

T oram"tc pdanhsachb ngcachgbho cs d ngl nhtréngiaodi ngi ngnh b n &alamv icacdanhsach nc p.Vi
Vo, b-t uv im"tch mtronho cch s ,ch,c nnh% m c wutiénc ab n,vasau é nh nEnter. Khib nmu nt oc p "

k ti p,trén Tab Home, nhém Paragraph b m nut Increase Indent , nh% m c danhsach utiénc ac p " 6, nh nEnter.

Khi anglamvi cv icacc p " danh sach khac nhau, b ncéth dichuy ngi acacc pb ngcachs d ng nutincrease Indent

va nut Decrease Indent trén thanh Ribbon. C*ngcéth t ngvagi mth tiI$b ngcachs d ngt h pphim:
b.Th t udong

R td ngh/r ngcacc p " danh sach cxac nhb ivictht wudongt( I$béntrai. M cdu 6lam c nhc ar tnhisu

cac danh sach, m"ts khéngcdéth t udong khac nhau chocacc p " khac nhau (xem hinh trén).

N ub nmu nthay ikho ngcachth t wudongt( I$trang, ( ngs d ngcéac phim TAB ho c cac nat Increase Indent , nh ng
natnayt oracac c pm itrong danh sach. M cducéth nhinv n nnh ngkhib nt ocacdanh sachconm ithim ith s
tr nénl nl'n. Thay vi v% hay Click-Chu"t-Ph ilén trén danh sach va ch n Adjust List Indent,b nc6th i$uch,nhth t udong

choc danhsachd ngkyhi uho cs .
c.Th n danh séach

V icacdanhsach nc p,b ncéth ch ncacki uthi tk danhsach s d ng. Nh ng con c6 thém nh ng tinh n ng danh

chodanhsach ac p,b ncéth ch n thitk micp" "cl%,gi ngnh &lamv icacl pdanhsach n.
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Hay b-t ub ng cach nh n chu"t vao nat Mutilevel List trén thanh Ribbon  xemtr cdanhm ctrongth vi n.M"tl nn a,
c6th ch nt odanh sach ho cthi tk danhsachc ariéngb n. N uch nthi tk danh sach riéng, nh p chu"t vao Define New
Multilevel List .B ns ph ithi tl% cac ctinhchot(ngc p " c adanhséach

Background - Border - Text Effect

1. Danhsachd ngs vakyhi u

a. Watermark va Background

Hay b-t ub ngcach nh nchu"tvao nat Mutilevel List trén thanh Ribbon ~ xemtr cdanhm ctrongth vi n.M"tl nn a, cé
th ch nt o danh sach ho c thi t k danh sach c ariéng b n. N uch nthi tk danh sach riéng, nh p chu"t vao Define New

Multilevel List. B ns ph ithi t1% cac ctinhchot(ngc p " c adanh sach.

1. Watermark (d u chim) trongv nb nin.

2. Background (mau n$n) trong m"t trang Web.

B nmunchong i cthym"tcachtr cquanr ngtaili u angxem ch,lam"tb nth o? Ho c théng tin trong tai li u la thong
tin m%? Hay s d ng Watermark (d u chim). Hinh bén trdi choth y m"tvid v$ Watermark. Watermark chong i ¢ m"tthéng
tinnao O6v$taili uuB nc*ngcoth s d ngm"tb ¢ nhlam Watermark. Watermark c6 d ng n a trong su tva n m phia sau

do 6nokhénglamm ts chidyc ang i c.Water ngd ngch y uchocacv nb nin.
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Vid conl ibén ph ilav$ Background (mau n$n), Background cdungchom c ichtrangtricactaili umab nmun a
|én Web. Cé nhisu lo i Background chob nl ach nnh mau ns-c, mauchuy ns-c, hoav n,vath%n chilahinh nh.

b. Thém Watermark (d u chim, hinh chim) vao tai li u

Trén aylam"tvaivid v$ Watermark, Watermark dung ch c6s ntrong th vi n Word 2007. Watermark b ng nhchoth yb n

c6th tuy bi ncac Watermark nh th nao.
Khi & chén Watermark, b ncéth th ynéb ngcachs d ng goéc nhin Print Layout, trong ch ¢ n ng Print Preview ho c khi in tai
liunh &8$ c%,Watermarkch y u ph cv in n.D ig6c nhin Web Layout, géc nhin cdungchocactaili uph cv

ngt itrén Web b ns khongth y cac Watermark.

N ub nmu ncé m"tWatermark khong c6 trongth vi nc aWord, b ncéth t t om"tWatermark pha h p.

c. Thém hinh chim vao tai li u

) tuy ch,nh watermark,b ncé6th s d ngv nb nho cm"tb ¢ nh.Sau aylacacb ¢ t oram"thinh nhwatermark:
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1. Click tab Page Layout ch n Watermark.
2. Ch n Custom Watermark.
3. Ch n Picture Watermark.
4.Ch nhinh nhb nc nchén, nh nOK.

B ns th yk tqu nh hinh minh ho phia trén

d. T o mau n$n (Background) chov nb n

) ton$nmauchon$nv nb nb nlamcacb csau ay:

1. Vao Tab Page Layout ch n Page Color.
2.Ch nmaun$ntheoyb n.

Viyla acom"tn$nmauchov nb nc ab n.Ngoairab nc*ngcéth ms d nghinh nhlamn$nchov nb n,nh ngc nl u

ylab nphis Iyhinh nh 6b ngph nm$mchuyénd ngtr ckhi avaotaili u.

3. Border va Shading

a.To ng vi$n (border) chov nb n
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