Lo1i noi dau

Nham nang cao chat lirong day va hoc Tin hoc tai trirong THPT Nguyén Khuyén theo dinh hwéng
chudn qudc té, gop phan hinh thanh phat trién pham chdt nang lue déc thi cia hoc sinh, gilp cac
em tré thanh nhitng cong dan toan cau, san sang gia nhdp vao cugc cach mang cdng nghiép 4.0,

khai thac kho tang tri thizc khong 16, cdp nhdt khong ngizng ciza nhan logi

Trwong THPT Nguyén Khuyén xay ding ké hoach day hoc Tin hoc theo chudn quéc té thdng qua
viéc trien khai day chwong trinh Tin hoc Mos va chuwong trinh Tin hoc B6 GD&PT cho hoc sinh

Tai liéu Microsoft Word 2016 bién sogn nham huéng ddan cho hoc sinh cach si dung soan thdo
van ban bao gom nhang kién thizc Iy thuyér ciing nhue bai tap thuc hanh tir don gidn dén phirc tap.
Pac biét 1a nhieng kién thize can thiét gidp cac em cé thé tw tin tham gia ky thi cdp chizng chi Mos

Dé bién soan duroc tai liéu nay ching toi c6 tham khado mét sé tai liéu cia Quy Thay C6 chia sé
trén Internet. Chang ti xin chan thanh cam on nhirng tac gia trong céac tai liéu ma chung téi da

tham khao trong qua trinh bién sogn tai liéu nay
Tai liéu lew hanh néi bé tai treong THPT Nguyén Khuyén.

Trong qué trinh bién sogn tai lidu khong tranh khéi nhing sai s6t. Rat mong s déng gop cuia cac

gi4o vién va hoc sinh nham hoan thién trong lan tai ban sau.

Tdt ca nhing Y Kién déng gép déu dwot tran trong.

Xin chan thanh cdm on!
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BAI 1: LAM QUEN VOI WORD 2016

1. GIOI THIEU WORD 2016

1.1.Giéi thi¢u

Microsoft Word 2016 la mét ¢ng dung xir 1y vin ban, cho phép ban cd thé tao ra mot loat
c4c tai lidu, bao gém thu, so yéu ly lich va nhiéu van ban tai liéu khac.

Word 2016 ciing twong ty nhu Word 2013 va Word 2010. Néu da str dung mot trong hai
phién ban Word d6, khi sir dung Word 2016 ban s& cam thay n6 kha giéng nhau. Tuy nhién néu la
ngudi ding méi st dung Word hoac néu c6 nhiéu kinh nghiém str dung cac phién ban Word ci,
ban s& mat mot khoang thoi gian dé 1am quen vai giao dién Word 2016.

1.2.Khéi dong Word 2016
- Céach 1: Nhap dup vao biéu twong sin c6 cia chuong trinh trén man hinh Desktop cua may tinh.

- Cach 2: Start ->All Programs ->Microsoft Office ->Microsoft Word 2016

Sau khi khai @ong xong man hinh chinh cta chuong trinh s& xuat hién nhu hinh

New

i

- M~ onoe -~ ™ A e e

Trang 7



> Truwong THPT Nguyén Khuyén
1.3.Céc thanh phan ciia giao dién Word 2016

Thanh tiéu dé
Biéu tuong img dung Ticu de tai licu Niit ity chon hién thj Ribbon
(Program Icon) (Document Title) Nut tro gnip (Ribbon Display Option button)

{ (Help button)

Document ICompatbiny Made] - Microzoft Word
Hinh 1: Thanh tiéu dé
Nut diéu khién cura s6 img dung
(Control buttons)

:
EE=—

Thanh cong cllmy cap nhanh
(Quick Access Toolbar)

« Thanh tiéu d¢ (Title bar)

’
A A .
Hg¢ thong Ribbon
 Thanh Ribbon
Cac thé 1énh Hién thi thém cac 1énh trong Gallery
(Tabs) (More button)
HOME INSERT DESICH PAGE LAYOUT REFERENCES WAILINGE REVIEW VIEW DE\-'ELOF‘EKI PHat Tai Nguyen =
.- =i e M Find -
| B8y o Calibn (Body) '- A4 ma- A =Yz == b T | AuEpcoD maeboeDe mambCeDe AaBbC¢ AsBhCer Aatﬂ 4aBbCCh  AaBBCCv . R‘e::m
B Copy Sac
Poste #Formatpaiee B L Y TN K B-F-A-==== =- b-- My Styie | TMormal | TNoSpac.. Headingl Heading 2 Title Subttle  Subtle Em.. I Select~
Clipbaard w [ Faragraph Styles 5 Editing ?
Niit 4n céc biéu twong lénh trén Ribbon
(Collapse the Ribbon)

Céac nhém lénh Kich hoat hép thoai
(Groups) (Dialog box

Thanh trang thai

Cac nut chuyén d6i giao dién Thu phong tai lidu
(View Shortcuts toolbar) (Zoom controls)

Céac thong tin vé tai liéu
(Document Information)

« Thanh trang thai (Status bar)
Thanh cudn (Scroll bar)

Thanh cudn doc
(Horizontal Scroll bar)

Thanh cudn ngang
(Horizontal Scroll

L
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Thudc ké:

J 5 . ———
DPanh dau thut 1é dong dau tién
(First Line Indent marker)

o

Q

Danh dau thut 1€ pha N
(Right Indent marker)

0 o

3

Lc

[Treo dau thut 1é
(Hanging Indent marker)

Danh dau thut 1é trai
(Left Indent marker)

Q

Hinh 5: Thieoc ke ngang

e

1.4.S% dung thanh truy cap nhanh (QAT)

Thanh truy cap nhanh (Quick Access Toolbar - QAT): cho phép st dung nhanh cac
cong cu thuong dung ma khong can phai chon thé 1énh. Theo mac dinh, QAT hién thi cac
cbng cu nhu Save, Undo va Redo.

Hién thi/tat cac lénh trén thanh truy cap nhanh: nhap chudt vao nat Customize
Quick Access Toolbar -> chon cong cu can hién thi hoac tat.

. = : Customize Quick’AccessToolbar

| Customize Quick Access Toolbar

Paste |
- N Format

Clipboard

Navigatio

Search documer

Headings Paj

Write eloqued

New
Open
Save e
Email -)
Quick Print

Print Preview and Print
Spelling & Grammar
Undo

Redo

Draw Table

a. Duwa cac Iénh trén Ribbon vao QAT

Hién thi thém cong cu trén thanh truy cap nhanh: th?ip‘ chon Customize Quick Access
Toolbar -> Chon More Commands ->chon tén cong cu can hién thi ->chon Add.

s Customize Quick Access Toolbar

Chon céng cu

Werd Options

LS New Gerral
% '[— Open Display
Cover Blank Pa Brochin
Page~ Page Bre¢ ¥ Save 9
Pages Email I Swve
- ! Quick Print Langunge
Print Preview and Print Advanced
i Spelling & Grammar Customuze Ribben
v Redo Add-ing I
Draw Table Trust Center
Touch/Mouse Mode 9
More Commands...
Show Below the Ribbon

q’:'h Custormize the Quick Access Toolbar,

Choose commands from:

Popular Commands v

<Separator= A

[l Accept Revision

“‘;‘3 Add a Hypedink

T AddTable o '
& Change List Level ]
|*_, Choase a Tt Bex 3
By Copy
A Cut

& Decresse Fant Size
Diefirve Mesw Murnber Forrnat
%] Delete Comment

Customize Quick Access Toolbar

For all documents (default)

H Gave

5 Undo b
O Redo

= AlignLeft

0

égdn

< Femneve
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b. Thiét 1ap vé ché d9 mic dinh cho thanh truy cip nhanh

Chon Reset ->Chon tuy chon tuwong Gng.

Word Options ? X [
_ Customze the Quick Access Toolbar
> - "H om ¢ QUK ACCess T00IDar
) y Choose commands from: Customize Quick Access Toolbar
e s Popular Commands v For all documents (default) v
Customize Quick Access Toolbar s
E LN New S A B S
§ O ; . © Undo ,
Cover Blank Pa : 2ci O fedo
Page~ Page B v 3¢ omize Ribk 71 Add Table
Pages Emad | Quick Acceds Toolk e
- . Quick Print
Print Preview and Print = ,
Spelling & Grammar
v Undo
4dd -
v Redo R
<< Reenove
More Commands...
o
Show Below the Ribbon g
I
: S
R TR stomizations: | Rgset
Ribbon Chiphuchdithanh QAT—:[: Reset only Quick Access Toolbar
Phuchoithanh Ribbonva QAT Rt o s
19/05/2019 : Q -

Xo4 cac Iénh trén QAT

X6a cdng cu khoi thanh truy cap nhanh: Chon cng cu can x6a -> chon Remove.

m- Customize Quick Access Toolbar |

n 1% New
R

Cover Blank Pa

v Undo
v Red H sove
Draw Table © oo
O Redo
h ¢ Mod = Algn Left

mize Ribbos

Page- Page Brg v Save
*9 9 Word Options ?
Pages Email i
= - Quick Print General
3 " «H Customize the Quick Access Toolbar
Pr and Prin Display
- Choose commands from Customize Quick Access Toolbar
Spelling & Grammar Proofing
Popular Commands v For all documents (default) ~

| Quick Access Toolbar |

Add-ins

Trust Centes

1.5. Sir dung Ribbon
a. Céc thé (tab) thwong sir dung trén thanh Ribbon

— Home: ¢6 cac 1énh nhu sao chép, dan, dinh dang, can 18, tim kiém

— File: ¢6 cac 1énh lién quan dén tap tin nhu luu tao van ban mdi mé van ban, bao vé van

ban va 1énh hién thi hop thoai tuy chinh Word.

— Insert: c6 céc 1€nh chén bang, hinh anh, biéu dd, hinh v&

— Layout: c6 cac 1énh lién quan dén dinh dang trang nhu kich thuéc trang, 18 trang, hudng

trang in, ...
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Cac Tab thong thwong trén thanh Ribbon
— Design: c6 cac Iénh lién quan dé'n‘thié't ké van ban nhu chu dé (theme), vién trang, mau
nén trang, van ban (hinh) ban quyén ...
— References: c6 cac 1énh lién quan dén tham chiéu nhu muc luc (table of contents), ghi chu cudi
trang hodc ghi cht cudi toan van ban (endnote/footnote), chu thich hinh va bang (caption) ...

—  View: 6 céc Iénh lién quan dén cac ché d6 xem vin ban, bat tit thude dinh dang, cac
duong ludi, ctra s6 di€u hudng, sap xEp cac van ban.

b. Tuy chinh cich hién thi thanh Ribbon
—Vao Ribbon Display Options va chon cac tuy chinh tuong trng

Nut lénh tiy chon hién thi thanh Ribbon
§ Tu déng dn thanh Ribbon

Document2

’» Auto-hide Ribbon
¢ Hide the Ribbon. Click at the top
Ij A: of the application to show it.

Foxit Reader PDF

Review View

Thanh Ribbon chi hién thi cic the lénh ot Tabs
Nhép chut vao the lenh thi thao tac cta the lénh s& duoe hin thi ¢ | ahes foton tsbsonly. Cicks

tab to show the commands.

.3 . = Show Tabs and Commands
i . 2 1a . . 1=
Hien th! céc the lenh vathao tac t‘__ Show Ribbon tabs and

commands all the time.

. Tuy chinh thanh Ribbon: Vao File, chon Options, chon Customize Ribbon:

Ward Options 7 W
o FL-I Customize the Ribbon and keyboard shartouts,
Display
- Choose commands from: Customize the Ribon
roeiing Pegular Commands w Main Tabs v
e
— - :
quage ] Accept Revision A Main Tabs
) i Table # B Heme
anced SN New Tab (Custorm)
k [T, -
Customize Ribbon e . o | .
S A " 4 3 2 ey
hecess B Insert  dfp—
cces ol g Hién thi hodc tat thé lénh
# B Design

trén thanh Ribbon

Trust Cenber

i
A r
A

e
-
\: B A Bagkground Remaoval
& Tao nhom méi
IL ) I Mew Tab I Hew Group || Rename I‘—'— Bﬁi tén t}léfﬂhém

Custormizations: | Reset
Keyboard shordeuts | Cusfomize... o - Imget/Export
Tao thé mai .
oK Cancel B

» Tao thé mai: Chon vi tri tao thé, New Tab
« Do tén thé: Chon thé chon Rename dé ddi tén thé
« Do6i ten nhém: Chon nhdm chon Rename dé ddi tén nhom
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« Thém cbng cu vao nhom: Chon cong cu Add

« Xoa cbng cu khoi nhém: Chon céng cu Remove

Thém
|
3 —
[ Draw Table 1 [Jhevidone
Draw Vertical Text Box
199 Email ® M Add-ins
£ Find Add >> [ Foxit Reader PDF
ghon\cong cu ‘B Fit to Window Width << Remove | ||P £ The Moi (Custom)
thém vao nhom Eont I~ E Nhom moi (Custom)
Sl IA Font Color I ’ T 4 Draw Table
ont Settings ; A Font Color ’

Font Size Ir Xoa #] /] Blog Post

AB' Footnote PoN . FIROP? - SR - SRS

- Di chuyén thé: Chon th¢ Iénh can di chuyen
- Di chuyén the Iénh 1én phia trén: Move Up.
- Di chuyén thé I¢nh xuong phia dudi: Move Down.

Main Tabs
Home

Insert

Dresign

B[

Layout
1 References
=1 paailings
1 Reviews
=1 Wier

[ Developer
+1 ] Aadd-ins : .
= Foxit Reader PDF - -—— IDi chuwvén céng cu 1én

= L =0 (FEremomd —— Di chuyén cdéng cu xudng

EEEEEH

0H

El Mhom moi (Custom)
Diraw Table
.y Font Color |’
=1 EBlog Post
Insert (Blog Post)
1 Cutlining

[

o[

H

1.6. Str dung Backstage view (hau truwong)

Cung cap céc tly chon dé luu, mé mot tap tin, in va chia sé tai liéu. Truy cap hau truong:
chon thé File trén thanh Ribbon

8 I

Document! « Word ? - =] xX

Olenna Mason

Théng tin Info
Calibri (Body) ~ |11 Tao tap tin mai
R e i e Protect Document Properties ©
Paste , B I g Mo tap tin da co | oottt st s o A
g ) Luu tap tin Document- ' i
ap Words
Clipboard Font Luwu doi tén Total Edting Time
A g Inspect Document e
In tap tin 2 Befor publiing tis e, be suare T
. 2 A . B Check for et & containe Comments
Chia sé tap tin [ Db propeses
= author's name Related Dates
Last Modified
, s
Dong tap tm Manage Document et adey, 160AM
Q Checkiin, check out, and recover Last Printed
Manage unsaved changes.
Document ) There are no unsaved changes. Related People
Author

»A Olenna..

Last Modified By

Show All Properties
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2. CAC THAO TAC CAN BAN TREN WORD 2016

2.1. Tao tai liéu

Tao tai liéu mai: Chon File ->New ->Blank document.

s N
Insert Design
a Search for online templates
"L Calibri (Body) ~ |11 ~ A
L) Suggested searches: Business  Personal
Paste < B I .u_ v abe X X Design Sets Education Ewvent
Clipboard = Font 0
L
Account
Blank document
Options

Tao tai liéu mai tir mau 6 san: Mau (template) bao gom céc dinh dang tdy chinh va cac thiétké

Chon File -> New -> Chon c4c mau ngoai Blank document dé tao van ban
Tuy chinh cac thong tin trén mau theo y caaminh

Document! - Word (Product Activation Failed)

New

Suggested searches: Business Cards  Flyers  Holidays

Education  Letters  Resumes and Cover Letters

Clipboard =

WORLD BEST
Take a tour NAME/TITLE

-
9 Blank document

Welcome to Word

Chon 1 mau

World's Best award certificate

[ January
1 Name - I
WL/ HERE - -

I iy

Single spaced (blank) Blue grey resume
2.2. Mé tai liu

Snapshot catendar

Md mot tai liéu: Vao File -> chon Open hoac sir dung phim tat Ctrl + O
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Ia1 héu M5 word 2016 verOU.docx - Word

Open

@ Recent Tod ay
Save Tai liéu MS word 20716 vrerOO.drcncxr 711712023 6:00 PM
D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Word 2016
Save As . Onebing Tuan 2_Chuong1_Lam gquen voi Microsoft Word 2016.docx
- - . T/17/2023 2:36 PM
C: » Users » Hp » Downloads
Print F . 23 [z
This PC
|;| Tai ligu MS word 2016 vrer01.d0cxr 711772023 222 PM
Share D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Word 2016
+ Add a Place giao trinh tin hoc van phong Hvuong.docx TR TSR
Export D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Word 2016
huongdanCach 2.docx
Clos 7/17/2023 1:10 PM
0% Browse E: » Fix Printer Win11 e

giao trinh tin hoc van phong Hvuong.doc
D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Word 2016

giao trinh tin hoc van phong RUTGON VER02.doc
D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Word 2016
MICROSOFT EXCEL 2016 Ver03.docx

D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Excel 2016
Tai liéu gidang day MS word 2016.docx

D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Word 2016

Tai liéu MS word 2016.docx
D: » NguyenKhuyen » Nam 2023-2024 » MOS 10 » Tailieu Word_2016

7/17/2023 10:06 AM
Account

Options 7/17/2023 10:04 AM
7/17/2023 %:51 AM

7/17/2023 %:51 AM

7/17/2023 %47 AM

2.3.Luu tai licu

Ban tuy chon dé luu mot tap tin bat ky: Save, Save As va phim tit.
—  Save: Lan dau tién luu tap tin hodc luu lai tap tin d6 trén cung mot vi tri va cung mot tén.
— Save As: Luu tap tin v6i tén khac, thay d6i thu muyc luu tép tin hodc d6i dinh dang tap tin.

—  Phim tat dé luu tai liéu 1a Ctrl+S.

. Luu tap tin: Chon Iénh Save trén Quick Access Toolbar hoac chon thé File,
Save/Save As, chon This PC hoac chonBrowse dé chon thu muc luu tap tin.

191 1ITU V12 WUIU £V 10 VEIWWUULA = WUl

Save As

@ OneDrive Current Folder

Giaotrinh Ms Word 2016
Eh This PC D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Word 2016
Ll

Toda
+ Add a Place y

Downloads
C: » Users » Hp » Downloads

Browse Giaotrinh Ms Word 2016
D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Word 2016

Fix Printer Win11
E: » Fix Printer Win11

Giaotrinh Ms Excel 2016
Account D: » NguyenKhuyen » GiaoTrinh » Giaotrinh Ms Excel 2016

Tailieu Word_2016
D: » NguyenKhuyen » Nam 2023-2024 » MOS 10 » Tailieu Word_20...

HaoDo
E: » HacDo

Options

| ast Week
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Luru tép tin
0 Puong dan Iuu tap tin
9 Tén tap tin
(3] Pinh dang cua tap tin. Mic dinh Word 2016 s lwu véi dinh dang la Word

Document (.docx). Ching ta c6 thé luu véi cac dinh dang PDF, XPS, Web page,
Word 97-2003 Document ...

m Save As X k
" E] > This PC > Documents 0) v O Search Documents 0
Organize ~ New folder Bz = Q
B This PC ~ Name Date modified Type
I Desktop Custom Office Templates 15/06/2018 15:52 ... File folder
[% Documents Journals 07/06/ )9:34 ... File folder
. n -
‘ Downlonds My ISO Files 10 :08 ... File folder
i My Recordings 07/06 E34 ... File folder
D Music -
] SPSSInc 1 :59. File folder
&) Pictures | EViews Example Files 1 :28.. Shortcut
B videos
s CAIT (C)
s sinhvien (E:)
CD Dri F
- rive (F) v < >
File name: | Doc2 9) ~
Save as type: | Word Document ~
ord D
phors Word Macro-Enabled Document
Word 97-2003 Document
Word Template
Word Macro-Enabled Template
Word 97-2003 Template 9)
PDF
XPS Document
Single File Web Page
-~ HiT Folders Web Page
Web Passl Filtered

Tuy chinh luu ty dong: Chon File -> Options -> Save

Word Options

General
Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

?

Q Customize how documents are saved.
Save documents

Save files in this format: Word Document (*.docx) ZI

[ Save AutoRecover information every |10 r5 minutes *'Thbi gian |LPU,!&5Q6J_"9J

Keep the last autosaved version if | close without saving

AutoRecover file location: C:\Users\admin\AppData\Roaming\Microsoft\Word\ Browse...
[] Don't show the Backstage when opening or saving files i

[ Show additional places for saving, even if sign-in may be required. _th,rLthu, mUC‘ Iwu (t;}nggy
[ Save to Computer by default

Default local file location: C:\Users\admin\Documents\ Browse...

Default personal templates location:

Chon thu,mucTuu'mac dinh
Offline editing options for document management server files i -
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2.4. Dong tai licu

Pong tai liéu vao File -> chon Close. hodc chon Close truc tiép trén man hinh giao dién word.

3. RA SOAT VA KIEM TRA THONG TIN

Sign in 9_ Share

Kiém tra tai lieu Document Inspector: File (1) -> Info (2) nhip chon Check for Issues (3)

-> Inspect Document (4)

Insert Design Layout References
N ; Calibri (Body) ~|11 ~ A" A" Aa~ A9
Paste itz > 3 sty o -l
v ¥ Format Painter I U-abx, x| Q-5 -
Clipboard [ Font T
L Z; . ! . 1 . ' . 2 . | . 3 . 1

Account

Options

Info

Monthly Report

Documents = Work

Protect Document
Control what types of changes people can make to this document.
Protect
Document *

N
e Inspect Document

(-..._4 Before publishing this file, be aware that it contains
Check for Comments
Document properties and author's name

) 55 are unable to read

[ = Inspect Document
Check the document 1% bidden properties
wml information. |
. Check Accessibility

sl o et sed changes

t find d

£ Check Compatibility
& ¢
& :

<k for feat

Chon Inspect (5) -> chon Remove All (6) twong (ng véi ndi dung can xda -> Close

Document Inspector ? X
To check the document for the selected content, click Inspect.

[ Comments, Revisions, Versions, and Annotations
Inspects the document for comments, versions, revision marks, and ink annotations.

4 P ies and Personal
Inspects for hidden or personal saved with the d t

4 Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

[ embedded Documents

Inspects for embedded documents, which may include information that's not visible in
the file.

4 Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls.

[ Coltapsed Headings
Inspects the document for text that has been collapsed under a heading.

[ custom XML Data
Inspects for custom XML data stored with this document.

Oy oo

v

Document Inspector ? X

Review the inspection results.

P c isions, Versions, and i j A
The following items were found: m

* Comments 7
! ies and Personal i G Remove All

The following document information was found:

* Document properties

* Author

@ TaskPane Add-ins
We did not find any Task Pane add-ins.

@ Embedded Documents
No embedded documents were found.

@ Macros, Forms, and ActiveX Controls
No macros, forms, or ActiveX controls were found.

@ Collapsed Headings
No collapsed headings were found.

@ Custom XML Data v

1 Note: Some changes cannot be undone,
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®  Tim va sira I8i truy cap (Check Accessibility): File (1) -> Info (2) nhap chon Check
for Issues (3) -> Check Accessibility (4) .

Info

BT1_TaiLop

Paste ‘. i
- ~ Format Painter
Clipboard
L K.
o

Protect
Document ~

&C)

Check
lssues ~

Account

Options

C: » Users » admin »

‘?‘:J\ Inspect Document
=7 Check the document for hidden properties
or personal information,

Downloads » MOS1-W7

Compatibility Mode

Some new features are disabled to prevent problems when
versions of Office. Converting this file will enable these featy
layout changes.

Protect Document
Control what types of changes people can make to this doc:

Inspect Document

Before publishing this file, be aware that it contains:
Document properties and author’s name
Content that people with disabilities are unable to read

Check Accessibility
L@ Check the document for content B people
with disabilities might find difficult to read.

a ed changes.

ithout saving)

"‘. Theck Compatibility
J Check for features not supported by earlier
versions of Word.

Chon dbi twong can sira 16i -> thuc hién sira 13i.

Khung Additional Information: hién thi nhiing thong tin

giai thich vé 131 twong ng

4. CAC TUY CHON WORD

e Ludn hién thi ky tu dinh dang trén man hinh

Mic dinh cac ky tu khéng in (ky tu tab, khoang tring,
enter...) s& khéng duoc hién thi trén man hinh.

Accessibility Checker ™ %

~ .| Inspection Resuits
Cac 161 |
5 rrors
tim dwoc] |4 missing At Text
Picture 1
Table

4 No Header Row Specified

r ) Tabl:
Cac canh —

» |Warnings
bao

4 Blank Table Rows or Columns
Table Column

Table Row

Repeated Blank Characters

4 Characters

Y

Additional Information v

Select and fix each issue listed above to
make this document accessible for
people with disabilities.

Accessibility Checker ¥ %
Inspection Results
Errors

4

Picture 1

@
Table

4 No Header Row Specified
Table

Warnings

4 Blank Table Rows or Columns
Table Colu...
Table Row

4 Repeated Blank Characters
4 Characters

Additional Information v

Why Fix: G

Alternate text helps readers
understand information presented in
pictures and other objects.

How To Fix:

Trang 17




> Truwong THPT Nguyén Khuyén

Mic dinh hién thi cac ky tu khong in trén man hinh: Chon File -> Options-> Display -> check
vao tuy chon cua ky tw can hien thi miac dinh trén man hinh

‘ Word Options

G | D £ociRs 2
kil E)\ Change how document content is displayed on the screen and when printed.

Proofing Page display options

Save [4 Show white space between pages in Print Layout view G

Language E4 Show highlighter marks G

Advancad @ Show document tooltips on hover

Customize Ribbon Always show these formatting marks on the screen

Ki tir tab || QuickAccess Toolbar | 1, characters -
Ki tu khoang tring giita cac tir — » (] Spaces e ,4
Ri kit tic doan L T Chon.nhirmg ky,tw,cho phép)
| 2 -

» ] Paragraph marks : Aot g
o R R P h trén man hinh
Van ban co thudc tinh an ey

n
iv— vy
Trust Center hién thi mac di

»[] Hidden text abe B
[ Optional hyphens =
M Object anchors \IJ

Show all formatting marks
2 9

e Kiém tra tinh twong thich cua vin ban vai phién ban khac

Insert Design Layout References

Datal_Tuan2.docx - Word |

Info

Datal_Tuan2
C: = Users » admin = AppData » Local = Temp » Rar$01a0.949

Microsoft Word Compatibility Checker ? X

The following features in this document are not supported by earlier
versions of Word. These features may be lost or degraded when
opening this document in an earlier version of Word or if you save
thre-ch y ile format.

Protect Document

Control what types of changes people can make to this document

thre e

Protect
Document ~

Inspect Document
Before publishing this file, be aware that it contains:
¥ Document properties and author's name

l Select versions to show ¥ I

Word 97-2003

(5]

Occurrences

Word 2007
[ word 2010

moved

4

for hidden properties

Account
e ved changes.

Options

(6]

Chon phién ban can kiém tra tinh twong thich

9 Check compatibility yvhen saving documents
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BAI 2: CAC THAO TAC VAN BAN

1. DI CHUYEN VUNG VAN BAN TRONG PHAM VI VAN BAN
Thao tac trén ban phim:

— : Qua trai mot ky tu.
— : Qua phai mot ky tu.
0 : Lén mot dong.

! : Xubng mot dong.
Ctrl + « : Qua trai mot tur.
Ctrl + : Qua phai mot tur.
Ctrl + 1 : Lén mot doan.

Ctrl + | : Xudng mot doan.
Home : Bén dau dong.

End : Bén cudi dong.

Ctrl + Home :Pén dau vian ban.

Ctrl+ End  : Dén cudi van ban.

Page Up : Lén mot trang man hinh.

Page Down : Xudng mét trang man hinh.
Ctrl + Page Up: DBén dau man hinh.

Ctrl + Page Down: Bén cubi man hinh.

Enter : Xubng hang, két thic doan.
Shift + Enter: Xudng hang, chua két thic doan.

S dung cac phim tdit:

Ctrl + [ : giam kich ¢ chir xuéng 1 point.

Ctrl +] : tang kich ¢ chit 1én 1 point.

Ctrl + B : bat hoac tit ché do chir dam.

Ctrl + | : bat hoac tit ché d6 chir nghiéng.

Ctrl + U : bat hoic tit ché do nét gach dudi chit (nét don).

Ctrl + Shift + U : bat hoic tit nét gach dudi chir (nét doi).

Shift + F3 : d6i chir in thanh chir thuong va nguoc lai.

Ctrl + dau bang (=) : bat hoic tit chi s6 dudi (vi du: X2, 2 1a chi s dudi).

Ctrl + Shift + ddu bang (=) : bat hoac tat chi s6 trén (vi du: x3, 2 1a chi s trén).

Ctrl + Space : tra vé dinh dang mac dinh.
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2. CHON VAN BAN TRONG TAI LIEU

Dé chon mét khdi van ban, ban cé thé dung chuét, hodc ding ban phim, hoic dung két hop
ca chuot va ban phim.

« Chen mét tir: Double click vao tir mudn chon.

of NEWSZroup q you can work with al
o create multiple usets, or identities, for the
e-mail folders and an individual Address

« Chen mét cau: Nhan giit phim Ctrl, dong thoi click chudt vao vi tri bat ky trong cau.

[f vou have several e-mail or newsgroup accounts, you can work

one window, KT Ll ne-t-11= k ltiple users, or identities,

« Chon mét doan: Double click vao khoang tréng bén trai cua doan mudn chon.

 Chgn cac ky tw lién tiép nhau: Click va drag lén cac ky tu mubn chon; hodc dung ban
phim bang cach dat diém chen vao ky ty dau tién muon chon, sau d6 nhan giir phim Shift
va dong thoi nhan cac phim miii tén thich hop.

IS ENTETCR T s I CE mall and newsgroup accounts

Each identity has unique e-mail folders and an indi

« Chen mét dong: click vao khoang tréng bén trai ciia dong mudn chon.

« Chgn toan bg van ban: nhan phim Ctrl. dong thoi click vao khoang trong bén tréi cuia van
ban; hoac ban nhan t6 hop phim Ctrl + A.

3. CHE PQ HIEN THI VAN BAN

M6t van ban sau khi nhap xong, ban can phai chinh sta, dinh dang, . . .Dé gitp thuc hién
cng viéc a6 mot cach dé dang, Word cung cap cho ban cac ché do hién thi van ban cho phép
ban xem vin ban trong nhiéu trang thai khac nhau vai cac ky thuat chinh stra, dinh dang, t6 chic
chi, . . . khac nhau.

Dé hién thi cac ché do hién thi trang vin ban ban thao tac:

e Chon nhém lénh View.

File Home Insert Design Layout References Mailings Review View Q Tell me what

U D 1 [=] Outline  [v] Ruler q ["_') =] One Page D’j E
- “Z [=] Draft Gridlines M EE Multiple Pages ™ -
Read @ Print  Web o Zoom 100% New Arrange Split
Mode [Layout Layout A SR En & Page Width Window  All
Views Show Zoom
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« Read Mode: day la ché do gidp ban d& dang doc tot mot tai lieu, tai li¢u s& duoc hién thi
dang mot cuon sach gom hai trang, tao khoang khéng thoang va khong bi gidi han boi
cac menu lénh

«  Print Layout: hd tro tot nhét khi dinh dang chir va trang. N6 hién thi van ban theo hai
thudc canh va dugc phan trang theo trang giay in. Thong thuong ché do nay duoc st
dung nhiéu nhat da s6 nguoi sir dung va dugc mac dinh khi lan dau mé Word 2016 .

« Web layout: mét trong nhiing phat trién mai nhat trong nganh may tinh hién nay 1
HTML (hypertext markup language). Hypertext (siéu van ban) la cach ma mot so tai liéu
cho phép ban truy cap cac thdng tin c6 lién quan bang céch chi viéc nhap mot lién két
(d6i khi dugc goi 1a mot siéu lién két - hyperlink). Cac trang duoc hién thi ¢ phan World
Wide Web trén Internet duoc tao bang cach st dung HTML. Word cho phép ban tao va
xem tat ca céc tai liéu hypertext trong khung xem Web layout.

«  Outline: cho phép ban diéu khién céc cap ché do tiéu dé va tiéu dé phu trong tai ligu
duoc hién thi (hay khong dugc hién thi) va sip xép. bay la mot phuong phap Iy tuong
trong viéc sap xép lai cac tai liéu bang cach di chuyén cac phan cua text nhirng khoang
cach xa trong tai liéu, hay thay déi lai cAu tric cua cac tiéu dé.

Draft: cho ban xem van ban ¢ dang van ban phat thao

Ngoai viéc thay doi ché do hien thi van ban trong nhém Iénh View, ban ciing c6 thé thuc
hién thay d6i nhanh bang céc biéu tugng Iénh nam phia dudi géc phai cua cira s6 Word 2016

I B Ee I - i + 199%
Ngoai ra dé xem thiét ké mot van ban tét hon, ban 2o . x|
c6 thé thay doi ché @6 phdng I6n man hinh trong Som o
Word. Bé thuc hién, ban chon mét trong cac cach O page width O Many pages:

sau: O 100% O Text width

O 15% () Whole page _

-

— C|ICk Ch(_)n nhém Iénh VieW | Percent: |110%

—  Chon tiép vao lénh Zoom preview

AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz

G AaBbCcDdEeXxYyZz

PG o o o VK | a i, 7.0, 300, |

Cancel

« Ban ciing c6 thé click lra chon phéng to hay ? N
thu nho trang van ban bang cach kéo thanh e -
truot Zoom & phia dudi goc phai cua cira s6 Word 2016

B B BR|- | + 199%

« Kéo thanh truot vé phia biéu tuong @ : thu nho trang van ban.
« Kéo thanh truot vé phia biéu tuong & CE : phdng to trang van ban.

Trang 21



> Truwong THPT Nguyén Khuyén

4. CAC THAO TAC BO TRi MAN HINH LAM VIEC

1. An/hién khung ludi: Thé View — Gridlines Gridlines
2. An/hién thuée dinh dang: Thé View — Ruler Ruler

Bat/tit chirc ning hién thi thuéc: Chon File — Options — Advanced — Display —
Show vertical ruler in Print Layout View — OK

3. An/hién ki tu dinh dang van ban khéng in: vao th¢ Home -> chon Show/ Hide, nhém
Paragraph.

References Mailings Review View 4
LR M B St =2 " AaBbCcel| AaBbCc AaBbCcl AaBbCeD AgBh((
A-7-A- 8 = O- - Y Normal | BodyText 1NoSpac.. 1TablePa.. Heading1 Hea
Paragraph
Lo ' ' ' 1 2 ' 3 ' + ' 5

s Trwong THPT-Neuyén-Khuyény

: " Hai-Sic-Hoa Ti-gon-

|
Mot-mua-thu-tredc-mbichoang-hon ||
Nhat-canh-hoa-roi-chdng-thay-budn-{
Nhuém~énh<nén9~la-qua-méi‘téc-ﬂ
Téi-chd-ngudi-dén-véiyéu-thuongy
|

£ . . . 3 . . en -

5. CAC THAO TAC THAY DOI CUA SO VAN BAN

5.1. Phan chia cira 5o (Split Window) 7
Céch chia ctra s6 ing dung hoac loai bo viéc chia cira so6 (rng dung

! ' Split Wendow . 3 o 2

L]
Read | Priet = Web
Mode Layoul Layost

Marbngs

One Page -

i OF
B
1

Mttipie Pages

ston Pare 4> Page Widrh Wt

« Read Mode: diy 13 ché d$ gitip ban dé dang doc tot mde tai lidw, thi lidu s dwoc hién thi
dang mdt cudn sich goém bai trang, tao khoang khéng thodng va khéng by gidi han boi
cliic menu 1énh

«  Print Layout: hd uo tét nhit khi dinh dang chir va rang. N6 hién thi van ban theo hai
thardes canh vh Mrcee nhiba teana thao teana aide in Thina thardena chid A4 ol Amee ik

1 ' 1 U 2 ]
LG Lt Ya GOUL ps0s U aliE WINy Uk Biay G & UK WUV Cin GV ik YsvL Su

dung phigu nhat da 50 nguol sir dung va dwge méc dinh khi lan dau me Word 2016

«  Web layout: mét trong nhirng phat triégn mdi nhét trong nganh may tinh hién nay 1a
HTML (hypertext markup language). Hypertext (siéu van ban) 1a cach ma mot so tai Ligu
cho phép ban tuy cip cic thong tin ¢6 lién quan bang céch chi vide nhip mdt lida ki
(461 khi duge go1 ld mot siéu lién két - hyperlink). Cac trang duec hién thi & phan World
Wide Web réa Internet dugc 120 bang cich str dung HTML. Word cho phép ban 1o va
xXem tat ca cac tai lién hypertext trong khung xem Web layout

5.2.Mé 2 cira s6 hién thi cing mét tap tin: |
Thé View — New Windows New
wWindow

5.3.54p xép nhiéu cira sb:
Thé View — Arrange All
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'j (=] Outl - F T)View Side by Side i
= Dratt Pages — L
=ad Print| Web New  Amange Switch  Macros
de Layoul Layout dt Window Al Windows = =
i T
: wx b S Arrange A 2 3 Crio
Javigation A i iy W W R R T T W R
) i 50 The View — Arrange All -
leadings  Pages  Results =l
u

layosl  References  Mailings  Review  View
T ; = Al Prind *
5 Times NewRe=[16 = A A Aa- § B €5 AT | e AaBh( ssscode gqBhCc AaBbeDd AaBbCel AaBbCel rasbecn Aal AaBbCel AaBbCcl :W -
# format Puner I T 1 * obe 0 X A-7-A-W== - B-0 - Emphasis | Heading 1 | THeading 3 THeadingd TList Pa 1 Nom Stong Subtitle 1Tt TNoSpac.. Subiie T
- L S
vavigation &

s Khinhin chon More Symbols, hip thoas Symbol hitn thi

5.4.Hién thi 2 cira s6 canh nhau:
Thé View — View Side by Side
5.5.Tat/mé tinh ning cudn dong bd giira 2 cira so:
Chon View — Synchronous scrolling
5.6.Chuyén ddi giira c4c cira so:
Thé View — chon Switch Windows — chon ctra s tai liéu can chuyén dén .

References  Mailings  Review

O\ 5 [ OnePage == [ ™= | ()View Side by Side wmi
n Multiple Pages 3 ‘:SynchfmssScrollmg = " ‘
Zoom 100% New Armange Split § ~~ Switch  Macros
O PageWidth  window Al 4 Reset Window Position  windows~ | - ‘

o Read .\lm;e:'l day la c'hé do gitip ban dé dang doc tot mot tai liu, tai liéu s& dwoc hién thi |
dang mot cuon sach gom hai trang, tao khoang khong thodng va khong bi gioi han boi
cac menu lénh

6. PIEU HUONG TRONG TAI LIEU

Cira s6 diéu huéng (Navigation pane): C6 thé di chuyén dén mot vi tri ddc biét trén tai
liéu théng qua cira s6 diéu hudng nay

+ Thé Headings: hién thi cac tiéu dé

+ Thé Pages: hién thi biéu tuong thu nhé cua céc trang

+ Thé Results: hién thi két qua tim kiém theo cac tir dwgc nhap
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File e Insert Design Layout . Home Insert Design Layout R
— ] | “I _'|_ [C]outline  [v] Ruler
| “l = B B - E I;L [=] Draft Gridlines
a1 . gre {=F] Tind e : N
read NED w;:b [=] Draft - Grld.hne%'. S Lawut.l—_awut +| Navigation Pane
Mode Layout Layout Navigation Pane Views Show
Views Show Nav]gat]on -x -
NaV|g atlon v X L Search document 2 -
@ Heading Pages esults
Search document L2~ :
Headings [ Pages  Results - 0 o)
L&i néi d3u : r—
BAI 1: LAM QUEN VOl WORD 2016 2 Cew— : N
4 1.GIOI THIEU WORD 2016 j o :
1.1. Gidi thiéu : N
1.2. Khdi dong word 2016 - 20 -
1.3. Cac thanh phan cla giao di... ; :
b 1.4. S& dung thanh truy cip nha... .
1.5. Sif dung Ribbon ' — -
1.6. SU dung Backstage viewth... [ | = :
S O —0- O

7. LAM VIEC VOI VAN BAN

7.1. Sir dung Undo/ Repeat

+ Undo typing: khoi phuc hanh dong trudc d6 hodc sir dung phim tit Ctrl + Z
+ Repeat typing: 1ap lai hanh dong trudc d6 hoic sir dung phim tit Ctrl + Y

Design Layout References Mailings Review View

Cut I - - 0— a—  p— [
D CalibriLight (-|12 ~ A A Aa~ A =-:i=-'z- €23 4|
e Copy .
aste | - 2 s A = === 1=~
- e & 2 H e o A — = 4=
Clipboard [F] Font I Paragraph I

7.2. Sir dung cac chire niing: cat, sao chép, va dan (Cut, Copy, Paste)

Str dung Iénh trén Ribbon

Design Layout References Mailings Review View

CalibriLight (~|12 ~| A A Aa~- By =

D Copy

Paste .
o ~ Format Painter

B I U-abex, x* [A~-¥-A-

Clipboard - Font [

Str dung phim tat
+ Quét khdi cac 6 dit liéu cin sao chép — bam t6 hop phim CTRL+C (copy)
+  Nhap chudt vao 6 can sao chép dir liéu dén — bam t6 hgp phim CTRL+V (paste)
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+ Quét khdi cac 6 dit liéu can di chuyén — bam t6 hop phim CTRL+X (Cut)
+  Nhap chudt vao 6 can di chuyén dén — bam t6 hop phim CTRL+V (paste)

7.3. Cach sao chép dinh dang trong word (Format Painter)

+ Nhap ndi dung -> hi€u chinh dinh dang cho doan van ban.
+ Chon doan vin ban véi dinh dang ban vira chinh > chon Home > Nhan Format
Painter

BECE Insert Design Layout References  Mailings  Review  View ’ ‘

=0 N~

[r—r ahoma 16 - A A - .iT . 4. =3= Al ¢
& Tahoma 16 A A A~ By =-:i= -~ €3 2| AaBbCcDd | AaBbCcDd A3Bh(Ci
== LOpY B R . - - i
g —— B I U-acx, ¥ A-Y-A- = = =- ) - - T Normal | T No Spac.. Heading 1
Chipboard - Font aragrap
1 2 3

Format Painter (Ctrl+Shift+C, Ctrl+Shift+V) "

Like the look of a particular selection? You ca

© Tell me more

Lc nay tai biéu tuong tré chudt xut hién biéu twgng Format Painter > Chuyén sang ni
dung can chen dinh dang > chen dean ngi dung can dinh dang -> Ket qua s€ 1a dinh dang nhu
dinh dang chon ban dau

REIMENN Insert Design  Layout  References  Mailings  Review  View
& X Cut — a— i— | — —
y o Tahom ~16 - A A - S ei— =3= A A ~
T ahoma 16 - A A A~ B i=-i=-%c- €32 2l T | aabcedd| AaBbCceDd A3Bb (o
— == Lopy
iste - = A~ Ay, === = Ay - . 1 Norma v ac.. Hea 1
- ¥ Format Painter B I U -akex; x /A A-BE=== v R ma No Spa eading
Chipboard Font = Paragraph
2 3

1 =« =« + @ = s s oo 1

Truong THPT Nguyén Khuyén

Truong THPT Tran Khai Nguyén
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8. TIM KIEM VA THAY THE
8.1.Tim kiém

—  Thé Home -> chon Find -> nhap noi dung can tim kiém vao Find what

— Nhép chuét vao Format va chon dinh dang can tim

Find and Replace

Fing Replace So To
I Find what: Microsoft I
<< Less Beading Highlight -

Search Options
Search; all b
[ mateh case
Eont...
Paragraph...
Tabs...
Language... =
Frame...
Style...
Fir Highlight

Special =

Find In~ Eind Mext Cancel

[ mateh prefix
[ Mateh suffix

[ ignore punctuation characters

[} Ignore white-space characters

8.2.T6 mau lam néi bat (highlight) vian ban hoic dinh dang tim dugc
— Trénthé Find cua cira s6 Find and Replace — Reading Highlight — chon Highlight All .

A.4.%>IUL TLIT G

Microsoft Word 2016 la mét irng dung xir I¥ van ban., cho phép ban cé6 thé tao ra mot loat
cac tai liéu. bao géxn thar. so yéu 1¥ lich va nhiéu van ban tai liéu khac.

Word 2016 ciing tirong tir nhir Word 2013 va Word 2010. Néu da sir dung mét trong hai
phién ban Word d6. khi sir dung Word 2016 ban s& cam thay né kha giéng nhau. Tuy nhién néu la
ngudi dung mdi sir dung Word hodc néu cé nhiéu kinh nghiém sir dung cac phién ban Word cii,
ban s& mat mét khoang thoi gian dé lam quen vd&i giao dién Word 2016.

1.2. Khéi dong word 2016

- Cach 1: Nhap dup vao biéu twong sin c6 cuachuwong trinh trén man hinh Desktop cua may tinh.

- Cach 2: Start ->All Programs ->Microsoft Office ->Microsoft Word 2016

Find and Replace

Find Replace Go To
Find what: Microsoft
Options: Ignore punctuation characters
<< Less [ Reading Highlight ~ ]

Search Options Highlight All

Search; Down
() Match case
() Find whole words only
() Use wildcards

() sounds like (English)

|

) Find all word forms (English)

Clear Highlighting

Find In~ Eind Next Close

(] match prefix
() mMatch suffix

&3 ignore punctuation characters

[__] ignore white-space characters
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8.3.Thay thé vin ban hoic dinh dang
— Thé Replace

— Nhap néi dung va chon dinh dang can tim trong ving Find what

— Nhap noi dung va chon dinh dang can thay thé trong viing Replace with

— Chon Replace hoic Replace Al

Find and Replace

Find Replace Go To
Find what: waord
Options: Ignore punctuation characters

Replace with:  Word 2016

o | Bss Beplace Replace all Eind Mext Cancel
Search Options
Search; | all
[ Match case [ mMateh prefix
Find whale words only [ Matech suffix
[ Use wildcards
] seunds like (English) B gnore punctuation characters
[ ] Find all word forms (English) l ] Ignore white-space characters
Replace
Format = Special =
8.4.Tim kiém nhitrng thanh phan (elements) caa tai liéu
— Trong cira s6 Find and Replace -> chon thé Goto (1).
—  Trong danh sach Go to what -> chon thanh phan muén tim (2).
— Nhap gia tri twong tng mudn tim (3)
— Nhép chuét vao nat Iénh Go to (4)
Find and Replace ?
Find Replace | GoTo n
Zofowhat: Enter bookmark name:
Page ~ || Bookmarki  €)
Section
Line a
Comment
Footnote b
5
| GoTo ﬂ Close
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9. SUDUNG AUTOCORRECT TRONG VAN BAN

9.1.C4u hinh kiém tra 18i chinh ta va ngir

phap

o Home Insert Design Layout References Mailings Review
Word Options ? N
D One Page

General |ABC =

|V 7, Change how Word corrects and formats your text. 2
i V% EE Multiple Pages
Proofing AutoCorrect options ‘D' page Wldth
Save Change how Word corrects and ;

formats text as you type QutoCogen Optionse Zoom
Language
s When correcting spelling in Microsoft Office programs . \

Cuitoimits Ribbo 7] Ignore words in UPPERCASE

) V! Ignore words that contain nur
Quick Access Toolbar

nbers

Add-ins
Trust Center | Check spelling as you type
v
v| Frequently confused words
4 JI

Check grammar with spelling

Show readabifity statistics

Writing Style:

When correcting spelling and grammar in Word

Mark grammar errors as you ty

Kiém tra 13i chinh ta khi nhap

Danh dau 16i ngir phap khi nhéap

Danh dau cac tir thuong bi dung sai cach
Kiém tra 101 chinh ta va ngir phéap

pe

Settings...

Kiém tra nglr phdp va van phong

Check Docur %

Exceptions for: | | Document2

Account

Options

V1 Hide spelling errors in this document only

M Hide grammar errors in this document only

Chi kiém tra ngir phap

Chi 4n 138 chinh ta trong vin ban nay

Chi an 15i ngir phép trong vin ban nay

Cancel

9.2.Céu hinh tw ddng sira 16i (autocorrect)

— Thé&m mét van ban tit vao danh sach AutoCorrect:

Vao File->chon Options->chon Proofing ->chon Autocorrect options...

Stra 101 yiét hoa 2 ki tu dau

) Viét hoa ki tu dau cau
Viét hoa ki tir ddu moi 6 trong bang
_Viét hoa ki tu dau tén ngay

Stra 101 vo tinh bat cAPS LOCKS

Tu dong thay thé van ban khi nhap

AutoCorrect: English (United States) ? X
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type
[] show AutoCorrect Options buttons
> Correct TWo INitial CApitals Exceptions...

> Capitalize first letter of sentences

> @ Capitalize first letter of table cells

= @ Capitalize names of days

- Correct accidental usage of cAPS LOCK key

Ngoai 1€

> iz Replace text as you type

Replace: With: 1 O Formatted text

CSTH Ca sd tin hoc

cafe café ~

caharcter character

calcullated calculated

calulated calculated

can;t cant

candidtae candidate v
Automatically use suggestions from the spelling checker
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Cdu hinh tw déng sira 16i (autocorrect): thiét Igp ngoai 18

Vao File (1)— Options (2) = Proofing (3) = AutoCorrect Options (4) — thé
AutoCorrect (5) — Exceptions (6)

| AutoConect Engih Unied Stte r Khong stra 161 tir viet hoa nay Ngoai 1¢ khac
e ffffjlm“ Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type
Show AutoCorrect Options buttons AutoCorrect Excep kions ? X
Correct TWo INitial CApitals 6 = « K \ a
[ Capitalize firstletter of sentences Khong viét hoa sau tir Ry :
Bc _ —p First Letter  |Nitial CAps  Other Corrections
apitalize first letter of table ceils \ A
e la ngoai 1&
SpRaze Dimics of duys e Don't capitalize after:
[ Correct accidental usage of cAPS LOCK key & v " o =
Nhap tir can la ngoai 1¢ — utd 9 Add
[ Replace text as you type ‘ % 2
Replace: With: @/Plain texst. O Formatted text m.
CSTH Co s tin hoc mar.
masc.
cafe caté ~ ma,
caharcter character mfg.
calculiated calculated mg.
calulated calculated mgm' v
ant ant —— ,
candidtae candidate v Automatically add words to list o
matically use suggestions from the spelling checker
oK Cancel

Cdu hinh tw dgng sia 14i (autocorrect) khi nhdp: tham khdo thém

AutoCorrect

AutoCorrect  Math AutnCcr.o' AutoFormat As You Type AutoFormat Actions

Replace as you type
“Straight quotes” with “smart quotes” Ordinals (1st) with superscript
Fractions (1,/2) with fraction character (z) Hyphens (--) with dash (—)

D *Bold* and _italic_ with real formatting

Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists Automatic numbered lists

Border lines Tables
[] Built-in Heading styles

Automatically as you type

[v] Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces

[] Define styles based on your formatting

c)
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BAI 3: PINH DANG TRANG VAN BAN

1. PINH DANG TRANG VAN BAN
1.1. Pinh dang khd gidy cho trang vin ban:

« Chon nhém lénh Layout -> chon tiép lénh Size, mot danh sach cac khé gidy hién thi:

File Home Insert Design m References Maslings Review View

B¥ I—\ "= Breaks ~ Indent Spacing
- ; = {0 Line Numbers*  *=left 0Ocm 15 Before: |0 pt
Margins Orientatior]  Size [Lolumns — -
- - - v p¢ Hyphenation ~ =*Right 0cm - +m After: S pt
Letter . Paragraph
v y ' 2159 emx27%8 cm ' 3 | * ' 5
Tabloid
2783 cmx43.18¢ecm
Legal
1.59 cm x35.56 cm
Statement 9 A - A
1397 emx21.58 em || Ch(_)n k}lo glay
Executive
18281 cm x 2667 cm
A3
20.7 cm r
A4
21 cm x29.7 cm

| Page Setup ? X

| Margins Paper Layout

Paper size:

Khi chon Iénh More Paper Sizes, hop thoal ——

Page Setup hién thi: aighe: 1160

Paper source

- . 7 A =K Eirst page: Other pages:
» Paper size: Lya chon cac kho gidy dugc

thiét Iép San Automatically Select Automatically Select

Printer auto select Printer auto select
Manual Feed Manual Feed
Tray 1

Tray 2
Unspecified

Plain

HP Matte 90g

4F 4K <

Tray 1

« Width: Thay d6i chiéu rong kho gidy. T2
Maic dinh duoc tinh theo don vi inch, tuy '
nhién ban c6 thé thiét 1ap lai don vi tinh
la cm hoac mm, . ..

« Height: Thay déi chiéu cao cua kho gidy. =

Trong hop thoai Pape Setup, ban chon Print

. Apply to: | Whaole document v
Options.
Set As Default Cancel

« Hop thoai Word Options hién thi.
e Ban chon I6p Advanced.
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« Thay ddi gié tri don vi do trong & Show measurements in units of | centimeters »|

khi ban thay doi don vi do nay ciing ddng nghia vai viéc ban thay doi don vi canh cho thanh
thuoce do.

Thay d6i xong cAc gié tri, ban nhan OK dé ap dung. Néu muén méc dinh kho gidy ban chon ap
dung cho lan mé Word sau ban chon vao 1énh Default.

[Word Options ? X
General Show drawings and text boxes on screen
) [J Show bookmarks
Display
() Show text boundaries
Proofin
o [ Show crop marks
g
1| save [ show field codes instead of their values
Language Field shading: |When selected -~
4 Advanced [J Use draft font in Draft and Outline views
Customize Ribbon Courier New
Quick Access Toolbar 10
Trust Center [ Use fonts that are stored on the printer
{ Font Substitution...
[ Expand all headings when opening a document @
Display
| Show this number of Recent Documents: 25 = o)
[ Quickly access this number of Recent Documents: |4 =
Show this number of unpinned Recent Folders: 20 =
Show measurements in units of: Inches ~
#
Style area pane width in Draft and Outline views: |Kki
i [O) Show pixels for HTML features Ce_n-nmeters
. i Millimeters
Show shortcut keys in ScreenTips Points
{ Show horizontal scroll bar Picas
| Show vertical scroll bar
F Show vertical ruler in Print Layout view
I [J Optimize character positioning for layout rather than readability
oK Cancel
ﬁl\ll'l VAN BAN T = R

1.2. Pinh dang hwéng gidy cho trang vin ban:

Thiét lap hudng trang in: Thé Layout — Orientation— Chon huéng trang in tuong tng.

Home Mailings Review  View

@ rh\" IE #= Breaks ~ Indent Spacing

) . D ) Lline Numbers~ | *=Left: 0" - Iz: Before: 0 pt .

Margins| Orientation [ Size Columns . i -
= - . bc Hyphenation~ = =%¥Right 0" - t+= After | Opt -

hp = Paragraph =

Iﬂdffl'lg L_ﬁDkPortmit S R W R WSS SN ST
Il‘lngang m Landscape
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File Home Insert

1.3. Pinh dang I& trang vin ban

Thay dbi 1& trang: Thé Layout — Margins — Chon 1& trang

il SRR

Margins Orientation Size Columns

Design Layout I
>% Breaks -
¢’ Line Number

be” Hyphenation

7 Mirrored
tlIUIlg u’ng E Top: 07" Bottom:0.7" x L
Inside: 0.7 Outside:0.7"
Mot danh sach menu 1énh hién thi, cung cip cho ban nhiéu Normal
kiéu canh Ié dugc dinh san. chon mot kiéu canh Ié thich hop véi @ fop: 1° sotiom 1
trang van ban ban dang soan thao. )
Narrow
Ay -2 N X ~ D Top: 05" Bottom:0.5"
— Normal: quay vé kiéu canh 1€ dugc mac dinh san cua left 05" Right 05"
Wprd 2016 . L, . . . Moderate
— Néu ban muon chon mét kiéu canh Ié cho riéng ban, hay D fop 1 Bottom:1”
nhan vao Iénh Custom Margins. - S
Wide
@ Top: 1" Bottom: 1"
Left: 2" Right: 2"
. n R " . Mirrored -
Khi chon Iénh Custom Margins, hop thoai Page Setup [ ™ v, cownr )
hién thi. Ban chon vao Iép Margins. Ban lan luot chon lai dinh e e e -
dang canh I¢ trang giay trong cac 6: Office 2003 Default
@ Top: 1" Bottom: 1" B
Left: 1.25" Right 1.25"
I Custom Margins... I '%‘
—  Top: Canh Ié trén.
—  Left: Canh Ié trai.
— Bottom: Canh I¢ day.
- nght Canh Ié phé.l Pag.eSetup _ ? X
—  Gutter: Xac dinh chiéu rong cua gay Margns  paper  Layout
Séch. Margins
Top: [ = Bottom: 1 =
Left: 1" = Right: " =
Gutter: 0.3" : Gutter position: Left v
o Orientation: Xac dinh kiéu trang giay. Orientation
. L4 , Al
- Portrait: Trang giay dang.
e N Portrait Landscape
- Landscape: Trang giay nam ngang. pages
Multiple pages: Normal b

Khi ban lya chon nhitng thay doi, khung
Preview s& hién thi cho ban xem truéc.

Preview

Chon xong, click OK dé chap nhan va dong
hop thoai nay lai. Mudn &p dung nhitng thay doi
cho 1an m& Word sau, ban nhan chon Set As
Default

Apply to: | Whole document

Set As Default

Cancel
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1.4. Chén ngit trang vin ban
C6 3 c4ch cheén ngit trang:
Céch 1: Dt con tro tai vi tri can chén ngit trang — thé Layout — Breaks — Page

Mailings Review

Indent Spacing

Page Breaks E

NI G)

—

1 Mark the point at which one page ends
'] andthe next page begins.

Céch 2: Vao Insert ->chon Page Break

B Cover Page ~ D
[C]

D Blank Page
2 Table  Pictures

"# Page Break =

Pages Tahles

Céch 3: Sir dung phim tat Ctrl + Enter

X06a ngit trang: Hiér] thi ky tu khong in trong Word (Home (1) — Show/Hide (2) ) — chon
dong Page Break (3) can xda va bam phim Delete.

Home Insert Design Layout References o
&~ « A A" . A g e — N -] - .

Segoe Uodk 1|11 | ACAT | Aa | @) i= T= s i [ 2 S | 20 I8 Aagbect AsBbeet AdE AAD aszoce 1.
¥ FormatPainter | B 4 U vk x A+ Y.r0-B=== = &H-H-  Normal Title Subtitle  Emphasis  Strong  Headingl THeading.. Heading2 7 Lis
pboard [ Font Paragraph Styles
pation TR
& Welcome:to-WordT
5 Pages  FResults g

z Instructions-you-can-edit, share,-and-print1
£ eloquenthy, with a little help
this for lates, access it anywhere Unlike-old-school-user-guides,-this-doc-is- yours-to-tailor- exactly-for-your-needs..Reading it-will-
visuals with pictures from the w... teach-you-some basics-about Word, but-this-document.isn't-just-for-reading..It's-for-editing-too,
[ your meaning mare visual by... so-you-can-leam-by-doing Section Break (Contimuous ) ]
Jerureas whoat wruy thank 9

Lam viéc véi 1énh ngit doan (Section Breaks)
C6 3 loai ngit doan (section break):
— Next Page: Chén ngit doan dang qua trang.
— Continuous: Chén ngit doan dang khong qua trang.
— Even Page va Odd Page: Chén ngit doan dang qua trang chin hoic qua trang lé.
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Page Breaks

Margins Orientation  Sze  Columns
- - Page

& e » »
Page Setup > o

lark the point st

and W

Column

ndicate that the llowing the colum
- bees re mn

Text Wrapping

Separate text around cdye €

pages, such as caption text from body text

which one page end
¢ next page begin

Section Breaks

Next

nsentas

Cantinuous
Insert a section break and start the new
____|  section on the same page. %
2 Even Page
h Insert & section break and start the new
1 section on the next even-numbered page
1 Ogdd Page
3l Insert 2 secthon break and stant the new
1 section on the next odd-numbered p

Page
$echon break and stant the nev

on the next page

Cheén ngat doan: Pat con tro tai vi tri can chén ngit doan — thé Layout — Breaks—
chon loai ngat doan can chen.

1.5. Pinh dang cot (Columns) :

~ Mot van ban ¢6 thé dugc to chirc thanh mét, hai hay nhiéu cot. Hinh thirc t6 chirc nay ban c6
thé gap ¢ céc trang béo, séch, quang céo, . . .

Thong thuong cd hai cach dinh dang ct trong van ban: nhap néi dung van ban truéc sau do
dinh dang c6t; hoac dinh dang cét trudce roi nhap van ban.

Chon toan khdi van ban can chia cot.

—  Chon nhém Iénh Layout -> chon Iénh Columns -> chon sé cot can chia

Margins Orientation Size

Page

[ I

References

Mailings Review

Tuy chinh —¢ == d

chia cdt

Indent Spacing
= left Ocem 2 12 Before: 0pt
=¥ Right: Ocm S S After 8pt
3 = : (P Paragraph
=i One 12321 421 :S:1:61°7.14%
k;’ Two
k——‘ Three s
‘ Chon dang cot
‘Z: Left
a powerful way to help you prove
=2 | n you click Online Video, you can
‘* Right embed code for the video you want
TR can also type a keyword to search
ety video that best fits your document.

To make your document look professionally
produced, Word provides header, footer, cover
page, and text box designs that complement

View Q Tell me what you want to do

h Align ~

Selection
Pane
Arrange
[ v 1001 20«1 «12+ 71 <1341 14+ 1 1541 +16+ ¢

then choose the elements you want from the
different galleries.

Themes and styles also help keep your document
coordinated. When you click Design and choose
a new Theme, the pictures, charts, and SmartArt
graphics change to match your new theme.
When you apply styles, your headings change to
match the new theme.

PR v R IRE | SRR
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Tuy chinh chia cét cho vin ban: Chon vin ban can chia cot — thé Layout — Columns
— More Columns

Columns ? X
Presets
= ‘ ‘ B
Qne Two Three Left Right
30 lugng cft can chia —Wluumber of columns: 2 5 | [] Line between 1 Buong phén chia
‘Width and spacing Preview giura cac CQt
Col# Width: Spacing: .
borongceot 1 S B s | Khodngtrong giita cic cft
Pdrongcht 2 z ||z = :
Cin binghoickhéng j ]
cin bing dd rong cit —
Applytoe:  Whole document | Start new column
e

2. PINH DANG PAU TRANG (Header) VA CHAN TRANG (Footer)

2.1. Panh sb thit tw cho trang viin ban:
Pé thuc hién viéc danh sb thir tu cho trang van ban:

e Chon menu Insert -> Chon lénh Page Number

ign Layout References Mailings Review View Q) Tellm LocTr.. £ Share

0 B ol Al el ] ik | 4fa
o W0 o | oo o L Text Symbol
ures Online Shapes - Online Unks Comment - ext  Symbols
Pitures ~ @* ins* Video -~ L.} Page Nmber ' >
lllustrations Media Vi tri OJ [-1 Top of Page ' Page X of Y -
1 ! 2 L % 4115] Bottom of Page ’ Id Numbers 1
sotrang
] Page Margins ’
¢] Current Position ’ el

Page Number Format

I *4 Format Page Numbers,

@ Pinh dang bers  1Bold Numbers 2
50 trang

‘ Number format: _TJ -
[ incuce cupee@) Cdich danh 56 trang

Chapter starts with style: | Heading 1

Pageiolt

rator hyphen

|Bold Numbers 3

Page numbering

@ 0 o o Pagelof)
() Continue from previous section

= I R Aes R ; &
@ Bit dau danh so tir OKiéu danh s trang .
# More Page Numbers from Office.com )
o] e
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Mot danh muc cac kiéu danh so thir tu cho trang hién thi:

Top of Page 4
—  Top of Page: lya chon vi tri s6 trang dugc hién thi ¢ dau trang. Rottom nkiage ;
cas X .2 ., Z- Page Margins »

— Bottom of Page: lwa chon vi tri so trang hién thi & cuoi trang.
Current Position >

—  Page Margins: lya chon vi tri sé trang hién thi & 18 trang. i e

PHEEDD DB

— Current Position: vi tri hien thi so6 trang la vi tri con tro chugt Remove Page Numibers

dang hién hanh trén van ban.

+ Khi ban nhan chon xong vi tri s trang cn hién thi trén van ban, khung soan thao sd
trang s& hién thi tuong tu nhu khung tiéu de (Header and Footer). Ban cd the thay doi
hoac dinh dang lai ky tu trong khung nay tuong tu nhu khung tiéu de.

+ Luc nay dé y trén cac the Iénh, ban s& thdy xuét hién mot nhém 1énh vai cac 1énh tuong
tu nhu trong phan Header and Footer.

+ Mudn két thic va quay lai viing soan thao van ban, ban nhan chon vao biéu tugng lénh
Close Header and Footer.

o & Format Page Numbers: hiéu chinh lai sb thi tu trang.
Number format: lya chon kiéu dinh dang s6 trang.

+ Start at: thay doi s6 thir tw mac dinh cua trang (vi du trang dau tién cia van ban mac
dinh sé& luén la trang so6 1, ban c6 thé thay doi lai la trang s6 3 hoac trang s6 5. . .)

+ Thuc hién lya chon xong, nhan OK dé &p dung.

Page Number Format ? X
Number format: hé
E] Include chapter number
| Chapter starts with style: | Heading 1
| Use separator: - {hyphen)
Examples: 1-1, 1-A

Page numbering
o Continue from previous section

() start at:

-

2.2. Header and Footer (tao tiéu dé cho trang viin bén):

Header va Footer la noi hién thi cac thong tin chung trong van ban caa ban nhu: tidu dé,
tén tac gia, so trang, . . .

Dé vian ban cua ban c6 nhiing théng tin nay ma khoi mat nhiéu thoi gian nhap vao nhiéu lan
cho nhiéu trang, ban nén chen Header va Footer vao van ban.
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~Ban chon Iénh Insert. -> Chon biéu tugng Iénh = Header (tiéu dé trén) hozc =l Footer
(tieu d dusi).

Design Layout References Madings Revew View Foxit Reader POF

~ PO . - * r
’ 0 O leg 0l o, s 2 B : . = 4
Blank Page Pictures Online Shapes SenartAnt Chart Screenshot N\ Addeins - Hyperink Bookmark Cross-  Comment ooter  Page Tet  Quick WordAn
. Pictures - . . o Box ~ s * .
Table 0 Add-ar Mecia Link ooenent

Page Bresk

Bk (Theee Columns)

-t - ——

Banded

Facet (Even Page)

r .

x

+ Edit Header: hin thi khung nhap liéu cho tiéu d&, néu ban chon muc nady ma khong chon
mau duoc tao san, ban phai thuc hién trang tri tiéu de theo y ban.

+ Remove Header: loai bo tiéu dé trén hozc tiéu dé dudi (Remove Footer)
Khi ban chon mau xong, Iic nay trén van ban s& hién thi mot khung nhap liéu cho tiéu dé.

Ban thuc hién thao tac nhép tiéu dé tuong tu nhu viéc nhap liéu trong trang vin ban nhu (dinh
dang Font cht, c& chix, mau chix. .. .)

Lac nay, dé y trén cua so thé 1énh ban s& thay xuét hién thém nhém Iénh Design, ban thuc
hién thao tac chinh stra thém cho tiéu dé bang cac Iénh trong nhom 1énh Design.

File Home Insert Design Layout References Mailings Review  View Design

D D F ﬁ I; H [, Previous «| Different First Page _.* Header from Top: ~ 0.5" N a
# O =k |:|;| [@ Different Odd & Even Pages - :

[E), Next "'+ Footer from Bottom: | 0.5 .
{eader Footer Page Date & Document Quick Pictures Online Goto Goto . _ Close Header
@ ~  Number~ Time Info~ Paris~ Pictures Header Footer 1. Link to Previous ¥} Show Document Text lhseiglionpeniizl and Footer
Header & Footer Insert Navigation Options Position Close
L
. i L e R I S BRI S AR IR B AR AR SR U BN SR
Navigation % =

+ 1 Page Number: Cheén s trang thi ty cho tiéu dé.

8 X
+ == Date & Time: Chen ngay thdng nam cho tiéu de.
+ @l Picture: Chén hinh anh vao tiéu dé.

+ Go to Header: Di chuyén dén tiéu dé trén dé hiéu chinh, néu tiéu dé trén dang duoc hiéu
chinh thi biéu tugng Iénh nay s an.
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+

Go to Footer: Di chuyén dén tiéu dé dudi dé hi¢u chinh, néu tiéu dé dudi dang duoc hiéu
chinh thi biéu tuong l1énh nay sé an.

Different First Page: Chi c6 trang déu tién hién thi tiéu dé riéng biét véi céc trang khéc.
Tiéu deé trang dau duogc thay doi tu do, khong anh huong den cac trang khac khi muc duoc
danh dau chon Different First Page.

Different Odd & Even Pages: Néu duoc danh dau chon Different Odd & Even Pages
s€ hién thi tiéu dé khac biét nhau tiy thugc vao trang chan va [€, cu the nhiing trang chan s&
cung mét tiéu de va trang 1€ sé riéng cung mot tiéu de.

Show Document Text: Néu duogc chon sé& hién thi noi dung trang van ban khi dang tao
hoac chinh sua tiéu dé (mac dinh s€ ludn dugc chon).

& {05 * Header Position from Top: Thay dbi gi4 tri d& dinh khoang céch giira dong

trén clng dau tién cua trang van ban so vai tiéu dé trén.

: * Footer Position From Bottom: Thay doi gié trj dé dinh khoang cach giira
dong cuoi cung dudi caa trang van ban so vai tiéu dé dudi.

Close Header and Footer: Nhan dé thoat khoi viing soan théo tiéu dé tré vé ving soan
thao van ban.

3. PINH DANG MAU NEN VAN BAN (Document backgrouds)

3.1.Pinh dang nén trang vin ban:

hist you want to do...
acing = By A Ty
! & 3
commmeee [ Collors Font Waternar| Page | Page
v g Color = Borders
4

Fage § Theme Colors

& . J H EEBR mm

© .I“I"!Iill

Standard Colc

Hiéu ting mau nén > et

Thé Design— Page Color — Chon mau nén can dinh dang.

+ Thay doi hiéu ang nén trang: The Design— Page Color— Fill Effects — Chon kiéu hiéu ing
can thay doi — OK.

Trang 38



> Truwong THPT Nguyén Khuyén

3.2. Pinh dang vién trang:

Thé Design — Page Borders.

 Paragraph Spacing ~

/ D
Effects ~

Colors Fonts Watermark Page | Page
- = € Set as Default Color 4 Borders
Borders and Shading ? X pnd
. t+2vn vl v .
. Borders Page Border  Shading Xem trude két qua vién trang
5 - Y Sog— T Pr =@
2 ach vién 1 - e
- S IO EPPEEENe -~ Chick on ram Delow or
) N None use buttons fo apply borders
Kiéu nét vién ——m=——p | s €
D - 0
o —
D Shadow
| | @
Color:
- . . «A 3.
Mau nét vién Bl —
: gt g2 O
: D0§ dam nhat &= | [— e —
2,53 — Apply to
o net vien Agt ‘Wnole document v
- Hoa van vién inone) 2| | [Whoie document +— Vien tat ca caf trang
This section

Chi vién trang dau tién
4/30/2019

CR - ENIES | RS . ]

This section - All except first pa:

~

Tuy chinh khoing cach dwong vién trang:
Thé Design— Page Borders — Options:

e Margin: Tuy chinh cac khoang cach I8 trén, dudi,

trai phai.
e Measure from:

— Text: dudng vién duoc tinh tir van ban.

Border and Shading Options

Margin
24 pt
Bottopy: |24 pt

Top: Left: 24 pt

-
-

Right: | 24 pt

Measuge from:
Edge of page
Options
Align p graph be
(] Alwiys display in front
o he
nd foote

Preview

— Edge of page: duong vién dugc tinh tir canh

trang giay.

oK

and table edges with

“r 4

Cancel

page border

BEERRRRNSE

vién quanh
van ban

C6 hay khong su s6 c?

Y tuong vé viéc tin

",
;i
R
5
o

KKK&K%%%K%K%&K%KK

| cdc hanh tinh khdc da c6 t rat 1au. Ngay nay, cic nha
khoa hoc trén thé gidi deu din goi nhlmg thong bdo vo tuyén lén vil tru. Ho mudn cho vil tru biét
ring c6 su song trén Trdi Dit. C6 ai nhin dwoc nhimg thong tin d6 khong ? Thue su chung ta
ciing khong biét diéu nay. Ciing lic d6, cdc nha khoa hoc ciing “nghe” nhimg tin hiéu vo tuyén
di t6i Trdi Dat va hi vong tim dwoc du hiéu clia nén vin minh trén cic hanh tinh khic.

"
X
N
5
-
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3.3. Pinh dang mau nén (Background colors) cho viin bin
+ Thay ddi mau sic cho chia dé&: Thé Design— Colors— Chon mau can thay dbi.

+ Thay d6i kiéu chir cho cha dé&: Thé Design— Fonts — Chon Kiéu chir

Design n Layout References Mailings Review View Foxit Reader PDF

e e o g [A]

~ | Colors Fonts

Document Formatting

File Home Insert m Layout Ref]
-

Title

Tk' - .’.'.‘_.-,.._:
Office b
| Aa ]‘ Aa u Aa E Aa ]
e — il —
3.4. Pinh dang chii d (Themes) Ao ] (2 F 22| [
A A . z .2 - N  n , lon Board... Organic Ftenoz»pe{t Slice
- La tap hop gom mau sac, kiéu chir va hiéu ung (Ao ] ia ] = ﬂ e 1

- Thé Design— Themes — Save current Theme — Wisp Badge  Ganded  Bosms
Nhap tén cha d¢& méi can luu. Aa ’E Aai Aa | [Aa ‘]

= =l |l = =
Berlin Circuit Crop Damask

Aa Aa Aa Aa

= B — M=
Dividend Droplet Feathered Frame .

Reset to Theme from Welcome to Word Template
F.i' Browse for Themes...

gy Save Current Theme...

3.5. Pong diu bin quyén cho vin ban (Watermark)

+ Watermark: 1 cach dong dau ban quyén cho vin ban.

+ Thiét 1ap watermark theo mau c6 san: Thé Design — Watermark — chon watermark
trong s6 C&C mau c0 san

Layout  References  Mailings  Review  View Signin S Shard

[P &) D)

Watermark Page Page
= Color- Borders

E =¢ Paragraph Spacing ~
— [@effects -

= _| Colors Fonts

Bl

@ Set as Default

Document t Formatting Confidential

s

f your document.

of v;here B &l - CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1
un

= tab and apply
s in your document

DO NOT COPY 2
B More Watermarks from Office.com
[ Custom Watermark...

[ Remove waterr=--
Custom Watermark
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+ Thiét 1ap watermark tily chon: Thé Design — Watermark — Custom Watermark.

Chon hinh lam watermark

R T

Printed Watermark ? x

O tio watermark S=——— B4 watermark
() Ppcture watermark

Scale AuLo Wastheut

@ Tegt watermark @ Chon vé&n bén 1dm watermark

Whip vanban lAmwatermark

Chon kidu chir cho watermark
Chon c&chiy

Chon mau chix

anguage  English fUnited States) e |
Jest CAIT . TOT ~
Eont: Arkat Black ~
Suze Auto ~

Lotor: I - £ sgmtraniparent

Layout: O puagonal Ii‘,-'noauoma‘l

Hudémg watermark

4. PINH DANG KIEU VAN BAN (Document styles)

Di chuyén chudt ¢én nhdm Styles trong th¢ Home rdi bam vao mili tén tha xudéng More

(Thém)

Insert  Design  layout  References  Mailings  Review  View

L TimesNewRe=[12 <A A Aa~ -Qo =
Copy e
. 2 LAy AL S
*FormatPainter B T U 73 X X A-¥-4-
aboard N Font N
. L 1
Jation T X=
locument Pl
s Pages  Results

D000 DwIT o0 EBoa coxEnE -

ION VAN BAN TRONG TAI LIEU
1E:DO HIEN THI VAN BAN
§C THAO TAC BG TR MAN HIN...

— Hién thj truc quan cac kiéu dinh
dgng trong khung Styles: Cudi
khung Styles — danh dau chon
Show Preview (1) — Két qua nhu
hinh (2)

— Ap dung kiéu dinh dgng: Chon
van ban — chon kiéu dinh dang
can ap dung ¢ Quick Styles hoic
trong vung Styles.

T Normal | Body Text

Title Subtitle

AaBbCel

1 List Para..

U CreateaStyle
Qo Clear Formatting
24 Aoply Styes..

O

AaBbCel| AaBbCc AaBbCcl AaBbCeD AgRBh(( AaBbCcl 1. AaBbC
TNo Spac.. TTablePa..

: AaB AaBbCcD  AaBbCcDi AaBbCcD AaBbCcD: AaBbCcD 4aBbCcL
Subtle Em...

Heading1 Heading2 Heading3

Emphasis  Intense E.. Strong Quote Intense Q.. Subtle Ref.. Intense Re..

TonBoard..  Oiganie  Relioipect  Sice

AaBbCcD: AaBbCcDr AaBbCeDi AaBbCcD:
Heading4 Heading5 Heading6 Heading7

AaBbCcel AaBBCCDI AABBCCD  AaBbCcD
Book Title

‘o]

1 Normal

1 ' 2

9

AaBbCel AaBbCc AaBbCel AaBbCeD AaBbC
Body Text ¥No Spac.. TTable Pa...

bCcD: AaBb(

D AaBbCcD: AaBbCcD:
Heading ] Heading2 [JHeading3 Heading4 Heading5 Heading6 Heading7 | =

e ‘ - - - Styles
Body Text
No Spacing
Table Paragraph
Heading 1
Heading 2

1. Heading 3

Heading 6
Heading 7

Title

LOFind -
- % Replace
s Select -

v X

L

v

[~
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BAI 4: PINH DANG VAN BAN

1. PINH DANG KY TU

—  Dinh dang font chir 1a quy dinh céch trinh bay vé kiéu chit, kich ¢& chit, . . .cho mot ki tu,
mot tir, mot nhdm tur, . . . Thong thuong ban ¢6 hai cach dinh dang nhu sau: dinh dang
truage khi nhap ti va dinh dang sau khi nhap tur.

—  Ban c6 thé str dung hop thoai Font, hoic cac biéu tuong dinh dang trén thanh céng cu,
hoic céc phim tit dé dinh dang.

Chon thé Home -> chon nhom Font

References M

File m Insert Design Layout

X Cut

Anal (Heading ~ (14~ A" A Aa- Lo

) Copy

B I U ~aex, X R~ A~

e Font

Paste e
= N Format Painter

1.1.Pinh dang kiéu chir

m Insert Design Layout References Mailing 5 Design Layout

?'[Cut ﬁm"ﬂ\g). 3 - A A A~ B = Ec"'t Arial (Heading - |14 - A" A" Aa- f»
@ Copy 3 Copy
Theme Fonts - . . Coxt A . W .
|¥ Format Painter Calibri Ligh (Heading3) [¥ Format Painter T U -akx x e -
ahbr Light eadings)
Jipboard ] e . ipboard P Font Q) [
Calibri (Body) —|
Recently Used Fonts 3
Font ? X
O Verdana
p Times New Roman ©) I | Font e:hﬂ!a"“d
All Fonts -
AN Eont: Font style: Size:
O ALGERI Times New Roman ) | b0 14
O Arial i » | | Reguiar IR0 A |
. Trebuchet M3 Ralic 10
O Arial Black Verdana 500 JRET
v Hand ITC Bold Italic 12
O Arial Narrow Vivaldh v I
(O Bazkerville Old Face Font golor: Underline style:  Underline colo
B I | inone) v Automatic

1.2.Thay d6i kich thwéc chir

Tang co chir

References Mailings
e X - R e A2 Find ~
| Calibri (Bock) ~111 - .| Mgl i=.=. == g - -
Calibri (Body) ~J11 - A" A'| Aa- f¢ =~ == AaBbCeD:| AsBbCcDe AaBbC( Aagbcel AQB a

. 2] = wac Replace
Paste v B I U -ax x - . A-B=== =- v - TNormal | TNoSpac.. Headingl Heading 2 Title Iy Select -
lipboard Font 5 Paragraph % Styles 3 Editing ~
e | 1 | 4 5 § 7 [ [ ! 1 R B - B -

Giam co chir
N
Nhap kich thudce chir
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1.3.Thay ddi kiéu thé hién chir (Font style)

Gach chan

Design Layout References
Cut Arial (Heading ~ (14 ~ A" A Aa~
Copy -
f Format Painter . II" o x A-% 1
r Y
board
In dam ~~~~~~ - Thick underline ---
___________ «f— Kicu nét gach chan
In nghiéng| _ .
Naone
More Underlines...
Ly Underiine Color » 1 Mau nét gi_lCh chéan

1.4.Thay ddi kiéu chir hoa va thuong

Design Layout References Mailings
e .- L — =~
LN & Cut Arial (Heading ~ (14 ~ A" A |Aa= | % := ~:i= '3
ER co
Paste v il o Vlet hoa ky tw dau Cau gl Sentence case. B
. t i
i eTat ca thanh chir thuomg—.. lowercase
hphoad Tat ca thanh chir hoa* UPPERCASE A

Viét hoa dau mOi tlr sl Capitalize Each Word

DOoi ki ty chir hoa thanh chir thuONQ s tOGGLE cASE
va ki tw chir thwéong thanh chir hoa

1.5.Pinh dang hi¢u &rng don giin

Chi s6 dudi Chi s trén

nsert Design Layout References

= A S o | M|tz A= N2 |Ea=| 61| @ S e
& Calibri (Body) ~ |1 A A A ¢ TriEv v EE L AaBbCcDc¢! AaBbCeDe AaBbCt AaBbCcl
Paste ¢ B I U m K-Y-A-B=E==E 108~ TNormal | TNo Spac.. Heading1 Heading2

Clipboard Font n Paragraph r Styles
S « 1 . & ' 7 T O B 10 '

| o | 1
| &

®  Gach ngang ¢ gitra van ban dugc chon

Video-provides a H,0 powerful way m? to help y'ou prove your point.
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Thé Home (1) -> chon (2) -> vung Effects -> chon hiéu tng 4p dung (3) -> OK (4)

Layout References

. A A g Fopt  Adgsnced
.
Paste B I Y-ax,x' A-Y-A-F
- font Font style ee
Mpboad T Font e ~Boay Reguiar "
: : : CrE— r R
(9 ' | : ' ) J \ oHe - v s
B Agency FB gola 10
Algenan Bold Ralc o 3
. Themes and styles also help kﬁ e v -
Fomt golor Undertine 1tyte:
Theme, the pictures, charts, ar sutomate ] _inonel :
Effects

Gach ngang chir nét don

o 7] strethrough
Gach ngang chir nét doi

o 7] Doubje strikethrough
Chi .\‘(.‘ trén > 'r—; Superscipt An viin ban o] S
Chi s6 dudi = L[] Supscript

Prevew o
Thet & the body theme fort. The current document theme defines which font will be uted

(4]
Set As Qefaun Text [fects... - Cancel

1.6.Ap dung hi¢u vng vin ban (Text effects and typography):

Chir hoa nh0  —— A 5mai g

Viét hoa ——s[] a0 g

THEMES AND STYLES ALSO MELP KEEP

Thé Home — nhém Font — chon Text Effects and Typography — chon hiéu tng can &p
dung.

X
o Cut Arsial (Heading -

i Copy
lof Format Painter I 7 M - o x, x

hipboard Font

1.7.T6 nén (highlight) cho vin ban:

Thé Home — Nhém Font — Text Highlight Color — chon mau muén t6 nén.

Design Layout

References Mailings
?' Cut Arial (Heading ~ |14 ~
B Copy
|~ Format Painter B T U -k x, x
lipboard ]

Font
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1.8.Xéa dinh dang cta van ban:

Chon vin ban can xo6a dinh dang —Thé Home — Nhém Font — Clear Formatting

Insert Design Layout References
> Ll Arial (Heading = {14 - A A Aa- I""“91--(.
) Copy

B

I U ~abex, x [A-%-A- =

¥ Format Painter

pboard Font e

1.9.Thay ddi khoang cach giira cac ki tu:
Thé Home (1) -> (2) — thé Advanced (3) — khung Character Spacing (4) — Scale (5) .

Mailings Fenews

Expanded: gidn (ting) khodang cach
giira cac ki ty

Condensed: co (giam) khoang cich

gilra cic ki ty

] = 3] Nhip khoang cich
: Chaascter Spating

Sgale | 100% o v 9
§pacng:  Normal hd ];rl |

Posdtion Expandtd By

Lacnins cendenied ints and above

aw

Firuiauns Fatssi

2. DINH DANG DROP CAP
Binh dang Drop Cap Ia hinh thac qui dinh ki ty dau tién cia doan nam trén nhiéu dong
hay tao chit hoa thut cap.

Chon doan vin ban can dinh dang Drop Cap — Thé Insert — Add a Drop Cap — Chon
dang Drop Cap

Design  Layout  References  Mailings  Review  View

MDD P gl o) awe W Q0B E D00 EE 4@
I

+ Table Pictures Online Shapes SmartArt Chart Screenshot .’MyAdd-ins . Wikipedia Online Hyperlink Bookmark Cross-  Comment Header Footer  Page Text Quick WordArt | Drop @Ob'ect .
Pictures  ~ 2 Video reference 2 *  Number~ Box~ Parts~ - Cap~ )
Tables llustrations Add-ins Media Links Comments Header & Footer
-EH‘“‘1“-‘--2--‘1“‘3”‘“‘4“---‘5-”H‘E“‘wd‘ None
| r 1 s A an A A A s IR A Dropped
nh chang méi xin lam bao vé dém ot anh nong dan vao quan bia 6m. S¢
c]}o 1th cong ty: Sau hém lam viée dat tién anh ta goi: o A: |, margin
dau tién, Sép hoi: - Chu quén, cho 2 suat bia khong 6m
A oa ~ A SAL 2 A 3 A gA 2 g . xc Py ’ A
- The nao, dém dau tién ¢ day, anh ngi ngon - Anh yén tim & ddy ching t6i khong tinh Drop Cap Optiors..
chi? tién 6m
- Da cam on Sép, em ngy rat ngon a - Viy thi cho 2 suat 6m khong bia!!
- Viy thi anh c6 thé nghi viéc dc 161 day
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3. DINH DANG DOAN VAN BAN

3.1.Thay déi khoang cach giita cac dong:

- Céach 1: The Home — chon Line and Paragraph Spacing — chon khodng
cach can st dung.

Insert Design Layout References

> - PSR - |4 = ei=Lhic. | E=E=| S " ALgaR
C{\o"""gcd” n A A |Aa S = > | E£32 2l T || assbeene] Asbeene AaBbC¢ AaBbCcl /—\ab .
Paste \- B I U-~akcx, x> A~ A E= :e E' S -~ 5 . T Normal | T NoSpac.. Heading1 Heading2 Title
Clipboard Font ™ Paral 0 Styles
o ORI - - 1 . - 2 -4 -3 .1 . 4. -5..1:.6. 1.15 L 11 4 12 4 c13 . 4 14 4 15 4 - 16 - A
1.5
5 , 20
———p
~ Chon khoang cach o

Line Spacing Options...
= Add Space Before Paragraph
=

Video provides a powerful way to help y¢ Remove Space After Paragraph 'y click Online Video, you can

paste in the embed code for the video you want to add. You can also type a keyword to search online for

the video that best fits your document.

- Céch 2: Thé Home -> M cira s6 Paragraph — Trang Indents and Spacing — thay d6i
khoang cach dong trong khung Line spacing — chon OK.

Paragraph ? X
Indents and Spacing | Line and Page Breaks
General
Alignment: Justified v

Qutline level: Body Text v lapsed by default

- v 3 v e == | § q
Lo o : S AaBbCcDc¢ Aak
e g :; - ™ - ] - ¥ Normal | T N¢ ndentation
Left 1 - Special By
Paragraph Right: 1 = (nonej v s
Facebook: FaL! Paragraph Settings [ Mirror indents
Spacing
Before: Opt = Line spacing At
After: opt = At least 17Zpt =
[[] Don't add spage between pah{ Single
11.5 lines
Double
Preview .Euc"y
Muftiple

3.2.Thay d6i khoang cach giira cic doan:

- Céch 1: Thé Layout — nhom Paragraph — nhap gia tri khoang cach trudc doan trong
khung Before hodc nhap gia tri khoang cach sau doan trong khung After

References Mailings Review View

reaks - Indent
ine Numbers* = Left: 1" * |* Y Before: |0 pt + |«——— Khoang cach truéc doan
lyphenation~  =#Right 1’ s After  Opt . |*=——— Khoang cach sau doan

M Paragraph ]
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- Céch 2: Thé Home — nhom Paragraph — Line and Paragraph Spacing

T | aaebcenc aasbcenc

% JIn > = e == 4
3
p"_‘" v B I U -mx.x QA-Y-A-= w TR 1 Normal | 7 No Spa

Clipboare 7 fort . Para

N 1 l 2 ' ] ' ' L \ L) ! 10 ' 1"

Video provides a powerful way to help y¢ . When yo
paste in the embed code for the videoyc ¢ canalsot
the video that best fits your documen'e e
TS ;“,;,,“;,,,,w e————— Thém dong tréng phia trude doan

To make your document look profession| = oo IProvides 2 X £ >
: wrugupn [PTOTCES Thém dong trong phia sau doan

text box designs that complement each other—Forexampte; you can a(

and sidebar. Click Insert and then choose the elements you want from

« Remove Space Before Paragraph: xo4 dong trong phia truéc doan.
« Remove Space After Paragraph: xo4 dong trong phia sau doan.

Pacagraph ? X
[
- Cé&ch 3: M¢ ctra s6 Paragraph — Trong vung Spacing g —
» Before: khoang cach truge doan i R
* After: khoang cach sau doan S Bl e "
, z Bont 0 : First line v] os s
* Banh dau chon Don’t add space between Ol apsortnsens
paragraphs of the same style néu khong muon ap dung —
khoang cach nay gitra cac doan c6 cung kiéu. gt 0pt [ | uoespsons u
After ot 1% Singie v .
1) Dont add 1page between paragraphs of the tame style ]

3.3.Tiy chon llgi,i t doan: l‘{"h‘éng ap ('iung kho.z;mg cich nay gitra
: . cac doan c6 cung kicu
- Chon doan van ban — M¢ ctra s6 Paragraph — Thé Line

and Page Breaks — chon cac tiy chon mong muén.

Paragraph ? X
Indents and Spacinql Line and Page Breaks
Pagination
Co it nhat 2 dong cua doan van ban > [Z] Widow/Orphan control.
cuoi trang dugc chuyén sang trang sau [ Keep with next Giir cho doan dang chon di
Giir cho cac dong trong doan khong bi ————4» [F] Keep lines together cung trang voi doan sau nd
ngat trang gitra doan [ Page break before Giir cho doan vin ban
Formatting exceptions luén ndm & dau trang

[[] suppress line numbers

[] pon't hyphenate
Textbox options

Tight wrap:

None
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e Chén nqit dong nhung khong ngit doan:

Dit con tré van ban tai vi tri cAn ngit dong (1) — thé Layout (2) — Breaks(3) — chon
Text Wrapping (4)

Home Insert Design References Mailings Review View

g s m o Indent Spacing e Align ~
: = Page Breaks z Opt o ;
vargins Orientation Size Columns . - Selection
- - - Page "' Cliosing Pane
Page Setup ’ Mark th 0 - oo ange
% ' 1 ' 1 10 1 4 S 16
Column
o
| = k will beg
| o IS Text Wrapping
B Separate text around objects on web
B pages, such as caption text from body text.
.’ Section Breaks o
. o Next Page . . . .
Video provi , " “’?', S G our| point. Mhen ou click Online Video, you can
paste in the ection on the next page add. You can also type a keyword to search online for

4. PINH DANG TAB

4.1.Canh chinh I& cho doan vin ban
C6 4 loai |8
— First Line Indent : Biém danh dau vi tri 18 tréi ctia dong dau tién trong doan.
— Hanging Indent : Piém danh dau vi tri I& trai cua dong thir hai tro di trong doan.
— Left Indent : Biém danh dau vi tri 18 trai caa ca doan.
— Right Indent : Biém danh dau vi tri 1& phai caa ca doan.

I A 1 | 2 I 3
'_' L
e Thay doi khodng cach 1é ciia doan: : , ,
Céc céch khéc: s

s Indent
e :1 t,al

B Dung cac biéu tugng trén thude dinh dang. Dung A. B. C 84 trii

B Thé Layout — nhom Paragraph — trong viing SOAMA References  Mailings |
Indent — thiét 1ap tang/giam khoang céch 18 ks - indent bpaci
bén trai doan trong trueong Left hoac thiét lap heNumbers~ 198 ek 103 '< g
khoang céch Ié bén phai trong truong Right iphenation= | =¥ Right: 0 “k=a

Paragraph
- g

B Thé Home — nhoém Paragraph — chon
Increase Indent hoac Decrease Indent

1]

Paragrapt
Increase Indent

Theo | .- odv. P

L - VOUSDNY W . -

Trang 48



> Trwong THPT Nguyén Khuyén

e Thay doi khodng cach 1é ciia doan:

— Mo hop thoai Paragraph
— Thiét 1ap 18 trai ¢ Left (1)
— Thiét lap 1& phai & Right (2)

— Thiét lap First line hoic Hanging &
Special (3) va nhap khoang cach ¢ By (4)

4.2.Thiét cac diém dirng Tab

Paragraph

Indents and Spacing  Line and Page Breaks

General

Alignment: Justified

Outline level: Body Text

dentation

Left L 1] 0 5 Special B @

Right: a o = First line ZI 0.5° =
[none

Dulrrarmdents 9‘-
Hanging

Thut 1é dong dau tién

(| Tab trai (Left Tab) : Canh trai vin ban tai diém ding tab.

(4] Tab phai (Right Tab):. Canh phai vin ban tai diém dirng tab
Tab giita (Center Tab) : Canh giira van ban tai diém dung tab.
Tab thap phan (Decimal Tab): Canh diu chim thap phéan vin ban tai diém dirng tab

e Thiét Igp mét diém dirng tab:

— Nhip chudt vao nit lénh Tab & goc trai cia thude ngang cho dén khi xuét hién loai diém

dirng tab can st dung (1).

— Nhép chudt vao mét vj tri trén thude ngang dé dat diém ding tab (2)

L 1

Sinh vién

GVHD

Nhép dtp vao biéu tugng Tab dé ma hop thoai Tab

Tabs

— Tab stop position: hop x&c dinh khoang cach Tab.

Lya chon xong, click OK dé chap nhan va dong hop thoai Tab.

Alignment: xé4c dinh kiéu Tab
+ Left: diém Tab nam bén trai cac ki tu ké tiép.
+ Center: diém Tab nam giira cac ki ty ké tiép.
+ Right: diém Tab nam bén phai cac ki tu ké tiép.

+ Decimal: diu cham thap phan ngay vi tri diém Tab.
+ Bar: hién thi duong ké thang ding ngay bén phai

diém Tab.
Leader: xac dinh dang thé hién khi g Tab.
Set: ghi nhan Tab vitra dinh nghia.
Clear: xoa Tab vira chon.
Clear All: huy tat ca cac Tab.

1=

ab stop position:

4.

: <Hg Tén SV>

: <Ho Teéen GV=>

? X

Default tab stops:

s

3 0.5" =
e
| Tab stops to be cleared:
Alignment
O Left ) center O Right
() Decimal O Bar
Leader
: © 1 None )2 P
Oa__
Set Clear Clear All

Cancel
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o Thay doi vi tri ciia mét diém dirng tab da thiét \Gp:

—  Trén thudc ngang kéo diém ding tab sang trai hoic sang phai.

- Hodc trong hop thoai Tabs, chon diém dimng tab di cai dat trong khung Tab stop position
— nhap vao Clear d¢ x6a tab nay — nhap gia tri chi vi tri méi cho diém dung tab can thay
do1 — Set — chon OK

: o : + o+ ‘e K¢o sang phai hodc sang trai

.mummn_e. Detaut tab itops

Nhip gid tri moi >

.38 s
Chon diém dimg cin xoa 5. Tt g s be clesced
e
1
Aligrment
o Left Lemter Eight

Devimal [

Leader

® § Nong T
0
O 1] o

o ~

5. PINH DANG DANH SACH (BULLETS AND NUMBERING)

C06 3 dang danh séch
— Danh sach khéng thir tu (danh sach ki tu, Bullets, Bulleted list) —

— Danh séch c6 thir tu (Numbering, Numbered list)

—  Danh sach da cap (Multilevel List) =
: AaBbCcDt 4
5.1.Tao danh sach ki tu: p | Bullet Library
None ® O - -
- Chon cac doan van ban can dinh dang danh sach . e
— Thé Home — nhom Paragraph — chon Bullets o 2
— Chon k|, '[U: mOI'Ig muon Document Bullets
* v *
# (Change List Leve L |
Define New Bullet
1.2.2 Nhiem vu
v" Tham muwu giip Hiéu trdmg trq
Vién. 9,
¥" Tham muu mup Hiéu tru'o-nﬁ tro|
ti o cdn bd,_ pidng vién va
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() _
z. X . , =FE=- nr =22 A Y pappcede AsBbCeD 1 AaBb 1.1 AaB
52Thay doi cap cua danh sach: Bullet Library No Sps I.”:a 1 Headi :
Céch 1: e O = 4
, N . ,‘\ X U | !
Chon cac doan thugc danh sach can thay doi &V |t tin hoc dgi cuong thed
Thé Home — Ch()n BU”etS (1) — Ch()n Document Bullets ) o
. 5 cho sinh vién, cdn b, gidng
Change List Level (2) e v 0l & s
v a . e negdn han,
Trong thu vién Change List Level — chon [& crengetisties @) .
cap méi can doi (3) efine New Bullet
! Nhiem va i 9'"
¥ Tham muwu gitp Hiéu truomg tr
vién, .
; . o |Tham mwu gif gyHi
Céach 2: fmxdmﬁuhﬂ}c:‘f‘cé:l

Dit con tro tai muc can thay doi cip — Thé
Home — nhém Paragraph — chon Decrease Indent dé tang cap (giam I&) cho muc nay hoic

chon Increase Indent dé giam cép (ting 18)

Giam cép (tang 1&)

—AaBbccoc AaBbec

Ting cap (giam 1&) e — r =
= - » ~ - 7 Normal T No Spa

|
+
f
, | il
-

Paragraph =
t s 01 Y A Increase Indent
Move your paragraph farther away
v" Tham 1 from the margin
vién.
o [Tham muu giup Hiéu trudng |
rng dung tin hoc cho can bg. g1

5.3.Sdp xép cac muc trong danh sach Ki tu:
Chon nhitng muc trong danh sach can sap xép (1) — Thé Home (2) — chon Sort (3)

Design Layout , o
L Find ~

- x. CalibriBody) =111 = A A Aa- % BEENic. - |33 « P p— Bt /_\85 y |
Paste . B 7 Y - x, x v .- A = = O- - T Normal ¥ No Spa riasng v .‘Sel.—u-
+* |Video provides a powerurway-to help you prove your point.

O
.0

D)

hen you click Online Video, you can paste in the embed code for the vide
ou can also type a keyword to search online for the video that best fits yo
o make your document look professionally produced, Word provides heac
age, and text box designs that complement each other.

O
.0

.,

)
0.0

5.4.Thay d6i ki tw ciia danh sach ki tu:
Chon danh sach — Thé Home (1) — Bullets (2) — chon Define New Bullet (3) .

- Trong hop thoai Define New Bullet, thuc hién mét trong cac thao tac sau:

+ Chon Symbol (4) — trong hop thoai Symbol — tim va chon ki ty can sir dung — OK.
+ Chon Picture (4) — tim va chon hinh anh can sir dung — OK.
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- =SE 8 9

== AaBbCcD¢ 4
Paste B I U e X, X W A - Recently Used Bullets
kupt ° Define New Bullet ?
|* : Bullet Libean
4 > Bullet character o
None Y O - - e
I Symbol... Picture... | Font...
l'ee Document Bullets
| .
\ o e— Chon ki tu Chon hinh

5.5.Thao tac véi danh sach c6 thir tw (Numbering, Numbered list):
Céc thao t&c véi danh sach co tha tu twong tu nhu danh sach khong thir tu:

Chon van ban — thé Home — chon Numbering.

(2]

ColbrifBody) -[11 - | &' &' Aa- & iZ- ﬂ © FEEE B W | asmncenc mseboed: AaBb Aab .

F..:uf BT Y -amE X yre E e rrtly Used Mumber Formats —— Tithe .
1. Video provides a j — ..,1.., - 'ou prove your point.
2. When you click Of 1o Z . aste in the embed code o
3. You can also type| = = nline for the video that,
4. To make your dod ' e » 1ally produced, Word pr‘

page, and text bo: nent each other.
] ¢ : «— Chon dinh dang s6 khéc
2
Thay df‘l! Cf'lp — e Change List Level , 1
Déi gid tri bit diu —————» | % st tove

5.6.Thiét 1ap gia tri bit dau cho danh sich c6 thir tw (Numbering, Numbered list):

Chon danh sach — thé Home — chon Numbering — Set Numbering Value — thiét 13p s
thir tu dau tién cua danh sach trong 6 Set value to —» OK

o CrTr—— ]

: - =] T T | pumnceor mssmcen Aab | L.
,,,,, SRR e T vl
r ' SFF‘F‘E""(II ping
1 S e i) Set Numbering Value 7 x
o — @ Start new list
5. Wideo provides a powerful way  ro- it. () Continue from previous list
6. When you click Online Video, 1 ode for the video you want to add. Advance value [skip numbers
7. You can also type a keyword ti | A that best fits your document.
8. To make your document lock | |, . rd provides header, footer, cover o
page, and text box designs tha
. Preview: 5.
o= o
Demment Mumier Formet

Trang 52



> Truwong THPT Nguyén Khuyén

BAI 5: CHEN VA HIEU CHINH POI TUQNG CHO VAN BAN

1. CHENKY TU PAC BIET (SYMBOL)

Trong qué trinh nhap vin ban, cd thé ban can nhap vao mot sé ky hiéu khéng co trén ban
phim. Khi d6 ban phai dung phuong phap chén ky tu dac biét vao van ban:

1.1. Chén biéu twgng (Symbol) vao tai liéu

—  Dat diém cheén tai vj tri can chén ky tu dic biét.

— Chon Insert — Symbol — Chon ky tir cAn chén hoic vao More Symbols — Thé
Symbol — Chon Font chira ki tw cdn chén — Chon ky tu cin chén

. — M la.. wwry | e . . <.
5 K| 0 SmartAn & stove W & + Header = —I
sl hart ) Footer ~
ges  Table es Online Shapes & My Add-ins Wilipedia nkine Links Comment " Text S
. = Pictuses - O+ Screenshot ~ 4 ) deo *] Page Number ~
bie 5 X ¥
2 1- 4 . -
Symbol ?
TR ~—~ 1)
Fort Wingdmgs ]
7”1 X P | =] A o ) 1) ] o= 558 s e
O 2|88 2|2 |=2e |62
Chonkity ——— = |¥|&[s|a|=|=|d|P|%|C e | XK
B> Ole|=|v| 2| ¢ 0G| 28V Y.

Becerely ued symbok:

o 5 v c;{ | V|®|™| €

ode rame
Nngaegs 1

AuteComeat Shortaut Loy

Charscter co

Shotos bey

£l¥|o|e|2|=]|<

e 12 trom Symdol idecmal

o
==

1.2. Chén ky tw dac biét vao tai liéu

Chon Insert — Symbol — More Symbols — th¢ Special Characters — chon
ky tu can chen

SR

—

Chon ki tur
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2. CHEN VA HIEU CHINH CHU NGHE THUAT (WORDART)

~ WordArt la mét dang chir nghé thuat duoc ap dung trong viéc tao tiéu dé trén van ban hay 1am
noi bat mét @€ muc

2.1.Chén WordArt

Chon Insert -> Chon WordArt -> chon kiéu hién thi -> nhap ndi dung

Insel° Design Llayout References Mailings Review View Format Q Tell me what ! Loc Tran Duy /C}_Sha

: 1)) T SmartArt o & Hyperlink A—]| =] Quick Parts ~ [Z Signature Line ~ 7T Equation -
j N L—\‘ ) M Store W ? it ,~| =" -
[3 D% (/ 1 1 Chart @ EE Bookmark 9) 4 WordArt ~ Date & Time ) Symbol

able Pictures Online Shapesa,Screenshot' 8 My Add-ins - Wikipedia Online El?]Cross-reference

w0 = TA A A A A
1---|-~é‘--|---1r--|--‘2'--|-u l

AAAAA

c‘ﬁ\cmﬁ‘@ﬁ« A A

o

D>

~

=<
o
=
«
k\.
-1

=
(5
L._\~
(M
T, @ S D

2.2.Ap dung hiéu img cho WordArt:

—  Chon déi tugng WordArt -> chon Text Effects

2> Shape Fill -~ A, TextFill - || Text Direction ~ = =3 = Bring Forward ~
Abc ‘ Abc Abc | - LZ Shape Outline ~ A A - L. Text Outline~ [3]Align Text~ — == T3 Send Backward
= s = Position Wrap
= & Shape Effects - - & TextEffects~ © Create Link . Tea~ X Selection Pane
WordArt Styles A Text Arrange
L Shadow ’
1 2 3 TS VRIS ER Ss ™\ T e r TIPS A2
Reflection
'i Glow
= = No Transform -
Bevel » |
2\ abcde

L\ 3-D Rotation *

dx,:[r-uhnn ’

NGUYEN KHUYEN

Follow Path

cde cle, co
- - .
>

'

(3l
Q'
X
B
-
>
p
v\
o

abcde abcde abcde | 2bcde

abcde abcde <7 e2i3;

— Chon Text Fill : Hiéu chinh mau nén cia WordArt

— Chon Text Outline : Hiéu chinh mau dudng vién caa WordArt
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3. CHEN VA HIEU CHINH HINH ANH PICTURE

3.1. Chén hinh anh vao vin ban

Pat con tré tai noi can chén

Chon Insert — Picture — chon anh cn chén — Insert

Insert o Design Layout References Mailings Review View Foxit Reader PDF
1) = R [
EEE o & I5 1l @ WS &S
Table |Pictures | Online Shapes SmartArt Chart Screenshot & My Add-ins ~ Online  Hyperlink Boo
v | > Video
Tables Illustrations Add-ins Media Li
EE) insert Picture X
<« v <« Pictures > Sample Pictures v O Search Sample Pictures P
Organize v New folder R - N | e
o |HE i BN
e
B Desktop B
2| Documents Chrysapthe Desert.jpg drangea Jellyfish.jpg Koala.jpg
= mum.jpg sJpg
* Downloads Feeq
» b am N O
— e Lighthouse Penguins, Tulips.jpg
= Pictures p 2
— v iPg P9 ®)Chon anh
File name: lpenguins.jpg vl All Pictures (*.emf;*.wmf;* jpg;” v
-

3.2. Hiéu chinh hinh dnh vao van ban
a. Thay doi kich thuéc dnh

Layout

Position  Text Wrapping Size
ouit Reader POF Fouit Reader PDF Format o Height
-~ 0

- |Rong C'_ov =Y width

P

Rotate

Rotation: o -

Scale

Height: 100% = Width: 100% v

0 Gir ti 1¢ gitra chiéu cao va chiéu rong
/] Relative to onginal picture size

Original size
Height: 157 Width: 209
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b. Xoay éanh

Home

Insert Design

[

References | Mailings ~Review | View

= T — 7 - ) —
il Corrections = PO | M# 30136 -
Layout ? x Position Wrap _ % + Crop =2 gas» -
B~ < Text~ Gil: Selection Pane A~ T >
Position Text Wrapping  Size e Anaroe s e =
Height ol 2 t' 2 e
@ Absolute | 1.36" a
Relative % relative to |Page
Width
@ Absolute  0.85 =
Relative % relative to | Page
Rotate o
Rofation: <— Nhép so6 do goc Chon anh ——»
Scale
Height: 38% 2 Width: 38% |
[ Lock aspect ratio
IZ Relative to original picture size
Original size
Height: 3.6 Width: 227
Reset
9 I OK I Cancel

Sign in

S sH

In Line with Text

S|

With Text Wrapping

Review

.1 Bring Forward ~
[ Send Backward ~

E,L; Selection Pane

) ‘ [l IS

= =

Chon vi tri

=

More Layout Options...

Foat Reader PDF

Format 9

i @# 20 156"
k- Crop T 208" =
Size =

Chon anh

Thay doi vi tri hinh dnh canh 1é ngang/doc so vdi vin bin

PDF

Developer

E Picture Border ~

Position Wrap

& Picture Effects

¥

®Choninh &

7 e

.1 Bring Forward ~

03 Send Backward ~

= ‘:‘;;, Picture Layout ~ . Text~ EL; Selection Pane
(5 Arrange
R, SRR O N WY,

gy Align Bottom

Align Center } Canh 18 theo chiéu ngang
Align Right

Align Top

Align Middle Canbh 1¢ theo chiéu doc

Distribute Horizontally

Distribute Vertically

Phan b(f) d{éu theo theo chiéu ngang
< Phan bo déu theo chiéu doc

Chinh vi tri so v@i trang

Grid Settings...

=0 .
Align to Page
- C o5 °
y <=y —~ v Align to Margin
) \y
1 +—
2 7 v Use Alignment Guides
b View Gridlines
B

Chinh vi tri so véi 1&
~Chinh vi tri gitra cac anh dugc chon
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d. Thay déi vi tri (Wrap Text) dnh so véi vin ban

Mailings Review View Foxit Reader PDF |

.1 Bring Forward ~ |(_ v : ED 1.56"
0 Send Backward ~ £

Edit Wrap Points

Crop = " -
[; Selection Pane i N L ey 208 >
Anh nam trén cung dong v&i vian ban ——— [ = |n Line with Text Q) Size r
Vin ban nam xung quanh anh theo hinh chir nhat — > | & Square
I, 5 s capans = T
Van ban nam xung quang theo duong vién cua anh = Tight () 1 Chon anh
T . ., . = &= Through o
Vin ban nam ¢ phia trén va phia duéi cua anh =
B A Top and Bottom
Anh nam sau van ban > | B Behing Text
Anh nim phia trén van ban —— | & In Front of Text
)
v

Move with Text

e. Ap dung kiéu ( Styles )cho anh

Layout References Mailings Review View Foxit Reader PDF

e T — E Picture Border ~ . D .1 Bring Forward ~ ]:
amnal| | ol || - (3 Picture Effects ~ 0 Send Backward ~ .
_'9 & Position Wrap _
~.) 75, Picture Layout ~ - Text ~ D(.,g Selection Pane

Picture Styles M Arrange
- — r— N P A |
e iy | ===l wometll et oned g ®

®) Chon anh
. yr— 7 " R,

e e o= . | " o YR (R,
Fae. Bassille el e B e |
0) Chon kiéu

f. Ap dung hiéu ing (Effects) cho anh

Layout References Mailings Review View Foxit Reader PDF Te
g (peu | L# picture Border ~ 3 _:’5 .1 Bring Forward ~ IZ v E
el | amall | el | - 103 PictureEffects - @) = 'GSendBackward ~ -
= s ~itinn__Wran &

»
a
[
"
w
<
a

Preset  » \['1-'3f Chon kiéu hiéu tmg

'.:| Shadow »
Presets
Reflection »
& |
Glow >

30

Soft Edges »

£ Bevel 1M K J (‘9

@) Chon loai hiéu tmg [E| 3-DRotation »| 2 3-D Options...
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Ap dung higu irng nghé thudt (Artistic Effects) cho dnh

bme | Insert | Design | Layout | References | Mailings | Review | View | Foxit Reader PDF
[ Insert | Design | Layout | | | | View | |
n\—] .1Bring Forward ~ [ ~

= J [ > 01 Send Backward ~ ']
Position Wrap _ . Cro
- Text - Oils Selection Pane A~ =

- . - D Arrange
4 ,- 4

A m f?] Chon anh
A 1l

D o

Corrections ~ I = -
g01.37 =

[a3] Color E"-;.] 1 Send Backward ~ i) +

= - Crop = 1.82" -
Color Saturation - oo e =

| “ﬂri-i e- ;‘ri i" "ri-i* Frii“" l"-wi"i“l Fo‘ii"" !‘Td-ii‘"' Size =

(\ i

Color Tone roJ Chon anh .

CT mea EESET EeaE EeaE meTaT Eeaa e || :
mmmﬂmmm Ci) F

Recolor

FAEL R N
ﬁ a eiod]
e PIET > ¥ whe
= a g A

o) Cl‘l(_;l'l ln;lu‘L m m_ ,H .m m—

;"v More Variations

{1 Bring Forward ~ [T ~

B4 Set Transparent Color

&2+ Picture Color Options...

h. Thay d6i d sang/toi, dd mo7/nét cho anh

bme l Insert | Design | Layout ! References | Mailings | Review | View | Foxit Reader PDF 1

h* _'2 - I f;\] 4% .1 Bring Forward -~ &= - ;\J' § [] %
ind Backward ~ &1 S

- ® ® A 23 Crop =—/ -
[EE poes il o O, Chon d6 mo/nét Hlection Pane e N = €a¥
m m : = =z

©) Chon anh

Sharpen/Soften
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i. Nén anh

Corrections = @ 4 Z - [as) /1 Bring Forward ~ |[& ~ -rﬂ .
—

sl Color~ ] et~ — 00 Send Backward ~
- Quick Position Wrap C
Z5] Artistic Effects - “0a] - Styles - 5L - - Text ~ 0Ol Selection Pane ] W

Adjust Picture Styles = Arrange Size

-
3 ? -
Compress Pictures ? > (1) Chon anh

Compression options:
Apply only to this picture
[“1 Delete cropped areas of pictures

1D)Chon mirc dd nén

() HD (330 ppik: good quality for high-definition (HD) displays
() Print (220 ppi): excellent quality on most printers and screens
O Web (150 ppi): good for web pages and projectors

() E-mail (96 ppi}: minimize document size for sharing

@ Use document resolution

O o ] conee

J. Xo6a neén anh

Home ‘ Insert ‘ Design ] Layout l References I Mailings ‘ Review ' View | Foxit Reader PDF l

e ®

Corrections ~ = ‘ ¥ Lz ~ = liBringForward ~ |~ [a] ] = 0
= -—w { ..
&3] Color ~ E,?. i~ : 1 Send Backward ~

Remove Quick Position Wrap _ = Crop —3|-
Background |==] Artistic Effects~ “0 ~ Styles ~ & - Text ~ Dil¢ Selection Pane A~ = oy
Adjust Picture Styles = Arrange Size

Background Removal View Format -
= ©) Chon anh

Q> @ & g |ve - '

Mark Areas Mark Areas Delete Discard All] Keep 4

to Keep to Remove Mark Changes JChanges
Refine Close

Home Tabmoi Insert Design Layout References Mailings Review Developer PDF
(| Corrections ~ =l Compress Pictures L7 Picture Border ~
" i = Comp u —— goen gven g 74 3
— a8 Color~ ) Change Picture it ol || andl .l el ~ + | O3 Picture Fffects ~
R Gs] g — = — — — P
emave — = osition
Aﬁistic Effects - 4] Reset Pictur * | 5L picture Layout - =
Background o !
Chi phuc hoi anh Adiust L95 Reset Picture o Picture Styles £
= L ResetPicture & Size b ! I IIENEEER IREEEw

Phuc héi anh va
kich thudce anh
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|. Thay déi thong tin mé ta( Alt Text) anh

Layout References Mailings Review View Foxit Reader PDF Sign in 9_ Sha
— L# Picture Border - |1 Bring Forward ~ [T = ;ﬁ- £1137
il il amtl | - L} Picture Effects - — [ Send Backward ~ o
— _ Position Wrap G . Crop =2q.a7" -
~ | BL, Picture Layout ~ = Text - Oily Selection Pane A~ o ¥ - -
Picture Styles 9] Arrange Size ]
. . — Format Picture M
@) Chon anh A
— - & O [E]ex
A I> Text Box
Title )
Nhap tiéu d&

Description

Nhip néi dung mé ta

@) Nhap tiéu dé va noi
"~ dung mo ta

4. CHEN VA HIEU CHINH HiNH VE (SHAPES)

4.1. Chen Shape vao vin ban
Insert o

O 1l o, @swr

bat con tro tai noi can chén

e
v

line |Sh: SmartArt Chart S hot
Chon Insert > Shapes — Chon e e o ST | @ Wy Add
Shape mudn vé&, kéo tha chudt dé vé Recently Used Shapes -

SN NOCOALLe I E
2N 3K

Lines

NNNLTLL 2N %
Rectangles

(I A O B B { e A

Basic Shapes

4.2. Hiéu chinh Shape vao vin ban

a. Chinh swra Shape

References Mailings Review

View Foxit Reader PDF

+ 22 ShapeFill ~ A Text Fill
M E_"Shape Qutline = A ~ Text Ou
~ @ Shape Effects ~ {3 Text Eff
| ©, Kéo tha cac cham vudng dé R
thay do1 hinh dang Shape

1o - A=
(1) Chon Shape i~

o A o000 006 Chon Shape muon ve,
o oo A | k&0 tha chudt dé vE

Trang 60



> Truwong THPT Nguyén Khuyén

b. Thay doi Shape

sert Design Layout References Mailings Review View Foxit Reader PDF

: +| L2 ShapeFill = ' A Text Fill

. R | A |

I[Rectangles A A A Text Ou

£ Edit Points e e ===l A Text Eff

™% Reroute Connectors Basic Shapes WordArt Styles

AR ONQASOQOOO®®

LOJdOr L O B8a0

%?DO‘%@:—({G‘\[] ©) Chon Shape =
{ 1

Block Arrows

DT OTSLPR SIS

CoVvnwD RN

froa

@ Chon shape mai

c. Thém vian ban (Edit Text) vao Shape

() N‘hag l11::hal chudt ‘% (Eul
vao Shape By Copy
=3 2 [y Paste Options:

e

A

("] Edit Text @l
“. Edit Points

©) Nhiap ndi dung -

r‘d Bring to Front 3
= Send to Back »
& Hyperlink...

@ Insert Caption...

= Wrap Text .

Set as Default Shape

More Layout Options...

W7

Format Shape...

d. Nhom/Bé nhom (Group) Shape

©) Chon cac Shape cin nhém hoic bé nhém
©) Nhiap phai chudt vao cac Shape da chon

o
\:,- $ l- [~ -

Style Fill Outline

3{, Cut
By Copy

3 Paste Options:

™ Nhom @)

[(7 Group O Goup
. ¥, Bring to Front > ::-:

‘T Send to Back

- B6 nhom ©)

£ Insert Caption...
i~ Wrap Text >
IT More Layout Options...

% Format Obiect..
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e. Dinh dang khung (Styles) Shape (Kiéu, mau nén, vién, hiéu tng)

rout References Mailings Review

» £ shape Fill = A~ |[f} Text Din

. n ﬂ - WShapeOutllne' A A A - A - [TlAlignTe
=| [

1ape Effects ~ ~ @ Create L

Shape Styles r WordArt Styles . Text
Iv---4---l»---3---|---2---| -1---|‘---g- | SRR,
©) Chon kiéu . |

Abc J LRbCJ L [ ch Abc o Chon Shape

— Chon Shape Fill : Hiéu chinh mau nén cua Shape
— Chon Shape Outline : Hiéu chinh mau duong vién cua Shape
— Chon Shape Effects : Hiéu chinh hiéu irng cua Shape

out References Mailings Review

QShapeF.u - A - |[AText i
. . . [Z Shape Outline ~ A A A .@_ ,]Allgn'l

Shap Effects - L -~ @ Create
Shape Styles l P t

. . [
[ I Shadow »

[:} Reflection

Dom

Soft Edges »

=

O
@
=
2
=
o
0>
=
=,
o
=
{I%

IBad!

)

& Chon Shape

Co sé tin hoc 1

© Chon loai hiéu (g | Bevel ,
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f. DPinh dang chir trong Shape (Kiéu, mau nén, vién, hiéu ing)

out References Mailings Review View Format o

whnat you wa | o -i': |
.| & shape Fill F5) - 7@ Chon mau
n o - | Chon kiéu _ o
c Abc = £ Shape Outline H A P - g ChOn vién
= QShapeEffeds' |K‘ o o ‘n ok
&, Chon hi¢u ung
Shape Styles [P WordArt Styles M
R O | Co1 e AR

r\ ”~
o Chon Shape || &

5. CHEN VA HIEU CHINH SMARTART
5.1. Chén SmartArt vao van ban

Chon Insert - chon SmartArt — Chon SmartArt mudn v&, kéo tha chudt dé vé

Layout References Mailings Review  View J Tell me what yo

j | ’?\\. I SmartArt & store W [‘:—'—'— & Hyperlink =+ [ Header ~

i . .| '55"' 1 1 Chart o . ”\—:—“ E Bookmark 3 Footer -

aE)Ie i ;?Crt"l_::; Shavpes @+ Screenshot ~ & My Add-ins - AR (\Dﬁr;:n: —'I|‘:|Cross-reference gt 3 Page Number ~
ables Hllustrations Add-ins Media Links Comments Header & Footer

v

Choose a SmartArt Graphic

List .2 ~

‘% Al Chon kicu ©)

: (@S] [ -

= v BE| e =8 — —

=l ac 10 R

=== Process

- - Emmm T S|

— =R S

- = & =

dBd lerarcny - .

) ) = /= ——
E Relationship % E 8= @
&B Matrix Basic Block List
. Iﬁlﬁ 8 eo-o-0- G @ @ Use to show non-sequential or grouped blocks
é Pyramid IZJ =1 =1 - | I of information. Maximizes both horizontal and
. vertical display space for shapes.

Q Picture —

- . 2|82

= ffice. —

S ormescom EEE glgls )

o

5.2. Hiéu chinh SmartArt :

a. Nhap van ban vao SmartArt
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Type your text here

(e}

o
* [@Chon SmartArt

* Word 2016
® [Text]

e [Text]

©)Nhip ndi dung
Bam ENTER dé thém
Shape vao SmartArt

rn mors m:

Continuous Block Process

Use to show a progression or sequential steps
in a task, process, or workflow. Works best with
minimal Level 1 and Level 2 text.

raphis

Home Insert

1 Shape -~ € Promote

19

sedie > Demon  [Emevebews] @y Di chuyén xuéng D2 mm
t Pane & Right to Left 7 Layout I\J - :::::Dnrge:
Create Graphic Layouts sm
' g . | R I - i a ' s
(e o o
(@]
€ Chon Shape cin dbi vi tri
O O O
c. Thay doi SmartArt
Home Insert Design Layout References Mailings
Shape ~ € Promote 1T Move Up " - .‘ ..
Bullet = Demote ¥ Move Down | ©-©-0- (‘3_ g_ Cll_ EE]E] -l @ Be
= ms / nge
Pane & Right to Left Layout v e -
Create Graphic Layouts 4
Ty e : -
- Chon kiéu khac o - -
iChonjacukhic . |erere | BEE @ <o

- faag, o

eletes

@:, OO0 == PED =

oee e NO % %

,D EX»ra =H=

= & o == EEE BB

s2ss

[ more Layouts.. | @) Hién thi tit ca cac kiéu
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d. Ap dung kiéu cho SmartArt

Design , Loc Tran Duy '\@Chcm kidy [ment
.1 e®

_ Change
" Colors ~ @EI

SmartArt Styles 00 89
R I O Y,
3-D

(4 O —
©) Chon SmartArt e O ED
( Word Excel )| | (. ([ T71, m

2016 2016 '

\.
o oER ge

O 9]

e. Thay doi mau SmartArt

Layout  References eview  View w lell me.. Loc Tran Duy .C.i. Share
love Up zj\_
_e-0- G @@ . — =
love Down | ©-©-0- tlﬂ Qﬁ (I] EIEJH v o .. .. QH -

. nge . Reset

ayout Colors ~ Graphic
Layouts |U i .
,1_,,.,,,2,,_,_,3,_,|,,,_°Chonmau

0000 000 amme
7 —(
(1) Chon SmartArt |colorful

) Word Excel [Te)(t] ! .. . ...l .... ... ....
2016 2016 A

(OO0 (emEE| GREN BECE EEN)

Accent 2

U000 EEEE EEES B 0§ EEND
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6. CHEN BOOKMARK VA SIEU LIEN KET (HYPERLINK)
6.1. Chén Bookmark vao van ban

Bookmark 12 mét tién ich gidp ban tim kiém mot cach nhanh chong doan vin trong vin
ban. NO thuc su la cbng cu hitu ich cho ban néu ban dang lam viéc v&i mét van ban dai hang
chuc trang

Tao Bookmayk : Chon vi tri can tao Bookmart -> chon Insert -> Bookmark -> nhép tén
Bookmark -> nhap chon nat Add

Layout References Mailings Rewview

1) I SmartArt e g_‘, Hyperlink -+
o L S L - ]
o [ag L&) QE aser W Lg (e T

‘able Pictures Online Shapesm*Screenshot' aMy Add-ins - Wikipedia Online |‘.:|Cross—reference Comment

= Pictures = Video
ables lllustrations Add-ins Media Links Comments
I IR e 1
! Bookmark ?
Bam vao vi tri @) | sookmark name: ©)
muon tao bookmark | [rén_bookmari | Add

|co sé tin hoc 1 '@ Nhép tén bookmark

Video provides a g
paste in the embe|
the video that bes
provides header, f
you can add a mat
want from the dif{
you click Design a
your new theme.

Word with new by
document, click it
where you want tq [ Hidden bookmarks
Reading view. You
stop reading befo

Sort by: (!\J Name
O Location

Cancel

6.2.Chén siéu lién két (Hyperlink) vao vin ban

Hyperlink Ia nhimg duong dan, siéu lién két gidp ta lién két déi twong trong Word véi
website hoic mot thanh phan khac trong Word

a. Chen siéu lién két: dén trang web

1'W to |'f|"- .
T FSm i G rli +— der ~ E
Tl L TN s W [ [SB©) #) Dt oo

i : 11 Chart ) = = [# Bookmark ¥ [J) Footer~

aI'JIe Ficturss P?c:::l::s Sha'pes @ Screenshot = a My Add-ins ~ Wikipedia (\:.)"i:::: .'lECross—rEference Comment |='] Page Number ~ ;;’:" A

ables lllustrations Add-ins Media Links Comments Header & Footer Text
L 3 (| L. I o 5 vl e 0 6 DERRP. c 0 o0 o

ign layout References Mailings Review View ) Tell me what you want

1..\..\.“‘;..“....1;. -
©) Chon vin ban muon tao lién két

CSTH1 | Insert Hyperlink e Vin ban hlén thi ? X
Link to: Text to display:ICSTH1 | o/l

| =
g/ Existing Fileor | Lookin: [ Documents
Web Page T Set Hyperlink ScreenTip
Custom Office Templ 0 Noi d .

¢] Current M3u Office Tuy chinh | &4 INO1 dung go1y

AL IiE e (&) |Ba’m vio diy dé md trang web mén hod |

e 2| My Data Sources Y g C
. My ISO Files

Create New Pages )

Document #= My Pictures

B My Videos
- Recent Files Sound recordings
E-mail Address Tor v
Address: Ihrq:v:/}cait.tdtu‘edu‘vnjelearning I @

©) bia chi web muén lién két dén
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b. Cheén siéu lién két: dén tiéu dé / bookmark

Layout References Mailings Review View Q e what you want to do...

_1 <] [1) TaSmartArt & W e &5 Hyperlink @ |+— [™] Header ~ A=| E"
] & </ pl Chart @ store D [® Bookmark vV [ Footer~ - A4

a[::le Pictures I:?dn::::s Sha'pes @+ Screenshot = & My Add-ins ~ Ll 3;;:‘: :‘IECross—reference Comment [] Page Number ~ BTz:t' a
ables lllustrations Add-ins Media Links Comments Header & Footer Text
S R T ST ST SR RN -SRI D

Lo ot e T 1~ o ”.\ P | A .
@)|Chon van ban muon tao lién keét
CSTH1 — -—
O] Vin ban hién thi @, Goiy

Link to: Textto display:|CSTH‘I |

Select a place in this document:

Existing File or
Web Page Top of the Document
o 7 Headings
-1 Place in This Target Frame...
Document - Than bai
3 K&t ludn
Create New — Bookmarks
BEELIEN " Mén_CSTH1
e ©) Chon tiéu dé/bookmark
E-mail Address

o= o=

c. Chén siéu lién két: dén thw dién tir (Email)

ign layout References Mailings Review View

j LCI Lﬁ} __,,'!:_j T SmartArt @ sore A\ mil = : @ ) [ Header- ’r%

h 1 1 Chart E-’,‘ Bookmark v D Footer -

able Pictures Online Shapes : Wikipedia Online Comment Text
. P @+ Screenshot - & My Add-ins ~ P ) .'|_!Cross—reference |—=\| Page Number - A
v Pictures -~ Video Box ~
ables lllustrations Add-ins Media Links Comments Header & Footer Text
& v o3 0 s e s 5 e e B e A e

]_:.;_\-l...'...:..‘l'..|‘;.');:..
©)|Chon van ban muon tao lién két

CSTH1 o N = - —
@) Vin ban hién thi O Goiy
iC) ,
Existing File or | E-mail address:
Web Page ImaiIto:trungtamtinhoc@tdt.edu.vn ]@ Dla Chi thl.l' dléﬂ tf]’
(%) Subject ' . )
Placein This | J13 trg sinh vién | @) Tiéu dé thu dién tu
Document M ¥
) Regently used e-mail addresses:
A
Create New
Document
0 4o
E-mail Address
o =] e
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d. Chinh sia/ x6a siéu lién két

CSTH
Nhap phai chudt vao @)
lién két muon chinh sira

Paste Options:

ol

2 Y

Edit Hyperlink...

(111 3

©

Open Hyperlink
Copy Hyperlink

. . » " ) :
Céc budc chinh sira e % Remove Hyperlink

giong v6i tao lién két ~ A Font.

Lali

Paragraph...

Smart Lookup
Synonyms 4

Translate

New Comment

7. CHEN MOT SO POI TUQNG KHAC

7.1. Chén tap tin vao van ban

bat con tro tai noi can chén

CSTH]

Nhép phai chudt vao @

lién két muon x0a

N

=

Paste Options:

e, el

=l =y
3, kg

Edit Hyperlink...
Open Hyperlink
Copy Hyperlink

Remove Hyperlink

Chon Insert —» Object — Text from File... Chon file can chén — Insert

layout  References  Mailings  Review  View  Foxit Reader PDF

[E] Quick Parts ~ B'Signatureline - kg

7 Date & Time Qs
Mlobject ~ @)

Text ™ Object. 5

Font...
Paragraph...
Smart Lookup
Synonyms
Tranglate

New Comment

g TetfomFie.. ©

B retmre. ©)

D F'_'. 5 SmartArt & store 2 Hyperlink + [ Header~ A
0O &g </
o - - | Chart |’ Bookmark D Footer 4 WordArt
Table  Pictures inme Shapes - . .‘MyAdd-ins . U.1 ine e o Comment [Bp — Text .
v Pictures + i Screenshol Video = 2d Cross-reference age Number Box~ Drop Cap
fables |llustrations
[ Insert File X
« « 4 |£ 3 ThisPC » Documents v 0| | Search Documents 2
Organize »  New folder e @
A Name ) Date modified Type Size
s Quick access
File fold
I Deskiop . Code Snippets ile folder
Custom Office Templates File folder
!- Downloads + Graphics File folder
| Documents * (&5 My Data Sources File folder
. &= Pictures * Visual Studie 2017 12/17/2018 AM  File folder
Ch()n file can chén Pyt P | BatchMaildt 4/6/20199:36 AM  Text Document
LABO3 & Hinh,jpg 32 22PM  JPG File
LAB ] Summary.pdf 11/201911:53AM  PDFFile
1 8R0% v < b
Range:
Range..
File name: | BatchMail.bt v| Al Filles (*%) e v
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7.2. Chen Screenshoot (Screen Clipping) vao van ban

Insert o Design Layout References

E D kd & T il

Mailings Review View Foxit Reader PDF

[o B & store éﬁ E;l EE 7:/

D
Table Pictures inine Shapes SmartArt Chart |Screenshot & My Add-ins ~ Chup hinh cira Sé) dang mo
v Pictures ~ . )
Tables lllustrations Available Windows

Chyp hinh mdt phan man hinh

©)

a4+ Screen Clipping

7.3.Chen hyp van ban (Text box) vao van ban

@ign Layout References  Mailings

Loc Tran Duy ‘,Q'_ Share
] | ) W [] Header - 'a_ || = Quick Parts ~ [ # Signature Line = T Equation -
‘ O 45 E‘ P i I @+ @ =

[2] Footer - A WordArt - E-?.Date & Time €} Symbol -
able Pictures Onl\ne- Shapes SmartArt Chart Screenshot Text P = S
i} Pitures - [£] Page Number Box ~ Drop Cap - 3] Object
ables lllustrations . Headd Built-in -
IETIERES

s a)Ch(_)nkiéucésﬁn

Austin Sidebar

Simple Text Box Austin Quote

5 More Text Boxes from Office.com

m =] Draw et B |@) Hodc tu vé 6 van ban

7.4.Chén hp cong thirc toan hoc (Equation) vao van ban

Chon Insert -> nhap vao Equation -> nhap chudt vao mau cong thic -> Tay chinh noi dung
cbng thace tuong tng

Design  Layout References  Mailings  Review  View Design

W Eé & l‘v:] D D . Q [2 Signature Line - T Q

} — E D@ i ﬁSture

Q)Date&ﬂme
e | Pictures Online Shapes SmartArt Chart Screenshot .‘MyAdd—ms . Wikipedia Online = Hyperlink Bookmark Cross- Comment Header Footer Page Text Quick WordArt Drop @ Equation Symbol
k Pictures Video reference - ~  Number~ Box- Parts~ Cap g - M
Tables llustrations Add-ins Media Links Comments Header & Footer Built-In
L)
1 &) B ! 2 ! 3 ! 4 ! B ! g fa Area of Circle
A=mr?

Binomial Theorem

n

f z n MY ke gk
( "= k. n—k (x+a) :Z( )x a
X+a kio(:)x a K

k=0

Expansion of a Sum

nx n(n—-1
+J
2!

(1+x)"= 1+
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Néu trong Equation khong c6 cong thirc sin c6 Ban chi can nhap thang chudt vao
Equation. Sau d6 man hinh Word s& xuét hién tab Design véi rat nhidu cac ki hiéu toan hoc khac

nhau cho ban thodi mai lya chon va tuy chinh cac cong thirc tuong ing

file ~ Home Inset Design layout References Mailings Review View [EEIGSVUN © Tell me what you wan to do

€ Professional X N 1111 10
N Ei ol BT BV y e, L Qe jm AJY
inear '
‘quation  Ink n @ I H m n l ﬂ D E m m — Fraction Scnpt Radical Integral Large Bracket Function Accent Limit and Opelatol Matrix
. Equ ion abe Normal Text l l l ﬂ l N

ati - M * Operator~ - M - log- -
Tools N Symbaols Structures
L 15.12.345557

Trang 70




> Truwong THPT Nguyén Khuyén

BAlI 6: BANG VA CAC THAO TAC VOI BANG

Trong qua trinh nhap vin ban, c6 thé ban can trinh bay mét sb thdng tin dang bang biéu dé
lam cho ndi bat van ban, d& nhan thy hon so véi céc thong tin khac. Word cho phép ban chén
bang biéu vao van ban va thuc hién cac thao tac trén bang nhu: tao bang, nhap va hiéu chinh chit
trong bang, dinh dang bang biéu, thuc hién tinh toan, chuyén bang thanh vin ban va nguoc lai .

1. TAO BANG

Chon Insert -> Table -> Insert table -> nhap vao s cot sé dong cua bang can tao

Home [EH=4 @ign Layout  Referg

™ SmartArt
§ I Chart

&+ Screenshot ~

El o] e

Table "')ures Online Shapes
> o Pictures

Insert Table

LI e e eI

EEEEEREEEE
[ insert Table... LQ)

—’] Draw Table

[ Excel Spreadsheet
o

Quick Tables

Tao bang bang Quick Tables

Do rong cot
coO dinh

D0 rong cot
vira voi

ndi dung

Do rong bang
vua vOi cua
sO trang glay

Table size

@ S6 cot
@ S6 dong

Number of columns: 5

Wl

Number of rows: 2

AutoFit behavior

(®) Fixed column width: Auto =

() AutoFit to contents

(:) AutoFit to window

D Remember dimengions for new tables

o[ = ]

Cancel

Layout

_‘_|l_ ™

References

Mailings Review

View

%_, Hyperlink T"’

D I I =+ -Store =" [® Bookmark L~
Ta?le Pe_:t)ures ;?CT:?:S Shapes SmartArt Chart Screenshot & My Add-ins - Wikipedia 33:‘? Lk|Cross-reference Comi
Insert 'I:able Add-ins Media Links Comr
O
L E =
%%:_HL:%%% December
- — I — M T W T F S5 S
HEEEEEE RN ‘
I:“:I ” ” I:“:II:I C:Iendzarz ’ ’ ’ ’ :
EEEEEEEEEN ..
[ Insert Table
. M T W T F S S
| Draw Table 1 2 3 4 5 6
w15 16 17 18 19 20
:E Excel Spreadsheet 21 22 23 | 24 25|26 27
== @ : December
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2. CAC THAO TAC VOI BANG
2.1. Pinh dang bang

a. Ap dung kiéu cho bang

References

Mailings

Layout

)

7 Modify Table Style...

BB Clear

il New Table Style...

I S==== N —
e chading Border —. - P"
_____ \['=|fphading  Border :
QJ = Styles,zpent:olor
Borders
____________ "}ll E - H
== 2252 === 4 ©@)Bamjvaobang
-— —=---= -=----=| | ST | Ménhoc | S&tiét
- IEEEE e 1 CSTH1 45
———————————— 2 | CSTH2 45
_ Bmn e 3 | CSTH3 45
- = |EEEEE) === @)K’é:tqu@
— R
- ———--I—"———-1}
STT Mbén hoc S8 tiét
1 CSTH1 45
2 CSTH2 45
3 (CSTH3 45

c. Vién khung cho bang

PN —e
Borders and Shading . d* B_d Vi pt g/-) B:. rd —Adf—‘
ading Border —; orders Border
Borders  Page Border  Shading - Styles - z Pan Color - = [Painter
@ K]éu khung Preview Borders |- Bottom Border
== A ‘A A Click on diagram below or use - - .é L Top Border
—_— None oj K‘leu vien b btmn b b s o . N | Left Bord
== \ s A .3 _) LDJODJ_._QQJ Left Border
— @) Céc canh muon vién AL T Bight Borde
Box T | —T——— ‘ STT | Mén hoc satiet | || NoBorder
EE All _— _— 2 2 45 |: Qutside Borders
.. v — | — 3 3 5 1| Inside Borders
" coo: (@) Mau vien — Inside Horizontal Border
Grig I_ﬁtl Incide Unrtira\‘Rmdm
— Width % N @ Chon ’Vlell
Custom |:, o g /_cho cac canh
@' Po déy Vlé Apply te 4= Horizontal Line
v i ~
- f# Draw Table
fE View Gridlines
@ | = Hojc ©)[| Borders and shacing..
ancel :
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d. T mau cho bang

out () Tell me what you want to do...

==K — . —

:|:::: ————- ":::: —|Shading| Border —,
v - & Pen Color

M Styles

tyles Theme Colors fe

||II||||F|

1 CSTH1 45
2 CSTH2 45 Standard Colors
3 CSTH3 45 HR BEEER
' : A No Col
9) Chon bang hay 6 _Dh olor
"~ muon t6 mau ©) Chon mau

d. Chi dinh tiéu dé bang

@ile Home | Insert | Design | Layout | References | Mailings | Review @‘m

v'| Header Row | || First Column

Total Row Last Column

v| Banded Rows Banded Columns

Table Style Options Table Styles
]
L | §é|-..QB.\.|§...2...|...3...|...4.

S tiét 9) Chon bing

(1 | 45
- 2 CSTH2 45
3 CSTH3 45

2.2. Thay déi cdu triic bang

a. Thém dong/cot cho bang
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i e
Chen cot

1 || csTH1 45 K&t qua chén cot [ CSTH1 45
2 || csTH2 | a5 2 CSTH2 45
3 || csTH3 | 45 3 CSTH3 45

]

+Bém vao dau (+) gitra cac cot/dong -

E 1 CSTH1 a5 | Keétquachendong | CSTH1 45
2 CSTH2 45 . |
0 CSTH3 | 45 2 CSTH2 | 45
O 3 CSTH3 45 |
1 Chén dong R

b. Xo6a bang, xda dong/cot caa bang
[STT [T ] Won hoe [ssie

1| [ oot [ a5 | 1 oml |

2 CSTH2 | 45 | 2 CSTH2 45
CSTH3 45 3 CSTH2

Screen Cligping |

o Chon dong mudn xoa o Chon ¢4t mudn x6a
@ i phii chudt @ Nhip phai chuot
o Chon Delete Rows o Chon Delete Columns

B Gop 6 (Merge cells)

me Insert Design Layout References Mailings Review View Design ®_-_'|\'|-_“-.‘.-‘"\_1l":f"

[ Draw Table L | [ E Insert Below 9)3.19" B BEIEE A_.E." E

4r| 4>

s [[fEraser : & Insert Left F Split Cells o1 0.55" B BEE —
Delete Insert ——_ Text  Cel
> AboveBlnsertRight i SplitTable 25 AytorFit - =l = = pirection Marg
Draw Rows & Columns 1 Merge Cell Size r Alignment
e B B IE;z--rpu---s---l---4---|---5|~~|~~~6---
1 CSTH1 45 & ,
Két qua
2 CSTH2
3 CSTH3
\ ‘ 14 A A A =
@) Chon cac 6 can gop
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B Téch 6 (Split cells)

bme  Insert  Design  Layout References Mailings  Review

Derge cells before @
I OK

Cancel

@) Chon 6 muon tach

# Insert Below Merge Cells
] Insert Left
Number of columns: |1 v - T Insert Right = split Table
Number of rows: 2 T, - umns . Merge
S6 dong W ia

View Design @[z\ me wha

flow B BEE AS |
O o EEE —

- Text [
= Autofit - HEHE Direction M:
Cell Size r Alignment
P R Y

B Kich thwéc 6: Chiéu cao 6 (dong), chiéu réng 6 (cot)

Home Insert Design Layout

o

References

t} Select~ Eﬂ!DrawTable i} m 1 Insert Below E Merge Cells a[] 0.33" B BEE A_':.’
[ View Gridlines [T Eraser Deletz(; - T insertLeft  E splitCells 1250 S EEE T_T.c:
ER Properties - Above 2 InsertRight — [3 SplitTable == AutoFit ~ =l = = pirection

Table Draw Rows & Columns & Merge Cell Size l ) Alignment
L | & -lé‘-l C A 2 - - --140 S5
: & Chiéu rong

1 CSTH1
45
2 CSTH2
3 CSTH3
Chiéu cao

Review View

Design

Mailings

Chon cdc 1 CSTH1 45
6/dong/cot mudn >
thay doi kich thugc
. CSTH2
- 3 CSTH3

B Vijtri/ Hwéng van ban trong 6

References

Home Insert Design Layout Mailings

Review

[3 Select~ ™ Draw Table r] Iitl FA Insert Below Merge Cells EI] 0.33" s BF
[ View Gridlines [ Eraser x 1 Insert Left [ Split Cells oy /0.88" st
ER Properties pelste K:;:f,t, [2 Insert Right | 5 SplitTable == AutoFit -
Table Draw Rows & Columns 1] Merge Cell Size e
L 1 f ' # PR T T T lg . A

View

B 1 CSTH1

R a&m|—Chono
2 CSTH2
3 CSTH3 Screen Clipping
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B Sap xép ndi dung bang

Q Tell me wha

Home Insert Design Layout References Mailings Design

[3 Select~ [P Draw Table L A 5 EH InsertBelow = EJ MergeCells | %](0.33" Bt BEE Al @ Al Repeat Header Rows
1 ~ =
R =

fEH View Gridlines mEraser & Insert Left @ Split Cells B BEE — 5% Convert to Text

IR Properties De‘.ﬂe ,I,::::e [Z InsertRight |~ [ Split Table = Autofit = EEE D,,:e:un M:,j:n; Jx Formula
Table Draw Rows & Columns ] Merge Cell Size 1F] Alignment Data
s e - - - Tl . - L - . Y v ,
- Set  Chon cdt can sap x&p ? x
. sortby § @ | Tang
] b B STT ~ | [Tgpe: | Number ~
o Using: | Paragraphs ~
Then by
N Chon bang —— 1 CSTH1 <| fvpe |Text +| ® Ascending
2 CSTHZ Using:  Paragraphs O Descending
Then by
3 CSTH3 [fype: | Text Ascending
Descending

Using: |Paragraphs

My list has

Bfillg coO tiéu dé —-bb Header row (O No header row Iﬂ— Béng khéﬂg co tiéu dé

Options... 9 o ,ﬁ Cancel

B Chuyén bang thanh chir ( Convert to Text)

Home Insert Design Layout References Mailings Review View

[3 Select~ [ Draw Table EPE EH Insert Below [ Merge Cells 3] 033" Bt BEE A=z n:ﬂ Al [[} Repeat Header Rows

[ View Gridlines EﬁEraser D sz I - €1 Insert Left @ Split Cells ﬁ . Eﬁ BHEE E’ Cell SZrt
elete  Inse = e o

£ Properties - Above [ Insert Right 55 Split Table = AutoFit - E] =l = pirection Margins Jx Formula e

Table Draw Rows & Columns F Merge Cell Size F} Alignment Data
L ---1---|‘--t-Ht-‘1--‘w-t‘z‘--w-tg-x---|--C_q---u---s‘--u-‘-s--‘n
N Convert Table To Text 7 X

; e Separate text with

R '7 () Paragraph marks o
. o : <«+— Chon ky tu ngén cach
. Chon bang —=%| 1 CSTH1 45 Gt céc cot
: 2 CSTH2 45 Convert nested tables

3 | csTH3 45 O =1 o

B Chuyén chir thanh bang (Convert Text to Table)

Home g Layout References Mailings
7)) T SmartArt o s AP = [ Header ~ A= E-
|— o Store o 3
= RIS YR =

[2] Footer -

Tai:le Pictures ;?;:ﬂr::s Shavpes .y & My Add-ins - Wikipedia 3::::1: Lir:ks Comment L [ BT::t.
Insert Table Add-ins Media Comments Header & Footer Text
l :] I Convert Text to Table I
Table size
Number of columns: 3 :
Number of rows: - =
- —— @ Chon d¢ rong cot
STT Ménhoc  So tiét
@ Fixed column width: Auto :
1 CSTHL 45 O AutoFit to contents
2 CSTH2 a5 (O AutoFit to window
FD Insert Table... 3 CSTH3 45 Separate text at
E‘ Draw Table — - @) Paragraphs () commas
IEﬁg Conyert Text to Table... |-@ Ch‘c_m chir muén OJ (®) Tabs O other: -
ER Fxcel Spreadsheet chuyén thanh bang
E2 Quick Tables ’ @ Cancel
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B Lip lai tidu dé bang khi in

Design @ ell me wh 1 want ... Léc Tran Duy Qr

’ B BB E A_. A | |EF) Repeat Header Rows
- H EHEE — Ly Convert to Text ‘
_ - Text Cell Sort = @
oFit - =] = & pirection Margins Jx Formula
Il Size S Alignment Data
. E B . B Bl 2003000

dinh thanh tiéu dé

B Thay doi thong tin mo ta bang

:| View Gridlines [T Eraser

Foele ™

[

File Home Insert Design Layout References Mailings Review View Des

> Select - [ Draw Table [11 1] | 'f = Insert Below Merge Cells & ] 0.19" B EIBEE

Table Properties

Table Draw Table Row Colymn Cell || AltText | 9) i
: .!: ! _.l- ' o 1 Title
Nhap tiéu g2

STT Mén hoc S4 tiét | Description

1 CSTH1 45
2 CSTH2 45
3 CSTH3 45

©) Chon bang ©) Nhip tiéu dé va ndi dung mo ta

Alternative Text

Nhap ndi dung mé ta

Titles and descriptions provide alternative, text-based representations of the
information contained in tables, diagrams, images, and other objects. This
information is useful for people with vision or cognitive impairments who may not
be able to see or understand the object.

A title can be read to a person with a disability and is used to determine whether they

wish to hear the description of the content.
@I oK Cancel
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BAI 7: PINH DANG THAM CHIEU TRONG VAN BAN

1. TAO CHU THICH CUOI TRANG VA CHU THICH CUOI TAI LIEU

Khi tién hanh soan thao noi dung van ban Word nhu luan &n, béo céo, sach,... ban s&
gap nhirng thuat ngr chuyén nganh, tur viét tat,.. Va d€ nguoi doc co thé hiéu rd chinh xac ve
noi dung cua tir nglr do, chung ta sé st dung tinh nang Footnote chén chi thich & chén trang

¢ san & cong cu soan thao Word.
1.1.Tao chi thich cudi trang (Footnote)

Review View Foxit Reader PDF

File Home Insert Design Layout QEISISTGIESS
;':] ) Add Text - AB]_ (7] Insert Endnote _[‘/ Ig‘,’,l\-'lanage Sources
— [ Update Table P&, Next Footnote = —  [[@style: APA
Table of Insert Insert
Contents = Footnote fi=1 Show Notes Citation ~ ¥ Bibliography ¥
Footnotes M= Citations & Bibliography

Table of Contents o

Caption th

Captions

B

Nhip chudt vao sau noi dung

¢én tao cha thich cudi trang

A

Truémg THPT Nguyén Khuyén

Nhap noéi dung
chi thich cudi trang

1.2.Tao chu thich cudi tai li¢u (endnote)

F‘l ™ Add Text - g T;/ ) Manage Sources
[ Update Tabl AE] Next Footnote ~ — g style |APA
Table of acreen Clippindpsert Insert o
Contents - Foothote [} Show Notes Citation ~ E D Bibliography -
Table of Contents Footnotes [F] Citations & Bibliography

File Home Insert Design L.syoutMallings Review View Foxi

Trisomg THFT Nguydn Khuyéa

Nhap chudt vao sau ndi dung
can taochu thich cuoi tai liéu

«———— Nhap noi dung

cha thich cuoi tai liéu
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Design

Layout

AB

Insert

Nhap chupt vao — Nk

ndi dung chu thich

1 |’ﬁ‘,‘]|n5erlEnante [
“3; Mext Footnote ~
Footnote & show Notes

Footnotes

Review View Fowit Reader PDF

Sign in

_:J/ a', Manage Sources Ll B L Y B +_r
— 3 style APA = = =
Insert " Insert Mark Mark
Citation = ¥ 0 Bibliography ~ Caption "= | Entry Citatior
B etuon; & Biblingraphy Captions Index Table of &
Footnote and Endnote 7 X
Location
_ Oinotnoles: Bottom of page
(@) Endnotes: End of document ~
Convert..,

Footnote layout
Columns:

4 Format

Match section layout L

- Iﬂumbel format: ABC ..

Insert

Custom mark: | | Symbol...
| Start at: A J
Humbering: Continuous b
= Apply changes
Apply changes to: | Whole document bt

Cancel

! -
Treong THPT Nguyen
Khuyen

|

2. TAO MUC LUC TRONG TAI LIEU (TABLE OF CONTENTS)

@ Vi tri cha thich

-]|@ Cach danh s6
0 Dinh s6 tur

Muc luc s& 12 noi gitp ban cd thé lu6t nhanh qua céc tiéu d&, noi dung chinh cua tai
liéu kem vai s trang twong (rng. Mot s6 muc luc con co6 thém céc ghi chu, tdm tat ¢ sau moi

tiéu deé.

2.1.Tao muc luc theo méu

Home Insert

T) Add Text -
|_‘“! Update Table

E}

Design

Review

Layout

1 Ir— Insert Endnote ) ,’T_-_", Manage Sources
AB Next Footnote ~

CQstyle aPA -
Citation » ¥ 3 Bibliography -

Table of Insert Insert
Contents ~ Footnote
Built-In

Automatic Table 1

Contents
Heading |

o Chon mau

bns & Bibliography

Theading 2
Ncadmg 3

Automatic Table 2

View Foxit Reader PDF

% [ Insert Table of Figures

Insert
Caption [ Cross-reference

Update Table

Captions

Office Procedures

E [ Insert Index

..... te Inde
Mark

Entry

Index

Muc Luc o )
Table of Contents | < Nhﬁp Chué}t W
Heading ! ] A N N
e i 2 1| [rable of Contents can cheén ban
Feadng 3 '
Contact Inf i 1
Facilities 1
Manual Table Office e -2
Warehouse ..o e
Phone System 5
Table of Contents Ordering Supp 3
Type chapter tile fevel 1) ! B $ Letterheads, Inveices, Packing Skips, Receipts.................. .
Type chmpler tithe (kevel 2) 2 Sapphises. R -
Type chaptor ttle (kvel ) 3 R 5
Type chapter title fevel 1). 4 s
Receiving Packag 6
Faceive Pack To Ship. 6
E] Custom Table of Contents.. Racerve [tems to Package and Ship ... -
7

B o T
3% Remove Table of Contents

P ing Orders

7a0 vi tri
¢ muc luc
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2.2.Tao muc luc tuy chinh

Home Insert Design Llayout [EEEEERIES

‘edd Text -

Table of Contents
[ "TUpdate Table

Folzi ndex Table of Contents  Table of Figures  Table of Authorities
Built-In Print Preview Web Preview
Automatic Table 1 HEADING 1 1 o HEADING 1 =
Contents HEADING 2 1evvovcvvvsonnsnesnssssnnenens 3 HeaDING 2
Heading L........ .

Heading 3.....c.ccoccvvuvevvvccncenn 5 Heading 3
@) An/hién so trang |v v
Automatic Table 2 Show page numbers |7_| Use hyperlinks instead of page numbers
Table of Contents Q)Canh hai s0 trang
Heading L...ovvmmmissssssssssssmsssssmsssed  Tab leader; | ... e 1 - = o el
o @Ngl dElng ngan cach gitra
HERGIN 3 ..o General t1eu dé va so frang

@)N‘cre Tables of Contents from Formats: Itl @Kléu muc luc (dlnh dang)

|f_'] Custom Table of Contents... Show levels: @Sé mite chi muc

E,\ Remove Table of Contents

Options..

2.3.Cap nhat muc luc

File Home Insert Design Layout @'Iings Review View () Tellm Léc Tran... JS_«J_ Shar

=t T Add Text - qu M3 ,___;—l £y Manage Sources CUNE R e +—r &
[ Update Table Q‘% AR, - L@Style: APA - — —
Table of ~thsert Insert i Bibliography - Insert — " Mark Mark
Contents ~ Footnote Citation = 0 2l s Caption == Entry Citation
Table of Contents Footnotes I Citations & Bibliography Captions Index Table of Authorities
I."_.\"" P N T TR . T R ol 0 5 0 e 6"'_]'.'
2 ] - [ Update Table..
Update Table of Contents
Contents
- M bai Word is updating the table of contents. Select one of the

9 following options: _
Than Bl |. () update page numbers only o)
KEE IUAN covvvenrererenssasensssssssesssesssssssssesssssssase s sssssenssnssseseses (® Update entire table Q‘)

@) Bim vao muc luc @) Cancel
O)Chi cap nhit sb trang

©)Cip nhit toan bd muc luc

3. TAO, CHEN VA HIEU CHINH THAM KHAO (CITATION)

Trong qua trinh viét b4o cdo, luan van,... ching ta phai dién nhitng nguén théng tin
ching ta da sir dung, di tham khao & dau dé dam bao van dé ban quyén, Microsoft Word da
c6 tich hop sdn mot cdng cu hd tro ching ta 1am phan nay. Chi can chon, dién théng tin sau
d6 no sé& tu dong xuat ra cho chang ta ludn.
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3.1.Tao tham khdo (citation)

B Qi O
e 3
v

bte ~ B Style: APA  ~
Insert
Citation - E [y Bibliography -

Source Manager

=

Search:

Sources available in:

rOWSse. ..
Master List B Citations & Bibliography
Edit
v cited source
? placeholder source
Preview [APA):
~
]

O)1 0ai tai liéu tham khao ©)Ngon ngir

Type of Source |Book VI Language lbefault VI

Bibliography Fields for APA

Author | | @) Tac gia _
[ Corporate Author |@)Tac gia la cong ty/td chirc
Title [ | ©)Tén tai li’é_u tham khao
vear [ | @)Nam xuat ban
city | | @ Noi xuat ban
Publisher | | @ Nha xuat ban

|:| Show All Bibliography Fields
Tag name Enter or edit names.
oo J@The ten o = | o

*Cac thong tin vé tai lidu s& thay doi tuy vao loai tai liéu tham khao

3.2.Hiéu chinh tham khdo (citation)

o References
ndnote ,_g |:'|- Manage Sourcesl o

Mailings  Review  View

Source Manager

h - [3style: APA -~
Search: otnote Insert & le_ h -
s Citation - B0 Biblography
Sl m Citations & Bibliography
Browse...
Master List Current List
Joan Lambert; MOS 2016 Study Guide for Microsoft Excel (November 6, 2 Copy -» [ Joan Lambert; MOS 2016 Study Guide for Microsoft Excel (November 6,
Joan Lambert, Steve Lambert; MOS 2016 Study Guide for Microsoft Word Joan Lambert, Steve Lambert; MOS 2016 Study Guide for Microsoft Wo
TDTU; Bai hoc Tén Bifc Thang (2017)
Delete
©) Chon tham khao muén hiéu chinh @
New.
¥ cited source
?  placeholder source
Preview (APA). ©) Hiéu chinh cac théng tin nhu khi tao tham khao
Citation: (Joan Lambert, November 6, 2016) ~
Bibliography Entry: -
o[ =]
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3.3.Chén tham khao (Insert citation)

9) Chon vi tri can chén tham khao trong vin ban

Design

1 [} Insert Endnote _ anage Sources | &[]
AB B g)‘ 2] B

AB, Next Footnote ~ 5 Style: APA N
Insert ‘ Insert §* Bibliography - Insert
Footnote = Show Notes Citation |~ — graphy Caption ==/’
Footnotes e Joan Lambert
B MOS 2016 Study Guide for

Microsoft Excel, (November 6, 2016)
Joan Lambert, Steve Lambert

MOS 2016 Study Guide for
Microsoft Word, (October 16, 2016)

©)Chon tham khio

[k
(-2 Add New Placeholder...

4. CHEN DANH MUC TRICH DAN TAI LIEU THAM KHAO (BIBLIOGRAPHY)

Danh muyc trich dan tai liéu tham khao (Bibliography) la danh sach nhiing tai liéu trich
dan tir tap chi, bai bao, sach hay cac tai liéu khac duoc dung trong vin ban. Bé tao duoc danh
muc trich dan tai liéu tham khao trong Word ban can phai biét cach s dung coéng cu
Bibliography, moét tinh nang v6 cung hiru ich va cé y nghia cho nguoi dung Microsoft Word

€ Chon vi tri can chén danh muc tai liéu tham khao trong vin ban

References ings Review  View 5.- ) Tell me what you want to do..

‘ndnote \/ 5 Manage Sources ’— Dlnsert Table of Figures 'l'_‘ =] Insert
yotnote ~ L_]Style APA L s

Insert Bibli h - ensert _ . Mark
lotes T l_'] ibliography ntinn L2 Cross-reference Entru

Citatic Built-In

Bibliography

Bibliography
Chen, ). (2003). Citations and References. New York: Contoso Press.

Haas, J. (X05). Creat. Formal Publi B :Proseware, Inc.

Kramer, . D, [2006). How o Write Bibllographles. Chicago: Adventure Works Press,

References

References
Chen, 1. (2003). Citations and References. New York: Contoso Press,

Haas, 1. | 2005). Creating a Formal Pubfication. Boston: Proseware, Inc.

Kramer, . D. [2006). How to Write ingraphies. Chicago: Ady Works Press.
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Works Cited
Chen, 1. (2003). Citotions and References. Mew York: Contoso Press.

Haas, J. (2005). Creating a Formal Publication. Boston: Proseware, Inc.

Kramer, ). D, [2006). How to Write Bibliographies. Chicago: Adventure Works Press,

°Chgn kiéu
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5. CHEN DANH MUC BANG BIEU (CAPTION)

dé gi
dang

Ciing tuong tu nhu nhirng ndi dung khac trong Word, ban cé thé chen caption cho bang
ai thich n6i dung cua bang hodc don gian nhap tén cho bang dé nguoi khac theo doi de
hon. Khi d6 chung ta tao danh muc cho bang biéu, hinh anh trong Word ciing thuan tién

hon, dua trén caption cho bang.
5.1. Chen chu thich (caption)

sert Endnote

Layout - Mailings Review View Foxit Reader PDF Format
=)

[ Insert Table of Figures ‘ —I ) Insert Index +—r LEr Insert Table of Authorities

-
3¢ Manage Sources

Update Ta ndex Update Table
Mark Mark
_j Cross-reference Entry Citation

Captions Index Table of Authorities

ext Footnote ~ :E,Style APA

ert
Citation ~ £ [y Bibliography
potes 5 Citations & Bibliography

Caption ? X
Laption: Nhap néi dun
Chon hmh/bang/ o |F:gure 1: Mia déng khong lanh o ‘_f = h 5 lt:)h, h g
COllg thirc can —> Options chu thic
chén chu thich Label: | Figure 6 2 Chon nhan
Bosition: ‘C£< —— Chon vi tri
[] Exclude label from caption chu thich
New Label... plet o +—— Thay doi
AutoCaption... Cancel cach ddnh =0

(8

Figure 1: Mua dAéng khéng lanh

Két qua

5.2.Tao nhan (Label) tuy chinh cho chi thich (caption)

Review  View

Endnote ,-_Ly = Manage SDUl’fe & |[) Insert Table of Figures *+ 7 [5] Insert Index +
=] - - — L]
ootnote ~ : Ll'I]Style: APA N Update Table ' Update Index -
Insert o oot hoaranhy - Insert | | Mark Y
Notes Citation = " 1) graphy Caption| 4| Cross-reference Entry Citi
Citations & Bibliography Captions Index
-|--|',-';---|--1--|---2---||-3|--|---4-|-|I-S-
Caption:
Figure 2
Options .
Label: Figure Nhapl ten Ilhﬂ.ll
Position: | Below selected item New Label o ? b4
9" clude label from caption
% ° Label:
MNew Label... i ; Numbering... Hink
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6. BANG DANH MUC BANG BIEU (TABLE OF FIGURES)

Danh muc bang biéu trong van ban la mot danh sach cac bang biéu duoc liét ké,
minh hoa kém theo ndi dung va s6 liéu cua tuwong (rng trong tirng bang biéu.

6.1.Chén biang danh muc hinh (table of figures)

— - ~

Home  Inset  Design  Layout Mailings

Review View

T Add Test - 1 I Insert Endnote :_J/ 15, Manage Sources |:‘- "l'_‘— [ Insert Index
[ Update Table Ag| Next Footnote ~ B Style: APA = Jpdate Table - Update Inde
Table of Inset nse j Inset Mark Mark
Contents ~ Footnote tow Notes Citation - £y Bibliography - Caption ‘-] Cross-reference Entry Citation
Table of Contents Footnotes I Citations & Bibliography Captions Index Table of Authorities
L FEEE T T S T3 A 5. .. q .. & - A 7
Table of Figures 7 x
) ‘ Index  Table of Contents | TADIE of Figures | Table of Authorities
BANG DANH MUC HINH Print Preview Web Preview
A ~ 5 Figure 1: Text.. - Figure 1: Text ~
Nhap chudt vao|vi tri cdn chén ———» ‘ _
Figure 2: Text..... Figure 2: Text

bang d'anh muc hinh

Hién/an s tran
g .
M Canh phai s6 trang ~——

Figure 3: Text...comm e

Figure 4: Text........

EA show page numbers

Tab leader:

Noi dung ngan cich giita tiéu dé va sb trang

& _Kiéu danh muc hinh ——
Nhan muon tao danh muc hinh ——
Bao gom nhén va so thu tu

General

b [ Right align page numbers0 o

Figure 3: Text

Figure 4: Text

. PN e o

[ use hyperiinks instead of page numbers

=P Formats: From template

~

t=pp Caption labek| Figure

v

[ Include label and number

(6]

(4]
(5]

® ==

Modify...

6.2.Cap nhat danh muc hinh (table of figures)

Home Insert Design Layout Mailings Review

View

Foxit Reader PDF

7 *:\—I [2) Insert Index

T—‘ﬂ Add Text ~ 1 W'} Insert Endnote 2 I—_b E‘,, Manage Sources E [ Insert Table of Figures "Er
[ Update Tabl AE Next Footnote - - Cgstyle aPA - D1Ud|'rb| e Jpdate Inde
Table of paghe Tabe Insert 5 oomnate Insert 4l"1 tya Insert T poes = Mark f ; Mark
‘ontents ~ Footnote show Notes Citation - =1 Bibliography ~ Caption = | Cross-reference Entry Citation
Table of Contents Footnotes [F Citations & Bibliography Captions Index Tat
DANH MUC HINH
Hinh 1: Xun d3 v@& 2
Nhap chuét vao bang danh muc hinh — Hinh2: Ha budn 4
Hinh 3: Mua déng khdng lanh 5
Update Table of Figures ? X

Chi cip nhat sé trang ——
Cap nhat toan b bang danh myc hinh ——

Word is updating the table of figures. Select one of
the f:
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BAI 8: PINH DANG TRANG IN

In céc van ban trong Word la cong viéc quen thudc va phd bién voi dan van phong, nhan

vién cong sd.

Trude khi tim hiéu cach in van ban word thi chiing ta tim hiéu nhimg viéc can luu y trude khi

in dé c6 thé thao tac dé dang va dat hiéu qua khi in.

— Khéng nén in van ban véi ¢& chit qua to néu khdng can thiét.

—  Ludn dam bao két néi va s dung diing may in ctia ban.

—  Kiém tra ky cang gidy, kho giay, muc trude khi in tranh sai sot gay 1ang phi.

—  Thuec hién nhiing thiét 1ap trén file Word sao cho dang véi kich c¢& gidy ban sir dung dé in.
1. IN VAN BAN

— MG file Word can in va bAm vao thé File.

—  Nhén chuét chon vao muc Print.

Sau khi da hoan thanh thuc hién céc thao tac trén thi ching ta c6 thé tiép tuc chinh stra cac
thiet 1ap khi in nhu kho giay A4, in bao nhiéu mat

Account

Options

o-1@) Cac thict lap khi in van ban tibility Mode] - Word

Print +
E# Copies: |1 -

Print

Printer
Foxit Reader PDF Printer

% Ready -

Printer Properties

Settings
[t Print All Pages
E The whole thing -
Pages:
Print One Sided
§| Only print on one side of the... ”
||:|[ Collated .

123 123 123

I
Portrait Orientation -

‘ Letter
-
85" x11"
| H Custorn Margins -
H 1 Page Per Sheet -

& (O [(x
Loc Tran Duy
O Xem trude céc trang in
¥

1 [ Pk - b oo

4|1 cn‘4l-g

b

So trang in ~ +

+ Copies: Nhap sé lwong ban can in.

+ Printer:

Lwua chon may in
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2. THIET LAP THONG SO KHI IN VAN BAN

. Document
Print - ,
B . [l ot +——— Intat ca céc trang
| =L __*7— Sobanin
o - +———— In viing dugc chon
Print -— L¢nh ln g ¥ v
% [=n Print Current Page JIlg ‘A .
Printer =] justthis page +—————— In trang hi¢n tai
Microsoft Print to POF e
% Read " B | Chon may in gy  Custom Print
Printer Properties y LI Type specific pages, sections or ranges
Settmgs Document Info
2 Print All Pages M Document Info In th()ng tin
) The whole thing - List of properties, such as file name, author and title lép tin vin ban
Pages: [1-36 <+—— (Céc trang muodn in List of Markup :
= Print One Sided e I l (h s 2) At Your tracked changes
=] only print on one side of th —In oac 2) ma —
Collsted &8 ’ v Print Markup <+——— In ghi chu va Track Changes
‘ 23 123 123 ~¢— In tung bd hodc tirng trang Only Print Odd Pages +————— Chi in trang 1¢
[5]  PonsitOrientation ~+— Hudng trang Only Print Even Pages = Chi in I:Eng chin
Lettes ~ + A
L gsan +— Co giay
FH Normal Margins 3 ’
O e e— Légidy
ID R0 e Shamt Inl (nhiéu trang) trén 1 to
‘ | 1PagePershest
‘(* ages Per Sheet
+ Print All Pages: O muc nay, ching ta cé thé chon khong hién thi cac binh luan hoac

nhan xét trong file Word bang cach bo chon tai muc Print Markup.

Print One Sided: Pay la cach in 1 mat glay trong word, ngoai ra & phan nay chung ta
cling c6 thé lua chon cdch in 2 mat cua to giay. Pé sir dung tinh ning in 2 mit thi chiing ta
can phai lat to gidy lai sau khi d4 in xong 1 mit.

Collated: Chon Collated dé sau khi in ban s& ldy dugc tai liéu theo thir tur
Vi du: Khi ban in 2 ban véi 3 trang thi co thé chon Collated: dé thu duoc trang 1, 2, 3 cua

ban | va trang 1, 2, 3 cua ban 2. Bam chon Uncollated: sau khi in may s& tra tai liéu theo trang 1,
1 sau d6 la trang 2, 2 cudi cung la 3, 3.

—+

Portrait/Landscape Orientation: Muc nay chung ta c6 thé chon in theo chiéu ngang
hoac chiéu doc. Chiéu ngang la (Landscape Orientation), chiéu doc la (Portrait
Orientation).

Letter: Pay la kiéu van ban binh thuong, ngoai ra, chiing ta ciing ¢6 thé chon kiéu gidy
khac d¢ in & muc nay nhu kho A4, A5, A3...

Normal Margins: Pay 1a ché d6 can 1&. Can 1 binh thudng véi céc chi sb sau: (Top:
2,54 cm — Bottom — 2,54 cm — Left: 2,54 cm — Right: 2,54 cm.

Ngoai ra, chung ta cling c¢6 thé can 1& chin 1¢ dé luc in va dong thanh sach thi c6 thé gap lai
ma khong dé mat chir hay xdy ra tinh trang trang to trang nhd. Bé 1am nhu vay ban thuc hién can
1€ nhu sau: Vao muc Print va bam vao muc Normal Margins, ti€ép dén chon Mirrored.

+

1 Page Per Sheet: O nay s& giup cac ban co thé chon bao nhiéu trang trong file Word s&
XUt hién trén cung 1 trang giay sau khi in. Dudi day 1a 1 trang trong file Word trén 1
trang giay A4.
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BAI THU'C HANH

(Hoc sinh mé file di liéu dé thuc hién bai tap)

BAI TAP 01

1. M& Word tao thém nhém cong cu “Thudng ding” “ Chirc ning hay * gom céc lénh nhu hinh:

Document1 - Word

QUOGHCIUGM Home Insert Design Llayout References  Mailings  Review View Developer () Tell me what you want to do... Léc Tran Duy Qr Share
'T B I U Calibri (Body) ¥ A = E Numbering ~ = Align Right A [ insert Table Y=iSmartArt [ Footer~ 1] Object ~
j — i T = Alignleft ] ShowAl E Pictures *ﬁ:, Hyperlink [ Text Box~ ) Symbol ~
Eapy(baste Boldtaic: e Fort | e = Center 1= Line and Paragraph Spacing * o E""jf"Shapes [ Header~ 4 WordArt~
. v Color~ Page~
Van ban Doan van ban Chén ndi dung

BTVenha_2016_Tuan2.docx [Compatibility Mode] - Word

[@UEIENCIEY Home Insert Design Layout References Mailings Review View Developer Q) Tell mi Loc Tr... fQ’_Share

R 2 @l P

Asian Barcode label Signature Store Online  Smart Document
Layout ~ Line ~ Pictures Lookup Actions
Pinh dang doan Chén noi dung Xem van ban A

2. Tuy chinh thanh Ribbon bing céc hién thi/ tat bét cong cu nhw hinh:

H 9 % . Datal Tuan2.docx - Word

Fle  Thuongding Home Insert Design Llayout References Maiings Review View Developer ) Tellm LocT.. 9 Share

3. Thuc hién cac hiéu chinh
— An/hién thi Ruler trén thanh cong cu.
— Chuyén d6i don vi do luong tir Inches sang Centimets.
—  Tat tinh nang kiém tra tir vung & ngit phap.
—  Tuy chinh ché d6 luu va ban ty dong sau 3 phut
— Kiém tra van ban, x6a c4c thdng tin thudc tinh va thong tin ca nhan trong vin ban
— Luu van ban sao cho tuong thich véi cac phién ban ¢t hon
— Luu van ban thanh file Bathuchanh_01.PDF

—  Thém thudc tinh tiéu dé (Title) vai ndi dung : “Trwong THPT Nguyén Khuyén” cho
van ban
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4. Khoi tao tap tin Baithuchanh_01.docx luu vao Z:\lop_hotenhocsinh ¢é néi dung nhu
sau:

Hai Sac Hoa Ti-gon

M¢t mua thu truéc moi hoang hon
Nhit canh hoa roi chang thay budn
Nhudém anh ning ta qua mai toc

T6i cho nguoi dén véi yéu thuong

Nguoi 4y thudéng hay ngédm lanh lung
Dai dwdng xa vat bong chiéu phong
Va phuong tréi thAm mé swong cat
Tay vit day hoa trang lanh long

Ngudi ay thudng hay vubt toc toi
Thé dai trong lUc thay t6i vui
Bao rang hoa dédng nhu tim v&
Anh so tinh ta cling thé thoi
Thud d6 nao tdi co hiéu gi
Canh hoa tan tac cua sinh ly
Cho nén cugi dap: mau hoa trang
La chdt Iong trong chang bién suy

Dinh dang bai tho theo yéu ciu sau:

—  Pinh dang tiéu dé bai tho: chon Font: “Tahoma”, Size: 26, chir dam

—  Khé tho 1: chon Font: “Times New Roman”, Size: 18, chir ddm, gach dudi mot duong
—  Khé tho 2: chon Font: “Arial”, Size: 18, chit nghiéng, gach dudi hai dudng

—  Khé tho 3: chon Font: “Calibri”, Size: 18, chit ¢&m nghiéng, gach dudi tung tir

—  Kho tho 4: chon Font: “Verdana”, Size: 18, chitr dam nghiéng, chir hoa nho (Small Caps) -
Sao chép kho tho dau tién vao cuoi bai tho

Di chuyén kho tho 4 1én truéc kho tho
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BAI TAP 02
Yéu cdu: Hoc sinh tao thu muc Lop_HoTen tai 6 Z:\ dé luu bai tap.

1. Mo file Data_Baithuchanh_02.docx. Binh dang kiéu Heading 1 cho dong “Du lich Pa lat”
va dinh dang kiéu Heading 2 cho cac noi dung tir “Combo 3N2P...” dén
“...dong/khach”, tr “HOAC nang cdp...” d&én “...bao gom”, “Diéu kién sir dung” va
“Huwéng ddn cdch dat khuyén mai nay:”.
2. Thay ddi mau nén cua kiéu Heading 1 12 Green, Accent 6, mau nén cua kiéu Heading 2 Ia
Green, Accent 6, Lighter 80% va ddi kiéu chir cua kiéu Heading 1 va Heading 2 la Tahoma.
3. Dinhdang lai dong tiéu dé “Du lich Pa Lat” sao cho hiéu ung chit (Text Effects and
Typography) theo mau Fill Blue Accent 1, Outline — Background 1, Hard Shadow — Accentl
va co chir 36.
4. Gién khoang cach giira cac ky tu (Character Spacing) cua dong tiéu dé “Du lich Da Lat” 13
Expanded 8pt nhu sau nhu sau:

D ljch & Les

V&i mire gid hdp dén chi 1.599.000 déng/khdch, combo 3 ngay 2 dém & khdch san Muéng
Thanh Pa Lat, bao gém luén xe ghé nam cao cép khir héi tir Sai Gon va dn sdng sé la goii y

hoan hdo cho ban néu dang ¢é6 y dinh di Da Lat.

5. To nén (Highlight) mau xanh (green) cho dong vin ban “Pqt online T4l PAY”

HUGONG DAN CACH DAT KHUYEN MAI NAY:
— Goi 1900 1870 (Mién Nam), 1900 2045 (Mién Bﬁc) hoac (029) 27308668 (Mién Tay) dé

duoc tu van.

6. Di chuyén dén tiéu d&¢ “HUONG DAN CACH PAT KHUYEN MAI NAY:” va gidn khoang
cach gitra cac ky tu cua tiéu dé nay 13 expanded 8pt nhu mau sau:

HUONG DAN CACH PAT KHUYEN MAI NAY:
— Goi 1900 1870 (Mign Nam), 1900 2045 (Mién Bic) hosc (029) 27308668 (Mien Tay) dé dugc

tw van.

8. Xem van ban ¢ dang Web layout, sau d6 xem ¢ dang Print Layout.

9. Chén noi dung tap tin Tours.docx vao cudi van ban.
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10.  Tim va thay thé tat ca cac tir “3N2PD” trong bang thanh “3 ngay 2 dém .

11. Thay d6i d6 phong dai cta vin ban dé cd thé nhin thay toan canh mét trang van ban trén
man hinh.

12.  Tach van ban thanh 2 phan va bo tach.

13.  M& mot cira s6 mai caa tai liéu hién tai va xem hai cira s6 canh nhau.
14.  Luwu van ban véi tén Baithuchanh_02.docx.

15.  Luu van ban véi tén Baithuchanh_02.PDF.

Baithuchanh_02_result.PDF

DY (e @& LaE

Vidi mirc gid hdp ddn chi 1.599.000 ding/khdch, combo 3 ngay 2 dém & khdch san Mwdng
Thanh Ba Lat, bao gbm luén xe ghé ndm cao cdp khir hoi tir Sai Gon va dn sdng sé la goi y
hodan hdo cho ban néu dang cd y dinh di Ba Lot.

COMBO 3 NGAY 2 DEM & MUG'NG THANH DA LAT + XE GHE NAM CAO CAP + AN SANG
CHI 1.599.000 BONG/KHACH

Combo bao gém:

— Xe gh& ndm cao cip khir hi Sai Gon — Da Lat

— 02 dém nghi & phang Superior

— An sdng hang ngay cho 2 khach

— Mién phi st dung cac tién ich tai khach san: wifi, hd boi nuréc &m, phang gym.

HOAC NANG CAP GOI COMBO VE MAY BAY CHI PHU THU 1.600.000VND/ KHACH, BAO GOM:
—\ié mdy bay khr hoi chigu 5ai Gon — D3 Lat, bao gbm 7kg hanh Iy xich tay
— Xe dwa don sin bay 2 chigu
— 2 dém nghi tai phong Superior
— An sdng buffet
— Mién phi st dung cac tién ich: Wifi, hé bofi nrd'c 3m trong nha, phang gym...
— Phuy thu vé may bay cudi tuan
BIEU KIEN SU DUNG:
— Ap dung cho dit phéng tdi thiéu 02 khich/ phang
—Théf gian d3t phong & lru tri: dén hét 30/09/2018, trir ngay 31/8-2/9/2018
HUONG DAN CACH PAT KHUYEN MAI NAY:
— Goi 1900 1870 {Mign Nam), 1900 2045 (Mién Béc) hoiic (029) 27308668 (Mign Tay) dé duoc

tu van.
CAC TOUR KHAC
STT Tewr Gia tién
1 Da Lat IHN2D 1irB
2 Da Lat 3M4D 2trs
3 Da Lat 4M5E 3tr2
4 Mha Trang 3MH2D | 24r2
5 MNha Trang 3N4B | 3ir
& Mha Trang 4M58 | 3tr8

Trang 90



> Trwong THPT Nguyén Khuyén

BAI TAP 03

Yéu cau: Hoc sinh tao thuy muc Lop_HoTen tai 6 Z:\ dé luu bai tap.

1. Tao file word méi. Chen noi dung tap tin Data_Baithuhanh_03.docx vao tai liéu vira tao.
Dinh dang kiéu Heading 1 cho dong “Du lich Pa lat” va dinh dang kiéu Heading 2 cho
cac noi dung tir “Combo 3N2P...” dén “...dong/khdch”, tt “HOAC nang cdp...” dén
“...bao gom”, “Piéu kién sir dung” va “Huwdéng dan cdch dat khuyén mai nay: .

2. Thay d6i huéng trang (Orientation) kiéu Landscape, 1é trang (Margin) kiéu Wide va c&
gidy (Size) A4.
Dinh dang lai I& trang theo kiéu Narrow.

4. Chia cot van ban cho giéng hinh sau:

Vi mire gid hép dén chi 1.599.000 déng/khdch, combo 3N2P & khdch san Muwdéng Thanh Da Lat, bao gém luén
xe ghé nam cao cdp khi héi tir Sai Gon va dn sdng sé la go'i y hoan hao cho ban néu dang cé y dinh di Da Lat.
HOAC nang cap géi COMBO VE MAY BAY chi phu thu

1.600.000VND/ KHACH, bao gém:
—Vé may bay kh(r hdi chigu Sai Gon — Da Lat, bao gdm 7kg hanh ly xach

Combo 3N2D & Mwéng
Thanh Pa Lat + Xe gh& ndm
cao cap + An séng

chi 1.599.000 déng/khach tay

Combo bao gdm: — Xe dwa d6n sén bay 2 chiéu

— Xe ghé& ndm cao cap khi hoi
Sai Gon—Da Lat

—02 dém nghi & phong Superior
— An séng hang ngay cho 2 khéch
— Mién phi st dung céc tién ich
tai khach san: wifi, hd boi nuéc
am, phong gym.

— 2 dém nghi tai phong Superior

— An sang buffet

— Mién phi st dung cac tién ich: Wifi, hd boi nwdc 4m trong nha, phong
gym...

— Phu thu vé méy bay cudi tuan

Diéu kién st dung:

— Ap dung cho d4t phong t6i thiéu 02 khach/ phong

—Thoi gian dat phong & lwu tra: dén hét 30/09/2018, trir ngay 31/8-
2/9/2018

Hwéng dan cach dit khuyén méi nay:
— Goi 1900 1870 (Mi&n Nam), 1900 2045 (Mi&n Bic) hoc (029) 27308668 (Mién Tay) d& duor tu vén.

— Dt online TAI DAY

5. Doi chu dé (Themes) kiéu Celestial, mau cha dé (Theme Colors) la Violet 11 va kiéu chit
cua chu dé (Theme Fonts) 1a Calibri Light-Constantia.

6. Vién trang va dinh dang mau nén vin ban kiéu Purple, Accent 2, Lighter 80% theo mau
sau:
7. Luwu tgp tin Baithuhanh_03.PDF
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Baithuhanh_03_Result.PDF

DU LcH DA LAT

B® Vi mic gia hap 4an chi 1.599.000 ddng/khdch, combo 3N20 & khich san Mudng Thanh Da Lat, bao gdm lubn xe ghé ném cao cép khir hdi tir Sai Gon va &3
B dn sdng sé 1a goi y hoan hao cho ban néu dang <6 y dinh di Da Lat.

Combo 3N2D & Muéng HOAC nang cap g6i COMBO VE MAY BAY chi phu thu
Thanh D3 Lat + Xe ghé nam 1.600.000VND/ KHACH, bao gom:

cao cdp + An sdng ~ Vé may bay khir hdi chidu S3i Gon - D3 Lat, bao gom 7kg hanh Iy xach

chi 1.599.000 dong/khéch tay

Combo bao gom: — Xe dua don san bay 2 chigu

- Xe gh& ndm cao cip khif hoi — 2 dém nghi tai phong Superior

S3i Gon— D3 Lat — An sang buffet

=02 dém nghi & phong Superior ~ Mign phi s dyng cic tién ich: Wifi, hd bai nudc §m trong nha, phdng
— An séng hing ngay cho 2 khich gym...

— Mién phi si dung cac tién ich - Phu thu vé may bay cudi tuin

tzi khach san: wifi, ho bofi nudc Dizus Kién S dung:

&m, phéng gym. — Ap dung cho gt phong t3i thidu 02 khich/ phong
= Thar gian 33t phong & lwu trd: dén hét 30/09/2018, trir ngay 31/8-
2/9/2018

Huwéng dan cach dat khuyén mai nay:
— Goi 1900 1870 (Mi&n Nam), 1900 2045 (Mign Bic) hoic (029) 27308668 (Mién Tay) d& duoc tv van.
- Dt online TAI DAY

Bai tip 2:

5.

© ®© N o

10.
11.
12.
13.

14.

15.

Mo file Data2_Baithuchanh_03.docx. Cheén ngat phan ving kiéu Next Page ngay trudc tiéu
dé “Thong tin thém ”.

Thay d6i huéng trang cua phéan ving dau tién thanh Landscape.
Thay d6i 18 trang caa phan ving dau tién thanh Narrow.
Thay d6i kich thudc trang van ban thanh A4.

>

Chia cac doan van ban bit dau tr “Puwec ménh danh la... ” dén “...nwéc dm quanh ndam’
thanh hai cot vai kich thudc cdc cot lan lan lugt 1a 4” va 5.8 7, thém duong ngan cach gitra
cac cot.

Ap dung chu dé Metropolitan cho vin ban.
Do6i mau cua chu dé thanh Yellow.
Déi kiéu chir cua chii dé thanh Calibri Light-Constantia.

Vién trang vn ban véi kiéu khung vién la Shadow, mau khung Gold, Accent 1, Lighter
40%, do day vién la 3pt va duong vién duoc tinh tai chir (Measure from Text).

Binh dang nén trang vin ban véi hai mau Red, Accent 5, Lighter 80% va White,
Background 1 theo kiéu Diagonal up.

Thém watermark cho van ban véi noi dung “Xdch balo lén va di”’, chit

nam ngang, kich ¢& chir 54, kiéu chir Times New Roman.
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6.

Luu van ban Baithuhanh_03b.PDF

Baithuhanh_03b_Result.PDF

Véi mirc giG hédp dén chi 1.599.000 déng/khdch, combo 3N2D & khdch san Mwdong Thanh Da Lat, bao gdm luén xe ghé ndm cao cdp khir hdi tir
Sai Gon va an sdng sé la goi y hoan hao cho ban néu dang c6 y dinh di Pa Lat.

Puoc ménh danh 1a thanh phé tinh yéu véi khung cinh
ling man, c6 thé n6i DA Lat chua bao gidr cii véi du
khich béi lau ldu noi diy lai xudt hién vd s6 nhimg diém
dén méi la d€ ban check-in. Vi thé, c¢6 nhimg du khich
mét nim di Da Lat khéng biét bao nhiéu lin nhung vin
khong thiy chin. Va néu ban dang cé ¢ dinh di du lich
Da Lat thi hiy tham khio ngay combo Mudmg Thanh Da
Lat va xe ghé ndm cao cip khir hdi tir iVIVU.com véi
mirc gi siéu tiét kiém.

Nim trén con dudmg Phan Bdi Chiu ngay trung tim
thanh phd, Mwdng Thanh Pa Lat 1a mét trong nhimg
khach san c6 khdng gian dep & Da Lat véi view HB Xuin
Huong, khich san duoc thiét ké véi 16i kién tric hién
dai, phong thodng, view réng nhung vin hda hop véi
thién nhién. Khich san ndm cich Hd Xuin Huong va che

Suite véi khdng gian sang trong, ndi thit im cing, diy du cic trang thiét bj tién
nghi, hién dai, dat tiéu chudn qudc té. Ngay tai phong nghi, du khich c6 thé mé
toang cira chinh va cira s8 € ngdm nhin hd Xuin Huong tuyét dep.

Luu trii tai khich san Mudng Thanh Da Lat ban sé dugce phuc vy nhimg mén an
dam da huong vi cao nguyén, tir nhimg mén 3n dic trung ciia thanh phd Da Lat
cho dén cic mén Au do cic diu bép tai ba ciia khich san ché bién tai nha hang
Xudn Huong. Con néu ban mudn dit tiéc cho gia dinh thi c6 thé lya chon Escape
Bar véi khong gian &m cing nim ngay tai ting 1.

Bén canh d6, khich san con cung cip nhimg trdi nghiém thu giin nhit cho du
khich thong cic dich vu nhur massage, spa. Véi 6 phong massage hang tiéu chuin
va 2 phong VIP, khang gian rong rii, thiét k& ndi thit hién dai, két hop véi phong
x6ng dugc li¢u khd, xdng hoi nudc mang lai hiéu qua cho viéc thu gidn phuc hoi
strc khée clia ban trong subt ci chuyén du lich.

Dic biét, luu trii tai Mudmg Thanh Da Lat ban con c6 thé thur gian tai bé boi trong

DA Lat 100 m. nha véi hé théng nuéc im quanh ndm.
Khich san Mwdng Thanh Da Latcé tit ci 71 phong
nghi gdm: 64 phang Superior, 5 phong Deluxe, 2 phong

Combo 3N2D & Muéng Thanh Da Lat + Xe ghé ndm cao ciip + An sing

chi 1.599.000 déng
Combo bao gom:

gom

- An séng buffet

Diéu ki¢n sir dung

Tay) & duwoc tur vin.

- Xe ghé nim cao cip khir hdi Sai Gon - Da Lat

= 02 dém nghi & phong Superior

- An sang hang ngay cho 2 khich

- Mién phi sir dung céc tién ich tal khich san: wifi, hd bot nuéc &m, phong gym.

HOAC nang ciip géi COMBO VE MAY BAY chi phu thu 1.600.000VND/ KHACH, bao
- Vé may bay khir hdi chidu Sai Gon - Da Lat, bao gdm 7kg hanh Iy xich tay

- Xe dwa dén sin bay 2 chidu
- 2 dém nghi tai phong Superior

= Mién phi sir dung cic tién ich: Wifi, hd boi nudc m trong nha, phong gym....
= Phy thu vé may bay cudi tulin

- Ap dung cho dat phong t5i thiéu 02 khach/ phong
- Théi gian djt phong & luu tri: dén hét 30/09/2018, trir ngay 31/8-2/9/2018

Huong dan cach 43t Khuyén mai nay:

- Goi 1900 1870 (Mién Nam), 1900 2045 (Mién Bic) hoic (029) 27308668 (Mién

- Dit online TALDAY
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BAI TAP 04

Yéu cau: Hoc sinh tao thu muc Lop_HoTen tai 6 Z:\ dé luu bai tap.

1. Mo file Datal_baithuchanh_04.docx. Binh dang kiéu Heading 1 cho noi dung “Du
lich Pa Lat”; Heading 2 cho cac noi dung tir “Combo 3N2P...” dén “...donglkhach”,
tir “HOAC nang cap... ” dén “...bao gom”, “Biéu kién sir dung” va “Hwéng dan
cach dat khuyén mai nay: .

2. Thay doi mau nén cua kiéu Heading 1 1a Green, Accent 1, mau nén cua kiéu Heading
2 12 Green, Accent 1, Lighter 80% va d6i kiéu chir cua kiéu Heading 1 va Heading 2 la
Tw Cen MT (Body).

3. Pinhdang lai dong tiéu dé “Du lich Pa Lat” sao cho hiéu tng chir (Text Effects
and Typography) theo mau Fill Aqua Accent 1, Outline — Background, Hard
Shadow — Accentl va c& chir 48.
binh dang khoang céch sau cua 3 doan nhu hinh sau la After:12pt

Du lich ®a Lat

V&'i mare gia hép dén chi 1.599.000 déng/khdch, combo 3N2P & khdch san
Muwérng Thanh Pa Lat, bao gém luén xe ghé ndm cao cdp khw héi tir Sai Gon va
&n sdng s€ la go'i y hoan hdo cho ban néu dang cé y dinh di Pa Lat.

Puwgc ménh danh Ia thanh phé tinh yéu v&i khung canh lang man, cé thé ndi Ba Lat
chuwa bao gio cili v&i du khach béi 1au |1au noi day lai xuat hién vé sé nhirng diém
dén mdi la dé ban check-in. Vi thé&, cé nhirng du khach mét nam di Pa Lat khéng
bi&t bao nhiéu I[an nhwng van khéng thay chan. Va néu ban dang coé y dinh di du lich
Pa Lat thi hdy tham khao ngay combo Mudng Thanh Pa Lat va xe ghé& ndm cao cap
khdr hdi tir iVIVU.com vé&i mbrc gid siéu tiét kiém.

Nam trén con duorng Phan Bdi Chau ngay trung tdm thanh phd, Mwéng Thanh Da
Lat |13 mot trong nhitng khach san cé khéng gian dep & Pa Lat v&i view HS Xuan

Thay d6i khoang céch giira cac dong (Line spacing: 1.5 lines) cua doan van ban sau
dong “Du lich Pa Lat” cho giong hinh sau

Du lich ®a Lat

V&i mire gia hép dén chi 1.599.000 déng/khdch, combo 3N2D & khdch san

Muwdorng Thanh Pa Lat, bao gom luén xe ghé nam cao cép kho héi tir Sai Gon va

dan sdang s€ la goi y hoan hdo cho ban néu dang cé y dinh di Pa Lat.

4. Pinh dang doan bat dau tir “Bén canh dé,...” dén “...suét cd chuyén du lich” dé
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khéng bi ngat trang giira doan.
5. Dinhdang hai doan bit dau tir “Lueu trii tai khéach sgn... ” dén “...suét ca
chuyén du lich ” dé hai doan nay ludn nam trén ciing mat trang.

6. Thutlé (Left va Right la 0.5”; First Line: 0.5”) cho doan vin ban nam ngay sau
dong “Du lich Pa Lat” cho gibng véi hinh sau:

Y
&)

Du ljch ®a Lat

Vi mure gia hdp dén chi 1.599.000 déng/khdch, combo 3N2P

& khdch san Mworng Thanh Da Lat, bao gém luén xe ghé nam cao cép

khw héi tir Sai Gon va dn sdang sé la go'i y hoan hdo cho ban néu dang

co y dinh di Da Lat.

7. Thiétlap diémdung (Tab) cho cac doan tir “Gei 1900... ”dén ““...Mién Tay “va dinh
dang khoang céch dong sao cho giéng hinh sau:

"L"'l"'L'"2"""'3"‘L"'4"""'5

HUONG DAN CACH PAT KHUYEN MAI NAY:

Goi 1900 1870 Mién Nam
Goi 1900 2045 Mién Bac
Goi (029) 27308668 Mién Tay

8. Thiét laplai diém dung (Tab) chocéc doantir “Gei 1900... ”dén “...Mién Tay”

cho giéng hinh sau:

TR T T . 3 L' S
HUONG DAN CACH DAT KHUYEN MAI NAY:
(CT o] I 1900 1870 ...cccevrvvrnnnnnnnns Miéen Nam
GOl wveeeereens 1900 2045 ........cceeunene. Mién Bic
GOI veereenenes (029) 27308668 ............. Mién Tay|

Trang 95



> Trwong THPT Nguyén Khuyén

9. Pinhdang bullet cho cac doan tir “Combo bao gom:... ” dén “...nwéc am, phong
gym” va khoang céch gitra cac doan (After: 12pt) sao cho gidng véi mau sau:

e Combo bao gom:
v’ Xe gh& nam cao cap kh hoi Sai Gon — Pa Lat
v 02 dém nghi & phong Superior
v' An sang hang ngay cho 2 khach

v Mién phi s& dung cdc tién ich tai khach san: wifi, hé boi nuwéc am,
phong gym

10. Pinhdang sé dau dong (numbering) cho cac doan tir “Vé may bay kha hai... "
dén “...bay cuéi tu@n ” vakhoang céch gitra cac doan (After: 12pt) sao cho
gidng véi mau sau:

1) Vé may bay kh hoi chiéu Sai Gon — Pa Lat, bao gobm 7kg hanh ly xach tay
2) Xe dua dén san bay 2 chiéu

3) 2 dém nghi tai phong Superior

4) An sang buffet

5) Mién phi sir dung céc tién ich: Wifi, hé boi nwédc &m trong nha, phong gym...

6) Phu thu vé may bay cudi tuan

11. Thay d6i ki tu bullet cho cac doan tir “Combo bao gom:... ” dén “... ho boi nwéc
dm, phong gym” theo mau sau:

e Combo bao gébm:
Xe ghé& nam cao cap kh hoi Sai Gon — Pa Lat
02 dém nghi & phong Superior
An sang hang ngay cho 2 khach

Mién phi sir dung cac tién ich tai khach san: wifi, hé boi nwéc am,
phong gym

12.  Luuvan ban véi tén Baithuchanh_04_Result.pdf.
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Baithuchanh_04_Result..pdf.

Du lich ®a Lat

V&i mirc gia hép ddn chi 1.599.000 déng/khdch, combo 3N2D
& khdch san Mwérng Thanh Da Lat, bao gom luén xe ghé ném cao
cdp khir hoi tir Sai Gon va én sdng sé la ggi y hoan hédo cho ban néu
dang c6 y dinh di Pa Lat.

Dugc ménh danh 13 thanh phé tinh yéu véi khung canh lang man, c6 thé néi Da
Lat chua bao gior cii véi du khéach béi lau lau noi ddy lai xuat hién vd sé nhitng
diém dén mdi la dé ban check-in. Vi thé, cé nhitng du khach mét nam di Da Lat
khéng biét bao nhiéu Ian nhung vin khdng thdy chan. Va néu ban dang c¢é y dinh
di du lich Da Lat thi hdy tham khdo ngay combo Muéng Thanh Da Lat va xe ghé
nam cao cdp khir hoi tir iVIVU.com véi mirc gid siéu tiét kiém.

N&m trén con dudmg Phan Boi Chau ngay trung tam thanh phd, Muwéng Thanh Da
Lat |a mét trong nhirng khich san c6 khéng gian dep & Da Lat vdi view HO Xuan
Huong, khich san dugc thiét ké voi 16i kién trac hién dai, phong thoang, view
rong nhung van hoa hop véi thién nhién. Khach san ndm cach H6 Xuan Huong va
cho Da Lat 100 m.

Khach san MUONG THANH DA LAT c6 tit cd 71 phong nghi gom: 64 phong
Superior, 5 phong Deluxe, 2 phong Suite véi khdng gian sang trong, ndi that dm
cling, ddy dd cac trang thiét bj tién nghi, hién dai, dat tiéu chudn qudc té. Ngay tai
phong nghi, du khéch c6 thé mé toang clra chinh va cira s6 dé ngdm nhin hd Xuin
Huong tuyét dep.

1) Vé mdy bay khir hdi chiéu Sai Gon - Da Lat, bao gdm 7kg hanh Iy xach tay

2) Xe dua dén san bay 2 chidu
3) 2 dém nghi tai phong Superior
4) An sang buffet

{ 5) Mién phi sir dung céc tién ich: Wifi, hd boi nuwdc m trong nha, phong gym...

‘ 6) Phy thu vé may bay cudi tuan
‘ DIEU KIEN SU’ DUNG:

— Ap dung cho d3t phong tdi thiéu 02 khach/ phong

- Thei gian d3t phong & luu tri: dén hét 30/09/2018, trir ngay 31/8-2/9/2018

HUONG DAN CACH DAT KHUYEN MAI NAY:

Luru trd tai khach san MUONG THANH DA LAT ban s& dugc phyc vy nhirng mén
&n dam da huong vi cao nguyén, tir nhitng mén 3n dic trung cla thanh phd Da
Lat cho dén cdc mén Au do cdc dau bép tai ba clia khach san ché bién tai nha hang
Xudn Huong. Con néu ban mudn dit tiéc cho gia dinh thi c6 thé lya chon Escape
Bar vdi khong gian &m cing ndm ngay tai ting 1.

Bén canh d6, khach san con cung cdp nhirng trdi nghiém thu gidn nhat cho du
khach théng céc dich vu nhu massage, spa. V&i 6 phong massage hang tiéu chudn
va 2 phong VIP, khéng gian rong rai, thiét ké ndi that hién dai, két hop vdi phong
x6ng duorc liéu khd, xéng hoi nuéc mang lai hiéu qua cho viéc thu gidn phuc hdi
strc khoe clia ban trong suét ca chuyén du lich.

D3c biét, lru trd tai Mudng Thanh Da Lat ban con cé thé thu gidn tai bé boi trong
nha véi hé thdng nuréc &m quanh ndm.

Thong tin thém

V&i mirc giG hdp dén chi 1.599.000 ddng/khdch, combo 3N2D & khdch san
Muréng Thanh a Lat, bao gm ludn xe ghé ném cao cp khir hdi tir Sai Gon va
dn sdng sé la goi y hoan héo cho ban néu dang cé y dinh di a Lat.

COMBO 3N2D & MUONG THANH DA LAT + XE GHE NAM CAO CAP + AN SANG
CHI 1.599.000 DONG/KHACH

e Combo bao gom:
Xe ghé ndm cao cdp khr hdi Sai Gon - Da Lat
02 dém nghi & phong Superior
An séng hang ngay cho 2 khach

Mién phi sir dung céc tién ich tai khdch san: wifi, hd boi nudc §m,
phong gym

HOAC NANG CAP GOI COMBO VE MAY BAY CHi PHY THU 1.600.000VND/ KHACH, BAO
GOMm:

Mién Nam

Goi 1900 1870
Goi 1900 2045
(o S (029) 27308668 .............

- D3t online TAI DAY
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BAI TAP 05

Yéu cau: Hoc sinh tao thu muc Lop_HoTen tai 6 Z:\ dé luu bai tap.

1. Mo file Datal_Baithuchanh_05.docx. Chén hinh anh va dinh dang cho giéng hinh
sau (Ge1y: Wrap Text:Square):

Du ljch ®a Lat

V&i mire gid hép ddn chi 1.599.000 déng/khdch, combo 3N2P & khdch san Mudng Thanh Pa
Lat, bao gém luén xe ghé ném cao cdp khi hdi tir Sai Gon va dén sdng sé la goi y hoan hdo cho
ban néu dang cé y dinh di Pa Lat.

DPugc ménh danh 1a thanh phd tinh
yéu va&i khung canh lang man, co
thé ndi Pa Lat chura bao gid cli voi
du khach bdi lau lau noi day lai
xuat hién vo s6 nhirng diém dén
mdi la dé ban check-in. Vi thé, cé
nhitng du khach mét nam di Pa Lat
khong biét bao nhiéu [an nhung
van khéng thay chan. Va néu ban
dang cé y dinh di du lich Da Lat thi

hdy tham khao ngay combo Mudng
Thanh Da Lat va xe ghé nam cao cap
khtr hoi tir iVIVU.com v&i mirc gia siéu
tiét kiém.

Nam trén con dudng Phan Boi Chau
ngay trung tdm thanh phd, Mwé&ng
Thanh Pa Lat |1a moét trong nhitng
khach san cé khong gian dep & Pa Lat
voi view H6 Xuan Huong, khach san
duoc thiét ké véi 16i kién tric hién dal
phong thoang, view réng nhung van hoa hop véi thién nhién. Khach san nam cach H6 Xuan

2. Dinhdang phong cach hinh (Picture Styles) cho cac hinh di chén vao cho gidng
hinh sau (Geiy: Picture Styles: Rotated, White; Relaxed Perspective, White):

3. Pinh dang mau cho hinh di chén giéng véi mau sau (Gei y: Color
Saturation: 400%0):

4. Pinh dang hiéu tng Artistic Effects cho hinh thir nhat kiéu Light Screen nhu
MAu sau:
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Du ljch ®a Lat

V&i mire gid hdp ddn chi 1.599.000 déng/khdch, combo 3N2P & khdch san Mwéng Thanh Pa
Lat, bao gém luén xe ghé ndm cao cép khi hoi tir Sai Gon va dn sdng sé la goi y hoan hdo cho
e ban néu dang cé y dinh di Da Lat.

Puoc ménh danh 13 thanh phd
tinh yéu vdi khung canh lang
man, c6 thé néi Pa Lat chua bao
gior cli v&i du khach bof lau 1au
noi day lai xuat hién vé s6
nhirng diém dén mdi la dé ban
check-in. Vi thé, cé nhirng du
khach mot nam di Pa Lat
khong biét bao nhiéu lan
nhung van khong thay chan.

Va néu ban dang cé y dinh di

du lich Pa Lat thi hdy tham khao
ngay combo Muong Thanh Da Lat va
xe ghé nam cao cap kh&r hoi tur
iVIVU.com v&i mirc gia siéu tiét kiem.

Nam trén con dudng Phan Boi Chau
ngay trung tdm thanh phd, Muéng
Thanh Da Lat la mot trong nhitng
khach san c6 khdng gian dep & Pa
Lat v&i view HO Xuan Huong, khach

5. Thay dbi hinh thir nhat 1a hinh LamVienSquare.jpg va chinh kich thuéc hinh vira
thay d6i sao cho chiéu cao hinh 1a 2” va chiéu ngang hinh 1a 2.7”.

6. Thay d6i vi tri hinh phong nga xudng dudi cling cua trang (Align Bottom).

7. Cheén shape hinh miii tén va dat shape tai vi tri giéng nhu hinh sau:

HUGONG DAN CACH PAT KHUYEN MAI NAY:

Goi 1900 1870 Mi&n Nam
Goi 1900 2045 Mi&n Bic
Goi (029) 27308668 Mien Tay

Hodc dat online TAI DAY

8. Thay d6i dang (Edit Shape & Change Shape) cua shape hinh miii tén vira chén
va nhap vin ban cho shape vira d6i theo mau sau:
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HUGNG DAN CACH PAT KHUYEN MAI NAY:

Goi 1900 1870 Mign Nam
Goi 1900 2045 Mién Bic
Goi (029) 27308668 Mién Tay

NHACALO LEN VA DI

Hoac dat online TAI DAY

9. Tao thém mot ban sao cua shape va thay dbi noi dung ban sao cua shape nhu
hinh sau:

HUGNG DAN CACH PAT KHUYEN MAI NAY@'

NHACALO L

Goi 1900 1870 Mién Nam .
EN VA DI

Goi 1900 2045 Mién Bic
Goi (029) 27308668 Mian Tay >

Hoac dat online TAI DAY

10.  Thuc hién nhém (group) 2 shape trong hinh :

11. Luu van ban vaéi tén Datal Baithuchanh_05_Result.pdf.

Bai tap thém: .
Mo file Data2_Baithuchanh_05.docx. Thuc hién cac yéu cau sau va dinh dang
sao cho vin ban giéng nhu file Data2_Baithuchanh_05_Result.pdf.

a. Cheén hinh “iPhone.jpg”vio vian ban tai vi tri giéng nhu file
Data2_Baithuchanh_05_Result.pdf. Binh dang kich c& (Chiéu cao: 3.25”,

b. chiéu ngang: 6.5”), Wrap Text kiéu Top and Bottom, ki¢u hinh (Picture
Styles) la Reflected Rounded Rectangle va dit vi tri hinh cho giéng file
Data2_Baithuchanh_05_ Result.pdf

c. Chén 3 Shape méi, nhap noéi dung va dinh dang kich c&, Wrap Text vi tri
cua 3 Shape nay cho giéng file Data2_Baithuchanh_05_Result.pdf

d. Nhém 3 Shape vira tao thanh 1 Shape

[ 'iPhone
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Datal_Baithuchanh_05_ Result.pdf

Du ljch ®a Lat

V&i mire gié hép dén chi 1.599.000 dbng/khdch, combo 3N2D & khéch san Murérng Thanh D&
Lat, bao gém luén xe ghé& nédm cao cép khir hdi tir Sai Gon vé &n séng sé 1a go'i y hoan héo cho

ban néu dang c6 y dinh di Pa Lat.

— - s | Bugc ménh danh 13 thanh phé tinh yéu vé&i
\ " - | khung canh lsing man, c6 thé néi Da Lat chua
R .y bao gi&r cO v&i du khach bé&i lau 1au noi day lai
- xudt hién vd s8 nhirng diém dén mdi la dé ban
check-in. Vi thé, c6 nhirng du khach mét nam
di Da Lat khdng biét bao nhiéu in nhung vin
khéng thiy chan. Va néu ban dang cé y dinh
di du lich ®a Lat thi hdy tham khao ngay
combo Muéng Thanh Da Lat va xe ghé ndm
cao cdp khir hdi tir iVIVU.com véi mirc gid
siéu tiét kiém.

N3m trén con dudng Phan BSi Chau ngay trung tdm thanh phd, Muéng Thanh Da Lat 1a mét
trong nhirng khach san cé khéng gian dep & Da Lat v&i view Hd Xuin Huong, khach san dugc
thiét k& v&i I8i kién tric hién dai, phong thoang, view réng nhung vin hda hop véi thién nhién.
Khach san ndm cach H3 Xudn Huong va chg Da Lat 100 m.

Khach san MUONG THANH DA LAT cé tit cad 71 phong nghi gdm: 64 phéng Superior, 5 phong
Deluxe, 2 phong Suite vi khéng gian sang trong, ndi thit 8m cung, day dd cac trang thiét bj tién

nghi, hién dai, dat tiéu chudn qudc té. Ngay tai phong nghi, du khach cé thé mé toang clra chinh
va cira s8 & ngdm nhin hd Xuan Huong tuyét dep.

Luu tra tai khach san MUONG THANH DA LAT ban s& duoc phuc vu nhitng mén 3n dam da
huong vi cao nguyén, tir nhirng mén 3n dic trung cha thanh phd Da Lat cho dén cac mén Au do

cac diu bép tai ba clia khach san ché bién tai nha hang Xuin Huong. Con néu ban mudn d3t tiéc
cho gia dinh thi cé thé lya chon Escape

Bar vé&i khéng gian &m cing ndm ngay
tai ting 1.

Théng tin thé&nn

V&i mure giG hép dén chi 1.599.000 ddng/khdch, combo 3N2D & khdch san Muwérng Thanh D&
Lat, bao gém luén xe ghé& ndm cao clp khr hdi tir Sai Gon va én séng s& Ia goi y hoan hdo cho
ban néu dang c6 y dinh di ©a Lat.

COMBO 3N2D O MUONG THANH DA LAT + XE GHE NAM CAO CAP + AN SANG
CHI 1.599.000 BONG/KHACH

Combo bao gom:

Xe gh& ndm cao cap khir hdi Sai Gon — Pa Lat

02 dém nghi & phéng Superior

An sang hang ngay cho 2 khach

Mié&n phi sir dung cac tién ich tai khach san: wifi, hd boi nuédc am, phong gym

HOAC NANG CAP GOI COMBO VE MAY BAY CHI PHU THU 1.600.000VND/ KHACH,
BAO GOM:

Vé may bay khir hdi chigu Sai Gon — Da Lat, bao gdm 7kg hanh ly xdch tay
Xe dua dén san bay 2 chiéu

2 dém nghi tai phong Superior

An sang buffet

Mié&n phi sir dung cac tién ich: Wifi, hd boi nuéc 3m trong nha, phong gym...
Phu thu vé may bay cudi tuan

OIEU KIEN SUr DUNG:

e Ap dung cho dit phéng t8i thiéu 02 khach/ phong
e Thigian dit phong & luu trd: dén hét 30/09/2018, trir ngay 31/8-2/9/2018

HUONG DAN CACH DAT KHUYEN MAI NAY:
Goi 1900 1870 Mién Nam

Goi 1900 2045 Mién Bic NHAC BALO LEN VA BI
Goi (029) 27308668 Mien Tay

Ho3c @3t online TAI DAY DAT ONLINE GIAM 5%

~ | |
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Data2_Baithuchanh_05_Result.pdf

iPhone

N&i dung
Gidi thiéu iPhone

Bang gia iPhone chinh hing

Gidi thiéu iPhone

Ngay nay 10 nam trudc diy, Steve Jobs d3 cho ra mat chiéc iPhone diu tién tai hdi chg Macweorld
2007, md ra mot ky nguyén thanh céng cho Apple ndi riéng va gidi cong nghé nodi chung.

iPhone ngay nay da tr& thanh mot thiét bi qua déi quen thudc vdi ngudi dung trén thé gidgi. Nhiéu
ngudi it tiép can cong nghé co thé sé khong biét vé khai niém smartphone, nhung néu noi tdi
iPhone - thi chac han ai cling muédng tugng ngay dén hinh anh chiéc dién thoai cam ung vdi logo
hinh qua téo.

MNgay 9/1/2017 1a mot ngay lich sir d&i wdi Apple, bdi vao dang 10 nam truwdc day, huyén thoai
Steve lobs d3 cho ra mat chiéc iPhone diu tién, md ra mat ky nguyén thanh céng cho Apple ndi
riéng va gigi céng nghé nadi chung.

I ' 1Phone

Mhigu ngudi oo thé sé dat cdu hai rang "Néu nhw khéng phai Steve Jobs, ma la mot ngudi khac hay
m&t cong ty khac di truedc ng, thi ligu thé gidi gitr ddy 58 ra sao?”. Nhiéu cdu tra lai d3 duoc dua
ra, nhwng oo thé thiy ring su ddi thay cla céng nghé trong vong 10 nidm qua la qua lén, tdi mirc
kha ai cé thé chac chan wadi nhan dinh oia minh.

Tim Cook - CEO ké nhiém cla Steve lobs thi dang khién cho tit ca cac fan cda Apple thém phin
hao hirc trrede IGi hira "Chiéc iPhone tuyét phiam vin chra ra mat" trong budi 18 ky niém hoanh
trang clda hang.

iPhone da thay ddi rat nhigu trong sudt nhirng ndm qua. Tir mét chiée dién thoai cham chap, bé
xiu trong léng ban tay, va chua thé thay thé cac nhu cau sir dung may tinh; gicr day iPhone da san
sang d6i d5u vai tit ca va thdng inh moi thi tredng trén thé gidi wai chiéc iPhone thé hé mdi
nhit —iPhone X

Apple s& tigp tuc 10 n3m t&i nhuw thé nao? Co 18 chi chinh ho mdi biét dwoc cdu tra i,
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BAI TAP 06
Yéu cau: Hoc sinh tao thu muc Lop_HoTen tai 6 Z:\ dé luu bai tap.

1. Mo file Datal_Baithuchanh_06.docx. Chén ngit trang truéc doan vin ban bt dau bai
“V6i mic gia hap dan ... " (doan tha 2). ,

2. DbinhdangkiéuHeading 2 cho cac noi dung tir “Combo 3IN2D...” dén
“...dong/khdach”, tt “HOAC nang cdp...” dén “...bao gom”, “Piéu kién sir dung”
va “Hudéng dan cach dat khuyén mai nay:”.

3. Thay dbi mau nén cua kiéu Heading 2 12 Green, Accent 1, Lighter 80% va déi kiéu
chit cua kiéu Heading 2 12 Tw Cen MT (Body).

4. Pinh dang WordArt kiéu Fill — White, Outline — Accent 2, Hard Shadow — Accent 2
va WrapText kiéu Square cho noi dung “Du lich Ba Lat” & dau vin ban nhu sau:

V&i mire gid hdp dén chi 1.599.000 déng/khdch,
combo 3N2P & khdch san Mwdrng Thanh Pa Lat,
bao gém luén xe ghé ndm cao cap khi hdi tir Sai
Gon va dn sdng sé la goi y hoan hdo cho ban néu
dang co y dinh di Pa Lat.

Duoc ménh danh 13 thanh pha tinh yéu vdi khung canh I3ng man, cé thé ndi Pa Lat chua bao gio
cti vdi du khach bdi lau |au noi day lai xuat hién vo s6 nhirng diém dén mdi la dé ban check-in. Vi

5. Dinh dang Wrap Text kiéu Top and Bottom va hiéu tng chir (TextEffect
Transform) kiéu Inflate cho WordArt vira tao nhu mau sau:

6. BPinhdang mau nénkiéu Green, Accent 1, chon hiéutng (Shape Effects) lam mo
canh cho nén cuaa WordArt kiéu Soft Edges 25 point va dinh dang sao cho
WordArtnam giita trang theo chiéu ngang (Align Center) nhu hinh sau:

11LII T4 L

V&i mire gid hép dén chi 1.599.000 déng/khdch, combo 3N2P & khdch san Mwdng Thanh Da
Lat, bao gém luén xe ghé ndm cao cdp khi héi tir Sai Gon va dn sdng sé la goii y hoan hdo cho
ban néu dang cé y dinh di Pa Lat.

7. ChénWordArt kiéu Fill — White, Outline — Accent 2, Hard Shadow — Accent 2 véi
noi dung “Thong tin thém” & dau trang 2 theo mau sau
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Thong in them

ban néu dang cé y dinh di Pa Lat.

V&i mirc gid hép dén chi 1.599.000 déng/khdch, combo 3N2P & khdch san Mudng Thanh Da
Lat, bao gém luén xe ghé ndm cao cdp khi hdi tir Sai Gon va dn sdng sé la go'i y hoc‘:/) héo cho

8. Mo file Cac uu dai khac.pdf. Chup lai man hinh cac wu dai, chén vao van ban va
dinh dang vi tri cac hinh (Send Forward, Send Backward) cho gidéng véi mau sau

Lwu trd tai khach san MUONG THANH DA LAT ban sé duoc phuc vu nhitng mén an dam da
hwong vi cao nguyén, tir nhitrng mdén an dic trueng cla thanh phd Da Lat cho dén cdc mén Au do
cac dau bép tai ba clia khach san ché bién tai nha hang Xuan Huong. Con néu ban mudn dat tiéc
cho gia dinh thi cé thé lya chon Escape Bar véi khéng gian 4m cling ndm ngay tai tang 1.

L — s o Swiss-Belresort Tuyén Lam - Da Lat #r i o o

Highland Escape 3N2D + An tSi + Xe dua/ddn ra trung tam tif 2.599.000 VND / Phéng

9. Chén 2 TextBox, Binh dang 2 TextBox nhap noi dung va dit tai cac vi tri nhu hinh

Sau

cho gia dinh thi cé thé lua chon Escape Bar v&i khéng gian &m cling ndm ngay tai tang 1.

Luu tra tai khach san MUONG THANH DA LAT ban s& duoc phuc vu nhitng mén an dam da
huong vi cao nguyén, tir nhitng mén &n dac trung cla thanh phd Pa Lat cho dén cdc mén Au do
cac dau bép tai ba cha khach san ché bién tai nha hang Xuan Huwong. Con néu ban mudn dat tiéc

= CITEETTTE) swiss-selresort Tuyen Lim - Da Lat # # # #
DAT NGAY

Goi 1900 1870

Combo 3N2D + V& mdy bay kh(r hdi + An t&i + Dua don san bay tif 2.999.000 VIND / Khich

TU VAN THEM
Goi 1900 1870

Highland Escape 3N2D + An tdi + Xe dua/dén ra trung tam tlf 2.599.000 VND / Phong

Luu van ban véi tén Datal Baithuchanh_06_Result.pdf.
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Bai tap thém: M¢ file Data2_Baithuchanh_06.docx. Thyc hién cac yéu cau sau va dinh
dang sao cho vin ban giéng nhu file Data2_Baithuchanh_06_Result.pdf.

a. Chénhinh “swiss-belresort-tuyen-lam-da-/at.jpg ” vaodauvanban. Binh
dang Wraptext va dat vi tri hinh cho giéng file
Data2_Baithuchanh_06_Result.pdf

b. Cheén mot Text Box dit phia truge hinh vira chén. Nhap van ban
“IN2D+Veéemaybay|2.999 trieu/khdach” vadinh dang Text Box nhu file
Data2_Baithuchanh_06_Result.pdf

C. Chén thém cac Text Box vao vin ban, di chuyén cac noi dungdang co trong
van ban vao cac Text Box vira chén cho giéng véi file
Data2_Baithuchanh_06_Result.pdf

d. Binh dang kich ¢&, mau séc, vi tri, vién khung cho céc Text Box vira chén
chogidng vai file Data2_Baithuchanh_06_Result.pdf

e. Dinh dang danh séch cho cac noi dung trong vin ban cho giéng vai file
Data2_Baithuchanh_06_Result.pdf

f. Binh dang mau sic, kich ¢& chit cho cac noi dung trong vin ban cho
gidéng vai fileData2_Baithuchanh_06_Result.pdf

Datal Baithuchanh_06_ Result.pdf

ot 3 [at

Vi mire gid héip dén chi 1.599.000 ddng/khdch, combo 3N2D & khdch san Murérng Thanh D&
Lat, bao gdm ludn xe ghé ném cao cdp khir hii tir Sai Gon vé dn sdng sé & gorf j hoan hdo cho
ban néu dang ¢6 y dinh di D Lot.

Ouge ménh danh 13 thanh phd tinh yéu véi khung canh ling man, c6 thé n6i DA Lat chua bao
gidr cli véi du khéch b 1du ldu noi ddy lai xust hién vé s6 nhimg diém dén mdi 13 d€ ban check-
in. Vi thé, ¢ nhimg du khich mdt ndm di DA Lat khong biét bao nhiéu [3n nhung vin khong
thdy chdn. Va néu ban dang ¢6 y dinh di du lich Da Lat thi hdy tham khio ngay combo Mudmg
Thanh Da Lat va xe gh& ndm cao cdp khir hdi tir iVIVU.com véi mire gid siéu tiét kiém.

N&m trén con dudmg Phan Bi Chau ngay trung tdm thanh phS, Mudmg Thanh D3 Lat 1A mét
trong nhimg khéch san ¢ khéng gian dep & Da Lat véi view HB Xudn Huong, khich san dugc
thiét k& véri 181 kién trdc hién dai, phong thodng, view rdng nhung vin hda hop véi thién nhién,
Khéch san ndm cdch HB Xudn Huong va cho Da Lat 100 m.

Khich san MUONG THANH DA LAT ¢ tit c 71 phong nghi gdm: 64 phong Superior, 5 phong
Deluxe, 2 phong Suite véi khdng gian sang trong, ndi that m cung, day dl céc trang thiét bj tién
nghi, hién dai, dat tiéu chudn quéc té. Ngay tai phong nghi, du khéch c6 thé mé toang clra chinh
va clra 56 dé ngdm nhin hd Xudn Huong tuyét dep.

Luru trd t3i khach san MUONG THANH DA LAT ban s& duge phyc vy nhimg mén 3n d3m da
huong vi cao nguyén, tir nhig mén 3n dic trung clia thanh phd Da Lat cho dén cdc mén Au do
céc diu bép tai ba cla khich san ché bién tai nha hang Xudn Huong. Con néu ban mudn dit

tiéc cho gia dinh thi c6 thé lya chon Escape Bar véi

IS o et T i - O Lt # 0 % ¢

DAT NGAY

Thong tn them

Vi mire gid hdp déin chi 1.599.000 ddng/khdch, combo 3N2D & khdch san Mutmg Thanh D&
Lat, bao gdm ludn xe ghé ném cao cdp khir hdi tir Sai Gon va én sang s 1& g y hoan hdo cho
ban néu dang c6 y djnh di Da Lat.

COMBO 3N2D O MUONG THANH DA LAT + XE GHE NAM CAO CAP + AN SANG
CHI 1.599.000 DONG/KHACH

Combo bao gdm:

o Xe ghé ndm cao cdp khir hdi S3i Gon - DA Lat

o 02 dém nghi & phong Superior

o An séng hang ngay cho 2 khach

o Mién phi sir dung cdc tién ich tai khach san: wifi, hd boi nutre §m, phong gym

HOAC NANG CAP GOI COMBO VE MAY BAY CHI PHY THU 1.600.000VND/ KHACH,
BAO GOM:

o Vé my bay khir hoi chidu S3i Gon - DA Lat, bao gdm 7kg hanh Iy xach tay
o Xedua dén sin bay 2 chidu

o 2 dém nghi tal phdng Superior

o An séng buffet

o Mién phi sir dung céc tién ich: Wifi, hd boi nudre §m trong nha, phong gym...
o Phy thu vé mdy bay cudi tudn

DIEU KIEN SU DUNG:

o Ap dung cho d3t phong téi thiéu 02 khich/ phong
o Thiri gian d3t phong & luu trd: dén hét 30/09/2018, trir ngdy 31/8-2/9/2018

HUGNG DAN CACH DAT KHUYEN MAI NAY:
Gol 1900 1870 Mign Nam

Gol 1900 2045 Mién Bic
Gol (029) 27308668 Mien Tay

Hodc d3t online TAI DAY
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Data2_Baithuchanh_06_Result.pdf

3N2D+Vé mdy bay | 2.999 tridu/khéch

Combo 3N2D + Vé mdy bay khir hoi

+ An t6i + Dura dén san bay

Combo bao gdm
Vé may bay khit hdi, bao gbm 07 kg hanh Iy xach

tay

Xe dua don san bay theo lich trinh cla resort

2 dém nghi tai khach san

An sing buffet hang ngay cho 2 khach
01 bira trua hodc t6i set menu ngay dau tién tai
nha hang Swiss Cafe danh cho 2 khach
Shuttle bus dua don ra trung tam thanh phd Da

Lat theo lich trinh cda resort

Mién phi sir dyng xe dap vong quanh resort
Mién phi sir dung cic tién ich tai khach san: wifi,

hd boi, phong gym, kid club

Dléu kién 4p dung

D3t t6i thiéu 2 khach/phong

Phy thu phong: cudi tuan thir 6, thir 7:

200,000vnd/phong/dém
Phy thu vé may bay cudi tuan

Khé&i hanh tir H8 Chi Minh

03/05 - 31/10 2.999.000°

« Giam 520k néu khdi hanh vao ngay 27/08
« Giam 490k néu khdi hanh vao ngay 28/08
+ Gidm 440k néu khdri hanh vao ngay 23/10

Khéi hanh tir Ha N&i
04/09 - 31/10 4,699.000°

+ Gidm 810k néu khéri hanh vao ngay 29/10
+ Gidm 810k néu khéri hanh vao ngay 30/10

Phy thu cudi tudn 200.000d
Gia cho 1 khach

DAT NGAY hodc TU VAN THEM
Goi 1900 1870
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BAI TAP 07

Yéu cau: Hoc sinh tao thu muc Lop_HoTen tai 6 Z:\ dé luu bai tap.

1. Mo file Datal_Baithuchanh_07.docx. Binh dang mau khung va nén cho bang &

trang1 theo mau sau:

Vision 2018 ban thoi trang (Mau Xanh, Vang, Trang, Do,
Héng)

Vision 2018 ban thai trang (Mau D dam)
Vision 2018 phién ban cao cap (Mau Den mo)

Air Blade 2018 ban Cao cap cé Smartkey (Mau Den bac,
Bac den, Xanh bac den, Po bac den)

Air Blade 2018 ban Son tir tinh cé Smartkey (Mau Xam
den, Vang déng den)

Air Blade 2018 ban Thé thao (Mau Bac den, Trang den,
Xanh den, Do den)

Air Blade 2018 ban ky niém 10 nam cé Smartkey (Mau
den mo)

Lead 2018 ban tiéu chuan khéng cé Smartkey (Mau Dé va
mau Trang-Den)

29.900.000

29.900.000
30.490.000
40.090.000

41.490.000

37.990.000

39.990.000

37.490.000

35.800.000

36.500.000
37.000.000
48.700.000

49.700.000

46.500.000

51.500.000

44.000.000

2. Thay d6i khoang cach Ié trén va dudi cua cac 6 thanh 0.04 7, 1& trai va phai thanh

0.07” (Goiy: Cell Margins).

3. Sap xép bang ting dan theo mau xe.

4. Thiétlap dong tiéu dé cua bang hién thi lap lai & dau mdi trang.

5. Chénbang vanhap noi dung nhu hinh bén dudi vao sau tiéu dé “Bdng gia xe con

tay Honda 2018 ”:

Bang gia xe cén tay Honda 2018

Gia xe Winner 150 thang 8/2018
Mau xe Gia dé xuat| Gia dai ly bao gidy
Winner 2018 ban thé thao (Mau Pd, Trang, Xanh, Vang) | 45.490.000 48.800.000
Winner 2018 ban cao cap (Mau Den mo) 45.990.000 49.300.000
Gia xe MSX 2018 thang 8/2018
MSX 125 2018 (Mau Do) 49.950.000 66.400.000
MSX 125 2018 (Mau Xanh, Vang) 49.990.000 66.000.000
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6. Dinh dang bang vira chén theo mau sau:

Bang gia xe con tay Honda 2018

Gia xe Winner 150 thang 8/2018

Winner 2018 ban thé thao (Mau Do, Trang, Xanh, Vang)  45.490.000 48.800.000
Winner 2018 ban cao cap (Mau Den mo) 45,990.000 49,300.000
MSX 125 2018 (Mau Pa) 49.9590.000 66.400.000

MSX 125 2018 (Mau Xanh, Vang) 49.950.000 66.000.000

7. Téach bang vira chén thanh 2 bang va dinh dang lai cac bang theo mau sau:

Bang gia xe cén tay Honda 2018

Gia xe Winner 150 thang 8/2018

Winner 2018 ban thé thao (Mau Do, Trang, Xanh, Vang) 45.490.000 48.800.000

Winner 2018 ban cao cap (Mau Pen m&) 45.990.000 49.300.000
Gia xe MSX 2018 thang 8/2018

MSX 125 2018 (Mau Pd) 49.990.000 66.400.000

MSX 125 2018 (Mau Xanh, Vang) = 49.990.000 66.000.000

8. Chuyén noi dung tir “Gid xe Rebel...” d&én “...151.000.000” thanh bang va dinh dang
theo mausau

Bang gia xe mo t6 Honda 2018

Rebel 300 Mau ben 125.000.000 151.500.000
Rebel 300 Mau Do 125.000.000 151.000.000
Rebel 300 Mau Bac 125.000.000 151.000.000

9. Tao 9 bookmark cho 9 néi dung bén dudi véi tén theo yéu cau
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Vision 2018 bén thii trang (Man Hanh, Vision
Ving, Tring, B, Hing)
Air Blade 2018 bin Cac cip o6 Smartkey Airblade
(MEu Pen bac, Bac den, Xanh bac den, B0
bhac dan)
Lead 2018 bin tign chuin khéng o6 Smartkey Lead
(MiEu Pé va mam Tring-Ben)
SH Mode 2018 bin cd tinh (Man Tring X, Skmode
Bé dim v bac ma)

PCT 2018 phitn bin 150cc (Mau Ben mé, Pex

Bae

SH 125 phanh CBS Sh
Wirmer 2018 bin thé thao (Miu B3, Tring, Winmer
Manh, Ving)
MSH 125 2018 (Man BS) Mex
Rebel 300 Min Den Rebel

10.Tao lién két cho cac noi dung & dau trang van ban dén céc tiéu dé va bookmark
O tén tuong rng nhu hinh sau:

Bang gia xe Honda thang 8/2018

Xe tay ga Vision - Air Blade - Lead - SH Mode - PCX - SH
Xe tay cOn Winner - MSX
Xe mo to Rebel

11.  Taolién kétchonoi dung “2 bdanh” & cudi van ban lién két ¢én dia chi
https://giaxe.2banh.vn véi goi y 1a “Bdng gia xe 2 banh”.

12.  Luwuvan ban véi tén Datal_Baithuchanh_07_Result.pdf.

BAI TAP THEM:
Bai 1: M¢ file Data2_Baithuchanh_07.docx. Pinh dang van ban cho gidng file
Data2_Baithuchanh_07_Result.pdf.

a. Cheén thém mot cot & vi tri dau tién trong bang, gop cac 6 trong cot vira
chén thanh mét & duy nhat. Nhap noi dung nhu trong file
Data2_Baithuchanh_07_Result.pdf vao 6 dd gop va dinh dang cho giéng
file Data2_Baithuchanh_07_Result.pdf

b. Binh dang kiéu chit, kich ¢& chit, mau chit cho cac noi dung trong bang
cho gidng fileData2_Baithuchanh_07_Result.pdf

c. Té mau va vién khung cho cac 6 trong bang cho gidng file
Data2_Baithuchanh_07_Result.pdf
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d. Thay dbi khoang cach I& caa cac 6 tuong ng trong bang cho giéng file
Data2_Baithuchanh_07_Result.pdf

e. Thay doi do rong céc cot caa bang cho giéng file
Data2_Baithuchanh_07_Result.pdf

f. Chen thém cac ky tu dac bi¢t (Symbol) vao cac vi tri tuong ¢thg ¢ hai cot
cu@i cung cua bang, dinh dang kich c& va mau sac cho cac ky tu dac biét cho
giong file Data2_Baithuchanh_07_Result.pdf

Datal Baithuchanh_07_Result.pdf

? o ! ’
Bang gia xe Honda thang 8/2018

Xetayga Vision - Air Blade - Lead - SH Mode - PCX - SH

Xetaycon  Winner - MSX

Xemoto  Rebel
Bang gia xe tay ga Honda thang 8/2018
Vision 2018 bén thsi trang (Mau Xanh, Vang, Tring, 9, 29.900.000 35.800.000
Hang)
Vision 2018 ban thi trang (Mau D6 dam) 29.900.000 36.500.000
Vision 2018 phién bén cao cdp (Mau Den md) 30.490.000 37.000.000
Air Blade 2018 ban Cao cap cd Smartkey (Mau Den bac, Bac = 40.090.000 48.700.000
den, Xanh bac den, D4 bac den)
Air Blade 2018 ban Son tir tinh cd Smartkey (Mau Xam den, =~ 41.490.000 49.700.000
Vang dong den)
Air Blade 2018 ban Thé thao (Mau Bac den, Tring den, 37.990.000 46.500.000
Xanh den, D den)
Air Blade 2018 ban ky niém 10 ndm c6 Smartkey (Mauden ~ 39.990.000 51.500.000
md)
Lead 2018 ban tiéu chudn khdng co Smartkey (Mau D6 va 37.490.000 44.000.000
mau Tring-Den)
Lead 2018 Smartkey (Mau Xanh lam, Vang, Xanh lyc, Vang, ~ 39.290.000 46.000.000
Tréng Néu, Tring Nga)
Lead 2018 Smartkey ban ky niém 10 ndm Mau Den Moy 39.790.000 48.000.000
SH Mode 2018 ban ca tinh (Mau Tring Xu, D6 ddm va bac 52.490.000 70.800.000
M 4
SH Mode 2018 ban thai trang (Mau Trang Néu, Vang, Xanh | 51.490.000 66.000.000
Ngoc, Xanh Tim) ‘
SH Mode 2018 bén théi trang Mau D6 Nau 51.490.000 67.000.000
PCX 2018 phién ban 150cc (Mau Den ma, Bac ma) 70.490.000 80.000.000 ‘
PCX 2018 phién ban 125cc (Mau Tréng, Bac den, Den, ) 56.490.000 64.500.000
SH 125 phanh CBS 67.990.000 80.500.000
SH 125 phanh ABS 75.990.000 89.000.000

SH 150 phanh CBS 81.990.000 101.500.000
SH 150 phanh ABS 89.990.000 108.000.000
SH 300i 2018 phanh ABS (Mau D4 den, Tring den) 269.000.000 283.500.000
SH 300i 2018 phanh ABS (Mau Den Md) 270.000.000 304.500.000

Bang gia xe con tay Honda 2018

Gia xe Winner 150 thang 8/2018

Winner 2018 bin thé thao (Mau D4, Tring, Xanh, Vang) = 45.490.000
Winner 2018 ban cao cp (Mau Den md) 45.990.000

48.800.000
43.300.000

Gia xe MSX 2018 thang 8/2018
MSX 125 2018 (Mau Do) 49.990.000 66.400.000
MSX 125 2018 (Mau Xanh, Vang) | 49.990.000 ' 66.000.000

Bang gia xe mo t6 Honda 2018

Rebel 300 Mau Den
Rebel 300 Mau Do
Rebel 300 Mau Bac

125.000.000
125.000.000
125.000.000

151.500.000
151.000.000
151.000.000

Ngudn: 2 banh
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Data2_Baithuchanh_07_Result.pdf

Home Pro
Nang sudt & Trai nghiém Ngudi dung
Continuum cho Dién thoai - -
Cortana - -
Windows Ink - L]
Menu Bit d3u va O cip nhit Déng - .
Ché& 38 Mdy tinh bang L] -
: Giong néi, bat, cdm rng va thao tic - L]
Microsoft Edge (+ bd doc PDF cho dang xem doc) e et
hm Bao mat
_Q Windows Hello " -
Thiét bj Twong hop Windows Hello - )
: o Windows Information Protection L] L
M3 héa Thiét bj - -
<QJ ] Bitlocker .
e Khéi ddng Tin cdy . -
; (7,] Dich vu Chirng nhan Tinh trang clia Thiét bj Windows” . .
Q— g Trd choi
Ung dung Xbox 3 .
O o H& tror b didu khién Xbox (c6 day) . .
~ HA trg dd hoa DirectX 12 . .
8 t Phdt tryuee tuyén trd choi (Xbox One dén PC) - L]
< Tré choi DVR = -
: - — Doanh nghiép — Quan ly va trién khai
Chinh sich Nhém -
: g Quan ly Thiét bj Di dong . .
\m Chuyén vung Trang thai Doanh nghiép v&i Azure Active Directory -
m Windows Store cho Doanh nghiép -
Truy cdp Dugc gan L
o Cung cip Bong -
Windows Update danh cho Doanh nghiép -
v C5u hinh PC ding chung =
Kiém tra -
Nguyén ly co ban cua Windows
Gia nh3p Mién L
Gia nhdp Mi&n Azure Active Directory, cung khd ning dang nhip médt [an vao cic img dung dugc luu trir e
trén dam may
Internet Explorer Ché& d Doanh nghiép (EMIE) L]
May tinh Tir xa L]
May khach Hyper-V -
Nowudin: Microsoft Viét Nom

Bai 2:

THOI KHOA BIEU

Theoi gian Thirhai | Thirba | Tho tw

Thit nim | Thir sdu

Thir bay

Chit Nhat

07" 00— 09" 30

09"30-11"30

11"30-13" 30

13"30-15"30

IHON

rA

15" 30 - 17" 30

g,

KET QUA HQC TAP VA REN LUYEN

. Piém téng két mon hoc 2 '
i ’ - = —— > Hanh kiem ~ ;
. Toan Ly Hoa - g J
y Ho & tén D e e L em o i em L L= L g .
STT/ * . / s s [ T s i s Xé IOa'
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BAI TAP 08

Yéu cau: Hoc sinh tao thu muc Lop_HoTen tai 6 Z:\ dé luu bai tap.

1. Mo file Datal_Baithuchanh_08.docx. Tao ghi cha cudi trang (Footnote) cho cac noi
dung “Hiéu iing nha kink ” va “El Nifio ” & trang 5 cho gidng hinh sau:

Xem thém

« O nhi&m anh sing

+ Ngay Trai Dat

s Ngay Mai tredring Thé gidi

« Hiéu trng nha kinhf

s S ndng l&n cha khi hiu toan ciu
+ El Nifio?

1vViéc chiéu sang qua mirc hodc 4nh sang nhan tao gay khé chiu
2 Hién twong nghén nhiét trong bau khi quyén cua Trai Pat
3 Hién tugng nudc bién néng 1én

2. Taoghichucuébi tai liéu (Endnote) cho noi dung “UNESCO ”, cat doan cudi cling trong
tiéu dé “Nhiing té chitc iing hé ” dé 1am nodi dung ma ta cho ghi cha cudi tai liéu vira
tao.

3. Taoghichdcuditailiéu (Endnote) chocacnoidung “HSBC”, “FIFA”, “UEFA”
cho gidng hinh sau:

"T6 chirc Gido duc, Khoa hoc va Van héa Lién Hiép Quéc
' Tap doan tai chinh HSBC

i | jén doan béng da thé gidi

v|ién doan béng da chau Au

4. Xoaghi chu cudi trang (Footnote) cho giéng hinh sau:

1 Hién twong nghén nhiét trong bau khi quyén cla Trai Dat
2 Hién tweng nudc bién néng 1én

5. Thay d6i dinh dang caia ghi chd cubi tai liéu (Endnote) cho giéng hinh sau:

¢ T8 chirc Gido duc, Khoa hoc va Van héa Lién Hiép Quéc
P Tap doan tai chinh HSBC

ELién doan bong da thi gidi

F Lién doan béng da chau Au

6. Chén muc luc vao vin ban sau ndi dung “Muc luc” cho giéng hinh sau:
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Muc luc
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GIO TrAI DAt 2016 .vuvveuceirisseesseeessese s st e ssse et e s s s e st s e s et s sses e asbasesss st asasesse s e s s esenasaseses et s s ensantees senas 4
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THAM KNA0..1aiitiieii ettt b et st sb st e bbb e san s sab s s s s ebaesebesabsesbes sasesbessbbeR b b e baesabesas s sassnasabbesebbe e bens 5

7. Chinh stra va cap nhat muc luc sao chi chi hién thi tiéu ¢& muac 1 va mic 3.
Chinh stra va cap nhat muc luc cho giong hinh sau

Muc luc

T TR g0 T= 2o 11183 TR 21 o TR 2
YTl ] 2
T To N TR T oo U Yo [oi aT: 14 1 ST RSP 2
NHTPNG 10 CHC TG NB.ruviurieiiiiesieiesete sttt s st s e s s e e bt b e s e e ek ebebam e et narase s ebebabesertsesesasanneseseaens 4
D (=T34 =T o o OO PRSP ST 5
LI 00T e TSSOSO UR 5

8. Cheén trich dan cua tc gia Thuiy Tién va Quéc Minh vao vin ban va chon chuan trinh bay
tai liéu tham khao kiéu (Style) kiéu IEEE sao cho giong hinh sau:
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Ngay 17 thang 03, Ha N&i glri don xin chinh thirc tham gia, tr& thanh tinh thanh th& 19 cda
chuong trinh. Thanh phd H6 Chi Minh s& di tién phong trong gi& Trai Dat véi cam két tat hét cac
thiét bj chi€u sang, trang tri va cac thiét bj dién khac vao gi®o Trai Dat. Ciling trong khoang thi
gian nay, mét loat chuwong trinh nghé thuat dugc té chire trudc quang truedong Nha hat I&n Thanh
phé. Truwdce d6, tir ngay 20 dén 27, nhiéu sy kién duoc té chirc & trung tam dé nang tam hiéu biét
clia ngudi dan vé Gid Trai Pat nhu: giao lwu v&i dai s, chi€u phim va dap xe tuyén truyén [1]. Pa

9. Chénbangtailiéu tham khao (Bibliography) vao sautiéu dé “Tham khdo ” cho gidng
hinh sau:

Tham khao

.

[1] T. Tién and M. Qudc, "Teen Sai thanh nd nirc dap xe hudng (rng Gidr Trai dat,” 21 3 2010. [Online]. Available:
https://ione.vnexpress.net/tin-tuc/nhip-song/teen-sai-thanh-no-nuc-dap-xe-huong-ung-gio-trai-dat-2157873.html.

[2] N. Aveling, "Earth Hour's bright lead-up," 28 2 2009. [Online]. Available:
http://www.thestar.com/News/GTA/article/594450.

[3] A. Khoa, " Gi&r Trai ¢t ndm 2010 dién ra ngay 27/3," 17 12 2009. [Online]. Available: https://vnexpress.net/tin-
tuc/khoa-hoc/chuyen-la/gio-trai-dat-nam-2010-dien-ra-ngay-273-2151230.html.

[4] "Timeline for Earth Hour 2013," 18 4 2013. [Online]. Available:
https://www.earthhour.org/sites/default/files/Earth%20Hour%202013_Story%20Timeline_FINAL_For%20Media.pdf.

Luu van ban véi tén Datal Baithuchanh_08_Result.pdf.

BAI TAP LAM THEM

3. Mo file Data2_Baithuchanh_08.docx. Binh dang van ban cho gidng file
Data2_Baithuchanh_08_ Result.pdf.

3.1.Chén muc luc vao vin ban sau néi dung “Muc luc ” cho gidng file

Data2_Baithuchanh_08_ Result.pdf

3.2.Tao ghi chu cubi trang (Footnote) va ghi chi cudi tai liéu (Endnote) cho van ban
cho giéng file Data2_Baithuchanh_08_ Result.pdf

3.3.Chén bang tai liéu tham khao (Bibliography) vao sau tiéu dé “Tham khdo ” cho
giéng file Data2_Baithuchanh_08_Result.pdf

3.4.Chén trich dan vao van ban cho ging file Data2_Baithuchanh_08_Result.pdf (chén
trich dan tai cac vi tri mau d6 giéng trong file Data2_Baithuchanh_08_Result.pdf
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Datal Baithuchanh_08 Result.pdf

Gid Tréi Dat

Gidr Trdi Dt (tiéng Anh: Earth Hour) |a mot sy kién quéc
té hing nam, do Qu Qudc té Bao vé Thién nhién (World
Wildlife Fund) khuyén cac h gia dinh va co s& kinh
doanh tit dén dién va cac thiét bj dién khng anh hudng
Ié¢n dén sinh hoat trong mét gitr dong hd vao lic 8h30
dén 9h30 t6i (gitr dia phuromg) ngay thi by cudi ciing
clia thang ba hang ndm. Bt diu tir ndm 2007 & Sydney,
50 ngudi tham gia chi c6 2 triéu ngui. Nhé cac phurong
tién truyén thong, s6 ngudi ndm 2008 1a 50 triéu va nim
00912 hon 1ty nguei, hon 4000 thanh phd. Nam 2010 6 126 nurére tham gia. Nam 2011 la ngay
6 thang 3 ndm 2011 va ndm 2012 12 31 thang 3 ndm 2012.

Auc luc

iéu trung chinh thirc 2
fyc dich 2
ity Tréi D3t qua cac ndm 2
Ihirmg td chifc ing ho -
em thém 5
ham khao 5

+ Toronto giam 900 MW

o lIreland gidm 150 MW, gidm 6 tdn CO:

+ Dubai gidm 100 MW

« New Zealand gidm 335 MW hon tng 2 ngay thir by trudr 13 328 MW
« Melbourne, Australia tiét kiém 10,1% luong dién

« Sydney giam 8.4% thip hon ndm ngodi 10,2% (2007)

« Thip nhét dé la Calgary, Canada chi giam 3,6%

Gidy Tréi DAt 2009

Hién nay, d3 c6 82 quéc gia va han 2100 thanh phd cam két tham gia Gié Trai Dat 2009, ting lén
rét nhidu so véi 35 qudc gia ndm 2008. 1 ty phiéu binh chon cho Gi¥ Trai Dat 2009 trong cudc
hop 2009 clia HOI nghi Lién Hiép Quéc vé Bién di khi hu. Tuy nhién cling cé tinh hop 1é vé s6
phiéu khéng binh chon la dung dién rdt can thiét cho cudc sGng cong viéc.

Viét Nam tham gia Gié¢r Trai Dat lan dau tién vao ndm 2009, vdi cac thanh phd: Ha Noi, Thanh phd
H® Chi Minh, Can Tho, H3i An, Hué va Nha Trang. Thanh ph& H& Chi Minh cho tit dién nhiéu dja
diém ndi tiéng & trung tdm thanh ph: HS Con Rua, Dinh Ddc Lap, Nha hat Iém... trong khodng
th&i gian d3 dinh. Khu phé cd Hoi An thip dén 1ng thay vi mé dén dién. Lugng dién giam dugc
140 MW, tiét kiém 133 triéu ddng.

Gidy Tréi D4t 2010

Gidr Trai Dat 2010 dy kién didn ra [3n lugt & cac quéc gia trén khip thé gidi vao ngay 27 thang 03,
2010 theo gi¢r dja phuong. Cho dén thai diém hién tai 92 quéc gia d3 chinh thirc dang ky tham
gia, nhiéu hon nam trude 4 quéc gia. Cic qudc gia [3n d3u tién tham gia: A Rap Xé Ut, Brunei,
Campuchia, Ecuador, Kosovo, Mad: ar, itius, Méng C8, i Nepal, Oman,
Panama, Paraguay, Qatar, Quin dao Bic Mariana, Quin dio Faroe, Céng hoa Séc, Tanzania. Ding
chi y nhat 1 tét c thanh vién G20 déu tham gia; Ao tham gia véi syr kién tit dién trén toan linh
thd. Dan s6 wdc tinh gan 1 ty.

Véi khiu hiéu: Hanh ddng nhé cho thay déi Iom, giér Trai Dt tai Viét Nam sé bit diu tir 20:30 dén
21:30 ngay 27 thang 03, véi sy tham gia clia nhigu tinh thanh trén ca nudr, cé thé ké dén nhu:
Tp.HCM, Ba Rja-Viing Tau, Binh Binh, Binh Thudn, Cin Tho, Da Nang, Dik Lik, Ddng Nai, Khanh
Hoa, Kién Giang, Lang Som, Lao Cai, Nghé An, Quang Nam, Quang Ninh, Thai Nguyén, Thanh Héa
va Thira Thién-Hué.

Ngay 17 thang 03, Ha NJi giri don xin chinh thirc tham gia, tré thanh tinh thanh thir 19 cla
chuong trinh. Thanh phé HB Chi Minh sé& di tién phong trong gidr Trai Dt véi cam két tit hét cac
thiét bj chiéu sang, trang tri va céc thiét bj dién khac vao git Trai Dat. Cling trong khodng thfi
gian nay, mét loat chuong trinh nghé thudt dugc té chire trurée quang trurdmg Nha hit Ién Thanh
phé. Truére d6, tir ngay 20 dén 27, nhidu sy kién dugc té chirc & trung tim dé nang tim hiéu biét
cla ngudri dan vé Gidr Trai Dat nhu: giao luru véi dai sir, chiéu phim va dap xe tuyén truyén (1) D3

Biéu trung chinh thirc

Logo clia chuong trinh duge xdy dung tir nén ban dd dja ciu, cit béi s 60 1a con s& phat kéu goi
tit dién. Hién nay logo cla Gi¥r Trai Dat dugc thém diu “+* sau s6 60 véi y nghia Gidr Trai Dt
khéng chi dimg lai & 60 phit ma con hon thé nira.

Muc dich

Muc dich cla sy kién nay nhim dé cao viéc tiét kiém dién ning va vi vy lam gidm lugng khi thai
€Oz, mdt khi gdy ra hiéu (rng nha kinh va nhim danh déng sy chu y clia moi ngudi véi y thire bio
vé méi trudmg. Viéc nay ciing gidp lam gidm 6 nhiém anh sdng, va trong ndm 2008, sy kién nay
cling tring khép véi thoi gian bit du cla Tuln 1& Qubc gia vé Biu troi t8i (National Dark Sky
Week) & Hoa Ky.

Gidy Trai D4t qua cac ndm

Gids Tréi D&t 2007

Gidr Trai Dt 2007 dugc té chirc tai thanh phd Sydney cla Uc, lic 7:30 chidu theo gi¢r dja phuong.
Chién dich nay da lam gidm 10,2% sin luong dién bing 48.613 chiéc xe 6td trén dudng, gidm
24,86 tdn khi CO:

Gids Tréi D&t 2008

Trang web chinh thirc cho céc sy kién nay, d3 nhdn dugc trén 6,7 triéu lugt truy cdp chi trong
d3u tudn hudng téi Gier Trai Dat. MOt s& trang web khac cling tham gia sy kién ndy, don cir, trang
chii cia Google khi Sy dung nén trang mau den véi khdu hiéu "Ching toi da tit den. By gior dén
lrgt ban. Gio Trai Dat".

Véi 35 qubc gia trén khip thé gidi tham gia nhur gin cach chinh thirc va trén 400 thanh phd cling
hé tro, Git Trai Dat 2008 da 1a mot sy thanh cdng Iém, t8 chirc trén tit ca cac luc dja. Cic toa
nha, diém dén clia nhiéu thanh phd trén thé giéi da tit cac thiét bj chiéu sang khdng can thiét
clia ho dé hudng (rng, trong d6 bao gdm: Empire State Building (Thanh ph8 New York), Sears
Tower (Chicago), Cau C8ng Vang (San Francisco), Bank of America Plaza (Atlanta), Nha hit Opera
Sydney (Sydney, ia), Wat Arun Buddhist Temple ( Thailand), Ddu trudng La M3
(Rome, Y), Royal Castle (Stockholm, Sweden), Toa thj chinh Ludn Dén (Anh), Space Needle
(Seattle), Thap CN (Toronto, Canada).

Lurgng dién va khi CO; gidm

« Bangkok (Thai Lan) giam 73.34 MW giam 41.6 tdn CO:
« Philippines bao gdm cac noi: Metro Manila giam 16 MW, Dao Luzon giam 56 MW

6 mt cude thi thiét ké do phdng vé sy kién Gidr Trai Dit 2010, va d3 td chirc trao gidi thudng
cho cc tac gid, gidi nhat 12 Nguyén Trung Kién dén tir Ha Noi.

Gidr Tréi D4t 2011

Gidr Trai Dt 2011 d3 dién ra vao ngay 26 thang 3 ndm 2011. Tai Viét Nam, véi khiu hiéu "Tit dén
60 phat, hanh ddng 365 ngay vi bién déi khi hau" nhdm muyc dich kéu goi tiét kiém dién quanh
nam, 30 tinh thanh thyc hién gior Trai Dat vao hdi 20h30-21h30 UTC+7 da tiét kiém dugc 400.000
kWh tuong duong 500 triéu ddng hay 23.800 USD.

Gl Trél D&t 2013

Gi¢r Trai Dt ndm 2013 dién ra vao thir Bay, ngay 23 thing 3, trong khodng thai gian tir 20h30"
cho dén 21h30' theo mdi gi¢r dia phuong. Nguyén nhén cla sy thay d6i nay la thir 7 cudi cing
clia thang Ba la thai diém bat diu mia xuan tai chau Au va triing véi mét s6 ngay I8 tén gido &
nhigu nudc.

Gidr Tréi DAt 2014

Gidr Tréi Dt 2014 13 tir 20:30-21:30 ngdy 29 thing 3 ndm 2014 (gi& dja phurong).

Gidy Tréi D4t 2015

Gidr Trai dit ndm 2015 dugc t8 chirc vao ngay thir Biy, 28 thang 3, tir 8:30-9:30 gid téi theo gitr
dia phuong.

Gidy Tréi Dt 2016

Gitr Trai D3t 2016 dién ra vao ngay thir biy, 19 thang 3, tir 8:30-9:30 gid téi theo gi¢y dia phuong
tham gia. Day sé 12 ndm ky niém 10 n3m khé&i dau cba chién dich tai Sydney, Uc. Nhigu hoat dong
tai Viét Nam da duoc t8 chirc dé hudng img chién dich nay.

Gids Trél D&t 2017

Gidr Trai dat dién ra vao thir bdy, ngay 25 thang 3.

Gids Tréi D4t 2018

Gidr Trai ddt ndm 2018 sé la vao ngay 24 thang 3, tir 8 gir 30 dén 9 gior 30 t6i theo gi®r dia phuong,
@& tranh tring hop véi Thir biy Tuin Thanh cla Cong gido vao ngay 31 thang 3.

Nhimg t8 chirc ting hd
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Datal Baithuchanh 08_Result.pdf (tiép theo)

Giér Trdi Bt duwge dng hé khip thé gidi qua UNESCO®, Chromg trinh Mai trurdmg Lién Higp Quéc,
Internaticnal Trade Union Confederation, HSBC®, Woodland, CBRE Group, the Mational Hockey
League, FIFAE, UEFAT, Hilton Worldwide, Hoi NI Hurdng dao M§, Td chire Phong trao Hudng dao
Thé gidvi, Hoi NIF Huedng dao Thé gidi, Philips, IKEA, The Body Shop, ING Vysya Bank, va nhiéu
nhiéu nifa.

Xem thém

O nhifm dnh sing

Neiy Trai Bt

Neiy Mii truimg Thé gidi

Hiéu img nhi kinh'

Sir néng lén ciia khi hiu toin ciuo
El Nifio?

Tham khao

[1] T.Tign and M. Qudc, "Teen 53i thanh nd nie dap xe huding rng Gity Tréi d8t,” 21 3 2010. [Online]. Available:
hittpsz/fione. vnexpress. netftin-tuc/ nhip-song/fteen-sai-than h-no-ruc-dap-se-huong-ung-gio-trai-dat-2157873 . html.

[2] M. &wveling. "Earth Hour's bright lead-up,” 28 2 2009, [Dnline]. Available:
http: s thestar.comMewsfGTAS article /524450,

3] A. Khoa, = Gir Trdi 98t ndm 2010 didr ra mgay 273,717 12 2009, [Online]. Available: https:fvrexpress.nettin-
tugfkhoz-hocfchuyer-lafgio-trai-dat-nam-2010-dien-ra-ngay-273-2151230.html.

[4] "Timeline for Earth Howr 2013," 18 4 2013, [Dnline]. Available:
httpsz/ivwew.earthhour.orgfsites/ defa ultffiles/Earth3%20Hour’: 202013 _Story$20Timeline_FINAL_For3:20Media.pdf.

T8 chirc Gigo duc, Khea hoo va Van hda Lién Hisp quéc
U T4p doan tai chinh HS&C

E Lién doan béng d& thé gidi

FLién doan béng dd chau Au

* Hién tugng nghEn nhigt trong b khi guyén cha Trél Bt
2 Hién tirong nurdc bidn nong En
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Data2_Baithuchanh_08 Result.pdf

Gioy Tréi Dt

Glér Tral D4t (téing Anh: Eartn Hour) |a mét s kién quic
té hdng ndm, do Quj Quic té B3 v Thién nhién (Works
Wilgiife Fung) khuyén cic hd gla dinh va co s& kinh
doanh tit dén didn va cic thidt bj dkn khing nh hudng
I6m déin sinh hoat trong mét gk ding hd vao Kic 8h30
dén 9h30 t6l (gitr dja phurong) ngly thir by cull cing
clia thing ba hang ndm. 85t @3y tis ndm 2007 & Sydney,
56 ngut tham gla chi cd 2 trifu ngutn. Nher cic phwong
tién truyin thdng, s8 nguol ndm 2008 1 50 tréu va ndm

thanh phé. Nim 2010 c6 126 nudc tham gla. Nam 201113 ngay
26 thing 3 ndm 2011 va ndm 2012 I3 31 thing 3 ndm 2012.

Muc Iy

Bidu trung chinh thirc

Logo clia chuong trinh dugc xdy dung tir nén bin 3B da clu, cit bét 56 60 13 con 58 phit kéu got
tit dn. Hidn nay logo cia Gir Tril Dt duoc thém diu "+ sau 56 60 vol y nghla G Trdl Dt
khéng chi dimg |31 & 60 phut ma con hon thé nia.

Muyc dich

Mux dich ciia sy kién ndy nhim @ cao vibc tit kibm dién ning va vi vdy Bim gkim hrong khi thid
CO:*, mdt khi gly ra hibu Ung nha kinh va nhdm dinh déng s chd ¥ clia mol ngudt ol y thirc
bio wé méi trutmg. Ve ndy cling ghip lam gim & ntebm dnh sing, va trong ndm 2008, su kién
ndy cling tring khop voi thot glan bt dBu clia Tuln I Quic gia vi B3u trot 18l (Watione! Dork Sky
Weak) & Hoa Ky.

Gy Trél D4t qua céc ndm
Gl Trél Dt 2007

Gir Trid ©3t 2007 duoe t8 chire tal thanh phé Sydney cla Uc, lic 7:30 chidu theo gty dja phuong.
Chién dich nay @3 lam gidm 10,2% sin luong dién bing 48.613 chiéic xe 816 trén duong, glim

i TRUNG Otinm e H 24,86 tn khi CO:.
MU DK ? i
Gy TRAI DAY QUA CAC NAM b3 GRyTrél 2008
G T 0 2007, 2 Trang web chinh thie cho cic sy kién ndy, &3 nhin duoc trén 6,7 tribu luot truy cdp chi trong
G T 0 2008, 2 @i tudn huong tol Gio Tral D31, MOt s trang web khic cling tham gia sir kién ndy, don o, trang
G T 01 2009, 3 chi: cia Google khi Sy dung nén trang mau den vai khiu hiéu "Ching téi 43 tit dén. By gio dén
Gad T 0 2030 3 lurot ban. Gior Trdl Dt".
G T s 2011 4
o T 0l 2013 4 Vén 35 quiic gl trén khip th giol tham gia nhu gin cich chinh thi v trén 400 thinh phé ciing
God T 0l 2034, 4 hd trg, Gio Tral Dt 2008 d3 13 mét su thanh cong Iom, t6 chur trén tit ¢ cac luc dla. Cic tod
G T 2015 4 nha, dém déin ciia nhidu thinh phé trén thE gol 43 tit cic thidt bi chifu sing khing cin thiét
G T 0 2016, 4 clia ho dé hudng Ung, trong d6 bao gdm: Empire State Bulding (Thanh ph& New York), Sears
Gad T s 2017 4 Tower (Chicago), Ciu Céing Ving (San Francisco), Bank of America Plaza (Atlanta), Nha hit Opera
Gad T 00 2018, 4 Sydney (Sydn: ala), Wat Arun Buddhist Temple (Bangkok, Thalltand), DSy truomg La M3
" (Rome, ¥), Royal Castle (Stockholm, Sweden), Toa thy chinh Ludn Dén (Anh), Space Needle
NHONG 16 CHC NG WO $ (sesttie), Thap CN [Toranto, Canads).
XEM THEM, s
—— . Luromg dién va khi CO: glim
* i Carbon dhauke
Nhiing t8 chirc dng hd Tham khdo
Gy Trél Dt duoc Gng hd khip thi gidl qua UNESCD', Chwrong trinh Ml truémg Lin Higp Quéc,
Intemnationsl Trade Union ion, HSBC!, W CBRE Group, the Netional Hockey 11 ‘-“:‘-m“"'"“‘::illemﬁﬂ:

Lesgue (4], FIFA®, UEFA®, Hilton Worldwide, HOI NI Huong dao MY, T8 chire Phong trao Hudng
@30 The géi, HHI NI Hudng dao Thi gidl, Philipz, IKEA, The Body Shop, ING Vysys Benk, vl nhidu
nhilu nira.

Xem thém

O nhalm anh sing

Ngay Trdl D&t

Ngay M trirong Thé got

Higu rng nha kinh*

Sy mang lén cda khi hiu toan cdu
El Nifg*

CRC I

* Habe turenyg cghin shidt trong blu b qudn cie Trl 06
* Fain tuong mad e nanyg bin

12] A Khaa, * Ghér Trai dlit ridem 2000 il ra ngdy 17,7 17 12 2000, |Osbise]. g dhas-
B2 yendulhe-trab-dac-n - 10 13- Seen-ca-nga 1T 1AL B,

13] T.Tanang M. Qullc, "Tean S thinh nd sdx dap w husng éng Go Tril dlk,” 21 1 2310, [Crdre|. Asilsble:

Py — -y 2157070,

4] “Timabine for Carch Wour 2013, 38 4 2011, |Ondine]. Avallatie:
i to. 3 Stor  FINAL_Forti0bedia gt

T8 chire Gues due, (e hoe vt Viln hia Libn Hidp Quic
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BAI THUC HANH ON TAP

Yéu cau: Hoc sinh tao thu muc Lop_HoTen tai 6 Z:\ dé luu bai tap.

SANG CHIk

n Coyle, chi

not oo so
nc tai
regon ({MF)
timg d6i mi bao hiém
bing gd do éng sing ché
vao cudi nhirng nim 1990
khi dao choi bing Thu},rén
kayvak.

Chiit liéu chi véu cua loai

mil bao hiém nay 1a tir gd

BAI ON TAP 01:

MU BAO HIEM BANG GO

Pd cd nhiéu sdn phim viea sang trong vira thin thién

mdi treedng vai thin ve dwge ldam bang gé nhir fai nghe,

mdy nghe nhac MP3 vi ca khung swim xe dap... Lin

ndy di co thém mii bdao hiém.

linh sam Douglas say khé
hodc nhitng loai g& dic
dao khac cho ngudi ding
khing muén dung hing.
Goyle ding phin mém
CAD dé tao dang va diéu
chinh kich c& thy theo

lop dém chong s6c, thin
g6 bén ngoai dugc bao
phu thém chit epoxy va
polyurethane dé lam bong
va chéng triy xwréc.

Hién di cd ba mau mi bao

hiém gd va ching co thé

khich hang, k€ tufp 12 sin tity chinh theo nhu céu cu

xuit mil tir gd nguyén khoi thé ciia ngudi ding, gid
duge deo got ti mi hodc ban s& tir 265 - 350 USD.

ding nhiéu khbi gd rap lai (Theo Gizmag)

vl nhau. Bén trong mii la

/ Theo ban tic dung co bin cia mii bao hiém la oi? \
: 1. Giam va ddp va hip thu chin déng do va dip ....ccooeeeviieiecisiessisnns O Béng vw/Khéng :
\ 2. Giam nguy co gay chén thurong S0 A . . . | Df}ng v Khding J

Thuc hign cac yéu cau sau:
1. Binh dang & trang: Top: 0.4”; Bottom: 0.4”; Left: 17’; Right: 0.8”; Ap dung Font:
Times New Roman; Font size: 13 cho toan bo tai liéu.
2. Chén chir nghé thuat WordArt vai ndi dung nhu dé véi cac yéu cau sau:
a) Sir dung mau Fill — Red, Accent 2, Outline — Accent 2;
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b) Wrap Text: In Front Of Text.
c) Text Effects: Red, 18 pt glow, Accent color 2.
Nhap vin ban thd vao tai liéu va thuc hién dinh dang theo yéu cau sau:
3. binh dang Line Spacing 1.5; Khoang cach gitra cac doan Before: 6pt; After: Opt.
4. Chia van ban thanh 3 cot.
5. Phong to ky tu dau doan thi 1, dinh dang nén cho ky tu phéng to.
6. Chén hinh (hoc sinh c6 thé chén hinh tly ¥) vao vi tri nhu trong dé bai.
a) Wrap Text: Square.
b) Biéu chinh kich thu6c anh: Heigth: 1.6”; Width: 2”
7. Chén Shape hinh chir nhat va nhap liéu vao vi tri nhu trong dé bai
a) Binh dang Wrap Text: Square.
b) T6 mau nén cho hinh chit nhat 1a mau téi; mau chit 1a mau sang.
8. Cheén Shape hinh chit nhat gdc tron (Flowchart: Alternate Process) vao cubi tai li¢u
a) binh dang Wrap Text: Tight.
b) T6 dudng vién mau do (Red); Weight: 3pt; Dashes: Dash.
9. Ap dung Numbering va dit Tab (Kiéu Tab: Right; Diém duing: 6.5”) cho dit liéu trong
hinh ch@r nhat goc tron.
10.Chinh sira vin ban dé ¢ tai liéu gidng nhu dé bai.
BAI ON TAP 02:

Theec hign cac yéu cdu sau:
1. Binh dang I& trang: Top: 0.8”; Bottom: 0.8”; Left: 0.8”; Right: 0.8”; Ap dung Font:
Times New Roman; Font Size: 13 cho toan bo tai liéu.
2. Cheén chir nghé thuat WordArt véi noi dung “QUY NHON” vao vi tri nhu dé bai véi
C4C YU CAu sau:

a) Str dung mau Fill — Orange, Accent 2, Outline — Accent 2;

b) Wrap Text: In Front Of Text.

c) Text Effects: Blue, 18 pt glow, Accent color 5.

d) Pinh dang mau nén cho chir WordArt, Text Fill: Red.
3. Nhap 5 doan vin ban vao tai liéu, dinh dang Line Spacing 1.5; Poan dau tién “Quy
nhon 1a mét...” First Line Indent: 2.5”; Hanging Indent 1.5”; Right Indent: 0”.
4. Binh dang chia cot cho 4 doan con lai (chia 3 cot), t6 mau nén cho doan thir 5 (Orange).
5. Phong to ky tu dau doan cho doan thir 2 véi cac thudc tinh:

a) Line to drop: 3; Distance from text: 0.1”

b) Binh dang nén cho ky tu duoc phong to.
6. Chén hinh va dinh dang theo yéu cau sau (hoc sinh ¢6 thé chén hinh tly y):

a) Wrap Text: Square; Vj tri: nhu dé bai.

b) Biéu chinh kich thuéc hinh: Heigth: 1.8”; Width: 4.3”.
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QUY NHON

Ouy nhon li mr thanh phd ven bién mién Trung Vigt

Nemr wi L trumg tidor ki té, chinh tri, vin hia, kvoa hoc k7 thaar
v dlu fich cia tink Bink Binh.

uy Nhon duoc
hinh thénh tir rét
S0P, thudc
ving dat Pang Trong, xir
Thuin Quing Cach day
trién 400 nim di xuat hién
phia Quy Nhon, Ving dat

Fllak 00 KF O - Eo g

niay di oo lich sir hinh cho dién mao Quy Mhon (uy Mhon 43 deoe tho
thanh phat trién cang vl thay doi. tirdmg  chinh pha  cing
nén vin hoa Cham Pa tr Mam 1898, vua Thanh nhin la d6 thi loal I trre
the kv X1, dud wricu dad Thai ra Chi dy thanh lap thudc tinh vao ndm 2010
nha Tay Som va cang Thi th1 x3 Quy Nhom, do th v diroe binh chon la diem
Mai tir diiu the ky XVIIL tinh ly, ld mit trong nhimg dén hang din Béng Mam
Do wi i dia Iy, didu dé thi hoat ding thurong A b mp chi do lich
kién tir nhién. xd hdi va mai v mudc ngoal kha Rough Cuides cua Anh
tac déng sy phat tridén cig sam uat lic bay i vao ndm 2015
nén cong nghiép phuong Vim su  phat tnen
Tay wio the ky MNIX lam khéng ngimg cua minh,

Ban khéng cin phai din do nén di du lich Quy Nhon vao thii gian ndo, bai lic nio ciing
déu la then difm li arimg.

DONG TAY NAM BAC
Bitn Béng Huyén Tuy Thi x3 Séng Cau, Huyén Tuy Phanic,
Phunic tinh Fhi Y én Huyén Pha Cat

7. Chén Caption cho hinh véi néi dung: “Hinh 1: Ky Co - Eo Gid”.
8. Chén Table ¢ cudi trang va nhap liéu.

a) Ap dung Table Style: grid Table 4 — Accent 2.

b) Binh dang lai kiéu nét k& cho Table nhu d& bai.
9. Chén khung trang véi céac thuoc tinh: Color: Orange; Width: 3pt.
10. Chinh stra van ban dé c6 tai liéu gidng nhu dé bai.
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BAI ON TAP 03:

A > \ A
De tro thanh Luat sw

é tré thanh Ludt su tai Viét

| Nam, mdt cd nhan cé thé mét

A mét thoi gian it nhét 1a trén
6 nim vi phai hoan thanh cac khoéa hoc,
chuong trinh hoc, tap su, kiém tra theo quy
dinh.

Dé tros thanh Ludt sur thi yéu té dau tién
can dap (mg la céng dan Viét Nam. Tuan
thi Hién phap va phap luit va c6 phim chit
dao dire tét.

Yéu t6 thir hai la c6 bing cir nhin Luat.
Hién nay, ¢ nudc ta cé ciac truong luit,
khoa ludt dao tao cir nhdan nganh ludt cho
cac ban sinh vién c6 mong muén lam luét

sir hodc cic nganh khac trong hé théng Tu

- C6 bing cir nhan Luat

- C6 bang t6t nghiép chuong trinh dao tao Ludt su
- Tréi qua ky tap su tai T4 chirc hanh nghé Lujt su
- Dat diém tai ky kiém tra hét tap su hanh nghé Luit su
. Cép chimg chi va gia nhip doan Luat su, cip thé hanh

nghé Luat su

CAC DIEU KIEN CO BAN DE TRO THANH LUAT SU

phap Viét Nam. Trai qua 04 nam dai hoc,
dap tmg duoc cac diéu kién tdi thiéu va bit
budc cua nha trudng s& duge cap bing tot
nghiép cir nhan ludt.

Sau khi bdng cir nhén luat ciac ban sé&
tham gia vao I6p dao tao luat sur tai hoc vién

tu phap, trai qua thoi gian tap su hanh nghé

luat su, bd tu phap sé& két hop to chirc luat

sir tién hanh kiém tra két qua tap su hanh

nghé, sau khi trai qua cac ki thi s& duoc cap

gidy chimg nhin hanh nghé ludt.

Diéu kién dé hanh nghé luat su can dap
img du tiéu chuin hanh nghé luit su, cé
chirg chi hanh nghé ludt su va gia nhép

mot doan ludt sur trén lanh thé Viét Nam.

Thuec hién c4c yéu cau sau:
1. Binh dang I& trang: Top: 0.6”; Bottom: 0.6”; Left: 17’; Right: 1”; Ap dung Font:
Times New Roman; Font size: 13 cho toan bo tai liéu.
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2. Cheén chit nghé thuat WordArt véi noi dung nhu dé véi cac yéu cau sau:

a) Sir dung mau Fill — Gold, Accent 4, Soft Bevel, Font Size: 36pt.

b) Wrap Text: In Front of Text; Text Effects: Blue, 18 pt glow, Accent color 1.
3. Chén Shape duong thang (Line) vao vj tri nhu trong dé vai cac thudc tinh (Wrap Text:
In Front of Text; Shape Outline: Orange; Weight: 3pt).
4. Chia van ban thanh 2 c6t vai d6 Ion cua cac cot Width: 3.1”; khoang cach gitra cac cot
Spacing: 0.3”.
5. Phong to ky tu dau doan cua doan dau tién véi cac thuoc tinh (Line to drop: 3; Distance
from text: 0.2”), dinh dang nén cho ky tu dugc phéng to.
6. binh dang nén mau cam cho doan vin ban (Sau khi bang ct nhan luat...).
7. Chén Table va diéu chinh dé c6 ciu tric gidng nhu dé bai; Ap dung Table Style: Grid
Table 5 Dark — Accent2 cho Table vira tao.
8. Pinh dang Paragraph cho tat ca cac & trong Table: Line Spacing: Single; Before: 6pt;
After: 6pt. Nhap liéu vao céc 6 trong Table.
9. Chén hinh vao 6 bén phai trong table (hoc sinh ¢ thé chén hinh tuy y). Diéu chinh
kich thudc anh: Heigth: 2”; Width: 1.8”
10.Chinh sira van ban dé ¢ tai liéu gidng nhu dé bai.

BAI ON TAP 04

Theec hign cac yéu cdu sau:
1. Binh dang I& trang: Top: 0.6”; Bottom: 0.6”; Left: 17’; Right: 1”; Ap dung Font:
Times New Roman; Font size: 13 cho toan bo tai liéu.
2. Cheén chit nghé thuat WordArt nhu dé bai véi céc yéu cau sau:

a) Sir dung mau Gradient Fill — Blue, Accentl, Shadow.

b) Wrap Text: In Front of Text.

c) Text Effects: Half Reflection, touching.
Nhap vin ban va thuc hién dinh dang theo yéu cau sau:
3. binh dang Line Spacing 1.5; Khoang cach gitra cac doan Before: Opt; After: Opt.
4. Chia van ban thanh 2 cot véi duong thing ¢ gitta, do 16n cot 1 Width: 3.6, khoang
cach gitra cac cot Spacing: 0.5”.
5. Ap dung dinh dang liét ké (Bullets) cho cac doan vin ban & dudi cac tiéu dé (PO
VOl..)).
T6 mau nén (Blue) cho cac tiéu d& nhu trong tai liéu.

7. T6 mau nén (Orange Accent 6) cho doan van ban (“Mang lai nhiéu co héi...”).
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LOI iCH CUA BAI THI MOS

POI VOI NGUOI TIM VIEC

« MOS giup noi bat dé gianh duoc cong viéc ma
mong mudn. Mét nghién ciru cho thdy cac img
vién co chimg chi MOS khong nhimg tim duoc

cong viéc nhanh hon ma thu nhép cua ho ciing

cao hon.

« MOS la chirng nhén rd rang nhét cho viéc da

duoc dao tao thanh thao vé chuong trinh tin

hoc van phong cua Microsoft.
o Timkiém co hoi thang tién.

POI VOI SINH VIEN

« MOS la chirng chi dianh gia ky
ning nghé nghiép dugc cong
nhan trén toan cau.

« Ching minh dugc nang luc sir
dung may tinh dic biét trong
moi trudng lam viéc.

e Chimng chi MOS c6 gia tr1 vo
thai han.

« Ngay sau khi hoan thanh bai
thi, thi sinh s& biét diém va c6

thé tai vé chimg chi online

trén

website:

www.certiport.com ¢ ma Xac

nhan.

- | ———————
Dua chuong Trién khai giing ! .
trinh MOS |} day chuong trinh To chire thi

vao chwong |B Tin hoc dai cuong trén phiin

mém GMetrix

\

trinh chinh theo chuong trinh

\ khoa \ MOS

8. K& khung cho doan cho doan vira dugc t6 mau nén ¢ cau 7.

| ——————
To chire thi
online dé liy
chimg chi
MOS

9. Chén SmartArt: Block Process vao vi tri cudi trang, dinh dang theo cac yéu cau sau:

a) Thay doi chiéu cao cua so do SmartArt 1a 2.8”, chiéu rong 13 6.5”.

b) Binh dang Wrap Text: In Front of Text.
c) Change Color: Colorful Range — Accent Colors 2 to 3.
d) SmartArt Styles: Polished.

10.Chinh stra van ban dé c6 tai liéu giéng nhu dé bai.
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BAI ON TAP 05
MUC LUC

GIO1 THIEU VE MOS
1. MOS la gi?
2. Lgiich ciia bai thi MOS

2.1, DEi VO NZEST TN VIBC oottt ces et sesass st sems s esesesene s 2

2.2, DO VO SINN VBN (oo ettt et e sn e e 2
3. Chimg chi 2

GIOT THIEU VE MOS

1. MOSlagi?
MOS: Microsoft Office Specialist 14 bai thi dinh gia k¥ ning tin hoc van phong
durgre sir dung rong rii nhét trén thé gidn vin hon 1 triéu bai thi duge t6 chire hang nim.
2. Lgiich cia bai thi MOS
Puroge cong nhan rong rii trén thé gidi, ching chi MOS gitp chimg té duoc ning lc
mét cach d& dang. MOS la c¢6ng cu hiru hidéu dé khing dinh ban thén va tién xa hon trong
modl trromg hoc tdp va lam viéc canh tranh.
2.1. Ddi vdi nguwrdi tim vige
« MOS la chimg nhin rd rang nhit cho
viéc di duoc dao tao thanh thao vé

chuong trinh tin hoc van phong cuia
Microsoft.
« Tim kiém co hdi thang tién.
« Khing dinh vi thé tién trong céng ty nhr mét chuyén gia tin hoc van phong.
2.2. Pbi véi sinh vién
« MOS la chimg chi dinh gid k¥ ning nghé nghiép duoe cong nhin trén toan ciu.
» Chimg minh duge ning hue sir dung may tinh trong mdi trrdomg lam viée.
3. Chimng chi
Chirng chi MOS cé gia tri vo thai han.
Thi sinh hodn thanh bai thi nido s& co chimg chi eia bai thi dé.
Ngay sau khi hoan thanh bai thi, thi sinh s& biét diém va cé thé tai vé chimg chi online

trén website: www.certiport.com ¢d md xac nhin.

Nhdp véin ban va thuc hién dinh dang theo yéu cdu sau:
1. Binh dang I& trang: Top: 0.5”; Bottom: 0.5”; Left: 17’; Right: 1”; Ap dung Font:
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Times New Roman; Font size: 13 cho toan bd tai liéu.
2. binh dang Line Spacing 1.3; Khoang cach gitra cac doan Before: Opt; After: Opt.
3. Str dung Style Heading 1 (Font: Cambria, chit in hoa, Bold, size: 16; Paragraph: Line
Spacing: 1.5, Before: 10, After: 0) cho tiéu dé cip 1 (“GIGI THIEU VE MOS”).
4. Str dung Style Heading 2 (Font: Times New Roman, Bold, size: 13; Paragraph: Line
Spacing: 1.5, Before: 6, After: 0) cho tiéu dé cip 2.
5. Str dung Style Heading 3 (Font: Times New Roman, Bold, Italic, size: 13; Paragraph:
Line Spacing: 1.5, Before: 6, After: 0) cho tiéu dé cap 3.
6. Ap dung dinh dang chi myc (Numbering) cho tiéu dé cap 2 va cap 3.
7. St dung Table of Contents tao muc luc ¢ dau tai liéu.
8. Chén chit nghé thuat WordArt “MOS-WORD” véi cac yéu cau sau:

a) Sir dung mau Fill — Orange, Accent2, Outline — Accent 2.

b) Wrap Text: Square.

c) Text Effects: Orange, 11 pt glow, Accent color 2.

d) T6 mau nén cho Shape chira chit WordArt Shape Fill: Gray-25%, Background 2.
9. Chén Shape dudng thang (Line) vao vi tri nhu trong tai liéu.

a) binh dang Wrap Text: Tight.

b) T6 dudng vién mau d6 (Red), do rong 3pt.
10.Chinh sira van ban dé ¢ tai liéu gidng nhu dé bai.
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TAI LIEU THAM KHAO

+ Microsoft Office Word 2016 - Trung tam IIG Viét Nam
+ Tai liéu giang day Tin hoc Trung tdm tin hoc thudc Truong Pai hoc Ton Puc Théng
+ Tai liéu giang day Mos — Thay Nguyén Thanh Khuong giang vién Dai hoc Luat Tp. HCM

+ MOS 2016 Study Guide for Microsoft Word - Joan E. Lambert

Trang 126



> Trwong THPT Nguyén Khuyén

MOS & CONG CU ON LUYEN THI MOS (Gmetrix)
MOS

1. GIOI THIEU

MOS (Microsoft Office Specialist) 1a bai thi vé& ky ndng Tin hoc Van phong duoc trién khai boi
Tép doan khao thi Tin hoc hang dau thé gidi — Certiport (Hoa Ky) va dang dugc ap dung trén 150
qudc gia va vang lanh tho trén thé gi6i. Bai thi MOS dugc thue hién truc tuyén trén 27 ngdn ngi
va di dugc Viét hoa, v6i trung binh 280.000 bai thi mdi thang duoc t6 chiic thong qua hon 12.000
trung tam duoc uy quyén chinh thirc cua Certiport.

Chtng chi MOS do chinh Téng Giam ddc Microsoft ky tén va c6 gia tri v thoi han trén toan cau.
Tai Viét Nam, Chimg chi MOS d3 duoc BO Thong tin va Truyén thong coéng nhin twong dwong
chuén k¥ ning CNTT nang cao quy dinh trong thong tu 03/BTTTT-CNTT cua B Thong tin va
Truyén thong.

Nhiéu truong THPT trén ca nude da trién khai chuong trinh ddo tao va thi 1iy chimg chi MOS cho
hoc sinh. Ching chi MOS ciing dugc nhiéu trudng Cao dang, Pai hoc uy tin trén ca nudc chon lam
chuin dau ra cho sinh vién t6t nghiép. Pic biét, nhiéu Tap doan, Tong cong ty va Doanh nghiép
16n & Viét Nam dang st dung MOS lam tiéu chi danh gia k¥ niang Tin hoc trong tuyén dung nhan
su dau vao va danh gi4 can bd nhan vién.

2. LQI iCH CUA CHUNG CHI MOS 2016

+ Hé théng Chung chi MOS 1a thudc do chuan Quéc té vé mirc do sir dung thanh thao méy
tinh, dwoc cong nhan trén toan the gi¢i va co gia tri vo thoi han.

+ Hoc sinh c6 chitng chi Mos s& dugc mién hoc cac ching chi Tin hoc lién quan trong chuong
trinh General Education khi di du hoc hodc hoc cac chuong trinh du hoc tai chd tai Viét
Nam.

+ Lam chu nhiing k¥ niang dé thyc hién nhiing ing dung va phat trién tét trong thoi dai cong
nghé so.

+ DPuoc cong nhin twong dwong chirng chi ing dung CNTT co ban ¢ Viét Nam va chirng
chi Nghé THPT theo quy dinh cua B Gido duc

+ Khang dinh trinh ¢ ngang bing hoc sinh cling cip & Hoa Ky va chinh phuc chuan dau ra
Tin hoc tai nhiéu truong Pho thong, Trung cdp, Cao dang, Pai hoc.

+ Tang muc luong ki vong va co héi nghé nghi¢p trong tuong lai — Mang lai nhiéu lgi thé
trong viéc tuyén dung va dé bat nhan sy trong to chic.

3. CAC CAP PQ CUA CHUNG CHI MOS 2016
Céc cap do bai thi:
+  Cép do Specialist: Chirng nhan cac k¥ ning co ban trong cac phan mém Microsoft Office:
Word, Excel, PowerPoint, Access, Outlook.

+ Clp do Expert: Chimg nhén cac k¥ ning nang cao trong Microsoft Word va Microsoft

Excel bao gdbm Word Expert va Excel Expert.
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+ Cap d6 Master: Ching nhan ky ning toan dién, chuyén sau nhat vé st dung phan mém
Microsoft Office; yéu cau 4 bai thi nhu sau: Word Expert, Excel Expert, PowerPoint va 1
trong 2 bai thi Outlook hodc Access.

4. CHUNG CHI MOS

+ Thi sinh dat diém yéu cau (tir 700/1000 diém trd 1én) s& nhan duoc ching chi MOS c6 gia
trj trén toan thé gidi do Microsoft cap.

+ Thi sinh c6 thé thi lai néu chua dat diém yéu cau dé 13y chimg chi. Tuy nhién, cac lan thi
ctia ban phai sir dung duy nhit 1 tai khoan.

+ Chung chi MOS: ban mém c6 thé tai vé truc tuyén st dung tai khoan Certiport ca nhan va
ban ctng duoc giri truc tiép tir Microsoft Hoa Ky vé Viét Nam, thi sinh nhan chimg chi ban
cling tai cac dia diém dang ky thi.

Maiu chitng chi MOS

* Microsoft Office
g Specialist

Your name here

successhully completed the requirements 10 be recognized at » Microsoft Office Specialist for
Crice Woed JU30 Lapet

Office PowerPoint® 2010 ot i~

M3 chimg chi

e2e3-FV7w

Thi sinh c6 thé nhap Ma ching chi vao website www.verify.certiport.com dé kiém tra tinh xac thuc
cua chung chi dugc cap.

CERT|PORT'

Global Credential Verification

Nhap Mi chimg chi
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> Trwong THPT Nguyén Khuyén
I1. CONG CU ON LUYEN THI MOS

1. PHAN MEM THI THU MOS GMETRIX SMS (SKILL MANAGEMENT
SYSTEM) o
Phan mém
MOS Gmetrix SMS 1a cong cu h trg 6n, luyén thi Luyén thi THVP MOS
chimg chi tin hoc van phong Quoc t€ MOS (Microsoft

Office Specialist). Ban c6 thé luyén t§1p, thi thor MOS /-\

truc tiép khong gidi han trén phan mém. B¢ stir dung ®

duoc phé‘ln mém ban cAn mua Code Access tir hé G M E TR l X
théng Gmetrix. Bai viét ndy s& hudéng dan ban kinh Skills Management System
nghiém st dung phﬁn mém Gmetrix mot cach hiéu

qua nhét

2. CACH TAI VA CAI PAT GMETRIX CHO MAY TINH

Ban vao link sau dé tai phién ban méi nhit cia Gmetrix SMS. G METRI X“
Tuy vao may ban dang sir dung ma ban chon tai phién ban danh cho
Windows hodc phién ban danh cho Mac nhé.

Skills Management System

[Username I

Sau khi download Gmetrix phién ban maéi nhat xong, ban click
vao file .exe, chon Install dé cai

lPassword I

[Enghsh ']

3. HUONG DAN SU DUNG PHAN MEM THI THU | DD

GMETRIX PE THI THU BAI THI MOS Forgot your password?
Déng Nhép VéO Gmetrix SMS Trén Méy Sign in with anclljisling provider.
Nhép username, mét khau -> Sign in dé dang nhap vao tai khoan ~ =
Gmetrix cta ban. Ban c6 thé lya chon ngén ngilt ciia phan mém, nhu 9 =
trong anh dang dé¢ ngon ngir 1a English (tiéng Anh). e L
b

Sau khi dang nhap xong, ban da c¢6 thé vao trang Dashboard ctia
Gmetrix:

GMetrix SMS7 v7.0.25

G METRIX A Tinhocmos edu.vn

Tests

Courses

Books @ Start a New Test [3) Study Guides Courses

Study Guides

Redeem

Tell Me About This Page
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> Truwong THPT Nguyén Khuyén

Céch bt dau 1am bai thi thir Mos trén phan mém Gmetrix
B1: Bat dau mét bai thi mgi
Céch 1: Tai trang chu (muc Dashboard), chon Start a new test.
Céch 2: Tests -> New Test
Lueu y: Méi lin bit ddu bai test méi dwoc tinh la 1 lan thi thiv
— Trang Take a Test hién ra, ban co thé chon ngon nglr cua bai test tai phﬁn Language.

— Chon phién ban Office cua bai test. Luu y 1a ban thi phién ban nao thi chon dung phién
ban do6 (ciling 1a phiép ban dugc cai trén may ban). Pac biét 1a may ban chi nén cai dat 1
phién ban Office dé tranh xung dot khi st dung Gmetrix.

B2: Chgn mén ma bgn muén thi

B3: Chen ché dj thi — Training Mode hay Test Mode

Nhiéu ban héi phan mém thi thir Gmetrix c6 2 ché d¢ thi khac nhau, vay su khac biét & day 14 gi,
va nén chon phién ban nao?

GMetrix SMS7 v7.0.25 —, g

G METRIX A Tinhocmos eduvn Vv

Take a Test

Language:

English

Word 2016 Core Practice Exam 2

Training Mode ~ Testing Mode Questions: 35

Word 2016 Core Skill Review 1

Word 2016 Core Practice Exam 3

Questions: 35 Questions: 58

Word 2016 Core Skill Review 3
Questions: 37

Word 2016 Core Skill Review 2
Questions: 56

Ché d6 luyén tap — Training Mode s& phu hop véi nhitng ban chua viing kién thirc, hodc méi bat
dau thi thr can lam quen véi phan mém. Trong qué trinh thi, ban cé thé xem goi y cach lam bai
bang cach chon Help ¢ cudi man hinh.

e
v
Insett  Page Layout i View  Developer Q
" =T = Py e B
¥ cut Calibri I KK === - EfWapTet General - &= L,-‘_J‘X E 3 Autosum ‘%Y p
P £ Copy - Conditional F Cell |L Delete Form mFn- Sort & Find &
aste ] (e s S - > «0 00 onditional Format as el nsert elete Format ort iny
=% Format Painter TU-[H-[O-A- === |55 EMegeticenter - | § - % > |53 Formatting~ Table~ Styles~ - - | @Clear~ Filter - Select =
Clipboard il Font il Alignment = Number i) Styles Cells Editing ~
K6 v ~
A B c D E F G H J K L M N o -
]| Sports Club .
2 B4 Bascball B2 Basketball B Soccer B2 rennis B2 volieyball B Total
3 |January $ = $ = $ 4,900.00 $ - S - s 5,000.00 $ 9,900.00
4 |February $ - $ - $ 5,200.00 $ - ] $ 5,300.00 $  10,500.00
5 |March $ $ 400000 $ 600000 $ 20000 $ - $ 300000 $ 15100.00
6 |April $ - $ 460000 $ 540000 $  2300.00 $  1,500.00 $ - $  13,800.00
7 |May $  1,05000 $ 500000 $ $  1,050.00 $  1,500.00 $ $  8,600.00
8 |June $ 1,200.00 $ 6,000.00 $ S 1,200.00 $ 2,000.00 $ $  10,400.00 -
Registration Revenues | "Charts ® < 3
Ready 21 i omo- ] + 0%

®@ AA Project1/7 00:00:13 Summary Restart Project  Save Project  Grade Project

ball, B ball, and Bask

Create a Stacked Area chart that shows the registration trend from January to December for F:
Position the chart to the right of the table and change the color to Monochromatic Palette 4 (or Color 8).

MarkCompicied [NENIRRRRNN ... | o 0
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> Trwong THPT Nguyén Khuyén

Ché d6 thi thir — Testing Mode, ban s& lam bai test tuong ty nhu khi thi that, s€ c6 tinh thoi gian
1am bai (50 phut) va duong nhién 1a khong c6 goi y. Sau khi ban ndp bai thi thir, hodc néu di hét
thoi gian 50 phut, hé thong s& dong bai thi va tra vé két qua chi tiét sb diém chung va sé diém chi
tiét & moi phan. Ché do nay phu hop véi nhitng ban di 6n tap chic kién thire MOS, thi thir dé
quen véi cAu trac bai thi va giup can thoi gian hop 1y trong qua trinh thi.

B4: Lam bai thi the
MG&i bai thi s& bao gdbm 7 Project (du 4n), mdi Project s& bao gom céc task nhu bai thi MOS that.

+

+

Overview: Giéi thiéu téng quan vé Project.

Task: Cac yéu cau trong 1 Project. Sau khi ban hoan thanh xong 1 task, ban c6 thé Mark
Completed (danh d4u task da hoan thanh), Mark for review (Panh diu task can kiém tra
lai), chuyén sang céc task khac bang cach nhap vao tén task hodc chon Previous task (quay
vé task phia trudc) va Next task (chuyén sang tab tiép theo).

Restart Project: bat dau lai Project, nhitng phan ban da 1am ciia Project d6 s& bi x6a
Save Project: Luu lai Project

Summary: Giup ban xem tong quét vé bai thi, xem ban d hoan thanh nhiing phan nao va
can xem lai & dau. Khi ban mudn téi mot task hay project nao d6 mdt cach nhanh chong,
chi can chon Summary -> chon tén task -> Go

Word 2016 Core Practice Exam 1 Testing

type question name or id

Viewed Review  Complete

~ Networking

v Ice Cream

+ Rock Crawling
~ Fishing

w FusionTomo

Sau khi hoan thanh bai thi, néu chua hét gio va da kiém tra lai k¥ cang cac phan bai lam
ban c6 thé ndp bai bang cach chon Finish Test & Summary.

Cach 1am tiép bai thi Gmetrix da luu
Pé quay lai lam tiép bai thi ma truéc d6 ban chua lam xong, vao Tests -> Saved Tests
Céach xem lai bai thi cli d@ hoan thanh

Pé xem lai két qua nhing bai thi da lam trude d6, vao Tests -> Completed Tests

Chtc cac em 0n luyén va thi tat
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