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| THU THUAT QUAN Li TEP

1.1 Cach lwu tri tai liéu tw dong

T Tools chon 1&nh Options. Chon phan Save trong hdp thoai Options. B4m tré chudt vao 6
vubng trén dong Automatic Save Every. Trén dong Minutes ban duwa vao gia tri s6 chi khoang
thdi gian tw déng lwu gilr (gia tri: phat). Ban cé thé chon khoang thdi gian tir 1 dén 120 phut.
Ban ciing c6 thé chon muc Allow Fast Save dé cat gitr cac phan dwoc thay dbi trong tai liéu va
Always Create Backup Copy dé luén tao ra tép tin lwu trwéc dé khi lwu tép tin méi tu stra. Lwu
y: viéc thiét dat ché do lwu gilr tai liéu tw dong nay can thiét tép dé phai dwoc lwu gilr lan dau
tién béng Iénh Save trong File va dat tén tép tin.

1.2 Tw déng lwu tép vao thw muc da chon

Dé lwu triv tw dong céac tép trong Word vao mét thw muc ma ban da chon, ban thwc hién nhw
sau:

- Vao thwc don Tools, chon Options.

- Nhéap chon File Locations. Kich vao nuat Modify dé& chon dwéng dan thuw muc ban can ghi
tw déng vao.

- Nhép OK. OK

Nhw vay, mbi lan ban ghi (save) hodc mé (open) thi Word sé tw dong mé ra ding thw
muc ma ban da chon.

1.3 Mé, ghi, déng nhiéu van ban cung mét lic trong Word
1. M& nhiéu van ban cung mét luc
Ban thwc hién nhuw sau:
- Nhéan File > Open.

- Nhéan va gitr Ctrl roi lwa chon cac van ban trong hdp thoai Open d& mé cac van ban dé
cung mét luc.

2. Ghi va dong nhiéu van ban cung mét lic

- Nhén va giir phim Shift trong khi ban nh&p vao thywc don File.

Thuc don File s& hién thi “Save All” thay vi “Save” va hién thi “Close All” thay vi “Close”.

Chon Save All dé ghi tat ca céc file hodc Close All d& dong tat ca cac file cing mét lic.
3. Chuyén qua lai gitr cac van ban dang mé

Ba&m Ctrl — F6 dé chuyén dén van ban dang mé tiép theo.

B4&m Shift — Ctrl — F6 d& chuyén dén van ban da mé trwdc do.

Néu ban dung Office 2000 ban co thé an Alt — Tab dé chuyén qua lai gitra cac van ban
mot cach dé dang.



l.4 Thém bét danh sach tén file trong Word

Ban c6 thé thém hodc bdt danh sach tén file =l
vira thyc hign trong thyc don File bing cach: Chon | i | iom || e
Tools > Options, trong hdp thoai Options mé&i xuét View Generd | e | e | s
hién, ban kich chon General va danh dau vao 6 Gorrlapers

Recently Used File List, trong muc Entries ban nhép = P
vao mui tén lén hay xudng hoac nhap so tw ban phim L

L e Y 2 . Z. A ¥ Provide Feedback with arimation
sO file can hién thj. Cudi cung chon OK. ™ Carfim conwersian at Open
¥ Update automatic links at Open
¥ Mail as attachment

¥ Recently used file lisk: |4 E‘ entries

™ Help For WordPerfect users

™ Mayination keys for WordPerfect users

¥ allow background open of web pages

™ Automatically create drawing canvas when inserting AutoShapes

Measurernent uniks: Inches - l

™ Show pizels For HTML Features

" TH(] THUéT TgO FONT Wieh Options... | E-mail Options. .. |
Cancl

Dé maéi 1an khi vao Word thi font mac nhién 1a VnTime

Ban cé thé tao

Font == n ~ X
: moét font chir co

Font | sharacter spacinag | Text effect=s || s x. R N
- Font stale: Size dinh moéi khi s

i
Ir=gular 1

ferial] : N

; = _ = S dung Word bang
.ﬁ.r!al Elack p— Italic M
Bk i BEIA Teatic | B = cach chon Font
o e S =1 trong Format, sau

HOgN

=

Fonk color: Underline stwle: Underline color:
Abormaktic -1 [cron=2 | | SoLormatic =1 dc') Chon mét tén
EFF=cE=s . A
L T r———— — Shedow — Scnmil cans font trong Font: Ia
I Doublse skrikechrough I —ukine — &l caps H A ~
I Somerocript — Ernboee Tl Vntime va chon c&
I sSubscripk I Enarawve

font trong Size.

Prewisws

Sau dé nhap vao

Sl =l , .

nut Default. Khi

This is a TrueTwps Font. This Font wwill be used on both printer and screen . Chu’GI"Ig tr‘lnh héi
DeFaulk. . . I | =1 1 cancel 1l

ban mubn thay dbi

font mac dinh nay khéng, nhap vao Yes.



Il THG THUAT DiNH HINH VAN BaN

Ill.1 Hién thj khung pham vi gé van ban

Viéc hién thi mot cai khung ngan cach pham vi go . 1]
van ban va I8 trong Word rat tién loi khi ban g6 van | o | s ] s
ban. Binh thuwdng Word sé hién thj trén thanh thwéc vie | Genwal | Edt | eiw | save
do khoang cach gilra lé va vj tri dé gé van ban bang  swew

, < < . n ~ kh , N h‘ h F;Sta[tupTaskPaneé ¥ Smart tags ¥ ‘windows in Taskbar
thwoe do mau trang. Tuy nhién ban sé khé ma hin Fi % Anmated toxt .
dung dwoc khoang cach nay c6 can doi khong khican - T s W T FI—_li::wd hodn
lé cho nhiéu van ban. Tot nhat ban nén cho mot cai % Seresalips I™ picture placeholders
khung, lam nhw sau: Chon Tools - Options, chon  Fermating merks

. , X N a . N " Tab characters [ Hidden text
muc View, danh dau vao 6 Text boundaries va chon I cpaces B s

OK. Khi d6 trén man hinh s& xuat hién mét hinh chi I Paragiaphmarks [l
A 3 A e A A A Frint and Web Layout options
nh?t bao quan’h ‘trar’lg Var] ban ‘VO,I CaC dl'fong‘ Chan”] ¥ Drawings ’ i ¥ ‘hite space betwesn pages (Print view only)
nho. Ban lwu y la cac dwong nay khi in s€ KhONng €O I dbiectenchors ¥ vertica ruer Pint viws eny)
nén ban khong co gi phai lo ca. BBl

Outline and Mormal options

™ Wrap to windaw Style area width: IU" E‘

I™ Draftfont:  Mame: [Courier New x| sie=: |10 =l

li.2 biém dwng Tab va nhing i(ng dung
tf'Ong so_an théo Cancel |

Diém dirng Tab mac dinh 1a diém dirng Tab trai va cach déu nhau 0.5 inch = 1,27 cm. Mbi
khi &n phim Tab d& dich chuyén con trd text t&i vi tri diém drng Tab tiép theo. Va khéng phai
lic ndo cac diém dirng Tab ngdm dinh trong Word ciing thich hop véi phan van ban ma ban
can soan thao, khi dé ta can phai thay dbi hay dét lai cac diém dng Tab riéng cho phu hop véi
phan van ban soan thdo ctia minh.

Trwdc hét, phai xac dinh duoc loai Qiém dirng Tab cérl dat 1a gi ? Loai trai, gitra, phai hay
thap phan ? Thém vao do, can phai biét vi tri cua tirng diém dirng Tab trén thwde. Co 2 cach
dat diem dwng Tab:

1. Dét diém dirng Tab trén thwéc bang chudt
- Dat con trd text tai Paragraph can dat diém dwng Tab.

- Kich chudt vao hop nhé nam & goc trai cla thuwoc dé xac dinh loai diém dirng Tab. Bon
loai diém dirng Tab sé xuat hién lan lwot theo th tw sau: trai, gilba, phai, thap phan.

- Kich chuét tai vj tri cAn dat diém ding Tab trén Ruler.
- Lap lai cac budc 2-3 dé dat cac diém dirng Tab khac néu can thiét.
2. Dat diém dirng Tab bing thwec don
- Dat trd Text tai Paragraph can dat cac diém dirng Tab.
- M@& thwe don Format, chon 1énh Tabs.
Trong hdp Tab Stop Position gé vi tri cGia diém dirng Tab sé& xuét hién trén thwéc.

- Trong hdp thoai Alignment chon mét trong 4 kiéu déng hang cua Tab (Left — trai, Center —
gitra, Right — phai, Decimal — thap phan).

- Trong hop thoai Leader chon mét trong bdn kiéu ki tw dan Tab.
- Kich nut Set.

- Hay lap lai bwdc 3-5 néu mubn dat cac diém dirng Tab khac.



- Kich chon OK.

_Hay bo diém dirng Tab, khi khdng can toi mét s6 diém dirng Tab da dwoc dat trwdc, ta co
thé x6a chung di bang cach sau:

- Tao khdi cho cac Paragraph muén bd cac diém dirng Tab

- Lam mot trong hai cach sau: Dung chudt kéo cac diém dirng Tab can huy trén thwoc ra
vung soan thdo hoac M& hép thoai Tabs, kich chon diém dirng can xda trong hép Tab Stop
Position va kich vao nut Clear.

L&p lai qua trinh dé xda cac diém dirng Tab khac néu can thiét. Cubi cung, kich vao nut OK.

Trong trwdng hop go doan van ban méi ma khong can dung toi toan bd cac diém dirng Tab
cua doan van ban trwgc do hdy xoa tat ca chung bang cach nhan mé hop thoai Tabs va kich
vao nut Clear All va kich tiep vao nut OK.

lll.3 Dung Iénh Iap trong Word

Ban co thé yéu cau Word thic hién lai cac thao tac ban vira thuc hién (ttec 1a thie hién lai
mot 1an hay nhiéu lan nra) hdy nhap dung cac ki tw ban vira gé trong van ban.

s G0 chi¥, cau hay doan van ban
e Duwa con tré t&i vi tri 1ap lai
« Chon Edit > Repeat Typing (hoac nhan F4 hay Ctrl - Y).

Ban c6 thé thyc hién Iénh nay nhiéu Ian dé thuc hién cung moét thao tac. Néu mubn hiy
Iénh, chon Edit = Undo Typing.

lll.4 Cac phim dinh dang nhang trong Word

Ban c6 thé s dung phim Ctrl két hgp voi mét vai phim khac dé tao thanh cac 1énh thuc hién
cac thao tac ma khéng can dung chudt hay vao thyc don.

1. M@ va ghi van ban

M& mot tai liéu moi Ctrl - N
Ghi mot tai liéu Ctrl - S
M& mot tai lieéu da cé san Ctrl- O

2. Dinh dang nhanh doan van ban

Can gilra Ctrl-E
Can déu hai bén Ctrl — J
Can theo 18 trai Ctrl— L
Can theo 1& phai Ctrl - R
Lui vao tir 18 trai Ctrl— M
Khoi phuc lai 1& trai Ctrl — Shift - M




3. Sao chép, cat va dan

Sao chép van ban hay dé hoa da chon Ctrl-C
Cét van ban hay d6 hoa da chon Ctrl — X
Dan van ban hay db hoa Ctrl -V
4. Thay dbi font
Thay dbi font Ctrl — Shift - F
Thay dbi c& font Ctrl — Shift— P
Tang c® chiy Ctrl — Shift ->
Giam c& chiv Ctrl — Shift -<
Tang c& chir theo diém Ctrl — |
Giadm c& chir theo diém Ctrl — |
Bat tat kiéu chir dam Ctrl- B
Bat t&t kidu chir gach chan Ctrl— U
Bat tat kiéu ch nghiéng Ctrl =1
Gach don dwéi chiy Ctrl — Shift — W
Gach dbi dw¢i chir Ctrl — Shift— D
Kiéu chi¥ cé mi Ctrl — Shift - =
Kiéu chir cé chan Ctrl - =

lll.5 Dat khoang cdch cho twr dau cau khi 4n Enter

Vao thwc don Format, chon Paragraph. Trong muc Indentation, kich vao mdi tén Ién hoac
xuong dé tang khoang cach lui vao dau dong trong 6 By. Ban sé thay sw thay doi nay trong 6
Preview. Cudi cung, chon OK dé ap dung sy thay doi trén.

Muén thwc hién sy thay dbi d6 & trong moi van ban thi ban hay thwc hién cac thao tac sau:
1. M& moét van ban mai
2. Vao Format - Styles and formatting > Normal - Modify

Ill.6 Ca&n chinh Ié trong trang vdn ban bang Cm (centimet)

Khi mudn can chinh Ié trong van ban béng cm, hay thuc hién: Tools > Options > General,
sau d6 nhap vao mii tén xuong trong muc Meaurement units va chon Centimeters. Cuoi cung
chon OK dé may ghi lai sy thay doi nay.

lll.7 Tao van ban dang cét
Khi mudn trinh bay van ban cla ban thanh hai hay nhiéu cét thi chi can thuc hién:

- DPuwa con tré t&i vi tri trong van ban can ap dung chia cdt - Sau do6 goi Iénh Format va chon
Columns.

- Trong muc Preset, ban chon kiéu cot.



- Trong muc Numbers of columns, ban nhap hoac nhép vao mdii tén trwot dé chon sé cot.

-Trong muc Apply:[o co6 cac lwa chon: Whole document Qé ap dung cho toan bd van ban va
This point forward dé chon ttr vi tri con tré hién hanh dén hét.

IV THG THUAT TaO CAU, CHir, PHONG CACH

IV.1 Quy cédch bé dau cau

~D6i v&i cac dau phay (,), ddu cham cau (.), ddu cham than (1), ddu cham hai cham (:),
dau hoi cham (?), ...ta phai go cac d4u nay lién ludn vao tor vira gd trwdc do réi méi gb
dau cach. DBbi v&i cac ddu ngodc don (...), ngoac kép “...”, nhay don ‘... ,...m& ngoac

xong khéng cach ra ma gd van ban luén va trwéc khi déng ngoéc khéng c6 dau céach.

IV.2 Céch tao kiéu style cho riéng minh

Style 1a tap hop cac théng sb tao khudn cho doan van ban nhw font, paragraph,
table,... dwgc dinh dang tuy theo ngudi stv dung. Ban co thé Iay cac kiéu style dé ap dung
cho cac paragraph trong van ban. Ban hay mé thyc don Format, chon Style. Kich chon
New trong hop thoai Style vira xuat hién va dat tén cho kiéu style nay trong dong Name.
Muén d&t cac dinh dang trong Style, ban chon nat Format dé chinh font, paragraph, tab,.
Cudi cung chon OK. Cac style ma ban vira tao sé nam trén thanh cong cu. Ban mudn st
dung cac kiéu style ctia riéng minh, ban chi can chon doan van ban can thwc hién va chon
kiéu Style ctia minh.

IV.3 Tao cdc chir céi to & dau cau
Dbi véi Word, ban cé thé tao cac chi¥ cai lon, chir cai dau dong theo cac thao tac:

Di chuyén con tr t&i dau dong chir can tao 2 Vao thwe don Format > chon Drop Cap
- Trong muc Position ban chon Dropped hay In Margin theo nhw mau > Trong muc font
ban chon font chi¥ ap dung cho chi¥ cai lén > Trong muc Lines to drop, ban nhap sb dong
ap dung cho chir céi Ion (d6 dai cua chir cai Ién) > Trong muc Distance from text ban
nhap khoang cach t chir cai Ién dén ki tw tiép theo trong van ban = Sau khi chon xong,
ban chon OK.

IV.4 Tao chir theo chiéu doc

1. Vao thic don Insert > Text Box, nhan va keo khung chi¥ Text Box dén vi tri
ban muén, sau dé gd chir vao khung (khéng can cha y gi dén chiéu ndm ngang cta chi
va do rong cua Text box).

2. Nhén vao biéu twong Text Direction trén thanh cong cu Text box cho dén khi
chi» quay theo chiéu hwéng ma ban muén.



3. Chon chi¥ bén trong Text box (b6i den) réi chon font va co chir phu hop vdi tai
liéu cta ban. Ban co thé kéo cac dau dieu khién ctia Text box dé diéu chinh kich thwdc
cho vtra van roi dinh lai vi tri Text box.

4. Nhan phim phal vao khung vién Text box réi chon Format Text box - nhén
muc Colors and Lines dé dinh dang khung Text box va chon mau nén néu muén.

5. Mubdn bd khung Text box bao quanh thi chon Line = Color va chon OK.

IV.5 Tao phim tat cho mét cau hodc mét doan van

Khi ban phai go Iap di 1ap lai mét ttr hodac mét cum tir ban co thé tao phim go tat cho
cum ttr do:

- Danh dau cum tir can gb tat.

- Vao Tools > Autocorrect, trong muc Replace tw dong xuét hién cum tir ban can gé
tat tiép do6 trong muc With ban gé tén tat cho cum tir do.

- Nhan Add va OK.

IV.6 Ddnh sé trang cho tai liéu

Viéc dénh, sb trang trong Word thwc hién rat don gian: vao Insert \ Page Numbers. Mot
hop thoai xuat hién:

- Ban kich vao mi tén xubng trong muc Position dé chon Top of page (Header) hay
Bottom of page (Footer) dé danh so trang & trén dau (tiéu de dau trang) hay & dwdi trang
van ban (tiéu dé chan trang).

- Trong muc,AIignment, ban chon:Left dé: dat vi tri danh sé trang & bén trai ctia trang
van ban, Right dé dat & bén phai va Center dé dat vao giira.

- Trong muc Preview hién thi mau tai liéu theo nhw Iwa chon clia ban dé xem nhanh.

- Ban danh dau vao 6 Show number on first page dé ap dung danh sb trang ngay
trang dau tién. Cudi cung nhap vao OK dé thwc hién Iénh.

V  THa THUAT DI CHUYéN, COPY

V.1 Cdc phim di chuyén con tré
Home: chuyén con tré vé dat dau dong
End: chuyén con trd vé dat cubi dong
PgUp: chuyén con trd I&n trén mét trang man hinh
PgDn: chuyén con tré xubng dwdi mét trang man hinh
Ctrl + 2 : chuyén con trd sang phai mét tiy
Ctrl + € : chuyén con trd sang trai mot tir
Ctrl + Home: chuyén con trd vé dau van ban

Ctrl + End: chuyén con trd vé cudi van ban



V.2 Cdch nao béi den nhanh nhat

C6 nhiéu cach khac nhau dé boi den doan van ban. Sau day xin liét ké dé cac ban ap
dung va xem cach nao bdi den nhanh nhat.

- Céach 1: BAm 3 1an chuét vao bat cr chir ndo clia dong dé chon (bdi den) dong van
ban.

- Cach 2: Bua con trd chudt toi dau dong cho téi khi xuat hién hinh mi tén thi bAm
chudt 1 1an dé boi den dong van ban.

- Cach 3: Gitr phim Ctrl va nhay chudt vao cau do dé bodi den mét cau.

- C,éch 4: Nhay chuét vao dau doan van ban, gilr phim Shift va nhay chuét vao cudi
doan dé boi den doan van ban.

- Céach 5: BAm gilr va di chudt dén cubi doan van ban dé boi den doan van ban.

- Cach 6: Nhap dup chudt vao mot tir dé boi den tir do.

- Céach 7: Bam gilr va kéo chudt tiv dau chlr dén hét chir d6 dé boi den mot tir hay
nhiéu ttr.

- Cach 8: Bua con tré vé dau dong, gitr Shift va an End dé boi den mét dong van ban
hoac khi con tré dang & cudi dong, gir Shift va an phim Home.

- Cach 9: Bwa con tr6 vé dau doan, gite phim Shift, 4n phim End sau d6 an phim mdi
tén xudng cho t&i hét doan dé bdi den doan van ban dé.

- Cach 10: An Ctrl — A dé boi den ca van ban.

V.3 Lam viéc véi khéi van ban
Khoi van ban l1a phan van ban dwoc danh dau dac biét dé chuan bi cho mét cong viéc
nao do nhw xda, di chuyén, sao chép,...

Bd dém (Clip board) la ving bdé nhé dung dé Iwu gitv van ban tam thoi. Tai mét thoi
diém chi cé thé Iwu gitr dwoc phan van ban hoac hinh anh dwoc dwa vao bd dém sau
cung. Nh& bd dém nguwoi ta co thé di chuyén, sao chép mét phan van ban téi vi tri méi
trong cung moét file hoac trong file khac. Sau day 1a cac thao tac véi khoi.

1. Tao khéi (trc danh dau khéi)
Ban c6 thé danh dau khéi van ban bang cach dung chudt hoac ban phim.
a. Dung chuét

Néu dung chudt dé tao khéi, ban cé thé sir dung viing chon la ving tréng nam bén
mép trai cia van ban. Tai vung nay tré chudt sé c6 hinh dang mi tén.

- Tao khéi bét ki: Kich chudt tai vi tri dau va sau do ré chudt téi vi tri méi can tao khoi.
- Chon 1 céu: Git phim Ctrl va kich chuét tai vi tri bat ki trong cau.

Chon 1 dong: Kich chuét 3 lan tai vung chon clia dong.

- Chon nhiéu déng; Kich chuét tai vang chon cliia dong dau va sau do ré chudt toi
vung chon cua dong cudi.

- Chon 1 doan’vén ban: Kich dup chuét tai vung chon cliia doan hoac kich nhanh 3 lan
trd chudt tai vi tri bat ki trong doan.

- Chpn toan bé van ban: Gilr phim Ctrl va kich chudt tai vung chon hoac kich nhanh
chuét 3 Ian tai vang chon cda van ban.
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- Chon khéi cét: Gitr phim Alt va bAm chuoét, ré dén diém cubi.
b. Dung ban phim

- Tao khoi bé{l,t ki: Chuyérj tro text c}én‘vi tri ddu can danh dau khdi, gity phim Shift,
dong thoi di chuyén tré text dén vi tri cudi bang cach st dung cac phim di chuyén.

- Chon 1 ki tw bén phai con trd text: Shift + >
- Chon 1 ki tw bén trai con tré text: Shift + <
- Chon ttr vi tri con tré text t&i vi tri twong rng & dong trén: Shift + 1.
- Chon ttr vi tri con tro text t&i vi tri twong rng & dong dwéi: Shift + |.
- Chon ttr vi tri con tré text dén mot trang man hinh truéc: Shift + PgUp
- Chon twr vi tri con tré text d&n mot trang man hinh tiép theo: Shift + PgDn.
- Chon ttr vi tri con trd dén dau van ban: Ctrl + Shift + Home
- Chon ttr vij tri con trd dén cudi van ban: Ctrl + Shift + End
- Chon toan bd van ban: Ctrl + A hoac Ctrl + 5 (sb 5 bén phai ban phim).
- Chon khdi cot: Ctrl + Shift + F8.
2. Hay danh dau khéi

Khi da tao khéi phan van ban, néu ban mubn bé danh dau khdi chi can kich chuét
tai vi tri bat ki trén man hinh hoac an bat ki phim miii tén nao.

3. Xéa khéi

Dé x6a nhanh mét phan van ban, thay cho viéc ding cac phim x6a, ban lam nhw
sau: dau tién ban hay tao khdi cho phan van ban can xéa, sau dé chi viéc nhan phim
Delete hoac Backspace.

4. Sao chép va di chuyén khéi

Bat ¢ lic nao, néu ban can sao chép hodc di chuyén mot khéi van ban duoc
chon ban déu cé thé thwc hién dwgc thong qua bd dém. Cac thao tac cu thé nhw sau:

a. Sao chép (Copy) khéi van ban

- Tao khdi van ban can sao chép.

- Thuwc hién mét trong cac cach sau dé sao chép khdi dwgc chon vao bd dém:
* hoac kich chuét vao thic don Edit chon 1énh Copy
* hoac kich chuét vao nut Copy trén thanh céng cu
« hoac nhan t6 hop phim Ctrl + C.

- Dat trd text & vi tri mai, dan tir bd dém bang mét trong cac cach sau:
¢ hoac kich chubt vao thwc don Edit chon Iénh Paste

* hoac kich chuét vao nut Paste trén thanh céng cu hoac nhan té hop
phim Ctrl + V

« ho&c nhan phim Ctrl déng thoi ding chudt nhép, ré va gitr dong hay
doan van ban da dwoc danh dau dén vj tri ma ban can dan.

b. Di chuyén khéi vin ban

- Tao khdi van ban can di chuyén.
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- Thuwc hién mét trong cac cach sau dé di chuyén khdi dwoc chon vao bd dém:
* hodac kich chuét vao thwc don Edit chon Iénh Cut
* hoac kich chuét vao nut Cut trén thanh céng cu
« hoac nhan t& hop phim Ctrl + X.
- Dat trd text & vi tri mai, dan tlr bd dém bang mét trong cac cach sau:
* hoac kich chubt vao thwc don Edit chon Iénh Paste

« hoac kich chudt vao nit Paste trén thanh céng cu hodc nhan td hop
phim Ctrl + V

» hoac str dung cac cach cyc nhanh sau:

V.4 Di chuyén nhanh mét dong hay mét doan van khi soan thao

Céch 1: Khong can sl 1énh Cut va Paste. Trwdc tién, ban danh dau dong hay khoi van
ban ma ban can di chuyén. Sau d6 nhan dong thoi to hop phim Shift — Alt — phim mi tén
xuong (Ién) tuy theo huwéng ban muon di chuyén.

Cach 2: Ban ciing co thé dung chuOt,nhép, ré va gilr dong hay doan van ban da
duwoc danh dau dén vi tri ma ban can di chuyén.

VI  THu THUAT TaO BaNG

VI.1 Vé bang trong Word bang tay

Ban thuwong dung cong cu Insert Table dé tao mét bang biéu trong Word, tuy nhién co
nhiing trwdng hgp ma cach lam nay khong dap (rng dwoc cong viéc clia ban, chang han
ban muon tao bang theo mét cach riéng thi lam nhw thé nao:

- Vao thwc don Table, chon Draw Tables. Hoac vao View = Toolbar - Tables and
Borders.

- Thanh cbéng cu Tables and Borders xuat hién.

- Nhép’véo Draw Table trén thanh Toolbar Tables and Borders dé vé bang. Con trd
chubt sé bién thanh hinh chiéc but chi.
Tw day ban cé thé vé duong vién, vé dwdng & trong bang, tao dong k&, tao 6, ...
tuy y thich.

VI.2 Xem dd réng cua cét trong bang dé hon va chinh xac hon

DPé biét dwoc dd rong cla cot trong bang, ban chi cdn duwa con tré t&i cac dwong
vién cla cot cho dén khi con trd bién thanh hinh mi tén hai chiéu. Ban gitr phim Alt trong
khi chinh d6 rong cla cot. Khi dd, trén thanh thwédc do sé xuét hién do rong clia cot va do
rong nay sé thay dbéi Ién hon hay nhé lai néu ban kéo chuét sang phai hay sang trai.
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VI.3 Hop va tach 6 trong bang

Khi tao mot bang trong Word, ban dau chi tao dwoc mot bang co sb 6 trén m6| hang
(cot) la nhw nhau. Nhung nhiéu khi bang ma ban muén tao lai khong nhw thé: s6 6 trén
mbi hang va méi cét lai khéng bang nhau. Vay thi lam thé nao dé tao dwoc nhitng bang
nhw vay ? C6 nhiéu cach khac nhau, tuy theo huwéng lam cua ban.

1. Hop cac 6 trong bang
Thwc hién cac buwéc:
- B6i den cac & mubn tron (hop)

- Kich chuét vao thwc don Table, chon Iénh Merge Cells (hoac biéu twong trén
thanh cong cu).

2. Tach cac 6 trong bang

Dé tach moét 6 thanh hai hodc nhiéu 6 trén cung mét hang ctia bang ban thuc hién cac
thao tac sau:

- Boi den 6 mudn tach.
Kich chudt vao thwc don Table, chon I1énh Spilit Cells. Xuét hién hop thoai sau.

- G6 hoac chon sb 6 can tach theo cot trong hép Number of Columns.
- G6 hoac chon sb 6 can tach theo hang trong hop Number of Rows.
- Kich chu6t vao OK.

3. Xoéa hang, c6t khoi bang

a. Can phan biét sy khac nhau gitra x6a hang va xéa cot vdi viéc xo6a dir liéu ra khoi
bang:

- Néu ban x6a di liéu bang phim Delete hoac Backspace tt ban phim thi chi cé dir
liéu ndi dung trong bang bi x6a con lai la khung trong cua 6 trén bang.

- Con khi x6a hang va cot thi sé xéa toan b hang ¢t ra khoi khung déng thoi toan bd
di¥ liéu & trong d6 ciing bi xda.

b. D& x6a mét hoac mét sd hang ta cé thé thuc hién nhw sau:
- Bo6i den mot hoac mét sb hang can xéa.

- Kich chudt vao thwe don Table, chon Lénh Delete Rows. Khi d8, hang trén cda hang
bi x6a gilr nguyén con cac hang sau dwoc day 1én.

c. Dé x6a mét hodc mot sb codt ta céd thé thwe hién nhw sau:
- Bo6i den mot hodc mot sé codt can xoa.

- Kich chubt vao thwc don Table, chon 1énh Delete Columns. Khi do, cac cot bén trai
clia cbt bi xda gilr nguyén con cac codt bén phai dwoc kéo sang bén trai.

Chu y: Ban cé thé x6a nhanh hang hoéc cot bang cach boéi den cac hang hodc cac cot
do, sau d6 chon Iénh Cut tr thwe don Edit hoac kich chuét vao nat Cut trén thanh cbng
Cu.
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VI.4 Dwa di liéu dang Text vao bang

Boi den doan van ban can thwc hién, sau do vao thwc don Table va chon Iénh
Convert Text to Table.

VI.5 Chuyén van ban ra khéi Table

Trwdce tién, ban chon bang (b6i den) bang cach dwa con trd vao mét vj tri trong bang
va chon Iénh Select Table hoac nhap vao goéc trén bén trai cia bang. Sau dé, ban vao
thwc don Table va chon Convert Table to Text.

VII  THG THUAT CHEN HINH aNH, P6 THi, CONG TH&C TOAN
HoC

VIl.1 Chén thém hinh vé vao van ban

Ban co thé chén thém hinh hoa vao van ban bang cach vao thuc don Insert, chon
Picture. Néu ban da c6 sén file hinh hoa thi ban chon From File sau d6 gé vao tén file can
chen trong 6 File name ho&c chon tén file can chén trong muc Look in. Neu mudn lay cac
hinh hoa ¢ s8n ban kich chon Clip Art, va kich chon vao hinh ban muédn chén vao van
ban, cubi cung kich chon Insert.

VIl.2 Ghép hinh, trang tri hinh

1. Ghép hinh vao van ban

Insert Picture 2]
Gia st trén dia ban dang Ivu tép toskie [t Pives I EEEETS
tin hinh anh voi tén “f_)éng Yén Nhét 3 I ‘
Ban.img” la mét tép tin d6 hoa. Ban muodn L éf{. £
dwa hinh anh nay vao tai liéu cho sinh & = 2 |
dén g My Documents Bing YEN NHAT BAN Sample Pictures
Ll - 7‘
Trwdc hét ban hay kiém tra trén “Q
dia cua ban da co tép tin nay chwa. bé &g
diém chén noi ban mudon cé hinh. Goi Favorkes
Insert\Plpture\From File. Tropg hQB thoai My{%m e | ol
Insert Picture, ban chon dwdng dan cho Paces  Flesof b [alpitures | Conce

tép hinh &nh dé va OK. P& xem thi c6
phai dung la tép tin ban can hay khéng, ban nén chon Preview, hinh anh cta tép tin nay
sé hién ra trong khung dung réi thi chon OK, khéng dung thi chon tén file khac. Bang cach
nay ban co thé kiém tra xem lwét qua tat ca cac tép hinh anh.

Khi hinh anh da dwoc ghép vao van ban, néu ban mubn thém cac cau van minh
hoa, ban kich chudt vao biéu twong Text Box
trén thanh cong cu Drawing. Bwa con tré vao
vi tri cdn chén, bdm gii va kéo chudt cho
vira ndi dung can gé. Ban g ndi dung va cé
thé chon cac loai font chi trinh bay cho dep.
Ban sé& thiy khung Text Box xuét hién trén
man hinh. D& cho dep, ban hay bé né di
bang cach: kich chon hinh kich chudt phai va
chon Format Text Box. H6p thoai nay hién
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ra. Chon muc Colors and Lines, trong muc Lines, ban chon mau tréng trong 6 Color.
Trong muc Wrapping, ban chon Tight dé khung Text Box nam trong hinh nao sé chon OK.
Tuy nhién ban can phai thwc hién thém mot thao tac niva néu khong thi hinh cda ban sé
nhw thé nay. D& khéc phuc, ban chon hinh, nhdp vao mii tén xubng cla biéu twong Fill
Color trén thanh Drawing va kich chon NO Fill.

2. Chup @anh man hinh

Riéng trwdng hgp hinh ma ban mudn dwa vao van ban khoéng phai tr mot tép tin
ma lai chinh ngay trén man hinh Windows, ban thao tac nhw sau:

- Lam xuét hién hinh ban muén trén man hinh.
- B&m phim Print Screen, Windows sé chira hinh dé vao Clipboard.

Néu mudn chi lay mét khung hop thoai xuat hién trén man hinh, ban gil dong
thoi Alt - Print Screen. ROi dwa con tré dén noi ban mudn, bam Ctrl-V dé 1ay lai hinh nay.

3. Phd van ban quanh hinh
Sau khi chén hinh anh vao van ban, kich chon hinh énh, trén thanh céng cu
Picture, ban hdy chon Text Wrapping sau dé chon Tight. D& dieu chinh hinh theo kich

thwdc ban can chon Edit Wrap Points. Trén man hinh,xuét hién cac dau chdm dé xung
quanh hinh, ban hady bam gilr va kéo t&i vj tri mong muon.

VIl.3 Chén mét file dir liéu vao mét van ban dang soan thao

Vao trll_,vc don Insert, ‘chon [énh File. Sau d6 chon
du’"O’ng dan va tén file can chéen trong hép thoai Vl‘,‘l’a
xuat hién va OK. Tru¢c khi ban chén file nay, ban can

Dbject

Create Mew | Create From File I

Object tvpe:

phai dwa con tré t&i vi tri cAn dat né va sau do6 moi Btpopnese -
thue hién lénh.
Microsoft Excel Chart.
Microsoft Excel Worksheet
z o , o , . microsoFE fvra?jh[()ihart , LI
VIl.4 Thé hién ki hiéu Toan hoc va khoa hoc ™= =
trong Word =

Vao thwc don Insert > Object > chon

v Inserts a new Microsoft Equation 3.0 object into 5 X
wour docurnent as an icon. M'CFUSDfa'f gquatlon

Microsoft Equation 3.0 = chon 6 Display as icon - va oo |
OK. Sau d6 man hinh soan thao coéng thirc toan hoc _ Concel |

hién ra. Ban nhdp vao View > Toolbar va ban Iuwa
chon cac ki tw toan hoc cho cdng thirc cia minh. Ban gd cdng thirc béng cach kich chon
cac 6 twong ng trén thanh cong cu Equation. Trong khi gé cong thirc mudn tao cac
khodang tréng gilra cac ki tw, ban bam Ctrl — Space (d4u cach).

] Ban ciing c6 thé s dung cac phim t&t sau day cho cac cong thirc dwoc thye hién
bang Equation:

Chi s6 trén Ctrl— H
Chi sb dudi Ctrl — L
M trén va dwoi Ctrl - J
Can bac hai Ctrl - R
Can bacn Ctrl-T-n
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VII.5 Vé dé thj trong Word

Dé d& vat va khi vé& do thi, ban hay khai thac chirc nang vé do thi co san trong
Word, ban chi phai go so liéu cé san theo dang bang biéu la c6 ngay mét do thi.

ban phim khi khéng c6 ché d6 NumLock)

250+
200+
150+

100
50
0

97).

dé thi.

don Chart & Chart Types va kich chon vao mét mau ban thich réi OK.

Options. Trong muc Chart title, ban gé ndi dung ghi danh ghi chu va OK.

Thwe hién cac bwéc nhw sau:

1. Tao médt bang sb liéu:

K38 K39 K40
THCB 100 150 120
THVP 80 100 200
FOXPRO 90 160 240
PASCAL 220 120 160

2. Chon bang: dwa con tré vao mét vj tri bén trong bang, vao Table - Select >
Table hoac an Alt — 5 (gilr phim Alt ddng thei &n phim sb 5 ctia cum sb bén tay phai cia

il

K38

3. Goi Insert > Obiect. Xu4t hién mot
hép thoai Object. Trong muc Objecjt Type, ban
chon Microsoft Graph 97 Chart (d6i véi Word

4. Word sé& chuyén sang mot man hinh
riéng biét véi nhirng thwe don va coéng cu cho

K39

K40

O THCB
B THVP
0O FOXPRO
0O PASCAL

Object 2=
Create Mew | Create From File I
Object tvpe:
j
™ Display as icon
erft Word Dcument LI
Result
v Inserts a new Microsoft Graph Chart object inko
your document,
Cancel_|

5. Co rat nhiéu mau db thi dé ban Iwa chon. D& chon mot kiéu do thi ban vao thuc

6. D& chén thém ghi chi nhw “Tinh hinh Ghi danh”, ban chon Chart > Chart

7. Dé& thay dbi mot kiéu hinh dang db thi khac, ban nhap dup chuét vao dé thi dé
va thwe hién lai cac thao tac nhw trén.
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VIl THG THUATIN 4N

VIIl.1  Chinh khung tai liéu khi in

Khi ban tao mét khung tai liéu vao van ban, va thwong gap mét truc trac la vi tri khung
mac dinh qua sat véi mép gidy khién mot phan khung bi cat bot. D& khéc phuc viéc nay,
ban c6 thé diéu khién vi tri cia khung dé khi in dwoc day dd. Tha thuat nay ap dung cho
Word 97 va Word 2000. Ban tao khung dé dang bang lénh Format \ Borders and Shading.
Dé diéu khién vi tri khung, ban lam nhw sau:

- Chon Format \ Borders and Shading, nhdp chudét muc Page Borders. Néu chua
chon setting va Style, ban hay chon n6.

- Nhap chuét vao nut Options.

- Trong khung héi thoai Border and Shading Options, chon Text trong danh sach
Measure from. Thao tac nay sé dwa vi tri khung gan v&i Ié van ban hon la gan mép gidy.

- N,hap vao mii tén & bén canh cac muc Top, Bottom, Left, Right dé tang khoang
cach bon e hoac go tir ban phim. Khoang cach hop li nhat 1a 12 diém (point) nhwng ban
co thé chon tr 1 dén 31 diém. Khi da chon xong, nhan OK trong hai khung hdi thoai.

- Thuwc hién kiém tra lai khung m¢i tao béng nut Options. File \ Print Preview.

VII.2 In mét doan trong vdn ban bang cach béi den. In mét sé trang bang
cach liét ké danh sach...

Mbt tép van ban co6 thé gébm nhiéu trang in, ban hoan toan cé thé Iwa chon mét s
trang can thiét dé in. Ban chon lénh Print trong thwc don File. Trong muc Page range,
danh d4u vao 6 Pages, con trd nh&p nhay vao hop trdng bén canh & nay, ban gd sb trang
can in va cac trang cach nhau béi dau phay.

Vi du: ghi 2, 4, 7-11 vao 6 nay, Word sé in trang 2, trang 4 va in tw trang 7 dén
trang 11 cda van ban.

~ Con muc‘)n‘in mot doan van ban & bat ki vi tri nao trong van ban (& dau, & gitra, &
cuoi) thi ban chi can chon (b6i den) doan van ban dé va thwc hién in nhw binh thwong.

VII.3 Céch in van ban ra giay theo ngang khé gidy va la khé A3 trong Word

Ban c6 thé chon c& trang gidy va hwéng in can thiét si dung cho tai liéu ctia minh
v0i thao tac rat don gian.

Dé chon cé& trang gidy theo khd A3 va hwdng in ngang, ban thao tac nhw sau:
- Chon van ban hay dat vi tri con tré vao vung can thiét.
- Chon Iénh Page Setup tr menu File. Hop thoai Page Setup xuét hién.
- Kich chon vao Paper size.

- Dé chon khé gidy in la khd A3, trong muc Paper Size, kich tré chudt vao nut | va
chon A3.

- Pé chon hwéng in ngang khd gidy trong muc Orientation bam tré chuét vao
Lanscape.

- OK
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Sau khi da thyc hién cac thao tac trén, ban dung Iénh Print trong File dé in nhw
binh thwong.

Vill.4 In theo thd tw ngworc lai trong Word

Ban c6 thé in theo thtr tw ngwoc lai bang cach chon Print trong File. Tiép theo,
chon Options va sau do dat dau x vao 6 Reverse Print Order trong Printing Opitons va
nhap OK. Cudi cung, nhap OK trong 6 Print.

VIIL5  Muén in nhirng trang sdch trén khé gidy A4 dé déng thanh quyén ma
mét tor giay in dwoc 4 trang — 2 trang 1 mat (Landcape).

Cach 1: Ban co the tw fomat cho cuén sach cla ban theo ciu tric nhuw vay. Copy
trang 1 va 36 vao mét gidy A4 thir nhat, trang 35 va trang 2 vao mat A4 thir 2 (v&i quyén
sach 38 trang thi trang 1 va trang 36 phai twong ng thi mai c6 thé dang chinh xac duoec.
Trang 37 va 38 ban c6 thé in véi trang bia hodc trang trang). Cac sb trang cé thé gb truc
tiép cho tirng trang trong phan header & footer. Nhwng nhw vay ban sé tén rat nhiéu thoi
gian cho méi tai liéu va sau khi thwc hién xong tai liéu sé& hoan toan khéng slra chiva duwoc
nira.

Céch 2: Ban c6 thé fomat tai liéu cho khé gidy A5. Sau d6 cé thé in Ian lwot hai
mat trén gidy khd A5 (hdu hét cac may in déu hd tro khb gidy nay). P& chon dwoc khd
gidy A5 ban vao File > Page Setup - Paper Size d&t c& Customer Size (14.85 cm x 21
cm hoac 5.85 inch x 8.27 inch). Sau dé khi in ban chon in trang Ié trwdc rdi sau do lat mat
gidy va in trang chén sau. Lwu y ban c6 thé dat Ié trang chdn va trang 1& dbi xirng nhau dé
khi déng vao sé dep hon.

VII.6 Té chirc va thwe hién trén in van ban

Gia st ban phai soan thao mét thu moi dy Hoi nghi, s6 nguwoi dwoc moi [én dén
hang tram. NOi dung thw moi thi giong nhau, chi khac & muc tén va dia chi cia quan
khach dwgc moi. That la nham chan biet bao khi phai ngoi go lwng nhép tén, dia chi cua
tirng nguwdi moét trén moi la thw. V&i Word, ban dwoc gidi phong khdi cong viéc d6. Hay dé
cho Word thao tac thay cho ban!

Tuy nhién ban phai biét to chirc va goi Iénh: Mail Merge_la chirc nang lap ghép noi
dung tir hai tép tin van ban dé tao ra mét van ban thr ba, hodc chi pha tron t&i dau in
ngay téi dé6 ma khéng tao thanh van ban nao khac.

Dé tién hanh Mail Merge, bat budc phai t6 chirc 2 tép tin riéng biét:

1. Tép tin chinh goi Ia Main Document, trong d6 chi¥a ndi dung vén thw, ké ca do thi,
bang bieu, hinh anh va c6 danh san cho dé “lap ghép” vi so liéu tr mét tép tin the 2 goi
Ia Data File va cling cé thé lap ghép vé&i sO liéu gob trwe tiép vao khi dang tién hanh trén in.

2. Tép thi 2 goi la Data File, t6 chirc dwdi dang mét “co s& div liéu” (database),
thuwong la mot table ctia Word, hoac la chuyen ‘dm tr moét tép tin dang co s® di¥ liéu clta
cac phan mem khac nhw (Excel, Fox,...) qua. Hau hét cac Data File déeu cé:

- Mot dong dau tién chira tiéu dé cot cho cot s6 liéu twong tng, goi la Header Record,
trén do co nhieu Field Names (tén vung, tén trwdng).

- Céac dong con lai chira théng tin can thiét, goi la cac Data Records (mAu tin).

- Trong Data Record chia ra 1 dén nhiéu Fields (vung tin)

- Céch phan b vung tin (Fields) trong cac Record déu gibng nhau.
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Dwéi day la hinh anh cia mét Data File, gia st dwoc lwu trlv trén dia voi tén la
BANHOC.DOC. Trong d6 dong dau tién la Header Record, 3 dong con lai la cac Data
Record. Moi Record c6 4 Fields.

HOTEN DIACHI DIENTHOAI | AIDO
Ng6é Phwong 12 Lé Loi 764353 Anh
T6 Thu Ha 86 Hoang Diéu 277295 Chi
Hoang Anh 3/15 T6 Hoang 752752 Ban

Duw&i day la hinh anh ctia mét Main Document, gid st dwoc lwu trir trén dia véi tén
la THUMOI.DOC.

Thw M&i

Kinh gtri: <<hoten>>
Dia chi: Nha sb <<diachi>>

Pién thoai: <<dienthoai>>

Nhén dip 10 nam ngay ra trwéong, Ban Can sw
I6p Du lich khéa 20 trwong BPHTHHN rat vinh dw dwoc
moi <<aido>> dén duw budi tiéc than mat tai Nha Hang
Hé Tay.

Thoi gian: 8h ngay 01 thang 06 nam 1999.

R4t mong ban dén tham dw déng du dé bubi
hop I6p thém déng vui va than mat.

Thay mat Ban can sw I&p
NGUYEN HUY HOANG

Trong mau ndi dung cla tép Main Document trén, cac tb hop <<aido>>,
<<hoten>>, <<diachi>> goi la nhirng Merge Codes (ma trén) va tham chiéu truc tiep dén
cac Field Name nhw quy dinh & dong Header Record cua tép Data File BANHOC.DOC.

Thwec hién, theo tirng buwéc:
1. M#& tép tin Main Document da c6 san

2.Goi Tools \ Mail Merge: Word sé dwa ra man hinh doi thoai dac trwng cua lIénh Mail
Merge.

3. Ban chon hoac nhap vao muc Create \ Catalog va chon Active Windows.

4.Ban chon tép Data File dé chi dinh tép tin lam Danh séach thay dbi méi khi chon bang
cach nhap vao muc Get Data. Sau dé chon Open Data Source. Néu chwa c6 san tép tin
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nay va mudn tao Danh sach nay thi chon Iénh Create Data Source. Trén man hinh xuét
hién hop thdng bao va ban chon Edit Main Document.

5.Bwa con tré vao vi tri clia van ban noi ma ban mudn chén vao. Nhap chon vao nut
Insert Merge Field xuat hién & Qén trai man h[nh phl'a duwéi thanh Toolbar va chon tirng
tén cdt twong rng v&i cac vi tri can chén cho dén hét cac cét trong thw.

Ban bat dau thwe hién viéc tron thu bang cach nhap chudt vao biéu twong Merge
to New Document dé trén hai tép Main Document va Data File va két qua sé dwoc dwa
sang mét tai liéu mai la tép Catalog1

Sau khi thwc hién viéc trén hai tép trén thi két qua thw moi nhu sau:

Thw M&i

Kinh gi: Lé Phwong
Dia chi: Nha s6 12 Lé Loi
Dién thoai: 764353

Nhén dip 10 nam ngay ra trwong, Ban Can sw
Iop Du lich khéa 20 trwong DHTHHN rat vinh dw dwoc
moi Anh dén dw budi tiéc than mat tai Nha Hang Ho
Tay.

Thoi gian: 8h ngay 01 thang 06 nam 1999.

R4t mong ban dén tham dw déng du dé bubi
hop I6p thém déng vui va than mat.

Thay mat Ban can sw I&p
NGUYEN HUY HOANG

VIII.7 Céch thay déi c& gidy trong Word
Trong Word, ban thwc hién cac bwédc sau day dé thay déi c& giay:
Dat con trd vao mot chd bat ki trén van ban mubn thay dbi c& gidy.

Chon Page Setup trong File

Nhap vao Paper Size
- Trong 6 Paper Size, chon c& gidy ban mudn trong danh sach (ban c6 thé chon c&
giay riéng bang cach cho s6 do vao cac 6 Height va Width)
- Trong muc Orientation, ban chon Portrait hay Landscape dé chon hwéng in doc hay
ngang kho giay.
- Trong 6 Apply To, ban chon sb phan clia van ban can thay dbi c& gidy rdi 4n Enter.

20



IX THG THUAT Vél THANH CONG Cu

IX.1 Xéa bét nhirng nat khéng can thiét trén thanh céng cu

Khi thanh céng cu ctia Word c¢6 nhiéu biéu twong (icon) ma ban khéng bao gi¢
dung dén, ban c6 thé lam don gidn hoéa thanh cdng cu bang cach xdéa bét di nhivng nat
biéu twong. D& x6a mét nit biéu twong, chon thirc don Tools — chon Iénh Customize.
Trong khung hop thoai Customize, nhan chon Toolbars. Sau d6 bam trd chuét vao nuit ban
mubn bd rdi kéo N6 vao clra sb tai liéu va tha ra. Nhw vay nat biéu twong dé sé& khdng con
trén thanh céng cu nira.

IX.2 Thém dong Iénh vao thwc don

Trong Word c6 chira rat nhiéu 1&énh ma trén thwe don binh thwdng khi ban cai dat xong
khéng hién thj trong thuwc don do6. Sau day, xin gidi thiéu cach bd sung cac Iénh ban can
thém vao menu trén thanh Toolbar. Ta Iéy vi du Iénh Close All khéng cé san trong thyc
don File cia Word, cach thwc hién nhw sau:

Vao thwec don View, chon Toolbars va kich chon Customize.

. . . x i , Customize 7 x|
1. HOp thoai Customize xuat hién. Kich chon =~ | ptees |
m u c Com man d S. To add a command to a toolbar: select a category and drag the
command out of this dislog box to a toolbar,
2. Trong muc Categories, ban kich vaotén | gz ST N
2 X “n - ~ > N [Z Open... -
menu dé xuathién cac lénh cua thwc don nay trong " . il
phan commands. £ Close Al
. N N 2 L2 , SR
3. Kich chon Iénh can b0 sung (diém sang O =

xanh & Iénh d6). Vi du & day la 1énh Close All trong
File. M& thwc don can chén (thwc don File). Nhap,
gitr, kéo va tha Iénh Close All vao thyc don File hoac
néu thich ban tha vao thanh céng cu chuan ctia Word.

4. Lac nay, 1énh Close All d& duoc chen vao |2 e = et |
thwe don File.

Selected cormmand:

[escription | Mo Seleckion v|

Ngoai ra Word con nhiéu lénh khac rat hay va tién loi nhwng chwa co sén. Véi
meo nay ban cé thé dé dang tim hiéu va thém lénh nao tuy y theo s& thich va céng viéc
cla ban.

IX.3 Khéi phuc lai thanh Toolbar

Puwa con tré chudt 1én trén thanh Toolbars va nhay chudt trai, mét loat cac thanh
Toolbars hién ra, ban nhay chudt d& chon thanh Toolbar ma ban can. Mudn bd bét thanh
Toolbar, ban hay nhay chudt trai va chon lai thanh Toolbar mudn bd. Cach khac Ia ban
vao View \ Toolbars, sau do ban bd bét hodc thém vao cac thanh Toolbar ma minh can.
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