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Bai 1 — Lam quen véi Microsoft Word 2013
1.1. Khé&i dong chwong trinh

Dé khoi dong Microsoft Word 2013 ban nhip dup vao biéu tuong sin cé ctia chuong trinh trén man hinh
Desktop ctiia may tinh.

Recycle Bin

Ban cho trong gidy lat ¢&& Microsoft Word 2013 hoan tat cong viéc khoi dong, sau khi khoi dong xong
man hinh chinh cua chuong trinh s€ xuat hi¢n nhu hinh dudi day:

Word 2013 Preview o. Signin to'get the most

out of Office *

G

Take a
tour

- e

Aa e

Trén man hinh ndy dwa ra mot s6 mau trinh bay vin ban thudng gip.Ban chi can chon mot miu thich
hop dé tién hanh soan thdo van ban

VD: Ban chon Blank document dé thuc hién soan thao mot vin ban mdi:



Word 2013 Preview 2. Signin to get the most

| Take a
our

Aa Title

Man hinh lam viéc chinh xuat hién:

Dudi day 1a cac thanh phan co ban trén man hinh chinh:

(1): Thanh cong cu nhanh: Chtra c4c 1€nh thao tac nhanh
(2): Office button: Chtra 1énh thao tac vai tép

(3): Thanh Ribbon: Chira gin nhu toan bd cac 1énh thao tic voi chuong trinh, ching duoc phan chia
thanh cac nhom khéc nhau.

(4): Thanh thugc do: Dung dé dat Tab, paragraph cho vin ban
(5): Thanh cudn: Dung dé di chuyén van ban 1én xudng, sang trai sang phai

(6): Thanh trang thai: Chira mot s6 thong tin hién thoi cia van ban nhu ché do hién thi, phﬁn tram hién
thi, trang hi¢n tai,...

(7): Ma hinh soan thao: La phan 16n nhét trén man hinh ctia chuong trinh, day 13 noi dé ngudi dung soan
thao ndi dung cua van ban.

1.2. Tao mot van ban mé&i

Thuc chét sau khi khéi dong chuong trinh di ty dong tao sin cho ban mot vin ban mai. Néu khong ban
c6 thé tao mot van ban mdi bang cac cach sau day:

Cdch 1: Nhép chon biéu tugng Office Button
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HOME INSERT DESIGN

PAGE LAYOUT
e \ - =
B CalibriBody) |11 ~| A" A" Aa~ Ao i
Paste

2 ¥
i ¢ B I U~abex, x A-%7-A-

Mot hop thoai xudt hién ban nhap chon New rdi chon biéu tuong Blank Document & hop thoai bén tay
phai.

New

Cach 2: Mot cach khac ban nhép chudt vao miui tén tré xuéng trong thanh cong cu nhanh chon New.

@e o(f\:)

HOME Customize Quick Access Tookbar I
New

Calibai (B¢

Bf?mg mot trong hai cach trén mot van ban méi tréng s€ duogc tao, ban nhap vao doé ndi dung sau: Cong ty
CP Phan Mém AVIN. Bay gio hay chon Font 16n hon cho ndi dung van ban bang cach nhan t6 hgp phim
Ctrl + A sau d6 chon hop Font size trén thanh Ribbon chon gié tri 20.



AaBbCelx  AabBbCrO: "

Céng ty CP Phin mém AVIN

PUEIOFT  ROFAWORDS  ©OF  BMOUSH (UNEIED STATES)

Tiép theo ban nhan td hop phim Ctrl + B dé boi dam noi dung van ban, két qua chung ta s€ dugc nhu
hinh dudi day:

Paragraph . Style

Céng ty CP Phan mém AVIN

Nhu vdy ngoai viéc soan thao (soan vin ban thd) chung ta con can phai sir dung rt nhidu cac thao tac
khac nhau dé co thé chinh sira thanh mgt van ban hoan chinh. Chung ta c6 thé sir dung cac nut 1énh tryc
tiép bang chudt hodc bang cac to hop phim chuong trinh da xay dung san. TAt ca nhitng van dé do s&
duogc chung t6i timg bude dé cap trong cac phan tiép theo cia gido trinh.

1.3. Gi¢i thiéu thanh Ribbon

Thanh Ribbon 1a thanh cong cu chira gﬁr} nhu toan bd cac 1énh dé thao tac v6i chuong trinh, nhu cac 1énh
ve Font chir vé Paragraph, dinh dang in an,...

HOM

TimesNewho =20 - A A" Aa- & =e AaBbCcDc A2l

Thanh Ribbon bao gom céc tab (home, insert, Page layout,..) bén trong 1a cac nut 1énh ciia Tab d6. Tuy
timg ngir canh st dang cac nut 1énh s€ sang 1én cho phep nguoi dung thao tac. Nhu vay dé thao tac véi
moét 1énh nao dé trén thanh Ribbon ban can phai biét n6 nam trong Tab Ribbon nao, sau d6 chon téi 1énh
can thao tac trong Tab Ribbon do.

Gia st & vi du lic trudc dé c6 thé boi ddm cho ndi dung vin ban ban chon t6i Tab Home trong tab nay
ban chon biéu tuong bold
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FILE HOME IMNSERT DESIGM
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D [‘ TimesMewFRo -~ 20 ~| A A

B
Paste I U -abe x, x*° B~

Clipboard s Fant

Chi tiét cac Tab Ribbon
- Home: Xuét hién mac dinh trén thanh Ribbon, chira cdc nhém 1énh nhu sau:

HOME
alay ¥ _ _ _ .
: . o oas 4 . Bp T L.ITL.NZ. == B ~  AsBhrelr
D B Times New Ro ~ |20 A A Aa o EE T AaBbCcDc AaBbCcDe AaBhC( AaBbCcl
Paste v B T U-~-abex, ¥’ A-F - A = === [=- TMormal | TMNeSpac.. Headingl Heading2 [+
Clipboard & Font [P Paragraph ] Styles Pl

+ Clipboard: Cit dan

+ Font: Font chit

+ Paragraph: Can 18, phan doan

+ Style: Kiéu dinh dang

+ Editing: Cac chirc nang tién ich khi chinh stra van ban nhu tim kiém, thay thé, di chuyén,. ..

- Insert: Xuét hién mic dinh trén thanh Ribbon, chira cdc nhom 1énh lién quan dén viéc chén cac dbi
tugng vao van ban, chi tiét nhu sau:

i w

+ Pages: Cac 1énh chén mdt trang mai vao van ban hi¢n thoi

+ Tables: Cac 1énh lién quan dén bang

+ lllustrations: Céc 1énh chén ddi tuong dd hoa

+ Links: Lénh chén céc lién két

+ Header & Footer: Tiéu dé trén va dudi clia van ban

+ Text: Lénh lién quan dén viéc chén cac ddi tuong Text nhu TextBox, Wordart,...
+ Symbols: Lénh lién quan dén viéc chén céc biéu twong vao vin ban hién thoi.

- Design: Lénh lién quan dén cdc mau vin ban dugc trinh bay theo mot bo cuc nao do.

- Page Layout: Xuét hién mic dinh trén thanh Ribbon, chira cac nhom 1énh lién quan dén bd cuc cua van
ban.

+ Themes: Ty chinh nén cho toan bd cac dbi tugng shape trén van ban.

+ Page Setup: Céc Iénh thiét lap dinh dang trang in



+ Page Background: Nén cho trang vin ban
+ Paragraph: Cac 1énh thao tac véi doan van ban
+Arrange: Cac 1énh sap xép cac ddi tuong trén vin ban.

- References: Xuét hién mic dinh trén thanh Ribbon, chira cic nhom 1énh lién quan dén mot sb thi thuat
dac biét cho van ban nhu danh muyc luc tu dong, tao nghi chu cho van ban,...

- Mailings: Xuit hién mic dinh trén thanh Ribbon, chtra cic nhém 1énh lién quan dén viéc tao 1ap mot
phong bi thu, mdt mau bi€u phuc vu cho viéc chdn van ban.

- Review: Xuét hién mic dinh trén thanh Ribbon, chira cac nhém 1énh lién quan dén cac thao tac nhu
kiém tra nglt phap cho van ban, tao ghi chi, so sanh ndi dung van ban,...

- View: Xuét hién méc dinh trén thanh Ribbon, chira cac nhém 1énh hién thi, chi tiét nhu sau:

+ Document Views: Ché do hién thi vin ban

+ Show: Tuy chon hién thi mot sb thanh Panel

+ Zoom: Cac 1énh phong to, thu nhé van ban

+ Window: Chtra cac 1énh tiy chon hién thi nhiéu vin ban

+ Macros: Cac 1énh vé Macros

An hién mot Tab Iénh

Dé 1am an hay xuét hién mot nhoém 1énh hodc mot Tab 1énh trong thanh cong cu Ribbon ban lam nhu sau:

- Nhép phai chudt vao mot khoang tréng bat ky trén thanh cong cu Ribbon.

2CcDx

- Mot menu nhanh xudt hién chon Customize the Ribbon, hdp thoai Word Option xuét hién va tro téi muc
Customize the Ribbon.



el Customize the Ribbon and keyboard shortot
%

Lhoose commands frons Customae the Rigbon
Poputar Commands - Main Tabs
Accept s Move 1o Next . Mo 1w
Align Left E 4/
Breaks 4\ ¥ 4 Insert
oo Bl Supy . # [V Design
(unomuze an Canter

o W Page Layout

% Change Lat Leved
¥ # J Referen:es
Copy
% Cut + ¥ Maling:
Define Mew Nurmber Forman WV Revew
7 Delete % ¥ View
I Deaw Table P =
% Draw Verticsl Test Box Naw Teb || | biwwe Geoug
[ .

Customuatens Reses ~
Keyooard shortcits: | Customae.

Imgontts

- Trong danh sach Main Tabs bén phia tay phai ciia man hinh 1iét k& danh sach cac Tab Ribbon mudn 4n
Tab nao ban cbi can l}(’) dau tin}} o dau ‘Eén Tab d6. Ngugc lai muon hién chung 1én ban danh dau tinh cho
nhiing Tab bi an. Cuoi cung nhap Ok dé luu lai.

Luru y: Truong hop qmu(’)n an toan bo thanh cong cu Ribbon ban nhap chon biéu tugng Minimize the
Ribbon (hodc nhan t6 hop phim Ctrl + F1) phia goc phai trén cua man hinh chinh.

M Fnd -

| & ”
vac Replace

AaBbCcDe AaBbCcDx

T Norma T No Spe Headng | Heading J
 Select~ pr—y

Stytes 3 Editing ( .

\

Khi mubn hién lai thanh céng cu nay ban nhap chudt vao niit 1énh d6 mot l1an nira.
Tuw tao mgt Tab Iénh va cac nhom I€nh trén thanh cong cu Ribbon

Ngoai nhitng Tab 1énh sén c6 Microsoft Word 2013 con cung cp cho ngudi dung chirc ning tu tao ra cac
Tab 1énh méi, cach thuc hién nhu sau:

- Nhap phai chudt vao mot khoang tréng bat ky trén thanh cong cu Ribbon.

REFFREMNCES MATLINGS REVIE F
Customize Quick Acce I ba
i Show Quick Access Toolbar Below the Ribbon 2CcDx
= Customize the Ribbon Spac
v ;”\Tr"-".‘ noxg n Sz,'

- M6t menu nhanh xuét hién chon Customize the Ribbon, hop thoai Word Option xuét hién va trd t&i muc
Customize the Ribbon.



oy % Customize the Ribbon and keyboard shortouts,
Duztey Y
T Lhoose commands froms
sotdng DW(M |—-1
Seve
[2 Accept and Move 1o Next .|
‘ - |
B S AlgnLet
Advances = Breats N
T Bubess B
Curgmaze Wbban = Canter
Quick Access Toaibar ['g E;"ml"d g
Add-le X Cut
| Define Mew Nyrmiber Format...
Trum Center 73 Delete
T Deaw Tatie
U5 Draw Vartical Test Bos
T Eemat 5
Keysoo shortcins. | Customae.. |
G M

- Pé thém mot Tab méi ban nhip chon niit New Tab, mot Tab, va mot nhém 1énh méi xut hién nhu hinh
dudi day:

Dagdey

Fuehing

e

Limjrage

4L

L]

Ghth Bazem Toske

e
H

-7 NTHH

A e

Yust Come

Sy

e
|

>> X

Display name:  Font chi
‘ [ ox

- Ngoai ra ban c6 thé bd xung cac nhém 1énh khac vao Tab nay bang cach nhdp chon Tab vira thém roi
nhan nut New Group

Két qua Tab cac 1énh ctia t6i s& c6 duoc nhu hinh dudi day:
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Choese commmidy from Customae the Rigon

Fopul Cammants - Man Tade -

| ot v Accegn and Move 10 Nest - Man Ten

Algn Lot = 0 Hame
Cuanmite P8han oo X Fomt ch c 3
Lete WS gy, Cin & (Cuntos '
*t  Change List Lavet Tidu &% [Custern)
Cogy * o baet
X Cw = VD
Dwfine tiew Harrtor Formmat T
) Delee o Bemove ® W Page o
T Drase Tazhe = U Reterences
Crow Vescal Tt Box * ¥ Mabngs
Emad * V Revew
M Fied
Fost I+ foe T Lhew froup Recage..
A Fesl . -
Curtmmizatiens fgset =
Coboerd smomteats | Cutmmes. Igartik -
[ oL | Lancs
4

Cong viéc cubi cling cua ban 1a chon nhiing 1énh can thiét & bo xung vao cac nhom lénh twong tng.
Cuoi cung nhap Ok dé hoan tat.

Tab Iénh ma ching ta vira tao khi xuét hién trén man hinh chinh cta chuong trinh s€ nhu hinh dudi day:

HOME LENHCOATOI  INSERT

Iy ]
e, 4= v =)
A A ’ = } 1 (S
Font  Font Page Page Hyperlink
Color~  Setup Width

Font chur Khé gidy, Can 18 Tiéu dé

Day 1a mot vi du co ban ban hoan toan c6 thé tao ra cac Tab 1énh dugc bd tri khoa hoc va thuan tién cho
qua trinh sir dung ctia minh.

1.4. Thanh céng cu nhanh
BEH S 0 @& @0 -

HOME LEMH CUA TOI IMNSERT

Thudng ndm phia trén cting bén phia goc trai ctia manh hinh chinh, chira cic 1énh thudng sir dung giup
nguoi dung co6 thé tao tdc mot cach nhanh trong, tirc thoi. B thao tdc nguoi dung c6 thé nhap chudt truc
tiép vao nut Iénh can thao tac

B6 xung cac 1énh thwong sir dung c6 trong danh sach mic dinh

Khi maéi cai dat ban chi thay mgt so6 nat 1€nh trén thanh cong cu nay mudn bo xung thém cac nut I¢énh
khéc ban nhap chudt vao miii té€n tro xudng roi chon vao nut 1€nh can bd xung (voi di€u kién nat d6 chua
c6 trén thanh cong cuy).



(Nhimg nit 1énh chua c6 dau tich 13 nhitg nut 1énh chua dugc bd xung 1én thanh cong cu)

Nguoc lai ban co thé 1am an cac nat 1énh di b?mg thao tac tuwong ty nhung ddi voi nhitng nut 1énh da co
trén thanh cong cu.

:; b= &) _; 20,4 3

HOME tENHCUAT 15EF ustomize Quick Access Toolbar

Cahbri (Body) - |11 = A4 1R |
Paste . B I U -as x, X A N ot »

ipboard 1. Fom

(Nhitng nat 1énh c6 ddu tich 1 nhirg nut 1énh di c6 trén thanh cong cu).
B0 xung cac 1énh khong c6 trong danh sich mic dinh

Nhu phén trude da trinh bay ching ta co thé bd xung cac nut Iénh CQ trong danh sach mac dinh lén thanh
cong cu nhanh. Ngoai ra Microsoft Word 2013 con cho phép ban bo xung lén thanh cong cu nay nhiing
nut 1énh khac khong c6 trong danh sach mac dinh. Cac budc thyc hi€n nhu sau:

Buée 1: Nhap chudt chon miii tén tro xudng trén thanh céng cu nhanh (Quick access toolbar), danh sach
xuat hién chon More Commands. ..



m H ¢ ) k\; 2 = 0 = Docurment2 - Microsoft Word
HOME LENH CUA TOI iNseR Customize Quick Access Toolbwar REFERENCES

v New

o % - :
[ ] Calibri(Body) /11 <~ A" A A 2 A
v Open
Phne ¢ B I U-amx,x B+, sne e i e
Clipboard font v Email -
Quick Prnt

v Pont Preview and Prnt
Spelling & Grammar
Undo
Redo

v Draw Table
Touch Made
More Commands.

Show Belaw the Ribbon

Hop thoai Word Options xudt hién va ty dong tro téi muc Quick Access Toolbar.

m Customize the Quick Access Toclbar

Choose commaends froms Customige Quick Access Toolba
Popsder Commands E For sll docerments (deleuk)

<Separsrees - {4 Snve
2 Accept and Move to Nest ¥ ) Undo
H Add & Hypertink 0 Rese
] Add a Tabde | [EL Prim Praview snd Prim
Algn Left - "I s Table
i Bellets 19 Emal
Center -
*E Change Lt Loved ’ -
Shew Quack Accem Tocther below the Customizstions: | Rgset. 3
Hibton

-

Buée 2: Ban dé y trong danh sach bén tréi 1a cac nut 1énh ciia chuwong trinh danh sach bén tay phai 1a cac
nut 1énh hién c6 trong danh sach Quick Access Toolbar. Dé bd xung thém maot nit 1énh madi ban chon tdi
no6 trong danh sach bén trai roi nhép nat Add>>, nguoc lai néu mudn loai bo nat 1énh nao ban chon t&i nd
trong danh sach bén tay phai rdi nhap nit << Remove.

Luu y: C6 mot nut 1énh dic biét do 1a diu ngan cach gitta mot hoac mot nhom cac nut Iénh, ban hoan
toan c6 thé bo xung doi tugng nay vao thanh Quick Access Toolbar, nut 1énh ¢6 tén la: <Separator>.

Buée 3: Cubi cung ban co thé sir dung biéu tuong miii tén 1én xubng dé thay ddi vi tri cic nut 1énh trén
thanh Quick Access Toolbar.

E Save

") Unde »
‘(9 Redo

[cL Print Preview and Print

Draw Table

&

;[‘] New
Open

Customizations: | Rgset v ]

Import/Export ~ |




Sau khi hoan tit ban nhap chon ntit Ok dé luu lai nhitng thay doi.
Thay d6i vi tri ciia Quick Access Toolbar

Sau khi cai dit ban s& thiy thanh cong cu Quick Acces nam phia trén cua cira s6 chwong trinh tuy nhién
ban cling c6 thé di chuyén n6 xudng dudi thanh Ribbon dé cé khong gian rong hon. Céch thyc hién nhu
sau:

- Nhip chudt vao mili tén tro xudng trén thanh cong cu Quick Access Toolbar.

- Trén danh sach d6 xubng chon Show below the ribbon

HOME LENM CUATO INSE Customize Quick Access Toolbat §
- X = Ne v
CalibrifBody) |11 ~ A" A A SO
v per
Paste . B 2 Y -atxx, x N="P _ e 0.

Clipboarg . Fomt

Paragraph

Luu y: Khi da ddi xuéng dudi ban mubn tré lai vi tri cii hay lam tuong tu nhung khi d6 chon Show above
the ribbon.

1.5. Office Button

Office Button chira cac 1énh thao tac véi File van ban, nhu thém mdi, mé mot File dé tdn tai, in 4n, luu
trir, hay stra doi cac thong tin vé File,... D€ hdp thoai Office Button xuat hi¢n ban nhap chudt chon bi¢u
tugng Office Button bén phia trai thanh Ribbon.

G E O D

@ HOME INSERT DESIGN

m Calibri (Body) ~/11 =~ A" A

41

Paste ¢ B I U ~abke x, X [A-~

Hop thoai Office Button s€ xuat hién nhu hinh duéi day:



- Info: Chtra cac 1énh nhu Save, Save AS, Open,... Ngoai ra con cho phép ngudi dung c6 thé thay d6i
mot sO thong tin vé File trong danh sach bén phia tay phai ciia man hinh.

[nfo

Tots Edtng Time 3 Mousten

Tay

Felated Dates

Reiated Peaple

Authy

- Open: Trong muc:
- Recent Document:chira danh sach File da m¢ trudce do.
- Sky Drive: Ly file tir noi cét trit chia sé cho mot ngudi nao do.

- Computer: Tré dudng dan dén cac thu myc luu file da soan thao.

=) Mecas! Ootimants - i s

¥ Wiy - B & M, Vet S

& Sotvw

oulk

- New: Tao mdt van ban mai, ngoai viéc lya chon mot van ban trang ban ciling c6 thé tuy chon cac van
ban mau ma Microsoft Word 2013 cung cap san



l N ew

- Print: In 4n van ban, & ddy ban c6 thé Iya chon mdy in va cac tuy chon khic ngay man hinh bén phia

tay phai

Print
1
=
o Cang ty Phiin Mam Ké
Todn Quan Tri AVIN
Prir
-

- Share: Trong phan nay ban c6 thé giri vin ban qua
khac nhau,...

Email, Fax, hay luu van ban thanh cac dinh dang

- Export: Tao mdt van ban c6 dinh dang PDF/XPS, hodc c6 thé thay ddi dinh dang file ciia mot van

ban.
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H tacgn Fae 1

- Close: La cong cu dung dé dong chuong trinh.

wh 0 Mt

1 hwden

Luru ¥: Dé dong cira s6 Offie Button ban nhap niit Back hodc nhin phim ESC.
1.6. Thanh trang thai, thanh cudn, thanh thwéc do

- Thanh trang thai: Niam dudi day man hinh chinh bao gdm céc thong tin nhu ché d6 hién thi, phan trim
hién thi, tong so tur, sO trang, trang hién tai,...

iRl S0FawRs [ BV MR STHTE)

- Thanh cudn: Dung dé di chuyén man hinh soan thoa 1én trén hodc xudng dudi, sang trai hodc sang
phai. Thanh cudn bao gom 2 thanh la thanh cudn ngang va thanh cudn doc.



- Thanh thuéc do: C6 chirc ning ding dé cin chinh vi tri cdc ddi tugng trén vin ban, ciing nhu can 18,
bo cuc cho van ban. Thanh thudce do cling bao gom thanh thudc ngang va thanh thude doc

Bai 2 — Soan thao van ban
2.1. Khai niém van ban
Van ban tho

Van ban tho 1a mot van ban chua dugc trinh bay, né chi can ¢6 du ndi dung va dang chinh ta. Nhu vay,
sau khi khéi dong chuong trinh Microsoft Word 2013, ban da c¢6 san mdt ctra s6 van ban méi (hodc sau
khi dung 1énh New) la ban da c6 thé bat tay vao vi¢c nhap van ban tho.

Dé nhap vin ban thé ban nén chon mot Font chit rd rang, d& doc, kiéu chit thuong (nén dung Font chi
mac nhién 1a Times New Roman véi Font size 14 point).

Yéu cau trong lac nhap vin ban tho 14 ban Phéi g0 sao cho that nhanh va ding chinh ta. Vi vay, trong khi
dang g0, ban khong nén trinh bay theo mau cua van ban (nhu thay doi Font chir, kich thudc Font chir,
kiéu chit ¢am, chit nghiéng.. ) diéu d6 chi lam cho tdc do gd cuia ban cham di ma thoi. Ngoai ra, trong
moét van ban thd khong nén dé thira khoang trang (Space Bar), thira phim Tab, thira phim Enter, diéu nay
vira mét thoi gian vira gdy kho khin cho cong viéc trinh bay vin ban ctia ban sau nay.

Trong qua trinh nh@p van ban, ban co thé dung:

+ Shift-Enter: xudng dong khong tao Paragraph méi (Line Break)

+ Enter: xudng dong tao Paragraph méi (End of Paragraph)

+ Ctrl-Enter: xudng dong va ngit sang trang méi (Page Break).

Mot s6 thuat ngir thuong ding

- Character (Ky tu): Khi ban g6 mot phim trén ban phim thi trén man hinh s€ hién ra mot ky tu twong Gmg
va in dugc ra gidy thi d6 la mot ky ty. Nhu vy, phim ky ty trén ban phim la tat ca cac phim chit, phim

sO, phim dau..., cac phim nay thuong dugc bd tri & khu vuc giita ban phim gitip cho hai ban tay ciia ban
khi go cac ky tu s€ thuén lgi hon.

- Word (Tir): Mbi nhom ky tu lién nhau va duogc phan cach bang khoang tring (phim Space Bar) dugc
goi 1a mot tir. Tir ngén nhat chi co mot ky tu con tir dai nhat thi khong c6 gidi han.

Chu y. Trong doan van ban khi c6 dau ngat cAu nam gitra hai tir (nhu ddu chdm, du phay ), ban phai g&
du ngat cAu nam sat vao tir dimg trudc, tiép dén 1a mot khoang tring (phim Space Bar) réi méi gd tiép tir
dung sau.

- Paragraph: La mot doan van ban duoc két thﬁcheng cach xudng dong. Néu ban chi gb phim Enter ma
khong gb thém chir nao thi d6 1a mot Paragraph rong, ngoai ra Paragraph co6 thé chi 1a mét dong chir ngan
con thong thuong thi mot Paragraph s€ c6 nhiéu dong chir.

- Word Wrap: Khi g6 mét doan van ban dai ma khong c6 dau chdm xudng dong, ban s& thdy vin ban tu
dong xuong dong moi khi gdp 1€ bén phai cua trang giay, d6 1a Word Wrap.

2.2. Cac thao tac v&i mot tép van ban

Tao mét vin ban méi

Maic dinh khi khoi Microsoft Word 2013 chuong trinh s€ ty dong tao mdt van ban mai, tuy nhién trong
cac truong hop khac ban cé thé tao mot van ban méi bang céac cach sau day:

Cdch 1: Nhip chon biéu twong New trén thanh cong cu Quick Access Toolbar (hodc nhan t6 hgp phim
Ctrl + N).



BE OO D © -
FILE HOME

I

D Calibri (B Create a document.
B

New (Ctri+N)

v

Cdch 2: Nhap chon biéu tugng Office Button

BEHOED 9 -
HOME = INSERT  DESIGN
e
B Calibri (Body) ~[11 | A" A
Paste

¢ B I U-akx, x A-

thoai Office Button Xudt
New

6 Aa

Take a
tour

Paste o /B I U -abex,x A-¥-A-

hien  hay

nhip

chon

New

Luu y: V6i hai cach trén ching ta s€ tao dugc mot van ban trang tuy nhién Microsoft Word 2013 con
cung cap rat nhiéu cic mau (Template) dugc xay du’ng san ma ban cd thé ké thira va st dung lai. Viéc su
dung cac miu (Template) duoc xdy dung sin s& giup ban tiét kiém thoi gian ciing nhu tiép cén voi cach

trinh bay van ban hién dai, khoa hoc ctia Microsoft.

INew

Title Title Title

| s

Title Q




Quay trd lai cach thir hai trong cua

Card, Fax ...

E J ': 'V"v'

Title Title

BE Enm “H EEN

s0 New ban nhap chon cdc myc ma ban muon soan thao nhu thu,

Title

T —

S HEEE

beé lya chon Templates ban chi can nhap chudt vao mau d6 roi nhan Create. Mot File méi dugc mé voi
ndi dung nhu hinh dnh mo ta vé ban mau ma ban vira chon. Ttr vin ban nay ban c6 thé chinh stra thay doi
ndi dung cho phu hop véi yéu cau sur dung.

Luwu lai van ban

Sau khi hoan thién mét vin ban ban can luu n6 lai trén 6 dia cimg dé co6 thé s dung ¢ cac 1an tiép theo.
Vi Microsoft Word 2013 ban c6 thé ITuu mot van ban bang cac cach sau day:

Cdch 1: Nhép chon biéu tuong Save trén thanh céng cu Quick Access.

wi: % 2 D ©-

" - . INCERT
m"”t.“l(:.;\ A!JA‘E\ )

L
Calibri (Body) ~ |48

Paste ¢ B I U -axx X

A A

Cach 2: Nhép chon nut Save trong cua s6 Office Button, chon muc computer phia bén phai sau d6 chon

cac thu muc luu, hodc chon browe:



AT E |

Save As

‘ e

(D Compam

Néu vin ban dugc tao méi va luu 1an dau tién, bé“lng mot trong hai cach trén hdp thoai Save As s€ xuét
hién nhu hinh dudi day:

Organae v New icides SR
A Microsoft Word Documents library : -
Amange by Felde ~
- Includer: I locations
-
A Favorites Name > Date moddie: Type @
Bl Desktop
8 Downdosds & Custorn Office Termplates /287012 21:31 File fof 2
% Recent Places 1 My 150 Fles 4057 4 File fol
3 My Shapes 425020 File fol
T3 Ubcesies L. OmeNote Notebooks 107273012 0010 File fol
» Dacsmentc = n ’
PRI | 1, Py Miten KA Taan Qudes Tri AVINE v
Save as type: | Weed Document o
Authuery: Blue_Eagle Tage Addatag
" Seve Thumbeail

Ban chon dudng dan luu File trén 6 dia cimg roi nhap tén cho cho File vin ban vao muc File Name, cudi
cung nhap nut Save dé luu lai van ban.

Luew ¥: DE luu lai van ban véi mot tén khac ban chon niit Save As trong ctra s6 Office Button.

- ' - =
flg ¢
C I3
Save As
Places ) Compriter
& e Pecent Forden
Now o
- ) "W Eboh - M b
|- CLdergrare
My Weord 21113
Wk - Baadh « N, Wit JBLE
Dowtre
\.
f \
e

Aot Compunoy
St U A
P

B e il

Céc thao tac con lai gidng nhu khi chon nit Save
Mé mét vin ban di ton tai

Dé m& mot van ban d3 ton tai ban co thé thuc hién theo mot trong cac cach sau day:



Cdch 1: Trong ctra s6 Window Explorer nhap dup chudt vao biéu tugng File van ban can mo.

Ocgenae v &3 Open ~

Pree E-mall New falder

R "B )
¢ Favoentes Name t madities Type
B Dwsizop 8 Cong ty Phide Mém K& Toan AVIN
& Downlosds

MAZN2 2333
B M Word 2013
2. Secent Places

m

4 Ubranes
* Decuments
o Music
» Pactures
B videcs

oY Homegroup

B Camniter b

m— Cong ty Phan MEm K€ Todn AVIN
= (5

'
Tite: Add » title
1ot Weed Docurment
L

Cach 2: Khoi dong Microsoft Word 2013, tur thanh Quick Access Toolbar nhip chon biéu tugng Open
(hoac nhan t6 hop phim Ctrl + O).

@B O D

HOME INSERT Open (Ctrl+0) AGE LAYC

‘ Calibri (Body) - |11 =~ A" A" Aa- Ae

¥ B I U ~ax x, X°

R XA

Cdch 3: T ctra s6 Office Button nhdp chon nut Open

Bing mot trong hai cach 2 va 3 hop thoai Open xuét hién chon t6i File cAn mé rdi nhip chon nut Open.
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Date madified Type

8 Cérg ty Phim Mim KA Toan AVIN NAGNIIAL Mt Wesil D,
) Ms Word 213 117272012 2340 Microseft Werd 9, |

£ Local Dik (€9 |#
s Local Disk (DY
(. Local Digk (E)
- Local Disk {F)
- WHITETIGER (1)
o3 CD Drive (1)

- 4 M
Fle name: Cag ty Phim Mém Ke Toin AVN v Al Word Documents b

tooe + [Opm_JF] [ s

Poéng vin ban hién thoi
bé dong van ban hién thoi ban thyc hién nhu sau:
- Nhap chon biéu twgng Word document phia goc phai man hinh 1am viéc hién tai.

- Hop thoai xuat hién nhap chon nat Close

8
0
G
8
O
o4

4 Restore DESIGN PAG
Move o e
Size "JA A | Aas
~  Minimize : X | A~
o  Maximize [ont
s

Néu File vin ban cta ban chua luu chuong trinh s¢€ xuét hién hop thoai xac nhan. Néu muén luu lai thay
doi ban chon Save, ngugc lai chon Don’t Save, néu mudn huy thao tac tat File van ban hi¢n thoi ban nhap
chon nut Cancel.

Want to save your changes to Document2?

If you dick "Don’t Save”, a recent copy of this file will be temporarily available,
|=."\ more

[_sowve | | Doptsae | | concet |

Thoat khéi ing dung

Pé dong hoan toan ing dung Microsoft Word 2013 ban c6 thé 1am theo mét trong cac cach sau day:



Cdch 1: Nhap chon niit Close & goc phai trén ctia man hinh Microsoft Word 2013

L} g M Fins -
AMBDCcDe AaBbCeDx

pace
- . - S O .  Moemal | % o tpe Hesdng | Naang J
- BE 4 ¥ et

Coéng ty ¢6 phan phian mém AVIN

B::ing mot trong hai cach trén néu File vin ban cta ban chua luu chuong trinh s€ xuét hién hop thoai xac
nhan. Néu muon luu lai thay doi ban chon Save, ngugc lai chon Don’t Save, néu muon huiy thao tac tat
ung dung ban nhap chon nut Cancel.

wovorwos . )

1 Want to save your changes to “Cong ty Phian Mém K€ Toan AVIN™?

¥ you dlick "Don't Save”, a recent copy of this file will be temporarily available.
Lean more

| Save l Dongave l Cancel |

.

2.3. Binh dang kho giay va dit 1é van ban

Ban c6 thé dé khd gidy van ban cia ban 1a mot khd nhat dinh mdi 1an ban mé chwong trinh 1én. Thong
thuong van ban thuong dugc dat 1a kho giay A4. Dai khi ban can phai thay d6i doi kho gidy cho mot loai
van ban doi hoi c6 kho giay khac. Bé thuc hién nhu sau:

Chon Tab Page Layout trén thanh cong cu Ribbon tim téi nhom Page Setup.



PAGE LAYOUT ‘

F“ HY I ——| "= Breaks~
mign | =

S [:‘j rj 1D Line Numbers =
Margins Orientation Size Columns

. - . . be Hyphenation *

- Margins: Can 1& cho vén ban, dé thuc hién ban nh’?ip chon vao biéu tuong nay mdt danh sach dd xuéng
vO1 mot sO mau co san.

e O D ©- :
FILE HOME  INSERT  DESIGN  PAGELAYOUT

@ [_[% ID“ % %= Breaks ~

3 . . . {0 Line Numbers ~
Margins Orientation Size Columns |

. = . . b< Hyphenation ~
Normal e
Top: 1° Bottom:1"
Left: 1° Right: 1'
Narrow
Top: 05 Bottom: 0.5"
Left 05" Right: 0.5"
Moderate
Top: 17 Bottom:1”
Left: 075" Right: 0.75"
Wide
Top: 17 Bottom: 1"
Left 2° Right: 27
___ Mirrored
Top: 1° Bottom:1"
Inside: 1.25" Outside:1"
Office 2003 Default
Top: [I° Bottom: 1"
Left: 1.25 Right: 125"

1 Custorn Margins...

TED STAIES

Ban c6 thé chon mét trong s6 nhitng mau nay hodc tiy chinh bang cach nhép chon muc Custom
Margins... Hop thoai Page Setup xuat hién tro toi Tab Margins ban c6 thé tuy chinh céc gia tri trong muc
Margins dé can 1€ cho van ban theo y muon, sau d6 nhap niat Ok dé luu lai.



Margins | Paper
Margins

Top: — i Bottom:

Left: : & Rignt

Gutter: 0" Gutter position:
Orientation

Portrait  Landscape

Pages
Multiple pages: Normal

Apply to:  Whole document B

Set As Default

- Orientation: Chon cbiéu khé gidy 1a ngan hay doc, dé thuc hién ban nhip chon nit 1énh, mot danh sach
vO1 hai su lua chon xuat hién.

| @B OO0 O &=
HOME  INSERT OSSN PAGELAYOUT

OESC & o

Margins Umentation Sce  Columes

- - nf Hyphenation «

R up
J Bartia
: 'l Landicape

Ban chon Portrait dé dat doc kho gidy va chon Lanscape dé quay ngang kho gidy.

- Size: Lua ch’()n kl}é giéy, dé thuc hién ban nhép chon nut I¢nh nay trén thanh Ribbon, mdt danh sach ligt
ké cac kho giay xuat hién.



HOME INSERT DESIGN PAGE LAYOUT

i [ I—i ] %= Breake~
s = - - ;Ibne Numbers -
Margins Orientation | Size  Columns
- . - . vd Hyphenation ~
_j Letter
Tabloid
1" e 17
Legal
§5°:14

Executive

us ]

B
1180° ¥ 16.5%"

Al

82T 1100

B4 (1S)
10.12° £ 1433

85 (nS)

71T x1012
Envelope #10

ALY w85
Envelope Monarch

385" « STATES)

TR T I

More Paper Saes

Ban c6 thé Iya chon mot trong cac khf) giréy dugc liét k&, thong thuong chung ta s dung khd A4 cho cac
van ban. Tuy I}hién ncu khong c6 kho giay phu hop ban c6 thé chon muc More Pager Sizes... Hop thoai
Page Setup xuat hién va trd toi Tab Page.

X

r

Margins | Paper | Layout |
Papeg size:

Letter E}
Width:e  8.5° %
Height: 11° 2

Paper source
Eiest page: Other pages:

h \

Preview

Appiyto:  Whole document E;] | Print Options,..

Co ) [oom]

[ Set As Dot

Tir day ban c6 thé thay dbi kho gidy bang cach thay doi gid tri trong muc Width va Height.
2.4. Thiét lap Font chir chung cho vin ban

Trude khi soan thao van ban ban nén thiét lap Font chir cho van ban boi tat ca nhitng dinh dang nay s¢€
khong thay doi trong qua trinh ban hoan thién van ban, nhu vay s€ gitip ban giam bt thoi gian lam viée.



Céc 1énh lién quan dén thiét 1ap Font chit cho vin ban nim ¢ nhom Iénh Font trong Tab Home trén thanh
cong cu Ribbon.

"3 - v
i 9
FILE HOMT |
- . o
Calibn (Body) B A A Ad~
Paste ., 1B I U -ax x, x v.A

bé thay ddi Font chit ban nhép chon milii tén tro xuéng trong muc trén tén Font chit, mdt danh sach liét
ké cac Font chir c6 trong hé thong xuat hi¢n ban chon t&i Font chit can thict 1ap. Thong thuong ching ta
chon Font Times New Roman cho van ban.

0 Times New Roman
-

YNIGH

UnArabia

/nAnal

SOnecArvisiate
ONARISRNTEIO
nAvord

Vaflabomasi
UNBAHAM S M
NnBlack
NVNBLACKN
VnBodoni
SHNBODONIN

;

L A A A A R L

Tiép theo ban chon co chir trong muc Font Size, ngoai viéc chon nhiing co chir c6 san trong danh sach
ban ciling c6 thé nhap tryc ti€p c¢d chir can thiet 1ap vao 6 nay. Thong thuong vdi van ban ching ta chon
co chir 14.

Con c6 rat nhiéu tuy chinh vé Font chit tuy nhién khi bat ddu vin ban ching ta chi can thiét 1ap nhiing
thugc tinh chung nhat, cac thay doi vé sau sé dugc thuc hién cho tirng doan van ban va ching toi s€ gioi
thiéu voi cac ban trong phan ti€p theo.

2.5. Soan thao van ban

Sau khi thiét 1ap mot sé thudc tinh cho van ban nhu khd gidy, can 18, Font — ¢& chit ban dd c6 thé soan
thdo van ban tho. Nhu trinh bay & phan trudc ban nén soan thao day da ndi dung ¢ dang van ban tho
trudce khi tién hanh hi¢u chinh van ban. Bé soan thao ndi dung cho van ban ban co6 thé st dung toan bo
cac phim chir, s0 va cac ky c6 trén ban phim may tinh.

G chir tiéng Viét

V6i thoi dai cong nghé thong tin phét trién nhu hién nay, phan 16n cic ban da c6 nhiéu thoi gian tiép xuc
v6i may tinh va cting thuong g6 nhiing doan van ban khi Chat. Tuy nhién trong phan nay chiing toi ciing
xin nhic lai quy tic go tiéng Viét dé lam tu lidu cho nhiing ai chua biét.
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-0: 00

-d: dd

-&:ee

- D4u huyén: f

- Dau sic: s

- D4u ning: j

- D4u hoi: r

- Dau nga: x

- X6a diu cho chir hién thoi: z
Di chuyén trén vin ban

Trong qua trinh soan thoa ban thuong xuyén phai di chuyén qua lai trén vin ban, ngoai cach str dung
chudt tro téi vi tri can di chuyén t6i ban con c6 thé st dung cac phim chirc nang dé ting toc d6 di chuyén,
dudi day 1a mot s6 phim thuong st dung:

- «: Di chuyén con tro chudt sang trai mot ky tw so v6i vi tri hién thoi.

- —: Di chuyén con tro chudt sang phai mot ky tu so voi vi tri hién thoi.

- 1:Di chuyén con tré chudt Ién trén mot dong so vadi vi tri hién thoi.

- |: Di chuyén con tré chudt xudng dudi mot dong so véi vi tri hién thoi.

- Ctrl + «: Di chuyén con tré chudt sang vi tri ky tu dau tién cta chir tiép theo bén trai so voi vi tri hién
thoi.

- Ctrl + —: Di chuyén con tro chudt sang vi tri ky tu dau tién cua chit tiép theo bén phai so véi vi tri hién
thoi.

- Ctrl + 1: Di chuyén vi tri con tré chudt l1én vi tri ky tu du tién cta doan vin ban bén trén so voi vi tri
hién thoi.

- Ctrl + |: Di chuyén vi tri con tré chuot xuéng vi tri dau tién cta doan vin ban phia dudi so véi vi tri
hién thoi.

- Home: Di chuyén con tré chudt téi vi tri ddu dong hién thoi.

- End: Di Chuyén con trd chudt t6i vi tri cudi dong hién thoi.

- Page Up: Di chuyén con tré chudt 1én dau trang hién thoi

- Page Down: Di chuyén con tré chudt xudng cudi tran hién thoi

Bai 3 — Hiéu chinh van ban

3.1. Lwa chon van ban

Khi soan thao ban phai thuong xuyén lga chon (bdi den) mot phﬁn (mot dong, mot doan, mat trang,...)
hay toan b van ban dé thuc hién cac thao tac chinh stra. Dudi day la cac cach khac nhau d€ boi den ndi
dung van ban.

Dung chuft
- Chon mét chit: Nhap dup chudt trai vao chir can bdi den.

- Chon mot phan ndi dung van ban: Di chuyen con tro chudt t&i vi tri dau tién can boi den, giir chudt trai
va ré td1 vi tri cudi cung cua doan van ban can boi den.

Dung ban phim

- Shift + —: Lya chon van ban bén phai vi tri con tré hién thoi.



- Shift + «: Lua chon van ban bén trai vi tri con tré hién thoi.

- Shift + 1: Lya chon phan bén trai cua dong hién tai va phan bén phai ctia dong phia trén so véi vi tri con
tré hién thoi.

- Shift + |: Lya chon phan bén phai ciia dong hién tai va phan bén trai ciia dong phia trén so véi vi tri con
tré hién thoi.

- Ctrl + Shift + —: Chon phan con lai bén phai cta chit gin nhét so véi vi tri con tro hién thoi.

- Ctrl + Shift + «: Chon phﬁn con lai bén trai cta chir gén nhéat so v&i vi tri con trd hién thoi.

- Ctrl + Shift + |: Chon phan con lai bén phai ctia doan vin ban hién thoi tinh tir vi tri con tré hién thoi.

- Ctrl + Shift + 1: Chon phan con lai bén trai ctia doan van ban hién thoi tinh tir vi tri con tré hién thoi.

- Shift + End: Chon phﬁn con lai bén phai cua dong dién tai, tinh tir vi tri con tré hién thoi.

- Shift + Home: Chon phén con lai bén trai cia dong di¢n tai, tinh tir vi tri con trd hi¢n thoi.

- Ctrl + Shift + End: Lya chon ndi dung tir vi tri con tro hién thoi dén cudi van ban.

- Ctrl + Shift + Home: Lya chon ndi dung tur vi tri con tré hién thoi dén dau van ban.

Str dung thanh cong cu Ribbon

DPé lya chon Vén’bén béng nat 1énh trén thanh cong cu Ribbon ban nhép chon Tab Home, tim dén nhom
1énh Editing. Nhap chudt chon Select.

MFnd -
AaBbCcDe¢ AaBbCcD(

Select ~

- Select All: Lya chon toan bo ndi dung van ban.
- Select Objects: Chi cho Iya chon céac ddi tuong (hinh anh, débi tuong shape) c6 trén van ban.

- Select Text with Similar Formatting: Lira chon ndi dung vin ban c¢6 dinh dang giéng nhu van ban & vi
tri con tro hién thoi.

3.2. Sao chép, cat dan, x6a van ban
Sao chép van ban

Trong qua trinh soan thdo, chinh stra van ban ban thuong xuyén c6 nhu cau sao chép mot phan, hoac toan
bo ndi dung tir van ban nay sang van ban khac hodc gitra cac doan trong cung mot van ban. D€ thuc hién
ban c6 thé 1am theo cac budc sau day:

Buoc 1: Lya chon (bdi den) ndi dung van ban can sao chép
Buoc 2: Tiép theo thuc hién theo mot trong cac cach sau day:
- Nhan t6 hgp phim Ctrl + C

- Nhép phai chudt chon Copy
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35 Translate

;:l Search with Bing
é: Sypenine

s New Comment

- Trong Tab Home trén thanh cong cu Ribbon tim téi nhom Clipboard chon niat Copy.

BEHOED ©-
FILE HOME INSERT Dt
Calibri (Body) ~ |28 ~ | /

B I U -~ x. X

Clipboard . Font

Cat van ban

Trong mot s6 truong hop ban can di chuyén mot doan van ban tr vi tri nay toi vi tri khac, hay tir van ban
nay sang van ban khéac ban c6 thé st dung chirc nang Cut van ban cua Microsoft Word 2013. Cach thuc
hién nhu sau:

Buée 1: Chon ndi dung van ban can cat (Cut).
Budc 2: Thyc hién theo mot trong cac cach sau day:
- Nhén t6 hop phim Ctrl + X

- Nhap phai chudt chon Cut
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- Nhép chon Tab Home trén thanh cong cu Ribbon, tim t6i nhom Clipboard chon biéu tuong Cut.

@G H D ©-

HOME = INSERT  DES
2, X

Y
cis)

Paste ¢ B I U~k x X

Calibsi (Body) = |28 =~ £

Clipboard 1% Font

Dén van ban

Sao khi sao chép hay cat noi dung van ban ¢ hai phan trude nhu cau tiép theo cua ban chéc chén 1a can
phai don n6 vao mét vi tri nao do. Beé thuc hién ban lam nhu sau:

Buée 1: Nhép tro chudt téi vi tri can dan van ban.

Budc 2: Thyc hién theo mot trong cac cach sau day:

- Nhan t6 hgp phim Ctrl + V

- Nhap phai chudt trong muc Paste Options



iy Paste Options:

L L
=2, 12 &
A Font
?_" ii agrap
8 oein
By Tranglate
T& earch Bing
o Hype
=
+ & Keep source formatting: Dan ca ndi dung Text va dit lai dinh dang nhu nguyén gdc.
C=
+ - Merge formatting: Dan ndi dung Text va hoa chdn dinh dang goc véi dinh dang cuia vi tri can dan.
=

+ A Keep Text Only: Chi dan minh noi dung Text, léy dinh dang theo dinh dang cta vi tri con tro hién
thoi.
- Nhip chon Tab Home trén thanh cong cu Ribbon chon téi nhom Clipboard.

alln

[

Paste

-

Paste Options:

il

[

Paste Special...
Set Default Paste...

o
+ D Chon biéu twong Paste: Copy theo mic dinh

4

+ Keep source formatting: Dan ca ndi dung Text va dir lai dinh dang nhu nguyén géc.

P owmep

+ 3 Merge formatting: Dan ndi dung Text va hoa chon dinh dang gdc véi dinh dang ciia vi tri can dan.
il

+ A Keep Text Only: Chi d4n minh noi dung Text, 1éy dinh dang theo dinh dang cta vi tri con tro hién

thoi.

- Nhép chon Tab Home trén thanh cong cu Ribbon chon t¢i nhém Clipboard.

Xo6a van ban

Ban c6 thé thuc hién x6a chi mot ky tu hodc xod mot doan hay ca van ban. Chuong trinh s€ thuc hién

1€nh x6a v6i nhitng ky ty ma ban da chon.

- Xoa mot ky tu: Dt con tré Text trong van ban, gd phim Delete dé xoa mot ky tu & bén phai con trd Text,

g0 phim Backspace d¢ xoda mot ky tu & bén trai con trd Text.



- Xoa mét doan van ban: Panh diu chon doan van ban ma ban cin xda, nhan phim Delete hodc phim
Backspace dé x6a doan van ban do.

3.3. Lam viéc v¢&i doan van ban

Paragraph 1a mot doan vin ban dugc két thuc bang phim Enter. Thong thuong trong mét van ban ngoai
viéc ban phai trinh bay Font chi sao cho dep, 16 rang, d¢ hi€u thi viéc trinh bay Paragraph s€ lam cho van
ban cua ban tré nén phong phu hon, dep hon va mang lai stc thuyét phuc cao hon véi sy khoa hoc cia
van ban.

Str dung thanh cong cu Ribbon

Trén thanh c6ng cu Ribbon chiing ta quan tdm dén nhom 1énh Paragraph trong Tab Home.

Paragraph

Dé thyuc hién cin chinh cho mot doan van ban trudc hét ban can nhép tré chudt to1 doan van ban dé va
thuc hién theo nhitng chi dan sau day:

- Can chitr cho doan van ban: Ching ta sit dung cach 1¢énh Alignment dé can chit cho doan vin ban
( = === ).

= : Can chit theo 18 trai cua van ban.

+= : Can gitra chir cho doan vin ban, thudng sir dung cho cac tiéu dé.

= : Can chit theo 18 phai cua vin ban

= : Dan dé chir theo khd gidy ciia van ban, thudng sir dung cho cac doan ndi dung cua van ban, véi

churc ndng nay van ban cua ban s€ dugc dan déu khong bi tho thut & 18 trai hay 1é phai cua van ban.

- Dan dong cho doan vin ban: Chung ta st dung 1énh Line Spacing, bang cach nhép chudt vao biéu tuong
Line Spacing trén thanh cong cy, mot danh sach d6 xuong xuat hién. Chung ta c6 thé chon mot trong cac
mau co6 san hodc chon:

+ Add space Before Paragraph: Dé thém khoang trang phia trén ctia doan van ban.
+ Remove Space After Paragraph: Dé bot khoang trang phia dudi ciia doan vin ban.



e 9 AaBbCcDe

= v » - - T Notmal

Ngoai ra ban ciing c¢6 thé chon Line Spacing Options. .. dé tuy chinh khoang cach giira cac dong trong
doan van ban. Tuy nhién cach nay s€ dugc ching t61 huéng dan ki ludng hon & cac phan tiép theo.

5 . 5 € 3=
- Can 1€ cho ca doan van ban: Chung ta st dung 1énh Indent dé can 1€ cho ca doan van ban (

).

: Pua 18 toan bo doan vin ban sang bén trai mot budc Tab (Mot 1an nhin phim Tab trén ban phim).

+ £

3=

+ 2= . Pua 18 toan bd doan van ban sang phai mot budc Tab.
Str dung thanh thuéc Ruler
Thanh thudc ngang ciing c6 thé sir dung dé can chinh 1& cho doan vin ban ban cha ¥ nhitng hinh vé& duéi

day:

D 1

+ _First line indent: Nut trén bén trai thanh thude ngang dung dé can 1& cho dong
dau cua doan van ban, dé thyc hién ban chi can nhap vao bi€u tugng nay va kéo trugt vé bén phai. Khi do
dong dau cua doan van ban hién thoi s€ dugc di chuyén theo.

T'\_f‘-:---}---I|---|2---Il---IE---Il---|4---||---IE---I|--,JI\E

=]

Nha sach Tri Viét - chling ta st dung Iénh Line Spacing, bing cach nhap chuét vao
bi€u tugng Line Spacing trén thanh cng cu, mét danh sdch d6 xudng xuat hién. Chang ta
c6 th& chon mdt trong cac mau 6 sin hodc chon

Mha sach Tri Viét

Trén hinh anh cac ban c6 thé thay dong dau ciia doan van ban hién thoi da di chuyén sang bén phai theo
vi tri cua biéu tugng First line indent.

Y 1
+ @ Left indent: Nut phia dudi bén trai thanh thudc ngang dung dé cin 1& cho toan
bd ndi dung doan van ban, dé thuc hién ban chi can nhap chudt chon biéu tuong nay va kéo vé phia bén
phai hoac bén trai. Khi d6 toan b ndi dung van ban s€ di chuyén theo — trr dong dau tién ctua doan van
ban.



Cong ty phan mém ké toan AVIN:

Cung gl pnde mEm A€ 1odn Qude 111 todo din Cho doand nghido
Prdo mim b todn gudo 1
b0 mim owio i S 2an, Mhd tung

-PRdo mAm gk [y Sy s

COE Iy sund ¢ alieeg SAl pReo Quan X 1oko 40 1 ahdl <0 Cis 2oanh ngivle a0 LOAN Qad:

Hinh anh trén cho thiy toan bo ndi dung vin ban trir dong dau tién da di chuyén theo vi tri biéu tuong
Left indent.

+ @ Right indent: Nut duy nhit bén phai thanh thudc ngang dung dé can 1& phai cho
ndi dung van ban bao gdm ca dong dau tién. Dé thuc hién ban chi can nhip chudt chon biéu tuong nay va
kéo di chuyen ngang theo thanh thudc. Khi d6 toan bd ndi dung ctia doan van ban hién thoi s€ duge can
trai theo vi tri ctia biéu tugng nay.

Céng ty phan mém ké toan AVIN:

Cung <o phin miem K€ odn auan 1 tean dén cho doanh nghidp,
-£hin mim k€ todn quin tn.
<hin mim guan b Khach san, Nha hang.
-Biskn mim Quin i bidy huds.

Cang ty cung oip nhimg Giai phap Quin Iy todn dign 14 nhdt cho cic doanh
nghiép trén soan quéc

Sir dung hop thoai Paragraph

Dé chinh stra Paragraph cho doan van ban ngoai cach str dung cac cong cu trén thanh Ribbon ban con c6
thé st dung hop thoai Paragraph. B¢ bat hop thoai nay ban nhap chudt vao bi¢u tugng miii t€n phia dudi
nhom 1énh Paragraph trén thanh cong cu Ribbon.

Paragraph e

Hop thoai Paragraph s& xudt hién nhu hinh duéi day:



v DRI et

Indents and 5pacing | Line and Page Breaks

General

Angnment: (TR ~

=]

Qutline levet Body Text F] ollapied by detaunt

Indentation
jett: o = Speciak 8y
Right: 163 % First ine .5;‘ 013
Mirror indents
Soacng
fefore 0pt ¥ Lige spacing: At
atter gpt = Multiple \—:] 1.08

Don't add spage between paragraphs of the same style

Preview

B L L

Hop thoai gom hai Tab 14 Indent and spacing va Tab Line and page breaks. & ddy chung ta quan tim dén
Tab Indent and spacing.

- Alignment: Can chir cho doan van ban, nhan 4 gia tri 1a Left (can trdi), Right (can phai), Center (cén
gitra) va Justified (dan déu).

Left

Centered
Right
Justified

- Outline: Dung dé chon bac cho doan vin ban phuc vu cho viéc tao muc lyc ty dong.

Body Text

i -~
Level 1
Level 2
Level 3
Level 4
Level 5
Level &
Level 7
Level 8
Level 9 o

Nhirng doan van ban c6 Outline tir Level 1 dén Level 9 s& c6 thé 1a ndi dung cua muyc luc, cac doan khac
c6 Outline 1a Body Text s€ chi la ndi dung cua van ban.

- Left: Gia tri trong 6 nay 1a vi tri vé trai ctia vin ban
- Right: Gi4 tri trong 6 nay 14 vi tri vé phai ctia vin ban
- Special: Thiét lap vi tri dong dau cua doan van ban, nhan 3 gia tri None (khong thay d6i 1& dong dau

doan), Firstline (Lui v& bén phai so v6i ndi dung vin ban), Hanging (Lui v& bén trai so véi ndi dung van
ban).



Special:

First line [~
none
Hanging

Sau khi chon hai gia trj First line va Hanging ban c6 thé thay d6i khoang cach trong muc By.

- Before: Khoang cach gitta doan van ban hi¢n thoi voi doan van ban phi trén n6, thong thuong chung ta
de gia tri 1a 6 pt.

- After: Khoang cach gitta doan van ban hién thoi voi doan van ban phia dudi no, thong thudng chung ta
de gia trila 6 pt.

- Line Spacing: Khoang cach giita cic dong trong doan vin ban, thuong ching ta dé gia tri Single.

Multiple E]

Single
1.5 lines
Double
At least
Exactl

+ Single: Khoang cach la cach gitta cac dong trong Paragraph la 1 dong.
+ 1.5 lines: Khoang cach la cach gitra cac dong trong Paragraph 1a 1.5 dong
+ Double: Khoang cach la cach giira cac dong trong Paragraph la 2 dong.

+ At Least: Tao khoang cach 16n hon mot dong bang cach gb nhap sé do mot cach chinh xac vao muc At
(don vi 1a point).

+ Exactly: Khoang cach chinh xéac theo sé dd g nhap vao muc At (don vi 1a point).
+ Multiple: Khoang céach tinh theo s6 dong dax gd nhap trong muc At (don vi 1a Lines).

Luu y: Néu trong myc Line Spacing ma ban chon 13 Exactly va gé nhap s6 qua nho trong muc At ban s&
thdy cac dong trong Paragraph la rat nho. Do d6 no s& lam cac dong chir trong Paragraph cham hodc de
chdng 1én nhau va didu nay s& khién ban khong thé doc dwoc cac dong chit trong Paragraph d6. Vay nén
ban khong nén nhap sb nho hon 1.

Str dung Menu nhanh

Mt tién ich dugc cai tién ddng ké trong cac phién ban tir Office 2007 1 st dyng menu nhanh ngay trén
ndi dung van ban. Trudc hét ban boi den doan vin ban can cin chinh Paragraph, mt menu mo mo Xuét
hién phia trén con tré chudt, ban hdy manh dan di chuyén con tro chudt téi vung d6. Mot thanh cong cu
s€ sang lén cho ban thao tac, day chinh 1a menu nhanh trong Microsoft Office 2013.

Cong ty phan mém ké toan AVIN:

Cung cap phan mém k& toan guan tri toan dién che doanh nghiép.

-Phan mém k& toan quan tri. Calibri (Body) K A o
aly Z L iz +yla
-Phan mémauan Iy Khachsan, Nhat B 1 U ¥ - A==
-Phén m&m quan Iy hiéu thudc.
e =
Dbi v6i can chinh Paragraph ching ta quan tim dén cac cong cu Alignment ( ) va Indent ( ),

dé thao tac ban chi can nhap chudt vao cac biéu tuong nay. Y nghia cta ching tuong ty nhu giai thich &
céc phan trudc.

3.4. Trinh bay ky hiéu dau doan

Bé vin ban duoc trinh bay 13 rang cac dé muc va phong phu sinh dong, ban c6 thé trinh bay vin ban theo
kiéu liét ké. Nghia 1a trong van ban s€ co cég gach dau d(‘)pg, hay cac muc 1,2,3..., hay theo bang chit Cé.i
a, b, c... V&i Microsoft Ofice 2013 n6 c6 thé nhan cac kiéu liét ké nhu vay nho vao kha nang nhan biét



cac ky hiéu dimg dau mdi Paragraph. Ban c6 thé Iya chon kiéu liét ké bang sb tht tu hay bang cac ky
hi¢u ddc biét. Chuong trinh s€ cung cap cho ban cac ky hi¢u dac biét.

Sir dung cac cong cu trén thanh Ribbon

Chung ta quan tam dén cac cong cu trong nhom Paragraph bao gdm Bullets, Numbering, Multilevel list.

T e iz .o & 2l 9
==== 1=- O
Paragraph T

- Bullets: Chon cac biéu twong lam ky hiéu dau doan vin ban, dé thuc hién ban 1am nhu sau:

Budce 1: Chon nhiing doan van ban can thiét ké cac ky hi¢u dau doan.

Buée 2: Nhip chudt vao nat Bullets trén thanh Ribbon, Iuu ¥ néu ban nhip chudt vao phan chinh cta nut
1€nh thi mot biéu tugng mac dinh (sir dung gan day nhat) sé dugc chon lam ky hiéu cho dau cac doan van
ban. Trong truong hop muon thay doi ban nhap chudt vao phan miii tén bén phai cia biéu tuong. Mot
danh sach s€ do xuong nhu hinh dudi day:

N IT ST, = 5=

= [EhEE 2L T paocene
Recently Used Bullets

Bullet Library

#*
Mone ® D | i_ 4*0
» v
Document Bullets
€- Change List Level b

Define Mew Bullet...

Recently Used Bullets: Biéu tuong su dung lan gﬁn nhét va duogc chon 1a biéu tugng mac dinh.
Bullet Library: Danh sach cac biéu tuong san c6
Document Bullets: Biéu tuong dang sir dung trong doan vin ban hién tai.

Change list level: Thay d6i outsite level cho nhitng doan vin ban hién thoi va cing voi n6 1a thay doi cac
biéu tugng dau doan.



AaBbCcDe  AaBbCeDc AgBbC: A4aBbCcl
Ma Spac.. Headingl Heading 2

Recently Used Bullets

Bullet Library

Mone ® @) | * o

> v

Document Bullets

+

1.

a.

€& Change List Level 2 1

[ -

Define Mew Bullet...

J — |
| i- ‘

Define new bullqt...:’f)inh nghia mot Bullet méi, dé thuc ,hién ban nhép chon muc Define New Bullet...
trong hop thoai do xudng, hop thoai Define New Bullet xuat hién nhu hinh dudi day:

2 ~ B

Bullet character

| symbol. | | picture.. || Font. |
Alignment:

et [~]

Preview

5

E} Subset: i Basic Latin

L [a]s|wlel (D=« . -1/5
0(1/2|3|4(5|6|7(8|9]|:|;|[<|=|>?
@ A|B|C|D|E|F|G|H|I|J|K|L|M|[N|O
Plalrs|Tlulviw|x]ylz||\]1]~]_.
Recently used symbols:
€lEl¥|O|®|™|x|z|<|2]|+|x|=|pn|a|B

Unicode name:

Hyphen Mintis Character code: §OOZD from: ‘ Unicode (hex)

[ ok || cancer |




Sau khi chon xong biéu tugng méi nhip Ok dé hoan tét.

+ Nhéap chon nut Picture néu mudn sir dung cac hinh anh lam ky hiéu dau dong cho doan vin ban.

Insert Pictures e

h From a file

owse Ties on your computes of kel neteons

0 Officecom Clip Art

yalty free ph woed (Rstration

™8 8ing Image Search

r,
LS

et e web

Sgn » with pour Microsolt scoount 10 nset phatos and yideos from Fiokr, SeyDnve 200 other at

Chung ta c¢6 thé chon anh tir thu muc chua file anh trong may tinh bang cach chon From a file, hodc co
thé chon anh mau tim kiém tu thu vién anh cua Office bang cach chon Office.com Clip Art, hay c6 thé
tim trén mang internet bang cach chon Bing Image Search.

- Font: Ngoai viéc thay ddi cac hinh anh dai dién ban con co thé thay ddi ca Font chit va khoang cach
gitra ky hi¢u dau doan va ndi dung doan van ban, bang cach nhap chon nut Font.

g o )
Font | Advanced

iFontshte ke
BrowalliaUPC ~ | |Regular ~| |8 -
Brush Script MT |—| Italic 9 [
Brush Script Std | |Bold 10 —
BrushScript Bold Italic 11
Calibri T2 2t
Font color: Underline style: Underline colorn:
] No Color E ‘ El \ No Color El
Effects
[H] strikethrough [ "] small caps
[H] Double strikethrough [H] All caps
Superscript [H] Hidden
[H] subscript
Preview

][ Cancel ]

Sau khi khi thay d6i pht hop ban nhap Ok dé hoan tit. Tiép tuc nhap ok & cira s6 Define New Bullet.



S— g — g —
b— v 2

=nis- v B 2l T | asebeen ¢
Recently Used Bullets

el A

B - e

Bullet Library

None - o O | 3+
LS L

WA 4 v

Document Bullets

_—

Define New Bullet...

Nhu vay la chung ta da c6 mét Bullet méi trong danh sach

- Numbering: Khac véi Bullet sfrrdung cac hinh anh, biéu twong lam ky hié}l dau doan van ban,
Numbering str dung cac ky tu lién ti€p nhu 1,2,3,... hay LILIIL... hay a, b, c,... D¢ sit dung cong cu nay
ban thuc hién nhu sau:

Budc 1: Lua chon nhitng doan van ban can tao ky hi¢u dau doan

Buée 2: Nhip chudt vao nat Numbering trén thanh Ribbon, luu y néu ban nhip chudt vao phan chinh cua
nut [énh thi mdt bi€u tugng mac dinh (sir dung gan day nhat) s€ dugc chon lam ky hi¢u cho dau céc doan
van ban.

- — 1— 1—

r— xfz—|r i—w | &= = i‘.—l 'ﬂ'
- — T — i= - = L

1|
1]
il
Il
=
11
4
&
4
4

Paragraph P

+ Trong truong hgp mudn thay doi ban nhap chudt vao phan miii tén bén phai ciia biéu twong. Mot danh
sach s€ d6 xuong nhu hinh dudi day:



s EN =
v =3= 8T | aambcene

— = Recently Used Number Formats

1.
2

Numbering Library

1. 1)

Mone 2 2)

3 3)

| A a)
Il B. b)
11l C. c)

iii.
Document Mumber Formats

1.

Define Mew Mumber Format...

+ Trong muc Numbering Library ban c6 thé chon mot kiéu bat ky dé su dung Iam ky hiéu dau doan vin
ban, néu mudn huy bo ban chon muc None.

+ Néu chua hai long v6i nhitng mau sin ¢ ban ciing c6 thé tu thiét ké cdc mau riéng cho minh bang cach
nhap chon myc Define New Number Format...



|4

' Define New Number Format & S

T

Number format

Number style:

125 -]
Number format:

Alignment:

Left ) B

Preview

OK ] [ Cancel

Trong muc Number style ban chon mot kiéu nhat dinh hodc tuy dinh nghia mot kiéu & muc Number
Format. Chuong trinh s€ hién thi két qua & muc Preview dé ban c6 thé xem trudec.

Gia su chung ta muén danh dau muc dang 1.1, 1.2, 1.3,... ban s€ phai stra lai gia tri trong phﬁn Number
Format nhu sau:

' Define New Number Format & S

T

Number format

Number style:

125 -]
Number format:

Alignment:

Left ) B

Preview

OK ] [ Cancel

Cubi cung nhap Ok dé hoan tit. Nhu vy mot kiéu méi s& xudt hién trong danh sach nhu hinh duéi day.



==, &= 3= B
== 5o &322 T | asboan s

I —
i - - El]
! Numbering Library
1.1 1.
Mone 2.1 2.
31 3. —
1) L. A
2) 1. B.
3) M. C.
a)——— | | a— Mumber alignment: Right
b) b. .
c) C. iii.
Document Number Formats
11
21
31 |
-  Change List Level 3

Define Mew Mumber Format...

3

33_5 Set Mumbering Value.., |

Luu y: Ban ciling co thé thiét lap gia tri, bét dau cho danh sach liét ké béng cach nhép chon muc Set
Numbering Value... Mgt hop thoai s€ xuat hién nhu hinh dudi day:

Set Numbering Value (=8 IS

(@ Start new list
(") Continue from previous list

L_ Advance value (skip numbers)

Set value to:

(IS

Preview: 1.1

Ban thay dbi gia tri bat dau cho danh sach trong muyc Set value to, nhu hinh trén danh sach s& bat dau tir
1.3.

- Muntilevel List: Xét trong mot quyén sach chiing ta thiy bd cuc ¢ thé cé nhu sau:
Chuong 1:

Bai 1:

a.

b.

C.



Bai 2:

Chuong 2:
Bai 1:

Bai 2:

V6i b cuc nhu vay thi cac Chuong trong Word quy dinh 14 cing mot Level va 13 Level cao nhét, tiép
theo 1a Bai roi dén cac Muc nho. Dé thuan tién cho nguoi soan thao khong phai nhd xem minh da viét
dén bai hay muc nhé nao Microsoft Word 2013 cung cip cong cu Muntilevel List, giup ban tu dong danh
cac dé muc nay. Pé thuc hién ban lam nhu sau:

Gia suir chung ta can trinh bay mot ndi dung van ban nhu sau:

I"'|"'(\""\_{"'I'"2'"I'"E'"I"'4"'I"'E"'I"(J\6'
Nha sach Tri Viét
L Sachtin hoc
A.  Tinhgccoban

Sach tin hoo co ban, Sach tin hoc co ban, Sach tin hoc co ban, Séch tin hoc co
ban, Sach tin hoc co ban, Sach tin hoc co ban, Séch tin hoc co ban, Sach tin hoc co ban,
Sach tin hot cor ban, Sach tin hoc co ban, Sach tin hoc cor ban, Sdch tin hoc corban, Sdch
tin hoc corban, Sach tin hoo corban, Sach tin hoo co ban, Sach tin hoo co ban, Séch tin
hoc cor ban, Séch tin hoc co ban, Séch tin hoc co ban, Sach tin hoc co ban, ..

B. Van phong

Sach tin hoc van phong...

C. Lip trinh
Sach |dp trinh_.

II. Sachy hoc

A Y hoc phwong ddng
Sach y hoc phurongdéng...

B. Y hoc phwong tay
Sach y hoc phuongtay...

Budc 1: Soan van ban thd nhu hinh dudi day:



Nha sich Tri Vigt

Sach tn hoc

Tirt hoc cor b

Sach tn hoc co ban

Vi phong

S&ch te hoc viln phong
Lap trink

Sach i trink

Sach y hoc

Y hoc phurong dong

Sach y noc phwong Sing
Y hoc phyarng tiy

Shch y hot pharong thy
Cac by thude quy quanh nha

QuyEn sach cac byl thubc

Buée 2: Boi den tiéu @& I va I nhu hinh duéi day:

|-1---|---E---|---1---|---2---|---E--
=T T T T T T T
Nha sach Tri Viét
Sdch tin hoc

1
/ Tin hoc cof ban

Gitd Ctrl réi Sdch tin hoc oo ban...
nhap chudt

. n Wan phang
vao day

Sdch tin hocvadn phang...
Lap trinh

Sdch lap trinh...
Sach y hoc

¥ hoc phuong dong

Dé thuc hién ban di chuyén con tro chudt sang bén trai cia dong chir “Sach tin hoc” cho tdi khi con tro
chudt doi thanh hinh mii tén roi nhap chon, toan bo ndi dung cua dong nay s€ dugc boi den voi dong tiep
theo ban gitra phim Ctrl 1a lam tuong tu.

Buée 3: Nhap chudt vao hinh mii tén tro xubng trong biéu twong Multilevel List trén thanh cong cu
Ribbon, danh sach xuat hi¢n ban nhap chon muc phong to trong hinh anh dudi day:



Current List B
1.
(& - a
[1 | . R . | 1 | e

i} ; ; g
List Library

Nha sach Tri Viét Y N

Mane aj 1.1.

Sich tin hoc — W

Tin hoc co ban )
e | | Article |. Hesd 1 Heading 1—

Sdch tin hoc co ban... b Section 1.011 | | 1.1 Hasding 2=

Heading 2 1.1.1 Heading

Van phong

Sach tin hoc van phang.. pter 1 Hz:

(1) Heading S=—— [fing 2

Lap trinh (a};;_mir; & fing
i) Heading
Sach I5p trinh . (@) Heee [
(iYH= EI 4
Sach y hoc
Define New Multilevel List...
¥ hoc phuongdong Define New List Style...

Sdch y hoc phurongdong...

Va dudi day 1a két qua

s .

i

[ 1 [(IEROE | I 3

v T x . T

Nha sich Tri Vigt

Tin hec co ban

Sach tin hoc oo ban.
Vin phing
Sach tin hoc vin phéng
Lap trink

38ch 180 trinh..

¥ hec phuang Sdag

Shch v hoc phurang ddag

Buoc 4: Tuong ty nhu phﬁn L, II ban chon cic muc chi tiét bén trong nhu hinh dudi day:



e

I N T N

aEs|

L. Sach tin hoc
Tin hoc cof ban

Sach tin hoc cof ban .
Wan phong

Sach tin hoc vén phéng...
Lap trinh

Sach lgp trinh...

II. Sachyhoc
¥ hoc phuong dong

Sach y hoc phuongdéng...
¥ hoc phuwong tay
Sach v hoc phuongtay...

Cdc bai thudc guy quanh nha

OuyEn sach cac bai thudc .

Lam tuong ty nhu bude 3 két qua s& duoc nhu hinh dudi day:

I Sach tin hoc

" Tin hoe co ban

Sheh un hoe cor b

1L Vanphong
SELh un hoc wiln phdng

V. KEptrinh
Sach lip rich
v Sachy hoc

VL ¥ hoephrong doog

SSch v hoc phuumg dbeg.

VIL ¥Yhot pherirng thy

S3Ch ¥ hoc shuamg tsy

Két qua c6 vé khong nhu mong doi nhung ban dimg lo léng vi day la cac muc thudc bac 2 vi vay ban cér}
ph'é}i chon lai bac gho chung, bang cach nhap qhon lai biéu twong Multilevel List. Trong danh sach do
xuong ban di chuyén téi muc Change list level r6i chon muc A. heading 2 & menu nhanh bén phai.

Koo

Mte i Cvent Docssnsts

Két qua s& duogc nhu hinh dudi day:



Nha sich Tri Vigt

1 Sach tin hoc

\ Tin hoe co bhan

S8ch tin hoc Co Ban

Van phong

S8ch tin hoc viin phong

C Lip trink

S8cn 150 troh

i Sachy hoc

3 V hoe phuong dong

Sach y hoc phimg déng

hoe phuong tiy

sach v hoe phuong by

sc bai thude quy quunh nhi

Quyn séch cic bai thadc

Buée 5: Ban can 18 cho phan noi dung nhu da huéng dan ¢ phan trudc ching ta s& duge mot trang vin
ban trinh bay hoan chinh va ton it cong surc.

I RPN I R N O O O . i
Nha sach Tri Viét
L Sach tin hoc
A. Tinhoccoban

Sach tin hoc co ban, Séch tin hoc co ban, Sach tin hgc cor ban, Sach tin hoc co
ban, Sach tin hoc co ban, Séch tin hoc co ban, Séch tin hoc coban, Sach tin hoc coban,
Sach tin hoc cof ban, Sach tin hoc cor ban, Sch tin hoc co ban, Sach tin hoc co ban, Sach
tin hoc cor ban, Sach tin hoc co ban, Sach tin hoc cof ban, Sach tin hoc co ban, Sach tin
hoc co ban, Sach tin hoc corban, Séch tin hoc co ban, Sach tin hoc co ban, ..

B. Vian phong

Sach tin hoc van phong...

C. Lap trinh
Sdch lap trinh...
II. Sachyhoc

A Y hoc phwong dong
Sdch y hoc phrongdéng...

B. Y hoc phwong tay
Sach y hoc phuongtay...

3.5. Tuy bién Font chiv

Trong céc phan trude chung toi da hudng dan cac ban cach lya chon Font chit cho toan vin ban. Tuy
nhién vé6i chi biy nhiéu thi chung ta chua thé trinh bay duoc nhitng van ban phtc tap, sit dung nhiéu loai
Font chit ciing nhu kich thudc chir khac nhau. Trong phan nay chiing ta s& cting nhau tim hiéu rat nhiéu
chirc ning khac c6 trong Microsoft Word 2013 dé tuy bién Font chit trong van ban.

Trude hét ban chon doan van ban can tuy bién Font chir va st dung mét trong cac cong cu sau day:

Sir dung thanh cong cu Ribbon
BEHOHED 9 @ -

FILE HOME IMSERT DESIGHM PAGE LAYC
a Y -
D Calibri (Body) =11 -~ A A Aa~ A
Pafte w B I U-aex. x A-¥-A-
Clipboard = Font ]

Pé hiéu chinh Font bang cong cu trén thanh Ribbon ching ta quan tim dén nhém 1énh Font.

- |Calibri (Body] ™ | Eont: Thay déi Font chit cho doan vin ban duoc chon.



-1 " Font Size: Thay ddi ¢& chit cho doan van ban duoc chon

- A Grow Font: Tang cd chit Ién 1 don vi

-

Shrink Font: Giam c& chir di mét don vi
Aa -~ . .
- Change Case: Thay do6i thanh kiéu chir hoa hay chir thuong

Aa- A R
i TE=
Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

Gia stir chung ta c6 doan van ban thé nhu sau:

1 ¥ 1

B

2 3 4

Cong ty CP Phan mém AVIN
Phén mém k& todn quan tri
+ Sentence case: Gilt nguyén nhu van ban thé da soan thao

+ Lowercase: Chuyén toan bo thanh chir thuong

w7

L 1 2 3
g

cong ty cp phan meém avin

phfm mém ké todn quan fri

+ Upper case: Chuyén toan bo ndi dung thanh chir viét hoa

CONG TY CP PHAN MEM AVIN

PHAN MEM KE TOAN QUAN TRI

+ Capitalize Each Word: Viét hoa cac chir cai dau cta tir va viét thuong cac chir con lai.



Céng Ty Cp Phian Mém Avin

Phin Mém Ké Todn Quan Tri

+ Toggle Case: Viét thuong cac chit cai dau cua tur va viét hoa cac chit con lai.

cONG tY ¢P pHAN mEM aVIN

RHAN mEM KE 1QAN qUAN IR]

A
- Clear Forrmatting: Xo6a toan by dinh dang Font chir cho doan van ban dugc chon
B ~ an
- Bold: Chir dam
I . ~ ‘A
- Italic: Chir nghiéng
- H T Underline: Chir gach chén, dé thay doi kiél} gach chan ban nhip chon miii tén tro xudng bén cach
biéu tuong nay roi chon kiéu gach chan ma minh can thiét lap.

A ¥
U ~ abe X, X° &%~

Muore Underlines...

& Underline Calor

Néu nhu chua vira y voi danh sach kiéu gach chan hién tai ban c6 thé nhép chon muc Moée Underlines
(chi tiét hop thoai nay s& dwoc huéng dan trong cac phan sau). Ngoai ra néu khong vira y v6i mau den
ban ciing c6 thé chon cac mau khéc béng cach di chuyén chudt t¢i muc Underline color va chon mau
tuong ing & hop mau bén phai.



More Underlines...

& Underline Colar Il Automatic
Theme Colors

Standard Colors
N EEENEN

More Colors...

- I StrikeThrought: Chir gach ngang
- ™ SubScript: Danh chi s dudi cho chit (vi du X5)

- SuperScript: Panh chi sé trén cho chit (Vi du X?)

(B Text Effect: Chit ing dung, dé thiét 1ap chir ing dung ban nhap chon biéu tuong niy trong nhom

1énh Font.

J

> >
D>

95

& Outline »
A  Shado »
/A Reflection »
(A Glow >
123 Number Styles »
ﬁ Ligatures »
abe Stylistic Sets »

Danh sach do xuéng ban chon tdi kiéu chir img dung can thi@;t 1ap. Ngoai ra néu chua vira y ban c6 thé
thay doi cac tham s6 nhu bong d6, duong vién,... ¢ cac muc bén dudi.

L
- Text Highlight Color: Thay do1 mau nén cho chit, néu nhap chon biéu tuong nay chuong trinh s&
tu dong ldy mau dang hién thi lam mau nén cho chir trong doan van ban da chon. Dé thay (101 mau ban

nhap chon mili tén bén phai biéu tuong nay, hop mau xuat hién ban c6 thé lya chon cac mau khac co
trong ban mau.



ay -
a2 ee

HEEEEN
. I Dark Blue .

Mo Colar

Trong truong hop mudn x6a mau nén ban chon No Color.

_ & " Font Color: Miu chi, twong ty nhu mAu nén ban nhip chon biéu tugng nay dé thiét lap mau hién
tai cho chir trong doan van ban da chon, ngoai ra c¢6 thé chon cac mau khac bang cach nhap chudt vao
biéu tugng miii t€n tro xuong bén phai bicu tuong nay.

iL -
B Automatic

| Them Automatic

Standard Colors

HN EEEER
wy More Colors..
[ Gradient b

Str dung hop thoai Font
Pé tily bién Font chit bang cach sir dung hop thoai Font ban nhip chon biéu tugng Font phia dudi nhom
Iénh Font.
Calibri (Body) ~|11 -/ A A Aa- &
B I U -abe x, X A-3%-A-
Fant Ta

Hop thoai Font xuét hién nhu hinh duéi day:



-
Font

Font Advanced |

Font:
| *Bow

+Headings
Aachen

Adobe Arabic
Adobe Caslon Pro

Font style:
Regular

[Regular B8
Italic

Bold

Bold Italic

li] >

Font color:

I 4

Effects
[] strikethrough
[”] Double strikethrough
Superscript

Underline style: Underline ¢

[

{none) Autom

[] small caps
[ Al caps
["] Hidden

[ Subscript

Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

| Set As Default | | Text Effedts.. | [ ok || cance

Trong hop thoai nay ching ta quan tdm dén Tab Font

- Font: Danh sach Font chir hé théng, ban c6 thé chon mot loai Font chit bat ky trong danh sach nay.
- Font style: Kiéu chit, trong danh sach c6 4 gia tri:

+ Regular: Binh thuong

+ Italic: Chir nghiéng

+ Bold: Chir dam

+ Bold Italic: Chir dam nghiéng.

S& dung Menu nhanh

Nhu d3 n6i & cac phan trude tir phién ban 2007 Microsoft Word da bd xung mot tinh ning kha tién loi 1a
trang bi thém menu nhanh ngay trén man hinh soan thao. Ban cling c6 thé st dung menu nay dé hi¢u
chinh Font chir cho van ban. Cac budc thyc hién nhur sau:

Burde 1: Chon doan vin ban can hiéu chinh Font chi

Bueée 2: Di chuyén 1én menu nhanh phia trén

¥ rFaragrapn v

Calibri Body) ~|11 - A" A" o Ag-

-

yles

8 1 U-yA_? Sty
Céng Ty CP Phin M&m AVIN

- I@ " Font: Thay d6i Font chir cho doan vin ban dwgc chon.
- E " Font Size: Thay ddi ¢ chit cho doan vidn ban dugc chon

- A" Grow Font: Tang cd chit Ién 1 don vi



A" Shrink Font: Giam c¢& chit di mot don vi
- B Bold: Chit dam

- £ Ttalic: Chir nghiéng

=

- Underline: Chir gach chan

- Alignment: Can 1& van ban, dé thay dbi cac dang Alignment ban nhép chon lién tuc biéu tuong nay.

ab? - . . s A A o K A R \ \ ~
(= Text Highlight Color: Thay d6i mau nén cho chit, néu nhap chon biéu tugng nay chwong trinh sé
tu dong lay mau dang hién thi lam mau nén cho chit trong doan van ban da chon. Bé thay d6i mau ban
nhap chon miii tén bén phai bi€u tugng nay, hop mau xuat hién ban co6 thé lya chon cac mau khac co
trong ban mau.

.—.—ay n

Mo Color

Trong truong hgp muodn x6a mau nén ban chon No Color.

Y-y Font Color: Mau chit, tuong ty nhu mau nén ban nhép chon biéu tugng nay dé thiét lap mau hién

tai cho chir trong doan van ban da chon, ngoai ra c¢6 thé chon cac mau khac bang cach nhap chudt vao
biéu tugng miii t€n tro xuong bén phai bicu tuong nay.

an

. Automatic

Theme Colors

Standard Colors
| J | EEEENE

i) More Colors...

D Gradient 4

3.6. Chia c6t cho van ban

Mot vi du ma céac ban thuong théy vé chia cOt cho van ban Ia cac trang bao viét. Do dac thu cac trang bao
rat rong, d€ nguoi doc cd thé tap trung nguoi thiét ké da chia ndi dung bai bao thanh nhiéu c¢dt khac nhau.
Vi Microsoft Word 2013 d¢ chia c¢ot cho ndi dung van ban ban c6 thé thyc hién nhu sau:

Budce 1: Chon phﬁn van ban can chia cot

Bugc 2: Trén thanh cong cy Ribbon chon Tab Page Layout, trong Tab nay tim dén nhom 1énh Page
Setup. Tiép tuc nhap chon bi¢u tuong Columns.



Buoc 3: Trong hop thoai db xuéng ban ¢6 thé chon mot kiéu chia cot bat ky trong danh sach. Néu nhu
chua vira y voi nhitng mau d6 hay nhap chon muc More Columns...

p —
Columns il

Presets

One Two Three Left
Number of columns: |1 = Line between
Width and spacing Preview
Col #  Width: Spacing:

[1:] [ =
[ ] ‘
[ ]

Equal column width

Apply to: | Whole document B Start new column

[ OK ] [ Cancel

Hop thoai Column xuét hién;

- Preset: Kiéu chia cot

- Number of columns: S& ¢t can chia cho noi dung van ban
- Line Between: Gach ngan cach gitra hai cot

- With and spacing: Thay ddi d6 rong va khoang cach giita cac cot. Trong truong hop mudn thiét 1ap do
rong tat ca cac cOt bang nhau ban tich chon muc Equal column width.

Cubi cing nhap Ok d& hoan tat.

arsgnen . O wrInge O

Lizy ¥: Ban cling co thé thay d8 46 tdng. hay thurde ngang, cAch thue hidn tuang v nhu 43
can (& cho tirng oot bing cach su dung thanh hydng 4an & cac phan tryds

Luru y: Ban ciing c6 thé thay d6i do rong, hay cin 1é cho timg cot bang cach str dung thanh thudc ngang,
cach thuc hién tuong tu nhu da hudng dan ¢ cac phan trude.

Bai 4 — Lam viéc v&i bang biéu
Trong thuc té ¢ rat nhiéu van ban can trang tri bang biéu vi du nhu danh sach 16p, danh sach hoc sinh

tién tién, danh sach déng tién quy 16p,... Trong bai nay ching t6i s& hudng din cac ban trinh bay bang
biéu cho nhiing van ban nhu vay.

4.1. Chén bang vao van ban
Dé thuc hién chén bang biéu vao vin ban ban thuc hién theo cic budc sau day:
Bude 1: Pat con tro chudt tai vi tri can chén bang biéu

Buée 2: Tir thanh cong cu Ribbon nhip chon Tab Insert va tim téi nhom Tables. Nhap chon biéu tuong
Table trong nhom nay.



INSERT

E Lo g K

! [ \
—l

Table Pictures Online Shapes SmartArt

Pictures

Insert Table

M Insert Table...
[.-','J. Draw Table

E Excel Spreadsheet
] Quick Tables

itions

Tao bang bang cach lu'a chon cau truc 6 san: Trong myc Insert Table ban di chuyén chuot dé chon cau

AAAAA

dudi day chung ta s€ chén mot bang gom 62 hang 3 c6t vao noi dung van ban.

3x2 Table

j Insert Table...
j Draw Table

—Fﬁl Excel Spreadsheet
T Quick Tables 3

- Tao bang bang hop thoai Insert Table: Ban con ¢o thé thay d6i cau tric bang biéu bang cach nhap chon
muc Insert Table... Hop thoai Insert Table xuat hién nhu hinh dudi day:



i 2 1
Insert Table M
Table size
Number of columns: 5 Y
Number of rows: '2 H
AutoFit behavior

@ Fixed column width:
(7) AutoFit to contents
) AutoFit to window

["] Remember dimensions for new tables

[ OK ][ Cancel J

+ Number of columns: Sb cot ctia bang

+ Number of rows: SO hang trong bang

+ Fixed column with: Tao bang ma dd rdng cac cot ¢ dinh theo mot gia tri.

+ AutoFit to contents: Tao bang ma do rong cac cot phu thudc vao ndi dung céc cot do.
+ AutoFit to window: Tao bang ma d¢ rong cac cot dan déu theo do rong cua khd giéy.
+ Remember dimensions...: Luu lai dinh nghia c4u trac bang cho 1an tao tiép theo.
Cubi ciing ban nhap chon nut Ok dé hoan tat.

- Tao bang péng Quick Tables: Ban nhip chon biéu tugng Quick Tables trén menu nhanh. Mot danh sach
cac bang mau s€ xuat hién nhu hinh dudi day:

—. v
= Cl =

Table Pictres Onfdine Shapes 5
. Pictures

bnseet Tabie

Buint In

Calendar 1

December

MAY

1 2 ] . 5 L]
L L 9 w n 2 v
4 15 ¥ 17 @® N N
n n n x»n xw N

CGlendar 3

Ban nhap chon mot mau bat ky dé thém vao ndi dung van ban.



4.2. Hiéu chinh bang biéu

Luwa chon (b6i den) hang, cot, 6 (Cell)

- Lua chon mot Cell: Bé lua chon mot Cell ban c6 thé thuc hién theo mot trong cac cach sau day:
Cach 1: Nhép chudt chon téi 6 can lya chon trén Table.

Cdch 2: Su dyng cong cy trén thanh Ribbon bang cach nhap chon Tab Layout tim t6i nhom Table chon
biéu tugng Select sau d6 chon Select Cell.

s B B

Select  View  Propertie
T Gridlines

] Select Cell

B Select Column
Fl Select Row

B Select Table

m

- Lva chon médt nhom cac Cell: Bé lua chon mot nhom 6 trong bang biéu ban nhfip chudt tai vi tri dau
tién gitr ro1 di chuyén dén dich.

- Lya chon mdt hang: Pé Iya chon mot hang trong Table ban c6 thé 1am theo mot trong cac cach sau day:
Cach 1: Di chuyén con tré chudt t&i vi tri du tién cua hang can lya chon, khi con tro chudt ddi thanh
hinh miii tén mau trang ban nhap chudt trai.

Cach 2: St dung cong cu trén thanh Ribbon bang cach nhép chon Tab Layout tim ti nhoém Table chon
biéu tugng Select sau d6 chon Select Row.

s B B

Select  View Propertie
=  (Gridlines

Select Cell

Select Column

Select Bow

O

Select Table

- Lua chon cot: Dé lua chon cot trén Table ban c6 thé thuc hién theo mot trong céac cach sau day:

Cach 1: Di chuyén chudt toi dinh cta cot can lua chon, khi con tro chudt ddi thanh mii tén tro xuéng
mau den, ban nhap chudt trai.

Cach 2: St dung cong cu trén thanh Ribbon bang cach nhap chon Tab Layout tim t6i nhom Table chon
biéu tugng Select sau d6 chon Select Column.

s B B

Select  View Propertie
*  Gridlines

Select Cell

Select Column

Select Row

O

Select Table



- Chon toan bd Table: Ban c6 thé lua chon toan bd bang béng mot trong cac cach sau day:

Cdch 1: Nhap trai chudt vao biéu tuong phia phai trén cua Table.

(&)

Cdg’h 2: Chon Tab Layout trén thanh cong cu Ribbon tim tdi nhém Table chon biéu tuong Select sau do
nhap chon Select Table.

Rl

Select  View Propertie
*  (Gridlines

Select Cell

Select Column

Select Row

E E EE

Select Table

Thao tac véi cot

- Thém cot

Pé thém cot vao bang ban lam theo cac budc sau:
Buoc 1: Nhfip chudt t&i vi tri can thém cot trén bang.
Buoc 2: Thyc hién theo mot trong hai cach sau day:

+ Tu thanh Ribbon chon Tab Layout, tim t&i nhom I¢nh Rows & Columns.

TAELE TOOLS
DESIGM LAYOUT

+ |

P e e B2
= |

Inzert  Insert Insert Insert

Above Below  Left  Right

Rows & Columns Fa

Chon Insert Left dé thém cdt bén trai vi tri con tré hién thoi, chon Insert Right dé thém cot bén phai vi tri
con trd hién thoi.

+ Nhép phai chudt di chuyén t6i muc Insert chon Insert Left dé thém cot bén trai vi tri con trd hién thoi,
nhap Insert Right dé thém cdt bén phai vi tri con tro hién thoi.

B Insert Above
[ m Insert Below

£ Insert Left

3 Insert Right




- X6a cot

Dé x6a cot khoi bang ban lam theo céac budc sau:
Buée 1: Nhap chudt chon t&i cot can xoa trong bang
Budc 2: Thyc hién theo mot trong cac cach sau day:

+ Nhép chon Tab Layout, tim téi nhém 1énh Rows & Columns, tiép theo nhép chon nut Delete, chon
Delete cloumns.

x

Delete

-

Delete Cells...

HiaA

,_
[

Delete Columns

Delete Rows

¥ % X

Delete Table

+ Nhap phai chudt chon Delete Cells. ..

iy Paste Options:

= TR -

[a]

g

I Define
Synonyms »
IE}: Tranglate

Search with Bing

Delete Cells...

EH

Split Cells...
Border Styles 3

—_—
=
=

Text Direction...

Table Properties...

Hyperlink...

L8P al

Mew Comment

Hop thoai Delete Cells xut hién tich chon muc Delete entire column rdi nhip Ok.

g T
Delete Cells M

() Shift cells Jeft

() Shift cells up
) Delete entire row

(@ iDelete entire column:

B




Thao tac véi hang

- Thém hang

Pé thém hang vao bang ban 1am theo cac budc sau:
Buée 1: Nhap chudt toi vi tri can thém hang trén bang.
Budce 2: Thuc hién theo mdt trong hai cach sau day:

+ Tu thanh Ribbon chon Tab Layout, tim t6i nhém 1énh Rows & Columns.

TAEBLE TOOLS
DESIGM LAYOUT

|

e H &E B
3 | |

Insert Insert Insert Insert

Above Below Left  Right
Rows & Columns Ta

Chon Insert Above dé thém phia trén vi tri con tré hién thoi, chon Insert Below dé thém hang phia dudi
vi tri con tro hién thoi.

+ Nhiap phai chuét di chuyén téi muc Insert chon Insert Above dé thém hang phia trén vi tri con tré hién
thoi, nhap Insert Below d¢ thém hang phia dudi vi tri con tré hién thoi.

Calibri (Bo =11 - Iﬂ: A‘ i - 5: - | - }_\_v
—_— = - i -

J— B I =3~ A - O - - & Inset Delete

m Inzert Above
Ed InsertBelow
€] Insert Left

O EZ InsertRight

- X6a hang

Pé xo6a hang khoi bang ban 1am theo cac budc sau:
Budc 1: Nhap chudt chon t6i hang can x6a trong bang
Budc 2: Thyc hién theo mot trong cac cach sau day:

+ Nhép chon Tab Layout, tim téi nhom 1énh Rows & Columns, tiép theo nhép chon nut Delete, chon
Delete Rows.

x| E R
Delete  Insert Insert

- Above Below

Delete Cells...

Fraf

,_
=

Delete Columns

Delete Rows

% X

Delete Table

+ Nhap phai chudt chon Delete Cells. ..



iy Paste Options:

= TR -

[a]

g

E Define

Synonyms 3
E};‘ Translate
Search with Bing
Delete Cells...
] Split Cells...

Border Styles (3
||} Text Direction...
EEH Table Properties...

%, Hyperlink...
L7 Mew Comment

Hop thoai Delete Cells xuat hién tich chon myc Delete entire row rdi nhap Ok.

7 z
Delete Cells |l

() Shift cells Jeft
) Shift cells up

| ) Delete entire column

[ OK ][ Cancel ]

Thao tac véi 6 (Cell)

- Thém Cell: Bé thém mot Cell méi vao bang ban chon t6i vi tri can thém r6i chon nhu hinh

TAELE TOOLS
DESIGM LAYOUT

Insert  Insert Insert Insert
Above Below Left  Right

Rows & Columns @

Hop thoai Insert Cells xuét hién chon Shift cells right dé thém mot Cell bén trai vi tri con tré hién tai,
chon Shift cells down dé thém Cell phia dudi vi tri con trd hi¢n thoi.




Insert Cells (2|

(

) Shift cells right

ey

@) n:

() Insert entire row

|| ) Insert entire column

| ok || Ccancl

- Xoa Cell: Dé x6a mot Cell ban chon t6i Cell can x6a roi thuc hién theo mot trong céc cach sau day:
+ Nhép phai chudt chon Delete Cells...

|y

ey

T}, Paste Options:

= TR -

[a]

g

. E Define
Synonyms 3
E};‘ Tranzlate
'fa Search with Bing
Delete Cells...
[ Split Cells...
Border Styles 4
“ﬂ Text Direction...
EEH Table Properties...

%, Hyperlink...
L7 Mew Comment

Hop thoai Delete Cells xuat hién nhu hinh dudi day:

.
Delete Cells (i mm)

®

) Shift cells up
(1 Delete entire row

) Delete entire column

| ok || cance

Chon Shift cells left dé an Cell béq trai vi tri con tro hién thoi, chon Shift cells up dé xoa Cell phia trén
vi tri con tro hién thoi, cudi cung nhap Ok dé thyc hién.

+ T thanh cong cu Ribbon nhip chon Tab Layout tim téi nhom Rows & Columns, nhip chon biéu tugng
Delete\Delete Cells...



X

Delete

-

Delete Cells...

Fraf

,_
=

Delete Columns

Delete Rows

S %

Delete Table

Hop thoai Delete Cells xuét hién ban lam tuong tu nhu cach trén da trinh bay.

- Gop Cell: Trong thuc té rat nhiéu truomg hop ban phai gop cac Cell lai khi trinh bay van ban, cach thuc
hién nhu sau:

+ Chon nhom Cell can gop
+ Nhap phai chudt chon Merge Cells.

Cut 1

2%
By Copy
o

Paste Options:

wlle, ol

=4
~

Delete Cells...

HH

Merge Cells

Border Styles b

Text Direction...

—
=
=

Table Properties...

U el

Mew Comment

Hodc nhap chon Tab Layout trén thanh Ribbon tim téi nhém Merger chon nat Merger Cells.

TAELE TOOLS
DESIGM LAYOUT

Merge Split  Split
Cells  Cell:  Table
Merge

- Téach Cell: Ngoai viéc nhap cac Cell lai v6i nhau ban ciing c6 thé tach chung ra thanh nhiéu Cell khac
nhau. Cach thyc hién nhu sau:

+ Chon nhom Cell can tach

+ Chon Tab Layout trén thanh cong cu Ribbon, tim t&i nhém lénh Merge nhép chon Split Cells.



TABLE TOOLS
DESIGM LAYOUT

Merge = Split  Split
Cell:  Cells Table
Merge

Hoic nhap phai chudt chon Split Cell

iy Paste Options:

o

N
. Define

Synonyms *
E‘E‘* Translate
Search with Bing

Delete Cells...

[

Split Cells...
Border Styles 3

Text Direction...

—_—
=
=

Table Properties...

Hyperlink...

L8P e

Mew Comment

Bing mot trong hai cach trén hop thoai Split Cells xuat hién nhu hinh duéi day:

"
Split Cells |2 [

Number of columns: |2 =1

Number of rows: 1 k&

Merge cells before split

[ ok ]LCancel:Jj

Ban c¢6 thé tach nhém Cell hién tai thanh nhiéu hang nhiéu cot béng cach dién gia tri cho hai muc
Number of columns (so cdt can tach) va Number of rows (so hang can tach). Trong truong hop ban chon
mot nhém cdt chuong trinh s€ cho phép nhap ching lai trude khi tdch nhé bang cach tich chon muc
Merge cells before split. Cudi cung nhap Ok d¢ hoan tat.

Luu y: Ngoai tach cac Cell trén Table ban con co thé tach mot bang thanh mdt bang khac cach thyc hién
nhu sau:

- Chon t6i vi tri cAn ngat thanh bang méi

- Trong Tab Layout trén thanh Ribbon tim t&i nhém Merge nhip chon Split Table.



TABLE TOOLS
DESIGM LAYOUT

Split ~ Split
Cells  Tahle
Merge

4.3. Nhap néi dung va trinh bay bang biéu
Nhap va trinh bay néi dung

- Nhép dir licu: Muén nhap 7dﬁ liéu thO Cell nao ban di chuyén con tro tdi Cell d6 va nhép ndi dung cho
Cell, sur dung cac miii t€n d¢ di chuyén con tré chuot gitra cac Cell. Sau khi nhap ndi dung cho Table ban
c6 theé tuy bien Font chit cho ndi dung twong tu nhu thao tac voi ndi dung van ban.

- Can chinh do¢ rong, chiéu cao cta Cell: Pé can chinh do rong, chiéu cao cho céc Cell trong bang ban c6
thé thyc hién theo cac budc sau day:

Bude 1: Chon Cell hodc nhém Cell can can chinh do rong, chiéu cao.

Buée 2: Nhéap chudt tab Layout trén thanh cong cu Ribbon chon t6i nhom Cell size.

TAELE TOOLS
DESIGM LAYOUT

2| Height: |0.19" * | B¥Distribute Rows BEE Az
5.l Heig . —

. L EEE=E —TM: ol

‘eng Width: |1.3" : 1 Distribute Columns &

i EEE Direction Margins
Cell Size P Alignment

Pé thay doi d6 rong hay chiéu cao cho Cell ban nhap thang gia tri vao hai 6 nhap Table Column With va
Table Row height.

illjoass 2| ioht: 8i chid
+ Table Row Height: Thay d6i chiéu cao
¢ 119 [ SEE Taple Column With: Thay déi do rong

Ngoai cach nhap truc tiép gia tri ban c6 nhip chon cac miii tén dé ting giam gia tri trong 6 nhap.

Vi cach trén ban c6 thé ¢ dinh do rong cua cOt theo mot gia tri nhét dinh, tuy nhién trong mot $6 truong
hop ban lai mudn ching thay doi linh hoat theo ni dung minh nhap hodc thay doi theo dinh chiéu rong
cua trang van ban. Dé thuc hién duge diéu nay ban nh?ip chon biéu tuong AutoFit mot danh sach dd
xudng xuat hién nhu hinh dudi day:

Hi AutoFit =

[a]

g AutoFit Contents

.,_
o
n

AutoFit Window

i A

Fixed Column Width

+ AutoFit Content: Thay d6i do rong cua Cell theo ndi dung
+ Auto Fit Window: Thay ddi do rong cua Cell theo d rong ctia van ban.
+ Fixed Column With: Cé dinh theo gia tri d0 rong hién tai.

- Can chinh vi tri ndi dung trong Cell: N6i dung trong cac Cell 1a khong gidng nhau, v&i ndi dung 1a Text
chung ta can trai, nhung vdi dir li€u kiéu so chung ta can phai,... B¢ thyc hién can 1€ cho ndi dung Cell
ban c6 thé thuc hién theo cac budc sau day:

Bude 1: Chon Cell hodc nhém Cell can can 18 noi dung



Buoc 2: Trong Tab Layout ban tim t6i nhém 1énh Alignment.

TAELE TOOLS
DESIGM LAYOUT

ElEE A:: @
—

EE =
Cell
HEE Direction Margins
Alignment

+ Align Top Left: Can ndi dung theo 1& trén bén trai cua Cell.

Danh séch diem thi lép 1241

St | Ho tén Toan | Vin Ngoglngl
1 |luong Thé Anh | 8 7 7
2 | Pham Tién Ding | 6 6 8
3 Cha Thedy Minh 7 B8 7
4 | B8uQuang Tudn | 5 R} 6
5 | Hoang Xudn Lam | 8 7 9

Chung ta quan sat dong tiéu dé cot

+ Align Top Center: Cin noi dung theo 18 trén va cin giita Cell.

Danh sdch didm thilép 12a1

Stt Hg tén Toan Vin Ngogi nglr

Lucmg The Anh | 8

Pham Tién Diing | &

Chu Thay Mich | 7

s il £ -
8

DHu Qu;mu Tudn |
Hodng Xuin LAm

e lwina e
~Nisimion~
Vi |mw|~

+ Align Top Right: Can ndi dung theo 18 trén bén phai cta Cell.

Danh sdch didm thi lép 12481

St Hotin | 1ndn Vin | Ngoairgly
1 Luurg: The Aaih 8 7 7
2| Phigrn Ti€n Ddny: | € 6 [
3 | tthu thiyy Mich ! 8 /
4 | Déu Quany: Tudn | 5 1 &
3 | Hodng Xusn 18m | & ! n

+ Align Center Left: Can ni vao gilra bén trai cua Cell

Danh séch diém thi kp 12A1

Stt | Ho tén Todn | Van Ngogirglr
1 | Luong ThE Ank | 8 7 7
2 | Phgm Yién DOng | 6 6 [}
3 Chu Thay Minh 7 3 7
4 B3u Quang Tudn | S 4 [
5 | Hoang Xudn Lim | 8 7 9

+ Align Center: Can ndi dung chinh giira Cell



Danh shch digm thilép 1241

St Ho téa Todn Vin Ngogi nglr
1 | tworg Thé anh | 8 ? ]
2 Pham Tién DJrg_J»l: 6 8
3 | Chu Thiy Minh 7 8 7
4 | Du Quang Tulin | 5 4 6
S5 | Hodng Xudn ldm | 8 7 9

+ Align Center Right: Can ndi dung vao giira bén phai cua Cell.

Danh sich didm thilép 12A1

Stt Ho tén | Toidn Van | Ngoainglr
1 Luromg ThE Anh | 8 7 7
2 | Pham Tilfin Diing | 6 6 |8
3 | ChwuThiy Minh | 7 8 7
4 | PduQuang Tudn | 5 ) ]
5 Ho&ng Xuln Lam | 8 7 9

+ Align Bottom Left: Can ndi dung dudi day bén trai cua Cell.

Danh séch @1dm thi iép 12a1

SIL |y ten Toan | Van Npogingg
1 Lirong ThE anh B 7 7
2 Pham Tién Dilng | & 6 &
31 Chu Thiy Minh 7 a 7
1 D3u Quang Tuan | 5 A4 6
% Hodng Xidn Lim | 8 / L]

Align Bottom Center: Can ndi dung vao gitra dudi day cua Cell.

+

Danh sich dim thilép 1281

Stt Ho t8n Toan  Van | Ngoainglr
1 Luong Thé Ach 8 ? 7

2 Pham Tifn Dlng & 6 4

] Chu Thuy Minh 7 8 7

4 #5uQuang an 5 4 4

5 | oary; Xuan Larn 8 7 9

+ Align Bottom Right: Can ndi dung dudi day bén phai cua Cell.

Danh sach diem thilop 1241

Sl Hy en | Toan Van  Kunogire?
1 Lwomg ThE ank | & 7 7
2 | Phym Tién Cdng, | 6 6 3
3 | Cha thdy Mich / ] /
4 | P& Quang Tudn | 5 4 6
5 Hodang, Xudn Lam | 8 7 a

A=

—_—

—

_

_—

Text

+ Direction Text Direction: Doi chidu chit trong Cell, gia st ndi dung qua dai cac Cell khong chira hét ban
c6 thé quay dung chir dé tiet kiém dién tich. Cach nay thuong st dung cho tiéu dé cat.

Vi du ching ta c6 mot danh sach diém thi nhu hinh duéi day



Danh sach diém thilép 12A1

Stt | Ho tén Toan | Van | Ngoaingiy
1 | Lwong Thé Anh 3 7 7
2 | Pham Tién Dling | 6 6 8
3 Chu Thiy Minh 7 8 7
4 | Pau Quang Tudn | 5 4 6
5 Hoang Xuédn Lam | 8 7 9

Trong vi du trén ban thiy cic cot toan, vin, ngoai ngit c6 ndi dung rat it nhung vi tiéu dé qua dai nén
khong thé thu hep cac cot nay lai. Trong truong hop nay ban cé thé st dung cong cu Text Derection dé
quay chir cho ti€u dé c6t theo chiéu doc nhu hinh dudi day:

Danh sach diém thilép 12A1

c 'g' 5
Stt Ho tén w e :
- RIS
1 | Lvong Thé Anh 8 |7 |7
2 | Pham TiénDing |6 |6 |8
3 Chu Thiay Minh 7 |8 |7
4 | PduQuang Tudn |5 |4 |6
5 Hoang Xuan Lam | 8 |7 |9

Cell
+ Marains. Cell Margins: Can 1& cho ndi dung trong Cell, dé thuc hién ban c6 thé 1am theo cac budc sau:

Bude 1: Chon Cell hodc nhoém Cell can dit 18 cho noi dung.

Buée 2: Nhép chon biéu twong Cell Margins, hop thoai Table Option xuét hién nhu hinh dudi day:

~ ; 3
Table Options M

Default cell margins

-~

Top: 0" Left: 0.08"
Bottom: 07 +- Right: 0.08" =
Default cell spacing
[] Allow spacing between cells |0
Options

(V] Automatically resize to fit contents

[ OK J [ Cancel
. ,‘.'!
+ Default cell margins: Dit 1& cho Cell bang cach nhép gia tri cho cac muyc Top, Bottom, Left, Right.

+ Default cell spaceing: Tich chon muc nay dé thiét 1ap khoang cach giita cac Cell.
+ Options: Tich chon muc nay dé tu dong diéu chinh ¢& Cell theo noi dung.

Trinh bay bang biéu



Dé chinh bay bang biéu dep, hop véi ndi dung va chuyén nghiép ban c6 thé sir dung nhimg cong cu ma
chung t6i s€ gidi thi¢u sau day:
Pé tién theo ddi chung t61 xin dua ra mot vi du voi bang dir liéu thé nhu hinh dudi day:

Bang lwvong nhan vién cong ty thang 09 nam 2008

Stt | Hotén Lwongchinh | Phycdp | Tgmimg | Thye Unh | Ghicha
1 | Hoang Hong Hanh | 800.000 | 800.000
2 Lé Huyén Trang 800.000 120.000 | 920.000
3 | To®inhldm | 1.200.000 | 120.000 | _| 1.320.000
4 | Nguyen ThuyAn | 850.000 ' 850,000 |
5 | Pham Thi Hau 2.000.000 | 200,000 [ 400.000 | 1.800.000
Tong cdng 5.650.000 | 440000 | 400.000 | 5.690.000] |

Trong phan nay ching ta s& quan tim tGi cac cong cu trong Tab Design trén thanh Ribbon.

- Nhom Table Styles: Dung dé thiét 1ap Style cho bang biéu.

TABLE TOOLS
DESIGN LAYOUT

__________ &

__________ — | Shading

Table Styles

Ban c6 thé chon mot kiéu Style trong danh sach cho bang biéu ciia minh. Nhip chon mii tén dudi cing
deé mo rong danh sach.

Plain Tables -

Grid Tables

EEEER BEEE B B B B ==

g pE———— E——— G

BE=E=EE E-=--- EHee=-= -_—— - EEEEE B==== ric
EEEE o= == === e [ | [ =I=[=1=

EEEEE Eo=== BEo=== == S=mE EEEEE EEEEE
——— Ee—-- E---- -——— ———— B-—--- BE----

B Modify Table Style...

FE  Clear

Bl Mew Table Style..

Néu khong mudn 4p dung Style cho bang ban nhip chon biéu tuong trong muc Plain Tables.

Gia sir chung ta chon mot kiéu Style trong bang Built-in cho vi du:



Bang lwong nhin vién cdng ty thang 09 nam 2008

Sttt Hotén . hran&thmh ‘ Phu cip [ Tamimg  ThycLinh  Ghi chi
1 | Hoang HongHanh | 800.000 ‘ \ 800.000
2 l#HuydnTrang | 800.000 120.000 . 920000 |
3 | TaDinhldm | 1200000 | 120000 | 1.320,000
4 | NguyénThiyAn | 850000 | al— | 850000 |
S | PhgmThitju | 2.000.000 | 200000 | 400.000 | 1.800.000
Tong cing 5,650.000 440,000 | 400,000  5.690.000

Bay gio hily két hop voi nhom 1énh Table Style Options dé thiét 1ap mot sé thudc tinh cho bang biéu nhu
an hién dong ti€u de¢, dong tong cong, hay co6 st dung Style khong,...

+| Header Row |+ First Column

Total Row Last Column
+'| Banded Rows Banded Columns
Table Style Options

+ Header Row: Tich chon dé 4p dung kiéu Style tiéu dé cho dong tiéu dé. Vi vi du trén néu khong tich
chon muc nay két qua s€ nhu hinh duéi day:

Bang lwong nhin vién cdng ty thang 09 nam 2008

Stt | Hotén | luomgchinh | Phyclp | Temimg  Thyelinh | Ghichi
1 Hoang Hang Hanh | 800.000 B : 800.000
2 | LEHuyBnTrang | 800.000 | 120000 | | 920.000
3 | T DinhLém | 1.200.000 | 120.000 | | 1,320,000
4 | NguydnThiyAn | 850000 | 850.000
5  PhamThiHju | 2.000.000 | 200.000 | 400.000  1.800.000
Téng cing | 5650000 | 440,000 | 400,000 | 5.690.000

+ First Column: Tich chon myc nay dé ap dung Style cho cot tiéu dé, trong vi du ndy cua chiing ta khong
su dung Style co6 cot tiéu de.

+ Total Row: Tich chon muyc nay dé ap dung Style cho cot tong cong, két qua vi du trén s& nhu hinh duéi
day:

Bang lwong nhan vién cdng ty thang 09 ndm 2008

Stt | Hotén | Lwongchinh | Phycip  Tamirng | ThycLinh | Ghicha
1 Hodng Hong Hanh | 800,000 800.000
2 | LAHuydnTrang | 800.000 | 120,000 | | 920,000
3 TeDinhidm | 1.200.000 120,000 | [ 1.320.000
4 | NguyEnThiyAn | 850.000 ' ' | B50.000
5 | PhamThjH3u | 2.000.000 200.000 | 400,000 | 1,800,000 |
| Tomgcgng | 5.650.000  440.000  400.000  5.690.000 |

+ Last Column: Tich chon myc nay dé ap dung Style cho cot cudi cung, trong du chung ta khéng str dung
Style cho cdt cuoi cung.

+ Banded Rows: Tich chon myc nay dé ap dung Style cho cac hang trong bang.
+ Banded Columns: Tich chon muc nay dé ap dung Style cho cac c6t trong bang.

Néu khong hai long véi mau san c6 ban ciing c¢6 thé chinh stra hodc thém maéi nhitng mau Style cua riéng
minh.

+ Chinh stra mét Style san co: Tir danh sach Style nhdp chon Modify Table Style...

Modify Table Style...

al
=iear Modify Table Style

HH  New Table Style...

Hop thoai Modify Style xuat hién nhu hinh duéi day



Properties
Mame:
Style type:
Style based on:

Formatting

Apply formatting to:

=)

Table Grid

|Table

| B Table Mormal

\Whole table

Gibioy) R[] B 1 U ([ avemsic [5]

| E—— E” ’r’ipt—E“ Automatic El“ Mo Colar E”EH
Jan Feb Mar Total
East 7 7 5 19
West b 4 7 17
South 8 7 9 24
Total 21 18 21 60

Line spacing: single, Space
After: 0 pt, Box: (Single solid line, Auto, 0.5 pt Line width), Priority: 40
Based on: Table Normal

@ Only in this document () New documents based on this template

Lo

I[ Cancel l

Trong hop thoai nay ban co thé thay ddi mau sac Font chit cho cic hang va cac cot. Sau khi chinh sira
xong nhap Ok dé luu lai.

+ Thém moi mot Style: Pé thém mot Style nhdp chon New Table Styles... Hop thoai Create New Style
from Formating xuat hién nhu hinh duéi day:

:‘Create New Style?mm For §M
Properties
Name: @ \
Style type: Table El
Style based on: BH Table Normal 7[3
Formatting
Apply formatting to: ‘ Whole table AB
ol goc)  [w][1t[v]| B 1 u |[  avtomatic [+]
‘ —B 1/:pt—EH Automatic :IBHV| No Color :H
Jan Feb Mar Total
East 7 7 5 19
West 6 4 73 17
South 8 7 9 24
Total 21 18 21 60
Line spacing: single, Space
After: 0 pt, Priority: 100
Based on: Table Normal
@ Only in this document (' New documents based on this template
o ) [Cana |

Ban c6 thé thay d6i mau sic, font chit cho Style méi, sau khi thiét ké xong nhap Ok. Khi dé trén danh
sach s€ xuat hién mdt Style mdi nam trong muc Custom.



Ban c6 thé sir dung Style nay nhu cac Style khac co trong hé thong.
Luru ¥ Truong hop mudn x6a nhanh cac dinh dang ban nhép chon biéu twong Clear.

- Thay d6i mau nén cho bang biéu: Ngoai cach chon nhiing Style xdy dung san v6i nhitng quy luat nhat
dinh ban ciing c6 thé ty minh thiét lap nhimg thudc tinh nhu mau nén, duong vién cho bang ma khong
can tudn theo bt ctr quy luat nao. Céach thay d61 mau nén cho mét hodc mot nhom Cell nhu sau:

Buée 1: Nhap chon nhom Cell can thay d6i mau nén
Buée 2: Nhap chon Shading trong nhém Table Style ciia Tab Design.

Theme Colors

Ol
.III||||||

Standard Colors
| B | EEEREN

Mo Colar

280 More Colors...

Hoic ban c6 thé nhap chon 1énh Border ciing trong nhém 1énh nay chon muc Border and Shading. ..



o

I vl
Borders Border
- Painter

Bottom Border
Top Border
Left Border
Right Eorder
Mo Border

All Borders
Cutzide Borders
Inzide Borders

Inside Horizontal Border

Inzide Vertical Border

Diagenal Down Border

Diagenal Up Border
&=  Horizontal Line
E Draw Table

[ View Gridlines

[} Borders and Shading...

Cira s6 Border and Shading xuat hién nhu hinh duéi day:

Borders | Page Border |: 5l

Fill Preview

\' No Color El

Patterns

stie: [ cear [z]
C =]

Color: \ E\uiomah( |

Aoplyto
| Table

Trong muc Fill ban chon mau nén cho Cell hodc nhom Cell hién thoi.

+ Thiét 1ap Border cho bang: Ban c6 thé thay déi mau sic, nét v& cho cac dudng Border cia bang, cach
thuc hién nhu sau:

Buoc 1: Nhép chon Cell hodc nhém Cell can hiéu chinh Border

Buoc 2: Nhép chon biéu tuong Border trong nhom 1énh Table Styles. Mot danh sach lya chon xuat hién
nhu hinh dudi day:



o

I vl
Borders Border
- Painter

Bottom Border
Top Border
Left Border
Right Eorder
Mo Border

All Borders
Cutzide Borders
Inzide Borders

Inside Horizontal Border

Inzide Vertical Border

Diagenal Down Border

Diagenal Up Border
&=  Horizontal Line
E Draw Table

[ View Gridlines

[} Borders and Shading...

Ban c6 thé chon mot kiéu Border thich hop trong danh sach, néu mudn c6 thém céac lua chon va tuy chinh
hay nhap chon muc Borders and Shading...

Borders | Page Border I Shading l

Preview

Click on diagram below or
use buttons to apply borders

Automatic B
Width: i

Custom | | 3 p¢
Apply to:

| Table

Setting: Chon kiéu Border
Style: Kiéu duong ké

Color: Mau cho duong ké
Width: B rong ctia duong ké

Luu y: Trong muc Preview ban c6 thé nhép chudt dé ap dung hay huy bo Border giéng nhu trén hinh anh
minh hoa.



+ V& Border: Dé hiéu chinh Border Microsoft Word 2013 con cung cap nhiing céng cu rat méi va tién
ich. Céc ban hay quan sat cac cong cu trong nhém Draw Borders.

TABLE TOOLS
DESIGN LAYOUT

-

¥ pt v :

Border o Borders Border
Styles - s FEN ColOT~ - Painter
Borders P

beé su dung cac cong cu nay ban hay thyc hién theo cac budc sau:

Bue6e 1: Thiét 1ap thudc tinh cho dudng border can vé

|
Line Style: Kiéu cua Border

t pt " Line Weight: D 16n ctia Border

& Pen Color ~ Pen Color: Mau duong

Buoc 2: V& Bo,rder da thiét 1ap 1én Table, nhép chon biéu tuong Draw Table, khi d6 con tro chudt s€ ddi
thanh hinh chiéc but, ban hay di gitt chudt dé v€ dé lén cac dudong Border hién co6 trén bang, hodc vé
nhitng duong Border méi.

Luu y: Trong truong hop c6 sai sot ban co thé sir dung cong cu Eraser (tdy) dé x6a nhitng dudng Line
khong can thiét, cach lam twong ty nhu khi v& duong Line.

Lam viéc vé&i dir liéu trong bang

Ngoai chiic nang hién thi noi dung, bang biéu trong Word cling c6 thé thuc hién mot sb cong viéc tinh
toan, sap xep don gian.

Pé thyc hién chung ta quan tim dén céc 1énh trong nhém Data.

TAELE TOOLS
DESIGM LAYOUT

Al [ Repeat Header Rows
E| Convert to Text
Sort
fx Forrmula

Data

Quay trd lai voi vi du lic trude ching ta c6 mot bang dit li¢u tho, vé bang luong nhan vién cua mat
phong ban trong cong ty.

Bang lrong nhan vién cdng ty thiang 09 ndm 2008

Stt | Ho tén Luongchinh  Phucip Tamdng | Theclink  Ghichd

1 | Hoang Hng Hanh 800000

2 | Lé Huyen Trang 800000 120000

3 | Ta Oinh Lam 1200000 120000 |

4 | Nguyén Thay An 850000 |

5 | Pham ThiHju 2000000~ 200000 | 400000 | ' |
| Téngcong 5.650.000 440.000  400.000 |

Vi ¢ot thuc Iinh chua c6 gia tri va dugc tinh bf‘?mg cong thuc:

Thuc linh = Lwong Chinh + Phu Cap — Tam tng



Bay gio chung ta s& sir dung cong cu formula dé tinh todn céac gid tri nay. Pau tién ban dit con tré chudt
vao 0 thyc linh cua nguoi dau tién (Hoang Hong Hanh) sau d6 chon Formula trén thanh Ribbon. Hop
thoai Formula xuat hién nhu hinh dudi day:

rFormuIa L @B |

Formula
1—800000 0 0

Number format'

= 220 I~

Paste function: Paste bookmark:

[ OK ][ Cancel ]

Trong muc formula ban nhép cong thue bt dau véi ddu bﬁng, tiép theo chon kiéu dinh dang cho dir licu
trong muc Number format. Cudi cung nhap Ok dé hoan tat. Ti€p tuc thuc hién cho nhiing nguoi tiép theo
chung ta s€ dugc két qua nhu hinh dudi day:

Bang lwong nhan vién cdng ty thang 09 ndm 2008

Stt | Hotén _Lwongchinh | Phycip | Tamémg | ThycLinh  Ghichi_
1 | Hoang Hong Hanh | 800000 | il | 800,000 | J
2 | L& Huydn Trang 800000 | 120000 920,000
'3 | Tebinhiam | 1200000 | 120000 | | 1.320,000 | 1
4 | NgoyénThiyAn | 850000 | | 850,000
5| Phom thikg 2000000 | 200000 | 400000 | 1800000 |
| Téng cong 5.650.000  440.000  400.000 |

Bay gio ban hiy nhép chudt toi 6 thyc linh ciia dong téng cong, nhap chon formular dién cong thuc vao
hdp thoai nhu hinh dudi day:

Formula ‘ M
Formula:
| =SUM{ABOVE)
Number format:

Paste functlon Paste bookmark:

| [=] |

OK ][ Cancel ]

Két qua chiing ta s& thu dwoc nhu hinh dudi day:

Bang lwong nhiin vién cdng ty thang 09 nam 2008

Stt  Hotén Lwong chinh | Phy cip  Tamimg | ThueLinh | Ghicha

1 | Hoang Hdng Hanh | 800000 | | 800,000 | \

2 | LéHuyénTrang | 800000 | 120000 920,000

3 [TaDinhidm | 1200000 120000 | | 1,320,000 | }

4 Nsuyen Thay An 850000 | ) 850,000

5 | PhamThinge | 2000000 | 200000~ 400000 | 1,800,000 | l
Téng cong 5.650.000 | 440.000  400.000 5,690,000

Sau khi tinh xong cot thuc linh ching ta lai thdy phat sinh mot yéu cau méi 1a can phai sip xép lai danh
sach nay, ai c6 thyc linh cao ho thi s€ xép xudng dudi. Cach thuc hién nhu sau:

Buoce 1: Boi den tir dong ti€u dé dén dong c6 Stt 1a 5 (Khong bao gdbm dong tong cong vi dong tong cong
khong can sap xep)

Buéce 2: Nhép chon biéu tuong Sort



TAELE TOOLS
DESIGM LAYOUT

Al - Bi| Repeat Header Rows
E| Convert to Text

Sort
fx Formula

Data

Hff)p thoai Sort xuat hién nhu hinh’ duQi day, trong myc Sort by chon ¢t “Thuc Linh” (Cot léy dir liéu se“ip
x€p), tich chon muc Ascending (sap x€p giam dan).

scending

jg;l'hm: Linh E Type: ;Text ) A
- | Descending

Using; }Par;graphs
Then by

[=] vpe: | Text © Ascending

Using: ‘;baragraphs

E3|ER lzuzi

(") Descending

@) Ascending

:l Type! ivText
[

Using: ‘baragraphs

1]

Descending

My list has

() Header row @ No header row

Cubi cuing nhap Ok d& hoan tat, két qua s& dugce nhu hinh dudi day:

Bang lvong nhin vién cong ty thing 09 nam 2008

| Stt  Hotén Lurong chinh | Phy cip f Tamimg  ThycLinh | Ghicha \
|1 | Hohng HbngHanh | 800000 | | | 800,000 | ]
4 NguyénThiyAn 850000 | 850,000 |
|2 | teHuydnTrang | 800000 | 120000 | 920,000 |
3 Ty DinhLém 1200000 120000 1,320,000
s | PhamThiHge | 2000000 200000 | 400000 | 1,800,000 | ]
, Téng cong 5.650.000 440.000 @ 400.000 5,690,000 | |

Bai 5 — Chén cac doéi twong vao van ban
5.1. Chén mét trang mé&i

Trong phan nay chung t6i s& hudng dan cac ban cach chén thém mot trang méi vao van ban hién thoi,
cling nhu cach ngat trang, trinh bay Header Footer cho van ban,...

Trong phin nay chung ta qua tim dén nhom 1énh Pages va Header & Footer trong Tab 1énh Insert.



INSERT

B3 CoverPage~ -
#

D Blank Page

L . Header Footer Page

*— Page Break - = Mumber=
Fages Header & Footer

- Cover Page: Thém mot trang mdi vao van ban voi mau dung san. Dé thuc hién ban nhap chon biéu
tugng nay, mot danh sach liét ké cac trang mau san c¢6 xuat hién nhu hinh dudi day:

B Cover Page-~ (2 [ CO ¥ o [

Built-in 2

| roeaaraent
titked
——

Austin Banded Facet

TOCMENT TITTF]

-——

[DOCUMENT
TITLE]
Filigree Grid Integral -
@ Mere Cover Pages from Office.com »

[ Remove Current Cover Page
[?B Save Selection to Cover Page Gallery...

Hay nhap chudt chon t6i trang mau can chén vao van ban.
- Blank Page: Chén mét trang tring vao vin ban hién thoi
- Page Break: Ngét sang mot trang méi va khéng mang theo thudce tinh, dinh dang cua trang cil.

- Header va Footer: Tiéu dé trén va dudi ctia vin ban, thuong duoc sir dung trong cac cudn sach lam tiéu
dé xuyén suot mot chuong, mot muc hay ca cuon sach. Bé chén Header hoac Footer vao vdn ban ban
nhap chon biu tugng tuong ung (Header hodc Footer) trén thanh cong cu Ribbon.



D D A |;| 4 Q Signature Li

i ) Date & Tim
Header Footer  Page Text  Quick WordArt Drop _
- - Mumber~ Box~ Parts~ - Cap DOhJE':t T
Built-in -
Blank
4 [ty hree]
7 Blank (Three Columns)
[ Ty bierm | [Ty Femre| [ Tyge here]

: Austin
i ot Hi]

Banded
E JDCCLRERT TITLE]

-
@ More Headers from Office.com 3

[ Edit Header
|_=;.; Remowve Header
Eﬁ Save Selection to Header Gallery...

Mot danh sach cac mau xuat hién, ban c6 thé chon mot mau bat ky trong danh sach nay. Sau khi chon
xong con tré chudt s€ tro toi vi tri Header hoac Footer (tuy vao doi tugng lac trude ban chon).

Luc nay trén thanh c6ng cu Ribbon xudt hién mot Tab 1énh moi dung dé tuy chinh Header Footer. Chung
ta s€ tim hi€u ting nhom 1énh trong Tab nay.

+ Nhom Header & Footer

— ‘ =

Header Footer Page
i v Number ~

Header & Footer

Header: Lua chon danh sach mau Header
Footer: Lua chon danh sach mau Footer

Page Number: Chén sd trang vao vian ban, khi nhap chon biéu twong nay mot danh sach liét ké xuat hién
nhu hinh dudi day:



R

Header Footer Page

v = MNumber~
Header & F [ Top of Page b
[] Bottom of Page 4
l=] Page Margins 4
[#] Current Position 4

Erg Foermat Page Mumbers...
E;{ Remowve Page Mumbers

Ban c6 thé tiry chon chén sb trang 1én trén dinh hodc dudi day cua trang, ngoai ra ban ciing c6 thé chinh
sua dinh dang cuia so trang van ban bang cach nhap chon Format Page Numbers...

+ Nhom Iénh Insert: Cho phép chén thém cac tham s vao Header hodc Footer.

HEADER & FOOTER TOOLS
DESIGN

B | E L e

Date & Docurment Quick Pictures Online
Time Info=r  Partsz~ Pictures

Insert

Date & Time: Thong tin vé ngay thang hién thoi.

Quick Parts: Chén cac truong, cac thudc tinh cta van ban.

=

Quick
Parts ~

Z]l AutoText b
[@1 Document Property g
] Ficld...

=} Building Blocks Organizer...

|__'E Save Selection to Quick Part Gallery...

Picture: Chén thém cac hinh anh.

Clip Art Pane: Chén thém cac Clip Art

+ Nhom Navigation: Cho phép tao nhiéu dinh dang Header va Footer trong ciing mdt van ban. Vi du cu
thé ma cac ban c6 thé thuong thay do la mot quyén sach gom nhi€u chuong. Toan bd ndi dung dugc soan
trong mot file van ban. Céc trang trong mot chuong c6 Header giong nhau 1a tén cua chuong do6. Nhu vay
trong trudng hop nay ndi dung Header va Footer cuia chiing ta khong phai 1a duy nhat.



HEADER & FOOTER TOOLS
DESIGN
[Eiq Previous
Eip Mext

Goto
Footer

Mavigation

Goto Header: Di chuyén con tré chudt téi Header

Goto Footer: Di chuyén con tré chudt téi Footer
Previous Section: Chuyén vé ving Header, Footer truéc
Next Section: Chuyén t¢i ving Header, Footer tiép theo

Luyu y: Khi ban mubn chuyén to1 vung Header, Footer méi ban phai thuc hién gét trang, thao tac ngét
trang cac ban c6 thé xem lai ¢ phan trudc.

+ Nhom 1énh Options

HEADER & FOOTER TOHOLS
DESIGMN

Different First Page
Different Odd & Even Pages
+| Show Documnent Text

Options

Different First Page: Tich chon myc nay dé tao Header, Footer riéng cho trang dau tién trong vin ban.
Different Odd & Even Pages: Tich chon muc nay dé tao Header, Footer cho trang chin, 16 khac nhau.

Show Document Text: Tich chon muc nay dé hién thi noi dung van ban khi dang chinh stra Header,
Footer. Néu khong tich chon muc nay toan bg ndi dung van ban sé€ an di.

+ Nhoém 1énh Position: Chtra cac 1énh thiét lap d6 rong cuia Header, Footer.

HEADER & FOOTER TOOLS
DESIGN

oot Header from Top: (05"

4 kf4d ¥

"'t Footer from Bottom: |0.5"
Inzert Alignment Tab

Position

Header from Top: Khoang cach tir Header xudng téi ndi dung vin ban.
Footer from Bottom: Khoang cach tir Footer 1én t&i ndi dung van ban.

+ Nhom 1€nh Close: Ban nhép chon nut Close Header and Footer dé thoat khoi ché do chinh stra Header,
Footer.

Close Header
and Footer

Close



5.2. Chén hinh anh

5.2.1. Chén File anh trén 6 dia

Pé chén mot File anh tr 6 dia ciing vao van ban ban thyc hi¢n theo cac budc sau day:
Buoc 1. Nhép tré chuot tai vi tri can chén File anh vao vin ban.

Budc 2: Tu thanh cong cu nhéip chon Tab Insert, tim t&i nhém Illustrations, nhép chon biéu tuong
Picture.

INSERT

|__‘|;|r<>r:|r|:||| &+

Pictures Online Shapes SmartArt Chart Screenshot
Pictures - -

Tlustrations

Cua so Insert Picture xuat hién ban tim té1 File anh can chén vao van ban, nhap chon File nay r6i nhan
nut Insert.

Pictures library

Sample Pictures

Amangu byt Folder =

H

o Recent Places

24 Libraries 091113003601 -01 0 n: 3/14/2008 1358 Hydvangeas
5-581 Fating: 4 Stass
Dimentions 1974 « 768

Size: 655 KB m"iﬁi«

Jelhyfish Penguins
o Homegroup - oo

¥ Documents
o' Muic
o Pictures
B videcs

Fe name  Chryzanthermum v | AllPictures

Tools ~ I Insert H I Cancel

Hinh anh vira chon sé duogc chén vao van ban tai vi tri da chon.



x 1 2 3 4 5 6

(52

|
[Type here]

Buoc 3: Tuy chinh hinh anh trén van ban: Thong thuong khi chén mot hinh anh vao van ban chuong
trinh s& tu dong dinh nghia mot s6 thudc tinh. Tuy nhién d€ phu hop vdi ndi dung ban hoan toan c6 thé
thay do6i nhiing thugc tinh nay. Bé tim hiéu nhiing cong cu tuy chinh hinh anh ban c6 thé lam nhu sau:

- Nhe‘ip chudt chon hinh anh trén van ban. Mot Tab 1énh mdi (Format) xuét hién trén thanh cong cu
Ribbon, tab 1énh Format chira hau hét cac 1énh thao tac véi hinh anh trén van ban.

MCTunE Tooks

FORMAT

i G Soean (a8 |2
- Nhom Iénh Adjust:
FICTURE TOOLS
FORMAT
EE| Corrections - :IQ:Cu:umpress Pictures
!
== Color - Eﬂg Change Picture
Remove
Background Artistic Effects ~ ¥l Reset Picture -
Adjust

+ Color: Nhap chon nut 1énh nay mot danh sach d6 xudng nhu hinh dudi day:



Color~

Color Saturation

Ed

Color Tone

Ed

Recolor

f

hiw!
J'i i

%¢ More Variations * | Theme Colors

#4 Set Transparent Color H EEERNNEN

{%I Picture Color Options... =
T T

Standard Colors
L ] EEEEN

% More Colors...

More Variations: Ban c6 thé thay tong mau cho hinh anh.

Set Transparent Color: Hoa 1An méau nén, ban nhip chon cong cu nay khi con tré chudt chuyen thanh
hinh chiéc but hay di chuyén t6i birc anh va nhap chon vao viing mau mudn hoa 1an véi mau nén vin ban.

Hinh anh trudce khi st dung cong cu

X 1 2 3 4

wn
@
[

]
[Type here]

Sau khi su dung dé 1am nhat mau canh hoa



X 1 2 3 4 5 6
=

[Type here]

(D2

+ BaChange PI Change Picture: Thay thé hinh anh hién tai, ban nhép chon biéu tugng nay rdi tim
té1 hinh anh moi dé thay dé hinh anh hién tai.
- Nhom Iénh Picture Styles

’:| E Picture Border -

— = = = = B e
P sl el el | L Picture Fffects ~

Picture Styles 1

:| E-ll:, Picture Layout ~

+ Danh sach cég Sty}e: Déy la nhiing tién ich méi duoc bd xung trong Microsoft Word 2013, ban co thé
su dung chung dé thiet ké khung cho hinh anh.

F—
il

ki
k]
L]
L]
[

k]

Ngoai nhitng Style c6 trong danh sach ban c¢6 thé nhdp chon miii tén dudi cung dé mé danh sach cac
Style khac.



2 Pxcture Border -

- == — ,-_ E - =
1 = = = amed ] F Pcture Effects +
R— ‘ Postion Wezp
5, #xcture Lsyoat * Text = (4 Sefechon
pocoE== h
ol | el
_— == 4
) | e N g e ~
| || =S| e -
== - —
Snip Dlag Coetier, White "
O y——— - NN -~

Ngay khi di chuyén chudt t6i mot hiéu img bat ky ban ciing c6 thé thdy dwoc két qua duge mo ta trén
hinh anh ma ban chon. Du¢i day la hinh anh sau khi sir dung Style, ban s€ thay chang khac gi so vdi
nhting buc anh dugc xtr Iy bang Photoshop

L# pj - . . R 2., \ A
4 s Picture Border™ piovire Border: Sau khi lga chon Style ban con c6 thé thay d6i mau cua dudong vién

cho hinh anh bang céng cu Picture Border. Nhip chon cong cu nay roi chon mau thich hop cho dudng
vién cua anh.



E Picture Border =

Theme Colors

Standard Colors

N EEEEN
hleCutline
Red
'ir"i‘ miore Outline Celors...
= Weight »
=z Dashes 3

Hinh anh sau khi thay d6i mau duong vién

LF Picture Effects » . LA LA - , 1 L A
+ TR TS Picture Effect: Ban c6 thé ti€p tuc hi¢u chinh hinh dnh véi thu vién cac Gng dung

ma Microsoft Word 2013 cung cép bang cach nhap chon biéu tugng Picture Effect. Trong danh sach
duoc liét ké ban c6 the thay doi bong, cac goc nghiéng cho anh,...



L2 Picture Effects ~

g Preset » NoPresets

wmsi| Shadow ’ ’ ‘

reea Presets

==l Reflection ’ ——
et Glow L4 p—— L_J
S

et Soft Edges »

£3 Bevel ’ J S J ‘g_

3-D Rotation » &4 3-D Options...

JIJ

+ [ Picture Layout ™ picr o | ayout: Sau khi tity bién anh véi cdc Style rt chuyén nghiép han ban s&

con phai ngac nhién hon véi cong cu Picture Layout. Microsoft Word 2013 cung cap thu viéc cac Layout
chuan cho khong nhiing trinh bay ma con c6 thé mo ta hinh anh rat sinh dong véi nhiéu chu dé khac
nhau. B¢ thyc hién ban nhap chon biéu tugng nay trén thanh cong cu.

5L Picture Layout

= —

B g = n==
s —1
.. = e

« s i

"y
== e

Danh sach cac Layout dugc li€t ké nhu hinh trén, ban nhép chon mot mau bt ky, sau do dién thém céc
ghi chi minh hoa cho hinh anh, tuy thudc vao tirng yéu cau cu thé.



Type your text heve I

.I ® Hinh dnh manh hed
|
|
|

Hinh anh minh hoa

Snapshot Picture List
Uie 10 thew
teut Leved 2
Infoonation
amount of test

| bammore sROUt SmatAl Qraphics

CHurey with svplanstory
r uds ol
oeks well with a farge

Duéi day 1a mot mau minh hoa.

Hinh anh minh hoa - Chi D& Hoa Cuc

- Nhém Iénh Arrange: Str dung cac 1énh trong nhom nay dé sap xép vi tri hinh anh trén vin ban.

PICTURE TOOLS

FORMAT
e
— ) ) Group
Position Wrap  EBring 3end  Selection |
- Text~ Forward = Backward Pane k Rotate -

Arrange N . .
the thiet 1ap vi tri cho hinh anh trén trang van
ban bang cach nhap chon bi¢u tugng Position. Mot danh sach cac vi tri dugc liét ké trong menu nhanh.



Position

-

In Line with Teaxt

With Text Wrapping

[ ] [ %) [ %]
[ ] [ %) [ %]
[ ] [ %) [ %]

T More Layout Options...

Trong muc In line with Text 13 vi tri ban dau cta hinh anh, phia dudi trong muc With Text Wrapping cho
phép ban thiét 1ap cac vi tri nhu mé ta trong hinh minh hoa, ¢6 thé 1a ¢ dau trang, giita hodc cubi trang,
ung v&i nd 1a cac vi tri bén phai, bén trai va ¢ gitra. Vi du dudi day lya chon vi tri hinh anh dugc nam
phia trén bén trai cua trang.

Céng Ty Phan Mé&m K& Toan AVIN

Cung C3p phan m&m k& toan toan dién cho doanh nghiép:
NDN - Phan mém k& todn guan tri

Giai phap quan tri toan dién - Phan mém guan Iy higu thudc
Phin mém quéan Iy nha hang , khach san

+ Wrap Text: Thong thuong mdt trang van ban c6 chtra hinh anh thi s€ chtra n$i dung Text. Trén nhiing
vin ban d6 ban s& thay lac thi hinh anh bén trdi, lac lai bén phai ndi dung Text, hay hinh anh ¢ giira bao
quanh la ndi dung Text cua van ban,... bé thiét 1ap dugc nhu vay ban nhép chon biéu tuong Wrap Text,
mot danh sach cac kiéu Wrap Text s& xuit hién nhu hinh dué6i day:



Wrap
Text~

e

31

<,

Ban c6 thé nhip chudt chon mét kiéu bat ky cho hinh anh cta minh.

+ .1Bring Forward -

0 5end Backward -

In Line with Text
Square

Tight

Through

Top and Bottom
Behind Text

In Front of Text

Edit Wrap Points
Mowve with Text

Fix Position on Page
More Layout Options...

Set as Default Layout

tuwong tu Bring Forward.

+ |< Align~ Align: Str dung cong cu nay dé can chinh 1& cho mot hodc nhiéu hinh anh mét lac. Pau tién
ban hdy chon mot hoac nhiéu hinh anh can céan l€ giong nhau bang cach gitr phim Ctrl va tich chon cac
hinh anh. Ti€p theo ban nhap chon cdng cu nay trén thanh Ribbon, mdt danh sach cac Align xuat hién

nhu hinh anh dudi day:

o Align~=

o {lv *[E

=
=
3>

=

=
—
©

e &

Align Left

Align Center

Align Right

Align Top

Align Middle

Align Bottom
Distribute Horizentally
Distribute Yertically
Align to Page

Align to Margin

Use Alignment Guides
Yiew Gridlines

arid Settings...

Bring Forward: Hién thi hinh anh 1én trudc cac hinh anh khac, sir dung cong cu
nay trong truong hop c¢6 nhicu hinh anh x€p 1€n nhau.

Send Backward: Hién thi hinh anh sau cac hinh anh khéc, trudng hop sir dung



Nhap chudt dé chon kiéu can thiét lap.

=L
+ (BB Group: Ciing v6i danh sach hinh anh & phan truéc, dé nhom ching lai thanh mot thé théng nhat
ban hiy st dung cong cu Group nay. Pau tién hiy chon danh sach hinh anh can nhém, tiép theo nhap

chon biéu tuong Group trén thanh cong cu, tiép tuc chon 1&€nh Group.

: Format ‘

| £ ﬂ I 4 Bring Forward ~ .g—;v- y 1
L 1 3. 1

3 Send Backward v |}
Position Wrap m———————— e

5 Text v |Crly Selection Pane | E Group
Arrange I¥ts

Trudng hop mudn gd nhém ban nhip chon Ungroup.

+ =47 Rotate: Xoay chiéu hinh anh, sir dung cong cu nay dé doi chiéu cho hinh anh trén vin ban. Dau
tién hay lya chon hinh anh can thao tac sau d6 nhap chon biéu tugng Rotate trén thanh cong cu.

"k Rotate -

“h Rotate Right 90°
4~ FRotate Left 90°
= Flip Vertical

di.  Flip Horizontal

T More Rotation Options...

Trong danh sach ban cé thé thdy goc quay ma hinh anh mo ta, néu nhu khong vira y ban c6 thé chon
More Rotation Options... dé thay doi goc quay theo y muon.

- Nhém 1énh Size: Dung dé thay d6i kich thudc ctia anh trén vin ban.

FICTURE TOOLS
FORMAT

sl Elhes

Crop 201"

Size P
"‘:

I _“J i

: Crop: Piéu chinh pham vi hién thi ctia anh, véi cong nay ban c6 thé cit bo nhimg phan thira
trén hinh danh duoc Insert vao van ban. Trudc hét hay nhap chon biéu tugng Crop trén thanh cong cu. Khi
d6 hinh anh s€ dugc bao quanh bdi cac duong cat.

+



Nhap chudt tai nhimg diém nay rdi kéo dén vi tri can thu hep hay mo rong hinh anh. Vi cong cu nay ban
s€ khong phai mat thoi gian st dung cac chuong trinh xir Iy anh trudce khi dua vao van ban trong nhiing
truong hgp don gian.

4l Shape height: Thiét 1ap chidu cao cho hinh anh.

-

- | Shape width: Thiét 1ap do rong cho hinh anh.

= .
+ oe 239

Luwu y: Ban c6 thé thay doi kich thudc ciia anh don gian hon bang cach nhap chon hinh anh can thay doi,
di chuyén chudt téi cac diém cho phép thay doi kich thuéc anh, khi hinh chudt dbi thanh mdi tén hai
chiéu ban gilt, kéo va tha & vi tri can thay ddi kich thudc, co thé ap dung cho chiéu cao, do rong, hay
d6ng thoi ca hai chi s6 nay.

Céc diém thay déi kich thudc anh c6 hinh vudng nhé ¢ khung bao quanh hinh anh.

5.2.2. Chén Online Picture

OnlinePicture thuc chat 1a cac hinh anh dwoc Microsoft Word cung cép sin véi nhidu chu dé khac nhau,
néu nhu ban khong c¢6 anh phu hgp cho ndi dung van ban thi hdy thu tim kiém trong thu vién
OnlinePicture ctra Microsoft Word xem sao? Dé chén cac OnlinePicture vao van ban hay nhap chon biéu
tuong OnlinePicture trong nhom 1énh Illustrations va may tinh c6 két noi internet.



INSERT

b ad & B Al

Pictures Online Shapes SmartArt Chart
Pictures -

Illustrations

Bang OnlinePicture xudt hién nhu hinh duéi day:

l] Office.com Clip Art
Royalty-free photos and illustrations

Ban nhap chu d8 hinh anh tim kiém dé tim kiém trong thu vién hinh dnh ctia microsoft office word.

Bing Image Search
Search the web

Ban nhap chu dé hinh anh tim kiém dé tim kiém trén mang internet.

Sau khi chén online picture vao van ban, cac thao tac vdi nhirng hinh anh nay tuong ty nhu chiang toi da
gidi thiéu & phan trudc.

5.2.3. Chén d6i twong Shapes

Mot s6 hinh anh dic biét va thuong hay str dung da duoc Microsoft Word 2013 tap hop va dua vao nhom
Shape dé nguoi dung co thé dé dang st dung nhu hinh vuéng, hinh chir nhat, elip, cac duong Line,...
Ngoai thé hién hinh anh cac ddi tuong Shape con cho phép chita noi dung Text bén trong. Dé chén mot
d6i twong Shape vao vin ban ban nhap chon biéu tugng Shape trén thanh cong cu Ribbon.

INSERT

Lo lad & T Al

Pictures Online Shapes SmartArt Chart
Pictures -

Illustrations

Mot danh sach cac dbi tuong Shape duogc liét ké nhu hinh dudi day:



[»]

Recently Used Shapes

B~ NOOCOOAL LY G
VAN S AL

Lines
SNSNTLL T NG %
Rectangles

N O N O

Basic Shapes
EOAMNITOAOOOOO®
®LOOOr Ly o B0
O0@AHO0%& 3N
(J{rC ] ¢

Block Arrows

DA RESLPLPR IS
& duvnmp D> [RLAN
DR

Equation Shapes

===

Flowchart
O0<oO00lUaeo
=0O0H@e X ¢ AVAD
Qsio

Stars and Banners

TEVES YO @ g
£k 2% ik BF [T I 0

Callouts

[ACICD {:3 A0 O AT AT T 2

B
5
]
3
[m]
==
]
1

E’j Mew Drawing Canvas

Chung dugc phan loai trong cac muc khac nhau, dé chén vao van ban ban nhép chon mét hinh bét ky, khi
d6 hinh chudt s€ chuyén thanh hinh dau +, ban gitr chudt roi v€ 1én vi tri thich hop trén van ban. Gia st
chung ta v& mot hinh chit nhap trén van ban nhu minh hoa dudi day:

Cong viéc tiép theo 13 tily chinh cac thudc tinh cho d6i twong Shape. Chung ta quan tdm t&i Tab Format
trén thanh cong cu Ribbon.

= = @@ A A A 2 ase ZRawe
Trong Tab 1énh nay c6 nhiéu nhém 1énh nhu ching ta da nghién ciru trong phan chén hinh anh vao vin
ban, tuy nhién hay di tim hiéu tirng nhom d¢ tim ra sy khac biét gitra hai doi tugng nay.

- Nhom Iénh Insert Shape



~ OO O < Edit Shape -
&I—L,ED"{I;E = | =] Draw Text Box
VAN B A b

Insert Shapes

+ Hop chon cac ddi tugng Shape: Cho phép chén cac ddi tuong Shape khac 1én vin ban ma khong can
quay tr¢d lai Tab Iénh Insert. Cach lam tuong ty nhu thao tac voi Tab Insert.

+ i=.EditShape~ Edit Shape: Cho phép thay do6i hinh dang ciia d6i twong Shape. Nhap chon biéu tuong
nay trén thanh cong cu, mot danh sach d6 xudng xuét hién, chon Edit Points.
g

" Edit Shape ~
L_'@ Change Shape *
©'=  Edit Points
{my

Khi d6 d6i tuong Shape bi bao quanh béi mot khung ¢ 4 diém den & bén goc.

Ban str dung chudt di chuyén téi mot trong bon diém nay giit va kéo chudt dé thay déi hinh dang cua déi
tugng Shap theo y muon.

Chung ta c6 thé thay ddi thanh nhiéu hinh dang khac nhau.
- Nhom Iénh Shape Style

C6 y nghia trong tw nhu nhom 1¢nh Style cua Picture va Online Picture , dugc dung dé thay dbi Style cho
cac doi tuong Shape.

+ Danh sach Style: Thao tic twrong tu nhu di hudng dan phan thao tac v6i Picture va Online Picture.



|Abc|\Abc“Abc‘ Abc‘ Abc [Abcl‘Abc’
O —— T ‘ 1 P ——
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Other Theme Fills .

Ngoai céc Style trong bang liét ké ban c6 thé nhap chon muc Other Theme Fills dé bd xung mét sb Style
dac biét.

N R RN R R

Ot e frin » ——‘ ‘ — |
+ & Shape Fill . Shape Fill: Thay do6i ;nﬁu‘nén‘ cho cac déi,tuong Shape. Sau khi lya chon Style ban c6
thé nhap chon bi€u tuong nay dé thay d6i mau nén cho céc doi twong Shape.

22 Shape Fill -
Theme Colors
HE EEEETEE

Standard Colors

HE fEEEER
Mo Fill

#,1' More Fill Colors...

Bicture...

[l Gradient 3

Texture 3

+ LZ shape Outline - Shape Outline: Thay dbi mau vién cho déi tuong Shape. Khong nhitng thay d6i mau
nén ma ban con c6 thé thay d6i mau duong vién bao quay doi tuong Shape bang cach su dung cong cu
Shape Outline.



+ L& Shape Effects - Shape Effects: Y nghia tuong ty nhu 1énh Effect trong phan Picture, ban st dung cong
cu nay dé tuy chinh céac tng dung hinh anh cho céac doi twong Shape.

& Shape Effects ~

‘ | Preset » | No Presets

a =

- Presets
‘ ‘ Reflection >

=oa( ™

SoftEdges »

S e

]_] Bevel b J

| ' 3-D Rotation » f‘}, 3-D Options...

- Nhém Iénh Text: St dung nhém 1énh nay thao tic voi ndi dung Text trong cac ddi tuong Shape.
Text Direction
[5] Align Text -
Create Link
Teut
+ Align Text: Can chinh vi tri ndi dung Text trong ddi twong Shape.

[5] Align Text ~

Top

: Middle

Bottom

Nhép chon biéu tuong nay ban s€ c6 3 lya chon Top (NOi dung Text dugc can 1én dinh cac ddi tuong
Shape), Middle (N¢i dung Text dugc can gilta cac doi twong Shape), Bottom (NOi dung Text dugc cén
dudi day cac doi tugng Shape).

- Nhém 1énh Arrange: Sir dung cic 1énh trong nhém nay dé sap xép vi tri dbi twong Shape trén vin ban.

.1 Bring Forward - |: Align -

— i 0 5end Backward - Group
Position Wrap .
- Text - Ol selection Pane k Rotate =

Arrange

Position: Ban c6 thé thiét 1ap vi tri cho d6i tugng Shape trén trang vin ban bang cach nhap chon biéu
tugng Position. Mgt danh sach céc vi tri dugce li¢t ké trong menu nhanh.



|Position

-

In Line with Text

With Text Wrapping

@=| @ &
A= @ | @
e E

(H] Advanced Layout...

Trong muc In line with Text 13 vi tri ban dau cua ddi twgng Shape, phia dudi trong muc With Text
Wrapping cho phép ban thiét 1ap cac vi tri nhu mo ta trong hinh minh hoa, c¢6 thé 1a & dau trang, giira
hodc cudi trang, tng vdi né 1a cac vi tri bén phai, bén trai va & giira.

Wrap Text: Mot trang vin ban thuong chira ca di twong Shape va ndi dung Text. Trén nhitng vin ban
d6 ban sé& thay luc thi cac ddi tugng Shape cua chung ta bén trai, lac lai bén phai noi dung Text, hay co
thé & giita bao quanh 1a ndi dung Text ctia vin ban,.. De thiét 1ap dugc nhu vy ban nhip chon biéu
tuong Wrap Text, mot danh sach cac kiéu Wrap Text s& xuét hién nhu hinh dudi day:

Wrap

Text~

] InLine with Text
E Square

E Tight

(_IE Through

[¥] Top and Bottom
@ Behind Text

In Frant of Tevt
{Sehmd Text ‘

5 Ii:

Advanced Layout...

Ban c6 thé nhép chudt chon mét kiéu bt ky ap dung cho dbi tuwgng Shape ctiia minh.
By Bring Forwad) » Bring Forward: Hién thi ddi tuong Shape 1én trudc cac ddi twong khéc, st dung cong
cu nay trong truong hop c6 nhiéu doi tugng x€p 1€n nhau.

Fs A v . % . 2k L1 , , \ ,
- Send Backward ¥ geng Backward: Hién thi déi tuong Shape sau cac hinh anh khac, truong hop sur
dung tuong ty Bring Forward.

=~ Align: Str dung cong cu nay dé can chinh 1& cho mt hodc nhiéu ddi _twong Shape mét luc. Pau tién

ban hdy chon mot hoac nhiéu ddi tuong Shape can can 1& gidng nhau bang cach giit phim Ctrl va tich
chon 1an lugt cac (101 tuong Shape. Tiép theo ban nhap chon cong cu nay trén thanh Ribbon, mét danh
sach cac Align xuét hién nhu hinh anh duéi day:



A

Align Left

Align Center

o {lo

Align Right

=
=
3

Align Top

=

Align Middle

=
=
=

Align Bottomn

Distribute Horizontally

il &

Distribute Wertically
Align to Page

+  Align to Margin

Use Alignment Guides
View Gridlines

Hit  Grid Settings...

Nhip chudt dé chon kiéu can thiét lap.
I@ , A A ‘A 5 A . A s A A

Group: Vi du chiing ta c6 nhicu doi tugng Shape riéng 1¢ két hop vdi nhau tao thanh mét bicu do
hoan chinh va yéu ciu dat ra la phai di chuyén chiing dén mét vi tri khac. Néu phai di chuyén timg dbi
turong mot s& ton thoi gian va ¢co thé khong dat ching dung vi tri. Tur thyce té d6 ban c6 thé nhom chung
lai v6i nhau thanh mot thé théng nhét, gitip cho viéc di chuyén dugc dé dang va gitr nguyén dugc cau
tric. Dé thuc hién dau tién ban hay chon danh sach dbi tuong Shape can nhém, tlep theo nhap chon biéu
tugng Group trén thanh cong cu, tiép tuc chon 1énh Group.

[
Format ‘

».JJ Bring Forward v [&~ -
BE -

LYy Send Backward ~ |L

Position V"rap e
- Text v |orly Selection Pane |

Arrange Tl
- 2—a

Truong hop mudn gd nhém ban nhip chon Ungroup.

w2

57| Rotate: Xoay chiéu dbi tuong Shape, sir dung cong cu nay dé d6i chiéu cho cac ddi twgng Shape
trén van ban. Dau tién hay lya chon ddi twong Shape can thao tac sau d6 nhap chon biéu tuong Rotate
trén thanh cong cu.

“k Rotate Right 90°

A~ Rotate Left 90°

= Flip Vertical

4. Flip Horizontal

T More Rotation Options...
Trong danh sach ban c6 thé thiy goc quay ma hinh anh mé ta, néu nhu khong vira y ban co thé chon
More Rotation Options... dé thay d6i goc quay theo y mudn.
- Nhém 1énh Size: Dung dé thay doi kich thudc ctia ddi twong Shape trén vin ban.
4 allf1se ~ | Shape height: Thiét 1ap chiéu cao cho ddi tuong Shape.

4 e (239 - Shape width: Thiét 1ap do rong cho dbi twong Shape.



Luru y: Ban c6 thé thay d6i kich thudc cua ddi tuong Shape don gian hon bang cach nhap chon dbi tuong
can thay doi, di chuyén chudt téi cac diem cho phép thay doi kich thudc trén doi tuong Shape, khi hinh
chudt doi thanh mii tén hai chi€u ban gitr, kéo va tha ¢ vi tri can thay doi kich thudc, c6 thé ap dung cho
chi€u cao, do rong, hay dong thoi ca hai chi so nay.

5.2.3. Chén doi twgng SmartArt

Déi tuong SmartArt 1a mét thu vién cac so dd theo nhiéu chu dé kiéu dang khac nhau. Ban c6 thé su
dung do6i tugng nay dé vé cac so do nhu so do to chuc cong ty, s¢ do ve tinh hinh tdng giam céc chi tiéu,
hay liét ké cac danh sach,...

Chén d6i twgng SmartArt vao vin ban
bPé su dung ddi tuong nay tir nhom Iénh Insert ban nhép chon SmartArt.

INSERT

2@ W bl

Pictures Online Shapes SmartArt Chart Screenshot
Pictures - -

Tlustrations

Hop thoai Choose a SmartArt Graphic xuét hién nhu hinh dudi day:

o

— =
|
—

Basic Block Lt

Use 10 show non-sequentul or grouped
blocks of infarmation. Maxitszes both
NonZartal and verticad Gksplay wpace far
hapes.

Gia sir chung ta bd xung kiéu Hierarchy List vao noi dung vin ban dung dé liét ké cac dau sach theo chu
de khac nhau.

Miesarchy List

Uhe 1o show fuetnechical relabiombipy
progressing across groups. Can also be
used to groc or Il sformation.

[ox ][ comm

Két qua trén ndi dung vin ban s& dugc bd xung mot dbi twong SmartArt nhu hinh duéi day:



Tawe pons wexd bere

i [Text] [Text]

» [Tosk

o [Tet]

[Text] [Text]

e [Text]

£art Sund S W Liniets

Thuc chat cac thanh phén trong dbi twong SmartArt 1a cac d6i tugng Shape duoc thiét ké san tir mau séc,
bo cuc dé tao nén mdt doi tugng SmartArt hoan chinh, thé hién duoc ndi dung theo nhitng chu dé khac
nhau.

Nhép ndi dung va tuy chinh doi twong SmartArt

Dé nhép ndi dung cho cac thanh phan trong mot d6i twong SmartArt ban nhéap tré chudt truc tiép 1én
thanh phan d6 hodc nhip phai chudt va chon Edit Text. Cong viéc tiép theo ban c6 thé 1am 1a tiy chinh
nhitng thanh phan nay cho phii hop véi yéu cu st dung cta minh. Dé tiy chinh ddi twong SmartArt
chung ta quan tam t¢i Tab 1énh Design va Format trén thanh cong cu Ribbon.

Vi vi du trén ban tién hanh nhap ndi dung cho SmartArt nhu hinh dudi day:

Tin Hoc |l Van Hoa

Tin Hoc Co Tuyen tap
< — , — 500 mon an
Ban A
dan gian
S dung | céythudc
office 2013 guanh nha

Ban dé ¥ trong qua trinh nhap néi dung cho cac thanh phan trong dbi twong SmartArt ¢& chit s& tu dong
duoc dicu chinh vira khdp trong cac doi tugng Shape.

‘ m- - DR R —_—— T T I I I T

Pau tién chiing ta s& tim hiéu cic nhom 1énh trong Tab Design
- Nhoém 1€nh Create Graphic
T Add Shape - Promote Mowve Up
Add Bullet Dernote Move Down

EDTert Pane (:} Right to Left Layout

Create Graphic
+ [LJAdd'Shape | A 44 Shape: B6 xung cac dbi tugng Shape va SmartArt, ngoai cach sir dung céng cu nay
ban ciling c6 thé sao chép cac doi tugng Shape dé c6 duge Style thong nhat.

+ EAddBullet Aqq Byllet: Thém bidu tugng dau doan cho ndi dung cac dbi twong Shape trong
SmartArt. Nut 1¢nh nay chi sang 1én va cho phép tac dong khi ban chon vao phan ndi dung Text.

4+ @ Text Pane Text Pane: Tét bat hop thoai Text Pane bén trai ddi twong SmartArt.



4+ v Promete promote: Chuyén d6i twong Shape hién tai 1én cip cao hon

ban nhap chon vao doi tugng “Tin hoc co ban”.

[

Tin Hoc

Van Hoa

_ Tin Hoc Co Tuyen tap
* 5 — 500 mon an
Ban a .
dan gian
| Strdung | caythudc
office 2013 guanh nha
L M M

-

Sau d6 ban nhip chon Promote, két qua s& thu duoc nhu hinh dudi dy:

Sr dung
office 2013

L

-

Van Hoa

Tuyén tap
— 500 moén dn
dan gian

oy

cay thudc
quanh nha

S —

|

. Vi du trong hinh anh dudi day

+ ¥ DEMOtE Boote: Chuyén d6i tugng Shape dang chon xudng mét cap. Gia sir van v6i vi du phan trén
ban sau khi da chuyén doi tuong “Tin hoc co ban” 1€n cap trén ban nhap chon 1énh Demote hinh anh s€
tro lai nhu ban dau khi d6 doi twong “Tin hoc co ban” s€ dugc chuyén xudng cap dudi va la cay con cta

débi tuong “Tin hoc”

=2 pi . " ‘. - . .
+ (RO Right to Left: Pao chiéu cac doi tugng Shape trong SmartArt, giai st voi vi du dudi

day:
[
- w r
Tin Hoc Van Hoa
o z o —_——
Tin Hoc Co Tuyen tap
< — A — 500 mon an
Ban a .
dan gian
| Strdung | caythudc
office 2013 guanh nha
L M M

Sau khi nhép chon 1énh Right to Left ta s& dugc két qua:



Van Héa @ Tin Hoc

—_————, [m; 'J': {1
Tuyen tap Tin Hoc Co
< 500 mon an — N —
N Ban
dan gian
cay thuée | | Srdung
guanh nha office 2013

Tiép tuc chon lai 1énh nay mdt lan nira két qua s€ quay trd lai nhu ban déu.

+ & ReorderUp poorder up: Di chuyén dbi trong Shape 1én phia trén mot vi tri.

4+ ¥ ReorderDown peorder Down: Di chuyén déi tuong Shape xudng phia dudi mot vi tri.

- Nhom 1é€nh Layouts

-

-- -

‘ Layouts [

Khung Layouts s¢& liét ké cac Layout cung nhom voi Layout hién tai, ban c6 thé chon truc t1ep Layout
thay thé trén danh sach nay. Ngoai ra mudn thay d6i cac nhom Layout khac ban nhap chon mili tén cudi
cung bén phai.

- Nhom 1€nh SmartArt Styles

Design ’
[ |
Change

e |5 0| DV O S

‘ SmartArt Styles

JJ

+ Change Colors: Thay ddi tong mau cho SmartArt, dé thuc hién ban nhép chon biéu tuong nay, mot
danh sach liét ké cac tong mau xuat hién.

| e
v o
L

{Change
Caten +

Primary Theme Colory -

Oeed =HEe =EEn
Coloetunl

EEEE EEAE SERE EEERE EERE |

EEe m— e m—
Accent 2
EcEE meem gemr BRom semr
Actent 3

- [t

fecolor Pyctures in Smartict Diagoam

Ban c6 thé chon mot mau bat ky cho SmartArt cia minh.



+ SmartArt Style: Ung v6i mdi Layout nhat dinh da lya chon, ban ¢ thé tuy chon cac Style cho dbi
trong SmartArt. Trong khung SmartArt Style 1a nhimg Style phu hop nhét voi doi twong hién tai. Tuy
nhién néu muon nhiéu lya chon hon ban c6 thé nhap chon miii tén dudi cung bén phai khung nay.

- Nhom 1énh Reset

)
=

Rezet
Graphic
Reset

Trong nhoém nay chua duy nhit 1énh Reset Graphic, ban str dung 1énh nay khi muén tra vé dinh dang gbc
cua doi tugng SmartArt dang chon.

Tim hiéu Tab lénh Format

A r

- Nhom 1énh Shapes: Tuong ty nhu khi thao tac véi d6i tuong Shape, tuy nhién ban chu ¥ hai 1énh sau:
+ Larger: Tang kich thudc ctia thanh phan duoc chon trong di tugng SmartArt 1én 1 don vi.

+ Smaller: Tang kich thudc cua thanh phan dugc chon trong dbi twong SmartArt 1én 1 don vi.

- Nhom 18énh Shape Styles: Twong tu nhu khi thao tac véi d6i tuong Shape.

- Nhom 1énh WordArt Styles: Chiing ta s& tim hiéu nhom 1énh nay khi lam viéc voi ddi tuong WordArt.
- Nhom 1énh Arrange: Twong tu nhu khi thao tac voi dbi twong Shape.

- Nhom 1énh Size: Tuong tu nhu khi thao tac v6i ddi tuong Shape.

5.2.4. V& biéu d6

V61 mét bang dir lidu cho trude ban co thé sir dung cong cu nay dé thé hién ching dudi dang biéu do, cac
s6 lidu néu co thé thé hién & dang biéu do s& gitip nguoi xem ¢6 cai nhin tryc quan, dé dang so sach cac
chi tiéu v&i v6i nhau. Microsoft Word 2013 cung cip rat nhiéu dang biéu dd khac nhau nhu hinh khéi,
hinh quat, dudng thang,... Cung v6i né 1a Style da dang, cho phép thé hién, so sanh nhiéu chi tiéu trén
cing mot biéu do.

Chén biéu d6 vao vin ban

Tir Tab 1énh Insert nhép chon biéu tuong Chart

INSERT

o d ©@ B I

Pictures Online Shapes Smartdrt Chart
Pictures -

Ilustrations

Hop thoai Change Chart Type xudt hién nhu hinh duéi day:



Chart = - i

All Charts

« e | (il 88 (18 45 o8 09 0

Column

Clustered Column

Line

Canrze

Area .
XY (Scatter) II I I III I
2 DT gt gt daget

Stock

Surface

Radar

EXBEESMNeRE

Combo

Ban chon mdt mau biéu do nhit dinh trong danh sach sau d6 nhip Ok. Khi d6 mot cira s6 Microsoft
Excel 2013 s¢ dugc md ¢ bén pha1 cua s6 Microsoft Word 2013 nhu hinh duéi day:

FE . ey

& ' 2 19 ” N I « EIAL i WA CHT Fed - M1 B (TR -

[ IR PIRPISEN R GER Y . [l |
== = it A zesa ‘mo TN |
@R & R &S EIBE TR A2
o -t el bm St ‘u‘ b ey St amaw v Diw !
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; e Twe L N e vy |
CENETT FE ' aa R o
4};((!’_*‘3“_ £ SN I IERISELY ST I JRET IS | sl w3 © | o £ (e - |
{ | Setheil  Natiesl  Senesd
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S Cavegwy ) LY a3 ¥
o Catngary i (5 i 3

o
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| 4
| I I
iy dmgva | Gl e
1
| Tin hoc |l Van hda
| o] | () G2 i
ie 53 W seety BT S R v— .
I g inl | Wem NEB I - m.;—-—v | han e T S — L |

Trong cua so Excel chira dir liéu ngudn tao biéu do, ban c6 thé thay doi dir liéu cho phu hop véi bicu do
minh can v€ sau do dong ctra so6 Microsoft Excel lai. Nhu vay mét bicu do da dugc chén vao van ban.

11

12

10

W Series 3

B Seriss 2

W Series 1

Categary 1 Category 2 Category 3 Catzgary 4




Tuy chinh thiét ké cho biéu dd
Dé tiy chinh thiét ké biéu d6 chung ta quan tdm dén Tab Iénh Design trén thanh cong cu Ribbon.

ah D sk was:gr(aaanng
Duéi day 1a chi tiét cac nhom 1énh
- Type

T

Change Save As
Chart Type Template

Type

+ Change Chart Type: M lai hop thoai Change Chart Type ma khong can quay lai Tab 1énh Insert.
+ Save As Template: Luu kiéu Chart hién thoi thanh mau dé c6 thé ding lai cac 1an sau:
- Data

:Ef"“. D:C}

i) 6]
Selet Edit Ref

n Data Data Data
Data

gch

pol

+ Edit Data: M6 bang dit liéu ngudn cua biéu d6 ¢ dang File Excel

+ Select Data: Lua chon lai dir liéu nguén cho biéu do, khi nhép chon nut Iénh nay ctra s6 Excel s& xuét
hién nhu hinh dudi day:

Select Data Source ?| ® |
Chart data range: | =Sheet1!SAS1:5DS5 [E'f:
Sgitch Row/Column ’ =
Legend Entries (Series) Horizontal (Category) Axis Lad Chart Area ‘
i 7 Add H [ Edit H < Remove ] al[w [ [ Edit ]
[V]  Series1 ¥  category1
[¥]  series2 [¥]  category2
[¥]  Series3 V]  category3
[¥]  category4
Hidden and Empty Cells I OK ] [ Cancel ]

.

Ban nhap chon nut 1énh Edit dé thay doi viing dit liéu cho biéu d6 sau d6 nhap Ok dé luu lai.

+ Switch Row/Column: Chuyén doi dir liéu giira hang — ¢t va nguoc lai (nat 1énh nay chi sang khi mo
bang dir liéu ngudn Excel)

+ Refresh Data: Lam moi lai dir liéu ngu@)n sau khi chinh stra.

- Chart Layouts: Dung dé thay dbi cau trac cua biéu do theo nhitng mau mo ta trong khung nay.

Chart Layouts

DPé md rong danh sach cac Chart Layouts ban nhap chon miii tén dudi cting bén phai.



Ll
|

- Chart Styles: Thay di Style cho biéu d6 véi cau trac da chon

| Design |

Chart Styles

Ciing glong nhu khung Chart Layout v6i Chart Styles ngoai nhitng mau style hién thi ban c6 thé chon céc
méu khéc bang cach nhap chon miii tén dudi cuing bén trai cua khung 1énh nay.
Tuy chinh Layout cho biéu dé

Pé tiry chinh Layout (c4u trac) cho biéu do chung ta quan tim dén Tab 1énh Layout trén thanh cong cu
Ribbon

Cnat Arva v J"”"' al —J J_"‘”" . A _‘LI 1Y

% Fovmat Snuition o Srapec A D iane
o sar P
o Forpat 1 Maton Mgk il Dtase Toot Bas .,,,. oM Owa Yorw + v . Area® 24 Sroy R =

Duéi day 1a chi tiét cac nhom 1énh
- Current Selection

Chart Area -
%‘y Format Selection
£ Reset to Match Style

Current Selection

+ |Chart Area " Chart elements: Lya chon céc thanh phén trén biéu dd. Ngoai viéc nhip chon
t6i cac thanh trén biéu do ban con cd thé chon nhanh chiing trong hop chon nay, hay nhip chudt vao miii
tén bén phai. Trong hop thoai d6 xudng ban nhip chon thanh phan can thao tac.

Chart Area -

Chart Area

Chart Title

Harizontal (Category) Axis
Legend

Plot Area

Series "Series 17

Series "Series 17 Data Labels
Series "Series 2°

Series "Series 2° Data Labels
Series "Series 37

Series “Series 3° Data Labels




Chart Area: Ving chira toan bo biéu d6
Chart Title: Tiéu d& biéu d6
/./—’——-\_\

WS TSk s 3

i :
Comegary 1 Convgary 2 &

Coegary 3

Horizontal (...) Axis: Chi tiéu truc ngang ctia biéu d6

Chart Title

Wiermss Wieresl QL

S e

Gregenyd

|

Plot Area: Ving chira chi tiéu trén biéu do

Chart Title

Wiemn ]l Wieserd Bieve !

Series “...”: Mot chi tiéu cu thé

Chart Title

B5eries 1 B5eries 2 O5eries 3




+ Format Selection: Sau khi lua ghon mot thanh phﬁn bét ky trén biéu d6 ban nhép chon biéu tugng nay
de bat hop thoai Format thanh phan do.

Duéi day 1a hop thoai Format cac thanh phan co ban trén biéu do

Chart Area: Cho phép thay d6i mau dudng vién, kiéu dudng vién, bong, kich thude, vi tri,. ..
Chart Title: Cho phép thay d6i thugc tinh dudng vién, can chinh vi tri ciia tiéu dé trén Char Area.

Horizontal (...) Axis: Cho phep dinh dang ndi dung chi tiéu tryc ngang nhu can chinh néi dung, mau sic
duong vien,...

Legend: Cho phép thay d6i vi tri ciia Legend trén Char Area, kiéu dang, mau sic ctia dudng vién,. ..
Plot Area: Cho phép thay d6i mau sic, hinh anh nén, thiét 1ap thudc tinh cho duong vién, bong, ...
Series “...”: Ddi vdi cac chi tiéu hdp thoai cho phép thiét lap chiéu cao, do rong, cac hi¢u ung,...
- Insert: Cho phép chén thém cac ddi tugng khac vao biéu do

i Picture

,_}) Shapes ~

Draw Text Box

Insert

+ Picture: Chén thém hinh anh vao biéu do
+ Shapes: Chén thém cac d6i tugng Shape vao biéu do
+ Draw TextBox: V& thém cac TextBox vao biéu dd

+ Chart Title: Nhan tiéu dé cua biéu do, nhéip chon nut Iénh nay ban s€ c6 3 Iya chon, None — Khong st
dung tiéu d¢, Centered Overlay Title — Hoa tron tiéu dé vai chi tiéu, Above Chart - O trén dinh ctua Chart
Area.

il

Chart

Title »

None

i Do not display a chart Title

Centered Overlay Title

Ui | Overlay centered Title on
—  chart without resizing chart
Above Chart
Display Title at top of chart
area and resize chart

More Title Options...

Ngoai ra ban c6 thé chon muc More Title Options... dé bat hop thoai Format Chart Title.

+ Axis Title: Tiéu dé truc (ngang — doc), nh'c‘ip chon nut 1€nh nay ban co thé lya chon thém tiéu dé cho
truc ngang hodac doc



‘ l \_] Legend ~
| __| Data Labels ~
Axis |
Titles ~ | ] Data Table ~
_ﬂ Primary Horizontal Axis Title »

l&]  Primary Vertical Axis Title »
Tuwong tmg vé1 no 1a vi tri cua tiéu dé trén biéu do.
Vi tiéu de truc ngang ban s€ co6 hai lya chon, None — Khong st dung ghi chu, Title Below Axis — Ludn
phia dudi céc chi tiéu cia tryc ngang.

ﬂ Primary Horizontal Axis Title * None

ﬂ Primary Vertical Auxis Title N Do not display an Axis Title

Title Below Axis
< Display Title below Horizontal Axis and
resize chart

More Primary Horizontal Axis Title Options...

Vi tiéu dé tryc doc ban s& c6 cac lya chon nhu: None — Khong str dung tiéu dé, Rotated Title — Tiéu d&
nam doc va quay lén trén, Vertical Title — Tiu dé nam doc va quay xudng dudi, Horizontal Title — Tiéu
dé nam ngang.

i] Primary Horizontal Axis Title »

None
Do not display an Axis Title

[is]  Primary Vertical Axis Title »

Rotated Title

Display Rotated Axis Title and resize
chart

Vertical Titie

Display Axis Title with vertical text and
resize chart

Horizontal Title

Display Axis Title horizontally and resize
chart

- ] E]E] [E

More Primary Vertical Axis Title Options...

- Axes: Thiét 1ap truc cho biéu dd (Khéng st dung cho céac biéu dd hinh quat)

Axes Gridlines

v v

Axes

+ Axes: Nhap chon biéu tugng nay ban co thé thiét 1ap thudc tinh truc ngang va truc doc cua biéu do.

i] Primary Horizontal Axis »
[®]  Primary Vertical Axis ’

D6i voi truc ngang ban s& ¢ thé ¢ nhimng lwa chon nhu sau: None — Khong sir dung truc ngang, Show
Left to Right Axis — Sir dung truc ngang va sip xép cac chi tidu tir trai qua phai, Show Axis Without
labeling — St dung tryc ngang nhung khong c6 nhan chi ti€u, Show Right to Left Axis — Sur dung truc
ngan va sap xép chi tiéu tir phai qua trai.

_ﬂ Primary Horizontal Axis » None
li 'y

ik A
_*-J Primary Vertical Axis > Do nat display Axis

Show Left to Right Axis
0 Display Axis Left to Right with Labels

Show Axis without labeling
iﬂ[l Display Axis without labels or tick
marks

Show Right to Left Axis
il Display Axis Right to Left with Labels

More Primary Horizontal Axis Options...



Déi véi truc doc ban s& c6 thé co nhitng lga chon sau: None — Khong hién thi truc doc, Show Default
Axis — Hién thi truc ding nhu mac dinh, Show Axis in thousands — Hién thi truc dtng véi gia tri don vi
hang nghin so véi gia tri hién tai, Show Axis in millions — Hién thi truc dtng véi gia tri don vi hang triéu
so v6i gid tri hién tai, Show Axis in Billions — Hién thi truc dimg véi gia tri don vi hang ty so vdi gia tri
hién tai, Show Axis with Log Scale — Hién thi truc dung véi gia tri don vi 1 Logarit co s6 10 so voi gia
tri hién tai.

[®] Primary Horizontal Axis »

[%]  Primary Vertical Axis » None
Do not display Axis

2
=

Show Default Axis

il Display Axis with default order and
labels

Show Axis in Thousands

Display Axis with numbers
represented in Thousands

Show Axis in Millions

rﬁ]‘. Display Axis with numbers
represented in Millions

G

Show Axis in Billions
Display Axis with numbers
represented in Billions

— Show Axis with Log Scale
ﬂrﬁ Display Axis using a log 10 based

scale

=
=3

i

Moaore Primary Vertical Axis Options...

+ Gridlines: Str dung cac dudng ké ludi dé dong sang cac chi tidu.

Gridlines

-

él Primary Horizontal Gridlines »
l#]  Primary Vertical Gridlines b
Nhu vay chiing ta s€ c6 cac duong ké theo truc ngang va truc doc.

Céc dudng ké truc ngang: Ban c6 thé xem hinh dnh minh hoa dé sir dung kiéu duong ké ngang thich hop.

% MHone g Primary Horizontal Gridlines *
e Do not display Horizontal Gridlines Q Primary Vertical Gridlines .
—1 Major Gridlines
i Display Horizontal Gridlines for Major units
= Minor Gridlines
e Display Horizontal Gridlines for Minaor units
=1 Major & Minor Gridlines
e Display Horizontal Gridlines for Major and

;

Minor units

More Primary Horizontal Gridlines Options...

Cac duong ke tryc doc: Tuong ty cac duong ké ngang, ban co thé xem hinh anh minh hoa dé st dung
kieu duong ké doc thich hop.

[@ Primary Horizontal Gridlines »
I %| None [#] Primary Vertical Gridiines 4
LY

Do not display Vertical Gridlines

Major Gridlines
il Display Vertical Gridlines for Major units

Minor Gridlines
;,'E[i‘ Display Vertical Gridlines for Minor units

Major & Minor Gridlines
»,j[i_h‘ Display Vertical Gridlines for Major and
Minor units

More Primary Vertical Gridlines Options...

- Backgroud: Thiét 1ap cac thay ddi cho nén cua biéu do



Background

- Analysis: Thiét 1ap cac diém nbi trén cac chi tiéu, tiy vao timg loai biéu d6 ma cach thiét 1ap Analysis
khéc nhau, tuong trng véi nhiing lga biéu d6 d6 cac nit 1énh s€ cho tac dong tuong ung.

Layout |
4] Lines ~

|44 Error Bars ~

Analysis

Vi du vé biéu do véi b so liéu cho trudéc

Dé co thé tim hiéu chirc ning nay cu thé hon ching ta tién hanh v& mot biéu d6 voi mot bo dir liéu thong
ké tinh hinh do tot nghiép THPT cua truong ABC qua cac nam, dudi day la bang thong keé:

Nim | Hoc sinh d6 t6t nghiép (%)
2001 | 70

2002 | 75

2003 | 95

2004 |92

2005 | 95

2006 | 93.5

2007 | 40

2008 | 42

2009 | 70

Cac budc thuc hién nhu sau:
Budc 1: Chon biéu do

V6i dit liéu mot chi tiéu nhur vi du ban nén chon biéu d6 hinh khéi, cac khbi & day 1a phan trim hoc sinh
tot nghi¢p va chung thay doi qua cac nam.

Nhu vay tir Tab Insert ban nhap chon biéu twong Chart.

Insert

— = . S 3 1
1| BEE [T S y |
ball gg (P 42 ikiﬂ (af-+
Picture Clip Art Shapes SmartArt . Chart Screenshot
Pane v v

Illustrations

Hop thoai Chart Insert xuét hién ban chon mau biéu d6 dau tién trong nhom Column.



Insert Chart £33}

L Templates Column - - B B B B ﬁj
e L w288 e 3] 98] 33
o || ] o] 08| ] Jad] A4
e || | kin] a8 ] IBA] b

5 surface e e e =
e e e e ] 2]
$y Radar TiE - - ——— o

VN ®| @ (N @p @ =

[ Manage Templates... | [ SetasDefault Chart | [ ok ][ concel ]

Nhip Ok dé bd xung biéu do vao vin ban.
Bude 2: Hiéu chinh s liéu

Sau budc 1 man hinh Excel 2013 xuét hién ban stra lai dit liéu cho phu hgp nhu hinh dudi day:

A | B c | o |

| 1 [Nam Hoc sinh d& tat nghiép (%)

|2 | 2001 70

E 2002 75

| 4| 2003 95

E 2004 92

| 6 | 2005 95

| 7| 2006 93.5

| 8 | 2007 a0

Ex 2008 az

| 10| 2009 70

11
Luu y: GO lai gid tri cho cot A va B, x6a hai ¢t C va D

Sau khi stra xong ban dong cua s6 Excel lai, chung ta s€ dugc mot biéu d6 trén Microsoft Word 2013 nhu
hinh dudi day:

Hoc sinh dé tét nghiép (%)

100

80
| | ' | = Hoc sinh 43 18t nghiép (%)
o . - - - - - - | - I - - 3

2001 2002 2003 2004 2005 2006 2007 2008 2009

s

S 88888 3

Buée 3: Tinh chinh biéu dd

Truge hét ban dé \ thay tiéu deé biéq do khong ding chung ta s& tién hanh stra lai thanh phan nay. Ban
nhap chudt vao phan tiéu d¢ cua biéu do nhap lai ngi dung nhu sau: “Bi¢u do bién dong hoc sinh tot
nghi¢p PTTH”.



Ban dé y chi tiéu ¢ dang hinh cot tuy c6 dudng Line dong sang truc ding nhung ching ta rat khé xac
dinh gia tri chinh xac cta ting nam. Ching ta s€ tién hanh chén thém céc gia tri cia ting cot nay. e
thuc hién ban nhap chon bi€u do sau d6 tim tdi nhom I1énh Labels trong Tab Layout.

Chart Axis Legend Data Data
Title > Titles ~ ¥ Labels v Table v

Labels

s ] [l

Tiép tuc nhép chon biéu tugng Data Labels. Mgt danh sach cac kiéu Data Labels xuét hién ban chon muc
Center.

Data Data Axes Gridlines

Labels »| Table » | v -
-1 MNone
WISl Turn off Data Labels for
—  selection ‘
-1 Center j

| 4-1| Display Data Labels and position |

centered on the data point(s}
Inside End
[ <174| Display Data Labels and position
— inside the end of data point(s)
Inside Base

|| 4] Display Data Labels and position
— inside the base of data point(s}
—1 Outside End

1 Display Data Labels and position
outside the end of data point(s)

| i
e
X

Moaore Data Label Options...

Két qua cudi cling chung ta c6 mot biéu @b hoan chinh nhu hinh duéi day:

Biéu d6 bién dong hocsinh tot nghiép PTTH

90

80 - : -

70 - : :

00 | | |

S0 - - s,

o 3 ! m Hoc snh do tot nghidp (%)
0 - ) y } A ) I I A h

2001 2002 2003 2004 2005 2006 2007 2008 2009

oA W
2 58 S

5.2.5. Chup hinh bang Microsoft Word 2013

bay la chuc nang thuong thy trong céac Umg dung cua Adobe tuy nhién vdi Mricosoft Office thi n6 moi
chi xuat hién ¢ phién ban 2013. Ban c6 thé st dung cong cu nay theo cac budc sau day:

- Nhip chon biéu tugng Screenshot trén tab 1énh Insert



Insert

=T =R < 1
|l Bl [ 3 } =
vd gt F 2 il =
Picture Clip Art Shapes SmartArt Chart Screenshot
Pane v v

Illustrations

Mot menu nhanh d6 xudng nhu hinh dudi déy:

|Screenshot

-

Available Screen Shots

e |

@J+ Screen Clipping

- Trong khun Available Screen Shots 1a danh sach cac hinh anh da chqp trude do, ban phéip chon muc
Screen Clipping. Sau khi chon xong man hinh Microsoft Word 2013 s€ 4n di mdt man trang mo bao phu
toan man hinh may tinh.

Khi d6 hinh chuét cua ban s& d6i thanh hinh dau +, bay gio hdy giira vao kéo chudt trong khoang ma ban
muon chyp hinh. Phan sang trén man hinh chinh la birc anh man ban da chup.

Sau khi tha chudt ban s& thiy cta s6 Microsoft Word 2013 xuat hién va dan luon hinh anh ma ban vira
chudt vao vi tri con trd hién thoi.

5.3. Chén cac déi twong Text
Ngoai nhiing hinh &nh ban con co thé chén rat nhiéu cac ddi tugng khac vao van ban nhu cac hdp Text,

cac WordArt, hay cac ddi tuong tir nhitng ing dung khac,... Trong phan ndy chung ta quan tim dén
nhom Iénh Text trén Tab Insert.

A |;| 4 A [# Signature Line -

. . E'E-_-DEtE & Time
Tedt Quick WordArt Drop _
Box~ Parts~ \ Cap~ ™ Object ~

Text

5.3.1. Text Box



La mot khung chtra vin ban, ngoai viéc thay doi noi dung bén trong ban con cé thé tuy chinh thiét ké
mau sac, nén cho cac TextBox. P& thém mdt TextBox vao van ban ban nhap chon biéu twong nay nhu

hinh du¢i day:
A=
Text
Box~
Built-in -
R =
Simple Text Box Austin Quote Austin Sidebar
I
r
Banded Quote Banded Sidebar Facet Quote -

@ More Text Boxes from Office.com
Draw Text Box

Danh sach cac mau TextBox xuat hi¢n, hdy nhap chudt dé chon mau can cheén vao van ban.



[Tra barm]

Cong Ty Phan MEm KE Toan AVIN

Sau khi lya chon mot mau TextBox s& dugc chén vao vin ban nhu hinh trén, ban c6 thé thay ddi noi dung
cho TextBox dé phu hop véi ndi dung van ban.

Néu nhu khong vira ¥ v6i nhitng mau ¢ sin ban nhip chon muc Draw TextBox dé tu minh thiét ké
nhiing mau riéng.

m

il
i

Annual Goote Annual Sidebar Austere Quote -
[25]  Draw Text Box
’2] Save Selection to Text Box Gallery

Sau khi nhap chon muyc nay hinh tré chudt ctia ban trén vin ban s& d6i thanh h1nh dau +, bay gio hdy gitr
va kéo rdi tha chudt dé vé TextBox trén vin ban ¢ nhimg vi tri ma ban mong mudn.

Sau khi v& xong con tré chudt s& nhap nhay trong hop TextBox ban c6 thé gd truc tiép ndi dung vao do.
Vi du két hop mét so TextBox chung ta s€ duogc két qua nhu hinh dudi day:

AN MEM

Céng Ty Phan Mém K& Toan AVIN

| sich T b | [.sgsem.o_s.ngc ] [-5:‘.5?!12!‘2&*99. ]
|

Pinh dang cac ddi twong TextBox



Pé dinh dang cac dbi tugng TextBox chung ta st dung cac nhom 1énh nhu Shape styles, Text, Arrange,
Size trén tab 1énh Format.

[Pz
Format
28 Shape Fil = B Agn Tont » ‘l "] 3y piing Forword ~ - 5
E] B 2 RS e vy 2 5na Bacomwa - 1]
' ol Shape Ettecty = o Chaate Lok F“‘:‘m" :'\r:;‘z *" Selection Pane ."‘- ‘“."
Shaps Stiles ; Test RSN

- Nhém 1€nh Shape Style

Co6 y nghia twong ty nhu nhom Iénh Style cua Picture va Clip art, dugc dung dé thay ddi Style cho cac
doi tugng TextBox.

Danh sach Style: Thao tac twong tu nhu d3 huéng dan phan thao tac véi Picture va Clip art.
o) () () () () () ]
T
T
& EE = E e
soocoeo
TITILL

Other Theme Fills

Ngoai cac Style trong bang liét ké ban c¢6 thé nhap chon muc Other Theme Fills dé b xung mot s6 Style
dac biét.

Qe thamee frin

Giai st chung ta chon mét Style cho nhimg TextBox vira thiét ké
. N-N-N-N-N N
GEEENEE

T
XTIl L -

ON |
Ll(




&i@ Shape Fill: Thay7déi még nér} cho cac dbi tugng TextBox. Sau khi lwa chon Style ban co
thé nhap chon bi€u tuwong nay dé thay d6i mau nén cho céc doi twong Shape.

Slshape Fill -

Theme Colors

Standard Colors

mn EEEEN
Mo Fill

1% More Fill Colors...

ﬁ Picture...

Wl Gradient 3

lﬁ Texture 3

E@ Shape Outline: Thay d6i mau vién cho dbi tugng Shape. Khong nhing thay d6i mau

nén ma ban con ¢ thé thay d6i mau duong vién bao quay dbi tugng Shape bang cach sir dung cong cu
Shape Outline.

[-__; EhapEvEﬁem T] Shape Effects: Y nghia tuong tu nhu 1énh Effect trong phan Picture, ban sir dung cong
cu nay dé tuy chinh céc tng dung hinh anh cho céc doi tuong Shape.

wl Shape tftecty =

1]‘ —— g Nq Fresets -
[:J Shatow
Prescts
‘_ Befiaction
[] som :
Soft fdges .
e B

—— S, 3.0 Qptions...
' 3-0 Rotation *
|

Gia str chiing ta thay ddi ing dung cho cac TextBox

Cong Ty Phan Mém Ké Toan AVIN

- Nhom 1énh Text: Sir dung nhom 1énh nay thao tac v6i ndi dung Text trong cac ddi tuong TextBox.

[ Align Text =
&2 Create Link

Text

- Align Text: Can chinh vj tri noi dung Text trong ddi tugng TextBox.



[
=] Align Text ~

Top

iddle

e
-

Bottom

Nhép chon biéu tuong nay ban s€ co6 3 lya chon Top (Néi dung Text dugc can 1én dinh cac ddi tuong
TextBox), Middle (N6i dung Text dugc can gitra cac doi tugng TextBox), Bottom (N1 dung Text dugc
can dudi day cac doi tugng TextBox).

- Nhom 1énh Arrange: Str dung céc 1énh trong nhom nay dé sap xép vi tri TextBox trén vin ban.
Format

| 57| )‘j 4 Bring Forward f:]'

Position Wrap ., _ -.-;.
- Text~ .ty Selection Pane Sk~

Arrange

+ Position: Ban c6 thé thiét 1ap vi tri cho TextBox trén trang vin ban bang cach nhap chon biéu tugng
Position. Mot danh sach cac vi tri dugc li¢t ké trong menu nhanh.

|Position

-

In Line with Text

With Text Wrapping

| (@ &

| @ |

| @ |-

(H] Advanced Layout...

Trong muc In line with Text 13 vi tri ban dau cta ddi tuong TextBox, phia dudi trong muc With Text
Wrapping cho phép ban thiét 1ap cac vi tri nhu mo ta trong hinh minh hoa, c6 thé 1a & dau trang, gitta
hodc cudi trang, tng voi né 1a cac vi tri bén phai, bén trai va & giira.

+ Wrap Text: Mt trang van ban thuong chitra ca d6i twong TextBox va ndi dung Text. Trén nhing vin
ban do6 ban sé thay lac thi cac dbi tugng TextBox bén trai, luc lai bén phai ndi dung Text, hay co thé &
gitta bao quanh 1a ndi dung Text cua van ban,.. De thiét 1ap dugc nhu vay ban nhap chon biéu tuong
Wrap Text, mot danh sach cac kiéu Wrap Text s¢& xuét hién nhu hinh duéi day:



In Line with Text
Square

Tight

Through

Top and Bottom
Behind Text

In Front of Tavt
Behind Textl

< [ B R R R R

e
.

=

Advanced Layout...

Ban c6 thé nhép chudt chon mot kiéu bét ky ap dung cho déi tuong TextBox ctia minh.
+ | Bring Forward ~ Bring Forward: Hién thi ddi tuong TextBox 1én trudc cac dbi tuong khac, sir dung
cong cu nay trong truong hgp c6 nhicu doi tuong x&p 1én nhau.

[ v .2 . g Ae R , \ ,
+ dsendBackward ' gang Backward: Hién thi dbi tuong TextBox sau cac hinh anh khac, truong hop st
dung tuong tu Bring Forward.

+ = Align: Str dung cong cu nay dé can chinh 1& cho mot hodc nhiéu dbi tuong TextBox mot luc. Pau
tién ban hiy chon mot hodc nhiéu ddi tuong TextBox can cin 1& giéng nhau bang cach giit phim Ctrl va
tich chon lan luot cac dbi tuong TextBox. Tiép theo ban nh'flp chon cong cu nay trén thanh Ribbon, mot
danh sach cac Align xuét hién nhu hinh anh dudi day:

]
‘ Format |

ee —
] [ Bring Forward ~ ||= _L\I_‘-. &0 e -

[} send Backward - |= Align Left
Position Wrap FrET—— N
- Text = |Crly Selection Pane & Align Center

Arrange S|  Align Right
If  Align Top
o Align Middle
it Align Bottom
Ml  Distribute Horizontally
3 Distribute Vertically

Align to Page
v | Align to Margin

View Gridlines

#f  Grid Settings...
Nhap chudt dé chon kiéu can thiét lap.

+ Ly Group: Vi du ching ta c6 nhiéu dbi tuong TextBox riéng 1 két hop véi nhau tao thanh mot biéu
d6 hoan chinh va yéu cau dit ra 1a phai di chuyén ching dén mét vi tri khac. Néu phai di chuyén timg
TextBox mot s& ton thoi gian va co thé khong dat ching ding vi tri. Tu thuc té d6 ban c6 thé nhom
chung lai voi nhau thanh mot thé théng nhét, gitp cho viéc di chuyén dugc dé dang va gitr nguyén dugc
cau trac. Dé thuc hién dau tién ban hay chon danh sach d6i tugng TextBox can nhom, tiép theo nhap
chon biéu tuong Group trén thanh cong cu, tlep tuc chon 1&énh Group.



Format ‘

2 -b Bring Forward ~ |2~ .

3 Send Backward ~ |L
Position Wrap s B P
v Text~ | ;L} Selection Pane

Arrange o
B 2—a

Truong hop mudn g& nhém ban nhip chon Ungroup.

+ [=87] Rotate: Xoay chiéu TextBox, sir dung cong cu nay dé doi chiéu cho cac d6i tugng TextBox trén
van ban. Pau ti€n hay lya chon TextBox can thao tac sau d6 nhap chon bi¢u twong Rotate trén thanh cong
cu.

1

’ Format

| 7] Kj L4y Bring Forward ~ |&~

‘ __] Send Backward - tﬁ'
Position Wrap l
v Text~ |0 1@ Selection Pane J.V

Arrange SA  Rotate Right 90°

42 Rotate Left 90°
23‘ Flip Vertical
4k Flip Horizontal

Maore Rotation Options...

Trong danh sach ban c6 thé thiy goc quay ma hinh anh mé ta, néu nhu khong vira ¥ ban co thé chon
More Rotation Options... dé thay d6i goc quay theo y mudn.

+ Nhom 1énh Size: Dung dé thay dbi kich thudc cuia TextBox trén vin ban.

all L5 - Shape height: Thiét lap chiéu cao cho TextBox.
o4 239 : B
Shape width: Thict 1ap do rong cho TextBox.

Luru y: Ban co thé ‘thay d6i kich thuéc ciia TextBox don gian hon bang cich nhdp chon dbi tuong
TextBox can thay doi, di chuyen chudt t6i cac diém cho phép thay d6i kich thudc cua TextBox, khi hinh
chuot d6i thanh miii tén hai chiéu ban gitr, kéo va tha ¢ vi tri can thay dbi kich thude, c6 thé ap dung cho
chidu cao, d6 rong, hay dong thoi ca hai chi sé nay.

5.3.2. Chén dbi twgng WordArt
WordArt 1a ddi tugng chir hi¢u rng dugc sir dung khi mubn trinh noi dung dudi dang chit ngh¢ thuat.
Chén WordArt vao van ban

Pé chén WordArt vao vin ban ban nhdp chon biéu twong nay trong nhom 1énh Text trén Tab Insert ctia
thanh cong cu Ribbon.

A |;| 4 A E‘ Signature Line -

E—.DEtE&'_TImE
Text Quick Wordart Drop
Box~ Parts - v Cap~ ™ Object -

Text

Danh sach cac mau chit nghé thuat xuét hién nhu hinh dudi day:



> = P
> >
IS
>

A A

Hay nhép chon mot mau bét ky dé bd xung vao van ban
Nhéap néi dung cho WordArt

Sau budc chon thtr nhat mot ddi tugng dugc chén vao van ban vai dong chitr Your Text Here.

?
{voua TEXT HERE

Dé nhap ndi dung cho WordArt ban x6a dong chit ndy va nhip ndi dung minh mudn thé hién vao do.

Coéng Ty Phan Mém Ké Toan
AVIN

Dé diéu chinh Font chit ban thao tac nhu d3 huéng dan & cic phan trudc.
Hi¢u chinh WordArt

Dé hiéu chinh thudc tinh cho WordArt ban nhp chon Tab Format tim t6i nhom 1énh WordArt Styles.
DRAWING TOOLS

FORMAT
A A M A -
— —
= & .
WaordAart Styles ]

- Quick Styles: Thay ddi kiéu chit nghé thuat ma khong phai tro vé Tab Insert

- Text Fill: Hiéu chinh mau cho than chit, dé thuc hién ban nhﬁp chon biéu tugng nay, mot bang mau xuét
hién nhu hinh dudi day:



DRAWIMG TOOLS
FORMAT

-

A A 0% 7|/ Automatic

Theme Colors

WardArt Styles H EEN | f |

Standard Colors

[ ] EEEREN
Mo Fill

vy MoreFill Colors...

[ Gradient 2

Nhép chudt dé chon mau can thiét 1ap cho than chir.
- Text Outline: Thiét lap mau cho vién chi, dé thuc hién ban nhép chon biéu tuong nay trén thanh cong
cy, mdt bang mau xuat hi¢n ban nhap chudt chon mau ma minh can su dung.
DRAWING TOOLS
FORMAT
- 4 -
A A A s
T/l Automatic

Waordart Styles Theme Colors
H EEN N

Standard Colors
[ B FEEEEN
Mo Cutline
wy More Outline Colors...
= Weight »
== Dashes 3
- Text Effects: Ngoai viéc lua chon kiéu chit cho WordArt ban con c6 thé bd xung nhitng hiéu tmg réat

dep, v6i nhiéu cach thé hién khac nhau bang cach nhip chon cong cu Text Effects. Danh sach liét ké cac
nhom ung dung xuat hién nhu hinh dudi day:



Shadow 4
Reflection ’
Glow 4
\.
/ X Bevel »
I~

/.‘\ 3-D Rotation *
ar-
”U\‘ Transform ’

Di chuyén chuét téi nhom chtra hiéu ung can su dung, nhép chon hi¢u ung can thiét 1ap cho WortArt.
Shadow

Reflection ' | No Rotation

Glow

1) Paralie!

\ fevel >

Y ‘\ P P
[ l by y
;‘-. \ 3-DRotation * L P ’

= - - P T——

i Isometric Right Up

’M Transtorm » l | w

| -

pQ';D«!in
JOOo0
—_— ey ,
COaCc
Obéique

&

3} 3.D Rotation Options...

Luwu ¥ Ban c6 thé tuy chinh dinh dang, hiéu tng cho cac dbi trong WordArt bang cach nhap chon biéu
tuong Format Text Effects & dudi nhom WordArt Style.

DRAWING TOOLS
FORMAT

WordArt Styles @

Hop thoai Format Text Effects xuét hién nhu hinh dudi day:

4

4]

= = bk



Format Shape M

SHAPE OPTIONS = TEXT OPTIONS
A [AS
A 4

I SHADOW

f* REFLECTIOM

I GLOW

I SOFT ED/GES

I 3-D FORMAT
I- 3-D ROTATIONM

Trong hop thoai nay ban ciing c¢6 thé thay d6i mau sic cho chit, str dung cac hiéu tmg,... Dudi day 1a mot
vi du trinh bay vé WordArt

Cong Ty Phan Mém Ké Todan
AVIN

5.4. Biéu twong va cong thirc toan hoc

Trong phin nay chiing ta s& quan tim t6i nhom 1énh Symbol, sir dung nhém 1énh nay dé thém cac biéu
tugng va cac cong thure toan hoc vao ndi dung van ban.

TU Equation ~
{2 Symbol

Symbols

5.4.1. Chén céc biéu twong
Cach thuec hién

Nhap chon biéu tuong Symbol trén thanh cong cu Ribbon, mét danh sach liét ké cac Symbol xudt hién,
hay nhép chudt dé chon biéu twong can chén vao vin ban.

L2 symbal -
€ £ ¥ © =@

T i # g

I

+ o [=--] I-l a

=]

n 0 7 &

£2 Mare Symbals...

Néu nhu chua hai long voi nhitng biéu twong trong danh sach ban c6 thé nhdp chon muc More
Symbols... dé co thém sy lya chon. Hop thoai Symbol xuét hién nhu hinh dudi day, n6 kha gibng véi
hop thoai Symbol ¢ cac phién ban trude ctia Microsoft Word. Trong hop thoai nay ban co thé tu tim cho
minh nhimng biéu twong thich hop dé chén vao ndi dung vin ban.



rS),u'mtu:»I o - M1
Symbols | Special Characters
Font: | [normal text) |E| Subset: | Currency Symbols IZ|
m | XN PsRs|W| | d K| F|D|§ | P|G|A|2
C|%| € [ Ne|TM| Q| e |46 a|¥s|%5|Ve| 8| 78| 76| 0
—[t]=[Lels]slelalmE[=[/] - V]
Linf =1z 1=<= e[ [[]]=]1]r]7 -
Becently used symbals:
€1 £|¥|©®M™+|£|<|2|+|x|o|pn|a|p
Unicode name: -
Eura Sign Character code: | 204C from: | Unicode [hex) IZ|
| Autocorrect... | | ShortcutKey... | Shorteut key: Alt=Ctri<E

[ Insert ]’ Cancel ]

5.4.2. Chén cong thirc toan hoc
Cach thuec hién

Khi can viét cac cong thure toan hoc trén Microsoft Word 2013 ban nhép chon biéu tugng Equation trén
thanh cong cu Ribbon. Mot danh sach liét ké cac kiéu cong thirc xuat hi€n nhu hinh dudi day:

T Equationj

Built-In <

A=mr?

(x+a)”= Z (:)x"a”_k
=0

nx nln—1)x?
A+m =1+ +———

nmx nmwx
flx) =ap+ Zl (ancosT + b,, sin T)
prp=

a?+b?=¢?

TC  Insert Mew Equation
'55‘[ Save Selection to Equation Gallery...

Ban hay nhép chudt chon 61 dang cong thirc phu hop nhat véi ndi dung ma ban dy dinh trinh bay. Sau
budc nay mdt doi tugng Equation s€ dugc cheén vao ndi dung van ban nhu hinh duédi day:



'5‘{12 +b? =|c?

Luu y: Néu khong muon sir dung cdc mau c6 san ban nhap chudt truc ti€p vao biéu tuong Equation, mot
doi trang s€ duoc chén vao van ban.

Tuy chinh
Pé tiry chinh ndi dung cho Equation ban nhép chin Tab Design trén thanh cong cu Ribbon.

- Nhém 1énh Tools:
+ Equation: Chon mau Equation ma khong can tro lai Tab Insert
+ Profesional: Thé hién cong thirc dudi dang chuin

|E|mz+bz=c=1| |
=

+ Linear: Viét dudi dang cac ky tu don gian

|§|a,“2+ br2=p"2 | |
- -

- Nhom 1€nh Symbols

Céc biéu tuong co ban trinh bay cong thirc dugc hién thi trong khung nay, dé hién thi toan bo cac biéu
tugng ban nhap chon miii tén tré xuong phia dudi cung bén phai, danh sach day du cac biéu tugng trong
mot nhom s€ xuat hién nhu hinh dudi day:

Arrows —

[ o] [ e][=] [ ][4]
][] HBlel=l=l =8
L]l [2][#] ][]
=]l el ===
L] =]E] =] [][u]
[s]=]l=] =] [P [ ][b]
[l 2l [=1[=][~][e][v][=][«]
[~][*][+][~]

bé truy cap vao cac nhom biéu tuong khac ban nhép chon biéu tugng hinh tam giac ¢ phia trén cua danh
sach nay.



i

Basic Math -
Greek Letters
Letter-Like Symbols
Cperators

Arrows
MNegated Relations
Scripts

][] ][] [=]
o] [=] () [r] (3] (U] ]

(]I (8] (e [+]

l Geometry

[l [=2][<[=][-]
(][] [+][]

LEIEIREIEE]
==L ]

Nhap chon vao cac nhém dé hién thi hay khong hién thi nhimng biéu ‘tuong cua nhom d6 ra danh sach
(nhém nao dugc danh dau thi nhitng biéu tuong trong nhom sé dugc hién thi ra danh sach).

- Nhom [énh Structures: Nhom 1énh ndy s€ cho phep ban nhép ndi dung cho cong thirc ciia minh. Trong
nhom Iénh nay cac 1énh déu c6 hai kiéu nhu hinh dudi day:
X

¥y

Fraction

-

Fraction -

Common Fraction

dy
dx

ST

Céc cong thirc trong phan trén (Fraction) 1a cac cong thirc rdng, sau khi bd xung vao vin ban ban phai
dién ndi dung cho cong thirc, gia st ching ta chon cong thirc ¢ bicu tuwong thir nhat.

Trong cong thirc rdng nay ban nhap chudt vao 6 vung nho cua tir va mau dé nhap ndi dung cho cong
thure:



[2[2x
3y

-

Dang thr hai 1a cac cong thuce chira san ndi dung & nhém dudi, khi chon mot cong thire trong nhom nay
mot cong thirc véi ndi dung nhu mo ta s€ duge chén vao van ban tuy nhién ban hoan toan co6 thé sua lai
chung.

Ngoai nhom Fraction ching ta con rat nhiéu nhom cong thirc khac nhau, tiy timg truong hop cu thé dé
ban c6 thé chon cho minh mét dang cong thirc phu hop

+ Script
e}{
Script

Subscripts and Superscripts

Common Subscripts and Superscripts

=]

_'k'}.: g —it ¥ ':'tlrr

+ Radical: Cac cong thuc khai can

Common Radicals

—b + Vb? — 4ac

5 \.n'a: + b2

+ Integral: Cac cong thirc tich phan



Integrals

I}l

ﬂ HE

IE

Contour Integral

+ Lal’ge Operator

o
Dpwaie=
mr

X .
B .

Froducts 90 L0 Poodaet

+ Bracket

4

U



{0

Rt

Drackets -

Brackets Wil Separatons

-

+ Function: Cong thirc vé cac ham toan hoc

sinf

Poamsttan

FOQONGEN FuoeBons -

wverse FTunctionm

+ Accent

s

Aceent

AdTeridy -

-

+ Limit and Log: Cong thirc vé gidi han (Lim) va logarit



Functions [«]
log=: 3 log:
Common Functions
1 mn
lim (1 + ;L) max xe~*
n—oo 0=sxs1
K]
+ Operator
Ml
Baw Opetatin o -
l 1
[ [
-4 a A
L . .
Crperator Structurey "
[ 11
|
= = = =
- e Azl =]
-

+ Martrix: Cong thirc vé ma tran



™ =
10
[01

Matrix

Empty Matrices -

Dots

Identity Matrices

(="
[=N=N"
o= o
[ER=N=]
=

Bai 6 —In an
6.1. Binh dang van ban trwéc khi in

O mot sb bai trude chung ta da tim hiéu cach dat 18 rdi chon kho gidy cho van ban, ciing nhu thiét ké
Header, Footer hay chén s6 trang. Tuy nhién cic chirc ning nay dugc gioi thiéu riéng le chic cac ban
cung hoi kho khan khi theo doi. Trong phan nay chiing ta s€ nhac lai nhitng phan d6 mot cach hé thong
dé cic ban co thé co cai nhin tong quan vé nhimg cong viéc cudi cung phai 1am trudc khi in 4n van ban.

Hoan thién vin ban

Ngoai viéc hoan chinh ndi dung, dinh dang van ban, trudc khi in van ban ban con phai dé y xem van ban
¢6 can thiét ké Header Footer khong? Thong thudng vdi nhitng van ban dai nhu tai liéu vé mot chi dé
nao d6 ban nén c6 Header, footer, hai d6i tugng nay s€ thé hién noi dung cua chuong, doan, phén van ban
dang thé hién. Nhic nguoi dung biét duoc ho dang doc ndi dung cua, chuong, bai, phén nao trong van
ban. Dé thiét chén Header, Footer vao vin ban ban nhép chon céac I¢nh trong nhom Header & Footer

=y Y[
‘ [ 34
) | LT
Header Footer Page

v v Number ~

Header & Footer



thudc Tab Insert.

Mot ddi tuong khac khong kém phan quan trong d6 la trang van ban, hau nhu voi vin ban nao ching ta
cing nén danh trang trir truong hop 1a nhimg mau quy dinh, hay nhitng van ban chi c6 mot trang duy
nhit. Viéc danh trang s€ giip nguoi doc dé dang tim kiém t&i mot ndi dung nao dé, cling nhu tranh cho
viéc vin ban bi sip xép khong theo trat ty. Dé thém trang vao vin ban ban nhip chon 1énh Page Number
trong nhom I¢nh Header & Footer trén Tab Insert.

I3
131

Header Footer Page
- v Number ~

Header & Footer

pé tang kha nang tim kiém noi dung trong van ban, ngoai danh $6 trang ban nén c6 muc luc cho van ban
(truong hop vin ban dai, nhiéu ndi dung). C6 rat nhidu cach tao muc luc cho vin ban, tuy nhién do thoi
luong cua cudn sach nay chung t6i khong giéi thidu & day. Ban c6 thé ty tim hiéu va thiét ké cho vin ban
cua minh mot myc lyc that khoa hoc va nhanh tréng.

Thiét 1ap trang in

Trude khi in 4n ban nén kiém tra lai cac thong s vé khod glay, can 1& cta vian ban. Gitp cho viéc chon
dung kho giay dang c6 cua may in tranh in sai lang phi. Pé kiém tra cic thong tin nay ban nén bat hop
thoai Page Setup bang cach nhap chon biéu twong mii tén phia dui nhém 1énh Page Setup trén Tab Page
Layout.

0B 08
. . . . [ Line Numbers =
Margins Orientation  Size  Columns

a- .
- - - - bt Hyphenation =

Page Setup @

Hop thoai Page Setup xuat hién nhu hinh duéi day:



——

PageSetup

|| | Margins l Paper | Layoutl
Margins
Top: :j' ?\
Left: g
Gutter: b

Orientation

Portrait

[A]

Landscape

Pages

Bottom:

Right:

Gutter position:

Multiple pages:

Preview

Apply to:

EWhole document EI

‘ Normal l : I

Set As Default

Trong hop thoai nay ¢ hai tab Margins va Pager s€ cho phép ban thiét 14p cac thong s6 nhu 18 van ban,
khé gidy, chiéu cua khd glay (Ngang, doc). Ban nén chu y voi nhimg truong hop in van ban phap quy

oK

][ Cancel ]

nhu hop ddng, don tir, quyet dinh,..
ban 1a tai liéu, sach,..
khi dong gay, ndi dung s€ nam gitra trang van ban.

. chung ta dat 18 trai va phai gan bang nhau. Vi cac truong hop van
. can dong gay thi ching ta dé 18 trai nhidu hon 1& phai voi mot ty 18 vira du dé sau

Luu y: Véi truong hop in hai mat ching ta xt Iy nhu sau: Chon Mirror margins trong muc Multiple pages

cua Tab Margins.



'.l"ag_e Set;lp

| k.

?,r"’vn-—— ”‘“w

Margins
Top:

Inside:

Gutter:

Bottom:
QOutside:

Gutter position:

Left

Orientation

Portrait

Landscape
Pages

firror margins

Multiple pages:

Preview

Apply to: | Whole document

][ Cancel ]

Set As Default

6.2. Thwe hién in an

B¢ in van ban ban c¢6 thé¢ thuc hién theo cac cach sau day:

Cdch 1: Nhén biéu tugng Print trén thanh Quick Access Toolbar

EHOE D ©

V6i cach nay van ban s& duoc in tit ca cac trang ra may in mic dinh trén mdy tinh. Vi vin ban chira
nhiéu ndi dung ban khong nén st dung cach nay vi dé dan dén tinh trang may in bi hoc giay gitra trung vi
in qué nhiéu trang cung mat luc.

Cdch 2: Nhap t6 hop phim Ctrl + P hodc nhap chon nut Office Button. Cira s Office Button xuit hién
ban chon muc Print.
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Hay thiét 1ap cac tham s theo hudng dan dudi day:

- Number of copy: S6 ban sao chép tir ban in, vi du ban mudn in hop dong thanh 2 ban dé guri khach hang
va luu lai ban dién gia tri 1a 2.

- Print: Chon mdy in d¢€ in van bén, trong may tinh c6 rat nhiéu may in khac nhau vi vdy ban can phai chi
dinh mdy in s€ in van ban, néu khong Microsoft Word 2013 s€ 1ay may in mdc dinh cia mdy tinh.

- Print What: Cho phép tily chon cac trang in, ban ¢ thé nhap truc tiép trang can in vao hdp nhéap phia
Pages.

Print

| Copies: |1 -
Print
Printer
,; Send To OneMote 2013 .
% Ready
Printer Properties
Settings
||= Print All Pages
PO Thing
Ope Sided

Only print on one side of the page

Collated

123 123 123

Portrait Orientation -

|_—| Letter
5" k11"
:|:|:| Mormal Margins
Left: 1" Right: 1"
IDI 1 Page Per Sheet -

Page Setup



Néu in nhiéu trang lién nhau ban nhap trang dau tién roi danh diu — va trang cudi cing. Gia sir can in tir
trang 5 dén trang 10 ban nhap vao gia tri: 5-10.

Néu in nhiéu trang khong lién tuc ban phai liét ké tat ca cac trang mdi trang cach nhau ddu phay dudi. Vi
du in cac trang 6,7,10,23,24 ban nhap vao gia tri nhu sau: 6,7,10,23,24.

Ngoai ra ban co thé nhép vao muc All dé c6 thém tuy chon.

Document -

|= Frint All Pages
D The whole thing
| ﬁ Print Selection
*|  Just what you selected
ﬁ Print Current Page
Just this page

Custom Print

()

Type specific pages, sections or ranges
Document Info

Document Info
List of properties, such as file name, author and title

List of Markup -
«  Print Markup

Only Print Odd Pages

Only Print Even Pages
||;D Print &l Pages
The whale thing
Pages: i
E Print One Sided
Only print on one side of the page

+ All: In toan bd van ban, ciing twong tng ban khong thiét 1ap gi cho muyc nay. Mic dinh may in s& in tat
cd cac trang cua van ban.

+ Selection: Chi in ving dugc chon

+ Current Page: Chi in trang hién tai (Trang con tré chudt dang ding)
+ Print Odd Pages Only: Tich chon muc nay dé chi in trang 1é

+ Print Even Pages only: Tich chon muc nay dé chi in trang chan

- Other Settings: Cac tiy chon khéc khi in 4n

+ Collated: Néu in copy thanh nhiéu ban, ban c6 thé chon in lan lugt ting bd mot hay in tat ca cac ban
cua tung trang.

||=|:|-|=|:| Collated .

123 123 123

= | Collated
||=|:||D 123 123 123

|_|_ Uncollated
L_lE'——' 111 222 333

+ Portrait Orientation: In theo kho gidy ngang hay doc.



[
Portrait Orientation
Landscape Orientation

+ Chon khé gidy cho van ban

Letter
85" x11"

Tabloid
11" % 17"

Legal
B.5"x14"

Executive
7.25" x10.5"

A3
11.69" x16.54"

Ad
8.27" x11.69"

BB E B Bk

B4 (JI5)
10.12" x14.33"

B5 (JIS)
717" x1012"

Envelope #10
412" x9.5"

Envelope Monarch
3EE"x 75"

More Paper Sizes...

+ Last custom margin settings: Chon 1& cho trang in

MNormal

Top: 1" Bottom: 1"
Left 1" Right: 1"
MNarrow

Top: 05" Bottom: 0.5"
Left: 05" Right: 05"
Moderate

Top: 1" Bottorn: 1"
Leftt 075" Right: 075"
Wide

Top: 1" Bottorn: 1"
| =f4 O Bimfad: M




+ Page Per Sheet: In nhiéu trang trong mot to gidy

1 Page Per Sheet
2 Pages Per Sheet
E[E|
EIEI

4 Pages Per Sheet

%E% 6 Pages Per Sheet
oooo| @ Pages Per Sheet

oooo
BEod| 16 Pages Per Sheet
oooo;

IE Scale to Paper Size 2

Cudi cung ban nhap chon nit Print d& thyc hién in vin ban




Print

Copies: |1 -

=

Print
.
Printer :
/ Send To OneMote 2013
Ready
Printer Properties
Settings
Print &ll Pages .
The whole thing
Pages: | 0]
Print One Sided
Only print on one side of the page
||=E|-|=E| Collated .
123 123 123




