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

D~é khoi dong Microsoft Word 2013 ban nhap dup vao biéu tugng
san c6 cua chuong trinh trén man hinh Desktop cuia may tinh.

e
Network

Word 2013 Preview

Starting...




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

2 - o x
WOI’d 2013 PreVieW Saarch onkne tempiates d S\gﬂ into get the most ®
Suggested searches:  Letters  Resume y =
Fax labels Cords Calendar out of Office =
Recent Biank Lesrn more

ned any documents recently. To

ument, start by clicking on Open
ts ( :

B8 Open Other Documents

Take a
tour

Blank document Welcome to Word
Aa Title
Heading

Trén man hinh nay dua ra mt s6 mau trinh bay vin ban
thuong gap.Ban chi can chon mdt mau thich hop dé tién hanh
soan thao van ban

VD: Ban chon Blank document dé thuc hién soan thao
mot van ban moi:

? - 0 x
Word 2013 Preview search ol emplats 2| Sign in to get the most 5
Suggested searches:  Letters  Resume ' =
Fax labels Cards Calendar out of Office [=
Recent Blank Lean more

You haven't opened any documents recently. To

browse for a document, start by clicking on Open
Other Documents, ( i:

B Open Other Documents

Take a
tour
Blank document Welcome to Word
Aa Title

Man hinh lam viéc chinh xuat hién:



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

G HS O L@ Documentd - Microsoft Word Previe ?2 5 - °§ x
OME | INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAIUNGS  REVIEW  VIEW signin [ @
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- 3 Repls

Paste - o A iy - = =, . - 1 Nerma 1 No Spa d ding 2 N
e ¢ B I U - X X A- E= = 1= y - 1] Mermal | TNoSpac.. Headingl Heading2 |= celect
Clipboard & Font ) Paragraph T Styles i Editing
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(1): Thanh cong cu nhanh: Chura cac 1é€nh thao tac nhanh
(2): Office button: Chtra 1énh thao tac vai tép

(3): Thanh Ribbon: Chtra gin nhu toan bd cac 1énh thao tac voi
chuong trinh, chung dugc phan chia thanh cac nhém khac nhau.

(4): Thanh thu6c do: Dung dé dit 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 cua vin
ban nhu ché d6 hién thi, phan tram hién thi, trang hién tai,...

(7): Ma hinh soan thao: La phan 16n nhat trén man hinh cua
chuong trinh, day 1a noi dé nguoi dung soan thdo ndi dung cua
van ban.

1.2. Tao mét van ban méi

Thuc chét sau khi khoi dong chuong trinh da ty dong tao san cho
ban mdt van ban madi. Néu khong ban c6 thé tao mot van ban méi
bang céc cach sau day:

Céch 1: Nhip chon biéu twong Office Button



B H S 60 -+

@ HOME INSERT DESIGN PAGE LAYOUT

oa L. .
™ o7 |Calibri Body) -ln C|A A A R S
2 k —

Pafte ¢ B I U-axx,x A-¥-A- =

Mot hop thoai xut hién ban nhip chon New rdi chon biéu tuong
Blank Document ¢ hop thoai bén tay phai.

Documentd - Microsoft Word Preview

2 - 0o x
Sign N
Search online templates el
Suggested searches: Letters Resume Fax Labels Cards Calendar Blank
( > Aa
Welcome to Word Single spaced (blank)
T~ Tiela T

Cach 2: Mot cach khac ban nhép chudt vao mili tén tré xudng
trong thanh cong cu nhanh chon New.
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HOME Customize Quick Access Toolbar T

e »—
D Calibri (Bc Open i=
Paste " B I U, Sae =
Clipboard Email
L 1 Quick Print

. Print Preview and Print
Spelling & Grammar
v Undo
Redo
Draw Table
Touch Mode

More Commands...

Show Below the Ribbon

Béng mot trong hai céch trén mdt van ban mai tréng s€ duoc tao,
ban nhip viao d6 ndi dung sau: Coéng ty CP Phan Mém AVIN.
Bay gio hiy chon Font 16n hon cho noi dung vin ban bang cach
nhan t6 hgp phim Ctrl + A sau d6 chon hop Font size trén thanh
Ribbon chon gia tri 20.

E S O-= Documents - Microsoft Word Preview
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW

= % i " A" | A | =il ¢ 5 == Alﬂ
D B TimesNewRo - |8l QA A [Aa~ [ =-i=-"z- |[EE |2 AaBbCcDc AaBbCcDc AaB

=
Paste Bl I U-a A--A- =SB== 2 O-E- 7 Normal | TNo Spac... Headi
. 9
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Clipboard 10 r‘. Paragraph 7 Styles
e 1 1 1 2 3 4 5

B 14

. Céng ty CP Phan mém AVIN
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Tiép theo ban nhén t6 hop phim Ctrl + B dé boi ddm noi dung
van ban, két qua ching ta s€ dugc nhu hinh dudi day:

e Paragraph ] Styles

Cong ty CP Phan mém AVIN

Nhu vy ngoai viéc soan thao (soan van ban tho) ching ta con
can phai st dung rat nhidu cac thao tac khac nhau dé c6 thé chinh
sira thanh mot van ban hoan chinh. Ching ta c¢6 thé sir dung cac
nut 1énh tryc tiép bang chudt hodc bang cac to hop phim chuong
trinh da x4y dung san. T4t ca nhiing van dé do s& dugc ching toi
timg budc dé cap trong cac phan tiép theo cia gido trinh.

1.3. Gi&i thiéu thanh Ribbon

Thanh Ribbon 1a thanh cong cu chira gﬁn nhu toan bd céac 1énh dé
thao tic voi chuong trinh, nhu cac 1énh vé Font chir veé
Paragraph, dinh dang in an,...

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

-

v -y - A S iz Lo, == A q
iy Times New Ro ~ |20 A A Aa : H = es3= 2l o9 AaBbCCDC AaB

Paste \ B I U-a#xx A-¥ - A-==== - O~ - 1 Normal | TNo

Clipboard & Font [ Paragraph ]

Thanh Ribbon bao gdm cac tab (home, insert, Page layout,..) bén
trong 1a cac nut 1énh ctia Tab do6. Tuy ting nglr canh st dang cac
nat 1énh s& sang 1én cho phép nguoi dung thao tac. Nhu vay dé
thao tic v&i mot 1énh nao do trén thanh Ribbon ban can phai biét



né nim trong Tab Ribbon nao, sau do chon t6i 1énh can thao tac
trong Tab Ribbon do.

Gia st ¢ vi du lic trude dé co thé boi ddm cho ndi dung van ban
ban chon téi Tab Home trong tab nay ban chon biéu tuong bold

B H S g

FILE HOME IMSERT DESIGM

-

DE Times MewRo -~ |20 = A A

Paste .I U -abe x, x° A~

Clipboard = Font

Chi tiét cac Tab Ribbon

- Home: Xuét hién mic dinh trén thanh Ribbon, chia cac nhom
1énh nhu sau:

HOME
W o \
on ; - - At AT - & ZL.iZ LS. gE=a= A
D B Times New Ro - |20 A A Aa - T iz = e=3= 809 AaBbCcDe A
Poste ¢ BT U-axx.x A-F-A- ==== [5- OH-E- | TNomal
Clipboard Font [P Paragraph N

+ Clipboard: Cit dan

+ Font: Font chit

+ Paragraph: Can 18, phan doan
+ Style: Kiéu dinh dang

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

- Insert; Xuét hién mic dinh trén thanh Ribbon, chira cac nhém
1énh lién quan dén viéc chen cac doi twgng vao van ban, chi tiét
nhu sau:



INSERT

Y === ) SmartArt [ = Y Header - A= E QuickPas~ [¥ - TT Equation ~
B [ 1 | 1 sr-y [x q
h . 0 a9 ol Chart L ’ [ Footer~ | A wordan- B Q) Symbel-
Pages Table Pictures Online Shapes Appsfor Online  Links  New Tea
v . Pictures . @4 Screenshot ~ Office~  Video . Comment L= Page Number ~ Box~ = Drop Cap~ [~

Tables llustrations Apps  Media Comments  Header & Footer Text Symbols

+ Pages: Cac Iénh chén mot trang mdi vao van ban hién thoi
+ Tables: Céc 1énh lién quan dén bang

+ Illustrations: Céc 1énh chén ddi tuong dd hoa

+ Links; Lénh chén cac lién két

+ Header & Footer: Tiéu dé trén va dudi cta vin ban

+ Text: Lénh lién quan dén viéc chen cac dbi tuong Text nhu
TextBox, Wordart,...

+ Symbols: Lénh lién quan dén viéc cheén cac biéu tuong vao van
ban hién thoi.

- Design: Lénh lién quan dén cac miu van ban dugc trinh bay
theo mot bo cuc nao do.

DESIGN

£ 4P ing ~ L Y
m Title I INE aragraph Spacing 5
- [@) effects - d
Celors Fonts Watermark Page  Page
. - @ SetasDefault - Color~ Borders
Document Formatting Page Background

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

PAGE LAYOUT

A B = "= Breaks * Indent Spacing | [& Align~
: 1t —  [lline Numbers~ 3= Left |0 211= sefore: o pt : d
Margins Orientation Size Columns _ - : Selection
- - . «  bf Hyphenation~  =%Right |0' C|= After (8pt N Pane
Page Setup 1 Paragraph 5 Arrange

+ Themes: Tuy chinh nén cho toan bo cac dbi twong shape trén
van ban.

+ Page Setup: Céc 1énh thiét 1ap dinh dang trang in
+ Page Background: Nén cho trang vin ban

+ Paragraph: Cac lénh thao tac véi doan van ban



+Arrange: Cac 1énh sap xép cac ddi tuong trén vin ban.
- References: Xuat hién mic dinh trén thanh Ribbon, chira cac
nhom 1énh lién quan dén mot so thu thuat dac biét cho van ban
nhu danh muc luc ty dong, tao nghi chi cho van ban,...

REFERENCES
=t 1 Add Text - 1 [y Insert Endnote 1 5 Manage Sources 2 [ Insert Table of Figures ¥ [ Insert Index O
— [l Update Table AB Next Footnote ~ E@style: apa - - | -
Table of Insert Insett Insert Mark Mark
Contents * Footnote Citation = ¥ 13 Bibliography - Caption & Cross-reference Entry Citation
Table of Contents Footnotes i Citations & Bibliography Captions Index Table of Authorities

- Mailings: Xuét hién mic dinh trén thanh Ribbon, chira céc
nhom 1énh li€n quan dén viéc tao 1ap madt phong bi thu, mdt mau
biéu phuc vu cho viéc chdn van ban.

MAILINGS
— o
L eg
= = &
Envelopes Labels  Start Mail Select
Merge = Recipients -
Create Start Mail Merge Write & Insert Fields Preview Results Finish

- Review: Xuét hién mic dinh trén thanh Ribbon, chtra cic nhoém
1€nh lién quan dén céac thao tac nhu kiém tra nglr phép cho van
ban, tao ghi chu, so sanh ndi dung van ban,...

REVIEW
:y 1] E%; AT’ P Edprevious if-i Simple Markup = L B Reject - Y m;:
m " PINext 4 "] Show Markup * & Previous g <
Spelling & . Translate Language  New  Delete Track Accept Compare Restrict  Linked
Grammar 21 - - Comment - [IShow Comments  cpanges - [B] Reviewing Pane ~ - ¥ Net - Editing  Notes
Proofing Language Comments Tracking [ Changes. Compare Protect OneNote

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

VIEW
2 L cl Eloutiine 7] Rules Q % [ OnePage = = j CL View Side by Side oo Em
= 9 Forft Gridlines —E1 G Multiple Pages — -
Read Print Web Zoom 100% New Arrange Split Switch  Macros
Mode Layout Layout Navigation Pane ‘F Page Width Window Al Windows = =
Views Show Zoom Window Macros

+ Document Views: Ché d¢ hién thi van ban
+ Show: Tuy chon hién thi mét sb thanh Panel

+ Zoom: Céc Iénh phong to, thu nhé van ban



+ Window: Chtta cac 1énh tiy chon hién thi nhiéu vin ban
+ Macros: Cac 1énh vé Macros
An hién mot Tab Iénh

DPé l1am 4n hay Xuét hién mot nhom 1€nh hodc mot Tab I€nh trong
thanh cong cu Ribbon ban lam nhu sau:

- Nhip phai chudt vao mot khoang tréng bét ky trén thanh cong
cu Ribbon.

Document5 - Microsoft Word Preview

REFFRENCES MAILINGS REVIFW VIFW
Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon 2CcDc

Customize the Ribbon... Spac...

v Unpin the ribbon Styl

- Mot menu nhanh xuét hién chon Customize the Ribbon, hop
thoai Word Option xuat hi¢n va tro té1i muc Customize the
Ribbon.

G | . <
ener EJE Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: Customize the Ribbon:
£{9ehing Popular Commands [z‘ Main Tabs
Save
Il | Language Accept and Move to Next -~ Main Tabs
= HignLet ] Qe Home |
Advanced '% Breaks > |3 ‘ # (V] Insert
:= Bullets 4 =@ e
Customize Ribbon = Center :] I‘ Design
€ Change List Level 4 &8 Page Layout
Quick Access Toolbar = 9 @ [V] References
E® Copy e
Add-Ins % Cut # [¥] Mailings
Define New Number Format... # [V] Review
Trust Center E} Delete & [7] View |
% Draw Table
‘l:] Draw Vertical Text Box New Jab @
B3 _Emoai 4 g
1 _Eenait - Customizations: Reset v
« m »




- Trong danh sach Main Tabs bén phia tay phai ctia man hinh liét
ké danh sach cac Tab Ribbon muén an Tab nao ban chi can bod
dau tinh ¢ dau tén Tab do. Nguoc lai muén hién chung 1én ban
danh déu tinh cho nhimng Tab bi an. Cudi cing nhip Ok dé luu
lai.

Luu y: Truong hop mudn 4n toan bd thanh cong cu Ribbon ban
nhip chon biéu twong Minimize the Ribbon (hodc nhén t6 hop
phim Ctrl + F1) phia goc phai trén cua man hinh chinh.

REVIEW VIEW Signin
. R s @ Find ~
AaBbCcDc AaBbCcDc AaBbC(¢ AaBbCcl 4
v | Sac Replace
fiNormal | T NoSpac.. Headingl Heading2 |+ N Select -
Styles 1 Editing
4 5 3 7

Khi mudn hién lai thanh cong cu nay ban nhap chudt vao nut 1énh
d6 mot lan nira.

Tw tao mot Tab Iénh va cac nhém I¢nh trén thanh cong cu
Ribbon

Ngoai nhimng Tab 1énh sén c6 Microsoft Word 2013 con cung cip
cho nguoi dung chirc nang tu tao ra cac Tab Iénh moi, cach thuc
hién nhu sau:

- Nhip phai chudt vao mot khoang tréng bét ky trén thanh cong
cu Ribbon.

DocumentS - Microsoft Word Preview

REFERENCES MAILINGS REVIFW VIFW

Customize Quick Access Toolbar...

4

Show Quick Access Toolbar Below the Ribbon 2CcD¢

il

Customize the Ribbon... Spac...

v Unpin the ribbon Styl



- M6t menu nhanh xuét hién chon Customize the Ribbon, hop

thoai Word Option xuat hién va tré t6i muc Customize the
Ribbon.

|
Genera [:%E Customize the Ribbon and keyboard shortcuts.
Display
b Choose commands from: Customize the Ribbon: !
rooeg Popular Commands E] Main Tabs
Save
Language Accept and Move to Next -
= Align Left E v
Advanced %= Breaks ' |5 & (V] Insert
. Bullets ¥ (] Design
Customize Ribbon Center B @P 9L "
- Change List Level 4 b
Quick Access Toolbar BB Copy @ [ References
Add-Ins X Cut @ [V] Mailings
Define New Number Format... @ (V] Review
Trust Center xa; Delete & V1 Vi
% Draw Table
}E] Draw Vertical Text Box = Eﬁ""“
180 Emait Customizations: : Reset v
Keyboard shortcuts: | Customize... :lmn ot/
< 1, | »

- Dé thém mot Tab m&i ban nhép chon nut New Tab, mot Tab, va
mot nhom 1€nh méi xuat hién nhu hinh duéi day:

G | . g

e E-E Customize the Ribbon and keyboard shortcuts.
Display

Choose commands from: ) Customize the Ribbon: ()

Profing Popular Commands = Main Tabs

Save

Accept and Move to Next Main Tabs
Align Left = [V/Home
Breaks

Bullets

Center

Change List Level

—
Advanced %
Customize Ribbon =
Quick Access Toolbar

ing
2] €2 New Tab (Custom)

New Group (Custom)
sert

Add-Ins
Define New Number Format...
Delete

Draw Table

Draw Vertical Text Box

Email

Find

Font [¥] Mailings

Font... @ 7 D X
Font Color [ New Tab J [ New Group J [ Rename... ]

Font Size
= - Customizations:

Trust Center

>> BEERYX X&'

ae

Keyboard shortcuts: | Customize...




- Ban c6 thé d6i tén cho Tab bang cach nhap chudt phai vao Tab
nay chon Rename.

- Ngoai ra ban c6 thé bd xung cic nhom Iénh khac vao Tab nay
bang cach nhap chon Tab vira thém roi nhan nit New Group

Két qua Tab cac 1énh ciia t6i s& co duoc nhu hinh dudi day:

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E-E Customize the Ribbon and keyboard shortcuts.

Choose commands from: ()

[Popular C:

=]

Accept and Move to Next
Align Left

Breaks

Bullets

Center

Change List Level

Copy

Cut

Define New Number Format...
Delete

Draw Table

Draw Vertical Text Box
Email

Find

Font

Font...

ESCEN RS

> BEEERX

1%

Keyboard shortcuts:

- |® @nsert

Customize the Ribbon: ()
|Main Tabs [~

Main Tabs -
@ [V]Home
s
Font chir (Custom)
Khé gidy, Can [& (Custom)
Tiéu dé (Custom)

Design
Page Layout
References
@ [¥] Mailings
@ [V] Review -

[ New Tab ] [ NewGloup] [ Rename...
Customizations: Q

| »
ok J [Lcmea ]|



Cong viéc cudi cung cua ban la chon nhitng 1énh can thiét dé bd
xung vao cac nhoém Ié€nh twong tng. Cuoi cung nhap Ok d¢€ hoan
tat.

Tab 1énh ma chung ta vira tao khi xut hién trén man hinh chinh
cua chuong trinh s€ nhu hinh duéi day:

HOME LENHCUATOI  INSERT

A A et @

Font Font Page Page Hyperlink
Color~  Setup Width

Font chir Kho gidy, Can ¢  Tiéu dé

Day 1a mot vi du co ban ban hoan toan co thé tao ra cac Tab 1énh
dugc bo tri khoa hoc va thuédn ti¢én cho qua trinh sir dung cua
minh.

1.4. Thanh céng cu nhanh
HEH S O R ® 0O -

HOME LENH CUA TOI INSERT

Thuong nam phia trén cing bén phia goc trai ciia manh hinh
chinh, chtra cac 1énh thuong sir dung giup ngudi ding c6 thé tao
tac mot cach nhanh trong, tirc thoi. Dé thao tic ngudi ding c6 thé
nh'c‘ip chudt truc tiép vao nat [énh can thao tac

B6 xung cac Iénh thwong sit dung c¢é trong danh sich mic
dinh

Khi méi cai dit ban chi thdy mot sé nat 1énh trén thanh cong cu
nay muén bd xung thém cac nit 1énh khic ban nhap chudt vao
mili tén tré6 xudng rdi chon vao ndt 1énh can bd xung (véi diéu
kién nat do6 chua c6 trén thanh cong cu).



ﬂ; H © (&) @ @ D E Document2 - Microsoft Word

HOME = LENHCUATOI 1 Customize Quick Access Toolbar | REFERENCES
y ¥ v 1 . v New N
ibri . - E 3=
7 o |calibr Body) [n A a open SESEETEN |
Paste ¢ B I U ~abe x, X7 A v Save r .Q -
Clipboard = Font v Email h l?.
Quick Print

v Print Preview and Print
Spelling & Grammar
v Undo
Redo
v Draw Table
Touch Mode
More Commands...

Show Below the Ribbon

(Nhﬁ'ng nat 1énh chua c6 dau tich 1a nhitng nut 1énh chua dugc
bd xung Ién thanh cong cu)

Nguoc lai l?an c6 thé lam 4n cac nat 1énh di bﬁng thao tac tuong
tu nhung doi voi nhitng nut 1énh da c6 trén thanh cong cu.

ua E A (@) @ E!" [[DJJ D i Document2 - Microsoft Word
HOME = LENHCUATOlI  INSER Customize Quick Access Toolbar  REFERENCES
-9 ¥ T . v New
ibri - «- A A A ;A

0 o [calibrioay) ~[11 -|A A A oo TN |

Paste ~ B I U-~akx,x A~ v Save _2 v
Clipboard Font v Email 5

Quick Print

v Print Preview and Print
Spelling & Grammar
Undo

v Redo
Draw Table
Touch Mode
More Commands...

Show Below the Ribbon




(Nhing nut 1énh c¢6 dau tich 12 nhimg nat 1énh da co trén thanh
cong cu).

Bo xung cac Iénh khong c6 trong danh sach mic dinh

Nhu phan trudce di trinh bay chung ta c6 thé bd xung cac nut 1énh
c6 trong danh séch mac dinh Ién thanh cong cu nhanh. Ngoai ra
Microsoft Word 2013 con cho phép ban bd xung 1én thanh cong
cu nay nhirng nat 1énh khac khong c6 trong danh sach mac dinh.
Cac budc thuc hién nhu sau:

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

ug E @ r‘l L] E - Decument2 - Microsoft Word

HOME LENH CUA TOI INSER' Customize Quick Access Toolbar REFERENCES
v New .
Calibri (Body) ~|11 ~ A A A A |
J v Open
Paste o B I U -abex, X A-P , e R
Clipboard ru Font v Email [
Quick Print

v Print Preview and Print
Spelling & Grammar
v Undo
v Redo
v Draw Table
Touch Mode
More Commands...

Show Below the Ribbon

Hop thoai Word Options xuat hién va tu dong tro to1 muc Quick
Access Toolbar.



r N
Word Options M

General

E-ﬂ Customize the Quick Access Toolbar.

Display =d

Choose commands from: Customize Quick Access Toolbai
Proofing

Popular Commands E] For all documents (default)
Save
Language <Separator> A EH Save

[) Accept and Move to Next = € Undo A
Advanced 2 Add a Hyperlink (5 Redo 1
Custonize Ribibon 7] AddaTable > @ [@ Print Preview and Print

= Align Left [ Draw Table
Quick Access Toolbar ‘= Bullets » (@9 Email
Add-Ins = (Center

€ Change List Level > -
st Centes Show Quick Access Toolbar below the Customizabions; [ Reset ¥ }

Ribbon

“mgor!/Expor -

< 1 »

Cancel

- — =

Bude 2: Ban dé y trong danh sach bén trai 1a cic nit 1énh cia
chuong trinh danh sach bén tay phai 1a cac nat Iénh hién co6 trong
danh sach Quick Access Toolbar. Pé bd xung thém mat nut 1énh
mai ban chon téi n6 trong danh sach bén trai roi nhép nut Add>>,
nguoc lai néu muén loai bé nat 1énh nao ban chon téi no trong
danh sach bén tay phai r6i nhip nit << Remove.

Luu y: Co mot nit 1énh dic biét do 1a dau ngan cach gilta mot
hodc mot nhém cac nuat 1énh, ban hoan toan co thé bd xung dbi
tugng nay vao thanh Quick Access Toolbar, nat I¢nh c6 tén la:
<Separator>.

Buée 3: Cudi cing ban co thé sir dung biéu tugng miii tén 1én
xuong deé thay doi vi tri cac nut I¢nh trén thanh Quick Access
Toolbar.



Save

Undo »
Redo

Print Preview and Print

Draw Table

RyGJam

LE]

[ New
Open

Customizations: i
Import/Export ¥ |

Sau khi hoan tit ban nhap chon niit Ok dé luu lai nhiing thay doi.
Thay déi vi tri ciia Quick Access Toolbar

Sau khi cai dit ban sé& thay thanh c6ng cu Quick Acces ndm phia
trén ciia cira s6 chuong trinh tuy nhién ban ciing c¢6 thé di chuyén
n6 xudng dudi thanh Ribbon dé c6 khong gian rong hon. Cach
thue hién nhu sau:

- Nhép chudt vao mii tén trd xudng trén thanh cong cu Quick
Access Toolbar.

- Trén danh sach d6 xudng chon Show below the ribbon
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Document2 - Microsoft Word

FILE HOME INSER Customize Quick Access Toolbar  REFERENCES
. : v New .

.—r? Calibri (Body) |11 ~| A" A" A .~ Open 29
Paste B I U -akex. X A~ , s b
Clipboard Font v Email 5

Quick Print
+  Print Preview and Print
Spelling & Grammar
v Undo
Redo
v Draw Table

Touch Mode

More Commands...

Show Below the Ribbon

Két qua chiing ta s& duogc nhu hinh dudi day:

LENH CUA TOI

Document2 - Microsoft Word

HOME INSERT DESIGN PAGE LAYOUT REFERENCES
0 Calibri Body) ~|11 ~| A" A" Aa~ fo =-i=-%c. &E3= 3
Paste L B I U-axx, x| A-¥-A-Bl====- &-H-
Clipboard Font s Paragraph ﬁ
= R & @& D :

Luu y: Khi da doi xuéng duéi ban mudn tré lai vi tri cii hay lam
tuong tu nhung khi dé chon Show above the ribbon.

1.5. Office Button

Office Button chita cac Iénh thao tac voéi File van ban, nhu thém
méi, mé mot File di ton tai, in an, luu trit, hay stra ddi céac thong
tin vé File,... Dé hop thoai Office Button xuét hién ban nhép
chudt chon biéu twong Office Button bén phia trai thanh Ribbon.
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HOME INSERT DESIGN

e0a

) ©Calibri (Body) */11 ~ A A

Paste - B I U ~abe x, X A~

v

Hop thoai Office Button s& xuat hién nhu hinh dudi day:

Documentl - Microsoft Word Preview T - x
signin 1 @ @
Protect Document Properties ~
Control what types of changes people can make to this document. Size Not saved yet
Protect y
Document Pages 1
Words 0
Total Editing Time 3 Minutes
Titl Add a it
AN Inspect Document T‘ d NS
D Add a ta
N Before publishing this file, be aware that it contains: o datag
Chackor Document properties and author's name. Commpens
Issues -
Related Dates
Last Modified
= Versions Created Today, 21:28
i) 1] There are no previous versions of this file. Lost Printed
Versions ~
Account Related People
Author
Options Blue_Eagle

- Info: Chtra cac 1énh nhu nge, Savq AS, Op,en,. .. Ngoai ra con
cho phép nguoi dung co6 thé thay doi mot so thong tin vé File
trong danh sach bén phia tay phai ciia man hinh.



Info

Protect Document Properties ~
& Control what types of changes people can make to this document. Size Not saved yet
Protect °
Document * Pages 1
Words 0
Total Editing Time 3 Minutes
Titl Add a titl
,ﬁ Inspect Document T' © fedane
= Before publishing this file, be aware that it contains a9 Addatag
Check for Document properties and author's name Comments
Issues -

Related Dates

Last Modified

(IL\ versions Created Today, 21:28
Manage ] There are no previous versions of this file. Last Printed
Versions -

Related People
Author

Blue_Eagle

- Open: Trong muc:
- Recent Document:chira danh sach File da m¢ trude do.
- Sky Drive: LAy file tir noi cit trir chia sé cho mot nguoi
nao do.
- Computer: Tro dudng dan dén cac thu muc luu file da
soan thao.

Documentl - Microsoft Word Preview ? - 0O x
Sign in 5 @
Places Recent Documents
@ Recent Documents m_' ‘ Doc2 -

i » Witer - Book » Ms_Word 2013
Save As & SkDrive

Print T3 Computer

Share

Export

Close

Account

Options

Recover Unsaved Documents




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

Documentl - Microsoft Word Preview 2 - B x

New

Search online templates yel

Suggested searches:  Letters Resume Fax Llabels Cards Calendar Blank

Save As

Print ( > Aa

Share

Export

Take a
tour

Close

Account Blank document Welcome to Word Single spaced (blank)

Options

T~ Tiela Tl

- Print: In 4n vén ban, & day ban co thé lua chon may in va cac
tuy chon khac ngay man hinh bén phia tay phai

Documentl - Microsoft Word Preview ? - 0 x
signin [l & @
= Copiess 1 = B
Print Céng ty Phan Mém K&
Todan Quan Tri AVIN
Printer
/ Send To OneNote 2013 _
D resdy
Printer Properties
Settings
H\j Print All Pages .
The whele thing
Pages: 0
U Print One Sided B
Only print on one sid.
= Collated
’IZ[ j 123 123 123 T -
S - 1 |ef1 H% ——+ + [

- Share: Trong phan nay ban c6 thé guri vin ban qua Email, Fax,
hay luu van ban thanh cac dinh dang khéc nhau,...




Share

Share

.‘.\'. Invite People
[@’__'| Email
Save As !

Print & Present Online

Share .\
‘Ej Publish as Blog Post
Export

Close

Account

Options

Documentl - Microsoft Word Preview 2

a
x

signin ] €

¢
b}

Invite People

Step 1: Save your document to a SkyDrive lacation

Step 2: Share your document. We'll do this after you've finished saving,

5

Save To
Cloud

- Export: Tao mdt van ban c6 dinh dang PDF/XPS, hoic c6 thé
thay d6i dinh dang file ciia mgt van ban.

Export

[ Create PDF/XPS Document

B- Change File Type

Account

Options

Documentl - Microsoft Word Preview

7 - 0 x

Signin C

Create a PDF/XPS Document
Preserves layout, formatting, fonts, and images
Content can't be easily changed
Free viewers are available on the web
QD
Create

PDF/XPS

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



Documentl - Microsoft Word Preview ?2 - 0O
Signin e e
Protect Document Properties *
Control what types of changes people can make to this document. Size Kot savad et
Protect
Document ~ Pages 1
Words 9
Total Editing Time 14 Minutes
Title
Py Inspect Document <
Q| Tags

Before publishing this file, be aware that it contains:

Check for Document properties and author's name Comments

Issues -
Related Dates
Last Modified
o Versions Created Today, 21:28
PPl ) There are no previous versions of this file. GatBiided
Versions ~

Account Related People
Author
Options Blue_Eagle

2"

Documentl - Microsoft Word Preview

Signin

Info

Protect Document Properties *
Control what types of changes people can make to this document. Size ’
Protect
Document - Pages 1
Words 9
Total Editing Time 15 Minutes
Tith ti
Inspect Document 5 -
| Before publishing this file, be aware that it contains: b
Check for Document properties and author's name Comments
Issues ~
Related Dates
Last Modified
1Y Versions Created
an 7] There are no previous versions of this file. Last Printed
Versions ~

Account Related People

Author
Blue_Eagle

Options

Luu y: Dé dong cira sé6 Offie Button ban nhdp nut Back
© ,
hodc nhan phim ESC.
1.6. Thanh trang thai, thanh cudn, thanh thwéc do

- Thanh trang thai: Nam dudi day man hinh chinh bao gom cac
thdng tin nhu ché do hién thi, phan tram hién thi, tong sd tir, s6
trang, trang hién tai,...
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- Thanh cudn: Dung dé di chuyén man hinh soan thoa 1én trén
hodc xuong dudi, sang trai hodc sang phai. Thanh cuon bao gom
2 thanh la thanh cudn ngang va thanh cudn doc.

- Thanh thuée do: Co chirc niang dung dé can chinh vi tri cac
doi tuong trén van ban, cling nhu can 1€, bo cuc cho van ban.
Thanh thudc do cling bao gom thanh thudc ngang va thanh thudc
doc

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

Vin ban tho 1a mot vin ban chua duoc trinh bay, nd chi can co
du n6i dung va dung chinh ta. Nhu véy, sau khi khoi dong
chuong trinh Microsoft Word 2013, ban di c6 san mdt cira so
van ban méi (hodc sau khi ding 1énh New) 1a ban da c6 thé bat
tay vao viéc nhdp van ban tho.

bé nhap vin ban tho ban nén chon mot Font chit 1d rang, dé doc,
kiéu chtr thuong (nén dung Font chit mac nhién la Times New
Roman véi Font size 14 point).

Yéu ciu trong lac nhap vin ban tho 13 ban phai gd sao cho that
nhanh va dung chinh ta. Vi vay, trong khi dang go, ban khong
nén trinh bay theo mau ciia vin ban (nhu thay d6i Font chit, kich
thudc Font chit, kiéu chir dam, chit nghiéng...). diéu d6 chi lam
cho téc do gd cua ban cham di ma thoi. Ngoai ra, trong mot van
ban tho khong nén dé thira khoang trang (Space Bar), thira phim
Tab, thira phim Enter, didu nay vira mat thoi gian vira gay kho
khan cho cong viéc trinh bay van ban cua ban sau nay.

Trong qua trinh nhap vin ban, ban ¢ thé dung:

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



+ Enter: xuéng dong tao Paragraph méi (End of Paragraph)
+ Ctrl-Enter: xudng dong va ngit sang trang méi (Page Break).
Mét s6 thuat ngir thuong diung

- Character (Ky tu): Khi ban gd mot phim trén ban phim thi trén
man hinh s& hién ra mot ky ty tuong tng va in duoc ra gidy thi
d6 1a mét ky ty. Nhu vay, phim ky tu trén ban phim 13 tit ca cac
phim chit, phim sb, phim déu..., cac phim nay thudng duoc bd tri
¢ khu vyc gitra ban phim giup cho hai ban tay ctuia ban khi go céac
ky tu s€ thuan lgi hon.

- Word (Tu): M&i nhém ky tir lién nhau va dugc phan cach béng
khoang trang (phim Space Bar) dugc goi 1a mot tir. Tir ngdn nhat
chi c6 mot ky tu con tir dai nhat thi khong co6 giéi han.

Chuy: ‘Trong doan van ban khi c6 dau ngit cau nam gitra hai tur
(nhu du chdm, dau phay ), ban phai g& dau ngat cAu nam sat

vao tir dimg trudc, tiép dén 12 mot khoang tring (phim Space
Bar) r0i méi g0 tlep tur ding sau.

- Paragraph: La mot doan van ban duoc két thuc béng cach xuéng
dong. Néu ban chi gd phim Enter ma khong gb thém chit nao thi
d6 1a mot Paragraph rong, ngoai ra Paragraph c6 thé chi 1a mot
dong chit ngan con thong thudng thi mot Paragraph s& c6 nhiéu
dong chir.

- Word Wrap: Khi g& mot doan vian ban dai ma khong co du
cham xudng dong, ban s& thdy van ban ty dong xudng dong mdi
khi gip 1 bén phai cua trang gidy, d6 1a Word Wrap.

2.2. Cac thao tac v&i mot tép van ban
Tao mét vin ban méi

Mac dinh khi khoi Microsoft Word 2013 chuong trinh s€ tu dong
tao mot van ban mai, tuy nhién trong cac truong hop khéc ban co
thé tao mot van ban maéi bang cac cach sau day:

Céach 1: Nhap chon biéq tuong New trén thanh cong cu Quick
Access Toolbar (hoac nhan t6 hop phim Ctrl + N).
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v

FILE HOME IT
New (Ctrl+N)
'“‘D c?ﬁ Calibri (B¢ Create a document. =
E
Paste

ste o Bl I U-acx, X A-Z-A-

Céch 2: Nhip chon biéu twong Office Button

BEHOED S -

HOME INSERT DESIGN
o

() “ | Calibri (Body) ~

Paste o B I U ~abe x, x* A~

11 ~| A A

Hop thoai Office Button xuat hién hay nhép chon New

Document] - Microsoft Word Preview

1
o
x

New

Search online templates

r

Labels Cards Calendar Blank

6 Aa

Suggested searches:  Letters Resume  Fax

Blank document t

Take a
tour
Blank document t Welcome to Word Single spaced (blank)

T~ Tl

Luu y: Vi hai cach trén ching ta s€ tao dugc mot van ban tréng
tuy nhién Microsoft Word 2013 con cung cap rat nhiéu cac mau



(Template) duoc xay dung san ma ban c6 thé ké thira va str dung
lai. Viéc st dung cac mau (Template) dugc xay dung san s& gitip
ban tiét kiém thoi gian ciing nhu tiép can véi cach trinh bay vin
ban hién dai, khoa hoc cua Microsoft.

7 - 0O x

Documentl - Microsoft Word Preview
Signin e e

New

o

Labels Cards  Calendar  Blank

Search online templates

Suggested searches: Letters Resume  Fax

Title Title Title
Feading Heading P
| 1 ] EENEEE EEEEEN
Account
Facet design (blank) Report design (blank)

Ton design (blank)

Options

Title Q

Quay trd lai cach thu hai trong cua s6 New ban nhf'lp chon céac
muc ma ban mudn soan thao nhu thu, Card, Fax ...

New

0

Search online templates

Suggested searches: |Letters Resume Fax  labels Cards Calendar Blank

Title Title Title
Heading Heading 1 HEADING
EENEEE EENEEE EEEEEN

Ion design (blank) Facet design (blank) Report design (blank)



Pé lya chon Templates ban chi can nhép chudt vao mau dé roi
nhan Create. Mot File mé&i dugc md véi ndi dung nhu hinh anh
mé ta vé ban mau ma ban vira chon. Tir vin ban nay ban co thé
chinh sira thay d6i noi dung cho phu hop véi yéu cau sir dung.

Documentl - Microsoft Word Preview 2 - 0O x

Signin 6 @

lon design (blank)

Provided by: Microsoft Corporation

e Download size: 17 KB °

Reting: 3¢ LT 1T W WX (1 Votes)

Create
Account

Options

Luu lai van ban

Sau khi hoan thién mot van ban ban can luu no lai trén 6 dia cung
de co the st dung ¢ cac lan tiep theo. Vi Microsoft Word 2013
ban c6 thé luu mdt van ban bang cac cach sau day:

Céach 1: Nhip chon biéu tuong Save trén thanh coéng cu Quick
Access.

EHO®D S -

ma‘-’& (Ctrl+S)| INSERT  DESIGN

T ' N
[ . |Calibri (Body) |48 - A A
ER

Paste ¢ B I U-~akx,x* [A-~



Cach 2: Nhép chon nut Save trong ctra s6 Office Button, chon
muc computer phia bén phai sau d6 chon cac thu muc luu, hoac
chon browe:

Documentl - Microsoft Word Preview 7?7 - 0 x
signin [ @ @
Save As

Places EI;I Computer -

& SkyDrive Recent Folders

New folder
Etl Computer F: » Writer - Book » New folder

Ms_Word_2013
Fa » Writer - Book » Ms_Word_2013

Desktop

About Computer
* Available on this device
* Available offline
Available on other devices

Néu van ban dugc tao mdi va luu lan dau tién, bang mot trong
hai cach trén hop thoai Save As sé xuat hién nhu hinh dudi day:
@ Save As E
(5 » Uibraries » Documents » —~ [ 4 [ Search Documents

Organize v New folder

X Arrange by: Folder v
Includes: 2 locations

{0 Microsoft Word U Documents library

W Favoites Name ’ Date modified Type %
Bl Desktop
18 Downloads 1. Custom 9iﬁce Templates 10/28/2012 21:21 Frle fol| =
% Recent Places 1. My ISO Files 4/25/2012 08:04 File foll
) My Shapes 4/25/2012 08:21 File fol

&3 Libraries . OneNote Notebooks 10/27/2012 00:10 Filefol _

[ Dacuments [ < U] J

ARl Cong ty Phan Mém K& Toan Quan Tri AVIN

Save as type: [Word Document

Authors: Blue_Eagle Tags: Add atag

[ Save Thumbnail

4 Hide Folders Tools ~ [ Save




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

Luu y: Pé luu lai van ban v6i mot tén khac ban chon nut Save As
trong ctra s6 Office Button.

Document! - Microsoft Word Previev ?2 - 0 x

Signin e ®

Places i Computer =
& SkyDrive Recent Folders

New folder
h:, F:» Writer - Book » New folder

- Ms_Word_2013
F: » Writer - Book » Ms_Weord_2013
Desktop
Browse

Account

About Computer
Options Available on this device
Available offline

Available on other devices -

Céc thao tac con lai giéng nhu khi chon nit Save

Mé mdt vin ban da ton tai

Pé md mot van ban di tdn tai ban c6 thé thuc hién theo mot
trong céc cach sau day:

Céch 1: Trong cira s6 Window Explorer nhip dup chudt vao biéu
tugng File van ban can mo.



Kl | <« Wiiter-Book » Ms Word 2013 ~ [ 43 || search Ms_werd_2013 )

Organize v @3 Open ~ Print E-mail New folder =~ 0 &
& Favorites = Name ’ Date modified Type
Bl Desktop %] Céng ty Phan Mém K& Toan AVIN 11/2/2012 23:33 Microsoft Wor:
& Downloads B Ms Word 2013 11/2/2012 23:39 Microsoft Wor

=, Recent Places

m

4 Libraries
l} Documents
Jﬁ Music
[&=] Pictures
Videos

+& Homegroup

. gy ]
‘M Camnuter L U J '

——_,  COngty Phan Mém K& Todn AVIN  Title: Add a title
mg Microsoft Word Document

Cach 2: Khéi dong Microsoft Word 2013, tir thanh Quick Access
Toolbar nhap chon bi€u tugng Open (hoac nhan t6 hgp phim Ctrl
+0).

FILE HOME INSERT Open (Ctrl+0) AGE LAYC

A ‘.;. » -
0 Calibri Body) - [11 ~| A" A" Aa- ‘¢

Paste | B I U ~akx,x A-¥-A-

Céch 3: Tir ctra sd Office Button nhap chon nut Open



Documentl - Microsoft Word Preview 7

? - O x
sinin [} @ @
Places Recent Documents
(5) Recent Documents g | Ms Word 2013
—— F: > Witer - Book » New folder
= C6ng ty Phan Mém K& Toan AVIN
& SDrive Q=] . Wiite - Baok » s Word 2013
= E:é Ms Word 2013
EI:I Computer =1 F:> Writer - Book » Ms_Word_2013

Recover Unsaved Documents

Bing mot trong hai cach 2 va 3 hop thoai Open xuét hién chon
td1 File can mé roi nhap chon nat Open.

) Book » Ms Word 2013 ) v [ [ search Ms word_2013

Jo € W
Organize v New folder = ~ 0 e

ﬂ Documents A Name

J5 Music

& Pict M_:L" Cong ty Phan M&m Ké Toan AVIN 11/2/2012 23:41 Microsoft Word D...
o ] Ms Word 2013 11/2/2012 23:40 Microsoft Word ...
B vid

1deos

Date modified Type

+d Homegroup

/% Computer
ﬁ Local Disk (C:) |E
a Local Disk (D:)
a Local Disk (E:)
a Local Disk (F:)
e WHITETIGER (H:)
&3 CD Drive ()

v m J

Filename: Céng ty Phan M&m K& Toan AVIN - IAII Word Documents

v [ open |+ [ cancel

Pong van ban hién thoi

bé doéng van ban hién thoi ban thuc hién nhu sau:



- Nhip chon biéu tugng Word document phia géc phai man hinh
lam viéc hién tai.

- Hop thoai xuét hién nhép chon nut Close

@HE 0 =0 o @

g Restore DESIGN PAG
Move 1. .
. A A Aa-~
Size -
— Minimize b, x* A~ W,
( o Maximize Font

s

Néu File vin ban cta ban chua luu chwong trinh s& xuat hién hop
thoai x4c nhan. Néu muén luu lai thay ddi ban chon Save, nguoc
lai chon Don’t Save, néu muédn huy thao tac tat File van ban hién
thoi ban nhép chon nut Cancel.

weoenwes =

Want to save your changes to Document2?

If you click "Don’t Save”, a recent copy of this file will be temporarily available.
Learn more

l [ Save ] [Dog'tSave] [ Cancel ]

Thoat khéi ing dung



Pé dong hoan toan ung dung Microsoft Word 2013 ban c¢6 thé
lam theo mét trong cac cach sau day:

Céch 1: Nhép chon nut Close & goc phai trén ctia man hinh
Microsoft Word 2013

Document?2 - Microsoft Word Preview ? 5 - 0O @

VIEW Signin 8

PAGE LAYOUT REFERENCES MAILINGS REVIEW

Al q _ # Find ~
z AaBbCcDc AaBbCcDc AaBbC( AaBbCcl

23 Replace

= E 2~ v T Normal | TNoSpac.. Headingl Heading2

I3 Select~

] Paragraph [ Styles [ Editing ~

Cong ty ¢d phan phan mém AVIN

SAVING AUTORECOVERY FILE MS WORD 2013:

Documentl - Microsoft Word Preview ? - 0O x
Signiin e &
Protect Document Properties *
Control what types of changes people can make to this document. Size
Protect
Document = Pages 1
Words 0
Total Editing Time 3 Minutes
it Add atitle
Inspect Document ; © o
Add atag
Before publishing this file, be aware that it contains: el 9
Check for Comments

Document properties and author's name

Issues -

Related Dates
Last Modified

al Versions Created Today, 22:17
i, Y There are no previous versions of this fil. Lot Printed
Versions ~
Account Related People
Author
Options Blue_Eagle

Last Modified By




Bang mdt trong hai cach trén néu File vin ban cua ban chua luu
chuong trinh s€ xuat hién hop thoai xac nhan. Néu mudn luu lai
thay ddi ban chon Save, nguoc lai chon Don’t Save, néu mudn
huy thao téc tit img dung ban nhap chon nut Cancel.

r 3
Microsoft Word &

Want to save your changes to “Cong ty Phan M&m K€ Toan AVIN™?

If you click "Don’t Save®, a recent copy of this file will be temporarily available.
Learn more

[ Save ] [Dog'tSaveJ [ Cancel ]

. — —

2.3. Pinh dang khé gidy va dat lé van ban

Ban c6 thé dé kho giéy van ban cta ban 1a mot khd nhét dinh mdi
1an ban mé chwong trinh 1én. Thong thuong vin ban thudng dugc
dat 1a kho gidy A4. Poi khi ban can phai thay d6i dbi kho gidy
cho mot loai van ban doi hoi c6 kho gidy khac. Dé thuc hién nhu
sau:

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

PAGE LAYOUT

=T

ini =

| -

1 LJ
- ‘ *— Breaks ~
\

111}

iJ

2 3 : . y $[)Line Numbers ~
Margins Orientation Size Columns

v - v v bt Hyphenation ~

Page Setup I

- Margins: Can 1é cho van ban, dé thuc hién ban nhép chon vao
biéu tuong nay mdt danh sach @6 xudng vdi mdt s6 mau co6 san.
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HOME INSERT DESIGN PAGE LAYOUT

[ B 5 E

- ) ; g £ Line Numbers ~
Margins Orientation Size Columns )
v - - -~ bc Hyphenation ~
| Normal a

Top: 1" Bottom:1"
Left: 1" Right: 1"
Narrow
Top: 05" Bottom:0.5"
Left:  0.5" Right: 0.5"
Moderate
Top: 3" Bottom:1"
Left:  0.75" Right: 0.75"
Wide
Top: 1" Bottom:1"
Left: 2" Right: 2"
Mirrored
Top: 1° Bottom:1"

Inside: 1.25" QOutside:1"

Office 2003 Default
Top: 1" Bottom:1"
Left:  1.25" Right: 1.25"

Custom Margins...
|

Ban c6 thé chon mot trong s6 nhimg mau nay hodc tiy chinh
bang cach nhap chon muc Custom Margins... Hop thoai Page
Setup xuat hién tro téi Tab Margins ban c6 thé tuy chinh céac gia



tri trong muc Margins dé cin 1& cho vin ban theo y mudn, sau dé
nhap nut Ok dé luu lai.

Margins Paper Layout

Margins

Top: (5] Bottom: 1" B
Left: | Right: 1 S
Gutter: Gutter position: Left

Orientation

Portrait Landscape

Pages

Multiple pages: Normal

Preview

Apply to: lWhoIedo:ument |ZI

- Orientation: Chon chiéu khé gidy 1a ngan hay doc, dé thuc
hiép ban nhap chon nut 1énh, mot danh sach véi hai su lya chon
xuat hién.



EHOE D ©
BRIl HoME  INSERT

DESIGN PAGE LAYOUT

O AR D B D

Margins Orientation Size Columns
v v bc Hyphenation ~

[ Line Numbers ~

= . up
Portrait

L Landscape

]

Ban chon Portrait dé dit doc kho gidy va chon Lanscape dé quay

ngang khé gidy.

- Size: Lya chon khé gidy, dé thuc hién ban nhip chon nut 1énh
nay trén thanh Ribbon, m{t danh sach li¢t ké cac kho giay xuat

hién.

FILE HOME INSERT DESIGN

0 D

"= Breaks ~

PAGE LAYOUT

‘D Line Numbers ~

Margins Orientation = Size  Columns
- bc Hyphenation~

BRlo D Bl

PAGE1OF1 7WO

Letter
8.5"x11"

Tabloid
11" x17"

Legal
8.5"x14"

Executive
7.25"x10.5"

A3
11.69" x16.54"

A4
8.27" x11.69"

B4 (JIS)
10.12"x14.33"

B5 (JIS)
717"x1012"

Envelope #10
412"x9.5"

Envelope Monarch
3.88"x7.5"

More Paper Sizes...

7

[STATES)

More Faper Siz¢



Ban c6 thé lya chon mot trong cac kho giéy duoc li¢t ké, thong
thuong chiing ta sir dung kho A4 cho cac vin ban. Tuy nhién néu
khong c6 kho gidy phu hop ban ¢ thé chon myuc More Pager
Sizes... Hop thoai Page Setup xuét hién va tro toi Tab Page.

Margins| Paper [ Layout |
Paper size:
Letter -]
Width: 8.5 B
Hegight: 11" ==
Paper source
FEirst page: Other pages:
Defauittray  MIRDefauittray A
Preview
Apply to: | Whole document u Print Options...
Whole document
This point forward
Set As Defa [ ok || cance |

Tir day ban c6 thé thay doi khd gidy bang cach thay dbi gia 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 sé€ khong thay doi trong qua
trinh ban hoan thién van ban, nhu vay sé gitip ban giam bét thoi



gian 1am viéc. Cac 1énh lién quan dén thiét 1ap Font chit cho vin
ban nam ¢ nhom I¢nh Font trong Tab Home trén thanh cong cu
Ribbon.

mRO®D S @ -
FILE HOME INSERT DESIGN PAGE LAYQ
] - -
3 Calibri (Body) ~|28 ~ A" A Aa~ A
2 A k
Pa'&te ¢ B I U-~-aex, x A-¥-4A-

Clipboard Font [F]

Dé thay d6i Font chit ban nhip chon mili tén tré xudng trong muc
trén tén Font chlt, mot danh sach liét ké cac Font chit c6 trong hé
théng xudt hién ban chon t&i Font chit can thiét 1ap. Thong
thuong chiing ta chon Font Times New Roman cho van ban.

W= 0 6 :
FILE HOME INSERT DESIGN PAGE LAYOUT

s - -
™ Calibri *128 ~|A A Aa- %

vl

Pas; , | Theme Fonts
~
Calibri Light (Headings)
Calibri (Body)

Recently Used Fonts

Clipboard

( Times New Roman
All Fonts
B ¥Nann
B VnArabia
T nArial
T VnArial Narrow
T YNARIAL NARROWH
T VNARIALH
B [ DncAristote
B ORARISTOTEH
B VnAvant
B VNAVANTH
v VnBahamasB
T . WNBAHAMASBH
H .VnBlack
T VNBLACKH
T .VnBodoni
T .WNEODONIH -



Tiép theo ban chon co chit trong muc Font Size, ngoai vi¢c chon
nhitng co chit ¢6 san trong danh sach ban ciing c¢6 thé nhap truc
tiép c& chit can thiét 1ap vao 6 nay. Thong thuong véi van ban
ching ta chon ¢& chir 14.

Con c6 rat nhidu tiy chinh vé Font chit tuy nhién khi bat diu vin
ban chung ta chi can thiét 1ap nhitng thudc tinh chung nhat, cac
thay ddi vé sau s& duoc thuc hién cho tung doan van ban va
chung toi s& gidi thiéu voi cac ban trong phan tiép theo.

2.5. Soan thao van ban

Sau khi thiét 1ap mot sb thude tinh cho vin ban nhu khé gidy, cin
18, Font — ¢& chit ban di c6 thé soan thao van ban thd. Nhu trinh
bay & phan trude ban nén soan thao ddy du ndi dung & dang vin
ban thé trude khi tién hanh hiéu chinh van ban. Dé soan thao nodi
dung cho vin ban ban c6 thé sir dung toan bo cac phim chit, s6 va
cac ky co trén ban phim may tinh.

Gé chir tiéng Vigt

Véi thoi dai cong nghé thong tin phat trién nhu hién nay, phin
16n cac ban di c6 nhiéu thoi gian tiép xtc véi may tinh va cling
thuong gd nhitng doan van ban khi Chat. Tuy nhién trong phan
nay chiing t6i cling xin nhic lai quy tic gd tiéng Viét dé lam tu
lidu cho nhitng ai chua biét.

a»

. aa

¢

-a. aw

- Ul uw

-0. OW

-0: 00

-d:dd

-8:ee

- D4u huyén: f

- Dau sac: s



- D4u nang: j

- Déu héi: r

- Dau nga: x

- X6a dau cho chit hién thoi: z
Di chuyén trén vin ban

Trong qua trinh soan théa ban thudng xuyén phai di chuyén qua
lai trén van ban, ngoai cach st dung chuot trd téi vi tri can di
chuyén tdi ban con co6 thé sit dung cac phim chirc nang dé tang
toc do di chuyén, dudi day la mot s6 phim thuong st dung:

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

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

-1: Di chuyén con tré chudt Ién trén mdt dong so vdi 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 du tién cua
chir tiép theo bén trai so véi vi tri hién thoi.

- Ctrl + —: Di chuyén con tré chudt sang vi tri ky tu dau tién ctia
chir ti€p theo bén phai so voi vi tri hién thoi.

- Ctrl + 1: Di chuyén vi tri con trd chudt 1én vi tri ky tu dau tién
cua doan van ban bén trén so vai vi tri hién thoi.

- Ctrl + |: Di chuyén vi tri con tré chudt xudng vi tri dau tién cua
doan van ban phia dudi so voi vi tri hién thoi.

- Home: Di chuyén con tré chudt téi vi tri dau dong hién thoi.
- End: Di chuyén con tro chudt t6i vi tri cudi dong hi¢n thoi.
- Page Up: Di chuyén con tro chudt 1én dau trang hién thoi

- Page Down: Di chuyén con tré chudt xuong cuodi tran hién thoi



Bai 3 — Hiéu chinh van ban
3.1. Lwa chon van ban

Khi soan thao ban phai thuong xuyén luya chon (b6i den) mot
phén (mdt dong, mdt doan, mot trang,...) hay toan b van ban dé
thuc hién cac thao tac chinh stra. Dudi day la cac cach khac nhau
dé bodi den ndi dung vin ban.

Dung chuft

- Chon mét chit: Nhip dtip chudt trai vao chir cin boi den.

- Chon mot phﬁn ndi dung van ban: Di chuyén con tré chudt toi
vi tri dau tién can boi den, gilr chudt trai va ré toi 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 hi¢n thoi.

- Shift + «: Lya 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 cua dong phia trén so v6i vi tri con tro hién thoi.

- Shift + |: Lwa chon phin bén phai cta dong hién tai va phan
bén trai cia dong phia trén so vai vi tri con tré hi¢n thoi.

- Ctrl + Shift + —: Chon phan con lai bén phai ctia chir gin nhat
S0 vOi vi tri con tré hién thoi.

- Ctrl + Shift + «: Chon phan con lai bén trai ciia chir gan nhat
S0 vOi vi tri con tré 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 trdi ctia doan vin ban
hién thoi tinh tir vi tri con tré hién thoi.

- Shift + End: Chon phi‘m con lai bén phai cia dong dién tai, tinh
tur vi tri con tro hién thoi.

- Shift + Home: Chon phﬁn coOn lai bén trai cua dong dién tai, tinh
tir vi tri con tro hién thoi.



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

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

Str dung thanh cong cu Ribbon

Dé lua ,chon van ban béng nut lénh trén thanh céng cu Ribb(?n
ban nhap chon Tab Home, tim dén nhom Iénh Editing. Nhap
chudt chon Select.

N o & Find ~
AaBbCcDc AaBbCeDe AaBhC( AaBbCcl \
“ac Replace
T Nermal @ TNo Spac.. Headingl Heading 2 [A e
Styles Ef Select All
[ Select Objects
Select All Text With Similar Formatting (No Data)
i Selection Pane...

- Select All: Lya chon toan bo ndi dung van ban.

- Select Objects: Chi cho lya chon cic di twong (hinh anh, déi
tuong shape) co trén van ban.

- Select Text with Similar Formatting: Lvya chon ndi dung van
ban c6 dinh dang giong nhu van ban ¢ vi tri con trd hién thoi.

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

Trong qua trinh soan thao, chinh stra van ban ban thuong xuyén
c¢6 nhu cu sao chép mdt phan, hodc toan bd ndi dung tir vin ban
nay sang van ban khéac hodc gitta cac doan trong cung mot van
ban. Dé thuc hién ban c6 thé lam theo cac budce sau day:

Buéce 1: Lua chon (bdi den) ndi dung vin ban can sao chép
Buoc 2: Tiép theo thuc hién theo mdt trong cac cach sau day:

- Nhin t6 hgp phim Ctrl + C



- Nhép phai chudt chon Copy

E® Copy
y Paste Options:

RN

D

A Font..
=q Paragraph...

tﬂ_ Define

Synonyms »

Translate

Search with Bing

,b
2

Hyperlink...

G e

New Comment

- Trong Tab Home trén thanh cong cu Ribbon tim téi nhoém
Clipboard chon nut Copy.

@EHOED ©
FILE HOME INSERT DES

a0

Calibri(Body) -l -] A
— Z‘[%

Paste‘ B I U-~ak X, X°

Clipboard Font

Cat van ban

Trong mdt s6 trudng hop ban can di chuyén mot doan vian ban tir
vi tri nay to1 vi tri khac, hay tir van ban nay sang van ban khac



ban c6 thé sir dung chirc ning Cut vin ban ctua Microsoft Word
2013. Cach thuc hién nhu sau:

Buée 1: Chon nodi dung vin ban can cit (Cut).
Budc 2: Thyc hién theo mot trong cac cach sau day:
- Nhin t6 hgp phim Ctrl + X

- Nhip phai chudt chon Cut

E® Copy
;_[5 Paste Options:

A Font..
=q Paragraph...
lg Define

Synonyms »
[3’5 Tranglate
€Q  Search with Bing
g) Hyperlink...

Ly New Comment

- Nhép chon Tab Home trén thanh cong cu Ribbon, tim téi nhom
Clipboard chon biéu tugng Cut.

wE B0 ©-
FILE HOME INSERT DES
aDa |
3 db Calibri (Body) ~|28 ~ £
ER '
Paste o B I U ~abk X, X°

Clipboard Font



Dan van ban

Sao khi sao chép hay cat ndi dung van ban ¢ hai phan truéc nhu
cau tiép theo cua ban chac chan la can phai don n6é vao mot vi tri
nao do. Bé thuc hién ban lam nhu sau:

Buée 1: Nhép tro chudt téi vi tri can dan van ban.
Bude 2: Thuc hién theo mdt trong cac cach sau day:
- Nhin t6 hgp phim Ctrl + V

- Nhép phai chudt trong muc Paste Options

E® Copy

Synonyms »
[a}’; Translate
tQ Search with Bing
Hyperlink...

®
Ly New Comment

g . (o a A NPT
+ & Keep source formatting: Dan ca ndi dung Text va dir lai

dinh dang nhu nguyén goc.
+ %3 Merge formatting: Dan n¢i dung Text va hoa chén dinh
dang goc voi dinh dang cua vi tri can dan.



+ A Keep Text Only: Chi dan minh noi dung Text, léy dinh
dang theo dinh dang cta vi tri con tré hién thoi.

- Nhép chon Tab Home trén thanh cong cu Ribbon chon téi nhém
Clipboard.

alln

[

Paste

-

Paste Options:
il

[

Paste Special...
5et Default Paste..,

alls

+ D Chon biéu twong Paste: Copy theo mic dinh

Qb

T d
=¥ . r o Al \ ~ .
+ & Keep source formatting: Dan ca ndi dung Text va dir lai

dinh dang nhu nguyén goc.

il
+ = Merge formatting: Dan ndi dung Text va hoa chon dinh
dang gbc véi dinh dang ctia vi tri can dan.

e
+ A Keep Text Only: Chi dan minh noi dung Text, liy dinh
dang theo dinh dang cta vi tri con tré hién thoi.

- Nhap chon Tab Home trén thanh cong cu Ribbon chon téi nhém
Clipboard.

Xo0a van ban

Ban c6 thé thuc hién x6a chi mot ky tu hodc xo4d mdt doan hay
ca van ban. Chuong trinh s€ thuc hi¢n 1énh x6a vo1 nhitng ky
tu ma ban da chon.

- Xoa mét ky tu: Pat con tré Text trong van ban, gd phim Delete



dé xo4 mot ky tu & bén phai con tro Text, gd phim Backspace dé
x04 mot ky tu & bén trai con tro Text.

- Xo4 mét doan van ban: Panh diu chon doan vin ban ma ban
can x0a, nhan phim Delete hodc phim Backspace d¢ x6a doan van
ban do.

3.3. Lam viéc v¢&i doan van ban

Paragraph 1a mot doan vin ban duogc két thiic bang phim Enter.
Thong thuong trong mot van ban ngoai viéc ban phai trinh bay
Font chit sao cho dep, rd0 rang, d& hiéu thi viéc trinh bay
Paragraph sé lam cho van ban cua ban tré nén phong pht hon,
dep hon va mang lai stic thuyét phuc cao hon véi sy khoa hoc
cua van ban.

Str dung thanh cong cu Ribbon

Trén thanh cong cu Ribbon ching ta quan tim dén nhém 1énh
Paragraph trong Tab Home.

GHE O & D
FILE HOME INSERT DES
=vi=vise &EE 2T
==== =. &H. &
Paragraph [

Dé thuc hién can chinh cho mot doan van ban trude hét ban can
nhap tré chudt tdi doan van ban dé va thuc hién theo nhiing chi
dan sau day:

- Can chir cho doan van ban: Chung ta st dung cach Iénh

S===,

Alignment dé cin chit cho doan vin ban (

+ : Can chtr theo € trai cua van ban.



+ 7 : Can gitra chit cho doan van ban, thuong st dung cho céac
tidu dé.

+ 7 : Can chit theo 1¢ phai ctia van ban

+ = : Dan & chir theo kho gidy cua vin ban, thudng st dung
cho cac doan ndi dung ctia van ban, véi chirc ndng nay van ban
ctia ban s& duoc dan déu khong bi tho thut ¢ 18 trai hay 18 phai
cua van ban.

- Dan dong cho doan van ban: Chung ta st dung I¢nh Line
Spacing, bang cach nhip chudt vao biéu twong Line Spacing trén
thanh cong cy, mot danh sach d6 xudng xuét hién. Chung ta co
thé chon mot trong cac mau c6 san hodc chon:

+ Add space Before Paragraph: Dé thém khoang tring phia trén
cua doan van ban.

+ Remove Space After Paragraph: Dé bot khoang tring phia dudi
cua doan van ban.

AaBbCcDc
S=== =S5 O T Normal
Parai 10
115
15
20
25
30
Line Spacing Options...
+.  Add Space Before Paragraph
T Remove Space After Paragraph

Ngoai ra ban ciing ¢6 thé chon Line Spacing Options... dé tiy
chinh khoang cach gitra cac dong trong doan van ban. Tuy nhién



cach nay s¢ duoc ching t6i hudng dan k¥ ludng hon & cac phan
tiép theo.
- Can 1& cho ca doan van ban: Chung ta su dyng 1énh Indent dé

= 3=

can 1€ cho ca doan vin ban ( ).

+ %= . Pua 18 toan bo doan van ban sang bén trai mdt budc Tab
(Mot 1an nhan phim Tab trén ban phim).

+7= : Dua 1é toan bd doan van ban sang phai mot budc Tab.
St dung thanh thwéc Ruler

Thanh thudc ngang ciing c6 thé sir dung dé can chinh 1& cho doan
van ban ban cht y nhitng hinh v€ dudi day:

2 1

+ First line indent: Nut trén bén trai thanh
thudc ngang dung dé can 18 cho dong dau cua doan van ban, dé
thuc hién ban chi can nhép vao biéu tuong nay va kéo truot vé
bén phai. Khi d6 dong dau cua doan van ban hién thoi s& duoc di
chuyén theo.

T'\_"-:---}---Il---Iz---ll---IE---Il---I4---I|---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 cdng cu, mét danh sich d8 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 thiy dong dau cta doan vin 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 cén 1€ cho toan bg ndi dung doan van
ban, dé thyc hién ban chi can nhap chudt chon bi€u tugng nay va



kéo v€ phia bén phai hodc bén trai. Khi d6 toan by ndi dung van
ban s€ di chuyén theo — trir dong dau tién ctia doan van ban.

-Phan mem ké toan quan tri.

-Phan meém quan Iy Khéch san, Nha hang.

Hinh anh trén cho thay toan bd ndi dung vin ban trir dong dau
tién da di chuyén theo vi tri biéu tugng Left indent.

+ @ Right indent: NGt duy nhat bén phai
thanh thudc ngang dung dé can 18 phai cho ndi dung vin ban bao
gé)m ca dong dau tién. Dé thuc hién ban chi can l’lhélp chudt chon
biéu twong nay va kéo di chuyén ngang theo thanh thudc. Khi d6
toan bd ndi dung ctia doan van ban hién thoi sé dugc can trai theo
vi tri cia biéu twong nay.

Cong ty phan mém ké toan AVIN:
Cung c&p phan mam K todn quan tr toan dién cho doanh nghigp.




Sir dung hop thoai Paragraph

Dé chinh stra Paragraph cho doan vin ban ngoai cach s dung
cac cong cu trén thanh Ribbon ban con co thé st dung hop thoai
Paragraph. Dé bat hop thoai nay ban nhip chudt vao biéu tugng
miii tén phia dudi nhém 1énh Paragraph trén thanh cong cu

Ribbon.

— = P
= = = = =" Q - -
Paragraph [

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

r

Indents and Spacing | Line and Page Breaks

General
Alignment: | [ETI |

Outline level: Body Text [ﬂ Collapsed by default

Indentation
Left: 0" Special: By:

Right: 163" First line [+] loa3-

[7] Mirror indents

Spacing
Before: 0pt Line spacing: At:

After: spt & Multiple B 1.08
[7] pon't add space between paragraphs of the same style

Preview

Cleg iy phie mibm kol tode AN

Tabs.. | [ set as Defaut |




Hop thoai gdm hai Tab 1a Indent and spacing va Tab Line and
page breaks. ¢ day ching ta quan tam dén Tab Indent and
spacing.

- Alignment: Can chir cho doan van ban, nhan 4 gia tri la Left
(can trai), Right (can phai), Center (can gilta) va Justified (dan
deu).

Left

Left
Centered
Right

Justified

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

BodyText |+

Body Text -
Level 1
Level 2
Level 3
Level 4
Level 5
Level &
Level 7
Alevel 3
Level 9 i

Nhimng doan vin ban c6 Outline tir Level 1 dén Level 9 s& c6 thé
l1a ndi dung cua muc luc, cac doan khac c6 Outline 1a Body Text
s€ chi 1a ndi dung cta van ban.

- Left: Gia tri trong 6 nay 1a vi tri vé& tréi cia van ban

- Right: Gi4 tri trong 6 nay 14 vi tri vé phai ctia vin ban

- Special: Thiét 1ap vi tri dong dAu cta doan vin ban, nhan 3 gia
tri None (khong thay d6i 1& dong dau doan), Firstline (Lui vé bén
phai so voi ndi dung van ban), Hanging (Lui vé bén trai so véi
ndi dung van ban).



Special:

First line [~
noneg
Hanging
Sau khi chon hai gia tri First line va Hanging ban c6 thé thay dbi
khoang céach trong muc By.

- Before: Khoang cach gitta doan van ban hién thoi voi doan van
ban phi trén nd, thong thuong ching ta dé gia tri 1a 6 pt.

- After: Khoang cach gitta doan van ban hi¢n thoi voi doan van
ban phia dudi nd, thong thuong chung ta dé gia tri 1a 6 pt.

- Line Spacing: Khoang cach gitta cic dong trong doan vén ban,
thuong chiing ta dé gia tri Single.

Multiple [~

single
1.5 lines
Daouble
Al least
Exactl

+ Single: Khoang cach 1a cach gitra cac dong trong Paragraph la
1 dong.

+ 1.5 lines: Khoang cach la cach gitra cac dong trong Paragraph
la 1.5 dong

+ Double: Khoang cach la cach gitta cac dong trong Paragraph la
2 dong.

+ At Least: Tao khoang cach 16n hon mot dong bang cach gb
nhép s6 do mdt cach chinh xac vao muc At (don vi 1a point).

+ Exactly: Khoang cach chinh xac theo sb d& gd nhap vao muc
At (don vi 1a point).

+ Multiple: Khoang cach tinh theo s6 dong dax gd nhap trong
muc At (don vi 1a Lines).



Luru y: Néu trong muc Line Spacing ma ban chon 13 Exactly va
gd nhap sb qua nho trong muc At ban s& thiy cic dong trong
Paragraph 13 rat nho. Do d6 n6 s& lam cac dong chit trong
Paragraph cham hodc dé chong 1én nhau va diéu nay s& khién ban
khong thé doc duoc cac dong chir trong Paragraph d6. Vay nén
ban khong nén nhap sé nho hon 1.

St dung Menu nhanh

Mot tién ich dugc cai tién dang ké trong cac phién ban tir Office
2007 1a st dung menu nhanh ngay trén ndi dung van ban. Trudc
hét ban bdi den doan vin ban can cin chinh Paragraph, mot menu
m& mo xuat hién phia trén con tro chudt, ban hady manh dan di
chuyén con tré chudt toi ving d6. Mot thanh cong cu sé sang 1én
cho ban thao tac, ddy chinh la menu nhanh trong Microsoft
Office 2013.

Cong ty phan mém ké toan AVIN:

Cung cap phan mém k& todn quan tri toan dién cho doanh nghiép.

-Phan mém k& todn guan tri. Calibri (Bady)

I =
p

al
-phin mem quén Iy Khach san, Nhat © 1 U %7 T A

-Ph@n mém guan Iy higu thudc.

Do6i voi can chinh Paragraph chl'mg ta quan tdm dén cac cong cu

3= . N
Alignment ( - ) va Indent ( ), dé thao tac ban chi can
nhap chudt vao cac biéu tugng ndy. Y nghia ciia ching tuong tu
nhu giai thich & cac phan trude.

3.4. Trinh bay ky hiéu dau doan

Dé vin ban dugc trinh bay r6 rang cac dé muc va phong phu sinh
dong, ban co thé trinh bay vin ban theo kiéu liét ké. Nghia la
trong van ban sé& c6 cac gach dau dong, hay cac muyc 1,2,3..., hay
theo bang chir cai a, b, c... Vi Microsoft Ofice 2013 né co thé
nhén cac kiéu liét ké nhu vay nho vao kha nang nhan biét cac ky
hiéu dang dau mdi Paragraph. Ban c6 thé lya chon kiéu liét ké



bing Sé thir tu hay bang cac ky hiéu dic biét. Chuong trinh s&
cung cap cho ban cac ky hi¢u dac bi¢t.

Sir dung cac cong cu trén thanh Ribbon

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

l

Paragraph

- Bullets: Chon cac biéu tuong lam ky hiéu dau doan van ban, dé
thuc hién ban lam nhu sau:

Buée 1: Chon nhitng doan vin ban can thiét ké cac ky hiéu dau
doan.

Buée 2: Nhap chudt vao nat Bullets trén thanh Ribbon, Iuu ¥ néu
ban nhép chudt vao phéin chinh cua nut 1énh thi mot biéu tuong
mic dinh (s dung gan day nhat) s& duoc chon lam ky hiéu cho
dau cac doan van ban. Trong truong hop mudn thay dbi ban nhap
chudt vao phan mili tén bén phai cua biéu tugng. Mot danh sach
s& d6 xubng nhu hinh dudi day:
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Recently Used Bullets

Bullet Library

Mone ® D

>|[v

Document Bullets

#- Change List Level

Define Mew Bullet...

LaBbCchc ¢

>

+*

»

Recently Used Bullets: Biéu tuong sir dung lan gan nhét va dugc

chon 1a biéu tuong mac dinh.

Bullet Library: Danh sach cac biéu tuong san c6

Document Bullets: Biéu twong dang sir dung trong doan vin ban

hién tai.

Change list level: Thay d6i outsite level cho nhitng doan vin ban
hién thoi va cung voi no 1a thay doi cac biéu tugng dau doan.



1— 1

=ni=-% &% 2 T | papbeede AaBbcede AaBbC( AaBbCcE

Recently Used Bullets Mo Spac.. Headingl  Heading 2
- ®
Bullet Library
a

Mone ® @) | +* -t

>l v 1_

Document Bullets a

+

& (Change List Level 3 1.

Define Mew Bullet...
i

Define nNew bullet...: Dinh nghia mot Bullet méi, dé thuc hi¢n
bar} nhap chon muc Define New Bullet.’.. trong hop thoai do
xuong, hop thoai Define New Bullet xuat hi¢n nhu hinh dudi

day:



L N
Define New Bullet- SR

Bullet character

| Symbol.. | | Pidure.. || Font. |

Alignment:

Left B

Preview

|Z| Subset: | Basic Latin

IREHGEBENEEE e
ol1]2]3]als]e|7|8|9]:];|<|=]>]|?
@/ alslc|p|e|Fla|H|1|s]Kk]L|m|N]O
Plalr|s|[T{ulviw|x|y|z|[\[]1]r]__
Recently used symbaols:
clel¥|ole|™|+|2|<]2]+|x|=|nlalp

Unicode name:

Hyphen-Minus ;haractercode:|002D |from:|Un|code[hex] El

[ ok || canea |




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

+ Nhap chon niit Picture néu mudn sir dung céc hinh anh lam ky
hiéu dau dong cho doan van ban.

Insert Pictures o

Ay From afile

Browse files on your computer or local network

Browse ¥

G Office.com Clip Art

Royalty-free photos and illustrations

Bing Image Search
Search the web

Sign in with your Microsoft account to insert photos and videos from Flickr, SkyDrive, and other sites,

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

- Font: Ngoai viéc thay doi cac hinh anh dai dién ban con c6 thé
thay d6i ca Font chit va khoang cach giita ky hiéu ddu doan va
noi dung doan vin ban, bang cach nhap chon nut Font.
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Font Adyanced

Font: Font style: Size: i
Calibri
BrowallialUPC + | |Regular - | |8 -
Brush Script MT Italic 9
Brush Script Std (4 Eold 10 4
BrushScript Bold Italic 11
- | |12 -
Font colon: Underline style: Underline colorn:
| Mo Colaor El | |Z| | Mo Colaor El
Effects
|:| Strikethrough |:| Small caps
|:| Double strikethrough |:|g|l caps
|:| Superscript |:| Hidden
|:| Subscript
Preview

Set As Default | ok ][ Cancel

Sau khi khi thay doi phu hgp ban nhip Ok dé hoan tit. Tiép tuc
nhap ok ¢ ctra sO Define New Bullet.
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=T 2l | pabeene
Recently Used Bullets

-_——

Bullet Library

None - ® O [ | +
+ T

¢¢¢ Y /

Document Bullets

-_——

Define Mew Bullet...

Nhu vay la chiung ta da c6 mot Bullet mdi trong danh sach

- Numbering: Khéac v6i Bullet st dung cac hinh anh, biéu twong
lam ky hiéu dau doan van ban, Numbering sir dung cac ky tu lién
tiep nhu 1,2,3,... hay LILIIL,... hay a, b, c,... D¢ st dung cong cu

nay ban thyc hi¢n nhu sau:

Buodc 1: Lya chon nhitng doan van ban can tao ky hi¢u dau doan

Bude 2: Nhap chudt vao nit Numbering trén thanh Ribbon, luu ¥
neéu ban nhap chudt vao phén chinl} cua nat 1énh thi mot bicu
tugng mdc dinh (sir dung gan day nhat) s€ dugc chon lam ky hiéu

cho dau cac doan van ban.
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Paragraph

+ Trong trudng hgp mudn thay dbi ban nhap chudt vao phan miii
tén bén phai cua biéu twong. Mot danh sach s& d6 xudng nhu
hinh du¢i day:

1.
[
3

Numbering Library

A
2l T AaBbCcDe |

1. 1)

MNone 2 2)

3 3)

| Al a)
Il B. b)
] C. c)

Document Mumber Formats




+ Trong muc Numbering Library ban c6 thé chon mét kiéu bat ky
dé su dung lam ky hi¢u dau doan vin ban, néu mudn huy bd ban
chon muc None.

+ Néu chua hai long v6i nhitmg mau sin c6 ban ciing c6 thé tu
thiét ké cac miu riéng cho minh béng cach nhép chon muc
Define New Number Format...

Ll N
Define New Mumber Format &Iéj
Mumber format
Humber style:
L2, B
Mumber format:
1 |
Alignment:
Left ]
Preview
1.
2
3.
BT [ cancel
['S

Trong muc Number style ban chon mdt kiéu nhat dinh hodc tu
dinh nghia mét kiéu & muc Number Format. Chuong trinh s€
hién thi két qua & muc Preview dé ban c6 thé xem trudc.

Gia su ching ta muén dén}} dau muc dang 1.1, 1.2, 1.3,... ban s€
phai stra lai gia tri trong phan Number Format nhu sau:



B ™
Define New Mumber Format @lg
- _— -
Mumber format
Humber style:
Mumber format:
1. |
Alignment:
Left [~
Preview
1.
2.
3.

Cubi cing nhip Ok dé hoan tit. Nhu vay mot kiéu moi s& xudt
hién trong danh sach nhu hinh duéi day.



!.a__' — —— A
- = &% 20 T | asmbcene ¢

[E——
: [4]
i Numbering Library 1
1.1 1.
Mone 2.1 2.
31 3. I
1) l. A
2) Il. B.
3) M. C.
a)—— | |a.— Mumber alignment: Right
b) b. ii.
c) C. iii.
Document Number Formats
1.1
21
31 |
-  Change List Level 3

Define Mew Mumber Format...

EE Set Mumbering Value..,

Luu y": Ban cling 5:(’) thé thiét lap gid tri bét dAu cho danh sach liét
ké bang cach nhap chon muc Set Numbering Value... Mot hop
thoai s€ xuat hién nhu hinh duéi day:



r I
Set Mumbering Value @l&]

@ start new list

(") Continue from previous list

Advance value [skip numbers)

Set value to:
i 2

Preview: 1.1

[ OK ] ’ Cancel

L=

Ban thay ddi gia tri bét dau cho danh sach trong muc Set value to,
nhu hinh trén danh sach s€ bat dau tur 1.3.

- Muntilevel List: Xét trong mot quyén sach chung ta thay bd
cuc ¢6 thé ¢6 nhu sau:

Chuong 1:
Bai 1:

a.

b.

C.

Bai 2:

Chuong 2:
Bai 1:



Bai 2:

V6i bd cuc nhu vay thi cac Chuong trong Word quy dinh la cung
mot Level va 1a Level cao nht, tiép theo 1a Bai r6i dén cac Muc
nho. Pé thuan tién cho ngudi soan thao khong phai nhd xem
minh da viét dén bai hay muc nho nao Microsoft Word 2013
cung cép cong cu Muntilevel List, gitip ban ty dong danh cac dé
muc nay. Pé thuc hién ban lam nhu sau:

Gia sir chling ta can trinh bay mot noi dung van ban nhu sau:

IR D S R R AR T R S AR A RER. VA0
Nha sach Tri Viét
L. Sachtin hoc
A Tin hoc corban

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

B. Vian phong
Sach tin hoc van phong...

C. Lip trinh
Sach ldp trinh...

II. Sachyhoc

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

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

Bude 1: Soan van ban tho nhu hinh duéi day:



Nha séch Tri Viéy

Séch tin hoc

Tin hgc co ban

Séch tin hoc co ban

Van phong

Sach tin hocvan phong...
Lap trinh

Sach lap trinh_

Sach y hoc

Y hoc phuongddng

Sdch y hoc phurong déng...
Y hoc phuwongtay

Sach y hoc phurongtay...
Cac bai thudc quy quanh nha

Quyén sdch cac bai thudc...

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

[

e

N

Nha sach Tri Viét

Sdch tin hoc

1
/ Tin hoc cof ban

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

L Wan phang
vao day

Sdch tin hocvadn phang...
Lap trinh

Sdch lap trinh...
Sach y hoc

¥ hoc phuong dong




Pé thyuc hién ban di chuyén con tro chudt sang bén trai cua dong
chit “Sach tin hoc” cho t6i khi con tré chudt ddi thanh hinh mii
tén 10i nhap chon, toan bd ndi dung ciia dong nay sé& duoc bdi
den v6i dong tiép theo ban gitra phim Ctrl 14 lam tuong tu.

Buée 3: Nhip chudt vao hinh mili tén tré xudng trong biéu twong
Multilevel List trén thanh cong cy Ribbon, danh sach xuét hién
ban nhap chon muc phéng to trong hinh dnh dudi day:

la>_______________ |
Current List
1.
B -
gﬂ L S a.
[ 1 | . E . | i | I
=
List Library
Nha sach Tri Viét ” "
Maone aj 1.1
sach tin hoc D 114
Tin hoc co ban )
& Article | Haad

Sach tin hoo cof ban . = Section 1.011

Vén phang

Sach tin hoc van phong. |

Lap trinh
Sach lap trinh...
Sach y hoc

Define Mew Multilevel List...
¥ hoc phuong déng Define Mew List Style...
Sach y hoc phurongdéng...

Va dudi day 1a két qua



[ M W N SO OO SO
= ; ; ; ; ; ;

Nha sach Tri Viét

L Sach tin hoc

Tin hoc corban

Séch tin hoc co ban...
Wan phong

Sédch tin hoc vén phong...
Ldp trinh

Séch I3p trinh...

II.  Sachyhoc
¥ hoc phuong déng

Séch y hoc phurong déng...

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

I S N N B I

Ehcestooss

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...

Y hac phuwong tay

Sach y hoc phuongtay...

Cac bai thudc guy quanh nha

Quyén sach céc bai thudc...




Lam twong tu nhu bude 3 két qua s& dugc nhu hinh dudi day:

Y. TR RS DN RN N
= : ; 5 ; 5

I Sachtin hoc

II.  Tin hoc co ban
sach tin hoc co ban...

1II. Vanphong

Sdch tin hocvin phang.

IV. Lap trinh
Sdch 3p trinh

V. Sachyhoc

V1. Y hocphwongdong
Sach y hoc phurong déng...

VII. Y hocphwrong tay
Sdch y hoc phurrong ty.

Két qua c6 vé khong nhu mong doi nhung ban dimg lo ling vi
day 1a cac muc thudc bac 2 vi vay ban can phai chon lai bac cho
chung, bang cach nhip chon lai biéu twong Multilevel List. Trong
danh sach d6 xudng ban di chuyén t6i muc Change list level roi

chon muc A. heading 2 & menu nhanh bén phai.

None a) ™

* Article | Hezs
> Section 1.01
() Heading 3

Chapter 1+z: —

Lists in Current Documents

<5 Change List Level »
Define New Multilevel List... (@) resaing &

Define Mew List Style...

Két qua s& duoc nhu hinh dudi day:



Nha sach Tri Viét

I Sachtin hoc

A Tin hoc corban

Séch tin hoc co ban..

B. Vanphong

Sach tin hocwvén phang...

C. Lép trinh
Sach ldp trinh...

II. Sachyhoc

A Y hoc phwong dong
Séch y hoc phirong déng.

B. Y hoc phwrongtay
Séch y hoc phurong ﬁ\'é.

C. Cac bai thudc quy quanhnha
Quyén séch cac bai thudc..
Bude 5: Ban céan 1€ cho phan ndi dung nhu da huéng dan & phan
trudce chiing ta s€ dugc mét trang van ban trinh bay hoan chinh va
ton it cong strc.

|---|-~ﬁ---“[-~|---2-‘-w---3---\---4---\---5---\--(\5-

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, Sach tin hoc co ban, Sach tin hoc corban, 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. Vin 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 tiy
Sach y hoc phuongtay...



3.5. Tuy bién Font chiv

Trong c&c phan trude ching toi da hudng din cac ban cach lwa
chon Font chir cho toan vin ban. Tuy nhién véi chi by nhiéu thi
ching ta chwa thé trinh bay dwoc nhitng vin ban phuc tap, sit
dung nhiéu loai Font chit ciing nhu kich thude chit khac nhau.
Trong phdn nay chiing ta s& cing nhau tim hiéu rt nhiéu chirc
ning khac cé trong Microsoft Word 2013 dé tuy bién Font chir
trong van ban.

Trudc hét ban chon doan van ban can tuy bién Font chir va su
dung mot trong cac cong cu sau day:

Sir dung thanh cong cu Ribbon
wE= = O ©- ;

FILE HOME IMSERT DESIGM PAGE LAYC
& - b
D Calibri (Body) ~/11 ~| A A Aa- A

Paste ¢ B I U-aex x° _{E,‘-u.vaf'fv_&v

-

Clipboard = Faont Ma

Pé hiéu chinh Font bang coéng cu trén thanh Ribbon chung ta
quan tdm dén nhom I¢nh Font.

- [calibri (Body) ™| Eont: Thay ddi Font chit cho doan vin ban dugc
chon.
-1 " Font Size: Thay dbi ¢& chit cho doan vin ban duoc
chon

- Grow Font: Tang cd chit 1én 1 don vi

- ™ Shrink Font: Gidm c& chit di mét don vi

Aa - . .
- S Change Case: Thay d6i thanh kiéu chit hoa hay chit

thuong



A -— 31— 1-
#— o 22— w a
- — T —

Aa -
Sentence case,
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

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

Y
1 1 2 3 4
8

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

+ Lowercase: Chuyén toan bo thanh chir thuong

2

1 1 2 3
B

cong ty cp phan mém avin

ghéﬂ mém ké todn quan fri

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



CONG TY CP PHAN MEM AVIN

PHAN MEM KE TOAN QUAN TRI

+ Capitalize Each Word: Viét hoa céc chir cai ddu cia tir va viét
thuong céac chit con lai.

1 * 1 2 3

Céng Ty Cp Phian Mém Avin

Phin Mém Ké Todn Quan Tri

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

1 X 1 2 3

cONG tY cP pHAN mEM aVIN

pHAN mEM kE tOAN qUAN tRI

A
- Clear Forrmatting: Xd6a toan by dinh dang Font chit cho
doan vin ban dugc chon

- B Bold: Chit dam

I
- Italic: Chir nghiéng



- Y7 Underline: Chit gach chan, dé thay doi kiéu gach chan
ban nhap chon miii tén tré xudng bén cach biéu tuwong nay roi
chon kiéu gach chan ma minh can thiét lap.

U - abe X, X° .ﬁ'aty_

Muore Underlines...

& Underline Caolor 3

Néu nhu chua vira y véi danh sach kiéu gach chén hién tai ban co
thé nhap chon muc Moe Underlines (chi tiét hop thoai nay s&
dugc hudng dan trong cac phan sau). Ngoai ra néu khong vua y
v6i mau den ban ciing c6 thé chon cic mau khac bang céach di
chuyén chudt téi myc Underline color va chon mau twong tmg &
hop mau bén phai.

More Underlines...

Q Underline Color * Il Automatic

Theme Colors

Standard Colors
N EEENEN

More Colors...



s StrikeThrought: Chir gach ngang

= SubScript: Panh chi sé duéi cho chit (vi du X»)
-1 SuperScript: Panh chi sb trén cho chir (Vi du X?)

- “3' " Text Effect: Chir ing dung, dé thiét 1ap chir tng dung ban
nhap chon biéu tugng nay trong nhom Iénh Font.

A A N
L A A

=]

i-_ Qutline .
& shadow .
& Reflection .
A Glow 3
123 Number Styles b
fi Ligatures 3
abe  Stylistic Sets .

Danh sach d6 xuéng ban chon téi kiéu chir ing dung cﬁn thiét
lap. Ngoai ra néu chua vira y ban c6 thé thay d6i cac tham s nhu
bong do, dudng vién, ... & cac muc bén dudi.
. T .

- Text Highlight Color: Thay doi mau nén cho chit, néu
nhip chon biéu tugng niy chwong trinh s& tu dong liy mau dang
hién thi lam mau nén cho chit trong doan van ban da chon. bpé
thay d6i mau ban nhap chon mii tén bén phai biéu twong nay,
hop mau xuat hién ban c6 thé lya chon cac mau khac cé trong
ban mau.



ay -
a2 ee

HEEEEN
. I Dark Blue .

Mo Colar

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

_ A Font Color: Mau chit, tuong ty nhu mau nén ban nhép
chon biéu tuong nay dé thiét lap mau hién tai cho chit trong doan
vin ban di chon, ngoai ra c6 thé chon cac mau khac bing cach
nhap chudt vao biéu tuong mii tén tro xudng bén phai biéu twong
nay.

A -

B Automatic

| Them Automatic

Standard Colors

HN EEEER
wy More Colors..
[l Gradient b

Sir dung hop thoai Font

Pé tiy l;ién Font chit bang cach sir dung hop thoai Font ban nhip
chon bi¢u tugng Font phia dudi nhém 1€nh Font.



Calibri (Body) - |11 ~

A A Aa- fo

B I U -abe x, X A-%-A-
Fant I

Hop thoai Font xuat hién nhu hinh duéi day:

Font style:

Regular 11

- ~| |8

=Headings Italic 9
D Eald 10

Bold talic

Adobe Caslon Pra & T2

Font colorn: Underline style: Underline color:
|_E| | [nanel El | Automatic |ZI
Effects
Strikethrough Small caps
Double strikethrough All caps
superscript Hidden
Subscript

Preview

+Body

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

[ Set As Default ] [Teﬂgﬁetts... l OK I [ Cancel

Trong hop thoai nay chiing ta quan tdm dén Tab Font

- Font: Dar}h sach Font chir hé théng, ban c6 thé chon mot loai
Font chir 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 dd n6i ¢ cac phan trudce tir phién ban 2007 Microsoft Word
da bd xung mot tinh nang kha tién loi 1a trang bi thém menu
nhanh ngay trén man hinh soan thdo. Ban ciling c6 thé sur dung
menu nay dé hiéu chinh Font chit cho vin ban. Cac budc thuc
hién nhu sau:

Bude 1: Chon doan van ban can hiéu chinh Font chit

Buée 2: Di chuyén 1én menu nhanh phia trén

Faraygrapin

Calibri (Body) ~ |11 A AN A_;-
B I U3~ A ~:i=~i=~ Stles
Céng Ty CP Phan M&m AVIN
- [Calibri (Body] * | gt Thay ddi Font chit cho doan vin ban dugc
chon.
-1 " Font Size: Thay dbi ¢& chit cho doan vin ban duoc
chon

- A" Grow Font: Tang c6 chir 1én 1 don vi

- A" Shrink Font: Giam c& chit di mot don vi
B . N an

- Bold: Chir dam

- £ Halic: Chit nghiéng



- U Underline: Chit gach chan

- Alignment: Can 1& van ban, dé thay d6i cac dang Alignment
ban nhap chon lién tuc bi€u tugng nay.

- = Text Highlight Color: Thay d6i mau nén cho chir, néu
nhap chon biéu _tuong nay chuong trinh s& tu dong lay mau dang
hién thi lam mau nén cho chir trong doan vin ban da chon. Dé
thay d6i mau ban nhip chon mii tén bén phai biéu tugng nay,
hop mau xudt hién ban c6 thé lya chon cic mau khéc cé trong
ban mau.

ab@| .
—

Mo Color

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

Y-V Font Color: Mau chi, tuong ty nhu mau nén ban nhép
chon biéu twong nay dé thiét 1ap mau hién tai cho chir trong doan
van ban dd chon, ngoai ra c6 thé chon cac mau khac bang cach
nhip chudt vao biéu twong mili tén tré xudng bén phai biéu tuong
nay.

[Al]

. Automatic

Theme Colors

Standard Colors
| EEEEN

8 More Colors...

|] Gradient 4



3.6. Chia c6t cho van ban

Mot vi du ma cac ban thuong théy vé chia cdt cho vén ban 1a cac
trang bao viét. Do dic thu cac trang bao rat rong, dé ngudi doc co
thé tap trung ngudi thiét ké da chia ndi dung bai bao thanh nhiéu
cot khac nhau. Véi Microsoft Word 2013 dé chia cot cho ndi
dung van ban ban c6 thé thuc hién nhu sau:

Buée 1: Chon phan van ban can chia cot

Budce 2: Trén thanh cong cy Ribbon chon Tab Page Layout, trong
Tab nay tim dén nhom lénh Page Setup. Tiép tuc nhap chon biéu
tuong Columns.

PAGE LAYOUT

= % Breaks = Indent Spacing & Align ~
—  {[Jline Numbers~ 3= Lefts |0 *|1Z Before: 0 pt .
ation Size Columns : : Selection

. b2 Hyphenation ~ & Right: |0" . 1= After |8pt . Pane

Pages|—) | [0 Paragraph & Arrange

Buoc 3: Trong hdp thoai dd xuéng ban c¢6 thé chon mét kiéu chia
cot bat ky trong danh sach. Néu nhu chua vira ¥ voi nhitng mau
d6 hay nhap chon muc More Columns...



” ——
Columns ‘ &Iﬂ

Presets

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

6.5 N :
| — :
[ ] ‘ ’

Equal column width

Apply to: |Whole document |E| Start new column

| ok || Ccancl

Hop thoai Column xuét hién:
- Preset: Kiéu chia cot
- Number of columns: S6 cot can chia cho ndi dung vin ban

- Line Between: Gach ngan cach gitra hai ¢t

- With and spacing: Thay dbi do rong va khoang cach giita cac
cot. Trong truong hop muodn thiét 1ap do rong tat ca cac cot bang

nhau ban tich chon muc Equal column width.

Cubi cing nhap Ok dé hoan tat.

rParagrapn ] Afrange
3 2 1 r 1 2

Luu y: Ban cling co thé thay dgi dé réng, hay thudc ngang, cach thue hién twong tw nhy da

¢c3n [B cho tirng cét bing cach s& dung thanh, hwéng din & cic phan truge.



Luru y: Ban ciing c6 thé thay d6i d6 rong, hay can 1& cho timg cot
bang cach st dung thanh thudc ngang, cach thyc hién tuong tu
nhu da hudng dan ¢ cac phan trudc.

Bai 4 — Lam viéc v&i bang biéu

Trong thyuc t& ¢6 rat nhiéu vin ban can trang tri bang biéu vi du
nhu danh sach 16p, danh sach hoc sinh tién tién, danh sach dong
tien quy 16p,... Trong bai nay ching t6i s€ hudng dan cac ban
trinh bay bang biéu cho nhitng van ban nhu vay.

4.1. Chén bang vao van ban

Dé thuc hién chén bang biéu vao vian ban ban thuc hién theo cac
budc sau day:

Bude 1: it con trd chudt tai vi tri cAn chén bang biéu

Bucce 2: Tu thanh cong cu Ribbon nhip chon Tab Insert va tim
tdi nhom Tables. Nhap chon biéu tugng Table trong nhdm nay.



INSERT

| 1D g © B

Table Pictures Online Shapes SmartArt
M Pictures  ~

Insert Table itions

LOO0000000
I O
LO00000000
DOO0000000
I O
LO00000000
I O O |
I

fH Insert Table...
4 Draw Table
x i
E@ Excel Spreadsheet
B3 Quick Tables >

- Tao bang béng céch lya chon cau tric ¢ sin: Trong muc Insert
Table ban di chuyén chudt dé chon ciu tric bang man minh can
tao, v6i s6 hang, cot 1a sé cac 6 vudng nhod duoc chon trong danh
sach. Nhu hinh duéi day ching ta s& chén mot bang gdom c6 2
hang 3 cdt vao ndi dung van ban.



3x2 Table

|
|
|
o

EH  Insert Table...

j Draw Table

T

_Fﬂ Excel Spreadsheet

EH  Quick Tables 3

- Tao bang bang hop thoai Insert Table: Ban con c6 thé thay doi

cAu trac bang biéu b'f}ng cach nh’?ip chon muyc Insert Table... Hop
thoai Insert Table xuat hién nhu hinh dudi day:

Insert Table M

Table size
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behavior
@) Fixed column width: | Autao =

(71 AutoFit to contents

(7 AutoFit to window

|:| Remember dimensions for new tables

[ OK ] ’ Cancel




+ Number of columns: S ¢t ciia bang

+ Number of rows: S6 hang trong bang

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

+ AutoFit to contents: Tao bang ma do rong cac cot phu thudc
vao ndi dung cac cot do.

+ AutoFit to window: Tao bang ma do rong cac cdt dan déu theo
dd rong cua kho giay.

+ Remember dimensions. ..: Luu lai dinh nghia cu trac bang cho
lan tao tiep theo.

Cubi cung ban nhip chon nit Ok dé hoan tat.

- Tao bang bang Quick Tables: Ban nhép chon biéu twong Quick

Tables trén menu nhanh. Mot danh sach cac bang mau s& xuét
hién nhu hinh dudi day:



E a0 g ©
Table Pictures Online Shapes St

T Pictures

Insert Table

I o [
I
I I
I I
I
I
I
I

ER Insert Table...
4 Draw Table

Built-In
Calendar 1

December

B Excel Spreadsheet

M T

[ Quick Tables >

2 3
Calendar 2

M I
1
7 8
14 15
21 22

Calendar 3

MAY

3 4
10 11
17 18
24 25

5
12
19
26

6
13
20
27

December

Ban nhép chon mot mau bét ky dé thém vao noi dung van ban.

4.2. Hiéu chinh bang biéu

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

- Lua chon mdt Cell: Bé lua chon mot Cell ban c6 thé thuc hién

theo mdt trong cac cach sau day:

Cach 1: Nhép chudt chon téi 6 can lwa chon trén Table.

Cach 2: Sir dung cong cu trén thanh Ribbon bang cach nhip chon
Tab Layout tim téi nhom Table chon biéu tugng Select sau do

chon Select Cell.



s B B

Select  View Propertie

*  (Grdlines
El Select Cell
Bl Select Column
Fl  Select Row
B Select Table

™

- Lwa chon mot nhom céac Cell: Dé lya chon mot nhém & trong
bang bi€u ban nhap chudt tai vi tri dau tién gitt roi di chuyén dén
dich.

- Lua chon mdt hang: Pé lya chon mot hang trong Table ban c6
the 1am theo mot trong cac cach sau day:

Céch 1: Di chuyén con tro chudt téi vi tri ddu tién cua hang can
lya chon, khi con tro chudt d6i thanh hinh miii t€én mau trang ban
nhap chudt trai.

Cach 2: Sir dung cong cu trén thanh Ribbon bang cach nhip chon
Tab Layout tim t6i nhom Table chon biéu tugong Select sau do
chon Select Row.

s B B

Select  View Propertie

- Griclines

Select Cell
Select Column

Select Row

E E E E

Select Table



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

Cach 1: Di chuyén chudt t6i dinh cua cdt can lva chon, khi con
tro chudt doi thanh miii tén tré xudng mau den, ban nhap chudt
trai.

Céch 2: Str dung cong cu trén thanh Ribbon bang cach nhip chon
Tab Layout tim téi nhom Table chon biéu tugng Select sau do
chon Select Column.

s B B

et

Select  View Propertie
~  Gridlines

Bl Select Cell

Ell  Select Column
E Select Row

Bl Select Table

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

Céch 1: Nhép trai chudt vao biéu twong phia phai trén cia Table.

()

Cach 2: Chon Tab Layout trén thanh cong cu Ribbon tim t6i
nhom Table chon biéu tugng Select sau d6 nhap chon Select
Table.



s EH B

Select  View Propertie
*  (Gridlines

Select Cell

Select Column

Select Row

i

Select Table

Thao tac véi cot

- Thém cot

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

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

TABLE TOOLS
DESIGM LAYOUT

i | |
i B &1 B
Insert Inzert Inzert Insert
Above Below  Left  Right
Rows & Columns F

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

+ Nhap phai chudt di chuyén téi muc Insert chon Insert Left dé
thém cot bén trai vi tri con trd hién thoi, nhap Insert Right dé
thém ¢4t bén phai vi tri con tro hién thoi.



Insert Above

Insert Left

]

[ Ed Insert Below
€
HE

Insert Right

T|CalibriBo -+ |11 < | AT AT T - IS - l___| l__l

B I =3% - A - fy- 5 - o Insert Delete

- Xoba cot

Dé x6a cot khoi bang ban 1am theo cac budc sau:
Buée 1: Nhap chudt chon tdi cot cin xoa trong bang
Budc 2: Thuc hién theo mot trong céac cach sau day:

+ ’Nhép chon Tab Layout, tim t6i nhém 1énh Rows & Columns,
tiep theo nhap chon nut Delete, chon Delete cloumns.

X

Delete

-

Delete Cells...

FFah

,_
=

Delete Columns

Delete Rows

S %

Delete Table

+ Nhap phai chudt chon Delete Cells. ..



|ERy Cop

'IB Define
Synonyms *
E};‘ Tranglate
'fa Search with Bing
Delete Cells...
B Split Cells...
Border Styles 3
Text Direction...
Table Properties...

Hyperlink...

N e ==

Mew Comment

Hop thoqi De}ete Cells xuit hién tich chon muc Delete entire
column ro6i nhap Ok.

.
Delete Cells (i i)

() Shift cells [eft

() Shift cells up

() Delete entire row

i@ iDelete entire column:

| ok || cancel




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.
Bude 2: Thuc hién theo mdt trong hai cach sau day:
+ Tu thanh Ribbon chon Tab Layout, tim t6i nhom 1énh Rows &
Columns.
TABLE TOOLS
DESIGM LAYOUT
B IS

Insert Insert Insert Insert
Above Below Left  Right

Rows & Columns a

Chon Insert Above dé thém phia trén vi tri con tré hién thoi, chon
Insert Below dé thém hang phia dudi vi tri con tr6 hién thoi.

+ Nhép phai chudt di chuyén t6i muc Insert chon Insert Above dé
thém hang phia trén vi tri con tré hién thoi, nhap Insert Below dé
thém hang phia duéi vi tri con trd hién thoi.

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

J— B I =3~ A - O - - & Inset Delete

m Inzert Above
B Insert Below
€] Insert Left

O EZ InsertRight

- Xba hang



Dé x6a hang khoi bang ban 1am theo céc budc sau:
Buée 1: Nhap chudt chon t&i hang can xo6a trong bang
Buoc 2: Thyc hién theo mot trong cac cach sau day:

+ ’Nhép chon Tab Layout, tim t6i nhom 1énh Rows & Columns,
tiep theo nhap chon nut Delete, chon Delete Rows.

5 R |
Delete  Insert Insert

- Above Below

Delete Cells...

ol

,_
=

Delete Columns

Delete Rows

% X

Delete Table

+ Nhap phai chudt chon Delete Cells. ..



|ERy Cop

E Define
Synonyms 3
E};‘ Translate
'fa Search with Bing
Delete Cells...
] Split Cells...
Border Styles (3
||} Text Direction...
Efy Table Properties..

% Hyperlink...
L7 Mew Comment

Hop thoai Delete Cells xudt hién tich chon myc Delete entire row
roi nhap Ok.

.
Delete Cells  (mthu e

() Shift cells |eft

() Shift cells up

(71 Delate entire column

ok || cance |

Thao tac véi 6 (Cell)



- Thém Cell: Pé thém mot Cell méi vao bang ban chon tdi vi tri
can thém roi chon nhu hinh

TAELE TOOLS
DESIGM LAYOUT

Insert  Insert Insert Insert
Above Below Left  Right

Rows & Columns @

Hop thoai Insert Cells xuat 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 hién thoi.

’
Insert Cells &Iﬂ

(") Shift cells right
@ ni

(71 Insert entire row

(") Insert entire column

oK ] [ Cancel

- X6a Cell: Bé x6a mot Cell ban chon t&i Cell can xo6a roi thuc
hién theo mot trong cac cach sau day:

+ 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...
Efy Table Properties..

% Hyperlink...
L7 Mew Comment

Hop thoai Delete Cells xuat hién nhu hinh dudi day:

;
Delete Cells (ot

() Shift cells up
() Delete entire row
() Delete entire column

[ OK ] [ Cancel

Chon Shift cells left (jé x0a Cell bén trai vi tri con tro hién thoi,
chgn Shift ce}ls up d§ x0a Cell phia trén vi tri con tré hién thoi,
cuoi cung nhap Ok dé thuc hién.



+ Tir thanh cong cu Ribbon nhép chon Tab Layout tim t6i nhom
Rows & Columns, nhap 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 thyc té rat nhidu truong hop ban phai gop cac
Cell lai khi trinh bay van ban, cach thyc hi¢n nhu sau:

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

1 % CL”_: E
By Copy I

£

y Paste Options:

S
= Ll

Delete Cells...

HH

Merge Cells

Border Styles k

—_—
=
=

Text Direction...

Table Properties...

et

Mew Comment



Hodc nhdp chon Tab Layout trén thanh Ribbon tim téi nhom
Merger chon nut Merger Cells.

TAELE TOOLS
DESIGM LAYOUT

Merge Split  Split
Cells Cells Table
Merge

- 'I:éch Cell: Ngoai viéc nhap cac Cell lai v&i nhau ban ciing ¢6
the tach chung ra thanh nhiéu Cell khac nhau. Céach thuc hién
nhu sau:

+ Chon nhom Cell can tach

+ Chon Tab Layout trén thanh cong cu Ribbon, tim t6i nhom
1énh Merge nhap chon Split Cells.

TABLE TOOLS
DESIGM LAaYouT

Split  Split
Cells  Table
herge

Hoic nhap phai chudt chon Split Cell



iy Paste Options:
= ™
= Ll
I Define
Synonyms k
@ﬁ Translate
Search with Bing

Delete Cells...

[

Split Cells...
Eorder Styles 3

—_—
=
b -]

Text Direction...

Table Properties...

Hyperlink...

L8P al

Mew Comment

Béng mot trong hai cach trén hdp thoai Split Cells xudt hién nhu
hinh du¢i day:

.
Split Cells =

Mumber of columns: |2

Ll L

F

Mumber of rows: 1 =

Merge cells before split

| ok || cance

Ban c6 thé tich nhom Cell hién tai thanh nhiéu hang nhiéu cot
bang cach dién gia tri cho hai muc Number of columns (s0 cot
can tach) va Number of rows (s0 hang can tach). Trong truong



hop ban chon mét nhém c6t chuong trinh s& cho phép nhap
ching lai trude khi tach nho bang cach tich chon muc Merge
cells before split. Cuodi cung nhap Ok d€ hoan tat.

Luru y: Ngoai tach cac Cell trén Table ban con c6 thé tach mot
bang thanh mot bang khac cach thuc hién nhu sau:

- Chon t6i vi tri cAn ngit thanh bang méi

- Trong Tab Layout trén thanh Ribbon tim téi nhém Merge nhap
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

- Nhap dit liéu: Mudn nhap dit liéu cho Cell nao ban di chuyén
con trd to1 Cell d6 va nhap ndi dung cho Cell, sir dung cac miii
tén dé di chuyén con tré chudt giita cac Cell. Sau khi nhap noi
dung cho Table ban c6 thé tiy bién Font chit cho ndi dung tuong
tu nhu thao tac véi ndi dung van ban.

- Céan chinh d6 rong, chiéu cao cua Cell: Dé can chinh do rong,
chiéu cao cho cac Cell trong bang ban co6 thé thyc hién theo cac
budc sau day:

Bude 1: Chon Cell hodc nhém Cell can can chinh d6 rong, chiéu
Cao.

Buée 2: Nhap chudt tab Layout trén thanh cong cu Ribbon chon
t61 nhom Cell size.



TABLE TOOLS
DESIGM LAYOUT

. - o EIEE A=
g__[l Height: |0.19" . H Distribute Rows —

=, B PR == Text Cell
eng Width: 1.3 .| O Distribute Columns
o === Direction Margins

Cell Size P Alignment

Dé thay doi d6 rong hay chidu cao cho Cell ban nhap thang gié tri
vao hai 6 nhap Table Column With va Table Row height.

4] loas- ol ko5 L 2. 1 n
+ Table Row Height: Thay d6i chiéu cao
+ 119 [ CEE Taple Column With: Thay déi do rong

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

Véi cach trén ban c6 thé cb dinh do rong cua cot theo mot gia tri
nhat dinh, tuy nhién trong mot s truong hop ban lai muén ching
thay ddi linh hoat theo ndi dung minh nhap hoic thay doi theo
dinh chiéu rong cua trang van ban. Pé thuc hién duge didu nay
ban nhép chon biéu tuong AutoFit mot danh sach db xuéng xuét
hién nhu hinh dudi day:

£ AutoFit =

AutoFit Contents

T T
ko E[:::-
i L

AutoFit Window

ik 83

Fixed Column Width

+ AutoFit Content: Thay d6i do rong cta 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 n61 dung trong Cell: Noi dung trong cac Cell la
khong giong nhau, véi ndi dung 1a Text chiing ta can trai, nhung



voi dit liéu kiéu sd chung ta can phai,... Dé thuc 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 ndi dung

Bude 2: Trong Tab Layout ban tim téi nhoém 1€nh Alignment.

TABLE TOOLS
DESIGM LAYOUT

BEE A3 @

HEE Tr;x‘t- Cell
e
HEE Direction Margins
Alignment

+ = Align Top Left: Can noi dung theo 18 trén bén trai cta Cell.

Danh sach diém thilép 12A1

Stt | Ho tén Todn | Vén Ngoai ngtr
1 | Lwong Th& Anh 8 7 7
2 | Pham Tién Diing | 6 6 8
3 Chu Thiy Minh 7 8 7
4 | Pu Quang Tudn | 5 4 6
5 Hoang Xuin Ldm | 8 7 9

Chung ta quan sat dong tiéu dé cot

= Align Top Center: Can noi dung theo 1& trén va cin gitra
Cell.

Danh séch diém thi lép 12A1

Stt Ho tén Toén Van Ngoai ngit
1 | Lwong Thé Anh 8 7 7
2 | Pham Tién Diing | 6 6 8
3 Chu Thiy Minh 7 8 7
4 | Pdu Quang Tudn | 5 4 6
5 Hoang Xudn Ldm | 8 7 9




+ = Align Top Right: Can ndi dung theo 1& trén bén phai cia
Cell.

Danh sach diém thilép 12A1

Stt Ho tén | Toan Van | Ngoaingly
1 Lwong ThE Anh 8 7 7
2 | Pham Tién Diing | 6 6 8
3 Chu Thily Minh 7 8 7
4 | Pau Quang Tudn | 5 4 6
5 Hoang Xudn Lam | 8 7 9

+ =l Align Center Left: Can néi vao giia bén trai cta Cell

Danh sach diém thi lép 12A1

Stt | Ho tén Toan | Van Ngoai ngi¥
1 Lwong Thé Anh 8 7 7
2 Pham Tién Diing | 6 6 8
3 Chu Thiy Minh 7 8 7
4 | Pdu Quang Tudn | 5 4 6
5 Hoang Xudn Ldm | 8 7 9

+ = Align Center: Can ndi dung chinh gitra Cell

Danh sach diém thilép 12A1

Stt Ho tén Toén Vén Ngoai nglr

Lwong Thé Anh

3 7
Pham Tién Diing | 6 6
Chu Thdy Minh 7 8

5 4
8 7

Pau Quang Tuén

(S, - IV N
W o |~|co|~

Hoang Xudn Lam

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



Danh sich diém thilép 12A1

Stt Ho tén | Toén Van | Ngoaingtr
1 Luwang Thé Anh 8 7 7
2 Pham Tién Diing | 6 6 8
3 Chu Thiy Minh 7 3 7
4 | PduQuang Tudn | 5 4 6
5 Hoang Xuan Ldm | 8 7 9

+ =] Align Bottom Left: Can n6i dung duéi day bén trai cua
Cell.

Danh sich diém thilép 12A1

Stt | Ho tén Toén | Van Ngoai ngir
1 Lwong Thé Anh 8 7 7
2 Pham Tién Diing | 6 6 8
3 Chu Thiy Minh 7 8 7
4 | Pau Quang Tudn | 5 4 6
5 Hoang Xudn Ldm | 8 7 9

+ 1= Align Bottom Center: Can ndi dung vao giira dudi day cua
Cell.

Danh sach diém thi lép 12A1

Stt Ho tén Todn Van Ngoai nglr
1 Lwong Thé Anh 8 7 7

2 Pham Tién Dliing | 6 6

3 Chu Thay Minh 7 8 7

4 | Pau Quang Tudn | 5 4 6

5 Hoang Xuén Ldm | § 7 9

+ =] Align Bottom Right: Can ndi dung dudi day bén phai ca
Cell.



Danh sach diém thilép 12A1

Stt Ho tén | Todn Van | Ngoainglt
1 Lwong Thé Anh 8 7 7
2 Pham Tién Diing | 6 6 8
3 Chu Thuy Minh 7 8 7
4 | Ddu Quang Tudn | 5 4 6
5 Hoang Xudn Lam | 8 7 9

—
—
_—
B —
—

Text

+ Direction Text Direction: Poi chiéu chir trong Cell, gia sir noi
dung qua dai cac Cell khong chira hét ban c6 thé quay dung chir

dé tiét kiém dién tich. Cach nay thuong st dung cho tiéu dé cot.

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

Danh sach diém thilép 12A1

Stt | Ho tén Toan | Van | Ngoaingiy
1 Lwrong 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 Xuan Ldm | 8 7 9

Trong vi du trén ban théy cac cdt toan, van, ngoai nglt 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 s dung cong cu Text
Derection dé quay chit cho tidu dé cot theo chiéu doc nhu hinh

dudi day:




Danh sach diém thilép 12A1

c e .
Stt Ho tén O = :
- S| 2P
1 | Lvong Thé Anh 8 |7 |7
2 | Pham T TiénDing |6 |6 | 8
3 Chu Thidy Minh 7 |8 |7
4 | PduQuangTudn |5 |4 |6
5 Hoang Xuan Lam | & |7 |9

[

Cell
+ Margins| Cell Margins: Cin 1& cho ndi dung trong Cell, dé thyc
hién ban c6 thé lam theo cac budc sau:

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

Bude 2: Nhap chon biéu tugng Cell Margins, hop thoai Table
Option xuat hi¢n nhu hinh dudi day:

Table Cptions [ 2 ﬁ,l

Default cell margins

Top: o Lefiz 008

L LANIE] 1L
L LARIE] 13

Bottom: |0 Right: |0.058°
Default cell spacing

|:| Allow spacing between cells |0
Options

Automatically resize to fit contents

Ok ] [ Cancel

'—



+ Default cell margins: it 1& cho Cell bang cach nhap gia tri cho
cac myc Top, Bottom, Left, Right.

+ Default cell spaceing: Tich chon muyc nay dé thiét 1ap khoang
cach gitra cac Cell.

+ Options: Tich chon muc nay dé tu dong diéu chinh ¢& Cell theo
ndi dung.

Trinh bay bang biéu

D¢ chinh bay bang biéu dep, hop v6i ndi dung va chuyén nghiép
ban c6 thé sir dung nhitng cong cu ma chung t6i s€ gidi thi¢u sau
day:

Pé tién theo doi chung t6i xin dua ra mot vi du véi bang dir licu
thé nhu hinh dudi day:

Bang lwong nhan vién céng ty thang 09 nam 2008

Stt | Hotén Lvongchinh | Phucdp | Tamirng | Thuc Linh Ghi cha
1 Hoang Hbng Hanh | 800.000 800.000
2 L& Huyén Trang 800.000 120.000 920.000
3 Ta Dinh Ldm 1.200.000 120.000 1.320.000
4 | NguydnThiyAn | 850.000 850.000
5 Pham Thi Hau 2.000.000 200.000 | 400.000 | 1.800.000
Téng cong 5.650.000 | 440.000 | 400.000 | 5.690.000]

Trong phan nay chiing ta s& quan tdm t6i cic 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
cua minh. Nhap chon miii tén dudi cung dé mo rong danh sach.



Plain Tables -

EZ Modify Table Style..
3 Clear
[E Mew Table Style...

Néu khong mudn ap dung Style cho bang ban nhip chon biéu
tugng trong muc Plain Tables.

Gia str chiing ta chon mét kiéu Style trong bang Built-in cho vi
du:

Bang lwong nhin vién cdng ty thang 09 nam 2008

Stt | Ho tén Lwong chinh | Phucdp | Taming | ThwcLinh | Ghicha
1 Hoang Héng Hanh | 800.000 800.000
2 L& Huy&n Trang 800.000 120.000 920.000
3 | TaBinhLdm 1.200.000 120.000 1.320.000
4 | Nguy@n Thiy An 850.000 850.000
5 Pham ThiHau 2.000.000 200.000 | 400.000 1.800.000
Téng cong 5.650.000 440.000 | 400.000 5.690.000




Bay gid hiy két hop voi nhom 1énh Table Style Options dé thiét
1ap mot so thudc tinh cho bang biéu nhu an hi¢n dong tiéu de,
dong tong cong, hay c6 st dung Style khong,...

+| Header Row |+ First Column

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

+ Header Row: Tich chon dé ap dung kiéu Style tiéu dé cho dong
tiéu dé. Véi vi du trén néu khong tich chon muc nay ket qua sé
nhu hinh duéi day:

Bang lwong nhan vién céng ty thang 09 nam 2008

Stt | Hotén Luvong chinh Phucdp | Tam tng Thue Linh Ghi chu
1 Hoang Hdng Hanh | 800.000 800.000
2 | L&Huy&nTrang 800.000 120.000 920.000
3 | TaDinhLém 1.200.000 120.000 1.320.000
4 | NguyenThiyAn | 850.000 850.000
5 | Pham ThiHgu 2.000.000 200.000 | 400.000 1.800.000
Tﬁng céng 5.650.000 440.000 | 400.000 5.690.000

+ First Column: Tich chon myc nay dé ap dung Style cho cot tiéu
de, trong vi du nay cua ching ta khong sir dung Style c6 cot tiéu
de.

+ Total Row: Tich chon muc nay dé ap dung Style cho cot tong
cong, ket qua vi du trén s€ nhu hinh dudi day:

Bang lwong nhan vién céng ty thang 09 ndm 2008

Stt | Ho tén Lwongchinh | Phucip | Taming | ThwcLinh | Ghicha
1 Hoang Héng Hanh | 800.000 800.000
2 L& Huygn Trang 800.000 120.000 920.000
3 | TaBinhLém 1.200.000 120.000 1.320.000
4 | Nguyén Thiy An 850.000 850.000
5 Pham Thj Hau 2.000.000 200.000 | 400.000 1.800.000
Téng cong 5.650.000 440.000 | 400.000 5.690.000

+ Last Column: Tich chon muc nay dé ap dung Style cho cot cubi
cung, trong du chiing ta khong stir dung Style cho ¢4t cudi cung.

+ Banded Rows: Tich chon muc nay dé ap dung Style cho céc
hang trong bang.



+ Banded Columns: Tich chon muc nay dé 4p dung Style cho céac
cOt trong bang.

Néu khong hai 1ong véi miu san cé ban ciing c6 thé chinh sira
hodc thém méi nhitng mau Style cua riéng minh.

+ Chinh sira mot Style sdn c6: Tir danh sach Style nhdp chon
Modify Table Style...

Modify Table Style...

al e ——
B Clear Modify Table Style
£

New Table Style...

Hop thoai Modify Style xuat hién nhu hinh dudi day



r
Medify Style

Properties
Mame:
Style type:

Style based on:

Table Grid
Table

B Table Mormal

Formatting
Apply formatting to: Whaole table El
Calibri (Body) |z| 11 EH B I U | Automatic |z|
E—— IZ| ¥ pt— E| Automatic |z| | Mo Colar E| |
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

== o [ o ]

(7) Mew documents based on this template

Trong hop thoai nay ban c6 thé thay ddi mau sic Font chit cho
cac hang va cac cot. Sau khi chinh stra xong nhap Ok dé luu lai.

+ Thém méi mot Style: Dé thém mot Style nhap chon New Table
Styles... Hop thoai Create New Style from Formating xuat hi¢n
nhu hinh dudi day:



(Corer e rorsirs
Properties
Mame: |Slj|tl |
style type: Table =]
Style based on: | B Table Maormal El
Formatting
Apply formatting to: |Who|e table El

oo ] 8 1 u|[ s [
| _ IE” ’y’zpt—E” Automatic EI H v|| Mo Color |ZI|EH

Jan Feb Mar Total
East 7 7 5 19
West =1 4 r 17
South 8 7 9 24
Total 21 18 21 60

Line spacing: single, Space
After: 0 pt, Priority: 100
Eased on: Table Mormal

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

[ ox || canear |

Ban c6 thé thay ddi mau séic, font chit cho Style mdi, sau khi thiét
ke xong nhap Ok. Khi d6 trén danh sach s€ xuat hién mot Style
mdi nam trong myc Custom.



Built-In

Madify Table Style...

=
@ Clear
)

Mew Table Style...

Ban c6 thé s dung Style nay nhu cac Style khac co trong hé
thong.

Luu y: Truong hop mudn x6a nhanh cac dinh dang ban nhép
chon biéu tugng Clear.

- Thay d6i mau nén cho bang biéu: Ngoai cach chon nhiing Style
xdy dung san voi nhitg quy luat nhat dinh ban ciing ¢6 thé tu
minh thiét 1ap nhimg thudc tinh nhu mau nén, duong vién cho
bang ma khong can tuan theo bat cir quy ludt ndo. Cach thay ddi
mau nén cho mot hodc mot nhom Cell nhu sau:

Budc 1: Nhap chon nhom Cell can thay d6i mau nén

Buée 2: Nhap chon Shading trong nhom Table Style ctia Tab
Design.



Theme Colors

]
.|||||||||

Standard Colors
| B | EEEREN

Mo Colar

280 More Colors...

Hodc ban c6 thé nhép chon 1énh Border cling trong nhom 1énh
nay chon muc Border and Shading...



o

I vl
Borders Border
- Painter

i+i| Bottom Border

Top Border
Left Border
Right Eorder
Mo Border

All Borders
Cutzide Borders

Inzide Borders

i Inside Horizontal Border

Inzide Vertical Border

Diagenal Down Border

Diagenal Up Border

Horizontal Line

AT

I

E‘ Draw Table
[

Wiew Gridlines

[} Borders and Shading...

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



| Borders I FPage Border |

Fill

 wecor 3]

Patterns

Style: |I:| Clear Izl

Color: | Automatic |ZI

Apply to:
Table

Trong muyc Fill ban chon mau nén cho Cell hodc nhém Cell hién
thoi.

+ Thiét 1ap Border cho bang: Ban c6 thé thay d6i mau sic, nét v&
cho cac duong Border ctua bang, cach thuc hién nhu sau:

Buoc 1. Nhép chon Cell hodc nhom Cell can hiéu chinh Border

Buée 2: Nhép chon biéu tuong Border trong nhém 1énh Table
Styles. Mot danh sach lya chon xuat hién nhu hinh duédi day:



o

I vl
Borders Border
- Painter

i+i| Bottom Border

Top Border
Left Border
Right Eorder
Mo Border
All Borders

Cutzide Borders

Inzide Borders

i Inside Horizontal Border

Inzide Vertical Border

Diagenal Down Border

Diagenal Up Border
&=  Horizontal Line

Ef Draw Table

[ View Gridlines

[} Borders and Shading...
Ban c6 thé chon mot kiéu Border thich hop trong danh sach, néu

mudn cé thém céc lya chon va tuy chinh hay nhép chon muc
Borders and Shading...



- |

EBorders | Page Border | shading |

Setting:

Click on diagram below or
use buttons to apply borders

Grid

Custom

Apply to:

Table [=]

Options...

[ ok ][ conca |

Setting: Chon kiéu Border
Style: Kiéu duong ké

Color: Méu cho duong ké
Width: D6 rong cua duong ké

Luyu y: Trong muc Preview ban c6 thé nhap chudt dé ap dung hay
huy boé Border giong nhu trén hinh anh minh hoa.

+ V& Border: Pé hiéu chinh Border Microsoft Word 2013 con
cung cap nhitng cong cu rat mai va tié€n ich. Cac ban hay quan sat
cac cong cu trong nhom Draw Borders.



TABLE TOOLS
DESIGN LAYOUT

-

Y pt - ——

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 v&

" Line Style: Kiéu ctia Border

vapt " Line Weight: P9 16n ctia Border

7 - au due
i PEN COlOr ™| o Color: Mau duong

Bude 2: V& Border da thiét 1ap 1én Table, nhép chon biéu tugng
Draw Table, khi d6 con trd chudt s& doi thanh hinh chiéc but, ban
hay di gitr chudt dé vé deé 1én cac duong Border hién cé trén
bang, hodc v€ nhirng dudong Border méi.

Luu y: Trong truong hop c6 sai sot ban co thé sir dung cong cu
Eraser (tdy) dé x0a nhiing duong Line khong céan thiét, cach lam
tuong tu nhu khi vé duong Line.

Lam viéc vé&i div liéu trong bang
Ngoai chirc nang h1en thi nd1 dung, bang b1eu trong Word cling

c6 thé thyc hién mot s6 cong viéc tinh toan, sap xép don gian.

Dé thuc hién chung ta quan tam dén cac 1énh trong nhém Data.



TAELE TOOLS
DESIGM LAYOUT

Al @ Repeat Header Rows
Ly o

EE Convert to Text
Sort
fx Formula

Data

Quay trd lai véi vi du luc trudc chung ta c6 mot bang dir licu tho,
ve bang luong nhan vién cua mot phong ban trong cong ty.

Bang Ivong nhan vién céng ty thang 09 ndm 2008

Sit | Ho tén Lwongchinh | Phuclp | Tamiing | ThucLinh | Ghicha

1 | HoangHdngHanh 800000

2 L& Huyn Trang 800000 120000

3 Ta Dinh Ldm 1200000 120000

4 | Nguyén Thiy An 850000

5 | Pham ThiHau 2000000 | 200000 400000 |
Téng cong 5.650.000 | 440.000 | 400.000

Vi cot thuc linh chua c6 gid tri va dugc tinh bé'mg cong thuc:
Thuec linh = Lwong Chinh + Phu Cép — Tam tng

Bay gid ching ta s& sir dung cong cu formula dé tinh toan cac gia
tri ndy. Pau tién ban dat con tré chudt vao 6 thuc linh cua nguoi

dau tién (Hoang Héng Hanh)’sau d6 chon Formula trén thanh
Ribbon. Hop thoai Formula xuat hién nhu hinh dudi day:



i Formula ‘ &Iﬂw

Formula:
=300000 = 0-0

Mumber format:

= 220 =]

Paste function: Paste bookmark:

[ OK J[ Cancel ]

Trong muc formula ban nhip cong thirc bat dau véi dau bang,
tiép theo chon kiéu dinh dang cho dir li¢u trong muc Number
format. Cudi cuing nhap Ok dé hoan tat. Tiép tuc thuc hién cho
nhitng nguoi tiép theo ching ta s& dugc két qua nhu hinh dudi
day:

Bang lwong nhan vién céng ty thang 09 nidm 2008

Stt | Ho tén Lwong chinh Phucdp | Tamdng | ThwcLinh | Ghichia
1 Hoéng Héng Hanh 800000 800,000
4 L& Huyén Trang 800000 120000 920,000
3 | TaPinhLdm 1200000 | 120000 1,320,000
4 | Nguyén Thiy An 850000 850,000
5 Pham Thi Hau 2000000 200000 400000 1,800,000
Téng cong 5.650.000 | 440.000 | 400.000

Bay gio ban hay nhip chudt téi 6 thuc linh cua dong téng cong,
nhap chon formular dién cong thirc vao hop thoai nhu hinh duéi
day:



Formula . M

Formula:
=5UM[ABOVE)

Mumber format:

£ #20 =]

Paste function: Paste bookmark:

[ QK J[ Cancel ]

Két quéa chiing ta s& thu dwoc nhu hinh duéi day:

Bang lwong nhan vién céng ty thang 09 ndm 2008

Sit | Ho tén Lwongchinh | Phucdp | Taming | ThuwcLinh | Ghicha
1 Hoang Hong Hanh 800000 800,000
2 L& Huyén Trang 800000 120000 920,000
3 Ta Dinh LAm 1200000 120000 1,320,000
4 | Nguy&nThay An 850000 850,000
5 Pham ThiHau 2000000 200000 400000 1,800,000
Tﬁng cong 5.650.000 | 440.000 400.000 5,690,000

Sau khi tinh xong c6t thuc linh chiing ta lai thiy phat sinh mot
yéu cau moi la can phai sap xép lai danh séch nay, ai c6 thuc linh
cao ho thi s€ xép xuong dudi. Cach thyc hién nhu sau:

Bude 1: Boi den tir dong tiéu de dén dong c6 Stt1a 5 (Khong bao
gdm dong tong cong vi dong tdng cong khong can sip xép)

Buée 2: Nhép chon biéu twong Sort

TAELE TOOLS
DESIGM LAYOUT

ﬁ;l ‘ Ei| Repeat Header Rows

Sa 7% Convert to Text
fx Formula

Data



Hop thoai Sort xuét hién nhu” hinh dudi f;lﬁy, trong muc Sort by
chon cot “Th},rc Ljnh” (Ccf):t lay dir li€u sap x€p), tich chon muc
Ascending (sap xép giam dan).

The Link [=] Tupe: |Te1rt @ Ascending
(") Descending

Using: |Paragraphs

Then by

EI Type: |Text @ Ascending
() Descending

Using: |Paragraphs

|ZI Type: |Tex‘t (@ Ascending

Descendin
Using: |Paragraphs g

My list has

(:) Header row (B:) Mo header row

Cubi cing nhap Ok dé hoan tét, két qua s& dugc nhu hinh dudi
day:

Bang Iwong nhan vién céng ty thang 09 ndm 2008

Stt | Ho tén Lwong chinh | Phucdp | Tamidng | ThwcLinh | Ghi chia
1 Hoang Hiing Hanh 800000 800,000
4 | Nguyén Thay An 850000 850,000
22 L& Huy&n Trang 800000 120000 920,000
3 Ta Dinh LAm 1200000 120000 1,320,000
5 Pham Thi Hau 2000000 200000 400000 1,800,000
Téng cong 5.650.000 | 440.000 | 400.000 | 5,690,000




Bai 5 — Chén cac ddi twong vao van ban

5.1. Chén mét trang méi

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

Trong phan nay ching ta qua tdim dén nhom 1énh Pages va
Header & Footer trong Tab 1énh Insert.

INSERT

B3 CoverPage~ D D
#

[ Blank Page

L Header Footer Page
'— Page Break - = Murnher~

Pages Header & Footer

- Cover Page: Thém mot trang mdi vao van ban véi mau dung
san. D¢ thuc hién ban nhap chon bi€u tugng nay, mdt danh sach
liét ké cac trang mau san c¢6 xuat hién nhu hinh dudi day:



ECwerPage' H |_|_ m IT';::' rlj [N |

Built-in
—

]
[»]

Pun wmymne ] 1]
rmm m

Austin Banded Facet

ITEESAMAENT TITLE]

mL |

/=3

Filigree Grid Integral -
@ More Cover Pages from Office.com
E;.; Bemove Current Cover Page
Eﬁ Save Selection to Cover Page Gallery...

Hay nhip chudt chon t&i trang mau can chén vao vén ban.
- Blank Page: Chén mét trang tring vao vin ban hién thoi

- Page Break: Ngit sang mot trang méi va khong mang theo
thugc tinh, dinh dang cua trang cil.

- Header va Footer: Tiéu dé trén va dudi cta vin ban, thuong
duogc st dung trong cac cudn sach 1am tiéu dé xuyén sudt mot
chuong, mét muc hay ca cudn sach. Bé chén Header hodc Footer
vao van ban ban nhép chon biéu tuong tuong tng (Header hodc
Footer) trén thanh cong cu Ribbon.



D D A |;| lq [# Signature Li

Date & Tim
Header Footer  Page Text  Quick WordArt Drop

- *  Mumber~ Box+ Parts~ M Cap Object ~
Built-in ol
Blank
4 [Type heee]
7 Blank (Three Columns)
[Ty berm | [Ty Femre| [Tyge here]

Austin
=_ ot Hi]

Banded
. I

@ More Headers from Office.com b

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

Mot danh sich cidc mau xuét hién, ban c6 thé chon mot mau bt
ky trong danh sach nay. Sau khi chon xong con tré chudt s€ trod



toi vi tri Header hoac Footer (tuy vao ddi tuong luc trude ban
chon).

HESHErFe T OOTenT 501%)

Design

EERE iy =t [ EE= 5 Previous Section Different First Page [+ HeaderfromTop: 049" E
=| 5 EH 56 = bal Ba & u ; < o
) Next Section [] Different 0dd & Even Pages | f Footer from Bottom: 043" 3
Header Footer Page | Date Quick Picture Clip At Goto Goto Close Header
Y &Time Parts~ Pane | Header Footer 2@ Link ious Show Document Text [B) mnsert Alignment Tab EeiE et

Insert Mavigation Options Position Close

Lac né){ trén thanh cong cu Ribbon xuit hién mot Tab 1énh moi
dung dé tuy chinh Header Footer. Chiing ta s€ tim hiéu tung
nhom I¢énh trong Tab nay.

+ Nhém Header & Footer

2 5

Header Footer Page
- hd Mumber =

I
i

Header & Footer

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

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

O D

Header Footer Page

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

Erg Format Page Mumbers...
ES'.; Remowve Page Mumbers



Ban c6 thé tiy chon chén s trang 18n trén dinh hodc duéi day
cua trang, ngoai ra ban cling c6 thé chinh stra dinh dang cua so
trang van ban bang cach nhap chon Format Page Numbers...

+ Nhom 1énh Insert: Cho phép chén thém cic tham sé vao
Header hoac 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: Chen cac truong, cac thudc tinh ctua van ban.

=

Quick
Parts -

=l AutoText "
[m1 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 céc Clip Art

+ Nhém Navigation: Cho phép tao nhiéu dinh dang Header va
Footer trong cuing mot van ban. Vi du cu thé ma cac ban c6 thé
thuong thay do6 1a mot quyén sach géom nhiéu chuong. Toan bd



ndi dung dugc soan trong mot file van ban. Cac trang trong mat
chuong c6 Header gidng nhau 13 tén cia chuong d6. Nhu vy
trong truong hop nay ndi dung Header va Footer cua chung ta
khong phai 1a duy nhat.

HEADER & FOOTER TOOLS
DESIGN
[E14 Previous
Eip Mext

Goto
Footer

Mavigation

Goto Header: Di chuyén con tro chudt t6i Header

Goto Footer: Di chuyén con tré chudt t6i Footer
Previous Section: Chuyén vé ving Header, Footer trudc
Next Section: Chuyén t6i ving Header, Footer tiép theo

Luu y: Khi ban mudn chuyén td1 vung Header, Footer mdi ban
phai thuc hién gat trang, thao tdc ngat trang cac ban c6 thé xem
lai & phan trudc.

+ Nhom 1énh Options

HEADER & FOOTER TOOLS
DESIGN
Different First Page
Different Odd & Even Pages
+| Show Document Text

Options



Different First I?age: Tich chon muyc nay dé tao Header, Footer
riéng cho trang dau ti€n trong van ban.

Different Odd & Even Pages: Tich chon muc nay dé tao
Header, Footer cho trang chan, 1¢ khac nhau.

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

+ Nhom 1énh Position: Chaa cac 1énh thiét lap do rong cua
Header, Footer.

HEADER & FOOTER TOOLS
DESIGN

ot Header from Top: (05"

4 kf4d ¥

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

Position

Header from Top: Khoang cach tir Header xubng téi ndi dung
van ban.

Footer from Bottom: Khoang cach tir Footer 1€n tdi ndi dung
van ban.

+ﬂNh(’)m lénh Clpse: Ban nhép chon nut Close Header and Footer
dé thoat khoéi 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



bé chén mot File anh tir 6 dia ciing vao van ban ban thyc hién
theo cac budc sau day:

Buoc 1: Nhép trd chudt tai vi tri cAn chén File anh vao vén ban.

Bugc 2: Tur thanh cong cu nhip chon Tab Insert, tim téi nhom
[lustrations, nhap chon bi€u tugng Picture.

INSERT

dkd B M al

Pictures Online Shapes SmartArt Chart Screenshot
Pictures - -

Tlustrations

Cura sO Insert Picture xuat hién ban tim téi File anh can chén vao
van ban, nhap chon File nay réi nhan nut Insert.

-
ﬂ; Insert Picture

@‘_Ov) .. » Libraries » Pictures » Sample Pictures

Organize v New folder

{3 Microsoft Word  Pictures library

Sample Pictures Arrange by:  Folder

- Favorites
Bl Desktop
& Downloads

J——

2] Recent Places

Item type: JPEG image
4 Libraries L 091113003601-91 Chrysanthel Date taken: 3/14/2008 13:59 Hydrangeas
& . " 5-581 i Ratinge A Stars
[} Documients Dimensions: 1024 x 768 S
& Music Size: 858 KB e an
[&=] Pictures . 3
B8 videos

Jellyfish Lighthouse Penguins
+& Homegroup 2 Py .. )

File name:  Chrysanthemum v [AIIPictures V]

Tools ~ [ Insert |v] [ Cancel ]

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




X 1

(02

]
[Type here]

Budc 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 sé thudc tinh. Tuy nhién d& phi hop véi ndi dung ban
hoan toan co thé thay ddi nhitng thudc tinh nay. Dé tim hiéu
nhing cong cu tily chinh hinh anh ban c6 thé lam nhu sau:

- Nhép chu6t chon hinh anh trén van ban. Mot Tab 1énh méi
(Format) xuat hién trén thanh cong cu Ribbon, tab I¢nh Format
chira hau hét cac 1énh thao tac vo1 hinh anh trén van ban.

PICTURE TOOLS

FORMAT

E;I Corrections = || Compress Pictures — v L# Picture Border -
R ) Color~ B Change Picture amat ] El ~| G Picture Effects ~
emove

Background Art\stic Effects~ Y] Reset Picture ~ - ‘5 Picture Layout ~
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ki

Adjust Picture Styles ]

- Nhom Iénh Adjust:



FICTURE TOOLS

FORMAT
TE| Corrections~  J=| Compress Pictures
_ii
== Color~ E‘g Change Picture
Rermove
Background ;lrtistiu: Effects = “il Reset Picture -
Adjust

+ Color: Nhap chon nat 1énh nay mot danh sach d6 xudng nhu
hinh du¢i day:
Color =

Color Saturation

Color Tone

Recolor

FS .

v More Variations *  Theme Colors

B4 Set Transparent Color H EENR HE
%’ Picture Color Options...

Standard Colors
[ § | EEEER

vy More Colors...

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

Set Transparent Color: Hoa 1an mau nén, ban nhip chon cong
cu nay khi con tro chudt chuyén thanh hinh chiéc but hay di
chuyén téi birc anh va nhap chon vao ving mau mudn hoa lan
v6i mau nén van ban.

Hinh anh trudc khi st dung cong cu
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Sau khi sir dung dé 1am nhat mau canh hoa
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4 GChangePicture oo picture: Thay thé hinh énh hién

tai, ban nhép chon biéu tuong nay roi tim t6i hinh anh méi dé
thay dé hinh anh hi¢n tai.

- Nhom Iénh Picture Styles

F! E Picture Border -

- - e =
il e ol el El P Picture Effects ~

Picture Styles P

k]

T| ET': Picture Layout -

+ Danh sach cac Style: Déy la nhimg tién ich méi duqcvb(;) xung
trong Microsoft Word 2013, ban c6 thé sir dung chung d¢ thiet ke
khung cho hinh anh.
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Ngoai nhitng Style co6 trong danh sach ban c6 thé nhap chon mii
tén dudi cung dé md danh sach cac Style khac.

L# pj - = ] o
= gm g LZ Picture Border ] Bring Forv

| || || el il et IE &3 Picture Effects ~ 1 Send Bach
= T W, — Position Wrap _

E—.‘D Picture Layout ~ - Text~ Ol Selection
~ ==~ 1~1~T~ n =

_— == 3 5 s e

= Sn_xvaia'gona) Com’er, White . =

Ngay khi di chuyén chudt t6i mot hiéu tng bat ky ban ciing c6
thé théy duoc két qua dugc mo ta trén hinh anh ma ban chon.
Duéi ddy 1a hinh anh sau khi sir dung Style, ban s& thay chang
khac gi so v6i nhiing btrc anh duogc xir 1y bang Photoshop



L P - . ,
Pieture BOrder™ picture Border: Sau khi lya chon Style ban

con c6 thé thay d6i mau cua dudng vién cho hinh anh bang cong
cu Picture Border. Nhap chon coéng cu nay rdi chon mau thich
hop cho duong vién cua anh.

E Picture Eorder =

Theme Colors
H EEEENEN

Standard Colors

N EEEEN
haClytline
Red

ir'.f rore Outline Colors...

= Weight b

Z=  Dashes 3




Hinh anh sau khi thay d6i mau duong vién

¥ Picture Effects -

Picture Effect: Ban co thé tiép tuc hiéu
chinh hinh anh véi thu vién cac ing dung ma Microsoft Word
2013 cung cap bang cach nhip chon biéu tugng Picture Effect.
Trong danh sach duoc liét ké ban co thé thay doi bong, cac goc
nghiéng cho anh,...



¥ Picture Effects -

g Preset »  MNo Presets

__.| Shadow k ‘ |
—— Presets
amatll| Reflection 4 - -
. ‘
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i Soft Edges »
P
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== 3-D Rotation » %ﬂ‘ 3-D Options...

F‘ 1 - . . \ V4 ” y .
+ o Picturebayout™ pictyre Layout: Sau khi tity bién anh voi

cac Style rat chuyén nghiép han ban s& con phai ngac nhién hon
v6i cong cu Picture Layout. Microsoft Word 2013 cung cip thu
viéc cac Layout chuan cho khong nhitng trinh bay ma con cé thé
mo ta hinh anh rat sinh dong v6i nhidu chii @& khac nhau. Pé
thuc hién ban nhép chon biéu tuong nay trén thanh cong cu.



E‘,—E, Picture Layout =

;I;I = H = -
= = - -
T EdE S

-
R | EEE

= = 10l wss

L:'I'L_IJ

M

Danh sach cac Layout dugc li¢t ké nhu hinh trén, ban nhép chon
mot mau bat ky, sau d6 dién thém cac ghi chit minh hoa cho hinh
anh, tuy thudc vao tirng yéu cau cu thé.



Type your text here

. * Hinhanh minhhog|

Hinh anh minh hoa
Snapshot Picture List
Use to show pictures with explanatory
text. Level 2 text can display lists of
information. Works well with a large
amount of text.

Learn more about SmartArt graphic:

Duéi day 1a mot mau minh hoa.

Hinh anh minh hoa - Chi D& Hoa Cuc



- Nhém 1énh Arrange: St dung cac 1énh trong nhém nay dé sap
x€p vi tri hinh anh trén van ban.

FICTURE TOOLS
FORMAT

e

Position Wrap  EBring Send  Selection e
- Text~ Forward =~ Backward pane < Rotate~
Arrange ) ,
thé thiét
lap vi tri cho hinh anh trén trang vin ban bang cach nhip chon
biéu tuong Position. Mgt danh sach céac vi tri dugc liét ké trong
menu nhanh.

Position

-

In Line with Text

[ ]
With Text Wrapping
[ ] [ ] [ ]
[ ] [ ] [ ]
[ ] [ ] [ ]

T More Layout Options...



Trong muyc In line with Text 13 vi tri ban dau cua hinh anh, phia
dudi trong myc With Text Wrapping cho phep ban thiét 1ap cac
vi tri nhu mo ta trong hinh minh hoa, c6 thé 1a ¢ dau trang, giita
hodc cudi trang, Gmg voi nd 1a cac vi tri bén phai, bén trai va &
gitta. Vi du dudi day Iya chon vi tri hinh anh dugc nam phia trén
bén trai cua trang.

Céng Ty Phan Mém K& Toan AVIN

Cung Cdp phan m&m k& todn toan dién cho doanh nghiép:
AVWN - Phan mém k& todn quan tri

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

+ Wrap Text: Thong thuong mot trang van ban c6 chira hinh anh
thi s& chira ndi dung Text. Trén nhitng vin ban d6 ban sé& thay luc
thi hinh anh bén trai, luc lai bén phai ndi dung Text, hay hinh anh
¢ gitta bao quanh 1a ndi dung Text cua van ban,... Pé thiét 1ap
dugc nhu vay ban nhép chon biéu tugng Wrap Text, mdt danh
sach cac kiéu Wrap Text s& xuét hién nhu hinh dudi day:



Wrap

Text -

& In Line with Text

T Square

= Tight

= Through

oy Top and Bottom

= EBehind Text

== InFront of Texdt

:-:'\: Edit Wrap Points
Mowve with Text

« Fix Position on Page

H More Layout Options...
Set as Default Layout

Ban c6 thé nhép chudt chon mot kiéu bt ky cho hinh anh cua
minh.
+ JBingForward * g0y Forward: Hién thi hinh anh 1én
truge cac hinh anh khéc, sir dung cong cu nay trong truong hop
c6 nhiéu hinh anh xép Ién nhau.
0O Send Backward - .2 4

_ Send Backward: Hién thi hinh anh sau

cac hinh anh khac, truong hgp sir dung tuong tu Bring Forward.

+ | Align - Align: St dung cong cu nay dé can chinh 1& cho mot
hodc nhiéu hinh énh mot 11'10 Dau tién ban hay chon mot hoac
nhiéu hinh anh cin can 18 glong nhau bang cach gilt phim Ctrl va
tich chon céc hinh anh. Tiép theo ban nhip chon cong cu nay trén



thanh Ribbon, mdt danh sach cac Align xuét hién nhu hinh anh
dudi day:

[e Align~=

[= Align Left
& Align Center
=| Align Right
it Align Top
ol Align Middle

=
—
©

Align Bottom

Distribute Horizontally

Mo &

Distribute Yertically
Align to Page

«  Align to Margin

Use Alignment Guides
View Gridlines

H#f Grid Settings...

Nhap chudt dé chon kiéu can thiét lap.

+ &) Group: Ciing véi danh sach hinh anh & phan truée, dé
nhoém ching lai thanh mot thé thong nhat ban hay s dung cong
cu Group nay. Pau tién hay chon danh sach hinh anh can nhom,
tiép theo nhip chon biéu twong Group trén thanh cong cu, tiép
tuc chon 1énh Group.



| Format |

\E| o [y Bring Forward = |& - A
. LY send Backward - @ h =+ *--_|
F‘nsltlnﬂ ?::::E “ﬂh Selection Pane | T3] Erﬂil-p_
Arrange g

Truong hop mudn g& nhém ban nhap chon Ungroup.

kT A 11 2 , A N 2R 2A-

+ =% | Rotate: Xoay chiéu hinh anh, st dung cong cu nay dé doi
chiéu cho hinh anh trén van ban. Pau tién hay lya chon hinh anh
can thao tac sau do nhap chon bi¢u tugng Rotate trén thanh cong
cu.

"k Rotate -

“k 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 mé ta,
néu nhu khong vira y ban c6 thé chon More Rotation Options...
de thay doi goc quay theo y muon.

- Nhém 1énh Size: Dung dé thay doi kich thudc cua anh trén van
ban.



FICTURE TOOLS
FORMAT

S tlis 7]

w Saar ]

Size a

+ 7 Crop: Diéu chinh pham vi hién thi cta anh, véi cong
nay ban c6 thé cit bo nhimng phan thira trén hinh anh dugc Insert
vao van ban. Trudc hét hidy nhip chon biéu tugng Crop trén
thanh cong cu. Khi d6 hinh anh s& dugc bao quanh boi cac dudng
cat.

1

¢

Nhép chudt tai nhitng diém nay rdi kéo dén vi tri can thu hep hay
m¢& rong hinh anh. Véi cong cu nay ban s€ khong phai mat thoi



gian su dung cac chuong trinh xtr ly anh trudc khi dua vao van
ban trong nhitng truong hop don gian.

+ 2l Shape height: Thiét 1ap chiéu cao cho hinh anh.

-

—239" = A 1AL AA A g
Shape width: Thiét 1ap do rong cho hinh anh.

+ O+
Luwu y: Ban c6 thé thay di kich thudc ctia anh don gian hon bang
cach nhap chon hinh anh cin thay d6i, di chuyén chudt téi cac
diém cho phép thay ddi kich thuéc anh, khi hinh chudt d6i thanh
miii tén hai chiéu ban giit, kéo va tha & vi tri can thay d6i kich
thudc, ¢ thé ap dung cho chiéu cao, do rong, hay dong thoi ca
hai chi s nay.

&) @ ©

Céc diém thay dbi kich thudc anh c6 hinh vudéng nho & khung
bao quanh hinh anh.

5.2.2. Chen Online Picture

OnlinePicture thuc chét 1a cac hinh anh dwgc Microsoft Word
cung cap san vdi nhiéu chu dé khac nhau, néu nhu ban khong co



anh phu hop cho ndi dung vin ban thi hay thir tim kiém trong thu
vién OnlinePicture cira Microsoft Word xem sao? Dé chén cac
OnlinePicture vao vian ban hdy nhdp chon biéu tuong
OnlinePicture trong nhém 1énh Illustrations va méy tinh c6 két
ndi internet.

INSERT

D e & B 1

Pictures Online Shapes Srmart&rt Chart Screenshot
Pictures -
INustrations

Béng OnlinePicture xuat hién nhu hinh duéi day:

(
IH

Insert Pictures

l] Office.com Clip Art

Royalty-free photos and illustrations

Bing Image Search
Search the web

Sign in with your Microsoft account to insert photos and videos from Flickr, SkyDrive, and other sites.

l] Office.com Clip Art
Royalty-free photos and illustrations
Ban nhap chu dé hinh anh tim kiém dé tim kiém trong thu vién
hinh anh cua microsoft office word.



Bing Image Search
Search the web

Ban nhap cha 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 ching t6i da gidi thi€u ¢ phan trude.

5.2.3. Chén doi twong Shapes

Mot s6 hinh anh dic biét va thuong hay st dung da dugc
Microsoft Word 2013 tip hop va dwa vao nhom Shape dé nguoi
ding c6 thé d& dang sir dung nhu hinh vuéng, hinh chit nhat, elip,
cac duong Line,... Ngoai thé hién hinh anh cac dbi twong Shape
con cho phép chira ndi dung Text bén trong. Dé chén mot dbi
tuong Shape vao vin ban ban nhap chon biéu tuong Shape trén
thanh cong cu Ribbon.

INSERT

o e & = 1

Pictures Online Shapes SrartArt Chart
Pictures -

Ilustrations

Mbt danh sach cac doi tugng Shape dugc liét ké nhu hinh dudi
day:



Recently Used Shapes
ENNOCOALLD LG
IRYANE G ¢

Lines
SNSNTLL T NG %
Rectangles

N O N O

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

Block Arrows
DEGGOTELER IS
€ dwnansD >R
DR

Equation Shapes

aF=3 = =5

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

Stars and Banners

eSS R AS S RRTOROE R0 2 F
£k 2% ik BF [T I 0

Callouts

(0O 3. OO A% A i 2 A

E’_) Mew Drawing Canvas

Chung dugc phan loai trong cic muc khac nhau, dé chén vao vin
ban ban nhap chon mot hinh bat ky, khi d6 hinh chuét s& chuyén
thanh hinh ddu +, ban giit chudt rdi v& 1én vi tri thich hop trén
van ban. Gia su chung ta v€ mgt hinh chlt nhap trén van ban nhu

minh hoa dudi day:

[»]

4



Cong viéc tiép theo 1a tily chinh cac thudc tinh cho ddi tugng

Shape. Chung ta quan tam t&i Tab Format trén thanh cong cu
Ribbon.

FORMAT
B 5000 -| kit shape

| ashopera i A - | Test Divector . By oserom - rmg i
A‘L'L.=>\}E b Tottor | . | Eweowne A A S b sendBackard - 516 .
L InTANINE - § ©| Qb Shape Bfects - reate Link o P G Seletionfane  “hfotater  wa PR -
snape st 5 w n

&

Insert Shapes it Sote: e s

Trong Tab 1énh ndy c6 nhiéu nhém Iénh nhu chiing ta d& nghién
ctru trong phan chén hinh anh vao van ban, tuy nhién hay di tim
hiéu timg nhom dé tim ra sy khac biét giira hai di twong nay.

- Nhom Iénh Insert Shape

S O O - | Edit Shape -

&I—I—)EE’{IF’E | [E=] Draw Text Box
AN I

Insert Shapes

+ Hop chon cac dbi tugng Shape: Cho phep chén cac dbi tuwong
Shape khac 1én van ban ma khong can quay tré lai Tab 1énh
Insert. Cach 1am twong tu nhu thao tac voi Tab Insert.

+ . Edit Shape - Edit Shape: Cho phép thay d6i hinh dang cia
doi tugng Shape. Nhap ch(_)p bi€u tugng nay trén thanh cong cu,
mot danh sach d6 xuong xuat hién, chon Edit Points.



<. Edit Shape

[ Change Shape 2
©'<"  Edit Points

1™ Rero

e b ELLT S

Khi d6 ddi twong Shape bi bao quanh boi mot khung c6 4 diém
den ¢ bon goc.

Ban sir dung chudt di chuyén téi mot trong bon diém nay giit va
kéo chu¢t dé thay do6i hinh dang ctia doi tugng Shap theo y muon.

Chung ta c¢6 thé thay d6i thanh nhiéu hinh dang khac nhau.
- Nhom Iénh Shape Style

C6 y nghia twong ty nhu nhom 1énh Style cua Picture va Online
Picture , dugc dung dé thay doi Style cho cac doi tugng Shape.

+ Danh sach Style: Thao tic twong tu nhu da huéng din phan
thao tac v4i Picture va Online Picture.



[Atx] Abc ‘ Abc ‘ | Abc | Abc Abc
—

QOther Theme Fills »

Ngoai cac Style trong bang liét ké ban co thé nhip chon muc
Other Theme Fills dé bo xung m(f)t s0 Style dac biét.

Other Theme Fills _l

4+ A2 ShapeFill- Shape Fill: Thay d6i mau pén cho céc df)i
tuong Shape. Sau khi lwa chon Style ban c6 thé nhap chon biéu
tugng nay dé thay d6i mau nén cho cac doi tugng Shape.



23 Shape Fill -
Theme Colors

Standard Colors

[ EEEER
Me Fill

vy MoreFill Colors...

Picture...

[ Gradient »

Texture »

+ LZ Shape Outline = Shape Outline: Thay déi mau vién cho d6i
tugng Shape. Khong nhiing thay d6i mau nén ma ban con co thé
thay d6i mau dudng vién bao quay doi tugng Shape bang cach sir
dung cong cu Shape Outline.

+ L Shape Effects - Shape Effects: Y nghia tuong tu nhu 1¢énh
Effect trong phan Picture, ban st dung cong cu nay dé tuy chinh
cac ung dung hinh anh cho cac doi tugng Shape.



L# Shape Effects ~

Preset » | Mo Presets

—_—

|| shadow > ‘_J

Presets
D Reflection b

O

p—
l ._u":
- '

i i 3-D Rotation » ' &3 3.D Options...

- Nhém I¢nh Text: St dung nhdm 1€nh nay thao tic v6i ndi dung
Text trong cac doi twong Shape.
Text Direction
[5] Align Text -
Create Link
Text

+ Align Text: Cin chinh vi tri ndi dung Text trong dbi twong
Shape.



: Middle

Bottom

Nhap chon biéu twong nay ban s& c6 3 lya chon Top (N6i dung
Text dugc cin 1én dinh cac ddi twong Shape), Middle (Noi dung
Text dugc cin giita cac dbi tuong Shape), Bottom (Noi dung
Text dugc can dudi day cac dbi tuong Shape).

- Nhém I¢nh Arrange: Sir dung cac 1énh trong nhom nay dé sap
x€p vi tri doi twong Shape trén van ban.

.1 Bring Forward - |: Align -

— i O Send Backward -
Position Wrap .
- Text - Ol selection Pane k Rotate =

Arrange
Position: Ban co6 thé thiét 1ap vi tri cho ddi tuong Shape trén

trang van ban béng cach nhép chon biéu tuong Position. Mot
danh sach cac vi tri duoc liét ké trong menu nhanh.



2

Position

-

In Line with Text

aal

With Text Wrapping
tal sl el
il sl sl

sl sl sl

@ Advanced Layout...

Trong muc In line with Text 13 vi tri ban dau cia dbi tugng
Shape, phia dudi trong muc With Text Wrapping cho phép ban
thiét 1ap cac vi tri nhu md ta trong hinh minh hoa, c6 thé 1a & dau
trang, giita hodc cudi trang, img voi né 1a cac vi tri bén phai, bén
trai va ¢ gitra.

Wrap Text: Mot trang vin ban thuong chira ca ddi twong Shape
va noi dung Text. Trén nhimg vin ban d6 ban sé& thiy lac thi cac
d6i tugng Shape ciia chiing ta bén trai, luc lai bén phai ndi dung
Text, hay c6 thé & giita bao quanh 1a ndi dung Text cua vin
ban,... bé thiét lap duoc nhu vay ban nhép chon biéu tuong
Wrap Text, mét danh sach cac kiéu Wrap Text s€ xuét hién nhu
hinh dudi day:



In Line with Text
Square

Tight

Through

Top and Bottom

Behind Text

& G =l EE R E

In Front of Tawt
Behind Text

Advanced Layout...

[

Ban c6 thé nhép chudt chon mot kiéu bét ky ap dung cho déi
tuong Shape cua minh.
< Bring Forward * | Bring Forward: Hién thi déi tuong Shape Ién
trude cac ddi tugng khac, sir dung céng cu nay trong truong hop
c6 nhiéu d6i tuong xép 1én nhau.

1
- Send Backward 7| geng Backward: Hién thi déi twong Shape
sau cac hinh anh khéc, truong hop st dung tuong ty Bring
Forward.
1=~ Align: Str dung cong cu nay dé can chinh 18 cho mét hodc
nhiéu doi tugng Shape mot luc. PAu tién ban hay chon mot hoac
nhiéu ddi tugng Shape can cin 1& gidng nhau bang cach giit phim
Ctrl va tich chon lan luot cac doi tuong Shape. Tiép theo ban
nhip chon coéng cu nay trén thanh Ribbon, mot danh sach céc
Align xuat 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 1ap.

158 Group: Vi du chiing ta c¢6 nhidu ddi twong Shape riéng 1¢
két hop voi nhau tao thanh mét biéu d hoan chinh va yéu cau
dit ra 1 phai di chuyén chung dén mot vi tri khac. Néu phai di
chuyén timg dbi twong mot s& ton thoi gian va c6 thé khong dit
chung dung vi tri. Tur thuc t& d6 ban c6 thé nhom chung lai voi
nhau thanh mét thé thong nhat, giup cho viéc di chuyén dugc dé
dang va gilt nguyén dugc cAu tric. Dé thyc hién dau tién ban hay
chon danh sach ddi tugng Shape can nhom, tiép theo nhip chon
biéu twong Group trén thanh cong cu, tiép tuc chon 1énh Group.



[ |
| Format |

7] = L Bring Forward = |&~ Tl

— = -
[ send Backward ~ |lf =

-

Fosition Wrap | = -
- Text~ 'ﬁ[} Selection Pane I3 Group
Arrange I

Truong hop mudn g& nhom ban nhip chon Ungroup.

e

=A7| Rotate: Xoay chiéu d6i tuong Shape, sir dung cong cu nay
dé @6i chiéu cho cac ddi twgng Shape trén van ban. Pau tién hiy
lua chon ddi tuong Shape can thao tac sau dé nhép chon biéu
tugng Rotate trén thanh cong cu.

“h Rotate Right 90"
A~ Rotate Left 90°
= Flip Vertical
4. Flip Horizontal
T More Rotation Options..
Trong danh sach ban c6 thé thdy goc quay ma hinh anh mé ta,

néu nhu khong vira y ban c6 thé chon More Rotation Options. ..
de thay doi goc quay theo y muon.

- Nhém I¢nh Size: Dung dé thay doi kich thudc ciia ddi twong
Shape trén van ban.

+ allfrse ~ | Shape height: Thiét 1ap chiéu cao cho d6i tuong
Shape.

=239 - . NP A A .
+ * | Shape width: Thiét 1ap d§ rdng cho doi tugng
Shape.

Luru ¥: Ban c6 thé thay d6i kich thude cia ddi tuong Shape don
gian hon bang cach nhap chon dbi twong can thay doi, di chuyén
chudt t6i cac diém cho phép thay dbi kich thudc trén dbi tuong
Shape, khi hinh chudt ddi thanh miii tén hai chiéu ban giit, kéo va



tha & vi tri can thay doi kich thude, ¢ thé ap dung cho chiéu cao,
d6 rong, hay dong thoi ca hai chi so nay.

5.2.3. Chén doi twrgng SmartArt

D6i tugng SmartArt 1a mot thu vién cac so do theo nhiéu cha dé
kiéu dang khac nhau. Ban c6 thé st dung doi tugng nay dé vé cac
so do nhu so d6 to churc cong ty, s& do ve tinh hinh tang gidm céc
chi tiéu, hay liét ké cac danh sach,...

Chén ddi twong SmartArt vao vin ban

Dé sir dung d6i twong ndy tir nhom 1énh Insert ban nhdp chon
SmartArt.

INSERT

L—‘Q@}EII &+

Pictures Online Shapes SmartArt Chart Screenshot
Pictures - -

Tlustrations

Hop thoai Choose a SmartArt Graphic xuat hién nhu hinh duéi
day:

Choose a SmartArt Graphic

All
List

iz

-«

Process
Cycle
Hierarchy
Relationship

Matrix

Pyramid
Basic Block List

Picture Use to show non-sequential or grouped

blocks of information. Maximizes both
horizontal and vertical display space for
shapes,

b
-
|
@

Office.com

=



Gia sir ching ta b xung kiéu Hierarchy List vao noi dung vin
ban dung de¢ li¢t ké cac dau sach theo chu dé khac nhau.

p
Choose a SmartArt Graphic

™ Al
H List
9  Process

~
i Cycle
St Hierarchy
Ed Relationship
Matrix

Pyramid

=7 — =a Hierarchy List

5 o B == -
B Pictare aaa = - t’ tl Use to show hierarchical relationships
O Office.com progressing across groups, Can also be

- ' - used to group or list information.

- - - .
aae i
== [N S
= = = J

Két qua trén ndi dung van ban s€ duogc bo xung mat dbi tuong
SmartArt nhu hinh dudi day:

Type your text here 2

L [Text] J L [Text] J

* [Text]
o [Text]
o [Text]

[Text]| | [Text]

Use to show hierarchical relationships
progressing across groups. Can also be
d to group or list information.

Hierarchy List
Learn more zbout SmartArt araphics

; [Text] ‘

Thuc chat cac thanh phan trong d01 tuong SmartArt la cac dbi
tuong Shape dugc thiét ké sin tir mau sic, bd cuc dé tao nén mot
dbi tuong SmartArt hoan chinh, thé hién duoc noi dung theo
nhitng chu dé khéac nhau.

Nhip ndi dung va tiy chinh déi twong SmartArt
Pé nhap noi dung cho cac thanh phﬁn trong mét‘déi tuong
SmartArt ban nhap tré chudt truc tiép Ién thanh phan d6 hodc

nh:?ip phai chudt va chon Edit Text. Cong viéc tiép theo ban c6
theé lam la tuy chinh nhitng thanh phan nay cho phu hop véi yéu



cau str dung ctia minh. Dé tuy chinh d6i twong SmartArt chung ta
quan tam t&i Tab Iénh Design va Format trén thanh cong cu
Ribbon.

Véi vi du trén ban tién hanh nhdp ndi dung cho SmartArt nhu
hinh duéi day:

Tin Hoc Il Van Hoa

Tin Hoc Co Tuyen tap
< — N — 500 mon an
Ban .
dan gian
S dung | caythucc
office 2013 guanh nha

Ban dé y trong qua trinh nhap noi dung cho cac thanh phan trong
d6i twong SmartArt ¢& chit sé ty dong dwoc diéu chinh vira khép
trong cac ddi teong Shape.

MARIART TOOL
DESIGN | FORMAT

{Add Shape - fove Up = . \_/JJ o2 .

; +* |- - - - . [N § | =

: ‘ . C 1- - Change | | =R etk T Rese

Mietbame & Rgnttolet 2 oo = Colers- =l Guaphic
Create G Re

Layouts SmaA styles

Diu tién chung ta s& tim hiéu cac nhom 1énh trong Tab Design
- Nhom 1€nh Create Graphic

T Add Shape ~ Promote Mowve Up

E Add Bullet Demote Move Down

EDTert Pane (:} Right to Left % Layout
Create Graphic

ST



+ L Add Shape|~| 4 44 Shape: B6 xung cac ddi tugng Shape va

SmartArt, ngoai cach st dung cong cu nay ban ciing c6 thé sao
chép cac doi tuong Shape dé c6 dugce Style thong nhat.

+ [EAud E"‘f”"‘t Add Bullet: Thém biéu tugng dau doan cho noi
dung cac doi tuong Shape trong SmartArt. Nut 1énh nay chi sang
1én va cho phép tac dong khi ban chon vao phan ngi dung Text.

+ ] Text Pane Text Pane: Tit bat hop thoai Text Pane bén trai dbi
tuong SmartArt.

+ ¥ Promote beomote: Chuyén dbi tuong Shape hién tai 1én cép
cao hon. Vi du trong hinh anh dudi day ban nhap chon vao doi
tugng “Tin hoc co ban”.

Tin Hoc @ Van Hoéa

= 'L T - > A
Tin Hoc Co Tuyen tap
< — N — 500 mon an
Ban a .
dan gian
| Strdung | caythudc
office 2013 guanh nha

Sau do ban nhép chon Promote, két qua s€ thu dugc nhu hinh
dudi day:



[ Tin Hoc Co |

Van Hoéa

7
| Ban
( sir dung | 500 mén 0
office 2013 a
dan gian
| | caythuoc
qguanh nha

| S ——

L |

+ ¥ Demote pyennote: Chuyén d6i twong Shape dang chon xudng
mot cép. Gia st van véi vi du phén trén ban sau khi da chuyén
dbi tuong “Tin hoc co ban” 1én cép trén ban nhép chon 1énh
Demote hinh anh s& tr¢ lai nhu ban dau khi d6 ddi tuong “Tin
hoc co ban” s& duge chuyén xudng cép dudi va la ciy con cua
déi tuong “Tin hoc”

= . 5 A ’ A
+ o= RIONEIOLeft pioht to Left: Dao chiu cac ddi twong Shape
trong SmartArt, gidi sir voi vi du dudi day:
[

- w r
Tin Hoc Van Hoa
. :jz." Q P
_ Tin Hoc Co Tuyen tap
* — 2 — 500 mon an
Ban A .
dan gian
| Strdung | caythudc
office 2013 guanh nha




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

Van Hoa

Tin Hoc

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

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

+ ® ReerderUp peorder up: Di chuyén déi tuong Shape 1én phia
trén mot vi tri.

+ ¥ ReorderDown’ poorder Down: Di chuyén dbi twong Shape
xuong phia dudi mat vi tri.
- Nhoém 1é€nh Layouts
@I E [=T=1- =
[ Layouts [

Khung Layouts s¢ liét ké cac Layout cung nhom véi Layout hién
tai, ban co thé chon truc tiép Layout thay thé trén danh sach nay.
Ngoai ra mudn thay d6i cic nhém Layout khac ban nhap chon
mili tén cubi cung bén phai.

- Nhoém 1€nh SmartArt Styles



‘ Design

;:: I N = . |
Change L\:"’l: I’l:"l:' I’l:"’l:';

Colors =

SmartArt Styles

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

Q0
- _@
<

Change
Colors ~

Primary Theme Colors e

HEEE S555E BEEE

Colorful

] |
]|
]|
]|
]|
I

-
=]

ol

- - [
Doboob oo ]

Accent 1

HEEE | BBEE | BEE

Accent 2

on
ol
u |
on
ol

EeEE EEEE BEE

o
al
o
o
i

Accent 3

EEEE mmEmm o=

on

Recolor Pictures in SmartArt Diagram

Ban c¢6 thé chon mot mau bat ky cho SmartArt cia minh.

+ SmartArt Style: Ung v6i mdi Layout nhat dinh da lwa chon,
ban c6 thé tiy chon cac Style cho dbi tugng SmartArt. Trong
khung SmartArt Style la nhiing Style phu hop nhit véi dbi tuong
hién tai. Tuy nhién néu mudn nhiéu liya chon hon ban c6 thé nhap
chon miii tén dudi cung bén phai khung nay.

- Nhom 1énh Reset



s
(=]

Reset
Graphic
Reset

Trong nhoém nay chua duy nhit 1énh Reset Graphic, ban sir dung
1énh nay khi mudn tra vé dinh dang gbc cua dbi twong SmartArt
dang chon.

Tim hiéu Tab lénh Format

- Nhom 1énh Shapes: Tuong ty nhu khi thao tac véi dbi tugng
Shape, tuy nhién ban chua y hai 1énh sau:

+ Larger: Tang kich thudc cua thanh phan duoc chon trong ddi
tugng SmartArt 1én 1 don vi.

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

- Nhém lénh Shape Styles: Twong ty nhu khi thao tac véi ddi
tugng Shape.

- Nhom 1énh WordArt Styles: Ching ta s& tim hiéu nhém Iénh
nay khi lam viéc vdi doi tugng WordArt.

- Nhom 1énh Arrange: Tuong tu nhu khi thao tac véi d6i tugng
Shape.

- Nhom 1énh Size: Tuong tg nhu khi thao tic voi doi tuong
Shape.

5.2.4. V& biéu do

V&i mot bang dir lidu cho trude ban c6 thé su dung cong cy nay
dé thé hién chung dudi dang biéu dd, cac sb lidu néu co thé thé
hién & dang biéu d6 s& gitip ngudi xem c¢6 cai nhin truc quan, dé
dang so sach cac chi tiéu véi véi nhau. Microsoft Word 2013
cung cap rat nhiéu dang biéu d6 khac nhau nhu hinh khéi, hinh



quat, duong thelmg, Cung v6i no 1a Style da dang, cho phép thé
hién, so sanh nhiéu chi tiéu trén cing mot biéu dd.

Chén biéu d6 vao vin ban
Tir Tab 1énh Insert nhap chon biéu tuong Chart

INSERT

E@II =3+

Pictures Online Shapes Smart4rt Chart Scresnshot
Pictures -

Ilustrations

Hop thoai Change Chart Type xuét hién nhu hinh dudi day:

All Charts

« oo | |l 188 (8 i 90 08 B3

Column
Line Clustered Column

Area
XY (Scatter) : II I I III I
Stock R— pe— [r— [ra—

Surface

Radar

EXxBERESMNeRE

Combo




Ban chon mét miu biéu d§ nhét dinh trong danh sach sau do
nhap Ok. Khi (j() mot ctra sO Microsoft Excel 2013 sé duoc mo &
bén phai ctra s6 Microsoft Word 2013 nhu hinh dudi day:

fw) | Documentl - Microsoft Word (Technical Preview) (Unlicensed Pro. = ® B2 || ¥ - s ChartinMicrosoft Word - Microsoft Excel (Tech.. = @ 2

Hoi| Cac | Inse| Pag| Ref | Mai| Rev| Vie:| Cus ‘D:S\gv‘ Layou meaE]" @ mmm Insert Pagelajout Formulas Data Review View * @ = & 3

il @ Bk W @B ) E]) ] [a)[e) 22

Change  Save As Switch Select Edit Refresh Quick Quick. Draft Paste g~ a Alignment Number Styles  Cells
Chart Type Template Row/Column Data Data Data layout~ = Styles~ v \Y S5 - A M - - e -

Type | Data | Chart Lay... Chart st..| Mode || Clipboard & Font Editing
FERBELT- T ] LI | o
[ s A | B | c [ b E F & 3

- Seriesl series2  Series3
Category 1 43 24 2
category 2 25 a4 2
A Category 3 35 18 3
category 4 4.5 28 s

To resize chart data range, drag lower right corner of range.

g 2
B 0
, s "5
5 s e
= L
: il
: 2
m a

Category 1 cacgony 2 Caegony3 caegonys

lnlzfs]s]x]s]e]z]a]z]6]z]a]r]r]z]e =] ]alo]= ][]~ ]~

: 2

H . Tuyén tdp ] o

- D Tin hoc co ] D 500 monan | v
4 m ] » v ¥ Sheetl /73 Tl M | p
Page: 2012 | words: 13 | IEEEEE s @ | reaay [ [EEm w 0—0—&

Trong cura s6 Excel chua dir liéu nguc“m tao biéu do, ban c6 thé
thay d6i dir liéu cho phu hop voi biéu d6 minh can vé& sau do
dong ctra s6 Microsoft Excel lai. Nhu vay mot biéu d6 d3 duoc
chén vao van ban.

W Series 3

B Seriss 2

W Sarims 1

Categary 1 Category 2 Category 3 Catzgary 4




Tuy chinh thiét ké cho biéu dd

Pé tuy chinh thiét ké biéu d6 ching ta quan tdm dén Tab 1énh
Design trén thanh cong cu Ribbon.

| Design |

w2t FO[RE RAINE:

Chart Layouts Chart Styles

Change  Save As Switc
Chart Type Template | Row/Co
Type

Duéi day 1a chi tiét cac nhom 1énh
- Type

al g

Change  Save As
Chart Type Template

Type

+ Change Chart Type: M¢ lai hdp thoai Change Chart Type ma
khong can quay lai Tab 1énh Insert.

+ Save As Template: Luu kiéu Chart hién thoi thanh miu dé co
thé dung lai cac lan sau:

- Data

R A
“lan] ]

Switch Select  Edit Refresh

Row/Column Data Data Data
Data

+ Edit Data: M& bang dit liéu ngudn cua biéu dd & dang File
Excel

+ Select Data: Lya chon lai dir liéu nguén cho biéu dd, khi nhép
chon nut 1énh nay cura s6 Excel s€ xuat hién nhu hinh dudi day:



Select Data Source ? EE_
Chart data range: | =Sheetl!SA51:5055 E‘}:
|' -|. @ Switch Row/Column ) |. '|

Legend Entries (Series) Horizontal (Categary) Axis Lad Chart Area h
[ 17 Add ” 7 Edit ][ 7< Remove ] 3 B [ DEditW
Series 1 Category 1
Series 2 Category 2
Series 3 Category 3

Category 4
ox ) (o]

L8

Ban nhép chon niit 1énh Edit dé thay d6i ving dit ligu cho biéu do
sau d6 nhap Ok dé luu lai.

+ Switch Row/Column: Chuyén d6i dit liéu giira hang — cot va
nguoc lai (nut 1énh nay chi sang khi m¢ bang dir li€u nguon
Excel)

+ Refresh Data: Lam méi lai dir liéu ngudn sau khi chinh stra.

- Chart Layouts: Dung dé thay d6i ciu truc cua biéu dd theo
nhitng mau mo ta trong khung nay.

Chart Layouts

Pé mo rong danh sach cac Chart Layouts ban nhap chon miii tén
dudi cung bén phai.




u
|

- Chart Styles: Thay d6i Style cho biéu d0 véi cau triic di chon

| Design |

[ ||
H = -

Chart Styles

Ciing giébng nhu khung Chart Layout voi Chart Styles ngoai
nhirng rpéu style hién thi ban c6 thé chon cac mau khac bang
cach nhap chon miii tén dudi cung bén trai cua khung 1€nh nay.

Tuy chinh Layout cho biéu dé

Bé tiy chinh Layout (ciu tric) cho biéu d6 ching ta quan tdm
deén Tab 1€nh Layout trén thanh cong cu Ribbon

[t |

Chart Area v & Ficture = [E] Legend = [#] chart wall [1] Lines =
| i LY I 1) 2
‘;—I ‘g‘ ‘J ‘J [&] Chart Floar J [ Up/Down Bars

By Format Selection [} Shapes ~ — [ Data Labels *
Chart  Axis Axes  Gridlines Plot Trendline
&4 Reset to Match Style Draw Text BoX | Title = Titles~ |24 Data Table = = o Area~ |J) 3-D Rotation i3] Error Bars =

Current Selection Insert Labels Axes Background Analysis

Dudi ddy 1a chi tiét cac nhom 1énh

- Current Selection



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

Current Selection

+ |':ha"t""‘”5‘a Chart elements: Lwa chon cac thanh

ph?m trén biéu dd. Ngoai viéc nhdp chon t&i cac thanh trén biéu
d6 ban con co thé chon nhanh chiing trong hop chon nay, hay
nhap chudt vao miii tén bén phai. Trong hop thoai d6 xubng ban
nhép chon thanh phan can thao téc.

Chart Area -

Chart Area

Chart Title

Harizontal (Category) Axis
Legend

Plot Area

Series "Series 1°

Series “Series 1° Data Labels
Series "Series 27
Series "Series 2° Data Labels
Series "Series 3°
Series "Series 37 Data Labels

Chart Area: Ving chira toan bo biéu do
Chart Title: Tiéu dé biéu dd

;Chart Title

[

ii

Catzgary 1 Catzgery2 Catzgary 3 Categary 4

rims 3




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

Chart Title

B5eries 1 WSeries 2 OSeries3

Legend: Ghi chi chi tiéu

tE‘ Hh—

[1T11]

Category 1 Category 2 Category 3 Categoryd

Plot Area: Ving chira chi tiéu trén biéu do

Chart Title

WSeries 1 MSeries 2 OSeries 3

Series “...”: Mot chi tiéu cu thé



Chart Title

B5eries 1 B5eries 2 O5eries 3

+ Eorrr}at Select’ion: Sau k}}i Iwra chon m(f)tqtha‘lnh phén bat ky trén
biéu do l?an nhap chon bicu tugng nay dé bat hop thoai Format
thanh phan do.

Dudi day 1a hop thoai Format cac thanh phan co ban trén biéu do
Chart Area: Cho phép thay doi mau dudng vién, kiéu duong
vien, bong, kich thudc, vi tri,...

Chart Title: Cho phép thay d6i thudc tinh duong vién, cin chinh
vi tri cua tiéu dé trén Char Area.

Horizontal (...) Axis: Cho phép dinh dang ndi dung chi ti€u truc
ngang nhu can chinh ndi dung, mau sac duong vién,...

Legend: Cho phep thay doi vi tri cia Legend trén Char Area,
kiéu dang, mau sic cta dudong vién,.

Plot Area: Cho phép thay d6i mau sic, hinh anh nén, thiét lap
thudce tinh cho dudng vién, bong,...

Series “...”: Doi voi cac chi tiéu hop thoai cho phép thiet lap
chi€u cao, d¢ rong, cac hi¢u ung,...



- Insert: Cho phép chén thém cac ddi tugng khéac vao biéu dd

L& Picture
_|jJ Shapes
Draw Text Box

Insert

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

+ Chart Title: Nhan tiéu dé cua biéu dd, nhép chon nut 1énh nay
ban s€ c6 3 lya chon, None — Khong st dung ti€u dé, Centered
Overlay Title — Hoa tron tiéu dé voi chi tiéu, Above Chart - O
trén dinh cua Chart Area.

—

— |

Chart
Title =
— None
i) Do not display a chart Title

Centered Overlay Title

il | Owverlay centered Title on
— chart without resizing chart
Abowve Chart
, Display Title at top of chart
— | areaand 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), nhap chon nit 1énh nay
ban c6 thé lya chon thém tiéu dé cho truc ngang hoic doc



=] Legend =
lni| Data Labels =

Dotig
Titles = | 28] Data Table ~

ﬂ Primary Horizontal Axis Title *

i#]  Primary Vertical Axis Title b
Tuwong tmg vé1 no 1a vi tri cua tiéu dé trén biéu do.
Vi ti€u dé truc ngang ban sé€ c6 hai lya chon, None — Khong st
dung ghi chu, Title Below Axis — Ludn phia dudi cac chi ti€u cua
truc 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...

V6i tiéu dé truc doc ban s& c¢6 cac lwa chon nhu: None — Khong
sir dung tiéu d¢, Rotated Title — Tiéu dé nam doc va _quay lén
trén, Vertical Title — Tiéu dé nam doc va quay xubng dudi,
Horizontal Title — Tiéu d& nam ngang.

ﬂ Primary Horizontal Axis Title »

I rimary Vertical Axis Title r one
Pri Vertical Axis Titl N
U
*

Do not display an Axis Title

Rotated Title
i Display Rotated Axis Title and resize
chart

Vertical Title
4 Display Axis Title with vertical text and
resize chart

Horizontal Title
’ 1 Display Axis Title horizontally and resize
chart

More Primary Vertical Axis Title Options...

- Axes: Thiét 1ap truc cho biéu d6 (Khong st dung cho cac biéu
do hinh quat)



| i

Axes Gridlines

- L4

Axes

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

™

HAxes

-

l#] Primary Horizontal Axis ¥
i®]  Primary Vertical Axis k

Péi véi truc ngang ban s€ co thé co nhitng lya chon nhu sau:
None — Khong str dung truc ngang, Show Left to Right Axis — St
dung truc ngang va sip xép cac chi tiéu tir trai qua phai, Show
Axis Without labeling — St dung truc ngang nhung khong co
nhan chi tiéu, Show Right to Left Axis — Sir dung truc ngan va
sap xép chi tiéu tir phai qua trai.

k| Primary Horizontal Axis » None
] ry H
@] Primary Vertical Axis N ¥ Do not display Axis
Show Left to Right Axis
0] Dsplay Axis Left to Right with Labels

Show Axis without labeling
107 Display Axis without labels or tick

marks
Show Right to Left Axis
i Display Axis Right to Left with Labels

More Primary Horizontal Axis Options...

DPdi v6i truc doc ban s& co thé co nhiing Iya chon sau: None —
Khong hién thi truc doc, Show Default Axis — Hién thj truc dung
nhu mic dinh, Show Axis in thousands — Hién thj truc dang véi
gia tri don vi hang nghin so véi gid tri hién tai, Show Axis in
millions — Hién thi tryc démg voi gia tri don vi hang triéu so voi
gia tri hién tai, Show Axis in Billions — Hién thi truc ding voi gia
tri don vi hang ty so véi gia tri hién tai, Show Axis with Log



Scale — Hién thj truc ding véi gia tri don vi 1a Logarit co s6 10
so voi gia tri hién tai.
@ Primary Horizontal Axis »

@ Primary Vertical Axis L MNone
h Do not display Axis

i

Show Default Axis

Display Axis with default order and

labels

T Show Axis in Thousands

il Display Axis with numbers
represented in Thousands

soooos]  show Axis in Millions

Display Axis with numbers

represented in Millions

Show Axis in Billions

Display Axis with numbers

represented in Billions

Show Axis with Log Scale

Display Axis using a log 10 based

scale

5 E

[
=

More Primary Vertical Axis Options...

+ Gridlines: Str dung cic duong ké ludi dé dong sang cac chi
tiéu.

@ Primary Horizontal Gridlines

[#] Primary Vertical Gridlines 3
Nhu vay chung ta s€ c6 cac duong ké theo truc ngang va truc
doc.

Cac duong ke truc ngang: Ban c6 thé xem hinh anh minh hoa dé
st dung kiéu duong ké ngang thich hop.



None @ Primary Horizontal Gridlines ¥
Do not display Horizontal Gridlines Iﬁl Primary Vertical Gridlines N

||’|%‘i

Major Gridlines

e Display Horizontal Gridlines for Major units
= Minor Gridlines

e Display Horizontal Gridlines for Minor units
= Major & Minor Gridlines

il Display Horizontal Gridlines for Major and

Minor units

More Primary Horizontal Gridlines Options...

Cac duong ké truc doc: Tuong ty cac dudng ke ngang, ban co thé
xem hinh anh minh hoa d¢€ str dung kiéu duong ké doc thich hop.

@ Primary Horizontal Gridlines F

Mone @ Primary Vertical Gridlines »
il Do not display Vertical Gridlines :

Major Gridlines
il Display Vertical Gridlines for Major units

Minor Gridlines
il Display Vertical Gridlines for Minor units

Major & Minor Gridlines
il Display Vertical Gridlines for Major and
Minor units

More Primary Vertical Gridlines Options...

- Backgroud: Thiét 1ap cac thay d6i cho nén ctia biéu dd

Q | Chart Wall

3| Chart Floor
Plot
Areg =~ 3-D Rotation
Background

- Analysis: Thiét 1ap cac diém ndi trén cac chi tiéu, tily vao ting
loai bieu do ma cach thiét 1ap Analysis khac nhau, tuong tng véi
nhitng loa biéu d6 d6 cac nut Iénh sé cho tac dong twong tng.

J Layout
| 4l |:] Lines =
= (1] Up/Diown Bars

Trendline

il Error Bars *

Analysis




Vi du vé biéu do voi b so liéu cho truée

Dé c6 thé tim hiéu chtc ning nay cu thé hon chung ta tién hanh
v& mot biéu dd voi mot bo dir lieu thong ké tinh hinh dd tot
nghiép THPT cua truong ABC qua cac nam, dudi day la bang
thong ké:

Nim | Hoc sinh d6 tot nghiép (%)
2001 |70

2002 |75

2003 | 95

2004 | 92

2005 |95

2006 | 935

2007 |40

2008 |42

2009 |70

Cac budc thuc hién nhu sau:
Budc 1: Chon biéu do

Véi dit liéu mot chi tiéu nhu vi du ban nén chon biéu do hinh
khoi, cac khoi ¢ day la phan tram hoc sinh tot nghiép va ching
thay doi qua cdc nam.

Nhu vy tir Tab Insert ban nhip chon biéu tugng Chart.



Picture Clip &Art Shapes SmartArt Chart |Screenshot
FPane - x

Ilustrations

Hop thoai Chart Insert xuét hién ban chon méu biéu dd dau tién
trong nhém Column.

Insert Chart
C@ Templates ColunE o - - o o - )
in) 2] 2] iga] 28 98] 35
@ P a3 - = = — — —
S| 0 i | 417

Area — — — — —
i xvos || ) ) | AR b
@ surface tine o — — — -
2 e |l A e b s ] 2
;g Radar Pif = = . . .

N @@ (N apl @3 v

[ Manage Templates... | | setas Default chart | [ ox ][ coneel

Nhap Ok dé bé xung biéu dd vao vin ban.
Budée 2: Higu chinh sé ligu

Sau budc 1 man hinh Excel 2013 xuét hién ban sta lai dit liéu
cho phu hop nhu hinh duéi day:



A B C D

| 1 [Nam Hoc sinh d& tat nghiép (%)

| 2 | 2001 70

| 3 | 2002 75

|4 2003 95

| 5 | 2004 92

| 6 | 2005 95

| 7 ] 2006 93.5

| 8 | 2007 a0

| 9 | 2008 a2

10| 2009 70

11
Luu y: GO lai gid tri cho cot A va B, x6a hai ¢t C va D

Sau khj sfrg xong ban dong cua s6 Excel lai, chung ta s€¢ dugc
mot bicu do trén Microsoft Word 2013 nhu hinh dudi day:

Hoc sinh dé tét nghiép (%)

mHoc sinh d6 t6t nghiép (%)

2001 200

=]

2003 2004 2005 2006 2007 2008 2009

Buée 3: Tinh chinh biéu dd

Trude hét ban dé y thay tiéu dé biéu d6 khong dung ching ta s&
tién hanh sira lai thanh phan nay. Ban nhip chudt vao phan tiéu
dé cua biéu do6 nhdp lai ndi dung nhu sau: “Biéu do bién dong
hoc sinh t6t nghiép PTTH”.



Ban dé y chi tiéu ¢ dang hinh c6t tuy c6 duong Line dong sang
tryc ding nhung chung ta rat kho xac dinh gia tri chinh xac cua
timg ndm. Ching ta s& tién hanh chén thém cac gia tri cua ting
cot nay. Pé thuc hién ban nhép chon biéu d6 sau d6 tim t&i nhom
1énh Labels trong Tab Layout.

AR TRED

Chart  Axis Legend Data Data
Title = Titles = - Labels * Table =

Labels

Tiép tuc nhip chon biéu twong Data Labels. Mot danh sach cac
kiéu Data Labels xuat hién ban chon muc Center.

iy ] (i

Data Axes  Gridlines

Table = h -
- None
;,; Turn off Data Labels for
- selection
Center

Display Data Labels and position
centered on the data point(s)
Inside End

Display Data Labels and position
inside the end of data point(s}

Inside Base

Display Diata Labels and position
inside the base of data point(s)

Outside End
Display Data Labels and position
outside the end of data point(s)

Mare Data Label Options...

Két qua cudi ciing chung ta ¢6 mot biéu dd hoan chinh nhu hinh
dudi day:



Biéu do bién dong hocsinh tot nghiép PTTH

mHoc sinh d tét nghiép (%)

2001 2002 2003 2004 2005 2006 2007 2008 2009

5.2.5. Chup hinh bing Microsoft Word 2013

Pay 1a chiic ning thudng thiy trong cac (mg dung ctia Adobe tuy
nhién vdi Mricosoft Office thi n6 méi chi xuat hién ¢ phién ban
2013. Ban c06 thé sir dung cong cu nay theo cac budc sau day:

- Nhap chon biéu tugng Screenshot trén tab 1énh Insert

Insert

LR N

Picture Clip Art Shapes Smartart Chart Screenshot
Pane b i

Illustrations

Mot menu nhanh d6 xubng nhu hinh duéi day:



(a+
Screenshot

-

Available Screen Shots

@+ Screen Clipping

- Trong khun Available Screen Shots la danh sach céc hinh anh
da chyp trude d6, ban nhdp chon muc Screen Clipping. Sau khi
chon xong man hinh Microsoft Word 2013 s¢& 4n di mot man
trang mo bao phu toan man hinh may tinh.

Khi d6 hinh chudt cua ban s& d6i thanh hinh gléu +, bay gio hay
gitra vao kéo chuot trong khoang ma ban mudn chyp hinh. Phan
sang trén man hinh chinh 1a birc anh man ban da chup.

Window  Help

=N A

AN

raANERRE RN R

oz

B RN Py

TERETar,




Sau khi tha chudt ban sé théy ctia s6 Microsoft Word 2013 xuit
hién va dan lu6én hinh anh ma ban vira chudt vao vi tri con trd
hién thoi.

5.3. Chén cac déi twong Text

Ngoai nhitng hinh anh ban con cé thé chén rat nhiéu cac d6i
tuong khac vao van ban nhu cac hop Text, cac WordArt, hay cac
doi tuong tir nhirng ing dung khac,... Trong phan nay chung ta
quan tdm dén nhom Iénh Text trén Tab Insert.

A |;| 4 A [# Signature Line -

E.Date & Time
Text  Quick WordArt Drop
Box~ Parts- - Cap~ [ Object ~

Text

5.3.1. Text Box

La mot khung chtra van ban, ngoai viéc thay 601 ndi dung bén
trong ban con c6 thé tily chinh thiét ké mau sic, nén cho cac
TextBox. Dé thém mot TextBox vao vin ban ban nhap chon biéu
tugng nay nhu hinh dudi day:



g |l

Box~
Built-in -
R =
Simple Text Box Austin Quote Austin Sidebar
r"
Banded Quote Banded Sidebar Facet Quote

@ More Text Boxes from Office.com
Draw Text Box

Danh sach cac mau TextBox xuat hién,
mau can chén vao van ban.

hady nhdp chudt dé chon

-



[Tra barm]

Cong Ty Phan MEm KE Toan AVIN
| Sckesbysars marw praast For
ey ot braartsnt pointy
Frarm your et o sckding
mcklitiornl Info For quick
refereres, mchaas
achechils.
Thasy e bypically plaeced on
e el right, bop or
tte, of Hhs pggs. Out yau
o5 sy el s, b 3wy
| P you prefer.

Wt your' re reescly b0 scd
your content, st cick hers
sl nbwrt byping. |

Sau khi lya chon mot mau TextBox s& dugc chén vao vin ban
nhu hinh trén, ban c6 thé thay do6i ndi dung cho TextBox d¢ phu
hop v6i ndi dung van ban.

Néu nhu khong vira y voi nhitng mau co6 san ban nhép chon muc
Draw TextBox dé tu minh thiét ké nhitng mau riéng.



Annual Sidebar Austere Quote -

Sau khi nhép chon muc nay hinh tré chudt cua ban trén van ban
s& dbi thanh hinh du +, biy gio hiy giit 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 ¢ thé gd truc tiép ndi dung vao d6. Vi du két hop mot sd
TextBox chiing ta s& dugc két qua nhu hinh duéi day:

PHAN MEM

Cong Ty Phan Mém Ké Toan AVIN

Sach Tin Hoc

Sach Hoa Hoc Sach Toan Hoc

Pinh dang cac dbi twong TextBox

Pé dinh dang cac dbi tugng TextBox chiing ta sir dung cic nhom
1énh nhu Shape styles, Text, Arrange, Size trén tab 1¢nh Format.

Drawing Joois)
Format
Shape Fill = E . Bring Forward = |2~ | =
ﬁ ! |=_%AllgnTe)ﬂ:v h g I ' |
- e ’ z =l AL L4 send Backward - % i
= &2 Create Link  Position Wrap Size

7| ) Shape Effects ~ - Text* % Selection Pane Sk
Shape Styles [F] Text Arrange




- Nhém 1€nh Shape Style

Co y nghia tuong ty nhu nhom 1€nh Style cua Picture va Clip art,
duoc dung de thay doi Style cho cac doi tuong TextBox.

Danh séch Style: Thao tic tuong ty nhu da hudng dan phan thao
tac véi Picture va Clip art.

(=) (=) () (=) () (= (=)

Ngoai cac Style trong bang liét ké ban co thé nhap chon muc
Other Theme Fills dé bo xung mot s6 Style dac biét.



Other Theme Fills

ﬁ“
-
>

Giai st chung ta chon mét Style cho nhimg TextBox vira thiét ké
CR-R-N-ReN-F-
(=] = - @
a ecea
‘TTLLL ™

Other Themne Fills

PHAN MEM

‘SéchTmHg[: ‘ |SéchHéﬂH|;c Hséx:hTminH(x: ‘

ﬁ@ Shape Fill: Thay d6i mau nén cho cac dbi tuong
TextBox. Se}u khi l}_ra ghon‘ Style ban 9(’) thé nhdp chon bicu
tugng nay dé thay d6i mau nén cho cac doi tugng Shape.

Sy shape Fill -

Theme Colors
H EEEEEEN

Standard Colors
L J | fEEEENE

Mo Fill

More Fill Colors...
Picture...
Gradient 3

K

=
FA
-

Texture




W@ Shape Outline: Thay déi mau vién cho ddi

tuong Shape. Khong nhimg thay d6i mau nén ma ban con c6 thé
thay d6i mau dudng vién bao quay dbi tuong Shape bang céach sir
dung cong cu Shape Outline.

| shape Effets '] Shape Effects: Y nghia tuong ty nhu Iénh
Effect trong phan Picture, ban st dung cong cu nay dé tuy chinh
cac ung dung hinh anh cho cac doi tugng Shape.

!.} Shape Effects v

. | No Presets Al

j e ﬁ

‘ Soft Edges 4

i B Bevel > ‘J Nyt \j’/

&y 3-D options.. ‘

| ~' 3-D Rotation » |
Gia sur chung ta thay doi rng dung cho céc TextBox
7
PHAN MEM

Cong Ty Phan Mém Ké Toan AVIN

- Nhom Iénh Te>§t: Str dung nhom I¢nh nay thao tac voi ndi dung
Text trong céc doi twong TextBox.



=] Align Text ~
=2 Create Link

Text

- Align Text: Can chinh vi tri ndi dung Text trong dbi tuong
TextBox.

Ir ) I
=_:—-JAI|gr1 Text -

Top

== Middle

Bottom

Nhap chon biéu twong nay ban s& c6 3 lwa chon Top (N6i dung
Text dugc can 1én dinh cac ddi twong TextBox), Middle (Noi
dung Text duoc cin giita cac dbi trong TextBox), Bottom (Noi
dung Text dugc cin dudi day cac dbi tugng TextBox).

- Nhom 1énh Arrange: Sir dung cac 1énh trong nhom nay dé sap
xep vi tri TextBox trén van ban.

| Format
ET H] 4y Bring Forward =[S~
7|

Send Back
Pasition Wrap
= Text= - Selection Pane k-

Arrange




+ Position: Ban c6 thé thiét 1ap vi tri cho TextBox trén trang vin
ban bang cach nhap chon bi¢u tugng Position. Mt danh sach cac
vi tri duoc li¢t ké trong menu nhanh.

B

Position

-

In Line with Text

sl

With Text Wrapping

sl sl (sl

sl [l =

il sl al

(H] Advanced Layout...

Trong muc In line with Text 1a vi tri ban dau cua dbi tuong
TextBox, phia dudi trong muc With Text Wrapping cho phép ban
thiét 1ap céc vi tri nhu mo ta trong hinh minh hoa, c6 thé 1a & dau
trang, gitra hodc cudi trang, (mg véi né 1a cac vi tri bén phai, bén
trai va ¢ gitra.

+ Wrap Text: Mot trang van ban thuong chira ca ddi tuong
TextBox va nodi dung Text. Trén nhitng vin ban d6 ban s& thay
lGc thi cac dbi trong TextBox bén trai, luc lai bén phai noi dung
Text, hay c6 thé & giita bao quanh 1a ndi dung Text cia vin
ban,... bé thiét lap duoc nhu vady ban nhz?'lp chon biéu tuong
Wrap Text, mot danh sach cac kiéu Wrap Text s& xuat hién nhu
hinh du¢i day:



In Line with Text
Square

Tight

Through

Top and Bottom

Behind Text

& G =l EE R E

In Front of Tawt
Behind Text

Advanced Layout...

[

Ban c6 thé nhép chudt chon mot kiéu bt ky ap dung cho déi
tugng TextBox cua minh.

4+ HBring Forward *| gring Forward: Hién thi déi twong TextBox

lén trude cac dbi tuong khéc, sir dung cong cu nay trong truong
hop c6 nhiéu doi tugng xép 1én nhau.

L - .2 . X
+ dsendBackward 71 geng Backward: Hién thi déi tuong
TextBox sau cac hinh anh khac, truong hop sir dung tuong tu
Bring Forward.

+ 127 Align: su dung cong cu nay dé cin chinh 18 cho mét hodc
nhiéu ddi tuong TextBox mdt luc. Pau tién ban hay chon mot
hodc nhiéu dbi tugng TextBox can cin 1& gidng nhau bang cach
gitt phim Ctrl va tich chon lan luot cac doi tuong TextBox. Tiép
theo ban nhdp chon cong cu nay trén thanh Ribbon, mot danh
sach cac Align xuét hién nhu hinh anh duéi day:



‘ Format

= i - |I&~ =7 .
il o B Bring Forward ~ ||= ig._\-l_i all 159 *
Y send Backward - |= Align Left
Position Wrap Fr—
E’b Selection Pane ES

hd Text =

Align Center

Arrange Align Right

Wy

=
=
=

Align Top

&

Align Middle

=
=
=

Align Bottom

Distribute Horizontally

e = |

Distribute Vertically
Align to Page
v | Alignto Margin

View Gridlines

#f  Grid Settings...
Nhép chudt dé chon kiéu can thiét lap.

+ 2] Group: Vi du ching ta ¢6 nhiéu dbi tuong TextBox riéng
1¢ két hop v6i nhau tao thanh mot biéu d6 hoan chinh va yéu cau
dit ra 1a phai di chuyén ching dén mot vi tri khac. Néu phai di
chuyén timg TextBox mot s& tén thoi gian va c6 thé khong dit
chung dung vi tri. Tur thuc té d6 ban c6 thé nhom chung lai voi
nhau thanh mot thé théng nhat, giup cho viéc di chuyén duoc dé
dang va giit nguyén duoc ciu tric. Dé thyc hién dau tién ban hdy
chon danh sach d6i twong TextBox can nhom, tiép theo nhip
chon biéu tuong Group trén thanh coéng cu, tiép tuc chon Iénh
Group.

| Format |
£ ¢ 1 Bring Forward ~ |2~ W 51
L4 send Backward ~ |lg = g
Paosition Wrap Cnmm =)

*  Textr [%SelectionPane] I3 Group
Arrange




Truong hop mudn g& nhom ban nhip chon Ungroup.

+ 1 5k7] Rotate: Xoay chiéu TextBox, st dung cong cu nay dé ddi
chiéu cho cac ddi twgng TextBox trén vian ban. Pau tién hay lya
chon TextBox can thao tac sau d6 nhip chon biéu tuong Rotate
trén thanh cong cu.

I 1
Format

j 4y Bring Forward = |& -

._,_] Send Backward -
Position Wrap =
- Text » |Cil Selection Pane Sh
Arrange “k Rotate Right 90°

42 Rotate Left 20°
= Flip Vertical
dl  Flip Horizontal

More Rotation Options...

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

+ Nhém 1énh Size: Dung dé thay doi kich thudc cia TextBox
trén van ban.

2l 15y - Shape height: Thiét lap chiéu cao cho TextBox.
= : & £
vas | 239 - | Shape width: Thiét 1ap do rong cho TextBox.

Luru y: Ban c6 thé thay d6i kich thude cua TextBox don gian hon
bang cach nhap chon d6i twong TextBox can thay ddi, di chuyén
chudt téi cac diém cho phép thay dbi kich thudc cua TextBox,
khi h1nh chudt d6i thanh miii tén hai chiéu ban gitlt, kéo va tha ¢
vi tri can thay ddi kich thuége, co thé ap dung cho chiéu cao, do
rong, hay dong thoi ca hai chi sb nay.

5.3.2. Chén doi twong WordArt



WordArt 1a d6i tuong chir hi¢u ng dugc st dung khi muén trinh
ndi dung dudi dang chir ngh¢ thuat.

Chén WordArt vao van ban

Pé chén WordArt vao van ban ban nhép chon biéu tuong nay
trong nhom Iénh Text trén Tab Insert ctia thanh cong cu Ribbon.

A |;| 4 A [# signature Line -

: E"}“_.Date & Time
Text  Quick WordArt Drop _
Box~ Partz~ - Cap~ DOh_]EI:t -

Text

Danh sach cac mau chir ngh¢ thuat xuét hién nhu hinh duéi day:

AAAAA
A A JANA
A A A A

Hay nhap chon mot mau bét ky dé bo xung vao van ban
Nhép néi dung cho WordArt

Sau budc chon thir nhit mot ddi tuong duoc chén vao van ban
v6i dong chit Your Text Here.

®

'YOUR TEXT HERE

—
-

|L_ :|_|-'

-



Dé nhap nodi dung cho WordArt ban x6a dong chit nay va nhap
ndi dung minh muodn thé hién vao do.

Cong Ty Phan Mém K& Toan
AVIN

Pé diéu chinh Font chit ban thao tic nhu da hudng dan & cac
phan trude.

Hi¢u chinh WordArt

Pé hiéu chinh thudc tinh cho WordArt ban nhép chon Tab
Format tim téi nhom 1énh WordArt Styles.

DRAWING TOOLS

FORMAT
A A A e
o [~ |
A -
Wordart Styles Ma

- Quick Styles: Thay doi kiéu chir nghé thut ma khong phi tro
vé Tab Insert

- Text Fill: Hiéu chinh mau cho than chit, dé thuc hién ban nhip
chon bi€u tugng nay, mét bang mau xuat hién nhu hinh dudi day:



DRAWIMG TOOLS
FORMAT

.&v

A A 0% 7|/ Automatic

Theme Colors

WardArt Styles H EEN | f |

Standard Colors

L QL] EEEER
Mo Fill

% More Fill Colors...

D Gradient b

Nhép chudt dé chon mau can thiét 1ap cho than chir.

- Text Outline: Thiét 1ap mau cho vién chit, dé thyc hién ban
nhép chon biéu tugng nay trén thanh cong cy, mot bang mau xuit
hién ban nhap chudt chon mau ma minh can st dung.



DRAWING TOOLS
FORMAT

-

A A : :ﬁ .

B Automatic

Waordart Styles Theme Colors
H EEN N

Standard Colors

| B | FEEEER
Mo Outline

wy More Outline Colors...
= Weight »

==z Dashes »

- Text Effects: Ngoai viéc lga chon kiéu chit cho WordArt ban
con c6 thé bo xung nhitng hi¢u ung rat dep, voi nhiéu cach thé

hién khac nhau bang cach nhip chon cong cu Text Effects. Danh
sach liét ké cac nhom rng dung xuat hién nhu hinh dudi day:



/L) Reflection  »

H B

A Glow ,
J’\ Bevel ,
A

.6\ 3-D Rotation *
4

ﬂm Transform 4

Di chuyén chuot téi nhém chua hiéu g can st dung, nhép chon
hi¢u ung can thiét 1ap cho WortArt.

L\ shadow >

7 o\
/1, Befiection No Rotation -
/&) Glow »
Ao\ =\
s

;@mﬁOOA
r‘ —

LDE

0000.

8 3.0 Rotation Options... l




Luu y: Ban c6 thé tuy chinh giinh dang, ﬂhiéu ung cho céc ddi
tuong WordArt bang cach nhap chon bi¢u tuong Format Text
Effects & dudi nhom WordArt Style.

DRAWING TOOLS
FORMAT

A A gy
= —
WordArt Styles @

Hop thoai Format Text Effects xuét hién nhu hinh dudi day:

Format Shape v X

SHAPE OPTIONS  TEXT OPTIONS

A A E

—

I SHADOW

I» REFLECTION

I GLOW

I+ SOFT EDGES

I~ 3-D FORMAT
I- 3-D ROTATION

Trong hop thoai nay ban ciing c6 thé thay d6i mau sic cho chix,
st dung cac hi¢u ung,... Dudi day la mot vi du trinh bay vé
WordArt



Cong Ty Phan Mém Ké Toan
AVIN

5.4. Biéu twong va cong thirc toan hoc

Trong phan nay chiing ta s& quan tdm t&i nhom 1énh Symbol, sir
dung nhom 1énh nay dé thém cac biéu tugng va cic cong thirc
toan hoc vao ndi dung van ban.

TC Equation -
L2 Symbol

Symbols
5.4.1. Chén cac biéu twong
Cach thue hién

Nhép chon biéu tuong Symbol tyén thanh cf)ng’ cu Ribbor}, mot
daph sach lie:tt ké cac Symbol xuat hi¢n, hay nhap chudt dé chon
bicu tugng can cheén vao van ban.

€2 symbol -
€ £ ¥ ©

™ + 2 <

I

- oy (=) I‘l a

n QO 3 ©

=

£2 Mare Symbals..,

Néu nhu chua hai 1ong v6i nhiitng biéu twong trong danh sach ban
c6 thé nhép chon muc More Symbols... dé ¢ thém su lua chon.
Hop thoai Symbol xuét hién nhu hinh dudi day, n6 khé giéng véi
hop thoai Symbol ¢ cac phién ban trudc cua Microsoft Word.



Trong hop thoai ndy ban c6 thé ty tim cho minh nhiing biéu
tuong thich hop dé chén vao ndi dung van ban.

Symbols | Special Characters

Font: | [normal text) |E| Subset: | Currency Symbols IZ|
m | ¥ |Ps|Rs| % | ¢ PR | T || 8| P |G|A|I2 -
C|%| € [ Ne|TM| Q| e |46 a|¥s|%5|Ve| 8| 78| 76| 0 i
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... | | ShorteutKey.. | Shorteut key: Alt=Ctri-E

[ Insert ][ Cancel ]

5.4.2. Chén cong thirc toan hoc
Cach thue hién

Khi can viét cac cong thirc toan hoc trén Microsoft Word 2013
ban nhap chon biéu tugng Equation trén thanh cong cu Ribbon.
Mot danh sach liét ké cac ki€u cong thirc xuat hién nhu hinh dudi
day:



T Equation -

Built-In —

A=mr?

n
(x+a)"= Z (z)xkaﬂ‘k
k=0

nx nin—1)x2
A+t =1+t —s—

TC  Insert Mew Equation
'ﬂ"}{ Save Selection to Equation Gallery...

Ban hiy nhép chudt chon téi dang cong thirc phu hop r}hét voi
ndi dung ma ban du dinh trinh bay. Sau budc ndy mot doi tuong
Equation s& dugc chén vao ndi dung van ban nhu hinh dudi day:

S‘ﬂ---|---1---|---2---|---2---|---4---|---5---|--;J\5-
| T 7 T 0 7 7 7 7 7 T 7 7

5{12 +b2 =|CZ



Luru y: Néu khong mudn st dung cic mau co san ban nhép chudt
tryc tiép vao biéu tuong Equation, mot dbi tring s& duoc chén
vao van ban.

Tuy chinh

Pé tuy chinh ndi dung cho Equation ban nhip chin Tab Design
trén thanh cong cu Ribbon.

Equation T
1
Design

Tc ?:mlessmna\ E . . . E . . L e,\ T j‘-‘ g {0) Bracket = lim Limit and Log ~

ex sib Function = & Operator ~
Equation . . . E . . . Fra:tlcm Script Radical Integral _ Lorge -
abe Normal Text Operator~ & Accent = [}] Matrix ~

- Nhoém 1énh Tools:
+ Equation: Chon mau Equation ma khong can tro lai Tab Insert
+ Profesional: Thé hién cong thirc dudi dang chuin

et +bhi=cq

+ Linear: Viét dudi dang cac ky tu don gian

g2+ bhr2=¢"2

- Nhom 1énh Symbols

Céc biéu tuong co ban trinh bay cong thirc dugc hién thi trong
khung nay, dé hién thi toan bd cac biéu tuong ban nhép chon miii
tén tro xubng phia dudi cing bén phai, danh sach day du cac bicu
tugng trong mot nhom s¢ xuat hién nhu hinh duéi day:



Arrows ¥

Arrows =
[J[=](1]

=][e]l=]
[ [<[#]

(-]
2]
][]
7]

1]
1]
1]
HEBan
(][] (1]
] [e][#][1]
man
(][] [s] [3][2]

LEIEILEIE]
HEBERE

L

Dé truy cap vao cac nhoém biéu twong khac ban nhip chon biéu
tugng hinh tam gidc ¢ phia trén cia danh sach nay.

Basic Math E
reektetiers | [ £][<][=][n][]
evesesmoos | (=] (=] =] (7] (5]
Cperators
i |[¢][2][#][<][=]
Arrows
|5
MNegated Relations
Sapts |[=][=][=][m] (4]
seomety _|[=][9][P][4][5]
El=]] 2] [e] ] [=][]
([~ [ []
Ad




Nl}ép chon vao cac nhom dé hién thi hay khong hién thi nhimg
bi€u tuong cua nhom do ra danh sach (nhom nao duge danh dau
thi nhitng biéu tugng trong nhom s& dugc hién thi ra danh sach).

- Nhom 1énh Structures: Nhom 1€nh nay s€ cho phép ban nhap
ndi dung cho cong thirc cua minh. Trong nhém 1€nh nay cac 1énh
deu c6 hai kiéu nhu hinh dudi day:

X

y
Fraction

-

Fraction

Common Fraction

dy Ay dy gy
dx Ax dx 5x
s
2

Céc cong thirc trong phan trén (Fraction) 1a cac cong thirc rong,
sau khi bd xung vao vin ban ban phai dién noi dung cho cong
thirc, gia str chiing ta chon cong thirc & biéu tuong thir nhat.



Trong cong thirc rdng nay ban nhap chudt vao 6 vung nho ctia tir
va mau d€ nhap ndi dung cho cong thuec:

J2x

3_}"'7

Dang thir hai 1a cac cong thirc chira sin noi dung & nhom dudi,
khi chon mot cong thic trong nhom nay mét cong thire véi ndi
dung nhu mo6 ta s€ dugc chén vao van ban tuy nhién ban hoan

toan co thé stra lai ching.

Ngoai nhom Fraction ching ta con rit nhidu nhém cong thirc
khéc nhau, tuy ting truong hop cu thé dé ban cé thé chon cho

minh mgt dang cong thic
+ Script

e}{

Script

Subscripts and Superscripts

phu hop

Common Subscripts and Supe

rscripts

X2 E.—i&:t

=
b3




+ Radical: Cac cong thirc khai can

TR

Radical

Radicals

Commeon Radicals

—b ++B% —Zar

2a

Jai+ b2

]
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+ Integral: Cac cong thurc tich phan

=

IE

Contour Integrals




+ Large Operator

Iy

Products and Co-Products

Unions and Intersections

-

+ Bracket

e

Bracket

Brackets

(3) 5]

{£3)

=31

Brackets with Separators

(3)53) {zzle3}

(3l

)

e bl e

[»]

&




+ Function: Cong thirc vé cac ham toan hoc

sin

Function

Trigonometric Functions |

sin£: cosE: tani:

cscil seci: cot £3

Inverse Functions

sin™* i3 cos™t i3 tan~* {3

cscii sec~i:: cot™1i

+ Accent

a

Accent

Accents |E|

=2 = = o
~ -
- = = -




+ Limit and Log: Cong thirc vé gidi han (Lim) va logarit

n-a
Limit and
Log~
Functions |:|
log=: 3 log:
maxi: Int:
Common Functions
1 mn
lim (1 + ;L) max xe~*
m—oc 0=xsi
[~
+ Operator
Operator
Basic Operators ‘E‘
= == 4= —=
E z £
‘Operator Structures 5
& - e |l =
gl gl e
hd




+ Martrix: Cong thirc vé ma tran

[ot]

Matrix
Empty Matrices N
Dots
Identity Matrices
10 1 100 1
01 1 01 0 1
001 1

]




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 khd
gidy cho vin ban, ciing nhu thiét ké Header, Footer hay chén sd
trang. Tuy nhién cac chirc ning nay duoc gidi thiéu riéng 1é chic
cac ban cling hoi kho khan khi theo doi. Trong phﬁn nay chung ta
s& nhiéc lai nhing phan do mot cach he thong de cac ban c6 thé
cd cai nhin tong quan vé nhiing cong viéc cudi ctng phai lam
trude khi in an van ban.

Hoan thién vian ban

Ngoai viéc hoan chinh ndi dung, dinh dang van ban, trudc khi in
vin ban ban con phai dé ¥ xem vin ban c6 can thiét ké Header
Footer khong? Thong thuong véi nhitng van ban dai nhu tai li¢u
vé mot chu dé nao d6 ban nén c6 Header, footer, hai dbi tugng
nay s& thé hién ndi dung cua chuwong, doan, phan vin ban dang
thé hién. Nhic nguoi dung biét duoc ho dang doc ndi dung cua,
chuong, bai, phan nao trong van ban. D¢ thiét chén Header,
Footer vao van ban ban nhép chon cac 1énh trong nhom Header
& Footer thudc Tab Insert.

#. ,
Header Footer Page
v v Number ~

Header & Footer

Mot ddi tuong khac khong kém phan quan trong d6 1a trang vin
ban, hau nhu v&i van ban nao chiing ta ciing nén danh trang trir
truong hop 1a nhitng mau quy dinh, hay nhiing van ban chi c6
mot trang duy nhét. Viéc danh trang s& giup nguoi doc dé dang
tim kiém t6i mot noi dung nao d6, cling nhu tranh cho vi¢c van
ban bi sap xép khong theo trat ty. Dé thém trang vao vin ban ban



nhip chon 1énh Page Number trong nhém 1énh Header & Footer
trén Tab Insert.

#

Header Footer Page
v *  Number~

Header & Footer

Pé ting kha ning tim kiém ndi dung trong vin ban, ngoai danh
sb trang ban nén c6 muc luc cho van ban (truong hop van ban
dai, nhiéu noi dung). C6 rat nhiéu cach tao muc luc cho van ban,
tuy nhién do thoi lugng cua cudn sach nay ching toi khong gioi
thiéu & day. Ban co6 thé ty tim hiéu va thiét ké cho van ban cua
minh mgt muc luc that khoa hoc va nhanh tréng.

Thiét 1ap trang in

Trude khi in 4n ban nén kiém tra lai cac thong s6 Ve khé gidy,
can 1& ctia van ban. Glup cho viéc chon diing khé gidy dang c6
clia mdy in tranh in sai lang phi. Dé kiém tra cac thong tin nay
ban nén bat hop thoai Page Setup bang cach nhép chon biéu
tugng mii tén phia dudi nhom 1€nh Page Setup trén Tab Page
Layout.

0B 08
. . . . [ Line Numbers =
Margins Orientation  Size  Columns

a- .
- - - - bt Hyphenation =

Page Setup @

Hop thoai Page Setup xut hién nhu hinh duéi day:



e I e
il M

| | Margins | Paper | Layout |
Margins
Top: 1 El Bottom: 1" El
Left: 1" = Right 1" B
Gutter 0" El Gutter position: Left :

Orientation

Portrait Landscape

Pages

Multiple pages: |Norma| |Z|

Apply to: |Whn|e document |Z|

Set As Default

Trong hgp thoai nay ¢ hai tab Margins va Pager s& cho phép ban
thlet 1ap cac thong s6 nhu 1& vin ban, kho gidy, chiéu cta khd
gidy (Ngang, doc). Ban nén cha y voi nhing truong hop in van
ban phap quy nhu hop ddng, don tir, quyét dinh,... ching ta dit
1& trai va phai gan bang nhau. Vi cac truong hop van ban la tai
lidu, sach,... can dong gay thi ching ta dé 18 trai nhiéu hon 18



phai véi mot ty 18 vira du dé sau khi dong gay, ndi dung s& nim
gilra trang van ban.

Luu y: V6i truong hop in hai mat chung ta xt 1y nhu sau: Chon
Mirror margins trong muc Multiple pages cua Tab Margins.

e
s | et
1| | Margins | Paper | Lajruut|
Margins
Top: 1" El Bottom: 1" El
Inside: 1" = Outside: 1" B
Gutter: 0" El Gutter position: :
Crientation

Al A

Portrait Landscape

Pages

Multiple pages: |E|

Preview

Apply to: |Whn|e document |Z|

T

6.2. Thwe hién in an



D¢ in van ban ban c6 thé thyc hién theo cac cach sau day:

Céch 1: Nhén biéu tuong Print trén thanh Quick Access Toolbar
@HO®D S =®:-

Vi cach ndy vin ban s& duoc in tit ca cac trang ra may in mic
dinh trén may tinh. Vi van ban chira nhidu ndi dung ban khong
nén sir dung cach nay vi d& dan dén tinh trang may in bi hoc gidy
gifta trimg vi in quéa nhiéu trang ciing mot lic.

Céch 2: NhéR t6 hop phim Ctrl + P hodc nhip chon nut Office
Button. Ctra s6 Office Button xuat hién ban chon muc Print.

Cing ty CF Phin mém AVIN

Cleg ty CP ks b AVIN

Hay thiét 1ap cac tham s theo hudng dan dudi day:

- Number of copy: S6 ban sao chep tir ban in, vi du ban ml}én in
hop dong thanh 2 ban dé guri khach hang va luu lai ban dién gia
tri la 2.

- Print: Chon may in d€ in van ban, trong may tinh c6 rat nhicu
may in khac nhau vi vay ban can phai chi dinh may in s€ in van



ban, néu khong Microsoft Word 2013 s& 14y mdy in mic dinh cta
may tinh.

- Print What: Cho phép tuy chon céc trang in, ban c6 thé nhap
tryc tiép trang can in vao hop nhép phia Pages.

Print

4k

Copies: |1
IE!

Print

Printer
Send To Onellote 2013

¢ -

% Ready

Printer Properties

Settings

Print All Pages

mnole thing

Cpe Siced

Only print on one side of the page

||=D-|=D Collated .

123 123 1,23

j Portrait Orientation -
J Letter
85" x11"

‘ | Marmal Margins
Left: 1" Right: 1"

D 1 Page Per Sheet -

Page Setup



Néu in nhiéu trang lién nhau ban nhap trang dau tién roi danh dau
— 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 cich nhau diu phay dudi.
6,7,10,23,24 ban nhap vao gia tri nhu sau: 6,7,10,23,24.

Vi dy in cac trang

Ngoai ra ban c6 thé nhap vao muc All dé ¢6 thém tuy chon.

Document

-
B
2

()

Print All Pages
The whole thing

Print Selection
Just what you selected

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

B

Print &l Pages
The whale thing

Pages:

=

Print One Sided

Only print on one side of the page

F S

+ All: In toan bo vin ban, ciing twong (mg ban khong thiét lap gi
cho myc nay. Mac dinh may in s€ in tat ca cac trang cia van ban.



+ Selection: Chi in ving dugc chon

+ Current Page: Chi in trang hién tai (Trang con tré6 chudt dang
dang)

+ Print Odd Pages Only: Tich chon muc nay dé chi in trang 1
+ Print Even Pages only: Tich chon muc nay dé chi in trang chin
- Other Settings: Cac tiy chon khéc khi in 4n

+ Collated: Néu in copy thanh nhiéu béan, ban c6 thé chon in 1an
lugt tirng bo 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 -

Portrait Orientation
| Landscape Orientation

+ Chon khé gidy cho vin ban




Letter
85" x11"

Tabloid
11" % 17"

Legal
8.5"x14"

Executive
7.25" x10.5"

A3
11.68" x16.54"

A4
8.27" x11.69"

B4 (J15)
10.12" x14.33"

B R E B Bk

B5 (JIS)
717" x1012"

Envelope #10
412" x8.5"

Envelope Monarch
3BE"x 75"

More Paper Sizes...

+ Last custom margin settings: Chon 1& cho trang in



Mormal

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"
Left 2" Right: 2"
Mirrored

Top: 1" Bottom: 1"
Insider 1.25" Outside:1"
Office 2003 Default

Top: 1" Bottom: 1"
Left: 125" Right: 1.25"

Custom Margins...




+ Page Per Sheet: In nhiéu trang trong mot t& gidy

1 Page Per Sheet

2 Pages Per Sheet

4 Pages Per Sheet

=l m

%E% 6 Pages Per Sheet
Eggg 8 Pages Per Sheet

ooool
16 Pages Per Sheet
oooo
IE Scale to Paper Size L

Cubi cung ban nhip chon nit Print d thyc hién in vin ban




Orint

- 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




