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@ |Thao tac cin ban trén Word 2010 ]

1.Tao méi mdt vin ban
Dé tao mdi mdt van ban vao file -> New->Create

Document! - Mecrosoh Werd - ol

@ |Thao tac cin ban trén Word 2010 ]

2. Luu van ban
- Pé lvu mot van ban vao file -> Save hoic Ctrl + S
- Vao file -> Save AS hoic F12

® - Document! ~ Microsoh Word

Racent Pisces
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(A)/Thao tic cin bin trén Word 2010 (A)/Thao tic cin bin trén Word 2010

3. Mé& mt viin ban c6 sin
Pé m& mot van ban c6 sin chon File -> Open hodc Ctrl + O dé di dén
file can ma.

3. Soan thio vin bén tiéng viét
Q pé soan thao van ban tiéng viét can:
Q Phéin mém go tiéng viét: VietKey, Unikey...

S e QO Phéng chir tiéng Vigt
3 bo ma thuong gap:
*TCVN3: tén bét diu bang ddu chdm va hai chit vn, chu yéu ding &
mién Béc

VD: .vnTime, .vnTimeH
«Bo ma va font VNI: ding chi yéu & mién Nam.
VD: VNI-Times
«Unicode: Chinh phii quyét dinh sir dung trong khdi co quan hanh
chinh Nha nuée.

= y CmE VD: Times New Roman, Arial, Tahoma...
0B/BB/20721 " I . UL’A 5 08/08/2014

Dinh dang vin bian ] Pinh dang vin ban ]
1. Dinh dang viin bian
< In d4m, in nghiéng, gach dudi:
bé in dam, in nghiéng, gach dudi doan text thi boi den doan van ban can

1. Dinh dang vin bian
< Pinh dang mau chit, doan viin bén, kiéu chit, size chir:
Dé dinh dang kiéu chir, mau chir, mau doan van ban va size chir thi phai boi

dinh dang. den doan vin ban hoic chir can dinh dang.
In dam: In nghiéng: Gach chin: mau doan
Nhan nat Bold (B)|Nhan nat Italic (I)|Nhan nat Underline van ban
hoac Ctrl+ B hoac Ctrl +1 (U) hoac Ctrl + U
B e - Hoga CalibtBody) ~ 11~ A A"
i de g 1 KK A % e T IR 'y k)
e BT T x X B4 w; e BT dex ¥4 B 7 U ~abe x, X* v N

Font ‘

Pé bo in dam, in nghiéng, gach dudi thao tac lip lai mot 1an nira dé hy.
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Dinh dang viin bin |

1. Dinh dang van ban
% Chi sb trén (Superscript) va chi s6 duwéi (Subscript):

Pé thiét 1ap chi s6 trén trong th¢ HOME nhom Font tich chon Superscript
hodc Ctrl + Shift + = dé dinh dang chi s6 trén.

Vidy: A2+ B2=C2

Dé thiét 1ap chi s6 trén trong th¢ HOME nhom Font tich chon Subscript
hodc Ctrl + = d& dinh dang chi s dudi.

Vi du: H,SO,.

08/08/2014 T —

Dinh dang viin bin |

1. Canh chinh vén ban
% Cin trai, phai, dira, déu 2 bén:
Pé can trai, phai, dira, d&u 2 bén cho doan vin ban thi phai boi den doan van
ban do.
Trong th¢ HOME chon Paragraph dé can chinh trai (Left), phai (Right)
cho doan van ban.
Hodgc:
Ctrl + E: can giita.
Ctrl + J: can déu 2 bén.
Ctrl + R: can phai.
Ctrl + L: Can trdi.

08/08/2014 ©

Dinh dang vin bian ]
1. Canh chinh vin ban
% Cin chinh dong vin ban:
Dé cin dong cach dong cua doan van ban thi phai boi den doan van ban d6.
Trong th¢ HOME chon Paragraph ¢ muyc line Spacing thiét 1ap khoang
cach dong cach dong cho vin ban.
Hodc trén cong cy Mini chon biéu tuong déu miii tén 2 dau IE'

TR W

= w3l €
fege il Assoceo | astecax AaBb

Exam
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Pinh dang vin ban ]

1. Dinh dang vin bén

. X Page seup * N,
< Can lé trai, phai, trén , duéi: -
Dé can 1€ cho trang vin ban tai trang | ===
e 8] e st
Page Layout chon page setup muc et 2o 3w 2500
p A otw: o ] ouwewwor Y]

Margins thiét 1ap 1& trai (Left), 1& phai | =7
(Right), 1& dudi (Bottom) va 1& trén (Top) @]

cho trang vin ban. Nhin OK e e
< Thiét 1ap trang ngang, trang doc: [ =

- Portrait: Gidy doc.

- Landscape: Gidy ngang.

Tai vung Apply to chon trang ap dung
+ Whole document: toan bd van ban.
+ This section: trang hién tai.

+ This Point forward: trang hi¢n tai Ve cAc | smmnen o= =
trang sau.

Nhin 8K.
08/08/2014
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(B) Pinh dang vin bin |

1. Dinh dang van ban
< In didm, in nghiéng, gach duéi:

Pé in dam, in nghiéng, gach dudi doan text thi boi den doan van ban can
dinh dang.

In ddm: In nghiéng: Gach chén:

Nhédn nat Bold (B)|Nhdn nat Italic (I)|Nhin nat Underline

hoac Ctrl+ B hoac Ctrl + 1 (U) hodc Ctrl+U

Fd9-0 Ed70 C° EAUA

B ‘1 T IR L ] B : s SRl g o0 K0 e
Froma -4 From :, . B Ik f®A

Dé b6 in dam, in nghiéng, gach dudi thao tac 13p lai mot 1an nira dé huy.
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(B) Pinh dang vin bin |

1. DPinh dang van ban

< Dinh dang cjt: Columns

Cach 1: GO van ban trudc chia cot
sau

-B1: nhdp vin ban binh thuong. G

hét noi dung van ban nhdn Enter dé

con tré xubng mot khoang ting.
- B2: Panh dau toan bd ndi dung van
ban can chia cot. Tai the Page

Layout cia nhém page Setup chon
Columns -> More Columns va hop
thoai colums xuat hién, & hop thoai
nay ta s& thiét 1ap sb cot cho doan
van ban mudn chia cot.

08/08/2014

Dinh dang vin bian ]

1. Dinh dang viin bian

< Dinh dang cot:
Cach 2: Chia c0t trude, goc van ban sau

- BI: Tai thé page Layout nhém Page Setup chon miu cot va nhap van ban
vao.

- B2: Tai th¢ Page Layout nhom Page Setup chon Breaks, Columns Breaks

dé ngdt cot khi mudn sang cot khac

08/08/2014 b :
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Pinh dang vin ban ]

1. Dinh dang vin bian
< Dinh dang tab:
Tai thé View chon tich Ruler. Tai
thudc ngang kich dup chudt vao vi ot ppostio DA
tri cAn dat tab hop thoai tab xuét 75w [ -,
hién a thiét lap tab trai, phai, gitra.
Left: tab trai.
Right: tab phai. Al )
i~ ®) Left GCenter ) Bight

Center: tab giira. pecknai il
- Tab stop position: vi tri dat tab. Leader
- Default tab stop: mic dinh dit e Co

tab.
- Aligment: chon kiéu tab.
- Leader: chon céach thé hién tab.

?

Tabs

set Cear Clear Al
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Dinh dang viin bin |

1. Dinh dang van ban
< Dinh dang Bullet va Numbering:

Tai thé¢ Home trong nhom Paragraph tai cong cu mini chon va thiét lap cac
bullet va s6 theo ¥ mudn.

Numbering

08/08/2014

Dinh dang viin bin |

1. DPinh dang van ban
< Dinh Drop Cap: Drop Cap ?
bé¢ dinh dang chit Drop Cap trén

thé Insert nhom text chon Drop o] ; -
Cap ->Dtop cap option d& dinh = W W
dang kiéu chit Drop Cap. ] )
Chu_y: danh van ban truée khi Hone Dropped  Inmargin
dinh dang chir Drop Cap. Options
- Font: kiéu chit (in dém. In Eont:
nghién,... +80dy v
- Lines to drop: chit cao bao Lines o drop: 3 :
nhiéu d(‘)ng Distance from text: |0cm 5

- Distance from text: khoing
cach chir Drop Cap t6i chir tiép
theo trong mot tur.

\ OK I Cancel

08/08/2014

Dinh dang vin bian ]

1. Dinh dang vin bian

% Dinh Watermark (nén bio v¢ vin bin):

Trén thé Page Laout chon Watermark > Custom Watermark dé thiét
1ap nén bao vé van ban. ==
Pé bo ché do Watermark Trén

thé Page Laout chon 2 D o AL i o e
‘Watermark-> Remore l r r ‘ ]

Watermark dé hiy bo.

08/08/2014

Pinh dang vin ban ]

1. Dinh dang vin bian

< Dinh Header/ Footer:

Trén thé Insert chon Header hoic Footer dé thiét 1ap header/footer .
Pé hity bo header/footer trén thé Insert chon header/footer > Remove
Header hoic Remove Footer dé huy header/footer.

o

|

2. Q@ 3 % D EE 4R TQ

[ —
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(B) Pinh dang vin bin |

1. Dinh dang vin ban

<+ Dinh Header/ Footer:

Pé thiét 1ap Header/Footer khac
nhau cho trang chén 1§, tai thé Page
Setup nhén chudt vao nat ¢
tai hop thoai Page Setup chon
layout danh tich muc Different odd
and even.

Trén thé Insert chon Header hodc
Footer dé thiét 1ap header/footer
theo trang chan I&.

(B) Pinh dang vin bin |

1. Dinh dang vin ban
< Dinh dang s6 trang:
Pé thiét 1ap so trang tu dong cho vin

ban tai thé Insert chon Page Number B RN A& E 4
dé thict lap trang tu dong cho van ban. readien] | e

- Top of page: trang bén trén. Heade &F (5 Jop of Page
- Bottom of page: trang bén dudi. it

@
. A e 2

- Page Margins: trang bén trai. B Curent Postion
&

Bottom of Page

Dé b6 sb trang ty dong tai thé Insert comat Page Numbers
chon Page Number va chon Remove

Page Number.

Remove Page Numbers

08/08/2014
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Dinh dang vin bian ]
1. Dinh dang viin bian
Document! - Microsoft

% Tao ngit trang:

Dé chén mot ngét trang trong
nhom Page Setup chon Breaks
va chon Page

08/08/2014

W

whieh one page ends
Bepn

Pinh dang vin ban ]

1. DPinh dang van ban

% Chén trang bia:

Dé chén mot trang bia tai thé Insert chon Cover Page va chon cac kiéu trang
bia.

Dé huy trang bia tai thé Insert chon Cover Page va chon Remove Curent

Cover Page = =
) 3 7 e @ 3 o5 uE4d H na
S = :
N I
- %
n" | A\ 5 @ { = ‘m i
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(CMChén bang va cac dbi twong ]

1. Chén cac dbi twong
1.1. Cheén cac ky tw dic biét
- Dit con tré vao noi mudn chén ky tu.
- Chon Insert -> Symbol-> More Symbol. Trén nhém Symbol chon
ky ty mubn chén.

2 |

T |2

Equation Symbol|
2+ € E ¥ 0O
L T
> 4+ x =
a B n O F

£2  More Symbaols..
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[CﬁChén bang va cac dbi twong ]

1. Chén cac dbi twong
1.1. Cheén Clip Art va hinh anh
- Dit con tré vao noi mudn chén ky tu.
- Chon Insert -> Clip Art-> Go. Hop thoai Clip Art cuét hién va chon hinh
can chén.
Dé hiéu chinh hinh anh kich chudt 1én hinh anh cn chén. Va kich chon mét
goc trén vién hinh anh dé hidu chinh anh.

08/08/2014

(@Chén bang va cac dbi twong ]

1. Chen cac doi twong
1.1. Chén va hi¢u chinh lru dd
- Dit con trd vao noi mudn chén luu dd.
- Chon Insert > Smart Art dé chon luu dd.
Pé hiéu chinh Smart Art chon tab Design va cic nhom lién quan.
Choose a SmartArt Graphic ?

st - X
== ——l — - u
-_‘- [ -

— — —_ —
——

N

1] e —
Basic Block List
""" EEE a8 i i o ormstir Madee ooy
sas HEE horatal d vereca dapay spece for
) C— - o
= (o .
. e .
x Cance

08/08/2014

mhén bang va cac dbi twong ]
1. Chén cac dbi twong
1.1. V& va hi¢u chinh biéu db
- Dit con tré vao noi mudn chén biéu do.
- Chon Insert-> Chart gy Ctra s6 biéu d6 mau xut hién chon biéu db
thich hop. ot (e »

s o] (2] il 0] 98] (38
S| )] 0 ) 1)
1] A8

e b e e 51

e

IS

Hanoge Tempiotes... | | Set asefuit Chart o cancel
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(CMChén bang va cac dbi twgng ]
1. Chén cac dbi twong
1.1. V& va hiéu chinh biéu do
pé hiéq chinh biéu dd kich chon biéu dd chon Design chon Change Chart
Type dé hi¢u chinh biéu do

e - e T
o) ) g ) ]
Al

08/08/2014
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(CMChén bang va cac dbi twgng ]
1. Chén cac dbi twong
1.1. V& va hiéu chinh biéu do
Pé hiéu chinh noi dung cta biéu dd kich chon biéu dd chon Layout va chon
noi dung phu hop dé hiéu chinh.

Chi y:

- Chart title: Tén bidu db.

- Axis title: Tiéu d@ truc.

- Legend: chu giai.

- Data Labels: hién thi dir li¢u
va cac nhan gia tri.

- Axes: Chinh s hién thi dit liéu b =
trén truc toa do. . o
- Gridline: Thay doi duong ké e
mat day biéu do.
08/08/2014

(@Chén bang va cac dbi twong ]
1. Chén céc dbi twgng
1.1. Cheén va hiéu chinh biéu thirc toan hoc

Dit con tré vao vi tri cn chén cong thurc toan hoc, chon Insert ->

Equation-> Insert new Equation.

G+ a) = Z:“D(L')l‘“ﬂ""‘

08/08/2014

mhén bang va cac dbi twong ]

1. Chén céc dbi twgng

1.1. Chén va hi¢u chinh biéu thirc toan hoc
Dé chinh sira cong thirc toan hoc kich chon cong thirc va tab Design s& xuat
hién trén ving Robbin. Trén viing Robbin lya chon cong thirc phi hop dé
hiéu chinh.

B oqopsee G jm A [if

=y -omm
=@

"m.a-.zm.-.-«l
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(CmChén bang va cac dbi twong J

2. Chén bang biéu (table)

2.1. Tao bang biéu

- Dit con tré vao noi mudn tao bang.

- Tai Insert -> Tables -> Insert Table

Hop thoai Insert Table xudt hién thiét lap s6 cot va sb dong dé tao bang.
Number of columns: sb cot.

Number of rows: s6 dong.

E ™ — Insert Table ?
¥ Tabse size
s Number of golumns: t
ramber of s 2
AuteFitbeharner

®) Foced o pdth:  Auto
AutoEit to contents

AutoFit £ vngow
2 Remember dmengons for new tables
5 3 Cancel

08/08/2014
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(CmChén bang va cac dbi twong J
2. Chén bang biéu (table)
2.2. Pinh dang dwong vién va nén cho bang
% Dinh dang dwdng vién cho bang

- BOi den ca bang va chon Tables Tools -> Design-> Border-> All Border.

FIF T we

e

|
- Chon cac kiéu duon vien va nhap chudt vao myc muon tao duuong vien.

08/08/2014
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[CmChén bang va cac dbi twong J
2. Chén bang biéu (table)
2.2. Pinh dang dwong vién va nén cho biang
< Dinh dang nén cho bing
-B6i den bang can to mau va chon Tables Tools -> Design-> Shading va
chon mau nén cho bang.

5 e Docs

mccdsic

08/08/2014

((_IMChén bang va cac dbi twong J

2. Chén bing biéu (table)

2.3. Chén cong thirc toan hoc vao bang

- B1: it con tro chudt vao 6 can tinh.

- B2: Tai tab Table Tools chon Layout-> Formula.
Hop thoai Formula Xudt hién chon

. Formula » N
Muc Formula: hién thi ham, cong thic tinh toan. | eme _
. <2 TR . ~SMOEFT
Number format: dinh dang kiéu gia tri hién thi. e frmat
Paste Function: chon cac ham tinh toan T
- B3: Copy két qua vira tinh dugc Paste vao 6 -
tiép theo va nhan F9 dé cap nhat gia tri.
Vi du:
STT | Mithing Shivemg 1 Siivmg 2 Ting M st M3t hang 56 lumg 1 EXTH Téag
1 A 100 2000 1 A 100 2000 2100
z B 300 1306 2 B 200 1300 1700
3 [3 300 3000 3 C 300 3000 3300
Ting cjug Tong cong. 7100
08/08/2014
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@Chén bang va cac dbi twgng ]
2. Chén bang biéu (table)
2.3. Chén cong thirc toan hgc vao bang
- B1: Dt con trd chudt vao 6 cén tinh.
- B2: Tai tab Table Tools chon Layout-> Formula.

Hop thoai Formula xuét hién chon e fome i
Chii y muc Paste Function: w‘;:ﬁ

- ABS: Tri truyét doi. - AND: Ham va.

- AVERAGE: Tinh trung binh|- COUNT: Bém. | ™" 4

- IF: Ham diéu kién. -MAX: Lon nhat, xe_ 2o ][ o

- INT: Chia l4y phén nguyén. |- OR: Ham hodc. e
- MOD: Chia lay phan du. - MIN: Nho nhat. [ e
- NOT: Ham phu dinh. - SUM: Tinh Téng.

- ROUND: Ham lam tron.

08/08/2014

@Chén bang va cac dbi twgng ]
2. Chén bang biu (table)
2.4. Chuyén bang thanh van ban va vin ban thang bang
% Chuyén bing thanh vin bén:
- Dit con tro vao mot 6 bat ky trong Table.
- Trong th¢ Layout nhom Data nhat nat Convert to Text.
Hop thoai Convert Table to Text xuat hién
+ Paragrahp marks: dau phan doan twong duong nhan Enter.
+ Tabs: C6 khoang cach phim tab. Convert Table To... ? 3

+ Commas: Dau phay. Separate text with
+ Other: Dau khac cac dau ¢ trén. O Baragraph marks
A (®) Tabs
- Nhan OK. e
.} Commas
) Qther: -
| Conves

08/08/2014
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@Chén bang va cac doi twgng ]
2. Chén béng biéu (table)
2.4. Chuyén bing thanh viin bin va viin bin thang bing
% Chuyén viin bin thanh bing :
- Dit con tro vao doan vin ban mudn chuyén sang Table.
- Trong thé Insert nhém Tables nhét niit Convert Text to Table.
Hop thoai Convert Table to Text xuét hién
+ Paragrahp marks: dau phan doan twong dwong nhan Enter.
+ Tabs: C6 khoang cach phim tab. ik = o

oang ¢ IPRa. B &
+ Commas: Dau phay. . - =
+ Other: Dau khac cac dau ¢ trén.
- Nhan OK. L L T

oy clog.

08/08/2014

@jHS tro xir Iy va phim tit }
1. HS trg xirly

< Auto Correct va Macro:

> Auto Correct:

Pé thiét 1ap Auto Corrrect vio File-> Option->

Proofing-> Auto Correct option.

- Correct TWo INitian CApitals: néu 2 ky tu
d4u viét hoa thi thay chit in thir 2 thanh chi
thuong.

- Capitalize first letter of sentences: Sau déu
cham viét chit in s& tw dong chuyén sang chit
hoa.

- Capitalize name of ddy: ky tu d4u tién cta thir
s& ddi thanh chir in. =

- Correct accidental usage of cAPS LOCK —
key: Caps lock ao.

bRgglac%: text as you type: tu dong chinh tir sai

an| ung.

40
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(D) H3 trg xit Iy va phim tit_|
1. HO tro xirly
< Auto Correct va Macro:
» Macro:
-bé ghi mot Macro tai tab View-> chon vao miii tén phia dudi Macro-> Record
Macro.
-bé gan Macro cho mdt nit trén Quick Access Toolbar. Chon Buttom.
- Duéi Customize Quyick Access Toolbar. Chon Macro dang ghi. Chon add->
Ok dé bt du ghi.

08/08/2014 e A
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(D) H3 trg xit Iy va phim tit_|

1. HO tro xirly

< Auto Correct va Macro:

» Macro:

- Gdn phim tit cho Macro: O hop thoai Record Macro chon Keyboard. Trong
Press New Shortcut Key nhap phim ma ching ta mudn gén nat cho Macro-
>Assign. Chon Close dé bt dau ghi Macro.

- Chay Macro: chay Macro tir Quick Access Toolbar chon vao biéu tugng
Macro. Hodc dung phim chung ta 1ap trinh Macro.

08/08/2014

42

@Hﬁ trg xir ly va phim tit }
1. HS tro xirly
< Auto Correct va Macro:
» Tao ghi chu va bao v¢ tai liéu Word:
= Tao ghi chtl (Comment):
- Tai thé Review-> New Comment
- X6a Comment tai thé Review -> Delete
- Thay dbi ten ngudi ghi chii: Tai thé Review-> Track Changes t6i muc User
name thay dbi tén ngudi tao.

08/08/2014
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@HS tro xir Iy va phim tit }
1. HS trg xirly

< Auto Correct va Macro:

» Tao ghi chu va bao v¢ tai liéu Word:

= Tao Password bao v¢ tai li¢u word:

Vao File->Info-> Protect Document->Encrypt with Password hop thoai

Encrypt Document xuét hién -> nhp pass cho word.

08/08/2014
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(D) H3 trg xit Iy va phim tit_|

1. HO tro xirly

< Tron thu (Mail Merge):

> Tron thu: Cho phép tao hang loat cac trang van ban c6 phan ndi dung
gidng nhau tir mot vin ban chinh (Main document) két hop véi cac nodi
dung chi tiét khac nhau tir mot van ban dir liéu khac (Data source).

> Data Source: 14 file chira dit liéu ngudn thuong trinh bay dugi dang bang
biéu nhu table, sheet(ciia Excel, Access) bao dam du so6 cot, hang va ndi dung
trong cac 0.

08/08/2014
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(D) H3 trg xit Iy va phim tit_|

1. HO tro xirly

< Tron thu (Mail Merge):

» Mail document: 13 mét file vin ban miu dugc trinh bay hoan chinh.
o Form letter:

B1: Tao tap tin main chinh trong Word.

Céngty TNHHXYZ \
2699 Pasteue, Q1. TR HCM
/223344 Ngdy 30 tiadng 10 nim 2013
THUMOT
-
Kinh gii :
Sinh Nim:

Dlachi
M sip xiép thai gien i Sy cude phéng vin tuyin shin sy che céng ty
Thoi gisn £id, ngay
Dia diém
GidmBic
TrinVin A

08/08/2014
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@Hﬁ tro xir Iy va phim tit }
1. HS tro xirly
% Tron thu (Mail Merge):
» Mail document: 1a mét file vin ban mau dugc trinh bay hoan chinh.
o Form letter:
B2: Tao tap tin ngudn dit liéu trén Excel v6i cac ot co tén tuong img(chu y: tén
ot viét khong diu).

STT Ho Ten Ngaysinh Lop Tang Ghichu
1 Than Ngoc Anh 26/12/2011 6/3 1
2 Trin Hoang fali 12/04/2011 6/1 3
3 Ding Trin Duy  31/05/2011  6/3 1
4 Ngvén Truone  Giang 31/03/2011 6/1 £]

08/08/2014
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@HS tro xir Iy va phim tit }
1. HS trg xirly
< Tron thu (Mail Merge):
> Mail document: 12 mét file vin ban méu dugc trinh bay hoan chinh.
o Form letter:
B3: Trén tap tin Mail chinh trong Word chon Start Mail Merge trén tab
Maillings-> Step by Step mail Merge Wizard.

= -

B

? @

08/08/2014
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(D) H3 trg xit Iy va phim tit_|

1. HO tro xirly

< Tron thu (Mail Merge):

» Mail document: 13 mét file vin ban miu dugc trinh bay
hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail

Merge trén tab Maillings-> Step by Step mail Merge

Wizard.

- Trong muc Select Dcocument Type chon Letter ->Next.

08/08/2014

Mail Merge =

Select document type

What type of document are you
wworking on?

Letters

Send letters to a group of
You can personalze the letter
that each person recenves.

Chck Next to continue.

step1ofs

@ Mext: Starting document

49

(D) H3 trg xit Iy va phim tit_|

1. HO tro xirly

< Tron thu (Mail Merge):

» Mail document: 12 mét file vin ban mau dugc
trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start

Mail Merge trén tab Maillings-> Step by Step

mail Merge Wizard.

- Trong muc Select Dcocument Type chon
Letter->Next.

- Trong muc Select Startting document chon Use
the current document -> Next.

Step20f 6

08/08/2014 ©
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1. HS tro xirly

% Tron thu (Mail Merge):

» Mail document: 13 mot file viin ban miu duoc
trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start

Mail Merge trén tab Maillings-> Step by Step

mail Merge Wizard.

- Trong muc Select Dcocument Type chon
Letter->Next.

- Trong muc Select Startting document chon Use
the current document -> Next.

- Trong muc Select recipients kich chon Browse.
Chon va m¢ file Data Source (file excel).

08/08/2014
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@HS tro xir ly va phim tat }
1. HS trg xirly
< Trdn thu (Mail Merge):
> Mail document: 1a mot file van ban mau dugc trinh bay hoan chinh.
o Form letter:
B3: Trén tap tin Mail chinh trong Word chon Start Mail Merge trén tab Maillings-> Step
by Step mail Merge Wizard.
- Trong muc Select Dcocument Type chon Letter->Next.
- Trong muc Select Startting document chon Use the current document -> Next.
- Trong muc Select recipients kich chon Browse. Chon va mo file Data Source (file

excel). S
Chon Sheet] nhin OK.
Y CSe— —
B Ml sip vép b pian fm dy cudc phong vin tuydn nhin sy che céag ty
08/08/2014 o

2/4/2018
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1. H3 tro xirly

< Trdn thu (Mail Merge):
> Mail document: 1a mot file van ban mau dugc trinh bay hoan chinh.

o Form letter:

B3: Trén tép tin Mail chinh trong Word chon Start Mail Merge trén tab Maillings-> Step
by Step mail Merge Wizard.

- Trong muc Select Dcocument Type chon Letter->Next.

- Trong muc Select Startting document chon Use the current document -> Next.

- Trong myc Select recipients kich chon Browse. Chon va mg file Data Source (file excel).
Chon Sheetl nhan OK. O hop thoai Mail Merge Recnplent mch loc dix 1ié liéu mong muén va
khéng mong muén. Nhin OK.

08/08/2014
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1. HS tro xirly

“  Trdn thu (Mail Merge):
> Mail document: 1a mot file van ban miu dugc trinh bay

hoan chinh.

o Form letter:
B3: Trén tap tin Mail chinh trong Word chon Start Mail SEUeert o8 Beld ' .
Merge trén tab Maillings-> Step by Step mail Merge L=l phbemPes  (® otabace Pk
Wizard. Belds:
- Trong muc Select Dcocument Type chon Letter->Next. ;’:
- Trong muc Select Startting document chon Use the ',%‘@

current document -> Next. ;'-3“
- Trong muc Select recipients kich chon Browse. Chon va

mo file Data Source (ﬁle excel).
Chon Sheet] nhin OK. O hop thoai Mail Merge Recipient
trich loc dit liéu mong mudn va khong mong mudn. Nhin
OK Match Fields.... lTnsert Cancel
- Trong muc Write your letter nhén chon More items... N
DaloemtT9£hudt vao vi tri cAn chén dit liéu trude khi thue

<A . N N A Sn-> t 55
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. Hb tro xirly
*  Tron thuw (Mail Merge):
Mail document: 1a mét file vin ban mau dugc trinh bay
hoan chinh.
Form letter:
B3 Trén tap tin Mail chinh trong Word chon Start Mail
Merge trén tab Maillings-> Step by Step mail Merge
Wizard. "
- Trong muc Select Dcocument Type chon Letter->Next. St
- Trong muc Select Startting document chon Use the

current document -> Next.
- Trong muc Select recipients kich chon Browse. Chon va

mo file Data Source (file excel).
Chon Sheet1 nhén OK. G hop thoai Mail Merge Recipient
trich loc dit liéu mong mudn va khéng mong muén. Nhin en
OK. e
- Trong muc Write your letter nhin chon More items...
Baloep§4hudt vao vi tri can chén dit lidu trude khi thuc

10

o

o<

v
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1. Ho trg xirly

< Trdn thu (Mail Merge):

» Mail document: 1a mét file vin ban miu dugc trinh bay hoan chinh.

o Form letter:

B3: Trén tép tin Mail chinh trong Word chon Start Mail Merge trén tab Maillings->
Step by Step mail Merge Wizard.

Sau khi lya chon More items... xong thi ndi dung cua thu moi co cAu trac hoan chinh.

Va nhin Next dé dén budc tiép theo.

T
P

Gism i
TeiaVind

08/08/2014

2/4/2018
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1. Hb tro xirly

< Trdn thu (Mail Merge):

> Mail document: 1a mét file van ban mau dugc trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail Merge trén tab Maillings->
Step by Step mail Merge Wizard.

Sau khi lira chon More items... xong thi ndi dung ctia thu moi co cAu triic hoan chinh.
Va nhin Next dé dén budc tiép theo. Tiép tuc nhan Next. Va chon Print...Hop thoai
Merge to new document xuat hi¢n Iya chon phi hop va nhén OK.

(D) H3 trg xit Iy va phim tit_|

. Hb tro xirly
«  Trdn thu (Mail Merge):

o

o

> Mail document: 1a mot file van ban miu dugc trinh bay hoan chinh.
o Form letter:
o Envelopes: Tao bi thu bang cach Mail Merge. Thuc hién tuong tu nhu Form letter

nhung chon Envelopes thay vi chon Form letter & budc 1.

o Labels: Tao nhin bi“mg cach Mail Merge. Thuc hién twong tu nhu Form letter
nhung chon Labels thay vi chon Form letter ¢ budc 1.

o Catologes: Tao van ban kiéu danh sich bing cich Mail Merge. Thuc hién tuong ty
nhu Form letter nhung chon Catologes thay vi chon Form letter ¢ budc 1.

- Start Mail Merge: Diém bt dau chon tai liéu va sau d6 chon, tao, chinh sira danh
sach nguoi nhan.

- Write & Insert Fields: Chen cac Merge Field va sir dung Rules d8 thyc hién cac thao
tac tinh toan cua tai liéu.

- Preview Results: Kiém tra 13i tw dong.

- Finish: Hoan thanh Merge va két hop céc tai liéu ca nhan vao mat tai liéu toan di¢n
hay in chiing ra hoac gui thu dién tir.

08/08/2014
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1. Hoé tro xiwrly

< Phim tat

Cic phim tat thong dung
Phim chiic ning. Phim chire ning
Cirl+1 Gin dbng don Ctl+Shift+>  Tdng2 clrchir
Culs2 glén dong 401 CuleShifte<  Glam 2 c&rchir
Culss Gién dong 1.5 Alt s Shift + § 83t/ tit phin chia cira 3 Window
cul+0 Tao thém d giln déng dom trude doan Curl + Enter Nght trang
F12 Luru 13 ligu véd tén khic Start+D Chuyén ra mén hinh Desktop
e Kiém tra 13i chinh th tiéng anh Start s € M cita s6 Internet Explorer, My Computer
4 Lyp lgl Iénh vira thye hign Curl + Alt+ N Cira 58 MS Word & dang Normal
Ctrl+Shift + S Tao style (heading)-> Diing myc lyc ty ddng Cil s Alt+P Cira s& MS Word & dang Print Layout
Curl+Shift+ F Thay d6i Font chir Curl+ Alt+ L Dinh 36 vb ky v tv ddng
Ctrl + Shift + P Ctrl + Alt +F Banh ghi chi & ehan trang
Cul+D M hip thoai dinh dgng font chir Cl+ Alt+D Banh ghi chi & ngay dui dong con trb chudt
Ctrl+ M Lisi doan vin vio 1 tab Ctrl + Shift + A chuyén d8i chlr thudng thinh chi hoa
Cul+T Lii nhimg ddng khéng phai 13 ang d3u cia doan vin v Alt + F10 Phéng to man hinh
Ctrl + Shift + M Lisi dogn vin bin ra I 1 tab Alt+F5 Thu nhé man hinh
Ctri+shift+ T L nhitng ddng khdng phdi 13 dng d3u clia ogn vin ra Alt + Print Screen  chyp hinh hdp thogi & trén man hinh
CuloF Tim kiém ket Print Screen chyp tohn bd min hinh dang hidn thi
Curl + Glhoje FS) Nhiy dén trang s Shift + F3 Chuyén chi¥ hoa thanh chir thirtmg v chir thurng thanh chit hoa
e H Tim kién va thay thé ky ty ) Tang 1 ¢ chir
ad+K Tao lién két (link) cr s Gidm 1 ¢& chir
08/08/2014 s
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