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i Tmdn a akua nban e s
’Thao tac can ban trén Word 2010
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1.Tao méi mét van ban

Dé tao mgi mot van ban vao file -> New->Cr eate
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2. Lwu van ban
- Pé luu mdt van ban vao file -> Save hoic Ctrl + S
- Vaofile -> Save AS hoac F12
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3. M& mét viin ban co sin
Dé mé mét van ban co sin chon File -> Open hoic Ctrl + O dé di dén
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file cin mé.
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lDinh dang van ban

1. Pinh dang van ban
v/ In dam, in nghiéng, gach dwéi:
Pé in dam, in nghiéng, gach duéi doan text thi b6i den doan van ban can

dinh dang.
In dam: In nghiéng: Gach chan:
Nhin nGt Bold (B)|Nhin nat Italic (1) |[Nhin ndt Underline
hoac Ctrl + B hoac Ctrl + | (U) hoac Ctrl + U
Wa-a i T EE
] - | " ]
; BIjoddid Fil J Pl iy el |: . p....--l.'

Dé bo in dam, in nghiéng, gach dudi thao téc 1ap lai mét lan nira dé hiy.
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lDinh dang van ban

1. Pinh dang van ban
v Pinh dang mau chir, doan vin ban, kiéu chir, size chit:

Pé dinh dang kiéu chir, mau chit, mau doan van ban va size chi thi phai boi
den doan van ban hoac chit cin dinh dang.

Calibrf[Body) =~ 11 = A A
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Font Tu
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lDinh dang van ban

1. Pinh dang van ban
v Chi sb trén (Superscript) va chi sb dwéi (Subscript):

Dé thiét lap chi sd trén trong th¢ HOME nhém Font tich chon Super script
hoac Ctrl + Shift + = dé dinh dang chi sb trén.

Vi du: A2+ B2=C2.

Dé thiét 1ap chi sb trén trong th¢ HOME nhém Font tich chon Subscript
hodc Ctrl + = dé dinh dang chi sb dudi.

Vi du: H,SO,.
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’Dinh dang van ban

1. Canh chinh vin ban
v Cin tréi, phai, dira, déu 2 bén:

Dé can tréi, phai, dita, déu 2 bén cho doan vin ban thi phai boi den doan van
ban dé.

Trong thé HOME chon Paragraph dé cin chinh tréi (Left), phai (Right)
cho doan vin ban.

Hoadc:

Ctrl + E: can giza.

Ctrl + J: cin deu 2 bén.

Ctrl + R: can phai.

Ctrl +L: Can trai.

08/08/2014
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’Dinh dang van ban

1. Canh chinh van ban
v Cin chinh dong van ban:
Dé cin dong cach dong cia doan van ban thi phai bdi den doan vin ban do.
Trong thé¢ HOME chon Paragraph ¢ muc line Spacing thiét 1ap khoang
céch dong cach dong cho van ban.
Hozc trén cong cu Mini chon biéu tuong diu miii tén 2 ddu [=-
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’Dinh dang van ban

1. Pinh dang van ban
v Cin 18 tréi, phai, trén , duéi: T
bé can [e cho trang van ban tai trang | =

Page Layout chon page SetUp muC | w cim = o cem
Margins thiét lap 1& trai (Left), 1& phai | T = = === = 2

rirviokon

(Right), & dudi (Bottom) va Ié trén (Top) (&
cho trang van ban. Nhan OK i
v Thiét lap trang ngang, trang doc: N T ,

- Portrait: Gidy doc.

- Landscape: Giay ngang.

Tai vang Apply to chon trang ap dung
+ Whole document: toan bo van ban.

Py

+ This section: trang hién tai. P

+ This Point forward: trang hién tai vé Cac | s s il
trang sau.

Nhan OK. 08/08/2014
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’Dinh dang van ban

1. Pinh dang van ban
v/ In dam, in nghiéng, gach dwéi:

D¢ in dam, in nghiéng, gach dudi doan text thi bdi den doan van ban can
dinh dang.

In dam: In nghiéng: Gach chan:
Nhin nit Bold (B)|Nhin nat Italic (1) [Nhin ndt Underline

hoac Ctrl + B hoac Ctrl + | (V) hoic Ctrl + U

L ERCIS W78 LT
i a i K4 B Lo i Ko E L] ORI W T
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Dé bo in dam, in nghiéng, gach dudi thao téc 1ap lai mét 1an nira dé hiy.
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’Dinh dang van ban
1. Pinh dang van ban

v/ Dinh dang cot: Courens 7
Céch 1: G0B vin ban truéc chia cot
sau W | m W on
-B1: nhap van ban binh thuong. G6 e e

hét noi dung van ban nhin Enter d¢  *
con troé xubng mot khoang tang.

- B2: banh dau toan bd nodi dung vin
ban can chia cot. Tai thé Page
Layout cua nhém page Setup chon
Columns -> More Columns va hop iy fre
thoai colums xuét hién, ¢ hop thoai
nay ta s3 thiét 1ap sb cot cho doan
van ban muén chia cot.

]

Thiét lap
6 cot
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’Dinh dang van ban

1. Pinh dang van ban

v/ Dinh dang cot:
Céch 2: Chiacot trudc, goc van ban sau

- B1: Tai thé page Layout nhom Page Setup chon mau cot va nhap van ban
Vao.

- B2: Tai thé¢ Page Layout nhom Page Setup chon Breaks, Columns Breaks
dé ngat cot khi mudn sang cot khéc

o
e

.

Thiét lap
ngét cot
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’Dinh dang van ban

1. Pinh dang van ban
v Pinh dang tab:

Tai the View chon tich Ruler. Tai L :
thudc ngang kich dip chuot vao vi D A
tri cin dat tab hop thoai tab xuat "Em e
hién athiét 1ap tab tréi, phai, gitra.
Left: tab trai.
Right: tab phai. St
Center: tab gitra. : '{L o i
- Tab stop position: vi tri dit tab. Leades
- Default tab stop: mic dinh dat ks £ 2

teb. Bt e e 8

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

B

Cancal
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’Dinh dang van ban

1. Pinh dang van ban
v Dinh dang Bullet va Numbering:

Tai thé Home trong nhdm Par agr aph tai cdng cu mini chon va thiét 1ap cac
bullet vasd theo y muébn.

Numbering

08/08/2014
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’Dinh dang van ban

1. Pinh dang van ban
v/ Dinh Drop Cap:

, Drop Cap ?

bé dinh dang cht Drop Cap trén N
thé Insert nhém text chon Drop s
Cap ->Dtop cap option dé dinh W= |W
dang kiéu chir Drop Cap.
Chd y: danh van ban truge khi None Dropped  Inmargin
dinh dang chix Drop Cap. Options
- Font: kiéu chir (in dam. In Font;

nghién, ... +Body L
- Lines to drop: chitr cao bao Lines to drop: 3 :

nhiéu déng Distance from text: |0cm =

- Distance from text: khoang
céch chix Drop Cap téi chir tiép
theo trong mat tur.

OK Cancel

08/08/2014
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’Dinh dang van ban

1. Pinh dang van ban

v Pinh Watermark (nén bao vé vin ban):

Trén the Page L aout chon Water mark > Custom Watermark dé thiét
|ap nén bao vé van ban.

Dé bo ché do Watermark Trén _

the Page Laout chon g
Water mark-> Remore
Watermark dé huy bo. [

2B Bt
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’Dinh dang van ban

1. Pinh dang van ban

v Dinh Header/ Footer:

Trén thé Insert chon Header hoic Footer dé thiét 1ap header/footer .

Dé hay bo header/footer trén thé Insert chon header/footer -> Remove

Header hoic Remove Footer dé huy header/footer.
L e - o L -y o Ly = ]

s | . . 5 - a
1 =l = B 3 : : 4 n S S 1
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’Dinh dang van ban

1. Pinh dang van ban
v Dinh Header/ Footer:
Dé thiét 1ap Header/Footer khac . g -
nhau cho trang chan 18, tai thé Page e

Setup nhan chudt vao nit i

tai hop thoai Page Setup chon
layout danh tich muc Different odd
and even.

Trén thé Insert chon Header hoac
Footer dé thiét lap header/footer jon
theo trang chan |&.
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lDinh dang van ban

1. Pinh dang van ban

v Pinh dang sb trang:

Pé thiét 1ap sb trang ty dong cho vin
ban tai thé Insert chon Page Number

dé thiét 1ap trang tu dong cho van ban.

- Top of page: trang bén trén.

- Bottomof page: trang bén dudi.

- PageMargins: trang bén trai.

Dé bo sb trang tw dong tai thé Insert
chon Page Number va chon Remove
Page Number.

@- ENTER

| FHATTETAN AT kB RAH Tk R TH
lDinh dang van ban

1. Pinh dang van ban
v Tao ngit trang:

Pé chén mot ngat trang trong
nhom Page Setup chon Breaks
va chon Page
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lDinh dang van ban

1. Pinh dang van ban

v Cheén trang bia:

Dé chén mot trang bia tai thé I nsert chon Cover Page va chon céc kiéu trang
bia

Dé huy trang biatai thé Insert chon Cover Page va chon Remove Curent
Cover Page = ™

- - -=]
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'Chen bang va cac déi twgng

1. Chén cac déi twong
1.1. Cheén cac ky tw dac biét
- Pat con tro vao noi mubn cheén ky tu.
- ChonInsert -> Symbol-> More Symbol. Trén nhém Symbol chon

ky tu muén cheén. -

T 2

Equation Symbol

Symb

(&)

+ € £ ¥
L - # <
> t ®x e
a p n 0O F

£2 Mare Symbols..

08/08/2014

24




@- ENTER

| FeATTEN P uhus nka ki s ]
'Cheén bing va cac déi tweng

1. Chén cac déi twong
1.1. Chén Clip Art va hinh anh
- Pat con tré vao noi mudn cheén ky tu.
- ChonInsert -> Clip Art-> Go. Hop thoai Clip Art cudt hién vachon hinh
can chen.
Dé higu chinh hinh anh kich chust 1&n hinh anh cn chén. Vakich chon mot
goc trén vién hinh anh dé hiéu chinh anh.

TRUNG TAM TIN HOC KIEN TRUC - MAY DUNG & NMGHIEF VU ENTER
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| reATTEN P uhus nkan ke siie s ]
'Cheén bing va cac déi tweng

1. Chén cac déi twong
1.1. Chén va hiéu chinh luu dé
- Pt con tré vao noi mudn chén luu dd.
- Chonlnsert -> Smart Art dé chon luu db.

Dé hiéu chinh Smart Art chon tab Design va cac nhom lién quan.
T
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'Cheén bing va cac déi tweng

1. Chén cac déi twong
1.1. V& va hi¢u chinh biéu dé
- D3t con tré vao noi mubn chén biéu do.
- Chon Insert -> Chart glg Ciraso biéu do méau xuat hi¢n chon bicu do
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'Cheén bing va cac déi tweng

1. Chén cac déi twong

1.1. V& va hiéu chinh biéu dé

Dé hiéu chinh biéu dd kich chon biéu b chon Design chon Change Chart
Type dé hiéu chinh biéu db

TRUNG TAM TIN HOC KIEN TRUC - MAY DUNG & NGHIEP VU ENTER
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'Chén biang va cac di twong

1. Chén cac déi twong

1.1. V& va hi¢u chinh biéu dé

Dé hiéu chinh ndi dung cua biéu db kich chon biéu db chon Layout va chon
ndi dung pht hop dé hiéu chinh.

Chuay:
- Chart title: Tén biéu do.
- Axistitle: Tiéu dé truc.
- Legend: chu giai. rr——r
- Data Labes hién thi dit lisu ~HE
vacéc nhan giatri. 1]
- Axes: Chinh sir hién thi dit liéu "
trén truc toa do.
- Gridline: Thay dbi duong k&
mat déy biéu db.
08/08/2014

29

‘%‘ EHTE_FI

TRUNG TAM TIN HOC KIEN TRUC - MAY DUNG & NGHIEP VU ENTER

'Chén bang va cac di twong

1. Chén cac déi twong

1.1. Cheén va hiéu chinh biéu thirc toan hoc
Dit con tré vao vj tri can chén cdng thic todn hoc, chon Insert ->
Equation-> Insert new Equation.

[ =] cl
L | iz 951

[x+a)" = Z ()t e

08/08/2014
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'Chén bang va cac di twong

1. Chén cac déi twong

1.1. Cheén va hiéu chinh biéu thirc toan hoc
Dé chinh sira cong thirc todn hoc kich chon cong thirc vatab Design s8 xuét
hién trén viing Robbin. Trén viing Robbin lya chon cong thirc phit hop dé
hiéu chinh.

08/08/2014
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'Chén bang va cac di twong

2. Chén bang biéu (table)

2.1. Tao bang biéu

- Pit con tré vao noi mudn tao bang.

- Tailnsert ->Tables->Insert Table

Hop thoai Insert Table xuét hién thiét 1ap sb cot vasd dong dé tao bang.
Number of columns: sb cot.

Number of rows: s6 dong.

e

—. basarnt Talle ?
§ | Tk s
- - Ty Figmnbwsr off Qo e 5
S i O (0w 2
Bariofit behawior

& Fimed cobenpedic  duin
e
BT T e
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| PHATTEIH AT khuE nkna ki s |

'Chén biang va cac di twong

2. Chén bang biéu (table)

2.2. Pinh dang dwong vién va nén cho bang

v Pinh dang dwong vién cho bang

- BOGi den ca bang vachon Tables Tools-> Design-> Border->All Border.
Tk S T A Vs ]
= |

&b

- Chon céc kiéu duon vién vanhap chudt vao myc mudn tao duudng vién.

08/08/2014
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'Chén bang va cac di twong

2. Chén bang biéu (table)
2.2. Pinh dang dwong vién va nén cho bang
v Pinh dang nén cho bing
-Béi den bang can td mau va chon Tables Tools-> Design-> Shading va
chon mau nén cho bang.

R e

o EEEEEN

| moehoe
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'Chén bang va cac di twong

2. Chén bang biéu (table)

2.3. Chen cdng thirc toan hec vao bang
- B1: Pt con tro chudt vao 6 can tinh.

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

Frmeis * n
Muc Formula: hién th; ham, cong thirc tinh todn. | e
Number format: dinh dang kiéu giatri hidnthi. | i e
Paste Function: chon cac ham tinh toan crivranem .
- B3: Copy két qua viratinh dugc Paste vao 6
tiép theo vanhin F9 dé cap nhat giatri. A
Vi du:
[T emiag [TEF eimg ELE= by Ty
[} 1 A i 0LE HIO
: e —
1 Thag ring TIOG
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'Chén bang va cac di twong

2. Chén bang biéu (table)

2.3. Chen cdng thirc toan hec vao bang
- B1: Pit con tro chudt vao 6 can tinh.

- B2: Tai tab Table Tools chon Layout-> Formula.

Hop thoai Formulaxuét hién chon o S e
Cha y muc Paste Function: LT

- ABS: Trj truyét ddi. - AND: Ham va : =
- AVERAGE: Tinhtrung binh.- COUNT: Bém. | ™" &

- IF: Ham diéu kién.

- MAX: Lén nhét.| & N

- OR: Ham hodc. |+ [ -
- MIN: Nho nhét. [,

- SUM: Tinh Tong.

- INT: Chial4y phan nguyén.
- MOD: Chialdy phan du.

- NOT: Ham phu dinh.

- ROUND: Ham lam tron.

08/08/2014
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Chén bing va cac doi twong

2. Chén bang biéu (table)
2.4. Chuyén bang thanh vin ban va vin ban thang bang
v Chuyén bdng thanh vain ban:

- Pat con tro vao mot 6 bat ky trong Table.

- Trong thé Layout nhém Data nhat nit Convert to Text.

Hop thoai Convert Table to Text xuat hién

+ Paragrahp marks: diu phan doan tuong dwong nhan Enter.

+ Tabs: C6 khoang céch phim tab. ? |

+ Commas: DAu phay.

Convert Tabke To ..

Senarate b with

+ Other: Dau khéc cac diu & trén. Barawrach i
- Nhén OK. i
LoD
(v 4 Canodl
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Chén bing va cac di twong

2. Chén bang biéu (table)
2.4. Chuyén bang thanh vin ban va vin ban thang bang

v/ Chuyén vin bdn thanh bdng :

- Pit con tré vao doan van ban mudn chuyén sang Table.

- Trongthé Insert nhém Tables nhit nit Convert Text to Table.

Hop thoai Convert Table to Text xuat hién

+ Paragrahp marks: diu phan doan tuong dwong nhan Enter.

+ Tabs: Cd khoang cach phim tab. == -~ _ -~
+ Commas: Dau phay. * - ~E3
+ Other: Dau khéc céc dau ¢ trén.
- Nhan OK .

08/08/2014
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Hd tro xir ly va phim tat

1. Ho tro xirly
v Auto Correct va Macro:
@ Auto Correct:
Pé thiét 1ap Auto Corrrect vao File-> Option->
Proofing-> Auto Correct option.
- Correct TWo INitian CApitals: néu 2 ky tu
dau viét hoathi thay chit in tha 2 thanh chir
thuong.
- Capitalizefirst letter of sentences: Sau diu
cham viét chir in 8 ty dong chuyén sang chi
hoa.
- Capitalize name of day: ky tu dau tién caathir =
& doi thanh chit in. S
- Correct accidental usage of cAPSLOCK -
key: Capslock ao.
- Replace text as you type: tu dong chinh tir sai
thanh tir duing. 39

@- ENTER
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Hd tro xir ly va phim tat

1. Ho tro xirly

v Auto Correct va Macro:

@ Macro:

- Bé ghi mot Macro tai tab View-> chon vao mii tén phia dudi Macro-> Record

Macro.

- Bé gan Macro cho mot nit trén Quick Access Toolbar. Chon Buttom.

- Duéi Customize Quyick Access Toolbar. Chon Macro dang ghi. Chon add->
Ok dé bit dau ghi.

08/08/2014
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Hd tro xir ly va phim tat

1. Ho tro xirly

v Auto Correct va Macro:

@ Macro:

- Gén phim tdt cho Macro: O hop thoai Record Macro chon K eyboar d. Trong
Press New Shortcut K ey nhap phim ma chiing ta muén gan nit cho Macr o-
>Assign. Chon Close dé bit dau ghi Macro.

- Chay Macro: chay Macro tir Quick Access Toolbar chon vao biéu tugng
Macro. Hoac dung phim ching talap trinh Macro.

Wl 0 sy s

“ i
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H& tro xir ly va phim tat

1. Ho tro xirly

v Auto Correct va Macro:

@ Tao ghi chu vabao vé tai ligu Word:

§ Tao ghi chd (Comment):

- Tai thé Review-> New Comment

- X6a Comment tai thé Review -> Delete

- Thay dbi ten nguoi ghi cha: Tai thé Review-> Track Changestéi muc User
name thay déi tén ngudi tao.

Ghen [ g B} P
S
-t

= fuct Track
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Hd tro xir ly va phim tat

1. Ho tro xirly

v/ Auto Correct va Macro:

@ Tao ghi chu vabao vé tai ligu Word:

§ Tao Password bao vé tai liéu word:

Vao File->Info-> Protect Document->Encrypt with Password hop thoai
Encrypt Document xuét hién -> nhap pass cho word.

08/08/2014
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Hd tro xir ly va phim tat

1. Ho tro xirly

v Tronthw (Mail Merge):

@ Tron thw: Cho phép tao hang loat céc trang vian ban c6 phian noi dung
gibng nhau tir mot van ban chinh (Main document) két hop véi céc noi
dung chi tiét khac nhau tir mét vian ban dir ligu khéc (Data source).

@ Data Source: la file chtra dit liéu ngudn thuong trinh bay dudi dang bang
biéu nhu table, sheet(cua Excel, Access) bao dam du sb cot, hang vanoi dung
trong céc 6.

08/08/2014
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Hd tro xir ly va phim tat

1. Ho tro xirly

v Tronthw (Mail Merge):

@ Mail document: lamat file van ban mau duoc trinh bay hoan chinh.
o Form letter:

B1: Tao tap tin main chinh trong Word.

Céng iy TNHHXYZ
2695 Pastzur, Q1. TR HCM
223344 Nedy 30 thang 10 nam 2013
THU MOL
ok

KEinh =i
Sinh Nim :
Bizch
NIdi s5p nép thixi gian ddn dir cudc phéng vin tuydn nhin swcho cing o,
Thai sian: Eif, nEEv
Dix didm:

Giim Dic
Trin Van 4 !

08/08/2014
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H& tro xir ly va phim tat

1. Ho tro xirly

v Tronthw (Mail Merge):

@ Mail document: lamat file van ban mau duoc trinh bay hoan chinh.

o Form letter:

B2: Tao tap tin nguon dir li¢u trén Excel véi céc cot cb tén twong ang(chd y: tén
cot viét khong dau).

STT Ho Ten Ngaysinh Lop Tang  Ghichu
1 Than Ngoc Anh 26/12/2011 6/3 1
2 Trin Hoang bue 12/04/2011 6/1 3
3 Ding Trin Duy  31/05/2011 6/3 1
4 Nguvén Truong  Giang  31/03/2011 6/1 3
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Hd tro xir ly va phim tat

1. Ho tro xirly

v Tronthw (Mail Merge):

@ Mail document: lamat file van ban mau duoc trinh bay hoan chinh.

o Form letter:

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

Maillings-> Step by Step mail MergeWizard.
=]
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Hd tro xir ly va phim tat

1. Ho tro xirly

v Tronthw (Mail Merge):

@ Mail document: lamat file van ban mau dugc trinh bay
hoan chinh.

o Form letter:

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

Mergetréntab Maillings-> Step by Step mail Merge ok

Wizard.

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

Peail Mmrge -

Select docuEnean by pe

Step 1 of B
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Hd tro xir ly va phim tat

1. Ho tro xirly

v Tronthw (Mail Merge):

@ Mail document: lamat file van ban mau dugc
trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start

Mail Mergetréntab Maillings-> Step by Step

mail Merge Wizard.

- Trong muc Select Dcocument Type chon
L etter->Next.

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

Step 2 of &
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H& tro xir ly va phim tat

1. Ho tro xirly

v Tronthw (Mail Merge):

@ Mail document: |amat file van ban mau dugc
trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start

Mail Mergetréntab Maillings-> Step by Step

mail Merge Wizard.

- Trong muc Select Dcocument Type chon
L etter->Next.

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

- Trong muc Select recipientskich chon Browse.
Chon vam¢ file Data Sour ce (file excel). e e

Stem Tal 6
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Hd tro xir ly va phim tat

1. Hotrogxirly

Vv Tronthwe (Mail Merge):

@ Mail document: |a mot file van ban miu duoc trinh bay hoan chinh.

o Form letter:

B3: Trén tap tin Mail chinh trong Word chon Start Mail Mergetrén tab Maillings-> Step

by Step mail M erge Wizard.

- Trong muc Select Dcocument Type chon L etter->Next.

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

- Trong muc Select recipients kich chon Browse. Chon va me file Data Sour ce (file
excel). Y .

Chon Sheet1 nhan OK. - -

Tk Tl
Trin Vs i 08/08/2014
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Hd tro xir ly va phim tat

1. Hotrogxirly

v Tronthwe (Mail Merge):

@ Mail document: |a mot file van ban miu duoc trinh bay hoan chinh.

o Form letter:

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

- Trong muc Select Dcocument Type chon L etter->Next.

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

- Trong muc Select recipients kich chon Browse. Chon va mg file Data Sour ce (file excel)
Chon Sheet1 nhan OK. G hop thoai Mail Merge Recip“!_e?lt_.tqulch loc dir I|eu mong mubn va

khong mong muén. Nhan OK . TR ————

- |

08/08/2014

52




@- ENTER

TRUNG TAM TIN HOC KIEN TRUC - MAY DUNG & NMGHIEF VU ENTER

Hd tro xir ly va phim tat

1. Hotroxirly

Vv Tronthwe (Mail Merge):

@ Mail document: |a mét file van ban miu duoc trinh bay

hoan chinh.

o Form letter:

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

Mergetrén tab Maillings-> Step by Step mail Merge

Wizard.

- Trong muc Select Dcocument Type chon L etter->Next.

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

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

Chon Sheet1 nhan OK . G hop thoai M ail Merge Recipient

trich loc dir lisu mong muén va khdng mong mudn. Nhan .

OK. -

- Trong muc Write your letter nhin chon More items...

Bt con tré chudt vao vi tri cin chén dit lidu truge khi thuc

hién More items.

@- ENTER

B R
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H& tro xir ly va phim tat

1. Hotroxirly

Vv Tronthw (Mail Merge):

@ Mail document: |a mét file van ban mau duoc trinh bay

hoan chinh.

o Form letter:

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

Mergetrén tab Maillings-> Step by Step mail Merge it

Wizard. Dekds:

- Trong muc Select Dcocument Type chon L etter ->Next. oy

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

- Trong muc Select recipients kich chon Browse. Chon va
mo file Data Sour ce (file excel).

Chon Sheet1 nhan OK . G hop thoai M ail Merge Recipient

trich loc dit liu mong muén va khdng mong mudn. Nhan

OK.

- Trong muc Write your letter nhin chon More items...

Bt con tré chudt vao vi tri cin chén dit lidu truge khi thuc

hién More items va chon trudng cin chén-> Insert.

Paich Feids Lt Carod
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Hd tro xir ly va phim tat

1. HOo tro xirly
Vv Tronthw (Mail Merge):
@ Mail document: 1amdt file van ban miu duoc trinh bay hoan chinh.

o Form letter:

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

Sau khi lwa chon More items... xong thi ndi dung cta thu moi ¢é ciu tric hoan chinh.
Va nhan Next dé dén budc tiép theo.

08/08/2014
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Hd tro xir ly va phim tat

1. HOo tro xirly
Vv Tron thw (Mail Merge):
@ Mail document: 1amdt file van ban miu duoc trinh bay hoan chinh.

o Form letter:

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

Sau khi lra chon More items... xong thi ndi dung cta thu moi ¢d ciu tric hoan chinh.
Vanhéin Next dé dén budc tiép theo. Tiép tuc nhan Next. Va chon Print...Hop thoai
Merge to new document xuat hién lya chon phti hop va nhin OK .

i 08/08/2014
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@- ENTER

Hd tro xir ly va phim tat

Ho tro xir ly

Tron thw (Mail Merge):

Mail document: la mét file van ban miu duoc trinh bay hoan chinh.

Form letter:

Envelopes: Tao bi thr bing cach Mail Merge. Thyc hién trong ty nhw Form letter
nhung chon Envelopes thay vi chon Form letter ¢ budc 1.

L abels: Tao nhan béng cachMail Merge. Thyc hién tuong ty nhu Form letter
nhung chon L abelsthay vi chon Form letter ¢ bugc 1.

Catologes: Tao van ban kiéu danh séch bing c&ch Mail Merge. Thyc hign tuong tur
nhu Form letter nhung chon Catologes thay vi chon Form letter & buéc 1.
Start Mail Merge: Didm bt ddu chon tai liéu va sau d6 chon, tao, chinh sira danh
sach nguoi nhan.
Write & Insert Fields: Chén cac Merge Field va sir dung Rules dé thuc hién céc thao
téc tinh toan cuatai liéu.

Preview Results: Kiém tral3i tw dong.

Finish: Hoan thanh Merge va két hop céc tai liéu c& nhan vao mot tai ligu toan dién

hay in ching ra hoac guri thu dién tu. sonai
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1

H& tro xir ly va phim tat

. Ho tro xir ly

v Phim tit
Céc phim tit théng dung
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