Trung tdm Coéng nghé théng tin va Truyén théng S& Théng tin va Truyén théng Lai Chau

Bai 1
KIEN THUC CO BAN VE VAN BAN, SOAN THAO VA XU LY VAN BAN

I. Cac khai niém vin ban

1. Khéi niém van ban théng thwong

Theo nghia rong: Vin ban duoc hiéu 1a vat mang tin duoc ghi bang ky hiéu
hay bang ngodn ngit, nghia 1 bt cir phuong tién nao dung dé ghi nhan va truyén
dat thong tin tir chu thé khac.

Theo nghia hep: Vian ban duoc hiéu 1a céc tai liéu, gidy to, hf) so dugc hinh
thanh trong qua trinh hoat dong cua cac co quan nha nude, cac t6 chire x4 hoi,
kinh té. Trén thuc té van ban dugc hiéu theo nghia nay 1a phd blen

Toém lai van ban noi chung 1a mot phuong tién ghi tin va truyén dat thong tin
bang mdt ngodn ngit (hay ky hiéu) nhét dinh. Tuy theo timg linh vuc cu thé cia doi
song x3 hoi va quan 1y nha nude ma vin ban cd nhitng hinh thirc va ndi dung khac
nhau.

2. Céch to chire va dinh dang vin ban

* Vén ban hanh chinh dugc trinh bay trén kho gidy kho A4 (210 mm x 297
mm). Céc van ban nhu gidy gioi thicu, gidy bién nhan ho so, phiéu giri, phleu

chuyen duoc trinh bay trén kho gidy A5 (148 mm x 210 mm) hodc trén gidy
mau in san (kho A5).

* Vin ban hanh chinh dugc trinh bay theo chiéu dai cua trang gidy kho A4
(dinh hudng ban in theo chiéu dai).

Truong hop ndi dung van ban cé cac bang, biéu nhung khong dugc 1am
thanh cac phu luc riéng thi van ban c6 thé dugce trinh bay theo chi€u rong cua
trang giay (dinh hudng ban in theo chi€u rong).

Lé trén: cach mép trén tir 20 - 25 mm;
Lé dudi: cach mép dudi tir 20 - 25 mm;
Lé trai: cach mép trai tur 30 - 35 mm;

Lé phai: cach mép phai tir 15 - 20 mm.

I1. Soan thao vian ban va xir ly vin ban

1. Cac thao tac thong thwong dé c6 mot viin ban theo yéu cau:

- Sogn thdo ngi dung:

Xac dinh van ban can soan thao thudc thé loai nao? Noi dung cua vin ban la
gi?
cach st dung cAu tir nhu thé nao? Sir dung tir don nghia, khéng st dung tir
muon...

Viéc soan thao ndi dung vao vin ban c6 thé duoc nhap méi tir ban phim hay
sao chép tur cac tai liéu khac. Khi dir liéu dugc sao chép tir mot tai liéu khac thi
phai dugc chuyén doi phi hop véi dinh dang caa vin ban hién tai.

- Bién tap van ban: sau khi nhap xong, van ban phai dugc bién tap dang voi
quy cach cuaa tirng loai van ban da duoc quy dinh
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Trong qua trinh bién tap c6 thé thém bét, stra chira ndi dung, thay doi dinh
dang, thém minh hoa, tao c4c lién két...

- Luu giir van ban:

+ Luu giir van ban gidy: bao gom viéc luu gitr tir ban thao dén ban ban hanh.

+ Luwu gifr van ban dién tir: Van ban s& dugc luu & bat ky vi tri ndo trong
may tinh nhu: Desktop, My document, cac 6 dia, thu muyc ... Nhung dé luu giir
lau dai tranh bi mét thi van ban nén luu vao 6 dia va thu muc cb dinh.

- In d@n va phan phdi véin ban: Vin ban truéc khi in ra phai dugc can chinh
theo dting thé thirc van ban di quy dinh: ¢& chit, kiéu chit, can 18, din dong ...,
ngoai ra cO thé chén tiéu dé va sé trang (néu can).

Viéc phan phdi van ban dugc thuc hién theo quy dinh.

2. Mt s6 phan mém xi 1y viin ban khac nhau

- LibreOffice Writer 1a trinh soan thao van ban trong b LibreOffice. N6 ¢o
thé phac thao nhanh mot buc thu dé tao ra toan bd mot cudn sach véi cac bang
va ndi dung, nhung cac hinh minh hoa, cac thu muc va biéu d6. Tinh nang trg
gitp hoan thanh tor mdt cach ty dong khi ban go, tuy dong dinh dang va ty dong
kiém tra chinh ta 1dm cho nhimg nhiém vu khé khin tré nén dé dang (nhung
cling de dang vo hiéu hoa no). LibreOffice Writer ¢a manh dé tién hanh cac tac
vu xuat ban trén may dé ban nhu viéc tao cac bai bao nhiéu cot va cac cudn sach
mong. Gidi han duy nhat chinh 1 stic tudng tuong cia ban.

- OpenOffice Writer 12 phan mém xt 1y vin ban trong bd OpenOffice.org
(000). Ngoai cac chirc ning co ban ctia mot chwong trinh xtr 1y van ban (kiém
tra chinh ta, tir dién, gian trang, stra tuy dong, tim kiém va thay thé, tao bang biéu,
chi muc ....) OpenOffice Writer con cung cap cic tinh ning quan trong sau:

« Cac kiéu dinh dang mau

« Cac phuong phép trinh bay hiéu qua (bao gébm khung, cot va bang biéu)

« Nhiing hoic lién két cac hinh d6 hoa, bang tinh va cac ddi tuong khac

» Céc cong cu v¢€ hinh cling dugc kém theo trong Writer

* Tai liéu chu, tap hop nhiéu tai liéu vao trong mot tai liéu don.

« Theo di cac thay doi trong tai liéu

« Tich hop co so dit liéu bao gdm ca co so dit lidu vé tac gia.

« Xuét tai liéu ra dang PDF bao gom ca céc lién két.

« Va rat nhiéu cac tinh ning khéc.

- Microsoft Word 13 phan mém xt 1y vin ban cao cap chay dudi moi truong
cia Windows st dung giao dién dd hoa, cac trinh xtr Iy van ban trong Windows.
N6 ¢6 wu diém 1a dé dang thay d6i, chinh stra cac kiéu chit, mau chit... né ¢ thé
chia sé dir liéu vai Microsoft Excel, Microsoft PowerPoint, Microsoft Access,
Microsoft Outlook.

Céc phién ban trudc cia Word luu tén tap tin véi dudi 1a .doc, phién ban
2007 va 2010 dung dudi 1a .docx. Hau hét cac phién ban ciia Word déu co thé
mo dugc cac dang tap tin khac nhu van ban tho (.txt), cac trang web (.html).

Hién nay, & nudc ta da s6 cac van ban dung trong giao dich, cac an pham
van hoa, tap chi, gi4o trinh... déu sir dung Word dé soan thao va in an.
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Bai 2
GIOI THIEU PHAN MEM XU LY VAN BAN MICROSOFT WORD

I. Khéi dgng va thoat khoi Word

1. Cach mé, déng phan mém

a. Mé phan mém

Cach 1: Chon Start/Programs/Microsoft Office/Microsoft Word 2010.

Cach 2: Hodc nhdp kép chuét tai bidu twong W Microsoft Word 2010 trén
man hinh Desktop.

Céch 3: Vao 6 C/Program Files/Microsoft Office/Office 14, tim dén biéu
tugng WINWORD va nhip kép chuot.

b. Péng phan mém

Co thé thoat khéi Word bang mdt trong cac cach sau:

- Nhén t6 hop phim Alt+F4

Hodgc Chon 1énh File/Exit

Hodic Click vao niit X nim trén géc trén, bén phai ciia thanh tiéu dé.

Tuy nhién, néu ban chua luu lai cac tap tin thi Word s€ hién ra thong bao
Sau:

Microsoft Word g|

! Do you want to save changes you made to MG BUN Y
MAMG 03, docx"™?

m.a'-.-'e | [Du:un't Save ] [ Cancel ]

- Save: Luu dir liéu va thoat khoi chuong trinh tng dung

- Don’t Save: Thoat héi chuong trinh (ing dung ma khong luu di lidu

- Cancel: Huy bé 1énh, tro vé chuong trinh tng dung

2. C&c thanh phan trong giao dién lam viéc ciia phan mém Word
a. Hé thong thanh chirc niing va thanh cong cu
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- Thanh tiéu dé& (Title bar): Thé hién tén ctia chuong trinh dang chay la
Microsoft Word va tén cua tép van ban hién hanh.

- Quick Access Toolbar: Chtra cac 1énh tat cua cac 1énh thong dung nhét . Ban ¢
thé thém/ bot cac 1énh theo nhu cau st dung.

- Nt Minimize :Thu nho ctra s6 Gng dung vao thanh tac vu (taskbar) cta
Windows; ban nhap vao nat thu nho cuia tng dung trén taskbar dé€ phong to lai ctra s0
ung dung.

- Nt Maximize/Restore: Khi cira s6 ¢ ché do toan man hinh, khi chon nut nay sé
thu nho cura s6 lai, néu cwra s6 chua toan man hinh thi khi chon nuat nay sé phong to cia
s0 thanh toan man hinh.

- Nut Close:DPong ing dung lai. Ban c6 thé nhan duoc thong bao luu lai cac thay
doi cua bai trinh dién.

- Thanh trang thai (Status bar): Béo céo thong tin vé tép vin ban va cung cip
cac nat 1énh thay doi ché do hién thi va phong to, thu nho vung soan thao.

- Ribbon:Chtrc ning cta Ribbon 1a su két hop cua thanh thuc don va cac thanh
cong cu, duogc trinh bay trong cac ngan (tab) chira nut Iénh va danh sach 1énh.

Ribbon dugc t6 chic thanh nhiéu ngan theo chtic ning. Trong mdi ngin 1énh lai
duogc t6 chuc thanh nhiéu nhom 1€nh nhoé, gitp nguoi dung dé hi€u va dé st dung cac
chtrc ndng ctia chuong trinh.

1/Ngan File: Chuaa cac 1énh sau:

- Save: luu tap tin.

- Save as: luu tap tin vdi tén khac.

- Open: ma tap tin da co san.

- Close: dong van ban dang soan.

- Info: thong tin van ban.
- Recent: nhirng vin ban dd mé gan day.
- New: tao van ban maoi.
- Print: in van ban.
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- Save & Send: xuat van ban véi cac dinh dang.
- Help: Giup d4.
- Options: cac tuy chon van ban.
- Exit: BDong van ban.
2/ Ngin Home: gdm cac nhom 1énh co ban sau:
- Nhom Clipboard bao gdm: Sao chép (Copy), Cit (Cut), Dan (Paste) va
Copy dinh dang (Format painter).
- Nhém Font: Bao gom dinh dang céc chirc ning font chit, mau chit, mau
nén, c& chir, ddm, nghiéng, gach dudi...
- Nhém Paragraph: bao gom cac thao tac dinh dang lién quan dén doan vin.
3/ Ngan Insert: thuc hi¢n viéc chén thém nhiing dbi tuong nhu: hinh anh,
bang biéu, clip, biéu dd ... vao vin ban soan thao. Cling véi nhiing tinh ning
trén Tab Insert con dé dinh dang nén trang, kiéu bia va danh chan trang.
4/ Ngin Page layout: Thuong ding dé lua chon mau vin ban, phong chit, nén
dinh dang (layout) ... c6 sin trong vin ban word.
b. Céch an hign thanh Ribbon

|E| Presentationl - Microsoft PowerPoint = = 2

m Home Insert Design Transitions Animations Slide Show Review WView authorPOINT Lite & e

= 3 _’ &=~ - A= Ho = “l\l I_T‘ | |:| | &
j ﬁ ! A = = ._J _|:| o
t ) New .. B 7 U 8§ abe AV~ an \ == Shapes Arrange Editing
~ / Slide 37 - M - v
Clipboard Slides Font Drawing

- bé an thanh Ribbon, tich chudt vao miii tén phia trén bén phai cia thanh.

- Bé hién thi lai thanh Ribbon, tich chudt vao miii tén d6 mét 1an nira.

C. Str dung chirc niang trg giap

Nhan F1 khi dang ¢ gifta mot cong viéc nao do va Office s€ hién thi cac giup
dd tryc tiép cho cong viée do.

Hodc vao Flle/Help, xuat hién ctra s6 sau:

\E, tim kiem 2010 [Compatibility Mode] - Microsoft Word = @ 23
Home Insert Page Layout References Mailings Review View @
I save
Support
B saveas Microsoft®
Microsoft Office Help L) ]J OI I I
Z open
Get help using Microsoft Office.
[ Close
Product Activated
Info
Getting Started Microsoft Office Standard 2010
Recent | ™, See what's new and find resources to help you This product contains Microsoft Excel, Microsoft OneNote, Microsoft Outlook, Microsoft PowerPoint,
—‘ ' earn the basics quickly. Microsoft Publisher, Microsoft Word,
New Change Product Key
[ Contact Us
Print [T} Letusknow if you need help or how we can make About Microsoft Word
Office better.
R — & 2L Version: 14,0.7128,5000 (32-bit)

Additional Version and Copyright Information

Tools for Working With Office Part of Microsoft Office Standard 2010
— = © 2010 Microsoft Corporation. All rights reserved.

Options

& options ) Microsoft Customer Services and Support
-— Customize language, display, and other pragram _ I
B it — Product ID:02278-809-0167115-38443

settings.

@ Check for Updates
Get the latest updates available for Microsoft
: Office.

Blc |- ole|w]
Trong cira so nay ta co thé biét dugc:
- Phién ban Ofice dang dugc cai dat.

Microsoft Software License Terms

i
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- Danh sach cac chuong trinh trong bd Ofice duoc cai dat.

- ID ctia phan mém dang cai dit ...

3. Mé, thay déi kich cé& va siap xép céc cira so

- M¢ Céc ctra s6: nhap dip chudt vao biéu tuong cla cira s6 can mo.

- Thay d6i kich ¢&: dua tré chudt vao duong vién cua cira sd, khi con tro
xuét hién mii tén 2 chiéu thi nhén, gilr va kéo tha dé dat dugc kich thude mong
mudn.

Hodc sir dung nit 1énh phong to thu nho trén goc phai cua cira s0.

- Sap xep cua so

Sap xép ctra s 1a thao tic co ban ctia phan mém Word, thao tic nay giup
ngudi sir dung quan sat cuing lac nhiéu hon 1 tap tin. Tuy it dugc sir dung nhung
trong nhiéu truong hop thao tic nay nang cao hiéu qua lam viéc hon so véi cach
thirc thong thuong.

4

Céc chtic ndng sap x&p ctra s6 nam trong nhom Window cua thé View.

Document3 - Microsoft Word

Acrobat
,_SJ L ] 1] View Side by Side p
= W —
New Arrange Split Switch
Window All : Windows ~

New Window: Chirc nang nay cho phép ma tai liéu hién tai trong mot cira
sO mai.

Arrange All: sap xép tat ca cac tai liéu dang mo trong cing man hinh.

Split: Chirc ning nay cho phép chia doi tai liéu hién tai thanh 2 phan.

View Side by Side: Chirc nang View Side by Side gitip so sanh 2 tai liéu
bang cach bat hién thi song song.

Arrange All: Chirc ning nay diéu chinh giao dién nay thich hop véi viéc
nhin cing lac nhiéu tap tin khi ¢6 man hinh 16n.

Split: Chirc nang nay diéu chinh giao dién khi mubn ¢ dinh mot phan tap
tin va thao tac voi phan con lai cta tap tin.

View Side by Side: la chirc nang méi ¢6 tir phién ban 2007, thuc sy hitu
dung khi nguoi dung mudn so sanh hai tdp tin. Chirc ning nay s& sap xép hai
ctra O tai liéu song song. Cac thao tac di chuyén sé& tac dong tuong tmg 1én ca
hai tap tin.

Trong truong hop co tir 2 tap tin trd 1én duoc md, phan mém Word s& xac
nhan viéc so sanh tap tin dang lam viéc vdi tap tin nao trong cac tap tin con lai
dang dugc mo.

4. Cach thay ddi mot sé thiét 1ap ban dau

Viéc tao cac thiét 1ap ban dau 1a rat quan trong vi nd s€ tao thuan loi cho
viéc sir dung chuong trinh nhiing 1an sau do.
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Ngay khi m¢ chwong trinh 1dn dau c6 thé chon phong chir, kiéu chit, kiéu
dinh dang co ban cho tép van ban hay thiét dat cac thong sb vé can 1& cho trang
van ban.

Hodc c6 thé thiét dat mot sé thudce tinh khac béng cach:

Vao File/Option, chon Save, ctra s6 xuat hién nhu sau:

Word Options [~

General

H Customize how documents are saved.

Display
Proofing Save documents
P |
Save save files in this format: Ward Document (".docx Iz‘

. = ;
Language | Save AutoRecover information every |10 | minutes

V| Keep the last autosaved version if 1 close without saving
Advanced

AutoRecover file location: |Ch\Users\halhAppData\Roaming\Microsoft\Word, Browse...
Customize Ribkaon
Default file location: ChUsers\hai\Documentsy, Browse..

Quick Access Toolbar

i Offline editing options for document management server files
Add-Ins

Save checked-out files to:li

Trust Center
The server drafts [ocation on this computer

@) The Office Document Cache

Server drafts location;  |Ch\Usersihai\Documents\sharePaint Drafts), Browse

Preserve fidelity when sharing this document: E word co ban E
Embed fants in the file i
Embed only the characters used in the document (best for reducing file size)

Do not embed common system fonts

[ oK | Cancel |

- Thay doi céc thiét 1ap vé dinh dang kiéu tép cho vin ban khi luu: vao hop
Save files in this format dé chon kiéu tép .docx, .doc hay .html ...

- Pt thu myc luu trit mic dinh: nhap duong dan téi thu muc mic dinh vao
hop Default file location.

- Nhan OK dé chép nhét cac thiét dat trén.

I1. Mé& vin ban co sin, tao vin ban méi, luu, xéa vin ban

1. Mé vin ban co san, phong to, thu nhé vin ban

Khi can phong to hodc thu nho tai li¢u, thong thuong ban s€ chon tir nut
Zoom trén thanh Standard, nhung nhu thé cting hoi bét tién vi phai qua hai ba
thao tac. Néu chudt cua ban c6 3 nat thi c6 thé nhanh chong phong to hay thu
nho tai liéu tu nat chudt gitra, bang cach nhan gitt phim Ctrl trong khi day nut
chuot 1€n (phong to) hoac xudng (thu nho).

2.Céch chuyén mat tai liéu tir cac dinh dang khac thanh vin ban lam viéc

a. Chuyén tir tai liéu Excel sang Word:

- M6 File Excel can chuyén.

- B6i den ving ma ban mudn copy chén vao file word sau d6 click vao nit
miii tén tro xudng trong muc Paste cua tab Home nhu hinh phia dudi va chon
Paste Special.
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Refere

Insert Page Layout

Calibri (Body) ~ 11 ~ A

B 7 U ~abe x, X°

| Paste Options: ‘ Font

&l (Al

\#EZ
Paste Special...

] Set Default Paste...

il

Cira s6 s& xuat hién, chon Microsoft Excel 2003 Worksheet Object hoic
tuong tu va nhén Ok.

Khi @6 file Excel s& duoc chén vao file word theo dang bang tinh, c6 thé
chinh stra truc tiép file excel nay trén word.

Néu muén dan cung nhitng dit liéu d6 chi thi chi viéc click chudt phai vao
van ban word va chon Paste keep source fomatting.

b. Chuyén tir File PowerPoint sang Word

- M6 file PowerPoint can chuyén.

- Chon File -> Save & Send, xuit hién cira s6 sau:

\E Presentationl - Microsoft PowerPoint = @ 23
Home Insert Design Transitions Animations Slide Show Review View () e
= save ) )
Save & Send Create Handouts in Microsoft Word
Save As
wZ) Send Using E-mail Create handouts that can be edited and formatted in Word.
5 Open Creates a Word document that contains the slides and notes from this presentation
£ Close a Save to Web Use Word to layout, format, and add additional content to the handauts
— Automatically update slides in the handout when the presentation changes
Info || Saveto SharePoint
= . i [ EEY
Recent .;Li Broadcast Slide Show =
E  Publish Slides Create
New Handouts
File Types
Print
Bl Change File Type
Save nd
K g Create PDF/XPS Document
Help .
‘gi Create a Videa
1 Options .
g 4 Package Presentation for CD
Ed Esit N
P—E‘ Create Handouts %

=

% el A AGE] L o

- Chon Create Handouts/ Create Handouts, Xuét hién hop thoai Send To
Microsoft Word nhu sau:
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Send To Microsoft Word Eli

Page layout in Microsoft Word

(@ Motes next to slides

i) Blank lines next to slides

() MNotes below slides

() Blank lines below slides

i) Outline only

-
Tt
O
Privi

-

Add slides to Microsoft Word document
i@ Paste
(7 Paste link

ok

Chon kiéu xuét noi dung va nhan OK.

3. Cach soan thao mgt van ban méi

a. Gi6i thi¢u mdt s6 bo g6 diu tiéng Viét

Mot trong nhimg van dé gip phai ngay trong 1an soan thao mot vin ban dau
tién trong Word 13 1am thé nao dé co6 thé gd duoc tiéng Viét, trong khi ban phim
chi toan la cac chir cai khong ddu. Hién nay trén thi truong c6 rat nhiéu phan
mém gitp ban g0 dugc tiéng Viét trong cac ung dung khac nhu: VietKey, Abc,
UniKey... cic phan mém nay goi tat 1a bo 80 Tleng Vig¢t.

VietKey 2007 va Unikey 1a phan mém hd trg gd tiéng Viét phd bién nhat
hi¢n nay.

Unikeg W O Beta 3 - —
Everywhere Simpla\lowerlul Biged  Lrico b4 L—.J i)
M vietkey com tel 844 8233072 wiioh
s X réttc
2 Blgmd o L-‘
Piacud O o#T  OATZ
Che by m3 884 -
" TOVN3-ABC (VnTime..) .
VNI Win VN-Temes. ) Eoomipoh.m ‘ gu&mmﬁ ‘
VIR (Tie"rgVie' L) :;:xwm:zm 4] T Sing ki phuc phin vix 8 28
Uricode 1681 >
(& Urscods dyng sbn. TOVN 6303 2001) [Joro prép ootk [l st iy ki i g
" Uncode UTF8 [Icno prép g5t ci s sdog Vit | | [k g cing Windows
" Unicods dyng 56 Hind Btk [ Vietramese rtertace
" Uricode cho ngln ngit e binh C
@ rove X Mok | () Lunch| g Tost R e ki

b. Céch g6 ban phim
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* Ghi nhé vi tri cac phim ki ty trén ban phim.

* Thudc cac phim Gmg voi tirng ngoén cu thé cua hai ban tay

- Véi ban tay trai:

+ Ngén tré: Ludn dit cd dinh & phim F. Ngoai ra, ngén tro ndy con phai di
chuyén t6i ving phim xung quanh 1A R, T, G, V, B va phim s6 4, 5.

+ Ngén giira: Ludn dit & phim D, thuan tién dé di chuyén 1én phim E va
phim sb 3, xuéng phim C.

+ Ngon &p t: Vi tri ¢ dinh 1a phim S. Giéng nhu 2 ngoén 1 ngodn trd va
ngoén giita, ngdn ap Gt ciing chiu trach nhiém st dung phim W, X va phim s6 2.

+ Ngon Gt: Phim ¢6 dinh 14 A, phuy trach thém Q, Z, s6 1 va cac phim chuc
nang khac bén trai ban phim nhu: Shift, Ctrl, Alt, Tab,...

+ Ngon cai: Bé c¢d dinh tai phim Space (phim dai nhat ban phim).

- Véi ban tay phai:

+ Ngén tro: Ludn dit cd dinh ¢ phim J, va di chuyén toi ving phim xung
quanh la U, Y, H, N, M va phim s6 6, 7.

+ Ngén giira: Luon dat & phim K, ngoai ra né con phai di chuyén 1én phim |
va phim s 8 va phim “<” ciing 1a phim dau «,”.

+ Ngon ap Gt: Vi tri c6 dinh 14 phim L, ngoai ra nd con chiu trach nhiém sir
dung phim O, >(dong thoi ciing 14 phim dau ”.”) va phim s6 9.

+ Ngon Gt: Phim ¢ dinh 1a “;”, phu trach thém P, ?, s6 0 va cac phim chirc
nang khac bén phai ban phim nhu: Shift, Ctrl, Enter, Backspace...

+ Ngon cai: Dé cb dinh tai phim Space.

c. Cach go tiéng Viét (Kiéu go Telex)

Cac chir cai, chir s6 duoc gd nhu binh thudng

CAc tir c6 dau duoc gb theo qui tic sau day:

Diu Phim Vi du
Dau sic S as = &
Dau huyén f af=a
Dau hoi r ar=a
Dau ngi X ar=43
Dau ning J aj=a
Dau mil aa 00 ee aa=4 00=0 ee=@
Dau dau chir u Uw,w]|=u
Dau dau chit o ow[=0
Dau tring aw a
Dau gach ngang dd d
Khir dau Z
Bang: Quy tac go tiéng Viét TELEX
Vi du:

Pé g dong chit: “Hoc tin hoc vin phong”

Ta g0 nhu sau:

“Hocj tin hocj vawn phongf” hoac “Hojc tin hojc vanw phofng’
c. Chén mét sé ky tu, ky hiéu dic biét

b
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Cac ky tu, ky hiéu dic biét cd thé duoc chén vao vin ban dé trang tri hoic
lam tang thém d6 sinh dong cho van ban. Mot sé ky hiéu don gian c6 thé nhap
vao tir ban phim hoac cheén tir cac nat 1énh trén menu Insert trong giao dién cua
phan mém.

4. Cach luu tai liéu dang mé

a. Tao mot tai liéu maéi (New)

Nhap chudt vao biéu tuong New 1 trén Microsoft Office Button. Khi nhap
vao biéu tuong nay, trén man hinh s& hién ra mét cta sO van ban méi c6 tén 1a
Document 1, 2, ... bén trong ctra s6 1a man hinh soan thao.

Hodc nhan t6 hop phim Ctrl+N.

Hodc vao thuc don File, nhip chon New, chon Blank Document.

b Lwu lai vin béan véi tén cii

Nhan Microsoft Office Button (hodc Tab File)/ Chon Save

Hodc nhan t6 hop phim Ctrl+S (giéng Word 2007)
Hodc nhan biéu tuong Save = trén thanh cong cu Standard

Xuét hién hop thoai nhu sau:

Save As E]@
Save in: (=) lamnk_sobevtlc's Documents v @-0 Q X 5 v Tooks -
| | AdobeStockPhotos
|Z)Downloads
Iy Recent My Data Sources
Documents dMy Music
= .ﬂMy Pictures
ﬁ ) Updater
Desktap
My Documents
—1
9
My Computer
My Network, =
Places Save as bype | word Document (*.doc) w

Trong khung Save in: Chon 6 dia thu muc ban muén cat giit File.

Trong ndt File name: G& vao tén file (vi du Vanbanl) rdi nhan nut Save dé
két thiic viéc ghi ndi dung tai lidu.

¢. Lwu van ban theo tén méi

Vao tab File/Save As. Xuit hién hop thoai sau:

Save in: v @-3 XoiE-
__J )15 ta cac théng tin cBn quan I &5.docx
Trusted
Templates -
A Eyccki14
uﬁ (Ehdethi b1
My Recent
Documen its (el e
Ciha
= (CHALE
(Cmodule
Deskiop =200 114
Cnut
y CPmT
=/ (T2 liéu M6 phéng hé thng truyEn théng _ dosvtl's blog_fles
My Documen t | [Svangan
. ~% DUN KT NANG 03.dac
:‘J,‘g [ panH SACH DANG KT LOP HOC CHU TIENG DAN TOT MONG NAM 2015.docx
- (MG BUN KF NANG 03.docx
My Computer
< >
t'] File name: ME BUN KT NANG 03.docx
renigteede | SAVEES S | yord Document (*.docx)

- File name: bat tén file
- Save as type: Chon kiéu tép dudi van ban ban muon nhur: rtf, pdf, txt. ..

11

Xt ly van ban co ban



Trung tdm Coéng nghé théng tin va Truyén théng S& Théng tin va Truyén théng Lai Chau

- Nhén Save

Madc dinh, tai liéu cia Word 2010 duoc Iuu véi dinh dang 1a *.DOCX, khac
vol * . DOC ma ban da quen thudc. Vo1 dinh dang nay, ban s€ khong thé nao mé
dugc trén Word 2003 trd vé trude néu khong cai thém bo chuyén dbi.

Pé twong thich khi m& trén Word 2003 ma khong cai thém chwong trinh,
Word 2007 cho phép ban luu lai véi dinh dang Word 2003 (trong danh sach
Save as type ctuia hdp thoai Save As, ban chon Word 97-2003 Document).

Mudn Word 2010 mic dinh lvu véi dinh dang cua Word 2003, ban nhan
Microsoft Office Button (hoac Tab File), chon Word Options dé mo hop thoai
Word Options. Trong khung bén trai, chon Save. Tai muc Save files in this
format, ban chon Word 97-2003 Document (*.doc). Nhén OK.

d. Lwu viin ban vao thu muc khac 6 dia khac

- Mo van ban da luu trude do

- Vao File/Save as

- Vao hop Save in, chon thu muc khac hoac 6 dia khac

- Chon niit 1énh Save dé luu.

5. Cach x6a mgt van ban

- Tim dén thu muc chira van ban can xéa

- Nhan chuot phai vao van ban can x6a, chon Delete hoic chon vin ban rdi
nhan phim Delete trén ban phim.

I11. Bién tap ndi dung vian ban

1. Xac dinh cac don vi van ban

Character (ky tw): Mot ky tu dugc nhap tir ban phim, trir cac phim chirc nang.

Word (tir): Mot nhom ky tu lién tuc, gifta cac tir cach nhau mot khoang tréng.

Line (dong): Cac tir nam trén ciing mot dong.

Paragraph (doan): La mot doan vin ban dugc két thiic bang phim Enter.

Page (trang): Kich thudc mot trang duoc xac dinh trong Page setup.

Section (phan doan): La nhiig phan ctia vin ban c6 nhimg dinh dang khac nhau.

2.Chon (@anh déu) cac don vi viin ban

Chon mot ki tu: dung chudt nhén va ré chudt dé chon mot ki tu

Chon mdt tir: nhap dup chudt va tir d6

Chon mgt dong: dua tré chudt vé phia trai dong can chon va nhan chuot.

Chon mot doan: Nhép ba 1an chudt vao doan van dé hodc dua con trd chudt
vé phia trude dong dau tién cua doan van, nhan chuédt va ré dén dong cudi cung
cua doan.

3.Cach di chuyén diu nhay trong tai liéu

Céach 1: Dung chudt dé click dén vi tri can di chuyén

Cach 2: Str dung ban phim

- «—, — :quatréi, qua phai 1 ky tu.

-1, 1 :1én, xubng 1 dong.

- Ctrl + —, Ctrl + — : qua tréi, qua phai 1 tur.

- Ctrl + 1, Ctrl + | :18n, xudng 1 doan vin ban.

- PageUp, PageDown : Ién, xubng 1 trang man hinh.

- Ctrl + Home, Ctrl + End : vé dau, cudi tai liéu.

4.Cach thém, xda, sira cac ky tw, tir, cum tir trong van ban

Xt ly van ban co ban
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a.Thém (chen, ghi de)

- Nhap chuét vao vi trf can chén van ban dé nhap

- B6i den phan van ban can ghi d¢ roi nhap phan vian ban méi hodc truée khi
chén van ban nhan phim Insert trén ban phim.

b. Xéa, stra

- Chon phan vin ban can x6a sta

- Nhan phim Delete dé x6a hoic nhap néi dung van ban méi dé stra.

5. Tim kiém va thay thé

a. Tim kiém

Tim kiém 12 bai toan kha phé bién trong linh vyc Tin hoc. Viéc tim kiém
bang tay v6i khoi luong van ban 16n luén 1a diéu khong kha thi, ton nhiéu cong
stre ma lai kem hiu qua. Word cung cap cho ngudi ding tinh ning tim kiém rat
manh mé&, rat ngan thoi gian tim kiém va luén dam bao tinh chinh x4c.

Vao thé View trén Ribbon, tich chudt chon muc Navigation Pane xuét hién
hop thoai Navigation tai mep trai man hinh.

MNavigation v X

3|55 | & .-
4 T, SOAN THAQ VAN BAN V..,
4 1, Cac chirc ndng cda ..
Mai d&n phan mém ..,
Ca thé tim ki€m sur ...
Giao dién sir dung ...
- Tim kiém: nhap noi dung can tim kiém trong hop Seach Document, nhan
phim Enter, phan ndi dung tim thay trong vin ban s& duoc boi den.
- Thay thé ngi dung:
+ Nhap chudt vao miii tén den trong hop Search Document, Chon Replace.

J
igat x| at hién ho i :
e v -z Xuat hién hop thoai sau:
Pl |-
J oo j u Options...
oo | & - —
84 Advanced Find... Find and Replace 9]
23 Replace.. Find | Replace | GoTo
= | GoTo.. Find what: |
1 Find:
[ﬂ Graphics
[ Tables Replace with:
TC  Equations
AB' Footnotes/Endnotes
& | comments , [oe>> | [ conce

+ Nhap noi dung can tim trong hop Find what.

+ Nhap noi dung thay thé Replace with.

+ Nhap nut Iénh Replace thay thé noi dung dang dugc danh dau hién hanh.

+ Nhap nut Iénh Replace All thay thé toan bo noi dung dugc tim thay trong
tai liéu.

+ Cancel: Huay bo.

Xt ly van ban co ban
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6. Cach cat, dan, di chuyén vin ban

- Chon phan van ban can cit, dan va di chuyén

- Nhan chuét phai chon “Cut” hoic nhan t6 hop phi “Ctrl + X dé cit vin
ban.

- Pua tro chudt dén vi tri mai can dan trong tai liéu d6 hodc nhap chudt sang
tai liéu khac, nhan chudt phai chon “Paste” hoic nhan t6 hop phim “Ctrl + vV dé
dan van ban.

- Nhan chuét vao phan vin ban di chon, giit va ré chudt dén vi tri moi roi
nha chudt de di chuyen phan vin ban do.

7. St dung Iénh hiy két qua (undo), Iay lai két qua (redo)

- Nhan t6 horp phim “Ctrl + Z” dé huy két qua vua lam

- Nhan t6 hop phim “Ctrl +Y” d¢ lay lai két qua vira 1am

IV. Xir ly 18i hién thi tiéng Viét

1. Cach loai bé cac hiéu &ng diéu chinh tw déng (autocorrect) co san

- Vao File/Option, chon muc Proofing, chon Iénh OutoCorrect
Options...xu4t hién hop thoai sau:

AutoCorrect: English (U.S.) @
‘ nutnFnrmat | Actions
T AuteCorract Math AutoCorrect | AutoFormat As You Type
+| Show AutoCorrect Options buttons
| Correct Two INitial CApitals

Capitalize first letter of sentences
| Capitalize first letter of table cells
| Capitalize names of days

| Correct accidental usage of cAPS LOCK key

| Replace text as you type
Replace: With: Plain text Formatted text

Automatically use suggestions from the spelling checker

[ OK l | Cancel

- B6 dau kiém trudc muc Replace text as you type.

- Nhan OK/OK.

2. Céch loai bé cac hién thi khéng mong muén

a. Loai bé cac dwong song gach chan

Vao File/Options, chon muc Proofing, xuat hién hop thoai sau:

Xt ly van ban co ban

14



Trung tdm Coéng nghé théng tin va Truyén théng

S& Théng tin va Truyén théng Lai Chau

Word Options

=0

General

Display

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Change how Word corrects and formats your text.

m} AutoCorrect options

Change how Word corrects and formats text as you type: itaCorrect Option:

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignare words that contain numjers
Ignore Internet and file addresses
Flag repeated words

D Enforce accented uppercase in French

D Suggest from main dictionary anly

French modes: | Traditional and new spellings E‘

Spanish modes: | Tuteo verb forms anly E
When correcting spelling and grammar in Word

D Check spelling as you type

D Usze contextual spelling

Mark grammar errors as you type

D Check grammar with spelling
Show readability statistics

Writing Style: | Grammar Only El

1

_ Tich bo diu kiém tai hai muc: “Check spelling as you type” va “Check

[ ==

grammar with spelling”.

- Nhan OK.

b. Loai bé 15i khi sao chép va dan

Vao File/Options, chon muc advanced, xuét hién hop thoai sau:

Word Options

General
Display
Proofing
Save

Language

Default paragraph style: |Normal B

Show AutoComplete suggestions

Use seguence checking

Type and replace

] Automatically switch keyboard to match language of surrounding text

Cut, copy, and paste

Advanced

Customize Ribbon
Quick Access Toolbar
£dd-Ins

Trust Center

Pasting within the same document: Keep Source Formatting (Defau\t)lZ‘
Pasting between documents: Keep Source Formatting (Defau\t)li‘
Pasting between documents when style definitions conflict: | Use Destination Styles (Default) El
Pasting from other programs: Keep Source Formatting :jDefau\t)IE‘
Insert/paste pictures as: In line with text E

Keep bullets and numbers when pasting text with Keep Text Only option
D Use the Insert key for paste

Show Paste Options button when content is pasted

Usze zmart cut and paste 'L

Image Size and Quality |&] word co ban E

D Discard editing data 'l
Do not compress images in file'd
Set default target output to: | 220 ppllZ‘

Show document content

[ show background colors and images in Print Layout view

m

- Tich bo dau kié
- Nhén OK.

m tai hai muc: “Use smart cut and paste”.

Xt ly van ban co ban
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Bai 3
PINH DANG VAN BAN

L. Binh dang vin ban (text) o
1.Cach thay doi phdng chik, cac kiéu hién thi
Vao thé Home, tai muc Font chon cac chirc nang dinh dang tuong tng:

Times Mew Rom = 14+ A A" | Aa~ ﬁ*'/
B|J | U ~ahe x, x° -
Font
- Thay doi phong chiz: Nhip vao mii tén den bén phai chit Times New

Romam, chon kicu phdng chit khéc can thay doi.
- Cac nut Iénh thé hién céac kiéu hién thi cho van ban:

B binh dang in dam
7 binh dang in nghiéng
u |- binh dang gach chan
abe Tao duong gach ngang qua chir
x. Tao chi s6 duéi cho chir
x Tao chi s6 duéi chp chir
W T6 mau nén cho chir
=) Xba moi dinh dang
A Tang d6 16n cho chir
N Giam do lon cho chir
Aa - Chuyén d6i kiéu chit HOA thuong
A - Mau chir

Ngoai viéc st dung cac nut 1€nh trén co thé thuc hién dinh dang ky tu nam
trong hop thoai Font nhu sau:

Nhén Ctrl+D dé md hop thoai nay hodc click chon goc phai dudi ctia hop
thoai sau:

Xt ly van ban co ban 16
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Font ?x)
Font Advance d
Eont: Font style: Size:
Times New Roman Regular 14
Sylfaen ~ ETEEE o A
Symbal Ttalic 10
rehome R
Tempus Sans ITC old Lialic
2 2 v
Font col Underline style:
tomat - nane) ~
Effects
[ strikethrough [ small caps
[ pouble strikethrough [ all caps
[ Superscript [ tidden
[1 subscript
Previey
Times New Roman ‘
This is a TrueType font, This font wil be used on both printer and sereen.
[ set as pefaule | [ Texteffecs... | [ox [ cancel |

Khung Font: Chon Font chit phu hgp véi bang ma da chon.
Khung Font style:  Chon kiéu chir.

Khung Size: Chon ¢ chit.

Khung Font color:  Chon mau cho chir.

Khung Underline style: Chon kiéu gach chan van ban.

Khung Underline Color:  Chon mau cho duong gach dudi.

Khung Effects: Cac hiéu g dac biét cho chir.

Khung Preview: Hién thi cac thay doi trong khung khi chon céc dinh dang.

Nhan OK d¢ thuc hién.

Luu y: Néu mudn mic dinh cach thiét 1ap nay cho cac trang van ban, ta nhan
vao nut Set As Default...

2. Cach ghi chi so trén, chi s6 duéi

- Ghi chi s¢ trén: Chon biéu tugng x* (Subscript) trén nhém Font cua thé
Home hoac nhan t6 hop phim “Ctrl” + “Shift” + “=".

- Ghi chi sé duéi: Chon biéu tugng X, (Superscript) trén nhém Font cua thé
Home hoic nhan t6 hop phim “Ctrl” + “="

3.Cach thay doi mau Ky tw va mau nén vin ban

- Thay d@6i mau ky tw: nhap chon mili tén trong biéu twong < - (Font color)
trong nhdm Font ctia thé Home dé chon cac mau khac nhau ap dung cho ky tu.

- Thay d6i mau nén van ban: nhip chon mili tén trong biéu twong 2 = (Text
Highlight Color) trong nhém Font ctia thé Home dé chon cac mau khac nhau to
nén cho vin ban.

4.Chuyén doi kiéu chir HOA/thwong

Chon tab Home trong nhém Font/Nhan biéu twong ™ va chon lan lugt cac
chirc nang sau:

- Sentense case: ky tu dau cau la chit hoa.

- Lowercase: tat ca chuyén thanh chir thuong.

- UPPERCASE: tat ca chuyén thanh chir in hoa.

- Capitalize Each Word: Ky tu d¢au caa mdi tir la chit in hoa.

- TOGGLE CASE: Chuyén chir hoa thanh chit thudong va nguoc lai.

5.Cach ngit tir (hypernation) khi xuéng dong

Xt ly van ban co ban
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- Khi mot tir qué dai, khong vira khit voi vi tri cudi dong, Word s& chuyen tir
nay sang vi tri dau dong méi thay vi gach noi n6. Tuy nhién ban c6 thé dung tinh
nang Hyphenation d€ gach noi tu dong hodc gach noi bang tay doan text, xac 1ap
s0 khoang cach 1on nhat cho phép gitta mot tir va 1€ phai ma khéng gach noi tir
do.

- Khi st dupg tinh néng gach néi tu dong, Word 2010 sé tu dong chen gach
noi vao vi tri can thiet. Khi gach noi bang tay, Word s€ tim text dé gach noi va
hoi ban ¢c6 muon chén gach noi vao hay khong.

a. Tw dong chén gach ndi trong toan b tai liéu

- Pam bao réng khong c6 doan text nao dang duoc chon.

- Trong thé Page Layout, nhém Page Setup, ban nhin nat Hyphenation, sau
do chon Automatic.

Page Layout References Mailings
147 || [ 7] _'yOrientation v ¥= Breaks v || 1A) Waterma
Al* 13 Size ~ £ Line Numbers ~ || <} Page Co!
Margins __ Serie———1 1| | L
Jié ~  EE Columns ~ [bc- Hyphenation ~| || |]] Page Bo:
None
5
Automatic "
Manual

~ | Hyphenation Options...

b. Chén dau gach néi tly y

Ban c6 thé diéu khién vi tri ngét cia mot tir hodc mot cum tir néu tir d6 “rot”
& cudi dong. Vi duy, ban co thé chi dinh vi tri ngét cua tu “nonprinting” 1a “non-
printing” thay vi “nonprint-ing”.

- Trong th¢ Home, nhom Paragraph, nhén nut Show/Hide.

- Nhan chudt véo vi tri trong tir, noi ban mudn chén dau gach ndi.

- Gitt Ctrl va nhan ph1m gach noi.

c. Tw dong chen diu gach n01 trong mot phan tai liéu

- Chon doan text ma ban mudn gach ndi.

- Trong thé Page Layout, nhom Page Setup, ban nhan nat Hyphenation, sau
do6 chon Automatic.

d. Gach néi bz‘“lng tay trong mot phan tai liéu

Khi ban gach noi1 bang tay, Word 2007 s€ tim doan text dé gach ndi. Sau khi
ban chi dinh vi tri mu6n gach ndi trong doan text, Word s€ chen mot dau gach
ndi tiy y. Néu sau d6 ban soan thao tai liéu va thay doi ngat dong, Word sé& chi
hién thi va in ra nhitng ddu gach ndi con rét & cudi dong ma khong gach nbi lai
trong tai licu.

- Chon doan vin ban mudn gach ndi.

- Trong thé Page Layout, nhom Page Setup, ban nhan nat Hyphenation, sau
do chon Manual.

Xt ly van ban co ban
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e. Chén mét dau gach noi khong ngit

Céc dau gach nbi khong ngit gitip ngan ngua cac t, sO hodc cum tu bi ngat
néu né rot & cudi dong. Vi dy, ban c6 thé ngan ngua day s6 999- 1234 bi ngat
gitra chung, thay vao do toan b cum day s6 nay s€ dugc chuyén xubng dau
dong ké tlep

Nhén chudt vao noi ban muén chén déu gach ndi khong ngit.

- Nhan giir Ctrl, Shift va nhan phim gach ndi.

f. X4&c 1ap vung gach noi

 iAutomatically hyphenate document:
IV Hyphenate words in CAPS

Hyphenation zone: ll:l B3 cm 5‘

-

Limit consecutive hyphens to: Mo limit —

Manual.. ' _ Cancel

Ving gach ndi 1a s6 khoang trong t61 da cho phép gitra mot tu va 18 phai ma
khong gach noi tir nay. Ban co thé thay do6i vung gach ndi: dé giam sd luong
gach ndi, hdy 1am cho ving gach ndi rong hon; dé giam tinh chét roi rac cua 1é
phai, ban 1am cho ving gach néi hep hon.

- Trong thé Page Layout, nhém Page Setup, nhan nut Hyphenation, sau d6
chon Hyphenation Options.

- Trong Hyphenation zone, nhap vao khoang cdch ma ban mudn.

g. X6a bd ddu gach noi tw dong

Trong thé Page Layout, nhom Page Setup, nhan nat Hyphenation, sau do
chon None.

h. X6a bé dau gach ndi bang tay

- Trong thé¢ Home, nhém Editing, nhin nit Replace (hodc nhén phim
Ctrl+H).

- Nhan ntit More>> dé mé rong hop thoai Find and Replace.

- Nhén nat Special, sau d6 chon:

Optional Hyphen: néu muén xo6a dau gach ndi bang tay.

Nonbreaking Hyphen: dé x6a dau gach ndi khong ngit.

- bBé tréng 6 Replace with.

- Nhan Find Next, Replace, hodc Replace All.

I1. Pinh dang doan vin ban

1. Khai ni¢m va cach chgn mjt doean van

Doan vén ban la phan van ban dugc ket thic bang phim Enter.

‘ Chon mot doan: Nhﬁp ba lan chuét vao doan van d6 hodc dua con trd chuot
V€ phia trudc dong dau tién cia doan van, nhan chudt va ré dén dong cuoi cung
cua doan. ] ) ]

2. Cach thém bé cac dau doan, dau ngat dong
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Trong k¥ thuat soan thao van ban ngat dong dugc dung dé ngat xubng hang
mot dong khi nd chua du dai dé tw xubng dong hodc khi muén cac tu noi, tur
ghép duoc lién nhau trong cung mot dong. Khi mudn ngat dong hay dat dau
nhay ngay phia trudc tir mudn ngat xuéng dong sau d6 nhan va giir phim Shift
réi nhan phim Enter. Lic ndy s& c6 thém mot dong moi.

Trong mdt s6 truong hop khi nhin vao vin ban s& kho phat hién vin ban
duogc sir dung ngat dong hay doan. Tuy nhién Word da c6 sin mdt nut chirc ning
gitip nhan biét viéc nay bang cach hién thi cac dau két thuc doan. Do mdi khi sir
dung dau ngét dong hoac khi két thuc mot doan thi Word déu tu dong chen mot
ky hiéu ngay tai diém ngat dong hoac két thiic doan d6. Cho nén khi nhan vao
nut ndy thi s& xuat hién cac dau két thuc doan va ca cac dau ngit dong dé giup
nguoi sir dung dé dang chinh sira lai.

- Céch thém cac dau doan, ddu ngét dong: nhdp chudt vao nut 1énh Show
Paragraph mark ... trong nhém Paragraph cia thé Home.

- Cach bo cac dau doan, ddu ngit dong: 1ap lai thao tac trén.

3.Céch thut I8, ciin 1¢ ’
Vao thé Home, chon nit md rong (=) trong nhom Paragraph, xuat hién hop

thoai sau:
Paragraph E]E]

Indents and Spacing | Line and Page Breaks
General

Alignment: (KNS v

Qutiine level: |Body Text ~

Indentation
Left: 0cm

|

—

ik
[
@
b

Right: 0cm

[ Mirror indents
Spacing

Before: 3pt 3 Lipe spacing: At

After: 3pt = Single ~ E

[ Dor't 2dd space between paragraphs of the same style

Preview

[[gabs.. ]| [setaspefar] [_ox ][ concel |

- Muc Alignment: Chon kiéu céan 1é cho doan vin ban:

+ Left: Can bang tréi.

+ Right: Cin bang phai.

+ Justify: Can bang hai bén.

+ Centered: Can gitra.

- Indentation: Thiét 1ap khoang cach tir mép 1& doan so v&i 1& trang:
+ Left: Khoang cach tir 18 trai ctia doan dén 18 trai ctia trang van ban.
+ Right: Khoang céach tir 1& phai ctia doan dén 18 phai cua trang van ban.
Sau thi thiét 1ap xong céc thong s trén thi nhan OK dé chap nhan.
4. Cong dung, cach thiét 1ap, g& bé va sir dung nhay cach (tab)
a. Cong dung:
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Tab la cac diém ding dugc dung dé di chuyén con nhy nhanh sang phai khi
nhan phim Tab thay vi dung khoang tring thuong chidm va khong nhu mong
mudn. C6 2 loai tab 1a tab mic dinh (c6 khoang cach déu dan 0.5 inch) va tab
do nguodi dung dinh nghia. Tab thuong dung khi nhiéu doan van (chi c6 1
dong) c6 cac ndi dung can dong (trai, gitta, phai, ...) véi nhau.

b. Céch thiét lap:

- it con tro soan thao tai dong can tao Tab.

- Pt Tab tryc tiép trén thude bang cach:

+ Click chuét trong 6 Tab & phia trai ciia thanh thudc dé chon kiéu Tab. C6 cac
kiéu Tab sau:

Left Tab: @ Canh trai.
Center Tab: %/l canh gitra.
Right Tab: 2l canh phai.

Decimal Tab: ["£/ Canh theo dau thap phan.

Bar Tab: || Tab vach dung.

+ Click chuot 1én thanh thudc tai c4c vi tri thich hop dé dit Tab.

- bat Tab trong hop thoai Tab bang céch:

+ Chon nat 1énh Tabs trong ctra s6 Pragraph, xuat hién cira s6 Tab nhu sau:

Tabs 21X
Tab stop position: Default tab stops:
14.5cm 1.27 cm §
14.5
e Tab stops to be deared:
Alignment
@) Left () center ) right
) Decimal () Bar
Leader
® 1Mone Oz.... Cla=——
Os__
[ Set ] [ Clear l [ Clear all l
[ K l [ Cancel l

+ Nhap vi tri ciia Tab trong muc Tab stop position

+ Chon kiéu cin 18 Tab: Left (Tab trai), Center (Tab giita), Right (Tab phai). ..

+ Chon céach thé hién tab:

+ 1: None Tab tao khoang tring

+ 2-3-4: Tab tao ra cac dau cham, gach hoic gach nét lién

+ Chon OK dé chap nhan diém Tab da tao

Sau khi tao xong, dau Tab s& xuat hién phia cudi thanh thudc.

c. Cacgo bo Tab

- Nhap vao dau Tab trén thanh thuéc, gitr va kéo xudng cira s6 van ban

- Hodgc vao cira s6 Tabs chon Clear dé x6a ting dau Tab, Clear All dé xda
toan bo dau Tabs di tao, nhap OK dé chap nhan xoa.

d. Cac sir dung Tab
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- Pbi véi Tab trai: Nhap van ban rdi nhan phim Tab trén ban phim, trudng
hop vin ban da dugc nhap trude d6 thi dua con tro soan thao vao cudi dong da
nhap rdi nhan phim Tab.

- Bdi véi Tab phai va Tab gitra: nhan phim Tab rdi nhap vin ban.

5. Cach diéu chinh khoang cach giira cac dong, doan vin

M hop thoai Paragraph Muc Spacing: Cho phép thiét 1ap cac khoang cach
gitta cac dong, doan van.

- Before: Khoang cach so véi doan van ban trén.

- After: Khoang céch so véi doan van ban dudi.

- Line spacing: Khoang cach gitta cac dong trong mot doan van ban.

Mic dinh 1a Single (khoang cach binh thuong). nhap vao mii tén den bén
phai chir Single dé chon cac khoang cach khac:

+ 1,5 line: Khoang cach 1,5 dong (gap rudi).

+ At least: Tao khoang céach tuy y bﬁng cach nhap sb do vao muc At.
+ Double: Khoang céch 2 dong (gap doi khoang cach don).
+ Exactly: Khoang cach chinh xac theo s6 da nhap vao muc At.

+ Multiple:  Khoang cach tinh theo s6 dong don da c6 trong muc At.

6. Céch tao/bé danh dau tu dong (bullet) va danh s6 tw ddng (numbering)

Chtrc ning Bullets and Numbering dung dé chén tu dong cac ky tu dic
biét (Bullets) hodc s6 (Numbers) ¢ dau mdi doan.

- Bullets: Trinh bay vin ban theo kiéu liét k&, dau mdi doan dugc chén mot
Ky tw dac biet.

- Chon tab Home, nhan vao biéu tuong
xuat hién hop thoai sau:

" Bullets trong nhom Paragraph

.“]

Recently Used Bullets
e |- |+ | =
Bullet Library

Hong ® O u + 0:0

> | v

Document Bullets

-lellOom|lo||V |
> %+ -

Define Mew Bullet...
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Define New Bullet E]E]
Bullet character
[ Symbal... ] [ Picture. .. ] [ Font... ]
Alignment:
Left -
Preview

.

.

.

e [ cancel |

- Define New Bullet: Chon kiéu Ky tu, hoac hiéu chinh lai c4c théng sb cua
Bullets.

+ Bullet character: Symbol, Picture, Font: Chon ky hiéu lam bullet.

+ Alignment: Canh I& cho Bullet.

+ Preview: Xem nhanh dinh dang.

- Numbering: Panh s tha tu danh sach, chon kiéu Numbering can dinh
dang.

Chon tab Home/GroupParagraph/Nhan vao biéu twong =~ Numbering dé
m¢& hop thoai sau:

fra) [T
=
Mumbering Library —
1 1
Mane z z
3 3
1) | A
2) 1. B.
3) 1. C. L
a a. i.
b ii.
[ iil.

Document Number Formats

) 2
W o

[*1]
R
=1}

<%= Change List Level

Define Mew Mumber Format...

Define New Number Format: Chon kiéu s thtr tu, hodc hiéu chinh lai cac
thong s6 ciia Numbering:
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Mumber format
Mumber style:
1, 2,3, ...

i,

Mumber format:

v (o]

Alignment:
Left A
Preview
1
2
3
IOKI [ — ]

+ Number Style: Chon kiéu sb

+ Number format: Sé bét dau trong danh sach

+ Alignment: Canh I& cho s thi tu
+ Preview: Xem nhanh dinh dang

7. Cach tao dwong vién , bong / nén cho mot doan vin ‘
Chtrc nang nay cho phép dinh dang duong vién khung va mau nén cho doan

van ban.

Chon Home/GroupParagraph /Nhan vao biéu tugng 2 Borders and
Shading va chon cac kiéu duong vién c6 san. Hop thoai sau xuat hién:

Borders | Page Border || Shading

Setting:

Style:

5l | [ | |73 | | 0

Custom 1

Horizontal Line...

Preview

Apply to:

Paragraph w

Click on diagram below or use
buttons to apply borders

l’ Cancel ]

[ o

- Thé Borders: Bong khung doan van ban.

+ Setting: Chon kiéu khung.

+ Style: Xac dinh hinh thirc duong vién khung: Style, Color, Width.

+ Apply to: Xac dinh pham vi dong khung:

+ Text: DPéng khung khdi vin ban duoc chon.

+ Paragraph: Pong khung ca doan van ban hién hanh.
- Thé Page Border: Bong khung trang van ban.

+ Céc dinh dang giéng nhu Borders
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+ Art: Chon céc kiéu duong vién nghé thuat.

- Apply to: Pham vi dong khung.

+ Whole document: Pong khung tat ca cac trang cua tai liéu.

+ This section: Dong khung cac trang trong section hién hanh.

+ This section - first page only: Chi déng khung trang dau cua section hién
hanh.

_ * This section- all except first page: Pong khung tat ca cac trang trir trang
dau.

- Options: Thay d6i khoang cach tir khung dén vin ban.

+ Edge of page: Khoang cach duoc tinh tir 18 trang gidy dén khung.

+ Text: Khoang cach dugc tinh tir vin ban dén khung.

+ Thé Shading: Dung dé td mau nén doan vin ban.

I11. Kiéu dang (style)

1. Khéi niém

Style 12 mot tap hop cac dinh dang dugc tao trude va co6 mdt tén. Style rat
can thiét khi soan thao gido trinh hodc tai liéu co nhiéu muc, nhiéu loai vin ban
khac nhau.

Style c6 thé ap dung cho cho doan vin (Paragraph), cho ky tu (Character)
hodc ca hai (Linked). Word c6 sin cac Style mic dinh, nguoi dung c6 thé dinh
nghia thém Style. Cac Style duoc chtra trong Group Styles trén thanh Ribbon
cua tab Home.

2. Céach &p dung Style cho ky tw va cho doan vin

- Chon khéi vin ban vira dinh dang.

- M& rong Style/ Chon Save Selection as a New Quick Style.

AaBbCcl AaBbCcl 4aBbCcs AaBbCel AaBbCel AaBbCcl
AaBbCcl | AaBbCcl | AaBbCc AaBbCcl AaBbCcl AaBb(

ading 4 i 3 trong sbtitie ¥ No Spa

taBb( 4aBbCci AaBb( \ AABBC(
AABBCC AaBbCc)
M, Apply Style
Xuat hién ctra so:
Create New Style from Formatting W ,
[amme :
Style2
Paragraph style preview:
- Style2
QK Modify... Cancel

Chon Modify... tir hop thoai trén dé hiéu chinh Style:
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Create New Style from Formatting ET.‘
Propertes

Name: Stlel

Style type: Paragraph v

Style based on: ¥ Normal A

Style for folowingparagraph: ¥ Stylel v
Fornattirg

TmesNewRomon [v] 11 3] B 7 U Automatic ||

B = =22 = = = 13 15 &= =

Style: Quick Style
Based on: Nornal

V' Add t Quick Style ist Automaticaly update
@ Only n ths doaument New documents based on this template

Format ~ | o y Cancel

- Name: Nhap tén Style mai.

- Style type: Chon loai Style (paragraph, character, linked).

- Style based on: Chon Style lam co s cho Style dang tao, Style dang tao sé€
bao gdm céc dinh dang cua Style nén.

- Style for following paragraph: Chon Style cho doan ké tiép.

- Formatting: Chon cac dinh dang cho Style.

- Click nut Format cho phép mé rong cac dinh dang nhu: Font, Paragraph, Tabs,
Border, Language, Frame, Numbering, Shortcut Key, Text Effects.

- Gan Style

+ Chon khéi van ban mudn dinh dang theo mot Style nao do..

+ Chon tén Style trong hop Group Styles, hoac nhan t6 hop phim tt.

- Hiéu chinh Style

+ Trong cira s6 Styles and Formatting.

+ Right Click vao tén Style mudn hiéu chinh, chon Modify...

+ Thuc hién hiéu chinh.

3. Cach sir dung cong cu sao chép dinh dang

- Chon doan van ban da dinh dang trudc do

- Nhip chon nat 1énh Format Painter

- Nhip chon mét hay nhiéu doan vin can sao chép téi

- Nhan phim Esc dé bo chon Iénh dinh dang
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) Bai 4 )
NHUNG (EMBED) CAC DOI TUQNG KHAC NHAU VAO VAN BAN

. Bang

Bang (table) 1a kiéu trinh bay vin ban cd ciu tric gdm cac cot (column) va
cac dong (row), giao gitra cac dong va cac cdt la cac 6 (cell).

1. Tao bang méi.

- Pua con trd Va0 Vi tri can tao bang.

Chon tab Insert trén nhdm Tables/Nhan chon Table. Ban c¢6 thé tao mét
bang theo mot trong 4 cach sau:

P

Table

-

4x8 Table

| |
I
I
I
I
I
I
||

Insert Tahble...

|

j Draw Table
L

=

Excel Spreadsheet
= Quick Tables b

Cach 1: Panh dau s dong va cot ] ,
Céach 2: Vao tab Insert trén nhdm Tables/Nhan Insert Tables, xuat hién

hop thoai sau:

Table size
Mumber of columns: 5 =
Mumber of rows: 2 s

AutoFit behavior

(#) Fixed column width:  |Auto

i

{:} AutoFit to contents
() AutoFit to window

[] remember dimensions for new tables

I CK ] [ Cancel

Trong do:

+ Number of rows: Sé dong can tao.

+ Number of columns: Sb ¢t can tao.

+ Fixed columns width: C dinh chiéu rong cho mdi cot
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+ AutoFit to Contents: Ty dong diéu chinh d6 rong céac cot khit vai dix lidu
trong cot.

+ AutoFit to Window: Tu dong diéu chinh do rong cac cot trong bang sao
cho c6 chiéu rong vira khit chiéu rong trang van ban.

+ Nhan OK dé chén bang vao vi tri da chon.

Céch 3: Chon vao Draw Table, tao bang bang cach kich va nhap sé dong
va cOt

Cach 4: Chon Quick Tables va chon bang.

2. Cach nhap va bién tap dir liéu trong cac 6 caa bang

pé nhédp dir liéu vao tung 6 cia bang, ta tich chudt vao 6 can nhap du li¢u
hodc Copy, Paste dir li€u tir van ban khac vao bang.

Dt li¢u trong 6 co thé duoc can trai, can gitra, can phai theo bé rong hoac
cin trén, can dudi va cin giira theo chiéu cao.

Pé bién tap dir liéu trong 6 ta st dung céac nut 1€nh can chinh trén thé Home
hoac lam nhu sau:

Nhén chudt phai, chon Cell Aligment, chon nut dinh dang can ap dung.

3. Cach chon dong, cot, 6 hoac toan b bang

- Chon O:Click chuot 1én hang/Chon Tab Layout/Nhan vao biéu tugng =
trong nhom Table/Chon Select chon Select Cell.

- Chon cdt:Click chudt 1én c6t/ Chon Tab Layout/ Nhan vao biéu tuong =
trong nhom Table/Chon Select chon Select Column.

- Chon hang:Click chudt 1én hang/ Chon Tab Layout/ Nhan vao biéu tuong

“ trong nhdm Table/Chon Select chon Select Row.

- Chon ca bang:Click chu6t 1én bang/Chon Tab Layout/Nhan vao biéu
tuong ~ trong nhom Table/Chon Select chon Select Table.

4. Céch thém, xda dong cot

Click chudt 1én bang/Chon Tab Layout Group Row Column gom céc chirc

nang sau:
=R

Delete Insert Insert Insert Insert
- Above Below Left  Right

% Delete Cells...
' Delete Zolumns :
=% Delete Rows
& Delete Table
Insert Above: Thém mot hang & phia trén.
Insert Below: Thém mdt hang & phia dudi .
Insert Left: Thém cot bén trai.
Insert Right: Thém ¢t bén phai.
Delete:
+ Delete Cells: Xoa 6.
+ Delete Columns: Xoa cét.
+ Delete Rows: Xda hang.
+ Delete Table: Xo6a bang.
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5. Céch sira d6i chiéu rong caa cot, chiéu cao caa dong
Click chudt 1én bang/Chon Tab Layout trong Group Cell Size gébm cac chirc
nang sau:
j il Height: 209 am 3| H¥ Distribute Rows

-

AutoFit| | = width: 1144 em | T Distribute Columns

4

L

ES  AutoFit Contents
F

A3 AutoFit Window

e l-ls-l-::l-l-:;kﬁ
B Fixed Column Width
AutoFit:
AutoFit Contents: Kich thudc bang co gian theo lugng dit li¢u trong bang.
AutoFit Window: Kich thuéc bang mé rong bang chiéu rong ving soan
thao.
Fixed Column Width: C dinh chiéu rong cot.
Height: Hiéu chinh chiéu cao ctia hang.
Width: Hiéu chinh chiéu rong cua cot.
Distribute Rows: Hiéu chinh cho cac hang c¢6 kich thudc bang nhau.
Distribute Columns: Hiéu chinh cho cac ¢t ¢6 kich thudc bang nhau.
6. Cach thay d6i kiéu, mau sac dwong vién
- Bé ké vién cho bang, cach 1am nhu sau:
+ Chon bang hoic céc 6 (bdi den) can td nén hay dit vién
+ Chon Design/nhan vao nat Border chon All Borders

&% shadings —— -
{fi Borders| = 1% pk

-

Eottom Border

Top Border

Left Border

Right Border

Mo Border

All Barders

Cutside Borders

& Inside Borders

Inside Horizontal Border
Inside ¥ertical Border

Diagonal Down Border

_____ Diagonal Up Border
5= Horizontal Line
j Draw Table
EH  View Gridlines
J Borders and Shading...
+ Chon cac kiéu duong vién va nhap OK
- b€ t6 nén cho bang: Chon muc chon Shading trong thé Design
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& [shading -

Theme Colors

Standard Colors

Mo Colar
Mo

lore Colors...

+ Chon mot mau thich hop trong viing mau hodc chon More Colors dé chon
mau khéc.

7. Céach thém béng va mau nén cho cac 6 caa bang

- T6 nén cho bang

+ Chon céc 6 can td mau/Nhan vao Tables Tools/Chon tab Design.

+ Chon vao biéu tugng <2 h#4ina = 3 chon mau nén cho 6 do.
(&

Shading ~

Theme Colors

Standard Colors
HE EEEERN

Mo Colar
18 More Colors..,

8. Cach x6a bang khéi van ban

- Chon bang dit liéu can x6a

- Nhén chuot phai, chon Delete Table

Il. Hinh minh hea

1. Chén hinh anh vao vin ban

Hinh anh (Picture) 1 cac dang thic tp tin do hoa thudng c6 phan dudi 1a .jpg,
.gif, ... co thé dugc chén vao cliing véi van ban. Word cho phép ngudi ding dua vao
hinh anh 14 nhiing tap tin c6 san hodc tir thu vién hinh anh di theo bo Office.

a. Chén hinh anh c6 san (Picture)

Vao tab Insert/trong(Group Illustrations)/Nhan vao biéu tuong : duyét
dén hinh can chén va click Insert.

b. Chén anh nghé thuat (Clip Art)

Vao tab Inser/trong(Group lllustrations)/Nhan vao biéu tuong : xuét hién
hop thoai Clipt Art.Dé tréng Text box Search for/Chon Go, cac Clip Art duoc
liét ké bén dudi. Click chudt 18n mot Clip Art dé dwa nd vao tai liéu.

c. Chen hinh vé (Shapes)

Vao tab Insert /trong(Group Illustra-tions)/Nhan vao biéu tugng “: chon
hinh can chén roi ré chudt (Drag) vé vao ving mudn chén.

d. Chén hinh mau théng minh (SmartArt)
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¥ |

Vao tab Insert/trong(Group Illustrations)/Nhanvao biéu tugng~ SmartArt:
chon hinh can chén, Click OK roi hiéu chinh nhu mong muon.

Q

*

Matrix ii i :IE'J

Ay Pyramid =

{8l Picture - e 3
f \ @ Ofice.com EEE
o . _ =
| —
L =

Q

e. Chén biéu d6 (Chart) , S
Vao tab Insert trong (Group IHlustrations)/Nhan Chart chon kiéu biéu do

can chen.

Choose a SmartArt Graphic

Ex

oA

= List

93 Process
2% cyde

Sfu Hierarchy
ed Relationship

List

5= 3

[N
— =
—

=
[

Insert Chart @
LA Templates Column -~
(ol comn |
S| (28] (28] ga| e8] 89 83
& Fie o |
i l?a.r |J‘,ﬂ'l,ﬁ‘ |J‘gﬂ" |JEB" Hﬂj‘ |J,A{1‘ |J~9)-E—‘ |J~;&:£l5— 1
b % 000 [ibaa) [1aA ] [1AA] | ash)
@ Surface Line
ﬁ' Radar Pie

-/.D @l i/?-l;’-)'.)| /')| i i/?\l—E| b
[managETEmplates... ] [ Set as Default Chart ] [ QK ] [ Cancel ]

Gia trj dé v& biéu d6 dugc lay tir man hinh Excel kém theo.

2. Chon, sao chép, di chuyén dbi twong

- Chon:

+ Chon mét dbi tuong: tich chudt vao ddi tuong can chon

+ Chon nhiéu d6i tuong: nhan phim Ctrl dong thdi 1an luot tich vao cac hinh
can chon.

- Sao chép va di chuyén:

+ Nhéan chudt phai vao dbi twong hoic nhom dbi twong da chon, chon Copy
hoac Cut.

+ Nhép chuot phai vao vi tri can dan, chon Paste

3.Thay doi kich thwéc va x6a hinh minh hoa

- Chon hinh

- Pua chudt vao cac nlt tron xung quanh ddi tuong, khi xuét hién mili tén
hai chiéu thi nhép chuot va di chuyén dé dat duoc kich thudce mong mubn.

- Nhén phim Delete trén bang phim dé x6a hinh da chon.

I11. Hop van ban (Textbox)

1. Cheén céac loai Textbox vao vian ban

Text Box 1a cac 6 cho phép nguoi dung nhép dir liéu vao va c6 thé dugc dit
bat cr dau trong tai lidu.

- Vao tab Insert trong (Group Text)/Nhan Text Box.

- Chon kiéu Text Box va nhap noi dung
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u é ‘{l [ signature Line = T[ SZ

[ Date & Time

Text | Quick WordArt Equation Symbal
Box» |Parts~  + "4 Object - S -
| Built-In 4
Simple Text Box Alphabet Quate Alphabet Sidzbar
Annual Quate Annual Sidebar Austere Quote -

Mare Text Boxes from Office.com

o M
Draw Text Box

Nguoi dung c6 thé chon Text Box miu ma Word 2010 cung cap hay tu thiét
ké Text Box riéng cho minh bang cach chon Draw Text Box.

2. Cach dinh dang cho hgp van ban

- Nhén chuot phai vao duong vién cuia Textbox, chon Format Text Box, xuit
hién ctra sb:

Format Text Box @
COlDI’SBI’IdLII’IeS| Size | Layout | Picture | Text Boxl Alt Text |
Fill
Color: E Fill Effects...
Transparency: ¢ |IIl (0% =
Line
Color: _E Style: _— E
Dashed: — |Z| Weight: 0.75 pt =
AITOWS
Begin style: ¥ | End style: i
Begin size: ¥ | End size: >
oK I [ Cancel

- Thé Colors and lines:

+ Vung Fill: dé t6 mau nén

+V0ng Line: dé chon mau va kiéu duong

- Thé Size: chon kich ¢d cho Textbox

- Nhan OK dé két thc.

3. Cach luu hgp van ban

Textbox c6 thé duoc luu & phia dudi vin ban (1am nén), luu ¢ giita van ban
hay luu nhu mét ky tu trong van ban ...

- Nhan chudt phai vao duong vién cua Textbox, chon Format Text Box,
chon thé Layout:
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Format Text Box @
‘ Colors and Lines | Size | Layout | Picture | Text Box | Alt Text ‘
Wrapping style
In line with text Sguare Tight Behind text In Front of text
Horizontal alignment
Left @) Center Right Other
l oK ] | Cancel

- Chon mot trong céc kiéu luu Textbox rheo hinh minh hoa.

- Nhan OK d¢ ket thic
IVV. Tham chiéu (reference)

1. Cach thém, sira, x6a chd thich tai chan trang, cudi bai
- Pat con tré chudt ¢ ngay sau tr mudn chén chu thich ro61 vao thé

References va chon

+ Insert Footnote: dé chén chi thich vao chan trang
+ Insert Endnote: dé cheén chu thich vao cudi bai

- G& vao chu thich roi nhan ra ngoai man hinh soan thao dé két thuc.
- bé x06a di mot chu thich nao d6 thi x6a di chir sO nho & canh chir da chen

chu thich 13 chi thich s& tu dong mat di.

- Pé chuyén toan bo chi thich trén cac trang thanh chu thich nam & cudbi file
word thi ban click vao bi€u tugng nhé nhu trong hinh sau va chon Convert.
- Tiep theo ban chon Convert all footnotes to endnotes.

- Lac nay tat ca cac chu thich s€ chuyén hét xuéng cuoi file word da tao.

2. CAch thém sira, x6a danh s trang
- Chen s0 trang:

+ Vao thé Insert, chon I¢énh Page Number trong nhoém Header & Footer
+ Chon mdt ki€u chén sO trong trong danh sach hién ra, hodac chon Iénh

Format Page Number, xuat hién ctra s6 sau:

Page Number Format

Include chapter number
Chapter starts with style:

Use separator:

Examples:

Page numbering

Start at:

Y
-

=
Number format: E

Heading 1

- (hyphen)

1-1, 1-A

@) Continue from previous section

-

-

oK

| |

Cancel
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+ Chon kiéu sb ky tu trong muc Number Format
+ Chon so bat dau muc Start at.

+ Nhéan OK.
- X0a s0 trang:

Vao thé Insert, chon 1€énh Page Number trong nhom Header & Footer, chon
1énh Remove Page Number.

V. Hoan tét viin ban

1. Cach ciin 1€ toan bd vin ban
- Chon toan b van ban
- M6 cua s0 Paragraph: nhap chudt vao miii tén md rong trong nhém

Paragraph ctua thé¢ Home:

Paragraph

lndents andSpaclng Line and Page Breaks

General

Justified

B
B

Alignment:

Outline level: | Body Text

Indentation

Left: 0cm Special:

b | 4fp

Right: 0cm First line

Mirror indents

Spacing

Before: 0pt = Line spacing:

After: 0 pt = Single

Don't add space between paragraphs of the same style

Preview

[ ==

By:

1.25cm [=

z

Mot i Parazrag

Tabs... ‘ | Set As Default ‘ [ oK

Cancel |

- bt 18 trai (Left) va 1é phai (Right) cho van ban trong vung Indentation.
- Pit thyt dau dong cho dong dau tién ciia cac doan vin ban trong hop

Spacial.

- Nhan OK dé két thuc.
2. Cach thém, bé ngat trang
- Thém ngat trang:

+ Dit con tro soan théo tai vi tri can ngat trang

+ Vao Thé Insert, chon Page Break dé ngat trang

- B6 ngit trang:

+ Vao thé View, chon 1énh Draft, man hinh chuyén sang dang hién thi cac

duong ngit tran.

+ Tich chudt vao dudng ngit trang va nhan phim Delete

3.Cach thém bé dau

trang, chan trang

Vao tab Insert trong(Group Header&Footer)/Nhan Header hoic Footer,
ngudi dung c6 thé chon cac miu Header/Footer co san hodc Edit Header/Footer
dé nhap ndi dung. Chon Remove Header/Footer dé bo Header/Footer

Hiéu chinh Header & Footer:
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Design
= r3 ElE= il j Previous Different First Page :EA Header from Top: 1.27em o
# i g = . -
— - ) = \—‘ L1H R j_", Mext Different Odd & Even Pages i=j+ Footer from Bottom: 1.27 cm - =
Header Footer Page Date Quick Picture Clip Go to Close Header
- Mumber~ &Time Parts~ Art Footer J| Show Document Text 2] insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Pasition Close

+ Page Number: Thém vao sé trang tu dong.

+ Date & Time: Thém vao ngay thang hién hanh lay tir hé théng.

+ Quick Parts: Thuc hién chirc nang

+ Picture: Chen hinh anh tur file c6 sin.

+ Go to Header/Go to Footer: Di chuyén téi Footer hoac Header.

+ Previous, Next: Diéu huéng dén trang trudc hoic sau.

+ Different First Page: Tao trang dau khac biét so vai cac trang con lai.

+ Different Odd & Even Pages: Tao trang chan khéc biét so vai trang 1¢

+ Show Document Text: T4t bat hién thi tai liéu trong trang.

4. Cach dat cac ché do bao vé khac nhau

- Chon tab Page Layout/ trong nhém Page Background/Nhan Watermark

- Kich chon Watermark ban muén hoic Chon Custom Watermark va tao
mot hinh mo riéng.

- Pé bo moét hinh mo, thuc hién cac budc nhu trén nhung chon Remove
Watermark.

\4] Watermark =| Indent Spacing

Confidential =
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1
DO NOT COPY 2 -
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Bai 5
KET XUAT VA PHAN PHOI VAN BAN

I. In van ban

Pé thyc hién in an tir MS Word, tir tab File/Print. Chon thong sd thiét lap
nhu mo ta & phﬁn Windows truge khi in an. Nhung trude khi thuc hién in an,
chung ta phai thiét 1ap thong sb trudce khi in.

1. Pinh dang trang in

- Vao tab Page Layout/trong nhom Group Page Setup, vai cac muc chinh

nhu sau:
J Byy Ij Y= Breaks -
= £3 Line Mumbers =

kargins Orientation Size  Columns a
- - - - be Hyphenation -

Page Setup

- Margins: Chi dinh théng sé vé 1é cho trang in. Ching ta c6 thé chon tir cac
mau c6 san,hoac chon Custom margins dé tiy nhap théng sé vé I&: ¢ trén, dudi,
trai, phai (Top, Bottom, Left, Right).

Trang giéy mic dinh & ché do dat doc Portraits, nhép vao Lanscape dé quay
ngang trang giay.

- Orientation: Chon hudng in doc hay ngang.

- Size: Chon kich thuéc gidy in trong danh sach, hoac nhap kich thudc trang
theo yéu cau cia ngudi ding tir muc More Paper Sizes.

Chung ta c6 thé mé rong Page Setup (click vao vi tri mii tén phia cudi bén
phai ctia thé) xuat hién hop thoai Page Setup.

Margins | Paper | Layout

Margins

Top: 2.54 cm | Bottom: 2.54cm S

Left: 2.54 cm | Right: 2.54 cm =

Gutter: 0cm 3 Gutter position: Left A4 h
Orientation

Portrait  Landscape

Pages

Multiple pages: Normal L

Preview

Thé Page: Dit hudng trang, chon kho gidy in.

2. Khéi niém tac vu in, hang dogi in

Hang doi 1a mot cdu trac gdm nhiéu phan tir ¢6 th ty hoat dong theo co ché
vao trudc ra sau.
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3. Cach theo doi trang thai in, x6a, khoi phuc tac vu in
- Vao Start/Control Panel/ Device Print, nhap dup vao biu tugng may in da
cai dat, man hinh xuat hién nhu sau:

@Ov‘ﬂ » Control Panel » All Control Panel ltems P Devices and Printers P hp LaserJet 1320 series UPD PCL 5 on 192.168.1.199

hp LaserJet 1320 series UPD PCL 5 on 192.168.1.199

HP Universal Printing PCL 5
1 document(s) in queue Printer: Offline

[] A4portrait

/ See what's printing ,-' Customize your printer
?-‘_,}-: View, pause, or cancel your print jobs % Change the name, security settings, or other properties

"-ﬂ_': fé?;“:;:i’:iﬁﬂ?;l or paper settings
- Trén man hinh cho thay c¢6 1 van ban dang chd in, nhap dap chudt vao muc

do, xuat hién ctra sO sau:
‘e hp LaserJet 1320 series UPD PCL 5 on 192.168.1.199 - Offli... | = | & |[mt3m]

Printer Document View

Document Name Status Owner Pages Size Su
Microsoﬁ Word - tim kie... hai 43 133 MB 4
4 | 1 | P

1 document(s) in queue

- Khoi phuc tic vu in bang cach: Nhan chudt phai vao tén van ban, chon
Restart.

- Xo6a tac vu in bang cach: Nhan chudt phai vao tén vin ban, chon Cancel

4. Thuc hién in

- Vao File/Print hodc nhan t6 hop phim Ctrl + P, xuét hién cira sb sau:

@\ = © F-9 Word co ban [Compatibility Mode] - Microsoft Word = @ 23
Home Insert Page Layout References Mamngs Review View o
H save )
Print -
B save As @
Copies: |1 z
&5 Open A
Print
' Close
. -
Info Printer
@ _ ; hp LaserJet 1320 series UPD PCL 5...
Recent e R -
<2, Server Offline: 1 document waiting
New Printer Properties
_ Settings
Print
e
j Print All Pages -
Save & Send Print the entire document
Pages: 1
Help -
a8 J Print One Sided -
g opt
phions Only print on one side of the page
Exit
8 e Collated
E& ... ... - 9
123 123 123 -
j Portrait Orientation - - d =
= ‘d' =
J Letter o -
-
21.59 cm x 27.94 cm
Last Custom Margins Setting
T [« 437 of42 » 44% (O—0 (OF|

Left. 3cm Riaht: 2cm
=~ : = o : T
G AIEIFIGIEAENE) e |
- Chon s6 ban in trong muc Copies
- Chon s0 trang in trong muc Pages
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- Nhép chon nat 1énh Print dé bat dau in.

I1. Phan phéi viin ban

1. Céach Iwu vin ban du6i cac kiéu tép khac nhau
a. Lwu van ban duo¢i dang mit trang web

- Vao File/Save as, ctra sO xuat hién:

(W] Save As =
Q O [l » Computer » WINXP3(C) » Users » hai b Desktop v| 44 |[ Search Desktop ol
Organize ~ Mew folder Bz - 7]

»
Name Date modified Type
— Libraries
. Documents No items match your search.
4. Music
., Pictures
B videos 3
& Computer
& WIN XP3 (C)
& Local Disk (D3}
b emt e i adl| < Ll s
File name: GT Word co ban 2010 theo TT 03-BTTTT -
Save as type: lS[ngle File Web Page hd
Authors: User Tags: Add a tag
[[] save Thumbnai Page title: | MO BUN KY NANG 03: >
l Change Title... ‘
~) Hide Folders Tools ~ l Save l l Cancel

- Trong muyc Save as type chon kiéu file 14 Single File Web Page.

- Nhén Save dé két thic.

b. Luu van ban sang tép PDF

- Vao File/ Save & Send, cira sd
Ducument/ Create PDF/XPS nhu sau:

Xuat hién, chon Create PDF/XPS

Word co ban [Compatibility Mode] - Microsoft Word

Create a PDF/XPS Document

Save this document in a fixed format.
Document looks the same on most computers
Preserves fonts, formatting, and images
Content cannot be easily changed
Free viewers are available on the Web

=

Create
PDF/XPS

(w)
“_Hﬂme Insert Page Layout References Mailings Review View
I save
Save & Send
B save As
[F Open 0= i|  Send Using E-ma
' Close
@ Save to Web
Info
Recent Save to SharePoint
New
@ Publish as Blog Post
Print
File Types
Saveﬁnd
H Change File Type
Help
] Options Create PDF/XPS Document

<

- Xuét hiénﬁé&a s6 dé dit tén tép PDF va chon thu muc dé chira tép

- Nhan OK dé chap nhan.
2. bat mat khau

- Chon file muén m3 hoa va dat mat khau
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- Vao thé tab Eile/Nhén Info/Chon Protect Document
- Trong menu x6 xuong,chon Encrypt with Password. Xuat hién hop thoai:

@| S H-Uls testdoc2.docx - Microsoft Word Picture Tools

[ File Home Insert Page Layout References Mailings Review Wiew Format

|5 save

s Information about testdoc2

https://ubtdjl.docs.live.net/220ceaf024d3e30f/ * 2Documents/testdoc2.docx
|5 Open
i Close /\ B
e Permissions
m | ti} Anyone can open, copy, and change any part of this document.

Protect
Recent Document ~
@, Mark as Final
E Let readers know the document is final
and make it read-only,
Print (1 -] Encrypt with Password that it contains:
21} Require 3 password to open this r's name and related dates
Share document.
Restrict Fditing sabilities are unable to read
Help Control what types of changes people
= can make to this document,
ey ot eom
9 7
Nhap mat khau va nhan Ok
- Nhap mat khau va nhan Ok.

Encrypt Document

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered, It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ Ok, ]’ Cancel ]

- Mot ctra s6 khac xuat hién, ban nhap lai mat khau mot 1an nita ¢é xac nhan.
Va bam ntit OK dé két thuc,

3. Pinh kém van ban theo thw dién tir

- Nhép chudt vao nut Iénh attack trong cura s6 soan thu.

- Tim dén thu muc chira vén ban.

- Chon van ban/Open

4. Luu van ban trén mang

- Pau tién cac ban truy cap trang Google Drive http://drive.google.com va
dang nhap bang tai khoan Google. Céac ban co6 thé sir dung tai khoan Gmail dé
dang nhap.

- Trén giao dién Drive ctia cac ban, & Menu bén trai c¢6 thé xem céc tap tin
cua ban, tap tin dugc chia sé vo1 cac ban, cac tap tin dugc danh diu sao, cac tap
tin gin day, thung réc...

Google

Drive

| |»Drive cua tai Hay thkr Drive moi!
Buoc chia sé voi toi
Buroc gan dau sao
Gan day

Thung rac

Chung t6i s& lam viéc tich curc dé tao ra mot trai
gian, nhanh choéng va troi méi cho ban.
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- Pé tao mot thu muc mdi, chon Tao (Create) -> Thw muc (Folder), cac
ban co thé tao cac file tai liu, bang tinh, ban v€... bang cach chon Tao va chon

dén cac phan tuong trng can tao.

Drive

P
4
Thw muc n Map

Tai ligu

/e moi!

ng va troi méi cho ban.

Ban trinh bay
Bang tinh ia 58

M é( u

Ban vé

- Bat tén cho thu muc (hodc dat tén file) va chon Tao.
1

v
-~

| Thw muc maéi

Vui long nhap tén cho thw muc méi:

IName I

- Thu myc vira tao s& nam trong Drive ciia toi (My Drive).
- Tai tap tin (file) hay thu muc (folder) tir may tinh.

| viéc tich cc dé tao ra mot

- Pé luu trir tai liu ¢ may tinh 1én Google Drive, nhan vao biéu tuong Tai
[én (bén canh nat Tao). Néu muon tai tap tin tor may tinh thi cac ban
chon Tép (Files), néu muodn tai thu muc tor mdy tinh cac ban chon Thu muc

(Enable folder upload).

Drive /

“Driveciatd  Tp. Hay th& Drive méi!
B Name . QLRSI St % 5
Birocibiad Thurmye:: ¥ Chung t6i s& lam viéc tich cuc dé tao ra mot
- gian, nhanh chong va troi méi cho ban.
Bwoc gan dau sao
Gan day
e owvecies  THUThuatPhanMem.vn
It hon a

TIEU DE

- Chon dén tap tin hay thu muc cac ban mudn tai 1én va chon Open.
- Sau khi tai xong, dir liéu s€ duoc Iuu trong phan Drive cta ban.
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Bai 6
SOAN THONG DIEP VA VAN BAN HANH CHINH

I. Soan thao mot thong di€p

Cach soan mot thong diép binh thuong nhuw thong bado, thu: ngdn ngir, hinh
thirc kiéu dang trinh bay duogc thuc hién tuy vao muc dich cta thong diép va 'y

thich cua nguoi gui.
Vi du: Mau thu moi hop 16p nhu sau:

THU MOI HQP LOP

tran day woc mo va hoai bdo.

mat va chia sé voi nhau nhw thé nao..

cua mot thoi hoc sinh dang nho...

[6p cua chung ta.

Xin chan thanh cam on !

Pi ky

Pé thuc hién mot thong diép nhu trén, c6 thé thuc hanh theo cac budc nhu

Sau:
Budc 1: Chén vao mdt Textbox

Thén giri céc ban 16p 8 — 16p 12 nién khoa 1992 — 1997 11!

Ké tir khi roi mdi truong phé théng ching ta chwa gdp lai nhau,
quang thoi gian chung ta hoc chung lop (khoa) da qua di va dé lai
trong moi chung ta biét bao ki niém, vui buon vé mot thoi hoc sinh

Thoi gian sé ¢é thé la dai vo tdin néu ai trong moi chiing ta ciing
ban biu voi nhitng lo toan cugc song cua riéng minh. Nhung ciing
c6 thé tré nén rdt gan néu nhw ching ta thwong xuyén gap nhau
hon. Gap nhau dé én lai nhitng ki ni¢m, dé hiéu nhau hon va dé cé
the giup nhau trong cugc song va cong vi¢c. Va gap nhau dé biét
rang qudng thoi gian xa cdch ’ay chiing ta dd mong muon dé gdp

Nao cac ban, ching ta hay dé Zaz nhiing lo toan cua cugc song
hang ngay, cung vé voi ngay hop Ip (khéa) voi bao niém hédn hoan
méi mé, dé ¢ dé ching ta dwoc soéng véi nhitng ky niém vui buodn

Dé tao khéng khi dam dm va tran ngdp niém vui trong buéi hop

Mong cac ban co mé‘t dong du tai nha ban Lé Vdn‘ Cu*dng ( Xom
3) vao 2 gio 30 phut chiéu ngay 06/02/2011 (chiéu mong 4 tét ).

BAN LIEN LAC LAM THOI
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Budc 2: Nhap ndi dung
Budc 3: Pinh dang ndi dung

Budc 4: Pinh dang khung Textbox
I1. Soan va xir ly mot van ban hanh chinh mau

D61 vo1 mot van ban hanh chinh mau thi viéc soan va xur ly van ban dugc
thuc hién theo dung cac quy dinh ctia nha nudc da ban hanh.

Vi du: soan mot Quyét dinh
K7 thudt trinh bay nhu sau:

sty | Thanh phﬁ;‘r\f;‘f‘ tbha‘;c vachitiet |y ichir | Cochi | Kibu chir
1 | Qudc hiéu
- Dong trén In hoa 12-13 bing, dam
- Dong duéi In thuong 13-14 bung, dam
- Dong ké bén dudi
2 | Tén co quan, t6 chuc
dncoquan 10 chitechiuquin | opoy | 1213 | pimg
- Tén co quan, to chirc In hoa 12-13 Dung, ddm
- Dong ké bén dudi
3 | SO, ky hiéu cua vin ban In thuong 13 Dung
4 | Diadanhva ngay, thing, nam ban |y, ghyng 13-14 Nghiéng
5 | Tén loai va trich yéu noi dung
- Tén loai van ban In hoa 14 bung, dam
- Trich yéu noi dung In thuong 14 Dung, dam
- Dong ké bén dudi
6 | NOi1 dung van ban In thuong 13-14 bung
- Tham quyén ban hanh In hoa 14 Dung, ddm
- Piéu In thuong 13-14 Dung, dam
7 | Chtrc vy, ho tén ctia nguoi ky
- Quyén han cua ngudi ky In hoa 13-14 Pung, dam
- Chue vu cua nguoi ky In hoa 13-14 Dung, ddm
- Ho tén cua nguoi ky In thuong 13-14 Dung, dam
8 | Noinhan
- TU “noi nhan” In thuong 12 Nghiéng, dam
o Sty ing | 11| ping
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Madu Quyét dinh:

TEN CQ, TC CHU QUAN (1) CONG HOA XA HQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc 1ap — Tw do — Hanh phiic
Sé: (3) /Qb-....(4)... i (5).., ngay ..... thang ..... nam 20...
‘ QUYET PINH
V@ VIBC vevveeeeerrnnneereenn (6) weveereennereeenerenns
THAM QUYEN BAN HANH (7)......
(OF:11 1< | (TSRS (8) wevireee e ;
CaN O oo (9) e ;
Xeétdénghicla .....ocoevvvvvieiiiienne, s ,
. QUYET DINH
51131 1 R 10 N
DHBU 1ev ettt en et
.............................................................................................................. /.
QUYEN HAN, CHUC VU CUA
Noi nhgn: NGUOIKY (11)
- Nhu biéu .. ;
:ﬁir}jm\/T L(12) Axx (13) (Chit ky, dau)

Ho va tén

Ghi cha:

(1) Tén co quan, t chirc chu quan truc tiép (néu co).

(2) Tén co quan, t6 chirc hodc chirc danh nha nudc ban hanh quyét dinh.

(3) Pbi véi quyét dinh c biét, khong ghi nam ban hanh gitra sé va ky hiéu ctia vin ban.

(4) Chit viét tat tén co quan, t6 chirc hodc chirc danh nha nudc ban hanh quyét dinh.

(5) bia danh

(6) Trich yeu ndi dung quyét dinh.

(7) Néu tham quyén ban hanh quyét dinh thudc vé nguoi ding dau co quan, t6 chirc thi ghi chirc vu
cta ngudi ding dau (vi du: Bo truong Bo...., Cuc trudng Cuc...., Giam dbe..., Vién truong Vién .
Chu tich...); néu thAm quyén ban hanh quyet dinh thudc vé tap the lanh dao hoac co quan, t6 chuc th1
ghi tén tap thé hodc tén co quan, t6 chirc d6 (vi du: Ban thudng vu...., Hoi dong...., Uy ban nhan
dan....).

(8) Néu cac can cur truc tlep dé ban hanh quyét dinh (van ban thanh l4p, quy dinh chirc ning, nhiém vy,
quyén han ctia co quan, to chirc).

(9) Céc vin ban phap 1y lién quan tryc tiép dén van dé giai quyét trong ndi dung quyét dinh.

(10) N6i dung quyét dinh.

(11) Quyén han, chirc vu ciia ngudi ky nhu Bo truong, Cuc truong, Giam dbc, Vién truong v.v...;
truong hop ky thay mat tap thé lanh dao thi ghi chit viét tat “TM.” vao trudc tén co quan, to chirc hodc
tén tap thé 1anh dao (vi du: TM. Uy ban nhan dan, TM. Ban Thuong vu, TM. Hoi dong...); truong hop
cip pho duoc giao ky thay ngudi dimg diu co quan thi ghi chit viét tit “KT.” vao trude chirc vu cia
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ngudi dimg dau, bén dudi ghi chic vu ciia ngudi ky van ban; cac truong hop khac thuc hién theo
huéng dan tai Khoan 1, Diéu 12 cua Thong tu ndy.

(12) Chir viét tit tén don vi soan thao va sb lwong ban luu (néu can).

(13) Ky hiéu nguoi danh méay, nhan ban va s6 lugng ban phat hanh (néu can).
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