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Trung Tam Tin Hoc Bién Hoa
Chwong 1. MICROSOFT OFFICE WORD

1.1. Giéi thiéu Microsoft Word

Ké tir khi Microsoft ra mat Office 2010, phéat hanh cuing véi phién ban truc tuyén
Office Web Apps, trong d6 Word 1a ung dung dugc quan tdm va sir dung nhiéu nhat.
Véi phién ban Office 2016 vira dugc Microsoft gigi thiéu, Word 2016 mét lan nia lai
thu hit sy quan tdm cua nguoi st dung, nhét 1a viéc bo sung giao dién Metro (con goi
la Modern) cuia Windows 8 va nhiéu tinh nang mai.

1.1.1. Céc thanh phan co ban trén man hinh Word

+ Khgi dpng Word.

C6 nhiéu cach dé khoi dong chuong trinh soan thao Microsoft Word 2016:
- Khaoi @ong tir shortcut man hinh Desktop:

Control BEEC|ipSE=aVasmV S Express

Panel for\Windom

- (REERETE

Gapture:P NG REXcel 20138 BWord 2013

Hinh 1 Khai dong man hinh Word tir Desktop
- M& man hinh Start va chon mé Microsoft Word 2016:

Hinh 2 Khai dong man hinh Word tir Start

- Windows + R -> Nhap Winword -> OK
<+ Man hinh Word khi khgi déng
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Thong thudng, khi ban mé Word, ban sé& chi thay mét cira s6 Word tréng, nhung
véi Word 2016 ban s& thiy mot bang véi nhiéu mau giao dién van ban dé ban lya chon.
O bén phai, c6 nhiéu hinh anh thu nho minh hoa nhiéu miu (template) khac nhau va &

phia bén trai hién thi nhitng tép tin, cho phép ban m¢ nhirng tép tin Word gan day va
m& nhitng tép tin san cd khac.

o :.::|

JNillﬁng mau vin ban
(template) c6 sin dé
G: zoan thao. A

Title B Title
EEREEE AEEEEEE EEEEEN
- e ek [k Facen ek fole
@ Open Other Dooumenis
== P N -

Hinh 3 C4c mau soan thao vin ban co san

Dé tao mot trang Word trong, ban chon Blank document, man hinh Word mé ra:

Quick Access Thanh system
/ Toolbar button —
I e—— il
Terus tew B w # H T | gabee| aaBbod Aab o aosber | B "i
[ [P . A = . b
Fert & Purgspl . 'T A - Gyl danrg
ﬂ ——1 |
Thurde ngangjf -
. Tab cong cu
thweoe doe .
soan thao
Vung soan
thao
Thanh Status
Bar
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Hinh 4 Giao dién vung soan thao van ban
1.1.2. Céc khai niém co ban
> Ki tw (character): La don vi co sé cua van ban, ki ty dwgc nhap truc tiép
tir ban phim va Iénh Insert/ Symbol.
> Tir (word): nhiéu ki tu (ki ty tring khdng phai 12 tir) lién nhau c6 nghia.
» CAau (sentence): Cau tap hop cac tir két thic bang diu ngat cau (. 2: !:).
> Doan viin ban (paragraph): Nhiéu cau c6 lién quan véi nhau hoan chinh
Vvé ngit nghia. Trong vin ban doan duoc két thic bang phim Enter.
> Trang (page): Vung van ban dugc thiét 1ap kho gidy, 18, vién, ...
> Phan doan (section): La tap hop cac doan c6 cung dinh dang.
» Dong (line): Tap céc ki tu trén cung mot duong co so (baseline) tir bén
trai sang bén phai man hinh soan thao.
> Xubng dong: Tu dong va bang tay (Shift+Enter).
+ Luu y:
— Khi g vian ban khong dung phim Enter dé xuéng dong. Phim Enter chi ding
dé két thic mot doan van ban hoan chinh.
~ Céc dau ngat cau nhu cham (.), phay (,), hai cham (:), cham phay (;), chdm
than (1), hoi cham (?) phai duoc gd sat vao tir dimg trude nd, tiép theo 1a mot
dau khoang trang néu sau d6 van con noi dung.
~ Céc diu mé ngoic va mé nhay déu phai dugc hiéu 1a ky tu dau tir, do d6 ky tur
tiép theo phai viét sat vao bén trai cia cac dau nay. Tuong ty, cac dau dong
ngoidc va dong nhay phai hiéu 1 ky tu cudi tir va duoc viét sat vao bén phai
cua ky tu cudi ciing cua tir bén trai.
- G0 xong toan bo van ban méi thuc hién hiéu chinh va dinh dang van ban.
£ Khai ni¢gm hé thong vin bian Nha nwéc:
Vin ban phap quy 1a van ban chtra cac quy tac chung dé thyc hién van ban luat,
do co quan quan ly hanh chinh ban hanh.
Van ban hanh chinh Ia loai van ban mang tinh thdng tin quy pham Nha nudc.
NG cu thé hoa viéc thi hanh vin ban phap quy, giai quyét nhitng vu viéc cu thé trong
khau quan ly.

» Hinh thire van ban phap quy:
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~  Nghi dinh: do Chinh pha ban hanh dé quy dinh nhitng quyén loi va nghia
vu cua ngudi dan theo Hién phap va Luat do Quéc hoi ban hanh

~  Nghi quyét: do Chinh phii hoic Hoi ddng nhan dan cac cap ban hanh vé
cac nhiém vu ké hoach, chu treong chinh sach va nhitng cong tac khac.

~  Quyét dinh: do Thi truéng cac co quan thuéc Nha nudc hodc Hoi Bong
nhan dan céc cip ban hanh. Quyét dinh dé diéu hanh cac cong viéc cu thé trong don
Vi Vé cac mit td chirc, nhan sy, tai chinh, ké hoach, du an hoac bai bo cac quyét dinh
cua cap dudi.

- Chi thi: do Thu trudng cac co quan thudc Nha nudc ban hanh hoac Hoi
d6ng nhan dan céc cap ban hanh. Chi thi dung dé dé ra chua truong, chinh sach, bién
phap quan ly, chi dao cdng viéc, giao nhiém vu cho cac bo phan duéi quyén

~  Thong tu: dé hudng dan giai thich cac chu truong chinh sach va dua ra
bién phap thuc hién cac chu truong do

— Théng céo: thdng béo cua chinh phu dén céac tang 16p nhan dan vé mot
quyét dinh phai thi hanh hoac mét su kién quan trong khac.

» Hinh thire van ban hanh chinh

~  Cong van: 1a gidy to giao dich vé cong viéc cta co quan doan thé, vi du
nhu: cong vin don ddc, cong vin tra 101, cong van moi hop, cong van giai thich, cong
vin yéu cau, cong vian kién nghi, cong vian chat van.

~  Béo cdo: dung dé trinh bay cho rd tinh hinh hay sy viéc, vi du nhu: bao
C40 tuan, bao céo thang, bao céo quy, bao cdo nim, bao cio dinh Ky, bao cao dot
XUit, bao cdo chuyén dé, bao cao hoi nghi.

~  Théng béo: béo cho moi nguoi biét tinh hinh hoat dong, tin téic lién quan
t6i don vi bang van ban.

- Bién ban: ban ghi chép lai nhirng gi da xay ra hoac tinh trang cua mot su
viéc dé 1am chtng vé sau. Vi du: bién ban hoi nghi , bién ban nghiém thu, bién ban

hop dong, bién ban ban giao.

1.1.3. Cac thao tac co ban
+ Tag0 Mdi van ban
~ Céch 1: Bam t6 hop phim Ctrl + N.
—  Céch 2: Nhin chuét vao Microsoft Office Button (hoic Tab File) = chon

New > nhan dtp chudt vao muc Blank document.
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~  Luu y: Ngoai myc Blank document, ban c6 thé chon mét mau khac >

Double Click dé tao mot tai liéu mai tir mau da chon.

MNew
@ Aa Title B
Take a
tour
Title Title Title o
o — AWARD
EEEEER EENEEN EEEEEN .

Hinh 5 Chon vin ban mai dé soan thao vin ban
+ Mg mét tap tin van ban.
~ Céch 1: Bam t6 hop phim Ctrl + O.
~ Céch 2: Nhan chudt vao Microsoft Office Button (hoic Tab File) > chon

Open = chon vi trf luu trit tap tin can mo.
Chon nhikng tdp tin

O pe ﬂ T ghn nhét dvoc m&

Chon nhitng tap tin
@ Recent Documents—— dugc hru trén SkyDrive
& cop con's SkyDrivE—| Chon nhifng tap tin

— duwogc hru trén dia cing

& OneDrive - Personal

Chon noi heu khac

o= AddaPlace
|

Hinh 6 M vin ban trong Word c6 san
* Luwu mét tap tin.
- Céch 1: Bam t6 hop phim Ctrl + S.
- Céch 2: Nhan chuot vao Microsoft Office Button (hoic Tab File) = chon

Save.
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Save As |
Luvu trén SkvDove
- P oen e -
& OneDrive - Personal ~ Luvutrén diacéng
LIIl \_-UIIIIJUI.CI
Chon noi heu khac

+ Add a Place

Hinh 7 Luu van ban Word

~ Céch 3: Chon biéu tugng Save trén thanh Quick Access Toolbar.
EES O «D:

Hinh 8 Luu nhanh van ban Word

= Sau d6 chon vj tri mudn luu tap tin > dat tén va chon Save

hon vi trl leu

:(-, = | g+ cop(Dx) » DongNai » giaoTrinh A._I vl & Search giaoTrinh A 2
Organize Mew folder = -
=) Pictures A Mame - Drate modified Type
Vid
£ e 05 [09-12-2013_13.46.53)de_rueng_chung_e.. 091272003 1:52PM  Micresoft Werd D,
87| De_Cuong_Giac_trinh_A.docx 101272013 10600 ...  Microsoft Word D...
vlla Homegroup _— . . T &
8" Giao Trinh Chung chi A_LBMy.docx SN L15PM Microsoft Word D,
& Computer
£, Local Disk (C3)
ca <op () i L
a con (E) —Pat tén cho tap tin
a data (F:)
B rnoeies L >
File nare: | Dat_ten_Tap_Tin_o_day R | v
Save as type: | Word Document (*.dao) | W
Authors  cop con Tags: .q@hijﬁ 10@1 té-p t:IIl
[] Save Thumbnail muﬁﬂ ].'lm

= Hide Folders Tools = Cancel

Hinh 9 Chon vi tri luu trén may tinh

Mac dinh, tai liéu cia Word 2016 dugc Iuu vai dinh dang 1a *.DOCX. Véi dinh
dang nay, ban s& khong thé nao m¢ duoc trén Word 2003 tré vé trude néu khong cai
thém bo chuyén doi. Dé tuong thich khi mé trén Word 2003 ma khong phai cai thém
chuong trinh, tai muc Save files in this format, ban chon Word 97-2003 Document
(*.doc) = nhan OK.
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=1} Save As E3
A <5} cop (D) » DongNa: » giaoTnnh A v & p
Organze v New foider =
@' Music A

= Pictures

B video:

85 109-12-2013_13.46.53]de_cuong_chung_c
| @F De_Cuong_Giso_trinh_A docx
g

I Gueo Trnh Chung chi A LBMy.docx
‘ 3 Homegroup

1% Computer
e Local Disk (C)
1 a <op (O)
| o con®)
v < >

Fllename Dst ten tap tin o dsy g Lwu dang Word 2003~

Save as type Plovd Document (*.docx) I v
o+ | Word Document (".dood ‘
= Word Macro-Enabled Document (*.do<m)

Word Template (*.dotx)
Word Macro-Ensbled Template (*.dotm)

Word 97-2003 Template (".det)
“. Hide Folders PDF (*.pdf)

XPS Document ("aps)
S G qle File Web Page (".mht*.mhtmi) .
Wieb Page (" htmy* htmi)

Web Page, Filtered (" htm;" htmi)
Rich Text Format (*.tf)

Plain Text ("]

Word XML Document (".xml]

Word 2003 XML Document (*.xmi)
Strict Open XML Document (*.docx)
OpenDocument Text (".odt)

Hinh 10 Chon dinh dang luu van ban

Ngoai cac dinh dang duoc hd trg béi MS Office cac phién ban trudc d6 nhu
Doc, Docx... thi Office 2016 ciing ho tro luu file duéi dinh dang PDF va XPS.
#+ Sao chép/ di chuyén vin ban
~ Chon khdi van ban can sao chép/di chuyén:

+ Chon lénh Copy tir biéu tugng trén Tab Home = group Clipboard

FILE HOME 1

L % Cut
D ER Copy

Paste
- ¥ Format Painter

Clipboard r:

Hinh 11 Sao chép khéi van ban

+ R.Click trén doan vin ban di chon dé sao chép/di chuyén > Copy

Song & doi chang ai c6 thé hoan thién '%—:L—‘-ﬂﬂﬂﬁl"‘“i{t nhat phai hoc cach dé
Cut

song lam sao cho ven toan. Céach xi s | ’1g ddng tién ciia cac ban
s& anh hdng dén con cai, dén cude $ong E‘;@ Lopy |
& Piste Options: 4' Di cﬁu_véu viin bdn

Sao chép vin bin 0
Trirde hét viée t6i mudn noéi dén d6 lathi A Font.. Ay séch day 1am gidu.
T6i chira doc hét mét quyén nhung so sof 57 Paragraph.. 1au va chung quy la dé
cdp dén van @2 1am sao a8 gidu, cac cich & Define 2181, va cac ban doc né
chac chan rang mong s& hoc duwoc cai gi Synonyms ’

@g Translate
ﬁa Search with Bing

Tat nhién, lam giau a1 chang mo ude, ai « 8, Hyperlink... trén mét con xe siéu
sang nao do, dugce séng trong mot biét th 7 New Comment chin dai vay quanh?
™ il 2 A 14,2 1 1= 2 _ 18 LA 15 r 2

Hinh 12 Di chuyén vin ban
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— Chon vi tri can dan doan van ban = chon Paste:

+ Chon déan tir 1énh Paste trén Tab Home - group Clipboard

IMNSI

[eﬁ-.mﬂ Lua chon dang vin bdn cin din

Faste apecial...

Set Default Paste... |
Hinh 13 Lya chon dang vian ban can dan

+ R_Click trén viing mudn dan doan vin ban = chon Paste

Hinh 14 Chon dan vin ban =

o Paste Options:

Synonyms 4
@E-' Translate
* Phong to — thu nho trang van ban. €% Search with Bing

Khi mé hay 1am viéc véi ctra s6 Word, ban c6 thé phdng to — Thu nho trang Word
dé d& lam viéc hon.

+ Céch 1: Chon Tab View - group Zoom > Zoom:

YOUT REFERENCES MAILINGS REVIEW | VIEW | Foxit PDF

Q _) [E onePage ,_—|E|| E [ View Side by Side

e E| Multiple Pages Synchronous Scrolling

Zoom [I00% MNew Arrange Split
A2 Page Width :

Reset Window Position

IE o Zoom to
) 200% (") Page width
) 1009 () Text width
() 75% () Whole page

Percent: |100% 5

Preview
AaBbCcDdEeXxYyZ
z
AaBbCeDdEeXxYyZ
z
—=——=  |AaBbCcDdEeXxYyZ

Hinh 15 Phéng to, thu nho vin ban
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+ Céch 2: Sir dung cbng cu trén thanh Status Bar

Thu nho Phong to

Hinh 16 Str dung cong cu phéng to, thu nho van ban
+ Sao chép dinh dang.
Mot trong nhiing cdng cu dinh dang hiru ich nhat trong Word 1a Format Painter
(nGt hinh cay co trén Tab Home). Ban ¢d thé dung no dé sao chép dinh dang tir mot doan
van ban nay dén mot hoac nhiéu doan khac
+ Quét chon khdi van ban c6 dinh dang can sao chép = Tab Home =>group

Clipboard - Format Painter

FILE HOME INSI

- % Format Painter

Clipboard P

D - - 1 - L - - 0 - - 2+ o« s pr 3w e e el By . A

Hog lam ngudii trwde khi hoe 1am giau

Séng & doi chang ai co thé hoan thién minh 100%, nhumg it nhat phai hoc

cach @2 song 1am sao cho ven todn. Céach xi sy hay cdch song. sir dung db

cac ban s& anh huwong deén con cai, dén cude song sau nay,

Chon dinh dang muén

: - |
Danh ngon ve cu xir sao chep

on dat minh vao vi tri ngued khae, néu didu 46 lam ton thiromg ban

0 thino cling sEAtén thuong ngwérikhdc. Mét 1 néi vé ¥ 14 mét xung d6t hidm hoa, mét

Quét chudt vao van ban 1ong i mét cude i, mot 1 ndi ding lie ¢d thé lam

muébn dinh dang éu thuong co thé chira lanh vét thuong va mang dén su

Hinh 17 Sao chép dinh dang van ban
Két qud:
Hoc lam nguwoi truwde khi hoc lam giau

Séng & ddi ching ai ¢d thé hoan thién minh 100%, nhung it nhit phai hoc
céch dé song 1am sao cho ven toan. Cach xir sy hay cach séng, sir dung déng tién cia

cde ban s& anh huéng dén con cai, dén cubce song sau nay.

Danh ngon vé cw xir

Hay ludn dit minh vao vi tri ngwei khac, néu didu d6 1am ton thuong ban

Hinh 18 Két qua sao chép dinh dang vin ban
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+ Thao tac véi ban phim

Céc phim thudng dung trong Winword gdm céac phim:

» Cdc phim di chuyén con tro:

Phim 7: Di chuyén con tré 1én mot dong.
Phim |: Di chuyén con tro xudng mot dong.
Phim —: Di chuyén con tré sang phai mot ky tu.

Phim «: Di chuyén con tré sang trai mot ky tu.

» Cdc phim xoa ky tu:

Phim Delete: Xoa ky tu tai vi tri con tré (bén phai con tro).
Phim Backspace: Xoa ky tu lién trai vi tri con tro.
Phim Insert: Pé chuyén dbi gitta ché do chén (Insert) va thay thé

(Overwrite) ky tu.

» Cdc phim diéu khién:

Phim Home: Chuyén vi tri con tré vé dau dong van ban chira con tro.
Phim End: Chuyén vi tri con tré vé cudi dong vin ban chira con tro.
Phim Page Up: Chuyén vi tri con tré 1én trén mot trang man hinh.

Phim Page Down: Chuyén vi tri con tro xudng dudi mot trang man hinh.
Mudn vé dau vin ban: 4n dong thoi Ctrl+Home.

Mubdn vé cudi van ban: 4n dong thoi Ctrl+End.

+ Thao tic nhanh trong vin ban véi cac phim tdt thong dung

Bang 1C&c phim tat trong Word

Phim tit Tac dung
Ctrl+R Cén dong phai
Ctrl+E Can dong gitra

Ctrl+J Can dong chit dan déu 2 bén, thang 1&
Ctrl+N Tao file moi
Ctrl+O Mo file da co
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Phim tit Tac dung

Ctrl+S Luu ndi dung file

Ctrl+P In 4n file

F12 Luu tai li¢u véi tén khac

F7 Kiém tra 15i chinh ta tiéng Anh

Ctrl+X Cit doan ndi dung di chon (boi den)

Ctrl+C Sao chép doan ndi dung da chon

Ctrl+V Dan tai liéu

Ctrl+Z Bd qua I¢nh vira lam

Ctrl+Y Khéi phuyc 1€nh vira bo (nguoc lai véoi Ctrl+Z)

Ctrl+Shift+F Thay ddi phong chir

Ctrl+Shift+P Thay dbi c& chir

Ctrl+D M6 hop thoai dinh dang font chit
Ctrl+B Bav/tét chit ddm

Ctrl+l Bat/tat chit nghiéng

Ctrl+U Bat/tat chit gach chan don

Ctrl+A Lua chon (boi den) toan bo ndi dung file
Ctrl+F Tim kiém ky tu

Alt+Tab Chuyén d6i cira s6 lam viéc

Print Screen Chup toan bo man hinh dang hién thi
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1.2.Chia sé va quan ly tai liéu
Word cung cip nhiéu cdng cu dé quan ly cach ban 1am viéc véi cac tai liéu va
chia sé tai lidu voi ngudi khac. Phan nay sé huéng dan ban trong nghién ciu cach xem
tai liéu, ngin ngira nhitng thay ddi khéng mong mudn, 1am viéc véi céc phién ban tai
liéu, chia sé tai lidu voi ngudi khac, tiét kiem tai liéu, va thay doi su xuat hién caa mot
tai liéu bang cach &p dung mot ban mau....
1.2.1. Céc cach xem mét tai li¢u Word
4 Chuyén doi cac cach xem tai ligu trong Word

Trong Word, ban c6 thé hién thi mot tai liéu trong mot loat cac cach hién thi
khac nhau, mdi dang phu hop véi mot muc dich cu thé. Cac cach hién thi bao géom Print
Layout view (mac dinh), toan man hinh — Reading, Giao di¢n web — Web Layout, dang
nhin Outline, va Dy thao - Draft.

Pé chuyén doi gitra cac cach hién thi:

- Céch 1: = Tab View = groups Views> chon dang ban mudn hién thi

tai liéu:
Hién thi dang Hién thi dang
phﬁ.j cap don gian

HOME —NSERT  DES/GN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW

[ ;l (=] | 1l [ ||Dut|i|1e v Ruler Q [ :) ] One Page r—| F '_‘
" S [T Draft — - Gridlines “El G0 Multiple Pages 8 D

Read Print  Web| o Zoom 100% Mew Arrange Split
MOF‘E Layout Layout MNavigation Pane '.—|'P.!gc Width Window Al

| Views Show Zoom

I—Iilu thi dang J
Hién thi dang

doc tat hién

tha
MBI Hitntni
dang Web

Hinh 19 Chuyén d6i giita cach hién thi
— Céch 2: bén phai trén thanh Status Toolbar > chon dang hién thi:

Hién thi dang
soan thao

Hién thi dang
Web

Hién thi dang
doc ta1 héu

Hinh 20 Chuyén d6i gittra cac cach hién thi cach 2
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# Hién thj thuéc trong Word
Dé hién thi / an thanh thudc ngang va thuée doc trong cira s6 soan thao, ban
chon Tab View - group Show - check Ruler:
Hién thi thudc Hién thi hesi

DESIGN PAGELAYOUT REFEREMCES MAILINGS REVIEW VIEW

|~ JRuler Q [b_‘} |:| One Page D’j —
B0 OE Multiple Pages | L _
Zoom 100% Mew  Arrange  Split
Mavigation Pane 1 Page Width Window Al
Show Zoom

Hinh 21 Hién thi thanh thudc

Ludi.

. = Thude doc

Hinh 22 Hién thi dang ludi
# Téach trang tai liéu d@é so sanh
Khi ban soan thao mét van ban kha dai, hang trim trang, va c¢6 nhitng phan
ban muébn so sanh véi nhau nhung lai nam trén nhitng vi tri xa nhau. Vi du nhu ban
mudn so sanh m& dau va két luan cua mot bai tiéu luan dé co thé viét tot hon. Split
Window trong Word sé& gidip ban giai quyét.
- Tab View - group Window -> Split

s review CViEw ) Foxit POF

=1 [ View Side by Side
D i Synchronous Scrolling
Mew Arrange] Split
Window  All Reset Window Position |
Window
b 2 b gplit Window

See two sections of your document
Thu  t the same time.

Chu This makes it easier to look at one
°| section while editing ancther.

Hinh 23 Xem nhiéu vin ban dang ngang
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF cop con
: D = = outline | [ Ruler Q I % El OnePage £2 New Window [0 IDD'_ [r—
| 3] - L I
- =% = praft Gridlines ‘B [ Multiple Pages | = Arrange All -
Read | Print Web o Zoom 100% . . Switch Macros
Mode |Layout Layout Mavigation Pane <l Page Width =] Remove Split Windows = v
Views Show Zoom Window Macros ~
Ll 5 ------- Loeov e 2o 30 s e 4 L R [ - 7
. _—
N Hinh 4.2.4
-
: Man hinh 1

4.2.2. Apply Protection to a Document
4.2.3. Manage Document Versions

4.2.4. Share Documents

L [ IR PRI B SRR AR 3o 4§
4.1.1. Cic thanh phin co bdn trén man hinh Word
+ Knéi dong Word. Man hinh 2

C6 nhidu cach dé khai dong chirong trinh soan thao Microsoft Word 2013:
- Khdi déng tir shorteut man hinh Desktop :

Hinh 24 Két qua xem nhiéu vin ban dang ngang
~ Pé trd lai man hinh nhu ban dau > Tab View - group Window = Remove
Split:

s review (CVEWD) Fouit POF

D’ﬁ - [ View Side by Side
=

MNew  Arrange] Remove
Window  All Split Reset Window Position
Window

Synchronous Scrolling

Hinh 25 Tro lai cach xem binh thuong
“+ Hién thi dong théi nhiéu cira sé
C6 nhiéu lGc ban 1am viéc trén nhiéu tap tin tai liéu khac nhau, that 12 bt tién
khi phai ma ting tap tin, Word cho phép ban hién thi ciing ldc trén man hinh nhiéu cta
s6 1am viéc, hay mg dong thoi mot tap tin trén hai cira so.
Sdp xép tdt ca

ctra s6 Word trén
cung man hinh

iS REVIE VIEW Foxit PDF FORMAT

DE tﬁ View Side by Sidel EE

] Syndhronous Scrolling )
New Arrange Split Switch
Res law Dacitio "
Wingow Al eset Window Position ' windows ~
Windpw

Chon ctka 56 hién
MG thém cika thi déng thoi
56 moi chika tai
liéu hién fqi

Hinh 26 Hién thi dong thoi nhiéu cira s6
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Khi ban muédn hién thi trang tai liéu cua minh thanh hai ctra s6 song song dé

dé nhin va chinh sira, ban chon cac ché d6 Window trén Tab View.

5 REVIEW VIEW Foxit PDF 3
T|B | Bl 5

tzz"Nm Wrrange  Split
indow | All

dfds.docx
Doan 1.dook [Compatibility Mode]
Document

Giao Trinh Chung chi A_LEMy.doox [Compatibility Mc

@ép tin dé s@

Hinh 27 So sanh c4c tap tin

Két qua sau khi ta chon lénh:
WH S O ¢ 0 = |0eCuong Giooinh Adocel - Wond | rE -0 x[@HS O ¥0c< | |

FILE HOME INSERT DESIGN PAGELAYO REFERENCES MAILINGS REVIEW VIEW  Foxit PDF copcon ~ HOME | INSERT DESIGN PAGELAYO REFERENCES MAILINGS REVIEW VIEW Foxit PDF copcon ~

I:j D E‘@Dﬂutlme i Q [‘i, B | B new window  [13 EEJ Ej.lf ‘D e NewRoman  <|13 -] iZ -
aste

e | B |Im

Styles |Editing

[= Draft i B Arangean  [E] B I U-~-acx, x* &

Read  Print Web Show | Zoom 100% Switch | Macros 2 . - A
Mode Layout Layout v B | = split Windows * . L N A-¥-A-A- A a D-EL B

Views Zoom Window Macros ~ |Clipboard = Font ] Paragraph 5 Styles

..‘g ----- Lo e 2 3 4 S e €. ..‘g ------- T e ERTTE 4 e oo e € - -
WOra Cung cap nnieu cong ¢y ae quan Iy cacn Dan 1am Viee Vol cac Tal el va ¢

4.2.1. Cic cich xem m§t tai li¢u Word T o R . . o -
sé tai liéu vdi ngwdi khde. Chwrong nay s& hudng dan ban trong nghién ciru cach xem tai
& Chuyén a6i cic cdch xem tdi liéu trong Word . ) . . o .
A o o ngén ngira nhitng thay doi khéng mong mudn, 1am viée véi cac phién ban tai liéu, chia sé
Trong Word, ban c6 thé hién thi mét tai lidu trong mot loat cdce cdch hién thi khé X . o N L . R
. . N R . . . liéu v&1 nguon khae, tiét kiém tai hiéu, va thay do1 s xuat hién cia mot tai liéu bang cact
nhau, moi dang phi hop véi mot muc dich cu thé. Cée cach hién thi bao gom Print Layol

. . . . ) dung mét ban mau._.
view (méc dinh), toan mén hinh — Reading, Giao dién web — Web Layout, dang nhin Qutlind

Hinh 28 Két qua vin ban di duoc so sanh
Khi ban 1am viéc, soan thao ma can phai tham chiéu nhiéu tai liéu Word khéc
nhau, ban c6 thé mé dong thoi tat ca cac tai liéu cing hién thi dong thoi.
- Mo céc tai liéu can xem - Tab View = group Window = Arrange
All

S REVIEW | VIEW || Foxit PDF
L_E E [T View Side by Side EE

_ Synchronous Scrolling _
Mew JArrange] Split Switch
Wind Reset Window Position | Windows =

Window

Hinh 29 M¢ dong thoi cac van ban
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a De ) G A0 + W - o
= i ! i 3 ¥ ] I e -
1 bam c6 theé mé dbag thix tit cd céc i litu cing hién thj dbng thiv,
= M che thl lidu cdn xem = Tab View < group Window = Asrange All

5 FEVIEW I VIEW Fuait POF

1
I F i . : T |
1 Hoe cich tha thir |
I 2 Con ngedi hiden o ai hodn hdo, khéng pham phii sai W ndo, 381 khi chiag ta :
l cin phai hoo cdch tha thir. Thing cam cho i lhm cia mpunin kiske kKhémg chd 14 31 bao dung '
l i con 14 thé heén cia tinh yéu Ih1n:n|g'.<'l$u|! cdm. Trong nknéu bodn cdeh chiang ta kbiing '
I khos mube nhimg sas lim, va lae 46 ching ta cin nhilng 1 cam théeg hon li chi chim chi |
1 )

. B b
e
P

GE1Of1 7 woans B COVERED N OE R - 100r,
B sl o Lq@neaseaseessaseasmesesssessesesnessassessesneeseseeetes
1 f 2 I- = i f . 1 | s 5 A

= 1.22. Bao v i lifu Word
1 Woed 2010 bl w sin b nbag 051 password bis vé vin bis vdi tish bhig 4
Nhip chon tab File - chon Info - chom Profect Document - chi with

Paswwend

TR T TR TR T T L]

- e

-------

Hinh 30 Két qua ma dong thoi nhiéu van ban

1.2.2. Bao vé tai lig¢u

Mot s6 tai liéu ban chia sé cong khai, nhung ¢ nhitng tai liéu ban muén bao
mat, hay chi muén chia sé¢ nhung van bao d¢am toan ven dix liéu khong bi chinh stra thay
d6i. Microsoft Word ¢ ddy du cac cong cu dé ho tro ban giai quyét van dé nay.

#+ Tao mgt khau bdo qudn tai ligu

Trong nhitng tai liéu ban soan thao, ¢ nhitng tai liéu mat, ban khéng mudn
chia sé ciing nhu khong mudn bi nguoi khac xem, ban c6 thé thiét 1ap mat khau cho tai
liéu cta minh.

- Dé tao mat khau cho tai lieu >Tab File > Info ©Protect Document >

Encry with Password.

Info

Protect Document
a’ Control what types of changes people can make to this document.
Protect
Document -
D Mark as Final
o ) ;
i Let readers know the document is 2
final and make it read-only Encrypt Document
E“CWP‘: with Password &) a Encrypt the contents of this file
} Password-protect this document - uthor'st Password: Bit mit Kkhiu bio vé tai liéu
SEEBNRES
3
Restrict Editing Caution: If you lose or forget the password, it
Control the types of changes others 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.)

can make

Restrict Access

& Grant people access while removing 4
their ability to edit, copy, or print. Cancel

Hinh 31 Thém mat khau bao vé tai liéu
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- Pé x6a mat khau cho tai liéu da thiét 1ap > Tab File = Info > Protect
Document = Encry with Password > X6a mat khau cii di.

Info

Chia_se tai lieu
My Documents

Protect Document

? X

» & A password is required to of Encrypt Document -
Protect

D o Encrypt the contents of this file

Password: Xoa password cil
D Mark as Final | YT
o ;
1]

Let readers know the document is

"ICaution: If you lose or forget the password, it
final and make it read-only *" Lcannot be recovered. It is advisable to keep a list of
passwaords and their corresponding document
Encrypt with Password r names in a safe place.
} Password-protect this doc nt L [Remember that passwords are case-sensitive.)

Restrict Editing Cancel

Control the types of changes others

Hinh 32 X6a mat khau béao vé tai liéu
1.2.3. Quan ly cac tai liéu khi soan thao
Ciing nhu nhitng phan mém Office khéc, khi soan thao ban thiét 1ap ché do luu tu
dong sau mot khoang thoi gian. Nhung c¢6 mot s trudng hop ban chua kip luu hay bi
su ¢ thi ban hiy yén tdm vi Word da c6 chtrc nang luu lai cac tap tin trong nhiing truong

hop do.

Info

Chia_se_tai_lieu

Ky Documaents
¥

Protect Docume

.’ Control what types of ch:
Protect
Document *
Inspect Docume
Befone publishing thes file
{Ihh'h: for Document properte
e Custom XKML data
eT Versions
ol §
= Theere are no previot
Manage
Versions =

+5s Recover Unsaved Decuments
- EBrowsze recent unsaved files

Hinh 33 Quan ly cc phién ban cua tai liéu
- Pé thiét 1ap thoi gian sao luu tu dong > Tab File > Option > Save

Document - Check vao 6 Save AutoRecover information every - chon thoi gian sao
luu tu dong — don vi la phat.
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General = s
Customize T 1 3 >
Display Chon thoi gian luu Luu ban sao néu
tu don, thoat khdéng luu
Procfing Save documents ¥ dong kh g
Sm | Save files in this format: Word\Qocument (*.docx) z
Language [V} Save AutoRecoverinformation every 10 5 minutes
Advanced I [¥] Keep the last autosaved version if | close without saving
Customize Ribbon AutoRecover file location: C:\Users\copcon\AppData\Roamj g\Mnl Browse...
Ohcki Aciis Toolbss [ > Don't show the Backstage when opening or saving files T 5
[ Show additicnal places for saving, even if sign-in may be requirec 1t W cac
Add-lns [] Save to Computer by default REa
Trust Center Defautt local file location: C:\Users\copcon\Documentsy Browse...

Default personal templates location: | C\Users\copcon'\Documents\Custom Office Template:

< >

Hinh 34 Thiét lap quan ly cac phién ban tai lidu

~  Pé hién thj ban sao luu cudi cing cua tap tin hién hanh, >Tab File > Info

= Version = chon tap tin ban muén hién thi.

’_b] Versions
Q

Today, 3:12 PM (autosave)
Manage
Versions = Today, 3:02 PM (autosave)
Today, 2:51 PM (autosave)

Hinh 35 Xem céc phién ban tai liéu

FILE TOOLS VIEW Doan 1.asd: 12/12/2013 3:12 PMlAutosaved Version) [Read-Only] [ICO... =
1. AUTOSAVED VERSIOM A newer version is available. Copnpare Restare «
S!J"Siill.l.l v tap tin Khéi phuc lai tip tin
hién tai

Hoc lam nguwoi trude khi hoe lam giau
Séng o doi chéng ai co thé hoan thién minh 100%.
nhung it nhat phai hoc cach dé séng lam sao cho ven toan.
Céach x1r sit hay cach séng, sit dung déng tién ctia cac ban sé&

anh hwéng dén con cai. dén cudc soéng sau nay.

SCREEN 10F34 3

Hinh 36 Khoi phuc va so sanh phién ban tai liéu
- Pé tim nhitng tap tin ma chwa duoc luu = Tab File > Info > Version >

Recover Unsaved Document.
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1.2.4. Chia sé nhanh tai li¢u
Trong ¢6ng viéc ciing nhu hoc tip, ban s& ¢6 nhitng tai liéu 1am viéc nhom, dé thuan
tién va nhanh chéng, cac ban dung hinh thire chia sé tai liéu, dé nhitng thanh vién trong

nhém cd thé cling chinh sira, hoan thanh tai liéu cho nhém khi khdng thé gap truc tiép.

1.2.5. Tap tin mau - Template

Thudng khi soan thao tai liéu, ban thuong chi sir dung mét trang Word tréng = sau
d6 dinh dang theo ¥ minh. Nhung c6 mét sé truong hop, ban can mot mau dé &p dung
cho nhiéu tai liéu, hay mot mau CV dé xin viéc, hay miu don,....

Word 2016 c6 rat nhiéu mau tai liéu can thiét cho nguoi sir dung, hay ban ciing c6

thé tu tao cho minh mot mau dé ap dung cho nhirng tai liéu phuc vu céng viéc cua ban.

New

Tim kiém miu ban cin Chi dé nhirng
méu r’) sin

Search for online templates

Suggested searches: |Letters Resume Fax Labels Cards Calendar Blankl

MAu c4 nhin
FEATURED PERSOMNAL b:.![l e tao

m ( 9: Aa
Nhiing mau .

noi bt c6 san =

Take a
Account to U r
Options Blank document Welcome to Word Resume Single spaced (blank)
Title Title Title

Hamelime Hzadina T Heanman

Hinh 37 Tim mau vin ban ¢6 san
Vi du: Ban mudn tim mot mau So yéu Iy lich > Tab File > New > Suggested

searches > Resume

Suggested searches:  Letters | Resume | Fax Labels Cards Calendar Blank

Hinh 38 Tao méi van ban so yéu ly lich
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1.3.Dinh dang tai liéu - Formatting Content

1.3.1. Pinh dang Font chir
Thanh c6ng cu chinh dé dinh dang Font > Tab Home = group Font

FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREI

Ciac cong cu dinh

ol W . . #-..-ﬂ"' )
D o |Time5 Mew Ro - |13 v| A W d:_mg chuin
Paste B Copy 2 aly
= ¥ Format Painter B I U-aex.x A- 7 ey
Clipboard ] Font = Mé cira s i: I d:_ulg

chinh caa Font
Hinh 39 binh dang font chir

binh dang Font chir mac dinh trong Word khi m¢ moét trang soan thao mai la
Font Calibri, nhung ban ciing c6 thé thay doi bat ct khi nao theo y minh.
Pé thay ddi dinh dang font mic dinh > ban md mot trang Word tréng = chon

T

Font va mot sb dinh dang ban can > Tab Home = Group Font = Mé cira s6 Font

Chon Sty
ST Chon kich oi

Font Adyanced
Chon Font mac dinh

Font:

Faoft style: Size:

| imes Mew Roman Regular 13|
hylfaen \ s 8 S
bymbol Italic 9

Bold
Bold Halic

ahoma
empus 5ans ITC
[imes Mew Roman

Font colon Underline style: Underline color:

| Automatic |__| P

Chi tai liéu

Effects

[ ] strikethrough

|:| Double strikethrough
|:| Superscript

[] subscript

Preview

@ This'document only?

O Al dncunTsed on the Normal.dotm template?

Chon dinh dang

This is a my@:ﬂéﬂh vill be used on both printer and screen,

[sempsran | [Tenres. | [ ok ][ cant |

Hinh 40 Thay d6i dinh dang font chi
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— Dé dinh dang Font chit & Chon khéi van ban can dinh dang

Pi khip thé gian khéng ai t&t bing me
Ganh ning cudc doi khéng ai khé bangcha 540 Lk chon khéi vin ban cin dinh dang
Nwéc bién déng khéng dong day tinh me —=xuit hién thgnh céng cu mini

May trévi l1ong 16ng khéng phi kin céng cha

Tan tio sém hém me nuéi ta khon lén

Mang ca tim than giy cha che ché cho con

Cambria (Heac - |13 +| A" o7 & Ag-
Ai cdn me xin dirng 1am me khéc B I U+ A= iz~ Styles

Dirng dé buén trén mat me nghe khéng?

Hinh 41 Dinh dang font chix trong khoi

— Hoac dinh dang trén nhém cbng cu Font cia Tab Home:

TimesNewRo - |13 ~| A A Aa~ &
B I U -asx, x* [A-%-A-
Fant [P
Hinh 42 Kiéu dinh dang font chix

Tirnes Mew Ro| =

— bDinh dang Font : Click = chon Font muén dinh dang.

— Chon kich thudc chir : |13 | = chon kich ¢ theo danh sach cd san, hoac tu
nhap.

— Ting kich thuéc /A
—  Giam kich thudc: A

— Change Case: A2~ > chuyén ddi tir chit hoa = chir thuong, nguoc lai, ...

Viet hoa dao can.

{ Sentence casd
chir thwon
g\[cwerca:e /CHU IN HOA
LPPERCAS
Viét Hoa Dau T __Capitalize Each Word
tOGGLE cASh—mg AU U vIET tHUONG

Hinh 43 Cac kiéu chit hoa thudng

— Chitindam: ® > chon khéi viin ban - (Ctrl+B) / click biéu tweng °
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— Chirinnghiéng: *

—  Chit gach duéi: Y

= chon khéi van ban = (Ctrl+1) / click biéu tuong

2 chon khéi viin ban = (Ctrl+U) / click bidu tuong =

aly |

-
ff

A
Ry~

U - abc X, X°

MNane

Mere Underlines...

& Underline Color 3
Hinh 44 Cac dinh dang

G Eh §|i~at" TrEa

Chisd trén: * - ax*+bx=c

Chi sb dusi: ** > H.0

Hiéu tng font:

utline

Fap (e}

hadow

=

\eflection

(=
Q
=

Mumber Styles

Ligatures

Hinh 45 Céc kiéu chi

* ¥ ¥ ¥ ¥ ¥

= M6t sé hiéu ung cho font chit, to nén, vién chir ( Outline ), d6 béng

(Shadow), higu mg guong (Reflection), phét sang (Glow), dinh dang sb

(Number Style), cac chir ghép (Ligatures).

— To nén font:

Blogdayhoc.com
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— To6 mau font:
A = o

B Automatic

Theme Colors

Standard Colors
HE EEEENR

'?.1‘ More Colors...

[ Gradient 4

A
— Xoéadinhdang: = > Xdadinkdans—> Xoa dinh dang
Ngoai ra, ban c6 thé thay doi khoang cach gitra cc tir, vi tri tir trong hang, ...>

m& cira s6 font > chon Tab Advance

Aagnced)  1ang giam 1€

Fopt . .

Character Spacing Tén'g gam klrloang
seale: | 100% ] cach cac ky twr
Spading: | Mormal T_Qs"_

Ak 4l

Position: | Non w By
[ kerning for fonts: % Paints and above
Thay d61 1€ trén dwdi cua hang

OpenType Features

Ligatures: None W
Number spacing:  Default z
Humber farms: Default v
Stylistic sets: Default v]
[ Use Contextual Alternates

Preview

Times New Roman

This is & TrueType font. This font will be used on bath printer and soreen.

Set As Default Text Effects... [ oK Cancel

Hinh 46 Diéu chinh dinh dang van ban
1.3.2. Doan van trong tai liéu
Pinh dang paragraphs cho phép ban thay doi cach nhin trén toan bo tai liéu. Ban
c6 thé truy cap vao céc cdng cu cua dinh dang Paragraphs bing céch chon Tab Home,

chon nhdm Paragraph.
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FILE HOME IMSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

sy X Cut . . e T R
o LU TimesNewRo ~|12 - A & Aa- & = E:*i“i—_* e=3= & 1
= EE Copy
aste B I U ~abex, x° [0~ 3. d==== 1=- | &,
- ¥ Format Painter = : — L = - TR -
Clipboard M Font I Paragraph T

Hinh 47 Binh dang van ban

Canh Ié trong Paragraph: Canh 1& cho phép ban thiét lap cach vin ban xuat hién.
Dé thay doi 18 ta thuc hién nhu sau:

Chon doan vin ban, roi nhap vao tab Home, rdi chon nt thich hop cho viéc

canh I& trén nhoém Paragraph:

- Align Left (Ctrl+L): vin ban duogc canh 1& sang mép bén trai.

- Center (Ctrl+E): Vian ban duoc cin gitta c4c Ie.

- Align Right (Ctrl+R): Vin ban dugc canh 1& sang mép bén phai.
- Justify (Ctrl+]): Van ban duoc dan déu ca hai bén trai va phai.

Thut I& doan: Thut 1& doan cho phép ban xac dinh vin ban trong mét doan canh
1& khac nhau. C6 mot sb tiy chon cho viéc thut 18:

nt e Paragraph

— Bt Line
ol S

o o+ 1 &+ 1+ F oo+ B o1 @ 1 10 TR
T T T T T

Canh 1é trong Paragraph: Canh I& cho phép
[ oz banthiét 1ap cach vin ban xuat hién. Dé thay doi
1é ta thuc hién nhu sau: Right
Chon doan vin ban, réi nhap vao tab
Home, réi chon nut thich hop cho viée
canh

Hinh 48 Binh dang doan van
- First Line: Diéu khién duong bién bén trai cho dong dau tién caa doan.
- Hanging: DPiéu khién duong bién trén trai voi tat ca cac dong trong mot
doan ngoai trir dong dau tién.
- Left: Diéu khién duong bién bén trai véi moi dong trong mot doan.
- Right: Biéu khién duong bién bén phai véi moi dong trong mot doan.
Tao khoang céch gitra cac dong: Trong van ban k¥ thuat dan trang giup trinh

bay van ban rd rang va dep mat. Néu nhu trude day ban thudng tao khoang cach bang
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phim Enter dé xudng dong thi gio day ban s& st dung cac cong cu ¢6 san trong chuong
trinh soan thao MS Word dé 1am viéc nay.
Chon cac dong can dinh dang khoang cach cho ching.

Chon chtre nang Line and Paragraph Spacing

-
g = = -
o=

Tao khe
van bar
phim Ei
trinh so
Chon c: 1: Remove Space Before Paragraph

[=T]

"
L
3.0

Line Spacing Options...
Chon cf T Remove Space After Paragraph

Hinh 49 Thiét lap khoang cach dan doan vian
Thay d6i cac thdng sé trong phan Spacing dé tao khoang cach giita cac dong
Thém dwong vién va hiéu @ng td bong: Ban c6 thé thém duong vién va to
bong cho cac doan vin ban va toan trang. D& tao mot dudng vién bao quanh mét doan
hoac cac doan, ta thuc hién nhu sau:
Lya chon ving vin ban noi ban mudn c¢6 duong vién hay hiéu ang té bong.

Nhap nut Borders trén nhoém Paragraph, chon Border and Shading.

TChuong T MNorm

f+ Bottom Border
Top Border
Left Border
Eight Border
Mo Border

All Borders

Outside Borders
4 Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line

Draw Table

o
=

View Gridlines

0] Borders and Shading...

Hinh 50 Puong vién
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4+ Ké khung

Borders | Page Border | Shading | Chon dudmg vién

Setting: Style: cho khung

- A Click on diagram below or
None use buttons to apply borders

Box || -~—mmmmmmmmmmmmemee-

Shadow .
g
Color: T .
Ch

= ’mm Emu Chon déi trong 4p dung

— Width: ﬂ ..... | [

=||| Custom
(Y] ¥ Pi k\ W Appy tor K
Chon dang D6 rong dudmg vién Farzaraph M

ung | 27"

| ok || cancel

Hinh 51 Chon khung vién

Chon dbi trgng ap dung

.g-l!|r<l1"'ll"2'r<l ]_éPar’agraph Kl;;y“\l!ﬁ!lr&-
: Noi nao ¢é y chi, noi do ¢6 con duong:

.
Chon dé1 {
- A A N N N N N N N N N N N N N N N N N N N N N NN N N NN N N N N N N N N N N N NN N N N N N N N N N N N N NN NN NN N N NN N N

NN AN

tqun-g é (\'/ B
dung ‘%ao ¢6 y chi, noi do ¢6 con duong.:

Text R . N Y v v v v v I v

Hinh 52 Chon kiéu khung vién
%+ T06 bong
Trong ctra s6 Borders and Shading > chon Tab Shading

Fill | Preview
[ [v]] Chon mau t&
Patterns
stie: [ crear El
Color: Automatic w |
Chon Style
Chon d61 teong 4p dung
Apply to:
Paragraph E
| ok || cancel |

Hinh 53 Chon t6 bong doan
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i Chon d4i twong 4p dung
1a Paragraph

Noi nao ¢6 y chi, noi do ¢6 con duvag.

s

CRON AO1 v iiiisisssisdstnininiiatsisind sttt bt s A A A A :
3

mengde Ngyj nao ¢o v chi, noi do ¢o con du’(mg,\./?g

dllIlQ la PIPFIIIFIIIIFITIIT, \/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/

,vvvvvvvvvvvvvv\/vvvvvv\/vvvvvv\/vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv»

Text
Hinh 54 Két qua t6 bong doan
+ Bullets and Numbering
Ban c6 mot doan tai liéu liét ké dang danh séch, dé tai liéu dugc dinh dang mot
cach nhanh chong va dep mat, ban st dung cong cu dinh dang Bullet and Numbering.
— Chon doan tai liéu can dinh dang.

— Chon Tab Home - group Paragraph = Bullets/Numbering

Numbering

= =. H.EE
Bulle‘rs Phan cap— Multilevel Llst

Hinh 55 Chon bullets and numbering
%+ Cac dang Bullets:

.l e EBi=.=. =8 . R
2 ==t #2350 T | aAaBbCel AaBbCel AaBbCe AaBb Assbced
ro A - (I NoSpac.. Heading1 Heading2 Heading 3

Rl — - . 0:0 Styles
B R B R ST BRI SRR

Bullet Library
1IN CUOC SONG

None | | __ Y O L] +
Quan tr bén minh ma 1a nhimg gi ban da déng
o [ 5]v
Quan tr - — ma la nhimg gi ban dé cho di.
Quan t1 c6 duroc trong don, ma 1a § nghia thit
sretar o] L] L] -V

tt 5 ’, mi 12 nhimg gi ban d4 truyén lai cho
| - ||+ -1 et
Quantt 4 | _ | — | 4+ | 3w qd' h la tinh cdch — 13 nhirng gi ban cu xir
vai mo: .

Hinh 56 Céc dang bullets

PIEU KY DIEU TU CACH NHIN CUQC SONG

% Quan trong khong phai 1a nhimg thit ban mang theo bén minh, ma 1a nhimg gi ban
44 dong gop.

% Quan trong khéng phai la nhing thit ban nhan dwge ma 13 nhitng gi ban da cho di.

» Quan trong khong phai 13 nhitng thanh céng ban da c6 dwoc trong déi, ma 1a ¥ nghia
that sw cia ching.

> Quan trong khong phai 1a nhitg thit ban hoc dwgc, ma 1 nhimg gi ban da truyén
lai cho ngwén khéce.

» Quan trong khéng con 13 nang hre ciia ban, ma chinh 13 tinh cach — 13 nhiing gi ban
cur XU vO1 Mol ngirdi xung quanh.

Hinh 57 két qua cua bullets
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% CA&c dang Numbering

a

€5 2 T |aBbca |

= Recently Used Number Formats 1

1
1|2

fong 1

Numbering Library

rong |
t ban

n
121
13

Theél ||
I
mn
Pon

Pon«

Bon

Mone

1. (1)

a) Quan trong khong chi 1a nhimg ky e, ma phai 1a kv e vé nhimg ngwen di yeéu

2 2) thuong ban.
3 (3 | .
b) Quan trong ddu chi |3 ban s& dwee mo1 ngwdn nha den trong bao lu, ma 1a ho nhé
1 1) gi Ve bz_m.
2 2)
# % ¢) Quan trong khong phai 14 ban quen biet thit nhieu ngudi, ma 14 bao nhidu ngun sé
dau x6t khi mat ban trong déi]
A a)
B. b)
c c)

. Ch@ﬂ dang
Numbering khac

Define New MNu

miber Format |

Hinh 58 Céac dang bullets khac nhau

% Dang phan cap - Multilevel List

C6 nhitng doan tai liéu ¢ nhiéu phan cap, ban khéng can phai chon tirng dang

Numbering va Bullets, Word 2016 sé& gilp ban dinh dang nhanh chéng chi can mat lan

cho tat ca cac cap.

I) BO DINH DANG (style)

1)

2)

Khdi niém:

Style 12 mét tip hep céc dinh dang cé sin trong Word hode do ngudi dung tao ra va
dwoe gan cho mét tén riéng. Style cé thé chira céc dinh dang ky ti, doan van ban,
d1ém dimg Tab, ..

Thao tdc trén Style

a) Hép thoai Style (Format/ Style)
b) Tao mét Style maon

II) TAP TIN MAU (TEMPLATE)

1)

2)

Khdi niém .
Template 1a mét dang tép tin van ban déc biét (co phan mé réng _dot) chira cac dinh
dang tao sin va mot s noi dung nao do.

Tao tip tin miu méi

a) Chon lénh File/ New, hop thoait New sé& xuft hién.

b) Trong muc Create New, Click chon Template. Nhip nd1 dung va dinh dang.
¢) Chen lénh File/ Save d8 luu lai véi phin mé réng méc nhién 13 dot.

— Chon doan tai liéu muén dinh dang.

BO DINH DANG (style)
Khéi niém:
Style la mét tip hop cace dinh dang co sin trong Word hodc do ngua dung tao ra va dirge

gdn cho mét tén riéng. Style co thé chira cdc dinh dang kv tw, doan van ban, diém dimg
Tab, ...

Thao téc trén Style

Hop thoai Style (Format/ Style)

Tao mét Style mdi

TAP TIN MAU (TEMPLATE)

Khai niém

Temglate la m:’jt'dang tdp tin van ban dac biét (cd phﬁn md& rong _dot) chira cdc dinh dang
tao san va mot so no1 dung nao do.

Tao tap tin miu mdi

Hinh 59 Dang bullets c6 phan cap
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— Vao Tab Home > group Paragraph > Multilevel List > Define New

Multilevel List

Chon cép dé — I
dinh dang Define new Multilevel list

» IEN

}\ Click level to modify:

1

1

I) BO DINH DANG (style)

- Chon Style cho

Number forma

Text indent at: 075" S

Chon OK hoan

thanh >

More :

Chinh font cho

11) Khai niém:

1) Stylclimétﬁpbvpca':ﬂjnhc!mgcésinmgwwhokdongnbidimggaxa\idm
gén cho mot tén riéng. Style c6 the chira céc dinh dang kY tw, doan vén ban, diém dimg Tab,

l\')m Thao tic trén Style

V) Hép thoas Style (Format/ Style)

VI) Tao mot Style mén
VII) TAP TIN MAU (TEMPLATE)

Enter format: tung cdp Stylc VIID) Khii niém
a) Font.. X) 'l'_emplneI.ipét.dugtépdnvhbénﬂ&ﬁ&(céphinmbréngdm)ch(uckdinhdmg
130 s&n va mét 50 ndi dung nao dd.
Number style for @ Incluge level numbey X) To tip tin ST
abq.. R i XI)  Chon lénh File/ New, hop thoai New s& xuat hién.
Position X1 ngmuchxech.". ClickcbonT?:nph.teANhipnéidmgvidinhdms.
Numberaligoment (1ot ST At [0 z XI11) Chon lénh File/ Save dé luu lai vé1 phan mo rong mic nhién 13 .dot.

Set for All Levels..,

Cancel | |

Hinh 60 Céc dang bullets c6 phan cap
Sau khi Click OK dé hoan thanh thi doan vin ban s& chay Cap dau tién, dé cho
c4c cap con lai theo y minh, ban chi can chon cac d6i twong cing cung = nhan phim

Tab trén ban phim. Dé Ui ra mot Tab thi ban st dung t6 hop phim Shift + Tab.

I) BO DINH DANG (style)

1) Khai niém:
Style 1a mét tip hop cac dinh dang co sin trong Word hoac do ngwdi ding tao ra va duoc
gan cho mét tén ridng. Style 6 thé chira cic dinh dang kf tw, doan vin ban, diém dimg
Tab, ...

2) Thao tic trén Style
a) Hop thoai Style (Format/ Style)
b) Tao mét Style méi
II) TAP TIN MAU (TEMPLATE)
1) Khii niém .
Template 1a mot dang tap tin van ban dac biét (co phin mé réng .dot) chira cac
dinh dang tao sin va mét sb néi dung nao do.

2) Tao tip tin miu méi
a) Chon lénh File/ New, hop thoai New s& xudt hién.
b) Trong muc Create New, Click chon Template. Nhip néi dung va dinh dang.
¢) Chon lénh File/ Save d luu lai véi phin mé rong mic nhién la dot. |

Hinh 61 Két qua bullets phan cap
1.3.3. Tim kiém, thay thé
Trong khi soan thao mét doan van, van ban c6 nhirng tir hay cum tir ma ban
muén tim kiém hay thay thé né bang mat tir, cum tir khac. Rat don gian voi vai thao tac,

ban chon Tab Home = group Editing

Tim kiém
Thﬂ.}' thé ﬁ Find ———
ab_Replace — Chon dbi tirgrng
[:} Select =——
Editing

Hinh 62 Tim kiém va thay thé
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<+ Tim kiém:

Pé tim kiém mot tir hay cum tir, ban chon Tab Home = group Editing = Find
- g8 tir hay cum tir ban muén tim vao 6 Search document ( Find what trong Advance
Find)

Navigation v X

y chi x -
16 results |

HEADIMGS PAGES RESULTS

<] % Find - Nai ndo c6 § chi, noi d6 cé con duding. | —
#% Find
#  Advanced Find.. "NOI NAO CO ¥ CHI, NOI BO €O CON
- PUONG" - Cuén sich dénh thirc tai, va
2 GoTo.. ¢t thé ca ban nita...

[ ﬁ Find - Find Replace . GoTo
#% Find Find what: ¥ el [+]
i Advanced Fincss
= GoTo..
Mare = > Beading Highlight = Find In = Eind Mext Cancel

Hinh 63 Thao tac tim kiém

Cac két qua tim duoc s& duoc t6 vang trong doan vin ban cua ban.

) . I."e---?---l‘--l---z-‘-|---J------4---|H-5---|--‘6---0---
Navigation M
y eni x| | Noinao ¢6 y chi, noi doé ¢6 con duong.
Result 4 of 16 o | -

"NGI NAO €O Y CHI, NGI PO CcO CON BUGNG" -
HEADINGS | PAGES | RESULTS Cubn sdch d4nh thike t81, va c6 thé, cd ban nia. .

Meindocofehinoidécoconduang. | - fEeEEEEERL.... = Td1imudn bat dau bai gidi
¢ ¥ nghia dic biét véi t61 bang cdu chuyén nho trong
"NaI NAD cO ¥ CHI, NOI DO €6 CON

DUGNG" - Cudn sach danh thic t5i, va
6 the, c3 ban nifa...

thuong d& nghe lang minh bét chét
«chéi, thém y chi dé dai mat vdi nhiing
thit théch vén luén & dau

|&i déng vién &y tir cudin sdch "Noi ndo
<& y chi, ngi d6 c6 con duting”. Cudn
sach danh thirc t&i

dd c6 nhitng con ngudi diing cam vugt
qua bing ¥ chi nhu mét ky tich. Cudn
sach dd danh thirc t6i.

Cuén sach lam tdi thay d8i nép nghi :
Hai tip 1va 2 cda bd Noi ndo cé § chi,

naoi d6 c6 con dudng.

. tich cuc hon vE ban than va cudc

phim hoat hinh “Trd chuyén véi chi ché tring™ cua
Nhat.

Chuyén ké rang khi chii ché bbng ri ban ding
1én tang d4 dé ngdm sao, chii dd nbi véi ban” “Chi cao
thém mét chit nhung da gin hon véi bau trdi”. Cau
. = chuyén nhé Ay lam téi suy nghi thit nhidu vé nhitng
" o “tang ¢4™ 13 nhitng khé khin, thich thire... ma mbi cude
- doi ddu gap. Thit nhidu khi, cdn thém diing cam dé vuot qua lo so, thém ty tin d4 manh
. dan di vé phia wéc mo, thém yéu throng dé nghe long minh bét chét chdi, thém § chi ¢é
ddi mit véi nhimg thi thich vin ludn & dau dé trong cude dor. .

Téi da tim duoc nhing 16i déng vién dy tir cudn sach “Noi nao cd § chi, noi 36 cé
: con dudmg” Cudn sach dénh thite 161 nidm tin vao chinh nhing khé ning ban thin minh,
- vé nhitng gidi han ma d4 c6 nhitng con ngedi diing cam virot qua bing ¥ chi nhie mét ki
 tich. Cubn sach d4 déanh thirc t61. Va néu o thé dén véi cudn sach v, t6i tin, ban ciing s&

Hinh 64 Két qua tim kiém
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4+ Thay thé
Tuong t nhu tim kiém, ban muén thay thé mét tir hay cum tir trong doan vin
ban, ban bdi den tir/ cum tir = chon Replace trong group Editing cua Tab Home:
Nhép tir cin thay thé

Replace | GoTo

Find what: |frch|' |E|
Cptions: Search Down

Replace with: |qu3ré't tém| Nhﬁp tir mué-n thﬂ‘_i,r thé : |

_|_Eeplace |||| Replaceglll | Find Mext | | Cancel |
|

|
| Thay thé timg tir mét | Thay thé tit ca

Hinh 65 Tim kiém va thay thé

1.3.4. Piém dirng Tab

Pé dat diém dirng Tab cho mot van ban, ban c6 thé dat Tab truc tiép trén Tab
Selector, hoac mé cira s6 Tab dé thiét ké.

“+ Dt truc tiép trén thuec

FILE HOME IMS)

silay X (Cut

B Copy
Paste i
- ¥ Format Painter

Clipboard ]
L Biéu trgng Tab
i I

Hinh 66 Thao tac dat Tab

Cac loai Tab:
— Lefttab = - Dat vi tri bat dau cua doan text ma tir d6 s& chay sang phai khi
ban nhap liéu.
— Righttab * > Nim & ban phai cudi doan text. Khi ban nhap liéu, doan text s&
di chuyén sang trai ké tir vi tri dat tab.

— Centertab * = Dit vj tri chinh giira doan text. Poan text s& nam giira vi tri dat

tab khi ban nhap liéu.
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— Decimal tab - - Khi dat tab nay, nhitng diu chdm phan céch phan thap phan
& nam trén clng mot vi tri.

— Bar tab

'’ > Loai tab nay khong dinh vi tri cho text. NO s&¢ chén mét thanh
thang dung tai vi tri dat tab.

Dé dat Tab > chon Tab tir Tab Selector = Click trén thanh thuéc ngang tai vi
tri mudn dit tab.

Diém dimg Tab

.,...3.......1...,...!;...
Co cau giai thuong

Giai

Thé loai

Hinh 67 Cac thao tac dat Tab
+ Pdt qua Crra s Tab

DPé ma cira so thiét 1ap Tab, ta chon:

— Tab Home - group Paragraph - Paragraph setting

Preview

Ben o & ba 500000

Paragraph

| Tabs... Set As Default

Hinh 68 bBinh dang Tab

— Pat mot tab bat ky trén thudc ngang > double click trén biéu tuong tab
do:

—Double click
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— Cua s6 thiét lap Tab:

Tab stop position:

Default tab stops:

057 o

o 4 P

0.5
g; 5 Noi dat diém
dirng tab

Tab stops tg'be cleared:
Pt khoang cach
mic dinh khi nhin

phim tab

‘| Alignment

(@) Left () Center () Right
D Decimal D EBar

Leader

@ 1 Mone

Hinh 69 Cac dinh dang cua Tab

Sau khi da thiét 1ap tit ca c4c thudc tinh cho cac Tab, dé thyc hién Tab cho mdi

vi tri, ban chi can nhan phim Tab trén ban phim.

CeJede] €

Hinh 70 Thao tac nhan Tab
Két qua:
Diém dimg Tab
ﬁ#||2345|{£|
PuongLeader— oy cAu gidi thuong
Thé loai Giai Thwing
Ponea. ..l Giainhat ... 1.000.000
Ponea. ..l Giai nhi . 800,000
DON €8l GAI DA oo 500.000
Hinh 71 Két qua sau khi dinh dang Tab
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1.3.5. Tao bang
Dit con tro tai vi tri can chén bang > Chon tab Insert -> chon Tables

FILE HOME IMSERT
B Cover Page~ D | |
Cl

D Blank Page =
L ? Table § Pictures
%— Page Break -

Pages Tables

Hinh 72 Tao bang

| Ld e [

Table | Pictures Online Shapes Sr

= Pictures -

Insert Table : Chon 56 dong s
OO0000OOgQo)|| cdteantao bang
|
I
I
SoSiiiiies
OO000055 cor s cho tare
I Y
||:| Insert Table... T‘Ijthiétkébé.ﬂg

B o b mgins
e — MBS Excel
|EE|3 Excel Spreadsheet .
[m Quick Tables | —] bii;i?:;ﬂ

Hinh 73 Céc théng tin khi tao bang
<+ Insert Table
Nhip s6 dong sb

Table size cdt cho bang

Number of columns:

Bang v 46 rdng cac
cdt bing nhau

Mumber of rows:

AutoFit behavior

(®) Fixed column width: Via V({l ng} dung
nhip vao
D AutoFit to contents

Dﬁ.utnFlttn window B:'mg vita véi cita Eél
thiét ké

|:| Remember dimensions for new tables

| oK || Cancel |

Hinh 74 Chon céc théng tin tao bang
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1---|--ﬁ§---|_---1---6'3---2---|---3$--J_---4---|-ﬁ-ﬁ---l---j--

3

Hinh 75 Két qua tao bang
4+ Draw Table
Tu ban thiét ké bang véi nhitng cot va dong theo y ban, c6 thé chon duong ké
bang theo y minh.

Hinh 76 V& bang
+ Excel Spreadsheet

Nhing bang tir cira s6 MS Excel:

@ Document2 - Word == =N
File Window
e O <t = ?
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER Foxit PDF OFF »
— T Calibri (11 ~|| = =82 B General - F|}-|C-:nd tional Formiatting = E“-‘ Insett ~ 2 ~ “T
F'm.n-. a~| B I U- A& =E==E- $-% * EfromatasTable- X Delete ~ | [¥ - M-
M- A - &= 4= o 5 [ Cell Styles - = Format ~
Clipboard & Fent i Alignment G Mumber & Styles Cells Editing FN
A1 - I w
4 e RN IS T 1 1 5 1 &

Nhap liéu vao ving
bang tinh cioa Excel

[T - I - T T S TR X

=]
4

Sheetl * HE .

Hinh 77 Tao bang tir Excel
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4+ Quick Table

Ngoai ra ban ciing c6 thé chon mot mau Table c6 sdn = sau d6 ban sé& thay doi
di liéu vai Quick Table

JOO0O0O000UL g

ER  Insert Table..

Calendar 1
[ Draw Table
December
__['3 Excel Spreadsheet ML L L E] :
F Quick Tables 3
73 4+ 5 6 7 &
Calendar 2
MAY
] I W F
1 2 3 4 5 [
7T a8 ] 10 11 12 13

14 15 16 17 18 19 20
21 22 23 24 25 2% 27

Calendar 3
December
] Mo Tuee Wil Thu Fri t
| 1 1 1T 1 7
1 al 41 51 6l 71 1

ORDS B

Hinh 78 Tao bang nhanh
4 Chinh sira cau tric bang va dinh dang bang

Céc cong cu dé dinh dang va chinh stra cau trdc bang:

BHHS & &[0

Document? - Word | TABLE TOOLS
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILUNGS  REVIEW  VIEW  DEVELOPER  FedtPDF  OFFICEREMOTE || DESIGN I LAYOUT
7] Heades Row [ First Column —_— e e —— . By . ]
- e BEEEH = - Vo of m— &t
Tetal Rew Last Column F——- I EEEEC g o T We pt -
EHazlzlsl == - e = -
+| Banded Rows Banded Columns

=222 [ Shading Border

- Barders Barder
Siyles = am Pen Color=

Table Style Options

Painrer
Table Styles Barders &
B EH -0 Document? - Word TABLE TOOL T @
HOME IMSERT DESIGN PAGE LAYOUT REFERENLCES MAILINGS REVIEW VIEW DEVELOPER Fasnt PDF OFFICE REMOTE
. — — T " ) B Bereat Heat
= 7 = i & E == = ETHeight [0 I Distribiste Rows Ql I
— =B £ E% B convert to Te
Select  Wiew Propeies | Draw Eraser | Delete  [nsert Insert Imsert Insed Spht  Spit | AwtoFit S Width: [162° =1 B Distribute Colmmns - Ce Seet
Gridlines Tahle Above Below Left  Righe Cells  Table . b == 5 Direction Margins Jx Formula
Tabde Drawe Rows & Columns ra Merge Cell Size Alignment Dats

Hinh 79 Chinh sira ciu tric bang
< Chon d@6i twong muén dinh dang:

— Chon 6: Click chuot vao 6 can chon

ot

Hinh 80 Chon d6i twong dinh dang
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% Thao tac thém, x6a hang va cjt

— Click chudt vao trong bang, chon tab Layout -> group Rows & Column:

Chén dgncr bén trén
Xo6a cac doi trong

trong bang \Chen dong bén d“'m/{,hén cOt bén trai
it

—
VP . . .
DE[ete Insert Insert Insert Insert Cheén dong bén phai

TANT
1)

Xo0a 0w T Above Below Left Right
.. -____"'“E? Delete Cells... 5 =
Xoa cote—01___ | 1
T3¢ Delete Columns L
Xoéadonge—F -

=X Delete Rows
Xoa bang———— 2 Delete Table

Hinh 81 Céc thao tac lién quan téi bang
+ Insert Above: Thém m¢ot hang ¢ phia trén hang chu con tro.
+ Insert Below: Thém mot hang & phia dudi hang chir con tro.
+ Insert Left: Thém cot bén trai cot chir con tro.
+ Insert Right: Thém cot bén phai cot cha con tro.
— Céc thao tac x6a bang, hang, cot: chon bang, hang, cot can xoa.
+ Delete Cells: Xoa 0.
+ Delete Columns: Xda cot.
+ Delete Rows: X0a hang.

+ Delete Table: Xo6a bang.
¢ Tron hoac tach cac 6

— Chon cac 6 can tron, chon Tab Layout -> Group Merge c6 céc chirc

nang sau:
=l == —'l =l 4] Height: 051 em 2
Merge Split  Split | AutoFit | — width: :
Cells  Cells Table =
Merge Cell S5ize

Hinh 82 Thao tac tron hoac tach 6
+ Merge Cell: Tron cac 6 dang chon thanh mot 6 duy nhat.
+ Split Cells: T4ch thanh nhiéu 6.
+ Split Table: Tach thanh hai bang khac nhau.
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% Canh lé cho dir liéu trong 6

— Chon cac 6 can canh & dit liéu, Tab Layout > group Alignment :

= [

Text Cell
Direction Margins

e Alignment
| :

J
!

Hinh 83 Céc thao tac canh Ié trong 6
+ Text Direction: Thay d6i hudng cua dix liéu trong 6.
+ Cell Margins: Thiét 1ap khoang céch giira dit liéu va I& 6.
+« Pinh dang bang
Chon dbi tuwong can dinh dang > Tab Design >

IGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE DESIGN L

) . Chonmaudinh _ _____ . Ay | —[—— -
=] === == 3 = E Eyeyey=e= == = N A "
= = o el e e A dang san S ZZ=== Z|z=== |- : Vept=—— ~| —— —A=
e e g - = - —---C —l== 22 [Z|Shading Border —; Borders Border

Styles - I—‘—'p""‘ Color~ Painter

romin r-

Ké khung

Hinh 84 Binh dang bang
1.4. Thiét 1ap cau trdc trang va tai sir dung ndi dung
1.4.1. Thiét Iap ciu trac trang
Khi viét mot tai liéu, khong chi dé xem va luu trir, ma c6 nhitng van ban ban
can phai in ra dé béo céo, hay dé luu trix lai. Thi chic ning Page Layout trong Word s&
giup ban.

FILE HOME INSERT DESIGN

PAGE LAYOUT

Indent Spacing

REFERENCES MAILINGS REVIEW VIEW DEVELOPER Fauit PDF OFFICE REMOTE

= Align -
MNumbers= | 3= Left |0° 2|12 Before: Opt o
Selection

=% Right: |0” * |32 Afterr  |Spt Pane
Paragraph M Arrange
Chon hwéng trang Cliia cot tai lidu
A z
' Ngit tai liu
"H Breaks =

B D

argins Orientation 5ize Columns

- -

[ Line Numbers=» Dénh s6 dong cho tai liéu
= bC Hyphenation= . dung dau gach noi cho tir

Canh 1& trang age Setup

Chon ¢& gidy in

Hinh 85 Thiét lap cau trdc trang

Blogdayhoc.com Trang 38



Trung Tam Tin Hoc Bién Hoa

— Canh Ié trang in: Vao Tab Page Layout > group Page Setup > Margins

Y= Breaks
0 Line Nu

N = D =

Margins [Orientation  Size Columns
- - - -

= =T thiét 14p cho
trang cia ban

| Custom Margins..

b Hypher
Last Custom Setting -
Top: 1.1 Bottom: 1°
Left: 1 Right: 1"
HNormal
|| Tep: 1" Bettom: 1"
Lef: 1" Right: 1°
- . MNarrow
Top: 05 Bottom: 0.5
Lef: 0.3 Right: 0.5 . A
Chon cac 1& da
Moderate A ~ =
I Top: 1 Bottom: 1" du’CfC thlet lap san
Left: 075 Right: 0.7%
T Wide
| Top: 1 Bottom: 1"
Left, 2" Right: 2"
Mirrored
E:D] Top: 1 Bottom: 1"
e Insides  1.25" Outside: 1"

Marging

Top: ) Eottamc 1

Lett: 1 = Right 1" )
Gutter: o 5 Gutter positionc | Left [v]
Owientation

Fortrait  Landgcape

Pages

Multiple pages: | Nomal [«]

Preview

Applytec  Whole dotument |

Set As Defautt ox Cancel

Hinh 86 Thiét lap canh Ié trang

— Chon hudng cho trang : Vao Tab Page Layout - group Page Setup -

Orientation

2 p—
EE
Orientation Size Cc

w -

D Portrait - Chon trang dimg

E Landscapr”"chqﬂ trang ngang

Hinh 87 Chon hudng cho trang van ban
— Chon kich ¢c& gidy in:
Vao Tab Page Layout
—> group Page Setup - Size:

Hinh 88 Chon c& gidy

Indent
+= Laft
=# Righ

|E |EE| = Breaks =

Size  Colurmns

I Line Mumbers =
bt Hyphenation ~

[ | Letter
BS"x 11
Letter Small
ES"xM

Tabloid
1 x 17

Ledger

=11

] ‘Leost Chon
- BS x4 . "
) cac
Statement
55" % B.5° cﬁ'

glay

Executive

— 725 x 1057

A3
11,68 x 16,54

Ad
B2T x 1165

Ad Small

B2T x11.69 v

Na Thanh

cudn
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— Chia cot doan van ban: Vao Tab Page Layout = group Page Setup = Column:

==| 'rBreaks- Columns 2 IEN
— [ Line Number: |
Columns Presets
- bc Hyphenation 1 m— = . =
{f— == Eis = =3
:‘ aatin One Two Inree Left Right
— Number of columns: 1 & r
_'_l Twe Width and spacing Preview
f Col=: Wdth: Spacing:
_\ Three 1 6.5 ~

Il

—i' ngh% / Applyto: Selected text v Start new colum

= s [ ‘ oK Cancel
L_ More Columns, .'I | 2

Hinh 89 Chia cot van ban

+ One: dua doan vin vé mot cot

+ Two: Chia doan vin thanh hai c6t bang nhau

+ Three: Chia doan van thanh ba cot bang nhau

+ Left: Chia doan van thanh hai c6t, l1éch trai

+ Right: chia doan van thanh hai c6t, Iéch phai

+ Number of column: chon sé cot ban muén chia.

+ Width and spacing: Thiét lap d6 rong va khoang cac cia cac cot.

1.4.2. Thiét lap chia dé cho trang tai liéu

Nhu ban di biét, cac theme ¢ anh huang téi phong cach cua toan bo tai ligu.
Mot theme thuc chat 1a tap hop cua rat nhiéu cac phong céch (style) trong mot tai liéu
gom ¢& chir, mau chit, phdng chit, d& muc, cac gach dau dong, sb thir tu, khoang cach
chir, khoang cach dong, ... trong Word 2016 ban c6 thé sir dung nhiéu mau theme c6

san, rat dep va tién loi dugc dat trong Tab Design.

I3 HOME  INSHRT  DESGN | PAGELAYOUT  REFERENCES  MAUNGS  REVEW VW  DEVELOPER  FoutPOF

EREMOTE opeon
ﬂ file — TE Tle M Weooh e e Ty = Paragragh Spacing @ D
- Heakn iy i — . e 1 :::‘#-m--n-‘ | ) 1;\.:.1....,.““ u::_ -

Iw.“\
Themgg i SRR = SIS e DRI e A [n\nrs nnts Watermark

Foil e e e o eirtualitl
e v OSMDEW 7 Eu\ur'Burders

Ducument Fomatting Page Background

Hinh 90 Chon chu dé cho tai liéu

Trong thu vién Themes, chon theme mong muén.
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]

Chon ﬂlmnes - lam thay d61 céc

-
Eanll St S theo theme di chon
A(.-J .{51! p—-a -\H"
s - mmmEeE AoBbCeDd | AaBbCcDd
on Board Organic Retrospect T Marmal | T Mo Spac...
Ad Aa : Aa ] AoBbCcDd  AnBbCeDe
EmmEan L] EE
ntense E. Strong
Wisp Banded Basis
. A4 Create a Style
Aa Aa ]l Aa ] Aa B¢  Clear Formatting
| mmmeem | memmns ]| mmmme= == P
Celestial Cirguit Darnask Depth v fpply Strles
Aa Aa Aa Ra
e = e EEEE asEEEE
Dradend Droplet Frame Main Event =

Eeset to Theme from Template

Browse for Themes...

l

Save Currert Theme..,

style

AaBht

Heading 1

AoBbCc HC‘ AaBbCi AcBbCiDd AaBbCcDdl
Subtle Em..

Heading 2

AgBbCeDdil

Quote

Hinh 91 Chu dé cho tai liéu

Imtense O...

Title

AaBsCcDD  AaBeCeDe AaBeCeDr AoBbCeDd
Subtle Ref...

Subtitle

Inkense R...

Bock Title

Emphasis

T List Para...

— Sau khi chon Theme ban ciing c6 thé thay d6i mot s6 tinh ning trong theme do.

+ Color: Biéu chinh mau cho cic tiéu dé, cac chuwong, muc trong tai liéu

+ Font: Thay doi font chit cho céc yéu té trong theme.

+ Effect: Thay dbi hiéu tng

Colors Fonts

_:_-;‘ Paragraph Spacing ~
Effects

A

Paper
B mEEmTE M
Customize Color

@ Set as Default

] 57 Paragragh Spacing -
— L] Effects -
v O SetasDefault

1 omee

q

—

Calibri Light
Calibn

Office 2007 - 209
Cambria
calibn

. Subtle So..

f ~

Banded E...

@

Catbel
Calibn

Grunge T..

Frosted G...

Calibn

At

Adlal

A@ | Anal - A ) -

€

~ Milk Glass

1 Cosbet
Corbel
Contes

Candas
Candara
Candana

&\
= I )| 3|

“Reflection  ExtremeS...

Hinh 92 Cac hiéu ung

Glossy

("8

" Riblet

Ngoai ra, ban ciing c6 thé t thiét ké rieng mot theme riéng cho tai liéu cua

minh:

— Ban thiét 1ap tat ca cac dinh dang cho tai liéu.
— Chon Tab Design - Themes = Save Current Theme...
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-----

lonbowd.  Grganic | Rewomen ke J
Acq Aa :| Aa i| Aa i|
Wb Bewaed b bein
ading 1
Aai| Aui| Aai| Aai|
...... ma mmmme mem Noi dung tai lidu cua ban
Celestial Circuit Darmask Depth
Aa )i Aa 1 Aa 1 Aa
Didend . Diopet | Fame Mantent [=

Reset to Theme from Template

Fﬁ Browse for Themes...

|E‘H Save Current Theme... |

Hinh 93 Thiét lap mau tay chinh

TIEU DE

= j . TITLE ! .
2 [ « Tampistes. » Document Themes v @] | Search Document Theme » _A?_ Title Title
Organize v New folder = v @ | Themes =S57r=0 =i==—=— -_ _:__" .‘_'.'_'_.__:_:_
B video: A Name B Date moddied Type = -
A i ) Theme Colors. 13 3245PM  Faefolde (=
i P‘:D*(c) L. Theme Effects 45PM  Fae fold
B Local Disk (C: -
Theme F ASPM  File folde >
ca cop ©) eme Forts ' Theme cua ban
wa <on (E)
ca data (F)
ol CO Drive ()
I thanhtran (drthas
e e v < — > 2 3
Dit tén cho theme Aa Aa Aa Aa
File name: | ITILTENE v
<oy type Office Theme (*thm) EEE - EE m EER L LB L L LRl )
ve s ice Theme (*thmy v
Office Facet Integral lon
Aa] [aa_F [2a H Ao]‘
~ Hide Folders Tools E Cancel
1 | memmen| | |eesees

Hinh 94 Pt tén cho mau tuy chinh

— Ban c6 thé &p dung theme cua minh cho tat ca cac tai liéu sau nay khi ban

soan thao.

1.4.3. Tao nén cho trang tai liéu

Sau khi soan thao xong tai liéu, ban in ra, hay goi 1én Web, dé tai liéu dep mat

hon, hay ban muén tén minh hién thi trén tirng trang tai liéu,

viéc nay véi nhirng Background da dang, phong phd.

Word s& ho trg ban trong

— Dé tao nén cho tai liéu caa minh, ban vao Tab Design = group Page Background

DESIGN |PAGEL REFERE MAILIN REVIEW VIEW DEVELO Foxit P

OFFICE  copcon ~

- R | B8
.L;A-,._:.: - [O] Effects ~

—| Colors Fonts Watermark Page Page

= = @ Set as Default

Document Formatting

Page Background

Color ~ Borders

Hinh 95 Tao nén cho tai liéu
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— Watermark: Hiéu ang tao anh mo. Watermark 12 mot dau hiéu duoc gin chim

vao tai liéu dé tao nén nét dic trung, bao vé ban quyén tac gia hoic nham muc
dich nao do6 cua nguoi tao tai liéu.

+ Chon Tab Design - group Page Background - Watermark
] =# Paragraph Spacing - \1? _l\.|
F " g st ‘"EM* L‘b o

Confidential | Khﬁng ch(_)n
higu tmg
! !ﬂo watermark Chon hinh dnh
() Picture water lam hiéu g m&
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT CORY 1
Scale: Auto | Washout
Chon dang (® Text watermak
cO s8n [EL Sl English jinited States) [v]
Text: ASAP 2 W
3 “Chon Text lam v
Font: Times New Roman tar - W
hiéu tmg mé
Size: Auto
pomoTCoRr - Color: z‘ Semitransparent
4"" ] ks f Office.com T H =
Iﬁ ore Wehermarks frem Officerce TUY Ch.Lﬂh Layout: @ Diagonal () Horizontal
Custom Watermark..
Watermark :
[ Eemove Wat¢ Custorn Watermark Apply OK | Cancel
H

Hinh 96 Tao watermark

+ Picture watermark
e Select Picture...: Chon hinh anh tur tai nguy&n may tinh
e Scale: Chon ti 1€ cho hinh anh chen vao.

e Washout: Lam m¢, lam bay mau cua hinh anh chén vao.

|'NOI NAO CO Y CHI, NOI DO CO CON PUONG" - Cubn séch danh thi
thé, cabannita...
Téi mudn bat dau bai gidi thidu vé cudn sich da c6 ¥ nghia dac biét vdi -
cau chuyén nho trong phim hoat hinh “Tro chuyén vai chi cho trang™ cia Nhat.
Chuyenkemngkhlchnchobongmbandtmglentangdadengamsao chu da né1
vai ban: ¢ Chlcaothemmotclmtnhlmgdaganhan\mbaum Cauchuyennhoaylam
tonsuynghnhatnhleu\enhmg"ﬁngda”lanhlmgkiokhan,thachmuc . ma moi cude
doi déu gap. Thit nhiéu khi, can thém ding cam dé vwot qua lo so, thém tur tin 38 manh
an di v& phia woc mo, thém yéu thuong dé nghe 1ong minh bt chat chdi, thém y chi dé
i mét vo1 nhimg thi thich van lun & du do trong cude doi...
Téi da tim duoc nhimg &1 ddng vién Ay tir cudn séch “Noi ndo c6 ¥ chi, noi 6 ¢6
’ Cuonsachdanhﬂnmtoxmemtmvaochmhnbmgkhamgbanﬂunmmh,
igi han m d4 c6 nhimg con ngwoi diing cdm vwot qua bang ¥ chi nhw mot ki
tich. Cudn sach d4 danh thic t5i. Vaneuooﬂlédhmcn&nsach&y toi tin, ban ciing s&
donnhinmonqnahnhthantolont\rcﬁnsachnhumdanhan

~ A - =5 aie & T e ria a4 aA = mamw s oA

Hinh 97 Tao hinh anh watermatk

+ Text watermark: chén mot van ban nao d6 vao tai liéu.

e Language: chon ngdn ngir dé tao vin ban chén
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1.4.4.

e Text: nhap van ban mudn lam hiéu ng
e Font: thiét lap font chi

e Size: kich ¢& chit hién thi

e Color: chon mau cho van ban

e Layout: chon dang hién thi: ngang, xién.

4 chéo, Horizontal i ki )
amark

i

v

Page Color: Chon nén mau cho trang tai liéu. Vao tab Design > Page
Background - Page Color

Page Borders: Ké khung vién cho trang tai liéu. Tab Design = group Page
Background - Page Borders.

Thiét 1ap Header and Footer cho tai liéu

Khi soan thao tai liéu, gido trinh, tiéu luan, ban mudn trén mdi trang s& hién

thi tén tai liéu, tac gia, s6 trang,...Chirc ning Header and Footer trong MS Word s&

gilp ban giai quyét.

Vao Tab Insert > group Header & Footer.

Chon Header/Footer dé thiét ké.

Tab Design cua Header hién thi khi ta thiét ké.

Group Insert - chén ngay, gio, théng tin tai liéu, hinh anh,....
Group Navigation = di chuyén giita Header va Footer, cac setion.
Group Options > chon kiéu hién thi.

Group Postion = Canh I& vi tri hién thi.

Group Close - dong Header & Footer.

Thong thudng khi ban tao Header & Footer thi n6 s& hién thi trén toan bo cac

trang cua trang tai liéu. Nhung that ra, trén mdi tai liéu thuong c6 nhiéu phan, ban

mudn tao mdi phan 1a mot Header & Footer khac nhau. Ta van c6 thé thiét lap duoc,

nhu sau:
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— Pén cudi mdi phan/ chuong - Tab Page Layout > group Page Setup = Break
- Next Page

DESIGN PAGE LAYOUT REFEREMCES MAILIN

I"# Breaks = I Indent Spacing

Page Breaks

Page

» Mark the point at which one page ends
and the next page begins,
(=

Column
Indicate that the text following the column
break will begin in the next column,

.

Text Wrapping

Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page,

[

Hinh 98 Thiét lap ngit trang
— Khi sang trang méi - ban mo Header & Footer - tab Design cia Header &

Footer = ban thay ¢ dong Same as Previous = group Navigation = bo chon

Link to Previous = mat dong Same as Previous.

—

B | *| r | [Siq Previous Different First Page .+ Header from Top: 05" - E
) - "_il’ ) ) Sl Next Different Ocd & Even Pages | .+ Footer from Bottom: (0.5 -
Pictures Online wto Goto Close Head
Pictures | Header Footer #.: Linkto Previous | |v| Show Document Text 2 Insert Alignment Tab and Footel
Mavigation \ Options Pasition Close
I1...|...£...|...1 - I'. : ,...4...,...5...,...5...-[‘I...;|'...I
- Bo chon Link to Previous
Chwong 1 Khoa CNTT

Hinh 99 Bo thiét lién két trang

— Sau do6 ban chinh lai Header & Footer cho phén/chu:ong 2.

— Céc phan con lai lam tuong tu.
1.5. Chén hinh minh hoa — @b hea cho tai li¢u
1.5.1. Chen hinh anh vao tai li¢u

Khi soan thao tai liéu, dé lam cho vin ban tré nén hay, sbng dong, thuc té hon,

ta thuong chén vao d6 mot s6 hinh anh minh hoa. Bé chén hinh anh :

— Dé con tré tai vi tri mudn chén > Tab Insert = group lllustrations > Pictures

— Chon hinh anh muédn chén tir thu vién anh > Insert
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T b « MAYDESKTOP » HINM » hihi v @  Sesrchhih p
Organize v New folder =< (W
*| Documents L} 0*‘100199 ]
HOME INSERT DESIGN PAGE LAYOUT REFERENCES o Music
Py r = Pictures
age~ E 1) Videos
age Ol | 28 [T»‘” =11 I e+ o IMG_1783; lotus, :
Table i Online Shapes SmartArt Chart Screenshot 8 Computer e i .y.m-;mg -dmp-m.,';g
eak - Pictures % e Local Disk (C)

Tables ] .'!‘”,‘,'!9!?8’?5 . cop (D)
s con (E) "7. -
o dota (F) 'T.—- ! ."
& COOme ) 3 L= - '

¥ thanheran (dethay Pansy_Viola_trico sfgsalcd.jpg Soft_focus_sweet 1513500,jpg
lor_Flower_2448p _flowers_JK023 3
€ Network G xjpg 504 pg o
File name: | nhung-cau-noi-hay-ve-cuoc-song jpg v All Pictures (".emf:",

Tools ~ ||

Hinh 100 Chen hinh anh vao tai li¢u

< Piéu chinh hinh anh
— Sau khi hinh dugc chén vao = chinh sira, dinh dang, di chuyén dén nhitng vj tri
can.
— Tab Format cua Picture = c¢6 day dii cac chiic ning dé dinh dang cho hinh anh
FILE HOME  INSERT ~ DESIGN ~ PAGELAYOUT  REFEREWCES ~ MAILINGS ~ REVIEW  VIEW  DEVELOPER  FowtPDF  OFFICEREMOTE FORMAT op¢
A ey 22 SO e BT B

E’] Change Picture
Remove - Pasition Wrap ) _
Background [ atistic Effects~ 2 Reset Picture ~ T B picturelayout Text Ol SelectionPane ~ “ARotate~ . o

Adjust Picture Styles L Arrange Size

Iki
ki

K}

Hinh 101 Diéu chinh hinh chén

— Group Adjust: Biéu chinh d6 sang téi, mau, thay d6i hinh anh
+ Remove Backgroud: x6a nhiing viing ban khéng can trén hinh anh.
- BACXTROUND REMOVAL iw FORMAY

9 Q& B v

Mok Amm Mok Amas Oelete  Dacad AS Carp

L hemay Med  Ohnges Ohanges
L Clese
. Fesdzasc J | ' ' ) . '

Chon ving <
duyc gitr lai ﬂ
Chon viing ) .
sé x6a ’

4

Hinh 102 Diéu chinh hiéu &ng hinh

+ Corrections: Chinh d¢ sang téi cho hinh anh.
+ Color: Chinh mau cho hinh anh dé pht hop véi nén trang tai liéu.
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KC wpress Pictures

SharpcnISol(cn

=/l =/l 7}

K]

Y

X T
\\)“ i’z‘ Lo
Lo

A

“
& s
P A WA A

B

e B

——n = SRS
¥

NI

l »

:'/ Picture Corrections Opbions

Hinh 103 Hiéu ung hinh chén

hon.

Remove

=7l ~7d 7 =

w

O ‘/ Artistic Effects Options...

Py s fet g6
ungs that

to stay ha

i )i
7 of all ljuh
ms xkc yousack

Cobor Saturation

B e B A

Coldor Tone

:;‘; Change Picture

& More Varaticns
#% Set Transperentt Color

&y Pucture Color Options

o Quick Arrange| Crop =2[51
Background .AmstKEffeds' Q- Styles B~ ~ &

61 Size

Hinh 104 Hi¢u ung hinh anh van ban

+ Compress Picture: Pua hinh anh tré vé kich thuéc ban dau.

+ Change Picture: D6i hinh anh khac.

+ Artistic Effect: Mot sé hiéu tng nghé thuat > hinh anh séng dong va dep

+ Reset Picture: bo hét tat ca nhitng hiéu tng vira thiét 1ap > dua hinh anh

trg vé dang ban dau khi chén.

— Picture Style: diéu chinh va tao hiéu ¢ng cho hinh anh.

Pwiong vién khung inh

L# Pictore Border »
lyle? Picture Effects ~

r?ﬁL, Picturg Layout -

| P pem s
N ) -
Chon khung hinh Picture Stylehié:“ tmg cho
hinh dnh

Hinh 105 Hiéu &ng cua hinh

2 . - L]
Chuyen hinh dnh

qua dang SmartArt
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+ Pinh dang khung va duong vién cho hinh anh: dé hinh anh tao diém nhan
hon, ban c6 thé dua anh vao khung hinh.

+ Picture Effect: ban c6 thé tao hiéu ¢ng cho hinh anh véi nhitng hiéu tung
dep mat: 6 bong, 3-D, phan chiéu guong, ...

i Picture Border = |
S| (F=) PV TSN 7SN s = (3 Picture Effects> =
| “j il il E _'Nuv.mewea—.- he Dorj
% Picture Layout . .
S~ = pee
Pt ‘4
e e T e N aa I |
C— ,—; F=N s = song  d¢  yéu N .[ Shadow »
n
=20 =2C =
— (o | o 1 Reflection »
Bevel Perpective
e
Lt Glow »
!
P Softgdgc’ 4
- PR
—
- tion »
= 3-D Rotatio

=5
Hinh 106 Céc hiéu tng khéac cua hinh
+ Picture Layout: Ngoai ra ban con c6 thé chuyén hinh anh vao cac lugc d6

SmartArt.

B gy | e ey =
W Picture Liposat - Text~ Cia Selection Pane

5 = -
Ty - (81 ]7'* ':»
> (58 BB S PR s\
; 4
b L i ] ‘ J '
ixs o) = g == . o

® 5 il B é%-zz! 7' | [TEXt]

% |BEE EEm o, “‘uu“m.’:,":h.x w'
& Y | P u.xk'\ w1 sml. ‘
@S v .o D08 0 £
e O o-5- [FlIEE == g 2
= &= Q0 BEE oo ,é F
== = = 0Oif &es

Hinh 107 Céc dbi twong hinh v&

— Arrange: Di chuyén va sip xép hinh anh.

) % .1 Bring Forward - |:_ Align -
0O Send Baclward - E-_ELI:Grl:uup

Position Wrap _ .
+  Text- Ol;Selection Pane h Rotate -

Arrange

Hinh 108 Vi tri hinh anh

+ Wrap Text: chon cach dat anh va c6 thé di chuyén hinh anh dén vi tri ban

mong mudn.
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ol 1*7{‘ 11 Bring Forward = } Bring Forward =

0 Send Backward 0 Send Backward ~

15

Position Wrap _
Text -~ Dl Selection Pane

-
=
o
« O

Selection Pane

In Line with Text

(5

|

[y B el gt

Hinh 109 Cach dat hinh anh
= In Line with Text: Hinh va chir cing nam trén mét hang.
= Square: Chit bao quanh hinh theo hinh vuong.
= Tight: Chit bao quanh hinh theo duong vién cua hinh.
= Through: Chir bao quanh xuyén suét hinh.
= Top and Bottom: Chit canh theo & trén va 1& dudi cua hinh.
» Behind Text: Hinh nim dudi chit tao hinh nén.
= In Front of Text: Hinh nam trén bé mat chi.
= Edit Wrap Points: Thiét lap gisi han chit de 1én hinh.
= More Layout Options: M& man hinh Layout.
+ Cac chirc nang khac:
= Position: Thiét 1ap vi tri cua d6i twong trén trang.
= Rotate: Thiét 1ap goc xoay cho cac d6i tuong.
= Align: Canh 1& cho ddi tuong hai cac dbi twong voi nhau.
=  Group (Ungroup): Gop nhém (bo gdp nhoém) cho cac ddi tugng.
= Bring Forward: Thiét 1ap vi tri ndm trén hay nam duéi gitta cac doi
tuong.
= Send Backward: Thiét 1ap ddi twong nim dudi dbi twong khac.
= Selection Pane: Hién thi cac ddi twong dang danh sach gitp dé dang
chon lya va thuc thi cac hiéu chinh trén d6i tuong.
Luwu y: Canh 18 cho cac dbi twong v6i nhau hay gop nhom chi thyc hién duoc khi
ta chon nhiéu ddi twong cing luc bang cach deé va giir phim Shift két hop Click chudt

chon céc doi tuong.

Blogdayhoc.com Trang 49



Trung Tam Tin Hoc Bién Hoa

— Group Size:

+ Cho phép thiét 1ap chiéu rong hay chiéu cao cia d6i tuong.

I

':FEIFI ﬁ 5.21" -

il

Size

Luwu y: Mé rong Size, Wrap Text, Position cling cho cac chirc nang twong tu nhu

trén. SR HI
.. C. o vy = Crop 521" =

+ Chirc nang cat xén hinh anh: -
# Crop ¢

L_'<-> Crop to Shape »
Aspect Ratio ¥

A Fill

I Fit

= Crop: Cit bé nhitng phan khong can thiét cua hinh anh.
= Crop to Shape: Cit theo hinh duoc goi ¥ tir Auto Shape.

= Aspect Ratio: Cit theo ty 8.
= Fill: Cit bo nhitng ving khong dugc chon.

= Fit: Cat bo nhitng ving duoc chon.

1.5.2. Cheén @i twong c6 sin, chir nghé thuat, lwgc do

1.5.3. Chén biéu twgng dwoc xay dung sin (Shapes)

Dé chén mot sb hinh anh cé san trong Word, vao Tab Insert > group

Illustrations > Shapes:

INSERT DESIGN PAGE LAYOUT REFERENCES IAILIE

able | Pictures Online Shapes Smart&rt Chart Screenshot | Apps for

- Pictures = - Office =
bles Recently Used Shapes =
ENNOOOALLe G
CRTANR SIS
Lines
SNNSNTLL NG G
Rectangles
[ N T o i

Basic Shapes

HOAMNOASQOOO®®
Jar Lo 8a
OIS PIGCIVAN - @ lat

SIS
Hinh 110 Chén cac ddi twong hinh c6 sin
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Trung Tam Tin Hoc Bién Hoa

Chon hinh anh bét ky va vé vao noi ban can, va chinh sira v6i Tab Format
cua Shapes:

EEll HOME  INSERT  DESIGN  PAGE LAVOUT
JOF L ¢ || £ edit Shape -

REFERENCES MAILINGS REVIEW VIEW

DEVELOPER Foxit PDF OFFICE REMOTE FORMAT

cop co
J— +| £ Shape Fill - A ~ | ||fi Text Direction . . 1 Bring Forward ~ [T Align = ﬂ-m
D 8GO0 @|-| E oraw Text Box | Abc n |- | [Z Shape Outline - A Ao 4] Align Text - . vty Dy Send Bacloverd - Bl Group |
e [ 1 ositiol =
A v \s &= | & Shape Effects - A ~ | @ Create Link Text DhSelectlon Pane Zh Rotate - "’
Insert Shapes Shape Styles WordArt Styles Text Amange Size n

Hinh 111 Chon khu vuc hinh muén vé
1.5.4. Chén chir ngh¢ thuat WordArt.

Cong cu tao chir nghé thuat trong van ban, WordArt dugc Xir Iy nhu mét hinh
anh chen vao van ban.

+ Cheén WordArt
— Chon Tab Insert > Group Text - WordArt.
4 AE @SignatureLine = T Equation -~

ER Date & Time €2 Symbaol -
WordArt Drop

Cap~ [ Object -

AAz@aAA
A A A A
A A A A £

Hinh 112 Chén chir nghé thuat

— Chon kiéu WordArt va nhap noi dung

Your text here

Hinh 113 Chir nghé thuat

Cha y: Chon font thich hop dé hién thi dugc Tiéng Viét.
+ Hi¢u chinh WordArt

— Chon dbi tugng > Tab Format.

2 Shape Fill -

Z EShape Outline - A A E@ﬁi M ﬂ =

L& Shape Effects -

Al
D

Shape Styles P WaordArt Styles P

Hinh 114 Hiéu chinh chir nghé thuat
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Trung Tam Tin Hoc Bién Hoa

4+ Group Shape Styles: Chon d6i twong WordArt thuc hién ma rong
Shape Styles, chon hi¢u ing trong Gng.

oy 7 “ oy, oy
Abc |Ab|:‘ |Ab|:| AI:I:| Abc Abc ‘Abc|
T f
. Abc | Abc | Abc | Abc .l ‘ Abc
- - v L
r
4 .
T A
Abc Abc Abc

Other Theme Fills k

Hinh 115 Ca kiéu hiéu izng nén chir
# CA4c chirc ning khac:
+ Shape Fill: Tao mau nén cho WordArt.
+ Shape Outline: Tao mau vién cho WordArt.
+ Shape Effects: Tao hiéu tmg cho WordArt nhu 1a bong, phan chiéu,
3D...
+ Group WordArt Style:

fm ! ﬁ ’

A A A2
ga A -
Wordart Styles T

Hinh 116 Kiéu WordArt
+ TextFill & : Mau nén chix WordArt.
+ Text Outline & " : Mau dudng vién chix WordAt.
+ TextEffect " : Hiéu tng chit WordArt.

+ More 7 : M6 rong WordArt Styles.
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Trung Tam Tin Hoc Bién Hoa

= Hiéu &wng cho WordArt:
Ngoai cac hiéu img nhu bong, phan chiéu, 3D... ngudi ding ¢ thé thay

d6i hinh dang ciia WordArt bang chirc niang Transform.

If . cde, 'ﬂLdE’ vt

r"!" 3-D Rotation » | @ ™ - = Yenij
-]

[ c . - [=3

'-'d-e.h '::'r'ﬂk\ Bt

abcde abcde abcde 3bcde

abcde abede a7 g3z

Hinh 117 Kiéu hiéu itng chir WordArt
1.5.5. Chen hinh anh SmartArt
C6 nhitng thdng tin ban can phai dua vao mot to chic dé thé hién ré noi
dung, SmartArt trong Word cd thé giai quyét van dé do gitip ban.
— Dat con tro tai vi tri muén chén > Tab Insert > group Illustrations =
SmartArt.

AE IMSERT DESIGN PAGE LAYOUT REFEREMCES

Table | Pictures Online Shapes|Smartfrt |Chart Screenshot
= Pictures - =

Tables Nustrations

Hinh 118 Pdi tuwong hinh anh SmartArt

Pyramid

i Lst EE| o9 == =
% Process Ellz'lzl O(aé) C";I :: —
F Cycle
e —— g -
d%h Hierarchy Ij—: ] E —jl-— : E
g Relationship -
g Matrix %‘:— é_:;lg:;l
e

Basic Block List
Picture E;E; -
B — f— (— Use to show non-sequential or grouped
Office.com E) %% 9_6_0_ CF ? I:|] blocks of information, Maximizes both
horizontal and vertical display space for
shapes.
B [glsle B 2
AAB A== v
[ ok || canei

Hinh 119 Chén déi tirong SmartArt
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Trung Tam Tin Hoc Bién Hoa
<+ Hiéu chinh SmartArt
— Dé hiéu chinh SmartArt sau khi chén vao = group Tab SmartArt Tools >

Tab Design
* = ] Wiove Up P I
[_|&dd Shape Promaote Mave Uy — = 08 o — =
Eﬁ'«dd Bullet Demate + Move Down | A;!_[J D\:' : E— -
3 [=] ] s —
EjTart Pane & Right to Left Layout - -
Create Graphic Layouts

i — X
e | HH N O B O wm A
crarge| [ | NI I = B = W e

Colors ~ Graphic
Smartart Styles Reset

1

Hinh 120 Hiéu chink déi firong SmartArt
— Group Create Graphic: tao mot s6 do hoa cho SmartArt, thém Shape, Bullet,
di chuyén vi tri trai- phai — trén — dudi.
— Group Layouts: chon lai dang lugc dd khac.
— Change Color: d6i mau cho cac luoc do.
— SmartArt Style: d6i dang hién thi cho cac déi tugng trong lugc dd.

— Reset: dua luge do vé dang ban dau.

1.5.6. Chen va dinh dang hinh anh tir thw vién Office (Online Pictures)
Khéc vai nhitng Word phién ban trudc, Word 2016 dé tap thu vién anh caa minh
Online, khi may ban két ndi Internet thi ban méi c6 thé tai va chén nhitng hinh anh d6
vao tai liéu.
— Dé chén clip art > Tab Insert > group Illustrations = Online Pictures:

- 1 po | B byperdink . ; t
g. el o L) —
]. i =+ = | |* Bookmark

fures | Onlne Fhapes Smartlit Chart Sceeerchot | Apps for | Onfine = Comment  Hesder Footer  Page Tedt  Cuicl
Pictures | - - Office = | Widea oo Cross-reference - - Mumber-  Box- Pt

085 IHustration

2 .o

Insert Pictures

|:] Office.com Clip Art
Ralryalty-ITes phditng S Tiiep e g

E:.:'.-:| |I!:..:"|,.-.ﬂ|--|':_|1 Nhip nﬂ.ﬁm hinh
B anh ban muén tim

op con's SkyDrive
&k 0P con's SkyDirive Browse b
Pl uc s g mail oo
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Trung Tam Tin Hoc Bién Hoa

« BACK TO SITES Két qua tim dwoc Cha dé tim kiém

G Office.com Clip Art

1000 search resuits for flower

|ﬂower

Thong tin hinh anh 1

blooms, blossoms, flowers, nature, plants

6125 x 6470 item selected m Cancel

Hinh 121 Cheén hinh anh ter thee vién Office Online

— Sau khi d3 chon dwoc hinh anh can cho tai liéu = chon va click Insert dé
chen.

— Pé hiéu chinh hinh anh tir thu vién, ban lam twong tu nhu chén hinh anh tur
tai nguyén may tinh.
1.5.7. Chen Text Box
Text Box 1a cac 6 cho phép ngudi dung nhap dir liéu vao Text Box va cé thé

dugc dat bat cir dau trong tai liéu.
— Thuwec hién: Tab Insert > Group Text - Text Box.

I_I 4 A [ signature Line = | JT Equation =
—

= ER Date & Time L2 Symbol -
Text |Quick WordArt Drop i
Box~ |Parts - - Cap - ] Object -
Built-in =]
=E En—— | | I
Austin Quote
A pull quote with bold lines on the
top and bottom
|
N Chon dang theo miaun
1 | 1
Simple Text Box Austin Quote Austin Sidebar
|
Banded Quote Banded Sidebar Facet Quote -
@ Pore Text Bowes from Office.com 3

[ oevietier | T thiét ké
(=]

Hinh 122 Chen TextBox
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Nguoi dung c6 thé chon Text Box mau ma Word 2016 cung cap hay tu thiét ké

Text Box riéng cho minh bang cach chon Draw Text Box.

Diéu chinh va dua Text vao voi thanh céng cu Format ctia Text Box.

FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILUNGS  REVIEW  VIEW  DEVELOPER  FoxitPDF  OFFICEREMOTE FORMAT
@EE N S [OO -| £ Edit Shape - £ Shape Fill - 1 Bring Forward = [ Align~ HIrES
- A > - "
O AL Lo 4|~ | E Draw Text Box Abc | Abc | [+| [# shape Outline = A (%] Align Text « 2 Send Backward
G% N s — - . osition Wrap i =
' - | &@ Shape Effects ~ A +  Text- ol Selection Pane k Rotate~ | *o¥

Insert Shapes Shape Styles o Wordart Styles Text Arrange size

Hinh 123 Chén TextBox tzr thanh céng cu
1.5.8. Kiém tra I8i chinh ta va vin pham.
Khi ban soan thao tai liéu, Word ty dong kiém tra 15i chinh ta va van pham

cho van ban do, véi nhirng dwong mau gach dudi.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICER

ix/BC | Define a’% ﬁi IJ @ 5 all Markup - [ Reject -

EEl Thesaurus a Show Markup ~ a Previous
Spelling & . Translate Language New Track L Accept Compare
Grammar 221 Word Count o - Comment Changes ~ RE‘.’IE’W‘Iﬂg Pane - = ':)j Next =
Proofing Language Comments Tracking [Pl Changes Compare
L S S A S S S S S S S B R - SR SRR S SR S SN SR S S A S SR -SRI

“Home sweet home™, Dad says to me as we step out onto the balcony. He tells me that I've

been enrolled into VietDuc, a a renowned|high school in Hanoi. I barely hear what he says

next because I am distracted by the expression of joy on his face. It is clear that to my father

. he is home. Dad finishes talking and steps inside, still with a blissful smile on his face. I

Hinh 124 Kiém tra Ii chinh ta
Nhung chirc ning nay chi phii hop Véi cac vin ban tiéng Anh, con véi tiéng

Viét hién tai chua duoc update.

AN R R - RN TR N .

P A R R S R P

I[rong cude song d6i khi ban gap nhitng khé khan. nhing ddn 6 suy nohi khong

biét phai lam gi. theo hwéng nao, quyét dinh ra sao né c6 thé anh hwéng tdi ca cude ddi

b M=o/ e st = Bttt il

v cubc séng sau ndy cia ban DOi khi ching ta can nhitng 1&i khuyén hifu ich. nhitng

Hinh 125 Chitc nang hién th; 16i chinh ta
Vi vay khi ta soan thao tai liéu thi nhitng duong kiém tra 15i lai gay phién todi,
nén thuong ching ta mudn boé noé di. Bé loai b nhirng chirc nang kiém tra 15i nay, ban
vao Tab File - Option - Proofing = When correcting spelling and grammar in Word

- b6 chon cac chirc nang kiém tra 15i.
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Chuwong 2. BAI TAP SOAN THAO VAN BAN

BAI TAP 1
(Néi dung: trinh bay font — paragraph)

COo tinh yéu nao hon tinh yéu cda Cha va Me

Khi dén mua bao hiéu Vu Lan, con lai ngo ngan bdi hdi nghi vé me. “Me” 1a tiéng goi
ma tir khi 4u tho con bap be, va theo ca cudc ddi con, con van goi nhung chang miy ai hiéu duoc
¥y nghia thiéng liéng, chiéu su va bén b cua tiéng goi d6. Phai ching trong trai tim cua moi
ching ta, me gan giii va quen thudc.... v me chinh 14 d6i mat sang, 1a bo vai, 1a giong n6i 4m
ap, 1a com an, 40 mic, me ciing 1a qué huong, 1a bén bd cho doi con vé sau mdi kho khin, vap
nga hay la khi con thanh dat, vinh danh....

Suét cd cugc doi, tam than gay cua me chi biét séng, hy sinh cho hanh phc cuia con, vi
con ma me chju bao vdt va gian nan va cay ddng nghiét ngd. Trong gidng té me bdo boc doi
con, me la dnh sdng soi dwong, me vo hinh trong méi burdc chin con, dé con khéng b; lac giza
dém dai tam t6i. Nhiéu liic con nhw roi xuong hé sau tuyét vong trieéc nhitng cam bay nghiét
nga cua cugc doi. Me ludn la ngwoi ¢6 mat bén con dat diu, an ui, déng vién, chdp cho con déi
canh cia niem tin va hy vong d@é con ¢ nghi lwec vicon 1én doi mdt va tranh ddu cho sw song vinh
hang.

“Long me bao la nhw bién Thdi Binh” —\/ang! Bién Thai Binh ménh mong nudéc thi tinh

thuong yéu cua me danh cho con ciing dat dao nhu thé.
Véi tinh yéu thuong, su hy sinh vo bo bén dé c6 1& chi nhiing
ai 1am cha, 1dam me mai c6 thé thau hiéu 1 céch tron ven ndi dang
cay co cuc hay su théng khé doan trudng cia me cha. Co gido Hong
Van khi chim con ciing di cong nhan: “Cé con mai hiéu 1ong cha
me” — Va bao ngudi me khac khi 1am me méi hiéu duoc.

Dong thoi gian cu trdi, con caa cha me ngay cang Ion khén va ching
con ciing dan dan phai xa cha me. Tudi thanh xuén tuoi tan hon nhién cua
chung con dugc dap d6i bang nhiing nép nhin trén go ma gia nua kiét sic, tidu
tuy ctia cha me. Su khdn Ion cta ching con 1a ndi cay dang, gian nan vat va
ctuia cha me, vi s con minh thua ching kém ban ma cha me phai lao tam khé
tri, budn tao ban tan khong ngai gian lao, khong né kho nhoc, thic khuya day
s6m, mot ning hai swong .... VAt va nguoc xudi, me cha vat 1on véi doi cho

con manh 40, miéng com, cai chit... Dang cong ctia cha day cho con sy nhan
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nai, kién tri biét vuon 1én trong cudc séng, d6i vai me hao gay, khod cung dé

con dugc com no, mic 4m, dugc giac say nong.

“Vai me gay nhap nhd lam gbi

Lung dua n6i va tim hat thanh 161

“Thuong con cha cyc trim chiéu
Dau dém suong trang chiu nhiéu gian truan
Thire khuya day sém tao tan
Con thanh trai trang cho cong lung cha”

Tinh yéu thuong cua cha bao gio ciing kin dao, cirng ran va nghiém khéc. Trai tim cha luén ludn
phai se lai, Cha tré nén mot ngudoi lanh 1ing, nghiém khic trong &nh mat nhin con, 1oi
noi cua cha cing ran mdi khi cha gio duc cho con. Cha mudn con lang nghe dé hiéu,
boi:

“Ca khong an mudi ca uon

Con céi cha me tram duong con hu”

Trang 58



BAI TAP 2
(Noi dung: Bullets and Numbering, Border and Shading)

1. Dung chirc ning Bullets and Numbering, Border and Shading dé dinh dang doan vin ban
Sau:

Cho va Nhan

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

suc. Tat ca deu duoc bat dau tir con sb khong Trudc khi biét mot diéu gi do, tat Ca v
. chiing ta déu chua biét vé no.
’; £ Trong mot con ngudi ludn c6 nhitng mat ddi 1ap: ta 1am nhiéu thi thanh thién 1am, ma
Sf; cling 1am nhiéu thir khung khiép va ghé tom lam. Séng tét cho minh ciing 1a mot CaCh
dé giup dd cho x4 hoi.
aL Khi thuong yéu nguoi khéc, ban s& trao thém sicc manh cho ho. C6 nhiing vét thu:ong
trong qué khtr dugc lanh lai nho vao tinh thuong cua moi nguoi.
£ CO nhitng su im lang rat dang so vi doi khi, im 13ng 1a sy gian dit tinh vi nhat. Sy gian -
- dit dAn dén cang thing 1am ting nguy co méc bénh cao huyét &p, tim mach.
# So hdi 1a dau hiéu cia viéc chua di kién thirc dé hiéu rd ban chat cua van dé. Kinh N
nghlem sbéng c6 dugc tir nhirng lan d6i pho véi hoan canh. Bai thé, hiy 1an xa that nhleu,
o ta s& c6 kinh nghigm.

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\

RRENA \,‘\/\/

S

PP

2. Dung chirc ning Bullets and Numbering dé trinh bay doan vin ban sau:
1) BO DPINH DANG (style)
1) Khdi ni¢m
2) Thao tac trén Style
I1) TAP TIN MAU (TEMPLATE)
1) Khdi ni¢m
2) Tao tip tin méu mgi
a) Tao mdt trang van ban méi chira nhitng thong tin chung va dinh dang
b) Luu trang vin ban c6 phan mé rong .dot
1) PINH DANG FONT CHU
1) Fontsize
2) Font Color
3) Text effects
a) Outline
b) Shadow

%~ No Shadow
c) Glow
d) Reflection
IV) PINH DANG POAN VAN
1) Bullet and Numbering

2) Border and Shading
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BAI TAP 3
(Noi dung: Tab két hop véi Bullet and Numbering,
WordArt)

TRUNG TAM TIN HQC BIEN HOA CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

GlAY GlO1 THIEU

___&)(%___
Trung tdm Tin hoc Bién Hoa gidi thiéu:

> IRyl e R AR
FHien Qa0 0 s S A R e e N SR S T S e mbll il G 32 :
6 khdu theongatradais i 5 s imetain Sl s e s e Tl

DN thEeIap it n st s e S s R S

Thoi gian tor NGAY: ...c..cvveeeererieeiaee, ders Rfaye S S et s

Kinh dé nghi qly co quan gitip d&

Bién Hoa, Ngay .... Thang .....nam 2020
Giam doc

S 4L AN AR L‘ll[“L‘ 11\."’ —
[ ]

Ho va tén Khoa Lép pi¢ém TB
1. Lé Vin Hoa CNTT --mmmmmmmmmmmeeeeeeeeee CDTH3A-------mmmm- 8.7
2. Tran Hoang Nguyén ------------- Co Khj----nnnmmmmmmmemmmmmnnee (075161 1¢c] = EEEEE————— 8.5
3. Pham Ngoc Nhung --------------- MayTT ---------mmmmmmmmem e TCMT32D--------------- 8.3
4. Hoang Trung Bao ---------------- Co Khi--------=-mmmmmmmmmmmmeee CDBCK6A -------------- 8.25
5. Tran My Tam CNTT---mmmmmmmmmmeemmeeeeeee TCTH32C --------mmmmm-- 8.0
6. Hoang Minh Cong Ngh¢-------------------- CDOT11 ---------=-=---- 8.0
7. Tran Minh Ngoc TCNH -mmmmmmmmmmeeeeeeeeeee CDTN1L1A------mmeeeev 7.8
8. Tran Nguyén Ph(c --------------- 0 I T 13DTHO1 ------mmeeeme- 9.0
9. Hoang Kim Ngan----------------- NG 0T [ 13DHKTO1 -----mmmmmm- 8.0
10.L& Nga Ngoai Ngif ------------------- 13DTAOQL ------------- 8.5
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BAI TAP 4

( Ngi dung: WordArt, ClipArt)

Cau 1:Nhdp va dinh dang bai tho sau:

Tar ngay nao chang biét
Thuyén nghe loi bién khoi
Canh hdi au, séng biéc
Duwa thuyén di muén noi
Nhitng dém trang hién/tur
Bién nhu c6 gai nhé V

Tham thi giri tam tu

QuaRfman.thuyen seRg Vo .. \

CAu 2: Thiét ké phiéu theo miu:

‘IIIIIlllllllllllllllllllllll-..
*

“

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII...
*

L

Thé giéi @ PHIEU PANG KY SU DUNG CSDL .
(GIAM GIA 5%) .

Fhera sl R A i eang iy v i S s ang iR A e R AN g SR E
B IG T TS et P R B S it PR e E b et G SRR R A R
Dien thoai: B.....cccovvvveeeeeeieeererererernn, Rinaik BRin et S ot i e 2
Y B 1k iy G Lo s s o 3 Y i s Eh e Lo D T 1 O o G g b Lo Tt 4 B
Luat Viét Nam: 250.000 ddng S8 luong ......... cD
Luat thuong mai Viét Nam & Quéc T&:  300.000 ddng Sé lugng ......... CD :

*
..lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

Trang 61



BAI TAP 5

( Ngi dung: WordArt, Shape, Text Box )

vy Lan

Vu lan vé con cai lén nguc

Bong hong vang bao hiéu me cha g,

Thang bay mua ngau hay nude Mat nhat nhoa
g bay gau hay nug '-H,._@hh _
Cua nhiing ddra con nhé vé chal .\-.

Mot nén huong thom ndng nan fan
¥

N&i long con giri gém nhiing jf
DU bao nam du ¢o6 h o

Céng sinh dudng van Iz‘y./ﬁng I6n nhat

Tong Poi SC & LPPién Thoai CONG HOA XA HOQI CHU NGHIA VIET NAM

Doi Bién Thoai Q.Binh Thanh boc 1ap — Tu do — Hanh phdc
&000-6 0006
PHIEU BAO TRi BAO DUGNG DUONG DAY THUE BAO ,TRUNG KE
T R I 0 N o . A e o N L VW el o NI o e Ve
AT U TS T e ANt A R Y T e AN M A YR e A
SO B O o B e W o o = e S et e v 4 L e

Hién trang thiét bi dau cudi thué bao:

O bién thoal O May tinh
O Fax 0 Modem
CAt IBaiFthle a5 4 T Al L 1T AFT URT 4 Mol LT E Y RT 4 W
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BAI TAP 6
( Ngi dung: WordArt, Shape, Clip Art , Watermark)

AN CAY PE Blf(qﬁTRl
peNH UNG TH

©)

(]
Cac nha khoa hoe truong Pai hoc Nottingham, Anh, vira phat hién-ra mot chat trong 6t

c6 kha nang tiéu diét té bao ung thu. Do 13 chat capsaicin,thuéc-nhom vanilloids, cd kha ning

diét chét té bao ung thu bang cach tryc tiép tan cong vao ty lap thé
(mitochondria), ngudn san sinh nang luong dé nudi té bao.
Capsaicin, chdt co vi cay, va' cac chdgt khac thugc nhém
vanilloids vén an toan vdi sic S khée con nguoi. Vi thé, cac nha
OOO

khoa hoc khuyén bénh nhan ung thuw nén theo ché dé an uéng co

thém chdt cay dé viéc tri bénh tot hom.
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BAI TAP 7
( Ngi dung: Sogn thdo mét sé CV co bdn )

1. Miu So véu ly lich

CONG HOA XA HOI CHU NGHIA VIET NAM
boc 1ap — Tu do — Hanh phac

3x4 SO YEU LY LICH
PHAN I: LICH SU BAN THAN

O (V7 1 =] o A 2. Nam, NT: e
3. Ngay thang ndm sinh: ..........cccoceevinee NOT SINN: i
4. Thudng tri 80 Nha:.....cecevveeeereeeerenn, AUONEZ oo
Phuong, Xa: ..o Quan, huyen: .....ccoovieiiiii e
5. DAN LOC: cvviviiiieie e TON QIAO: c.vivecieece e
6. Trinh dQ VAN NOQ:........ccoiiiiiii e e e e e e e e s e e e e nees

N[0 [T T I 1T 13 o UTEUU TP UROPTPRPROPTPRURIR
7. Ngay tham gia to chac (ndng hoi, hoi phu nit, cOng dOAN) .......vevvvveveeeeeereeeeeeeeeeeereean,
L1 SRS RO
8. Ngay vao Poan thanh nién cong san Ho Chi Minh:........... 1F:1 [P
9. Ngay vao Bang cong san Viét Nam: .........c.ccooovvvviicinnnne LF:1 IR

10. Qua trinh ban than (tém tat tir 1Gc 12 tudi dén nay, 1am gi? ¢ dau?)
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PHAN I1: QUAN HE GIA PINH

I1. Hotén cha:.........coooiiiiie e, SINh NAM: .uvveeeeeecceeeeee e,

Nghé nghiép (chtic vu va cap bac) trudc va sau 30-4-1975

CRO G NIBN NAY: ..ottt ettt en ettt en ettt en e

I12. HOteNn M. oo, SInh NAM: .vvveeeeeecee e,

CNO G NIBN NMAY: ..ottt ettt

13. Ho t8n VO (hoAC ChONE): cvvvevvereeeceeeeseeeeseieeeesenesseienesseneas Sinh ndm: ...,

Nghé nghiép (chtic vu va cap bac) trude va sau 30-4-1975

CRO G NN NAY: ..ottt ettt en et en et s s e
14. Ho tén cac con: tudi, lam gi? & dau?

Trang 65



Nguwoi lam don
(ky tén)

UBND Phuong, X3
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2. Mdu don Xin viéc co bdn

CONG HOA XA HOI CHU NGHIA VIET NAM

boc 1ap — Tu do — Hanh phac

PON XIN VIEC

KINN QO e

HIEN CU DU AL 1 eeree s

Trinh G0 VAN NOQ: ...oveviiiii e

F PRAD: oo
NGhé NGRIEP CRUYEN MON: «...ovvveeceeceeee et

SUC KNOB: ...
Hién nay chua c6 viéc 1am, toi 1am don nay xin Nha nudc tuyén dung va bo tri cong viéc
lam.
Néu duoc Nha nuée chép nhan t61 xin cam doan thuc hién cac cong viéc dugc giao va thuc

hién céc chu truong chinh sach ché d6 nodi quy, ky luét ctia co quan xi nghiép.

Kinh mong co quan xi nghiép chap nhan.

Kinh don ky tén
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3. Mdau Resume

HO TN oo
Ngay Thang Nam Sinh: .......cccoiiiiiiiiii
D1a i e a e e e e aar s
8 3 1<) 0 ) 0 L0 T 1 SRR
EMAIL .
+ MUC TIEU NGHE NGHIEP
— Tré thanh nhan vién hanh chanh vin phong xuit sic
— Duoc lam viée trong mdi trudng chuyén nghiép, nhiéu co hoi thing tién
— Tich lily thém nhiéu kinh nghiém xtr 1y cong viéc hiéu qua, nhanh chéng
+ KY NANG CHUYEN MON
— Nhiéu kinh nghiém xir 1y cac cong viéc van phong nhanh va hiéu qua
— Thanh thao vi tinh vin phong, luu loat cac k¥ nang nghe - ndi - doc - viét ngoai ngi
Anh — Nga
— €6 kha ning giao tiép tot
+ QUA TRINH HQC TAP
» Cir Nhan
Tor 1998 - 2002 :

— TOt nghilp: eoveveeeereeeeeeeeeeseenen, - <Pia Piém>......cccoovvvvune, Thoi gian: .............

S Vo 172111y F <Pia diém>.......cccvevvree. Thoi gian: .............
+ KINH NGHIEM

» 3 nam kinh nghiém:

— Thu Ky Phong Kinh Doanh 3/2003 - Hi¢n Nay ................... <Pia Diém > ........

> Xiur ly va sip xép cac gidy to ho so lién quan

» Lén bang bao gia cho tung don dat hang

> Soan thao nhiéu vin ban, hop dong bang tiéng Anh va Viét

> Quan Iy vat dung vin phong va cac theo ddi cac dich vu thiét yéu khac
— Nhan Vién Hanh Chanh Van Phong 12/2002 - 02/2003....... <Pia Diém >

> HO trg chuong trinh hau mai khach hang

> Sap xép, 1én lich hop, bd tri phong hop

» Soan thao van ban va xu ly cac cong vi¢c hanh chanh khac

+ CAC HOAT PONG KHAC
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— Hién dang theo hoc nghiép vu Thu Ky Giam DPdc tai - <Pja Diém>dé nang cao hiéu
qua xu ly cong viéc
— Tham gia hoat dong tinh nguyén - Chién ST Muia Hé Xanh xuat sic nam 2001
+ NGUOI THAM KHAO

Phone;: < XXXXXXXXXX> EMail; coveeeeeeeeeeiiecieeeeee e,
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BAI TAP 8

Chiéu
HOm nay, troi nhe [én cao, ‘
T6i buon khong hiéu vi sao tbi buon...
L4 hong roi 1ang ngd thudn,
Suong trinh ro1 kin tir nguén yéu thuong.

Phat pho hdn cta bong huong, ‘
Trong hoi phi€u bat con vuong mau hong.

Nghe charng gi6 nhd qua song,
E bén lau lach thuyén khdng vang bo.

Khong gian nhu c6 day to,
Budc di s€ dat, dong ho sé€ tiéu.

Em ém chiéu ngan ngo chiéu,
Long khong sao ca, hiu hiu khé buon. ..
Xuan Diéu

Bai tay em

Gia tai em chi c6 ban tay, ,
Em trao tang cho anh tir ngay ay.

Nhimng nam thang ciing nhau anh chi thay,
Qua khir dai 1a mai toéc em den.

Vui, budn trong tiéng noi, nu cudi em,
Qua guong mat anh hiéu diéu lo lang.

Hé Xudn Hwong
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BAI TAP 9
CONG HOA XA HOI CHU NGHIA VIET NAM

boc lap - Tw do - Hanh phac
----- 000 -----

PHIEU PANG KY DU HQC

Kinh giri: TRUNG TAM TIN HQC BIEN HOA

SINhNQGAY: ..o NQUYEN QUAN: ...ttt
ChirC VU va dOm VI CONG tAC: ....vviiviiitieciee ettt ettt sb e s e s b e e s be e sbeesteesbeesbaebe s
SO T (Yo T TN 071 (o) TP

Sau khi nghién cau cac hinh thirc va noi dung dao tao cua Trung tam. Can cit vao diéu kién va
kha nang hoc tap cua ban than. T6i xin d¢ nghi Trung tam thu nhan t6i du hoc.

) T I SRRSO
7 TR I 1o o T Lo TP
3)  LIP hoC KNAi QIANG NGAY: ....veiviiiieiiiee et e

T6i xin chap hanh moi quy ché hoc tap cua trung tam dé ra.

TP. Hé Chi Minh, Ngay ...... thang ...... nam 20... ... ..

Nguoi dang ky
(Ky va ghi rd ho tén)
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BAI TAP 10
CONG HOA XA HOI CHU NGHIA VIET NAM

boc lap - Tw do - Hanh phac
----- 000 -----

SO YEU LY LICH

[ (o TRV (=1
Ngay: ....ccoeee. Théng............. INAM SINN v
D )t o 01 AT L=T T 72 Y ORI
DiéN thoai: ...cvvvereriireiiinns SO CMND: <.ttt
DAN TOC .vvvvvveiveiieic e TON QIAO...eeeieiecece e
Ho tn Cha:......c.cvvevvevreennn, Sinh NAM ..o, NGh& NGRIEP .....cvveeeeeceeeeee e,
DA L0 2 BT ) 4Tk - T RSP PRPRP
Hottn Me:.ovoviiiieeie Sinh namM .......ccoeevviiennen, NGhE NGRIEP .....cveevceeceeeeee e,
INOT COME TAC ..veiitieiitieitte ettt h e b e b e e b e e e e e e s e e s b bt e s b bt e be e et e e e b e e sar e e nnn e
Ho tén vo hoac chong: .......... Sinh NAM ..oovovevevceeaee, NGhE NGRIEP ....evveveeeeeee e,
DA L0 BT ) 4T - TSP

Ho tén cac con: Tudi, l1am gi ? ¢ dau ?

..................... ,Ngay ......thang ...... nam 20... .......

Nguoi lam don
(Ky va ghi rd ho tén)

XAC NHAN CUA CHINH QUYEN PIA PHUONG
(Hoac co quan chi quan)

............ ,Ngay ......thang ...... nam 20... ... ...
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BAI TAP 11

CONG HOA XA HOQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac
---000---

BIEN BAN
V/v: Péi chiéu cong ne va thanh Iy hep déng
S6: 99/HD-MB-PTTS

Hom nay ngay 13 thang 11 nam 2019, dai dién hai bén Ia:
BEN A: CONG TY PINACO

Dia chi: 333 Lé Van S§, Quan 3, TP. H5 Chi Minh

bién thoai: (028) 8888 899
BEN B: CONG TY TNHH LOLO

Dia chi: 132 Luong Thé Vinh, P. Thanh Xuan Bac, Quan Thanh Xuan, TP. Ha Noi
bién thoai: (024) 8555 321 ‘ ]
Hai bén tién hanh doi chicu chung tur va thanh ly hop dong S6 99/HD-MB-PTTS ngay 26
thang 11 nam 2019 gom cac diéu khoan sau:

Piéu 1: Dwa vao Piéu 1 ciia hop dong, Bén A di giao cho Bén B gom:

Stt  Tén hang PVT S6 lwong Thanh tién
1. Puong Bién HOA ........cocvee.e, LK [ T 200.50.......ceeeeeeeeeeeeeeeenae 100,000.00
2. Bot ngot Ajinomoto................. L -1 25.20 .o 80,000.00
3. Botngot A-ONne......coveveeenee. TaN.coiiians 120.50....cceceieeeeeeeeeeee e, 221,000.00

4. Ga0 K .o, 652.50..... 543,000.00
TONG CONG: ..ottt 944,000.00

Diéu 2: Bén B di thanh toan tién hang cho Bén A:

1. Phiéuthu 452.......cccccou..... 29/10/2019 ..o, 150,000.00 USD
2. Phiéuthu 455.......cccccoennn.... 30/10/2019 ..o, 180,000.00 USD

PIEU 3: Can ddi cong ne giira hai Bén

1. Tinh dén ngay 12/11/2019, Bén A con no lai Bén B s6 tién 5,000.00 USD. Bén A s&
hoan lai cho Bén B ngay sau khi van ban duoc hai bén ky.

2. Sau khi bén A thanh toan xong, hgp dong dugc thanh ly.

PAI DIEN BEN A PAI DIEN BEN B
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BAI TAP 12

Tap chi giao tan tay ban, s& tict kiém dugc 9600 dong va cude phi buu dién. Ban chi
viéc dién vao phicu dang ky sau day:

Ho va tén (Name):
Tén cong ty (Company):
bia chi (Address):

S6 dién thoai (Phone number):

@ N Gia 50,500 déng cho 12 s

TIN HOC V31 DOI SONG bao bao gom ca cuéc phi
buu dién, duoc ap dung

PC WO r|d trong ca nudc Viét nam. Ban

doc thuoc cac tinh ngoai Ha

TAP CHi VE CONG NGHE Noi va thanh phé Hb Chi
THONG TIN VIET NAM, minh ¢6 nhu cau gui bao
PUGC SY HO TRO CUA IDG. dam qua buu dién dong thém

2,000 dong cho mot so.

\>. )

CAC DU AN PAU TU TRONG NAM 2019

CUA NGANH CONG NGHIEP XE HOI

LIEN DOANH VON PAU TU (VND) PIA PIEM
Daihatsu VN-INdo..........c..cccooe....... 31,000,000.00.........ccmmererrrereererrieeenieeeenenen. TP. Ha Noi
VN-SUZUKI ..o 20,352,000.00.........c.cc0cvuevnnees TP. Bién Hoa - Pong Nai
FOrAVN ..o, 112,700,000.00........c.c0umrrerrerrrerrniinesieresnenean, Hai Duong
Chrystler ..., 183,346,2554.00........cccccvvrvenen. TP. Bién Hoa - Bng Nai
TOYOta AULO ..o 79,600,000.00.........c0ermrereeremeerrieeereneeierieneas Vinh Phu
ISUZU VN ... 70,000,000.00........ccccmmrrrerrrrrerrrrenenn. TP. H5 Chi Minh

Trang 74



BAI TAP 13

MICROSOFT CHINH THUC PHAT HANH OFFICE 2019

Microsoft vira chinh thirc
phat hanh phién ban Office
2019 cho may tinh Windows
véi nhiéu cai tién dang gia,
dic biét phai ké dén tinh
niing diéu khién bing giong
néi (Word), xuit video 4K
(PowerPoint). Ngay bay gio
hay cling tim hiéu céc tai vé
ciing nhw cai dat Microsoft
Office 2019 nhé!

| GIASU |

i TINHQC

. DAY L
. TINHQC
. THEO |

i NHU CAU |

____________________________________

MICROSOFT OFFICE 2019 CO GI MOI?

Office 2019 mang dén rat nhiéu cai tién so v6i phién

ban trudc do, chi tiet nhu sau:

Thém tinh ning v& tu do bang but chi.

Néng cép tinh ning dam may.

PowerPoint.

e HO tro giao dién ban dém Black Theme, tinh nang

diéu khién bang giong noi (Word).

Thém mét s6 dang biéu d6 méi trong Word va Excel.

Thém tinh nang dua moé hinh nhan vat 3D vao

_________________________________________

. DAY |
i TINHQC i
" VAN PHONG |
TIN HQC
BIEN HOA . ,
< DICHVY !
7 DANH |
. VAN BAN |
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a) Tao bang biéu:

BAI TAP 14

A . N Gi#i | Nam R P
Stt | Ong/Ba Ho va tén tinh sinh Thanh pho
1 Ong Lé Hiru Thin Nam | 1965 | 77 Tran Hwng Dao, Quan 1 TP. HCM
2 Ong Pham Dinh Nam | 1966 | 17 Ly Thwong Kiét, Quan5 | Viing Tau
3 Ba Tran Kim Binh N 1975 | 89 Lé Quy Bén, Quén 1 TP. HCM
4 Ong Lé Van Pinh Nam | 1970 | 66 Ly Thai T, Quan 3 Bién Hoa
5 Ba Ly Thi Mau Nir | 1968 | 111 Lo Pac Viing Tau
6 Ong Chau Ky Nam | 1969 | 14 Lé Pai Hanh, Quan 10 TP. HCM
7 Ong Vi Xuan Dau | Nam | 1973 | 34 Nguyén Du, Quan 1 TP. HCM
b) Danh sach hoc vién ciia TRUNG TAM TIN HOC BIEN HOA:
Thoéng tin lién lac :
Stt| Hovatén |— : NGaY | Ghi chy
S dién thoai Pia chi nhap hec
c) Mot sé tit phim dung trong Table:
Céac B Céac ..
ohim Churc nang ohim Churc nang
Tab | Dén 6 ké tiép Shift- | Dén 6 trudc doé
Alt = X ~ A A s A X ~ X N A
Dén 6 dau tién phia trén Alt - End | Bén 6 cudi cung trén
Home
X ~ A N ~ ~ Alt = X N X N ~ ~
Alt-PgUp | Bén 6 dau tién trén cét PgDN Dén 6 cudi cung trén cot
Lui vé mot ky tw » Tién t&i mot ky tw
Lén hang trén 2 Xubdng hang duwéi
Alt - F5 | Chon toan b bang Ctrl - Tab | Chén mét ky tw Tab
Enter Chen mot Paragraph F9 Tinh lai céng thurc
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BAI TAP 15

Don i Mau s6 01 - VT
ettt (Ban hanh theo Thong tw sé 133/2016/TT-BTC
BO phan:......coccoiviiii e, ngay 26/8/2016 clia B Tai chinh)

PHIEU NHAP KHO

Ngay ...... thang ...... nam .......... N PN
SO it CO: e

[ (oY= I =T W g Yo U o d o | = To Lo PP PP PPPPPPPPP

Theo s6 hop dong ...... ngay ...... thang ...... nam ......... CUA e
Nhap tai KNO: ..o 12 FIEM .,
stt| Tenhanghoa | M2 |pvt Solwgng |5, gia| Thanh

SO Theo chieng tr | Thwe nhap tien
(A) (B) (© | (D) (1) (2) 3) (4)

TONG CONG:

....................... Ngay ......thang ...... nam .......
Nguwei 1ap phiéu Nguwei giao hang Tha kho Ké toan trwéng
(Ky, ho tén) (Ky, ho tén) (Ky, hotén)  (Hodc bé phan cé nhu cdu nhép)
(Ky, ho
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TIN HQC BIEN HOA

BANG BAO GIA

Kinh gwi quy cdng ty bang B&o gi& phu kién may tinh

; : HINH SO ‘ THANH
STT | SANPHAM ANH | LUONG | PONGIA TIEN

1 Thing may tinh 10 3.000.000 | 30.000.000
2 Man hinh 10 1.000.000 | 10.000.000
3 Ban phim 10 200.000 | 2.000.000
4 Chuot 10 100.000 |  1.000.000

7N
5 L6t chuot 10 20.000 200.000
6 Tai nghe 10 150.000 |  1.500.000
2 44.700.000

Tong

Thué VAT 10% 4.470.000
TONG CQNG 49.170.000




