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BAI 01: LAM QUEN KHOA HOC

PHAN 1: TAT MO MAY TINH DPUNG CACH

|. Mé may tinh nhw thé nao cho ding cach:
O Budc 1: Kiém tra tin hiéu dén man hinh, sau khi c6 tin hiéu dén thi tiép budc 2

O Budc 2: Bat nguon CPU (luu ¥: Nt nguon CPU ludn nam phan mat trude CPU)

1) Tay an nhe nat ngudn r6i tha ra

2) Nhin tin hiéu dén tai nat ngudn hoac xung quanh nat nguén

3) Cho 5-10 giay va nhin 1én man hinh Xem ¢6 tin hiéu chua
Il. Tit may tinh nhw thé nao ding cach

1) Tat cac tng dung dang mé

2) Chon nut Start & Chon vao niit nguon = Shut down

2 Luu y: Khi ndo tdt ca tin hiéu man hinh, dén nguon tat thi may tinh méi tat thanh céng
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PHAN 2: THUC HANH GO POAN VAN BAN SAU VAO MS WORD

Lam sao dé co kién thirc chic chan, khong s¢ b1 quén, luon chu dong va tu phat
trién dugc trong moi cong viéc?

1.

Can biét dang hoc cai gi va tiac dung mén hoc d6: Hoc vién khi ding ky
can nghe tu van k¥ cang vé cac mon hoc ma minh s€ dugc hoc.

Phai doc k¥ muc luc trwdc khi hoc: Trudc khi hoc nén xem minh s€ duoc
hoc nhirng ndi dung nao.

Chu dong nghién ctru: Hoc vién nén chu dong nghién ctru trude Khi hoi
g1d0 vién, viéc nay giap hoc vién hiéu sau hon van dé dang nghién ctru.

Van dung cac cong cu hd tro: Trong qua trinh hoc tip, hoc vién nén van
dung cac cong cu hd trg trén Internet nhu ChatGPT, Youtube... dé tu tim
cach giai quyét van dé, gido vién s& hd trg g& not that, khi d6 hoc vién sé
hiéu rd ban chat van dé va van dung tot hon.

Hoc va lam nhiéu bai tip ¢ nha: Mdi ngay hiy danh t6i thiéu 30 phut 6n
lai va lam lai cac bai da dugc hoc trén 16p, dam bao ban khong bao gio
quén, tham chi con phat hién ra nhiéu cach 1am mai la hon.

= Bach Xuan Hién

Kiéu go Telex

AA=A EE=E

DD=D 00 =0
OW =0 UW=U
AW = A

F = Dau huyén (\)
S = Dau sac (/)

J = Dau ning (.)
X = Dau ngi (~)
R = Dau hoi (?)
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PHAN 3: THAO TAC MO GIAO TRINH, TAI LIEU KHOA HQOC

Hoc vién hay ghi vao v& va lam theo cac budc sau dé lay giao trinh hoc tap:

O Budc 1: Mo trinh duyét Chrome trén may tinh

> Thao tac: Giir dong thoi hai phim Windows va phim R = Gé “Chrome” = Enter (hodc bam OK)

O Budc 2: Tai 0 tim kiém trén Chrome, nhap “TIN HOC SAO VIET”

0 Budc 3: Chon Website c6 tén “blogdaytinhoc.com’ (cé hinh ngoi sao)

=/ Run

1=l

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

X ]

Open: | chrome‘

Cancel Browse...

O Budc 4: Chon khoa hoc ¢6 tén “Soan thao van ban hanh chinh trong Word”

A Budc 5: Chon mon hoc THVP028... > Cudn xudng dudi muc

> d€ mo gido trinh
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. Bach Xuéin Hién

BAI 02: MOT SO THAO TAC CO BAN VOI PHAN MEM WORD

NOI DUNG BAI HOC

1)
2)
3)
4)
5)

Tao file Word moi

Luu file Word méi

In van ban Word

Nhom cong cu dinh dang van ban trong Word thuong dung

Bai tap thuc hanh

Bién soan: Bach Xuan Hién TRUNG TAM DAO TAO TIN HOC SAO VIET
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BAI TAP THU'C HANH THAO TAC CO BAN TRONG WORD

1. Trong Documents hay tao thu muc “Sao Viét Binh Duong” va thu muc “Thuc hanh”
Tao tai liéu méi (mé file Word méi), Iuu vao thu muc “Thuc hanh” véi tén “Sao Viét Binh Duong”

3. Tai “ ‘ ” luu vao thu muc “Thuc hanh” trong
Documents véi tén “Sao Viét Pong Nai”

Mo tép “Sao Viét Béng Na1” va tiép tuc thuc hién cau 5 va cau 6.
Chon may in PDF va xuat ban in luu vao thu muc “Thuc hanh” trong Documents nhu sau:
a) Chiintrang sé 2;
b) Chiin cdc trang sé 1, s6 3 va s6 4;
¢) Incdctrang sé 2 dén trang sé 4;
d) In tat cd cac trang.
6. Chon kiéu trang ngang va kho gidy A5

Tar “ va luu vao thu muc “Thuc hanh™ trong
Documents vé1 tén “Soan thao Word™

8. Hay thuc hién cac dinh dang theo yéu cau trong file thuc hanh vira tai vé trén
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|. TAO FILE WORD MOI

O B1: Nhan dong thoi phim Windows va phim R
0 B2: Go tir “winword” vao 6 Open

[ B3: Chon OK (hoic nhan phim Enter)

| B4: Chon “Blank document”

@ New

ﬁh Home
=/ Run X .
|| D New

=] Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you. = Open

» |
i | Open: ’;\ﬂ'm«zord»l v

Get Add-ins

Cancel Browse... Info

Blank document Small |

Save

Save As l
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A Il Save As X
Save Share options
r &« v > This PC > Phan_Mem (D)) > Thuc Hanh v @] Search Thuc Hanh p
Il. LUU FILE WORD MOT  [==g 5} share
o Organize - New folder = o
Print ~
F . I S Zalo Received Files Name Date modified Type
I e ave S share Other locations No items match your search.
@ OneDrive - Office 365
9 Ch \ Experl E@ This PC I This PC
on vao Browse & Windows
Transform

Add a Place == Phan_Mem (D:)

© Chon noi can luu _E%T"""a'f@(\)f\ |
7 Microsoft Wor
O Dat tén

File name:l 9{\ v
_—1
6 Chon CCSave9, Save as type: Word Document (*.docx) M

Authors:  Xuan Hién Tags: d a tag Title: Add a title

() Save Thumbnail

A Hide Folders Too\se Cancel

Account

Options
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I11. IN VAN BAN

File 2 Print (hodc nhin CTRL + P)
® [énhin

® S6 ban in
® Chon méy in
e T Printer
I'ang Cal’l 11’1 Foxit Reader PDF Printer o
o Intdt ca thi dé trong, phia trén dé “Print All Pages” LM — m;,,)J
o In 1 trang duy nhat thi g6 1 trang, vi du: 4 (hodc 4-4) ‘3ettm95

D Print All Pages
-
il The whole thing

o Inlién tuc bat ky thi g6 trang , vidu: 3-5

Frint Line sid

|_‘_ Only print on unesidee 3
©® Inki€u 1 mit hodc 2 mat: . N
One sided: 1 mat

@ Portrait Orientation *o -
Both sided: 2 mat \ ﬂ

s FID ;.a.;;rcmxﬂ'.g-‘i cm @ v)
@ Hudng giay in: (ngang/doc) P
® Kho gidy (A4, AS, Letter...)

Left: 254 cm  Right 2.54 cm T
©® Chuyén trang in khac.

o In nhiéu trang khdc nhau, vidu: 3,7,10

D 1 Page Per Sheet -
Page Setup 9 31 |of38 rl
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V. NHOM CONG CU PINH DANG VAN BAN

1. Nhom cong cu Font

O In dim

® [n nghiéng

® Gach chan

O Gach ngang chu

© Hié¢u ing chir

® Highlight chir

@ T6 mau chiv

® Xoa tat ca dinh dang

Bién soan: Bach Xuan Hién
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2. Nhom cong cu Paragraph

File Home |Tiénich Insert Draw Design Layout References Mailings Review View De
O Can 1€ (trai, gitra, phai, déu hai bén) i p——— A A Asv (B | ===y = = 8] g
X 5 A Paste B I U ~ ¥ v £ v A = = =|=. |_<"ﬁ o H5 v
® T6 mau nén g Uva x ¥ A A E]a)__,u :CDJ;
Clipboard Tn Font Y . Y]
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3. Nhom cong cu Text

a) WordArt: Tao kiéu chit nghé thuat
U B2: Binh dang chir
35 Mailings Review View Developer He@®)Shape Format

) Text Direction v ? R ‘B ﬂ DJ Brir
=l —

v

O BI1: Tao chit nghé thuat

R A
. - A -
Draw  Design [C‘Comments“/Editing e Outline A A A -’ﬂ [\__I]gnTEXt Alt Position Wrap |__|E||SE'F
- N N R . . . . ffects v v | @ Create Link Text v Textv o sels
m L—‘ t(} (D QumkPartsv @Slgnaturehne ¢ T[Equatu ek
3 Ps Shgs Ic’gnjs Her Fr Page th 4] WordArt v | £ Date & Time () symbo N A Accessibility
5 v ' v Heade:&FoN::berv . A A A A A C | Z | - o Ql adow > — o
“10‘\‘11-I‘12‘\-13‘\‘14 Aﬂeﬂection >
A A A A A o No Transform -
AAA L/ | Rom A
L/ L/
Yourt Your text here 9| a Y b
Bevel
O
A 3.D Rotation Follow Path
TINHOC SAQ VIgr
db(. Transform ||~ % w e NG
cde” '?.rlv»,\ KT
Warp
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b) Drop Cap: Tao chir cai 1on dau dong

® Chon chit (mot hodc nhiéu chir) dau dong can dinh dang ¢ 16n
® Th¢ Insert

® Chon cong cu Drop Cap

Insert o[
[

W

Design Layout References Mailings Review View Developer Help

|L_-| Con
@ Link v ‘|‘ Ii Ig A Quick Parts v Ef Signature

mEnl|

le Pictures Shape¥, lcons 3D SmartArt Chart Screenshot Online Comment = Header Footer  Page Text 4 Werar @ Date & Jir
M v Models v M Videos [T Cross-reference ¥ Number v Box v \[E Drop Cap v ] 8] object | ~
es lllustrations Media Links Comments Header & Footer 9)
-?-I-,.I [ N R I ! I T B R [ T T I B B ! |T‘ None
[ il
A Dropped
o L A In margin
RUNG TAM TIN HOC SAO VIET = _
2= Drop Cap Options...
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BAI 03: KIEN THUC CO BAN VE VAN BAN

NOI DUNG BAI HQC

1) Kién thic vé thanh phan vin ban

2) Chinh ta va cach trinh bay van ban

Bién soan: Bach Xuan Hién

TRUNG TAM PAO TAO TIN HOC SAO VIET
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BAI TAP THU'C HANH KIEN THUC CO BAN VE VAN BAN HANH CHINH

Tai « » vao Desktop va thuc hién theo yéu cau trong do

Trang16
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|. KIEN THUC VE THANH PHAN VAN BAN
Mot doan gém mot hoac nhiéu cau, mot cau gém mot hoac nhiéu tu, mot tu gém mot hoac nhiéu ky tu.
II. KIEN THUC VE CHINH TA VA CACH TRINH BAY VAN BAN

Trong soan thdo van ban, viéc viét hoa dung thé hién su chuyén nghiép va ton trong nguoi doc van ban. Luu
Y mot 5o truong hop co ban sau:

1) Viét hoa dau cu, sau ddu cham céu (.), sau dau cham héi (?), sau dau cham than (!).

Vi du: Mdi nguoi ching ta sinh ra déu c6 gia tri to 1on. Ai cling phai nd luc hoc tap dé nang cao gia tri ban
than, nhung phai chang do 1a suy nghi cia ban? Suy nghi cua ban chi ¢6 ban méi biét. Oi thoi! Pung cb suy
nghi nira, hdy hanh dong di.

2) Viét hoa danh tir riéng chi tén nguoi va tén dia danh.

Vi du: Nguyén Anh Thu, Lé Vian Bay...thanh ph6 Ha Tinh, tinh Binh Duong. Trur 2 truong hop dic biét 1a:
Thanh pho H6 Chi Minh, Thanh ph6 Ha Ngi.

3) Tén cac ngay Ié, ngay ky niém l6m

Vi du: ngay Quéc khanh 2-9, ngay Quoc té Lao dong 1-5, ngay Phu nit Viét Nam 20-10,...

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HQOC SAO VIET Trang17
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4) Tén cac thir trong tuin, cac thiang trong nim (néu khong dung so)

Vi du: thr Hai, thir Ba, thang Hai, thang Muaoi. ..

5) Tén cac ngay tét va tén cac nim am lich

Vi du: tét Nguyén dan (hoic viét tat 1a: Tét), tét Poan ngo, tét Trung thu..., Ky Ty, Tan Hoi, Mau Than. ..
6) St dung Enter

Phim Enter chi dung dé két thic mot doan vin ban hoan chinh, néu chua két thuc doan ma mubn Xuéng
dong thi phai dung Shift Enter.

7) Sir dung khoang tring

Giira cac tir chi dung mot dau khoang trang dé phan cach. Khong sir dung dau khoang trang dau dong cho
viéc can chinh I&.

8) Sir dung cac loai dau vin ban

Cac dau ngat cAu nhu cham (.), phay (,), hai cham (:), chAm phay (;), cham than (1), hoi cham (?) phai duoc
g0 sat vao tu ding trudce no, ti€p theo la mot dau khoang trang néu sau do6 van con no1 dung.

Cac dau mo ngodc va md nhay déu phai duoc hiéu 1a ky tu dau tir, do d6 ky tu tiép theo phai viét sat vao
bén trai cua cac dau nay. Tuong tu, cac dau dong ngoac va dong nhay phai hiéu 1a ky tu cuoi tir va dugc viét
sat vao bén phai cua ky tu cudi cung cua tur bén trai.

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang18
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BAI 04: CAC BUOC CO BAN TRUOC KHI SOAN THAO

NOI DUNG BAI HOC

1) Hién thi thudc do va doi don vi tinh
2) Chon Font chir va c& chir

3) Can chinh khoang cach dong, doan
4) Chon I¢ gidy va hudng gidy

Bién soan: Bach Xuan Hién TRUNG TAM DAO TAO TIN HOC SAO VIET
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BAI TAP THUC HANH CAC BUOC TRUOC KHI SOAN THAO

Tai « » va thuce hién cac yéu cau sau:
Khéng hién thi thuéc do.

Hién thi thude do va d6i don vi tinh thude do vé Inch

Chon font chir Calibri va ¢6 chir 19 cho toan b van ban

Doi don vi tinh thude do vé cm

Chon khoang cach giita cac doan 1a 15pt (trude va sau déu 1a 15pt)

Chon khoang cach giira cac dong 1a Multiple 1.5

Can 16 tat ca cac bén (trén - dudi - trai - phai) 1a 1cm

Chon font chtr Times New Roman va c& chir 13 cho toan by van ban

© © N o g bk W E

Chon khoang céach gitta cac doan la 6pt, khoang cach gitta dong la Single
10. Chon kho gidy A4 nam doc
11. Chon 1é trai 3cm, 1& phai 1.5cm, 1é trén 2cm, 1 dudi 2cm

Trang20
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|. HIEN THI THUOC PO

Thé View = Ruler
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1. POI PON VI TINH VE CENTIMETER
Thé File = Options - Advanced - Display = Show...unit of = Tich chon la Centimeter.

PE o —

General Expand all headings when opening a document &)

Display @

Proofing

rd Opti
ord Uptions E .

s
L —

Read = Print Web
Mode Layout Layout

Wiewrs

|.1-|-§-

. w*hrnfﬂecentDncuments: 5 E{i'}

[] Quickly access thismessser of Recent Documents: |4

Save

Language
" :f'—“ Show this number of unpinned Recenstgder: |20 H
~ v —J (Show measurements in units of Centimeters| » |
- . Acmunt% Customize Riboon Style area pane width in Draft and Outline views: [0 cm
) Quick Access Toolbar Show pixels for HTML features
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I11. CHON FONT CHU, CO CHU”

@ Document1 - Word

File Home Tiénich Insert Draw DEsign Layout Reference

ﬁil PQ) v Q)AV Aa~ Ao

Paste ) a
~ [ ] N 5 I
1 Font chir: Times New Roman Clipboard

~ ~ . /-
D CO’ Chll’. 13 = Recently Used Fonts

Chiu E’° Times New Roman
. : OTM BAVIBA
UTM Amerilsa Sans
{ 4 , , : UTM classizismantiqua
2) Neu tir g6 tay thi ket thuc phai nhan Enter dé dp dung. - Adreington
~ VNI-Times
- VN Times
UTM Khuccamta
Arial
- Calibri

[@ r{n

(Headings)

(Body) T

1) Van ban co san, phdi chon tat ca roi moi chon Font va co

All Fonts

- VnArial
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V. CAN CHINH KHOANG CACH DONG, POAN

References  Mailings Review View Developer

Page Layout (Layout) - Paragraph - Hinh bén S S

=1 Breaks v Spacing

o After: 6pt (khoang cach so véi doan sau) 1 Line Numbers ~
o r r e ’ ac- Hyphenation v
o Before: 6pt (khoang cach so v4i doan trudc) o .
. - . ) , , . I © 6 7
o Line spacing: Single (khoang cach cac dong trong
\ A Paragraph ? X
cung mot doan)
ImdeTndSpac. Line and Page Breaks
. . n - ~ ~ ~ eneral
Trung tam Tin hoc Sao Viét la mét trong nhitng Trung tam GM - -
Tin hoc hang dau tai Viét Nam c6 hon 10 nam xay dung va ) j ' Mo e
, -4 Qutline level: ody Te ~ ollapsed by default
phat trién.
Before) |
Véi tam nhin va cam két khong ngirng nang cao chat lwong ndentation 3 |
dao tao nhan lwc chat lwong cao, Tin hoc Sao Viét di khing e oo ” e v
dinh duoc vi thé va uy tin trong linh vuc dao tao tin hoc cho Right 0em [ (none) . .
ngudi di lam, hoc sinh, sinh vién, doanh nghiép. e et
A"ﬁtﬁﬁ . . . Spacin
Cac khoa hoc tai Trung tam bao gom: Khoa hoc tin hoc van e ‘ -/ )
1\ r r - r ~ efore: 6 pt - ine spacing: :
phong Word, Excel, May Tinh, PowerPoint; Khoa hoc vé et =B e spacing =
~ r er: 6 = ingle ~ =
k§ thuat AutoCAD 2D, AutoCAD 3D; Khéa hoc & - :

(] Don't add space between paragraphs of the same style

SolidWorks; Khoa hoc SketchUP
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CAI PAT VA CAN CHINH TRANG IN

Layout (Page Layout) - Page Setup =
Chon theo hinh bén phai.

Q Top (Ié trén) = 2cm
Q Bottom (& dwéi) = 2cm
Q Left (1é trai) = 3cm
Q Right (lé phai) = 1.5cm

Bién soan: Bach Xuan Hién
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Draw Design References
ﬁ Breaks v ent
12 Line Numbers v += Left: |0cm

ns
b%_ Hyphenation v

Mailings

-~ + =
1 = Before:

° * é After:

Spacing

Paragraph

Review View

I

< >

il

Developer

[ &)

Top: 2cm = Bottom: 2cm =

Left: 3 cm = Right: 1.5 cm =

Gutter: 0cm < Gutter position: Left v
Orientation

R
Portrait Landscape

Pages

Multiple pages: Normal ~
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BAI 05. CHEN VA XU LY HINH ANH, HINH DANG

NOI DUNG BAI HOC
1) Chén hinh anh (Picture), chén hinh dang (Shape)
2) Dinh dang hinh anh va hinh dang

3) Mot s6 thao tac voi hinh anh, hinh dang

Bién soan: Bach Xuan Hién TRUNG TAM DAO TAO TIN HOC SAO VIET
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BAI TAP THU'C HANH VE HINH DANG, HINH ANH

1) Tao cac hinh dang khong c6 khung vién (No Outline), sau d6 nhap ndi dung nhu mau

HOC
g SAO >
- ////\\

2) Tu nhitng hinh trén, hady nhan ban va chinh lai nhu hinh dudi

[ )(»— 6 &

3) Tao ra4 hinh va danh s6 nhu dudi, sau d6 thuc hién theo cac yéu cau sau:

a)  Sap xép hinh s6 4 nim dudi tit ca hinh con lai

b) Sap x&p hinh s0 4 nam trén cac hinh con lai

¢) Tang kich thudc hinh s6 4 to 1én, nhung vén git dugc hinh dang ban dau
trong qua trinh tang kich thudc

d) Nhom tit ca cac hinh lai thanh 1 nhom, sau d6 tach nhom ra cac hinh

Trang27
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BAI TAP THUC HANH VE HINH DANG, HINH ANH

4) Trinh bay van ban va dinh dang hinh anh (hinh anh 1én Google tim kiém “Tin hoc Sao Viet”)

Bai 01

Tin hoc SaoAViét la don vi dao tao hang dau vé Tin hoc van phong. V&i 12 cd sd dao

o al.A\IQi Tinbﬁc;jvgn phong, Trung tdm con dao tao cac bd mdn
hoa, Vé ky thuét, Lap trinh, Tin hoc quéc té€ MOS va IC3, Tin hoc

tao tai Tp , Binh Duong, Péng Nai. Trung tdm ludn L&y phuong cham « Chéat

Tin hoc Sao Viét |a donvi dao tao hang dau vé Tinhoc van

Téng Khai Gian phong. V&i 12 ca s& dao tao tai Tp.HCM, Binh Duang,
Tin Hoc Viin Phong Cép Toe Pong Nai. Trung tam luén ldy phuong cham « Chat luong
lam hang dau ». Ngoai Tin hoc van phong, Trung tdm con
dao tao cac bd mén nhu: K& toan, D6 hoa, Vé ky thuét,
Lap trinh, Tin hoc quéc t& MOS va IC3, Tin hoc cho tré
em, Hanh chinh nhéan su, Xuat nhbp khau...

Bai 03

%AD i la don vi dao tao hang dau vé Tin hoc van phong. V&i 12 co sd@
) dao tao tai Tp.HCM, Binh Duang, Péng Nai. Trung tdm ludn 8y
phuong cham « Chat lugng lam hang dau ». Ngoai Tin hoc van phong, Trung tdm
con dao tao cac bé mon nhu: K& toan, Do hoa, Ve ky thuat, Lap trinh, Tin hoc quoc
té MOS va IC3, Tin hoc cho tré em, Hanh chinh nhén| sy, Xuat nhap khau...

Téng Khai Gidng
Tin Hoc Van Phong Cép Téc

Phuang phép hoc cdm tay chi vige
1 Gldo vién kém 1 hoc vién

Dot 2: 15/06/2024
A agury 10% hot phi Cha M-SV
Aing ky rude 26/06/204

Tin Hoc Van Phong Cap To.
Phurang phdp hoc cAm tay chi vige
1Gldo vién kém 1 hoc vién

Téng Khai Giang
Tin Hoc Van Phéng Cép Téc

Phuang phap hoc chm tay chi vige
1 Gido vién kém 1 hoc vién

IrangZzo
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|. CHEN HINH ANH, HINH DANG

1) CHEN HINH ANH
Insert = Picture -
® Tim dén thu muc ¢6 hinh can chén
® Chon hinh can chén

® Bam nut Insert

Bl Cover Page ~
| '] Blank Page

"= Page Break

Pages

Bién soan: Bach Xuan Hién

Table Pi

-

Tables

hline Shapes

i¢tures ~

[llustrations

l'-l Insert Picture

A PR > ThisPC > Windows (C) > Users > TUAN » Pictures

Organize - New folder

_B Music
u Videos
Gido trinh THVP
WORD CC BAN
Mau Mdi

Zalo Received Files

@ OneDrive - Office 365
& This PC

= Windows (C)

== Phan_Mem (D:)

== Tai_Lieu (E)
\g Network

gl Microsoft Word

Chon thw mug;cé hinh anh

o

Camera Roll

khoa-hoc-tin-hoc

o -van-phong.png
. |

v C Search Pictures
O EI
M-
New folder Saved Pictures
/]

zalo_last_screens
hot.png

File name: ‘khoa—hoc—tin—hoc—van-phong.png

w

Tools F\Insert

At"étures (*emf*wmf*jpg;*. v

g

Cancel

—

TRUNG TAM PAO TAO TIN HOC SAO VIET
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Draw Design Layout References Mailings Review View Deve

Home Tiénich ol"\ ert

er Page ~ I__' t(> @ I:I:I] !r__j! I = @ Link
. Ol% = o+ Lo [
kFage Table Pictyred |Shapes|| Icons D SmartArt Chart Screenshot = Online ookma
= Break v VI Models ¥ v Videos [ Cross-re
ages Tables 9 Media Link
C2 3 A 56

2) CHEN HINH DANG ~ )
Insert = Shapes 2> ﬂ}

Rectangles

OOoLaoatGOonoOono

Basic Shapes

HOANTAGCOOD®O e
OGCOJOF LY =000 Sao Viet
HOOALOOR GO
G001 3

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang30
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111. PINH DANG HINH DANG VA HINH ANH.
1) Dinh dang cho hinh dang:
O B1: Chon hinh dang: Chon ngay vién ngoadi, xudt hién chium miii tén thi méi chon
0 B2: Chon thé Format 2>
® Shape Fill: Chon mau cho toan bd hinh dang rlt Draw  Design  Layout : ZMF" Mclqg Review View Develope
2 No Color = Khéng mau (khdc mau trang). 9[) « & ZShaPEOUt"na?

Hele=| Shape Format

A ~ l’i‘ Text Direction v

A A A v |:%:|AlignTextv
A ~

€@ Create Link

“¥ &) Shape Effects v
Shape Styles ™~ WordArt Styles N Text

® Shape Outline: Vién ké ngoai cua hinh dang.
2 No Outline = Khéng mau (khdc mau tring).

2 Weight: Dé day ciia vién
O Dashes: Kiéu dwong ké
® Shape Styles: Mau c6 san

2) Viét chir va chinh sira chir vao hinh dang

Chuot phai vao hinh dang = Add Text (hoac Edit Text)

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HQOC SAO VIET Trang31
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File Home Tiénich Insert Draw Design Layout References Mailings Review View Developer Help ' Picture Format

E‘g :b: Color v =/ Z Picture Border @ E
i E]§ Artistic Effects v Od v e e S - ol b E &) Picture Effects @
. A > R Carrect - k
3) D!nh dang hlnh anh BaCi’;fZ\:Je”d @ef o Elﬂ Transparency v EZ] v @5 Picture Layout v 1

Adjust Picture Styles IS Accq

Chon hinh - Picture format-»> o0 SRR IR TN KL TRRE TR IR AT R TR R TR

r

® Tao khung vién
® Hic¢u ung

Téng Khai Giang
Tin Hoc Véan Phong Cap Téc

® Kiéu dinh dang mau
® Chon d6 sang t6i cho hinh

Phurong phdp hoc cam tay chi viéc
1Gido vién kém 1 h

R R SR Bl i B

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HQOC SAO VIET Trang32
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V. MOQT SO THAO TAC VOI HINH ANH VA HINH DANG.
1) Thay ddi kich thwée va kiéu hién thi trong viin ban

©® Kcéo dé tang giam kich thudc theo 2 hudng

Layout Options X
7 In Line vhg*gxt

m_

a) Giir thém Ctrl dé tang giam theo 4 hirong

b) Giir thém Shift dé giir nguyén hinh dang ban dau

® Xoay tron hinh

With Text Wrapping

© Ting giam kich thudc hinh theo chiéu ngang

® Tang giam kich thudc hinh theo chiéu doc

© Vi tri hién thi hinh trong vin ban:

See more...

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HQOC SAO VIET Trang33
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2) Di chuyén: Chon vién ngoai (xuat hién chim miii tén) > Kéo va tha
3) Xoéa: Chon vién ngoai (xuat hién chum miii tén) & Nhéan phim Delete (hodc phim Back space).
4) Nhém cac hinh thanh 1 khoi

Chon cac hinh can nhém = Chuét phai vao 1 hinh = Group 9 Group (b6 nhém thi chudt phdi vao hinh bat
ky = Group = Ungroup) »@w_j_u__j "

o~

| Search the menus

& cut
(@ Copy
i Paste Options:

&

@ Group I '3_1 Group!

5) Nhan ban: Chon hinh dang = Giit phim Ctrl va di chuyén chudt sang vi tri khac.
7) Sap xép 16p (hinh nam trén hodc nim dwdi hinh khac)
Chon hinh & Chon mot trong cac cach sap xép sau:

2 Send to Back (sdp xép nam dwéi hinh khdc)

o Bring to Front (sdp xép nam trén hinh khac)

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang34
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BAI 06. PANH SO TRANG VA TAO HEADER, FOOTER

NOI DUNG BAI HOC
1) Panh so va dinh dang so trang

2) Tao va dinh dang Header, Footer

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang35
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BAI TAP THU'C HANH VE PANH SO TRANG, HEADER, FOOTER

1) Tao méi mot ban Word
2) Nhap vao noi dung sau (nhap xong nhé Enter ngay): =RAND(50,5)
3) Vin ban ngau nhién vira tao ra c6 bao nhiéu trang
4) Panh s6 trang trén dau ¢ gitra cho toan vin ban
5) Xoa tat ca so trang
6) Danh s6 trang dudi chan bén phai
7) Thém ndi dung “Trang s “ trude sb trang (vi du: “Trang s6 17, “Trang s6 2”...)
8) Thém tong s6 trang phia dudi so trang (vi du: “Trang 1/7”, “Trang 2/7”...)
9) Tao Header phan bén trai v6i ndi dung “TIN HOC SAO VIET”, phan bén phai “SPT: 093 44 44 858”
10) Tao Footer phan bén trai voi ndi dung “Chuyén dao tao Tin hoc thuc hanh”
11) Tai*“ ”
a) Danh so trang va dinh dang nhw mau
b) Tao Header, Footer va dinh dang nhw mau

Trang36
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O search

ument1 - Wor
\ X
I CHEN SO RANG: File Home Tiénich | Insert | Draw Design Layout References Mailings Review View Developer Help
. I I
[® cover page ~ o T— > Link - i b Ly
E Dy U 50 o e =N b
T

D Blank Page Table Pictures Shapes Icons 30 SmartArt Chart Screenshot = Online D Bookmark Comment Header POD Page

-

Bl

Models v ~ Videos [ Cross-reference Number ~

Insert > Nhoém Header and Footer = Page B e | L | S | | e R
number - Bottom of Page - Chon ki€u &

dudi bén phai J-

Mailings Review View Developer Help

N [__T: ; @ Link ~ i Q - Quick Parts

] 0+ ~® [1 Bookmark A»ﬁ'WdAv
t Screenshot  Online ookmar Comment  Header Footer]| Page Text ordArt

v Videos |_T3 Cross-reference - v |{Number ~ Box v

Media Links Comments Header & j op of Page 5

1 N .
Simple IIB Bottom of Page >
Plain Number 1 /B/Eagt Margins >
ang B current Position >

!
m 1 / Br Format Page Numbers..

deé [ Remove Page Numbers
bhiét| Plain Number 2

mdQ h thién 1dm, ma cling
hiéy mét cach dé ginp d&
A hg
huoll Plain Number 3 ing vét thuong trong
thir
hirn, ! 1 vi nhét. Su gidn dit
én h.

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang37




TIN HOC SAO VIET

093.11.44.858 tinhocsaoviet.com
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II. TAO HEADER VA FOOTER:

Thé Insert 2 Nhom Header & Footer 2 Chon
Header (hodc Footer)

File

Home Tiénl’ch Draw Design Layout References Mailings Review View Developer Help

%CoverPagev @ ré t(}

[ Blank Page Table  Pictures Shapes Icons
[ v v v
= Page Break

Pages Tables

(1 Comment

@ T 7  DLink ~ s ﬁ I_Ebl - [E] Quick Parts v [ Signature Line
61+ 2
SmartArt Chart Screenshot = Online D Bookmark (m Header||Footer ~ Page Text ’4 Wordart f‘Date&Tlme
Models v v Videos FE Cross-reference ¥ ¥ Number~ Box v ﬁ:| Object v
lllustrations Media Links Comments rart A
- Built-in
ol el 20030 4567 B9 100
= Blank
[Type here]
Blank (Three Columns)
[Type here] [Type here] [Type here]

Austin

Banded

Bién soan: Bach Xuan Hién
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BAI 07. BULLETS, NUMBERING, SYMBOL

v’ Bullets ld cdc biéu twong (vi du: miii ten, cham tron... ) dat dau méi doan dé phan biét cac doan.

v Numbering la cdc con so dat dau méi doan, dé danh STT céc doan.

v Symbol la cdc biéu twong (hinh dang ban tay, mili tén, con sé, chir cdi...), dung dé chén vao vi tri bat ky
trong van ban

NOI DUNG BAI HQC
1) Chén Bullets, Numbering

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang39
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BAI TAP THUC HANH VE SU DUNG BULLETS, NUMBERING, SYMBOL

1) Tai“ ” va lam theo yéu cau trong do

Trang40
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|. CHEN BULLETS VA NUMBERING

O Bullets 1 cdc biéu twong (vi du nhu hinh miii tén, hinh cham
tron...) dat dau moi doan dé phdn biét cac doan.

< Numbering la cac con s dat dau méi doan, dé danh STT doan.
O B1: bit dau nhay vao doan can chén

1 B2: Home - Nhom Paragraph = Bullets (hoac Numbering) =

Bién soan: Bach Xuan Hién TRUNG TAM DPAO TAO TIN HOC

Bullets

SAO VIET

BAl

can f
mobi

&

(Céin biét ¢
ghe tr van |
mon va lich |

Phai doc }

hoc phimg néi du

dinh huang
Chu dong

vién

viéc nay git

Trang41
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II. CHEN SYMBOL
Q B1: Pat dau nhay

O B2: Insert = Symbol
> Chon cac hinh c6 san.

Hodc vao More Symbols
dé co nhiéu hinh dang
hon.

chudt trudc vi tri can chen.

tinhocsaoviet.com

ign Layout References Mailings Review View Developer Help nts \,/Edmngv

P @ Link  ~ T - " v
™~ i L L Eauation
Pictures Shapes Icons 3D SmartArt Chart Scree () symbol 1

- Models ~ -

0 3w «

. 9 {« 0 N0 [y [y 88
gty [Tin Hoc Sa ;
) tinhocsaoviet.com () More Symbols
Pltrungtamtinhocsaoviet@gmail.com

W e < o

. Bach Xuéin Hién

2 hinh dudi

“=71| Néu hinh trén chua du thi chon theo

Symbol ] X
[Eombols | @)k cracer
Font: |Wingdings
B ) [l |l mg
_ e K= (=] = Y
; ”%@@@f%?/
el o oo e wu|Ce|n @y

Recently used symbols:

= - - (2]

O30

o/@

ﬂ'

ral esign  Layou! eferences ailings  Reviel i eveloper = ents iting ~ Share v
= ] Dlink v F - uation
e N ookmal =
apes lcons a n Ot nline omi
v = -] Cross-reference [ & g, <
Comr )
C ] € Al
& in Hoc Sao Viét - 3 M (@ & ‘-;‘):'
V. <
# linhocsaoviet.com lore Symbols. ]
Unicode name:
R rungtamtinhocsaoviet@gmail.com
Wingdings: 32
Shortcut Key...

Bién soan: Bach Xuan Hién

AutoCorrect...

Character code: 32

Shortcut key:

from: | Sympgol (decimal)

6\

Insert

Cancel

TRUNG TAM PAO TAO TIN HOC SAO VIET
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BAI 08: BANG BIEU TRONG SOAN THAO VAN BAN

NOQI DUNG BAI HQOC
1) Tao bang
2) Cac thao tac vdi bang

Bién soan: Bach Xuan Hién TRUNG TAM DAO TAO TIN HOC SAO VIET
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BAI TAP THUC HANH VE SU DUNG BANG BIEU

1) Tao bang biéu méi va nhap ndi dung (chi nhap ndi dung, chua can dinh dang) nhu hinh sau:

STT Ho tén SBT Ngay sinh
1 | NguyénVan A 0353655 254 01/02/2002
2 | LéevanB 0456 123 654 01/01/1999
3| HovanC 0221222 444 18/05/2000
4 | Binh Quéc Cudng 0398 222 444 21/05/2001

2) Hay kéo gian toan b bang.

3) Hay di chuyén bang vao giira, sang phai, sang trai cta trang.

4) Hay t6 mau nén vang cho dong thir nhat va mau do cho dong thi hai, t6 mau chit xanh duong.

5) Danh STT tu dong.

6) Can trai cho cot “Ho tén”, can gitta hai bén cho cot “SPT” va “STT”, can phai cho ¢t “Ngay sinh”.
7) Kéo d0 rong cac dong c6 kich thude 0.65¢cm.

8) Cin giira (déu trén dudi) 6 cho tat ca ndi dung.

9) B0 mau (Chon mau la No Color) cho toan bo bang.

10) Sap xép cot “Ho tén”

11) Nhac lai tiéu dé cho bang (tai bai tip vé bang biéu) Trang44
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12) Tao bang biéu méi va nhap ndi dung nhu hinh sau:

.-I-.
STT Ho tén SBT
1 Nguyén Van Anh 123456
2 | HoangNgoc Anh 789564
3 | LéVanDuong 325417
4 | HOPhic Dat 365899

13) Hay x6a cac dong va cot bi trong

14) Hay chén thém 1 cot sau cot “Ho tén”, thém 1 dong dudi dong s6 3, thém 1 dong trén dong s6 1
15) Trdn cac 6 cta dong tht nhat véi dong th hai (trdn 1an luot timg cip 6 trén dudi)

16) Tai“ ”?

17) Tai“ ”?

Trang45
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. TAO BANG:
Thé Insert = Table = Insert Table =

Layout References

B3 Cover Page ~ | Izg:u FDSmartArt ﬁf
[ Blank Page _ _ 1 I Chart
Pictures Online Shapes 3

&4 2creenshot -

b

[
*— Page Brea Pictures

Pages

|-1-|-§-|-1-

CICICIEIEIE]
N
O

%

. Bach Xuéin Hién

tinhocsaoviet.com

—“Eh|

AutoFit behavior i _
. . So done
@ Fixed column wid =

) AutoFit to contents

4 -~
Insert VA - \ I_ ®
S0 cot
Table size
5

2

Mumber of columns:

Mumber of rows:

2 AutoFit to window

|:| FEemember dimensions for new tables

o |

| Cancel

||3 Draw Table

Bién soan: Bach Xuan Hién TRUNG TAM PAO
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II. CAC THAO TAC VOI BANG

1. Di chuyén hoiic co giin toan bing

|-|-|-|-|-|%|-1-|-2£-3-|-4-|-ﬁl-E:-l-?-l-E-l-9-|-10-|§1-|-12-|-13-ﬁ-14-|-15-|-1ﬁ|-|-|-

Co gian toan bang

Chon toan bang, hoac di chuyén bang

2. Gian dong/ cot

Di chuyén con tro chudt vao duong ké dudi cia dong hoac duong ké bén phai cua cot = Xuat hién dau = va
miui tén 2 Gitr chuot trai va kéo.
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3. Xoa dong/ cot/ 0
Chuot phai vao 1 O > Delete cells..>

n——

. Delete Cells

S —————— ——

|
O Shift cells up x«Sgp ildi‘mmlllenj
(O Delete entire row xoagdbng,T‘

? xﬂi

|

.. ——

| ok

(O Delete entire column X a;cq"T

Cancel

| |

4. Chen dong/ cot
Chuot phai vao 1 6 =2 Insert -

[nsert

Delete Cells..

i Split Cells..
Border Styles

Hﬂ Text Direction..

b ] |n5eﬁ[n|umn5tutheLeﬁMﬁﬁ@hMﬂ_ﬂ[ﬂ]
E InsertEnlumnstntheﬂightﬁ@iﬁmw
1 Insert Rows Above € ién/dongirdng lénrén,

b B Insert Rows Below Ghén digjtring xubnp dirdi

E‘ﬂ Insert Cells..,

Bién soan: Bach Xuan Hién
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5. Troén nhiéu 6 thanh 1 6:

Quét Chon céc 6 can tron > Chudt phai > Merge cells.

Insert

Delete Cells...

Merge Cells 'E]‘

Bién soan: Bach Xuan Hién
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6. Tach 1 6 thanh nhiéu 6:

Chon 6 can tach > Chuot phai = Split cells >

I . .
U a— Splt Cells 7 X
By CZop: e o
Iy Paste Options: : Number of columns: 2 Sﬂﬁ:‘{}t muﬂn,clﬁni
I_—hl ..‘. d ',It . nrl gk
© Srmart Lookup \I» Number of rows; LSu&dung’muﬂmthem
SY MOy ms *

Merge cells before split

E'ﬁ Tran=late

In=ert 2
Delete Cell=... Eﬂﬁ[fl

] Split Cells...  (€&))
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/. Can chinh noi dung trong 6:
Chon 6 = Chudt phai = Table properties = Cell -2

[ Table Properties ? X

1 Table Row

[y Paste Options: [ 4 Size
| Preferred width: (3.3 cm Iil Measure in: | Centimeters W

S22 smart Lookup Vertical alignment

S MO MY Ims [

E'ﬁ Tran=slate

In=ert -
Delete Cells... Ton — e

e sSplit Cells... Trén) Gitta Diréil
Border Styles - Iﬁmq_]_l!i'j_j

llﬂ Text Direction...

O Table P_r{:IIP-ErI:_HE-_
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8. T6 mau nén cho 6:
Chon 6 = Thé Home = Nhom Paragraph = Chon cong cu Shading < -

Luu y: (dé b mau, chon No Color).

AaBbCcDo A
T Maormal © T

Theme Colors
H EEEETHEE

: IIIIIIIIII-
}

" Standard Colors

HE SEEEEEN
Mo Color

Paragraph

#,1' More Colors...

9. Nhic lai dong tiéu dé
Khi bang nam qua trang khdc, chiing ta nén nhdc lai dong tiéu de.
Q BI1: Quét chon dong tiéu dé = Chudt phai > Table Properties.
O B2: Tai hop thoai hién thi > Chon thé Row = Tich chon muc: “Repeat as header row at the top...”
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10. Danh STT tw dong cho bang
Khi danh STT tu dong, néu xéa di 1 dong hay 1 cot bat ky, STT sé duoc tuw dong danh lai

® Chon cac 6 can danh STT
® Thé Home

® Cong cu Numbering

Bién soan: Bach Xuan Hién

tinhocsaoviet.com

. Bach Xuéin Hién

Home @Wmnces Mailings Review View Developer Help Table Design La
:ﬁ & [Apto&ody) Ju A A Al B @)= s =
It 5 2 oa j'@: L Normal No Spacing
L 6 =y e —_ = b= i
board N N Paragraph N SH
I HL 2 4 5 1 61 7 | HE 8. 9 .1 108 1
STT Ho tén SDT Ngay sinh
1| Nguyén Van A 0353 655 254 01/02/2002
2|LéVanB 0456 123 654 01/01/1999
3| H6 Vvan C 0221 222 444 18/05/2000
4|l BDinh Quéc Cudng 0398 222 444 21/05/2001
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11. Sap xép dir liéu trong bang:

tinhocsaoviet.com

. Bach Xuéin Hién

® Chon 1 6 trong bang
® Home

© Sort

® Chon cot can sép Xép
®© Chon kiéu sap xép

O OK

Bién soan: Bach Xuan Hién

File Home e)gn ich Insert Draw Design Layout References Mailings Review View Developer Help Table Design Layout
—
f”D m Jrz A KR (A T E TR e rEmigpl |1
. Normal No Spacing L Headingl 1
Paste B I U @ = Vo
Clipboard Ts N Styles
‘4¥?-5-\‘6‘|-7-\‘8‘\‘9‘|-LL|I\‘11‘|-12‘ | B3 0140 15 #
%Al TAF 1nUC nANMD VE BANG BILU
Danh sich fihin vién hwéng tre cap nim 2024
Ho va tén Ngay sinh B6 phin
7010046 L& Thi Ngoc Anh 31/03/2000 BP QC
? X 23/07/2000 BP QA
- o 20/10/2000  BP SX
Bé phan Ty| Text L) Ascending
STT L g _ I\O Descending [ 10/06/2000 BP QA
Ma NV o K
L 03/09/2000 BP SX
: ~ O astending
e s 5 | 05/09/2000  BP SX
Using: Paragraphs ~ escending ||
Then by | 01/04/2000 BP SX
v | Typer Text hegeElg 16/12/2000 BP QC
Using: Paragraphs Descending [¢
15/09/2000 BP SX
My list has -
© Header row () No header row o 02/09/2000 BP 8X
Options.. — | 19/10/2000 BP SX
Il | 1807010171 | TranNgocLinh 20/08/2000 BP SX
A \ A
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BAI 09: SU DUNG DIEM DUNG TAB TRONG SOAN THAO

MUC PiCH PIEM DUNG TAB

v
v
v
v
v
v

Di chuyén nhanh mot khoang céach.
Thut nhanh dau dong.

Tao nhanh mdt doan dau ké cham.
Xo6a nhanh mot khoang cach.

Go chir khong bi rét xudng dong.

Cin déu nhanh nhiéu doan khac nhau.
NOQI DUNG BAI HQOC

1) Cac thao tac véi Tab

2) Tao duong ké nhanh véi Tab

3) Cac kiéu Tab co ban

Bién soan: Bach Xuan Hién TRUNG TAM

SBD Hpo va tén Lép Khoa Diém TB
001. Nguyén Vin Khoa ......cccoovvveviverinnnne. K34AT ..o CNTT......cveee 2.35
012. Ding Nguyén Nhu Quynh............ K48AKHNV........... XHNV ..o 5.0

Tabs X
Tab stop position Default tab stops:
9.75cm 1.27 cm
1?:,-” i"i Tab stops to be cleared:
13.25cm
16.75cm
Alignment

O Left O cent () Right

) Decimal OB
Leader \j

O1n .‘:b 0 g

O

Set Clear Clear All
:

PAO TAO TIN HOC SAO VIET
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BAI TAP THUC HANH VE SU DUNG PIEM DUNG TAB

1) Tao tai liéu mdi va luu vao Desktop véi tén “Tin hoc Sao Viét”

2) Thuc hién thao tac tuy chinh theo thong s6 chuan trude khi soan thao
3) Tao 2 Tab trai tai cac vi tri 2cm va 6¢cm

4) Di chuyén Tab 6cm vao vi tri 4cm, Tab 2cm sang vi tri 7cm

5) Tao 1 Tab giira tai vi tri 10cm

6) Tao 1 Tab phai tai vi tri 15cm

7) Doi kiéu Tab 10cm thanh Tab phai, Tab 15cm thanh Tab trai

8) Xoa 1 Tab trai batky

9) Tao duong ké cham tir vi tri 4cm dén vi tri 7cm

10) Xoa tat ca cac Tab

11) Tai* ” va lam theo yéu cau trong dé

Trang56
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. CAC THAO TAC VOITAB

1. Chon kiéu Tab: Chon mét kiéu Tab mau den bat ky (luu y chi dugc chon kiéu Tab c6 mau den, ¢l
bam vao diém nay thi kiéu tab s€ thay dor1)

@ Document1 - Word £ Search

File Home Tiénich Insert Draw Design Layout References Mailings Review View Developer Help

ﬁj |Aptos (Body) i A A Aav A PEEviE e = E 5L
(& S Normal )
Pafte & B I u ~ _a.b_ x2 x2 A w p w ﬁ w @ E E E i: w & ~ L ~
lipboard N Font Y Paragraph Y
Bémchuétvaoday |-|-Z-|-1-|-2-|-3-|-4- [ T B I A 8 9.
= L _|

Chon theo mot trong 3 loai nay, ctr bam khi nao théy thi thoi
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2. Tao Tab: Chon vao mot diém trén mép dudi thudec.

3. Sir dung Tab: Nhan phim Tab trén ban phim (néu str dung Tab trong bang biéu phai Ctrl + Tabh)
4. Di chuyén Tab: Giit chudt trai vao Tab va di chuyén trén mép dudi thude.
5

. Xéa Tab: Giir chudt trai vao tirng Tab va kéo ra khoi thudc hoic nhan Ctrl + Q
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Il. TAO PUONG KE NHANH VOI TAB

tinhocsaoviet.com

. Bach Xuéin Hién

Nhay dtp chudt vao Tab, sau d6 chon cac kiéu
duong ké cho Tab tai muc Leader.

Tabg
. Bén B da thanh Iabfﬂop position:
uthud52............ -

6,5 ¢m
2u thu 455............ ”5Lm

3: Can do6i cong 1

1 dén ngay 12/11/,

SE— . -

23 A S e 7800 D13 S e 17
1Ot AJiNOMOLO evveeroes s ST | P VL 80,000.00
ngot A-Onf @an f 120.50 221,000.00

? - [ e P ©)43,000.00

?

X 1 cong: 944,000.00

Default tab stops:

0,9 cm -

-

efforiiinn.. 150,000.00 USD
............... 180,000.00 USD

Tab stops to be cleared:

).00 USD. Bén A sé hoan

- Alignment
ho Bén B ngay sa
O left O cqnter () Right
khi bén A thanht ) becimal O ghr
DAI DIEN BI|"*%q DAI DIEN BEN B
Oa__
y Set Clear Clear All
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I11. CAC KIEU TAB CO BAN

Nhay dup chudt vao Tab, sau d6 chon cac kiéu
Tab tai muc Alignment

1. Tab trai— Left Tab: Khi g0, chit s& co
dinh bén trai, chay vé bén phai. Khi do cac
doan cung Tab trai, s€ can d€u nhau bén trai.

2. Tab phai— Right Tab: Khi g3, chit s& c6
dinh bén phai, chay vé bén trai. Khi do cac
doan cung Tab phai, s€ can déu nhau bén phai.

3. Tab giira — Center Tab: Khi go chir chia
deu v€ hai bén cua Tab. Khi d6 cac doan cung
Tab gifta, s€ can déu nhau theo 1 truc ¢ gitra.

Bién soan: Bach Xuan Hién

I-Z‘|-_1.®2|‘=-Lel.ﬁt.3‘|-4-|-5‘|-

SBD
001.
012.

FaTagraprT

Tabs

Tab stop paosition:

1cm

TS
60178019 (0 10y Getiter

1ecm
1.5cm
9.75 cm
13.25cm
16.75 cm

SYTES

[Ho va tén L Khoa Piém TB
Nguyén Vin Khoa ........cccoovvevvenenen. K34AT ................ CNTT............... 2.35
Ding Nguyén Nhu Quynh............ K48AKHNV........... XHNV ... 5.0

Default tab stops:
1.27 cm

Tab stops to be cleared:

Alldgment 4
) Left ( () Center )

() Decimal (O Bar
Leader
© 1 None Q2. O3
Oa__
Set Clear All

121 ‘13J-_I 140 ISRq_i-'glhlt.G} I
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