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CHUONG 1: MUC TIEU KHOA HQC

Sau khi hoan thanh khéa hoc, hoc vién c6 thé tu tin soan thao dﬁy du cac loai van ban
thuong gip trong cong viée, bao gdom:

Bang bdo gid, phiéu dé xuat, bang ké hoach.

Hop déng don gian (dich vu, mua ban, céng tdc...).

Théng bdo, céng van néi bg, thuw moi, quyét dinh.

Biéu mdu hanh chinh: bién ban hop, phiéu thu—chi, mau déang ky.
Bao cao Word co chen hinh, bang, tiéu de....

Tai lieu in an: don tir, form mau, an pham trinh ky.
= Tom lgi: hoc vién c6 thé tu tao moi loai van ban phuc vu hanh chinh — van phong tur
co ban dén chuyén nghiép.
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CHUONG II: THAO TAC CO BAN VOI TEP TIN WORD

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 01: M¢ va luu tép tin Word



I. MUC PiCH NGHIEN CUU

Viéc dau tién khi hoc phan mém nao cling phai bi€t m¢ va luu dy an maéi. Vi vay chuong
nay cling s€ tap trung vao cach mo mot té€p tin Word maéi, luu mot tép tin Word mai.

|l
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II. NOI DUNG NGHIEN CUU

Bai 01: M¢& va luu tép tin Word
1. Mé tép tin Word moi

Cach 1: Nhan phim Windows + R — G “winword” — OK — “Blank document”

=/ Run X

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

open

concel Browsem

©
@ Home

New

D New

Cach 2: Sir dung chtc ning tim kiém ctia Windows

= Open

Get Add-ins
Info
Save

Save As

| Blank document

@ Document1 - Word

Small |

Windows + S — G tir tim kiém “Word” — Chon phan mém Word — Blank document
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2. Luwu Tép Tin Word Méi

File — Save As — Chon Browse — Chon noi1 luu — Dat tén — Chon “Save”

D ™
Paste [ = .

¥ @ Format Painter
Clipboard r

5 ﬂ Save As
Save Share options
&« v A > This PC > Phan_Mem (D:) > Thuc Hanh
| Save As I Share
e Organize ~ New folder
Print
Zalo Received Files Name

Share Other locations

@ OneDrive - Office 365

. C Search Thuc Hanh

Date modified

No items match your search

Export E@ This PC I This PC
&= Windows (C:)
Transform
Add a Place == Phan_Mem (D:)
Close == Taj_Lieu (E)
m Microsoft Worl
File name:
Save as type: Word Document (*.docx)
Authors:  Xuéan Hién
Account Save Thumbnail
Options

A Hide Folders

Title: Add a title

I

Type

TOOIS cance'

= Luu y: Dt tén ding chinh ta tiéng Viét (chit dau viét hoa, danh tir riéng viét hoa...)
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CHUONG III: TUY CHINH TRUOC KHI SOAN THAO

I. Muc dich nghién ctru
II. Noi dung nghién ctru
Bai 02: Pon vi tinh thudc do
Bai 03: Lé gidy
Bai 04: Khoang cach dong doan
Bai 05: Font chir



I. MUC PiCH NGHIEN CUU

Chuong nay gitp hoc vién thiét 1ap bé cuc va dinh dang co ban cta vin ban trude khi bt
dau soan thao, dam bao tai liéu dugc trinh bay ding chuan, dé doc va chuyén nghiép.

Sau khi hoc xong, hoc vién ¢c6 thé:

v

NN N

Chon dung don vi do, thudn tién cho viéc can chinh.
Thiét Idp 1é giay theo tiéu chudn hanh chinh.
Diéu chinh khodng cach dong—doan givip vin ban thodng va dé theo déi.

Lwa chon va déng bo font chit phu hop cho toan bo tai liéu.
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II. NOI DUNG NGHIEN CUU

Bai 02: P6i Pon Vi Tinh Thuéce Po

File — Options — Advanced — Display — Show...unit of (chon Centimeter).

File

[e= ]

D New

= open

Info
Save

Save As

Print
Share

Export

Close

Account

A

Options

TIN HOC SAO VIET

|_J Expand all headings when opening a document \\J

General
Display | \Display
Froofing Show this number of Recent Documents: ‘ 50 : KD
Save [J Quickly access this number of Recent Documents:
Language Show this number of non-favorited Recent Folders: ‘ 50 : ‘
el |Show measurements in units of: ‘ Centimeters [" [@
Advanced g Style area pane width in Draft and Outline views: Inches ‘
Customize Ribbon [J Show pixels for HTML features' :;;::;2:5
e Show shortcut keys in ScreenTips S

Show horizontal scroll bar piss

Add-ins

Trust Center

#Bach Xuéan Hién

Show vertical scroll bar

Show vertical ruler in Print Layout view
[] Optimize character positioning for layout rather than readability
Update document content while dragging ®

Use subpixel positioning to smooth fonts on screen

Show pop-up buttons for adding rows and columns in tables

Advanced Typography

B 093 11 44 858 @©tinhocsaoviet.com
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Bai 03: Thiét Lap Lé Giay
Mot van ban khi in ra sé dep
hon va phuc vu cong tac luu
trit tot hon khi c6 cdc 1é phi
hop.
¢rLayout — Page Setup —
Left: 3cm (16 trdi)

Right: 1.5cm (7é phdai)
Top: 2cm (1é trén)
Bottom: 2cm (é dudi)

TIN HOC SAO VIET

File Home

#Bach Xuan Hién

Insert

O B [ B %

Margins Orientation Size Columns

Draw

Design References  Mailings  Review  View
Indent Spacing
17 Line Numbery v 3= Left: ‘0 cm ol 1= Before: ‘0 pt

¥ 24 X X e Right: ‘O cm
Page Setup
[T ——r 1 1 2
Page Setup ? X

Margins Paper Layout
Margins

Top: |2cm = Bottom: 2cm =

Left: 13em = Right: 1.5km =

I 1 |

Gutter: Ocm : Gutter position: Left v

Orientation
Portrait Landscape

Panec

B 093 11 44 858

o | ¥ = Atter: ‘8 pt
Paragraph

o 3 0 1 4

@ tinhocsaoviet.com

Help

< >< >

o —
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Bai 04: Can Chinh Khoiang Cach Dong Doan

Mot van ban deé hiéu khi co cac doan dé nhan biét, va cac

dong cdach nhau mét khodang cach dé nhin.

¢~Chon toan by vian ban — Layout — Paragraph —
Before: 6pt (khoang cach doan hién tai voi doan trudc)
After: 6pt (khoang cach doan hién tai voi doan sau)
Line spacing : Single (khoang cdch giita cac dong)

¢~ Nhé bé dau tich chon tai muc: Don't add space

between paragraphs of the same style

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

Design Layoutopferences Mailings  Review View Help

= Breaks v Indent™

17 Line Numbers v 3= Left: ‘O cm o] = Before: ‘6 pt % ‘

be Hyphenation v =< Right: ‘0 cm

Paragraph

Indents and Spacing  Line and Page Breaks

Alignment: Left

Qutline level: | Body Text

Indentation
Left: oem 3 By
Right: 0cm : :
D Mirror indents
. o
Bef 6 pt = Line spacing: At

O

ore: acing:
After: 6 pt : v

on't add space between paragraphs of the same style

peien N b dfu tich |

l

. e =
.

@ tinhocsaoviet.com Trang 12



Bai 05: Font Chwr

Trong soan thdo van bdan bang tiéng Viét, viéc chon font chiv va c& chit phit hop sé

gitip van ban dé doc va dep hon.
¢r Chon toan bd vin ban — Home — Font —

Loai Font: Time News Roman, Kich ¢& Font: 13

Insert Draw Design Layout References Mailings

File Home I
Erlj \ ‘TimeS New Roman VH13 V' A" A" Aav~ /Ao

(B
Paste B I U+ X, X2 A" p7Z AV
v < Format Painter
Clipboard ~ Font ~
L T R LR
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CHUONG IV: SUDUNG CAC CONG CU PINH DANG CO BAN

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 06: Cong cu dinh dang font chitr va can chinh 1é



I. MUC PiCH NGHIEN CUU

D¢ van ban tro nén dep, dé hi€u va c6 diém nhan, can dinh dang Font chit va can 1€
phu hop.



II. NOI DUNG NGHIEN CUU

Bai 06: Cong cu dinh dang Font chir

I. Nhom cong cu dinh dang Font chir
Dinh dang font chir tao ra diém nhan cho van ban, tir 36 sé tré nén dwoc chil y hon.
Can 1é givp ndi dung dwoc ré ¥ hon, givip doan van dé hiéu va bé cuc van ban dep hon

) - 9 J4 A
&~ Chon van ban — Home — Chon cic cong cu sau:

File l ﬁ;?eh[ Insert Draw Design Layout References Mallmcs

ﬁi‘ galibri (Bod vz | A A “\
Pafte g? Format Painter ilj " X A - U @v
@D in dam (B) @ in nghiéng (1) @ gach chan (U) @ t6 sang (Highlight)
® mauchit  ® chon nhanh in hoa, in thudng @ x06a dinh dang

\—/
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II. Nhom cong cu can 1€ cho ngi dung van ban

DO = cantai ~—
a AutoSave '.\. Off g [E
@ — Can gilra
S — . File Review View Help
@ — Can phai
@ = Can déu hai bén [ e e e
[ D
P =
aste | iE & <1/.,‘
s <¥ Format Painter '
Clipboard ~ Paragraph
TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 (“)linhocsz'lm iet.com
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CHUONG V: KIEN THUC CO BAN VE VAN BAN

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 07: Chinh ta va trinh bay van ban



I. MUC PiCH NGHIEN CUU

Mot van ban chuyén nghié¢p khi:
e Viét dung chinh ta;
e Sur dung diu cdu dung quy dinh;
e Trinh bay bo cuc 1 rang.

&r Tuyét doi khéng dwoc trinh bay iy tién, sé lam van ban mat tham my va
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Bai 07: Chinh ta va trinh bay van ban

Trong soan thao van ban, viéc viét dung chinh ta va trinh bay van ban chudn thé hién sy
chuyén nghiép va ton trong nguoi doc van ban. Luu y mot so truwong hop co ban sau:

I. Mot s0 quy tac chinh ta can biét khi soan thio van ban

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

Vi du: Mdi nguoi chiing ta sinh ra déu co gia tri to 1on. Ai ciing phai nd luc hoc tap dé
nang cao gia tri ban than, nhung phai chang do 1a suy nghi cua ban? Suy nghi cua ban chi
c¢6 ban mai biét. Oi thoi! Pung c6 suy nghi nita, hiy hanh dong di.

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

Vi du: Nguyén Anh Thu, Lé Vin Bay... thanh phd Ha Tinh, tinh Binh Duong.
Trir 2 truong hop dic biét 1a: Thanh phd H6 Chi Minh, Thanh ph6 Ha Noi.

Xem tiép trang sau>
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3. Tén cac ngay I&, ngay ky niém l6n

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

4. Tén cac thir trong tuan, cic thang trong nim (néu khong dung sd)

Vi du: thtr Hai, thir Ba, thang Hai, thang Muoi. ..

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

Vi du: tét Nguyén dan (hoac viét tat 1a: Tét), tét Poan ngo, tét Trung thu..., Ky Ty,
Tan Hoi, Mau Than...
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II. Trinh bay van ban dung cach

1. Su dung Enter

Phim Enter chi str dung dé két thuc mot doan vin ban hoan chinh, néu chua két thuc doan
ma muon xudng dong thi phai dung Shift + Enter.

2. Sir dung khoang trang

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

3. Sir dung cac loai dau vin ban

Cac dau ngat cau nhu cham (.), phay (,), hai cham (:), chAm phay (:), cham than (!), hoi
cham (?) phai dugc go sat vao tir ding trudc nd, ti€p theo 1a mdt dau khoang trang néu
sau do van con noi dung.

Cac dau md ngoic va mé nhdy déu phai dugc hiéu 1a ky tu dau tir, do d6 ky tu tiép theo
phai vi€t sat vao bén trai cua cac dau nay. Tuong tu, cac dau dong ngoac va dong nhay
phai hi€u 1a ky tu cuoi tor va dugce viet sat vao bén phai cua ky tu cudi cung cua tu bén
phai.
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CHUONG VI: CHEN VA XU LY HINH ANH

O I. Muc dich nghién ctru
II. Noi dung nghién ciru
Bai 8: Cheén hinh anh
Bai 9: Pinh dang hinh anh
Bai 10: Mot s6 thao tac voi hinh anh



I. MUC PiCH NGHIEN CUU

Trong qua trinh soan thao van ban, hinh anh dong vai tro quan trong trong viéc minh
hoa va lam r6 noi dung, giup van ban tro nén sinh dong va chuyén nghiép hon. Vi vay,
viéc nam vieng ky nang chen va xu [y hinh anh trong Word la cdn thiét doi voi nguoi hoc

tin hoc van phong.
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II. NOI DUNG NGHIEN CUU

Bai 8: Chén hinh anh

Budce 1: it dau nhay chuot tai vi tri can chén anh

Budc 2: Chon thé Insert

Budc 3: Tai nhom Illustration, chon Picture

Budc 4: Chon This Device

Budc 5: Tai hop thoai mo ra, chon anh — Insert

File Homeflnsert'Draw Design  Layout References Mailings Review View Help

BDE DD e © »d 4

B3 This Device...
Al stock Images...

F8 Online Pictures..

Hanh chinh nhan sy, Xuat nhap khéu...

a)

e 0@

Cover Blank Page Table icturesf Shapes  Icons 3D  SmartArt Chart Screenshot — Online Link  Bookmark Cross-
Pagev Page Break v < v Models ¥ v Videos
Pages Tables Insert Picture From | 1estations . Media Links
i ! ‘5 11 2 3 4 5 6 7

o BE @

Comment  Header Footer  Page

Number v

Comments Header & Footer

Tin hoc Sao Viét 1a don vi dao tao hang dAu vé Tin hoc van phong. Véi 12 co s dao tao
tai Tp. HCM, Binh Duong, Béng Nai. Trung tam luén lay phwong chim <Chét luong
lam hang dav>. Ngoai Tin hoc vin phong, Trung tim con dao tao céc bo mon nhu: Ké
todn, P& hoa, V& k¥ thuat, Lap trinh, Tin hoc qlléc € MOS va IC3, Tin hoc cho tré em,

Dt dau nhay chudtitai viltril cdn) chén)dnhy
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B0

@ Insert Picture X
N i/_ « Betty.. > Dow.. > v C Search Downloads P
Chgnithwmiicicé)chizajhinh)anh) L
—
©®) - 1oday
Te
B;x‘v > @ OneDrive e I
v B ThispC Chon) hinh)anh)canchén)
1160 A = o = e A
a Tin hoc Sao
‘ > e Local Disk (C) vigt
> = New Volume (D) ¥ Last week
> & Google Drive (G) l r—_’ -
> 8 Network block cad1.1 cad 2 cad 1 Screenshot
2025-11-22
> @@ Microsoft Word 092638
File name: “ All Pictures v
Tools ¥ Cancel
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Bai 9: Dinh dang hinh anh

Budc 1: Chon hinh — Picture Format

Budc 2: Chon céac dinh dang mong mudn

(1) Tao khung vién
(2) Hicu tng

File Home Insert

(3) Kiéu dinh dang mau
(4) Chon d sang t6i cho hinh

Ed

Remove
Background

\ s
Corrections

v

(4)

Color v

|d Transparency v 9 Reset Picture
Adjust

Draw Design Layout References

& Compress Pictures
3 Artistic Effects v §d Change Picture v

v

Mailings Review View Help Picture Format

(1)

Z Picture Border v

e Alt
& Picture Layout ‘J Text

Picture Effects v

gzgggzl—mﬁE
e
K

IS Accessibility
Xl e 2000300040
8

5.7 0607181 :9.1:10: 112+ :12. 1 :13. 1 :14. 1 :15. |
lam hang dav=>. Ngoai Tin hoc vin phong, Trung tim con dao tao cac bd mén nhur: I

toan, D6 hoa, V& k¥ thuat, Lap trinh, Tin hoc quéc té MOS va IC3, Tin hoc cho tré e
Hanh chinh nhan sy, Xtiat nhap khau. ..

TIN HOC 5

(/14
CHUYEN DAO TAD TIN HOC THUC HANH
\ 1
5
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Bai 10: Mt so thao tac v6i hinh dnh

1. Thay ddi kich thwéc va kiéu hién thi trong viin ban

(1) Kéo dé tang giam kich thudc theo 2 hudng

- Giir thém Ctrl dé tang giam theo 4 huéng

- Giir thém Shift dé giir nguyén hinh dang ban dau
(2) Xoay tron hinh

(3) Tang giam kich thude hinh theo chiéu ngang

(4) Tang giam kich thudc hinh theo chiéu doc

(5) Vi tri hién thi hinh trong vin ban

TIN HOC SAO VIET

#Bach Xuan Hién

B 093 11 44 858

Layout Options X

—

In Line with Text

A

With Text Wrapping

ot
Kol

13

B 13

O Move with text ®

) Fix positionon &
page

See more...

@ tinhocsaoviet.com

Xem tiép trang sau>
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2. Di chuyén hinh anh: Chon vién ngoai (xuat hién chum mii tén) — Kéo va tha

3. Xoéa: Chon vién ngoai (xuat hién chum mii tén) — Nhan phim Delete (hoic nhan
phim Backspace).

4. Nhoém cac hinh thanh 1 khéi

Chon cac hinh can nhém (Gitt Ctrl + kich chudt vao hinh) — Chuot phai vao 1 hinh —
Group — Group (b6 nhom thi chudt phai vao hinh bat ky — Group — Ungroup)

5. Nhén ban: Chon hinh — Gitt phim Ctrl va di chuyén chudt sang vi tri khac
6. Sap xép 16p cac hinh (hinh nam trén hodic nim dwéi hinh khac)

Chon hinh — Chon mot trong cac cach sap xép sau:

> Send to Back (Sap xép nam dudi hinh khac)

> Bring to Front (sip xép nam trén hinh khéc)
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CHUONG VII: CHEN VA XU LY HINH DANG

I. Muc dich nghién ctru
II. Noi dung nghién ciru
Bai 11: Chen hinh dang
Bai 12: Pinh dang hinh dang
Bai 13: Mot s6 thao tac véi hinh dang



I. MUC PiCH NGHIEN CUU

Trong qud trinh trinh bay van ban, cdc hinh dang (Shapes) givp lam néi bdt néi dung,
tao diém nhan va ho tro minh hoa thong tin mot cdch truc quan hon. Viéc s dung dung
va linh hoat cac hinh dang sé giup van ban tro nén khoa hoc, sinh dong va chuyén

nghiép.
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II. NOI DUNG NGHIEN CUU

Bai 11: Chen hinh dang
Budce 1: Vao the Insert — Chon Shape

Budc 2: Chon hinh can vé

Budc 3: Giit chudt trai va kéo tha cho dén khi dugc hinh mong muén

File Home' Insert iDraw Design Layout References Mailings Review View Help Shape Format

BDE B bl © 2l 5 Bomh@ 2 BB

Cover Table PicturesfiShapes|f Icons 3D SmartArt Chart Screenshot Online Link Bookmark Comment Header Foote|
Page ¥ v v & e Models v v Videos v v v
) S \
}9 SheRiRRREARvE) )
Pages Tables mm‘ap—es— _}QJ)})I‘IH\ | ﬂ,h,kQ@_lJJ ve) Links Comments Header &

Eoni B v Bl s Ge el vi@hedl w9 s R0 Rl Geoi2s 109135

OR\\NOOCOALLJY
e\ { }

Lines

NS TLLLRR ANEG

Rectangles

CoDaoaooOonOnOoOo

Basic Shapes
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Bai 12: Dinh dang hinh dang

1. Dinh dang cho hinh dang
Budc 1: Chon hinh dang: Chon ngay vién ngoai, xuat hién chum miii tén thi méi chon

Budc 2: Chon thé Format, sau d6 chon cac dinh dang mong muén.
(1) Shape fill: Chon mau cho toan b¢ hinh dang
(2) Shape outline: Vién ké ngoai cua hinh dang

(3) Shape style: Mau c6 san

Xem tiép trang sau>

TIN HOC SAO VIET

ﬁ Shape Fill ¥
r’shape Outlme b A v A
A

&) Shape Effects "

ingn- =Layouts =

WordArt Styles Text

@ —
(v

[+ Align Text v

#Bach Xuéan Hién B 093

11 44 858
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e Shape fill: Chon mau cho toan bd hinh dang

Xem tiép trang sau

References  Mailings  Review V‘ke:v/udpa
(Eon e —) | P
= [£2 Shape Fill ¥ (2) 14 WEJ —~ 18
. —_ AN 1 - &
j \ V| - [ Align Text Alt Position Wrap os
N Ay L@y Text v Textv £ls
ShapeiStyles Theme Solors 6 Chonj maul n‘e’n c‘b‘o h“l‘n‘b‘. Text Accessibility
& [ o . 1 [ P Co %) 5 . . B (B
B ' H EEEEEEN L
I i =
o III...I. ( ,
Standard Colors
No Fill _)B Jchon| mau,, P 5
More Fill Colors... '_(_hong) m‘aAL_IJ
Picture...
[] Gradient >
Texture >
TIN HOC SAO VIET “Bach Xuan Hién & 093 11 44 858 @1inhocsaovicl.com
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e Shape outline: Vién ké ngoai cia hinh dang

put  References

& )

&J

Mailings Review View He o)ﬂape Format

£ Shape Fill ¥

- Zmenn® A A

<l

1%

% E [y Brin

TIN HOC SAO VIET

Xem tiép trang sau

A 7 Al %
— L Align Text Alt Position Wrap £] sen
A ~ Text v Textv flsele
Shape Styles oA Lk Accessibility
R 5 I Theme Colors e)\*“cp'}-[?*aT'»} g’!‘ern{cf:“rp{p‘!pjgz’ C1300 14 1 150 1 16 A 1 0
N
& H EEEEEEN 1
O O
Bd)viénjcholhinh)
More Outline Colors...
fw&ng)vien
E nétihosc diktinét
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e Shape style: Mau c6 san

sign  Layout References

Mailings

Shape Styles

Z Shape Outline ¥

Review View Help

A

&) Shape Effects v

Shape Format

A

WordArt Styles

£

>
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b

Theme Styles
Abc Abc Abc
Abc Abc
Abc Abc

p-

700

Abc Abc ﬂ
Presets
Abc Abc Al

Other Theme Fills

Abc

>
-3
I3}

>
o
o

i
66280

>
o
[z}

Abc

Abc

Abc

Abc

Abc

Abc

Abc

Abc

Abc

Alc

60060

Allv
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Viét chir va chinh sira vao hinh dang
Budc 1: Nhay chudt phai vao hinh dang
Budc 2: Chon Add text (hoac Edit Text)

] e 120 213 101401 15 1 T
2 & &
Style Fill  Outline

’ Search the menus

& Cut
(™ copy

ﬁﬁ Paste Options:

[

Add Text

(X, Edit Points

= Bring to Front
EL)E] Send to Back
@ Link

Save as Picture...

@ Insert Caption...

®
Sao Vié

Styles

4 & &

Style Fill  Outline

‘ Search the menus

& Cut
(™ copy
Lﬁd Paste Options:

B

Edit Text

{%, Edit Points

. E

= Bring to Front
th Send to Back

@ Link
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Bai 13: Mot so thao tac véi hinh dang

Di chuyén hinh dang: Chon vién ngoai (xuat hién chum mii tén) — Kéo va tha
Xé6a: Chon vién ngoai (xuat hién chim mii tén) — Nhan phim Delete (hodc nhan
phim Backspace).

Nhém céc hinh thanh 1 khoi

Chon céc hinh can nhém (Giit Ctrl + kich chudt vao hinh) — Chuot phai vao 1 hinh —
Group — Group (b6 nhom thi chudt phai vao hinh bat ky — Group — Ungroup)

4 & &

Style  Fil  Outline

l Search the menus

& cut

@ copy

[T:I Paste Options:
i

B Group

= Bring to Front
EEE Send to Back
Save as Picture..

Insert Caption...

B Group
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Xem tiép trang sau>

@ tinhocsaoviet.com




4. Nhan ban: Chon hinh — Giit phim Ctrl va di chuyén chudt sang vi tri khac
5. Sdp xép 16p cac hinh (hinh nam trén hodic nim dwdéi hinh khac)
Chon hinh — Chon mot trong cac cach sip xép sau:
(1) Bring to Front (sap xép nam trén hinh khac)
(2) Send to Back (Sap xép nam dudi hinh khéc)

’ Search the menus
& Cut
(@ copy

ﬁj Paste Options:

il

O Add Text

{X. Edit Points

T3 Bring to Front

to Send to Back

@ Link

Save ag Picture
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CHUONG VIII: SUDUNG BANG BIEU

I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 14: Tao bang biéu trong Word

Bai 15: Can chinh vi tri va kich thuéc cua bang trong Word
Bai 16: Thao tac vd1 dong/ cot trong bang

Bai 17: Thao tac co ban vai1 6 trong bang

Bai 18: Mot s6 thao tac khac thuong dung dé dinh dang bang

TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858
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I. MUC PiCH NGHIEN CUU

Trong soan thdo van ban, bang biéu la c¢éng cu quan trong givip trinh bay dir liéu mét
cdch khoa hoc, ro rang va dé theo doi. Viéc su dung thanh thao bang biéu giup nguoi
soan thao to chirc thong tin tot hon, lam cho bdao cdo va tai liéu tro nén chuyén nghiép

va de hieu.
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II. NOI DUNG NGHIEN CUU

Bai 14: Tao bang trong word
Budce 1: it dau nhay chuot tai vi tri can tao bang
Budc 2: Vao thé Insert — Table — Insert Table

Budc 3: Tai hop thoai mo ra, chon $O dong va s6 cot — OK

e Hom\o Draw Design Layout Refer

; Insert Table Sé als X
Dy L) e 7 20/ COY
[IE(2) @) tg E Table size C =
over Blank Page able Pictures Shapes Icons 3 { .
ger Page Break d - N Mod Number of columns: 3 =
Pages Indert Table I 1
] ] 14 1 Number of rows: 2 =
\ | J AutoFit behavior .
| < . sSéidona = |
W © Fixed col DO _,O)r:[gj =
j ‘1* *[*r O AutoFit to contents
j T Tr O AutoFit to window
l @ Insert Table...
;&aw — [:] Remember dimensions for new tables |
ﬁ Excel Spreadsheet (8
| L2 = o B =
B Quick Tables >
TIN HOC SAO VIET #Bach Xuan Hién & 093 11 44 858 @©tinhocsaoviet.com
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Bai 15: Can chinh vi tri va Kkich thwdc cua bang trong Word

1. Dichuyén hoic co giin toan bang

"‘§g‘"1‘\‘2-&?3‘\‘4-1-5‘\§G-|‘7‘x-B-l@Q‘wlO‘x‘ll-lﬁ-\.|.|-

@ Chon hétibang/ dilchuyén bang)
{

2. Gian dong/ cit
Di chuyén con tré chudt vao duong ké dudi ctia dong hodc duong ké bén phai cua cot
— xuat hién ddu mili tén (nhu hinh dudi) — Giit chudt trai va kéo

N\
@ €3

L
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Bai 16: Thao tac co ban véi dong/ c¢0t trong bang

1. Xoa dong/ cot
Chudt phai vao 1 6 — Delete Cell —

Delete Cells ? X

O Shift cells left
I O Shift cells up

x| X6aidong)

| Delete entire column|'} &" At
Xodajcoti

I

2. Thém dong/ cot

Chudt phai vao 1 6 — Insert —

=

Delete Cells...
B split cells...
Border Styles >

lﬁ,\ Text Direction...

ﬁ Insert Columns to the Left

HS Insert Columns to the Right Thém cdt bén|phai
EE Insert Rows Above ‘Thém|déng|phia trén)

EA Insert Rows Below Thém|déng|phia/duwéi)

E‘i Insert Cells...

A - ~
Thémcot bén;trai)
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3. Nhic lai dong tiéu dé

Khi bang nam qua trang khac, chiing ta nén

nhac lai dong tiéu dé

B1: Quét chon dong tiéu dé — Chudt phai —
Table Properties

B2: Tai hop thoai hién thi — Chon thé Row
— Tich chon muc: “Repeat as header row at
the top...”

TIN HOC SAO VIET

#Bach Xuan Hién

J

B 093 11 44 858

~ e . ] S\ [ -y 3.\ A
Quétichonrdong;jtieu de $6 t

1807010046 | Lé Thi Ngoc Anh o /£ Review selection in Editor 228,000

1807010049 | Lé Vian Béc & cut 299,000

1807010062 | Bui Thi Ngoc Dung @ cory 215,000

N ﬁ:l Paste Options:

1807010068 | Vii Thi Dung 199,000
i

1807010077 | Pinh Pang Pién 254,000
Insert

1807010079 | Nguyén Anh Pirc 240,000
Delete Cells..

1807010092 | Dwong Minh Hai B Merge Cell 261,000

1807010100 | Tran Thj Hanh Border Styles 228,000

1807010110 | Nguyén Thi Hién @)L _Text Direction.. 184,000

% . . T@ Table Properties...
1807010158 | Pong Thi Ha Linh 229,000
~ t’ New Comment
1807010164 | Nguyén Thuy Linh 249.000
Table Properties X
Table Row Column Cell Alt Text
b \
Row 1:
Size
O Specify height: |0 cm Row height is: | At least v
Options
ERepeat as header row at the top of each page
! 4. Pprevious Row ¥ Next Row
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Bai 17: Thao tac co’ ban véi 0 trong bang

1. Cheén/ x0a 6 trong bang f

Chudt phai vao 6 can x6a — Delete Cell — -

O Delete entire row

O Delete entire column

Cancel

Insert

2. Gop nhiéu 6 thanh 16

e \ Delete Cells...

’ % Merge Cells

Quét chon cac 6 can gdp — Chudt phai

Wi

Border Styles

l’i\ Text Direction...

— Merge cells

E} Table Properties...

(L);

L

£ New Comment

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858
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Xem tiép trang sau>
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3. Tach 16 thanh nhiéu 6

Chon 6 can tach — Chudt phai — Split Cell » Chon s dong va c6t muon tach

@ =
A

A 1inl

Insert Split Cells IOJC )
2 - — .
" Delete Cells... o £o|um<ns: 5
—» 9 Split Cells
ﬂﬁ - Number of rows: 1
Border Styles :
X ‘ d .5
- "*1 n
|4 Text Direction... Merge ce SAOJ_ _Q~
E Table Properties... [ Bk } e
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4. Can chinh ni dung trong 6
Chon 6 — Table Layout — Chon kiéu dinh dang tai nhom Alignment

1 &H HE

Row Insert Insert

Columns

5l

w  Column Left Column Right

2l

ces Mailings Review View Help Table Design !Table Layout ‘9‘—,
| =34 o

I [ I |

: TIT
== EEE
Split  Split
Cells Table

Merge
B o501 :6:1

eight: l1.35 cm :

AutoFit =

-

idth: [415cm

v

Cell Size

.

210 1 1100 V1C§

.13

.14

’ D,IL Distribute Rows

.15,

’ 5 Distribute Columns

=

B0 As
EEE w

B

Cell

[=] [£] [&] Direction Margins

N Alignment

16 1 1 e 0
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5. To mau nén cho 0

Chon 6 — Thé Home — Tai nhom Paragraph — Shading — Chon mau

File IHome ,o‘bww Design Layout References Mailings Review View Help

f’ljr { [Times New Roman E € 5z ,é/ p
- . )
Paste @ B I Uve x x[F = Styles | Editing
v & A 2 Ay A A2 )E q v ¥
Clipboard & Font ~ ) e
G A ‘ High-contrast only (@ off) g o

Chonimaujnén)cho)8) 7 Theme Colors

Standard Colors
[ EEEEN
Bo)maujnénjchojd) = o Color
More Colors...
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Bai 18: Panh so tw dong va sap xép dir liéu trong bang
1. DPanh so thir tu tw dong

Khi danh STT ty dong, néu xéa di 1 dong hay 1 cot bat ky, STT sé duoc tu dong danh lai

B1: Chon cac 6 can danh STT
B2: Thé Home

B3: Cong cu Numbering

TIN HOC SAO VIET #Bach Xuan Hién

Mailings

—

._va_v =

@ B el Normal
fteg EEEE 2B
board & paragraph 5
B o213 48 -5 6 7 8
Ma NV Ho va tén
1807010046 | Lé Thi Ngoc Anh
7 1807010049 | Lé Vian Bac
7 1807010062 | Bui Thi Ngoc Dung
1807010068 | Vi Thi Dung

Review View Help Table Design Ta

B 093 11 44 858
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2.

Sip xép dir liéu trong bang

B1: Chon 1 6 trong bang
B2: Home

B3: Sort

B4: Chon cot can sép Xép
B5: Chon kiéu sép xép
B6: OK

| Home I'nsert Draw  Design

Layout

v\A A" Aa~

References

Mailings

Review View

Help  Table Design

ing:  Paragraphs

Text

Then by

My list has

© Headerrow (O No header row

Ooptions...

| i

TIN HOC SAO VIET #Bach Xuan Hién

Type

Using:

Text

Paragraphs

00—
- o |

= No Spacing I Headingl 1. Heading E

Table Layout

Styles [
6 7 ] 8 o O 1 d‘ 1 11 1 12 - 1 E13 1 14 ! 15 - H
Ho va tén Ngay sinh B0 phin
7Ch X e 31/03/2000 BP QC
vNonjKieuisapyxep,
»6) — 23/07/2000  BP QA
O Dpescending| |
20/10/2000 BP SX
°Asgendmg I
= Ouscening [l 10/06/2000 BP QA
03/09/2000 BP SX
Ascending [B%
pescndio 05/09/2000 BP SX
01/04/2000 BP SX
Cancel 16/12/2000 BP QC
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CHUONG IX: KY NANG IN AN

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 19: Hop thoai in va thiét 1ap trang in trong Word



I. MUC PiCH NGHIEN CUU

In dn la budce cudi cung nhung vé cung quan trong trong qud trinh soan thdo van ban.
M0t van ban dir dwoc trinh bay dep dén dau nhung in sai trang, sai kho gidy hodc bo cuc
bi léch ciing sé lam gidm tinh chuyén nghiép. Vi vdy, nam viing ky ndng in dn trong
Word givip nguoi ding xudt ban tai liéu chinh xdc, ding yéu cau va tiét kiém thoi gian.
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II. NOI DUNG NGHIEN CUU

Bai 19: Hop thoai in va thiét 1p trang in trong Word

Pé mé hop thoai in, ta chon File — Print (1) (hoac nhan Ctrl + P)

(2) Lénh 1n

(3) S6 ban in

(4) Chon may in

(5) Trang can in
- In tat ca thi dé trong, phia trén dé “Print All Pages”
- In I trang duy nhat thi co 1 trang, vi du.: 4 (hoac 4-4)
- In lién tuc bdt ky thi go trang dau - cuoi, vi du: 3-5
- In nhiéu trang khdc nhau, vi du: 3,7,10

Xem tiép trang sau>

TIN HOC SAO VIET #Bach Xuan Hién B 093 11 44 858

@ Home
[ New
& open

|8 Share

@ Info
Save
[ saveAs
| Egl Print o)
D, Export

B Close

R Account

E] Options

Print
[g] Copies: I 1 :0)
Print
Printer ©
o == Canon LBP6030/6040/6018L
=D offiine
Printer Properties
Settings
l_ Print All Pages
The whole thing
ej Pages: | ‘ ®
|i Print One Sided
@ E Only print on one side of the...
‘ EE Collated ‘

123 123 123

@) D Portrait Orientation v
0 |:| Letter
J 21.59 cm x 27.94 cm
@ Normal Margins
Top: 2.54 cm Bottom: 2.54 cm...
‘ 1 Page Per Sheet v‘

Page Setup

Of [z o7 »]
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(6) In kiéu 1 mat hodc 2 mat

- One sided: I mat
- Both sided: 2 mat

(7) Hudng gidy in (ngang/ doc)
(8) Kho giay (A4, A5, Letter,...)
(9) Chuyén trang in khac

TIN HOC SAO VIET #Bach Xuan Hién

ﬁh Home
D New
> Open

|& Share

@ Info
Save
[F'} Save As
| @ Print o)
B Export

£ close

R Account

Iﬂ Options

Print
@ Copies: ! 1 :9)
2)
Print
Printer ®

0 a—=.Canon LBP6030/6040/6018L

B9 offiine

Printer Properties

Settings

Print All Pages [
| The whole thing |

6 Pages: ‘ ®
Print One Sided
@ Only print on one side of the... i

m Collated [
| 123 123 123 [
@)l D Portrait Orientation vl
e Letter
‘) 21.59 cm x 27.94 cm
[ @ Normal Margins
Top: 2.54 cm Bottom: 2.54 cm... |

|
1 Page Per Sheet v{

O «(: o7
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CHUONG X: SUDUNG AI TRONG SOAN THAO VAN BAN

O I. Muc dich nghién ctru

II. Noi dung nghién ctru

Bai 20: Ung dung Al trong soan thao van ban



I. MUC PiCH NGHIEN CUU

Trong thoi dai cong nghé 4.0, tri tué nhan tao (Al) tro thanh cong cu ho tro manh mé
trong cong viéc van phong. DPac biét, Chat GPT giup nguoi dung soan thao van ban
nhanh hon, chinh xdc hon va tiét kiém rat nhiéu thoi gian cho cac tdc vu nhu viét bdo
cdo, tao dé muc, chinh sira cdu chir hay dinh dang noi dung. Viéc hiéu va sir dung diung

cach Chat GPT sé givip ndng cao ndng sudt va chat lrong ciia tdai liéu van ban.
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II. NOI DUNG NGHIEN CUU

Bai 20: Ung dung Al trong soan thio viin ban

Tim kiém “ChatGPT” — Chon Website Chatgpt.com — Chon ding nhép cing Google

® [£]@Déng/ mé Sidebar T
& Doan chat méi rj'lr'a’) doa|n‘ c«h‘a[t m;@”

Q Tim kiém doan cha

@) Thu vién - : -
O) M6t s6 céng cu mé rong

83 Kham phé

@ e T6i 6 thé gilp gi cho ban?

@ Al PDF Drive: Chat, Create, ...

2]

{ 2
@ + neayons Cilba s0 ra lénh cho Al @

Duan

3 Dy én méi

[ Viét bai viét cho chi nhanh

@X/em danh séch céc lénh trwée dé

Doan chat nhém mdi @

ac doan chat ctia ban
Gidi thich tham s6 Dynamic ...

Céach pha block AutoCAD
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http://chatgpt.com

BAI TAP UNG DUNG

I. Soan thao Email va soan thiao van ban cung Al

Doan chat maoi

1. Ralénh cho GPT viét Email xin viéc nhu thé nao
2. Viét giip t61 mot email xin viéc cho vi tri K& toan tai cong ty ABC
3. Ngan gon hon mot chut nita
Doan chat m¢i
1. La mot luat su chuyén nghiép, hiéu biét luat lao dong mai nhat va cac luat lién
quan dén nguoi lao dong trong doanh nghiép, ban hay soan thao mot mau hop dong
lao dong chuan
2. Chovi
3. du cu thé luon
4. Hay xuat ra tép van ban Word ding bo cuc, quy chuan vin ban hanh chinh Viét
Nam
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II. Lap ké hoach cong viéc cung Al

Doan chat m¢i
1. La mot giam dbc kinh doanh chuyén nghiép, hiy lap gitp t6i mot ban ké hoach
kinh doanh cho nam mai
2. Cho vi du cu thé véi mang kinh doanh tra stra
3. Cho thém it mau bang va cac so d6 thé hién ké hoach
Doan chat m¢i
1. La mot truong phong ké hoach may mic, hay 1ap cho t6i mot mau ké hoach cong
viéc cho ca phan xudng trong ngay.
2. Hay xuat ra file Word
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