MOT SO CHU PIEM TRONG MS WORD 2010

1. Bang ma va Font :

BANG MA CAC FONT DUNG GHI CHU

Unicode Times New Roman, Arial, Tahoma,.. Van ban hanh chinh
VNI - Windows VNI-Times, VNI-Brush, VNI-Present,.. | Trang tri, trinh bay dep
TCVN3 (ABC) /nTimes, .\VnArial, .\VnBrush,....... it dung

Phim tit chuyén ché d6 g6 ddu Anh = / Vit & Ctrl + Shift

Chuyén mé doan VB di nhap:

T6 chon doan VB da c6 > Cut/Copy > Ctrl + Shift + F6 >

Chon Nguon:...  Vd: Ba co font VNI-Times thi nguon la VNI-Windows

bich:....... Muon chuyén thanh Times New Roman thi dich 1a Unicode

Nhanndt ~ Chuyén ma
Tro lai Word > Paste két qua

2. Cac van @@ hién thi:

Cac nhom Ribbon:

- Thé Home: Chure nang dinh dang chinh: dam, nghiéng, gach chan, s6 thir
tw dau dong, canh trai/gitra/phai/déu, dan dong.............
- Thé Insert: Chén d6i twgng vao Word: bang, hinh, dang hinh hoc,

WordArt, DropCap, Cdng thuc toan, Symbol
- Thé Page Layout: Bo cuc trang, chia 2 cot, khung cho trang
- Thé References: Thém cha thich, muc luc tu déng
- Thé Mailings: Churc nang tron thu
- Thé View: Chon Print Layout. Chia hai man hinh (Split)
* An/Hién Ribbon: Ctrl + F1 hozc nhan nit @ & goc phai trén

Quick Access Toolbar: thanh chtra cac nit Iénh truy cap nhanh theo y nguoi dung
Thém nut Iénh: c.phai 1én nat can thém > Add to Quick Access Toolbar
Str dung nat Iénh: Alt + Stt caa nut

An/Hién thuéc ngang: Vao menu View > Ruler hodc nhan nit 2 dAu thanh truot doc
Chinh don vi do trén thudc: File > Options > Advanced >
Show measurement in unit of: Centimeter

Tit kiém tra I8i chinh ta: File > Options > Proofing > Bo chon Check spelling va
Check grammar

. Dinh dang trang:

Vao menu Page Layout > Page Setup hoic nhap dap 1én thuéc ngang ving mau xam
Margin: 2 cm hoac 2 2 3 1.5 (VB hanh chinh), Orientation: hudng ding / ngang
Multipal pages: Mirror (in 2 mit déng gay), 2 pages (in 2 trang trén 1 mit) néu can
Paper size: A4
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Gutter:

Orientation

Portrait  Landscape
Pages
Multiple pages: Normal
Preview

Apply to: | Whole document |z|

Bottom:
Right:
Gutter position:

Set As Defauit

4. DPinh dang doan:

Margins ||

Paper size)
A4

Height: |29.7am

21cm

Paper source
Eirst page:
Default tray (Auto! -
Auto

u
Manual Feed Slot
Cassette 1

QOther pages:
-
Auto

u
Manual Feed Slot
Cassette 1

Preview

Apply to:

whole document [ |

Print Cptions. ..

Set As Default

=R )
]

-

T06 chon doan van ban > c.phai > Paragraph >
Line spacing: Single / Exactly: 15/ 1.5 line

After: 6 pt

Canh déu 2 bién

Paragraph

(Ctrl +J)

5. Pinh dang KV hiéu dau dong:

Home

Times Mew Rom = 13

Insert

b
a
'l B 7 U ~abe x, X°

Page Layout

A A

Referencg

ailings Review

Paragraph

Indents and Spacing | Line and Page Breaks |

General
Alignment: Left E
Outline level: | Body Text E
Indentation
Left: 1.27 em| 5 Special: By:
Right: ocm |5 (none) E 3

[ Mirror indents

Spacing
Be opt [ Line spading: A
oot 5 Err—-]

Qon't add space between paragraphs of the same style

Preview

g T Bt T Bamgie T Sampc T Sompe Tk g Tox B Toe
i T Dimis 7w famts Tom fimbs Tin Ambs Fi A o Bt Tom
A RIS RE AN AT IR A A

Tabs.. | [ SetAsDefaut | Q![ ok ) cance

-
Define New Bullet
Nitro PDF Professionz

[BERE=S)

M | AaBbCel .

%entry Used Bullets

r
Symbal... Bicture... Eont...

- a7 . A - GRS
— Left
*
F Font G| Preview
-1 13- 1 31 +4 151 g
T T T T Bullet Library
Mene O | - ‘:‘ © -
e =
-

Define New.
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-
Symbaol

5

4

@ Wingdings

£

]

]
=

o | | Bﬂ

e | [l
-Gb-@:@]lm
= | | B

@
1@
o

L} | o | i
|| D

2
=
i

e O

o | @ | A | i)

Recently used symbols:

™

€ £ ® +|#£

[A
Y

®

Wingdings: 38 Character code: |33

from: | Symbaol (decimal) |Z|

QK

| [ |

6. Chir nghé thuat - Word Art:
Insert > WordArt > Chon 1 dang

Home Insert Page Layout References Mailings Review View Nitra PDF Professional
j = E EHE |_[—~') ﬁi Q =E j j Ij - Ij (2 Signature Line = n Q
= bd B8 [P 2 i+ -, f% = = = 5} Dote & Time
dlank  Page Table Picture Clip Shapes SmartArt Chart Screenshot  Hyperlink Bookmark Cross-reference Headev Fuuler Pﬂge Text Qu\(K WurdArl : E Equation Symbol
2age Break - At - - er~ | Box~ Part: "4 Object - - -
*ages Tables Tllustrations Links Header & Footer .
A\
s iK1z 41 +s 1617 1815101 m A\
e . : . - . : v F/aa\
4. Pinh dang chit ngh¢ thuét:
Insert> WordArt /=

5. Dbinh dang cot:

- Tao béng: Format > 7 Text Efect > Shadow

= /

A
/\
A

3> B

A A
A A

E>>

‘ radient Fill - Ora ccent 6, ]HﬂErSHEdﬂwl
— F /Y

itro PDF Professional

Format
A Tet Fill »
~ | £ Text Outline ~

= Text Effects ~

|1 Text Direction -

[ Align Text ~
9 Create Link

WordArt Styles

No Shadow
Shadow 3
Reflection  +
Outer
Glow »
I\ Bevel r

i

0\ 3-D Rotation »
ar

3

Ay Transtorm

" Text Effect > Tranform

i

. Wrap
- Chinh vi tri day van ban: Format > tex -

- Chinh dang: Format >

ENE

Position \’Vrap

S
&
&

g

Offset Diagonal Bottom Righ

View Nitro PDF Professional
gy A~

ﬂ'

Format
11§} Text Direction - ] —
[ atign Text =

& Bring Forward = |2
[ send Backward ~ [g

uick Position Wra
S%wesv - &2 Create Link = Tm‘i By selection Pane 5
WordArt § Arrange
_— Shadow »
- = S S R TR
Reflection 3
Mo Transform -
Glow »
abede
£\ Bevel »
U ¥
Follow Path
) q cw
’*\ 3-DRotation » | o<% %~ oefes wtda
- - " ™ s Ghij
e N
deget e Pnod
ﬁm‘ Tansform | o
abcde abcde  abede Abede (=
abcde abede <fry €%3:
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—
Page Layout References Mailings Review View Mitro PDF Professional | Format

ﬂ S :ﬁ: Compress Pictures —_ — _ o . & Picture Border = = Hj h
7" B change Picture il | el | | el :‘ ;’ d ~ | ) Picture Effects ~ &
or Aristic o ) pn Position | Wrap | ) .
Effects - [ Reset Picture ~ | %) Picture Layout ~ - Text= | Selection Pane Sk

m

wdjust Picture Styles In Line with Text

oo a0 [ - 1K 30 31 4 15+ 1+ 6+ 1 70+ B+ 4 8+ 0 10 1 il | 13 1 13 1

=} Square

Chinh vi tri day van ban: Format > Wrap Text Tiant

Through

Top and Bottom
Behind Text

In Front of Text

BB R EEEE

@ Maore Layout Options...
+ D0i v6i WordArt dau doan: Inline with Text (trén chung dong véi van ban)
+ Doi voi Hinh anh: Square (day vudng goc), Tight (day 6m canh) , Behind Text (hinh chim
dudi chir)

7. Chia cét - Column:
Page Layout > Columns > More Columns > Chon 2 ¢t + Line Between
*Chay: - Chiacét trueéc, lam chir tran dau dong sau
- Néu phia duéi cing chua cé néi dung thi phdi nhan Enter chira trong vai
dong tréng ¢ duwdi cung
- Cheén ddu ngdt cot: dat nhay tré tai vi tri can ngat > Ctrl + Shift + Enter

= O

Orientation  Size |Columns

W= Breaks ~

[H

£ Line Numbers ~

b~ Hyphenation ~

Page 5¢

Col % Width: Spacing:
[t ] 786 [ 127em |2
78

1]

Equal column width

Apply to: | Whole document E|

8. Chir tran dau dong - Dropcap: v v
Insert > Dropcap. CO thé két hop thém do6i dang nghiéng, doi font,....

9. Cheén hinh anh — Picture:
Insert > Picture > tim va chon hinh anh can chén
Format > Wrap Text: Square / Tight / Behind text
Chinh stra anh:

* O ‘ J e :J{ Compress Pictures __ - - =
ﬁ. 4 Change Picture X
Remove Corrections Color Artistic ; : ‘ ‘ d
Background - v Effects ~ g Reset Picture ~

10.Chen Hinh vé - Shape:
Insert > Sharp > Chon hinh, giix c.trai va kéo dé vé
Viét chit bén trong hinh: c.phai > Add Text
Thay d6i kich thugc: gitr nhay tré vao diém neo ¢ goc va kéo theo duong chéo
Gom nhém: Giit phim Ctrl, nhap chon cac hinh > c.phai > Group

11.Vé bang - Table:
e Insert > Table > Chon s6 dong, sé cot nhiéu nhat > Nhap noi dung vao bang
e Thém/X6a dong, cot: T6 chon dong/cot dung 1am méc > C.phai > Insert/Delete
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12.

13.

14.

Kéo canh bén phai & dé chinh d6 rong thich hop.

Chia déu cot: t6 chon cac cot > c.phai > Distribute Columns Evently

Chia déu dong: td chon céac dong > c.phai > Distribute Rows Evently
Canh bang vira véi trang gidy: chon bang > c.phai > AutoFit > to Window
Tron 6: t6 den cac 6 > c.phai > Merge Cells

Canh néi dung ngay chinh gitra 6: c.phai > Cell Alignment > Chon 6 gita
Déi huéng chir ding: c.phai > Text Direction > chon hudng ding

Chen ky tw dac biét:

Insert > Symbol > More Symbols > Font: chon 1 trong ba b6 Symbol, Windings,
Wingding 2

Thuwc hién cong thic Toan:

Insert > Equation > chon dang khung thich hop > nhap néi dung vao cac 6 co san

Insert Page Layout References Mailings Review View Mitro PDF Professional Design & G
Z] z_!,) Hyperlink =| Header - A 2| Quick Parts - [ Signaturg(fine ~ | JT Eguation '
Bl
" A& Bookmark S Foo| BuiltIn
Picture .
') Cross-reference | [#] Pag| Area of Circle
Tables Illustrations Links Heade| |A — m.z
Home Insert Page Layout References Mailings Review View Mitro PDF Professional [ Design

[
Semotesions | [][w][=][+] y e*ux| [, 2 ne ¢j 19
E [=I[e][] y | . 2 sin6 im A
€% Linear . ¥ e X|Jx =0 {( )} a o = LOL
Equation = IE‘ _ | Fraction Script |Radical|Integral  Large Bracket Function Accent Limit and Operator Matrix
= abe Mormal Text L= - M - - - - Operator~  ~ = < Log - = =

Tools Symbals Radicals
W'"1'“E‘"2"'4"‘5"ISIIIT"‘E"'EIIIK“I (TR |
- iz BYE RTE RE

‘Common Radicals

—b + /b7 —2ac

5 NIEEE

Diit buéc nhay —Tab: ‘
Té chon VB > nhap chon dau Tab ¢ dau thude > dit 1én thudc ngang tai dung vi tri

Nhap dap vao dau Tab da dat > chon 2 .... > OK dé thyc hién dang .................
:-I-1-\‘2‘|‘F::3m|-1_‘|-5-|-s-|-T-\-_§-\ &Iér
i Tab stop podition: Default tab stops:

4cm 1.27an v
y “ | Tab stops to be deared:
HO T8I oot Aignment
@ Left ) Center ) Right
Ngay sinh: ..............., Noi Sinh: ................ DDedmal O far
Leader
_) 1None @2 03—
B4
Set ] I Clear ] [ Clear Al ]

15.Pinh dang trang — Page Layout:

e Khung trang: Page Borders. Chon cac dang khung nghé thuat trong muc Art.
Chi chén khung cho trang dau tién: Apply to: This secton — First page only

e Chir chim/Dau ban quyén: Watermark > Custom Watermark..

e Header — Footer: Nhap dup vao phan dau trang/chan trang > nhap noi dung

e S6 trang: dé nhay tro tai vi tri can dat > vao menu Design > Page Number >

Current Position > Plan number 1
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Home  Insert  Pagelayout  References Mailings ~ Review  View Nitro PDF Professional | ‘ Design

EL E B ) ElE 5, Previous [F] Ditferent First Page 5 Header from T
) =l S| E | B E |sa g0 -
Header & Footer Insert = T} Mext [ Different Odd & Even Pages | f=dr Footer from B:
Header Footer | Page Date Quick Picture Clip | Goto Goto . N
W - T T — T TS = - |Number®|| &Time Parts~ | e Link to Previous Show Documen it Text [5) msert Alignme
Navigation Options Po:

=t Header &F [ Top of Page

! '@ Bottom of Page L r & 1 & 17 1 841 +§ 130 1 41 1

3 Page Margins

»

A Current Pasition » | simple
Plain Number
T

Format Page Numbers...

#  Bemove Page Numbers

Tin hoc cin ban

16. Tim kiém va thay thé:

e Tim kiém: Menu Home > Find 27"~ hodc Ctrl + F > nhap noi dung can tim

Navigation vx|L) BT g 5 4 s 6 7 8
dinh dang x v |

10 matches :

SEIE A v _ Tin hoc can ban

Dinh dang vin ban: . L Pinh dang van ban:

_ - 1. Dinh dang trang:

o danotene - Page Layout = Page Setup

Binh dang co ban: ’:"

Binh dang doan: m

Binh dang chif nghé thuit: -

e Thay thé: Menu Home > Replace **"*P"** hogc Ctrl + H > nhap noi dung cn
ti’m va ndi dung can thay > nhan Replace (thay chir tim dugc) / Replace All (thay
tat ca 1 lan)

Find and Replace ? 2
Replace | GoTo

Find what: béc s |Z|

Replace with: |bac s¥ |Z|

[ Replace ] [ Replace All ] [ Eind Mext ] [ Cancel ]

17.Pinh dang theo mau:

T6 chon mau > vao menu Home > nhin nat 7 Fo™atFainter 5 48 phan VB cin dinh
dang theo mau

18.C0ng cu tron thw — Mailings:
B1: Soan thao mau thu va danh sach ngudi nhan (luu bang Table cua Word / Excel)
B2: Tu file mau thu, vao menu Mailings > Select Recipients > Use Existing List >
chon file danh sach ngudi nhan da cé & trén > Open.
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B3: Tai mdi vi tri danh dau > Insert Merge Field > chon tén cot tuong Gng.
B4: Nhan Review Result dé xem trudc ket qua tron.
B5: Nhan Finish & Merge dé tron > All > OK d¢ tron. Luu file ket qua.

19.Chén So dd dong: ,
Insert > SmartArt > Chon khung thich hop > Nhap néi dung vao cac 6 co san

20. Lwu chuyén dinh dang: ,
Vao menu File > Save As hoac nhan F12 > Save As Type:

Word 2007-2010 (*.docx)
Word 97-2003 (*.doc)
PDF (*.pdf)

Ma ngudn ma (*.odt)
Web page (*.html)

21. Mét s6 phim tit thong dung:

Ctrl + A Chon tat ca

Ctrl + C Sao chép

Ctrl + X Cat

Ctrl + V Dan

Ctrl +Z Phuc hoi

Ctrl + B bam

Ctrl + 1 Ngiéng

Ctrl + U Gach chan

Ctrl + L Canh trai

Ctrl + R Canh phai

Ctrl + E Canh gitra

Ctrl +J Canh déu

Ctrl + [ Giam size

Ctrl +] Tang size

Ctrl + 1an nut cudn gitra Tang giam d6 phong
Ctrl + N Tao méi

Ctrl + O Mo tai liéu cd san
Ctrl +S Luu

F12 Luu dbi dinh dang
Ctrl + P In

Ctrl + Home Vé dau tai lieu

Ctrl + End Vé cudi tai lieu

Ctrl + Enter Ngat trang

Shift + Enter Xuong dong khdng ngat doan
Ctrl + Shift + Enter Ngit cot

Shift + —» T06 chon theo hudng miii tén
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