Chii dé 3. MICROSOFT WORD 2010 (Tiép)

6.1. Chén hinh anh, biéu do, so' do va cac hinh vat thé vao van ban

» Chén hinh anh
o Dé chén mot hinh anh, dit tré chudt vao van ban noi ban mudn dit hinh anh, va rdi
trén tab Insert, trong nhom Illustrations, nhip vao Picture.
» Cheén Clip Art
- Insert/ nhém Illustrations, chon Clip Art.
» Thao tac véi hinh anh
Dé dit lai kich cé ciia hinh anh, ta c6 thé ding cdc nit diéu chinh:
— Theo chiéu doc, bing cach kéo nit diéu chinh & giita duong vién ngang trén hodc dudi
co lai hay rong ra.
— Theo chiéu ngang, bang cach kéo nat diéu chinh & gitta & canh bén trai hodc bén phai
theo hudng co lai hodc gian rdng ra.
— Pé diéu chinh hai canh lién ké cung mot luc, kéo nhirng nut diéu chinh & gbc co lai
hodc gian rong ra

Ciit xén hinh dnh

— Chi c6 thé cit hinh anh theo chiéu ngang hodc chiéu doc

— Khi hoat dong, con tro thay doi -l{%
— Dé cit phia dau hodc phia chan btrc anh, kéo ddu — & phia trén va dudi chan birc anh
— Pé cit canh trai hodc phai cua anh, kéo dau | & ben trai hodc phai khung anh
— Pé diéu chinh hai canh lién k&, kéo mot trong hai dau 1 ¢ gbc anh
Thay doi thudc tinh ciia hinh dnh
bé thay ddi dac tinh cho hinh anh duge chon, st dung mot trong cac cach sau:
— Nhap tinh nang thich hop tir ribbon Picture Tools Format

— Tai Picture Tools, trén tab Format, nhéan Dialog box launcher ddi voi nhom dac tinh

dugc diéu chinh
— Nhép chudt phai vao hinh anh va nhap Format Picture
Di chuyén hinh dnh
— Kéo va tha (drag-and-drop) 1a cach d& nhét dé di chuyén hinh anh

— Néu d6 1a dbi twong nam trong dong vin ban, khi ban kéo hinh tro chudt s& hién thi dudi

dang [gx
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— Neéu d6 la mot doi tuong ty do, khi ban kéo, tré chudt s€ hién nhu sau *+™*

> V& doi twong

- Dé v& cac dbi tuong, tai tab Insert, trong nhom Illustrations, nhép Shapes
6.2. Lam viéc véi tiéu dé, chan trang
* Sir dung Headers va Footers
- Dang van ban hoac dd hoa xuét hién & dau hodc cudi mdi trang

+ C6 thé giéng nhau trén mdi trang, xen k& s trang chin va s trang 1¢, hodc thay ddi tir mot

chuong cua tai liéu 16n tiép theo
- C6 thé tao header va footer ding tab Insert va nhém 1énh Header & Footer

+ Ribbon cong cu Header & Footer xuét hién cho sira d6i

E| H9-0 & =2 @ .xl |= Document? - Microsoft Word
Home Insert Page Layout Refarences Mailings Review View Foxit Reader PDF Design
j B E E i ElE 7 Q 5, Previous [T Different First Page 5+ Headerfrom Top: 1.27em
= & | e =] il 1=
L = L - HIE) = =Ty Next D Different Odd & Even Pages gv Footer from Bottam: 127em & o
Header Footer  Page Date Quick Picture Clip Goto Gofo 2 = = Close Header
- MNumber~ | & Time Parts~ Art Header Footer 7 Linkto Frevious Show Document Text |;j Insert Alignment Tab and Footer

Header & Footer Insert Mavigation Options Pasition Close
* Panh so6 trang: Insert/ nhom Header & Footer, chon Page Number
- Top of Page: Hién thi cac vi tri co thé dat sb trang & dau trang.
- Bottom of Page: Hién thi cac vi tri co thé dit s6 trang & cudi trang.
- Page Margins: Hién thi cac vi tri c6 thé dat s6 trang & 18.
- Current Position: Hién thi cac lua chon danh sb dé ap dung véi vi tri danh s6 trang hién tai.
- Format Page Numbers: Hién thi cac kiéu sd trang khic nhau, ciing nhu Iya chon con s bit
dau dung dé danh s6 néu khong bét dau tir 1
6.3. Tao chir ngh¢ thuat
- Trén tab Insert, trong nhém Text, chon WordArt va chon kiéu chit cAn chén.
- Hop thoai Edit WordArt Text xuét hién; chon phong chir tai phﬁn Font; ¢& chir tai Size; kiéu
chir dam, chir nghiéng; nhap ndi dung can hién thi & phan Text va nhan OK.
6.4. Chen ky tu dac biét
- Tai th¢ Insert, nhom Symbols, nhép Symbol dé chon céc ky tu thong dung nhét hoic More
Symbols dé hién thi nhiéu ky tu hon.

7.1. Tao bang mai
* Vé bang
- Dung mét trong cac phuong phéap sau dé kich hoat tinh ning Draw Table:

+ Trén tab Insert, trong nhom Tables, nhap vao Table va roi nhap vao Draw Table
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+ Duéi ribbon Table Tools, trén nhin Design, trong nhém Draw Borders, nhip vao Draw
Table.

* Cheén bang
- Tao bang don gian c6 chiéu cao dong, d6 rong cot chan
- B¢ chén bang, dung mdt trong cac cach sau:

+ Trén tab Insert, trong nhom Tables, nhép Table, sau do kéo qua, Xuéng, hodc theo duong

chéo trén ludi dé xac dinh s6 ¢t va cac hang

+ Bang c6 nhiéu hon 8 x 10, dung tinh ning Insert Table

Insert Table 7 x j \:1 %% ’T’j‘ Eﬁ
Table size Taf[e Picture a:-'? Shavpes Smartart
: = [ et otk inns)
Mumber of columns: L = DDDDDDDDDD:
Mumber of rows: 2 B I
, , R
AutoFit behavior . T | I R
(®) Fixed column width: | Auto e EE%EEEE%EE
() AutoFit to contents I
o Y
() AutoFit to window i
£ InsertTable...
[[] Remember dimensions for new tables 4 %TEW:TEM_&__ 2
-El Excel Spreadsheet
Can_cel A  Quick Tables ¥

7.2. Cac thao tac lam viéc véi bang

* Cac cach di chuyén trong bang

- Dung cac phim miii tén dé di chuyén gitta cac ky tu trong 6.
- Dung phim Tab dé nhay sang 6 ké tiép.

- Dung két hop Shift + Tab dé quay tré lai 6 trudc do.

- Nhén Ctrl + Tab dé tao ky tu tab (ky tu dat mdc).

* Chon cic d6i twong trong bang

Entire Column Dé chon toan bo mét cot, nhap chudt va dau cot khi ban nhin thiy .

Entire Row Dé chon ca dong, nhép chuot vao thanh lya chon cua dong d6

Multiple Columns or | Dé chon nhiéu cot hodc dong, nhap va kéo xuyén cac cot va dong.

Rows

One Cell Pé chon mot 6, di chuyén con tré toi vién trai cua 6 do va nhép chuot khi
nhin thay "

Multiple Adjacent Cells Dé Iya chon cac 6 lién k&, nhap va kéo xuyén qua cic 6.
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* Chinh sira dwong ké va mau nén

- Dudi ribbon Table Tools, trén tab Design, trong nhém Table Styles, nhip vio Borders
- Duéi ribbon Table Tools, trén tab Design, trong nhém Table Styles, nhip vio Shading
* Piéu chinh cin 1é (Alignment)

- B¢ dicu chinh cén 1€ doc van ban trong bang, chon cac 6 muon can chinh va dung mdt trong so cac
cach sau:

+ O ribbon Table Tools, trén nhin Layout, trong nhom Alignment, nhép vao lua chon can
1& phu hop

+ Trén tab Home, trong nhom Paragraph, nhap vao lya chon can 1& phu hop

* Chén va X6a Dong/ Cot/ O
- O ribbon Table Tools, tab Layout, trong nhom Rows & Columns, nhip vao lwa chon thich hop.

H e

Delete Insert  Insert Insert Insert
¥ Above Below Left Right

Rows & Columns

* Piéu chinh d) réng va chiéu cao
- Dung mot trong cac cach sau dé diéu chinh do rdng cot va chiéu cao dong:

+ O ribbon Table Tools, trén tab Layout, vao nhém Table, nhap vao Properties, bang Table

Property hién ra, nhap tiép vao nhan thich hop véi muc can diéu chinh.

+ O ribbon Table Tools, trén tab Layout, vao nhém Cell Size, nhép vao cac nut diéu chinh

gia ting hodc gd con sd kich ¢& chiéu cao hodc d6 rong (Height hoic Width) twong tng.
+ bdt tro chudt vao duong ké doc & mot trong hai canh bén cua cot muén diéu chinh, khi
nhin thay "ll"', hdy kéo sang trai hodc sang phai.

+ Pat tro chudt vao duong ké ngang cua dong mudn didu chinh, khi thay %, hay kéo 1én
trén hodc xudng dudi
+ Nhip vao # trén thudc ké cna cot mudn diéu chinh va kéo dén khi dat d6 rong mong mudn
- Pé chia cot va dong c6 do 16n déu nhau, dung:
+ O ribbon Table Tools, tab Layout, nhém Cell Size, nhép vao
:E Distribute Fows hOéC '__H Distribute Columns | : hOéC

+ O ribbon Table Tools, tab Layout, trong nhom Cell Size, nhap AutoFit.

* Nhap va chia 6
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- Pé nhép 6, chon cac 6 va & ribbon Table Tools, trén tab Layout, trong nhém Merge, nhip vio
Merge Cells.

- Bé chia mot 6 thanh nhiéu 8, chon 6 rdi vao ribbon Table Tools, trén nhin Layout, trong nhom
Merge, nhap vao Split Cells.

* Tach bang

- Chon mot 6 bat ky ¢ dong s& 1a dong dau tién cta bang thir hai, roi & ribbon Table Tools, trén tab
Layout, trong nhom Merge, nhap vio Split Table.

- Bang c6 thé chi tach dugc theo chiéu ngang (theo hang, va cot giit nguyén khong doi).
* Chuyén doan vin béan sang bang
Trén tab Insert, trong nhém Tables, nhip vio Table, va nhap Convert Text to Table
7.3. Sap xép dir liéu trong bang
- C6 thé sap xép thong tin trong bang theo thir ty ting dan hodc giam dan
- Loai dit liéu s& quyét dinh kiéu sip xép trong bang va sb lugng cot thong tin
- M¢ 1énh Sort bé“mg cach chon céc 6 (hodc bang), roi dung mat trong céc cach sau:
+ O ribbon Table Tools, trén tab Layout, trong nhom Data, nhip vio Sort

+ Trén tab Home, trong nhom Paragraph, nhap vao (Sort).

Sort 7 ™
Sortby
|Column 1 L’ Type: iText [+ @ Ascending

T i Descendi
Using: |Paragraphs 'vl © Descending

Then by
=
I | Tyoe: |Text [+| ® Ascending

; T Descendi
Using: |Paraaraphs Ivi O Descending

Then by

| v l Type: iTEXt | Ascending
Descending

Using: EE;aragraphs

My list has
() Header row  (8) No header row.

| options.... | [ ][ cancd |

8.1. Dinh dang trang

Chon Tab Page Layout -> Group Page setup véi cac muc chinh nhu sau:

Margins Orientation 5Size Columns
8 & ¥ = b¥ Hyphenation =

= Breaks =

L= s
3 Line Numbers ~

Page Setup

- Niit Margins: Chi dinh thong sé canh 1& cho trang in. Chiing ta c6 thé chon cac canh 1& c6 sin

hodc vao Custom margins dé thiét 1ap voi:
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o Top: 1é trén

. . Margins
o Bottom: Ié dudi Top: 2s4am .| gottom: 254am 2]
. ) Left: 2.54em ] might 2.54am B
O Left: le tral Gutter: 0cm lﬁl Gutter position: :
o Right: 1€ phai
- Nut Orientation: chon hudng in doc hay ngang Y Fagelayout [RERCE

Orientation Size Col

o Portrait: doc

=]

kp

o Landscape: ngang "| =2

Portrait
- Nut Size: chon kho gidy in trong danh sach [==] ‘tenascape |7 m-

8.2. Xem truwéc khi in va In 4n
- Tinh ning Print Preview cho phép ban quan sat ca tai liéu gidng nhu khi duoc in
- Pé xem trudc hoac in tai liéu:
+ Nhép chuot vao thé File va sau d6 chon Print; hoac
+ Nhan CTRL+P
GGl 2L e e o D e |
9.1. Tim kiém va thay thé (Find and Replace)
a. Tim kiém (Find)
- Trén th¢ Home, trong nhém Editing, nhép chuot vao Find
- Nhan Ctrl + F dé hién thi khung Navigation
b. Thay thé (Replace)
* Trén th¢ Home, trong nhom Editing, chon Replace; hodc
= Nhin CTRL + H ; hodc
= Néu hop thoai Find and Replace dugc md, nhép chuot chon thé Replace
9.2. Hiéu dinh tai liéu
- Thé Review, nhom Proofing, chon cac tinh nang
. ABC
v @ 125

Spelling & Research Thesaurus Word
Grammar Count

Proofing

-
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Spelling & Grammar kich hoat tu dong tinh ning kiém tra chinh ta va ngi phap
Research Truy cap vao tur dién dé tra khai niém vé mot tur
Thesaurus Tra tir d6ng nghia, trai nghia

Word Count Thong ké céc thong so cua tai liéu

9.3. Thém binh ludn (Comments)

- Dé chén mot binh lun, trén thé Review, trong nhom Comments, chon New Comment.

- B¢ diéu hudng qua cac binh luan, trén thé Review, trong nhém Comments, click
#] Previous or @) Next

- bé x6a mot binh luan:

A Delete * . %
o ; hoac

* Trén thé¢ Review, trong nhém Comments, chon
* trén thé Review, trong nhom Changes, chon Reject and Move to Next; hoac
] nhép chuot phai vao binh luan va chon Delete Comment

9.4. Theo dbi sw thay ddi ciia tai liéu

- Dé bat tinh ning Track Changes:

* Trén thé¢ Review, trong nhém Tracking, chon Track Changes; hoac

» Nhéin CTRL+SHIFT+E

Page 7




