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LGOI NOI PAU

Soan thao uvdn ban lg céng viéc duwoc st dung rdt nhiéu
trong cdc co quan, xi nghiép cing nhi nhu cdu cta bét ky cd
nhdn nao hién nay.

Tir 1au, con ngudi da hiét st dung mdy méc vao viéc soagn
thao wiin ban (mdy g6 chir). G6 dén dau, vdn bdn duoc in ra
ngay dén dé trén gidy. Cdc cong viéc dich chuyén trén vdn
ban, cting nhu cdc k§ néng sogn thdo vdn ban con rdt thé so,
don giagn. Dé tao ra duoc mét vdn ban, doi héi nqudi soan
thao phai c6 nhitng ki ndng s dung mdy gé rdt tét (khéng
nhuw mdy tinh bay gid, hdu nhur ai ciing c6 thé hoc va soan thdo
digc mét céch ré rang). Soan thdo a6 nhu vdy, con vé in én
cang cé vé cung khé khdin. D6 la trudc day, khi ma cong nghé
théng tin con chua phdt trién.

Ngay nay, khi ma céng nghé théng tin dang phdt trién
rdm rd, céng nghé thay déi titng ngay, nhitng bai todn, nhitng
kho khdn cua con nguoi dang dén dén duoc mdy tinh hod, thi
viéc soan thdo nhitng vidn ban bdng mdy tinh da tr& thinh
nhitng céng viéc rdt binh thudng cho bat ky ai biét sit dung
mdy tinh. Mét trong nhing phdn mém mdy tinh duwoc st dung
rong rdi nhat hién nay la Microsoft Word caa hdang Microsoft
hay con goi phan mém Winword.

Ra doi tu cubi nhimg ndm 1980, dén nay phdn mém
Winword da dat duoc tdi su hodn hao trong linh vuc soan
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thdo vdn ban cling nhe trong linh vuc vin phong cta bo phdn
mém Microsoft Office n6i chung. Cé thé liét ké cdc ddc diém
n&i bat cia phdn mém ndy nhu sau:

- Cung cdp ddy du nhét cic ki ndng soan thao va dinh
dang vdn ban da dang, dé su dung;

- Kha ndéng d86 hoa da@ manh dan ién, két hop véi cong
nghé OLE (Objects Linking and Embeding) ban c6 thé chen
duoc nhiéu hon nhirng gi ngogi hinh anh va ém thanh lén tai
lieu word nhw: biéu d6, bdng tinh,.v.v.

- Co thé két xudt, nhdp dit lieu dusi nhidu logi dinh dang
khdc nhau. Ddc biét khd ndng chuyén déi dix liéu gitta Word
véi cdc phdn mém khdc trong bo Microsoft Office da lam cho
viéc xit Iy cdc ting dung vwdn phong trd nén don gian va hiéu
gua hon.

- Dé dang két chuyén tai liéu thanh dang HTML dé chia sé
diz liéu trén mang néi bo, cang nhu mang Internet.

Pé gitip cdc ban ¢6 dugc mét edng viéc nhu vy, cudn sdch
Tin hoc vin phong Word 2003 & Word 2007 sé cdp nhat,
giup cdc ban cé thé hodn thién hon nhimg céng viéc dang
lam. Hy vong, cudn sdch sé phdn ndo bé ich va gitip d& ban
trong cénqg viéc hang ngay.

Chuc cdc ban thanh céng!



PHAN 1:

MICROSOFT WORD 2003







Chuong 1:

KHAI QUAT VE WORD 2003

1. CACH KHOI PONG

C6 rft nhiéu c4ch cé thé khdi déng dugc phan mém Word. Tuy
vao muc dich lam viéc, s& thich hoic su tién dung ma ta ¢6 thé chon
mét trong cdc cdch sau day d€ khdi dong:

Cach I: Chon lenh Start cia Windows: Start | Programs |
Microsoft Word
Cdch 2: Nhiy kép chudt lén biéu tugng cia phdn mém Word

Emow& word | néu nhu nhin thady né bat ky & chd nao: trén thanh
tac vu (task bar), trén man hinh nén cia Windows, vv..

Céch 3: Néu muén mé nhanh mot t¢p van ban vira soan thao gén
day nht trén m4y tinh dang 1am viéc, cé thé chon Start | Documents,
chon tén tép van ban (Word) cdn md. Khi d6 Word sé khai dong va
md& ngay tép van ban vira chi dinh.

I1. MOl TRUONG LAM VIEC

Sau khi khdi dong xong, man hinh 1am viéc cia Word thudng c6
dang nhar sau:
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Thudmg thi méi truomg 1am viéc trén Word gém 4 thanh phan
chinh:

- Cira sé soan thao tai liéu: L3 noi d& ch€ ban tai lieu. Ban ¢6 thé
g0 van ban, dinh dang, chén céc hinh dnh 1&n day. N6i dung trén cira
s nay s& dugc in ra mdy in khi sir dung ¥nh in.

- Hé théng bang chon (menu): chia cdc lénh & goi téi cic chifc
nang cia Word trong khi lam viéc. Ban phai ding chudt 48 mé cic
muc chon ndy, doi khi ciing cé thé sir dung t6 hop phim tit dé goi
nhanh t& cidc muc chon.

- Hé théng thanh eong cu: bao gém At nhiéu thanh cong cu, md)
thanh cong cu bao gém cic nit Iénh dé phuc vu mot nhém céng viée
nao dé6. Vi du: khi soan thao van ban, ban phai sir dung d&n thanh cong
cu chuin Standard va thanh cong cu dinh dang Formating; hoic khi
v€ hinh c4n dén thanh cong cu Drawing dé€ 1am viéc.
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- Thuéc ké: gébm 2 thuéc (ruier) bao vién trang vin ban. Sir dung
thuc ndy ban c6 thé diéu chinh duoc 1€ trang vin ban, ciing nhu
thi€t l1ap cdc diém dich (tab) mot cidch don gian va tryc quan.

- Thanh trang thai: gitip ban biét dugc mot vai trang thii cin
thi€t khi lam viéc. Vi du: ban dang lam viéc & trang mdy, dong bao
nhiéu, .v.v.

III. TAO MOT TAI LIEU MOI

Lam viéc véi word 13 1am viéc trén cdc tai lidu (Documents). Méi
tai lidu phai duoc cat 1én dia véi mot tép tin ¢6 phdn maé rong .DOC.
Thudmg thi cac tép tai litu cua ban sé duge cit vao thu muc C:\My
Documents trén dia cing. Tuy nhién, ban cé thé thay d6i lai thong s6
nay khi lam viéc vé Word.

Thong thudng sau khi khéi dong Word, mét man hinh tring xuit
hign. D6 ciing 12 t2i litu mdi ma Word tu dong tao ra. Tuy nhién dé
tao mot i lidu méi, ban cé thé sit dung mot trong cic cich sau:

- Mo muc chon File | New..;

hodac

- Nhén nit New 9.' trén thanh cOng cu Standard,;

hodc
- Nhin 16 hgp phim tat Ctrl + N.

IV.LUU TAI LIEU

Pé lru tai lidu dang 1am vitc vao méy hodc dia, ban c6 thé chon
mOot trong cic chch sau:

- M& muc chon File | Save..;
hodc

-11 -



- Nh4n nit Save !I trén thanh cong cu Standard,;
hoac '
- Nhén 16 hop phim tit Ctel + S.
S& ¢4 hai kha ning xay ra:

Néu day la tai lieu md§i, hop thoai Save As xuét hién, ban s€ chon
dudmg dén dé luu tai lidu vao noi minh muén:

div -0 2
Me-B@Q> 0 tock-
Eﬂvereﬁrumm

Using Crystal Report n W
heh trorg word.doc

B Yoy we dec

i Places Save a5 1pe: {word Docoment (*.doc) ~]

Hay xdc dinh thu muc (Folder)- noti s& chita tép tin m&i nay réi go
tén t&p tin vao muc File name: (vi du Vanbanl r6i nhan nit Save dé
k&t thiic vie luu noi dung tai lieu.

Néu tai liéu cha ban d@ ducc Iuu vao mét tép, khi ra Iénh c4t tat ca
nhitng sy thay d6i trén 121 liéw s& duge lvu vio mdy hoac l1én dia.

LUU Y:

A BE& tranh bi mat dit lidu khi ¢ su cS b4t ngd nhu mat didn,
truc trdc may mdée... trong qua trinh soan thao vAn ban ban nén
thuéng xuyén thuc hidn thao tac luu tai liéu bdng cach an vao biéu
tuong Iuu hodc &n t8 hdp phim ctrl + S.
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