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Microsoft Office - WORD (2013) CO BAN

e Cac ban sinh vién va hoc vién chuan bi thi lay Ching chi CNTT Co
ban tai TTNN-TH, trwong PHXDMT (MTU) cé thé tham khao
hwéng din 6n tap phan thuc hanh Microsoft Word (2013)
e Phin hwéng din 6n tap thwe hanh nay dwoc bién soan trén co sé
thuc té nhu cau tin hoc vin phong (CNTT Co ban)
e Céc ban c6 thé tw tham khao, tw thuc hanh theo cac muc hwéng
din va két hep véi tai liéu caa TTNN-TH (MTU)
A

l. Man hinh WinWord 2013

BH o Y T @ . CHUONG TRINH ON TAD THUC HANH - Word T m - o x
HOME INSERT DESIGN PAGELAYOUT  REFERENCES ~MAILINGS REVIEW  VIEW Signin
0d

#rnd -

TimesNewRor-[13 <A A Aa- & i -Setie &8 N | AphCeDs AaBbCeDx AaBl

% Replace
B I y-mxx B-¥-A-[E :

o| Létén: 25cm
e | Lédudi: 30cm
1.2. Orierjtation < chon trang in dim@/ ngang
1.3. Size 9 chon gidy A4
1.4. Coluinns <» chon chia trang igf thanh 1: 2; ba ¢t
1.5. Brealts ¥ tich cic trang van/ban thanh timg trang riéng biét
2.'\HOME
2.1.Font
2.1.1. chon phang chir Tifnes New Roman
1.1.2. C& chit = chon
In dim (B)
In nghiéng (1)
Gach chan/(U]

e o 0 o
%

Lo

. Highlight cho ky tr
o Fonl Color: t6 miu cho k§ tr
2.2. Paragraph
2.2.1. Bullets
2.2.2. Numbering
2.2.3. List library
224. Canhlé
Trai qua phai

1. PAGE LAYOUT

1.1. Margins
1.1.1. Chon khd trang in: (trang van ban hién tai dang chon theo Muc 1.1.1. nay)
. Létrai: 3,5 cm [hogc: lé trai: 2,5 cm + gutter (wong rwong hop van
ban dwgc dong gay thanh sach): 1,0 Cm]
e Léphai: 2,0cm
. L&trén: 2,5cm
e Léduéi: 3,0cm
1.1.2. Orientation = chon rrang in dingl ngang
1.1.3. Size = chon gidy A4
1.1.4. Columns = chon chia trang in thanh 1; 2; 3 Cét
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1.1.5. Breaks = tich cac trang van ban thanh timg trang riéng biét
2. HOME

2.1. Font
2.1.1. Chon phodng chir Times New Roman
2.1.2. FontSize: Céchiz 9 choncs 13
. In ddm (B)
. In nghiéng (1)
. Gach chan (U)
. X2: H20
. X2: 30 ¢m, 15™ August, 2020
o Abe: (bé-deannay)
. Highlight: = [am néi bt cho ky tir
. Font Color: = t6 mau cho ky tir
2.2. Paragraph: phdn chia doan van ban
2.2.1. Bullets: = tgo ddu chdm
2.2.2. Numbering: 2130 56 tr dong cho cdc doan van ban
2.2.3. List library: = teo cac cdp s tir dong theo dé muc ngi dung
2.2.4. Align: canh lé

. Left: = trai qua phdi
. Centre:  gizatrang in
. Right: = phdi qua trai

. Justify: = cha phan bé déu trén dong
2.2.5. Line and Paragraph Spacing: = dan khodng cach cac dong
2.2.6. Shading: 9- cho ky tir hogc cho ca mgt/ nhiéu dong
2.2.7. Borders: = [ké khung] cho mét/ nhiéu dong

3. INSERT
3.1. Table
. Ké Bang cho trang in
STT HovaTén | Ngaythang | Noi sinh Ghi chu

nam sinh

3.2. Hlustrations: rrang tri vin ban

3.2.1. Pictures: > Lhén hinh anh }cé sdn cho trang van ban Commented [A1]: Vo tap tin c6 chaa anh [pictures], chon
_ anh va INSERT
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3.2.2. Shapes: 9*(3’ hinh ve kha trang van ban
* Ghi noi dung trong nay
3.2.3. Chart: > vé biéu do
Chart Title
10
0 [p— - [ - L™ |

Category 1 Category 2 Category 3 Category 4

M Series1 M Series2 M Series3

3.3. Header & Footer

3.3.1. Header: 2 ghi tiéu phia trén dau trang vin ban
3.3.2. Footer: = ghi tiéu phia cudi trang van ban
3.3.3. Page Number: = chén sé trang cho vin ban

3.4. Text

3.4.1. Text Box

Huéng dan 6n tap thue hanh phan Word trong Microsoft Office
2013. Cac ban thyc hanh hau hét cac thanh cong cu va Iénh cia
Word 2013 trén man hinh Word 2013

3.4.2. WordArt: = chén chiz nghé thugt
o GO ky tw vao day

3.4.3. Drop Cap: = datché dg mot ky tw IN HOA dau tién 6 kich thude 2, 3... dong
ao mot ky tu 16n ngay dau trang van ban
hodc cho mot doan van ban.

Tao mot ky tu 16n ngay dau trang van ban hoic cho mot doan vin ban.
Tao mot ky tw 16n ngay dau trang van ban hoic cho mot doan van ban.
Tao mot ky tw I6n ngay dau trang van ban hoac cho mot doan van ban.

3.5. Symbols

3.5.1. Equation: = chén cong thirc toan hoc
n

(x+a)" = Z (:) xkank

k=0

~| Commented [A2]: Ghi noi dung: nhén chudt phai vao
khung, Add Text
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1
2
8
7.

3.5.2. Symbol: = cheén ky higu
HPE

REFERENCES

4.1. Footnotes
4.1.1. Insert Footnote!: = chén ghi chd; ch gidi, cha thich
4.1.2. Show Notes?: = xem tdt ca chd thich
REVIEW

5.1. ABC — Spelling & Grammar: = kiém tra chinh ta cho vin ban [thuong ding dé kiém
tra chinh ta va ngi# phép tiéng Anh]

5.2. ABC — Word Count: = dém t6ng s6 tir ciia doan van ban
5.3. New Comment: =3 hen § kidn/ 161 nhdn xét Ciia ngurdi em van ban.
VIEW
6.1. Views
6.1.1. Read Mode: = ché dg chi doc vin ban
6.1.2. Print Layout: = xem toan trang van ban khi in
6.2. Show
6.2.1. Ruler: D ldy thueéc ké cho trang vin ban
6.2.2. Gridlines: 2 ké 6 cho toan trang van ban
6.2.3. Zoom = thu nhé/ phéng to trang vin ban téi 200%
6.3. Zoom: ché d¢ phéng to; thu nhé (%) trang van ban
6.3.1. 100%: 2 ché dg xem 100% trang van ban
6.3.2. One Page: = ché dg xem ting trang
6.3.3. Multiple Pages: = ché dg xem nhiéu trang van ban trén man hinh
6.3.4. Page Width: = ché d@g xem chiéu ngang ciia van ban phi hop véi man hinh
Window thyc té
6.4. Window
6.4.1. Arrange All: = bat/tat ché @ xem nhiéu van ban dang mé cing lic
6.4.2. Split: = bt/tit ché d xem hai phan ciia méz vin ban cling lic
TABLE TOOLS

Khi chén (INSERT) Bang cho vin ban, Word tu dong xuat hién
TABLE TOOLS

DESIGN

7.1. Table Styles: = chon kiéu Bang

! Ghi chq, chd giai, cht thich
2 Xem tat ca chu thich

Commented [A3]: Chen y kién/ 1o nhan xét. [Mudn bo
comment: nhan chugt phdi = Delete Comment]
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7.2.Boder (Styles): => chon nét daminhat, nét don/déi... cho Bing
8. LAYOUT

8.1. Draw
8.1.1. Draw Table: = ding chugt vl ké thém duong cho Bang

STT

B wWN P

8.1.2. Eraser: = diing chugt xa dwong ké trén Bang
8.2. Rows & Columns
8.2.1. Delete
. Delete Cells: 2 Xx6a 0
° Delete Columns: = xéa Cgt
. Delete Rows: = X6a Hang
° Delete Tables: = Xéa toan bg Bang
8.2.2. Insert: chen

. Insert Above: = Chén mgt Hang phia bén trén

. Insert Below: = Chén mét Hang phia bén dudi

. Insert Left: = Chén mgt Cét bén tréi

. Insert Right: = Chén mgt Cét bén phai
8.2.3. Merge: nhdap/ trén O hodc Cét

. Merge cells: = nhdp 2 hay nhiéu 6 thanh mgt

. Split cells: = chia mgt 6 thanh nhiéu 6 nho

. Split Table: = tach mgt Bang thanh 2 Bang

Bang 1

Al wWON

Bang 2

1
2
3
4
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8.3. Cell Size: kich thuéc Ol Cot
8.3.1. AUtoFit: tir dong lam twong thich

. AutoFit Content: = tir dong phan bé Cét ngi dung trong Bang cho phi
hop
. AutoFit Window: = ti déng diéu chinh Bang cho phii hop véi Window
. Fixed Column Width: = ¢4 @inh chiéu ngang Ct
. Distribute Rows: = diéu chinh chiéu cao ciia Hang cho bang nhau
. Distribute Columns: = giéu chinh chiéu ngang ciia Cét cho bdng nhau
8.4. Alignment
8.4.1. Cdn chinh ngi dung trong O
. Align Top Left/ Right: = Bén trai/ phai ciia O
. Align Top/ Bottom Center: 2 Phia trén/ dudi cia O
. Align Center: 2 Ogiita®
[
STT Ho va Tén Ngay sinh  Noi sinh SBD
Nguyén Pham Ba Ria — Viing
Hoang Thanh An  20/01/1990 Tau CNTT.CB190088714

Nguyén Vin B 25/01/1990  Kién Giang
Nguyén Vin C 10/5/2001  Vinh Long

A wnN -

8.4.2. Text Directions: can chinh hwdng cua chir trong 0

Sinh vién/
hoc vién

Ho va Tén Ngay sinh Noi sinh

1
1
1
]
]

Nguyén Pham -
1 Hg‘@\ng Thanh 20/01/1990) E’? Rﬁ;l‘ ANTT FR100A - ( commented [A5]: Canh I phii, & gitta 6 van bin
v ull ay N1 Db 1IUYUyU
= ‘ : 88714 ‘g ~_ [ Commented [A6]: Canh chinh gitra 6 van ban
CNTT.CB1900 = ‘ [ Commented [A4]: Canh I trai, bén trén 6 vin ban
2 | Nguyén VanB | 25/01/1990 GK.ién 88715 17 [ Commented [A7]: Canh goc bén phai 6 van ban
lang ( commented [A8]: Hung chi thing ding, tir duoi doc lén
3 | Nguyén Vian C
Ny CNTT.CB1900
10/5/2001 | Vinh Long 88716 =
S
4 3
T
CNTT.CB1900
Nguyén Vin E 88717

Pham Anh Tuén

Bién soan



