" Lam Chu Hé Soan Thao Van Ban
Thao tac, Hiéu chinh & BDinh dang (M6 dun 8.1 - 8.4)

Hanh trinh tir mét trang gidy trang dén mét tai liéu chuyén < |=
nghiép, tuan thu tiéu chuan tin hoc Ung dung. E
Ry



Giai Phau Khdng Gian Lam Viéc (8.1)
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Thanh Tab & Ribbon: Hé ] — e [ |2 Toolbar (Thanh cdng cu):
thong Iénh cot 16i, dugc phan | = . Cac |énh thao tdc nhanh
nhém logic. C6 thé tu tao Tab : thudng xuyén str dung.

rieng (Customize Ribbon).
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Viung soan th.é° Ruler (Thuédc do):
(Workspace): Canvas Thuéc ngang va doc

c[\inh‘d‘é' rlh_ép van ban dung dé canh [é va dinh
va chen do hoa. vi diém dirng (Tab).




5 Ché b6 Khung Nhin Tai Liéu

Print Layout

Ché do chuan
WYSIWYG (Thay
gi in nay).

Dung dé hoan
thién layout.

[

Full Screen

Reading

Trai nghiém
toan man hinh.
Dung khi chi
can doc, duyét
|0i.

[
o0

Web Layout

Khong gidi han
lé.
Dung dé thiét ké

trang web HTML.

Outline

Pé cuong nhiéu
cap do.

Dung dé tai cau
trdc cac tai liéu
dai.

Ché do nhap
tho.

Dung dé nhap va
chinh stra van
ban toc do cao.



Nguyén Tac Vang Khi Soan Thao (8.2)

@ Khong Nén (Amateur)

@ Néen Lam (Professional)
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_» Vira nhép van ban

vira dinh dang.

 Dung phim khoang

o o &

e

trang (Spacebar) dé
canh |é doan van.

e Nhap du thira
khoang trang giira

cac tu.

Nhap van ban trudc,

=

dinh dang sau.

e Str dung Ruler va

Tab dé canh |é
chinh xéc tuyét doi.

N

e Dam bao dung
chinh ta ngay tur

vong nhap liéu tho.




Quan Ly Tap Tin & Lam Chu Vung Chon

Vong Doi Tap Tin

Luu ban sao

Lorem ipsum dolor sit amet, consectetur adipiscing elit.

Sed do eiusmod tempor incididunt ut labore et
E magna aliqua. Ut enim ad minim  |magna aliqua. U
| veniam, quis nostrud exercitation |ercitation ullamco
. ﬁ; \ ullamco laboris nisi ut aliquip ex eajcommodo consequat.
| Duis aute irure dolor in reprehenderit in voluptate velit esse
cillum dolore eu fugiat nulla pariatur. Excepteur sint
occaecat cupidatat non proident, sunt in culpa qui officia

[Alt] + Drag Chuot deserunt mollit anim id est laborum.
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Thao tac chon van ban thong
thuong sé boi den theo dong.

Pro-tip: Gilr [Alt] + Drag Chudt dé
chon mot khai van ban (block)
tuy y, bo qua trat tu dong tiéu
chuan.



Ky Nang Diéu Hudng Toc PO Cao

ctri] | | L. ait) | [rab]

Dich chuyén tirc thoi vé ky N\ |t Ludn chuyén nhanh gilra céac
tu dau tién cla tap tin. NHY 2 ‘ clra s0 lam viéc ma khong can
roi tay khoi ban phim.

+

o M o M e

Ep ngét trang (Page Break) Dich chuyén ttrc thoi vé ky tu
ngay tai vi tri con tro. cudi cling cua tap tin.



Co May Thai Gian Khi Hiéu Chinh (8.3)

Bao hiém cho moi sai s6t trong qua trinh nhap liéu.

Hoan tac (Undo): Sdung

[Ctrl] + [Z] d&é bd qua/xda bo 1énh
vura thuc hién. Clru canh ngay lap
tic cho cac thao tac IG tay.

‘ [Ctrl] + [Z] ‘

0_&
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Mistake/Loi

[Ctrl] + [Y] dé khoi phuc lai
lénh vira bi htly bo bdi Undo.

l
|
7" Khoi phuc (Redo): Str dung
i
~ Tra lai hién trang goc.




Giai Phau Trung Tam Dinh Dang Ky Tu

e |
Font Style & Size:

Dinh hinh nét chir cot 16i
(ICtrl] + [D] dé ma rong).

Chi So (Chuyén gia):
Subscript (X,) cho céng
thure hoa hoc,
Superscript (X3) cho toan
hoc va s md.

Effects
[ strigethrough
[[] Deubls ctnkethrough
[[] supcrroipt
[ soteyeript
Previzw

D Small capz
[ gt caps
[ t0dden

+Body

—

Thit is the body theme font. The curren

SetAs Pstsuit  Tegt Efectr...

[ox ]

t dowmcni mcrﬁea&i‘l;é;;miﬁ'!om will be u-lbed.

Cancel

/

Trong Luong & Dang:
In dam [Ctrl] + [B],

In nghiéng [Ctrl] + [I],
Gach chan [Ctrl] + [U].

N

Kiém Soat Nhanh:

Text Highlight Color (Panh
dau nén),

Change Case (Chuyén doi
HOA/thuong),

Clear Formatting (X6éa moi
dinh dang vé goc).




Hiéu Ung Ky Tu Nang Cao (Text Effects)

Outline: Mau sac va do day cta dudng vién
bao quanh nét chir.

Shadow: Tao hiéu (rng béng do, cung cap chiéu
sau (co thé tinh chinh goc do va khoang cach).

Reflection: Hiéu trng phan chi€u bé mat
kinh/nudc ngay dudi chan ky tu.

Glow: Tao vlung vién sang toa ra xung quanh,
gitp ky tu ndi bat trén nén toi.




Pinh Dang & Cau Truc Doan Van

= vi=vhoe =32 8 <
N
Pay 1a mot doan van badn mau. N6 [ ][ ] = <Dy
bao gdbm nhiéu dong v&i muc dich
minh hoa cau truc va dinh dang. Poan '_f‘l_ R !
T —— y tu an (Show/Hide ) <
van ban nay két thuc tai day. l o
d d Y CIIRC e day )l S Mot doan van ban dugc tinh l1a két thuc
bang phim Enter. Bt biéu tugng § dé nhin
. | thdy cdu tric ngam cla tai liéu.
l_l_ k.
T ‘ T , = ‘ o
1. Canh lé 2. Canh |é & Danh séach 3. Kiém soat Iti dau dong
B — EE . — "e — " HO trg can tréi, gilra, phai, déu | [Ctrl] l+[t£M] day toan bg khdi van
—— — 2 — L®* —_ 2 bén (Justified) va tao danh an Ui vao 1 Tab (1.27cm).
. | — . .. T . 7y —1 séach (Bullets/Numbering). | [Ctrl] | +| [Shift] | +|[M]] kéo van
. | LL-" — y y bantrdralé. P
[= =] |t =1 . —|




Thu Thap DU Liéu Hinh Anh (Screen Snipping)

Step 1- Step 2

Step 1 - Step 2

Step 2: Tich Hop Lién Mach

® Khdng chi chén hinh tu méy tinh —enenneeaeny
o (Picture from file), hé thong tichhgp | % §

sén coéng cu chup anh man hinh toc '
dé cao. '

e Su dung Screen Snipping: Chirc nang
cho phép ngudi dung dung tré chudt
khoanh chon truc ti€ép mot vung tuy y
trén man hinh.

A4

® Khung hinh dugc cat sé tu dong dugc | - .
dan (paste) va nhuing truc tiép vao vi
tri con troé trong tai liéu, lién mach hoa =
ludng cong Viéc.

Step 1: Chon Vung & Chup



Phép Thuat Hinh Anh (Picture Adjustments)

l o ] i I r_ | Corrections & Color:
= Remove Background: Hiéu chinh dd sang, d6
‘ Cong cu Al tach nén hinh anh > a : S s
Remove 4 430 g tuong Qhan va thay doi
Background | = TFTE | tong mau toan cuc.
: e Compress Pictures | : == r— L7 Picture Border v
l;g a\ I::] &%) Change Picture z ; z P Q Picture Effects ~
Remove Corrections Color Artistic — —
Background % - |Effects ~ “[<) Reset Picture ~ E]- Picture Layout ~
Adjust I l Picture Styles &
gy = s g
ic ] o i Picture Styles & Effects:
[ g IB\.'}'St'? Effects: : Bo goc, dong khung chuan
o ién birc anh thanh tac e I ta0 hiéu tne 3D, béng d3
—— pham nghé thuat phac — 2O NIGUNS e Co
L5 hoa (sketch, blur, texture). \tggr?gr]?o?gl?gkCho anh chi |




Xép Chong & Pinh Tuyén D6i Tuong

D L

i

L &

Wrap Text (Vi tri trong doi):

Quyét dinh cach chir viét Ui lai, bao
quanh, dé |én hodc nam dudi hinh anh
(Vi du: In line with text).

Trat tu Layer:

Bring Forward (Kéo doi tugng |én trén)
va Send Backward (Pay doi tugng chim
xudéng dudi |dp khéac).

To hop hinh hoc:

Str dung Group dé hop nhat nhiéu doi
tuong don |é thanh moét khai duy nhat,
de dang di chuyén va phong to/thu nho
dong loat.



Piém Nhan Nghé Thuéat (WordArt & Shapes)

: : I~
Bién van ban thong thuong thanh déi tuong ] o ) 2
d6 hoa doc lap cé thé tuy y nhao nan. \\!/\ﬁ n a n
S . Zx ShapeFill ~ A A A | ATextFills | .
— 2 Abc (Abc} [Ach [Abc] - [# Shape Outline ~ ~ A Text Outline
Va n B a n — J ~ (2 Shape Effects ~ ¥ A Text Eﬁe:@
ShapeIStyles P WordArt Styles
| - = : . | ] Shape Styles:
A ;ﬁﬁtml:g:;slté?\l/‘:\ll?:h chinh n Khong chi dinh dang chif, cé thé can
e MR \) thiép vao khung (Shape) chira chit
L_ o J d S bang Shape Fill (Mau nén khung) va
- i _| Shape Effects (Hiéu (rng khoi hop). |




Quy Trinh Hoan Hao Cua Nguoi Tho Ca

( y
[1] Thiét Lap
Khong Gian (8.1)
Ma tai liéu, chon
khung nhin Print
Layout.

T_J
(8.2)

bo qua dinh dang,
str dung ding
Tab/Enter.

[2] Nhap Tho

- Danh may lién tuc,

T_/
(8.3)

Kiém tra 10i, bdi den
khoi (Alt+Drag),
Undo/Redo nhirng
sai sot.

[3] Hiéu Chlnh

g—
i |_[4] Pinh Dang &
D6 Hoa (8.4)

Ap dung Font, cén &
Paragraph, chen va
xtr ly hinh anh, tao

diém nhan WordArt.
Hoan thién tai liéu!

Ll_ W,
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