CHUONG 2. XU LY VAN BAN NANG CAO MS WORD
2.1 Thiét 1ap moi treong lam viéc toi wu

2.1.1 C4u hinh tuy chon trong MS Word

Microsoft Office luon thiét 1ap mot ) tinh nang co ban cho ngudi dung, nhung cling
cé phan tuy chon (Option) cé thé thay doi mot so tinh nang phu hop do nguoi dung tu
dat.

C6 2 cach vao Word Option dé cau hinh:

e Céach 1: Vao tab File \ Options
e Céch 2: Nhan t6 hop phim Alt+F+T

Man hinh Word Option s& hién thi, trong d6 ¢6 nhiéu thé tab d¢ cau hinh cho phu
hop véi nhu cau st dung.

General
Dé dinh dang dit liéu mot cach nhanh choéng: thay ddi font chit, c& chit, mau chi...
khi chiing ta bdi den mdt doan van ban nao do, Word cung cap mot cong cu thu nho
dé ho trg chung ta lam dieu nay:

Times Mew Re - |13

A A

&

4
i >

B I U¥-A-:

Trirong Pai hoc Quy Nhon

i
- z— ~ Styles
iz

Hinh 2- 1. C6ng cu thu nhé dinh dang Font chir
Mic dinh khi cai dat Microsoft Office cong cu thu nho nay da dugc hd tro, nhung
trong mot so truong hop néu nhu cong cu thu nho nay khong hién thi thi ta s&¢ mé man
hinh Word Option 1én dé thiét lap.



Chuong 2. Xur ly van ban nang cao MS Word

Word Options

General

Display

Proafing

Save

Lamguage

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

?
I'—..:&. General options for working with Word.
User Interface options
| BA Show Mini Toclbar on selection G |
A Enable Live Preview
A Update document content while dragging
ScreenTip style: | Show feature descriptions in ScreenTips Z|
Personalize your copy of Microsoft Office
User name: Microsoft
Initials: M
[ Ahways use these values regardless of sign in to Office.
Cffice Theme: | Colorful [o
Start up options
Choose the extensions you want Word to open by default: Default Programs...
EA Tell me if Microsoft Word isn't the default program for viewing and editing
documents.
QK

Cancel

Hinh 2- 2. Cira s6 Word Options

Trong thé General, ta tick vao chon lya “Show Mini Toolbar on selection”, roi

nhan nit OK.

Display

Trong qua trinh soan thao vin ban khong tranh khoi nhiing sai sét vé ky thuat, Word
cung cap cho ching ta cach nhin tong thé vé ky thuat soan thao dé ching ta co thé sua

chita nhitng 16i k¥ thuat nay mot cach chinh xac:

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Always show these formatting marks on the screen

[ Tab characters -+
O Spaces e
[ Paragraph marks q
[ Hidden text ah
[] Optional hyphens a
Object anchors \Il
I [] show all formatting marks I

Printing options

Print drawings created in Word
e IR — -

o]

? x

Word Options
General I:L\« Change how document content is displayed on the screen and when
. 4. printed.
Display
Proofing Page display options
Save Show white space between pages in Print Layout view
Language Show highlighter marks '
Advanced Show document tooltips on hover

Cancel
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2.1 Thiét lap moéi truong 1am viéc tdi uu

Hinh 2- 3. Thiét lap tinh ning hién thi cac danh d4u dinh dang
Tai trang Display, ta tick vao “Show All formatting marks”

Hosc ta ¢ thé chon biéu twong T truc tiép trong man hinh soan thao:

Insert Design Layout References Mailings
D Calibri(Body) |11 ~ A A Aa~ # :=-i=-%-- &3 2|9
Paste . " A-w.-aA-B===|1=-|5-0-
- ¥ Format Painter 2o Mo e A-¥ A = = = | 4= AR v
Clipboard P Font [ Paragraph I

—

Hinh 2- 4. Hién thi / 4n cac danh du dinh dang

B s Biétnhiéukhong bang biét dieus

........ MOotbo caily khongbang mot ticaitinhe
- - Noi-daie

- Noidai~

+ Néidaie

: ~-Rurgunhatuonglidmciingsay"

- Ngudikhonnoéilimdau-hay ciingnham?

Hinh 2- 5. Cac danh dau dinh dang dwoc sir dung trong qua trinh soan thao

Proofing

MJi khi sir dung Word, ban thuong lo lang minh g6 sai hoic viét sai ngit phap (neu
dung tleng anh hoac céac ngbn ngir khac), tuy nhién, dung lo gi ca boi Word cung cap
mot s6 tinh ning kiém tra - bao gém cong cu kiém tra ngir phap va chinh ta - gidp ban
tao tai liéu mot cach chuyén nghiép va khong pham 16i.

Thay dbi cai ddt kiém tra chinh td va ngiv phdp tw déng
Nhéap vao tab File, sau d6 chon Options.

Inspect Document
Before publishing this file, be aware that it contains:

Check for Document properties and author's name
Issues ~

—L} Manage Document
Q Check in, check out, and recover unsaved changes.

. Manage 1 There are no unsaved changes.
Options k Document ~

Account

Hinh 2- 6. Tuy chon Option

Mot hop thoai s& hién ra. O phia bén trai hop thoai, nhap chon Proofing. Tai day
c6 mot vai tuy chon.
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Chuong 2. Xur Iy van ban nang cao MS Word

Vi dy: Néu ban khdng mudn Word danh dau cac 15i chinh ta, 16i ngir phap hoac
cac tir thuong xuyén bi nham lan mot cach ty dong, ban chi can bo tick nhiing tuy

chon minh muon.

Word Options ? X
~
B “hange how Word corrects and formats text as you type: | AutoCorrect Options,
Display
Plooﬁng When correcting spelling in Microsoft Office programs
N ;
B9 Ignore words in UPPERCASE
) £ Ig
A ! & 1ge
4 Fagy
“ustomize Ribbon (] Enfor
Access Toolbar Os
dd-Ir Custom Dictionaries
fus t nodes Traditional and new spellings v
Spanish modes:  Tuteo verb forms only v
When correcting spelling and grammar in Word
[ Check spelling a
Mok Ut
n
Nriting Style: | Grammar |« Settings,
Recheck Document
v
OK Cance

Hinh 2- 7. Thiét lap tinh ning kiém tra 15i chinh ta va ngir phap

Hwéng ddan dn cdc 16i chinh td va ngir phdp trong vdn bdn
Néu ban chia sé tai liéu voi nguoi khac, ¢é thé ban s& khdng muén van ban cua
minh hién thi cac duong mau do va xanh réi mat. Tuy nhién, ban cé thé d& dang an
cac 16i chinh ta va ngir phap do di.
Budc 1: Nhap vao tab File, sau d6 chon Options.
Budgc 2: Mot hop thoai s& hién ra, hdy nhap chon Proofing, sau d6 tick vao o
bén canh “Hide spelling errors in this document only” va “Hide grammar errors in this
document only”. Cudi ciing, nhap chon OK.

Exceptions for: |5 ResumeCoverletter | v

Hide spelling errors in this document only
H|_de grammar errors in this document only
v

OK Cancel

Hinh 2- 8. An kiém tra Ii chinh ta va ngix phap
Két qua 1a cac duong danh dau 15i s& dugc an khi ban guri tai liéu cho ngudi khéc.

Chay trinh kiém tra chinh td va ng phdp (Spelling and Grammar check)

Budc 1: Trong tab Review, nhap chon Spelling & Grammar.
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2.1 Thiét lap moéi truong 1am viéc tdi uu

Home Insert Design Layout References Mailings
ABC ==} ABC Y (s [ -
v E O ag xF T =
Spelling & Thesaurus Word =~ Smart  Translate Language New Delete Previc Ne Show
Grammar Count  Lookup ¥ v Comment Comments
Proofing Insights Language Comments

Hinh 2- 9. Chirc ning kiém tra 13i chinh ta va ngir phép trong Review
Budc 2: Bang Spelling and Grammar s& xuat hién & phia bén phai. i voi mdi
13i trong tai liéu, Word s& dua ra méot hoic nhiéu goi y. Ban c6 thé chon mot trong céac
goi y hoic nhap Change dé sta 16i.

Spelling 7 o
Resoucres
Ignore Ignore All Add

Resources
Resource's

Resources'

Change Change All

Hinh 2- 10. Bang goi y sira 16i

Budc 3: Word s& di chuyén qua ting 161 cho dén khi ban xem lai tit ca. Sau khi
13i cudi cung duoc xem, mot hop thoai s& xuat hién xac nhan rang viéc kiém tra chinh
ta va ngit phap da hoan tat. Nhap chon OK.

Bé qua 16i

Trén thyc té, viéc kiém tra chinh ta va ngit phap cua MS Word khong phai ldc nao
ciing chinh xéc, dic biét 1a d6i véi ngit phap, co rat nhiéu 16i Word s& khdng thdng
bao cho nguoi ding hoic théng bao 18i sai. Néu Word théng bao 18i sai, ban co thé
chon khong thay doi.

[:6i spelling Spelling v X
Y nghia cua cac tuy chon: Marcom
Ignore Ignore All Add

Ignore: Tuy chon nay sé bo qua tir ma khéng thay
dél tfl’ gﬁC Marcum
Marco

Ignore All: Tuy chon nay s€ bo qua tir ma khong | marcos
thay doi tir goc va né cling s€ bd qua tat ca cac truong | Malcom

hop khéc trong tai liéu ctaa ban. Marko
Add: TUy chon nay s& thém tir vao trong tir dién | — o e
nén nd sé khong xuat hién 16i tuong tur vao céc_lén Hinh 2- 11. H§p thoai
sau. Ban can dam bao tu duoc viét ding trudce khi chon Spelling
Add.
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Chuong 2. Xur Iy van ban nang cao MS Word

LOi grammar

CTe N o . x. | Grammar >
‘ Igpore. Tuy;th:m nay sé bo qua tir hodc cum tr 161 | 4.«
ma khong thay dol tur goc. e

Doi v6i mot so 16i ngir phap, Word s& giai thich Iy || e
do tai sao n6 danh 16i ttr, cum tur hoéc cau do. bieu nay
giup ban xac dinh xem c6 nén thay doi hay bo qua l6i d6
khong.

Tw ddng kiém tra chinh ta va ngir phap Hinh 2- 12. Hop thoai

Theo mc dinh, Word s& ty dong check 13i ngir phap Grammar
va chinh ta trong tai liéu cua ban, do d6, ban khéng can
chay trinh kiém tra chuyén biét. Nhitng 10i nay dugc chi ra boi cac duong luon song
dudi chan cua céc tu.

Pudng mau doé chi mét t sai 16i chinh ta.

Puong mau xanh chi ra 16i ngit phap, bao gom cac nhiing tir bi dung sai (15i chinh
ta theo ngir canh).

While working toward my degree, | was employed as a marketing assistant with a local
grocery company. In addition to assisting the company with there summer promotions, | was
able to help the Marketing Specialist develop and carry through ideas for the company’s next
comercial. | would like to use the knowledge | gained at Fresh Foods to help you're company
acheive it's marketing goals, including reaching a broader audience across country. | will
complete my degree in marketing in May and will be available for employment in early June.

Cach sira 16i chinh ta

Nhap chudt phai vao tir duoc gach chan, sau d6 chon tir in ddm duogc goi y trong
danh sach dé xuat.

While working toward my degree, | was employed 3
grocery company. In addition to assisting the company
able to help the Marketing Specialist develop and carry
comercia!l | would like to use the knowledge | gained at
acheive it’ commercial I,} ding reaching a broad

complete = rin May and will be av
Ignore All

Enclos Addto Dictionary 0 \which more fully d

Within the &, Hyperlink... ct you to confirm that
I'll be hap ] ons that you may havg

New Comment

Sincerely

Hinh 2- 13. Vi du minh hea viéc sita 16i chinh ta
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2.1 Thiét lap moéi truong 1am viéc tdi uu

Sau d6, tir dugc sira s& xuat hién thay thé cho tir dung sai trong van ban.
Céch kiém tra 18i ngir phap

Nhap chudt phai vao tir hoac cum tir duoc gach chan, sau d6 chon cum tur goi y
thich hop trong danh s&ch. Cum tir dugc stra sé€ xuat hién trong van ban.

Save

Mot trong nhitng chire nang cuc Ky quan trong va hitu dung do la chire nang ty dong
I trir tai liéu cia Word. Ngudi sir dung rat it khi luu tai liéu trong qué trinh soan
thao, diéu nay rat nguy hiém vi c6 thé may tinh bj tat bat ngo (hu may, cap dién...) né
s& 1am mat hét dir liéu.

Pé Word tu dong luu tai liéu dang soan ;héo: Ta tjck vao muc “Save AutoRecover
Information every”, muc nay cho phép ta an dinh so phit ty dong luu, ¢ déy 1a 10
phat. Néu ban muon tu dong luu sau 1 phat thi ban nhap so 1.

Muc “AutoRecover file location” 13 noi Word tuy dong luu tai liéu néu nhu tai liéu
chua duoc ta luu, muc “Default file location” 1a noi luu trit méac dinh khi ta chon chac
nang luu tai liéu. Ca 2 muc nay ta déu c6 thé thay doi vi tri luu trit bang cach nhan vao
nut “Browse...”.

Mot s6 truong hop tai lieu phai st dung nhitng Font chit dac biét ma cac may tinh
khac khong co, néu ta chép tai liéu nay qua may tinh khac thi chic chan Font chir s& bi
mét va cd thé khong doc duoc dit lidu. Do d6 dé cac may tinh khac co thé doc duogc thi
ta tick vao muyc “Embed fonts in the file”, chirc nang nay s€ nhdng Font chir ta dang
str dung Vvao tai liéu nén khi chép qua may khac thi tai liéu mac nhién van doc duoc,
tat nhién 14 dung luong cua tai liéu s& ting 1én dang ké va thao tac luu ciing cham di.

' Word Options ? X

H Customize how documents are saved

roofing Save documents
fing

Save Cavp filae in thic farmat Word Document (* docy) v
Language A Save AutoRecover information every |10 . minute
X 13
of ] ] Keep th t i thou
‘ AutoRecover file location C:\Users\Admin\AppData\Roaming\Microsof
D‘.v!“y w the Backstage when opening or saving file
ck/ [
B'i»’ additional places for saving, even if sign-in may be required
D \ t mputer default
nte Default local file ation C\Users\Admin\Documents
Default personal templates location: | CA\Users\Admin\Documents\Custom Office Tem
Offline editing options for document management server files
cke fil
) The ire f r
v
< >
OK

Cancel I
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Chuong 2. Xur ly van ban nédng cao MS Word

Hinh 2- 14. Thiét 1ap tinh ning hru tw dong
Customize Ribbon
Poi khi ta khoi dong Office Word 1én nhung ma khong thay céc tab 1énh nhu hinh bén
duoi:

H - ¢ DO 7

Document] -

File Home Insert Design Layout

References Foxit Reader PDF

- Mat hét I&nh roi
Hinh 2- 15. Thanh Ribbon bi an

Ta khong nén lo lang cho rang ban Office Word bj hu, truong hop nay la do
Ribbon bi thay doi cau hinh.

_Tamos lai mar) hinh Word Options, chon Customize Ribbon nhu huéng dan &
phan trudc, hoac bam chuot phai vao tab File, chon Customize the Ribbon...:

Customize Quick Access Toolbar...
show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

I v Collapse the Ribbon I

Hinh 2- 16. Chie ning 4n/ hi¢n thanh Ribbon

Ta quan sat c4c tab bén phai man hinh Word Options da bo hét du tick, ta mudn
hién thi Tab nao 1én thi tick vao Tab d6 roi nhan nit OK.
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2.1 Thiét lap moéi truong 1am viéc tdi uu

Word Options ? it
General o . .
=i Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: G Customize the Ribbon: G
Proofing Popular Commands ~ Main Tabs ~
Save
Lanquage Accept Revision - Main Tabs ~
e B Add Table v MHome
Advanced g_ Align Left M Insert
:= Bullets 4 ] Desi
Customize Ribbon = Center =san
— ) M Layout
- © Change List Level 4 §
Quick Access Toolbar g Copy [ References
Add-Ins X cut = Mailings
) Define New Mumber Format... Review
Trust Center EJI. Delete [ View
¥ Draw Table
Developer
Draw Vertical Text Box . ) 4
I@_TI Email b Add-Ins
£ Find [ Fexit Reader PDF
HEM  Fit to Window Width [ Binh dang (Custem)
Font = [~1Blog Post v
A Font Color 4
A Font Settings New Tab
iz - v
Font Size L Customizations: Reset =
Keyboard shortcuts: | Customize... Import/Export ¥ |G
< >

OK Cancel

Hinh 2- 17. Cira s6 cho phép chen céac tab hién thi trén thanh Ribbon

Ta can biét thém thdng tin: thanh Ribbon s& ¢ nhiéu Tab, mdi Tab s& ¢ nhiéu
nhom Iénh, mdi nhém 1énh s& ¢ nhiéu 1énh riéng Ié. Trong mot sé truong hop ta can
gom tat ca c4c lénh thuong xuyén sir dung vao chung mot Tab dé cho viéc thao tac
dinh dang di liéu duoc nhanh hon. Vi du ta muén tao thém mot Tab méi nhu hinh:

H ©- 0 =

File Home Layout Foxit Reader PDF Binh dang
= — :: Calibri (Body -
= —  a— A
Copy Cut Delete [Align® Center Bullets Fant
Left = Color~
Mhém 1 Nhém 2 Mhom 3

Hinh 2- 18. Tab “Pinh dang”

Ta thay c6 tab méi tén 1a “Pinh dang”, tab nay c6 3 nhém “Nhém 17, “Nhom 27
va “Nhom 3”, moi nhom nay c6 mot so6 Iénh nao do.

Céc budc dé tao mot tab méi nhu tab “Pinh dang” ¢ trén nhu sau:
Bwéc 1: Trong man hinh Customize Ribbon, bAm chon nat “New Tab”.

Bwéc 2: Chon Tab méi tao “New Tab” roi bam nat “New Group”, & man hinh
dudi ta tao 1 New Tab va 3 New Group.
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Chuong 2. Xur 1y van ban néng cao MS Word

Word Options ? X
General o . .
=] Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: (&) Customize the Ribbon: (0
Proofing |Popu|ar Commands |Main Tabs w
Save
5 - H Add-Tns
Language Accept Revision A = i A
A Add Table 3 & [ Foxit Reader PDF
Advanced ;:_ Align Left = b Mew Tab (Custom)
o = Bullets [»
SrsEmE = Center . N I:l MNew Group (Custom)
=
Quick Access Toolbar E_ Change List Level Mew Group (Custom)
Cut
Add-Ins FAInsert (Bloa Post) v
Define Mew Number Format... * fse ==
Trust Center %1 Delete | Mew Tab | | Mew Group | | Rename...
v
P Draw Table Customizations: 'i‘-'
Keyboard shortcuts: Import/Export ¥ |©
L4 >

| OK || Cancel |

Hinh 2- 19. Cira so6 cho phép thém tab méi

Buéc 3: Doi tén Tab va tén Group theo muc dich [Tymrm: -
sit dung, chon cac muc can doi tén roi bam nat | = ¥Home

\ 1 A= ogA =R - 1A A A # Clipboard
“Rename...”, man hinh doi tén hién thi 1&n ta nhap tén  Foot
mai roi nhan nut OK dé doi: & Paragraph
[ Styles
# Editing

Twong ty nhu vy d6i véi ddi tén Group, chon ting
Group roi bam “Rename” dé doi.

Xt tAN v A . A: A Di : |Binh
Dit tén va chon biéu tugng cho Nhdm rdi bAm OK, | 2#=/mne ondene
' cu lap cho hét cac [
T Ho O™ RETETETILES

# [w] Home nhom khac cudi [¥] Mailings .
(=] [¢] Dinh Dang (Custom) \ = |
cung ta dugc nhu newra | [mew Croom @

0K . Cancel

New Group (Custom)
_ Hinh 1- 20. Pat tén cho tab méi
Symbol:
HOO00 A ! PP HduMa ~ | hinhbén dudi.
MA@ NAaAdsew e
ave@PaIreaEQY Bwdéc 4: Thém cac 1énh vao cho cac Nhom &
VRALAOLNE 8 0#HOD budc 3
Olveos+ollmE .
O0O000o00OEm= N Trong phan Choose commands form, ta

mOCE ; 2 & "‘5 chon bat ky Iénh nao d6 roi bam nut “Add>>”,
Zl.i; 320["]# g]f;g ;‘f hodc dung chuot keéo tha truc tiep commands vao
b LS4 94N s o~ | nhomlénh mata mudn.

Display name: | Nbhém 1

Dé g& bo 1énh ra khoi nhom, ta chon Iénh

- trong nhém rdi bdm “<<Remove”. Quan sat
hinh ta s€ thay danh sach céac Iénh dugc dua vao
e ting nhom:

New Tab New Group ( Rename.., )

28



2.1 Thiét lap moéi truong 1am viéc tdi uu

Word Options ? *
G I . -
Ener E‘E Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: G Customize the Ribbon: G
Proofing Popular Commands ~ Main Tabs ~
Save
Language Accept Revision A B [ Binh dang (Custom) ~
El AddTable 4 El Nhém 1 (Custom)
Advanced = Align Left Ey Copy
*— Bullets L4 A Cut
Customize Ribbon = Center ﬁj Delete
= > M
Quick Access Toolbar o Chan.gr: List Level B Nhdm 2 L(.:u_-tcm]
53 Copy = Align Left
Add-Ins I Cut = Center
Define New Number Format... = Bullets »
Trust Center %] Delete Bl Mhém 2 (Custom)
[ Draw Table Font T~
Draw Vertical Text Box A Font Color »
L7 Email @ [ Blog Post v
AL Find
WEM Fit to Window Width New Tab
Font I v o
Customizations: Reset
Keyboard shortcuts: | Customize... Import/Export ~ |G
< >
OK Cancel

Hinh 2- 21. Cira s6 cho phép thém hoic xda cac Iénh trong nhém
Sau khi kéo tha cac command xong, ta bim “OK” s& duoc két qua nhu mong
muon.

Ta ciing c6 thé quay tré lai cdu hinh ban diu biang céch chon “Reset all
customizations”:

MNew Tab MNew Group Rename...

Customizations: Reset ~

Reset all customizations
oK Cancel

Hinh 2- 22. Chirc ning phuc hdi thanh Ribbon ban dau

Quick Access Toolbar

_ Tuong tu nhu Ribbon, Word cung cap chirc niang Quick Access ToolBar (QAT)
dé ho tro nguoi soan thao dinh dang van ban mot cach nhanh chong.

Ta thay riang thanh QAT c6 thé nim & bén trén thanh Ribbon hoic & bén dudi
thanh Ribbon tuy vao so thich cua nguoi soan

thao. Hinh 2- 23. Thanh QAT

bé di chuyén thanh QAT xudng dudi
thanh Ribbon: Ta bam chuot phai vao Ribbon/ chon Show Quick Access Toolbar
Below the Ribbon:
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Chuong 2. Xur Iy van ban nang cao MS Word

H -

File Hame Qe o o . o
. Customize Quick Access Toolbar...
TEI Correctiq Show Quick A Toclbar Bel he Ribb
= Show Quick Access Toolbar Below the Ribbon F—
== Color~ —_

Remove - 4 Customize the Ribbon...
Background 23] Artistic E it

2
L "2'"1-"'2"'1"':"—"'3"'4'

Hinh 2- 24. Hién thi thanh QAT duéi thanh Ribbon

Dé di chuyén thanh QAT Ién trén thanh Ribbon: Ta bidm chuét phai vao Ribbon/
chon Show Quick Access Toolbar Above the Ribbon:

Collapse the Ribbon

Customize Quick Access Toolbar...

-B-D Cut Show Quick Access Toolbar Above the Ribbon A
Do \.CCP. Customize the Ribbon... @
- 2l Collapse the Ribbon
Clipboard Ta Font £
H ©- = v

Hinh 2- 25. Hién thi thanh QAT trén thanh Ribbon
Ta c6 thé thém hoic x6a cac Iénh khai thanh QAT.

Thém Iénh vao QAT: Bam chudt phai vao Iénh bat ky trong thanh Ribbon, chon
“Add to Quick Access Toolbar”

H -6 D0 = ¢ -

File Home Insert Design Layout References Ma
& ::I.lt . . - hd 'a
D Calibri (Body) ~ |11 ~ A A Aa-
Copy
Paste . = | R, abp .
- ~ Format Pei=*-- B I U-aex.x A-Y-A
Add to Quick Access Toolbar
Clipboard
o Customize Quick Access Toolbar... 3

Show Quick Access Toolbar Below the Ribbon

Hinh 2- 26. Thém Iénh vao thanh QAT

X6a lénh khoi QAT: Bam chudt vao lénh bat ky trong QAT, chon “Remove from
Quick Access Toolbar”

Hinh 2- 27. X6a lIénh khéi thanh QAT

2.1.2 Thiét 1ap kiéu mau cho tai liéu

Khi méi ra trudng céc sinh vién phai viét don tim viéc, hay khi vao 1am viéc roi cong
ty giao cho lam nhiing biéu mau: Danh thiép, thu ngo, ... Word c6 hd tro sin cho
chiing ta cac biéu mau, cac quy chuan chung nhat cho mét nghanh nghé nhat dinh.

Khdi niém
Template 1a mot tap tin mau, cho phép tao maot tap tin moi véi mau da duoc tao san.

Tap tin mau c6 thé bao gom tiéu dé, logo, nhitng dinh dang khéc. Tap tin mau c6 phan
duoi 1a .dotx.
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