KIEN THUC CO BAN VE VAN BAN, SOAN THAO VA XU LY VAN
BAN

I. Cac khai niém van ban

1. Khai niém van ban thong thu’O'ng

Theo nghia rong: Van ban dugc hiéu 1 vat mang tin duoc ghi bang ky hiéu
hay bing ngén ngi, nghia la bét cr phuong tién nao dung dé ghi nhan va truyén
dat thong tin tir chu thé khéc.

Theo nghia hep: Van ban duoc hiéu 1a cac tai liéu, giéy to, ho so dugce hinh
thanh trong wud trinh hoat dong ciia cac co wuan nha nudc, cac to chire xi hoi,
kinh té. Trén thyc té vin ban dugc hiéu theo nghia nay 1a phd bién.

Toém lai van ban no6i chung 1a mot phuong tién ghi tin va truyén dat thong tin
bang mot ngon ngir (hay ky hiéu) nhat dinh. Tuy theo ting linh vuc cu thé cua
doi

song xa hoi va vuan 1y nha nude ma van ban co nhitng hinh thire va ndi dung
khéac

nhau.

2. Cach to chirc va dinh dang viin ban

* Vin ban hanh chinh duoc trinh bay trén kho gidy kho A4 (210 mm x 297
mm). C4c vin ban nhu gidy gidi thiéu, gidy bién nhan ho so, phiéu giri, phiéu
chuyén dugc trinh bay trén kho gidy A5 (148 mm x 210 mm) hoic trén gidy
mau in san (kho A5).

* Vin ban hanh chinh duoc trinh bay theo chiéu dai cua trang gidy kho A4
(dinh huéng ban in theo chiéu dai).

Truong hop ndi dung van ban cé cac bang, biéu nhung khong duoc 1am
thanh cac phu luc riéng thi vin ban c6 thé duoc trinh bay theo chiéu rong cia
trang gidy (dinh hudng ban in theo chiéu rong).

L& trén: cach mép trén tir 20 - 25 mm;

Lé dudi: cach mép dudi tir 20 - 25 mm;

L& trai: cach mép tréi tir 30 - 35 mm;

Lé phai: cach mép phai tir 15 - 20 mm.

I1. Soan thao van ban va xir ly van ban

1. Céac thao tac thong thwong dé c6 mot viin ban theo yéu cau:

- Soan thao ngi dung:

Xac dinh van ban can soan thao thudc thé loai nao? Noi dung cua van ban la
gi?

cach sir dung cau tir nhu thé ndo? St dung tir don nghia, khong st dung tir
muon...

Viéc soan thdo ndi dung vao van ban co thé dugc nhap maoi tor ban phim hay
sao chép tur cac tai li¢u khac. Khi dit liéu dugc sao chép tir mot tai liéu khac thi
phai duoc chuyén d6i phu hop véi dinh dang cta vin ban hién tai.

- Bién tap van ban: sau khi nhap xong, van ban phai dugc bién tdp ding véi
quy cach cua tung loai van ban da dugc quy dinh.
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Trong uua trinh bién tap c6 thé thém bét, stra chita ndi dung, thay ddi dinh
dang, thém minh hoa, tao céac lién két...

- Luu giir van ban:

+ Luu gifr van ban gidy: bao gdm viéc luu giit tir ban thao dén ban ban hanh.

+ Luu giit vin ban dién t: Vin ban s& duoc luu ¢ bat ky vi tri nao trong

may tinh nhu: Desktop, My document, cac 6 dia, tho muc ... Nhung dé luu giit
lau dai tranh bi mat thi van ban nén luu vao 6 dia va thu muc ¢b dinh.

- In dn va phdn phéi vin ban: Vin ban trude khi in ra phai duge can chinh
theo dung thé thirc vin ban di quy dinh: c¢& chit, kiéu chit, cin 18, dan dong ...,
ngoai ra c6 thé chén tiéu dé va sb trang (néu can).

Viéc phan phéi van ban dugc thuc hién theo quy dinh.

2. Mt s6 phan mém xir Iy vin ban khic nhau

- LibreOffice Writer 1a trinh soan thao van ban trong by LibreOffice. N6 c6

thé phac thao nhanh mot birc thu dé tao ra toan bd méot cudn sach vai cac bang
va nd1 dung, nhung cac hinh minh hoa, cac thu muc va biéu dd. Tinh nang trg
gitip hoan thanh tir mot cach tu dong khi ban go, tuy dong dinh dang va tu dong
kiém tra chinh ta 1am cho nhiing nhiém vy kho khin tré nén dé dang (nhung
cling d& dang v6 hiéu hoa no). LibreOffice Writer di manh dé tién hanh cac tac
vu xuét ban trén may dé ban nhu viéc tao cac bai bao nhiéu cot va cac cubn sach
mong. Gidi han duy nhat chinh 1 strc tudng tugng cia ban.

- OpenOffice Writer 1a phan mém xtr Iy van ban trong b OpenOffice.org
(000). Ngoai cac chitc ning co ban ctia mot chuong trinh xtr Iy van ban (kiém
tra chinh ta, tir dién, gian trang, sta ty dong, tim kiém va thay thé, tao bang
biéu,

chi muc ....) OpenOffice Writer con cung cép cac tinh ning wuan trong sau:

« Cac kiéu dinh dang mau

« C4c phuong phap trinh bay hiéu wua (bao gdm khung, cot va bang biéu)

* Nhing hodc lién két cac hinh dd hoa, bang tinh va cac doi tuong khac

* Cac cong cu ve€ hinh cling dugc kém theo trong Writer

* Tai liéu chu, tap hop nhiéu tai liéu vao trong mot tai li¢u don.

« Theo ddi cac thay doi trong tai liéu

« Tich hop co s& dit liéu bao gom ca co so dit liéu vé tac gia.

« Xuét tai liéu ra dang PDF bao gom ca cac lién két.

« Va rat nhiéu cac tinh nang khac.

- Microsoft Word 13 phan mém xir 1y van ban cao cap chay dudi mdi truong
ctia Windows sir dung giao dién do hoa, cac trinh xir 1y vin ban trong Windows.
NG ¢6 vu diém 1a d& dang thay doi, chinh stra cac kiéu chit, mau chit... nd c6 thé
chia sé dir liéu vo1 Microsoft Excel, Microsoft PowerPoint, Microsoft Access,
Microsoft Outlook.

Cac phién ban trude ciia Word luu tén tap tin vai dudi la .doc, phién ban

2007 va 2010 dung dudi 1a .docx. Hau hét cac phién ban ctia Word déu c6 thé
md& dugce cac dang tap tin khac nhu van ban tho (.txt), cac trang web (.html).



Hién nay, & nudc ta da s6 cac van ban dung trong giao dich, cac 4n pham
van hoa, tap chi, gido trinh... déu str dung Word dé soan thao va in an.Trung tam
Co6ng nghé thong tin va Truyén thong

S& Thong tin va Truyén thong Lai Chau

X ly van ban co ban
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Bai 2 ) _

GIOI THIEU PHAN MEM XU LY VAN BAN MICROSOFT WORD
I. Khéi dong va thoat khéi Word

1. Cach mé, déng phin mém

a. Mé phin mém

Cach 1: Chon Start/Programs/Microsoft Office/Microsoft Word 2010.
Cach 2: Hodc nhép kép chudt tai biéu tuong

Microsoft Word 2010 trén

man hinh Desktop.

Cach 3: Vao 6 C/Program Files/Microsoft Office/Office 14, tim dén biéu
twong WINWORD va nhap kép chudt.

b. Péng phan mém

C6 thé thoat khéi Word biang mét trong cac cach sau:

- Nhén t6 hop phim Alt+F4

Hoac Chon 1énh File/Exit

Hoac Click vao nut

nam trén goc trén, bén phai cua thanh tiéu dé.

Tuy nhién, néu ban chua luu lai cac tap tin thi Word s€ hi¢n ra thong bao
Sau.

- Save: Luu dir liéu va thoét khoi chuong trinh ng dung

- Don’t Save: Thoat hoi chuong trinh ng dung ma khong luu dit liéu

- Cancel: Hity bo 1énh, tré vé chuong trinh ing dung

2. Cac thanh phan trong giao dién lam viéc ciia phin mém Word

a. Hé thong thanh chirc nang va thanh cong cu

- Thanh tiéu de (Title bar): Thé hién tén cta chuong trinh dang chay la
Microsoft Word va tén cua tép van ban hién hanh.

- Nt Access Toolbar: Chdja cac Iénh tit caa cac 1énh thong dung nhat . Ban co
thé thém/ b t cac 1én h theo nhu cau st dung.

- Niit Minimize :Thu nho cira s6 g dungvao thanh tac vy

(taskbar) cua

Windows; ban nhip vao nat thu nhoé ctia tng dung trén taskbar dé phong to lai ctra s6
ung dung.

- Nat Maximize/Restore: Khi ctra s6 & ché do toan man hinh , khi chon nu t nay s&
thu nho cira b lai, néu ctra s6 chua toan man hinh thikhi chon nu t nay s& phong to
ctra s6 thanh toan man hinh.

- Nut Close:Pong tmg dung lai . Ban c6 thé nhan dugc théng bao luu lai cac thay
doi ctia ba i trinh diéf .

- Thanh trang thai (Status bar): Bao céo thong tin vé tép vin ban va cung cap
cac nut 1énh thay ddi ché do hién thi va phong to, thu nhé ving soan thao.



- Ribbon:Chirc ning cua Ribbon la két hop cua thanh thuc don va cac thanh
Cong cy, duoc trinh bay trong cac ngan (tab) chdja na t 1énh va danh sach 1énh.
Ribbon dugc t6 chtrc thanh nhiéu ngin theo chic ning. Trong moi ngan I1énh lai
duogc t6 chirc thanh nhiéu nhém 1énh nho, gitp ngudi dung dé hiéu va dé sir dung cac
churc nang cua chuong trinh.

1/Ngan File: Chtra cac 1énh sau:

- Save: luu tap tin.

- Save as: luu tap tin véi tén khac.

- Open: mé tap tin da co san.

- Close: dong van ban dang soan.

- Info: thong tin van ban.

Recent: nhimng vin ban dd mé gan day.

New: tao van ban méi.

Print: in van ban.
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S& Thong tin va Truyén théng Lai Chau
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Save & Send: xuét van ban véi cac dinh dang.
Help: Gitp d6.

Options: cac tuy chon van ban.

Exit: Bong van ban.

2/ Ngiin Home: gdm cac nhom lénh co ban sau:

- Nhém Clipboard bao gém: Sao chép (Copy), Cit (Cut), Dan (Paste) va
Copy dinh dang (Format painter).

- Nhom Font: Bao gdm dinh dang céac chtrc nang font chir, mau chit, mau
nén, c& chir, dam, nghiéng, gach dudi...

- Nhom Paragraph: bao gom cac thao tac dinh dang lién vuan dén doan van.
3/ Ngan Insert: thuc hién vi¢c chén thém nhiing dbi tuong nhu: hinh anh,
bang biéu, clip, biéu do ... vao van ban soan thao. Cliing v&i nhiing tinh ning
trén Tab Insert con dé dinh dang nén trang, kiéu bia va danh chén trang.

4/ Ngin Page layout: Thuong dung dé lya chon miu vin ban, phong chit, nén
dinh dang (layout) ... c6 sin trong viin ban word.



b. Cach an hién thanh Ribbon

- Bé 4n thanh Ribbon, tich chudt vao mii tén phia trén bén phai cta thanh.

- Pé hién thj lai thanh Ribbon, tich chudt vao miii tén d6 mét 1an nita.

C. Str dung chirc nang trg giup

Nhan F1 khi dang & giita mot cong viée nao d6 va Office s& hién thi cac giup
dd truc tiép cho cong viée do.

Hoac vao File/Help, xudt hién cira s sau:

Trong cira s6 nay ta co thé biét duoc:

- Phién ban Oﬁce dang du’Q’C cai dét.Trung tam Coéng nghé thong tin va Truyén théng

S& Thong tin va Truyén thong Lai Chau

XCr ly van ban co ban
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- Danh sach cac chuong trinh trong b Ofice duoc cai dat.

- ID ctia phan mém dang cai dat ...

3. M&, thay doi kich c& va sip xép cac cira s6

- M§ cac ctra sO: nhap dup chudt vao biéu tugng cla ctra s6 can mo.

- Thay ddi kich ¢&: dua tré chudt vao duong vién cta ctra sd, khi con trd

xuét hién miii tén 2 chiéu thi nhan, gitr va kéo tha dé dat duoc kich thudc mong
mudn.

Hodc sir dung nat 1énh phong to thu nho trén goc phai cua ctra s0.

- Sap xep cua so

Sap xép ctra s 1a thao tic co ban ciia phan mém Word, thao tac nay gitp
nguoi st dung wuan sat cuing lic nhiéu hon 1 tép tin. Tuy it duoc st dung nhung
trong nhiéu trudng hop thao tac nay nang cao hiéu vua lam viéc hon so véi cach
thirc thong thuong.

Céc chitc nang sap xép ctra s6 nam trong nhom Window ctia thé View.

New Window: Chirc nang nay cho phép mo tai liéu hién tai trong mot ctra

sO mai.

Arrange All: sip xép tat ca cac tai liéu dang mo trong cing man hinh.

Split: Chirc nang nay cho phép chia doi tai liéu hién tai thanh 2 phan.

View Side by Side: Chirc nang View Side by Side gitip so sanh 2 tai liéu
bang cach bat hién thi song song.

Arrange All: Chirc nang nay diéu chinh giao dién nay thich hop véi viée
nhin cuing lac nhiéu tap tin khi ¢6 man hinh 16n.

Split: Chirc nang nay diéu chinh giao dién khi muén c6 dinh mot phan tap

tin va thao tac voi phén con lai cua tap tin.

View Side by Side: 1a chire ndng méi c6 tir phi€n ban 2007, thyc sy hiru
dung khi nguoi dung mudn so sanh hai tap tin. Chirc ning nay s& sap xép hai
ctra sO tai liéu song song. Céc thao tac di chuyén sé tac dong tuong tng 1én ca
hai tap tin.

Trong trudng hop c6 tir 2 tap tin trd 1én duge md, phan mém Word s& xac
nhan vi¢c so sanh tap tin dang lam viéc voi tap tin nao trong cac tap tin con lai
dang dugc mo.

4. Cach thay d6i mot s6 thiét 1ap ban diu



Viéc tao céc thiét 1ap ban dau 1a rat wuan trong vi nod s¢€ tao thuan lgi cho

vigc sir dung chuong trinh nhiing 1an sau d6.Trung tam Céng nghé thong tin va Truyén théng

S& Thong tin va Truyén théng Lai Chau

X ly van ban co ban
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Ngay khi m& chuong trinh 14n dau c6 thé chon phong chit, kiéu chit, kiéu

dinh dang co ban cho tép vin ban hay thiét dit cac thong sd vé can 18 cho trang

van ban.

Hoic c6 thé thiét dit mot sd thude tinh khac bﬁng cach:

Vao File/Option, chon Save, ctra s6 xuat hién nhu sau:

- Thay ddi cac thiét 1ap vé dinh dang kiéu tép cho vin ban khi luu: vao hop

Save files in this format dé chon kiéu t¢p .docx, .doc hay .html ...

- bat thu muc luu trir mdc dinh: nhap duong dan t&i thu muc mic dinh vao

hop Default file location.

- Nhan OK dé chép nhat cac thiét dat trén.

I1. Mé viin ban c6 san, tao van ban moi, lwu, x6a vin ban

1. Mé viin ban cé sin, phéng to, thu nhé viin ban

Khi can phong to hodc thu nho tai liéu, thong thudng ban sé& chon tir nit

Zoom trén thanh Standard, nhung nhu thé ciing hoi bét tién vi phai wua hai ba

thao tac. Néu chudt ciia ban c6 3 nit thi c6 thé nhanh chéng phong to hay thu

nho tai lidu tir nut chudt gitra, bang cach nhan giir phim Ctrl trong khi day nat

chudt 1én (phong to) hodc xudng (thu nho).

2.Cach chuyén mét tai liéu tir cac dinh dang khac thanh vin ban lam viéc

a. Chuyén tir tai liéu Excel sang Word:

- M& File Excel can chuyén.

- B6i den viing ma ban mudn copy chén vao file word sau d6 click vao nut

mili tén tré xudng trong muc Paste ctia tab Home nhu hinh phia dugi va chon

Paste SpECi&' .Trung tam Cong ngh¢ thong tin va Truyén théng

S& Théng tin va Truyén thong Lai Chau

XCr ly van ban co ban
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Cura s6 s& xudt hién, chon Microsoft Excel 2003 Worksheet Object hoac

tuong tu va nhén Ok.

Khi d6 file Excel s& dugc chén vao file word theo dang bang tinh, c6 thé

chinh stra truc tiép file excel nay trén word.

Néu mudn dan ctmg nhiing dit liéu d6 chi thi chi viée click chudt phai vao
van ban word va chon Paste keep source fomatting.

b. Chuyén tir File PowerPoint sang Word

- M¢ file PowerPoint can chuyen

- Chon File -> Save & Send, xuit hién cira s sau:

- Chon Create Handouts/ Create Handouts, Xuat hién hop thoai Send To

Microsoft Word nhu SauU:Trung tam Coéng nghé théng tin va Truyén théng
S& Théng tin va Truyén thong Lai Chau
X ly van ban co ban
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Chon kiéu xuét ndi dung va nhan OK.

3. Cach soan thio mt van ban méi

a. Gi¢i thiéu mot s() bd g6 dau tiéng Viét

Mot trong nhiing van dé gap phai ngay trong lan soan thao mot van ban dau
tién trong Word 1 1am thé nao dé c6 thé gd dugc tiéng Viét, trong khi ban phim
chi toan 1a cac chir cai khong ddu. Hién nay trén thi trudng c6 rat nhiéu phan
mém gitp ban g0 dugc tiéng Viét trong cac ung dung khac nhur: VietKey, Abc,
UniKey... cac phan mém nay gol tat la bd go Tleng Viét.

VietKey 2007 va Unikey 1 phan mém hd trg gb tiéng Viét phd bién nhat
hién nay.

b. Cach 96 ban phl’mTrung tam Cong nghé théng tin va Truyén thong

S& Thong tin va Truyén théng Lai Chau

Xt ly van ban co ban

10

* Ghi nh¢ vi tri cac phim ki tu trén ban phim.

* Thudc cac phim tng véi timg ngdn cu thé cia hai ban tay

- V6i ban tay trai:

+ Ngén tré: Ludn dit cd dinh & phim F. Ngoai ra, ngon tro ndy con phai di
chuyén t6i ving phim xung wuanh 1aR, T, G, V, B va phim s6 4, 5.

+ Ngon giira: Lu6n dat ¢ phim D, thuan tién dé di chuyén 1én phim E va
phim s6 3, xudng phim C.

+ Ngon &p t: Vi tri ¢6 dinh 1a phim S. Giéng nhu 2 ngén 14 ngodn trd va
ngoén gitta, ngdn ap Gt ciing chiu trach nhiém sir dung phim W, X va phim s6 2.
+ Ngon Gt: Phim ¢ dinh 1a A, phuy trach thém U, Z, s6 1 va cac phim chtc
nang khac bén trai ban phim nhu: Shift, Ctrl, Alt, Tab,...

+ Ngon cai: Bé c¢d dinh tai phim Space (phim dai nhat ban phim).

- V&i ban tay phai:

+ Ngén tré: Ludn dit cd dinh ¢ phim J, va di chuyén toi ving phim xung
wuanh la U, Y, H, N, M va phim s6 6, 7.

+ Ngon giira: Lu6n dat ¢ phim K, ngoai ra n6 con phai di chuyén 1én phim |
va phim s6 8 va phim “<” cling la phim dau «,”.

+ Ngon &p t: Vi tri ¢6 dinh 1a phim L, ngoai ra n6 con chiu trach nhiém sur
dung phim O, >(dong thoi cling 1a phim dau ».”) va phim 56 9.

+ Ngon ut: Phim co dinh la “;”, phu trach thém P, ?, s6 0 va cac phim chirc
nang khac bén phai ban phim nhu: Shift, Ctrl, Enter, Backspace...

+ Ngon cai: Be co dinh tai phim Space.

c. Cach go tiéng Viét (Kiéu go Telex)

Céc chi cai, chir s6 duoc gd nhu binh thuong

Céc tir c6 dau duoc g theo uui tic sau day:

Diu

Phim

Vidu

Dau sac

S
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as=a

Déu huyén

£

af=a

Déu héi

r

ar=a

Dau nga

X

ar=a

Dau ning

j .

a=a

Déu mil

aa 00 ee

aa=a 00=0 ee=¢

Déu dau

chir u

Uw,w]=u

Dau dau

chir o

ow|[=o0

Dau trang

aw

a

Déu gach ngang

dd

d

Khtr dau

z

Bang: Quy tic go tiéng Viét TELEX

Vi du:

Pé g dong chir: “Hoc tin hoc vin phong”

Ta gd nhu sau:

“Hocj tin hocj vawn phongf” hodc “Hojc tin hojc vanw phofng”
¢. Cheén mot Sé ky tw, ky hi€u dac bi€tTrung tam Cong nghé thong tin va Truyén thong
S& Thong tin va Truyén théng Lai Chau

X@r ly van ban co ban
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Cac ky tu, ky hi¢u dac biét co thé duoc chén vao vian ban dé trang tri hodc
1am ting thém d6 sinh dong cho vin ban. Mot s6 ky hiéu don gian c6 thé nhap
vao tur ban phim hodc chén tir cac nut 1€nh trén menu Insert trong giao di¢n cua
phan mém.

4. Cach lwu tai liéu dang mé



a. Tao mot tai liéu méi (New)

Nhép chudt vao biéu tuong New

trén Microsoft Office Button. Khi nhap

vao biéu tuong nay, trén man hinh s& hién ra mot ctra s6 vin ban méi c6 tén 1a
Document 1, 2, ... bén trong ctra s6 1a man hinh soan thao.

Hodc nhan t6 hop phim Ctrl+N.

Hodc vao thyc don File, nhap chon New, chon Blank Document.

b Lwu lai van ban véi tén cii

Nhan Microsoft Office Button (hodc Tab File)/ Chon Save

Hodc nhan t6 hop phim Ctrl+S (giéng Word 2007)

Hodc nhan biéu tuong Save

trén thanh cong cy Standard

Xuét hién hop thoai nhu sau:

Trong khung Save in: Chon 6 dia thu muc ban mudn ct giit File.

Trong nat File name: G& vao tén file (vi du Vanbanl) r6i nhin nut Save dé
két thiic viéc ghi noi dung tai liéu.

C. Luwu van ban theo tén méi

Vao tab File/Save As. Xuat hién hop thoai sau:

- File name: Dat tén file

- Save as type: Chon kiéu tép dudi van ban ban mudn nhu: rtf, pdf, txt...Trung tam
Cong nghé thong tin va Truyen thong

S& Thoéng tin va Truyén thong Lai Chau

Xt ly van ban co ban
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- Nhan Save

Madc dinh, tai li¢u cia Word 2010 dugc luu véi dinh dang 1a *.DOCX, khac
vl *.DOC ma ban da wuen thudc. Vi dinh dang nay, ban s€ khong thé nao m&
duge trén Word 2003 trd vé trude néu khong cai thém bd chuyén doi.

Pé tuong thich khi mé trén Word 2003 ma khong cai thém chuong trinh,
Word 2007 cho phép ban luu lai véi dinh dang Word 2003 (trong danh sach
Save as type cuia hop thoai Save As, ban chon Word 97-2003 Document).
Muén Word 2010 mic dinh luu v6i dinh dang ctia Word 2003, ban nhan
Microsoft Office Button (hodc Tab File), chon Word Options dé mé hop thoai
Word Options. Trong khung bén trai, chon Save. Tai muc Save files in this
format, ban chon Word 97-2003 Document (*.doc). Nhin OK.

d. Luu vin ban vao thw muc khéc 6 dia khac

- M6 van ban da luu truée do

- Vao File/Save as

- Vao hop Save in, chon thu muc khac hoac 6 dia khac

- Chon nit 1énh Save dé luu.

5. Cach x6a mot van ban

- Tim dén thu muc chira van ban can x6a

- Nhén chuot phai vao van ban can x6a, chon Delete hodc chon van ban rdi
nhan phim Delete trén ban phim.



I11. Bién tap ngi dung van ban

1. Xac dinh cac don vi van ban

Character (ky tw): Mot ky tu dugce nhap tir ban phim, trir cac phim chirc nang.
Word (tir): Mot nhém ky tu lién tuc, gitra cac tir cdch nhau mot khoang tréng.
Line (dong): Céc tir ndm trén cing mot dong.

Paragraph (doan): La mot doan van ban duoc két thiic biang phim Enter.
Page (trang): Kich thudc mot trang dugc xac dinh trong Page setup.

Section (phan doan): La nhitng phan cta vin ban ¢ nhimg dinh dang khéc
nhau.

2.Chon (d4anh déu) cac don vi viin ban

Chon mot ki ty: dung chudt nhan va ré chudt dé chon mot ki tur

Chon mot tir: nhap dip chudt va tir do

Chon mdt dong: dua tré chudt vé phia trai dong can chon va nhan chuot.

Chon mot doan: Nhép ba lan chudt vao doan vin d6 hodc dua con tré chudt
vé phia truéc dong dau tién cua doan van, nhan chudt va ré dén dong cudi cung
cua doan.

3.Cach di chuyén ddu nhay trong tai liéu

Cach 1: Dung chudt dé click dén vi tri can di chuyén

Cach 2: Str dung ban phim

- «—, — . uuatrai, wua phai 1 ky tu.

-1, | : 1én, xudng 1 dong.

- Ctrl + «, Ctrl + — : wua tréi, vua phai 1 tur.

- Ctrl + 1, Ctrl + | : 1én, xubéng 1 doan vin ban.

- PageUp, PageDown : 1én, xudng 1 trang man hinh.

- Ctrl + Home, Ctrl + End : vé dau, cudi tai lidu.

4.Cach thém, xo0a, sira cac ky tw, tir, cum tir trong vin banTrung tam Cong nghé
thdng tin va Truyen thong

S& Thong tin va Truyén théng Lai Chau

X@r ly van ban co ban

13

a.Thém (chén, ghi d¢)

- Nhép chudt vao vi tri can cheén véan ban dé nhap

- B6i den phan vin ban can ghi dé roi nhap phan van ban méi hoic trude khi
chén van ban nhan phim Insert trén ban phim.

b. Xéa, sira

- Chon phan vin ban can x6a sta

- Nhén phim Delete dé x6a hodc nhap ndi dung van ban méi dé sira.

5. Tim kiém va thay thé

a. Tim kiém

Tim kiém 12 bai toan kha phé) bién trong linh vuc Tin hoc. Viéc tim kiém
béng tay v6i khdi lugng van ban 16n ludn 1a diéu khong kha thi, ton nhiéu cong
strc ma lai kem hi€u vua. Word cung cap cho nguoi dung tinh ning tim kiém rat
manh mé, rat ngan thoi gian tim kiém va luén dam béo tinh chinh Xac.

Vao thé View trén Ribbon, tich chudt chon muc Navigation Pane xuét hién



