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Bai 1: S&r dung Style tang hiéu qua dinh dang

Bai 1: Sir dung Style tang hiéu qua dinh dang
Néi dung:

- S dung style (dinh dang mau ctia doan van)
- St dung multilevel list v&i cac style heading
- Tao muc luc ndi dung va hinh tw déng

Style

Ap dung style cho doan
(dbi v&i cac tiéu dé ciia van ban nén &p dung cac style cé sén trong word: headingf,...,
heading9)

- Thé home

AaBbCcl | AaBbCcl AaBbC AaBbCe aaBbca AADB 4assce A

T Mormal | T Mo Spaci.. Headingl Heading2  Heading3 Title Subtitle = 'g?:lﬂgf
Styles P

- Chon céc style san c6 twv danh sach

Thay déi dinh dang style (c6 tac dung trong toan bd viin ban)

AaBbCcl | AaBbCel AaBbC AaBbCce aaBbca AAB 4azpcc %

T Mormal | T Mo Spaci.. Headingl Heading2 Heading3 Title Subtitle 'g?:lnge
e a5
Styles ]

- Style set: thay ddi theo bd mau

- Colors: chon mau theo mau

- Font: chon font

- Paragraph spacing: chon khoan cach gilra cac doan

Lau y: c6 thé lau cac thay déi lai thanh mau dé st dung lai bang cach chon cac muc trén rdi
chon Save as quick...)

Luu doan vin ban mau thanh style méi
- Panh d4u chon doan van ban mau

AaBbCcl | AaBbCcl AaBbC AaBbCc aaBbca AADB 4azsce L%

T Mormal | T Mo Spaci.. Headingl Heading2  Heading3 Title Subtitle = (S:?yalnge
Styles )

- Chon Save selection as a new quick style
- Nhap tén style méi trong hop thoai
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Bai 1: S&r dung Style tang hiéu qua dinh dang

Create New Style from Fnrmatﬁa— R

Mame:
Stylel
Faragraph style preview:

- Stylet

| oo ][ Modify. . ][ Cancel

Sir dung multilevels list cho van ban
- Ap dung céc style heading theo cap cho cac d& muc
- Chon thé Home/ Multilevel list réi chon dang dq&i

il EE(2LT
EEE 1 Haading 1 _'
Pi | 1.1 Heading 2 a
1.1.1 Heading

Tao muc luc ngi dung cho van ban

- Ap dung céc style heading cho cac d& muc theo phan cép.

- Chon thé References \ Table of contents

- Chon cac mau muc luc sén c6 hodc chon Insert table of
contents, xuat hién hdp thoai sau rdi diéu chinh cac phan
trong hop thoai

& [Z Add Text ~
2 update Table

Table of

Contents -

Table of Contents

TRUNG TAM PHAT TRIEN PHAN MEM (NG DUNG & DAO TAO NGAN HAN CNTT



Bai 1: S&r dung Style tang hiéu qua dinh dang

. “ b
Table of Contents E X

i | Table of Figures I Table of Authaorities |

Web Preview

Heading 1

(3

Heading 2
Heading 3

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers

Tab leader:

General

Formats: From template IE'

-

Show levels: 3 —

Lau y: trqjyng hop muébn tao muc luc theo céac style tw tao thi ta chon Options... trong hop
thoai trén sé xuét hién hop thoai sau:

- ™

Build table of contents from:

!
Available styles: TOC level:

-
Balloon Text |:|
Heading 1
Heading 2
Heading 3
Heading 4

Heading 5

Qutline levels
[] Table entry fields

Reset

- Chon tén style can daja vao muc luc trong hdp thoai trén rdi danh sé TOC level cho
né. Lau y cac style nao khéng daja vao muc luc thi phai x6a TOC level cta n6

- Muc luc khéng tw thay ddi khi ta thay d6i ndi dung van ban. mudn cap nhat lai ta
chon muc Update Table
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Bai 2: Tao khéi van ban

> [Br Add Text -
| &1 Update Table
Table of

Contents =
Table of Contents

Tao muc luc hinh, bang, biéu cho vin ban
Ta c6 thé tao 1 style riéng cho ghi chii ctia hinh, bang biéu sau d6 thwc hién nhaj tao muc
luc ndi dung, hoac str dung cbéng cu Insert Table of Figures nhaj sau:

- Chon hinh can dga vao muc luc.
- Chon References \ Insert Caption

Ll A o)

Caption:
|Figure 1

Label: Figure

Position: |Below selected item

[] Exdude label from caption

-:ﬂ‘j 25 Insert Table of Figures New Label... Delete Lahe

Insert -
Caption Cross-reference AutoCaption... ] [ Cancel ]

Captions S

- Chon New label @& nhap nhan méi cho hinh (vd: hinh, biéu dd, bang,...). Lau y
khéng nhap sé thi tg) cho hinh, Sé thir tw hinh tw dong tang dan.
- Daa con nhay vé vi tri can chén muc luc hinh chon Insert Table of Figures

Bai 2: Tao khoi viin ban
No6i dung:

- Khéi van ban

- Section

- Tao trang bia — Cover page

- Cheén Header, Footer, Page Number
- Ap dung Themes

Khéi vin ban (block)

Trong van ban I&n, ta phai chi y dén tinh théng nhét trong dinh dang, vi du: trang bia (cover
page), textbox, header va footer— goi la cac khdi trong van ban - néu st dung dinh dang
mau ta nén chon clng 1 tén

Tao section
Section: phan trong van ban. M&i phan khac nhau sé dinh dqioc kiéu dinh dang khéc nhau,
vi du: danh sé trang hay tao header va footer.

Cach thwec hién:
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- Daa con nhay vé vi tri can chén ngét phan.
- Page Layout \ Breaks \ Section break

Home Insert Page Layout References Ma

|-I__T?~.T~§W IE = Breaks =
== < "TH Line Numbers -

Margins Orientation 5ize  Columns

L4 - - L

b~ Hyphenation =

Page Setup I

Section Breaks

Mext Page
b Insert a section break and start the new

— section on the next page.

Continuous
= Insert a section break and start the new
— section on the same page.

Tao trang bia
- Chon thé Insert \ Pages\ Cover Page \ Chon 1 mau sén co

D

Blank Page
Page Break
Pages

Cheén Header, Footer, Page Number
- Chon thé Insert \ Header & Footer

g2 8

Header Footer Page
e e Mumber =

Header & Footer

[+l

I

Motion (Odd Page)

Bai 2: Tao khéi van ban IS

- Lquy:

Error! o tead of apecified sty hMj

o Mubn tao header hay footer theo tiéu dé ctia van ban dwa trén style heading

thi ta chon header va footer c6 dang trén.
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Bai 3: Review

o Mubdn lau header & Footer viva tao thanh mau dé s dung lai :
Insert\ Header \ Save Selection to Header gallery

| Header & Footer Toos |

[ Design

JI E Previous |:| Different First Page

_ .iEIII.NE:{I: []] Different Odd & Even Pages
Goto Goto
Header Footer %éLinl't-:u Previous Show Document Text

Mavigation Options

- Different First Page : tao Header & Footer khac biét giira trang dau va cac trang khac

- Different Odd & Even Pages: khac biét gitra trang chan va trang 1&

- Link to Previous: lien két v&i phan trén. B& chon néu mudn tao header & footer khac
biét v&i phan trén

Themes (cha dé)
Home Inset | Page Layout
2 = [=
Themes — Margins Orientation Size Columns
v O | Effects ~ - - v -
& Themes Z Page Setup
Bai 3: Review
NOi dung:

- Kiém tra 16i chinh t& va ngir phap (Spelling and Grammar)

- Tim néi dung trén ngudn (tr dién) va dich (Research)

- Goiy tlr ddng nghia (Thesaurus)

- Ché d6 nhiéu ngqi®i cung thao tac véi van ban (Track Changes)
- So sanh 2 van ban (Compare)

—

[f == ABC
v @ B w3
Spelling & Research Thesaurus Word

Grammar Count
Proofing
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Bai 3: Review [END

Kiém tra 16i chinh ta va ngir phap (Spelling and Grammar)

Spelling and Grammarn:

Mot in Dictionary:

Bai1: St dung Styletang hiéu qua | | _IonoreOnce |

dinh dang I aoren
| (000w ]

Suggestions:

Dictionary language: | English {U.5.) |Z|

|| Chedk grammar

(g | | oo | [ e

When correcting spelling and grammar in Word

Check spelling as you type
Use contextual spelling

ispl
Display Mark grammar errors as you type
[ Proofing ] Check grammar with spelling
Track Changes

St dung trong trai’ng hop mudn thé hién sy thay ddi cta van ban khi chinh stra.
- Review \ Tracking \ Track Changes \ Change Tracking Options: diéu chinh hién thi
khi thay dbi van ban
9% Final: Show Marku -
T ' 2
|_=§ Show Markup -

Track
Changes = E Reviewing Pane -

_@ Track Changes

Change Tracking Options... 110

i Change User Name...
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Bai 3: Review [END

BiTeck Changes Opterl
Markup
Insertions: [Underine B M 5y author
Deletions: |Strikeﬂ'1ruugh Izl . By author

Changed lines: |Dutside border |Z| . Auto

Comments; . By author

Moves
Track moves
Moved from: |Duuble strikethrough |Z| Color: . Green

Moved to: |Duuble underline |Z| Color: . Green

Table cell highlighting

Inzerted cells: |:| Light Blue Merged cells: |:| Light Yellow

Deleted cells: [ pink Split cells: [] Light Crange

Faormatting
Track formatting

Formatting: | {none) Color: | By author

Balloons

IUse Balloons (Print and Web Layout): |Dr1|y for comments/formatting |Z|

Preferred width: 6,5 cm Ii" Measure in: |Centimeters Izl

Margin: | Right Izl

Show lines connecting to text

Paper orientation in printing: |Preserue |Z|

oo | conel |

Ché do xem:

E;"" Q-I_tl Final: Show Markup |T

= ] | Final: Show Markup

Track .
Final
Changes - E |r1.a.
Original: Show Markup
| Original |
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Bai 3: Review

. gz Final: Show Markup - @ ﬁ'Prwinus j F:Lél : %
[Lg Show Markup = ¥ Next

Track Accept Reject Compare EBlock  Restrict

Changes ~ Comments - - - Authors = Editing
Tnk Changes | Compare | Protect
ﬁ Insertions and Deletions IEEVENIEN v ERVNCE © RRUNCS TRV NS UMY S - AN T
Formatting
Markup Area Highlight
3= Balloons E Show Revisions in Balloons
Reviewers » Show All Revisions Inline
Highlight Updates Show Only Comments and Formatting in Balloons

Dther Authors |

Chép nhan — bd viéc thay déi

@9 @9 ﬁ}Prwmus
23 Next

Accept Rejed

Changes

So sanh 2 van ban
- Review\ Compare

&

Block  Restrict
Authors = Editing

Compare...

Compare two versions of a
document [legal blackline].

|Z| ==| Combine...
=| Combine revisions from multiple

authors into a single document.

:

j Show Source Documents k
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Bai 4: Tao Form

Revised document

I & ||

Label changes with | Label changes with |

- Lwa chon 2 van ban can so sanh

Bai 4: Tao Form

Ho tén thi sinh: Click here to enter text. Nam: O
Ngay sinh: Click here to enter a date.
Noi sinh: Choose an item
Diém Word Click here to enter text. ‘
Diém Excel Click here to enter text.
Iﬁngggém Click here to enter text
Xép loai: Choose an item
NOi dung:

- Hién thj thé Developer
- Sl dung céc dbi taong Control
- Thiét 1ap ché dd han ché chinh sira ndi dung van ban — Protect
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Hién thi thé Developer

Bai 4: Tao Form

T Prome Customize the Ripbon: (i)
_ Main Tabs v
= save
[ save As .
Main Tabs
.| Save as Adobe PDF = [¥/| Menus
23 Open Toolbars
S Home
' Close =
V] Insert
General Page LEFUUt
References
Recent Display [V| Mailings
o Proofing Review
ew :
Save mUIEW
& H |5
Print Language Developer
V| Add-Ins
Save & Send fvanced [V] Acrobat
Customize Ribbon l Ellng Fost
Help Quick Access Toolbar IHSEI"t [Elng Pmt]
:] Options i Outlining
— o Background Removal
Exit Trust Center
ut References Mailings Review View Developer | Add-Ins A
Aa Aa [=] &£ Design Mode E &3 Schema €} L
H %P Properties b & 3 Transformation @ :
= . tructure Block estrict
%) v Group &2 Expansion Packs Luth-;rs iti
N Editing
’ Controls XNL \ Protect 1

CA4c déi twong control:
Aa Aa S B Design Mode

_% H [ Properties

E [ [ﬁ' EGr-:uup

Contraols

General

Title: ||

Tag: |

Use a style to format contents

Style: |DE1'E|uIt Faragraph Font EI

4 New Style...

Locking

Content control cannot be deleted

Contents cannaot be edited

Drop-Down List Properties

Display Mame Value

Choose an item.

Modify. ..
Remove

Move Up

Mowve Down




Bai 5: Mailings

Ché a6 han ché chinh sira ndi dung vin ban
Restrict Formatting and Editing + X
1. Formatting restrictions

[] Limnit formatting to a selection of
styles

Settings...
2. Editing restrictions

Allaw only this type of editing in
the document:

Filling in farms E

Developer Add-Ins A

3. start enforcement
1a
Are you ready to apply these
armation settings? (You can turn them off
. Block | Restrict later)
sion Packs | Authors| Editing

[ Yes, Start Enforcing Protection

Bai 5: Mailings
No6i dung:

- Co ché Mail Merge

Co ché Mail Merge
Tao van ban hang loat theo mau (vi du : tha) m&i, nhan, gidy bao thi,...)

- Pé thyc hién co ché Mail Merge ta phai c6 2 file :

o Main document : file mau

o Data source : file ngudn di¥ liéu, c6 thé la file word, excel, access
- Chon Select Recipients \ Use Existing List...: chon file Data source

,_[}.

Select Edit Highlight
Recipients =| Recipient List | Merge Fields

J Type Mew List..,
[ use Existing List.. I
[85 select from Outlook Contacts...

- Daa con trd vé vi tri can chén di liéu, chon Insert Merge Field, chon traong dir liéu
trong Data Source can chén



it References Mailings Review View Develop

=P Rules ~

2% Match Fields

"

Highlight Address Greeting Insert Merge
Merge Fields Block Line i

- Dinh dang main document trqi&c khi tao file két qua
- Xuét ra két qua, chon Finish&Merge

iMerge to
Adobe POF

J &3 EditIndividual Documents...

- % Print Documents...

Merge =

2y Send E-mail Messages...

Trwong hop Data Source la file Excel :

Bai 5: Mailings

Céc dinh dang sb, ngay thang khi xuét két qué mail merge sé mét dinh dang, vi vay ta nén
chuyén cac cot nay thanh kiéu dir liéu chudi (dung ham TEXT) sau d6 méi chén di liéu.



