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- St dung thanh thao cac ky nang nang cao
trong soan thao, xir Iy va in 4n van ban.

- Ném vitng cac k¥ thuat xir Iy nang cao trén
Excel

- Tao hiéu &ng trinh dién hinh anh, am thanh
va phim minh hoa trong PowerPoint

- Khai thac thong tin trén Internet, bao méat va
phong chdng virut.
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MS WORD NANG CAO

Gi&i thiéu:

I.  Céc thao tac vé&i Form

II. Pinh dang van ban nang cao
Ill. Tron tai liéu Mailing

IV. Import va Macro

1.1. Tao Form miu

B1:Tao biéu mau bing vin ban theo yéu cau
B2: Vao Developer
mmgy Mo g dem

B3: Chon Legac"y Tools

—Cac thao tac véi Form
1.1. Tao Form miu

B4:Muc Legacy Forms: chon dang cin tao

- Text Form Field: cho phép nhép chi, sb,
tinh toén ..

- Check box Form Field: tao 6 chon hoac
khong chon.

- Drop-down Form Field: tao dang danh sach
dix liéu.

- Form Field Shading: Chon mau nén cho céac
vung dang form
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—Cac thao tac vé&i Form

1.1. Tao Form miu

B4: Muc Legacy Forms:

Dé dinh dang cho vung dit liu:

- Cach 1: double click vao vung dir liéu

- Céch 2: Click chuot vao vung dit liéu chon
thé Developer / Properties

- Céch 3: Click chuot phai vao vung dit liéu
chon Properties

—Cac thao tac v&i Form
1.1. Tao Form miu

B4: Muc Legacy Forms:
1.1.1.Text form field Option

+ Type: kiéu dit liéu nhap

o Regular text: nhap chix

Number: nhép s6
Date: ngay thang
Calculation: tinh toan
Current date: ngay thang hién tai
Cureent time: gio hién tai

OILOIOIIIOLIO.

1.1. Tao Form miu

B4: Muc Legacy Forms:
1.1.1. Text form field Option
+ Default text: gia tri hién thi mat dinh
+ Maximum length : giéi han nhap
+ Bookmark: dat tén cho 6 dit liéu
+ Calculate on exit: tu dong tinh toan khi
nhap xong

Page 3 of 14



GV: Nguyén Quang Vinh—Email: info@nguyenquangvinh.net-Website: www.NguyenQuangVinh.Net

—Cac thao tac véi Form —
1.1. Tao Form miu
B4: Muc Legacy Forms:
1.1.1. Text form field Option
+Text fomat: cac kiéu dinh dang
Uppercase: chit hoa
Lowercase: chit thuong
First Capital: viét hoa dau cau
Tile case: viét hoa chit cai dau tién
#,##0: phan cach hang ngan
###0 vnd; (#,##0 vnd): don vi tién té
0%: dinh dang %

o

O_IOINGIIOIIOIID)

_+—Céc thao tac véi Form
1.1. Tao Form miu
B4: Muc Legacy Forms:
1.1.2. Drop-down Form Field: tao dang danh
sach dir liéu.
VD: Tao c6t 6 tén hang chon trong d
Samsung, Sony, Dell. D
+ Drop-down item: nhép dit liu
+ Click Add>> dé thém vao list
+ Click Remove dé xéa
+ Ok

anh sach:

o

7} Cac thao tac véi Form
1.1. Tao Form miu
B5: Bao vé Form
- Developer/ Protect Document/ Restrict
Formatting and Editing
- Tai ctra s6 Restrict Formatting and Editing
Dénh diu check vao 6 Allow only this type of
editing in the document -> Chon Filling in form
. Sau d6 chon Yes, start Enforcing Protection.
- Nhap pass vao 6 theo yéu cu (nhap 2 lan

gidng nhau)

- OK
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4c thao tac véi Form ——

1.2. Tinh toan trong Form

Tao text form field cho & thuc hién phép tinh

- Type: Calculation (cho phép nhap cong thirc
tinh toén)

- Expression: nhap cong thirc can tinh bat dau
béi diu =

- Check O Calculate on exit

VD: 6 s6 luong tén 1a: sl , 6 don gia tén 1a: dg

Tai 6 thanh tién s& nhap nhu sau: = sl*dg

C6 thé sir dung cac ham dé tinh toan nhur : IF,

AND, OR, SUM, COUNT ..

13

Famula =

Layout/ Data/ Formula =

- Fomula: nhap cong thirc tinh | ses~ il
 Abs, Sum, Avegare,Count| ™™ g~ :
* Min, Max,. =

- VD: Avegare (C2:E2)

- Sum(Left) : tinh téng c4c 6 bén trai Above: bén
trén, Right: bén phai, Below:phia dudi

- Tinh nhanh cho nhiéu 6 cling céng thirc: copy
cong thue cho céc 6 giéng nhau -> boi den F9
chi &p dung khi dung véi left, right, above, below

14

%Caoth ao tac v&i Form

+ Chu y: vi tri cac 6 trong bang mat dinh duoc dac
tén theo hang va cét tuong tu excel. C6 thé dung dia
chi 6 c6 sén dé tinh toén.

Al Bl C1 D1
vo: [ G G
A2 B2 Cc2 D2

A3 B3 C3 D3

Tinh tong céc sb tir Al dén C1: Sum(A1:D1)

[ Minhhoa 2 :
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2.1. Pinh dang vin ban dung Style

B1: Click chudt phai tai doan van ban can dinh
dang /chon styles / Select text with similar
Formatting (chon cac phan vin ban cling mau)
- Truong hop chi c6 1 mau den thi Ctrl+click
chon cac dong cén dinh dang.

B2: Click chugt phai tai doan vin ban can dinh
dang /chon styles /Save selection as a New
Quick style -> d@at tén styles (vd: maul, mau?2)

TTMSWORDEN
£ Pinh dang vén ban

2.1. Pinh dang van ban véi Style
B4: Tién hanh dinh dang cho ting style theo
yéu cau.
- DPoéng khung, té mau, canh k..
- Panh s6 tht tu theo cip dé muc ty dong thay
doi
VD: I.Tiéu dé
1.1. tieu dé
a. tieu dé

MS WORD‘N,

| H—Pinh dang van ba ——
muc
Home/ Multilevel List-> Define New Multileve
list [ 3 3

- Chon cép tuong

ung voi Style da

tao(cép 1-> maul,.)

- Enter formating ..
dinh dang cho s6

- Number style for level
kiéu danh sé ! A
- Include level ... thém 1 s truéc s6 hién tai (1.1)
- Legal style numbering: chi danh kiéu sé "

|| mrd a5 (gt
|
|

e = =
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2.2.1 Muc luc cho van bdan thuwong
B1: View/ Outline
Click chudt vao tirng dé muc bén duéi vin ban
rdi chon level trong tng tir cao dén thap (chon
level & tab menu Outlining, level 1, level 2, ..)VD
cL->level 1

1.1 -> level 2

Il. -> level 1

2.1->level 2

a. -> level 3

Dlnhdang van ban

2.2. Tao muc luc tw dgng

2.2.1 Muc luc cho van bdan thuwong

B2: Nhan Close Outline view dé thoét ra khoi
ché do tao level quay vé man hinh binh thuong

B3: Bit trd chudt tai noi mudn chén muc luc:
-> menu References/Table of Contents/Insert
table of contents.

2.2. Tao muc luc tw dgng

2.2.1 Muc luc cho van ban thuwong

B3:Chinh céc théng sé

- Show page numbers : hién sé trang

- Right align page number: s trang nam bén
phai

- Tab leader: kiéu duong lién két giira tiéu dé va
sb trang

- Show level: sé cip level @& myc can hién thi

- Use hyperlinks..: lién ké dén noi dung. OK
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~Pinh dang van ban

2.2. Tao muc luc tw dong

2.2.2 Muc luc van ban theo dinh dang style

B1: menu References/Table of Contents/Insert
table of contents.

B2: Chon Options / tai phin TOC level x6a hét cac
sb cua heading, Tim dén phan tén style d4 dinh
dang chon cép hién thi tir 1->2->3. cho c4c style
can 1am muc luc. ->0K

VD: tao muc luc cho mau2, mau3

mau2 = 1, mau3 = 2

Dlnhdang van ban

2.2. Tao muc luc tw dgng

- Cap nhat lai muc luc: References/ Update table
+ Update page number only: cip nhat sb trang

+ Update entire table: cap lai toan myc luc

- Bo sb trang va Leader muc luc: Alt+F9
{Toc“..” \n“1-1"} (1-1 bé Cép 1, 1-2 b6 cép(1,2)
-> Aft + F9 ->Update muc luc:Update entire table
- Leader muc luc kh&c nhau: suira tab cua leader
can dbi -> Update entire table

2.3. Header, Footer

- Tao Header/ Footer

Insert-> Header/ Footer

Hoic double click vao phan dau, cudi trang gidy

- Sira Header/ Footer
Double click tryc tiép vao ngay header/footer
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~Pinh dang van ban

2.3. Header, Footer

2.3.1. Panh sé trang cho van bén

B1: header hoic footer

B2: vao thé Design / Page Number

- Current Position: danh s trang tai vi tri dat
con tré chuot.

- Current Position->Page X of Y: sé trang/téng

Dlnhdang van ban

2.3. Header, Footer

2.3.2.Pinh dang trang chdn , 1é khac nhau

B1: Vao Header/footer cua trang Ié vao thé
Design/click chon Different Odd & Even Page

B2: binh dang Header/Footer cho trang 1é

B3: binh dang Header/Footer cho trang chan

Dlnhdang vén ban

2.3. Header, Footer

2.3.3.Header/ Footer tirng trang khac nhau

B1: Ngit trang can dinh dang khéc :Page Layout
-> Breaks ->Next page

B2: Vao Header/footer cia trang vira ngt:
Design -> bo Link to Previous

B3: Bénh lai tiéu dé cho trang,

- Panh lai sb trang: Page number -> Format
page number -> start at
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~Dinh dang van ban
2.3. Header, Footer
2.3.4. Pinh dgng trang ngang bdt ky

B1: Ngit trang cin dinh dang: Page Layout ->
Breaks ->Next page

B2: it con tré tai trang cin dinh dang nim
ngang -> Page Playout -> Orientation ->

- Landscape (trang ngang)

- Portrait (trang dung)

2.4. Watermark

B1: Page Playout / Watermark -> Custom
watermark

- Picture watermark: ding hinh 1am nén

- Text watermark: dung chir lam nén

B2: Chinh sira watermark:

- Click vao header/footer

-> Click chon phan watermark can chinh sira.
Double click chudt ra ving tring dé hoan thanh

ORDM

1 Pinh dang van ban
2.5. Biéu do, luu do
2.5.1. Biéu do:
B1: Insert/ Chart -> chon loai biéu db can vé
B2: Nhap thong s6 can vé& vao bang excel cho san.
Nhap xong thoét khoi excel.
B3: Piéu chinh hinh dang biéu db: click vao cot
can dinh dang -> Format/ Format Selection
Shape: kiéu hinh
Fill: nén
Border color: mau vién , Border style: kiéu vién
Shadow: tao bong, 3-D Format: tao 3D

30
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~Pinh dang van ban

2.5. Biéu @b, luu dd
2.5.2. Luu dé:
B1: Insert/ SmartArt -> chon dang luu db cin
VE.
B2: Pinh dang : Right Click Ién hinh bat ky
trong luu do
- Add shape (thém 1 hinh),
- Change Shape (thay ddi hinh khac)
- Format shape (dinh dang lién quan mau séc)

~ Pinh dang van ban
2.6. Find & Replace ( Tim kiém va thay thé)
B1: Home/ Replace -> Xuét hién bang Find &
Replace

- Find what: tir can tim

- Find replace: tir thay thé

Click More dé hién cira sé dinh dang -> Format
chon cac kiéu dinh dang cho van ban.

B2: Nhip Replace dé thay dbi ting ddi tuong
hoac Replace all thay déi tit ca.

Dmhdang vin ban

2.7. Note (tao ghi cha cho vian ban)

- Tao ghi chu:
B1: Bdi den nhitng chir cin tao ghi ch.
B2: Menu Reference/ Insert Footnote
Nhap phan ghi chd can tao

-Xoa:

B6i den s ghi chd -> delete
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. Maillings
Mailling 1a cong cu gilp ngudi dung c6 thé tron 1 danh sach
vao mau cé sin, dic biét cé kha nang trich loc theo diéu kién.
Céc loai Maillings thwong dung:

- Letter: cac dang thu

- Envelopes: tao bi thu

- Label: tao nhdn

- Directory: liét ké theo dang danh sach.

Dé c6 thé thuc hién tron thu ta phai ¢6 1 danh sach cho truéc
phai & dang Word bang hoac excel.

Nguyén Vin A o1/01/1980 8

Tran Thi B o1/01/1970 10

. Maillings

3.1. Letter
Maillings/ Start Mail Merge -> Step by Step Mail Merge
- Step 1 of 6 :chon Letters - > Next Starting document
- Step 2 of 6 : Next Select recipients
- Step 3 of 6 : Browse tim dén file chira danh séch
Filter : Loc dir liéu
- Step 4 of 6 : Chen dir liéu : More item -> insert tén cjt
- Step 5 of 6 : Kiém tra két qua: << >>
- Step60of6:
Edit Individual Document : in ra trang word
Print document : in truc tiép ra may

I. Maillings
3.2. Envelopes
Maillings/ Start Mail Merge -> Step by Step Mail Merge
- Step 1 of 6 :chon Envelopes - > Next

- Step 2 of 6 : Envelopes Option -> chon size

- Step 3 of 6 : Browse tim dén file chira danh séch

Filter : Loc dir liéu

- Step 4 of 6 : Chén dir liéu : More item -> insert tén cgt
- Step 5 of 6 : Kiém tra két qua: << >>

- Step60of6:

Edit Individual Document : in ra trang word

Print document : in truc tiép ra may
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“Maillin gs

3.3. Labels
Maillings/ Start Mail Merge -> Step by Step Mail Merge
- Step 1 of 6 :chon Labels - > Next
- Step 2 of 6 : Label Option -> New label
Tao maéi va hiéu chinh kich thudc cho cac nhdn
- Step 3 of 6 : Browse tim dén file chua danh sach
Filter : Loc dir li¢u
- Step 4 of 6 : Chén dir liéu : More item -> insert tén ct
Chi chén cho nhén déu tién -> Update All
- Step 5 of 6 : Kiém tra két qua: << >>
- Step60of6:
Edit Individual Document : in ra trang word
Print document : in truc tiép ra may

I. Maillings

3.4. Directory

Maillings/ Start Mail Merge -> Step by Step Mail Merge
- Step 1 of 6 :chon Directory - > Next

- Step 2 of 6 : Next Select ..

- Step 3 of 6 : Browse tim dén file chira danh séch

Filter : Loc dir liéu

- Step 4 of 6 : Chén dir liéu : More item -> insert tén ct
Truong hop tron dang danh séch thi chi tao bang 1 dong duy
nhét sau khi tron xong mai tién hanh thém tiéu dé.

- Step 5 of 6 : Kiém tra két qua: << >>

- Step 6 of 6 : New Document : tron sang trang word

. Mgillings

3.5. Céach sir dung IF trong Mail Merge

Dé hién thi cac thong tin dya vao ngudn dit liéu cho truge
VD: Néu gigi tinh 13 Nam thi thém chit Thay truge Tén
nguoc lai thém chit Co

B1: Dit con tré tai vi tri cn sir dung IF vao Menu
Maillings / Rules -> IF .. Then .. Else

ces | Mailings | Review  View  Developer  Design

EENE

2 Match Fields
Highlight  Address Greeting Insert Merge
Merge Fields Block  Line Field~ (7] Update Labels

‘Write & Insert Fields
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“Import va Macro

3.6. Két xuat dir liéu ( Import) Excel->Word

- Insert -> Quick Parts -> Field -> Field names:
Database -> Insert Database -> Get Data ( tim dén
file can ldy dit lidu)

- Query Options :

Filter: Loc , Sort: Sip xép, Select fields: chon cét hién thi

- Insert Data: chén dix liéu vao bai

. Import va Macro
4.1. Tao Macro
B1: Tao Macro
View -> Macro -> Record Macro

- Dat tén macro, gan phim tét .

- Tién hanh lam thao tac can hru

- View -> Macro -> Stop Recording

B2: Chay Macro: View -> Macro->View
Macro -> Chon tén -> Run

B3: Pinh kém Macro: Save As

type: Chon Word Macro-Enabled Document
(*.docm)
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