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LOI NOI PAU

Soan thao vidn ban la cong viéc duoc st dung rdt nhiéu
trong ¢dc co quan, xi nghiép ciing nhw nhu cdu cua bat ky cd
nhan nao hién nay.

Ti 1au, con ngudi da biét su dung mdy méc vdo viéc sogn
thao wdn ban (mdy gé chit). Gé dén dau, vdn ban duoc in ra
ngay dén dé trén gidy. Cdc cong viéc dich chuyén trén win
ban, cting nhw cdc k§ néng soan thdo vdn ban con rdt thé so,
don gidn. Dé tao ra duwgc mét vdn bdan, doi hdi ngudi soan
thao phai cé nhitng ki ndng st dung mdy goé rdt t6t (khéng
nhw mdy tinh bay gi®, hdu nhur ai ciing ¢6 thé hoc va soan thdo
duoc mét cich ré rang). Soan thao fa nhu vdy, con vé in én
cang cé vé cung khé khdn. D6 la trudc ddy, khi ma céng nghé
théng tin con chua phdt trién.

Ngay nay, khi ma céng nghé théng tin dang phdt trién
rdm ré, cong nghé thay déi ting ngay, nhing bai todn, nhimng
khé khdn cta con nquti dang dén dén duwoc mdy tinh hod, thi
viéc soan thdo nhitng vdn bdn bdng mdy tinh dé tr& thdnh
nhitng céng viéc rdt binh thuong cho bat ky ai biét sut dung
mdy tinh. M6t trong nhing phdn mém mdy tinh dwoc su dung
rong rdi nhat hién nay la Microsoft Word cta hdng Microsoft
hay con goi phdn mém Winword.

Ra doi tu cudi nhitng nam 1980, dén nay phdn mém
Winword da dat duoc téi su hoan hao trong linh vuc soan



thao vidn ban ciing nhu trong linh vuc vdn phong cua bé phdn
mém Microsoft Office néi chung. Cé thé liét ké cdc ddc diém
ndi bat cia phdn mém ndy nhu sau:

- Cung c8p ddy du nhét cdc ki ndng soan thao va dinh
dang vidn ban da dang, dé su dung;

- Khd ndng d8 hoa dé manh dan lén, két hop véi cong
nghé OLE (Objects Linking and Embeding) ban cé thé chen
duoc nhiéu hon nhirng gi ngogi hinh anh va am thanh lén tai
lieu word nhu: biéu d6, bdng tinh,.v.v.

- Co thé két xudt, nhap dit lieu dudi nhiéu logi dinh dang
khdc nhau. Ddc biét khd ndng chuyén déi diz liéu gitta Word
vdi cac phdn mém khdc trong bé Microsoft Office da lam cho
viéc xtt Iy cdc ttng dung win phong trd nén don gidn va hiéu
gua hon.

- Dé dang két chuyén tai liéu thanh dang HTML dé chia sé
dit lieu trén mang ndi bd, ciing nhi mang Internet.

Dé gitip cdc ban ¢6 duoc moét ¢dng viéc nhu y, cudn sdch
Tin hoc vin phong Word 2003 & Word 2007 sé cdp nhat,
giip cdc ban cé thé hoan thién hon nhimg céng viéc dang
lam. Hy vong, cudn sdch sé phdn ndo bé ich va gitp d& ban
trong céng viéc hang ngay.

Chuc cdc ban thanh céng!
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MICROSOFT WORD 2003







Chuong 1:

KHAI QUAT VE WORD 2003

1. CACH KHOI PONG

C6 rdt nhiéu cich cé thé khdi déng duge phin mém Word. Tuy
vao muc dich 1am viéc, s& thich hoic su tién dung ma ta ¢6 thé chon
mot trong céc cdch sau day dé€ khdi dong:

Cdch I: Chon iénh Start cia Windows: Start | Programs |
Microsoft Word
Cdch 2: Nhay kép chudt lén biu tugng cua phidn mém Word

a A ] néu nhu nhin thdy né bat ky & ché nao: trén thanh
tac vu (task bar), trén man hinh nén cia Windows, vv..

Céch 3: Néu mubén mo& nhanh mot t¢p van ban vira soan thio gin
day nhat trén mdy tinh dang 1am viéc, cé thé chon Start | Documents,
chon tén tép van ban (Word) cdn mo. Khi d6 Word sé khoi dong va
md& ngay tép van ban vira chi dinh.

II. MOl TRUONG LAM VIEC

Sau khi kh&i dong xong, man hinh lam viéc cua Word thudmg cé
dang nhu sau:
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Thudng thi moéi truomg lam viéc trén Word gém 4 thanh phan
chinh:

- Cira sé soan thao tai liéu: L2 noi d& ché ban tai lidu. Ban c6 thé
g0 van ban, dinh dang, chén céc hinh dnh 18n day. N6i dung trén cira
s nay s& dugc in ra mdy in khi sir dung #nh in.

- Hé théng bang chon (menu): chia céc 1énh @€ goi t6i cic chiic
nang cia Word trong khi l1am viéc. Ban phdi ding chudt d8 mé cic
muc chon ndy, doi khi cling cé thé sir dung té hop phim tit dé goi
nhanh t& cac muc chon.

- Heé thong thanh cong cu: bao gém rat nhiéu thanh cong cu, mdi
thanh cong cu bao gém céc nit Iénh d€ phuc vu mot nhém cong viee
nao dé. Vi du: khi soan thdo van ban, ban phai sir dung d&n thanh cong
cu chuin Standard va thanh c6ng cu dinh dang Formating; hosc khi
v& hinh cin dén thanh cong cu Drawing dé 1am viéc.
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