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BAI 13 NGAY 6.3.2011 UT BINH SOAN VA SUU TAM

LUU VAN BAN TRUOC KHI GO

CAC BAN KHI NHAP VAN BAN VAO WORD BUQC KHA LAU  , PANH MAY BUQC NHIEU
DONG NHUNG BONG NHIEN MAY TINH VUT TAT . THE LA CONG TO I SINH RA RAT BUC
TUC PANH NGOI GO LAI . BAN NEN TAP THOI QUEN SAU DAY PE TRANH TRUONG HOP

TREN.

1. Thiét Iap thdi gian tu ddng luu vn ban: Nhdp Nt Customize Access Toolbar ( & cudi cac bidu
tugng Hang trén clng bén Trai ctia Trang Word )

|

:__'/: Home Insert Page Layout References

[y _-ill:u

j Tahoma 11 - |;!f ;:|
B EE

Paste J |B|I 1] - abe X, X' .ﬁa"HE'E?." ﬁ"

"

Clipboard T« Font P

2. Nhap More Commands > Hién ra Bang Word Options, Hang: Save files in this format mdc dinh
la .docx khi ban st dung Office Word 2007, chon Word 97-2003 Document (*.doc ) néu ban
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mudn cho Ngudi Nhan st dung Offi ce Word 2003 doc dugc > banh d&u chon trudc Hang
Save AutoRecover information every va chon 1 minutes > Nhap OK.

-
Word Options

T

-_

- T —

(9 o |

Popular
Display
Proofing

" Save

Add-Ins

Advanced

Customize

Trust Center

Resources

H Customize how documents are saved.

Save documents

Save files in this format: ‘Word 97-2003 Document (*.dog} n

-* Save AutoRecover information every minutas

AutoRecover file location: | ChUsers\UtBinh\AppData‘\Roaming\Microsoft\Word',

Default file location: Ch\Users\UtBinh\Documents',

Offline editing options for document management server files

Save checked-out files to:li
@ The server drafts location on this computer

) The web server

Server drafts location: | C\Users\UtBinh\Documents\SharePoint Draftsy,

@ Documentl E

Preserve fidelity when sharing this document:

[C] Embed fonts in the file G
Embed only the characters used in the document (best for reducing file size)

Do not embed common system fonts

Browse...

EBrowse...

Q

3. Khi bét ddu go vin ban, ban gd tir dau tién > Nhap Nt Office > Nhap Save As va chi dinh nai
luu,

CAC TUY CHON CAN THIET TRUOC KHI GO

1.CHON PON VI TINH LA MILIMETERS

e MG Word > Nhép Customize Quick Access Toolbar > Nhép More Commands > Nhép Advanced
> Pén Muc Display, hang: Show Measurements in units of chon Milimeters > Nhap Ok.

- Advanced N

Customize
Add-Ins
Trust Center

Resources

Style area pane width in Draft and Outline views: |07

|:| Show pixels for HTML features

Show all windows in the Taskbar

Show shortcut keys in ScreenTips

Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

|:| Optimize character positioning for layout rather than readability

Print

= 3
Word Options | ? & |
Popular Font Substitution... i
Display Display
Proofing <
Show this number of Recent Documents: 17 = G
Save
Show measurements in units of: Centimeters




2.CHON NOT LUU CHI DINH
GIAN LUU

Nhép Save > D&n Muc Save Documents, hang Default file location nh&p Nut Browse dé& chi
dinh nai sé luu theo y mudn cta ban. Theo mdc dinh la luu trong Documents.
Ban cling c6 thé chi dinh Iuu véi dinh dang

Ban ciing cd thé chi dinh mdi pht tu dong luu khi chin
AutoRecover information every.

3.BO VACH LANG QUANG MAU PO

Nhép Proofing > Tai Muc When Correcting spelling and grammar in word, bé ddu chon: Check
spelling...- Mark grammar...- Check grammar...> Nhap Ok.

4.DINH DANG LE CHO TRANG WORD

Nhap Menu Page Layout > Nhap Page Setup , chon thé Margins > Thudng thiét 1ap Top va
Bottom khoang 20-25mm va Left 30-35 va Right 15-20 mm.
pé dé dong tap, ban nén chon Mirror Margins trong Hang Multiple pages.
MG thé Page, chon Page Size A4 > Nhap NUt Default > Nhap NUt Yes.

5.CHON FONT- SIZE MAC DINH

p
Font

Thé Home > Nhép Font > Chon Font — Font Style — Size > Nhép NUt Default > Nhép Yes.

— CHON PINH DANG LUU — CHON THOT

* .doc khi chon trong hang : Save files

1 minutes trong hang :

- P W |=p

Font Character Spacing

Font: Faont style: Size:

Tahoma Reqular

SYNtimes new roman -
SYNtimes new roman H
Sylfaen M

Symbaol I ‘ I

Font color: Underline style: Underline color:

Automatic |z| {none) El Automatic

Effects

[ strikethrough [ shadow [ Small caps

[ Double strikethrough  [] Outline [ Al caps

[ superscript ] Emboss [ Hidden

[ subscript [ Engrave
Preview

Tahoma
This is a TrueType font, This font will be used on bath printer and screen.

(o) o

6.CACH TAO MUC LUC CHO VAN BAN

Vao Menu Home > Nh3p Nhom Styles > Nhap Nut New Style day Trai > Ban dat tén va dinh
dang chir > Nhap nit Format day Trai > Chon Numbering > Chon Kiéu danh s6 > Nhép Ok.
Néu mudn dinh nghia mot kiéu méi thi nhap vao Nut: Define New Number Format.



e Nhép NGt Format lan nlra > Chon Paragraph dé thiét Iap canh 1& va chon cach dong trong
Spacing > Nhap Ok. Ban th(r nghiém lai.
Co nhiéu tuy chon trong Muc Format, ban nén chon theo y mudn cua ban.

e Ban cd thé nh3p Phai I1én Heading 1 — 2 - 3 > Chon Modify rdi chon theo y mudn.

7.RESIZE TRANG WORD CHUA HINH

TRANG WORD NAY SAU KHI CHON MENU INSERT pE CHEN H,INH VAO CO DUNG LUO'NG GAN 5 MB.
CAI\J THU NHO DUNG LUONG PE GOT BI MA KHONG MAT CHAT LUQNG ? CACH LAM NHU' SAU:

NHAP PHAI LEN 1 HINH > CHON FORMAT PICTURE > NHAP TAB PICTURE > NHAP NUT COMPRESS
> CHON ALLPICTURES IN DOCUMENT > CHON WEB/SCREEN ( NEU MUON GIAM NHIEU ) HOAC

PRINT > OK > APPLY > OK > NHAP NUT SAVE .BAY GIO' TRANG WORD NAY CHI CON 150 KB MA
CHAT LUQNG NHU TRUGC

=

=
Format Pictu | 2 | s |
rmat Picture -~
Colors and Lines | Size | Layout | Picture | TextBox | Alt Text
Crop from
.
Left: o = Compress Pictures m
Right: o = Apply to
Image control ) Selected pictures
Color: Automatic i k All pictures in document
Brightness: 4 I:l Change resolution
Contrast:  « = @ Web/Screen:
) Print Resolution: 96 dpi
() Mo Change
| Options
Compress pictures
Delete cropped areas of pictures
1
1 / —% o« | [ conca |

0K ][ Cancel ]

8.CACH XEM CACH TRANG WEB BI KHOA TRONG WIN 7

1. Nhép Biéu Tugng Hinh Tivi day Phai man hinh > Nhép l1én: Open Network and Sharing Center
> Nhap Local Area connection > Nhap Properties > Nhap Internet Protoc ol Inversion 4
(TCP/iPV4) .

2. Ra Bang Internet Protocol Inversion 4 (TCP/Ipv4), chon Tab General > Chon Obtain and IP
address automatically va chon Use the Following DNS Server Addressses > Hang Preferred
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DNS Sever nhap: 8.8.8.8 (Hodc 208.67.222.222) va Hang Alternete DNS Server nhap : 8.8.4.4
(Ho3c 208.67.220.220) > Nhép OK.

i ™
Internet Protocel Version 4 (TCP/IPvd) Properties &Iﬂ

General | Alternate Configuration |

You can get IP settings assigned automatically if your network supparts
this capability. Otherwise, you need to ask your network administrator
for the appropriate IP settings.

-{:ﬁin an IP address automatically
(71 Use the following IP address:

F % DMS server address automatically

i@ Use the following DMNS server addresses: "
Preferred DMS server: 8 .8 .8 .8
Alternate DNS server: 8 .8 .4 .4 3
[] validate settings upon exit
—*_ Ok J [ Cancel ]
L o

9.RESIZE VA GOT HINH HANG LOAT

BAI VIET NAY HUONG DAN CHO,CAC BAN RENAME HANG LOAT HINH VA TU DONG RESIZE HINH
DE GOT DI MOT LAN BUQC NHIEU HINH. MUON LAM BUQC BIEU NAY BAN PHAI CAI DAT
OUTLOOK EXPRESS 2003 HOAC 2007 CAI DAT WIN XP HAY WIN7. TRONG Vi DU DUOT PAY UT
BINH DANG SU' DUNG OUTLOOK EXPRESS 2007 VA WINDOWS 7.

1.

2.

CHEN HINH VAO MAY TINH Cac Hinh ban da chyp co thé c6 dung lugng rat cao tir 2-5 MB
moi hinh. Xem huéng dan chi tiét tai: http://qoo. al/A32Ej .
RENAME HANG LOAT: Nhép Phim Windows va Phim E de md cac 0 trong May Vi Tinh > Den
ndi d& Iuu hinh can g&i > Nhap Phim Ctrl va Phim A dé chon tat ca >Nhap Phai 1&n Hinh dau
tién > Chon Rename.

e Lap tuc cac Hinh da dbi tén hang loat theo qui dinh cGa ban da nhap:
GOT HINH HANG LOAT BANG EMAIL:

Chuang Trinh Win 7 cho phép ban ggi di hang loat hinh (Nén gigi han mdi 13n gGi khoang 20-
30 Hinh d& Ngudi Nhan khdng chd 18u) vdi diéu kién trude do ban da cai dit Chuong Trinh
gdi thu OutLook Express 2007 trong B Microsoft Office 2007 (C6 thé bang Outlook Express
2003 trong BO Microsoft Office 2003 cling dugc). Cach lam nhu sau:

e Ban chon 20 Hinh > Nhap Phai I&n chiing > Chon Send To > B4t ra Menu con, chon
Mail recipient.

e Ra Bang Attach Files, nhap xb xuong chon kich ¢& Hinh ( Ban chon kich c& cang nho thi
Hinh nén lai s& cang it dung lugng d€ gdi nhanh va nhén nhanh) > Nhap Nt Attach dé
cac hinh nay s& dugdc géi kém theo Thu clia ban > Ra clra so tiep theo chay nén céac
hinh lai rat nhanh.


http://goo.gl/A32Ej

10.CACH NEN BAI VIET KHI CO CHEN NHIEU HINH MINH HOA

KHJ BAN TAO MOT BAI VIET HUGNG DAN CO NHIEU HINH MINH HOA CHEN TRONG NOI DUNG BAI
VIET, CAC HINH NAY SE LAM TANG DUNG LUQNG BAI VIET MOT CACH CACH DANG KE. Vi DU BAI

i "
Attach Files - 0 e et

Picture size: | Medium: 1024 x 768 - | .

=g Smaller: 640 x 480
I Small; 800 x 600
Medium: 1024 x 768

Large: 1280 x 1024
Original Size

| Attach ||

Cancel

Hién ra Giao dién Hc">p thu, ban Nhap dia chi ngudi nhan — Nhép Subject — Dugi do la
danh sach liét ké cac Hinh da dugc nén lai theo kich thudc ma ban da chon —Nhap noi
dung can géi trong O trong I6n . Xong, nhap ndt Send dé gdi di. Ban cd thé xda ndi
dung do chuang trinh liét ké bén dudi.

NAY CO 4,82 MB DUNG LUONG KHI CHUA NEN HINH MINH HOA.

1. Nhap Phai 1én mdt hinh Minh hoa bét ky > Chon Format Picture > Nhap Tab Picture > Nhap
NGt Compress > Chon All Picture in Document > Nhap Ok > Nhap Apply > Nhap Ok.
2. T4t ca cac Hinh Minh hoa da dugc nén lai, nhap NUt Save dé luu thay dbi .Gig dung lugng chi

con 1,36 MB. Néu chon Web/Screen thi cang nén nhiéu hon ntra.

i Compress Pictures @gﬁ

Apply to
() Selected pictures
@ Al pictures in document

Change resolution

| Web/Soreen

2 EErintE Resolution: 200 dpi

) Mo Change

Options
Compress pictures

'-.[ QK J | Cancel




16.GHI DIA DVD VIDEO BANG CHUONG TRINH NERO 7 PREMIUM

I.GHI DIA VIDEO

o Ban d3 Copy 1 Dia Dvd Video vao May Tinh, bay gid can Copy ra Dia DVD dé hat dau méy.Ban
md& Chuaong Trinh Nero, chon Nero Express Exsentials > Chon Videos/Pictures > Chon DVD -
Video Files > Nhép Add > Dén nai d3 Iuu dia DVD > Nhép Ién > Hién ra ndi dung > Chon hét cac
Files > Open > Close > Next > Hang Current Recorder chon tén & dia ghi > Bo dia DVD Tring
vao G ghi nay > Nhép ndt gitta & mép bén Trai d& mé clra s6 mdi > Hang Writing Speed chon tdc
d6 ghi thap nhat > Number of copies nhap sb lugng dia can ghi > Hang Disc name nhap tén >
Nhap nut Burn.

e Mg Chuong Trinh Nero > Cot Trai trén cung chon DVD hodc VCD > Du6i d6 chon DVD- Video >
Nhap Nut New > COt th(r 3 nhap Ién Video_TS > Hién ra ndi dung trong Cot thir 4 > Chon hét ndi
dung nay va ré qua Cot thir 2 > Nhap NUt Burn > Chon t6c d6 Ghi dia va nhap sdo ;ugdng dia can
ghi > Nhap Nut Burn.

II.GHI DIA DATA DVD

1.

w

Chuén bi: Mi Softwares dugc chia trong 1 Folder Con , cac Folders Con nay dugc luu trong
1 Folder Cha > Bd Dia DVD Tréng vao O Ghi.

Chay Chuong Trinh Nero 7 Premium: Hién ra Clra s6 New Compilation, nhép NUt New Express
Ra Clra sb Nero Express, nhdp Data DVD

Ra Clra sb tiép theo, nhdp NUt Add bén Phai > Dén nai da Luu Folder Cha, nhap 1&n Folder
Cha, hién ra cac Folder Con > Chon hét cac Folder Con > Nhap Nut Add > Chd vach xanh
chay xong nhap nut Close ctra sd nay lai.

Vach mau xanh hién dung Iugng Dia sé& ghi, nhap NUt Next.

Ra Ctra sO tiép theo, nhap ndt mai tén tai mép Trai Gilta > Hién ra Clra s6 bén Trai, hang
Writing speed chon tdc d6 ghi tir 6 x dén 16 x (Néu chon cao hon nra khi ghi dé& bi 15i) —
Hang Current Recorder chon tén & Dia Ghi — Hang Disc name nhap tén Dia — Hang Number of
copies nhap sd lugng dia can ghi > Nhap Nut Burn.

Néu mudn tao Nhan thi nhap I&n Create Covers and Labels, vach xanh chay dd 100% thi &
Dia sé tu dong dua mam dia ra ngoa| > Ban lay dia da gh| xong ra ngoai va dé dia DVD Trang
mdi vao O Ghi, dong b Ghi lai ¢é chuong trinh tu dong tiép tuc ghi.

Kiém tra: D& kiém tra Dia DVD Data ma ban vira ghi xong 6 két qua hay khong bang cach
ban bd dia vao 6 boc > Nhap cai dat mot chuang trinh bat ky > Néu chuang trinh chay cai
dat sudng sé tir dau dén cudi 1a ban d3 ghi dia DVD Data thanh cong.

III.CACH TAO FILE IMAGE

N =

N o

Bo Dia DVD Chuong Trinh WINDOWS vao 6 Boc.

Chay Chugang Trinh Nero 7, ra Bang New Compilation, nhap nut Nero Express.

Ra Bang Nero Express, Bén Trai nhap Nut Image,Project, Copy > Bén Phai nhap Copy Entire
DVD

Ra Bang tiép theo, Hang Source drive chon tén O Dia d& bd Dia Chuang Trinh Windows vao ,
Hang Destination drive chon: Image Recorder > Nhap Nut Copy

Ra Bang Save File, chon ngi luu File Image la Desktop > File name , nhap: windows?7 > Dinh
dang mac dinh la .nrg > Nhap Nt Save.

Ra Bang tiép theo, Chuang trinh dang tién hanh Copy dé tao File Image:

Khi Tao hoan tat, hién ra thong bao nay, nhap OK:



8.

Ra Desktop, ban da thay File Image vura tao, nhap Phai Ién nd, chon Properties, hién ra cac
dac tinh:

IV.CACH GHI RA DIA DVD FILE IMAGE

1.
2.

3.
4.
5.
6.
7

8.

Chay Chuang Trinh Nero > Nhap Nut Nero Express.

Ra Bang Nero Express, Cot Trai nhap Image, Project, Copy > Khung Bén Phai nhap Disc
image or Saved Project.

Ra Bang Open, dén nai da luu File Image cua Chudng Trinh Windows, nhap Ién File nay >
Nhap Nut Open ]

Ra bang Nero Express, Hang Current recorder chon O Dia Ghi d€ b Dia DVD Tréng vao
(N€u la Win Vista hoac Win 7) > Nhap Nat Burn.
Ra bang tiép theo dang ti€n hanh ghi dia. Thdi gian nhanh hay cham tuy thubc vao May Tinh
va Dia mua.
Sau khi ghi hoan tat s& hién ra théng bao, nhap nat OK > Hién ra Trang k€ ti€p
Mudn ghi tiép Dia th(r 2 ban bd dia DVD tréng vao O da Ghi > Nhap Burn same project again
> Nhap nut Next.
Ra trang ti€p theo, nhap Nut Burn

17.CONVERT VNI SANG UNICODE VA NGUQC LAI

PN

Vao: http://goo.gl/xtGAI

Copy Trang ,doc c6 dinh dang VNI > Paste vao Khung trong

Nhap Thé TO UNICODE > D3 thay Khung Trong hién van ban dang Unicode.
Copy va Paste vao Trang Word .

18.KHONG CHO WIN 7 UPDATE

Start > Control Panel > System and Security > Windows Update > Qua c0t Trai nhép Change Settings
> Nhap x0 xudng chon Never check for Update (not recommended) va hdy cac dau chon & dudi.

19.TAO ICON CHO FOLDER TAI DESKTOP

Ban c6 1 Folder tai Desktop, ban can tao 1 biéu twong thay thé cho biéu twong mau vang nham chan
sén c6 déng thoi dé d& dang phan biét céi cac Folder khac. Ban hay thwe hién tirng bwéc don gian
sau day ( Ap dung cho WN 7): Nhap Phai Ién Folder nay > Chon Properties > Nh4p Tab Customize >
Chon Change Icon > Chon 1 biéu wong > Nhap OK > Nhap Apply > Nhap Ok > D3 thay Folder véi
biéu twong vira chon.

20.TAO ICON CHO 1 SHORTCUT TAI DESKTOP

Tao Shortcut tai Desktop: Nhap Phai man hinh > Chon New > Chon Shortcut > Hang Type
Location of Item dan Link ciia Trang Web can mé > Nhap Next > Nhép Finish > D hiénra 1
Shortcut tai Desktop, khi ban nhép Ién Shortcut nay sé hién ra Trang Web can mé.


http://goo.gl/xtGAI

e DdiBiéu twong: Biéu twong nay da sb déu co6 hinh qua cau, ban can chon 1 biéu twong khac
dé dé phan biét.NHap Phai lén né > Chon Properties > Chon Change Icon > Nh&p Nut
Browse > Ré Thanh truwgt xuéng > Chon Shell32.dll > Nh&p Nat Open > Chon 1 biéu twgng >
Ok > Nhap Apply > Nhap Ok > Nh4p Phim F2 d& Rename lai

21.P6ng Bang May Tinh

Blrado® DefeREiy N

Gilr lai toan bd dir liéu, thong tin cai dat, xac 18p hé théng tai mét thdi diém Iic may tinh dn dinh
nhat. Khéi ddng lai, may tinh sé trd lai thdi diém da chon. Download mét trong nhitng phan mém hay
nhat:Shadow Defender 1.0.7z (832.21 KB): http://goo.gl/KI885

Shadow Defender 1a cong cu an ninh va bao vé riéng tu’ dé str dung ctia PC/laptop t6t nhat cho hé
diéu hanh Window. N6 cung cdp mét cach tuyét vdi d€ ngan chén nhirng thay d6i khdng mong muén
hay cd hai clia PC/laptop cla ban.Vdi Shadow Defender Ban c6 thé chay hé thdng trén mét moi
trudng 4o, goi la Shadow Mode. Moi tan cong sé€ chi dc thuc hién trén moi trudng 4o, khong phai &
moi trudng that. Néu bi tan cong, tat ca nhitng gi ban can la khdi dong lai hé thong. Sau khi reboot,
hé th6ng cla ban s& dc khdi phuc lai nguyén trang, tic la chua bi tdn cdng. Dong thdi, ban cé thé
luu cac file ma minh chon vao méi trudng that Cac tinh nang :Ngan nglra cac virus chua biét hay cac
virus cla tuang lai.Bao vé hiéu qua riéng tu’ cla ban.Loai bd cac yéu t6 lam hé thdng nang né va
tang gia tri s’ dung cho PC/laptop.Ludt internet an toan.Dich bdi rabbit90 — softvnn

Ngoai ra con c6 nhitng phan mém khac:

Deep Freeze Ban 6.3 :Deep_Freeze_62587.exe (3.98 MB): http://goo.gl/tbnxo
PowerShadow 2.6.0511.rar (2.28 MB): http://goo.gl/LIui8

Returnil Virtual System Premium 2008.rar (2.35 MB): http://goo.gl/3APIq

22.TAO BOOKMARKS TRONG CHROME (14.10.2010)

Nhap Cai Khoa goc Phai trén cla Trinh Duyét Chrome > Chon Bookmark manager > Nhap x0 xuong
cta Organize > Chon Import bookmark > Dén nai d3 luu Bookmark, nhap chon > Nhap Open > Cot
Trai da hién ra danh sach liét ké cua Bookmark vira chon va Tab BookMark Manager phia trén bén
Trai > Nhap Tab Google ké bén dé trd lai man hinh trudc dé néu trudc dé ban d3 tao Google.com.vn
lam Trang Chinh cho Trinh Duyét Google Chrome.


http://goo.gl/KI885
http://goo.gl/t6nxo
http://goo.gl/LIui8
http://goo.gl/3APIq

23.EXCEL TAO NGAY THANG NAM

Mudn cé 01/10/2010, sau d6 gitr Phim Alt ré xuéng tao cac ngay tiép theo: Ban nhap mai tén chi
xuéng cua Font hoac Alignmeny hoac Number > Hién ra HT Format Cells, chon Custom > Trong muc
Type nhap: dd/mm/yyyy > Da hién ra Preview trong Sample > Nhap Ok > Sau d6 nhap ngwoc thang
trwdc ngay 1a 10/01/2010 nhwng khi nhap phim Enter né hién ra ding 01/10/2010 > Chon O nay va
gitr Phim ALT ré xuéng duwéi ban sé tao cac ngay tiép theo. Suy ra ban cé thé diing Custom trong cac
trwong hop khéc. Excel chi dap (ng két qua mong muédn khi ban nhap dung ct phap qui dinh cta
Excel ma thoi.

Format Cells

MNumber | Alignment Fonk Border Fill Praokection
Category:

General Sample

Mumber 01j10j2010 4

Currency

Accaunting Type:

Crate

Time ddfram ey b

Percentage O, RO, O (@0 "y (@) -~
Fraction R 0,000 (8 G, 0,000 _(FF e i@ )
Scientific 0% 0,00 ;0% (400,000 _¢* " (@ )

Text ao

Special [$-1010000]0d/m vy @
w #R#0

TIIIM= Y
[$-10100007 sy from)dd; @
[$-4091dddd, mrmmm dd, wwwy
midfyyyy @

ddfmm iy

|

Type the number Format code, using one of the existing codes as a starting point,

_ul Ok ] ’ Cancel

24.Tat chirc ndng tu dong kiém tra chinh ta va kiém tra ngir
phap cua cac chucong trinh trong bo Office

Ngoai trir Microsoft Office Access, Microsoft Office Excel, va Microsoft Office Project, va Microsoft
Outlook 2000 khdng c6 chtrc nang tw dong kiém tra chinh ta hay tw dong kiém tra ngl phap, cac
chuwong trinh khac cua Office déu c6 tinh ndng nay. Nhwng nhirng dwong ngoan ngoéo bén dudi
nhirng dong van ban 4y lai gay khé chiu v&i nhiéu nguwdi. Vi vay, néu mubn bd ching di, ban co thé
thwe hién nhw sau:

Word 2007
sz \
1.Nhép trai chudt vao -S> Word Options.
2.Click Proofing.
3.B6 chon & trude dong chir Check spelling as you type.
4.B6 chon ¢ trude dong chit Check grammar as you type.
Outlook 2007
1.VVao menu Tools > Options > Spelling > Spelling and AutoCorrection.
2.B6 chon & Check spelling as you type.
3.B6 chon ¢ Check grammar as you type.
PowerPoint 2007

10


http://www.nguyentri.info/index.php?option=com_content&view=article&id=1875:tt-chc-nng-t-ng-kim-tra-chinh-t-va-kim-tra-ng-phap-ca-cac-chng-trinh-trong-b-office-&catid=61:th-thut-office&Itemid=61
http://www.nguyentri.info/index.php?option=com_content&view=article&id=1875:tt-chc-nng-t-ng-kim-tra-chinh-t-va-kim-tra-ng-phap-ca-cac-chng-trinh-trong-b-office-&catid=61:th-thut-office&Itemid=61

1 .NhAp trai chudt vao - > PowerPoint Options.

2.Click Proofing.

3.Bo chon & Hide spelling erros

4.B6 chon ¢ Check spelling as you type

InfoPath 2007, OneNote 2007, Publisher 2007, SharePoint Designer 2007, va Visio 2007
1.VVao menu Tools > Spelling > Spelling Options.

2.B6 chon Hide spelling erros

3.Bo6 chon Check grammar as you type

Word 2003, Word 2002 va Word 2000

1.Vao menu Tools > Options > Spelling & Grammar
2.B6 chon ¢ Check spelling as you type

3.B06 chon & Check grammar as you type

Outlook 2003 va Outlook 2002

1.Tao ma&i mot bie thu

2.Vao menu Tools > Options > Spelling & Grammar
3.B0 chon & Check spelling as you type

4.B6 chon ¢ Check grammar as you type

PowerPoint 2003, PowerPoint 2002 va PowerPoint 2000
1.VVao menu Tools > Options > Spelling and stype

2.B06 chon ¢ Hide spelling errors

3.B0 chon & Check spelling as you type

Publisher 2003

1.VVao menu Tools > Spelling > Spelling Options
2.B6 chon ¢ Hide spelling errors

3.Bo chon & Check spelling as you type

FrontPage 2003, FrontPage 2002 va FrontPage 2000
1.Vao menu Tools > Page Options > General

2.B6 chon & Hide spelling errors

3.B0 chon & Check spelling as you type

OneNote 2003

1.VVao menu Tools > Options > Spelling
2.B6 chon & Hide spelling errors

3.B0 chon & Check spelling as you type

InfoPath 2003
1.Vao menu Tools > Options > Spelling

2.B6 chon ¢ Hide spelling errors
3.B6 chon ¢ Check spelling as you type

25.FIREFOX KHONG LUU CAC ACCOUNTS DANG NHAP

Tools > Options > Privacy > Nhap Clear hostory when FireFox closes > Bo dau chon Cookies va
Active Logins .

26.TAO TRANG WEB BANG TRANG WORD

Khi ban tao Trang Web bang Word bang cach nhap Nut Office > Chon Save As > Chon Other
Formats > Ra Bang Save As, ban chon ngi luu File nay (Vi du: Desktop) - Pat tén trong Hang File
Name - Chon dinh dang la Web Page > Nhap nut Save . Trang Web hién ra véi Hinh va chit khong cé
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trat tu nhu ban Word. D& Trang Web xuét hién giéng nhu Trang Word ban phai chinh vj tri Hinh
trudc khi tao Trang Web b&ng cach: CHO HINH XUONG 1 DONG I3 xong.

Bo vach doé dudi chir:

NQt Commands > Proofing > Muc When correcting spellings and grammar in Word, bo chon tat ca.
Pé khi ban nhap Cong Thirc sé khong bi bao 16i :

Chon mac dinh cho ACCESS 2007 : Nhap Start > Nhap Control Panel > Nhap Regional and
Language > Tab Regional Options , nhap Nut Customize > Dang chon Tab Number , Hang
Decimal Symbol dang chon mac dinh la dau (.) va Hang Digit Grouping Symbol dang chon
mac dinh 1a (;) . Ban c gilt nguyén nhu vay va nhap OK .

Customize Regional Options

Mumbers | Curency | Time || Date |

Samplz
Puositive: |123;4EE;?89.DD | MNegative: |-1 23:456,739.00 |

Decirnal symboal: ;;éu chém v|
Mo, of digits after decimal: \| 2 L% |

Drigit grauping syrmbal: Dau cham phayv|
Digit grouping: | 123:45E6;783 b |
Megative sign symbal; | L |
Megative number format: | a1 L% |
Dizplay leading zeros: | 07 L |
Lizt zeparator: | L% |
Measurement spstem: |_ v|

\
\ 0k ][ Cancel l Apply

DE& khi ban nh&p Nut thuc thi khdng hién ra két qua : Ban phai

e Nhap Nut Options ctia Khung Security Warning

@ Securty Waming (e content inthe dtabase has been disabled | Options, *_

e Chon Enable This Content > Nhap Ok .
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Microsoft Office Security Options

@ Security Alert

VBA Macro
Access has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

‘Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path: C:'\Documents and Settings\UtBinh My Documents\Quanlysinhvien. accdb

(O Help protect me from unknown content (recommended)

® i i

Open the Trust Center OK J [ Cancel

27.CACH TAO HEADER VA FOOTER PON GIAN

TAO HEADER :

1. M& Word 2007 > Menu Page Laout > Nhap x6 xudng cla Page Setup > Tab Layout > Hang
From Edge , chon Header va Footer la 0,1” ( Tuy chon ) > Ok .

2. Menu Insert > Nhém Header & Footer , nhdp x6 xudng > Chon Top Page > Chon Plain
Number 3, da c6 s6 1 goc Phai Trén > Nhap Con tro tai goc Trai Trén , nhap van ban vao >
binh dang lai ching > Enter .

3. Gilr Shift > Nhap Phim Vach dugi , vach 1 vach dai tir Trai qua Phai > Nhap Nut Save > bat
tén > Save .

Bail9: ACCESS 2007 : Database Query 2

TAO FOOTER :

1. Menu Insert > Nhém Header & Footer , chon Footer > Boi den Type Text tai day Trai > Nhap
van ban vao > Di chuyé&n con tré dén gdc day Phai > Nhap van ban
2. Dbinh dang lai ching > Save .

Footer I
DATABASEQUERY2 http://utbinh.com




28.RUT GON LINK GOOGLE :

S{r dung addon cho Firefox c6 tén la goo.gl lite. Sau khi cai dat, thi ta click chuét phai vao firefox
toolbar chon Customize > Sau dé kéo biéu tugng cla goo.gl lite ra ngoai toolbar. Moi [an mudn tao
link rdt gon chi viéc click vao biéu tugng cua goo.gl lite, va dudng link sé dugc luu vao clipboard.

29.DON 2 DVD VAO 1

Chép Video_TS cua Disc 1 va Disc 2 vao May Tinh > Dat tén Disc 1 va Disc 2 > Nhap Shortcut
StarSmart > Trén cung chon CD/DVD > Chon BackUp > Chon Copy Multilpe DVD - Video Movies To
One > Import Files > Dén ndi luu Folder Disc 1 > Trong Muc Main Movie , chon Title > Nhap Nut Add
Tiltle .

Ti€p tuc cac budc trén chon Folder Disc 2 > Néu thady vach D4 16 dung lugng dia , nhap Nat
Satrt/End dé cit bd phan khdng quan trong bang cach ré nit gat cho tirng Disc > Ok > Th&y vach
xanh nam trong gidi han dia 4,456 MB > Next > Nhap nat Browse chi dinh noi luu > Nhdp Burn >
Tién hnah2 Encoding .

30.IN 2 MAT

Page Setup > Thé Margins > Nha&p x6 xuéng , chon Mirror Margins

31.TAO FILE ISO KHI KHONG GHI DIA PUQC

Khi khéng ghi dugc dia thi tao File ISO bang Chuong trinh UltraISO . M& File bang cach chon bén Cot
Tréi dudi > Hién ra File bén Phai > Ré day Ién trén > File > Save As > Chon nai luu > Tién hanh tao
File Anh . C4 thé tao File nén dé€ khi Scan Virus nd khdng vat dau File .

32.B0 CUC CHO TRANG BLOGGER

M@ HTML dé chinh stra : Width 78 % cho Bai Viét va 19 % cho Cot Links . D3 chon Iua 2 con s8 nay
la Trang sé dep vura khit . Bai viét cd Width 700 Pixels .

33.TAT TINH NANG TU PONG KIEM TRA CHINH TA CUA
WORD 2007

Nut Office > Word Options > HT Options , chon Muc Proofing > D&n Phan When Correcting Spelling

and Grammar in Word > Xda d&u chon trudc 3 Muc : Check Spelling as you type ( Kiém tra chanh ta
khi dang g6 ) — Mark grammar error as you type ( Danh dau doan van sai van pham khi dang go ) —
Chek grammar with spelling ( Kiém tra van pham véi chdnh ta ) > Ok .

34.CAI PS CS4

Chau da cai thanh cong Cs4 sau khi vao Program Files > Common File > Adobe > Adobe PCD >
Cache va xoa file cache.db .

HUONG DAN CAI PAT CUA LAMBA
1. Truoc khi cai dat ban can phai mo cac file .txt de co thong tin ve cdkey hoac serial
number.
2. Dia game/software hien nay hau het deu co file crack nam trong thu muc crack / patch /
fix...
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3. Sau khi cai dat ban chi can copy tat ca cac file va thu muc (neu co) nam trong thu muc
crack cua dia cd/dvd vao
c:\program files\... ( thu muc chua game/software vua cai dat tren o cung ) -> chon yes
khi may hoi co muon overwrite, replace ( chep de )

4. Luuy: Neu ban cai game/software vao thu muc khac hay o D thi ban phai copy crack
vao noi do. Chung toi khuyen ban nen luon cai dat vao duong dan do may tao san tren o
C.

5. Doi voi nhung dia crack bang FlexLM (license manager-thong thuong rat kho crack) thi
ban phai tu lam. Chung toi chi dam bao dia cai tot 100%. Neu ban khong crack duoc thi
co the nho thay co hay ban be giup do. Chung toi khong chiu trach nhiem huong dan
hay cai dat giup ban duoc. Bat mi: muon cai FlexLM ban phai co card mang (network
adapter) va dung notepad xem file huong dan bang tieng Anh trong dia (thong thuong la
file .txt hay .nfo).

6. Neu ban khong cai duoc hay gap bat cu truc trac nao ve dia xin lien he truc tiep voi noi
ban da mua dia chu khong phai cua hang Lamba. Chung toi chi chiu trach nhiem voi dia
do chinh cua hang ban ra. Xin cam on.

7. Hinh bia hay list cua dia thuong duoc dat trong file picture.doc. Neu ban co may in co
the dung hinh nay de lam cd/dvd cover.

8. Neu co nhu cau ve Game va Software moi hay dien thoai cho chung toi LAMBA 9255825
- 0908763763 - 0903951321

35.CHON FONT — SIZE MAC PINH TRONG EXCEL

Nut Office > Ecxel Options > Popular > Hang Use This Font chon Times New Roman — Hang Font
Size chon 11 hodc 12 > Ok > Restart .

36.NHAP SO TRONG EXCEL CO SO 0 DPUNG PAU

Thong thudng khi ban nhéap liéu bang cac con s6 cd s6 0 diing dau nhu' : 0123456789 thi khi Enter ,
Excel s& lam bién mat s6 0 . Mudn khdng bi bi€én mat s6 0 , truGc khi nhap ban nhap Phim (') sau do6
ti€p tuc nhap s binh thudng xong Enter . S6 0 van hién dién trudc day so .

37.TAO ICON CHO TRANG WEB UA THICH

Muc dich ban tao 1 Icon tai Desktop dé khi nhap Ién nd hién ra Trang Web ma ban thudng vao xem
khong can phai di nhiéu budc mai dén Trang Web dé .

TAO ICON : Copy Link cua Trang Web > Nhap Phai Ién Desktop > New > Shorcut > Next > Finish .
XEM ICON : D3 cé 1 Shortcut tai Desktop , nhap l1én né > Hién ra Trang Web . Nhung Icon nay
khéng dep , ban mudn 1 Icon khac . ]
DOI ICON KHAC : Nhap Phai 1&n nd > Properties > Change Icon > Browse > My Computer > O C >
Windows > system32 > shell32.dill > Chon 1 Icon > Ok > Apply > Ok .

38.CHU ROT RAC

MUi tén x& xubéng > More Command > Advanced > Muc Cut-Copy-and Paste > Bd chon Smart
Cut and Paste .

39.DOWNLOAD CODEC

Codec gilip cho ban cé thé doc dudc tat ca cac File Multimedia . Vao Codec > Cot Trai chon K-Lite
Codec Park > Nhp 1én Download K-Lite Codec Pack > Nhdp Hang dau tién dé Download Vé .
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35.Mat biéu tugng loa trén Taskbar

DE phuc hdi biéu tugng Show Desktop trong thanh Quick Launch, ban mé Start > Run, gd linh
regsvr32 /n /i:U shell32 va nhan OK. Sau d4, ban bdm phim phai chudt Ién thanh Toolbars dé tat va
md lai thanh Quick Launch (trong menu ngir canh) hay log off va log in thi bi€u tugng nay s& xuat
hién tra lai.

Vao Start --> Settings --> Control panel --> Sound and audio devices

@ tab volume bd dau check "place volume icon in the taskbar"

1 PhoneandMod | Yolume | Sounds | Audo | Voice | Hardware |

Sounds and Audio Devices Properties

'y C-Media'Wave Device

Xaad {
G » Printers and Fa |
L |
Rag a |

Py ' Device volume

&3

0 Regional and L. @ SRR S
< . 2 , ‘ o

&= i
. Low High

J Scheduled Tash | ] Mute

Place volume icon in the taskbar

lg seraEREd

C Speaker settings
N T System

EQA
4o User Accounts

_")
Y

Use the settings below to change individual
speaker volume and other settings.

{ Speaker Volume... H Advanced.. ]

Wireless Netwd ’ aK ][ Cancel ]

36.TAO SHORTCUT TAI DESKTOP :

Tao 1 Folder tai Desktop > Nhép Phai Ién né > Chon Properties > Nhép Tab Customize > Nhép Nut
Change Icon > Chon 1 Icon > Ok > Apply > Ok .

37.CONVERT CAC DPINH DANG PE XUAT VCD — DVD :

Lubn nhé tao 1 Folder (Tén ngdn ) tai Desktop chira cac Files Video dd Rename cd tén don gian ,
nhat la tén bdng sd th( tu' thi hay nhat .

38.Chup hinh man hinh :

Play Poan Video trong Chuong trinh Windows Media Player > Nhap Pause > Nhap Menu Now Playing
> Chon More Options > Chon Tab Performance > Nut Advanced .a Bang Video Acceleration Settings
, loai bo khong chon Use Overlays .

39.Cach khac dé cai dat font trén Windows XP:

o Tat tat ca cac ing dung dang chay.
e Click vao Start Menu, chon Control Panel > Fonts.
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» Trong thu muc Fonts, chon menu File > Install a new font...
« Chi dudng dan tdi font ban can cai va click OK dé cai dét.

40.Chon trong unikey 4
Chon : Cho phép go ddu mii - S dung Clipboard — Vietnamese Interface — Khdi dong cung Windows
— Chon Unicode T8 Hap .

41.Mat Folder My Documents :

Ban vao Start -> Settings -> Control Panel -> Display -> Desktop bam nut Customize Desktop sau do
bam chudt vao My Document r6i chon OK la dugc.

42.Ghost :

Bd dia cd Hiren Boot vao > Restart > Nhap Phim F12 lién tuc > Chon CD Rom > Chon Data >
Backup > New > Ghost Standard > Ok > Ok > Primary > Ok > Yes . Ch{r Ok mau den khong Enter
dugc : Nhdap Phim Tab > Chi{r Ok thanh mau Tréng > Enter .

43.Cho an File hay Folder :

BG6i den nd > Tools > Folder Options > Tab View > Nut Restore Defaults > Apply > Ok . N6 da dugc
dau di . Muon hién ra lam ngudgc lai .

44.0 Desktop thay tén File c6 dinh dang , cin loai bd dinh dang

My Computer > Tools > Options > Tab View > Danh dau chon trudc Hang : Hide extensions for
known files types .

45.Tén cac Files c6 mau xanh :

Chon hét cac Files > Phai > Properties > Advanced > Khong chon Compress Contents to Save Disk
Space > Ok > Apply > Ok . Toan bd ra chir mau den .

46.Tén Files va Folders mau xanh :

Chon hét > Phai > Properties > Advanced > Khong chon hang chir : Compress contents to save disk
space > Ok > Apply > Chon Apply changes to the selected items only > Ok > Apply > Ok .

47.Khac phuc 16i trong Microsoft Word

TTO - T8i dung Word d€ soan thao van ban méi ngay. Dao gan day khi diing thudng bi nhiing I6i c6
hién tugng cach khoang trdng trong mai tir roi tir cudi trong mét chit thudng bi d6i thanh chit hoa.
Do t6i lam viéc trén chi€c may tinh c6 nhiéu ngudi s’ dung nén téi khdng biét da co chinh stra gi,
nhd Nhip s6ng s6 ho trg gium. Xin cdm on (Thanh Bang - phuongtroixa...@yahoo.com)

- Tu van cua nhip cau Nhip s6ng s0:
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Céc 16i nhur ban md ta cling thudng gép khi soan thdo vén ban. Dadi khi xudt phat tir nhitng thiét lap
do ngudi dung chinh stra nhung cling co Iic xuat phat tr mau thuan gilta Word va font chir hay céng
cu gd... Sau day la cach khdc phuc cac 16i ciia MS Word ma ban vudéng phai:

LGi xuat hién khoang cach gilra cac tir trong 1 chi sau khi gd xong chir d6 va nhan phim spacebar.
DaGi v6i Word 2003 trd vé trude thi ban vao 7ools - Options, chon thé Edit, bé dau chon “Smart cut
and paste’ réi nhan OK.

@) =9~ v B

2
fy Home Inse Customize Quick Access Toolbar

€] CoverPage ~ = =5 hewe
_] Blank Page — Open
'.:]J Page Break Ta? i Save
Pages Tabl Sl
[ZI i Quick Print
- Print Preview i
Spelling & Grammar
B v | Undo
v | Redo
Draw Table
More Commands...
Show Below the Ribbon%
D ‘ Minimize the Ribbon

Chon More Commands dé vao Options clia
Microsoft Word 2007

Tuadng tu véi Word 2007 véi giao dién Ribbon, nhan vao dau miii tén & thanh menu, chon More
Commands, tim dén thé Advanced trong Word Options va bdé dau chon “Smart cut and paste’. Tuy
nhién, trong Microsoft Word 2007, ngudi dung cd thé chon ti€p vao Settings, chi can bo chon “Adjust
sentence and word spacing automatically’.

nopes Cut, copy, and paste
Olsplay
Paiting yyithin the same docyment Keep Source Foematting (Default) &
Procting
Paiting Retween documents Keep Source Formatting [Default) »
Save
Paiting Detween documents when style defintions conflict: | Use Destination Styles Default) v
Agvanced
Pasting from othet programs: Keep Source Formatting [Default) v
Custome
[nsert/paste pictures as Inline with tet | v
Adduing -
dd:in [¥] Keep butlets 3nd numbers when pasting text with Keep Text Only option
Trust Center ] 1se the Insert key for paste
[¥] show Paste O > = \
Bisiceiss i«: Show Paste Qptions Du!!ans» -l s."w _?.-Eri‘
[¥] Ute gmaet cut and paste Settings, !
- e Def o settrgs
Show document content Use gef ol cptions for:  0Rd 2002 = 2007 541
] Show Rackground colors 3nd images in Print Laf Inchidusl cptions
[7] Shaw text wrapped within the docusent winsa (¥ Adpst s«t«xewwdmum&?
7] Shew guture placensiders [7] Adyst paeagraph spaceg on paste ¢
[¥] $how grawings and text boxes on screen (] Adpunst tabie Fermattiog and slorment on paste
[¥] Show test apimation [¥] Smart style behavior
[ shew bookmars [¥] Merge formatting whan pasting from Mcrosoft Office PowerPort
[¥] shew Smart Tags [T] Adpst formattiog when pasting froe Microselt Office Excel
[ show text doundaries (7] teron pastod Ists wih surrounding ksts
] $how czop marks
7] Shaw field codes instead of their values ' oK J Corcel
Field shading:  When telected v
[7] wse gratt ront in Draft 3nd Cutline views
[ £omt supstaution... | o

oK Canced
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Loai bd tlly chon "Use smart cut and paste" dé khac phuc 10

khoang cach cua tir trong chir
L&i ky tu cudi bién thanh chir hoa rat thudng hay gdp va da dugc dé cap kha nhiéu tir ngusi dung MS
Word. Thuting hay bi nhét 1a ky tu "i" thanh "T".
D& khic phuc 16i nay, ta 1am nhu sau:
Trong Word 2003, vao Tools - AutoCorrect Options, chon thé AutoCorrect, 8 muc Replace go vao chit
"i", khung bén phai With s& xuét hién chir "I", nhan tiép vao nit Delete d€ xda di.

Y
\/ Change how Word corrects and formats your text

Proofmg AutoCorrect options

CRange how Word cortedts and formats test 31 you type I_T.eo(cun! Optiens... |
ced r——————————————————————————— — N . V— —— .;.
AutoCorrect: English (U.S.) 2JE3

ActoFomst St Tags
AugoConmedt Math AuroCormect fugofornat As You Type

Carrect Options buttors
" INtsel CAgials [ Exceptions... |
V] Capialve frat lettor of gartercos e st
(7] Capakon Frsx ekter of table gels
7] Copralze pames of days
() Correct acaidental usage of CAPS LOOK hery

[7] Replace teat a5 you type

Replace Wieh:

oK J Cancel

Chinh stra trong AutoCorrect tir Word 2007

Véi Word 2007, ta cling nh&n vao "More commands' nhu & trén hodc nhan vao biéu tugng clra sd roi
chon "Word Options'. Chon ti€p thé Proofing, ban sé thay AutoCorrect ngay & phan dau tién, click
ti€p vao "AutoCorrect Options" va thuc hién viéc xéa nhu ¢ Word 2003.

THANH TRUC

Sunday, 12. August 2007, 04:30:18

Tin hoc van phong

48.Phim Tat trong MICROSOFT WORD

Tao mdi, chinh sira, luvu van ban

Ctrl + N tao m&i mot tai liéu

Ctrl + O md tai liéu

Ctrl + S Luu tai liéu

Ctrl + C sao chép van ban

Ctrl + X cdt n6i dung dang chon

Ctrl + V dan van ban )

Ctrl + F bat hop thoai tim kiém

Ctrl + H bat hop thoai thay thé

Ctrl + P Bat hop thoai in an

Ctrl + Z hoan tra tinh trang cla van ban trudc khi thuc hién Iénh cudi cling
Ctrl + Y phuc héi hién trang clia van ban trudc khi thuc hién lénh Ctrl + Z
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Ctrl + F4, Ctrl + W, Alt + F4 ddng vén ban, déng ctra sd Ms Word
Pinh dang

Ctrl + B Dinh dang in dam

Ctrl + D M& hop thoai dinh dang font chit
Ctrl + I Binh dang in nghiéng.

Ctrl + U Binh dang gach chan

Canh I& doan vin ban:

Ctrl + E Canh gita doan van ban dang chon

Ctrl + J Canh déu doan van ban dang chon

Ctrl + L Canh trai doanvan ban dang chon

Ctrl + R Canh phai doan van ban dang chon

Ctrl + M Dinh dang thut dau dong doan van ban

Ctrl + Shift + M Xda dinh dang thut dau dong

Ctrl + T Thut dong th(r 2 trd di cta doan van ban

Ctrl + Shift + T Xda dinh dang thut dong thr 2 tré di cia doan van ban
Ctrl + Q Xda dinh dang canh |é doan van ban

Tao chi so trén, chi s6 dudi.

Ctrl + Shift + = Tao chi s trén. Vi du m3
Ctrl + = Tao chi s6 dudi. Vi du H20.

Chon van ban hoac 1 doi tugng

Shift + --> chon mot ky tu phia sau

Shift + <-- chon mot ky tu phia trudc

Ctrl + Shift + --> chon mét tr phia sau

Ctrl + Shift + <-- chon mét tUr phia trudc

Shift + chon mot hang phia trén

Shift + (mai tén xuéng) chon mot hang phia dudi

Ctrl + A chon tat ca doi tugng, van ban, slide tuy vi tri con trd dang dirng

Xo6a van ban hoac cac doi tucng.

Backspace (-->) x6a mot ky tu phia trudc.

Delete x6a mot ky tu' phia sau con tré hodc cac d6i tugng dang chon.
Ctrl + Backspace (<--) x6a mot tur phia trudc.

Ctrl + Delete x6a mot tur phia sau.

Di chuyén

Ctrl + Miii tén Di chuyén qua 1 ky tu

Ctrl + Home Vé dau van ban

Ctrl + End V& vi tri cudi cung trong vdn ban

Ctrl + Shift + Home Chon tir vi tri hién tai dén dau van ban.
Ctrl + Shift + End Chon tir vi tri hién tai dén cuoi van ban
Sao chép dinh dang

Ctrl + Shift + C Sao chép dinh dang vung dit liéu dang c6 dinh dang can sao chép.
Ctrl + Shift + V Dan dinh dinh dang da sao chép vao vung di liéu dang chon.
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Menu & Toolbars.

Tab di chuyen dén muc chon, nhém chon ti€p theo

Shift + Tab di chuyen dén muc chon, nhém chon phia trudGc
Ctrl + Tab di chuyén qua thé tlep theo trong hop thoai

Shift + Tab di chuyen tGi thé phia trudc trong hop thoai

Alt + Ky tu gach chan chon hodc bé chon muc chon doé

Alt + M0i tén xuong hién thi danh sach ctia danh sach sb
Enter chon 1 gia tri trong danh sach )

ESC tt noi dung ctia danh sach sb

Lam viéc véi bang biéu:

Tab di chuyén tdi va chon ndi dung ctia & ké tiép. Hodc tao 1 dong méi néu dang diing & 6 cudi cling
cla bang

Shift + Tab di chuyen tdi va chon ndi dung cta 6 lién ké trudc nd

Nhan gilr phim Shift + cac ph|m mii tén dé€ chon ndi dung cla céc &
Ctrl + Shift + F8 + Cac phlm mdi tén ma rong vung chon theo tirng khoi
Shift + F8 giam kich thuGc vung chon theo tirng khéi

Ctrl + 5 (khi den Num Lock tét) chon ndi dung cho toan bd bang

Alt + Home vé & dau tién clia dong hién tai

Alt + End vé& & cu0| cung cla dong hién tai

Alt + Page up vé 0 dau tién cla cot

Alt + Page down vé 6 cudi clng cua cot

Mi tén |én Lén trén mot dong

Mii tén xudng xuong dudgi mot dong

Cac phim F:

F1 trg glup

F2 di chuyen van ban hodc hinh anh. (Chon hinh anh, nhén F2, kich chudt vao nci dén, nhén Enter
F3 chén chif tu dong (gerng,u’ng vGi menu Insert - AutoText)

F4 13p lai hanh dong gan nhat

F5 thuc hién Iénh Goto (tucng Ung véi menu Edit - Goto)

F6 di chuyen dén panel hodc frame ké tlep

F7 thuc hién 1&nh kiém tra chinh ta (tuang rng menu Tools - Spellings and Grammars)
F8 md rong vung chon

F9 cap nhat cho nhirng truGng dang chon

F10 kich hoat thanh thuc don 1énh

F11 di chuyen dén truong ké tlep

F12 thuc hién Iénh luu véi tén khac (tuong Uing menu File - Save As...)

Két hop Shift + cac phim F:

Shift + F1 hién thi con trd trg giup truc tlep trén cac dbi tugng

Shift + F2 sao chép nhanh van ban

Shift + F3 chuyen dbi kiéu ky tu hoa - thuong

Shift + F4 13p lai hanh dong cua Iénh Find, Goto

Shift + F5 di chuyen den vi tri cd su thay dbi méi. nhét trong van ban

Shift + F6 di chuyen dén panel hodc frame lién ké phia trudc

Shift + F7 thuc hién Iénh tim tur dong nghia (tuong (g menu Tools - Thesaurus).
Shift + F8 rdt gon vung chon

Shift + F9 chuyen dbi qua lai gitr doan ma va két qua cla mot truGng trong van ban.
Shift + F10 hién thi thuc don ngilt canh (tuong Ung Vvdi kich phai trén cac doi tugng trong van ban)
Shift + F11 di chuyen dén truong lién ké phia trudc.

Shift + F12 thuc hién 1énh luu tai liéu (tuong 'ng vdi File - Save hodc tb hgp Ctrl + S)
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Két hop Ctrl + cac phim F:

Ctrl + F2 thuc hién 1énh xem trudc khi in (tuang Ung File - Print Preview).
Ctrl + F3 cit mot Splke

Ctrl + F4 dong clfa sO vdn ban (khong lam ddng clra s6 Ms Word).

Ctrl + F5 phuc h0| kich ¢ clia clra sO vdn ban

Ctrl + F6 di chuyen dén clra sb van ban ké tlep

Ctrl + F7 thyc hién |énh di chuyen trén menu hé thong

Ctrl + F8 thuc hién 1&nh thay doi kich thudc clra s6 trén menu hé thong
Ctrl + F9 chén thém mot tru’dng trong

Ctrl + F10 phdng to clra s van ban.

Ctrl + F11 khda mot truGng.

Ctrl + F12 thuc hién Iénh md& van ban (tuong (ng File - Open hodc td hgp Ctrl + O).

Két hgp Ctrl + Shift + cac phim F:

Ctrl + Shift +F3 chen ndi dung cho Spike.

Ctrl + Shift + F5 chinh stra mot danh dau (bookmark)

Ctrl + Shift + F6 di chuyén dén cira sd van ban phia trudc. )

Ctrl + Shift + F7 cap nhat van ban tir nhitng tai liéu nguon da lién két (chang han nhu van ban
nguon trong tron thu).

Ctrl + Shift + F8 md& rong vung chon va khai.

Ctrl + Shift + F9 ngat lién két dén mot trudng.

Ctrl + Shift + F10 kich hoat thanh thudc ké.

Ctrl + Shift + F11 m& khda moét trudng

Ctrl + Shift + F12 thuc hién Iénh in (tucng (ng File - Print hodc t& hdp phim Ctrl + P).

Két hgp Alt + cac phim F

Alt + F1 di chuyén dén trudng ké tiép.

Alt + F3 tao mét tir tu dong cho tir dang chon.

Alt + F4 thoat khoi Ms Word.

Alt + F5 phuc hdi kich ¢ ctra s0.

Alt + F7 tim nhitng 10i chinh ta va ngir phap ti€p theo trong van ban.
Alt + F8 chay mot marco.

Alt + F9 chuyén déi gitta ma lénh va két qua cua tat ca cac trudng.
Alt + F10 phdng to ctra sd cua Ms Word.

Alt + F11 hién thj cra s6 I&énh Visual Basic.

Két hgp Alt + Shift + cac phim F

Alt + Shift + F1 di chuyén dén trudng phia trudc.

Alt + Shift + F2 thuc hién Iénh Iuu van ban (tuong Ung Ctrl + S).

Alt + Shift + F9 chay Iénh GotoButton hodc MarcoButton tir két qua cua nhitng trudng trong van ban.
Alt + Shift + F11 hién thi ma 1énh.

Két hop Alt + Ctrl + cac phim F

Ctrl + Alt + F1 hién thi thdng tin hé thdng.
Ctrl + Alt + F2 thuc hién Iénh m@ van ban (tucng (ng Ctrl + O)
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