MEO VAT TRONG MS WORD

Khi dang thao tic Word ban thwong gip nhiéu 15i vé font, mit nhiéu thoi gian dé copy tai
lidu tir trén mang vé, 16 thong tin luu trong file... Dwéi day 13 nhirng tinh hudng thwong gip
khi dung word.
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1. Vé mot dwong thang

Ban hoan toan c6 thé d& dang ké mot duong thing ngang vin ban ctia minh mot cach rat don
gian nhu sau:

e Ban gd lién tiép 3 d4u gach ngang (-) r0i 4n Enter ban s& c6 mot dudng ké don.
e Ban g lién tiép 3 d4u gach dudi () rdi an Enter ban s& c6 mot duong ké dam
e Ban gb lién tiép 3 ddu bang (=) rdi 4n Enter ban s& c6 mot duong ké doi.

2. May tinh c6 san trong Word

Ban c6 biét 1a ban hoan toan c6 thé bo sung thém mot may tinh vao trong Word khong? Ping
hoan toan c6 thé va s& gitip ban thém phan thuan lgi trong cong viéc hon rat nhiéu.

Trong MS Word vao View | Toolbars | Customize hodc ban c6 thé nhip chudt phai 1én bét ki
thanh cong cu (toolbar) nio rdi chon Customize. Trong ctra s6 Customize - ban dd ¢ co hdi 1am
quen véi cira s6 nay trong phan trude cta bai viét - ban hiy chon Tools & bén khung Categories
bén tay trai va chon biéu tuong Tool Calculate trong khung Commands bén tay phai. Ban nhip
va giit chudt trai 1én biéu twong cua Tools Calculate rdi kéo va tha 1én bat ki thanh cong cu nao
ma ban thich.

Bay gid ban c¢6 dé& dang thyuc hién cac phép tinh trong Word bang cach gd vao phép tinh cta rdi
lga chon toan bo phép tinh, nhép chudt vao Tools Calculate roi 4n Ctrl-V dé dan két qua vao.

3. Status Bar c6 gi cho ban? Panh chir ma ctr mat dan cac chir bén phai thi tai
lam sao

Ban di bao gio dé ¥ dén thanh trang thai (Status bar) trong Word chwa? N6 ciing c6 kha nhiéu
diéu thu vi d6. Nhung néu Word ctia ban chua hé c6 Status bar thi ban hiy vao Tools | Options
chuyén sang muc View. Trong muc nay ban dé ¥ dén phan Show va danh diu kiém vao Status
bar la xong.

Thanh trang thai ding nhu tén goi ctia né cho ban thiy thong tin vé vin ban cta ban, thi ty trang
hién thoi cua ban, phén, dong, toa do con tré chudt... Nh'flp dap chudt 1én S6 thr tu cua trang,
ban s€ goi dugc menu Go to.

Bén canh do, trén thanh trang thai ban con thiy c6 REC — TRK — EXT — OVR. Nhip dup chudt
1én bat cr muc nao ban sé& bat tinh nang do lén. Nh'flp dap chugt 1én REC, ban s& bat tinh nang
ghi macro — hay con goi 1a thao tac tu dong, TRK s& giup ban theo ddi ghi nhan moi thay d6i ma
ban da sira 1én vin ban gdc, EXT cho phép ban c6 thé lya chon vin ban ma chi can dung phim
miii tén 1én xudng sang phai sang trai va OVR s& bat tinh ning ghi d¢ — tirc 1a mdi ki ty ban gd
vao sé& thay thé cho ki tu lién ké né thay vi xuat hién ngay bén canh.

4. Tuy bién AutoText

Chéc han 13 ban di dé y thay nhiéu khi Word ty dong thay thé va goi ¥ gitp ban nhimng cum tir
kiéu nhu "Best Wishes", “Best regards”. .. Dy chinh 1a tinh ning AutoText ciia Word. Ban hoan
toan c6 thé ty minh tuy bién danh sach cac tir MS Word tu dong thay thé gitip ban. Ban hiy vao
Tools | AutoCorrect Options rdi chuyén sang muc AutoText. Trong cira s6 AutoText, ban hiy go
cum tir ma ban mubn Word tu dong gitp ban chén vao muc Enter autotext entries here roi nhép
chudt vao Add. Mubn g0 bo bat ¢t autotext nao ban hay chon no roi nhép chuot vao Delete.
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5. Truy cap nhanh dén cac van ban thwong sir dung

Céch nhanh nhit va théng dung nhit dé truy cap dén cac tép tin van ban thuong st dung trong
Microsoft Word hién nay 1a vao File rdi tim dén van ban cin mé ra. Diém bét loi ctia cach nay 1a
s6 luong tép tin luu trong danh sach ndy twong d6i han ché, cho du nguoi st dung d vao Tools |
Options | General dé chinh thong s “Recent used file list” 1én mot con sé 16n hon.

6. Mu6én mé van ban dwoc str dung 1an cudi cung thi lam sao cho nhanh
Dé yéu cau MS Word mdi lan khoi dong déu mé tép tin van ban ma ban sir dung lan cudi cling
trude khi tait Word ban hay thir ding cach sau day.

Ban hiy tim dén tép tin Winword.exe — thong thudng tép tin ndy c6 dudng din nhu sau
C:\Program Files\Microsoft Office va nam trong thu muc Office 10 d6i v6i phién ban XP va
Office 11 vé6i phién ban 2003. Tim dugc, ban hdy nhap chudt phai vao tép tin chon Send to |
Desktop (create shortcut).

Hodc ban cé thé nhap chudt phai 1én desktop chon New | Shortcut rdi tim dén tép tin
Winword.exe theo dudng dan nhur trén.

Sau d6 ban ra desktop va nhip chudt phai vao shortcut vira tao ra va chon Properties. Trong cira
sO Properties, ban chuyén dén muc Target va g& “/mFilel” vao cudi cing dudng dan trong
trrong nay, click OK.

7. St dung Iénh Paste Special

Khi ban copy vin ban trén web hodc tir cic tép tin Word khac va dan truc tiép vao Word thi ing
dung sé& van giit nguyén dinh dang gdc - tir font chir, mau sic, bang biéu... giy phién phic rat
nhiéu trong viéc chinh stra lai nhitng vin ban d6. Pé tranh nhiing diéu nay ban hiy sir dung 1énh
Paste Special. Cach st dung nhu sau:

Sau khi d3 copy vin ban tir ngudn, ban chuyén vao Word va chon Edit | Paste Special. Trong cira
s6 Paste Special ban hiy chon Unformatted Text hodc Unformatted Unicode Text.

8. Sap xép lai cac doan nhanh chéng

Ban dang mudn sip xép lai vi tri cac doan trong vin ban cua minh? Dé tranh mat thoi gian kéo
tha hay copy-paste, ban hdy sir dung cach sau day.

Lua chon doan van ban ma ban muon thay doéi vi tri 1én hodc xudng, an va gitr phim Shift-Alt ro1
dung phim miii tén 1én hodc xuodng dé di€u chinh lai vi tri cua doan van ban.

9. Xoa théng tin ca nhan

Céc tép tin van ban cia MS Word c6 chita nhimng thong tin 4n c6 thé tiét 1o thong tin vé ban.
Microsoft ciing da cho ra cong cu xo4 bo nhiing thong tin 4n nay Remove Hidden Data trén trang
web ctia minh. Tuy nhién cong cu nay hoi kho st dung. Vay dé xoa bo nhimng thong tin an nay
ban hay lam theo cach sau day.

Trude khi phd bién tép tin van ban, ban hiy dung ing dung WordPad (Start | All Programs |
Accessories) md van ban do6 ra trude va luu lai van ban d6 dudi dang Rich Text Format (.rtf).
Cudi cing ban chi viéc d6i phan md rong cua tép tin vin ban tré lai dang Word. Ly vi du ban
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luu tép tin d6 thanh “test.rtf”, dé ddi lai sang dang Word ban dung 1énh rename chuyén lai thanh
“test.doc”.

10.Pinh dang nhanh chéng- Biéu twong cai chéi son thi dung lam sao?
Mot trong nhitng “vién ngoc an” trong MS Office chinh 1a Format Painter — c6 hinh dédng nhu

chiéc choi son trén thanh cong cu chuan (Standard toolbar). Néu chua c6 ban c6 thé vao Tool |
Commands, tim dén muc Format va kéo biéu tugng cua cong cu tha vao thanh cong cu chuan.

Khi ban nhép chudt vao biéu tuong chiéc chdi son, cong cu s copy lai dinh dang van ban tai noi
con tro chudt xuat hién. Néu ban lya chon ca mot doan (paragraph) hay mot 6 (cell) roi méi nhép
chudt vao biéu twong cong cu thi dinh dang cua doan hay 6 d6 s& duoc sao chép lai. Sau d6 ban
chi can kéo chudt lya chon doan vin ban ban mudn “déan” dinh dang gidng nhu doan ngudn la
xong.

Biang cach nhip dup chudt 1én biéu tugng cua Format Painter, ban c¢6 thé ap dung dinh dang da
duoc sao chép lién tuc cho dén khi ban 4n phim Esc.

11.Thém nhiéu lwa chon hon

Néu ban giit nguyén phim Shift sau d6 chon File trong tmg dung Word hoic trong cira sd soan e-
mail mdi cua Outlook, ban sé théy su thay doi trong menu File. V61 Word va Outlook ban sé&
thdy c6 thém lya chon Save All va Close All con trong Excel ban s& chi thdy c6 Close All.

12.Xubng dong khéng tao chi muc

Trong mot doan cé chi muc néu ban mubn xuéng dong ma khong mubn dong d6 c6 chi muc thi
ban chi can an t0 hop phim Shift-Enter. Lan t6i ban an Enter dé xudng dong va tiép tuc theo
danh sach chi muc.

Riéng trong Excel dé xudng dong trong mot 6 ban hiy an Alt-Enter.

13.Cac Smart Tags

Smart Tags - bit ddu xuét hién trong phién ban Microsoft Office XP — chinh 1a nhing biéu tuong
tmg dung cong nghé XML nén c6 thé xuat hién ngay lap tirc & trén hodc & dudi cac dit liéu phu
hop véi tinh ning ctia Smart Tags. Dé kich hoat cac Smart Tags ban hiy vao Tools | AutoCorrect
Options roi chuyén sang muc Smart Tags va lya chon nhing loai tags ma ban mudn kich hoat.

Lay vi du vé Paste Options Smart Tags:

Paste options: Sau khi ban dan (paste) dit liéu trong bat ki tmg dung Office nao ban c6 thé chon
Smart Tag (xuat hién ngay bén canh doan dit liéu vira dan c6 hinh giéng nhu mét clipboard) véi
nhimng lira chon dinh dang phong phii - Match Destination Formatting (chuyén dinh dang dit liéu
vira dan gidng voi dinh dang ctia ca vin ban) va Keep Source Formatting (gitt nguyén dinh dang
cua doan dir li¢u vira dan).

14.Tat may tinh sau may phut la tuy & ban. Vay lam thé nao?

hom nay dang can tim chuwong trinh ty dong tit may vi tinh thi tim dugc cai nay trén mang co6 thé
c6 nhiéu ngudi da biét vé thu thuat nay hay ciing c6 nguoi dung soft dé tat minh chi xin gidi
thiéu thém cho nhiing ai chua biét giong minh
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ap dung d6i véi Windows XP ta 1am nhu sau:

e Nhin Win +R dé m¢& hop thoai Run
e G& lénh: shutdown -s -t 30 (Y nghia: shutdown mdy sau 30 phut)

(Ngoai ra:
shutdown -r -t 40 (restart may sau 40 phut)

shutdown -a (thay d6i quyét dinh khong hen gid shutdown nita)

cmd dé mo hop thoai command sau d6 gd 1énh: shutdown -2 dé xem hudng din sir dung)

15. P6i chir thworng thanh chir hoa va ngworc lai
Thong thudng néu ban soan vin ban bang tiéng Viét thi chuyén doi chit thuong thanh chir hoa va

nguoc lai la:

Go van ban bang chir thuong --> chon font chit Viét-hoa dé "ho bién" thanh chit hoa va khi
mudn quay vé chit thuong thi chi can dbi lai font.

Con néu khi ban g tiéng anh, phap ma khoéng dung miy cai font viét d6 thi lam thé nao. Rat don
gian chi can vai thao tac: chon doan vin ban bang cach boi den va nhan giit phim SHIFT + nhén
F3 ddng thoi "ho bién" 1a ban di c6 ngay doan van ban cing ndi dung khac hinh thic rdi do!
Néu mudn né quay tré lai chir thudng thi chi can 4n thém mat 1an nita 13 ok !

16. Mu6n mé nhiéu file cing mét thao tac

MBJi 1an md moét file ban phai trai qua mot sé thao tac:
Open --> hién cira s6 open;
Select file --> chon file cAn md;
Pong ¥ --> s& mo file da chon;

néu tiép tuc mo file thr hai lai phai quay lai timg ddy thao tac u? Khong nén 1am nhu viy: chdm
--> anh huong dén tai nguyén cua ban (thoi gian) va lai khong chuyén nghiép.

meo: ban chon OPEN --> hién 1én ctra s6 OPEN. Tiép d6 nhan gitt SHIFT va chon sé luong file
thoai mai. Cudi cung la nhan OK. Vay la ban da mé dugc nhiéu file véi chi mot hanh trinh r6i d6

17. Quay tré lai diém xt ly cudi ciing

Gia s ban lam viéc voi mot van ban dai (c6 téi vai chuc trang chfmg han). Khi ban di chuyén
dén mét vi tri khac dé thuc hién mot cong viéc khac va ngay sau do ban muén quay trd lai diém
lam viéc truée d6. Thay vi 1at timg trang dé tim lai doan vin ban d6 hiy nhan t6 hop phim
SHIFT + F5.

Minh rat khoai cai chirc ning nay. Néu khong c6 né thi mdi 1an ngdi do tim lai cling hét hoi. Co
1€ do tinh minh hay dang tri !!!
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18. Chuyén trang nhanh trong word

Thong thudng dé chuyén nhanh dén mét trang nao do thi chung ta dung chirc ning Go to page.
Dé thuc hién chirc nang nay doi hoi ban dao qua hang thyc don (menu) gf‘)m: Edit / Go to/ Page.
bi dao v6i nguoi yéu thi ai cling thich chir di dao voi ban phim hay con chudt may tinh thi cling
chiang may ai hao hing.

Néu ban dung Windows - English version thi chi can nhén t6 hop phim Ctrl + G 1a chi trong
nhay mat ctra s6 Go to page hién ra va chi cAn mét thao tac gd s6 trang can dén 13 OK. Tuy nhién
minh c6 gdp phai mot van dé 1a khi nhan Ctrl + G thi n6 khong hién ctra s6 d6 ma lai thuc hién
chtrc ning "t6 dam chit" (Bold : Ctrl + B) ay. Thuc ra cai phim g tit ndy c6 thé dinh nghia theo
ngudi dung nhung khong nhé di mot vong quanh thé gidi dé sira lai cai dinh nghia nay cho hop
v6i minh???

Kho 16 céi ranh. Loay hoay mét hoi thi ciing tim ra duoc mot cach khac. Hoéa ra chi can click hai
nhat vao sd trang trén thanh trang thai (status bar) nam & phia dudi cira s6 cia Word thé 13 ctra s6
Go to page ngoan ngoan hién ra. Khong tin ban ctr thir xem sao ?

19. Chirc nang zoom in/out vé&i chudt c6 chirc nang lat trang

Néu ban dang xtr 1y vin ban trong word va con chudt ciia ban c6 chtrc ning lat trang. Mudn
zoom in/out dé view hay quan 1y vin ban cua ban, thay vi chon phan tram kich thudc trén box
zoom thi ban c6 thé thao tac nhanh bang cach:

Nhan giir Ctrl va lan con lan 14t trang ciia chudt. Hiéu qué va chuyén nghiép - ban thir xem

20. Chira 16i cach trong word.

Khi thao tac word st dung ché d6 Unicode, ban thuong gip mdt rac rdi 1a: cac 4m trong tir bi
cach nhau, hay con goi 1a 16i “Smart cut and past”. Ban s& mat nhiéu thoi gian dé ndi lai céc tir
16i nay. Khi gip hién tugng ndy, ban nén 4p dung phuong phap sau: Trudc tién ban vao muc
Tools, chon Options. Sau khi chon Options s& hién thi ra ctra s6 nhu dudi day:

Tiép theo, ban vao tab Edit trong cira s Options va bé diu tich & trong muc “Smart cut and
paste” di. Cudi cung, nhan nat OK dé két thiic thao tac.

21. Copy van ban va anh nhanh tir mang vao word.

Ludt Web va lay dir liéu tir mang vé da tro thanh cong viée quen thudc ciia mdi cu dan trén
mang. Tuy nhién, néu chi str dung cap copy vin ban va hinh anh théng thudng vé Word thi viéc
lam nay twong d6i mat nhiéu thoi gian, trong nhiéu truong hop, néu dir liéu 16n, may tinh cia
ban c6 thé bi treo. Pé rt ngan thoi gian, ban nén thyc hién cac bude sau: Trude hét ban copy
van ban hodc anh tir trén mang, sau d6 mé mdt trang Word méi. Tai trang nay, vao muc Edit,
chon Past Special. Néu dit liéu can copy la dang text ban vao muc Past Special, chon muc
“Unformatted Text” hoac “Formatted Text” hodac “Unformatted Unicode Text”. Nguoc lai, khi
dir liéu can copy la dang anh ban véao Paste Special, chon muc “Device Independent Bitmap” dé
tang toc do copy anh ciing nhu giam dung lugng cua file..
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22. Bao mat thong tin trong Word.

D6i khi, ban mudn luu mot sé thong tin riéng ciia minh tai may tinh co quan ma khong mudn ai
doc duogc. File word nay cua ban cé thé duoc bao mat cao va khong ai ¢o truy cap vao dugc néu
nhu ban chon cong cu sau. Ban nvao muc Tools \ Options\ Security.

Trong muc chon mat khéu d& mo file “Password to Open” ban nhan mat khéu tuy chon. Ban co
thé chon kiéu chit nhap vao 6 “Password to Open” bang cach nhan chudt vao nut “Advanced” va
tién hanh chon kiéu chir thich hop. Sau d6, ban chuyén dén muc mat khau dung dé sira doi van
ban “Password to modify” ban nhidp mau khau vao. Cubi cing ban nhin nit OK dé két thuc.

Ngoai ra dé c6 thém tinh ning bao mat vin ban, ban vao Tools \ Protect Document. Tai ctra s6
Protect Document ban s& thidy 3 lwa chon. Track changes (ngin khong cho thay doi Track
Changes, moi thay dbi s& duoc luu lai va Track Changes sé& bi vo hiéu hoa), Comment (cho phép
ngudi doc déng gop ¥ kién nhung khong cd quyén thay doi van ban) va Form (chi cho phép thay
d6i nhitng van ban khong dugc bao vé trong Form).

23. Format chir trong AutoCorrect:

AutoCorrect 1a mot chirc nang tuyét voi gitp tiét kiém "strc lao dong" bang cach tu dong thay thé
tir hodc cum tir sau khi ban nhap vai ky tu dai dién. Ngoai ra, n6 con giup sira nhitng 1i chinh ta
thuong gap. Thuc té, AutoCorrect con cé thé 1am duoc nhiéu hon thé.

Véi sy "hao hiép" clia minh, AutoCorrect cho phép thay thé diy ky tu da dwoc format - in
nghiéng, dam, chon font, mau sdc... Chirc nang nay that tién 1gi khi soan cac van ban dic biét
nhu bang bao gia co logo cua cong ty, gidy moi... Trudce tién, ban format cum tir can thay thé,
b6i den rdi vao menu Tools > AutoCorrect Options > thé AutoCorrect > chon Replace text as
you type.

Trong phan Replace, ban nhap nhitng k¥ tu dai dién nhu binh thuong. Pimg quén kiém tra phan
chit bén tay phai da dugc format theo ¥ mudn chua. Trong truong hop AutoCorrect quén khong
format thi ban van c6 thé khic phuc bang cach click chon Formatted text & phan With truéc khi
nhan nat Add. Gio thi moi chuyén di 6n, click 1én OK dé quay tré lai vin ban dang soan thao.

24. Phim tat dé gach chan

Néu Ctrl + U (Underline) giup ban nhanh chéng gach dudi chit thi to hgp phim Ctrl + Shift + W
s& dem dén mot "thé loai" gach chan méi. Thay vi gach mét duong théng lién tuc dudi cum tur,
gior day, gach ngang s& xuét hién dudi timg chit. Sy khac biét nam & day!

25. Format toan van ban

MBJi lan thay d6i ché do format cia mot doan vin ban bang chic ning Styles and Formatting,
ban thuong buc bdi vi bude phai chinh stra lai toan b van ban. C6 rat nhiéu giai phap nhung dé
tiét kiém tdi da thoi gian, ban nén su dung dén tha thuat sau: Sau khi chon doan van ban can
format, vao menu Format > Styles and Formatting. Khi cira so Styles and Formatting xuét hién,
click chudt phai 1én tén style > chon Modify.

Trong ctra s Modify Style, ban danh déu chon Automatically Update roi click OK dé luu lai
thay d6i. Tha thuat s& giup ich cho nhiing ai thuong dung vai style nhat dinh khi soan thao vin
ban. Vi tu "giay phat dinh ménh" nay, khi ché do format dugc chon cho mot doan vin ban,
"phan con lai cta thé gioi" ciing sé& thay ddi theo.
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26. Tao lap template yéu thich

Ban thuong xuyén diung mot sd template tir "kho" cung cap san ctia Word. Va lan ndo sir dung,
ban ciing déu lap di lap lai viéc chinh sira n6 theo y riéng ciia minh. Vay tai sao ban khong "ho
bién" template theo y thich rdi luu thanh "cia riéng"? Pau tién, ban mo cira s6 Templates bang
cach vao menu File > New, chon General Templates. Khi cira s6 Templates xuét hién, ban chon
template yéu thich rdi di chudt xuéng phan Create New, click chon Template trudc khi nhdn OK.

Luc nay, Word s& quay vé ctra s6 soan thao véi template duoc mé san. Gio thi ban dugc thoa stic
chinh sira template theo ¥ mudn. Sau khi hoan tit cong viéc "sang tao", ban click Save as roi dat
tén méi cho template. Néu chu v, ban s& thly Word da thiét lap sin dinh dang va duong dan dé
luu file. Lan sau, khi can dung dén no, ban chi viéc vao thé General trong cua ) Templates.

27. Phim Tat trong MICROSOFT WORD

Str dung phim tit lam cho tdc d xir 1y vian ban dem lai hiéu qua va rat nhanh chéng trong viéc
soan thao vin ban. Sau ddy toi xin gi6i thiéu vé mot sb phim tit thuong xuyén sir dung trong MS
Word bang tiéng Viét.

Tao mai, chinh stra, luu van ban

Ctrl + N tao md1 mot tai liéu
Ctrl + O mo¢ tai liéu
Ctrl + S Luu tai liéu
Ctrl + C sao chép vén ban
Ctrl + X cit ndi 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 trd tinh trang cua van ban trude khi thuc hién 1énh cudi cung
Ctrl +' Y phuc hoi hién trang cua van ban trudc khi thuc hién 1énh Ctrl + Z
Ctrl + F4, Ctrl + W, Alt + F4 dong van ban, dong ctra s6 Ms Word
Dinh dang

Ctrl + B Pinh dang in dam
Ctrl + D M¢& hop thoai dinh dang font chit
Ctrl + I Dinh dang in nghiéng.
Ctrl + U Dinh dang gach chan
Canh 1& doan vin ban:

Ctrl + E Canh gitta 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 Xo6a dinh dang thut dau dong
Ctrl + T Thut dong thtr 2 tr¢ di cua doan van ban
Ctrl + Shift + T X6a dinh dang thut dong thtr 2 tr¢ di cia doan van ban
Ctrl + Q Xo6a dinh dang canh 1é doan van ban
Tao chi sd trén, chi sé dudi.

Ctrl + Shift + = Tao chi s6 trén. Vi du m3
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Ctrl +=Tao chi s0 dudi. Vi du H20.
Chon van ban hoac 1 doi tuong

Shift + --> chon mot ky tu phia sau

Shift + <-- chon mdt ky tu phia trudc

Ctrl + Shift + --> chon mot tir phia sau

Ctrl + Shift + <-- chon mot tir phia truéc

Shift + — chon mdt hang phia trén

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

Ctrl + A chon tat ca doi tuong, van ban, slide tuy vi tri con tré dang ding
Xo6a van ban hodc cac dbi tuong.

Backspace (-->) x6a mét ky tu phia trudce.
Delete x6a mot ky tu phia sau con tro hodc cac ddi tuong dang chon.
Ctrl + Backspace (<--) x6a mot tir phia trudec.
Ctrl + Delete x6a mot tir phia sau.
Di chuyén

Ctrl + Mili tén Di chuyén qua 1 ky tu

Ctrl + Home V& dau vin ban

Ctrl + End Vé vj tri cudi cung trong vin ban

Ctrl + Shift + Home Chon tir vi tri hién tai dén dau van ban.

Ctrl + Shift + End Chon tir vi tri hién tai dén cudi van ban
Sao chép dinh dang

Ctrl + Shift + C Sao chép dinh dang ving dit liéu dang c6 dinh dang can sao chép.
Ctrl + Shift + V Dén dinh dinh dang da sao chép vao vung dir li¢u dang chon.
Menu & Toolbars.

Tab di chuyén dén muc chon, nhém chon tiép theo
Shift + Tab di chuyén dén muc chon, nhém chon phia trudc
Ctrl + Tab di chuyén qua thé tiép theo trong hop thoai
Shift + Tab di chuyén t6i thé phia truéc trong hop thoai
Alt + Ky tu gach chan chon hodc bo chon muc chon do
Alt + Miii tén xudng hién thi danh sach ctia danh sach s6
Enter chon 1 gia trj trong danh sach sd
ESC tit ndi dung cua danh sach sé
Lam viéc véi bang biéu:

Tab di chuyén tdi va chon ndi dung cua 6 ké tiép. Hodc tao 1 dong méi néu dang dimg &
6 cudi cung clia bang
Shift + Tab di chuyén t6i va chon ndi dung cta 6 lién ké trude nd
Nhan giir phim Shift + cic phim miii tén dé chon ndi dung cua cac 6
Ctrl + Shift + F8 + Cac phim mili tén mé rong ving chon theo ting khi
Shift + F8 giam kich thudc ving chon theo timg khoi
Ctrl + 5 (khi dén Num Lock tit) chon noi dung cho toan b bang
Alt + Home vé 6 dau tién cta dong hién tai
Alt + End vé 6 cubi cing ctia dong hién tai
Alt + Page up vé 6 dau tién cia cot
Alt + Page down vé 6 cudi cting ctia cot
Miii tén 1én Lén trén mot dong
Mili tén xudng xudng dudi mot dong
Céc phim F:
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F1 tro giap
F2 di chuyén van ban hodc hinh anh. (Chon hinh anh, nhéan F2, kich chu6t vao noi dén,
nhan Enter
F3 chén chit tu dong (twong ung véi menu Insert - AutoText)
F4 1ap lai hanh dong gan nhat
F5 thyce hién 1énh Goto (twong tng v&i menu Edit - Goto)
F6 di chuyén dén panel hoic frame ké tiép
F7 thyc hién 1énh kiém tra chinh ta (twong img menu Tools - Spellings and Grammars)
F8 m¢ rong vung chon
F9 cap nhat cho nhiing truong dang chon
F10 kich hoat thanh thuc don Iénh
F11 di chuyén dén truong ké tiép
F12 thuc hi¢n 1é€nh luu véi tén khac (twong trng menu File - Save As...)
Két hop Shift + cac phim F:

Shift + F1 hién thi con tré trg gitp truc tiép trén cac dbi tuong

Shift + F2 sao chép nhanh van ban

Shift + F3 chuyén doi kiéu ky tu hoa - thuong

Shift + F4 13p lai hanh ddng cua I¢nh Find, Goto

Shift + F5 di chuyén dén vi tri c6 su thay d6i méi nhét trong vin ban

Shift + F6 di chuyén dén panel hodc frame lién k& phia trudc

Shift + F7 thyuc hién 1énh tim tir d6ng nghia (trong tmg menu Tools - Thesaurus).

Shift + F8 rat gon vung chon

Shift + F9 chuyén d6i qua lai giir doan ma va két qua cia mot trudng trong vin ban.

Shift + F10 hién thi thuc don ngit canh (twong tng véi kich phai trén cac dbi tuong trong

van ban)

Shift + F11 di chuyén dén trudng lién ké phia trudc.

Shift + F12 thuc hién 1énh luu tai liéu (twong tmg véi File - Save hodc t6 hop Ctrl + S)
Két hop Ctrl + cac phim F:

Ctrl + F2 thyc hién 1€nh xem trudce khi in (twong Uimg File - Print Preview).

Ctrl + F3 cat mot Spike

Ctrl + F4 dong ctra s6 van ban (khong lam dong cira sé6 Ms Word).

Ctrl + F5 phuc hdi kich ¢ cta cira s6 vin ban

Ctrl + F6 di chuyén dén cira s6 van ban ké tiép.

Ctrl + F7 thuc hién 1énh di chuyén trén menu hé thong.

Ctrl + F8 thyc hién 1€nh thay ddi kich thuée ctra s6 trén menu hé théng.

Ctrl + F9 chén thém mot trudng trong.

Ctrl + F10 phong to cira s6 van ban.

Ctrl + F11 khoéa mot trudong.

Ctrl + F12 thyc hién 1énh md van ban (tuong tmg File - Open hoic t6 hop Ctrl + O).
Két hop Ctrl + Shift + cac phim F:

Ctrl + Shift +F3 chén ndi dung cho Spike.

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

Ctrl + Shift + F6 di chuyén dén cira s6 van ban phia trude.

Ctrl + Shift + F7 cap nhat vin ban tir nhirng tai liéu ngudn da lién két (ching han nhu vin
ban ngudn trong tron thu).

Ctrl + Shift + F8 mo rong ving chon va khdi.

Ctrl + Shift + F9 ngit lién két dén mot truong.

Ctrl + Shift + F10 kich hoat thanh thudc ké.

Ctrl + Shift + F11 mé khoa mot truong

Ctrl + Shift + F12 thyc hién 1énh in (twong Gng File - Print hodc t6 hop phim Ctrl + P).
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Két hop Alt + cac phim F

Alt + F1 di chuyén dén truong ké tiép.
Alt + F3 tao mot tur ty dong cho tir dang chon.
Alt + F4 thoat khoi Ms Word.
Alt + F5 phuc héi kich ¢& cira s6.
Alt + F7 tim nhiing 15i chinh ta va ngit phap tiép theo trong vin ban.
Alt + F8 chay mdt marco.
Alt + F9 chuyén d6i giita ma 1énh va két qua cuia tat ca cac truong.
Alt + F10 phéng to ctra s6 cia Ms Word.
Alt +F11 hién thi cira s6 1¢nh Visual Basic.
Két hop Alt + Shift + cac phim F

Alt + Shift + F1 di chuyén dén trudng phia trude.
Alt + Shift + F2 thuc hién 1énh luu van ban (twong ung Ctrl + S).
Alt + Shift + F9 chay 1énh GotoButton hoic MarcoButton tir két qua cta nhing truong
trong van ban.
Alt + Shift + F11 hién thi ma 1énh.
Két hop Alt + Ctrl + cac phim F
Ctrl + Alt + F1 hién thi thong tin hé théng.
Ctrl + Alt + F2 thyc hién 1énh mé van ban (tuong ung Ctrl + O)

28.Hwéng dan chuyén déi font chiv

Poi khi trong cong viéc vin phong, ching ta cin chuyén doi mét doan hoic mot vin ban
qua lai giira cac font thugc cac bang ma khac nhau. C6 mét cach chuyén ddi rat nhanh 1a
dung cong cu di kém theo cac b go nhuw Unikey hay Vietkey, thé nhung khéng c¢é nhiéu
ngu’o’l biét dwoc cong cu nay. Trong bai viét nay minh sé huéng din cic ban cich chuyén
ddi font voi cong cu ciia Unikey.

Hay lam theo cac budc sau nhé.
Buéc 1: Danh déu (bdi den) doan vin ban can chuyén d6i font.

Budre 2: Sao chép (copy) doan van ban vira danh dau. Nhap chudt phai vao doan vin ban d6 va
chon Copy hodc dung t6 hop phim CTRL + C.

Huwémg din chuyén d8ifont chir bing Unikey (Colibri Bor- (11 - A & A |
E 3 iE =
Daikhi trong céng viec vin phang, ching ta cin chuygn déi mét doan hmmnmrm%mmu-&c font thubc cdc
béng mé khéc nhau. Cé mét céch chuyén ddi rit nhanh la diing céng wl % cu key hay Vietkey,
thé nhurng khong cd nhigu nguri biét durge céing cu nay. Trong baiviétr s gopy cdch chuyén déi
font véi céng cy clia Unikey. @ Easte
A | Font.
Hay lam theo cic burde sau nhé. =5 | Paragragh...
L S| Bullets
Burdic 1: Banh ddu (bdi den) doanvin ban cin chuyén déifont. I=| Mumbering .
: Lot - i . v | 9| Hyperink., | . i
Burdrc 2: Sao chép (copy) doanvin ban vira danh ddu. Nhdp chuft phaiy " U wpy hode ding to
Look Up...

hop phim CTRL+ C.
Snanyms e

Buréic 3: Khéii chay Cong cy chuyén ddi font clia Unikey biing t8 hop phin 2o ’
Styles r

Burére 4: Lic nay s& hign thi ra mit hdp thoai Céng cu chuyén d&i font 1a Unikey Toolkit.

Buée 3: Chay cong cu chuyén doi font ciia Unikey bang t6 hop phim CTRL + SHIFT + F6.
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e —— oy

e
UniKey Toolkit

Bang md Lwa chon
Ngudn [fFeviia (ABC) i 7] [Jsangchi hoa

: ["] =ang chif thwéng
Bich [Unicude ,]

[ Loai bd ddu
["] Khéng ding rich text
[] Diing bé font thi thidu

i',!, Pdo bang mé

Chuy&n mé clipboard

File
File ngudn 1
File dich 1

Chi hé tro file text va file Rich Text Format (RTF)

M| Chuyén md

Buéc 4: Lic ndy s& hién thi ra mot hop thoai Cong cu chuyén doi font 1a Unikey Toolkit.

e O phan Ngudn, cac ban chon Bang ma font gdc ciia doan vin ban can chuyén doi.
e O phan Dich, cac ban chon Bang ma font can chuyén.
e (Co6 mdt sO tuy chon bén phai dé cac ban tuy chinh.

*Luu y:

Nhiing font bt dau bang .Vn thi ¢6 bang ma 1a TCVN3
Nhiing font bit dau bang VNI thi ¢6 bang ma 1a VNI Windows

Nhiing font nhu Times New Roman hay Arial thi c6 bang ma 1a Unicode

Ngoai ra con c6 mot sd bang ma khac nhung khong thong dung bang 3 bang ma trén.

—_—
—= —

UniKey Toollkit —— Ay ey

Béng ma Lua chon
Ngubn [ sang chii hoa
ik || sang chil thwrémg
ICI i
Unicode [T Loai bi déu
WHIWindows P ;
l Windows CP 1258 || Khdng diing rich text
VIQR [7] Diing bé font t8i thiéu
VISCI £ Dung by :
VPSS
I [ Chuy®n ma BK HCM 2
_ BK HCM 1
File Vietware X
Viet F
File nguon U:F:;are 1
NCR Decimal
T NCR Hex
Flle dich Unicode C string | !
Chi hd tror file text va file Rich Text Format (RTF)

==
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,
UniKey Toolkit 0 i i oy o

Bang md Lwa chon

Ngun | Tewna (aBc) v| [Jsangcnihoa

[] sang chif thirirng
[ Loai b déu

[T Khéng ding rich text
[] Diing b font tdi thigu

Bich [unicode -]
TCVN3 (ABC) |

Unicode

| WHNI Windows

Unicode (Composite - To hop)

Windows CP 1258

i Chuyén mi VIQR

WVISCI

File VPSS
File ngudn BIHCIM 2 1

i 2 BK HCM 1 -

Vietware X

“ietware F

UTF-8

NCR Decimal

NCR Hex

Unicode C string ]

z - .

File dich

prmat (RTF)

Buéc 5: Sau khi dd chon xong cac thong s can thiét thi bam vao nt Chuyén mi va cho qua
trinh chuyén do6i Bang ma font hoan tat.

Buée 6: Bim OK dé hoan tat qua trinh.
Buéc 7: BAm nat Dong dé két thuc Cong cu Unikey Toolkit.

Buéc 8: Mé mot trang soan thao méi va dan (paste) doan vin ban vira chuyén bang ma font vao
d6. Co thé dung t6 hop phim tat 1a CTRL + V.

Lic nay ban da c6 mot doan van ban mai véi Bang ma font phu hop véi muc dich cong viée.
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