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. Mot sb cong cu khac

1. Auto Correct
— cbng cu swra 16i chinh ta

rrect: English (U.5.) x|

AutoText | AutoFormat Smark Tags

AutoFarmat As You Type

[V Show AutoCorrect Options buttons

[V Correct TWo INitial CApitals eptions. |

[V Capitalize First letter of sentences

[ capitalize first letter of table cells

[V Capitalize names of days

[V Correct accidental usage of cAPS LOCK key
IV Replace text as you typs

Replace: With: € Plaintext Formatted text

(] i’
(r) ®

i) ™

el I Delete

I™ Automatically use suggestions From the speling checker
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2. Trbén van ban

» Can co file dir liéu (dang danh sach)
va file mau.
= Bat thanh c6ng cu Mail Merge

e Chon open data source trén thanh cong
cuy

e Chon file di liéu
e Insert merge field vao vij tri thich hop
e Merge to new document

3. Ap dung kiéu trinh bay (Styles)

» Word c6 cac Styles dinh nghia san CAC  swmiiumam

« R N Ry 2 2 e =] |
kieu trinh bay theo chuan pho bien. Tormating o slcted ot

Heading 1

= Format - Styles and Formatting...
e Chon van ban can ap dung
e Chon kiéu tir danh muc Styles

= Option = T
* Modify:thay ddi dinh dang cua kiéu e
o New Style: tao ra kiéu dinh dang moi ,T'_l
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Tw tao Style

» New Styles |
e Name: tén style S —
* Style type: kiéu I L
e Style base on: L j}lzilﬂ_\é__

duva trén style sn co nao.

e Formating:
dinh dang cho Style

Murbering. ..

4. Danh muc luc tw dong

= Word cho phép tao muc luc (Table of
content) mét cach ty dong tr nhirng phan
van ban dugc ap dung dinh dang phan
cap, cac style sdn cb hoac style tw tao

» Table of Content (TOC) cia Word co thé
duoc cap nhat chinh xac mot cach tw dong
khi cin, rat thuan tién khi soan thao cac
loai van ban can muc luc.
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= Cac budc thuwce hién
e Pua con tré vao ndi mudn dat muc luc

e Insert > References
- Index And Tables

e Chon tab Table of content

e Chon kiéu trinh bay cho muc luc trong
khung Format

e Click OK



