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PHAN MEM XU LY VAN BAN
Ca#
Word 1a cach n6i gon clia ti Wordprocesor ( Phdn mém xi Iy vdn bén ). Qua trinh x{

ly vin bdn gom 2 giai doan chinh : Soan thao ( Editing) va x{i Iy (Processing). Soan
thdo vin ban la cong viéc rat thubng gdp trong vin phong va 1a cong viéc rat nham
chan khi ngudi ta con ding may danh chii ( Typewrite) dé thuc hién.

Kéo Left ¢i may ddnh chit, mdi 1an ban g& mot phim thi 1ap Kéo Right
Indent vao » tfc mot ky wr duge in ra gidy. Khi g h&t mot ||ndent vao
2¢M | hang, ban phdi kéo cAn d& xuéng hang. Muén canh 1& cho ngay | 2cm

ngdn ban phdi canh bing tay vd mit. Mot viin bdn da dugc tao
xong, n€u ¢6 15 thi phai g lai tif ddu va vi vay vén c6 thé mic
phai khuyé&t diém nhu 1an ruée (Cang ddnh cang sai).

¢imdy vi tinh va Word, mii cho d¢n lic ban ra 1¢nh in, vin chwa ¢6 mot v&t ndo trén

gidy. Véin ban chi hi¢n ra trén man hinh d& ban ki€m tra va hi¢u chinh cho ding. Mdi

khi ban gd d€n cudi hang, ch€ do Wordwrap s& ty dong mang tron ti¥ (Word) xudng hang

va sip x&p W trong khudn khd cdc mife canh 1& (Margin) dd duge khai bdo trude do.

Ngodi ra v6i nhitng cong cu (Tool) Xt 1y vin bdn nhv . Tim va thay th& (Find and

Replace), Sap x&p (Sort), sao chép ( Copy), di chuyén (Move)... 1am cho Word tré thanh

Ngui ban dong hanh khong thé xa ngudi thu ky vian phong.

Déc biét Véi Microsoft Word 97, mot phin mém soan thio chay trong mdi trudng

Kéo nira dudi Windows, s& cho phép ban ning 1én mot bude mdéi ddi v6i cong tic soan
indzsfvé?z,s thio vin ban trong vin phong. C6 thé don ¢t mot vai khia canh dudi ddy :

% Kh4 ning dinh dang ky tv rat phong phi nhu: Pam (Bold), Nghiéng (lialic),

Gach dudi nét don (Single underline), Gach dudi nét doi ( Double

undreline), Gach dudi ting W ( Words Only underline), Gagch dudi nét 1im

chdm_(Dotted underling), Gach-ngangthaneh& ( Strikethrough) ciing nhiéu

kiéu gach du6i khdc, Chi s trén “N? “ ( super scipt), Chi 56 dudi “H2 0" (

Subscript) CHU IN KHO NHO (SMALL cAPs), CHU IN KHO BINH THUGNG (

ALL CAPS),tao chit béng (Shadow), chif ¢é vi€n ngoai (Outline),chii khic

( Color),...
Nhiéu chic ning dinh dang doan viin (Paragraph) rat tién lgi.

% Vigc hién thi ciy thude do va cdc thanh dung cu s& gilip cho ban don gidn
hod thao tdc, d& hiéu va dé& st dung.

% Microsoft Word 97 ¢6 thé lién k&t vé6i cdc tinh ¢ng dung khic nhu
Microsoft Graph, Microsoft Excel, Equation Editor... ¢6 khd ning thuc hién
nhifu chifc ning, k§ x3o tién tién trong vi¢c soan thio va trinh bay vin
bén...

% Vv...

ndi (Emboss)., @i iide diviin (Engrave), cho 4n chit ( Hidden), ddi mau chit
%
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