12 thu thuat trong Word cwe ky hiru ich cho dan van
phong, giao vién

Viéc soan thao van ban trén Word d3 tro thanh 1 viée rat phé) bién ddi voi
moi ngudi, nhung lam cach nao dé c6 thé thao tac nhanh trén Word va soan thao
van ban 1 cach chuyén nghiép nhat. Pung lo ling, hiy theo ddi bai viét nay dé

biét dugc nhitng meo va thu thuat dé tré nén chuyén nghiép hon nhé.
I. Loi ich ciia viéc biét dwgce cac thi thuét trong Word

Viéc biét dugc cac thu thuat trong Word dem lai rat nhiéu loi ich cho cong viéc

cling nhu hoc tap, dién hinh nhu:

« Giup thao tac nhanh hon, tiét kiém thoi gian khi soan thao van ban.
« Gilip ban xtr Iy c4c tinh huéng nhanh chong, chuyén nghiép.

« Giup soan thao, ki€m tra dugc van ban mot cach toan dién nhat.

I1. Cac thi thuat trong Word khi soan thao van ban
1. Chuyén doi nhanh doan chir thwong sang chir viét hoa
Viéc chuyén d6i chit thuong sang chir hoa c6 thé kho thyuc hién
trén Excel hay Powerpoint, nhung Word c6 thé gitup ban chuyén doi nhanh ma
khong can phai st dung bat ctr thao tac phtrc tap nao. Ban chi can thyuc hién nhu
Sau:
Mo file Word > Té den dong chit can viét hoa > Chon thé Home > O
muc Font > Chon Change Case (Aa).
Trong do:
. Sentence case: Viét hoa chir cai du, cac chit con lai viét thuong.
. lowercase: Viét thuong toan bo chit cai.
. UPPERCASE: Vict hoa toan bg chit cai.
. Capitalize Each Word: Viét hoa chit cai dau cua ting tir, cac chir con lai
viét thuong.
« tOGGLE cASE: Viét thuong chir cai dau cua timg tir, cac chir con lai
viét hoa.

2. Dich viin ban bing Microsoft Translation


https://www.thegioididong.com/game-app/microsoft-word-tao-chinh-sua-chia-se-tai-lieu-nhanh-chong-220667
https://www.thegioididong.com/game-app/microsoft-excel-tao-chinh-sua-trang-tinh-excel-220670
https://www.thegioididong.com/game-app/microsoft-powerpoint-tao-file-thuyet-trinh-voi-nhieu-slide-dep-224162

Vié¢c dich cac van ban trén céc trang web hay cac phan mém dich van ban co the
da trd nén rat ti¢n dung, nhung sé tién 11 vo cung khi ban st dung chirc nang

dich truc tiép duoc hd trg san trong Word. Ban co thé thuc hién nhu sau:

Mo file Word > Té den dong chir hodc tir can dich > Chon thé Review > O
muc Language > Nhin vao Translate.
Trong do:
. Translate Document: Dich toan van ban.
. Translate Selected Text: Dich doan text da chon.
« Mini Translator: Mé cira sé dich nhanh trong Word.
3. Thém nhanh ngay hoac gio hién tai trong Word

Pé thém ngay gid hién tai vao Word nhanh chéng ban chi can 1am nhu sau:

Mo thé Insert > O muc Text > Chon Date and Time > Hop thoai Date and
Time hién 1én > Chon dinh dang ngay gid ban muén thém vao > Nhan OK.
Pé cip nhat ngay va gio ban chi cin nhan chudt trai vao ngay gio da

tao va chon Update hoic nhin F9.

4. Tinh nang chup man hinh (Screenshoot) trén Word 2013

Viéc ho trg chirc ning chup anh man hinh (screenshot) trong Word ciing gitp
ich rt nhiéu cho nguoi dung. Va dé c6 thé chup man hinh nhanh trén Word ban

thuc hién nhu sau:

M file Word > Chon thé Insert > O muc Illustrations > Chon Screenshoot >
Chon Screen Clipping >Nhan chudt trai vao man hinh.

Sau khi chup xong ban chi can vao lai thé Insert > Muc lllustrations > Nhan
vao Screenshot va chon hinh ban vira chup.

5. An ni dung trong vin ban Word

Viéc giau cac doan van cling s€ dugc Word ho trg day nhé. DE thuc hién giau

cac doan van ban hay céac tir hodc dong chitr ban lam nhu sau:

Mo file Word > Té den chit, ky tu hay doan vin ban ban mudn gidu > Vao thé
Home > O myc Font nhan vao d4u miii tén chéo xuéng > O cira so hién

lén chon thé Font > Chon Hidden > Nhan OK.

Pé bo an nodi dung ban chi can nhan t6 hop phim Ctrl + Shift + 8.

6. Chinh sira file PDF truec tiép trén Word



Viéc chinh stra file PDF trén trang web hay sir dung phan mém d3 trd nén pho
bién d6i v&i moi nguoi, nhung viéce chinh stra PDF trén Word thi nghe kha la tai

phai khong nao. Nhung c6 thé ddy va cach lam nhu sau:

Mo file Word méi > Vao thé File > Chon Open > Chon file PDF can sira doi >
Luc nay Word s€ thong bao can mé 1 file Word méi > Chon OK > Thuc hién
chinh sira tryc tiép trén Word.

Luwu y: Sau khi chinh stra xong hiy luu file dudi dang PDF va phai doi tén file
nhé!!l

7. Go vin ban & bat ky vi tri nio trong trang

Pé g dugc vin ban ma khong phai ¢ dau mdi hang thi chung ta thudng hay
dung phim cach dé di chuyén dén phai khong nao. Nhung c6 1 cach con nhanh

hon ca nhu vay nita co.

D6 chinh 12 nhap 2 1an chudt vao bat ky chd nao trén trang Word, con tro
chudt s& hién thi & vi tri d6 va ban c6 thé g0 van ban tai do.
8. Kiém tra twong thich ngwoc véi cac vin ban cii

Luu y: Tinh ndng nay chi ¢o tir phién ban Word 2010 tré 1€n théi nheé!!!

Néu ban muon kiém tra ndi dung vin ban c6 bi 16i font chit hay co6 thé xem duogc

bang cac phién ban Word cii hay khong thi ban chi can thuc hién nhu sau:

Vao thé File > Chon muc Info > Chon Inspect Document > Chon Check
Compatibility >0 hop thoai hién ra ban chon phién ban Word mudn kiém
tra.

9. Tinh céc phép tinh trén Word

Viéc tinh toan trén Excel 13 1 cach, thé nhung s€ nhu thé nao néu ban c6 thé tinh
toan tryc tiép trén Word bang may tinh, that tién loi phai khong nao va cach lam
nhu sau:

Mo file Word > Nhép vao phép toan ban mudn tinh > To den phép toan >
Nhép chudt phai > Chon Search > Word sé tinh toan va tra két qua & hop thoai
hién thi bén phai.

10. Doi kiéu (style) va dinh dang (format) cho chir

bé doi kiéu va dinh dang cua chir cac ban chi can thyc hién nhu sau:



Mo file Word > Té den chit can thay doi > Chon thé Home > O muyc Font >
Chon miii tén chéo xuéng > Thyc hién chinh stra & hdp thoai Font hién Ién.

11. Hién céc ki tu bi 4n

Viéc sir dung nhiéu cac 1énh tab hay enter, ngit dong trong Word sé& lam cho vin
ban bi nhidu va ban s& kho tim cac ky tu bang 1énh find. Vay dé hién dong bi an

ban hay thuc hién nhu sau nhé.

Mo file Word can hién cac 1énh tab, enter hay ngit dong > Chon thé File >
Chon Option > O muc Display > Phan Alway show these formatting marks
on the screen > Tich chon Show all formatting marks.

12. M¢ 2 file Word cung lic trén man hinh

Viéc m¢ 2 file Word cung ltc trén 1 man hinh dé 1am viéc that 1a qué thuan tién

phai khong nao va cach dé thuc hién mé 2 file Word cung luc nhu sau:

Poi véi file Word c6 sin dwdi thanh taskbar thi ban thue hién nhu sau:
Mo trude 1 file Word ban muén mé > Nhan giir Shift + nhap chudt trai vao
biéu tugng Word duéi thanh Taskbar.

Poi voi file Word c6 sin trén man hinh Desktop ban thue hién nhw sau:
M6 truée 1 file Word ban mudn mé > Thu nhé man hinh file Word d6 lai >
Nhép 2 1an chudt trai vao file Word c6 trén Desktop.



