NOi dung fune s
dao tao
Word 2010

Gido trinh Word 2010 dwoc swu tdm va bién soan mot cach cd dong, don gian Trung tdm tin hoc

va dé hiéu, mang tinh thyc hanh cao, nham cung cap cac kién thirc t6t nhat thwc hanh VT, lvu
cho hoc vién ctia Trung tam. hanh néi bo.
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Noi dung dao tao Word 2010

Téng quan
e Sbbudi: 10
e Cach bb tri thoi gian 1 bubi:
o Ly thuyét: 10 - 20 phuit
o Hoc vién thwc hanh: 70 - 80 phut
o Tbéng két: 10 phut
e Cach day va hoc:
o Tap trung vao thyc hanh, gido vién hwéng dan truc tiép trén.may
o Hoc theo kha nang hoc vién, khéng nhéat thiét phai bam theo khung bén dudi,
hoc vién hoc nhanh sé duwgc thwc hanh thém cac bai thwc hanh mé rong va
nang cao
o Hoc vién c6 thé trao déi trwc tiép thém.cac van dé khac lién quan dén tin hoc.

Chi tiét cac buéi hoc

Bubi 1
o Ly thuyét
o Gidi thiéu chung: muc dich khda hoc, cach thire hoc, luat
o Gidi thiéu tbng'quat vé may tinh, phan mém....
o Gi&i thiéu man.hinh. Word 2010
o Thao tac véi tap tin Word: New, Save, Save as, Close, Open
o Céch thire.nhap liéu + cac phim & té hop phim
o «#Binh'dang font chr
o Dinh dang doan — Paragraph co ban (d4u dong, left, right)
e “Thuwc‘hanh
Bubi'2
oLy thuyét
o Dinh dang doan nang cao: déng khung, mau nén, khoang cach dong
o Cach thirc dat TAB
o Bullets & number
e Thuwc hanh
Bubi 3
e Ly thuyét
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o Chén anh cé san (picture)

o Chen anh nghé thuat (ClipArt)

o Chén hinh vé (Shape)

o Chén biéu db (Chart)

o Chup hinh man hinh (Screenshot)

e Thwc hanh
Budi 4
e Ly thuyét

o Chir nghé thuat (WordArt)
o Hoép van ban (Text Box)
o Cobng thre toan hoc (Equation)

e Thuwc hanh
Budi 5
e Ly thuyét

o Tao ky tw HOA dau doan van (Drop Cap)

o Tao cbt bao

o Cheén cac ky ty dat biét(Symbol)

o Tao Bookmark, Hyperlink; Reference

o Header/Footer: tao dau trang, cudi trang

o Thao tac v@gitrang (Page): kich thwéc, huwdng, thém, xda...
e Thwc hanh

Bubi 6
e Ly thuyét (Table)
o Taobang
o Thao tac trén bang: chon, thém, b&t hang/cot/d, can 1é. ..
o. Trang tri: ddng khung, chon kiéu bang...
e Thwc hanh

Bubi 7
e Ly thuyét (Style & Index)

o Tao stype
o Gan style
o Style & Bullets and number

o Lam muc luc cho tai liéu (Table of Contents)
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e Thuwc hanh

Budi 8

e Cactiénich

O

O

©)

©)

O

Template

Tim kiém va thay thé
Kiém tra chinh ta

Track sy thay ddi

Thém ghi chi (Comment)
Review tai liéu

Mat khau bao vé (Pass)
Show/Hide ky ty dac biét

e Thyc hanh (téng hop va nang cao)

Budi 9

e Ly thuyét (Mail Merge)

O

O

@)

Tao di¥ liéu nguén
Tao mau
Trén

e Thyc hanh (téng hop va nang'cao)

Budi 10

e Ly thuyét

O

O

@)

O

O

(0]

Tao mau nén

bong khung
Watermark

Footnote va Endnote
Thiét Iap trang in

In &n

e Thirc hanh (tbng hop va nang cao)
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